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Total 
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Positions Newly Employed. Separated Employees 

Cashiers 2 J 14 

Receptionists 

Switchboard 6perators 

Collectors 1 6 

Deli vr:;ry Boys 9 7 21 

Office Boys 3 5 

Messengers 2 

Machine Operators: 

Calculator 9 

Mimeograph 1 

Total 15 10 58 

175 

Turnover 
· Per 

No. 8 Centb 

2 14.2 

7 JJ.J 

9 16.0 

8Actual number of replacements during 12-month period, represented by total 
newly employed. or total separated, whichever is snaller. 

bPercenta.ge of net turnover based on average number of employees during 
12~onth period. 

This table should be read as follows: Two men cashiers were newly employed; 
3 men cashiers were separated fran their jobs. Since there was an average of 
.14 men cashiers enployed., a turnover of 2 men cashiers, or 14.2 per cent of 
the average number of cashiers anployed during the 12-month period, is indicated. 
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CHlP.l'ER I 

IN'lRmtJCTION 

Thia is a Sm vey o-t Selected Ottice and Store Occupations in Enid, 

Oklahoma, made during August, 1949, toidetermine vhat business occuz;ational 

employmnt opportunities there were in Enid ror the graduates ot Enid High 

School, the students ot Enid Buainese College, and the students of' Ph1llip's 

Uniwrsity, as well as, tor the students ot the schools in surrounding 

towns. This study endeavors to securer intormation that ma;,- be or value 1n 

the guidance programs ot the schools in Enid and in the surrotmU ng towns. 

Pm:P9I! Jll. ma Stpiy 

The tollCNing 11st constitutes the chief' P1J11P0888 of' this studyr 

l. To determine to vbat crxtent employers of' selected stores and 

of'f'icea vill eniploy store am office workers as young as the average 

high achool graduates. 

2. To determine the number of' new vorkers employed in selected 

store and office positions during tbs 12,.month per.tad tromA.uguat, 1948, 

to August, 1949. 

3. To determine the extent to which ottioe and store employees were 

dropped frOlll the payroll during the 12 months prior to August, 1949. 

4. To determine what educational level. is demanded by local business 

men or the Yarioua ·types or workers. 

5. To determine vhat exp&rience quallf'ications, it aey, are required 

by local business •not nev employees. 
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6. To determine if there are sex preferences tar the beginning office 

811lPloYees or the various types or positions. 

7. To determine what ldnd ot office J1111Ch1nea are in general use 1n 

seleeted atoNa and offices as one bu!a te detmD1ning the deairab111ty 

of providing inatruetion in the use of ottice machines. 

s.s,a .l!!l P!l 1!1 tation 
This stub' incl\¥led selected retail stores, wholesale firms, am 

business ott1ces in the City of Enid, Otlahcma, which are comprised in 

the following list, 

J.cceunting firms 
l.ppliance stores 
.ltto.rM71e offl.cea 
Auto suppq am Acceaaor., stores 
Autmoblle Sales and Services 
Banks 
Clinics and Hospitals 
County offices 
Credit Associations 
Department Stores 
Drug Stores 
Electric shops 
Elevators, grain 
J'i ve and Ten eent Stores 
Furniture Stores 
Gemral Mercbam1ae stores 
Orocery stores 
Hardwares 

Utility companies 

Hotels 
Ice Cream plants 
Insurance Ottices 
Jewelry stores 
Ladies Dress Shops 
La\Jlldl7 
Loan ccapanies 
Lmaher companies 
Men •s wear stores 
!blicipal ottices 
1'bsic store 
Nevapapm- ottice 
Oil CODqllaD188 
Paint & Vall.paper companies 
Plumbtng· COIQlaDY 
Radio station 
Real Estate ottices 
Seed & J'eed St&rea 

Wholesale oamy companies 
Whol.esale Pa:u.tr,, & Egg Company 

These firms were aelected trcm the Enid Telephone B1rector,y, tak:I ng 

first the firms vhich were located around The Square 1n Enid; second, 

those close to the Square; am third, the principal businesses in out

qing districts of the City ot Enid. 

This study does not lnclme, 

1. Regn, tlrme , 
2. Plaeee sel11:ng alcoholic beverages 
3. Erapl.o;yers vho eJllP].o.,ed only members or their own tamU.iea. 



No attempt w.s made to determine the salaries paid tar the ditterent 

types ot work. Names ot the bualness firms do not appear 1n the report. 

No tabulation or anal;vais vas made of employees under sixteen years of 

age, am no etf'ort was made to keep a record ot them. 

The data used in this study vere obtained through personal interview 

with personnel directors, office managers, or owners ot the business firms 

in En:1d, Oklahoma. Certain data obtained in this study' are lim1 ted to 

the opinions or the pers.omel directors, office managers, or owners or 

the hlaineas firms interviewed. No attempt was made to ascertain t:rem 

the employees what they considered to be shortcomings in their pre

ernplo;yment training., The vri ter recognizes that such information is 

valuableJ however, the time which would have been required to coniuct 

personal interviews with a great number or employees was considered to 

be so great to make such an undertaking impracticable 1n this particular 

study. 

1>et1n1t1ons 

For the. purpose ot this study, the terminology indicated should be 

interpreted on the be.sia ot the tolloving definitions: 

Bookgeper;-Keepe ccaplete am systematic aet ot records ot busineas 
tranaacticma ot eatabllslaent, examining and recordi.11g transactions 
1n record books am on torma, Balancea boo1ca am canpS.les reports 
at regular 1nternla to sh.Oil receipts, expenditures, accounts P81'
able, accounts receivable, profit or leas, and~ other items 
pertinent to the operation ot a buaimss. Calculates wages of 
employees from plant records or time cards, and makes up checks or 
draws cash fran bank tor pay111nt ot wages. May prepare, VP&, and 
mall montbq statements to customers. 14,q' perform other duties, 
such as taking telephone orders and malc:lng bank deposits .1 

~aea, installs, and supervises operation ot gen~ 
accounting, budget, and cost sy11tema1 Supervises subardinates 

1 D1c;t49Pfn: .2' Occupatig1 Titles, Vol. I, Definitions ot Titles, 
Sec1>nd Bdition, March, 1949, p. 121. 



engaged 1n maintenance ot accounts and records. Balances boo 
period!~, al1d prepares statements tar administrative otf'icers, 
showing items, aueh as :receipts, dishlraementa, expenses, and i:rofit 
and loss. PNparea Pedenl., State, or local tax rretUl:"DS. Interprets 
accounts and records tor adJldniatrative otfice.rs.2 

~eepe a record of ea,ah transactions, receipts, am disburse
ments incident to the cond~ ot a blsinesa. • • • Counts money am 
cac111paes amounts vith sal,19 sUps or c-11 receipts. Makes change 
and cashes checks. • • Prepares 1llOll8y tor deposit 1n bank. • • • Mq 
pertora a variety ot 1'8latecl duties. hequentq worka 1n restauranta, 
drug stores, theaters, gr'f>Ce.J:'1' stoNs, am s:failar eatabJ1shments ••• 
Hay' operate a cash register and a ticket-.diapenaing ~ch1ne.3 

Qlgk, IIIR'M:-· • • requiring little or no preri.ous traSn:f ng, which 
involve the pert-ormance ot routine alerical duties, such aa addressing 
envelopes, keeping ainlfle records,. gatharing and dellwrtng ••saaea, 
and aaaiating 1n operaflht ""£flee Dllloh1nes, and vhich DV' require the 
ability to do simple typing. 

~oea general. clerical work not requiring special schooling 
or training and requ1r1ng the use of typewriter 1n ,the acccmplishnent 
ot a majority ot duties, Typewrites letters, reports, am other 
matter f'rom rough draft or corrected cow. riles recorda and reports. 
Makes out bills• answers telephone, aorta and diatriwtes incaaiJJg 
mail, addressea .Olltgoing mail, aDd does other clerical work, performing 
one or a combination ot clerical duties as aas1gnect.S 

Segre;tan:-Pertorma general office vork 1n ~erlng mcutivea 
and other CClll,Pa!JY offlciala ot ll1nar executive and elerical duties: 
Takes dictatimi, using ahortband or a Stenotype machine.- Transcribes 
dictation or the :recorded intormation reproduced cm a tra.nacribing 
machine. Makes appo1n1aenta tor executive and reminds him ot them. 
Interviews people CGlll1ng into office, direcUng to other workers 
those vho do not varrant seeing the executtw. hawn and llllkes 
plume calls. Bardlea pers.onal and inlPm:'tant mall, writing routine 
correspondence on own ird:t.iative. ~ supervise other clerical 
vorkers. Mq keep personnel records. 

stgogapber-Tatea dictation in shoJ:itband of C01"'1,"eSpondence, 1"9PCJ"i&\ 
and other matter and tranaoribes dictated nater-ial, writing it out 
1n longhand or uaiDg a typewriter. Mal' be required to be ftrsed in 
the technical language and terms used in a particular protesaion.. 
Ma;,' perform a ftl"iety ot related cl«-!eal duties. _ Mav' ·· take diotation 
on a stenotype -.;,1na or JDQ" transcribe intormatil>n trm a aoum 
producing record. 

2 
~., p. 2. 

4 ll!!g., p. 264. 
6 Jlag., p. ll71. 

3 ~., p. 205. 

5 ~., p. 266. 
7 lllH•, p. 128¢. 



IJ:m-is a COJllPSJJY er an organization composed or one or Jll)re 

1ndividuala which transact business. 

Ollig Ppsit.img....trhose positions in vhich employees perform duties 

ot a business office, such as secretarial duties, record keeping duties, 

and other general oftioe duties. 

ruJJ-ia ~ person who works 30 or mare hours a week at a 

particular job or position tor PIO'. 

,!!m-J;a Emplm ee A person vho works less than 30 hours a week on 

a particular job or position tor pay .. 

The interviev method ot nonative-eurvey research was used in 

gatbering data pertaining to employment opportunl ties and standards 

required by Ehid Business Firms ot beginning employees. 

; 

A quastiomw.re vas prepared tor use in the personal interri.ew. In 

each instance, the interview was conducted vi th the person most directq 

responsible tor the selection or new employees. 

Method m: Research 

The interview teehn1que ot the normative-survey research method vu 

selected as being the most appropriate tor gathering data necess81'7 trr 

th18 study'. 

Carter V • Good, A. s. Barri and Douglas E. Scates sq •. • • normative

aurvey research is designed to secure inf'arma.tion on conditions or practices 

as they exist.•8 ot the interviev technique tor gathering data, they sa.y1 

B,y means or the interview it is possible to secure ~ data that 
cannot be obtained through the less personal procedures ot di~ 
ting a reply blank ••• Again, the interview permits the interviewer 

8 C&rtier V. Good, A. S. Barr, and Douglas E. Scates, :t!!I Methodology 
~ Educa1;im,1 Research. p. 373. · 
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to gain an 1Japreas1on of the person who 1s giving the facts, to tom 
some judgment or the truth 1n the tacts, and to •read between the 
lines,• things that are not said.9 

. Leonard V. Koos,. 1n his book, Illt Qpa,:tigpppjr, !D Edppatiop, gives 

the i"elloving as one of his reconaendations tor using the questionnaire 

1n reaearelu "Wherever possible, it 18 preferable to use the oral 

Cecil C. DeHaven, commenting on the 1.Inportance or the interviewer 

using tact am good judgment when approaching am interviewing business-

man 'Wl'itess 

In general, moat bualnasa people are interested in business 
education am are w:J]Hng to halp out, in tact, are a little 
tlattered to be inteni.~it one goes .at it in the right 
'W8Y' and at the right time. 

Questionnaires used in mald.:ng a,muar studies were secured and 

studied. 12 After the questions to be ansvered by this study had been 

outlined, the tentative que·stionnaire was prepared and presented, along 

with the plan tor the stu,:\r, to Professor Robert A. LOln7, Department of 

Business Education, at Oklahoma A. & M. College. The questionnaire was 

then revi8ed to contorm vi th the suggestions received am to include the 

9 D14., p. 378. 

10 Leonard V. Koos, D! QgstiffllP§fl! Ji! Educatilin. p. 161. 

ll Cecil c. DefflmH1. "Camnereial S~ They Worthvhile?" 
Rm!Y at c,-,re1t1 Hmt1on. rm1, c~, 1940), p. 13. 

12 Zoe Vela Davis, "A SU1"Ve7 or Selected Business Occupations in 
Pryor, Oklahoma.• Unpibliahed thesis, Ok]ahema Agricultural and 
Mechanical College, Stillwater, OkJahoma, 1949. 

l2 Luc:IJ]e Warmington, •A Su.r-f97 ot Selected Ottiee am Stare Occupa
tions in Monett, Missouri.• UnpubUabed thesis, Oklahoma Agricultural 
and Mechanical College, Stillwater, , Oklahoma, 1949. 
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additional types or positions vhieh seemed advisable to use in this atmy. 

A cow ot the questionnaire used 1n the Enid wrvey 1a included in the 

appendix, as Appendix A. 

After 10 r1rms had been intem.eved, the questionna.ires were studied 

as to the t:Jnd1.ngs of data given by representatives of the f'1rms inter

viewed. It vas then determined that the questionnaire vould give the data 

desired, vben filled out completeq by the interviewer vho obtained intorma

tion am tilled in the forms, or, by the peraennel director 1n charge of 

selecting nev eJ!lPlo,-ees giving answers pertaining to the mSninlll requ.1.re

ments tar · the anployees ot the f'irm • 

. A list or firms to be contacted vas nade f'J"om the class~ied section 

or the Enid Telephone Directorr on 3" x 5• cards. The class ot business, 

the tirm DBJl8, the address, and the telephone number were typed on these 

cards. The cards were first sorted and arranged by streets; then, by 

leeation on the streetJ and, 1n soma instances, the cards were arranged 

by floor in the ottice buildings,, 

The writer or this study vas introduced by her brother, ovner of one 

of the firms included in the study, to the p,.-esident of' the Chamber of 

C ODll8rce vho approved the study being made in Enid. The president of the 

Chamber of Comarce vrote a !qt.er, introducing the writer and stating 

his approval of' the study, to be used to intorm rep.resentati-,es or firms 

vho m1ght be hesitant about giving the desired data. The letter vas 

used in onq a f'ew iDstances in which the representatives of the tirma 

were a. little hesitant about whether, they' sh1>Uld fill in the question

naire. The majority of' the representatives of' the f'irms interviewed ven 

very cooperatiw 1n giving data. 

The President of the Chamber or CCllllllrce recommended that no 1"irms 

be interviewed before 9&30 1n the mornings and after 4r30 in the af'term>ons 
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because ot the rush ot work and business at those houra; be also suggested 

that no business f'irms be interviewed on Saturdqs. Tbeee,·reccnnendations 

were fol.lowed. 

The writer of this study was assisted b.r three young college students, 

who were reconnended by the Enid Business College as reliable and depend

able young ladies tar this vork, in 1nte:rd.w1ng the re~aentatiwa of 

the tirms inclmed in the study. .l 1ienlp(D:'ary office was set up 1n the 

Quinn Furniture Canpat\Y 1n Enid, where the assistants am the writer mt 

at intenals to study problems that came up at times. The tirst morning, 

atter studying the questionnaire with the writer ot the thesis, the 

assistants each 1.ntervieved three representatives ot business tirms; 

then, they returned to the temporary ottice, at tmich time each question

naire was caref'ul.q studied by tha writer am the assistant interviewers. 

Queattona in the mm:ls ot the assist.an.ta were clarified by further explana

tion from the writer. In a tew instances, the assistant returned to the 

repreaentatiws ot the first t1rms interviewed, to pt additional. data, 

ar to clarify soma data which they had received 1n their first interviews. 

The assistant interviewers returned to the of'f'ice ear~ the first atter

DOODJ again, the wr1 ter and the assistants thorougbq studied and discuaaed 

the questionnaires which bad been tilled out during the first da.,v. The 

questionnaires were tow:id to be oempleted in good form. On the second 

day and on succeeding drqs, interviewing i:rogressed more rapidq since 

tmr peraana were then interviewing the representatives ot the tirras. No 

reccxrd vas kept of the mmiber of interview tor each da_y; however, soma 

dqa very tev interriewa were accomplished since so much time was spent 

waiting to talk vith the representati:ns of the firms to be intervieved. 

In soma instances., appdntmants were made vi.th the repioesentatives ot the 
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tirms, so that the interviever \IOUld not waste more time than neeessaey-, 

and to arrange tar a more convenient time with the person to be interviewed. 

It was planned to complete the interviews within 7 days, but since 

all four girls could not spend full time each dq interviewing, it took 11 

dqs to interview the representati'ftS or the firms included in the atudy. 

However, it was necessary to contact a few f'irms at a later date than the 

date on vhich most or the firms were interviewed, because some or the 

representatives were on vacations. All inteniews vere completed during 

August, 1949. 

After the data were callected, rough drafts ot the tables were planned 

and draw to be used in tabulat1Bg the data on the basis ot the toll.o!dng 

classifieationa and groupingau Firms elaasitied accming to tull-time 

employeesJ employees classified according to type ot position and nature 

of business; number or men and women employees; employers preterence tor 

mn am women employees for each type ot position listed; gai1'l in employ

mentJ rate or turnover; minimum employment age tor men am far woman 

employees; distribution of' jobs held by mn, and by women, according to 

the ldu1mum age requirements; experience requirem9nts; distribution ot 

jobs held by men, &lld by women, according to the experience requ.1nments; 

m1n1mm education requirements; distribution ot joba held by men, and by 

women, according to the minimum education requirements; mmber of employees 

performing selected dut.ies in the various types ot positions listed; and 

mmaber of' employees operat.ing machines in the various types ot poai tions 

listed. 

The rough drafts or each or the tables included in this study were 

studied am interpreted; then, a t'inal draft of each table was constructed 

and interpretations were ma.de in keeping vi th the purposes ot the stmy. 



CHAP!'ER II 

GE?ERAL RESULTS OF THE STUDY 

The data tar this atudy were Cl>llected by personal interview held 

during August, 1949, with representatives or a selected group of business 

t1rms in Enid, Oklahoma. 

There were 137 busilaess tirms on the original. list, vhich was eompiled 

trom the claasif'ied section 0£ the Enid Telephone directory. There vaa 

some duplication in the listing ot tirma, thus eliminating a number ot the 

f'1rms trom the original list. Several tirms listed employed no employees 

other than members ot their own family am a few tirms had moved or gone 

out or business since the directory was printed, thus also el1rn1nating 

other firms trom the original list. Thirty-six firms wre elim1nated 

trom the original 11st, leaving 101 business tirms included in the study. 

The 101 business firms visited employed 563 men am '738 women, making 

a total ot 1,301 rull-tima employees. The 101 ·f'il"ms also employed 14 Dien 

and 68 women pa.rt-time employees, mak:tng a total ot 82 part-ti• employees, 

or a grand total or 1,383 emplo,yees considered in this study. The majority 

or the data in this study pertain,only to the 1,301 f'ull-time employees, 

because the pu-t..t!me Jobs are conaidered or very little interest to the 

graduates of the schools of Enid. All clata and tahl.es or this atu,q are 

concerned vi th tull.-Ume employees tmlus othervise stated. 

Im al r1rms 
In order that a clear idea mq be obtained as to the sise or the 

business firms in Enid, or those considered in this st~, the 101 business 
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firms included in the study were classified according to the number ot 

enployees.. These data are shown in Table I. 

Table I Shows that or the 101 firms represented, 19, or 18.8 per cent, 

had only one employee. Jiineteeh, or 1.4 per cent, of· the 1,JOl full-time 

employees included in the study were enployed by these firms having one 

employee each. 

There were 9 ti.rm.a which employed 2 full-time en.ployees each and 9 

firms which employed 3 full-time. employees each. The l.argea.t number of 

enployees hired by a single firm was 207. 

Distribution 2f. Employees El Nature ~ Business !!!!_ ~ !!f. Position 

Table II reveals that 23 .employees were classified as accQUJltants. 

The 5 Oil Production and Lease Companies e:nployed 5 accountants, the 

greates~ nwaber of accountants. One accounting firm employed ? accountants. 

The utility companies 81!!tployed 3 accountants each. 

One hundred forty-five bookkeepers were included in this study. The 

Oil canpanies employed 41, the greatest number in this type of position; 

the banks 9!lployed 13 bookkeepers, while the grain elevators reported 10 

bookkeepers. 

Of' the 66 secretaries included. in the study, 24, ·or the largest 

number of secretaries, were employed by the oil companies. Ten secre-

taries were enployed by 7 attorney•s offices. 

The groat.est number or 6'l1ployees in arq one type of position considered 

in this study was the 440 retail salemen. or this number, 147 were enployed 
·-

in department st~, which employed a total of 250 !ull-ti.'lle men and women. 

The mercantile chain stores ranked second, with -182 full-time men and 

women anployees. The 3 general merchandise s~res employed 101, !IJld the 

2 lumber companies 0?11ployed 101 men and waaen. 
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TABLI I 

J'l1Ul3 CLASS.IFIID .IDCCDING TO tm1BBR 0, rui.1. .. :rDB EMPLODZS 

iii:w1i ! t I · L I ....... ot ....... ot ~ ~ lmploJNa rs.. ot·TCJW, Total .,., • , ,,.,,,,,,, 11 ....... ,,.. IIPJ1t111 tmlmee 
1 19 18.8 19 1.4 
2 ' 8.9 18 1..) ., 9 s., :n 2.1 
4 6 ,., 24 1.8 

' ' 50 .. 2S l.9 
6 6 5.9 J6 2.1 
'1 6 s., 42 ,.2 
8 7 6 .• 9 " 4.3 

' 
, ,.o rt 2.1 

10 ' ,.o JO 2.3 
11 2 1., 22 1.7 
13 2 1.,9 • 1., 1, l 1.0 15 1.2 
16 2 1 .. 9 32 2., 
17 ' ,.o S1 ,., 
19 1 1.0 19 1.4 
a, 1 1.0 20 1., 
22 2 1.9 44 ,., 
23 l 1.0 23 1.7 
24 1 1..0 '4 1.8 2, 1 1.0 2, 1.9 
%7 2 1.9 56 4..3 
40 1 1.0 '° ,.1 
41 2 1.9 82 6.J 
43 l 1.0 4J ,., 
4' 1 LO 45 ,., 
,a l i.o ss 4.S 
73 l 1.0 .,, S.6 
,a l 1.0 92 7.1 

,m 1 1.0 '1:11 1,., 
-

Total 101 100. l,JOl 100. 



TAJD II 

PULL-TDB AND PART-TDB EMPLOmS CLASSirIBD MCORDINO TO NA'l'ORE or BUSINESS A.NJ) TYJE OF POSITION 

tm ii .hiWii ··-,~ 

Nature ot Budnaas 

.5 :I.·. '··· -ii • J 
i I ~ '.1 ° I I ~ 1 ., . ~-- - l. a u , s. 0 ... I , 1·· J· 

1·· i ~ J I J i I I i ... 1 . 

Note a The nua• ot part..tiJaa employees 14 ahovn in perenthe1es tollowing the number of tull-Ume empl.oy'eea. 

Thia table should be read as follows, The one aocounting t1rm ineluded in the atud1 employed 2 aceount&nta ~ 
and one ,ecretar;y. 
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T.A.Bl& II 

PULI-TH AND PART-TIME EMPLOYEES CL&SSIFIED ACOORDING TO NATUBE 01 BUSINESS AND TI.ES 01 PQ,lTION 
(CONTillUEJ)) 

hlll et Position ·· .. 

I SI ii I 
- IQ I ~ I . 

TO?Ala 23(l)l4S(5)20 66 41 17 42 8 98(1) 2 62(2)31(5)10 6 9 47 440(34)'9(1)13 
t: 



TABLE II 

PULi-TDC AND PART-TIME EMPLOYEES CLASSIFIED ACCORDING TO NATURE or BUSINESS AND TYPE or POSITION 
(COtCLUllm) 

Nature ot Bwsineas 

!OU.LS 

-- -- ----- -~~. 

Tim ot Position 

. . j j j j . . j 

I i ~ . I 8 l ~ d I I i I t 
u J m u A § I M i u u j £ I 

I 
; 
: 

I 
J 

S · l 4 1 14(2) 5 1 14 2 lOl J.,301(54) ~ 
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There were 54 part-time employees hired by the various firms inter

viewed. Thirty-tour ot these part-time ·varkers were empl.oyed as l'etail 

salesmen. Information on other types ot positions and business tirms 

included in the study mq be found in Table II. 

Ngmber .It Emplpnu 1D ls! Jarioua trPet Rf. Positions 
Table III shows the number or full-time, part-ti.met and combined 

t"Ull-time and part-time employees, as well as the total number or employees 

1n the various types of positions or this study. Thsre was a total ~ 

1,.38.3 full-time and part-time employees considered in this study. Ot 

this number, 56.3 Jllen and 7.38 women were employed tul.L-time, maJd:Ag a total 

ot 1,.301 full-time employees, with whom this study deals. The data in 

Tables II and III include both tull-time and part-time empla,ees. The 

data in the remaining tahl.es deal w1 th full-time employeea unless other

wise stated .• 

Table III shows that there vel'9 lllOl'9 men and vcmen emplo)"8d as 

retail saleSllleD than 1n arq one other type or position ot this study. 

The aecond ranJdng type of position according to the number or employees 

was the bookkeeping positions, while the third rank1ng type of position 

was the pnera.l. clerk. 

1:mp1.om: •, rn,,mn ts: !ID s lfomen EmpJ.o;ms 

in Vario,p :to,a ;2' Py1tions 

In interpreting Table IV, 1 t should be not.ad that each emplo;rer was 

counted as a sep,aate employer 1n each instance in which be supplied data 

conoerning pr-eterences in aey or the positions listed. On this buis, 

the data presented 1n Table IV show that men were preferred in 117 

instances, ar in 26.8 J>8!' cent, ot the total number or &.Xp.NSsed prefer

ences. Women were preferred 1n 213 instances, or 1n 48. 7 per cent ot the 
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TABII III 

NUMBBR a, EMPLOmS Ilf TD 'fBIOJS TIRES or PC81TIONS 

Si~ctiii· fRtd11• ciiiiiii 
PeelU.en MeWOIIIIII MIJIV- JlenW--. total 

...• ""'" ~ 21 2 l 0 22 2 24 
Bo--ii:tcupen 49 96 1 ,, so 10, lS, 
~Clerks 7 lJ 0 0 ., 13 20 

......,,o 
s.anws. 0 66 0 1 0 " 6? 
StAmopapban 0 41 0 0 0 41 41 
fyp1ate ' J9 0 0 3 J9 42 
ldipbom/J).....,_. Op,. 6 11 0 0 6 11 17 

1~m 
1'119 1 ., 0 0 1 ., a 
a.n-al. 26 72 0 0 26 72 98 
Stook " 6 2 0 ,a 6 64 
TS- 1 1 0 0 l 1 2 
B1lllng 8: 23 0 6 8 29 71 
8hlpptng 10 0 0 0 10 0 10 
Ordw· 2 4 0 0 2 4 6 
P,qroU 1 8 0 0 l 8 9 

"i,!L,.Salwn ,.,, 0 0 0 47 0 ,.,, 
..wi Salalllllll '1111 233 6 51 213 284 4ff .. ,.. .... ,.....,. 50 ' 0 0 ,, 9 59 
Innnme Sale- lJ 0 0 0 13 0 1J 

P•Ht1fflP'I 
Caablen 13 so 0 1 13 SL 64 
BNeptlord.ete 0 6 0 0 0 6 6 
Svitchboud Operat&n 0 17 0 0 0 17 l? 
C..u.ot.8 ' 2 l 0 6 2 a 
Deliwr,Bo7_a 22 0 2 0 24 0 24 
Ottloe Blp/Gl.rla J 2 l 0 4 2 6 
l.ddlng MaeMM 0,..tcn 0 l 0 0 0 1 1 
I.B.,,C. llaoblne Gpentan 0 4 0 0 0 4 4 
Mdnsabl Maoldm oi-,. 0 1 0 0 0 l l 
Calou.law Maoldm o,r. 9 ' 0 2 9 7 16 
OGIIPtcat_. Jfaohine Olw". 0 s 0 0 0 ' s 
~MaoblmOp.r. l 0 0 0 1 0 l 
PN\tng MaebSne Operator. 0 14 0 0 0 14 14 ........ 2 0 0 0 2 0 2 

Total 563 '138 14 68 ffl 806 J..,S, !Ida= ™ -Ned ... ,:t;:;:. i~---2 .... -.... 
emp1oy114 as ~ uoountdUa .. -..i vu emp1.oye4 u ~ 
waaat.ent, Mir.Ing a tow. ot al 111n an4 2 ---, o.r a wt.al ot 24 
uoountenta tnoluded in t.bla ~ . · 



TABT.B IV 

EMPLOmRS' PREIIREICES P<ll lCN AND VMH EMPU>mS 
IN VABIWS TiliBS or POSITIONS 

!!l!d 51tP!M 
-~ 10 62.S 2 12., 4 25.0 
Boaldreepea u 11.8 31 42.5 , '9.'7 
~Clwb 0 'I 5).8 '6.2 

~II 
SNNwlea 0 J4 91.9 ' S.l 
,s~ 0 19 90.S 2 9.S 
Bdipbone/Dlet.apbane Opp. 0 1 so.o 1 ,o.o 
!yplat,e 0 u '13.3 4 26.'I 

1 16.'1 J ,o.o 2 ,,., , .9.? 21 67.'1 7 22.6 
16 84.2 2 10.5 1 ,., 
2 '°""o 1 25.0 1 2s.o 
1 ao.o J 60.,o l 20.0 
2 66·.7 0 1 :u., 
1 '-' 17 77.3 4 18.2 
4 ao.o 0 1 20.0 

IIJH• 
Wholaale Sal•- 9100.0 0 0 
Retail Sal•IID'l'II 19 33.9 16 28.6 21 n., De~-.... 14 13.? 3 15.8 2 10.s 
lmunnOe SaleSllll 1100.0 0 0 

•1::tl:"' 2 7.4 16 ,,~, 9 33.3 
Delt...,. lop U l.Q).0 0 0 
Offloe. BoJwtlUrla J 60.o 0 2 40.0 
IteoepU.DDlata 0 5 100.0 0 
Svitobboard Qptra .. 0 10 100 .. 0 0 
PoaUng Maehlnil Operaton 0 2100.0 0 
I.B.M. MuhSM Operaton 0 4 lOOioO 0 
Coll.Ntan ' 60.o 1 m.o 1 20.0 
A4d1ng Maohtm Opeaton 0 l lOOi.O 0 
Comptaaeter Maeld.m Opr • 0 21001..0 0 
.&deeeainc lllehlne as-,. 0 0 1100.0 
Caloul atar Maoblne OJ,w. 0 1 2s.o ., 75.0 
~Mathtm Opr. 0 0 1100.0 
Me8SIIDgll.l'S 2100.0 0 C ·-

Total U7 213 l.fR 
;.;;;;. .. ot 
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l6 100 
73 100 
13 ltJO 

YI 100 
21 100 

2 100 
1, 100 

6 100 
.)1 100 
19 lOO 
4 100 
s 100 
J 100 

22 100 

' 100 

9 100 
56 100 
19 100 
1 100 

%7 100 
11 100 

' 100 
s 100 

10 100 
2 JOO 
4 ]00 

5 100 
1 100 
2 100 
l JOO 
4 100 
1 100 
2 100 

4YI 

- --- lhl 
8houl4 be na4 .. toll.ow, 

.··-~ Me..; .. -091'.Nd ~.i ! g 
Thia tabla 1n lD t.nstanaea, 
or 1n 62., per eent. o~ tblt lnataneea. ln vhioh eapi.,,... hbed aacountaats. 
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instances. No preterences were stated in l<Y'/ instances, or in 24.5 per cent 

of the instances in which responses wre requested. 

Table IV show that men were pref'errad over women for such positions 

aa accountants, stock clerks, time clerks, shipping clerks, vbolesale 

salesmen, department managers, insurance salesman, delive:r,r boys, and effice 

boys rather than girls, collectors, and messengers. 

Women employees were preterred over men eJQl)la,ees tor such pos1 ttons 

as bookkeepers, ledger clerks, secretaries, stenographers, typists, file 

clerks, general clerks, payroll clerks, billing clerks, cashiers, recep... 

tionists, switchboard operators, posting machine operators, IBM machine 

operators, adding machine operatws, and eomptometer operators. 

or the 16 f'1rms employing accountants, 10 firms, or 62.5 per cent 

preterred men accountants; 2, or 12.5 per cent, preterred woman; while 

4, or 25 per cent, had no p.ref'erence as to whether their accountants vere 

men or women. However, tor the bookkeeping positions •n were preterred 

in ~ 13 instances, or in .,-17.8 per cent or the instances; while women 

were preferred in 31, or in 42.5 per cent ot tbe instances; and no prefer

ence was stated in 29 instances, or in 39.7 per cent or the 73 instances 

where bookkeepers vere employed. This show that while there vas a great.. 

deuand tor men accountants, women boolllaMpers were pref"erred in more 

instances than were men bookkeepers .. 

Table IV shows that there was little or no opportunity' tor men 

employees in secretarial positions, since no employers stated a preference 

tar men in these positions. In several instances, however, no preterence 

was stated, which may give the men some opporttmity tor ·ga1n1ng errapl.aymant 

in the secretarial positions. Table III shows the small mint>rity ot nen 

as compared to women~ in secretarial positions. 
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The employers stated a preterenee tor men 1n more instances than tar 

women in positions as stock clerk, order clerk, time clerk, and shipping 

clerk; but women were preferred in more instances than men tor positions 

as file clerks, general clerks, pe;v:roll clerks, and billing clerks. 

~ .l!! Emplg:nnent Durjpg 12-month Period 

During the 12-month period, August, 1948, to Au,ut, 1949, 117 men 

and 330 women were new~ employed. Sixty-nine men am 238 women were 

dropped trom the payroll, making a· gain 1n employment ot 28 men and 92 

women, or a total gain in employment of 140 rull-time enaployeea in the 

firms included in this study. These data are shown in Table V. 

Fi.tty-nine men and 167 woman were new~ employed, mldng a total ot 

226 employees hired during the 12-month period in retail selllng positions. 

Porty-three men and 129 women were dropped &om the ~oil, making a total 

ot 172 retail selling employees dropped from the pa;yroll. Thia makes ·a 

gain in employment ot 54 retail salespeople, 16 ot wholn were men and JS 

women. 

11:!t!. -21: TJJnwDr J.D pplwna J2w1 Pr 12-month f,nod 
The toll.owing formula was used tar the determination of turnowr 

throughout the study, 

1. Present number of' employees plus separations minus newq employed 

equals .number ot employees at the beg1no1ng or 12-month period. 

2. Present number or bployees plus number at beginning or 12-month 

period, dlnded by 2 equals average number or employees during 12-month 

period. 

3. Percentage ot net turnover is based on ""rage number ot employees 

during the 12-month period. Thi actual number of replacements during 



TAIU V 

GAIN I N EMPL0n£tlr DURING M ~ PERIOO 

:;:: -~· Gain in 
Poeitlon IIP}mf !l!lr .Prm,4 J,m] MM I\ 

Ma WOIIIIJl Total Men WCIIIID ht&1 Mm VG1111$B !alal 

BM5d IIIRf v 
Aoooantanta 4 1 ' l l 2 3 0 ) 
Bt.dbepen l3 71 50 4 26 JO 9 11 ~ 
~Clerke 1 1 2 0 1 l l 0 l 

ltllRltf Ns 
~ 0 21 21 0 16 16 0 s ; 
~ 0 18 18 0 9 9 0 9 9 
TJ'p1ate , 19 22 1 12 13 2 7 9 
Bdt])hoM/o1ctQbon8 as-. 0 l l 0 0 0 0 l l 

• l J 4 1 1 2 0 2 2 
Oemnl ' 19 22 l 7 8 2 12 14 
Stook 8 3 ll l 6 7 7 

_, 
4 

Tille 2 0 2 1 0 1 1 0 1 
Nll1ng 0 ' 3 l 6 7 ~ _, 

-4 
Sb1pp1ng 1 0 1 0 0 0 l 0 l 
o..cs. l 0 1 l 0 l 0 0 0 
Plqnll 0 0 0 0 0 0 0 0 0 

kU1M 
Vholhale Sal Ii t n 5 0 s 2 0 2 3 0 3 
Bet.all Sal.eamln '1 llll 226 4J 129 172 16 ,a 54 
~Manapn 0 1 1 0 0 0 0 1 1 
:tnsuranoe Sale8llln l 0 1 l 0 l 0 0 0 

113¥.:..""' 2 21 u , 17 20 ..1. 4 ' leeepU.old.et 0 l l 0 l 1 0 0 0 
Svltohbood Operators 0 7 7 0 3 ' 0 4 4 
CollNtOJ'lt 1 0 1 0 0 0 1 0 l 
Dellwr;y B97.e 9 0 9 7 0 7 2 0 2 
Offl.ce BoJa/Girla 3 0 ' 1 0 1 2 0 2 
Wine Me.chtne Operatan 0 0 0 0 0 0 0 0 0 
I.B.M. Maeht:M Ope:raton 0 J ' 0 l 1 0 2 2 
A4dna1nB Macblm oi-,. 0 0 0 0 0 0 0 0 0 
Oaloulato.i' Maebine C)Jlr. 0 0 0 0 0 0 0 0 0 
Comptamner Maob!ne Opr. 0 l 1 0 0 0 0 l 1 
MllllOSl'aPh Maohtm Opr. 0 0 0 0 0 0 0 0 0 
Poeting Maoh1ne Opnato.ra 0 :, ' 0 2 2 0 1 1 
Messenpcra 0 0 0 0 0 0 0 0 0 

Tet.al 117 J,O 447 69 2J8 'RI 48 92 140 

Thia table aheu14 be na4 U faLlOVIU Paar 11111D and ma wmau _.. D9llq 
emp1ay94 .. aooouatante. one IIIIUl am one ,,_ were eoppect t.raa PQ'l'Olla, 
-'dng a pin in emp1.0Jlllllt ot 3 men .-ountanta d't1l'lng the ia..onth pwlod 
of tb1a etud7. 
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12-month period is represented by total newly 9lllPl.oyed or total separated, 

whichever is smal J er. Replacements divided by average number ot eJllPloyees 

gives percentage or turnover. 

During the 12-month period, 447 employees were hired and 307 employees 

were dropped t'rom the payroll. Table VI shova there was a turnover or 

302 employees, or 24.5 per cent or the total 911lPloyees. 

The greatest turnover in~ position was a turnover ot 172 retail 

salesmen, amounting to 41.6 per cent ot the average number of retail sales

men. In the bookkeeping positions, there was a turnover of 30, or 22.2 

per cent or the total bookkeeping positionsJ while in the secretarial posi

tions there was a turnner or 16, or 24.6 per cent ot the total secretarial 

positions. 

Twenty-tvo typists were newly employed and 13 typists were separated 

from employment, mak1 ng a turnover ot 13 typists, or .34.2 per cent or the 

total typists positions. 

There was a considerable turnover or cashiers, since 23 were new~ 

employed and 20 cashiers vere separated, maktbg a 32..3 per cent turnover 

ot the total number ot GIIJlhiers &JllPloyed. 

Ila ii: Turno,:er iD !tm l!mlmes. Table VII shows that there were 

117 men newl1' 911lPloyed am $ / separated or dropped tram the ~oll. An 

average ot 549 men were emplo,ed during the 12-month period. The net 

turnover was 66 men, or 12 per cent or the average number or men employed 

during the period used in thi;s study. 

Four men accountants wen newly employed and one was dropped trom 

the payroll. An average of 20 men accountants were employed during the 

12-month period; therefore, with the turnover or l man accountant, there 

was a 5 per cent turn0"99r of man accountants. 



TABIB VI 

RATE or TURNOVER IN EMPLOmS DURING 12-MONTH PERI(!) 

Turnover 

Positions Per cent ot 
l!!Hl.t EJnpl~ 1§:r:.rated Average No. Average 

. la women 1!.'tW ot Enmlnees Number• lnmlomesb li!D Women ~tal 

Record xtonrs 
Aoc1>untanta 4 l 5 l l 2 22 2 9.1 
Bookkeepers 13 'J7 so 4 26 30 135 30 22.2 
Ledger Clerks l l 2 0 1 l 19 l 5.2 

S,m:,tarial 
Secretaries 0 21 21 0 16 16 65 16 24.6 
Stenograi:ilera 0 18 18 0 9 9 37 9 24.3 
Bdiphone,lDictaphone Op:-, 0 l l 0 0 0 17 0 o.o 
Typists 3 19 22 1 12 13 .38 13 34.2 

Pletk 
File l 3 4 l l 2 7 2 28.; 
General 3 19 22 l 7 8 91 8 s.s 
~ 8 3 ll l 6 7 60 7 ll.7 
Time 2 0 2 l 0 l 2 l 50.0 
Billing 0 3 3 1 6 7 33 3 9.1 
Shipping l 0 1 0 0 0 10 0 o.o 
Order l 0 1 l 0 1 6 1 16.7 
Pa.Troll 0 0 0 0 0 0 9 0 o.o 

§el Jing 
Wholesale Salesmen 5 0 5 2 0 2 46 2 4 • .3 

a Actual nUJllber ot replace .. during 12-aiontb period, represented by total number new~ 9DlPlOJ'ed or total 
mmaber separated, whicheve:r is smaller. 

b Percentage ot net turnover is based on average number of employees during 12-month period. 

This table should be read as f'ollovss During the 12-naontb period, 4 new men accountants and 1 new voman 
accountant were hired; one man and one woman accountant were separated from their jobs, resulting 1n a turn-

~ over or 2 accoun1'4nta, or a 9.1 per cent turnover. 



Positions 

b 1l1M (Coptinwpg) 
Retail Salesmen 
Depart,mnt Managers 
~· SaleSJllell 

M1ac1JJ1moua 
Caahiert 
Reoeptioniata 
Switchboard Operators 
Colleetora 
Deliver,y Boys 
otttce Bo.ya or Girls 
.dd!ng Machine ·Operators 
I.B.M, Machiu Operators . . 
Adbeaaing Machine Opr. 
Calculator Machine Opr, 
Comptometer Macld ne .Opr. 
Mimeograph Machine ()pr, 

Posting Machine Operator 
Meaaenger 

Total 

TABIE VI 

RATE OF TURNOVER I N EMPU>IEES DURI?ttl J.2-l,IONTH IUIOD 
(COtm,UIBD) 

r!IHk bDloYtd Setarated Average No. 
11!!! HWA total HID ~ !otal. ot Emnlo.veea 

59 167 226 43 129 172 413 
0 1 1 0 0 0 59 
1 0 1 1 0 l 13 

2 2l 23 3 17 20 62 
0 1 1 0 1 l 2 
0 7 7 0 3 3 15 
l 0 1 0 0 0 7 
9 0 9 7 0 7 21 
3 0 3 0 0 0 4 
0 0 0 0 0 0 l 
0 3 ., 0 l 1 3 
0 0 0 0 0 0 l 
0 0 0 0 0 0 l4 
0 l 1 0 0 0 s 
0 0 0 0 0 0 l 
0 ' ·,3 0 2 2 14 
0 0 ;o 0 0 0 .2 

ll7 .330 447 69 238 'J07 1,234 

Turnoft£ 
Per cent ot 

Average 
Number Enrolmes 

172 41.6 
0 o.o 
1 7,7 

20 32.3 
1 so.o 
3 20.0 
0 o.o 
7 33.3 
0 o.o 
0 o,o 
1 33,3 
0 o,o 
0 oi.o 
0 o.o 
0 o.o 
2 14,2 
0 o.o 

302 24,S 

~ 



TABIE VII 

RATE at TURNOVER IN ICU EM,PLOYEES DURING 12-H>N'l'H IDIOD 

Aff!"llooe No. 
Positions N~ Men e.a,;i:ceptb Bmplgyed Sepgated Emplpms 

Record Keepers 
Accountants 4 1 20 1 5.0 
Bookkeepers l3 4 45 4 8.8 
Ledger Clerks l 0 8 0 o.o 

stsnt.arf~ 
Ediphone ictaphone 

Operators 0 0 6 0 o.o 
Typists 3 1 2 l 50.0 

Clerks 
YU. 1 l l l 100.0 
General 3 l 25 l 4.0 
Stock 8 1 53 1 1.8 
Tim 2 1 1 l 100.0 
Bc1111ng 0 1 9 0 o.o 
Shipping 1 0 ll 0 o.o 
Order 1 1 2 l so.o 
Pa,vroll 0 0 l 0 o.o 

§ej1Jfpg 
·Wholeaale Salesman 5 2 46 2 4.3 
Retail Salesman 59 43 198 43 21.7 
Department Managers 0 0 50 0 o.o 
Insurance Salesmen 1 1 13 1 7.7 

M1aoell1neouit 
Cashiers 2 3 14 2 14.2 
Coll8cton 1 0 6 0 o.o 
hli:nrr Bo,u 9 7 21 7 33.3 
Ottice Boys or Girls 3 0 5 0 o.o 
Calculator Mach. Op-. 0 0 9 0 o.o 
Canptca&ter Mach. Opr. 0 0 0 0 o.o 
Mimeograph Mach. Opr. 0 0 1 0 o.o 
Postil'Jg' Mach:lne Opt-. 0 0 0 0 o.o 
Messenprs 0 0 2 0 o.o 

Total 117 69 549 66 12.0 

a Actual number ot replacements during 12-month period, represented b,y 
total number ot tall-time employees or total number separated, which
ever is ·small er. 

b Percentage ot net t'll1"DOftr based on average rmmber ot eznployees during 
12-«nonth period. 

This table ahoul.d be read aa tollowai During the 12-aonth period, 4 mv 
men accountants ,,... hired and one vu separated traa his Job, resulting 
in a 5 per cent turnover ot men accountants. 



'1'he largest turnover ot men employees was 1n the retail selling 

positions. In this classification ot employees, there were 59 new~ 

emplo,ed and 43 separated, making a turnover ot 21.7 per cent or the 

average number or men employed in retail seU Sng during the 12-month 

period. 
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11.H st 1.'urnopr iD Women lmp:l.pzeea. Table VIII shova that 330 

vomen were~ employed, while 238 were separated trom their employment 

during the 12-month period. Since there was an awrage employment of 699 

women in the 101 firms considered in this study, and since there vas a 

turnover or 2.33, the per cent or turnowr oE women employees amounted to 

33.3 per cent. No attempt was made to determiDe the causes tar tbe great 

turnover ot vomen employees; however, marriage and vomen returning to 

home duties are probanq the major factors in the much larger turnover 

ot vomen employees over that ot men employees. 

Men Emplo:yeea. As ahown in Table IX, or the 164 employers hiring 

men, 1n 6 1.nstanc&s, or in 3.7 per cent ot the instances, employers 

specified 16 years as the m1n1nram emplOJ'1118Dt age. One employer stated 

' 
that he vould hire retail salesmen at the age ot 16. Four employers 

vould hire delivery boys at 16 years or age, vhile one erQPloyer would 

hire otfiee bo:,s and girls at that age. 

Sixty-two employers, or .37.S per cent ot the employers, stated that 

18 years vas the minitaml age at which they would eJllP).oy men 1n the variOU8 

office and store positions. Tventy-nine employers, or 17. 7 per cent ot 

the 8DIP.loyers, reported that ~ vould hire men at the m1»1nama age ot 

21 years. 
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!ABIE VIII 

RAB OP TURNOVER IN wc»BN EMPIDYEFa DUlUNG 12-MOM'H IDIOD 

Awrage Bo. 
Poat.t.cms ~ .... ~-iii' bplcmpd SfiwAt!d l!Plrw 

Record Keepers 
Accountants 1 l 2 l 50.0 
Bookkeepers 37 26 91 26 28~5 
Ledger Clerka 1 l 13 1 7.7 

Secretarial 
Secret.ariea 21 16 64 l6 2;.o 
Stene>graphers 18 9 
Ediphoneft)icta.phone 

37 9 24.3 

Operators 1 0 11 0 o.o 
Typists 19 12 36 12 33.3 

Cl.frks 
Pile 3 l 6 1 16.7 
General 19 7 66 7 10.6 
Stock 3 6 8 3 J7.S 
Time 0 0 1 0 o.o 
BUJ;tng 3 6 25 3 12.0 
Order 0 0 4 0 o.o 
:Peyrt)ll 0 0 g 0 o.o 

!t]J1pg 
Whol.eaale Salesmen 0 0 0 0 o.o 
Retail Salesmen 167 129 214 129 60.2 
Department Managers l 0 9 l ll.l. 

!AlfCM~8!3!DW1 
Cubiera 21 17 48 17 35.4 
Receptionists l l 6 l 16.7 
Switchboard Operators 7 3 15 3 20.0 
Collectcxrs 0 0 2 0 o.o 
Office Boys or Girls 0 0 2 0 o.o 
Adding Machine Opr. 0 0 l 0 o.o 
I.B.M. Machine ()pr,. 3 1 4 l 25.0 
Addressing Mach. 0pr. 0 0 1 0 o.o 
Calculator Mach. Opr •. 0 0 5 0 o.o 
Comptometer Mach. Opr. 1 0 5 0 o.o 
Post!es ffteh~ !!I oar. l a Mi ~ ~.J 

Total 330 238 6'1fJ 233 33.3 

a Actual nmnber of replacements dur1ng 12-month period, represented b.Y 
total newq employed or total separated, whichever is smaller. 

b Percentage of net turnover bued on average mimber or employees during 
12-month period. 

This table should be read as tollowas During the 12-month period, 1 
wman accountant was employed and l woman accountant was separated trom 
her job, resulting 1n a 50 per cent turnover ot women accountants. 



Position 

TABI& IX 

MINOOM IMPLCJD,SNT AGI Cl l&N EMPLOYEES IN 
SEIECTED <n'ICE AND ST<JlE POSITIONS 
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Total 16 17 18 20 21 22 23 25 30 
Abaft 

35 3S 

l4 
22 
3 

Stmrtzer1 a.1 P9iitiona 
't7Piats 2 

Clery 
r11e 
General 
Steck 
Time 
B11l1ng 
Shipping 
Order 

1 
6 

15 l 
2 
s 
5 
2 

1 l 2 1 1 6 2 
7 3 9 2 1 
2 l 

2 

l 
5 1 
6 3 3 1 
l l 
1 1 1 
4 1 
l. 1 

2 

1 

Selling 
llhol.eaale Salesmen 9 4 2 1 2 

4 1 6 Retail Sa.leamen 32 l l 15 
Depu:1:m&nt Managers 16 
Insurance Salesmen · l 

M1e1•neOU8 
Caahiers 5 
Deliwry lloy:s 11 4 1 
ot"f'tce Boys/Girla 3 l 
Meaaemprs 2 
Mimeograph Operators 1 
Ediphone Operators 1 
Collectors .3 
Caleulat,or Operators 3 

1 13 

l 1 2 
6 
l 1 
l 1 

1 
l 
l 1 
2 1 

1 

1 

1 

l 

1 
2 

Total 164 6 2 62 l.8 29 3 2 21 17 'l 3 

Percentage of 
Total Poa1 tiona 100. )..7 1 .• 2 37.8 u.o 17. 7 1.8 1.-2 12.8 10.4 .6 1.8 

Thia table should be read as toll.owa: Klghteen years is the miniDlum age 
required by one employer vho hires accountants. One employer specified 20 
years and two emplo,el"S require 2l years as the Dliuinnun age at vhich they' 
vill hire nev men accountants. 
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Women lmploxe,s. The total number or instances in which employers 

reported hiring WOIJBn i n the various ottice am store positions was 285., 
' 

as indicated by Table X. In 6 instances, employers reported that t11e1 ·vou1d 

hire women at the age ot 16 years; tive ot these instances wre in retail 

seJU:ng and,,.one wu in the position ot otf'ice gu-l. 

In 140 instances, or 1n 49.1 per cent ot the total responses; employers 

stated that 18 years ot age was the ndnimum age at which they would hire 

women. In 53 cases, or in 18.6 per oent or the instances, employers stated 

that 20 years was the mi.n1Jllum age at which they would hire women. 

In 66 instances, or 23.2 per cent ot the total responses, employers 

stated that they would not employ women umer 21 years ot age. 

p1stribut1on Rt.~ li!H kt Man Emplm,s 

According .u M1P2PP .m Regu1remep.ts specified a Employers 

ot the 563 jobs 1n this study held b.1 men, Table XI shows that 10 

men, or 2 per cent of' the men, held positions in 'Which employers stated 

that 16 years was the min1mum age at which they would hire men. Tvo 

hundred sixty-tb.$e men, or 46. 7 par cent of the men empl..o.,ees included 
' , 

in the study, were erapla,9d in positions tar which the employer specified 

a Dd n1 mum emploJnt age ot 18 years. 

lour hundred thirty men, or 76.4 per cent of the 56.3 men employees 

included 1n this study, were employed in positions tor which the employer 

speeif'ied a mtn1m,m age or f'ram 16 to 21 years, inclusive. 

Diatribgtion 2' im l!tM ll.I J!01gep Enu>J.mn 

According E Mi p1VJ As! Reguireppntg Specified kt Employera 

Table XII shows that the largest number of positions held bT women 

w~in the minimum age group or 18 years, 1n which there were 435 women 



TABIE I 

MINIMUM BMPLODEN1' AGE OF WOMEN EMPLOYEES IN 
SELECTED OPFICE AND STCBE POSITIONS 
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.Position 
Number ot Employers Reporting Minimum EDQ>J.o.,11ent Age 

of tm1• lmplqypa 
A.hon 

Total 16 17 18 19 20 21 22 23 25 30 30 

Record Keepers 
J.ecountanta 
Boo1clteepers 
Ledger Clerks 

hm!tcm1•3 

2 
51 
22 

Secretaries 37 
Stenographers 21 
Typists 1.3 
Bdiphone/Dictaphone 

Operators 1 

Clerks 
Piling 
~ 
o.rd.
Stoc,k 
B1l11ng 
Ttme 
·~ 

; 
25 
2 
4 

17 
]. 

s 

1'llt:a1.e Salesmen O 
Retail Sa1e8Dl9n 24 5 
Department Managers 3 

HimU epeOU8 
Caahiers 22 
Recept.f..oniats 5 
Telephone Operators 10 
Collectors. . 2 
I.B-M. Machtne Opr. 4 
Posting Ma.oh. Opr. 2 
Ottice Girls 2 1 
Add:tng Maoh1ne Opr., l 
Calculator Maeh. Opr.l 
Q'ompt()ll8ter· Opr. 2 
Addressing Mach. Opr .1 

T.otal 285 6 

Peroentag&. ot 
Total Positions 

16 l 16 8 
13 4 2 2 

1 1.3 
l 7 

10 

l 

5 

1 ll 6 
1 8 3 
l 2 

16 1 4 l 1 
1 
2 1 1 

10 3 1 2 
1 

3 2 

12 2 2 

l 11 1 2 4 
1 3 1 

10 
2 
1 1 2 
1 1 

1 
l 

1 
l 1 
1 

4 40 16 53 31 3 

2 
· 2 7 

1 

1 
l 

2 

l 

1 

l 

1 

l 2 
l l 1 

1 1 1 

6 19 4 3 

This· table should be read as follow a· Two employers specified that 25 ~ars 
ot age vaa the minimum age required or MW women accountants. 



TABIE XI 

DISTRIBUTION W JOBS HELD Bf ICN EMPLOYEES .lCCORl)II«l TO 
MINIMIJH AGE REQtJlBE)ENTS SPECIFIED BY EMPLOYERS 

!fiuimp An l?leCitis .• Emolowrs 
Position Above 

Total 16 17 18 20 2.1. 22 23 25 30 30 

Recgrd K!!PJ pg 
Accountants 21 2 1 3 1 l 12 1 
Bookkeepers 49 7 26 ll 2 3 
Ledger Clerks 7 5 2 

stmWW. 
Typists 3 1 2 

Q)erk 
rue 1 l 
General 26 19 6 1 
Payroll l 1 
Stock 56 43 4 2 3 4 
Tlme l 1 
BUllng 8 4 2 2 
Shipping 10 2 3 1 1 l 1 1 
Order 2 1 1 

SeJJ1pg 
Wholesale Salesmen 47 1.3 16 l 17 
Retail SaleBJJ19n '}JY1 4 5 135 3]. 16 4 12 
Department Managers 49 2 5 5 20 17 
Insurance Salesmen 13 13 

1Jiacel J 1neous 
Cashiers 13 1 7 5 
Deliwry Bays 22 6 1 l4 1 
ottice Boys 3 1 2 
Collectors 5 2 1 1 1 
Calculator Mach. Opr. 9 6 3 
Messengers 2 1 1 
Ediphone Operators 6 6 
Mimeograph Operator l l 

Total 563 10 6 263 88 63 6 12 61 .35 19 

Percentage ot 
Total Positions 100. 2.0 1.06/J,.715.6 11.2 1.0 2.110.8 6.2 .).5 

This table should be read as tollowai Eighteen years is the m1nfmum age 
requirement tor new men employees in 2 positions held by men acc0tmtants. 
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TABLE III 

DISl'RDt1.rION fe JOBS HEU) BY WOlCN EMPU>lEES .&OOOBDING TO 
MINDIJM A<Z RBQUlREltlffl SPICIFJED BY EMPU>DRS 

Poaitiar.a 
Total ii .1, i=-i~ iii i:i: 19 20 21 _22 23 25 ,0 :,s 

Recffd hfping 
Accountants 2 2 
Bookkeepers 96 46 2 18 9 3 3 15 
Ledger Clerks 13 10 3 

§ecretari 11 
Secretaries 66 l 36 l 12 8 4 l l 
Stenographers 41 17 2 lS 5 2 
Typists 39 35 2 2 
Ediphone,/Dictaphone 

Operators 11 10 1 

Clerk 
Ti.Jl9 1 1 
Pilirlg 7 7 
General 72 58 1 5 l 5 2 
Order 4 1 l 2 
Stock 6 3 1 1 1 
Payroll 8 6 2 
B1lling 23 20 2 1 1 

itJ11pg 
Retail Salesmen 233 23 131 69 2 2 2 4 
Department Managers 9 1 1 5 2 

!fiwl l IHl!OUS 
Cashiers so l 6 17 3 7 10 l 3 2 
Receptionists 6 s 1 
Switchboard Operators 

17 14 3 
Collectors 2 l 1 
I.B.M. Mach .. Opr. 4 1 1 2 
Posting Mach. Opr. 14 6 8 
Office Girl 2 1 1 
Adding Machine Opr. 1 l 
Calculator Operators 5 5 
CODQ>tcmeter Opr. 5 4 l 
Addressing Mach. 

Ope-rator 1 1 

Total 738 25 7 435 16 140 48 9 8 31 13 6 

Per cent ot 
Total Positions 100. 3.3 .9 59.0 2.119.0 6.5 1.2 1. 4.2 2.0 .8 

This table should be read as .tollowat Eighteen years vas the mini.mum age 
requ1recl tor nev WOlll8n employees in 46 positions held by women bookkeeper.a. 
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employed 1n the various office and store positions. This means that 59 

per cent or the women employees were employed in positions in vhich the 

min1m,n age ot employment vas 18 years. 

Sixty-three per cent ot the vmnen, or 467 ot the vcmen included in 

this study, ~ employed in positions tor which the employer specified 

a m1D1D1Ulll eJllPloyment age or 18 years. or this number, 154 were employed 

1n retail sales positions. 

From the data in Tables XI and III, it appears that the opportunities 

tor employment or girls are greater than tor boys at the age or 18 ;years 

or under. 

Experience Requirements m li!!! Enrplox,es !!! 

Various TYpes !lt. Fositions u Specitied kt Emplmrs 
In interpreting Table XIII, it should be noted that each employer 

vas counted as a separate employer each time he supplied data concerning 

experience requirements tor new employees in any ot the positions listed. 

Data concerning the experience requirements tor nev employees 1n 

the w.rious types ot ·positions as specitied by employers are shown in 

Table XIII. 

F.itteen employers, or 93.8 per cent ot the employers vho hire 

accountants, require experience of new employees in positions held by 

accountants. One ot the employers did not require experience or new 

employees hired as accountants. 

or the 437 instances 1n which employers expressed responses, in 

226 cases, or in 51.7 per cent or the total, employers reported that 

experience vas required or new e!Qployees hired in the various office and 

store positions. In 211 cases, or in 48.3.per cent or the total responses, 

employers included in this study did not require experience of nev employees. 



3S 
TAM.a Illl 

EXIDIED RIQlJIBEl,£lffS F<B NEW BMPLODES IN 
VARIOOS TY!ES OF POSITIONS AS SH'ie.D'IED BI EMPLO!ERS 

Number ot 1ludwlr ot 
~8 ~a Bot 

Position Total Req\'IU!ng Reqa.1l'1ng 

~ ' 
bDar.lenoe klNll-l!Diie ---= .: ... IIFIF Per eent Bmbef fa,,.. 

IIP!d !SIIP&M 
Aooc»mtants 16 100 15 93.8 1 6.2 
~para 73 100 48 6;.s 25 34.2 
Ledgez> ·· Clerlta 13 100 8 62.0 5 38.0 

~-i 
~ YI 100 26 ?0.3 11 29.7 
atenop,aphara 21 100 9 42-9 12 57.l 
~otaphone Opr. 2 100 1 so.o 1 50.0 
!yp1sta lS 100 2 13.3 lJ 96.7 

·gJ,rJs 
r111ng 6 100 l 16.? 5 8.3.3 
General )1 100 s 2S.8 23 '74.2 
Stock 19 100 6 )1.6 13 68.4 
Qrder 4 100 1 25.0 3 75.0 
Payroll ; 100 l 20.0 4 so •. o 
T!ma ., 100 l ,,., 2 66.7 
B1lUng 22 100 3 1).6 19 86.4 
Shipping s 100 3 60.o 2 40.0 

stJUar 
Whaleaal• Salesmen 9 100 7 78.o 2 22.0 
Detail Salesmen 56 100 32 S7.'J. 24 42.9 
Departamt Managers 19 100 17 89.S 2 10.s 
Insurance Sale11119n l 100 1. 100.0 

"""1·~1"'91 
CaabSe:rs :n 100 21 78.0 6 22.0 
Collecton s 100 4 80.0 1 m.o 
Recepttmdats s 100 2 40.0 3 60.0 
Ottloe a.,. or Gtrla s 100 s 100.0 
SWit.obboe:rd Operators lD 100 1 10.0 9 90.0 
l.B.M. Opera tan 4 lOO 3 75.0 1 25.0 
Posting Meebine Operators 2 100 2 100.0 
MdSng Machine Operators l 100 1 100.0 
Cemptmater Operators 2 100 2 100.0 
c~ Operators 4 100 1 25.0 3 75.0 
~ng Mlob1N ()pr-.. 1 100 'J. 100.0 
Mlaeognph Operatora 1 100 1 100.0 
Meaaengwa 2 100 2 100.0 

_lllt\wH IOYS ~ M¥2 .~ 100 •. g 
Tot.al 471 r'-26 2U 

Per eent ~ T·otal Poa1tlons 100 Sl.7 48.3 

This table should be •.,..a ·as follows: l'U'bNa, or 93.8 per a.nt, or the 
employara require ~ or new omplcyooa 1n positions held by accountants. 
One, ar 6.2 per oeat, ot the employers d not require experlence of new 
employees hired as accountants. 



Distribution .2i: Full-tinle f ositions According li 

M1n1mtim Experience Requirements i!l£. !!!! Emp1oyees 

Data in Table XIV shOII the number of positions held by employees in 

the various otrice and store positions according to the experience require

ments placed on new employees; in et total or 437 instances in which 

employers stated experience requirements tar the various positions. 
' . 

Table XIV shows that 545 men and women emi>l:,oyees, or 41.9 per cent 
- - --~ -~ ---~-- - --~-- --or the men and women, were employed in the various otfi~ and store posi-

tions in which employers stated that experience vas required ot new 

employees. 

Seven hundred titty-eix men and women, or 58.1 per cent, were 

employed in positions in which the employers stated that expe.rience was 

not required or new employees in the various otfice ~ store positions. 

The largest number ot employees in the study were empl.01,9d as retail 
i ::.:\ 

salesmen. One hundred ntty-tour employees, or 35 per cent or the 't1.,tal 

number reported, were working in selling positions in which the employers 

specified that experience vas required ot new employees. There were 286 

men and women employed as retail salesmen 1n positions tor which employers 

did not require experience ot new employees. 

Experience Reguirpnts Sped.tied kt Employers tm: l!!H ~ Employees 
' 

Jig Various Types .2t Pog1t1ons 

The data 1n Table IV show that experience was required in 14 instances, 

or in 100 per cent or the instances in which employers hire men accountants. 

In 17 instances, or in Tl.3 per cent ot the instances, employers required 

experience of new employees; while 1n 5 instances, or in 22.7 'per cent or 
the instances, employers did not specify experience as a requirement tor 

employment or new men bookkeepers. 



TABIE XIV 

DISTRIBUTION a, PULI-!H PCSITIONS ACCORDING TO 
MINIMUM EXPERIENCE REQUllWENTS rm ?EW EMPLOlEES 

PosiUona PositiomJ 
Posit.ton Total . kperlenoe bperience Not 

PositiDDA Recmjr,4' Blszu!Nd 
lfumber Per cent Number Per cent Rmlb8r Per oent 

ltlOJSl JMPSPC 
Aeeolmtanta 23 100 13 56.S 10 43.5 
Bookkeepers 145 100 64 44.1 8l 55.9 
Ledgez- Clerks 20 100 ll 55.0 9 45.0 

s.m.w111 
Secretaries 66 100 ,0 7S.8 16 24.2 
s~ 41 100 13 31.7 28 68 • .3 
Ediphone,/Dictaphone Opr. 17 100 16' 94-1 1 S.9 
Typists 42 100 2 4.7 J.fJ 95.) 

Cl,rk 
Fil1ng 8 100 l 12.5 7 87.5 
Genaral 98 100 10 10.2 88 89.8 
Stock ·62- 100 9 14.5 53 85.5 
Time 2 100 2 100.0 
B1l11ng 31 100 3 9. '1 28 90.3 
Shipping 10 100 3 30.0 7 70.0 
Order 6 100 2 33.3 4 66.7 
Payroll 9 100 4 44.4 5 55.6 

IIJlSm 
Wholuale Salesman 47 100 J6 77.0 11 23.0 
Bet.ail Sale81111m 440 100 154 ,s..o 286 65.0 
Department Manapra 59 100 58 98~3 1 1.7 
Insu:ranoe Salesmen 13 100 13 100.0 

!I.Pl~ apeoua 
Caahiera 63 100 47 74.6 16 25.4 
Ctillacton 7 100 4 57.1 3 42.9 
Delift!'Y Boys 22 100 22 100.0 
Meue:nprs 2 100 2 100.0 
Ottioe Boys or Girls 5 100 5 100.0 
Receptionists 6 100 2 33 •. 3 4 66.7 
Sw1 tchboard Operators 1'1 100 3 17.6 14 82.4 
I.B.M. Opera ton 4 100 4 100.0 
PoatiDg Machine Operators 14 100 7 50.0 7 so.o 
Add1ng Mach!ne Operators 1 100 l 100.0 
Calculator Operaws 14 100 11 79.0 3 21.0 
Conaptcmeter Operators 5 100 5 100.0 
Addressing Machtm Opr. 1 100 1 100.0 
Mimeograph Operators . l 100 l 100.0 

Total 1,301 S4S 756 

Per cent or Total Poai tiou 100 41..9 58.1 

Thia tabla aho1Jld be read as toll.ova, or the 23 .J)OS!t.ions tar accwntants, 
13, cxr S6 • .3 per cent, of' the new el!lp.l.oyees were :required to have experience. 



TABIE IV 

EXPERIElCE REQU!matffS SPECIFIED BY EMPLOlERS PCB NEW J£N EMPLOYEES 
IN VARIOUS TYPES W POSITIONS 

bpl.o,ars Employva Not 

Position 
Total Requ1rlng Requirtng 

tmnlay,n 'EPU1:tw hoeriew 
Nmlbezo Per oent Nmber Per .nt Nmbar> Per oat 

14 100 14 100.0 
22 100 17 71.'J 5 22.'7 
3 100 l 33.3 2 66.7 

Se5PTW1'1 J.diJ,m.OD/11 ~ 1otaphone Opr. l 100 l 100.0 
Typlsts 2 100 2 100.0 

gler;ical ,n.e 1 100 1 1.00.0 
General 6 100 1 16.7 s 83.3 
Stock 15 100 5 33 .. J 10 66.7 
n.. 2 100 l 50.0 1 SO-.o 
BU Ung s 100 l 20.0 4 80.0 
Shipping s 100 3 60.o 2 40.0 
Order 2 100 l so.o l 50.0 

§e)}Jy 
Vholeaa.le Salesman 9 100 7 n.s 2 22.2 
Retail Salesmen 32 100 24 75.0 8 25.0 
Departllant Manapra 16 100 14 87.S 2 12.S 
Insurance Saleamtm 1 100 l 100.0 

Mhqf]JePIPM! 
Cashiers s 100 3 60.o 2 40.0 
Callectars 3 100 2 66.7 1 33.3 
D8llwr:, Boye 11. 100 11 100.0 
Ott1ce Soya 3 100 3 100 .. 0 
Calculator Operators 3 100 1 33.3 2 66.7 
Mimeograph Operators 1 100 1 100.0 
Messengers 2 100 2 100.0 

Total 66 

Per cent ot Total bplo,wa 100 SC).8 40.2 

Thia table should be read aa tollowa: In 14 instanoes, or 100 per cut of the 
inatancea in vhich ·~ h1Nd men aocouatanta. employers requ1red uperi
enc:,e of nev men accountanta. 
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Ot the 164 instances in which employers reported men employees, in 

98 cases, or in 59.8 per cent or the cases, employers required experience 

or new men employees; while in 66 instances, or in 40.2 per cent or the 

cases, the employers did not require experience or new men employees. 

In preparing Table XV, each time an employer supplied data concerning 

experience requirements tor new employees in aey or the positions listed, 

the response was tabulated as a separate instance. 

Experience Requirements Specified 11.t EmplOYfl:8 ls 

!Lev Women Emplogees !n ~ Jarioua types st Positions 

Tablo XVI shows the experience requirements tor new vcmen employees 

as specified by the employers who were interviewed tor this study. As 

in Table XV, each time an employer supplied data concerning experience 

requirements for new employees in any ot the positions listed, the 

response vas tabulated as a separate instance. 

Ot the 'Z73 instances in which employers reported women employees, in 

128 cases, or in 46.9 per cent or the cases, employers required experience 

ot new women employees; while in 145 instances, or in 53.1 per cent of the 

cases, the employers did not require experience or new women employees. 

In 31 instances, or in 60.8 per cent or the total instances in which 

employers hired women bookkeepers, employers required experience or new 

bookkeepers; while in 20 instances, or in 39.2 per cent or the instances, 

employers did not require experience or new women bookkeepers. In 26 

cases, or in 70.3 per cent of the instances in vhich employers hired 

secretaries, employers required experience or new secretaries; while in 

11 cases, or in 29.7 per cent or the eases, employers did not require 

experience or nev employees. 

In 18 instances, or in 81.8 per cent or the instances in which 

employers hired cashiers, elllPloyers stated that they required experience 



TABLE XVI 

EIJERIUZ REQUIREMENTS SPECIPIED BY EMPU>DRS ftB NEW W<l£N EMPLOIEES 
Di VARIOUS TYPES C, POSITIONS 

Employws Employers Not, 

Pesitions Tot$1 Reqld.r1ng Requidng 
EmJ>J.um Epn1,npe Egperienee 

Ntnbez> Per cent &n1er Per oent ?baber fer, cent 

lt9!d !MPtns 
Acoeuntants 2 100 l 50.0 1 ,o.o 
Boo~ Sl 100 31 60.8 20 39.2 
Ledger Clerka 10 100 7 70.0 3 30.0 

snntzez:111 
Seezetarl.es 'Tl 100 26 70 • .3 11 '29.7 
Stenopaphers 21 100 9 42.9 12 S7.l 
Bd1phone/1)1ctaphone Opr. l 100 1 100.0 
'l'ypS.ata 13 100 2 15.4 11 8'.6 

c;w1e1 
Pile s 100 5 100.0 
General 2; 100 '1 28.0 18 72.,,0 
Stock 4 100 1 25.0 3 75.0 
Tim l 100 1 100.0 
BSUing 17 100 2 11.7 15 8!.3 
Order 2 100 2 100.0 
Pa_yroll 5 100 l 20.0 4 so.o 

S,]]1pg 
lletaU Sal.881111111 24 l.00 8 33.3 l6 66.7 
Department Managers 3 100 3 100.0 

Mi191J J ''""' Cuhlers 22 100 18 81.8 4 1s.2 
leoeptlom.ste 5 100 2 40.0 3 60.o 
SVitchboe.rd Opera1lara 10 100 l 10 .• 0 9 90.0 
Collacton 2 100 2 100:.0 
Office Girl.a 2 100 2 100.0 
Adding Machine Operators l 100 1 100.0 
I.B.M. Operatera 4 100 75.0 1 2s.o 
'4cS:re88Sng Macb1ne Opr. l 100 1 100.0 
Calculator Operators l 100 1 100.0 
Cempt;caeter Operators 2 100 2 100.0 
Posting Jfaehfm Operators 2 100 2 100.0 

Total m 128 145 

Per cent ot Total bp1o,-.. 100 J.6.9 53.l 

This table ehould be read u tollovs, In l 1mtanoe, or in SO paro- cent ot the 
1n8'tances in which ~ h1recl VCll8D aecountanta. ~ requiNcl 
experience ot new woman accountants. Ona employer d1d not require experience 
ot new women accountants. 



ot new cashiers; while in 4 instances, or in 18.2 per cent or the instances, 

employers did not require experience or new cashiers. 

Prom the data in Tables XV and XVI, it appears that the opportunities 

tor employment or women without experience are greater than tor men without 

experience. 

Number!?!: Emp1w,rs Spec1Mpg Qn:t,Jp ffln1u Education Reg11Jnepts 

m ID Emplmes 

In interpreting Table XVII, it should be noted that each employer 

was counted as a separate employer each time he supplied data concerning 

experience requirements tor new employees in a:ay ot the positions listed. 

It was found that in o~ 11 instances would employers hire employees 

that had an eighth-grade education or less. In 24 instances, or in 5.5 

per cent or the responses, · employers stated that they would not hire new 

employees unless they had a m1n1mum ot a tenth-grade education. In 222 

cases, or in 50.8 per cent of the instances, employers stated that new 

employees must have at least a high school education. 

In 10 instances, or in 2.2 per cent or the instances, employers 

specitied that new employees must have at least one year of college 

tra1n1ng. In 37 instances, or in 8.4 per cent or the cases, employers 

specified new employees must have a minimum ot 2 years or college training. 

Positions with this requirement included accountants, btolckeepers, ledger 

clerks, secretaries, tile clerks, payroll clerks, wholesale and retail 

salesmen, department managers, IBM machine operators, and collectors. 

In 14 instances, or in 3.2 per cent of the instances, employers 

specitied that new employees must be college graduates. These ins.tances 

. included the following positionas Accountants, bookkeepers, a:nd depart.. 

ment managers. 



'.WU XVII 

NDMBER OF EMPU>mRS SPECD'YING CDTAIJ.f MINIMUM EDUCATION REQUnmENTS 
FCll NEW IMPIO'JEES 

Pppj\J,gn 

ltlUv 

16 
73 
2S 

6 
31 
19 
2 

22 
s 
4 
; 

Wboleaala Salaamrm 9 

48 

Beta1l. Sal88111111 S6 1 3 
DepartJaan'\ Manaprs 19 
Ill8Ul'UC8 SaleSBIU l 

MJ:eeJ]•:neg 
Cuhiers 'Z'I 
Dal1W17 Boy8 11 
Ottloe J3o.,a .. Q1rla s 
Beae~ s 
Switchboard O,r. 10 
Poat:lng Mach1ne Op:r. 2 
I.B.M. MacbtDB Opr. 4 
Coll.eataN S 
Addtng Mllcbtne Opr. 1 
c~ <>peratm- 2 
Addrell81ng Mach. Opr. 1 
M1meogl'apb. Operator 1 
Meuengwa 2 
kleWm: Ol>efflo£ 4 

1 

.2 

3 
l 

lO 

9P1len Bwdneaa 
1 2 4 CQJJw . 

2 8 
2S 3 11 2 

S 2 2 

12 1 S 
ll 1 

lO l 

3 
1 2 19 

1 3 11 
1 

l lQ 
1 ., 
1 3 

l 
8 

2 

s 
41 1 
7 
l 

1 22 1 
4 4 
1 3 

s 
l 9 

1 

1 

]. 

2 
2 
7 4 

1 2 
1 2 
1 

1 
1 1 

J 
1 '-4 2 222 10 3'I l4 

.2 s.s .s .S0.8 2.2 8.4 3.2 

19 

' 2 
4 

2 
8 
1 
l 

11 
1 

2 

1 

l 

3 

1 
l. 
2 

2 
1 

Z'I.O 

Thia table aboul.d be read u f'ollova, ot the 16 1natancea in vhicb ~ 
hired aooountanta. 1n 2 inatances, empl.o.ven requ1rect that a nev aoc1:1Wltant 
have a min1wn of' 2 years ot oollege t.ndningJ 1n S lnatancea. employera 
required that a new aoeemrtat be a oollege graduat.e.J and 1n 6 1nstanoes, 
employers l"9qU1red that a new aoeountant haw a't least a buainaas college 
educat.toa. 



ot the 437 instances in which emple>yers reported certain minimum 

education requirements, in ll6 cases, or in 27 per cent or the cases, 

employers required a miniJnuna ot a business college education. 
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Distribution .U: bPlmes 1ccordJ pg Ji! ib! M1n1mum Education geg,µ1aments 

ls!£ JI!! Jt!m Emplp:,ees is Jar1oup types !It Ppsitigns 

Table XVIII shows that of the 563 mn employees who held positions, 

a total of 16 men, or 2 .. 8 per cent or the men, held positions in which 

employers stated that a sixth-grade education vas the min1Jlll.Dll level ot 

education at which they would hire men. Three humred thirty-nine men, 

or 60.2 per cent ot the men enu,l.oyed in ottice and store positions, held 

positions tor which a new employee was required to be a high school 

graduate. rifty-nine men, or 10.4 per cent of the men, held positions 

which required at least 2 years ot college training; am 18 men, or 3.2 

per cent ot the men, held positions which required a college degree or 
new employges. l'or 66 men, or 12 per cent ot the men, a new employee was 

required to have a business college education. 

It is interesting to note tbat out ot the 2<Y1 retail sales positions 

available to men employees, only 16, or 2.8 per cent, vere positions in 

which new employees were required to have but a sixth-grade education; 

while 180 positions, or 1!'l per cent or the positions, were positions 1n 

which new employees were required to have a mini.mum ot a high school edu

cation; and 6 positions, or 3 per cent or the positions, were positions 

in which new employees were required to have a mi n1 mum o~ 2 years ot 

college traiDing. 
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TABIB XVIII 

DISTIUBUTIOB m' EMPI.ODES J.CeCIU)INQ TO THE MINIMUM IDUC.1.TION BBQUIRIHtN'tS 
PCll r&l tBH EMPLODES IN VARIOUS ff1M C8 PmlTIOIS 

(Jrgde nm Nanl S2JJ1&1 Bui nus 
Posttlcm tekl 6 8 Ml 12 l a 4 QeJJen 

llecad lePIM 
.Loeountanta 21 2 s 11 
~ 49 ; '3 4 17 
Lec!ger Clerks 7 2 s 

Cl91rn«r1% Bdipham; iota.phone 
Operates 6 6 

Typists 3 3 
Clari.cal 
FWng 1 l 
Gemral 26 20 6 
St oak 56 2 16 l 
ftm8 l l. 
1U1Ung 8 l 3 4 
Shipping 10 7 3 
Order' 2 2 
"1roll l l 

!!}~!DI 
Wholeaala S&le81111m l{I 2 '11 13 s 
a.tall Salaamrm 1!t.r1 16 a> 5 6 
hpust 11,tMlanagien ,0 lO 12 6 2 
Insuranoe Sale8llen 13 l3 ... ~l--
Cuh1era 13 9 4 
Colleatara s 2 3 
Del.t."917 8tp 22 11 1 4 
Offl.oe Bo,s . ' 3 
Calculator Operatora 9 9 
Mtmeograph Operator ·1 1 
MgftM!D 2 2 

Total 563 ll, 339 s "' 18 66 

1w Cent ot 
Total Poeittms 100. 2.8 2.-4 S.2 60.2 .8 10.4 .3.2 12.0 

Thia table ahou14 be read aa ronws i or the 21. poalttcas held br JJl81l 
accoantanta. 2 •n bad at least 2 years' college taird.nL 8 accountants had 
4 years' ot eollege, ,mil 11 had a businesa college education. 
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Distribution Sll. Employees Aecordi ng ~ Jib! JY.n1mum Education Requirements 

m B!H Women Empl,nes ii Var1ous TYpep Rt Positions 

Four hundred ninety-eight vomen, or 67.5 per cent or the total women 

employees included in this study, held positions in which nev empl<,yees 

were required to be high school graduates. 

Retail selling positions for women outranked other types ot positions 

for women, as they did tor men employees. 

Table XIX shows .that nine women, or 1.2 per cent or the women sales 

ladies, were employed in positions tor 'Which there was a m1n1mum require-
; 

ment ot a sixtb,,.grade education. In 32 positions, an eighth-grade education 

was specified as a miniDmlll education requirement; while in 190 of the 

retail sales positions, a high school education was required ot new WC)ll8D 

employees. In only 2 positions were sales ladie1S required to have at 

least 2 years of college i.ra1n1ng. .. ·,.., 

Ngpiber al Percentage !it Empl.qzees Perrprm1ng se1ecw Duties!!! 

Jmous types .!f fosi\&ons 
Since a large number of rosiness firms in Enid are small, ·the emplO)"ees 

are required to perform a number or dittarent d~ties. Table XX shows the 

number and percentage ot employees performing seleetecl duties ' iii the 

various types ot positions. 

or the 1,.301 tull,-time employees included in this study, 706 employees, 

or 54.2 per cent or the emp1:->:reea. ty-pe as a part of tlietr duti~s; 475 

employees, or 37.1. per cent or the employees, f'il,el 122 ~ .. - or 

9.4 per cent or the employees, take dictation and transcribe their notes; 
·, 

420 employaes, or 32.2 per cent or the employees, apply a knowledge ot 

bookkeeping principles and practices; and 69S employees,~ 53.4 per cent 

ot the employees, sell as pert or their duties. 



TABLE III 

DISTRIBUTION ot IMPLODES ACCmDINQ TO THE MINIMUM E1>UCATIOl!l REQUIIWBNrS 
ftll BEW WOlCN BMPLOtEES IN VARIOOS ffFES a, POSITIOR9 

6~8 
lllm ltbl91 1.tll1ii &;1;;; 

Ppttim fete] 12 2 4 C91Je&! 
"'9nt;.lfepjpg 

Accountm:rt8 2 1 l 
Bookkeepers 96 'YI 21 38 
Ledger· Clerks 13 5 s 

Seart'8111l 
Secretaries 66 lS 2 49 
~ u. 11 30 
&Upheae/bictaphone 

Operators ll 11 
Typists 39 4 

C}epcal 
PU. 7 · s 2 
General 72 62 10 
Stock 6 s l 
TS. l l 
B!JU:ng 23 23 
Order 4 4 
~ 8 8 

S,]]1ng 
Reta1l. Salesman 233. 9 1,0 2 
Department Managers 9 7 2 

11.--~~1mma 
Caab1era 50 47 1 2 
Collectare 2 l. 1 
Jteoepblonlate 6 6 
Svitchboal'd Opr. 17 1 16 
Office GJrla 2 2 
Adding Maob!ne Opr. l 1 
I.B.M. Machlne Opr. 4 2 2 
Addread.ng Mach. Opr. 1 1 
Calcula'tor Operators ; s 
C01llptcllleter Operators s s 
P!!@!I . Macb1ne Opr. ' 14 .9 s 

Total 138 9 498 1 169 

Per Cent et 
Total Positions 100. 1.2 4.4 67.S 4.0 J. 22.8 

This 1;able ahou1d be read u f'tu.lann ~ tht 2 ~iticma held by vamen accoun
tants,. one woman had 4 y:eenl college traintng aDI l had a bua1neas college 
education. 



TABIE XX 

NtOOBR AND fERCElfrAGE av EMPL01EES mraoo:m SEI.EOTII> DUTIES IN VARIOUS TYPES Cl' POSrrIONS 

Appq 
Knowledge 

ot 
Take Bookkeeping 

Dictation Principles 
Total and and 

EPfWrPDea txPI lilt 'J):,mecribf Pragticea s,11 
Positions No. Per No. Per No. Per No. Per No. Per No. Per 

Jl,ssord xaeP1,ng 
Accountants 
Bookkeepers 
Ledger Clerks 

S1oretariM 
Secretaries 
Stenographers 
Ediphone/Dictaphone 

Operators 
Typists 

Qlerial:1: 
file 
Gener•l 
!1Jle 
Stock 
B'1l1ng 
Shipping 
Ord8J' 
P'11"oll 

c,mc cent cent cent eent cent 

23 100 15 65.2 
145 100 132 91.0 

20 100 20 100.0 

66 100 66 100. 
41 100 41 100. 

17 100 17 100. 
42 100 42 100. 

S 100 8 100. 
98 100 98 100. 
2 100 2 100. 

62 100 39 63. 
31 100 31 100. 
10 100 3 30. 

6 100 4 66.7 
9 100 9 100. 

9 39.1 
101 69.6 
12 60.o 

66 100. 
41 100. 

12 71. 
39 92.9 

8 100. 
83 84.6 
2 100 

3 50.0 
9 100. 

66 100. 
41 100. 

15 1;.3 

23 100. 
145 100. 

20 100. 

57 86.3 
23 56.0 

7 16.7 

72 73.4 

9 100. 

2 8 •. 7 
31 ~:1.4 

' 15.0 

2 25.0 
33 :n.1 

12 39.0 

6 100. 

This table should be read as rollowss Fitteen or the 23 accountants, or 65.2 per cent ot the accountants, had 
typing dutiesJ 9, or 39.l per cent, did tiling; 23, or 100 per cent, applied the knowledge of bookkeeping ti 
principles and practices; and 2 accountants, or 8.7 per cent ot the accountants, did soma sellJ.ng. 



TABLE XX 

NUMBIR AND FERCENl'AGE Cl BMPIDDES PERF<BMIOO 8'ut0TED DUTIES IN VARIOUS TY.FSS a, POSITIONS 
( COflltuDBJ)) · 

~ 
Knovi.lge 

ot 
Take BookkMping 

Dictation Prinoiplea 
Total aid and 

lmt>lln.e1 %XII Fila ir.oll11M lt:AOUn• &JJ . 
PositiOIUI No:,_. No, Pw No. Per No., Per No. Per No.. Per 

Ctpt cm Qm Gsmt Cg) .Otpt 
Sll)1pg 
liholenle Salesman 
Retail Salesmen 
».partment Manaaer• 
Inaura1* Salesmen 

47 
4',0 
'9 
l3 

100 
100 
100 
100 

m,,,JJ·••• Caahiera 63 100 
Reoept1oniata 6 100 
Switchboard Opere.•a 17 100 
Collectan 7 100 
DelivJ'VT B07e 22 100 

22 
39 
32 
10 

21 
3 
4 
s 

46.8 
8,8 

54.2 
71.0 

24,0 
so.o 
24.0 
71,4 

ottt.oe Bo,a am a1r1a 5 100 3 60.o 
A441ng Machine Op,r. 1 100 l 100.0 
I,B,M. Ma.oMne Op,r. 4 100 4 100.0 
.A.44Naetng Maob:Sne Opr. l 100 l 100,0 
Caloulato, Operators 14 100 14 100.0 
ConiptaaetM Operators S 100 S 100,0 

13 
'I:/ 

3 

ll. 
s 
2 

2 

Zl.7 
6.1 

23.1 

17,, 
83,3 
12.0 

40.0 

4 100.0 
l 100.0 
9 64,2 

Mimopapb Operators 1 100 1 100,0 1 100.0 
Poat1.ng Maohlne Opr. 14 100 14 100,0 12 86.0 
~1 ~~~2~-__.l_OO""-~~~~-

Total 

Per Cent of 
Total lmplo.,eea 

1,301 706 

100 54.2 

41, 

37.1 

122 

9.4 

29 6.6 

13 20.6 

, 75,0 

3 60.o 
14 100.0 

420 

32.2 

4? 100 .. 0· 
440 100.0 
40 68.l 
13 100.0 

48 

; 
u 

' 
695 

76.2 

42.9 so~o 

21,,4 

;3.4 
fi 



It is interesting to note that over 50 per cent ot the employees 

included in this study do some typing and some selling as a pa.rt or the 

duties of their job. This indicates that ,.tu.dents planning to obtain 

emplo:ym&nt in Enid should learn to type and sell. 

" 
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The importance or training students to operate business office machines 

is shDllll, to some extent, in Table XII. Of the 1,301 employees included 

in this study, 6.36 employees, or 48.8 per cent or the employees used adding 

machines; 531 employees, or 40.8 per cent used calculators; cash registers 

were used by 357 employees, or Z'l.4 per cent of the employees; while the 

compt0Jll8ter was used by only 5 ot the employees or the study. 

The boolckeeping machines were used by 81 eJllpl.oyees, or 6.2 per cent of 
J 

the employees. The cash registers were used by 357 employees, or r,.4 per 

cent or the employees; the check writers were used by 105 employees, ar 

8.1 per cent of the employees; the mimeographs were used by 49 employees, 

or 4 per cent or the empl.oyees; the liquid process duplicating machines 

were used by )8 employees, or 3 per cent ot the employees; the Ediphones 

and Dictaphones were used by 46 employees, or 4 per cent or the employees; 

while 69 employees, or 5.3 per cent or the employees used the addressing 

machines. 

As is show b.?' Tahl.e XI.I, some of the blsiness machines Jist~ were 

not used by a large m:aber ot employees; however, it appears tha-t students 

plann:t i'.1,6 ~ enter the types of positions listed in thia stmy should learn 

to operate the most CODIDOnly used types ot machines listed 1.n Table XXI. 

Table nI indicates that it is especially important ror the students 

who are planning to be secretaries and stenographers to learn to use the 

adding machines, calculators, <S&Sh register&, check writers, mimeographs., 

dictaphone and Ediphones, and addressing machines. 



TABU!i IXI 

mJMBlit AND nmclNTAGE r, IMPLODES OmlJ.TI!rl MlOHI?ES I N VARIOUS TYFES CB POSITIONS 

Total M41q Boo1rk'Mplq . Cub 
~ Maqbjm ,_ QalepJetor C~ !mb1M Blstae· 

.Poaitic,n, ~ · No. p_. No. Per No.~ No, Per No. ~ 
Cpt Cent Cpt ggt Op G•u 

!fm:d !NM 
.looountanta 23 100 12 S2.2 23 100.0 s 22,0 2 S.7 
Bookkeepers 145 100 l4S 100.0 145 100.0. 59 40,6 61 42.0 
Ledgc- Cle:rka m 100 20 100.0 20 100.0 6 30.0 

IWUl111I 
SeoNtar1•a 66 100 10 1s.2 52 79.0 s 8.0 
s~~rs 41 100 18 44,0 21 51,2 , 7~3 
ldipbone/'D.iotaphone Opr. 17 100 ' 29.4 ' 60.0 
Typists 42 100 JO 71.4 17 40.S 

CJtrtw rue e 100 1 12,5 
Oenenl 98 100 41 41.s 37 38,0 
Tlllle 2 100 2 100 2 100 
Stock 62 100 46 74.2 24 '9,0 
Btlling 31 100 20 65,0 'Z1 87.1 19 61.2 
Shipptng 10 100 2 20.0 3 30.0 
Ol'da:r 6 100 1 16,7 ' 83.3 4 66.7 
Pa.lToll 9 100 3 3).3 6 66.7 

llll1PI 
Vheleaale Salesmen 47 lOO 11 23.4 7 14,9 24 51,l 
BetaU Salel!D8ll 440 100 157 35,6 67 15,2 14.J 33.0 
Department ~s " 100 ;o ss.o 23 39.0 27 46.2. 
Insuranoe Salesmen 13 100 7 ~,.s 3 23,1 6 46.2 -

Tb1a table should be ,.eat u toll011111 Tvelw, or 52,2 per cent, ot the 23 accountants operated Id.dine maohimaJ 
23 GI' 100 per oent operated calculators., S or 22 per oent operated. bookkeeping maoh1neaJ 2, OJ" 8.? par cent, 
operated cash regi•ter•J am 13 accountants, or 57 per oant or the accountants, used the oheok .wtiUng machines. 

~ 



TA.BIB XXI 

NUMBER .ltl> PIRCIN'rAGI fl EMPLOIEES OPERATING MACHINES IN VARIOUS TYPES OP POSITIONS 
(CONrnmr.D) 

Positions· 

119ml IIIPIPI 
Acoountanta 
Bookkeepers 
Ledger Clerks 

lfpekd,gl 

Cheok 
HJ:Us 

No. Per 
Cent 

l3 S7.0 
43 30.0 
, 1;.o 

Secretaries 17 29.0 
Stenogn.phers 7 17.l 
Ediphone701ctaphone Opr. 
Typists 

Ghnal: 
File 
General 
TU. 
Stock 
Bru.ing 
Shipping 
O:der 
Payroll 

IIH1M 
Whelesale Salesmen 
1\etd.l Sale81118D 
Department Managers 
IDaurance Salesmen 

6 66.7 

MimepB£Aph 
No. Per 

Cent 

12 18.l 
8 20.0 

ll 26.2 

16 16.3 

I4.qu1d 
rrwss 

No. Per . 
Oen~ 

13 31.0 

24 24,5 

Dictaphone 
Bdigne 

No. Pa 
Cent 

16 24.2 
7 17.1 

17 100.0 

s s.s 

A4dresling 
!itob$~ 

No• . 
Cent 

21 14.4 
s 2,.0 

15 23.0 
s 12.2 

l 1.0 

21 68.o 

)!J 



·1·AW.A AA.I. 

NUMBER AND PIRCENT.laE C1I BMPLOlE&S OFIRATiflG MlOHINIS IN VARIOUS TYPBS OF POSITIONS 
(CONTINUED) 

Position 

111,nueneouo 
Ctulhiers 63 100 
Reoept1on1sta 6 100 
sv.ttchboud Operators 17 100 
Colleotora 7 100 
Deli1er7 Bo,_e 22 100 
Office Bqe/Qirla S 100 
Adding Mach1ne Operators l 100 
I.B.M, Macbine Operators 4 lOO 
Addressing Machine <>pr. 1 100 
Calculator Operators 14 100 
Comptometer e>,.ratore 5 100 
Mimeograph Operators l 100 
Posting Machine Opr. 14 100 
Y.iesaengers 2 100 

Total 

Per Cent ot 
Total Employees 

1,301 

100 

Adding 
Mpghjp 

No. Per 
Cent 

24 38.0 
2 33.3 
1 5.8 
2 29.0 

J 60.0 
1 100.0 
3 75,0 

8 57.l 
l 20.0 
l 100.0 
9 64.2 

636 

48.S 

it",!:' 
Qent 

39 62 .. 0 

3 42.s 

2 so.o 
14 100.0 

2 40.0 

l2 86.0 

,,1 

40.8 

,-~ 
No.. Celt\ 

5 100.0 

' 
.3 

Bookkeeping 

N~ 
Cent 

1 25.0 

2 40.0 

14 1.00.0 

81. 

6.2 

Cub 
RegiGII 

Mo. Per 
Cent 

,1 81,0 

3 21.4 

357 

27.4 

~ 



TABIE XII 

NtJMBER AND PERCENTAGE a, EMPLOIEES OPERATING MACHnES IN VARIOUS 1.'IIES or POSrrIONS 
(CO»:LUDED) 

Check - ~ . Liquid 
1tr1w M1mtu:1m ftmas 

Positions No. Par No. Per No. Per 
~~~~~~----=-O~•n=t'--~~-C•nt C81lt 

m.,w lePMW' 
Caa¥ers 16 2s. 3 
Rec,eptionists 
Switchboard Operators 
Collectors 
Deli vt,ry Bo:,a 
ottioe Boys/Girls 
Adding MachUe Operators 
I.B.M. Me.chine Operators 
Addressing Machlne .<>pr. 
Calculator Operator 
G 11mptometer Operator 
Mimeograph Operator 
Posting Mach1no Opr. 
M.lssengva 

Total 

Per Cent ot 
Total Einployees 

105 

s.1 

l. 100.0 

l 100.0 l 100.0 

49 ,s 

4.0 3.0 

Dlotap~
islipbppe 

No. Per 
CtJlt 

l 100.0 

II:, 

4.0 

Acldteaaing 
~-chipa . 

No. Per .. 
. Cent 

l 100.0 

69 

5,3 

t:J 



CHAPTER III 

RECORD KEEPE,'RS 

Number of Record Keepers 

Table XXII shows that 188 full-time record keepers and 9 part-time 

record keep ers, making a total of 197 record keepers employed in Enid, 

are included in this study. Of this number, 21 men and 2 women were 

employed as full-time accountants; 49 men and 96 women were employed 

as full-time bookkeepers; and 7 men and 13 women were employed as full

time ledger clerks. 

The tables of this chapter are concerned with full-time record 

keepers, unless otherwise stated. It is thought that the graduates of 

the schools in Enid would be interested prirr~rily in full-time employment 

or would have plans that will not include part-time employment. 

Employer's Preference for Men and Women Record Keepers 

In interpreting Table XXIII, it should be noted that each employer 

was counted as a separate employer in each instance in which he supplied 

data concerning preferences in any of t he positions listed. On this 

basis, the data presented in Table XXIII show that men were preferred in 

23 instances, or in 22.S per cent of the total number of expressed 

preferences for record keepers. Women were preferred in LrO instances, 

or in 39.3 per cent of the instances. No preferences were stated in 

39 instances, or in 38.2 per cent of the instances. 

As is shown in Table XXII, it was found that of the 188 full-time 

record keepers, 77 were men and 111 were women record keepers. 
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TAB.IE XXII 

NUMBER at RECORD KEEiERS 

Full-Tim Part-time %2tal 
Positions Mp Women Men Women Me;n Women Combined 
Accountants 21 2 1 0 22 2 24 

Bookkeepers 49 96 l 7 50 103 15)·. 

Ledger Clerks 7 1.3 7 1.3 20 

Total 77 111 2 7 79 us l.97 

--
This table should be read as tollow: The 101 business f'irma in Enid 
included in this study empl.o;yed 197 record keepers. ot this total, 21 
men am 2 women were empleyed as i'Ull-t1me accountants; one man vas 
employed as a pa.rt-tiJna accountant. A total ot 22 •n and 2 women, or 
24 accountants, wre IW)loyed by the 101 business tirma interviewd. 

TABIE XXIII 

EMPLOmS, HlEFERENCES rm 
l£N All> W())EN RECCllD. KEEPERS 

Tot&l. Man Women No 

Enml°1:: IJ:!ferred Preferred Pre,S!rence 
Positions No. No. Per No. Per No. Per 

Cent Cent Cent Cent 

Accountants 16 100 10 62.5 2 12.5 4 25.0 

Bookkeepers 73 100 13 17.8 .31 42.5 29 .39.7 

Ledger Clerks 13 100 7 53.8 6 46.2 

Total 102 100 23 22.5 40 39.3 39 38.2 

This table should be read as tollows: Ot the 16 employers h1r1ng 
accountants, 10. or 62.5 per cent, preferred men accountants; 2, or 12.5 
per cent, preterred women; and 4, or 25 per cent, had no proterence 
whether their accountants were men or women. 



~ .la §mplo;yment ,9l Record Keepers 

Table XXIV shows that during the 12-ftonth period, August, 1948, to 

August, 1949, S7 new record kee.pers were employed. ot this number, 18 

were men am 39 were women. Piw men and 28 women, or a total ot .3.3 

record keepers were separated trom their jobs. This resulted in a gain 

ot 24 record keepers; ot which .3 were accountants, 20 were bookkeepers, 

am l was a ledger clerlc. 

B.l.1i! Rt Tumom: in Recqrd h!P!D 

An awrage of 176 record keepers were employed. in Enid by the 101 

firms during the 12-month period of this study. As is shown in Table XXV, 

'>I record keepers were newq employed and 3.3 vare dropped trom the payroll; 

theretore, there was a turnover or 3.3 record keepers during the 12-month 

period of this study. The 3.3 person turnover represents a 19 per cent 

turnover or the 176 average number or record keepers employed during the 

12-month period. 

Pive accountants were hired am 2 were dropped trom the payrolls. 

There was, theref'ore, a turnover of 2 accountants, or 9.1 per cent of the 

awrage number ot accountants tor the 12-month period. Since 50 book

keepers were hired and 30 were dropped trem the ~olla, there was a 

22.2 per cent turnover in the bookkeepers employed in Enid by the firms 

included in the study. 

Tvo ledger clerks were newl.¥ employed and one vas separated trom his 

employment; therefore, there was a 5 per cent turnover of ledger clerks. 

l&f4 Rt. Turnom: in !!ID Record K,epers 

Table XXVI showa that the rate of turnover tor men record keepers 

was 7 per cent. Eighteen men were newly employed and 5 vere separated 

from employment during the 12 months. Table XXVI also shows that there 



.btiAR 
Accouatanta 

Beoktr.eepeN 

~Clerks 

Total 

T.ulla XXIV 

GAIN IN EMP.tDY1£Hr or ·JECORD KEEIERS 
DtlllDll U-MONTB mRIOD 

., 
levJ:.t: IPmle!!I 

Mp WMR· !et:eJ. 

4 1 ' 1 l 

13 37 ;o 4 26 

l 1 2 1 

18 '!11 28 

ToW Bo. 
Gaf.n In 

hPJ.mn 
2 3 

30 20 

1 1 

33 

This table 1lhoulct be read ae tol.l.oWII: Four 1111m am 1 ~ or 5 
aecouatants wen DIVq employei d\1l'1Jlg the period ot J.uguat, 1948, to 
August, 19.49. One 11111m am 1 wer.aan, • 2 acceuatanta were eeparat.ed from 
their positions as aeeountants maJdng a gain ot 3 a.ceountants. 

TA.BI& XXV 

'R!m C. TORB'011R IM RECClm DBJ:t:RS 

4 l 

13 71 

Leclger Clerb l l 

Total lS 

s 
so 
2 

l 1 

4 26 

1. 

S 28 

2 

30 

1 

,., 

22 

1.35 

3) 

2 9.1 

30 22.2 

1 s.o 

33 19.0 

• Actual mnber ot rep} ac1m1:ats 4urll.lg l.2,,.month pet~ repreaented b.Y 
total newly enaployad er total &Mllftted, vhiobewr 1a amaJ ler. 

b Percentage ot Qet turnoV91" buecl on awrage nmaber of'· employees cluring 
12-Gon.th period,. 

Thie table abow4 be ziead u tall.mrlfs nw new aocouatanta V8l'e hind 
anr1 2 wre •:pl!lftted t'.tom their joba, nsulting 1n a 9.1 pe cent turnover. 



was a 5 per cent turnover in men accountants; an 8.8 per cent turnover in 

man bookkeepersJ and no turnover in men ledger clerks. 

~ ~ TtJJ110Y!r JD women Record Keepers 
The turnaver tor women record keepers was much greater than for man 

record keepers. Table XXVII indicates a turnover of 28 women record 

keepers, or 26.4 per cent or the average number ot 106 women record keepers 

employed by the tirnls included in the study during the 12-month period. 

There was a turnover ot 50 per cent ot the women accountants, 29 per cent 

turnover or women bookkeepers, and a 7. 7 per cent turnover of woman ledger 

clerks during the period included in this study. 

Mi njppp Bmplmm,nt A&! tm: l:!!D Record Keepers .. 

Eighteen was the minimum age at which men record keepers could obtain 

a posi t1on in Enid. Table XXVIII show the mwber or instances in which 

employers speciried certain minimum age requirements tor man record 

keepers. In this table each employer was counted as a separate instance 

each time he supplied data concerning the age requirements tor any ot the 

types ot occupations listed in the table. 

In 10 instances, employers specified a minimum employment age or 

only 18 years tor men record keepers; in 5 instances, employers specified 

20 years as the minimum age they would employ record keepers. In 11 

instances, or in 28.2 per cent ot the instances, employers required that 

new record keepers be at least 21 years ot age. In one cue, the employer 

specified that an accountant would not be hired unless he was at least 

22 years or age; vhile. in another instance,. the employer stated he would 

· not hire an accountant until be bad reached his 23d birthday. In 8 

instances, or in 21. per cent or the instances, the employers specified 

that new accountants and bookkeepers must be at least 25 years or age; 



Positions 
Accountants 

Bookkeepers 

Ledger Clerks 

Total 

TAB!& XXVI 

RA.TE or TURROVIR DURING 12-H:>lffH P&RIOD ,IN 
M&N BECWD KEEPERS 

'total 
Nmnber 

IPAT Emplo:,14 SeanW Emplones 

4 1 20 

13 4 45 

l g 

18 5 71 

59 

·TurnoNl" 
Per 

No.a ctptb 

l 5.0 

4 s.s 

5 7.0 

a Actual number of replacements during 12-month period, represented by' 
total newq employed or total separated, whicheftr is emaJJer • .,.. . 

b Percentage of net turnover based on awrage number ot emplo~es ;,.~µring 
12-month period. ,_ 

This table should be read as f'ollowas Pour new men accomi.tants were 
hired and 1 vas separated from his job, resulting in a 5 per cent turn
over. 



Posit1opa 
.A.ceountants 

Bookkeepers 

Ledger Clerks 

Total 

T.A.BIE XXVII 

RATE OF TURNOVER DURING 12..HONTH PERIOD 
IN WOMIN J.mCCIU) mms 

Total 
Number 

Bevl.y lmpl,ncl kPNV!A Bmplmea 
1 1 2 

37 26 91 

1 l 1.3 

.39 28 106 

60 

:tunwmr: 
Per 

No.a C,ntb 

l so.o 
26 29.0 

1 7.? 

28 26.4 

a Actual number ot replacements during .12-aonth period, represented by 
total newly employed or total separated, whicbner is amaller. 

b Percentage ot net turnover based on average number ot employees during 
12-month period. 

This table should be reed as tollovs: One naw woman accountant was hi.Nd 
and one was separated t'roDl her job, resulting in a 50 per cent turnoftr. 



TAB.ti: XXVIII 

MINIMUM iMPLOYMUl? AGE Fa\ !SH RICCIU> KEEPERS 

N\llber ot BmploJWa Reportlng M1n1mta Employmat Age 

ux,: 2Q x,,:, 
w 

At *2 IIGOJ."d hallln'A 

21 x,£ aa x,£ a~ X•JI: . a, x,~ '°~: .1rifi: 
Poaitiona No. Ceat No. Cent No. Cent No. Cent No. Cent No, Cent No. Cent Ro. Cent 

Aooountanta 1 7.1 1 7.1 2 14,2 l 7.1 1 7.1 6 42.9 2 14.2 14 100 

BoolctNpers 7 31.8 3 13.6 9 J.]..O 2 9.1 l 4.5 22 100 

Ledger Clerks 2 67.0 1 33.0 3 100 

-
Total 10 25.0 s 12.s U 28.2 1 2,5 1 2,5 8 21.0 3 8.,0 39 100 

Thia table should be read u tollowaa ot the 14 inatanoes 1o vhioh employars hued new accounta.nta, in 1 
instance, or in 7,1 par a.nt ot the 1na1;ancaa, employers stated tbq would employ aev aooountanta at the age 
ot 18 years; 1n 1 instance an employer would employ new aooouatanta at 20 :,earsJ in 2 instances, or in 14,2 
per cent ot the instances, employers vould emplo7 new accountants at 21 years ot &geJ in 2 instances 
ellQ)].079rs would not hire nw •n accountants who were under 30 years ot age. 

t 



vhile in 3 instances, employers stated they vould not hire accountants 

and bookkeepers under 30 years of age. 
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A study or Table DVIII indicates that boys who graduate trom high 

school. and who are interested in accounting should consider further 

training in business administration or in the study or accounting. 

One employer stated he would hire an accountant at the age or 18 

years; but, it seems almost impossible that a young man 18 years old 

could competen~ be considered an accountant, since it is very unlikezy 

that be would have had the opPortunity to study advanced accounting at 

that young age. In 12 instances, or in 86 per cent or the instances, 

the e11lployers stated that a new accountant must be 21 years or age, or 

older, before he would be hired. 

Min1nnJil Emplmgapt J&! a Women Record Keepers 

The 2 employers who hired women accountants specif'ied that new women 

accountants must be at least 25 years ot age, as is shown in Table XXII. 

In 22 instances, employers indicated they would employ bookkeepers 

and ledger clerks at the age or lS years. In 2 instances employers 

stated they would hire women at the age of 19 years; vbile in 39 instances, 

or in 62 per cent or the instances, employers specified they would not 

hire woman rscord keepGrs who were under 20 years of age. 

Since in 20 instances, or in 74.4 per cent of the instances, the 

employers specified they would not hire men record keepers under 20 years 

of age, it seems that data in Table XXVIII and Table XXIX rewal evidence 

that young men and women under 20 years or age should consider turtber 

train.1.ng after completing high school, betore attempting to secure a 

position as a record keeper. 



TABIE XXIX 

MINIMUM EM.Plt,111:ft A<S Fat WO?CN RECORD KEZiERS 

Number of Employera ReporiiDg Mini:mw EJllPloyment Age 
of' VONA Raaord hetlera 

JI Xiii :Lt Xwi 2Q X@ors ~ %11£1 &J. l@ara as x,,:: 
Per Per Per Per l'el' 

Tp+eJ 
Per 

Poai tions No. Cent No. Cent . No. Cent No. Cent NQ. Cent No. Cent 

Abm lO 
Per 

No1. Cent No" Cent 

.Accountants 

Bookkeepers 16 31.2 1 2.0 16 31.2 S lS.6 

Ledger Clerka 6 60.o 1 10. 3 30.0 

2 4.0 

2 100 

7 14,0 

2 100 

1 2.0 ;l 100 

10 100 
........................................ _.. __ .......................................................................................................................................................................... __ 

Total 22 35.0 2 3.2 19 30+2 8 12.7 2 3.2 9 14.2 1 1.s 63 100 

Thia table ehould be read as follows, In 2 instances, or in 100 per cent ot the inatances, tor vhieh 
employers hired women accountants, employers required new aoeouatants to be at least 25 rears ot age. 

e; 



Distribution .2t ~ J!t!g, l?z lE Record Keepers 

ycording ~ HiDimum Ml Requirements Specified l?z Emplozers 

Table XXX shows that the employers who stated that they would employ 

record keepers at 18 years of' age, employed 13 men record keepers. 

Tven\y-eight record keepers vere employed in positions in which the emplo,w 

specified a minimum age of 20 years; while 17 record keepers were employed 

by employers who indicated 21 years was the minimum age at vhich they 

would employ new record keepers. 

Di;rt.ributiop ,if. ~ !lei :m: women Record Keepers 

AccOl'd,ing H m.mm= ._ Requiremepta Specified kt Emplozers 

Data in Table XXXI show that of' the lll women record keepers, 55 

were emp1oyed in positions in which the employers specified they would 

employ women record keepers at the age ot 18 ;rears. 

Fifty-three women were employed in positions in which the employers 

stated they would not hire new employees under the age of 20 years. 

Experitpce Requirements m .Im! Record Keepers 

u Specified lll Emplowrs 

In Table XXXII, it will be noted that each employer was counted aa 

a separate instance each time he supplied data concerning the experience 

req~ts tar arq of' the types ot occupations listed 1n the table. 

In 71 instances,, or in 69.6 per cent ot the instances, employers 

required experienca or new record keepers J vhlle in 31 instances, or in 

.30.4 per cent of' the instances, the employers did not require experience 

of' nw record keepers. 



TABIE XIX 

DISTRIBUTION fY JOBS HEU> BY }.EN ltEOCIU) mams ACCCIU>ING TO 
MINIMDM AGE RIQUIRDBNTS Sl'BCIFIED BY EMPLOYERS 

P9t1iji9D1 1§ 20 
M:\D2PIR An §Jes1m,,J bv hJi1oym 

21 2i 2J 35 lQ tffl1 
Aocomitanta l l 3 2 1 l2 1 21 

Bookkeepers 7 26 13 3 49 

Ledger Clerks ; l l 7 

Total 13 28 17 2 1 15 1 77 
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Thia table should be read as toll.ovaa One ot the men accountants was 
employed in a position where the minimum age vas 18J one vas employed in 
a position where the m1n1mma age was 20 years; 3 men were employed aa 
accotmtants where employers required new accountants to be at least 21 
:,ears old. 

TABLE XXII 

DISTRIBUTION or .JOBS HEU> BY WOlCN RECCIU> KEEPERS ACCORDim TO 
MINIMUM AtZ REQUmsM!:N'l'S SfECIFBD BY EMPLOmS 

ffln1M Al! SpagiQed hr Empl!l!K§ 
°'91" 

Pogitiops 1§ .9 20 21 2J 25 lQ Tote] 

Accountants 2 2 

Bookkeepers 46 2 20 9 15 1 96 

Ledger Cl.erks 9 1 3 13 

Total 55 3 23 9 3 17 1 lll 

This table should be read as follows: Two women accountants were 
employed in positions where the employers specify 25 years as the mini
mum age. 



Positiqn, 
Accountants 

Bookkeepers 

TAB!& mII 

BilERIE.D REQUIRElCNTS l'Clt 1111 DCOOD mms 
AS SJBCD'IED BI SMPUl?IRS 

Elaployers ~a Not ?;!:;«m:r- Regu~~DI E:merienee 
Humber Per: Qat 

15 94.0 1 6.0 

48 66.0 25 .34.0 

Ledger Clerks g 62 •. o s 38.0 

Total 'Tl 69.6 30.4 

66 

'le!a,J 

16 

73 

13 

102 

This table should be read aa tol,l.owac Pif'teen, or 94 per cent, of the 
employvs h1r1ng accountants requiNd experi8DQ8 ot new accountants. 
One, or 6 per cent, ot the employers d1d not require experience or new 
accountants. 



DJstribution !!! ~According!!? Minimum Experience Reguirgents 

~ l!m:£ l;!cgrd Keeperg 
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Table XXXIII shows that in 13 positions, or in 57 per cent ot the 

positions held by accountants, experience was required ot new emplo,ees; 

in 64 posltions, or in 44.l per cent or the positions held by bookkeepers, 

experience vas required; and in 11 positions, or in 55 per cent or the 

positions held by ledger clerks, experience was required or new employees. 

· This makes a total or 88 positions, or 46.8 per cent or the total positions 

held by record keepers, where experience was required or new record 

keepers. 

In 100 positions, or in 53.2 per cent ot·the positions held by 

record keepers, the eIQployers did not require experience or new record 

keepers. 

Bxperience ReauireDlenta Specified m: Employers 

ts: !!1f !1!t! Record Keepers 

Table XXXIV shows that or the total ot 39 instances in 'Which employers 

hired men record keepers, 1n 32 instances, or in 82 per cent ot the instances, 

employers required 9%P8rlence o:f new men record keepers; a.Id in 7 instances, 

or in 18 per cent or the instances, employers did not require experienoe 

ot new men record keepers. This indicates that it was necessary tor men 

to obtain experience in 82 per cent or the employment opportunities 

betare .they would be considered tor employment as record keepers by the 

employers interviewed tar this study. 

Experience Requirements Speeitied kl Emplo:yers 

l!!£ !a Women Record Keepers 

Table XXXV shows that ot the 6.3 instances in which employers hired 

women record keepers, in .39 instances, or in 62 per cent or the instances, 
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TABIE XXXIII 

DISTRIBUTION O't JOBS ACCORDING TO MINIMUM EXHmIEU REQU1RE1'£NTS 
Fat NIW RECORD KEEPERS 

Jobs Experience Jobs lzperience 
aea11m l!di Beouired ZmJ Jobs 

Per 
PoaUJeo, Ntw,r Per Cent l'RPJw Fer Cgt No. Cent 
Acctmltants l3 57.0 10 43.0 23 100 

Bookkeepers 64 44.1 81 5S.9 145 100 

Ledger Clerks 11 55.0 9 45.0 20 100 

Total 46.S 100 53.2 188 100 

This table should be read as tollws I Thirteen, or 57 per cent, accoun
tants were employed in positions where employers required experience or 
new accountet.nta vhUe 10, or 43 per cent, acc~ants were employed in 
positions vhere experience vaa not required ot new aeeO'antants. 

Poa1t1ons 
Accountants 

Bookkeepers 

TABIE DXIV 

n:ammra REQUIBElCNTS SW,CIFIED BY EMPU>lERS 
rat NBW J.Btf IEC<IID DEPERS 

Total lmpl.oy«ra Employers Not., 
11BP1mwa Jtequh1 IS: lmerienca Jlt9md111Peri•n,.-1 

Per 
No, Cent Numhrr Ps Gtnt Nmer Per Cent 

14 lOO 14 100. 

22 100 17 77.2 5 22.s 

Ledger Clerks 3 100 l. 33.3 2 66.7 

Total 39 lOO 32 82.0 7 18.,0 

This table should be read as tollovet Pourteen, or 100 per cent, ot the 
employers hiring men accountants required experience of nw accountants. 



PosW,ons 

Accountants 

Bookkeepers 

TABLE XXXV 

EXPER1EllZ REQUIRE),£NTS SlECIFIED BY EMPIDYERS 
FCB NIN WOMEN ucam KEEPERS 

Total Employers Employers Not 
Eml:>la.vars RegJ1~DDS: kJ?K,ence Requiring !Pm:ience 

Per 
No, cm Number f!£ cent Number Per Cent 

2 100 1 50.0 l so.o 
51 100 31 61.0 20 .39.0 

Ledger Clerks 10 100 7 70.0 3 30.0 

Total 63 100 .39 62.0 38.0 

This table should be read as follows: One, or 50 per cent, of' the 
employers hiring women accountants required experienoe or new accountants; 
\.lhile 1, ar 50 per cent, ot the employers did not require experience ot 
nev accountants. 
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the employers required experience; and in · 24 insta.'lces, or in 38 per cent 

or the instances, the employers did not require experience or new wome::. 

· record keepers. 

These~ indicate that employers required experience or new 
.. 

record keepers in more than hall or the positions before they would be 

considered tor employment. 

Burgher !!: Emplqyers Speed.Mpg Certain ffl n1 mgm Education Reguirpents 

l!E lfD Becfrd Keepers 
In interpreting Table nm, it should be noted that each employer 

vaa counted as a separate employer in each instance in which he supplied 

data concerning minimum education requirements in~ ot the positions 

listed., On this basis. the data presented in Table IXIVI show that a 

high school education was a m1n1mum education requirement in 25 instances 

in which bookkeepers were employed. In 5 instances in which ledger clerks 

were employed, a high school education was the minimum education require

ment for new employees. 

Table XXXVI shows that in no 1.natances woul.d employers hire new 

record keepers who did not have at least a high school education. 

In 15 instances, employers required that a new record keeper have 

at least 2 years or college training; while in 10 instances, employers 

specif'ied that a new record keeper must be a college graduate before he 

would be considered tor employment. In 42 instances, emp1oyers stated 

they would hire a new record keeper who bad a business college education. 

P1s;tnbut1on .2t Positions According H M1n.1mum Education Reg1t1:ner:rte, 

The min1Jllulll education requirements tor men record keepers are shown 

in Table XXXVII. As might be expected, the education requirements for 
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TABIE XXXVI 

NUMBER OF EMPIOYERS SiECIP!ING CERTAIN MINIMUM EDUCATION REQUIREMENTS 
FC!l NEW RECCIU) mPEBS 

Him §chool Stt1J1a Bus1nesa 
Posit1PM 9 10 u µ 1 2 4 College Te>teJ 

Accountants 2 8 6 16 

Bookkeepers 25 3 11 2 32 73 

Ledger Clerks ; 2 2 4 13 

Total 30 5 15 lO 102 

Thia table should be read as ·roll.owss Two or the 16 employers hiring 
accountants required new accountants to have a minimum or 2 years college 
training; 8 · emplo7ers require<t new accountants to have graduated from 
college; while 2 employers required nev accountants to have completed 
at least business college education. 

TABIB XXIVII 

DISTRIBUTION OF POSITIOE ACCORDING TO MINIMUM EDUCATION REQUIBElENTS 
rm NEW ?CN ncam KEEHlRB 

Hjgi ithool gollen Business 
PogJ.Uopa 9 10 lJ. 12 l 2 4 Coll.es, teteJ 
Accountants 2 8 11 21 

Bookkeepers 5 2.3 4 17 49 

Ledger Clerka 2 5 7 

Total 7 25 l2 33 77 

Per Cent ot 
t2ta1 Paitiona 2.1 ~., 12.~ '612 100. 

This table should be read as follows: Two or the 21 positions tW.ed by 
men accountants had a rn1D1Dl11ll education requirement ot 2 years of college; 
S had a m1n1mum requirement or 4 years ot college J while ll had a 
requirement of a minimum of a business college education. 
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accountants are higher than tor bookkeepers and ledger clerks. Two 

accountants were empl.oyed in positions in which the employer specified 

he would not hire new accountants unless they had at least 2 years ot 

college tra.imng. Eight accountants were employed in positions where 

there was a 4-year college requirement; and 11 accountants were employed 

in positions 1n which the employers specified that new accountants DIUSt 

have at least a busil'l8as college training. 

Five bookkeepers and 2 ledger clerks were employed in positions in 

which the employers stated they wuld hire new men employees with onJ'1 a 

high school education. T'his indicates that only 9.1 per cent ot the 

record keeping positions are open to men high school graduates. It is, 

therefore, necessary that the majiority of men high sebool students who 

are interested in record keeping poaitions to plan to attend college tar 

f'Urther training in their f'ield ot interest. 

D~stribuUon .It Pffit1op .lccs,!11ng ii ffl P1H Education Reqtt1remapts 

m Jmr van aecgrd Ke.tws 
Table IIXVIII indlcates that women h.1gh school graduates have Dl01!'e 

opportunities in gaining employment as record keepers than do young men 

graduating trom high school. The table shows that 42 WODlen record 

keepers, or 37.8 per cent ot th!,women record keepers, were GDij)loyed 1n 

positions tor which the employers stated they would hire high school. 

graduates as bookkeepers and ledger clerks. This means that 6 times aa 

~ vomen with a high school education, as men with a high school educa

tion, have an oppartunity rrr employment as record keepers. 
( 

Twenty-one bookkeepers, or': 19 per cent of the women record keepers, 

were employed 1n positions where there was a minimum edUcation requirement 

of 2 years of college train1ng. 
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TABLI XXXVIII 

DISTRmU'l'ION <:I' PC8ITIONS JCCORDING TO MINIMUM EDUCATION REQUIREMENTS 
FCR El WQ?tEN RECcmD KU!ERS 

!U.sb School !J2l~·- Business 
Positions 9 10 ll 1=a 1 2 4 Colleg Total 

Accountants ]. l 2 

Bookkeepers 31 21. 38 96 

Ledger Clerks 5 8 13 

Total 42 21. l 47 lll 

Percentage o£ 
Tn+.g] Positiopa :n.s 19.0 r9 42,l 100 

This table ahou.ld be read as f'ollowru or the 2 positions held by women 
accountantsi one 'l&S employed 1n a poa1t1on wbare there was a m1niJnum 
education requu:e+mt ot 4 years callege; vhile one woman accountant was 
required to have Ii business college training. 
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.~ 

One woman accountant was employed in a position in which her employer 
' ' 

required that a new employee have a college de~. 

Number Rt Regard Keepers Perft!:ming Selected Duties 

Table DXIX indicates that record keepers have a number or duties to 

perform other than their record keeping duties. The duty ot typing is 

highest on the list or duties pertormad by record keepers in addition to 

their bookkeeping duties. One hundred sixty-seven record keepers, or 

88. 8 per cent of the :record keepers did typing. Filing was the next highest 

with 122 record keepers• or with 64.9 per cent of~ record keepers, 

required to do some fil1.ng as part of their job. Thirty-six record 

keepers, or 19.1 per cent of 'the employees hired as record keepers, d1d 

some se]Hng as a part or their job. 

Number .l!!l l)rqentage J!t Reegrd Keepers Operating M1-m, 
Table XL showa that or the 188 record keepers, 171 record keepers, 

or 94.1 per cent of the record keepers, used the adding machines; while 

100 per cent used the calaw.ators .. Sixty-nine record keepers, or 37 

per cent or the record keepers, used the cash registers; 64 record keepers, 
' 

or 34 per cent of t.lle record keepers, used the bookkeeping maclu.nes; 59 
(-" 

record keepers, ar Jl.4 per cent of the record keepers, used the check 

writer; and 26, or 13.8 per cent or the record keepers, used the addressing 

machines. 



TAaLE XXXIX 

NUMBER OF RECORD KEEPERS Itm'CltMING SEIECTED DUTIES 

Positions 

Accountants 

Bookkeepers 

Ledger Clarks 

Total 
Emplgzees 

Per 
No. Ce.nt 

2.3 100 

14; 100 

20 100 

Total 188 

T7'De 
Per 

No. Cent 

15 65.2 

1.32 91.0 

20 100.0 

l.67 

t~ 
Per 

No. Cent 

9 39.1 

101 69.6 

12 60.0 

122 

.A.pply-
Knowledge 

ot 
Bookkeeping 
Principles 

and 
Practi~e1 ~ell 

Per Per 
No. Cent No. Cent 

23 100 2 8.7 

145 100 31 21.4 

20 lOO 3 15.0 

188 36 

Percentage-of W aa,e 6{o9 ,oo 19.l T,ot,1 Empl;e;yeas . 

This table should be read as tollowss Fifteen, or 65.2 per cent, or the 2.3 accountants had typing duties; 
9, or 39.l per cent, did £Wng; 23, or 100 percent, applied the knowledge of bookkeeping principles aDd 
practices; while 2, or 8.7 per oent, did some selling as part ot their duties. 

vl 



CHAPl'ER IV 

SBCRETARUL EMPU:f!EES 

Number Rt. Seqretarial Emplqyees 

Table XLI show that 167 secretarial employees, including 166 tull

time employees and one part-time secretarial employee, are included in 

this study. or this number, 9 Jl18n and 157 women were employed as tul.1-

time secretarial employees; and 1 woman was employed as a part-tw 

secretary. 

Table XLI shows that no men secretaries or stenogi-aphers vere 

employed by the 101 tirms interviewed tar this study. Sixty-six women 

secretaries, 41 women stenographers, 6 an Ediphone operators, 11 women 

Ediphone and dictaphone operators, 3 men typists, and .39 women typists 

are included in the stu.dy'. 

The tables ot this chapter are concerned with tul.1-time secretarial 

employees unless otherwise stated, since only 1 part-time secretarial 

employee was included in the survey or the 101 Enid tirms selected tor 

this study. 

Emplmr•s Preference t!!£ !!ID &l Woman .Secretarial Emplgyees 

In interpreting Table XLII, it should be noted that each employer 

was cOWlted as a separate employer in each instance tor which he supplied 

data concerning preferences in any or the positions listed. On this basis, 

the data presented in Table XLII show that men were not preferred by aiv 

of the employers who expressed preferences tor secretarial employees. 



TABI.B XL 

NUMBER AND PERCENTAGE OF RECORD KEEPERS OIERATING MACHINES 

Total Adding Bookkeeping Cash Check Addressing 
Em;elOYeeg ~h~DI Qaloulatgi: Machine ...Ras1ter W£US Machine 

Per Per Per Per Per Per Per 
Positions No. Cent No. Gent No. Cent No. Cent No, Cent No. Cent No. Cent 

Accountants 2.3 100 12 52.2 23 100 5 22.0 2 8.7 13 57.0 

Bookkeepers 145 100 14; 100.0 145 100 59 40.0 6l 42.0 43 30.0 21 14.4 

Ledger Clerks 20 100 20 100.0 20 100 6 30.0 3 1;.o 5 25.0 

Total 188 177 188 64 69 59 26 

Percentage ot 94 1 100 3',0 3710 3114 13.S Total EmJ?laxees lOQ , , 

This table should be read as i'ollowsa Ot tha 2.3 accountants, 12, or 52.2 per cent, operated adding machines; 
2.3, or 100. per cent, operated calculators; 5, or 22 per cent, operated bookkeeping machines; 2, or S.7 per 
cent, operated cash registers; and 1.3, or 57 per cent, operated the check writer as part of their job. 

~ 
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TABI& XLI 

mna:R OP SF.CBBTARIAL EMPU>YEES 

ra&I :a• PmtJ.1111 QddmA 
Poait.5.ans Men VC!llllm Men Woman Men ...... total 

Sec:retariea 66 1 67 67 

S"tenographars 41 41 41 

BdipbmJaft)ictaphona 
Opera.tors 6 11 6 11 17 

T:yplata ' l9 l " 42 
Total 9 157 l 9 1,a U,7 

This table should be read as toll.owe lo men aeoatariea W1'8 emplo)'9Cl 
by tbe t1rma 1ncludtd 1n \h1a atu,vJ 66 VGIDIID ,_. employed fUll time and 
1 woman vas eapl.o:,ed as a part..t!me secl'9tar.1, making a total ot 67 
secretaries ineludec1 1D the study. 

T.lBIE XLII 

EMPIDJER •s PREt&HED-S 1'CR Jil:N AND WOCN SICBETAlWL EMPIDYIBS 

Secretaries 

Stenographers 

Edipbena/oictapbone 
Operators 

Total 

Per Cent~ 
t2t11 ll!11ie:tNM 

Ma. ·- Ro Jme1.mu IIP1 mt1 !!Dtmmee 
Per Per Per 

Tm,J 
lo. Cent He. Cent Ro. Cent No. 

0 0 

0 0 

l4 91.9 

19 90.S 

1 so.o 
ll Zlel 
65 

86,7 

l 8.1 YI 100 

2 9.5 21 100 

1 so.o 2 1.00 

4 26.7 15 100 
10 75 

13.3 
This table sbauld be read u tollovs, ot the employers h1r1ng seontarlea, 
x. or 91.9 par cent, spaottied a pre1'erence tor womim secretaries; vhile 
l, or 8.1 per cent, emplo,ers stated no preference. 
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Wunen were pr-eferred in 65 instances, or in ~.7 per cent of the instances. 

No preferences were stated in 10 instances, or in 13.3 per cent ot the 

instances. 

Of the 37 instances in vhich employers stated a preference tor secre-
., 

taries, inf-34 instances, or in 91.9 per cent or the instances, the employers 

stated a preference tor vomen secretaries; in 3 instances, or in 8.1 per 

cent of' the instances, employers stated no preference. as to men or vomen 

secretaries. In 19 instances, or in 90.5 per cent or the instances, the 

employers stated a preference tor women stenographers; vhUe in 2 instances, 

or in 9.5 per cent or the instances, the employers stated no preference 

for stenographers. In one instance, the employer stated a preterence tor 

vomen Ediphone and dictapbone operators; vhile one employer stated no 

preference tor Ediphone and dietaphone operators. In 11 lnstanees, or in 

73.3 per cent or the instances, employers stated a preference tor vomen 

typists; vhile in 4 instances, or in 26.7 per cent or the instances, 

employers stated no preference tor typists. 

~ i!! Empl.oyment Rt. §ec;ret&rial Employees 

Table XLIII shows that 62 nev secretarial employees were employed. 

or this number, .3 vere ,men am 19 were women secretarial employees. One 

man and 37 women, or a total or 38 secretarial employees, were separated 

from employment. This resulted in a gain of' 24 secretarial employees. 

or this gain, 5 were women secretaries; 9 were women stenographers; l 

was an Ediphone or dictaphone operator; and 2 men and 7 voman were typists. 

BAH. ~ Turnover i!! Secretarial Enn>lo;yees 

Table XLIV shows that an average ot 157 secretarial employees were 

employed in Enid by the 101 firms during the 12-month period ot this study. 

The table shows that 62 secretarial employees were newly employed aD1 



Positions 
Secretaries 

Stenographers 

Edi phone/ 
Dictaphone 
Operators 

Typists 

Total 

TABI.E ILIII 

GA.IN IN EMPLODl!N'l' ~ SECRETARIAL EMPU>1EES 
DURING ]2..M()RfH IDIOD 

80 

HevJ.l: BmDJ;aved i!tiar1ted 91ill ill Emnloment 
Men Wgp Total Mes women tow Hep ITPP TR.W, 

21 21 16 16 5 5 

18 18 9 9 9 9 

1 1 1 1 

3 19 22 1 12 13 2 7 9 

3 59 62 1 37 38 2 22 24 

This table should be read as follows i henty-one voman secretaries were 
newly employed and 16 women secretaries were separated from employment, 
making a gain in employment ot 5 secretaries during the 12-month period 
or the study. 



TABIB XLIV 

RlfB OF TU.l\Nov.lR <, SECRE'!ARilL IMPLOlDS DUlU?G 12-MORJ.'H FBRICI> 

ln4Y Emplqnj IIW'IW lwrap No. ~ _ 
Poaition, Men !{OIIO total Min WOl!lm Total 0,t !!e!SY!!• iiiiiiib.a~centT 

Secretaries 21 21 

Stenographer a 18 18 

ldiphone,1>1ctaphone 
Operators l l 

'f1piists ' 19 22 

Total 3 '' 62 

16 

9 

l 12 

l YI 

16 

9 

lJ 

.38 

65 

:fl 

17 

.38 

15'7 

16 

9 

13 

38 

24,6 

24.3 

34.2 

24,2 

a Actual mmber ot replacements during 12-aonth perio41 represented by total nevlf e~ or to~ separated, 
whichever- le llll&lltz". 

b Percentage ot net turnover baaed an average number ot employees during 1.2-aoDth period. 

Thia tabla ehould be read aa follows, Twenty-oa. "1:lmln M01'9ta1"1es ware new.q empl.o,ed and l6 women eecN• 
taries veN separated trom emplo,ment• making a turnoftr ot 16 seoreteries. Since there vas an average ot 
64 women secretaries employed, tha:re· vase. 24,6 par cent turnover during the 12,,.month period ot this atud1', 

i?i 
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38 were dropped from the payroll; therefore, there was a turnover of 24. 2 

per cent of the secretarial employees during the 12-month period of this 

study. 

Twenty,-one women secretaries were hired and 16 women secretaries were 

dropped from the payrolls; there 1ras, therefore , a turnover of 16 secretarial 

employees , or a turnover of 24.6 per cent of the average number of secre

tarial employees for the 12-month period. Since 18 women stenographers were 

hired and 9 were dropped from the payroll, there was a 24. J per cent turnover 

in the stenographers employed in Enid by the firms included in this study. 

One woman Ediphone or dictaphone operator was hired and none was 

dropped from the payroll:; therefore , there was no turnover in this group . 

Three men typists and 19 women typists were employed and 1 man and 12 

women typists were dropped from the payroll; therefore, there was a 34. 2 

per cent turnover of typists in the Enid .firms included in this study. 

Rate !:!£Turnover~~ Secretarial Fmployees 

Table XLV shows that 3 men typists were newly employed and 1 man was 

separated from his typing position during the period of this study. Since 

there was an average of 2 men typists employed by the .firms included in 

this study during the 12-month period, there was, therefore, a 50 per cent 

turnover in men typists . 

~ £! Turnover in Women Secretarial Employees 

Table XLVI indicates a turnover of 37 secretarial employees, or a 

turnover of 25 per cent of the avera ge number of 148 women secretarial 

employees employed by the firms i ncluded in the st udy during the 12-mm th 

period. Since 21 women secretaries were newly employed and 16 women 

secretaries were separated from their employment , there was a 2$ per cent 



TABIE XLV 

tu.Tl o, TUlUIOVD. IN lCH SECRl!ARUL EMPLOYEES 
DlJB.Dll U,,.ll)ftH iBRIOD 

AftNSll ---lm4Y IMPJcmd SaJN:tta4 laPJeme 
s.cretaries · 

stenographers 
. 

Edipbeae/bictaphom 
Opera.tars 6 

Typtsta 3 1 2 

Total l 8 

tlarP!J:. 
Be,• c,,,tb 

1 so.o 

l 12.s 

a Actual maber ~ repl a0911111Jlts during 12-llonth period• represented bJ' 
total mn,q emp1o,-t e total. separated, 1ib1ebnar 1a ·-1ler. 

b ~ ~ ~ ~ based on awnp number ~ emplo,eea d'C11'1.Dg 
12-IICmth period .• 

Thia table abould be Nad aa tallont Three men typiata wre nMifq empl.o.,9d 
am l ,.. separated tJooa empl.oylmit. S!noe there was an awrage ot 2 ID8l1 
typist.a emploJed, th1a made a SO pe.r cent turDot9r in DBD typlats. 



TABIB XLVI 

RA'tE OF TUBB0'9BR m WOIB?f ~ EMPLOms 
nuam 1.2,.l,t)ftH PIRIOO 

J."f9l"8g8 
Jlmbar 

Poa1'5.aaa !S: Blaploz84 Separated hploe! 

Secretariee 21 16 64 

S~s 18 9 71 

Ediphaneft)ictapbone 
Opera.ton 1 ll 

Typists 19 12 36 

Total 59 148 

hrncznr 
Per 

Ro.·• cat.b 

16 2s.o 
9 24.3 

12 33.3 

37 25.0 

a Actual DIJlllber ot Nplaeemimts dur1ng 12 IINlth period. repre88l'l'tecl by 
total newly employed or total aeparated. vhichavar 1a 8ffl8J181". 

b Percentage of mt tunao,v ba.aed m aYerage number of emp1o,eee during 
U-laonth period. 

This table aheuld be read as follovaa henty""41D1 wonan aecretarles WN 
nevq emp1oyecl and 16 wre •PID"&tecl t.raa ·empl.oJment. SinDe an uarage 
ot 64 wmDEtD aec:retariea W81"9 employed. Wa represents a 25 per cent 
turnonr ot wmen secretaries during the u..mrmth period. 
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turnover ot women secretaries. Eighteen stenographers were newq employed 

and 9 women stenographers were separated trom employment, maldng a turn

over or 24.3 per cent or the~ number or 37 stenographers employed 

during the period or this study. Since 1 Ediphone or dicta.phone operator 

was employed \and none was dropped from the payroll during the period, 

there was no turnowr in women Ediphone or dictaphone operators. An 

average of 36 women typists were employed by the tirms included in this 

study. Since 19 vomen typists were nevl.7 employed and 12 women typists 

vere separated from employment, there vas a 33.J per cent turnover ot 

vomen typists during the period or this study. 

Mtp1 PPJ! Enrplgymept !£! t2£ Men Secretarial Empl,nes 

u specified, ht Emploxers 

Table XLVII shows that in 2 instances employers specified 18 years 

or age as the m1n1nl11 employment age at vhich they would hire new men 

typists. No 1Jl8D 'searetaries or men stenographers vere employed by firms 

included in this stAldy. 

Mini !IP! Ellpl.fiMB\ A&! .ts: Homa Seqretar1al E9?l9Dt8 

Y. Specified kt Enmlgyera 

Table XLVIII shows the mmber ot instances 1n which employers speci

fied certain m1.nimuDl age requirements tor women secretarial employees. 

In this table, each employer was counted as a separate eDIPloyer in each 

instance where he supplied data concerning the miniMIJDl age requirements 

tor any of the types ot occupations listed in the table. 

Seventeen years was the m1n1rnnm age at which women secretaries and 

stenographers were employed, as was iDdicated in 2 instances 1n which 

employers stated the m1n1mwn age at which they would employ new WOJll8l'l 

secretarial employees. In 31 instances, employers specified a DdmDDDII 

employment age ot 18 years tar women secretarial employees. These 



TA.BI& XLVII 

MINIMIJM EMPLODENT .A.GE FCR ?CN SECRETARW. EMPIDlEES 
AS SPICD'DD BY EMPLOIEBS 

Posit49P1 

Stenog,;oaphers 

Ediphone Operators 

Tm,sts 2 
Total 2 

S6 

2 

2 

This table should be read as toll.ova 1 '1'llo employers specir1ed 18 years 
ot age as the minimum employment age at which they would hire new man 
typists. 

TABI.E XLVIII 

MINIMUM EMPWDBNT .A.GI PCB WOtClf SBCRETARIAL EMPIOYEES 
AS SPICD'JID BI EMPU>IERS 

Positiops 16 !f::Jf 'IT rw :1;!:1o1mtint., 
Secretaries 1 13 1 11 6 1 3 2 71 

steDOgr"apbers 1 , 7 1 s 3 l 22 

Ediphone/1)1ctaphone 
Operators l l 

T)'p1sts 10 1 2 13 

Total 2 31 3 21 9 2 3 2 73 

Thia table should be read as follows: In 1 instance an employer stated 
he would hire women secretaries at a mininmm age of 17 years; 1.3 stated 
they would hire vomen secretaries at 18 years of ageJ l specitied 19 
years as the m1n1m,rn employment age; 11 stated 20 years vsa the m:1n1mum 
age at which they would employ women secretaries., S:lx specitied 21 years; 
1 specified 23 years; 3 apeoltied 25 years; and in 2 instances, employers 
specitied 30 years as the m1n1Dnml age at which they would employ women 
secretaries. 



instances included 13 instances in which the employers reported on secre

taries, 7 tor stenographers, 1 tor Ediphone or dictaphone operators, and 

10 instances tor women typists. 

Nineteen years was !l'ldicated as the min:lmmn employment age in om 

instance tor women secretaries; in one instance, tor women stenographersJ 

and in 1 lmtance, tor vomen typists. 

In 21 instances, employers specitied 20 years as the minimum emplo,.

ment age. These 21 lnatances ineluded 11 instances tor vomen secretaries, 

8 instances tor vaman stenographers, and 2 instances tor women typists. 

There vere 16 instances in which employers specified that women 

secretarial employers must be 21 years ot age or older before they would 

be considered tar empl.oynent as sec1'9tarial employees. 

Distribution .Rt .l2l?I ~ ll.t !JIB §m:etarial Emplmes 

Accord, es s m,,u .411 Btguirements specified l!I 

fmPlom, 

Table XLII shows that the employers, who stated they would eJJQil.oy 

men Ediphone operators at the age or 18 years, employed 6 Edi.phone operators. 

One man typist was employed in a position tor which the employer speci

t1ed a mtn1mmn age ot 18 years tar new employees, while 2 men typists were 

employed in positions tar which the employers specified a minimum employ

ment age or 20 years. 

l)ist.ribution st .,t!l2I !l!JA 11% We,p §tpretarial Employees 

Ac29fd1Pr .u. M1PlPPPP m aeau1repmts sacu1ts1 R.t Emplom:s 

ot the 157 women secretarial qp].oyees employed by the 101 firms ot 

Enid considered 1a this study, 1 was eJJlPloyed as a secretary 1n a position 

tor which the employer stated he would employ women secretaries at the age 

ot 17 years. One hundred one women secretarial employees were employed 



TABU: XLIX 

DISTRIBUTION CP JOOS HELD BI 1'£1 SECRETARIAL EMPIOlEES 
ACCatDINO TO MINlMDM ACE REQUIREMENTS SPECIFIED BY EMPLOYERS 

Posi$1MCJ 

Secretaries 

Stenographers 

Ediphane Operators 

Total 

6 

1 
7 

2 

2 

88 

6 

' 9 

Thia table should be read as tellova I No men secretaries or steno
graphers were employed b7 the 101 buainesa firms incl.uded in the atudy'. 
Six men Edi phone operators were employed in positions in which the 
employer specified 18 years as the minimum age tor new emplo,-eea. 

TA.BI& L 

DISTRIBUTIOR ~ JOBS HELD BI WOJ.£N SECRETARIAL EMPIO!EES 
ACC(IU)IMl TO MINIMDM AGE RBQUIRE1CN1'S SFECIFIED BI EMPLOlEBS 

Positions 

Secretaries 

Stenographers 

Edipbone/Dictaliu>m 
Operators 

Typists 

Total 

l.6 17 18 19 20 21 23 25 30 Total 

1 36 1 12 

17 2 15 

10 

37 2 2 

8 4 

5 

l 

1 101 S 29 14 4 

3 l 66 

39 

11 

l 157 

This table should be read as t'ollowa: One secretary vas employed in a 
position in which the employer stated 17 ,ears was the minimum age tor 
new employeeaJ 36 secretaries were employed in positions in which 18 years 
vas the m1n1DIJDl age. 



in positions for which the employers stated they would hire new secretarial 

employees at the age of 18 years. These employees included 36 women 

secretaries, 17 women stenographers, 10 women Ediphone and dictaphone 

operators, and 37 women typists. 

Five women were employed in positions tor which employers stated 

they would hire new women employees at the age ot 19 years; 29 women 

were employed in positions f'tYr which employers specified 20 years as the 

m1n1mnm age at which they would hire new women secretarial empl.oyees; 

and 14 women were employed in positions tor vh1ch employers stated there 

was a 21 year m1niDlwn age. Pour woman secretaries were employed in posi

tions tar which employers specified they would not hire new etl1)l.oyees 

under the age ot 23 years; 3 women vere employed in positions tar which 

empl.o;rers specif'ied 25 years as the miniJmml age; am one wonan secretary 

was employed in a position f'or vhieh her employer specitied 30 years as 

the m1nintuJn age at which he wuld employ new women secretaries. 

Egperience Reguiremants a ID stc;retarial Emplpees 

II Specified lu: Empl o:yers 

In Table LI, it vill be noted that each employer vas counted as a 

separate emploY9r in each instance he supplied data concerning the experi

ence requirements tor an;y- of' the types ot occupations listed 1n the table. 

In 38 inatances, or in 50.7 per cent or the instances, employers 

required experience of' new secretarial employees; while in 37 instances, 

or in 49.3 per cent or the instances, the employers did not require 

experience ot new secretarial employees. 

or the 37 instances in which employers made statements as to experi

ence requirements tor secretaries, in 26 instances, or in 70.3 per cent 

of the instances, employers specified that experience was required of new 
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TABIE LI 

EIIUIBRm REQUIIB)ENTS PCB. NEW SECRETAllliL EMPID1EES 
. AS SlECIFIED BY EMPU>DRS 

Total Bmplo:,ws Kot 
h2P1r1v Jb:reriffPQI IWP1,:S ... 

Positiops No, Qct Nmnber Per cent N?PPbnr r,rcm 
Secretaries 37 100 26 70.3 11 2(j.7 

Stenographers 21 100 9 42.9 12 S7.l 

Ediphaneft)ictapbone 
Operators 2 100 l so.o l ;o.o 

Typists 15 100 2 13.3 13 86.7 

Total 75 100 

Per Cent of 
tGJL1.IP\9DD 100 . 59,7 42,l 

This table should be read as tollowaa Ot the 37 inll'taDces in which 
empl.o,ers hired secretaries, in 26 inetames,. m- 1n '10.3 per cent ot the 
iutances,, e~ required experience ~ new secretarieaJ while in 11 
inst.anoes, or in 29. 7 par cent or the instances, emplo,vs did not require 
experience ot nev secntaries. 
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secretaries; vhile in 11 instances, or in 29.7 per cent ot the instances, 

employers did not require experience of nev secretarial employees. 

In 9 instances in vhich employers DBde statements as to experience 

requirements tor stenographers, or in 42.9 per cent ot the instances, 

employers required experience or nev stenographes; while in 12 instances, 

or in 57.1 per cent or the instances, employers did not require experience 

or new stenographers. 

One employer required experience and one employer did not require 

experience tar Ediphone or dictaphane operators. 

In 2 instances, or in 13.J per cent or the instances, employers 

required experience or new typists; vhile in 13 instances, or in ~.7 

per cent or the instances, employers did not t'"equire experience or new 

typists. 

Distribution Rf. Jobs Acco;ding .a MiuJu hpeI1ence RagJrl.renlepts 

ls: Ba s,c:retar1a1 lmJ?l.oDe@ 

Table LII show that in 8l positions, or 1n 49 per cent ot the posi

tions held by secretarial employees, experience vas required or nev 

employees; and in 85 positions, or in 5l per cent of the positions held 

by secretarial employees, experience was not required or new secretarial 

employees. In 50 positions, or in 75.S per cent or the positions held by 

secretaries, experience was required ot new secretaries; while 1n 16 

positions, or in 2.4.2 per cent or the positions held by secretaries, 

experience was not required of new secretaries. 

In 1.3 positions, or in .32 per cent of the positions held by steno

graphers, experience vas required ot nev stenographers; and 1n 28 positions, 

or in 68 per cent ot the total positio~ held by stenographers, experience 

vas not required or nev employees. 



TABIE LII 

DISTRIBUTION CF JOBS .ACCORDING 'l'O MINOOM EDUIE!CE REQUIREl.£NTS 
left NEW SECBETARUL EMPLOIEES . 

Jobs .Jobs Rot 
iot.a.1 llm! lJ:Ellirin,t Exoerience Reauirins. ixoerience 

Per 
PW,Y,9Df No, . cent uu,w Per Cent bJJm: Per cent 
Secretaries 66 100 50 75.8 16 24.2 

Stenogniphers 41 100 13 )2.0 28 68.0 

Ediphm•/.Dictaphone 
Operators 17 100 16 94.l 1 5.9 

Typists 42 100 2 4.s 40 95.2 

Total 166 85 

Per Cent et 
%~ Pui~IDII ~ 1~··g ~.g 

This table should be read as tollows1 Fifty• or 75.8 per cent, of the 66 
secretariea wen employed in posi tiona 1n which experience was required. 
of new secretaries; 16, or 24.2 per cent, ot the aeeretaries were employed 
1n positions in which experience was not a requirement. 



93 

In 16 positions, or in 94.1 per cent or the positions held by Ediphone 

and dictaphone operators, experience was required of new operators; while 

in one position, or in 5.9 per cent of the total positions held by Ediphone 

or dictaphone operators, experience was not required of nev operators. 

In 2 positions held by typists, or in 4.8 per cent ot the positiona 

held by typists, experience was required; while in 40 positions, or in 

95.2 per cent ot the 42 positions held by typists, experience was not 

required ot new typists. 

Experierg B.eauirenlnts hfeil'1ed lit Employers 

t1lt IE !:!!.D Seqrete.r;'gJ Emplo;yeea 

Table LIII shows that in one instance, or in 100 per cent of the 

instances in which employers hired men Ediphone or dictaphmle operators, 

experience vas required ot new employees. In 2 instances, or in 100 

per cent o.f the instances in which empl.oyers hired man typists, employers 

did not require experience of nev men typists. 

Emrt,no, Reauire•nts Spec1r1ed ll% ED§>l.mrs 

m lfD Hen s,cr,tar1a1 EmpJ.m,s 

Table LIV shova that of the 72 instances in vhich employers hired 
i 
I 

women secretarial empl019es, in 37 instances, or in 51.4 per cent of the 

instances, emplo;yers required experience of new secretarial empl.oyeeaJ 

while in 35 instances, or in 48.6 per cent of the total instances in vhich 

employers hired secretarial employees, employers did not require experience 

of nev e111Ployees. 

O.f the 37 instances in which employers hired secretaries, in 26 

instances, or in 70 • .) per cent ot the instances, employers required 

experience of new secretaries; wbil.e in 11 instances, or in 29.7 per cent 

ot the instances, ·empla,rers did no~ require experience ot new secretaries. 
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TABLE LIII 

EXFERIE?G REQUIREMENTS SPF.CIFIED BY EMPI.OIERS 
FOR NBW ICN SECBETilI.lL EMPU>YEES 

fo@Wn 
Secretaries 

Stenographers 

Edi phone/Dictaphone 
Operators 

Typists 

Total 

Per Cent~ 
t&J l!Plrse 

Total Employers Employers Hot 
EmpleDEf Ream.ring Epg:ience Reguiripg Experience 

Per 
maw fer eept 

l 100 l 100 

2 100 2 lOO 

3 1 2 

100 ll,l 66,7 

Thia table should be read as follow, None or the emplo1ft8 interviewed 
hired men secretaries or stenographers. One eJJ1Ployer required experience 
ot new men Ediphone and dicta.phone operators .. 
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T.&Bm LIV 

EXPmlllCE DQUIREIC!flS SmcIFIED BI EMPLOIERS 
rm NEW WOl£N SBCRETARI.lL EMPIDDES 

Total Empl.oyers Emp'l.o,yen Not 
'IJIIDl.owa 

Per 
lfgu1r1ng 1mr1,nce B!snw1m h1Ja£'9nce 

Positig ,,., §Mt Nnrher Per cent Number Per 9& 
Secretaries 'J7 100 26 70 • .3 11 29.7 

Stenographers 21 100 9 42.9 12 57.l 

Ediphone/bietaphone 
Operators 1 100 1 100.0 

Typists lJ 100 2 15.4 11 84.6 

Total 72 37 35 

Per cent~ 
:t2ts1 IER(lt1 ;LQ2 Ail. &§12 

This table should be read as tollovsi ot t.he 37 inatances in which 
employers hired wamen secretaries, 26, or 70.3 per cent, required experi
ence ot new ~tariea. In 11 instances, er in ')!).7 ~ cent or the 
instances, employers did not require experience of new aeeretaries. 



or the 21 instances in which employers hired woman stenographers, in 

9 instances, or in 42.9 per cent of the total instances, employers required 

experienoe of new stenographers; while in 12 instances, or in 57.l per 

cent or the total instances, employers did not require experience of new 

stenographers. 

The one employer who hired voman Ediphone and dictaphone operators 

did not require experience or new wmen &u.phane and dictaphone operators. 

Two instances, or in 15.4 per cent or the total instances in which 

employers hired women typists, experience was required or new typists; 

while in 11 instances, or in 84.6 per cent ot the instances, employers 

did not require experience or new women typists. 

In interpreting Table LV, it should be noted that each employer vas 

counted as a separate employer in each instance tor which he supplied data 

concerning ndn1DlUJll education requirements in an;,v- ot the positions listed. 

On this basis,- the data presented in Table LV show that a high school 

education was a m1 nSu11m edlleation requirement in 33 1.mtancea ! Deluding 

12 instances in which secretaries were employed; U inatances in which 

stenographers were eJQPloyedJ and 10 instances in vhich typists vere 

employed. 

In 3 instances, one year or college training was required. These 

instances included 1 secretary, l stenographer, and 1 typist. In 5 

inatances employers specified a m1n1mum education requirement of 2 years 

ot college tra1n1ng tor new secretaries. 

In 34 instances, employers specif"ied a mini.mum education requirement 

ot a business college training. These included 19 instances in which 

secretaries were employed, 9 instances in which stenogmphers were empl.oyed, 



TJJD LV 

mJMIBR '6 EMPIDDRS SPICIP!DIG CBRTAD MDmG1 BDUCJ.TIOB BEQUmDB!flS 
PCll ta SICBB'UBUL ICMPU)JESS 

blit.te .,!lft ~'t ,::s::, Zetal 
SeaNta:riee 12 l s 19 71 

s~ 11 l 9 21 

14ipboatflJ-1ctapbam 
Operate• 2 2 

!yp!ata 10 1 4 15 

" ' ' 
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2 instances in which Ediphone and dietaphone operators wre employed$ am 
4 instances in Yhich· typists were hired. 

p1stn,mt1on !It. sec;ew1a1 . Positions 

.,_11,,une ls? !UP1PW1 EdQcatiOQ Bt9P:1rnP!!Dtcft ts la !!a hP:WDn 

The ndmmum edueation requirements tor men secretarial e!riployees are 

shown 1'11 ·Table. LVI"! Six men Edi,phone or dicta.phone operators were empl~ 

in positions tar which the empl.oyer specitied a minimwn education require

ment of a busine1ss ~ollege training. 

Three men typists ,-rere employed in positions tor· which the employers 
,' 

s~ified a min.bmlm education requirement of' a high school education. 

Distribution 2f Segretar1al Positions 

According~ H1s1mrn Edugation Jlequiremnts for llm! women Emplpyeea 

Table LVII indicates that women high schoel graduates have more 

opportunities t'or ga1n1ng employment as secretarial emp].oyees than d~ 

young men graduates or the high school.. The table show that 61 secre

tarial employees, or 38.9 per cent or the total secretarial employees, 

were employed in positions tor vhioh the employers stated they would hire 

high school graduates as new secretaries, stenographers, and typists. 

Two secretaries, or 1.2 per cent or the total secretarial employees, 

were hired by employers who speeU"ied a 2-year college trainjng as a 

m:fni:mm education requirement tor new secretaries. 

Ninety-f'Olll" Yotnen, or 59.9 par cent or the total vomen employed as 

secrete.rial employees, were empl.ayed in positions for which there was a 

m1niDlll!l education requirement or a lusiness et>llege training. The 94 

employees included 49 secretaries, 30 stenographer s, 11 Ediphone or 

dictapb.one operators, and 4 typists. 
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TABIB LVI 

DISTRIBUTIO!l c, SBCBETARUL POSITIONS 
ACC<JU>ING '1'0 MnmlJM EDUCATION RIQUIBE}£NTS roa NEW MEN EMPIOIEES 

PositJw 
Secretaries 

Stenographers 

Ediphonefl)ictaphone 
Opera tars 

Typists 

Total 

Per cent ot 
T,W PpaitioJII . . 

' 
3 

lleJ 

Bus.1neaa 
QQJJ111 

6 

6 

66,7 

tetal 
0 

0 

6 

3 

9 

lOQ, 

!h1a table ahmld be read aa tol.J.ows1 No 11aa secretaries or st.eno
grapbers were 811lP1,oyed 'bJ' the 101 lAlaimse tirJDI included in the study'. 
Sb: men ldiphone and d1ctQhone •peraton were employed in positions in 
which the employer requ11"ecl new empl&yeea to have a business college 
edllcation. 
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TABIE LVII 

DIS'l'llIBU'lION OI SECRIT.&RUL POSITIOHS 
.AOOOODING TO MIRIMDM EDUCATION REQUmtemS FCB IDl WOltUl EMPU>!KES 

Secretaries 

stenographers 

Ediphonefl)icta.)ilone 
Opara ten 

'fypists 

Per Cent ot 
te!eJ PoJIW.ona 

D1-m label . . GeJlen 
2101112 1 2 4 

15 

ll 

35 

lf,9 

2 

2 

1,2 
I 

Bwdneae 
Collea Total 

49 66 

30 41 

ll ll 

4 39 

94 157 

52,2 100, 
This table ebould be read - tollovan ot the 66 secretaries inclJidild in 
the stuc:ly, 15 were employed in positions 1n which the employers required 
new secretaries to be h1gh school gN.duatesJ 2 wre emplG,79d in poaltions 
in which 2 yeU"S ot college training was required; and 49 secretaries were 
employed in positions 1n vhich new aeeretaries wre required to have at 
least a hllsineas cl>llege education. 
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IPM?P: Jt. Secretarial Enrplo,ns Per:f9M1ns Selected Duties 

Table LVIII shows that aecretar1al employees had a mmber or duties 

to perform.. The duty ot typing was highest on the list of duties performed 

by secretarial employees, inaSDPlch as 166 secretarial employees, or 100 

per cent of tbe secretarial employees, did typing. 

Om~ ti.tty-eight a8C1"9tarial employees, or 95.2 per cent ot 

tbe secretarial employees, did some nling. Thia mmber included 100 per 

cent or the secretaries, 100 percent of the stenographers, 71 per cent 

of tlie Ediphone and dictaphone operators, and 92.9 per cent or the typists. 

One mmdred aeven seo:retarial employees, or 64.5 per cent ot the 

total aeeretar1al employees, took dictation and tnnscribecl their short

hand notes. This number Sncluded all ot the secretaries and all or the 

stenographers. 

Eight,._.even secretarial emplo)'9ea, or S2.4 per cent ot the total 

secretarial employees used their knowledge ot bookkeeping principles and 

practicea. This mmber included '!,7 secretaries, 23 stenographers, and 

7 typists. 

N!J!Jw .1111 P,mnt.an Rt. SesDtarial lmplmes 
Operatieg IPinW Qtaa MaghtP11 

Table LII show that of the 166 secretarial employees, 63, or 38 per 

cent of the secretarial employees used adding ma.chines; 93 secretarial 

emplo,eea, or 56 per cent of the secretarial employees used calculators; 

8 secretarial ernpl.oy9es, or 4.8 per cent or the secretarial employees, 

used the cash registers; 24 secretarial employees, ·m- 14.5 per cent ot 

the seeretar~al employees, used the check writing machines; 31 or 18.7 

per cent ot the secretarial employees. used the mimeograph; 12 secre

tarial employees, or 7.8 per cent ot the total secretarial employees. 



TA.BI.I LnII 

SECmARW. EMPIDms PBRr~ SElBCTED DtJTlES 

Appq 
Knowledge 

ot 
Take Bo$1ckMpillg 

Dictation Pri?JCipl.ee 
Total and and 

hPJO,: tra ,,1,.. %tllPIAJ;2' fneti= a,;; . . 
Positigna IR, qpt IL Gm IQ,, cw IR, Gent II,, ... 
Secretaries 66 100 66 100 66 100 

Stenographers 41 100 4l 100 41 100 

Ediphoise/eictaphone Operators 17 100 17 100 12 71. 

Typists 42 100 42 100 39 92.9 

Total 166 166 15$ 
Per Cent of .. ~ . . ·~· . . . . . . .... . - . -

66 100 

41 100 

107 

S7 ~ ,-.3 

2.3 56 .. o 

7 . ,16.J 

~ 

ToW; ~I 1 . ¥19 1 z! flS,2 1 2!4:5 ., , '. '2,a 
This table should be. read as toll.owac Ot the (:I, secretaries, 100 per cent · of them did typing, tUing, 
and took dictation and ti-aneeribedJ vhile 57, or 86.3 per cent, ot the secretaries applied a knowledge 
ol' bookkeepf.ng princip]J,a am practices. 
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TABtE LIX 

NUMBER AND FERCElffAGE OF SECRET.ARIAL EMPIO?EES OPERATING MACHINES 

Total Adding Cash Check 
1g1.oms Matll1Dt QeJmzJew Btmw IJ'lrter 

Per Per Per Par Per 
lelllRP! No, PW - lfg, Qpt No, 9tA1i It, _ 9sl B?, 9Dt -
Secretaries 

Stenographers 

Ediphone/Dictaphona Operators 

Typists 

Total 

Par Cent ot 

66 100 

41 100 

17 100 

42 100 

166 

10 lS.2 

18 44.0 

S 29.4 

30 71.4 

63 

S2 79.0 

2l 51.2 

3 17.6 

17 40.5 

93 

; 

3 

8 

s.o 
7.3 

17 29.0 

7 17.l 

24 

fqtal Bmplmu _ lQQ 38.Q 22,0 . -4,§ al4., 
Thia table should be read as tollovsa Ten, or 15.2 par eent, -or the 66 secretaries included in this atud7 
used the adding machines, 521 or 79 per cent, Uded calculatorsJ· S, or 8 per cent, used cash regi.sters; 17, or 
29 per cent, used check vritersJ 12, or 1s.1 ·per cent used the mimeograph; 16, or 24.2 per oent, used the 
Ediphonea or diotaphones; and 15,· ar 23 per cent, ot the secretaries used the addressing ·ntao~·. 

l-4· 
0 
\A) 

::;.,, 



TAB~ LIX 

NUMBER AND PEBOENrA<Z cir SECRETARIAL EMPWIEES OFBBATING MACHINES 
(COICLtJlED) 

Liquid Ediphorae Addneis.ing 
HSmPBDPh Pr,cus, pigtapbPR@ MaQb1Ma 

Per Per Per Per 
Positions No. Cent Ho. Cent Ho. Oent No. Cent 

SecretartErs 12 18.l 16 24.2 1; 23.0 

Stenographers 8 20.0 7 17.1 ; 12.2 

Ediphone/Dictaphone Operators 17 100.0 

Typists 11 26.2 13 31.0 

Total 31 ,JJ 40' 20 
,. 

21. 1 · 12.0 Per Cent of 18. 7 7. S. Total EJIIP].ones 

~ 
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used the liquid process duplicating machines; 40 secret.a.rial employees, 

or 2.4.1 per cent ot the secretarial employees, used the Ediphones or 

dictaphonesJ and 20 secretarial employees, or 12 per cent ot the seore

tari.al employees, used the addressing machines. 

Table LIX Uldicates, to some a:tent, the importance or prospective 

secretarial employees learning to OP$rate several business office macbines 

vhich are used in the ottices or the conmm:lty 1n which they plan to obtain 

employamt. 



CHAPrER V 

CIERICAL EMPU>1EES 

l!l!b!r gt, CJer:lae] l!PJmes 

Table Lt shows that. 226 tull-time clerical employees and 8 part.. 

time clerl:cal employees, maJdng a total ot 234 clerical employees emp1.o)'ed 

1n Enid, are 1.nclmed 1n this study. ot this DWllber 105 man am l2l 

vomen were employed as tull-time clerical employeesJ and 2 men and 6 

woman wre employed as part-'UJQe clerical employees. 

Of., the 226 tul.l-t1me clerical empl.ayeea included 1n tb:1,s study, 1 

man and 7 voman · wre employed as full-time tile clerks J 26 men and 72 

voman were employed as general clerks J 56 men and 6 woman were employed 

as stock clerks J l man and 1 woman were 8Jl'lPlo.yed as t1me clerks J 8 men 

and 23 vomen were emplo,yed as b1 J l 1 ng clerks; 10 man and no vomen were 

employed as shipping cletrks; 2 men and 4 vomen were employed as order 

clerks; and 1 nan and 8 vomim were eJllP].oyed as p,qroll clerks. or the 

226 tull-time clerks einployed by the 101 tirma included in this study, 

105 vere men ard l2l were woman clerical employees. 

Enrplonr' I Pretmnqe . .t!E !!la Atd Women Clerical EmploYees 

In interpreting Table LXI, it should be noted that each employer was 

counted as a separate employer in each instance in which he supplied data 

concerning preferences in arq of the pc,sitions listed. On this basis, the 

data presented in Table LXI shw that men were preferred in 30 instances, 

or in 31. 6 per cent of' the instances, in vhioh employers stated a preference 

tor clerical employees. Women vere preferred in 47 instances, or in 49.5 



TJ.Bm Lt 

IIJMI& or CiaICW, EMPLOJ11S 

ruu-ii !I! lJP::HW i•~ Poeit1ona Mtm Women Men WGIIBJl Han Women Combined 
--

Fila Clerks 1 7 l 7 8 

General 26 72 26 72 98 

Stock 56 6 2 58 6 64 

Time 1 l 1 l 2 

B1ll1ng 8 23 6 8 29 37 

Shipping 10 10 10 

Order 2 4 2 4 6 

Pq.l'Qll 1 8 1 8 9 

Total lOS 121 2 6 107 w 234 

Thia table should be read as tollove1 Ont man tile clerk and 7 women 
rue clerka were employed Ml time, uk1ng a total.~ 8 tile clerka in-
eluded in this atuitr. 
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TA.BI& LXI 

EMPIOYERS' PREPWNCES PCB Mm AND WOlCR CIRICAL BMPU>?EES 

Poa1t1om 
P'Ue 

General 

Stock 

Order 

B:UJ1ng 

Total 

Per Cent ot 
fpt9] P91W,991 

1 16.7 3 ;o.o 
3 9.7 21 67.7 

16 84.2 2 10.5 

2 5().0 1 25.0 

l 20.0 

2 66.7 

3 60.0 

1 4.5 17 77.3 

4 so.o 

47 

n.,6 ,,., 

Ro 
fafertnge 

Per 
No, 9m 

2 33.3 

7 22.6 

l 5.3 

1 25.0 

1 20.0 

1 3.3 • .3 

4 18.2 

l 20.0 

18 

18,9 

Total 
lmploXJ: 
No, Cpt 

6 100 

31 100 

19 100 

4 100 

5 100 

3 100 

22 100 

5 100 

100 
Thia table ahoulc1 be read as tollowa: Men wra preferred in 1 1nstanee, 
or 1n 16. 7 per cent or the instances, 1'1' employ9rs empl.oying tile clerks; 
VClllln were preferred 1n .3, m- 50 per cent, or the 1nstancea 1n which 
employers hired tile ole.rks; and 1n 2 instances, or in 3.3 • .3 per cent ot 
the inatancu, the employers specified no preference as to men or woman 
tile clerks. 
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per cent or the instances. No pref'erence vas stated in 18 instances, or 

in 18.9 per cent of' the inatances in vhich emplo;rers stated a preference 

tor clerical employees. 

Of' the 6 instances in which employers stated a preference tor tile 

clerks,- in one insuµice, or in 16.7 per cent of' the instances, the 

employers stated a pr9terenee f''or men tile clerks; in 3 instances, or in 

50 per cent or the instances, 9J11Ployars stated a preference tor \IClll8D 

file clerks; and in2 instances, or in 33.3 per cent of' the instances, 

employers stated no preference tw .tile clerks. 

In 3 instances, or in 9.7 per cent of' tha instances in which employers 

stated a preference tor general clerks, employers stated a preference tar 

mn general c.lerks. In 21 instances, or in 67.7 per cent ot the instances, 

employers stated a preterence tor women general clerks; while in 7 instances, 

or in 22.6 per cent of' the instances, employers stated no preference. 

Men were preferred by more employers tor stock clerk positions than 

were women. In 16 of' the instances, or in 84.2 per cent of' the instances, 

employers pref'erred men stock clerks; in 2 instances, or in 10.5 per cent 

of' the instances employers preferred women stock clerics; while in one 

instance, or in 5.3 per cent o£ the instances no preference was stated. 

~ i!! Empl0)1l8!t Rt. Cler1eal Emplcmpes 

Table LIII shows that 44 new clerical employees were employed during 

the · 12-month period, consisting or 16 men and 28 wcmen clerks. Six men 

am 20 women were separated trom employment as clerical employees. This 

resulted in a gain of 18 clerical employees, ot which 10 were men and 8 

wet"e women ·clerical employees. or the 18 clerical employees, 2 were women 

f'ile clerks; 2, men general clerks; 12, wemen general clerks; 7, men stock 

clerks; l, man time clerk; and 1, man shipping clerk. There \IB8 a loss 1n 



llO 

TAJWt LIII 

GA.IN II BMPLODSM' at caRJ.CAt BMPU>DES 
Dtlll?II ~ J!BRI€1l 

Gata ta 

.PP.IW1ftt 
lnliz: IEJmsJ la . Hwa WJl. 

1tac,11s1 
le·ltmtet«J 

LtillllB .· 
Mpp 11m ifti-1 

PUe 1 ' 4 1 1 2 2 2 

Qemra1 ' 19 22 1 7 8 2 12 14 

Steck s 3 11 1 6 7 7 
_, 

4 

ftme 2 2 1 l. 1 1 

B1JJ1nc 3 l 6 '1 -1 
_, 

~ 

Shipping 1 l l. 1 

ONar l. 1 l l 

Total 28 44 6 3) 8 18 
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employment in three instances, which consisted in a loss during the 12-

month period ot 3 women stock clerks, and 1 man and 3 vomen bUling clerks. 

BAH .Rt tummr ill Ql.eriw, Bmplazees 

Table IZin shows that an awrage or 218 clerical employees vere 

employed in Enid by the 101 firms during the 1.2-Gonth per1cd ot this study. 

The table shows that 16 men and 28 vaaen clerical emplo,yees, or a total 

ot 44 cl.erical employees were nevly employed during the 12-month period. 

Six men and 20 women clerical C!Jmployeea, or a total of 26 clerical 

employees, were separated trom emp~t during the 12-month period ot 

this study. There vu a turnover or 22 clerical employees, or a 10.1 

per cent turnover of: the awrage number ot clerical employees during the 

12,..month period. 

The lowest rate or turnover was in the general clerical positions. 

Three man and 19 WClll9llt or a total ot 22 general clerks, were newly 

employed and 1 man and 7 vomen general clerks, or a total ot S general 

clerks, were separated tram their employment during the 12-aonth period. 

Since there vas an average of 91 general clerks employed by the 101 

business firms interviewed terr this study during the 12-laonth period, 

these figures shew there vas an 8.8 per cent turnO'fV ot general clertcal 

employees during the 12-month period. 

Bl.1il. 2' 'l'grno,,r st !IE Qlerieal Emplo;pes 
Table LXlV shows that 16 men wre nevly employed and 6 men were 

separated t'rom their employment. Since there vas an average ot 103 men 

clerks empl.oyed, a 4.9 per cent turnover ot men clerical employees during 

the 12-month period is determined. 

Table !ZIV ahowa that there vas a 100 per cen,; tumover in men f'ile 
; ~ 

clerks and also in men time clerks. The data also show that there was 



PnW:enn 
File 

General 

Stock 

Time 

Billing 

Shipping 

Order 

Pa;,roll 

Total 

TABI.& LllII 

RATE c, TlJlUfOVER or CI&ICAL EMPLOYEES 
DURIRG 12-K)lffH P12Itm 

Average 
lewk bDl.and Semra.ted Number 

Mfn Yam ZRtitJ Mm Wpn %tkl IJtplovfe• 
1 3 4 1 1 2 7 

3 19 22 l 7 8 91 

8 3 11 1 6 7 60 

2 2 l 1 2 

) 3 l 6 7 33 

l 1 10 

1 1 l 1 6 

9 

16 28 44 6 20 26 218 

ll2 

f9t99Y!F 
Per 

Ho, Cent 

2 28.S 

8 s.s 
7 ll.7 

1 50.0 

3 9.1 

l 16 .. 7 

22 10.l 

This table should be read as tollova, One D¥l11 tile clerk and 3 woman 
tile elerks, maldng a total ot 4 ftle clerks, vere ~ empl.oyedJ 1 man 
and 1 vonan, or 2 tile clerks, were tu-opped trom the payroll, •king a 
turnover ot 28. 5 per eent ot the awrage number of tile cl.arks employed 
during the 12-month period ot this atud7. 



Pogill,n• 

:rile 

General 

Stock 

Time 

B1lJ1ng 

Shipping 

Order 

Pqroll 

Total 

TABIB Ltff 

lift CF TURNOVER a, MEN Cl.ERICAL EMPU>1EES 
DUllNG 12-K>NTH IRIOD 

.lffrag9 
Numbn-

lfeyl.y i§l:ped Separated B§lon,a 

1 l l 

3 1 25 

8 1 53 

2 1 1 

l 9 

1 11 

1 l 2 

1 

l6 6 103 

Tu£now 
Per· 

No. Cept 

1100.0 

l 4.0 

1 1.8 

1100.0 

1 50.0 

5 4.9 

This tabla should be read aa f'ol.lova I Ona nan tile clerk vas new~ 
emplo,'9d and l man was sepa.rat.ed from employment. Since there was an 
average employment or 1 man tile clerk,. there was, therefore, a 100 per 
cent turn099r ot man tile clerks. 
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no turnover in men billlng clerks, or in men shipping clerks, or in men 

payroll clerks. 

BIB S: turnonr 91. Women Clerical Empl,on,s 

Table ~V indicates a turnover or 14 women clerical employees., or a 

turnover or ll.S per cent ot the average number or ll8 women clerical 

employees employed by the 101 firms included in the study during the 12-

month period. Since 3 woman rue clerks were newly employed am 1 wcman 

file clerk was separated rrom employment, there was a 16.7 per cent turn

over in women tile clerks. Nineteen women general clerks were newly 

employed am 7 women general clerks were dropped f'rom the payroll, making 

a turnowr of 10.6 per cent. Since 3 women stock clerks were nevly 

employed and 6 vomen stock clerks vere separated from employment, there 

was a 37. 5 per cent turnover ot women stock clerks. Three women billing 

clerks were newly employed and 6 were separated trom their jobs, maldng 

a turnover ot 12 per cent. 

There was no turnover in woman time clerks, women shipping clerks, 

women order clerks, or women payroll clerks. 

MJpjp Eptplcmgent An m lE Clerical Empl.oyees 

.II Specified kt Emplpms 

Table LIVI shows the number ot instances in which employers speci-

fied certain m1n1Dlltn age requirements tor men clerical employees. In 

interpreting this table, it should be noted that each employer was counted 

as a separate employer in each instance in which ha supplied data concerning 

the minimum employment age in any ot the positions listed. On this basis, 

the data presented in Tabla LXVI show that in 18 instances, empl.oyers 

speei!"ied a min1mnm employment age of 18 years tor men clerical einployees. 

These instances included 5 instances in which the 9111Ployers reported on 



Ppsitiopa 

File 

General 

Stock 

Time 

Billing 

Shipping 

Order 

Payroll 

Total 

TABIE LIV 

BATE OP' TURNOVER O.F WO?,BN CJ.BRICAL EMPU>IEES 
DURING 12-MON'rH PERIOD 

Average 
Number 

IJewlny Jmplo;yed §tparated Epnwmm 

3 l 6 

19 7 66 

.3 6 8 

l 

6 25 

0 

4 

8 

28 20 ll8 

Turn.war 
Per 

No, Cent 
l 16.7 

7 10.6 

3 37.'J 

3 12.0 

1,4 ll.8 

This table should be read as f'ollowa: Three vomen tile clerks were nevi,, 
employed and 1 weman tlla clerk was separated trom emplo;yment. Sinee 
there was an average o£ 6 woman tile clerks employed during the 12,.month 
period, there was, there.fore, a 16.7 per cent turnove-r ot vomen clerks. 



fllitdeM 
file 

Genenl 

Stock 

Timi 

Bjlljng 

Sh1pptng 

PQ'l'01l 

Ordaz-

f'otal 

'WU LIVI 

MIBDIDI EMPI.ODIRl' A<Z FOR ID CXEBICAL EMPLODES 
AS SPICIFIID BI BMP.LODBS 

,,,.,_, It •BJ av, n,pgrt11, m1iea &• ·. . . . Otar 
18 19 2G ZI, a 23 a5 30 JS 3j 

l 

s .1 

6 ., 3 1 2 

l 1 

1 1 1 1 1 

4 1 

1 1 

18 6 7 1 l 

ll6 

%P1ilrl 
l 

6 

1S 

2 

s 
s 
0 

2 

36 

ftia tah1.a ahnuld be ned aa f'ollov8t ot tbe 36 1nstances. 1n llbicb 
empl.o79n apec1fie4 a DdniJul ~ age f'or 1118D clerka,. oaa ~ 
stat.ed a mil'Wlml fml)l.,_nt age ot 2l> ,ears tor new 111m o.lerka. 
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general clerks; 6, for stock clerks; 1, tor time clerks; 1, tor billing 

clerk; 4, £or shipping clerks; a.nd 1 instance in which employers specified 

a minjnmm employment age tor order clerks. 

In six instances in which employers stated a Jllinimum employment age, 

20 years or age was given as the mininn1m employment age for clerical 

employees. In 12 instances, employers specified a m:in:h111m employment age 

ot at least 21 years. These instances included 7 instances o:r- 2l years; 

l instsnoe or 22 years; 3 instances of 25 years; and 1 instance in which 

the employer specified 35 years or age for men clerical employees. 

HJujpum Emplmpt An .ts: Women Clerical Bmp1ozeea 

.II Spec1t1ri kt Emplpm:a 

Table LXVII shows the number of 1n8tances in which employers speci-

fied certain minimum age requirements tor women clerical employees. In 

interpreting this table, it should be noted that each employer was counted 

as a S8:E81"ate employer in each instance in which he supplied data concerning 

the miniu11m employment age in any or the positions listed. On this basis, 

the data presented in Table LXVII show that in 'J7 instances, employers 

specified 18 years as the m1nimwu employment age for women clerical employees. 

These instances included 5 instances for women tile clerks; 16 instances 

tor women general elerksJ 2 instances tor women stock clerksJ 10 instances 

tor women billing clerkaJ l instance tor women order clerks; and 3 instances 

tar women payroll clerks. 

In; instances, employers specified 19 as the min1Dium. employment age; 

in 8 instances, employers specified 20 years as the rdniDIW'Q age; and in 9 

instances, employers specified that new women clerical employees mst be 

21 years ot age, or older before they would be considered tar employment • 

.&. study of' Table LXVII indicates that in over halt or the instances 

in which employers stated a minimwn employment age, they indicated that 
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TABI.& LXVII 

MnfillJll IMPLO!Mlft .le& PCB WOJCS CIDICAL EMPLODF,S 
AS SIECD'JED BY EMPI.OIEIS 

18'm: 8' ID\ma ReDar~DI lall~PW A&! 
0.., 
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they would hire employees at the age or 18 yearsJ therefore, it seems that 

more young women would have greater opportunities or gaining employment in 

clerical positions than in other types of positions ot this study as soon 

as they bad completed high school because or the age limit. 

Distribltion ~ .l212I. .ll!!a ll.t Jim c1er1ca1 BmpJ.gyees 

Aocgrding it fflnippm Ai! ReguiJ'!menw Speeitkd RZ Emplowra 

Table LXVIII show that the employers who stated they would employ 

men at the Jldninaun age of 18 years employed 70 men clerical employees. 

or this number, 20 were general clerks J 43 wre stock clerks; 4 were 

billing clerks; 2 were shipping clerks; and one was an order clerk. 

Eighteen men clerical employees were empl.oyed in positions in which 

the employers specified a JJd n1nllura age or 20 years; 7 men were employed 

in positions in which employers specilied 21 years as the nd.ninim age; 

4 men, in positions which had a min1mm age requirement or 22 years; 5 

men, in positions in which emplayers specified 25 years or age; and l mm 

shipping clerk was 811\Pl.oyed in a position in which the employer specified 

a mn1u11m age or 3; years or age. 

Table LXVIII imioates that 70 men wre employed in positions in 

which employers specified 18 years as the m:Sninim employment age. This 

means that 66.7 per cent or the 105 men clerical employees wre employed 

in positions in which the m1nimwl employment age for new men clerical 

employees was onq 18 years. This suggests that there are likely to be 

opportunities tor young men just out or high school to obtain positions 

as clerical employees in Enid. 

Diatrihltion !t l2l!l i!M kl Wanen Clerieal,. l!Plomg 

Accordj ng a MiJ P1PPPJ As! &eguiremepta SpecUied l?% IJlployers 

Table LXIX indicates that or the 125 positions held by women clerical 

employees in the 101 firms included in this study, 99 were employed in 



T~ LIVIII 

DISTIUBDTIO!f at JOBS HILD BY mlf CIDICAL IMPLODES 
ACC<IU>ING TO MnmlJM A<Z BEQlJIREllffl'l'S SPECD'mD BY EMPIO?IRS 

maa•• All hecd.filJI m IJ&l•rva 
Owr· 

P91lt;te, 17 lS 12 2S) 21 22 2] ~ JO 30 

Pile 1 

General 2) 6 1 

S'bGck 43 4 2 3 

T:I.JDa 1 

B1l]1ng 4 2 2 

Sh1pp1ng 2 3 1 1 1 1 

Order 1 1 

Pa,roll 1 

Total 70 18 7 4 5 1 

120 

:remJ 
1 

~ 

56 

l 

s 
9 

2 

l 

Thia table ahluJd ba ~ as f'oll.ovsi Om man nle clerk vas empla;ed 1n 
a poattion in which hla emp1o,_. apecitied 20 years as the m1n1nm age 
rar nav man tile olerka. 



TABIB LXIX 

DISTlUBIJTION fl JOBS HELD BY WCH:N cumm&L EMPLOYEES 
ACCORDING 'lO ·immtn1 AGB HBQUlREJBM'S SPICIPIED B! EMP.tO?EaS 

Nldu Aa IBlliS:taa kt luravers 
Over 

P,oititmg 17 18 Ml 20 21 22 Q 25 lQ l9 
ru. 7 

Qeneral ss 1 5 1 5 2 

Stock 3 1 l l 

Tim 

NlJing 20 2 1 l 

Shipping 4 

Order 1 1 2 

Ps.Jl'Oll 6 2 

Total 99 4 9 l 4 

121 

tnttJ 
7 

72 

6 

0 

24 

4 

4 
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positions in which the employers had specified a minimum employment age 

or 18 years. or these 99 employees, 7 were women file clerksJ 58 were 

general clerks; 3 were stock clerks; 20 wre bUJing clerks; 4 were shipping 

clerksJ 1 vas an order clerk; and 6 were ~oll clerks. 

Four women were employed in positions in which employers had specified 

19 years as the mininnm age for new WOlll8n clerical employees; 9 women were 

employed in positions in which the employers had stated the m1n1 uum age as 

20 years; 13 were employed in positions in which the employers had stated 

new employees nust be 21 years ot age, or older. 

Experience RequireJrfnta tor !Ii Clerical EmpJ.mes 

H Sptqffftd llz Emplpyers. 

In Table LXX, it vill be noted that each empl.oyer was counted as a 

separate empl.oyer in each instance tor which he supplied data concerning 

the experience requirements for any types ot occupations listed 1n the 

table. On this basis, Table Lll shows that in 24 instances, or 25.3 per 

cent or the total instances in which employers stated their experience 

requirements, the empl.ayers specified that experience was required ot 

new clerical employees. In 71 instances, or in 74.7 per cent ot the total 

instances, employers specified that experience was not requi.Nd or new 

clerical employ-ees. These 71 instances included 5 instances which were 

83.3 per cent of the instances in which employers hired rile clerks; 

23 instances which were 74.2 per cent or the instances 1n which employers 

hired general clerks; 13 instances vhich were 68 per cent or the instances 

in which employers hired stock clerks; 2 instances which were 66.7 per 

cent or the instances in which employers hired time clerks; 19 instances 

which were 86.4 per cent or the instances in which employers hired b:UHng 

clerks; 2 instances, which were 40 per eent or the instances in which 



TABIB I.IX 

EXPERmG BEQtJmBl£NTS roR BEW CIDICAL EMPW.iEES 
.IS SPICIFIED st IMPL01ERS 

Tolal ~ Bmpl.orers Hot 
Emnl.ma &tsmldns lh:eemnt Bl81a3dK In.Bl--

Per 
Pog11;\9pf Ho, cw 199\B: fir cm IWRbs: Pq OF\ 

rn. Clerks 6 100 l 16.1 s O.J 

General 31 100 8 25.8 23 74.2 

stock 19 100 6 32.0 13 68.0 

Time :J 100 1 33.,3 2 66.7 

Bil Ung 22 1.00 3 13.6 19 86.4 

Shipping s 100 3 60.o 2 40.0 

Ordar 4 100 1 25.0 3 75.0 

P.:yroll s 100 1 20.0 4 80.0 

Total 9S 24 71 

Per Ceat ~ 
IRW lllifftDD 1m ii.l :u..:z 
Thia table ·should be read aa foJ.1011111 or the 6 eQloyera h1r:1.ng n.1a 
clarka, 1. ar 16. 7 per cent, nquired. a:perieDll'9 of naw tile cl.erks; 5, 
ar S:,.) Ptr oent_ d1d not NqU1N exper.S.ence ot new tile clerks. 



empl.o,ws hired shipping clerks; 3 instances which were 7S per ce-~ at the 

instances 1n vh1ch employers hired order clerks; am 4 inatances which 

were 80 per cent of the instances 1n which emplo.yers hired payroll clerks. 

lmr1!P91 IMJF!P!J!ta 11191 Aid ll.t EmaJ.o;ye:rs 

ts Ill Im Qjeriqgt BIPlmn 

In Table LUI, it v1ll be noted that each employer wu comitecl aa. a 

separate employer 1n ea.eh 1natanae in which be supplied data eonceming 

the exparlence requ1.NDl8nta tar 8J\Y ot the types of occupattona listacl. 

On this basis., Table LUI shows that in lJ 1Detances, or 1n 36.1 per cent 

ot the inatances in whiob employers made a\atementa as to experience tor 

new men clerical employees, the employers did require EllCP8r1•noe or new 

men olsrical employeeaJ and 1n 23 instances, or 1n 63.9 per cent ot the 

inatances, employen did not requi1"e aperieDce ~ new men oleneal 

enq,loyeea. 

Table LUI 8hova that trr over halt or the pos1 tions bald by men 

clerical employees trJq)ffience was DA requ1recl ot nev •ployees. Thi 

tah1.e also indicaties the number and percentage or pos1 t10l'l8 trr each tn,e 

ot clerical occupation 2 ncluded 1n W.a study tor which experience was a 

requirement tar employment am ter which experieue vas not a requiremant. 

lmn11PP l!roJimette IWAl4 9.t ITJ.om:s 

m III Jomg Gledee1 hellDtl 
In Table Lllll, it will be noted that each empl.o.,w was counted as a 

separate employer 1D each instance be aupplied data conce:rniDg the experi

ence requiNmante ~or arq ot the typea ot oocupationa listed. On th18 

bas1a, Tabla LIIII ahowa that ot the S9 J.mtancea in which empl.oyera made 

statemeute as to a,cperl.enca requir91118Dta tor new women clerical employees, 



TABLE LXXI 

zx:emma REQUIRE?CNTS SiBCD'JBD BI EMPIDYDS 
FOR NEW SN CI.ERIC.AL EMPLOYEES 

Employers Employers Not 

125 

Em'Dlovers Reauirirul Experience B!!ila~idns: ExPensa 
Per 

Positiopa No. Cent Number P,rCgt NJP!ber Per Cent 
File Clerk 1 100 1 100. 

General 6 100 l 16.7 5 83.3 

Stock 15 100 5 :u.3 10 66.7 

Time 2 100 1 50. 1 so. 
Billing ; 100 l 20. 4 80. 

Shipping ; 100 3 60. 2 40. 

Order 2 100 1 ;o. 1 50. 

Total 36 13 23 

Per Cent ot 
Total lmploma 100 l2,;L ~l.2 

This table should be read as tollowas The one empl.oyer who hired men 
f'Ue clerks required experience ot new file clerk employees. 



Positions 
File Glerka 

General 

Stock 

Time 

B:UH.ng 

Order 

Payroll 

Total 

Per Cent ot 

TABLE LXXII 

EXPIRIE?IZ REQUIRE>BNTS SPECIFmD BY IMPU>IERS 
Fat NEW WOMEN CLERICAL EMPLOIEF.S 

Total Employers Employers Hot 
E!91W>Y9rS R!SJub1DI hnerience Requ1r1 ns ElCP8£1tnce 

Per 
!fo, Cent Nmnber P,r Gent Number Per Cent 

5 100 5 100.0 

25 100 7 28.0 18 72.0 

4 100 1 25.0 3 75.0 

1 100 1 100.0 

17 100 2 ll.7 15 SB.3 

2 100 2 100.0 

; 100 1 20.0 4 oo.o 

59 11 48 

Total EnmlOYerS 100 llJ ~.!. 

This table should be read as .follows: or the 5 employers vho hired vomen 
f'ile clerks, all 5 of them did not require experience of' new women lie 
eleJ:oks. 



1n 11 instances, or in 18.6 per cent of the instances, employers required 

experience of new women clerical employees; in 48 instances, or in 81.4 

per cent of the instances, employers did not require experience of new 

women clerical employees. 

It is interesting to note that 1n 100 per cent ot the instances 

employers did not require experience or women file clerks, time clerks, 

or order clerks, 

In 72 per cent of the instances in which employers hired woinen general 

clerks, the employers did not require experience ot new employees; in 

88.3 per cent or the instances, in which employers made statements as to 

experience requirements tor women billlng clerks, the employers did not 

require experience or billing clerks. 

Diatrlbution .2!: l!l!! According .!2 HJninnua Experience Requirements 

Table LXXIII shows that or the 226 clerical positions, 32 positions, 

or 14.2 per cent of the positions, were held by clerical employees in 

firms in which employers speoitied that experience was required of nev 

clerical employees; and 194 positions, or S5.8 per cent o£ the positions, 

were held by employees in firms in which the -.players specified that 

experience was not required or new c1erical employees. 

Included in the 32 positions bald by employees in which experienee 
l 

was required of new clerical 'employees were oi1.e tile clerk, 10 general 

c1erks, 9 stock clerks, 3 billing clerks, 3 shipping clerks, 2 order 

clerks, and 4 payroll cl.e.rb. 

Included in the 194 positions held by clerical employees in which 

employers stated that experience was not required of nev clerical employees 

were 7 file clerks, 88 general clerks, 53 s'tock clerks, 2 time clerks, 

28 billing clerks, 7 shipping clerks, 4 order clerks, and 5 payroll clerks. 



TABIE LXXIII 

DISTRIBUTION 0, JOBS ACCORDING TO MINIMUM EXFERIE?a REQUIREJ.ENTS 
F<m. Nmil CI.ERICAL EMPLOYEES 

Jobs Jobs Bot 
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R1sau1riD& Eroet~nce Reau~ring Exoeii:ience :total J2!21 
Per 

Positigs Nulllber Per Cent Bmaber Per Cent No, Qent 

File Clerks l 12.5 7 87.5 8 100 

General 10 10.2 88 89.8 98 100 

Stock 9 14.5 5.3 85.5 62 100 

Time 2 100.0 2 100 

BU Ung 3 9.7 28 90,.3 31 100 

Shipping .3 .30.0 7 70.0 10 100 

Order 2 33.3 4 66.7 6 100 

Payroll 4 44.4 s 55.6 9 100 

Total 32 194 226 

Per Cent ot 
Total !fll"ona !l.ai 8218 100 

This table should be read as tollowsi or the 8 rue clerk positions 
included in this study, experience was required tor 1, while tor 7 of the 
positions experience was not requind. 



Number .2t Employers Specit;ying Certain M1n1mum Education Requirements 

ts: !Im! Clerical EmpJ.cmes 

129 

In interpreting Table LXXIV, it should be noted that each employer 

was counted as a separate employer in each instance in which he supplied 

data concerning minimum education requirements in aey ot the positions 

listed. On this basis, the data presented in Table LXXIV show that in 3 

instances, employers stated they veuld hire stock clerks who had an 

eighth-grade education; in one instance, the employer stated he vould 

hire stock clerks with a ninth-grade education; in 7 instances, employers 

stated they would employ clerical employees who had a tenth,..grade education. 

These 7 instances included stock clerks, general clerks, billing clerks, 

shipping clerks, and order clerk positions. 

In 52 instances, or in 54.7 per cent or the total instances, employers 

specified a minimum education requirement or a high school education; 

while there was one instance in which the employer speci.tied one year-or 

college as a minimum education requirement. In 2 instances, employers 

specified 2 years ot college training; and in 'Zl instances, employers 

specified a minimum education or a business college training. 

Distribution .~ c1er1ca1. Positions 

Accs,Hng !2 Mfn1Jmm Education Regqirements .tm: lfD Im Emplpyffs 

Table LXXV shows the minimum education requirements tor new men 

clerical employees. or the 105 positions held by men clerical employees, 

3 men, or 3 per cent or the men, held jobs in which their employers stated 

an eighth-grade education was the rnininrum education required. Thirty

seven men were employed in positions as stock clerks, in which the 

employers specified that a tenth-grade education was the m1n1mum education 

requirement. 



Positions 

TABIE LXXIV 

NUMIER C6 EMPU>YERS SPECD'YIBG CERTAIN MIBD1JM 
ED'OOATION REQUIRE?CNTS Fat SW CIERICJ.L IMPLOlEF.S 

Grad1&1 W.m aimooJ. ,RUii! Business 
6 8 9 10 ll 12 1 2 4 College 

File Clerks 3 1 2 

General 1 2 19 l 8 

Stock 3 1 3 11 l 

Time l 2 

B11Hng 1 10 11 

Shipping l 3 1 

Order l 3 

PIQ'roll 2 1 2 

Tota.l 3 1 7 2 52 l 2 

1.30 

Total 
6 

31 

19 

3 

22 

; 

4 

5 

95 

This table should be read as tollova I In 3 instances employers specified 
a minimum ot a high school education tor new rue clerks; 1n 1 instance, 
an employer specified 2 years or college trainingJ and 1n 2 instances, 
employers specified at least a business college education as a require
ment for nev tile clerks. 



TABIE LllV 

DISTRIBt1?ION C1I CLERICAL POSITIONS 

131 

ACCClmING TO MINIMUM EDUCATION REQUIREJClffS Fm NEW ICN EMPLOIEES 

~r m.ss School ~ollea Business 
Positions 9 10 11 µ l 2 4 Col.lee, 'total 

File Clerks 1 1 

General 20 6 26 

Stock 2 37 16 1 56 

Time 1 1 

BUHng l .3 4 s 
Shipping 7 3 10 

Order 2 2 

Payroll 1 l 

Total 3 37 49 16 105 

Per Cent ot 
:I:otal P21UJ.ons l1S2 l2.~ ~., 12.2 1001 

This table should ba read as tollova1 One JrBn f"ile clerk vas employed in 
a position in vhich his employer required at least a business college 
education or new tile clerks. 



Forty-nine men, or 46.6 per cent of the men employed as clerical 

employees, held positions in which the employers specified a high school 

education as the minimum education requirement. Sixteen men, or 15.2 

per cent or the men clerical employees, were employed in positions in 

which the employers specified a business college education as the minimum 

requirement. 

Distribution !t Clerical Positions 

4ccwd1DR u !:f1D1PP Education Jteauu:sents m !!!! Women Employees 

Table WVI indicates that 108 vomen, ,:,r 89.3 per cent ot the l2l 

women clerical employees, held positions in which there was a minimum 

education requirement or a high school education. Thirteen, or 10.7 

per cent or the women, held positions in which there was a minimum edu

cation requirement ot a business college education. 

A study ot Tables~ and LXXVI indicates that the possibilities 

or young women high sehoo1 graduates gaining employment as clerical 

employees are more than over twice as great as they are for young men 

high school graduates. The opportunities, however, tor young men and 

young women vi th business college training are about as great as the 

opportunities tor high school graduates. 

Selegted Dutiea Perfqrnad st Clerical Employees 

The importance of clerical employees knoving how to perform the 

selected duties is illustrated by the data shown in Table LIIVII. Of the 

226 clerical employees included in this study, 194, or 85.8 per cent, did 

some typing as a pa.rt of their duties on the job. The data reveal that 

100 per cent of the tile clerks, the general clerks, the time clerks, the 

billing clerks, and the payroll clerks did some typing as part of their 

duties on the job. 



Tabla I.UYI 

DlS'f'RlBlJTION CP Clu.ICAL POSl'lIOIS 
ACCCR.DmG TO MINIMUM EDOOJ.TIOl'l UQUIRm8lftS l'al llBW WOMU EMPLODES 

File Clerk 

Qel:l9ral . 

Stock 

Time 

BU Jing 

Per Cant~ 
Zltt11 fldt.iana 

s 
62 

; 

1 

23 

4 

8 

108 

,,,, 

2 

10 

1 

7 

72 

6 

1 

23 

0 

4 

8 

13 121 

133 

Thia table should ha :read aa tollon1 Fb• VG11BD :tile clerka ware 
employed 1n positions ill mich the emplo,en apeeirled a m:sn,llllll ot a high 
school. education as a req\lU'Ullmt t• new empl.oJeea. 



TABLE InVII 

CIERICAL EMPU>IEES iERP'ORMING SELECTED DUTIES 

A~ 
Knowledge 

ot 
Take Bookkeeping 

Dictation Principles 
Total and am 

Employees TYpe r11e tr,Pascdbt Practiges Sell 
Per Per Per Per Per Per 

PositJ.ons No. c,mc No, cent No, cu1; No, om Kt, cent No. cent 
file Clerk 8 100 8 100. 8 100. 2 25. 

Cleneral 98 100 98 100. 83 84.6 15 15.3 72 73.4 33 33.7 

Time 2 100 2 100. 2 100. 2 100. 

Stock 62 100 39 63. 

BUHng 31 100 31 100. 12 39.0 

Shipping 10 100 3 30.0 

Order 6 100 4 66.7 3 so. 6 100. 

Payroll 9 100 9 100. 9 100. 9 100. 

Total 226 194 105 15 83 53 

Per Cent or 
total lmnlov1ea 100 ss.s ,6.5 616 3.7. 2.3.S 

This table should be read as toll.owes ot the 8 tile clerks, 8, or 100 per cent, typed; 8, or 100 per cent, t: 
did some tilingJ and 2, or 25 par cent, did some selling. .i:--
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One hundred f'ive employees, or 46.5 per cent of the clerical employees, 

did some filing. The data in Table LXXVII shov that 100 per cent or the 

file clerks, the time clerks, and the payroll clerks did t'~ on their 

jobs. 

It is interesting to note that some of' the general clerks performed 

all of the selected duties show in Table LXXVII. This would seem to 

indicate that it is desirable tor students plann1ng to obtain a position 

as a general clerk tn learn to type, to tile, to take dictation and 

transcribe, t o appq a knowledge of bookkeeping principles and practices, 

and proba~ to learn some sellJ.ng sldlls. 

bPJber !Ill Percentage Jr. 9ler1cal EmpJ pyees 9Pffat1ng Mach1ms 

Table LIXVIII shows, to some extent, the importance of' clerical 

employees knowing how to operate a number of' the business ottice machines. 

or the 226 clerical employees included in this study, 116 clerical 

- ,;, 1 ner cent of the clerical employees, used the adding 

Call Number 

/c;sQ 
92s 

Oklahoma State University Library .tors; 26 

•J 6 clerical 

L employees, 

7.1 per cent, 
Author <;? U / JJ ,,{_) / /vJ r-:,-/={ '7 ~ 
Title .r ent, nsed the 

Q;ie __ ,~.,U/7 . _. -~ 9 7 
=~-=-·~_::__:=~~~ 'Fl)~c::::::v:~::'::-_______ =~ iyees, or • 

~ - lchines. 

Lib. 6-63-300M 
(For location see other side.) 
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One hUJ¥ired tive employees, or 46.5 per cent or the clerical employees, 

did some filing. The data in Table LXXVII show that 100 per cent or the 

rile clerks, the time clerks, and the payroll clerks did fi.11.DJ on their 

jobs. 

It is interesting to note that some ot the general clerks performed 

all ot the selected duties show in Table LXXVII. This would seem to 

indicate that it is desirable tar students pl.arming to obtain a position 

as a general clerk to learn to type, to tile, to take dictation and 

transcribe, to apply' a knowledge ot bookkeeping principles and practices, 

and probe.~ to learn some sell.1ng sldlls. 

Ngptber !Dal Pm;tntu, !!: Cl:erlcal Employees Operating Ma9b1n,s 

Table LIXVIII shows, to some extent, the 1mportance or clerical 

employees knowing how to operate a nwnber or the business ottice machines. 

or the 226 clerical employees included in this study, ll6 clerical 

employees, ar 51.3 per cent or the clerical employees, used the adding 

machines; 101 emplo79es, or 44.7 per cent, used the calculators; 26 

clerical employees, ar 12 per cent, used the cash registers; 6 clerical 

employees (payroll clerks), ar 2.7 per cent or the clerical employees, 

used the check writing nBchines; l6 clerical employees, ar 7.1 per cent, 

used the ndmaographs; 24 clerical employees, ar 10.6 per cent, used the 

liquid process duplicating machines; and 22 clerical employees, or 9.7 

per cent or the clerical employees, used the addreaaing machines. 



TABLI LXXVIII 

NUMBER llD PERCENTACZ at CI.ERICAL EMPU>IIES OlDATING M&CHDBS 

'". 

Total ___ ... .A.ddiDg Cuh Cheek 

hP\mt1 t:atbtm ca1,u11w kd•tc Writer 
Per 1w Per Per Per 

Positions No. Cent Ro1 Opt ffo1 9tnt Ro1 Cpt No, OS, 

IUe Clerk 8 100 

General 98 100 

Time 2 100 

Stock 62 100 

BUHng Jl 100 

Shipping 10 100 

Order 6 100 

P~oll 9 100 

Total 226 

Per Cent ot 

1 12.5 

4l 41.8 

2 100. 

46 74.2 

20 65,0 

2 20.0 

l 16.7 

J 33.3 

116 

37 .38.0 

2 100. 

24 39.0 

Z1 . 87.l 

5 83.3 

6 66.7 

101 

19 61.2 

3 30.0 

4 66.7 

26 

6 66.7 

6 

Total 1mp1m,1 lOQ 5l,, l i..1 µ,o 2,1 

Thia table should be read as follows or the 8 f ile clerks, 1, or 12.5 per cent, used the adding machine. 

; 



TABIB LXXVIII 

NUMBER AND PERCENTAGE OP CllCRICAL IMPU>YEES OIUATING MACHINES 
(CONCLUDID) 

L1qu14 lcliphonl Addressing 
H1mwnRh rnaa n1c;~ Htnb1Dt ~ 

Pe~ Per Per 
f91Jf42PI . b, . cm r,o, cgt lfA,. cut Me, cm 
rile Clerk 

Genenl 

Timi 

Stock 

B!lltng 

Shipping 

Ordw 

P81l"oll 

Total 

1er·ceat ol 

16 16.:, 

16 

24 24.S 1 1.0 

21 68.o 

24 22 

Tete] lmi&:Pl!tl 1,• lP16 2,2 

~ 



CHAPrER VI 

SALES EMPU>YEES 

Rmnber Rt Sales Employee• 
Table LXXIX shows that 559 rul.J-tima sales employees and 57 part-time 

sales employees, or a total of 616 sales employees, were included in this 

study. or this number, 317 men and 242 women were employed as tull.-time 

sales employees; and 6 men and 51 women were employed as part-time sales 

employees. 

Of the 559 full-time sales employees included 1n this study, 47 men 

and no vomen were employed as run-time wholesale salesmen; 207 men and 

233 women were employed as tun-time retail salesmen; 50 men and 9 women 

vere employed .as full-time department managers; and 13 men vere employed 

as insurance salesmen. or the 559 tul.1-time sales employees employed bT 

the 101 firms included 1n this study, 317 were men and 242 vere vomen 

sales employees. 

Employer's Preference tor Hu 1111 Wemen Sales Emplones 

In interpeting Table LXXX, it should be noted that each employer was 

counted as a separate employer in each instance in which he supplied data 

concerning pref'erences 1n 8l\Y or the positions listed.. On this basis, tbe 

data presented in Table LXXX show that men were preferred in 4.3 instances, 

or 1n 50.5 per cent ot the instances 1n which employers stated a preference 

tar sales employees. Women were preferred in 19 instances, or in 22.4 

per cent of the instances; and no preference was stated in 23 instances, 

or 1n rt.l per cent or the instances in which employers stated a preference 

tor sales employees. 
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TAB.IE LXXIX 

RtJMBER OF SAIES EMPWYEF.S 

l!a~ ~ ~time Part-Time :t2tal 
Positions MID Women Men Wcnan Md Women Combined 

Wholesale Salesmen 47 47 47 

Retail Salesmen 207 2.3.3 6 21.3 284 497 

Department Managers 50 9 50 9 S9 

Insurance SaleSDl&D 1.3 13 13 

Total. 317 242 6 51 323 293 616 

This table should be read as follows I Forty-sewn men wholesale sales
men were employed tul.l tima. There were no women eJllPloyed aa wholesale 
sales employees and there were no part-time vbolesale sales employees. 
A total ot 47 wholesale salesmen were included in the study. 

!ABIE LXXX 

EMPL01ERS' ~ES FOR :t-EN AND WOlCI SA.I.ES EMPLO!E.ES 

Total Men WOIIBn No 
lmlilYKI !nmred Preterred l'reft£1Dae 

Per Per Fer Per 
Poa1t1ona Bo. C,pt ,,, Q•at b, cant IR, ctPSr 
Wholesale Salesmen 9 100 9 100. 

Retail Salesmen 56 100 19 33.9 16 28.6 21 37.5 

Depe.rtmant Managers. 19 100 14 TJ.7 3 15.8 2 10.5 

Insurance Salesmen 1 100 l 100. 

Total 85 43 19 23 

Per Cent ot 
Total Positions 100 50.5 22.4 27.l 

This table should be 1"0~1.d as fol.lowsa Men were preferred in 9 instances,, 
er 100 per cent or the instances in which the employers hired wholesale 
salesmen. 
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Of' the total of 9 instances 1n which empleyers stated a preference 

tor wh.olesalesmen, the emp1oyers stated a preference tor men wholesale 

salesmen. or the 56 instances in which employers stated a preference tor 

retail salesmen, in 19 instances, or in 33.9 per cent of the instances, 

employers preferred 1118n retail salesmen; in 16 instances, or in 28.6 

per cent or the instances, employers preferred women sales employees; 

and in 21 instances, or in 37.5 per cent ot the instances, employers 

stated no preference. 

Of' the 19 instances 1n which employers stated a preference for de~ 

ment managers, 1n 14 instances, or in 73.7 per cent of the instances, 

employers stated a preference tor men department managers; 1n 3 instances, 

or in 15.8 per cent ot the instances, employers stated a preference tor 

vomen department managers; and 1n 2 1nst.&'1Ces, or in 10.5 per cent of the 

instances, employers stated no preference tor departnant managers. 

In the one lastance in which an employer stated a preterence tor 

insurance salesmen, men vere preferred as insurance salesman. 

ias JrD Emplo;rment Rt §ales Emplo;yees 

Table I.UXI shows that 233 sales employees vere nevly employed during 

the 12-month period or th1a study. Ot this number, 65 were men and 168 

were vomen sales empleyees. Forty-six men and 129 woman, or a total ot 

175 sales employees were separated trom employment during that period, 

making a gain in employmant of 19 man and 39 women, or a total gain 1n 

employment ot 58 sales employees. 

Of' the 58 man and vomen gained in ernplayment during the 12-month 

period, 3 were men wholesale salesmen; 16 vare men retail salestnen; J8 

were women retail sales employees; and l was a woman department manager. 



TABIE LIIXI 

GAIN IN BMPU>DBNT <Y SAW EMPLOIEES 
DURING 12-MONTH FDia> 

New:lv 1w,m .§!mrated 
Pos1t1w Men Women 'lbJal . 1"p Wpn %etre1 

Wholesale Salesman 5 5 2 2 

Retail Salesmen 59 167 226 43 . 129 172 

Department Managers l l 

Insurance Salesmen 1 1 1 l 

Total 65 168 2.33 Ah 129 175 

Gain 1n 
Emnle.Y111Dt 

Mp MfflP Tet,J 

3 .3 

16 38 54 

1 l 

19 'J9 58 

Thia table should be read as f'ollews, Five men wholesale . sale8Dl9n were 
etnplayed am 2 vere separated f'rcm their emplf111J19nt, making a gain of 
3 wholesale salesmen during the 12-nonth period of' this stmy. 



Ria at Turnoyer J.D §.ales Employees 

Table UXXII shows that an average or 531 sales employees were 

employed. in Enid by the 101 firms included in the study during the 1.2-

month period or this study. The table shows that 65 man and 168 women 

were newly employed, making a total or 2.33 sales employees who wren~ 

employed during the period ot this study. The table also shows that a 

total of 175 men and women sales employees were separated trom employ

ment during the same period. Since there was a turnover or 175 sales 

employees, that means there was- a turnover of 3.3 per cent or the awrage 

number ot 5.31 sales employees employed during the 12-month period ot this 

sttidy. 

There was no turnover in department managers during the 12 months. 

Since there vas a turnover or 2 wholesale salesmen, that means there was 

a 4.3 per cent turnover of the average number or 46 wholesale alesmen 

employed b,y the 101 firms included in this study. 

The largest turnover was in the retail sales employees, where there 

vas a,turnover or 172 sales employees. This means that there was a turn

over or 41.6 per cent ot the .41.3 retail sales employees employed by the 

101 firms during the 12 months. 

There was a turnover of only one insurance salesmen, making a turnover 

of 7.7 per cent or the 13 insurance salesmen usually employed during the 

12-month period. 

~ Rt Turnover st 1E Sales Employees 

Table LXXXIII shows that 65 men were mwly employed and 46 men were 

separated i'rom their employment. Since there was an average or 'J07 men 

sales employees, a turnover of 11>• 9 per cent or the men sales employees 

is deternd.ned. 



TABLE LmII 

RATE <6 TmUIOV'la a# SAIES BMPLODZS 
DUlUIO J.a..M>N!B mRICI> 

. lpl.y Jmp!eDsJ Stm!ltd 
Total . .,.... 

PositJ.91 J:bWrent!W: 
! 

MgJmeetet:e1 IPJRWYIM 
Wholesale Saleeman s s 2 2 46 

Retail Salesmen S9 167 226 43 129 1'12 413 

Depariment Hana.gva l 1 S9 

ImruraDee Salearaen l 1 1 1 lJ 

Total 6S 168 233 "' 129 17S ,:n 

l:9ratm 
Par •,•w 

2 4.3 

172 41., 

1 7.7 

175 33.0 

•Actual number of replacements during ~nth period., represented by 
total nevly employed or total separated• whichever is smaller. 

b Percentage ot net turnover based on average number of employees during 
12-month period. 

This table should be read as f'ollovs: Five men wholesales salesmen were 
new~ employedJ 2 man wholesale salesmen were separated from employment. 
With an average employment of' 46 wholesale employees during the 12-month 
period, a 4.3 per cent Ian.over is determined. 
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TJJU LUXIII 

R.l!B .r,· TURBOVD c, ml S&IES BMPIDYBES 
DlJRiltG 12-MOlffH FERICG 

Average fln9.!B 
Number Per 

Pqgit.JRRI Nn1Y 1,a!!tm IPK&ted inwlsnw Its a ;mb 

Wholesale Salesmen s 2 JJ:, 2 4.3 

Retail Salesmen 59 43 198 43 21.7 

Department Managers 50 

Insurance Salesmen 1 l 13 1 7.7 

Tot..al 65 46 'J07 46 14.9 

a Actual number ot replacements during 1.2-Gonth period, represented by" 
total newly empl.oyed or total separated, whichewr is smaller 

b Pere4Jntage of net turnover based on average number o:f employees during 
12-month period. 

This table should be read as t'ollowsa Fiw men wholesale salesmen were 
new~ employed during the 12-Gonth period of this study; 2 were separated 
f'rom employment. Since there vas an average or 46 wholesale salesmen 
employed, a 4.3 per cent turnover or the wholesale salesmen is noted. 
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Table LXXXIII shows the avenge number or employees £or each classi

fication of sales employees used in this study. Tbs greatest turnover 

was in the retail sales employees, in which there vas a turnover or 21.7 

per cent. Next ranked the insurance salesmen with a 7.7 per cent turnover; 

tbs wholesale salesmen ranked next with a 4.3 per cent turnover. No ttn"D-

over was noted tor the department managers. 

Table LXXXIV shows a turnover of 130 women sales employees, or a 

turnover ot 57.S per cent ot the average number of 223 women sales employees 

employed by the 101 firms included in the study during the 12-month period. 

Since 167 women retail sales employees were newly empl.oyed and 129 

vomen reta11 sales employees were separated, there was a turnover of 129, 

or 60.2 per cent of the average of 21,4 women retail sales employees 

employed by the 101 firms in Enid during the 12-month period of the study. 

The table shows that there vas no turnOV97:' tar women department 

managers. There were no women wholesale sales employees or women insurance 

saleSDlSn. 

Minimm Emplqvment Am! ts: Men Sales l!PJ>l.oxees 

u Specified m: Emmoxers 
Table~ shove the number of instances in which employers specified 

.,_ 
certain minimum age requirements !or men sales employees. _ In interpreting 

/ 

this table, it should be noted that each employer vas counted as a separate 

employer in each instance in which he supplied data concerning the minimum 

employment age in azry of the positions listed. On this basis, the data 

presented in Table LXXIV show that in one instance, an employer stated 

he would employ retail salesmen at the minimum employment age of 16 years; 

in om instance, an employer stated 17 years as the m:tn1mum employment 

age at which he would hire new retail salesmen. 



TABLE lUXIV 

RA.TB OF TUR1IOVER FClt WOMENS~ EMPU>YEES 
DURJlfQ 12-K)ftH ISIOD 

fpsWEf 

Wholesale SaleS1181 

Retail Salesmen 

Depart.m&nt Manapn 

InauraDce Salea111111 

Total 

l.67 

l 

223 

14Sa 

129 60.2 

129 S7.8 

a Actual mmber at nplaeemeata dw:i.ng 12 ll!DQth period, repre8811ted by 
total newq empl.a,ed _. total aeparated, whieb&Nr is amall&r. 

b 1'9:roentage ot net turnover based on average mt=ber ot employees during 
12-laonth period. 

This table should be read as tollovs1 One bundrec1 sixty-eeven vomen retail 
sales employees were nevq employed during the 12-ntcmth period ot this 
study and 129 were separated f'rom employment. Since there was an average 
of 214 women ales emplo.,ees, 81'.ld since there was a tu:rll0'98r of 129 
employees, a 60.2 per cent turnowr ot vomen retail sales employees is 
indicated. 



TABLI LllI.Y 

MINIMUM EMPLO!Jmll AQE rat 1C1' SAaS EMPU>YUS 
AS SiSCJ:IJBD BI EMPU>lERS 

blbet tt BmDima BIP9l'f4as MJa~·-Aa . . - . . . . 0ver · 

P91itiogg 16 17 18 20 21 22 2l 25 JO JS .. 
Wholesale Salesman 4 2 l 2 

Retail Sal.esDlm 1 l lS 3 4 1 6 1 

De~ Managers 1 13 2 

Inauranoe Salesman 1 

Total. l l 19 '1 1 1 8 l4 3 

tf\al 

9 

32 

16 

l 

,s 

This- table abould be read u tallova1 ot tbe 9 1mtanoes in vh1cb 
emplQJwa Id.red vhaleaale salesmen. 1n 4 1natancea. ~ stat.eel they 
wow.d hire new salesmen at a m!D1•• og 18 years. et a&eJ in 2 imtancea, 
employers specitied a ldntan age ot 21 ,earaJ in l instance,, an eployer 
stated 22 yeas as the atn111111 ageJ am la 2 1nstancea. employers apeet
tied 25 years aa the m!nlJUA age ~or MV wholesale salesmen. 
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In 19 instances, employers specified a minimum employment age or 18 

years; in 3 instances, employers specified 20 years; in 7 instances, 

employers speciried 21 years; in l instance employers specified 22 years; 

and in one instance an employer specif'iecl 2.3 years. There were 8 instances 

in which employers specified 25 years as the minimum age; 14 instances in 

which employers specified 30 years as the minimum age; and 3 instances 1n 

which employers specified above 35 years as the miniDlwn age at which they 

vould employ new men sales employees. 

The 19 instances in which employers speciried 18 years as the minimum 

age included 4 instances tar wholesale salesmen and 15 instances tor retail 

salesmen. This would indicate the possibility ot students just out or 

high school obtaining 9lllPloyment in the wholesale and retail sales positions. 

M;t»1nppg Emplmpent Ai! ls: Women Sales Emplo;yeea 

Al Specified 1E£ Emplmrs 

Table LXXXVI shows the number ot instances in which employers speci-

fied certain min1mum age requirements tor women sales employees. In 

interpreting this table, it should be noted that each employer was 

counted as a separate employer in each instance in which he supplied data 

concerning the minjmum employment age 1n aey of the positions listed. 

On this basis, the data presented in Table LXXXVI show that in 5 instances, 

employers stated they would employ retail sales employees at the age ot 

16 years; in 12 instances, employers specified 18 years as the minimum 

employment age at which they vould employ new woman sales employees. 

In 2 instances,. employers spaeitied 20 years; in 2 instances, employers 

specif'ied 21 years as the minimum age; and 1n 6 instances, employers 

specified that new vomen employees must be 2.3 years ot age or older bef'ore 

they vould be considered tor employment. 



TABLI LXXXVI 

MDlMIJM EMPLO!'JElff AGB PCB WOMIN tWES EMPU>IBES 
JS SPJ:CIFJED Br EMPLO!IBS 

!tPbE at hPlmml JlePF1:ipg K1n1u An 
°'91" 

Put1i1SRW M> - 18 19 20 21 22 23 25 JO :It 
Wholesale Salesmen 

B8ta1l Salesmn 5 12 2 2 1 2 

Department Managers l 1 1 

Iuuranoe Salesman 

Total s l2 2 2 l 2 l 2 

%""1 

24 

3 

This table ahou1d ba read as .tollovai O.t the 24 lnatancea 1D llhich 
emplarers hired. retail saleslaen, in S inatancea. emploJers stated they 
wuld hire new employees at 16 yeera. ot age; 1n 12 !.nstanoes, ~era 
apeeitied a udrwmun age. or 18 ;rears; in 2 ~ employers stated. a 
~ RdnJD1U111 ageJ in 2 lnstanees. ~s specified a ~ minimum 
age; in 1 instance, an empla.,a:r speo1.t1ed 25 ;year&J and in 2 hatances-, 
employers a.quired new i,atail sale.amen to be above JO years ot age. 
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In 21 instances, employers stated they would employ new women sales 

employees between the ages ot 16 years to 21 years, inelusive. This 

means that there would be some opportunities tor young women to obtain 

positions as retail sales employees soon after completing their high 

schoo1 education. 

Distribution Jlt. ~ !l!M ll.[ HG Sales Empl&:yees 

According i2 Minimum Ai! P,equiregmts Specified kt Empl,m:s 

The number or jobs held by sales employees, according to the minilllUDl 

age requirements specified by employers, is shown in Table LllXVII. The 

table shows that the employers, who stated they would employ new men 

sales employees at the minimum age or 16 years, employed 4 men sales 

employees as retail salesmen. The employers who specif'ied 17 years as 

the minimum age employed 5 men retail salesmen; while the employers who 

specified 18 years as the minimum employment age, employed 13 men vhole

sale ·salesmen and 135 men retail salesmen. 

Thirty-one retail salesmen vere empl.oyed by employers who speeitied 

20 years as the m1ninnnn age; 34 sales employees were employed by employers 

who specified 21 years as the minimum employment age. These 34 sales 

employees included 16 men wholesale salesmen, 16 retail salesmen, and 

2 department managers. 

Employers who specif'ied that new men aales employees must be over 21 

years or age employed 94 men sal.es empl.oyees. 

Table LXXIVII indicates that young nen just out or high school would 

have a fair opportunity of olwtaining employment on the basis or the minimum 

age requirement specU'ied by empl.oyers, since there were 188 sales positions 

in which employers at:lted they would employ new men sales employees betwen 

the ages or 16 years to 20 years, incl.usive. 



TABII! LllXVII 

DISTRIBUTION CP lOBS SU> BY ICM SALES EMPLO?.BES 
ACCORDmG TO MIND1UM .l<B BQtIIRDElffS SW.CirlED BI BMPLODRS 

II.mer. IIC BumJ,,u5n:3 BIPPrMU mi:&111111 ... 
o.z. 

f!IW.ons 16 17 l8 20 at 22 2J 25 J) JO 

WhAlesale Salesmen 13. 16 1 17 

Retail Salesman 4 5 l35 ll l6 4 12 

De.pe.rtamt Managers 2 ' 5 20 17 

Insurance Salesman lJ 

Total s 148 ll 34 1 9 l4 33 17 
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Xnt1J 

47 

207 

49 

13 

.316 

This table show d be read as t'ollolla: Thirteen men vbolesale emplo,eea 
. were ~ 1n posttiou in vhioh the ~ stated they would hire 

new salesman at lS years et age;. l6 were aplayed 1a posi\iona ia wh1oh 
there was a mtn1:mm age ot 21 years; l ~ where there vas a mS n1Jrama 
age t>~ 22 ,earsa ud 17 men vere emplDyed in pod\1ans :ln vbich bl:r 
emplo,ers apec1.f'1ed 2S 79A?'lf u the udn!mum emplo,...t age t,,r naw vhole
sala salesman. 
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Acqw,;Ung !2 Minimum~ B,egµit!ments spac1t1ec1 st Emplonrs 
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Table LXXXVIII shaw that there were 242 women sales employees 

employed by the 101 firms included in this study. Tventy-three vomen 

retail sales employees vere employed in poeitions in 'Which the employers 

stated they vould hire l18'W sales employees at the minimum age or 16 years; 

132 vomen sales employees, in positions in which the employers specified 

18 years. These 132 employees included 1.31 wmen retail sales employees 

and one voma.n department manager. Sixty-nine vomen sales employees were 

employed in positions in which the employers specified 20 years as the 

m1n1JJlll1'll employment age. 

Eighteen women sales employees were employed in positions tar vhich 

employers specified that D8'W' women sales employees must be 21 years ot 

age or older; 10 of this number wre employed as retail sales employees, 

vhile 8 VODl9n were employed as department managers. 

According to the minimum age requirement specified by employers tor 

155 ot the positions held b,Y vomen sales employees, the conclusion mq 

be made that possibilities exist tor young vmen high school graduates 

to obtain employment in Enid as sales workers after finishing their high 

school education. 

Experience ReguireDlenta tor Jm! Sales Employees 

y Specified kt Emplwers 

In Table LXXXII, it will be noted that each employer vas counted as 

a separate employer in each instance in which he supplied data concerning · 

the experience requirements tor aey type or occupation listed in the table. 

On this basis, Table IUXIX show that of the total ot S5 instances in 

which employers expressed their experience requirements tor the positions 

listed, in 57 instances, or in 67.l per cent of the instances tor which 
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TA.Bl& LXXXVIII 
I 

DISTRJ.BUTIOB or JOBS BBU> BI Vt»SN SAI.&S EMPLOY.US 
lCCmDING TO tmlDGI AG& R'IQummBlffS SlEC"glED BY EMPLOmS 

fl!Wr9M. 

Whol eeale Sales-
am 

aetaU Salesmn 

l)epartmant 
Managers 

16 .18 
F 

23 131 

1 

Insuranca Salesmen 

2) 132 

Ovw· 
19 29 21 22 p 2~ 30 l2 !,W. 

2 2 4 233 

l 2 9 

2 7 6 242 

Thia table ahould be read u foll Cllflll Twenf.7-tbree tlOlll8l1 1'etaU eal.ea 
emplo;eee were emplcpd in poatt1ons 1a wbidl t.be Ddninn:m .age apec1f'1ed 
by their employars was 16 years; 131 women vera employed in peait1ona in. 
which there vas an l.8-yea:r- Ddn,...,. &geJ (i:J VODllltD wn emplcpd in posi
tions in vhieh t.he emplo,era apecit1e4 a Dd.lwlwn ot a, years or age tar 
new VGmltn Ntail sai.s employees •. 
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TABLE 1.UXIX 

BXPERDlGI JIBQUDIB)BlflS rca !&II SAl&S EMPID!EES 
AS sacIFID BI EMPU>DRS 

'total ~ . BmplOJ'9l'S 119' 
be)OYaN Begu1£;t11 l1R11"1enoe BISJ11l.rlna lxr.£'iew 

Pel> 
PRIJ!thme "· cm .,.,,.. br CIPi l!eJer lp;Cfrt\ 

Wholesale Salesmen 9 100 7 78.0 2 22.0 

Retail Salesmen ;6 100 32 S?.l 24 42.9 

Department Managers 19 100 17 89.S 2 10 •. s 
Insurance Salaaman l 100 1 100.0 

t.rotal S7 28 

Pw Cent ·of 
:El.till~ l!eltom 100 67.i S..i 

!his table should be read as tollavss ot tba 9 employara h1r1ng whole
sale sale~ 7. or 78 PD'. aent. requiJiecl qper!eme ot DIN ealeaD18nJ 
and 2, or 22 PN" cent, ot the ~ cWl not require ~ ot 1'l8W 
vha1.eaale aaleJIIIIID. 
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employers stated their requirements, the employers specif'ied that experi

ence was required of new sales employees. In 28 instances, or in 32.9 

per cent or the instances for which employers stated their requirements, 

employers stated that experience was not required or nev sales employees. 

Experience was not required in 2 instances, or in 22 per cent or the 

instances for wholesale salesmen positions; in 24 instances, or 1n 42.9 

per cent of the instances for retail salesmen positions; in 2 instances, 

or in 10. 5 per cent or the instances tor which employers speci!'ied the 

experience requirements for department managers. 

Experience was required in twice as man;y instances as the instances 

in which experience was not required. The instances in which experience 

was required vere reported in 7 1nstances, which were 78 per cent or the 

instances in which employers hired wholesale salesmen; in 32 instances, 

which were 57.1 per cent or the instances in which employers hired retail 

salesmen; in 17 instances, which were 89.5 per cent or the instances in 

which employers hired department managers; and in one instance, which was 

100 per cent or the instances in which an employer hired insurance salesmen. 

In Table IC, it will be noted that each employer was counted as a 

separate employer in eaeh instance in which he supplied data concerning 

the experience requirements tor any or the types of occupations listed. 

On this basis~ Table IC show that in 46 instances, or 1n 79.3 per cent 

or the instances in which employers J1&de statements as to experience of 

nev sales employees, employers required ~rience or new sales employees. ,, 
\• 

The total or 46 instances included 7 instances, or 77.8 per cent or the 

instances in which employers hired wholesale salesmen; 24 instances, or 
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TABLE IO 

EXPERlED BEQUIBE)BlffS SPBCIFIID BY IMPWIEBS 
PCB NEW !CN SA.LES EMPI.OYEES 

Total Bmpl.oyers E~ Rot 
Em'Dl.owrs Reallll'ilK hoerilience i!.9•1h~~DI Expedience 

Per 
Positi,ops It, cent NJPim: Pu: Ctnt NtJ!b!r Per pent 

Wholesale Salesmen 9 100 7 77.8 2 22.2 

Retail Salesmen 32 100 24 75.0 8 25.0 

Department Managers 16 100 14 87.5 2 12.5 

Insurance Salesmen l 100 l 100.0 

Total 46 12 

Per Cent~ 
l;atal. IBlDl.ttvers 122 22,l 22.2 

This table should be read as tollovaa or the 9 employers hiring.vholesale 
salesmen, 1n 7 instances, or 1n 77,.8 per cent. or the instances, employers 
required experience of new aalesmenJ while in 2 instances, or in 22.2 per 
cent of the instances, employers did not require experience or new whole-
sale salesmen. ' 
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75 per cent of the instances in which employers hired retail salesmen; 

14 instances, or 87.5 per cent of the instances in which employers hired 

department managers; and the one instance in which the employer hired 

insurance salesmen. 

In 12 instances, or in 20.7 per cent or the total instances, ror 

which employers expressed experience requirements for new men sales 

employees, employers did not require experience or new sales employees. 

These 12 instances included 2 ir..stances, or 22.2 per cent or the instances, 

tor which employers expressed experience requirements tor wholesale sales

men; 8 instances, or 25 per cent ot the instances, ror which euq,loyers 

expressed experience requirements for retail salesmen; and 2 instances, 

or 12.5 per cent of the instances, for which employers expressed experi

ence requirements tor department managers. 

Experience Requirements §ac1t1pj 11% Employers 

tm: !mt Women Sal.ea lmplgyeea 

In Table XCI, it v:Ul be noted that each employer was counted as a 

separate emplo,er in each instantle in which he supplied data concerning 

the experience requirements tor &r1J" of the types or occupations listed. 

On this basis, Table XC I shows that or the 'Z'I instances for which 

employers expressed experience requirements tor new vomen sales employers, 

in 11 instances, or 1n 40.7 per cent of the instances, employers required 

of new woman sales employees; and in 16 instances, or in 59 • .3 per cent 

or the instances, employers did not require experience of new women 

sales employees. 

It is interesting to note that in 66.7 per cent of the instances 

tor which empl.oyers expressed experience requirements tor new retail sales 

employees, the emp1oyers did not require experience or nev \IOlnBn retail 

sales employees. In 100 per cent of the instances tor which employers 
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TABIE ICI 

EX!DIE?Q REQUIREMENTS SFECIPIED BY EMPLO!ERS 
Pai NEW WOMSN SALES EMPLOYEF.S 

Popitiona 
Wholesale Salesman 

Retail Salesmen 

Total 
Eeplg,vers 

Per 
lfo, cent 

24 100 

Department Managers 3 100 

Insurance Salesmen 

Total 

Per Cent ot 
Total lmploYss 100 

Employers 
Reqn1r1nr Bgperienqe 

IPPPR Per Pu\ 

8 

3 

ll 

33.3 

100. 

49,7 

Employers Not 
1ta11fr!v !mti,noe 

llveber Per cent 

16 66.7 

16 

59,l 

This table should be read as tollova: No employers hired women wholesale 
salesmen. ot the 24 instances in which employers hired retail salesmen, 
in 8 instances., or 33.3 per cent of the instances, employers required 
experience or nev salespeople; while in 16 instances, or in 66.7 per cent 
et the instances, employers did not require experience of new employees. 
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expressed experience requirements tor department managers, the employers 

requi.red experience or new women department managers. 

Distribution Rt l2mt Acgording ~ M:1p1mum lxperiep,ce Requirements 

Table XCII showa that ot the 559 positions held by sales employees, 

261, or 46.7 per cent ot the positions were held by employees in positions 

far which the employers required experience or new sales employeesJ 298 

positions, or 53.3 per cent or the positions, were held by employees tor 

which the employers did not require experience. This indicates that in 

over half' of the positions held by sales employees, the employers did 

not require experience or nev·sales employees. 

Experience vaa net required by e~loyers in 11 instances, or in 23 

per cent or the instances tar which the employers expressed requirements 

for wholesale salesmenJ in 286 instances, or in 65 per cent or the 

instances ror which empla,-ers expressed experience requirelllents tor retail 

salesmen; in l instance, or in l.7 per cent or the instances tor which 

employers expressed experience requirements tor new department managers. 

is !ml Sales Emplon,s 

In interpreting Table XCIII, it should be noted that each employer 

was counted as a separate employer in each instance in which be supplied 

data concerning minimum education requirements in art¥ of the positions 

listed. On this basis, the data presented 1n Table XCIII show that in one 
" 

instance an employer stated he would hire retail salesmen with a ndn1lllum 

or a sixth-grade education; in 3 instances, employers stated they would 

hire new retail salesmen with a m1n1mum of an eighth-grade education; in 



TAB!.& XCII 

DISTRIBUTION OF JOBS ACCORDING TO MINIMUM EX!ERlED REQUIREJ.BNTS 
FOR NEW SAI&S EMPIOIEES 

Jobs Jobs Not 

159 

Reguirilu? Exoerience Reguir1n1rEZ1>Errience Totll: J obsi 
Per 

Positions Nppgr Per cent Number fer cent No, Cent 

Wholesale Salesmen 36 77.0 ll 23.0 47 100 

Retail Salesmen 154 35.0 286 65.0 440 100 

Department Managers 58 98.3 l 1.7 59 100 

Insurance Salesmen 13 100.0 l3 100 

Total 261 298 559 

Per Cent ot 
4otal P21itions . IIQ.:Z ~l,l 100 

This table should be read as t-ollowa1 or the 47 wholesale salesmen, .36, 
or 77 per cent, were employed at jobs 1n which the employers required 
experience or new employees; ~ ll wholesale salesman were employed at 
jobs in which experience was not required of new salesmen. 
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TABIE XCIII 

NUMBER OF EMPIDYERS SPECIFYING CERTAIN MIND.filM EDUCATION REQUIREMENTS 
FOR NEW SAIES EMPLOYEES 

High School 
10 12 Total 

Wholesale Salesmen 1 5 2 1 9 

Retail Salesmen 1 3 8 41 1 2 56 

Department Managers 7 7 4 1 19 

Insurance Salesmen 1 1 

Total 1 3 9 54 111 4 2 85 

Per Cent of 
Total Employers 1.2 3.4 10.8 63.4 1.2 1.3. 4.6 2.4 100 
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8 instances, employers stated they would employ new retail salesmen with 

a minimum ot a tenth-grade education; and in one instance an employer 

stated he would hire 'Wholesale salesmen with a minimwn ot a tenth-grade 

educati.on. 

In 54 instances, or in 63.4 per cent or the instances, employers 

speci!'ied a high school education as the m1n1mum education required ot 

new sales employees. or these 54 instances, there were 5 instances in 

:which vholesal.e salesmen were employed, 41 instances in 'Which retail 

salesmen were employed, 7 insknces in vhieh department managers were 

em.ployed, and one instance in which insurance salesmen were hired. Thia 

indicates that in 67 instances employers did not require m.ore than a 

high school education or new sales employees. These figures abould be 

encouraging to high school students vho do not plan to continue their 

edueatlon, or who find it necessary to obtain employment 1.mediately atter 

graduating b'Olll high school. 

Table XCIII showa that the majority of' the inatances in which employers 

required more than a high school education were in the positions of depart

ment manageii., 

p1atribut1on st Sales Emplo;ms 

ucorc11ng .'2 Minimum Education Requirements m Im! !!D Emplg:,ees 

Table XCIV shows the minimum education requirements tor nev men sales 

employees. or the 317 positions held by men sales employees, 16 men retail 

salesmen, or 5.1 per cent of the men sales employees, held jobs tor vhich 

their em.players stated a aixth-grade education was the minimum education 

required; 2 wholesale salesmen, or .6 per cent or the men employees, wre 

employed in jobs ror which their employers stated a tenth-grade education 

vas the minimum education required .. 



TABIE XCIV 

DISTRIBUTION f8 SilES EMPWYEF.S 
ACCORDING TO MINIMUM EDUCATION BEQUl.lmENTS Fat ml MEN EMPIDYEES 

~ W.mSghFJ. ;eJJ1a Business 
Positions 10 12 1 2 4 Qollege. Total 

Wholesale salesman 2 27 13 5 47 

Retail Salesmen 16 180 5 6 2<Yl 

Department Managers 30 l2 6 2 50 

Insurance Salesmen 13 13 

Total 16 2 250 5 31 6 7 317 

Per Cent ot 
:tot,sl P21itlgru1 2111 16 Z§.§ 61~ 21:Z la! 61i J.QQ 

This table should be read as tel.low: Two wholesale employees. were employed 
in positions in which the employers stated they would hire new salesmen 
with a tenth-gr-a.de education; Z1 were eJllPloyed in positions 1n which there 
was a minimum education requirement or a high school education; 13 were 
employed where there was a Id n1 um education requirement ot 2-year college; 
and 5 wholesale salesmen were employed 1n positions in which there was a 
ndn1mum education requirement ot business c:ollege tra:Jn1ng. 
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Two hundred fifty men sales employees, or 78.8 per cent or the men 

sales employees, were employed in positions for vhieh the employers 

specified a high school edueat1on was the min1lllwn education required for 

the jobs. These 250 jobs vere held by Z'l wholesale salesmen, 180 retail 

salesmen, .30 department managers, and 13 insurance salesmen. These 

figures should be somewhat encouraging to young men vho need to obtain 

employment soon after coinpleting their high school education. 

Thirteen vholesale salesmen, 6 retail salesmen, and l2 department 

managers were employed 1n positions tor wieh the employers specified a 

minimum education or 2 yettrs er oollege training; while 6 department 

managers wre employed 1n positions tor which the employers speoitied a 

minimwn education of a 4-year college t~ining. Seven men, including 

5 wholesale salesmen and 2 department managers,, were employed in positions 

for which the employers speeitied a minimum education of a business college 

education. 

Distribution Rt. Sal.ea Emplwees 

Aceffl'ding le M;Jp1mm ldµcation RegµiNments m New Womep. Emplveea 

Table XCV shows that or the 242 positions held by woman sales employees, 

9 vomen, or 3.7 per oent or the women sales employees, wre employed as 

retail sales employees in positions tor which the employers specified as 

a minimum a sixth-grade education; 32 women retail sales employees, er 

13.2 per cent of the wrnen sales employees, were employed in positions tor 

which tha employers statad they vould employ new sales employees with a 

mtn1n,1m ot an eighth-grade education. 

Seven women department managers and 190 women retail sales employees, 

or a total of 197 vomen sales employees, comprising 81.4 per cent ot the 

women sales employees, were employed in positions tor which the employers 
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DISTRIBUTION OF SAIES EMPU>ms 
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ACCORDING TO MINIMtJM EDUCATION REQU:mEMENTS FOR NEW WOMEN EMPLOYEES 

Positions 
Wholesale Salesman 

Retail Salesmen 

Department Managers 

Insurance Salesmn 

Total 

Per Cent of 
'fotal. Positlona 

9 32 

9 32 

l,213,2 

High School µ 

190 

7 

197 

81,4 

College Business 
2 College 

2 

2 

4 

1,7 

Total 

233 

9 

100 
This table should ba read as f'ollowst Of the 233 vo•n salespeople, 9 
wre employed in pt>Si tions in which the employer stated be vould hire 
saleswoman with a sixth-grade education; .32 were employed in positions 
which had an eighthrgade minimum education requirement far new sales
people; 190 were employed in positions vhich had as a reqUirement that 
new employees mst be high sehoo:'. graduates. 
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specified a mininllm education of a high school education tar nev sales 

employees. These figures should be somewhat encouraging to young women 

vho plan to obtain .employment as sales employees soon after completing 

their high scht>ol education. Only 4 women, 2 retail sales employees am 

2 department managers, were employed in positions tor which the employers 

required 2 years ot college training. 

Sales Employees Perrorndng Selected Duties 

Table XCVI shows that or the 559 sales employees included in this 

study, 103, or 18.4 per cent of the employees, did some typing as part 

of their duties on their jobs; 43 sales employees, or 7.7 per cent or the 

sales employees, did some tiling as pa.rt or their duties; 29 sales employees, 

or 5.1 per cent of the sales empl.oyees, did some bookkeeping; and 540 sales 

employees, or 96.6 per eent of the sales emp1oyees, did some selling. 

Number !!!l Percentage Rt Sales Employees Operating ~ 

The data in Table XCVII show the importance ot sales employees 

learning how to operate the adding machines, calculators, cash registers, 

and F.diphone and dictaphone machines. Ot the 559 sales employees included 

in this study, 225, or 40.3 per cent or the total sales employees, used 

the adding machines; 100 sales employees, or 17.8 per cent or the sales 

employees, used the calculators; 200 eales employees, or 35.7 per cent or 
the sales employees, used the cash registers. 

Table XCVII shows that the department managers used the machinas to 

the greatest extent; however, since a .talr percentage of each or the other 

types or employees used some or the machines, it vould be wise tor students 

in higb school to learn to operate several or the most commonly used office 

machines. 



TABIB XCVI 

SAIES EMPU>ms PERFCIOO:NG SELECTED DUTIES 

Apply 
Knowledge 

ot . 
Bookkeeping 
Principles 

Total and 
Etnpl91eeg tm, lilt Pragtigeg Sell 

Per Per Per Per Per 
Positions No. Cent No. Cent lo. Cent No. Cent No. Cent 

Wholesale Salesmen 47 100 22 46.8 13 27.7 47 100. 

Retail Salesmen 411} 100 39 a.s Z7 6.l 29 6,6 /JI) 100. 

Department Managers ;9 100 32 ;4.2 40 68.l 

Insurance Salesmen 13 100 10 71.0 3 23.1 13 100. 

Total 559 103 43 29 540 

Per Cent ot 
TOW Bmplo;ms lQQ 1s,4 Z,Z 5,J. . 96.6 

This table should be read as follows: or the 47 wholesale salesmen, 22, or 46.S per aent, did some typing; 
13, or 27. 7 per oent did some filing; and 47, or 100 per oent, did selling as part of the duties of their 
job. 

~ 
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Nt1MBER Am> PERCENTAGE OF SALES EMPLOYEES OPER.AT Da'G MACHINES 

Total Adding 0*8h Ediphonl 
!~ Hub1p:t QaJ..sul.Ator 3tdattr pt~ .. · · v Per Per 

Positi.aa Ho. ·cent No. Cent No.. Gent . No. Cent No. cent 

Vboleoale Saleamen 47 100 u 23.4 7 14.9 24 51.1 

Retail Saleamen 440 100 157 35.6 67 15.2 143 33.0 

J>epartnwmt Managers 59 100 50 85.0 a, 39,0 'Z1 46.1 s ss.o 
Iuu:tance Salesmen 13 100 7 S3.B ' 23.1 6 46.2 

Total 5'9 22, 100 220 ' Fer eent-,it 
1'rrta1 hPlo:veu 100 J.O,.l 17 •. 8 . 3S.7 _ ..,,.8.._.9.._· __ 

This table should be read as tollows1 ot the 47 wholesale salesmen inclUded in this study, 11, or 23.4 per 
cent, used adding macbines; 7, OJ!' 14.9 per oent, used calou.latoreJ and 24, or 51,l per cent, used cub 
Ngisters, . 

~ 



CHAPfER VII 

UISCE!.L~OUS EJ!PIDYOO 

Table xcvm shows that 5, men tull-t.im.e 8ilPloyees and 1.07 

1fOltleD run~ t'l'llployees, or a · total of 162 full-t.ime empl.o-,1ees, 

were enployed 1n the miscellaneous positions listed in Table XCVIII. 

or this num.ber1 lJ men and~ ,roraen were employed as cashiers; 6 

women were E111ployed as receptionists; 17 women were enp1oyed as 

811i1tchboard opera't01"$; S men and 2 w:onen were empl.oyed as collectors; 

J men and 2 w.omen were Emplo>/ed as office help; and 22 men were 

employed as delivery bo:,a. 'ftle r~ nder or the mnber •re -

ployed as business o.f'.fiee :mchine ,operatQr.S, o! which the laraest 

nwnber employed operated posttng machines and calculators • .. 

. 0£ the l6:9 enployees wb.o •ere employed in the miacel.l~J 

posi. tions listed, 4 ms and 3 wanen were part,,..time eployeea. 

168 

or the 169 employees who were empl0,1ed in the ndscell.aneous 

positions llstoo,. 59 men and no wanen were employed in theae poaiti.ona. 

Of these 1$ employees, more men and women were employed in positions 

as cashiers than in any one other t~ of :ront.1.01-r· liJJted in Table 

In interpreting ·?able xcn, it should be noted that each er.plo;rex:, 

was counted as a separate ern.pl <T..rer in each instance in which be supplied 

Eiata concerning preferences in any or the posi ti.ona listed. On this 

basiS, the data presented. in Table XCIX show that men wore preferred in 
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U!II,E; ~ 

NOMBffi CH EMPLom.s ·I N 'W:SCELLANEOUS ~ITIONS 

Full-Time Part-fime Total. 
Positions uen Jl'!Wl 'Men Watm ,. Wnfiiiri tkiiMiid 

Cashiers l. ~ .) so l. 1) 51 64 
Receptionis'ts 6 6 6 

Switchboard 
Operators 17 17 17 

Collectors 5 2 1 6 2 8 

Office B<T.rs/Girls 3 2 1 4 2 6 

DeJ~ivery Boys 22 2 24 24 
Ves.sengers 2 2 2 

Machine Operators: 
A~ 1 1 l 

I.B.ll. 4 4 4 

Addressing 1 l 1 

Cal.culator 9 5 2 9 1 16 

Comptcneter 5 s s 
Mimeograph 1 l l 

Posting lh 14 14 

Total 55 107 4 .3 ll.O 169 

This tabl.e should be read as !"ollaws: Thirteen men and 50 women cashiers 
were employed as .full-time en.ployees; l woman cashier was employed as a part-
time employee, making a total of 13 men cashiers and· Sl women cashiers, or a 
combined total or 64 cashiers included in this stud;;. 



tl-1':u XCIX 

:©lPLOIER 1S PREFmENCES FCR MEN AND WCJlEN 
IN MISCELLANEOUS POSITIONS 

Positions 

Cashiers 

Total 
Emplozers 

Per 
No. Cent 

Men 
PrefeITed 

Per 
No. Cent 

Delivery Boys 

27 

11 100 11 100. 

Office Boys/Girls 5 

Receptionists 

Switchboard Oper.10 

.Collectors 

Messengers 2 

Machi~e Operators 
Posting 2 

I.B.M. 4 

Adding l 

Comptaneter 2 

Addressing 

Calculator 

ltimeograph 

Total 

Per Cent of 
Total Empley-ers 

1 

4 

1 

100 

100 

100 

100 

100 

100 

100 

1.00 

100 

100 

100 

100 

100 

3 60. 

J 6o. 

2 100. 

21 

Wanen 
PrefeITed. 

Per 
No. Cent 

16 

100. 

10 100. 

1 

2 

4 100. 

1 100. 

2 100. 

1 

170 

No 
Pr.ef erence 

Per 
No. Cent 

9 

2 

l 

1 

3 

1 

i 11 

JJ •. J 

20. 

100. 

75. 

100. 

This . table · should be r ead as foll ows : In 2 instances, or in 7 .4 per cent of 
the instances in w:iich employers hired· cashiers, · the employers stated a.prater
enee for .men cashiers; in 16 instances, or in 59 .3 per cent of the instances, 
employers preferred. women; in 9 instances, or in J.3.J per cent, employers 
p~eferred e.ither :·::::n _or women cashiers. 
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21 instances, or in 26.3 per cent of the instances, for which employers 

stated a preference for the anployees in the miscellaneous positions; 

in 42 instances, or in 52.5 per cent of the instances, employers 

preferred women anployees for the positions; and in 17 instances, or 

· in 21.2 per cent of the instances for which Employers stated a prefer

ence for employees for the misc·ellaneous positions, anployers stated 

no preference. 

It is interesting to note that women were preferred . in 16 instances, 

or in .59.3 per cent of the instances for which enployere stated a prefer-

ence for cashiers. It is also interesting to note that in 100 per cent 

of the instances for which snployers expressed a preference, the employ-

ers preferred women !or the posit.ions as :.:·eceptionistaJ sw-ltchboard 
. . 

operators, posting machine operators, IR{ machine operators, adding 

machine operators, and comptometer operators. 

~ in Employment £!. lliscellaneous Employees Durj.ng 
12-month Period 

Table C shows that .51 employees were newly Emiployed ·for the 

miscellaneous positions during the 12-month period of this study. 

Of this number, 1.5 were men and 36 were women employees. Thirty-five 

employees were separated from their emplo.rnent in the miscellaneous 

positions. Of this number, 11 were men and 24 were women El!lployess. 

There was a gain in employm~nt of 16 employees, of which 4 were men 

and 12 were women employees. 

It is interesting to note ·the gain in employment of the different 

types of miscellaneous positions listed in the table. There was a gain 

of 4 women cashiers, while there was a loss of 1 man cashier during the 
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TABLE C 

GAIN IN :&U'I.OD!EN'l' OF EMPLOYEES I N MISCELLANEOUS POOITIO!'tS 

DURING 12-MONTH PERICD 

Position 

Cashiers 

Receptionists 

Switchboard Opera. 

Collectors 

Delivery Boys 

Office Boys/Girls 

Messengers 

Machine Operators, 
Adding 

J.B.M. 

Addressing 

Calculator 

Comptometer 

Mimeograph 

Posting 

Total 

Newly &lployed 

Men Women Total 

2 

l 

9 

3 

15 

21 

1 

7 

3 

1 

3 

J6 

23 

1 

7 

1 

9 

3 

3 

1 

3 

51 

Separated 

Men Women 

3 

7 

1 

ll 

1'7 

1 

3 

l 

2 

Total No. 
Gain 1n 

Total Employees 

20 

1 

3 

1 

1 

l 

2 

35 

J 

4 

1 

2 

2 

2 

l 

l 

l.6 

This table should be read as follows: Two men cashiers and 21 ,romen cashiers, 
or a total. of 23 cashiers~ were newly anployed. Three men cashiers and 17 
women cashiers, or a total of 20 cashiers, were separated from employment. 
This resulted. in a gain of 3 cashiers during the 12~onth period of this 
study. 



period of this study. There was a gain of 4 women switchboard 

operators; 1 man collector; 2 delivery boys; 2 office boys; 2 

women IBM machine operators; l woman comptometer operator; and a 

gain of 1 wanan posting machine operator. 

~ .2£ Turnover 2£_ E!J?loyees !!!. Mi.see] 1 aneous Poai tions 

173 

Table CI shOW's that an average o! 152 employees wei'e enployed 

in the miscellaneous positions by the 101 firms included in this study, 

during the 12-month period of this st.uw. This table shows that 15 men 
and 36 wanen were newly employed during the period of the study, making 

' , 

a total of 51 newly employed; while there were 10 men ~ 24 women, or 

a total o~ 34 Employees separated from employment in the miscellaneous 

positions. Since ther e was an average of 152 employees employed in 

these miscellaneous positions, the figures would indicate a turnover 

of 34 people, or a 22.4 per 'cent turnover of the average number of 

152 employees in the miscellaneous positions during t he 12-m.onth period 

of the study. 

The largest turnover was in the cashier positions, in which there 

was a turnover of 20 cashiers,, or 32.3 per cent of the 62 cashiers who 

were employed by the firms included in the study. 

~e ..2,£ Turnover ~ !!!! &lployees 
in Miscellaneous Positions 

Table CII show-s that 15 men were newly employed for the positions 

and 10 men were separated from anployment of the various miscellaneous 

positions. Since t.here was an avera6e of 58 men employed in the miscel-

laneous positions, and si nce there was a turnover of 9 men employees, a 

turnover of l6 per cent of the men anplcy- ees in miscellaneous positions 

is indicated. 
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~CI 

RATE OF TURNOVER OF FJAPLOI'EES IN MISGELI..ANEOOS POOITIONS 

During 12~onth Period 

Average 

Positions 
Separated · Total No. ·Turnover 

Uen I omen Tota! Empl.ozees · Nof cent b 

Cashier$ 2 21 

Receptionists l 

Switchboa.r.d Operaiors 7 

Collectors 

Delivery Boys 

Office Boys/Girls 

Messengers 

Machine Operators:. 

Adding 

I.B.M. 

Calculator 

Addressing 

Comptometer 

Yim.eograph 

Posting 

Total 

1 

9 

3 

3 

l. 

3 
1$ .36 

23 

l 

7 

1 

9 

3 

3 

l 

3 

3 

7 

10 

17 

1 

3 

l. 

2 

24 

20 

1 

3 

7 

l 

2 

34 

62 

2 

J..5 

7 

21 

4 

2 

1 

3 

14 

1 

5 

l 

14 
152 

20 32.3 

l ,o. 
3 20. 

7 33.3 

1 33.3 

2 14.2 
34 22.4 

4Actual number of replacments during 12-month period., represented by total 
newly employed or total"'. separated, wbi.chever is smaller. 

~ercentage of net turnover based on al:erage number of enpl .oyees during 12-months. 

This table should be read as follows: Two man and 23 women, or 23 cashiers were 
newly employe1b 3 men and 17 wanen, or 20 cashiers were separated from employment, 
resulting in a turnover of 20 cashiers, or a J2.J per cent turnover. 
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Table CII indicates a turnover of 2 men cashiers, or a 14.2 per cent 

turnover of men cashiers during the 12-month period; and a 7 man turnover 

in the deli very boy positions, or a 33 .3 per cent turnover of the deli very 

boys positiona included in the study. 

~ of Turnover~ Women Ernpl0<Jees ~ llisoellaneous Positions 
During 12-!fonth Per:i.od 

Table CIIl shows a turnover of 24 women Employees, or a turnover of 

23.3 per cent of the average number of 103 women employed in the miscel-

laneous positions during the period of this study. Thirty-five women 

were newly employed and 24 were separated frcm anployment in the rniscel-

laneous positiona. The greatest turnover was in the cashier!s pNlitions, 

in which there was a turnover of 17 wan.en employees, or a turnover of 

35.4 per cent of the average number of 48 women cashiers employed during 

the 12-month period. 

Minimum Emplore?t Age .2£ ~ mnp].oyees 

in Miscellaneous Positions 

Table CIV shows the number· of instances in which anployers specified 

certain minimum a ge requiraaents f or men snployees in the miscellaneous 

positions. In interpreting Table CIV, it should be noted that each employer 

was counted as a separate anployer in e.ach instance in which he supplied 

data concerning the minimum employment age in any of the positions listed. 

On this basis, the data presented in Table CIV show that of the 28 i nstances 

for which emplO'Jers specified minimum employment age for new employees in 

miscellaneous positions, in 5 instances, or in 17.9 ~er cent of the instances 

for which employers specified a minimum age for new men anployees, the 

employers st ated they would employ new men delivery boys and office boys at 

the age of 16 years. In 1 instance, an employer stated he would employ a 
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TABLECIII 

RATE OF TURNOVER OF Wom:N I!m'LOYEES IN MISCELLANEOUS POSITIONS 

DURING 12-MONTH PERIOD 

Average No. Turnover 
Women p . 

Positions Newly Employed Separated Employees No.a Gen~ 

Cashiers 21 17 48 17 35.4 

Receptionists l 1 6 1 16.7 

Switchboard Operators 7 J 15 3 20.0 

Collectors 2 

Office Girls 2 

Ma.chine Operators:-
Addi ng 1 

I.B.M. 3 1 4 l 25.0 

Addressing 1 

Calculator 5 

Comptometer l 5 

Posting 3 2 14 2 14.3 

Total 35 24 103 24 23.3 

8Actual number of replacements during 12-month period, represented by total 
newly employed or total separated, whichever is smaller. 

bPercentage of net turnover based on average number of Elllployees during 
12-month period. 

This table should be read as :f'otlovrs-:- 21 wanen cashiers were newly employed; 
17 women: cashiers were s epara.ted from anployment, making a turnover of 17 
cashiers, or 35;4 per cent of the average number of 48 women cashiers in the 
12-month period. 
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TABLE CIV 

MINDW)[ EMPLOYMENT AGE OF MEN EMPL~ 

IN MISCEILANEOUS POOITIONS 

Positions 
Number .of Employers Reporting Miniiium ·!!Elornent Age 

Age 16 17 18 20 21 2$ Total 

Cashiers l l 2 l 5 

Deli very Boys 4 1 6 11 

Office Boys 1 1 l 3 

Messengers 1 l 

Ediphone Operators 1 l 

Collectors l l l. 3 

Mimeograph Operator l l 

Calculator Operator 2 l 3 

Total 5 1 12 5 3 2 28 

Per Cent o! 
Total Employers 17.9 J.6 42.8 17.9 10.7 7.1 100. 

This table should be read as followst Eighteen years was the minimum 
employment age required by one employer for new men cashiers; 20 years 
was the minimum anployment a gf3 required by one employer; 21 years the 
minimum & £,ie required by 2 anpioyers; and 25 · years was the min:1.Dmm age 
required by l employer for new men cashiers. 



179 

a delivery boy at the age of 17 years. In 12 instances, or in 42.8 

per cent of the instances, employers specified 18 years as the minimum 

age. These 12 instances included l instance for cashiers.; 6 for delivery 

boys; l for office boys; r :ror Ediphone operators; l for collectors; and 

2 . instances for whie)l employers stated a minimum age for men calculator 

operq.tors.. 

There were 5 instances, or 17.9 per cent of the instances, f'or ·whieh 

the ~ ers specified 20 years as the minimum age for employees in the 

miscellaneous positions listed in Table CIV. In 3 instances, or in '10.7 

per cent of the instances, employers specified 21 years as the minimum. 

anployment age; while in 2 inst~ces, or in 7.1 per cent of the instances, 

employers specified 25 years as the minimum employment a ge for new men 

empl~yees for the miscellaneous positions. 

llinimum H.n:ployment ,2 !2!:, Women Employees~ 

lliscellaneous Positions 

Table CV shows the number of instances for which anployers specified 

certain minimum age requirements for women employees in the miscellaneous 

posi tion. In interpreting this table, it should be noted that each emplquer 

was counted as a separate employer in each instance for which he supplied 

data concerning the minimum employment age in any of the pps:i.. tions listed. 

On this basis., the data presented in Table CV show that of the 52 instances 

for which employers stated a minimum employment. age for women employees in 

the miscellaneous positions, in 1 instance an anployer s t ated he would hire 

an office girl at the minimum age of 16 years. In 2 instances, employers 

stated they would l_lire cashiers and receptionists at the age of 17 years; 

in 31' instances, or in 59.6 per cent of the instances,employers specified 

a minimum snployment age of 18 'years. These Jl instances included 11 
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TABLE CV 

MINIMUM EMPLODlEN'l' AGE FCR WOMEN EMPLOYEES 

IN MISCELLANEOUS POSITIONS 

Positions 

Cashiers 

Switc}lhoard Opera. 

Collectors 

Of!ic·e .Girls 

- Machine Operatorst 
I.B.ll. 

Posting 

Adding 

Calculator 

Canptometer 

Addressing 

Total 
Per Cent o? 

Number of Employers Reporting 1Un1m:mt Employment Age 

16 1.7 IS l9 2b 2l 22 23 22 JO T6tai 

l 

1 

1 ll 

l 3 

10 

2 

l 

1 

1 

1 

1 

2 31 

1 

l 

l 

3 

2 

1 

l 

4 

4 

l 

1 

6 

l l 

2 

2 l l 

l 

l 

22 

s 
10 

2 

2 

4 

2 

1 

1 

2 

1 

Total Employers 1.8 J.9 59.6 5.7 7.7 12. J.9 1.8 1.8 1.8 100 

This table should be read as follows: In 1 instance, the anployer stated he 
would hire a new cashier at a minimum age o! 17 years; · in ll instances, 
employers stated a min:irinm or 18 years. ·rn l instance, the employer specified 
19 years as minimum age. In 2 instances, snployers specified: 20 years; In 
4 instances; · employers specifi_ed 21 years; and in 1 case each, enployers 
specified 23, 25, and 30 years; respectively, as the minimam ages at which 
they would anploy new cashiers. 
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instances for cashiers; 3 for receptionists; 10 for switchboard operators; 

2 for collectors, and one 'for each of the follavring: IBM machine operators, 

posting machine operators, caiculator operators, comptometer operators, and 
. ' 

addres.sing machine operators, 

Dilttnbut.ion ~ ~ He;d .!?z ~!!!Miscellaneous Posii:.iQ?l!I 

Accor<,ti.pg · -~ · ~inimum. Age Requirenents . 

The. number of jobs held. by men employees in the mist'lellane1:>Us positions 

is shOltl'l in Table CVI. . The table shows that the enployers, who stated they 

would hire new men employees at. the 16 years of age, ~mployed 6 <\elivery 

"boy:a. One anployer who stated he would hire a delivery boy at the age of . 

17 year·s anployed one boy. 

Tbirty"!!'One men employees were employed in positions for which the 

employers specified 18 years as ihe minimum employment age · for new men 

employees in the miscellaneous positions. The number included 1 man 

cashier; 14 delivery boys, l office boy, 2 collectors, 1 mess enger, 6 

calculator operators,and 6 Ediphone operators. These figures would 

i ndicate th~ possibility' of approximately 38 male high ·school graduates 

obtaining Employment in the miscellaneous positions listed. 

Acco~g 12 Minimum l!mplozmei!t Age R5uirenents 

Table CVII shows that 107. women were anployed in t.he miscellaneous 

positions by the ·lOl fi:rms considered in. t h.ii$ study". One cashier and 1 

off ice girl were employed in positions for which employers stated they 

would hire new wanen employees at the age of 16 years; 6 women cashiers 

were em.ployed in positions for whicl?- the employers stated they w:>uld hire 

new cashiers at the age of 17 years. 
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TABLE CVI 

DIS'llUBUTION CF JOBS HELD BY MEN EMPIDIEiS IN UISCELL.UiEOUS POSITIONS 

ACCORDING TO MIND!IDI AGE REQUIREMENTS 

Vinimum A~e Specified El EmElozers 
Oj~ Positions 16 17 18 20 21 25 Total 

Cashiers 1 1 
,J 

13 '.) 

Delivery Boys 6 1 14 1 22 

Office Boys 1 2 3 

Collectors 2 1 1 l 5 

Messengers l 1 2 

Machine Operators 
Calculators 6 3 9 

Edi phone 6 6 

Mimeograph 1 1 

Total 6 1 31 7 8 1 l 61 

Per Cent of 
Total Employers 9.8 1.6 50.9 ll.5 13.1 us 1.6 100. 

This table should be read as follows: Eighteen years was the m.ini.mum age 

required for new men cashiers in one position held by a man cashier; 21 

years was the minimum a ge for new employees in positions as stated by the 

employers for 7 cashier positions; and 25 ye~s ·was the minimum age required 

in 5 instances by employers for men cashiers. 
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TABLE CVII 

DIS'l'RIBUTION OF J0:00 HELD BY WCMEN EMPLOYE.ES IN MISCELLANEOUS POSITIONS 

ACCCRDING TO MINDAUM AGE REQUilm,IENTS 

Minimwn Age Specified by Employers 

Positions 16 17 . 18 19 20 21 22 23 25 30 Total 

Cashiers l 6 3 1 10 l 3 2 

R6ceptionists l 

Switchboard Operato!"s 

17 

5 

14 3 

50 

6 

17 

1 Collectors 

Office Girl 

Machine Operators: 
I.B.M. 

Posting 

A ruling 

Calculator 

Comptometer 

Addressing 

Total 
Per Cent of 
Total Employees 

1 

2 6 

1 

l 

6 

5 

4 

l 

54 

1 

1 2 

8 

l 

1 

l 

12 20 2 1 3 2 

1.e 5.1 50.5 4.a 11.2 18.11.a .9 2.a 1.8 

2 

4 

14 

1 

6 

5 

l 

107 

100. 

This table should be read as follows: Sixteen years was the minimum age 
required for new women employees in l position held by a wcman cashier;: 
17 years was the minimum age required for new employees in 6 positions held 
by women cashiers; 18 years was the mini."Ilum age required of new employees 
in positions held by 17 women cashiers; and 19 years was the minimum age 
required of new employees in positions held by J wanen cashiers. 
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Fifty-four wanen, or 50.5 per cent of the women enployed in the 

miscellaneous positions, were snployed in positions for which anployers 

specified 18 years as the minintum anployment age. These 54 women emplwees 

included 17 women cashiers, 5 receptionists, 17 switchboa:d operators, 1 

collector., 1 IBM machine operator, 6 posting machine operators, 5 calcula

tor :-pperators, and 1 addressing machine operator. Five '\10men were employed 

i n positions for which employers specified 19 years as the minimum employment 

age. 

Table CVII indicates the possibility of approximately 67 women obtain

ine anployment in the miscellaneous positions after they had completed their 

high school education., or had reached their nineteenth birthday. 

Forty wanen were employed in positions in which t}_le employers specified 

minimum employment ages between 20 years and JO years. 

!XJ?erlence R9luirements ~ !!!_! !9Ployees 

in Miscellaneous Positions 

In interpreting Table CVIII, it will be noted that each employer was 

counted as a separate employ-et in e.ach instance for which he supplied data 
. 

concerning the experience requiranents for any ef the types of occupations 

listed in the table. On this basis., Table CVIll shows that of the total 

of 80 instances for which anployers expressed their experience requirements 

for poaitions listed., in 36 1ns·tances, or in 45 per cent of the instances., 

EiD.ployers specified that experience was required of new employees in the 

miscellaneous positions. In 44 instances, or in 55 per cent of the instances, 

anployers stated . that e~erience was not required of new employees in the 

misvellaneous positions. 
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TABLE CVIII 

EXPERIENCE ~UIREMENTS FCR NEW EMPLOYEES IN MISCELLANEOUS POOITIONS 

AS SPECIFIED BY EMPLOYERS 

Employers :Employers Not 
R!.9.uirin~ Experience Requirin~ E!,Eerlence 

Positions Number · Per Cent Number Per Cent · Total 

Cashiers 21 78.o 6 22.0 27 

Collectors 4 80.0 1 20.0 5 

Receptionists 2 40.0 3 6o.o s 
Office Boys/Girls 5 100.0 5 

Switchboard Operators l 10.0 9 90.0 10 

Messengers 2 100.0 2 

Delivery Boys 11 100.0 11 

Machine Operators: 
1,.0 ?.5.0 4 I.B.Y. 3 1 

Posting 2 100.0 2 

Adding 1 100.0 1 

Canptometer 2 100.0 2 

Calculators l 25.0 3 75.0 4 

Addressing 1 100.0 1 

Mimeograph 1 100.0 1 

Total 35 44 •,• 
. . _... .. -~ ~ 

80,, . 

Per .Cent of 
Total Employers 45.o 55.0 100. 

This table should be read as follows: In 21 instances, or in 78 per cent 
of the instances in which e..'l'lployers hired cashiers, experience was requi~ 
of new cashiers; and.in 6 instances, or in 22 per cent of the instances in 
which employers hired cashiers, experience was not required of new cashiers. 
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In 21 instances., or in 7 8 per cent of the instances in which employers 

hired cashiers,_ employers stated that experience was required of new cash

iers;: while in 6 instances., or in 22 per cent of the 27 instances in which 

employers hired cashiers.,. enploy-ers specified experience was not required. 

Experience Requirements Specified ~ Employers f2!: !!! ~ 
Fr.tployees !.!! Miscellaneous Positions 

In Table CII., it will be .n~ted that each anployer was counted as a 

separate employer in each instance for which he supplied data concerning 

the experience requirements for arr:, of the types of positions listed. On 

this basis., Table CIX shows that in 6 instances, or in 21.4 per· cent of 

the in~tances for which employers expressed experience requirements for 

employees in the miscellaneous positions., employers stated that experience 

was r~uired of new mployees. This number included 3 instances for 

cashiers., 2 instances for collectors; and one for calcul.ator operators 
-< . 

·c1. 

in which· employers required experience. 

In 22 instances, or in 78.6 per cent of the instances., employers 

did not require experience of nevr employees in the miscellaneous 

positions. 

Experience Requirements !2!_ ~ Women ~loy-ees 

in Miscellaneous Positions 

In Table ex., it will be noted that each employer was counted as a separate 

enployer for each instance he supplied dat. a concerning the experience re-

quirenents for arv of the types of positions listed. On this basis, Table 

CX shows that in 30 instances, or in 57.7 per cent of the instances in 

which employers hired enployees in miscellaneous positions, the enployers 
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TABLE CIX 

Enq>ld.rer s Employers Not 

Poaitions 
R.i!!& ~erienoe 

. er 'er can£ RmtJ!J ~menee - e-r · -er ~ent Total 

Cashi ers 3 6o. 2 40 $ 

Collectors 2 66.7 l 33.3 3 

Deli.Hl7 Boys ll 100. 11 

Office Boya J 100. 3 

Messengers 2 100. 2 

lfachine Operators: 
Calcu.l•tor l ).3.J 2 66.7 3 

ili.meograph l. 1.00. l 
Total. 6 22 28 

Per Cent. or 
Total Employ era 21.4 78.6 100. 

This table should be read aa followsa O! the $ instances in lfhich employer& 
speci.fi ed requiremants tor cashien,.1 in 3 inatances,- or in 6o per cent of 
the i nstances-, 6!1pl0:,(U'IS r equired experience. In 2 i nstar1ces, or in 40 
per cent of the L"lStanc~, npl.oyers did not require experience of nm 
cs.shiers . 
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TABLE CX 

EXPERIENCE REQUIREMENI'S FCR NEVf WOMEN EMPLOYEES IN MISCELLA.ttEOUS POSITIONS 

AS SPECIFIED BY EMPLOYERS 

Empl.oyers Employers Not 

Positions 
Requirin~ ~rience 

Number er Cent 
R~uirin~ EXparience 

· umber Per Cent Total 

Cashiers 18 81.8 1, 18. 2 22 

Receptionists 2 40. 3 60. 5 

Switchboard Operators l 10. 9 90. 10 

Collectors 2 100. 2 

Office Girls 2 100. 2 

Machine Operators: 
Adding l 100. 1 

I.B.M. 3 75. l 25. 4 

Addressing 1 100. l 

Calculator l 100. 1 

Comptometer 2 100. 2 

Posting 2 100. 2 

Total JO 22 52 

Per Cent of 
Total Employers 57.7 42.J 100. 

This table should be read as follows: In 18 i nstances, or in 81.8 per cent 
of the instances in which employers hired cashiers, experience was required 
of new cashiers; in 4 instances, or in 18.2 per cent of the instances, 
experience was not required of new cashiers. 



required ~ience of the new wanen snployees. In 22 instances, or in 
I 

42.J. per {cent of the instances, employers did not require experience of 

' 
new wome~ employees. 

'/ 
I'/ 

It \f-s interesting to note that experience was required in 81.8 per 
! !/ 
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cent of the instances in which employers hired women cashiers. Experience 

was required in 100 per cent of the instances in which ~players hired 

women collectors, canptometer operators, and posting machine operators. 

In 90 per cent of the instances in which employers hired switchboard 

operators, employers did not require experience of new employees; while 

in 100 per cent of the instances in which employers hired office girls, 

adding machine operators, addressing machine operators, and calculator 

operators, employers did not require experience of new women employees. 

Distribution of Miscellaneous Positions According ~ Minimum 

Experience Requirements f2:: !!! &nployees 

Table CXI shows that 162 po:,itions were held by (!Illployees in the 

miscellaneous positions. This number included 83 positions for which 

experience was required of new employees, and 79 positions for which 

experience was not required of new employees. 

Of the 63 positions for cashiers, in 47 positions new employees 

were required to have experience; while in 16 positions new employees 

were not required to have experience. 

Experience was not required of new employees in positions of 

delivery boys, messengers, office boys and girls, adding machitffl operators, 

addressing machine operators, and mimeograph operators. 



TABLE CXI 

DISTRIBUTION CF MISCELLANEOUS POSITIONS ACCORDING TO UINDltJM 

EXPERIENCE REQUIRE?lENTS FCR N'Ea1 fflPLOYEES 

. 
Jobs Experience Jot;• Experience 

Required Not Required 

/ 
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Total Jobs 
Per 

Positions Number Per Cmt Numbeir Per Cent No. Cent 

Cashiers 47 74.6 16 2s.4 63 100 

Collectors 4 57.1 3 42.9 1 100 

Delivery Boys 22 100. 22 100 

Messengers 2 100. 2 100 

Office Boys/Girls s 100. 5 100 

Receptionists 2 33.3 4 66.7 6 100 

SWitchboard Operators 3 17.6 14 82.4 17 100 

Machine Operators: 
I.B.M. 4 100. 4 100 

Posting 1 so. 7 50. 14 100 

Adding 1 100. l 100 

Calculator 11 19. 3 21. 14 100 

Comptometer s 100. s 100 

Addressing l 100. 1 100 

liimeograph l 100. 1 100 

Total 83 19 162 

Per CEllt of 
s1.2 48.8 Total Positions 100. 

This table should be read as f ollows: Of the 63 positions held by cashiers, 
in 47, or 74.6 per cent of the positions employers required experience of 
new cashier~; in 16 positions, or in 25.4 per cent of the positions, employ-
era did not require experience of new cashiers. 
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Number~ §ml>lozers SpeeU';y;ing Certain Minimum Education Requirements 

~~Employees ~Miscellaneous Positions 

In interpreting Table CXII, it should be noted that each employer was 

counted as a separate employer in each instan1~e in which he supplied data 

concerning minimum education requirements in any of the positions listed. 

On this basis., the data presented in Table CXII show that in 4 instances., 

anploy~s stated they would empl(?Y delivery boys and office boys with a 

minimum of an eighth grade education. In 8 instances, or in 10 pe~ cent 

of the instances, employers stated they would employ new employees with 

a minimum of a tenth grade education. 

In S2 instances, or in 65 per cent of the instances, employers 

specified a minimum requirement of a high school education. This in

cluded 22 instances in which cashiE!l"s were hired, 4 for delivery boys, 

3 for office boys and girls, 5 for receptionists, 9 for switchboard 

operators., .3 instances for calculator operators., and one instance for 

each of the following: messengers., collectors, IBM machine operators, 

posting machine operators, adding machine operators, and mimeograph 

operators. 

Table CXII indicates that young men and women with a minimum of a 

high school education could meet the education requirenents in 64 in

sta."1ces of the 80 instances for which employers specified mimmum 

education requirements for new anploy~es in the miscellaneous positions. 

'01•!,if?,ution 2£ Positions Acco~ing t~llinimum Education Require

ments f2!.. New~ Employees.!".:! Yi.scellaneous Positions 

Table CXIII shows the .minimum education requirements for hew men 

snployees in the miscellaneous positions. or the S5 positions held by 

men employees, 11 were employed in positions for which the employers 



TABLE CXII 

NUMBER CF EMPI.DYE..>{S SPECIFIING CERTAIN MINil.'Ull EDUCATION REQUIREMENTS 

FCR NEW EMPLOYEES IN MISCELLANEOUS POOfflONS 

Positions 

Cashiers 

Delivery Boys 

Office Boys/Girls 

Receptionists 

Grades 
6 8 

3 

1 

Switchboard Operators 

Messengers 

Machine Operators: 
I.B.M. 

Posting 

Adeline 

Comptometer 

Calculator 

Addressing 

Mimeograph 

Collectors 

Total 

Per Cent of 
Total Employers 

4 

s.o 

High School 
9 10 11 12 

College Business 
l 2 4 Colle.go 

l 

4 

1 

1 

1 

8 

10.0 

22 1 

4 

3 

5 

9 

1 

1 

1 

1 

3 

1 

1 

2 

2 

52 1 4 

65.o 1.3 5.o 

3 

1 

l 

2 

1 

1 

2 

11 

13.7 

Total 

27 

11 

5 

5 

10 

2 

4 

2 

l 

2 

4 

1 

l 

5 

80 

100. 

This table should be . read as follows: Of the 27 instances in which 
employers hired cashiers, in 1 instance that anployer required a 
minimwn of a tenth-grade educati on; in 22 instances, a high school 
education; in 1, a year of college trai ning; and in 3, employers 
required a business college education of new cashiers. 
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TABLE CXIII 

DISTRIBUTION OF PCSITIONS ACCCRDING TO MINil.!UM EDUCATION REQUIREMENTS 

FOR NEW MEN °IN MISCEILANEOUS POOITIONS 

Positions 

Cashiers 

Collectors 

Delivery Boys 

Office Boys 

Messengers 
. 

Machine Operators: 
Calculator 

Mimeograph 

Total 

Per Cent of 
Total Positions 

Grade High School 
8 10 .12 

9 

2 

11 7 4 

3 

2 

9 

1 

11 7 30 

20.0 12.7 

College Business Total 
1 2 4 College 

4 13 

3 5 

22 

3 

2 

9 

l 

3 4 55 

100.0 

19J 

This table should be read as follows: Of the 13 posi tic.ins held by men 
cashiers; there was a minimum education requirement of a twelfth-grade 
education for 9 positions; and a business college education for 4 positions 
which were held by men employees. 
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stated they would hire new employees with a minimum of an eighth-grade 

education. Seven men were employed in positions for which employers 

stated they would hire new employees with a minimum of a tenth-grade 

education. These 18 positions were for delivery boys . 

Thirty positions. or 54.S per cent of the positions , were held by 

men for which the employers specified a minimum education of a high 

school education for new employees . This indicated that in 48 positicn s, 

or in 87 .2 per cent of the positions held by men• high school graduates 

would be elligible for employment according to the minimum education 

requirements specified by anployers . 

Distribution of Positions According ~ Minimum Education 

Requirements for !,!! Women F)nployees ~ Miscellaneous Positions 

Table CXIV shows that of the 107 positions held by women in the 

miscellaneous positions, one woman W3S employed as a switchboard operator, 

a position in which the employer had specified a minimum of an eighth-

grade education. Ninety women, or 84. 2 per cent of the women , were 

employed in positions for which the employers specified a minimum of a 

high school education . Fifteen• or 14 per cent, of the positions were 

held by women :in positions for which the employers specified a business 

college education as a requirement . 

Number~ Percentage 2£ F?!1J?l?Yees !!:!, Miscellaneous Positions 

Perfo~ Selected Duties 

Table CXV shows that of the 162 employees in the miscellaneous positions, 

76, or 46. 9 per cent did some typing as part of their duties on the job; 47 

employees, or 29 per cent of the employees, did filing as part of their duties; 



TABLE CXIV 

J)IS'mIBUTIOU OF POSITI0?-5 ACCffiDINO TO MINDM.! EDUCATION REQUIREMENTS 

FOR N.E:fl WOMEN El!PLOYEFS I N MISCELLANEOUS POSITIONS 

Positions 

Cashiers 

Collectors 

Receptionists 

Grade High School 
6 7 6 9 10 11 12 

47 

l 

Switchboard Operators 1 

6 

16 

2 Office Girls 

Machine Operators: 
Adding 

I.B.U. 

Addressing 

Calculator 

Comptometer 

Posting 

Total 

Per Gent ot 
Total Positions 

l 

1 

2 

1 

5 

9 

90 

84 .. 2 

College Business 
1 2 3 4 College 

1 2 

1 

2 

1 15 

14.0 

Total. 

50 

2 

6 

17 

2 

1 

4 

1 

' 
5 

14 

107 

lQO. 

This table should be read as follows: or the 50 positions held by women 
cashiers, 47 were positions in which the employers required a high school 
education; 1, a 2 year college education; and 2 positions required a 
business college education as a minimum. 



TABLE CIV 

NUMBER AND PERCENTAGE CF EMPLOYEES IN MISCELLANEOUS POSITIONS PlID.FCRMINO SELECTED DUTIES 

Type File 
Per Per 

Positions 

Total 
E?!Ployees 

Per 
No. Cent' No. Cent No. Cent 

Cashiers 

Recreptionists 

Switchboard Operators 

Collectors 

Deli very Boys · 

Office Boys/Girls 

Messengers 

Machine Operators: 
Adding 

I.B.M. 
Addressing 

Calculator 

Comptometer 

Mimeograph 

Posting 

Total 

6.3 

6 

17 

7 
22 

5 
2 

1 

4 
1 

14 
5 
1 

14 

162 
Per Cent of Total Positions 

100 

100 

100 

100 

100 

100 
100 

21 

3 

4 

5 

3 

100 1 

100 4 
100 1 

100 14 

100 5 
100 1 

100 14 

76 

100 

24. 
50:. 

24. 
1)..4 

60.o 

100. 
100. 

100. 

100. 

100. 

100. 

100. 

46.9 

11 

5 

2 

2 

4 
1 

9 

1 

12 

47 

17.5 

83 .3 

12.0 

40.0 

100. 
100. 

64.2 

100. 
86.o 

29.0 

Apply Knowledge 
or Bookkeeping 
Principles & Practices 

Per 
No. Cen.t 

13 20.6 

3. 75.o 

3 6o.o 

14 100.0 

33 

20.4 

Sell - Per 
No. Cent 

48 76.2 

3 42.9 

11 50.0 

3 21.4 

65 
40.1 

This table should be read as follows: Twenty-one of the 63 cashiers, or 24 per cent, had typin& 
duties; 111 or 17.5 per cent of cashiers had filing duties; 13 1 or 20.6 per cent, had to apply- a 
knowledge of bookkeeping principles and practices; and 48, or 76.2 per cent, did sane selling as a 
part of the duties of their jobs. ,,_ ; 

~ 
°' l 
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33 employees, or '20.4 per eent::·af'-t-h~ployees did some bookkeeping; and 

65, or 40.1 per cent of the employees did sane selling as part of their 

duties on the.. j,ot>. 

Table CXV shows the number.· and percentage of employees in each of 

the different types of occupations, who did some of the selected duties 

as part of the duties of their position. 

Number ~ Percentage .2f_ Employees Operating Machines in 

Miscellaneous Positions 

Table CXVI shows, to some extent, the importance of employees in the 

miscellaneous occupations learning how to operate the various business 

machines listed. Of the 63 cashiers, 24, or 38 per cent, operated~he 

adding m~chines as part of their job; 39 cashiers, or i:6? per cent of 

the cashiers, operated calculators; and .51, or 81 per cent operated 

cash rebristers as par~ of their jobs. 

Of the 14 posting machine operators, 9 operators, or 64.2 per cent 

of the operators used adding machines; 12 operators, or 8~ per cent of 

the operators, used calculators; 14 operators, or 100 per cent, used 

bookkeeping machines; and 3 operators, or 21. 4 per cent ·"Gf the,_ posting 

machine operators, used cash registers. 



TABLE CXVI 

NIDIBEit AND PERCENTAGE OF FltPLOYF:llS O~ATING MACHINES IN THE MISCELLANEOUS POOITIONS 

Total Adding Bookkeeping Cash 
Emp~l.o~ees -Machine Calculator '(lo~tometer Machine Register 

er Per 'fSer Per Per Per 
Positions Mo. Cent No. Cent No. Cent No. Cent No. cent Ne>. Cent 

Cashiers 63 100 24 JO.a J? 62 . 0 51 81.0 

Receptionists 6 100 2 33.3 
Switchboard Oper~.17· 100 1 5.8 
Collectors 1 100 2 29.0 3 /r2.a 
Delivery Boys 22 100 
Offioe Boys/Girls 5 100 3 66.0 

Messengers 2 100 
Machine Operators: 

Adding l 100 l 100.0 

4 100 3 
- 75.o 2 50.0 1 25.0 I.B.ll . 

Addressing 1 100 
Calculator 14 100 8 57.l 14 100.0 
Comptometer 5 100 1 20.0 2 40.0 5 100.0 2 40.0 
llimeograph 1 100 1 100.0 
Posting 14 100 9 64.2 12 86.o 14 100.0 3 21.4 

Total 162 55 72 5 17 54 
Per Cent of Total Employees 34.o 44.4 .3 .l 10.s 33 • .3 

This table should be read as follows: Twenty-four, or JB ·per cent of the 63 cashiers, operated 
adding machines; 39, or 62 per cent, used calculators; and 51, or 81 per cent of the cashiers 

t; used cash registers. 
c::o 



It. 1s the JlU'POS• of this study to detend.ne 11bat b>.ainess 

occupational opportwn.t.1.ea there were in Enid; and vmat a~ 

were required b,y the Enid Business Firms tor the graduatea of the 

schools in Enid and in the surrounding coimnmi ties. Thia etudy 

represents a:n endeavor to ~ .. · information that .ma;y be of val.U& 

in the guidance programs ot t.be lrohools in Enid and in the .sur-

rounding tolms. 

The data far this $tw:\Y were eolleoted CV means o.r the in.ter

viar ecbednl.e during pereonal intervitM9 with penionnel. managers~ 

the aupem.80N ot the: offices• or the OlmerS of the bus:ine'A 

t1rm8 of tb.e selected a~&nd:. o!'ticee in Enid. 

Qt the 137 buineu fit'llm on the orl.ginal list" )6 til"llla wen 

e1iJainated because or 8Cllll8 duplication in the li•ttng o.r firms in 

. the ei ty · dinc:t&r.,J firms enployed no employee& other than members 

or their own illlllediate f~J .time bad mowed; f'inla bad gone out 

or businen Since the d.1~ waa :irintedJ and 80ll8 firms wera 

found to be operated by aegroee~ llhich .ti.ma were not inel.uded 1n 

the a"'1dy. 

The .t~mi:ngs of the stuq a.NJ~ m toe .tollOlfing 

statements. 

General. Yi m.!l1ft 
1. The 101. b1si neas fi:rmS surve,ed in t.ld.s study empl.oyed, $6) 

,aen and 738 wcmm, making a total of 1.301 i'ull.-time empl.o;rees 



included in the study. The 101 fims also enployed 14 men and 68 

women ~t-time employees, making a total of 82 part-time employees. 

2. Of the 101 firms included in this study, 19 firms, or 18.8 

per cent or the firms, had. only one employee. The largest firm 

included in the study employed 207 Employees. 

J. The greatest number of employees included in this study 

in any one type of poBitionr.was the 440 retail salesmen. or this 

number, 147 were employ-ed in department stores. The second largest 

group of Employees included 145 bookkeepers. The third ranking 

group, according to number of employ-ees, included the general 

clerical positions., in which cl.assification there were 98 employees. 

4. Of the 4.37 instances in m.ich empl01"9ra stated a preference 

for men and women employ-ees, men were pre.f'erred in ll7 instances, or 

in 26~8 per cent, of the total number of expressed preferences. 

Women were preferred in 213 instances, or in 48. 7 per cent of the 

instances; and no preference was stated in 107 instances, or in 

24. 5 per cent of the instances in wi ich sex preferences were 

expressed by employers • 

.5. During the .12-month period prior to August, 19li9, ll7 men 

and JJO women were newly anployed. SiXty--nine men and 238 w<nen 

were dropped from the payroll, a gain in employment of 28 men and 

92 women, or a total gain in employment of 140 full-time employees 

in the .101 finns included 1n this study. 

6. During the 12-m.onth period, 447 Employees were hired and 

307 wer~ dropped frcm the payroll, macing a turnover of J02 employees., 

or a 24.5 per cent turnover based on the average nmnber of 234 employees 

employed by the 101 fi:nns included in this stuey. 
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7. The greatest tumover in azq one type or poeition wa& a 

turnover of 172 retail s-al.e~~ to hl..6 per cent otthe 

average_ number of retail sal.e~ ~ -next l.arpat turnover 1"U 

m bookkeeping poai t.1ont,; in wtd4)t · there was a turnOYer of JO book

keepers~ or a turnover of 22.;-2 ''per eent of the average number or 
bookkeepers. The third higbes.t ··<turnover WU ill the secretarial . ~ ' 

positf.Qu$ in wh~ch there wu. t~ ot. 16* or a tumwer-ate 

of 24.6-per -~ 

8. There YU ·a turnover of 66 men, or & 12 per cent ~er 

basef.i on an average ot 518 ·men -~ b.r the 1.01 fine included 

in this stuct,. The largest ··-tui-nover ot ·aen enpl.oy-ees W&ll in the 

retail. $8l.Jing poai~., ift whieh classifieati.on there was a tum

<mtr of 43 men,. or a t.urnover of ·n. 7 per eent. 

9. There· waa a turnover ot 2)3 ·~ .- a 33.J ·per cent 

~. based on an average 811lployment o.f (:/J9 WClll!len in the l01 

f1"18. 'l.'he l.argest turnover -tt1r yemen was in the retaU selling 

posi; tions, in which there was a turnover or 129 women, or a t'll1'"DO'tel" 

rate of 60-.2 per ~. 

10. Of the 1.64 imrtatteea in wbi.ch anployel'l!J expressed a minimma

age preference for men employees• in 6 :tnst.ancea. or in j. 7 per cent. 

of the instances-. mtployer.s a~ilied 16 yean as the m:inilllU!I emplqy

ment age. In 62 uustances~ or in 37.8 per cent of the 1natancea,. 

employers specified 18 yeara as the m nbuun e!Dpla:,ment age for am 

empl.oyees. ~ I, instances., or in 17.7 per c~ of the instances• 

empl.O\J&rs specil"ied a m;.n:1m.ma age or 2l years. 
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· · · · 11• Of -the 285 instances in which. employers expressed a minimum 

employment age for w~n, in 6 instances, or in 2.1 per cent of the 
I 

instances, employers s,ated they w:>uld hire 110men at the age of 16 
\ 

years. In 140 instan~s, or in 49.1 per cent of the total responses, 
( 1 i ·• 

employers stated that i8 years ·Of age was the minimum age at which 
. I . 

they would hire 110menj.J In 53 cases, or in 18.6 per cent of the inst-
! ' 

ances, employers stat,'fid that 20 years was the minimum age at which 
i 

they would hir1e wan~. 
. J j 

! [ 1 

12. or t~ .563 ~~n employees, 10 nicn, or 2 per cent of the men, 
i I \ 

were em.ployed'. in pos:il~ons in which employers stated that 16 years 
j 1 \ -

/ ': \ 
was the mitmum age a~ \~hich they ~ould hire men. '.l'W"o hundred sixty-

three men/ er 46. 7 pet '1ent of the men employees included in the 
/~ . f\ 

study, w~~ employed in1 Jl?ositions for which the enxploye:r specified a 

mi~ employment age of 18 years. Four hundred thirty-men, or 

76.4 per· cent of the 563 men emplfJYees, were employed in positions 
I :. 

fo:r which the employer specttf.ed.a;Iminimum age of 16 to 21 years, 
~ . ' . . . i 

infllusive. 

13. Sixty.-three per cen~ ot the women, or 467 wanen, were 

employed in positions. for which the employer specified a minimum 

employment age of 18 y-~ars. Of this number, 1.54 were employed in 

retail sales positions. Tr<enty-five, or 3.J per cent ·of the 110men 

held positions for l!'hich the employer stated he would hire wcmen at 

the age of 16 years. One .hundred forty women, or 19 per cent of the 

women emplo;red, wei-e employed in positions for which the employer 

specified a mini.mu~ ~ of 20 yea.rs. 
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14. Seven hundred filty-Si.X men and women, or S8.l per cent of 

the men and 10men, were employed in positions f or which the empl.cr.rers 

stated that experience was not required of new employees; 545 men and 

1lllllljn employees, or U.9 per cent or the men and women, were employ"ed 

in positions for :which employers stated that experience was required 

of new entpl.oyees. 
,,, 

1.5. Of the 164 instances for Which employers expressed experience 

requiranents £or men, in 98 instances, or in S9.8 per cent of the 

inst4naes, employers 9Pecified that experience was required 0£ new 

men ,,employees; while in 66 instances, '11". in 40.2 per cent of the 

instances,. anployers did not require experience of new men anployeea. 

16. or the 2-73 inatanees in which empl.oyers expressed experience 

requirements f or wanen, in 128 cases, or in 46.9 per cent of the 

instances., em.pl.ayers required experience of new women empl.oyaes; while 

in 145 instances, or in $J.l per cent of the eases., the Empl07ers did 

· not require experience of new women employees. 

· 17. It was found that in ~ ll instances would employers hire 

el!l.Playeas that had an eigl'rt.h-gra4~~·education or less. In 24 instances., 

~ in 5.5 per cent of the responses, employers stated the.r would not 

hire new employees unlesa they·:~ a minimum of a tenth-grade eduea

tion. In 222 cases, or in so.a per cent 0£ the instances, employers 

· stated that a new employee must have at least a high school education. 

In 10 instances, or in 2.2 per cent of the instances, employers 

specified that new aployees must have at least one year of college. 

In 14 instances, o:r i n ? •2 per cent or the j.nstances., em.plO'IJers 

specil'ied that new employees must be college graduat.88. In U6 cases, 
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or in 27 per cent of the instances, employers required a minimu.."ll of 

a business college education. 

18. Of the 563 men employees, 16, or 2.8 per cent or the men 

employees were in positions for which employers stated that a sixth

grade education was the minimum education at which they would hire 

men. A total of 339 men, or 6o.2 per cent of the men employees, 

were in positions for which a new employee was required to be a high 

school graduate. Fifty-nine men employees, or 10.4 per cent of the 

men employees were in positions which required at least 2 years o! 

college training; 18 men employees, or J.2 per cent of the men 

employees .held positions which required a college degree or new 

employees. Sixty-six men employees, or 12 per cent of the men 

employees, were in positions in which a new employee was required 

to have a business college education. 

19. Of the 738 women employees, 498 wcmen, or 67 .S per cent 0£ 

the· total wan.en El'llpl.oyees were required to be high school graduates. 

Thirty-three lRmlen, or 4.4 per cent of the wanen, held positions for 

which they were required to have a minimum of an eighth-grade educa

tion; while only 9 women, or 1.2 per cent of the women, held positions 

for which the minimum education required was a sixth-grade education. 

20. Of the 11301 full-time employees included in this study, 

706 employees, or 54.2 per cent of the employees, typed as part of 

their duties; 472 employees, or 37 .l per cent of the employees, did 

filing; 122 employees, or 9.4 per cent of the employees, took dic

tation and transcribed their shorthand notes; 420 employees, or 32.;3 

per cent of the employees, did sane bookkeeping; and 695 employees, 
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or 5).4 per cent of the empio,re~s did selling as part of their duties 

on their jobs. It is il\teresting to note that over 50 per cent of 

the E;lllployees included in this stuey eithel': did some typing or some 

selling as part of the duties of their job. 

21. Of the 1,301 full-time employees included in this stuey, 
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636 employees, or 48.8 per ·cent of the employees, used adding ma-0hines; 

531 employees, or 40.8 per cent of the Employees, used calculators; 

357 employees, or 27.4 per cent of the employees, used the cash regis

ters; and only 5 of the employees used the canptometer. 

Findings Pertaining ~ Record Keepers 

l. One hundred eighty-eight full-time record keepers and 9 part

time record keepers, making a total of 197 record keepers, are included 

in this stud;y. Of this number, 21 men and 2 wanen were employed as 

full-time accountants; 49 men and 96 wcmen were employed as full-time 

bookkeepers; a,nd 7 men and 13 women were employed as full-time ledger 

clerks. 

2. In 23 instances, or in 22.5 per cent of the instances for which 

employers expressed preferences for record keepers, men were preferred. 

Wanen were preferred in 40 instances, or in 39.3 per cent of the instances. 

No preference was stated in 39 instances, or in 38.2 per cent of the 

instances for which employers expressed a preference £or new employees. 

3. During the 12-month period prior to August, 1949, 51 new 

reco~ keepers were employed; of this number, 18 were men and 39 were 

women. Five men and 28 wan.en, or a total of 33 record keepers, were 

separated fran their jobs. This resulted in a gain of 24 record 



keepers, which included. 3 accountants, 20 bookkeepers, and l. ledger 

clerk. 

4. An average of 176 record keepers were employed by the 101 

fir.me. Fifty-seven record keepers were newly employed and 33 were 

dropped !ram the payroll, making a turnover of 33 record keepers, or 

a l9 ·per cent turno'!er of the average number of record keepers during 

the 12~onth period. 

5. The rate or turnover for men record keepers was 7 per cent. 

There was a 5 per cent turnover of men accountants, an 8.8 per cent 

turnover of men bookkeepers, and no turnover of men ledger clerq. 

6. There was a .26.4 per cent turnover among all groups of 

women record keepers. The rates within groups included a So per cent 

turnover of wanen accountants; a 29 per cent turnover of women 

bookkeepers; and a 7.7 per cent turnover of women ledger clerks. 
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1. Eighteen was the minimum age at which men record keepers 

would be hired by the firms included in this study. In 5 ~stances 1 

employerr, ; wecified 20 years as the ~ ,nimum age they would employ 

record keepers. In 11 instances, or in 28.2 per cent of the instances, 

anployers required 21 years as the minimum age for employment. 

8. The two employers who hired vomen accountants specified that 

new wanen accountants must be at least 25 year.s of ag~. · In 22 instances, 

employers indicated they would employ women bookkeepers and ledger clerks 

at the age of 18 years. In 39 instances, or in 62 per cent of the in

stances, employers spec~ied 20 years as the minimum anployment age 

for wan.en record keepers. 



9. Thirteen record keepers were employed in positions for which 

$players specified a mini:mllm age of 18 years; 28 record keepers were 

employed in positions for which there was a minimum employment age 

of 20 years; while 17 record Is:eepers were employed by employei;·s ,,who 
i' ., 

indicated 21 years as the Jnintnrum age for record keepers •. ·· 
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10. or the lll wc:men re:cerd keepers, 55 were employed:in positions 

for which there was a minimum employment age o£ 18 years.;: 53 · waaen 

were (mployed in positions for which there wasa-..rtinimum employment 

age or 20 years. 

ll. In 71 instances, or in 69.6 per cent of the instances, 

empl~ers required experience of new record keepers; while in Jl 

instances., or in J0.4 per cent of the instances, employers did not 

require experi.ence. 

12. Thirteen accountants, or 57 per cent of the accountants, 

held positions for which experience was required; 64 bookkeepers, 

or 44.l per cent of the bookkeepers held positiC?ns, for which 

experience was required; and 11 ledger clerks, or 55 per cent of 

the ledger clerks, held positions for wt;iich experience was required, 

making a total of 88 record keepers, or 46.8 pe.r cent or the total 

record keeper& Employed in positions for which employers required 

experience of new record keepers. 

lJ. or the 39 instances in which enployers ~essed experi

ence requirements for .men record keepers> in 32 instances, or in 82 

per Cel'.lt Of the instances, e~el'i.'~~Ce was required of new· men record 

keepers; and in 7 insuu:ices, or in 18 per cent of the instances, 

experience was not required. 



14. Of the 6J instances in which employers hired wanen record 

keepers, in 39 instances, or 1n 62 per cent of the instances, the 

employers required experience; and 1n 24 instances, or in 38 per 

cent of the instances, experience was not required of new employees. 

1.5. In 25 instances, a hieh school education was stated as the 

minimum education requirement for bookkeepers and in 5 instances for 

ledger clerks. In 15 instances, employers required a mi.nimum or 2 

years of college training !or record keepers. In 42 instances, a 

business college education was required. 
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16. Two men accountants were employed in positions which required 

new accountants to have a minimum of 2 years of college training; 8 

accountants were em.ployed in .positions reqUilti.ng 4 years of college 

training. Only 9.1 per cent of the record keepers were employed in 

positions for which employers required a minimum of a high school 

education of new employees. 

17. Forty-two w<l!len record keepers, or 37.8 per cent .of the 

women record keepers, were employed in positions which had a require

ment of a high school education; 21 bookkeepers, or 19 per cent of 

the wo.nen record keepers were employed in positions for which there 

was a minimum requirement of 2 years of college training. 

18. One hllndred sixty-seven record keepers, or 88.B per cent of 

the record keepers did typing; 122 record keepers, or 64.9 per cent 

of the record keepers did filing; and 36 record keepers, or 19.i per 

cent of record keepers did some selling as a part of their jobs. 
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19. Of the 188 record keepers, 177 record keepers, or 94.l per 

cent of the record keepfrs used adding machines; 188, or 100 per cent 

used calculators; 69 used cash registers; _ 64 used bookkeeping machines; 

59 used check writers; and 26 record keepers used the addressing 

machines. 

Findings Pertaining~ Secretarial Emplozees 

1. One hundred sixtQ-seven secretarial anplayees of the 1.01 firmB 

were included in this study. Of this number 9 were men and 157 were 

\vomen full-time employees. One wanan was employed as a part-time 

secretary. 

2. Meil were not preferred by any of the employers who expressed 

preferenc~ for secr~tarial employees. Women were preferred in 65 

instances, or in 86.7 per cent of the instances. No preference was 

stated in 10 instances, or in 13.J per cent of the instances. 

3. Sixty-two new secretarial employees were newly employed and 

38 were separated from employment resulting in a gain in employment 

of 24 secretarial employees. Of this gain, 5 were women secretaries, 

9 were women stenogr~hers, l was an Ediphone operator, and 2 men and 

7 women were typists. 

4. Sixty-two secretarial employees were newly employed and J8 

were dropped from the payroll, resulting in a 24.2 per cent turnover 

of the secretarial employees during the 12-month period of this study. 

S. There was a turnover of 50 per cent of men typists. 

6. There was a turnover of 37 wanen secretarial employees, or a 

turnover of 25 per cent of the 148 women secretarial employees. 



7. ·· There were 2 instances for which employers specified 18 

years as the minimum employment a ge for men typists. 

8. Seventeen years was the minimum age at 'Which secretaries 

and stenograJXlers were employed in 2 instances. In 31 instances, 

18 years . was· specified as the minimum emplo;yment age; in 21 instances, 

20 years; am 1'6 instances ,. 21 years '!as specified as t he minimum 

employm.~nt age for secretarial employees. 

9. One woman secretary was employed in aiposition for which the 

minimum a ge ~as 17 years; ~01 wan en secretari al employees were 

employed in positions for which there wss a minimum age of 18 year~,; 

5 women secretaries were empiO'f etl where there was a minimum age of 

19 years; while 29 warren secretaries were enployed where there was 

a 20 year minimum a g~. 

10. In .38 insta:rx:es, or in 50. 7 per cent of the instances, 

employers required experience of new secretarial employees; while 

in 37 instances, or in 49.J per cent of the instances, the employers 

did not require experience. 

11 • . Eighty-one employees., or 49 per cent of the enployees who 

held see~etarial positions., ,were employed in positions which required 

experi~ce of new employees. Eighty-five employees, or .51 per cent 

of the B\JC?"etar1al employees held positions in which experience was not 

required of new secretarial employees. 

12. In one instance, or in 100 per cent of the i m tances in l'ilich 

employers hired Edi phone operators., experience was required; in 2 

instances, or in 100 per cent of the instances in which employers hired 

men typists, anployers did not require experience of new men typists. 
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lJ. In 37 instances, or in 51.4 per cent of the instances, 

employers required experience of new women secretarial,. anployees; 

while in 35 instances, or in 48.6 per c.ent of the total instances 

in which employers hired secretariaJ. anployees, employers did not 

require experience. 

14. In 33 instances in which enployers hired secretal"l:al 

employees; the employers stat'ed that a high school,. education was a 

·mimnnm education req~ent; in 3 instances, one year of college 

training was required. 

15. Three men typists were employed in positions for which a 

minimum of a high school education was required. 

16. Sixty-one secretarial employees, or JB.9 per cent -0! tha 

women secretaries were anployed ,in positions in which a minimum of 

a high. school education was required; 94 wanent or 59.9 per cent of 

the women secretarial emplo-.rees, were employed in positions for which 

a minimum of a. business college education was required. 

17. The duty of typing was highest on the list or duties per

fo1:'lled by all, or 100 per cent o! the secretarial employees; 158, or 

95.2 per cent of the secretarial snployees did filing; 107, or 64.5 

per cent of the secretarial employees took dictation and transcribed 

shorthand notes; 87, or 52.hper cent did s ome bookkeeping. 

2ll 

18. Sixty-three, or 38 per cent of the secretarial employees used 

adding machines; 93, or 56 per cent used calculators; 8, or 4.8 per 

cent used cash registers; 24, or 14.5 per cent used check writers; )11 

·or 18.7 per cent used the mimeographs; 12, or 7.8 per cent used liquid 

process duplicating machines; 40, or 24.1 per cent used Ediphones or 

dietaphones; and 20 secretarial enployees, or 12 per cent or the 

secretarial enployees used the addressing machines. 
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Findings Relat;pig to Clerical Bnplo;rees 

1. Two hundred twenty-eix· .f.'ul.1-time clerica.1 employees and 8 

part-time clerical employees, making a total of 234 clerical anployees 

anployed by the 101 £inns in Enid, were included in this stu~. Of 

this number, 105 were men and 121 were wanen full-time clerical 

employees. 

2. Men were preferred in 30 instances, or in 31.6 per cent of 

the instances, in which employers stated a preference for clerical 

employees. Wmen were preferred in 47 instances, or in 49.S per cent 

of the instances; no preference was stated in 18 instances, or in 

18.9 per cent of the instances for which anployers stated a preference 

for clerks. 

3. Forty-four new clerical employees were anployed and 26 were 

separated from employment, resulting in a. gain of 18 clerical employees, 

which included 10 men and 8 women. 

4. There was an average of 218 clerical employees anployed in the 

101 firms considered in this stuey. ·Forty-four cJ.erical a:nployees were 

newly employed and 26 were dropped from employment-, resulting in a turn

over of 22 clerical. employees, or a. 10.l per cent turnover of the cleri

cal employees during the 12-month·period of this stu~. 

5. Sixteen men were newly employed and 6 men were separated from 

employment. Since an average of 103 men clerks were employed, a 4.9 

per cent turnover of men clerical empl.oyees during the 12-month period 

is determined. 

6. There was a turnover of l4 women clerical empJ.oyees~ or a 

turnover of 11.8 per cent of the averabe number of 118 wanen clerical 

employees enployed by the 101 firms included in the stuey. 



1. In 18 instances, employers specified a minimum employment age 

of 18 years for men clerical employees.; in 6 instances emplCY,rers speci

fied 20 years as the minimum age; and 12 instances mployers specified 

21 years as the minimum employment age for clerical employees. 

8. In 37 instances employers specified 18 years as the minimum 

employment age for women clerical anployees; in 5 instances, 19 years; 

and in 6 instances, employers specified 21 years as t he minimum employ

ment age for women clerks. 

9. Seventy men clerical. enployee.s were empl~yed. in po~itions for 

which employers stated a minimum age of ltl years; 18, where _there was 

a minimum age of 20 years; and 7 men were em.ployed where there was a 

minimum e."llployment age of 21 years fer men clerical employees. 

10. Of the 125 employees who held positions as clerical employees, 

99 women were employed in positions for which employers specified a 

mird.mum employment age of 18 years for new employees; 4 women~ where 

there was a minimum age· of 19 years. 

ll. In 71 instances., or in 74. 7. per cent of the instances, emplcr.rers 

specified experiencf:! was not required of new clerical employees; in 24 

instances, or in 2S.J per cent of the ip.stances anployers specified that 

experience was required of new clerical employees. 

12. In 13 instances, or in J6.l per cent of the instances for which 

Employers m..ade state..vnents as to experience, employers required expe;l"ience 

of new men clerical employees; and in 23 instances, or in 6J .9 per cent 

of the instances, employers did not require experience. 

13. In ll instances, or in 18.6 per cent of the inst ances, employers 

required experience of; new 1t0men clerical em.ployee1; and in 48 instances, 
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or in 81.t. per cent of the instances, employers did not require 

experience of new w:,men cf~ical enployees. 

14, Of a total of 226 clerical employees, 32 employees, ·or 14,2 

per . cent of the enployees were employed in clerical positions for which 

e:nployers specified that experience was required of new clerical employees; 

and 194 employees, or 85,8 per cent of the enployees, held positibns for 

which employer_s stated that experience was not required of new clerks. 

15, In 3 instances, employers stated they would hire stoct clerks 

who had an eighth-grade education. ft S2 instances, or in 54, 7 per 

cent of the total lnstances, enployers specified a minimum education 

requirement of a high school education; 1i1 ile in 1 instance-, 'an 

employer required one year of college; in 2 instances, employers 

requir'ed 2 years of college; and in 27 instances, employers specified 

a minimum education of a business college education, 

16, Of the 105 men employees in clerical positions, 3 men, or 

3 per cent of the men held jobs in which a minimum of an eighth-grade 

education was specified; 37 men, in which a minimum of a tenth-grade 

education was required; 49 men in which a minimum of a high school 

education was required; and 16 men were employed in positions in which 

a business college education was required,-

17, Of the 226 clerical. employees included in this study, 194, or 

85.8 per cent did sane typing; 105, or 46,5 per cent did sane filing, 

18, Of the 226 clerical employees, ll6 employees, or 51.J per cent 

used the adding machines; 101, or 44.7 per cent used calculators; 26, 

or 12 per cent used cash registers; 6, or 2.7 per cent used check 

writing machines; 16, or 7 .l per cent used mimeographs; and 24, or 10,6 

per cent used the liquid process duplicating machines. 



Findings Relating to Sales Di\ployees 
. '· 

1. Of the 559 full-time sales employees, 317 were men and 242 

w:ere women employees. A total of 57 part-time sales employees were 

also included in the study. 

2. In 43 instances, or in S0.5 per cent of the instances, in 

which employers stated a preference for sales employees, nen were 

preferred; in 19 instances, or in 22.4 per cent of the instances, 

women were preferred; and in 23 instances, or in 27 .1 per cent of 

the instances, no preference was stated in which employers stated a 

preference for sales employees. 

J. Of the 233 sales employees newly empla,red during the 12-month 

period of the study, 65 were men and 168 were women sales employees. 

Forty-six men and 129 'WOmen, or a total of 175 sales employees, were 

separated from employment., ~ lng a gain in employment of 19 men and 

39 women, or a total gain in empl.oym.ent of 58 sales employees. 

4. An average of 531 sales employees were employed by the 101 

firms included in the study,- during :the 12-month period of this study. 

A total of 233 sales employees were newly employed and 175 sales 

employees were separated, resulting in a turnover of 175 employees, or 

a turnover of 33 per cent of the average of 531 sales employees • 

. 5. During t he year, there was an average of 307 men sales 

employee:;i employed by the firms included in the study. Since 65 men 

were newly _ employed and 46 men were separat ed from employment , a turn

over of 14.9 per cent of the men sales employ~es is indicated. 
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6. During the year, there was an average of 223 wanen sales 

employees. Since there was a turnover of 130 wanen sales empl.oyees, 

a turnover of 57.8 per cent of the average number of women sales 

employees is shown. 
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7. In one instance an employer stated he would emplO'J . men retail 

salesmen at the age of 16 years; · one en. ployer stated 17 years as the 

minimum aee. In 19 instances; employers specified a mini."llum employ-

ment age of 1.0 years; in 3 ins~ces, 20 years; in 7 instances, 21 

years; in l instance, 22 years; in l instance, 23 years; in 8 instances, 

25 years; and in 14 instances.,. employers specified JO years as the 

minimum employment age for men retail salesmen. 

8. In 5 instances, employers stated that they would employ 

women retail sales employees at the age of 16 years; in 12 instances, 

at 18 years; in 2 instances, at 20 years; in 2 instances, at 21 years; 

and in 6 instances, employers specified 23 years as the minimum 

anplo~ent age for sales enployees. 

9. The employers, 1'il o stated ·· that thev would hire men scalee 

employees at the age of 16 years, hi.red 4 llftP'*il's; Employees; 

employers who specified 17 years employed 5, retail salesmen; while 

~ayers who specified 18 y~s_, employed 13 wh<.)lesal e salesmen 

and 135men retail salesmen. Ehtployers who specif'ied 21 years as 

the miI:iimum age employed 94 men sales employees. 

10 •. Twenty-three women retail sales anployees were employed in 

positions for which employers stated a minimum age of 16 years; 132 

women were employed in positions for which there was an 18-year 

minimum age; f::IJ wanen were employed where there was a 20.-year age 

minimum; and 18 women where there was a 21-year age minimum. 
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ll. In 57 instances, or in 67.1 p~ cent of the instances, 

employers specified experience was required of new sales employees, 

in 28 instances, or in 32.9 per cent of the instances, employers 

specified that experience was not required of new sales employees. 

12. In 46 instances, or in 79.3 per cent of the ,instances, 
. . 

employers required ~erience of new sales emplgf.ea}' and in 12 

instances, or in 20.7 per cent oi: the instance~, employers did. not 
. . . . 

require experience of new sales employees. 

13. In 11 instances, or in 40.7 per cent of the instances, 

empJ.oyers required experience of :nEJlf women sal.es employees; and in 

16 instances, or in 59.3 per cent of the instances, employers did 

not require experience of new •en sales employees. 

14. Of a total of 559 salea ;enployees, 261, or 46.7 per cent, 

held positions for which experielllce was required of llelf sates 'imployees; 
. . r 

while 298 employees, or 53.3 per icent of the employees, held poaitims 

for w~ch experience was not required of new sales employees. 

15. In one inatances, an employer stated he would hire retail 

salesmen with a minimum of a sixth-grade education; in 2 inStanceis, 

with a minimum of an eighth-grad~ education; and in 8 instances, 

wi~h a minimum of a tenth-grade ~u:cation. In 54 instances, or in 

63.4 per cent of the instances, employers specified a high school 

educat~on a=, a- :ninimum education requirement of sales employees. 

16. Of the 317 men sales employees, 16 men retail salesmen, or 

5.l per cent of tbe men sales employees, held jobs for which their 

employers stated that a sixth-gradt! education was the minimum 



education required. Two hundred fifty men sales employees, or 78.8 

per cent of the men sales empioyees,•e employed in positions for 
. . ! 

which there was a minimum of a high school education. 
- . 

17. or the 242 wan.en sAles employees, 9 women, or J.7 per cent 

of the wnmen sales employees, -w~re employed in positions which had 
. . . 
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a sixth-grade education as a -minimum requiranent; 197 women employees, 

or 81.4 per cent of the wanen sales employees, were employed where 

there was a minimum of a high school education. Only 4 l'Dmen were 

employed in positions for which the employers required 2 years of 

college training. 

18. Of the 559 sales employees included in the study, 103, or 

18.4 per cent, did sane typing as part of their duties on their jobs; 
.. 

· 43, or 7. 7 per cent did sane filing; 29, or 5 .1 per cent did sane 

bookkeeping; and 540, or 96.6 per cent did EDme selling. 

19. Of the 559 sales employees, 225, or 40.3 per cent used 

adding machines; 100, or 17 .8 per cent used the calculators; 200 

sales employees, or 35.7 per cent used the cash registers. 

Findings Relating ~ Miscellaneous !iiPlozees 

1. There were 55 men full-time employees and 107 women full-time 

employees, or a total of 162 full-time e,mployees employed in the miscel

laneous positions. or this number, there were 63 cashiers, 6 recep

tionists, 17 switchboard operators, 7 collectors, 5 office boys and 

girls_, 22 delivery boys, 1 adding machine operator, 4 IBM machine 

.PJIS (1tors, 1 addressing machine operator, 14 calculator operators, 

.5 comptanei.er operators, l ~imeograph operator, 14 posting machine 

operators., and 2 messengers. 
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2. llen were preferred in 21 instaices, or in 26.J per cent of 

the instances, in which employers expressed sex preferences for enployees 

in ,the miscellaneous positions; while in 42 instances, or in 52 • .5 per 

cent of the instances, employers pref erred 'WOmen a.np'J.oyees· for the 

positions. In 17 instances, or in 21.2 per cent of the i~tances, in 

1'1hich employers stated a preference for El!lployees for the miscellaneous 
' positions, en.ployers stated no preference. 

J. Fifty-one employees were newly employed ' in the miscellaneous 

positions and 3.5 anployees were separated from their employment., 

making a gain in employment of 16 en.ployees. 

4. Since an average of 152 anployees were employed in the , 

miscellaneous positions, and since 51 were newly employed and 34 were 

separated from employment, a turnover of 34 people, or a 22.4 per ~ent 

turnover ie indicated. 

5. " Fifteen men were newly .employed and 10 men were separated. 

.!r9f'11 employment. Since an average of 58 men were Employed, with a 

turncvei." of 9 men employees, a rate of 16 per cent turnover of the 

men employees in the miscellaneous positions is indicated" 

6. There was a turnover of 24 women employees, or a turnover or 

23.3 per cent of the average number of 10men employed in the miscel

laneous positions during the period of this study. 

7. Of a total of 28 instances in which employers specified a 

minimum employment age for men emplcy-ed in the miscellaneous positiais, 

in 5 instances, or in 17.9 per cent of the instances, the employers 

stated that they would hire new office boys and delivery- boys at the 

age of 16 years. In l. instance, an employer stated 17 years as the 



minimum employment age; in 12 instances, or in 42.8 per cent of the 

instances, employers specified 18 years as the minimum age; in 5 

instances,. 20 years as the minimum age; and in J instances, 21 years 

was specified as the minimum employment age • 

. 8.,. In one instance an employer stated he would hire an office 

girl at the minimum a ge of 16 years. In 2 instances, employers 

specified 17 years; in Jl instances, or in .59 •. 6 per cent of the 

instances, employers specified 18 years as the minimum employment age 

.f.'e women employees in the miscellaneous positions. 

9. Thirty-one anployees were employed in positions for ll'hi:ch 

the anployers specified 18 years as the minimum. employment .age !or 

new me1_1 employees. 

. 10,'- Tiro women were employed in positions as a cashi.er and an 

office girl, for which their enp;oyers stated that they would hire 

employees at the age · of. 16 years. Six women cashiers were enployed 

in positions which had a 17-year minimum age requirement~: ; 54 women., 

or .50.5 per cent of the women employed in miscellaneous positions, 

were employed in positions for which employers specified 18 years as 

the minimum age. 

ll. In 36 instances, or in 45 per cent of the instances, enployers 

specified that experience was required of new employees in the miscel

laneous positions; while in 44 instances, or in 55 per cent of the 

instances, employers stated that experience was not required. 

12~ In 6 instances, or in 21.4 per cent of the instances, employers 

required experience of new men employees; while in 22 instances, or in 

78.6 per cent of the instances, employers did not require experience 
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of new .men an.ployees in the misceD:-aneous positions. 

13. In JO instances, or in 57. 7 per cent of the instances., experi

ence was required of new women enployees; and in 22 instances, or in 

42.3 per cent of the instances, employers did not require experience 

of new women employees in the mi~cellaneous positions. 

14. Eighcy-three e:nployees held miscellaneous positions for 

which experience was required of new employees and 79 employees held 

miscellaneous positions in which experience was not required of new 

employees in the miscellaneous positions. The 79 employees included 

16, or 25~4 per cent of the cashiers; 3, or 42.9 per cent of the col

lectors; 22, or 100 per cent of the delivery boys; 2, or 100 pe~ cent 

of the messengers; S, or 100 per cent of the office boys and girls; 

4, or 66.7 per cent of the r eceptionists; 14, or 82.4 per cent of the 

switchboard operators; 1, or So per cent of the posting machine 

operators; 3, or 2l. per cent of the calculator operators; and 1 each, 

or -100 per centeach ,for adding machine, addressing machine, and 

mimeograph operators. 

lS. In 4 instances, e!!!ployers stated they would employ deli ve'?"Y' 

boys and office boys with a minimum of an eighth-grade education. In 

8 instances, or in 10 per cent of the instances, anployers stated a 

minimum education requirement of a tenth-grade education; in 52 

instances, or in 65 per cent of the instances, employers specified 

a minimum requirenent of a high school education for emplo-.rees .in 

the miscellaneous positions. 

16. Eleven men employees held positions for which employers 

stated a minimum requirement of an eighth-grade education; 7 men 
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were anployed in positions for which there was a tenth-grade 

education. These 18 emplo-.rees were delivery boys. Thirty employees 

in miscellaneous positions, or 54.5 per cent of the men employees, 

held positions for which e:nployers spec~fied a minimum education of a 

high school education for new enployees. 

17. One woman was employed as a switchboard operator, where there 

was a minimum of an eighth-grade education as a requiranent; 90 women, 

or 84.2 per cent of the v.omen employed in miscellaneous positions were 

employed where there was a minimum of anhi.gb. school education required 

for new employees; while 15 wcmen, or 14 per cent of the women were 

employed in positions for which the employer specified a business 

college education as a requirement. 

18. Of the 162 employees in the miscellaneous occupations., 76, 

or 46.9 per cent., did some typing as a part of their duti.es; 47 

employees, or 29 per cent, did filing; 33 e:nployees., or 20.4 per cent, 

did sane bookkeeping; and 65, or 40.l per cent of the anployees did 

some selling as pa-rt of their duties on the job. 

19. Fifty-five, or 34 per cent of the employees in miscellaneous 

positions used the adding machines; 72 euployees, or 44.4 per cent 

used the calculator~; 5 employees, 01' J.l per cent used the comptometers; 

17 employees, or 10.5 per cent of the employees used bookkeeping machines; 

while 3 employees, or 1.9 per cent of the employees used cash registers 

as part of their work on their jobs. 
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Conclusions 

The data included in this study tend to show the conditions and 

requirements that must be met by young men and women, in order that 

they may obtain employment in the firms in Enid. Although the data 

were coUe~1)ed for this study in August, 1949, it seems reasonable to 

suppose ~t the requirements for employment, in the majority of the 

instances in which e:a.ployment will be sought will remain the same . !or 

the next several years. If tfli! assumption is valid, guidance workers 

would be justified in using the findings of this study as a .basis for 

curriculum planning, and guidanceand placement or students. 

· · Specifically, it, is suggested that the advisers in the schools in 

Enid and surrounding towns ke~p..'.in mind the total mun.ber o! young :men 

and women employed by the 101 firms in each of the different types of 

occupations listed in this study, as well as·., the annual. opportunities 

// · for employment in the different occupational fields. 

Since twice as I!lB.lV' women bookkeepers were employed by the 101 

firms as were men bookkeepers high school and college girls should be 

advised to prepare themselves for employment as bookkeepers. 

Since 86.J per cent of the secretaries perform bookkeeping duties., 

these facts suggest that secretarial students include bookkeeping and 

accounting in their training schedule while in schOfbl. 

Approximately one-half of the total employees included in the 

study were employed in selling positions; therefore, it seems apparent 

that there are greater employment opportunities in the selling field 

for both men and wanen than in any other single type of occupation 

considered i n this study. Tlli.s fact also sUt:,;gests the need for an 

expansion o~ training programs in high schools and coneges for selling 

occupations. 



Wosen lFSre pref erred in uO. 7 per cent o! the instances tor which 

. euployers stated a preterence for men and llDm.en mplo76as; men were 

preferred in 26.8 per cent of the inatance&; and no prererence was 

stated in 21..s per cen~ of t he instances for which empl07era stated a 

preferenc.e. Data in this study show that 43.:3 per cont of the ruu

the enployees were men and 56.7 per cent of the Ml-tine anployses 

were women ft?loyed by' the 101 tiru included in the at.udy. Thia 

would indicate the oppoatunities were SClllewh.at greater for women 

obtaining employment than for men comidering the firms included in 

this study. 

There was a tumover or 4.6 per cent or the retail sale&!.\ert; 

in ·ma.qy instances the m.nmum mploym:ent age i1'l these positions lfflll 

not over 13 years; and experience w~;.s not r~ui:'ed in nearq all of 

the s .. J.llng pouitiona. A consideration ot these facts indicate tba.t 

young men mn women just. out. of high school would bavo an opportuni t.y 

ot obtaining employment as retail salesmen. 

Sixty-three per cent of the woaen and 46.7 per cent of the nen 

were em.ployed in positions for -.hich employers specified a m.iniDmm. 

employment age of 18 years. This indicates a poasibili ty' or high 

school gradtatea obtaining cployment soon after c.0r.1pleting their 

high school education. It also ST.iggesta the need for revising the 

cUXTicw.a uf hi.gh schools to provide experiences which will assist . 

large numbers or high school students 1n preparing ror available 

jobs in the e~~nity. 

In aver 6)a. ball o£ the positions hold b".f employees, empl~fers 

did not require experience or now employeGS. This should be aa 
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encouraganent to graduates of the ~d schools and schools of the 

surrowiding towns. 

A majority of the empleyees perfonned duties, such as typing, 

or selling, or filing, in addition to their other duties; this fact 

suggests the desirability of advising students who wish to obta.in 
' . 

employment in stores and office positions in Enid to develop a group 

of related skills appropriate to the job combinations required. 

Recanmendations 

From a study of the findings and conclusions, the following 

recommendations are made~ 

~. In view of the fact that since over one-third of the 

employees included in the study were empl9Yed in selling positions, 

it is recanmended that more emphasis be placed in the schools on 

the selling or salesmanship courses. 

2. It is recanmended -that students planning to gain employment 

in Enid learn to operate the typewriter, adding machines., calculators, 

cash registers, and other office machines available to then in the 

schools. 

3. It is recanmended tha't students planning to obtain employ

ment in the secretarial positions learn some bookkeeping skills, 

since over one-half of the secretarial employees did some book

keeping as part of their duties. 
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A SURVEY OF SELECTED OFFICE AND STORE OCCUPATIONS 
Enid, Oklahoma, 1949 

Ti tle of Person Int er viewed ------------------

Kind of buainen you are «n 9aged In (as wholesa le, retai I) --··· .. ·----- ----- ---- ---------

Lina of business (as hardware, c lo thing) ----
INSTRUCTIONSr You are aske~ to answer some quest ions concerning the dlffe~ent po,itions you have In your 
business. Employee's~~ Is one In which he performs the ma jori ty of his duties and to which he devotes 
most of his working time. 

Number now No. employee• I No. employees I Minimum Is experience Does your 

Positio11 
employed (30 hired during . dropped fr-0111 age em- required of firm prefer · 
hrs -or more per I ast 12 payro 11 I ast · p l'oyeea new 1111111 or "F" 
wk = fu 11 ti me) months , 12 months wl I I be employees employees 

--~ hired __ _Ma,•I< w i th X +--· Fu! lime Par Time· -, 
M F Iii F No Yea M F No Preft. r-------. - -J!.. ..... F M F M I F 

I - · ·- - -

+=i=t ~cc~untan!._ _ 
~ ~---~ --i---ookkeeper -- ----l ; 

Cashier t- --- - - .,. __ '------
I 
I 

Collector ·· .·--, -
Bi 11 ing Cl.erk . I -·=t=----· - ·--· I 
Ledger Clerk 

Payrol 1 Clerk --· 
' Fi le Clerk I -· 

Order Clerk I I 
·- -Stock Clerk 

' -----
Shipping Clerk 

I 
Time Clerk I I 

.. 
>-------· 
I Gen. Office Clk I . 

Grader Clerk ' I 
Typist I . 
Shorthand Steno i 
Secretary I 

Ediphone Operator 
Dictaphone Opera. 

·-t- I .. . 
Swl tchb d Opera. 

. 
I ! Machine Operators I I ! I I I 

i 
i 

-~ding ·-- I L. I i I I 

Addressln9 i I 
. 

Calculator + Co111ptometer --=t= -
- ·-

Mimeo9raeh -1--- - - t---i--·-·----l- i 

I -· Receptionist 
I 

Wholesale Salsmn I I 
Retail Salsmn(str) 

·r-- -t --t-
I ·- ...... ~· - -- - -·L-.. r·-- -- ·· -. Office boy/girl 

Messenger 
.Del I very Bey ' 

-
i 

I -
I : --.-

i i I : ! I - I ' ; 
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APPENDIX u A 11 

Number of Einpioyees Perfor~ing Certain tiutles 
II) II) .. C ..o C: . C> I. • 0 ·- .c: C: .. I. II) 

·- I. 0 I. ·- .... .. 0 .... 0 I Mini111um educatio11al requirements. .... .. I. II) .c • ... Cll .c 0 .. 
+' C :IE 0 ... 0 ·- C 0.. I. C 

Ncw ·e•ploreea •vat have completed• 0 .. . ... II "' O> I. ·- ., 0.. 0 .. 
·- L 

c,, II) .. e :II .. ;;: a, II ... .c C 
· Check witn X the least vou wi I I acceot .., ... Q. ~~ - 0 a:: fl C c,, .., 0.. 0 

:, .... . .JI. O·- 0 .. .c 
Grade High College Business .¥ 

I. · - 0 0.. "' .c 0 I. .c .. :, .... Q. 
II) GI II).., ..Q - .. II .., 0 E ~ 0 ·-Q. .¥ C - II).., - E Q. .., School School College .. .. 0 .. a.-o .. 0 .JI. .. .c .., .. ·- ·-.?:- ... Q en O< c.> u Ill u u < ::11 :Ii -' 0 ..... 

6 7 8 I 2 3 4 I 2 3 4 
i.. 

l 

.. 

' 

. 

. 

-
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