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TABLE CII

RATE (F TURNOVER OF MEN EMPLOYEES IN MISCELLANEOUS POSITIONS
: DURING 12-MONTH PERICD

W

Total Turnover
Number . o2
Pogitions Newly Employed Separated Employees No.™ Cent
Cashiers 2 3 1 2 1.2
Receptionists
Switchboard Operators
Collectors 5 4 | 6
Delivery Boys 9 7 21 7 33.3
Office Boys 3 5
Messengers ’ 2
lachine Operators:
Calculator 9
Mimeograph 1
Total 15 10 58 9 16.0

2pctual number of replacements during l2-month period, represented by total
newly employed or total separated, whichever is saller,

bPercent.aga of net turnover based on average number of employees during
12-month period.

This table should be read as follows: Two men cashiers were newly employed;

3 men cashiers were separated from their jobs. Since there was an average of

1 men cashiers employed, a turnover of 2 men cashiers, or 1ll.2 per cent of

the average nmumber of cashiers employed during the 12-month period, is indicated.
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CHAFTER I
INTRODUCTION

This is a Survey of Selected Office and Store Occupations in Enid,
Oklahoma, made during August, 1949, to determine what business occupational
employment opportunities there were in Enid for the graduates of Enid High
School, the students of Enid Business College, and the students of Phillip's
University, as well as, for the students of the schools in surrounding
towns, This study endeavors to secure information that may be of value in
the guidance programs of the schools in Enid and in the surrounding towns.

Purpoge of this Study
The following list constitutes the chief purposes of this study:

1, To determine to what extent employers of selected stores and
officea will employ store and office workers as young as the average
high school graduates.

2. To determine the number of new workers employed in selected
store and office positions during the 12-month period from August, 1948,
to August, 1949.

3. To determine the extent to which office and store employees were
dropped from the payrecll during the 12 months prior to August, 1949.

4. To determine what educational level is demanded by local business
men of the various types of workers.

5. To determine what experience qualifications, if any, are required
by local business men of new employees.



6. To determine if there are sex preferences for the beginning office
employees of the various types of positions.

7. To determine what kind of office machines are in general use in
selected stores and offices as one basis for determining the desirability
of providing instruction in the use of office machines.

Scope and Delimitation
This study included selected retail stores, wholesale firms, and

business officea in the City of Enid, Oklahoma, which are comprised in

the following list:

Accounting firms
Appliance stores
Attorney's offices

Auto supply and Accessory stores

Automobile Sales and Services
Banks

Clinics and Hospitals
County offices

Credit Associations
Department Stores

Drug Stores

Electric shops

Elevators, grain

Five and Ten Cent Stores
Furniture Stores

General Merchandise stores
Grocery stores

Hardwares

Utility companies

Hotels
Ice Cream plants
Insurance Offices

Jewelry stores
Ladies Dress Shops

Laundry

Loan companies
Lumber companies
Men's wear stores
Municipal offices
Music store
Newspaper office
0il companies
Paint & Wallpaper companies
Flumbing Company
Radio station

Real Estate offices
Seed & Feed Stores

Wholesale candy companies
Wholesale Poultry & Egg Company

These firms were selected from the Enid Telephone Directory, taking

first the firms which were located around The Square in Enid; second,

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

lying districts of the City of Enid.

This study does not include:
1, Negro firms

2, Places selling alcoholic beverages
3. Employers who employed only members of their own families.



No attempt was made to determine the salaries paid for the different
types of work. Names of the business firms do not appear in the report.
No tabulation or analysis was made of employees under sixteen years of
age, and no effort was made to keep a record of then.

The data used in this study were obtained through personal interview
with persomnel directors, office managers, or owners of the business firms
in Enid, Oklahoma, Certain data obtained in this study are limited to
the opinions of the personnel directors, office managers, or owners of
the business firms interviewed. No attempt was made to ascertain from
the employees what they considered to be shortcomings in their pre-
employment training, The writer recognizes that such information is
valuable; however, the time which would have been required to conduct
porsmal interviews with a great number of employees was conasidered to
be so great to make such an undertaking impracticable in this particular

study.

Definitions
For the purpose of this study, the terminology indicated should be

interpreted on the basis of the following definitions:

Bookkeeper--Keeps complete and systematic set of records of business
transactions of establishment, examining and recording transactions
in record books and on forms: Balances books and compiles reports
at regular intervals to show receipts, expenditures, accounts pay-
able, accounts receivable, profit or less, and many other items
pertinent to the operation of a business. Calculates wages of
employees from plant records or time cards, mﬂmksaupcheoka or
draws cash from bank for payment of wages, May prepare, type, and

mail monthly statements to customers. May perform other dut..tea,
such as taking telephone urderaarﬂmaldngbankdeposita

Accountant-—-Devises, installs, and supervises operation of general
accounting, budget, and cost systems: Supervises subordinates |

1 pictionary of Occupational Titles, Vol. I, Definitions of Titles,
Second Edition, March, 1949, p. 121.



engaged in maintenance of accounts and records. Balances bo
periodically, and prepares statements for administrative officers,
showing items, such as receipts, disbursements, expenses, and profit
and loss, PFPrepares Federal, State, or local tax Eetm-ns. Interprets
accounts and records for administrative officers.

Caghier——Keeps a record of cash transactions, receipts, and disburse-
ments incident to the conduct of a business. . . . Counts money and
eompares amounts with sales slips or cash receipts. Makes change

and cashes checks., . . mmamfud’m“tmm--o- M
perform a variety of related duties. Frequently works in restaurants,
drug stores, theaters, grocery stores, and similar euf.ahush?nta. o o
May operate a cash register and a ticket-dispensing machine,

Clerk, general-——. . . requiring little or no previous training, which

involve the performance of routine clerical duties, such as addressing
envelopes, keeping e records, gathering and delivering messages,

and assisting in opera ozﬂ.oe machines, and which may require the

ability to do simple typing.

Typigt—Does general clerical work not requiring special schooling

or training and requiring the use of typewriter in the accomplishment
of a majority of duties: Typewrites letters, reports, and other

matter from rough draft or corrected copy. Files records and reports.
Makes out bills, answers telephone, sorts and distributes incoming
mail, addresses outgoing mail, and does other e].ecricgl work, performing
one or a combination of clerical duties as assigned.

Secretary--Performs general office work in relieving executives

and other company officials of minor executive and clerical duties:
Takes dictation, using shorthand or a Stenotype machine, Transcribes
dictation or the recorded information reproduced on a transcribing
machine, Makes appointments for executive and reminds him of them.
Interviews people coming into office, directing to other workers
those who do not warrant seeing the executive, Answers and makes
phone calls, Handles personal and important mail, writing routine
correspondence on own initiative. Hag supervise other clerical
workers., May keep personnel records.

Stenographer—~Takes dictation in shorthand of correspondence, reports
and other matter and transcribes dictated material, writing it out
in longhand or using a typewriter. May be required to be versed in
the technical language and terms used in a particular profession.
May perform a variety of related clerical duties, May take dictation
mastenotyponl?himmwtrmihoinrmuonfrmasmnﬂ
producing record.

2 mid., ». 2. 3 1id., p. 205.

4 mbid., p. 264. ’ mnid., p. 266.

6 mid., p. 1171 7 mid., p. 128.



Firm——is a company or an organization composed of one or more
individuals which transact business.

Office Pogitiong—=Those positions in which employees perform duties
of a business office, such as secretarial duties, record keeping duties,
and other general office duties.

Full-time Employee—A person who works 30 or more hours a week at a
particular job m.' position for pay.

Part-time Employee--A person who works less than 30 howrs a week on
a particular job or position for pay.

Source of Data
The interview method of normative-swurvey research was uged in
gathering data pertaining to employment opportunities and standards
required by Enid Business Firms of beginning employees.
A questiomnaire was prepared for use in the personal interviews. In
each instance, the interview was conducted with the person most directly
responsible for the selection of new employees.

Method of Regearch

The interview technique of the normative-survey research method was
gelected as being the most appropriate for gathering data necessary for
this study.

Carter V., Good, A, S, Barr, and Douglas E, Scates say ". . . normative-
survey research is designed to secure information on conditions or practices
8 Of the interview technique for gathering data, they say:
By means of the interview it is possible to secure many data that

cannot be obtained through the less personal procedures of distribu-
ting a reply blank. . . Again, the interview permits the interviewer

as they exist."

8 Garter V. Good, A. S. Barr, and Douglas E. Seates, The lMethodology
of Educational Research, p. 373
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to gain an impression of the person who is giving the facts, to form
some judgment of the truth in the facts, and to "read between the
lines," things that are not said.?

_ Leonard V. Koos, in his book, Ihe Questionnaire in Education, gives
the following as one of his recommendations for using the questionnaire
in research: "Wherever possible, it is preferable to use the oral
questionnaire, that is, the interview, to the written questiomnaires,*0

Cecil C. DeHaven, commenting on the importance of the interviewer
using tact and good judgment when approaching and interviewing business-
men writes:

In general, most business people are interested in business

education and are willing to help out, in fact, are a little

fhttaredtobointorvimﬁﬂomgoeaatitintheright
way and at the right time.

Erocedure
Questionnaires used in making similar studies were secured and

studied.1? After the questions to be answered by this study had been
outlined, the tentative questionnaire was prepared and presented, along
with the plan for the study, to Professor Robert A, Lowry, Department of
Business Education, at Oklahoma A. & M, College. The questiomnaire vas
then revised to conform with the suggestions received and to include the

9
10

Ibid., p. 378.
Leonard V. Koos, The Questionnaire in Education, p, 161.

11 Gecil C. DeHaven, "Commercial Surveys—ire They Worthwhile?"
Review of Commercial Education, XXXVII, (July, 1940), p. 13.

12 Zoe Velma Davis, "™ Survey of Selected Business Occupations in
Pryor, Oklahoma," Unpublished thesis, Oklahoma Agricultural and
Mechanical College, Stillwater, Oklahoma, 1949.

ulamillsﬂumingbm, A Survey of Selected Office and Store Occupe-
tions in Monett, Missouri.® Unpublished thesis, Oklahoma Agricultural
and Mechanieal College, Stillwater, Oklahoma, 1949.



additional types of positions which seemed advisable to use in this study.
A copy of the questionnaire used in the Enid survey is included in the
appendix, as Appendix A,

After 10 firms had been interviewed, the questionnaires were studied
as to the findings of data given by representatives of the firms interw
viewed, It was then determined that the questionnaire would give the data
desired, when filled out completely by the interviewer who obtained informa-
tion and filled in the forms, or, by the personnel director in charge of
selecting new employees giving answers pertaining to the minimum require-
ments for the employees of the Tirm,

A list of firms to be contacted was made from the classified section
of the Enid Telephone Directory on 3" x 5" cards. The class of business,
the f£irm name, the address, and the telephone mmber were typed on these
cards, The cards were first sorted and arranged by streets; then, by
location on the street; and, in some instances, the cards were arranged
by floor in the office buildings,

The writer of this study was introduced by her brother, owner of one
of the firms included in the study, to the president of the Chamber of
Comnerce who approved the study being made in Enid. The president of the
Chamber of Commerce wrote a letter, introducing the writer and stating
his approval of the study, te be used to inform representatives of firms
who might be hesitant about giving the desired data. The letter was
used in only a few instances in which the representatives of the firms
were a little hesitant about whether they should fill in the question-
naire, The majority of the representatives of the firms interviewed were
very cooperative in giving data.

The President of the Chamber of Commerce recommended that no firms
be interviewed before 9:30 in the mornings and after 4:30 in the afternoons



because of the rush of work and business at those hours; he also suggested
that no business firms be interviewed on Saturdsys. These recommendations
were followed.

The writer of this study was assisted by three young college students,
who were recommended by the Enid Business College as relisble and depend-
able young ladies for this work, in interviewing the representatives of
the firms included in the study. A temporary office was set up in the
Quinn Furniture Company in Enid, where the asaistants and the writer met
at intervals to study problems that came up at times, The first morning,
after studying the questionnaire with the writer of the thesis, the
asgigtants each interviewed three representatives of business firms;
then, they returned to the tamporary office, at which time each question-
naire was carefully studied by the writer and the assistant interviewers.
Questions in the minds of the agsistants were clarified by further explana-
tion from the writer, In a few instances, the assistant returned to the
representatives of the first firms interviewed, to get additional data,
or to clarify some data which they had received in their first interviews.
The assistant interviewers returned to the office early the first after-
noon; again, the writer and the assistants thoroughly studied and discussed
the questionnaires which had been filled out during the first day. The
questionnaires were found to be completed in good form. On the second
day and on succeeding days, interviewing progressed more rapidly since
four persons were then interviewing the representatives of the firms, No
record was kept of the number of interviews for each day; however, some
days very few intervieuws were accomplished since so much time was spent
waiting to talk with the representatives of the firms to be interviewed.
In some instances, appeintments were made with the representatives of the
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firms, so that the interviewer would not waste more time than necessary,
and to arrange for a more convenient time with the person to be interviewed.

It was plamned to complete the interviews within 7 days, but since
all four girls could not spend full time each day interviewing, it took 11
days to interview the representatives of the firms included in the study.
However, it was necessary to contact a few firms at a later date than the
date on which most of the firms were mmeﬁed, because some of the
representatives were on vacations. All interviews were completed during
August, 1949.

After the data were collected, rough drafts of the tables were planned
and drawn to be used in tabulating the data on the basis of the following
clagsifications and groupings: Firms classified according to full-time
employees; employees classified according to type of position and nature
of business; number of men and women employees; employers preference for
men and women employees for each type of position listed; gain in employ-
ment; rate of turnover; minimum employment age for men and for women
employees; distribution of jobs held by men, and by women, according to
the minimum age requirements; experience requirements; distribution of
jobs held by men, and by women, according to the experience requirements;
minimum education requirements; distribution of jobs held by men, and by
women, according to the minimum education requirements; number of employees
performing selected duties in the various types of positions listed; and
nmumber of employees operating machines in the various types of positions

listed.
The rough drafts of each of the tables included in this study vere

studied and interpreted; then, a final draft of each table was constructed
and interpretations were made in keeping with the purposes of the study.



CHAPTER II
GENERAL RESULTS OF THE STUDY

The data for this study were collected by personal interviews held
during August, 1949, with representatives of a selected group of business
firms in Enid, Oklahoma,

There were 137 business firms on the original list, which was compiled
from the classified section of the Enid Telephone directory., There was
some duplication in the listing of firms, thus eliminating a number of the
firms from the original list, Several firms listed employed no employees
other than members of their own family and a few firms had moved or gone
out of business since the directory was printed, thus also eliminating
other firms from the original list. Thirty-six firms were eliminated
from the original list, leaving 10l business firms included in the study.

The 101 business firms visited employed 563 men and 738 women, making
a total of 1,301 full-time employees. The 10l firms also employed 1, men
and 68 women part-time employees, making a total of 82 part-time employees,
or a grand total of 1,383 employees considered in this study, The majority
of the data in this study pertainsonly to the 1,301 full-time employees,
because the part-time jobs are considered of very little interest to the
graduates of the schools of Enid, All data and tables of this study are
concerned with full-time employees unless otherwise stated.

Size of Firms
In order that a clear idea may be obtained as to the size of the

business firms in Enid, or those considered in this study, the 10l business



firms included in the study were classified according to the number of
enployees. These data are shown in Table I,

Table I Shows that of the 10l firms represented, 19, or 18.8 per cent,
had only one employee. lineteen, or l.i per cent, of the 1,301l full-time
employees included in the study were employed by these firms having one
enployee each.

There were 9 fims which employed 2 full-time employees each and 9
firms which employed 3 full-time employees each. The largest number of
anployees hired by a single firm was 207.

Distribution of Employees by Nature of Business and Type of Position

Table II reveals that 23 employees were classified as accountants,

The 5 0il Production and Lease Companies employed 5 accountants, the
greatest number of accountants. One accounting fimm employed ? accountants.
The utility companies employed 3 accountants each. St

One hundred forty-five bookkeepers were included in this study. The
0il companies employed L1, the greatest number in this type of position;
the banks employed 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 employed by 7 attorney's offices.

The greatest number of employees in any one type of position considered
in this study was the LLO retail salesmen. Of this number, 147 were employed
in department steres, which ewployed a total of 250 full-tine men and women.
The mercantile chain stores ranked second, with 132 full-time men and
women employees. The 3 general merchandise stores employed 101, and the

2 lumber companies employed 101 men and women,



TABIE I
FIRMS CLASSIFIED ACCORDING TO NUMBER OF FULL-TIDME EMPFLOYEES

Firms with
Number of Mumber of Percentage
Enployees Firms of Total Total of Total
—dpegified __ Repregented Jirmg Emplovees  Enplovees

1l 19 18.8 19 1.4

2 9 8.9 18 1.3

3 9 8,9 27 2.1

b 6 59 24 1,8

5 5 5.0 25 1.9

6 6 59 % 2,7

7 6 59 42 3.2

8 7 6.9 56 be3

9 3 3.0 27 2.1

10 3 3.0 30 2,3
11 2 1.9 2 1.7
13 2 1.9 2% 1.9
15 1 1.0 15 1.2
16 2 1.9 32 2.5
17 3 3.0 51 3.9
19 1 1.0 19 1.4
20 i 1.0 20 1.5
2 2 1.9 & 3.3
23 2 1.0 23 1.7
24 1 1,0 24 1.8
25 1 1.0 25 1.9
27 2 1.9 56 4e3
40 1 1.0 40 3.1
41 2 1.9 8 6.3
43 1 1.0 43 3.3
45 1 1.0 45 3.5
58 1 1.0 58 4e5

3 1 1.0 3 5.6
92 1 1.0 92 7.1
207 1 1.0 207 15.9

Total il 100. 1,301 100.




TABLE II
FULL-TIME ARD PART-TIME EMPLOYEES CLASSIFIED ACCORDING TO NATURE OF BUSINESS AND TYFE OF POSITION

Type of Position

Nature of Business

Billing Clerks
Shipping Clerks
Order Clerks

Payroll Clerks

ipoliance Store -
G0 SUDDLY SGOraes 1’ m——L——
b 3
Z
43(9)

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

This table should be reed as follows: The one accounting firm inecluded in the study employed 2 accountants
and one secretary.
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TABLE II

FULL~TIME AND PART-TIME EMFLOYEES GLASSI!'IEI(! ACOOBDIN? TO NATURE OF BUSIKESS AND TYFE OF POSITION
CONT INUED

Nature of Business : é
A

3._..2 rlng

. e Y ‘._.'.1..'.- SRASS
$i8N AL ICT LY

TOTALS 23(1)145(5)20 66 41 17 42 898(1) 2 62(2)3A(5)10 6 9 47 440(34)59(1)13

T



TABLE II

(CONCLUDED)

FULL-TIME AND PART-TIME EVMPLOYEES CLASSIFIED ACCORDING TO NATURE OF BUSINESS AND TYFE OF POSITION

seefoduy Te30%

SuIld TS301

*xdp *yowy Supyseyg
*xdp ydeaBoeuy
*ado Teqewoqducg
*adp I03ENOTEY
*adQ *yowy °*SeeIppy
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*aip eupyoey SuUTppy

sTITD/sdog ©0T3J0
sfog AxeatTeq

*adp pIeoquOgIAS
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Nature of Business

3
25 ()

01 1,301(54)
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63(1)6 17(1)7(1)22

TOTALS
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There were 5, part-time employees hired by the various firms inter-
viewed, Thirty-four of these part-time workers were employed as retail
salesmen, Information on other types of positions and business firms
included in the study may be found in Table II.

Number of Employeeg in the Various Ivpes of Pogitions
Table III shows the number of full-time, part-time, and combined

full-time and part-time employees, as well as the total number of employees
in the various types of positions of this study. There was a total of
1,383 full-time and part-time employees considered in this study, Of
this number, 563 men and 738 women were employed full-time, making a total
of 1,301 full-time employees, with whom this study deals. The data in
Tables II and III include both full-time and part-time employees. The
data in the remaining tables deal with full-time employees unless other-
wise stated,

Table III shows that there were more men and women employed as
retall salesmen than in any one other type of position of this study.
The second ranking type of position according to the number of employees
was the bookkeeping positions, while the third ranking type of position
was the general clerk.

Emplover's Preference For Men and Women Employees

in Yarjous Ivpes of Positions
In interpreting Table IV, 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 the positions listed. On this basis,
the data presented in Table IV show that men were preferred in 117
instances, or in 26,8 per cent, of the total number of expressed prefer-
ences, Women were preferred in 213 instances, or in 48,7 per cent of the



TABLE III

NUMBER OF EMPLOYEES IN THE VARIOUS TYFES OF POSITIONS
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TABLE IV
EMPLOYERS' FREFERENCES POR MEN AND WOMEN EMPLOYEES

IN VARIOUS TYFES OF POSITIONS
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instances. No preferences were stated in 107 instances, or in 24.5 per cent
of the instances in which responses were requested.

Table IV shows that men were preferred over women for such positions
as accountants, stock clerks, time clerks, shipping clerks, wholesale
salesmen, department managers, insurance salesmen, delivery boys, and office
boys rather than girls, collectors, and messengers.

Women employees were preferred over men employees for such positions
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 operators, and comptometer operators.

Of the 16 firms employing accountants, 10 firms, or 62,5 per cent
preferred men accountants; 2, or 12,5 per cent, preferred women; while
4y or 25 per cent, had no preference as to whether their accountants were
men or women, However, for the bookkeeping positions men were preferred
in only 13 instances, or in 17.8 per cent of the instances; while women
were preferred in 31, or in 42,5 per cent of the instances; and no prefer-
ence was stated in 29 instances, or in 39.7 per cent of the 73 instances
where bookkeepers were employed. This shows that while there was a greater
demand for men accountants, women booklteepers were preferred in more
instances than were men bookkeepers.

Table IV shows that there was little or no opportunity for men
employees in secretarial positions, since no employers stated a preference
for men in these positions. In Md instances, however, no preference
was stated, which may give the men some opportunity for gaining employment
in the secretarial positions, Table III shows the small minority of men
as compared to women employed in secretarial positions. |
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The employers stated a preference for men in more instances than for
women in positions as stock clerk, order clerk, time clerk, and shipping
clerk; but women were preferred in more instances than men for positions
as file clerks, general clerks, payroll clerks, and billing clerks.

Gain in Employment During 12-month Period

During the 12-month period, August, 1948, to August, 1949, 117 men
and 330 women were newly employed., Sixty-nine men and 238 women were
dropped from the payroll, meking a gain in employment of 28 men and 92
women, or a total gain in employment of 140 full-time employees in the
firms included in this study. These data are shown in Table V.

Fifty-nine men and 167 women were newly employed, making a total of
226 employees hired during the 12-month period in retail selling positions.
Forty-three men and 129 women were dropped from the payroll, making a total
of 172 retail selling employees dropped from the payroll, This makes a
gein in employment of 54 retail salespeople, 16 of whom were men and 38

women,

Rate of Turnover in ‘mplovees During l2-month Perdod

The following formula was used for the determination of turnover
throughout the study:

1, Present nmumber of employees plus separations minus newly employed
equals number of employees at the beginning of 12-month period.

2. Present number of employees plus number at beginning of 12-month
peried, divided by 2 equals average number of employees during l2-month
period,

3. Percentage of net turnover is based on average mummber of employees
during the 12-month period, The actual number of replacements during



TABIE V

Men Women Total Men Women Total Men Women Total

GAIN IN EMPLOYMENT DURING THE 12-MONTH FERICD
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117 330 447 69 238 307 48 92 10

Total

Four men and one woman were newly

employed as accountants, one man and one woman were dropped from payrolls,
making a gain in employment of 3 men accountants during the 12.month period

This table should be read as follows:
of this study.
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12-month period is represented by total newly employed or total separated,
whichever is smaller. Replacements divided by average number of employees
gives percentage of turnover.,

During the l2-month period, 447 employees were hired and 307 employees
were dropped from the payroll, Table VI shows there was a turnover of
302 employees, or 24.5 per cent of the total employees.

The greatest turnover in any position was a turnover of 172 retail
salesmen, amounting to 41,6 per cent of the average number of retail sales-
men, In the bookkeeping positions, there was a turnover of 30, or 22.2
per cent of the total bookkeeping positions; while in the secretarial posi-
tions there was a turnover of 16, or 24.6 per cent of the total secretarial
positions.

Twenty-two typists were newly employed and 13 typists were separated
from employment, making a turnover of 13 typists, or 34.2 per cent of the
total typists positions,

There was a considerable turnover of cashiers, since 23 were newly
employed and 20 cashiers were separated, making a 32.3 per cent turnover
of the total number of cashiers employed.

Rate of Turnover in Men Employees. Table VII shows that there were
117 men newly employed and 69 separated or dropped from the payroll. An
average of 549 men were employed during the l2-month period. The net
turnover was 66 men, or 12 per cent of the average number of men employed
during the period used in this study.

Four men accountants were newly employed and one was dropped from
the payroll, An average of 20 men accountants were employed during the
12-month period; therefore, with the turnover of 1 man accountant, there

was a 5 per cent turnover of men accountants.



TABLE VI
RATE OF TURNOVER IN EMPLOYEES DURING 12-MONTH FERICD

Positions A Fer osat of
—Newly Employed —Separated verage No. o  Average .
Men Women ITotal Men Women Total Number™ Employees
Record Keepers
Accountants 4 1 5 1 2 22 2 9.1
Bookkeepers 13 37 50 L 26 30 135 30 22,2
Ledger Clerks 1 & 2 0 1 3 19 1 5.2
Secretaries 0 21 21 0 16 16 65 16 24.6
Stenographers 0 18 18 0 9 9 37 9 24.3
Ediphone/Dictaphone Opr. 0 p b | 0 0 0 17 0 0.0
Typists 3 19 22 1 12 13 38 13 342
Clerk
File 1 3 4 1 1 2 7 2 28.5
General 3 19 22 1 7 8 91 8 8.8
Stock 8 3 1 1 6 7 60 7 11.7
Time 2 0 2 1 0 1 2 ) 5 50,0
Billing 0 3 3 1 6 7 33 3 9.1
Shipping 1 0 1 0 0 0 10 0 0.0
Order h 0 1 1 0 1 6 1 16.7
Payroll 0 0 0 0 0 0 9 0 0.0
Selling
Wholesale Salesmen 5 0 5 2 0 2 46 2 4.3

& Actual number of replaceménts during 12-month period, represented by total number newly employed or total
number separated, whichever is smaller,

b Percentage of net turnover is bagsed on average number of employees during l2-month period.
This table should be read as follows: During the 12-month period, 4 new men accountants and 1 new woman

accountant were hired; one man and one woman accountant were separated from their jobs, resulting in a turne
over of 2 accountants, or a 9.1 per cent turnover.



TABLE VI

RATE OF TURNOVER IN EMPLOYEES DURING 12-MONTH PERIOD
(CORCLUDED)

e e T L A T G S e I e T S e S e Ly
- S T AT LA e e LT A S T S S e

Par cent of
Positions — pa——

~Newly Employed _
Men Women ZTotal Men Women Iotal of Emploveeg MM

Selling %?AM)
Retail smen 59 167 226 43 129 172 413 172 41.6
Department Managers 0 1 1l 0 ¢} 0 59 0 0.0
Insurance Salesmen 1 0 1 1 0 b ! 13 1 T:%7
Casghiers 2 21 23 3 17 20 62 20 32,3
Receptionists 0 1l 1 0 1l 1l 2 1 50,0
Switehboard Operators 0 7 7 0 3 3 15 3 20,0 .
Collectors 1l 0 1l 0 0 0 7 0 0.0
Delivery Boys B 0 9 7 0 7 21 7 33,3
Office Boys or Girls 3 0 3 0 0 0 4 0 0.0
Adding Machine Operators 0 0 0 0 0 0 1 0 0.0
I.B,M, Machine Operators 0 3 3 0 1 1 3 1 33.3
Addressing Machine Opr. 0 0 0 0 0 0 1 0 0,0
Calculator Machine Opr, 0 0 0 0 0 o} 14 0 0.0
Comptometer Machine Opr, 0 1 1 0 0 0 5 0 0.0
Mimeograph Machine Opr. 0 0 0 0 0 0 S 0 0.0
Posting Machine Operator 0 3 3 0 2 2 1 2 1.2
Messenger 0 0 0 0 0 0 2 0 0.0
Total 117 330 A47 69 238 307 1,234 302 25

94



TABIE VII
RATE OF TURNOVER IN MEN EMPLOYEES DURING 12-MONTH PERIOD

nge No.
Positions Newly
Employed Separated Mm.
Record Keepers
Accountants 1 20 1 5.0
Bookkeepers 13 4 45 4 8.8
Ledger Clerks 0 8 0 0.0
Edilphuno%ictaphone
Operators 0 0 6 0 0.0
Typists 3 1 2 1 50.0
File 1 1 1 1 100.0
General 3. 1 25 : § 4.0
Stock 8 h 2 53 1 1.8
Time 2 1 1 1 100.0
Billing 0 1 9 0 0.0
Shipping 1 0 11 0 0.0
Order 1 1l 2 1 50.0
Payroll 0 0 1 0 0.0
Selling
Wholesale Salesmen 5 2 46 2 4e3
Retail Salesmen 59 43 198 43 1.7
Department Managers 0 0 50 0 0.0
Insurance Salesmen 1 1 13 & 7.7
Miscellaneoup
Caghiers 2 3 14 2 1,.2
Collectors 1l 0 6 0 0.0
Delivery Boys 9 7 21 7 33.3
Office Boys or Girls 3 0 5 0 0.0
Calculator Mach. Opr. O 0 9 0 0.0
Comptometer Mach, Opr. O 0 0 0 0.0
Mimeograph Mach., Opr. O 0 1 0 0.0
Pogting Machine Opr. O 0 0 0 0.0
Messengers 0 0 2 (o} 0.0
Total 117 69 549 66 12,0

8 Actual number of replacements during 12-month period, represented by
total number of full-time employees or total number separated, which-
ever is smaller.

hPeremtagoormttmmrbasodmammnmberofamployuadm-ing
12-month period.

This table should be read as follows: During the 12-month period, 4 new
men accountants were hired and one was separated from his job, resulting
in a 5 per cent turnover of men accountants.



The largest turnover of men employees was in the retail selling
positions. In this classification of employees, there were 59 newly
employed and 43 separated, making a turnover of 21.7 per cent of the
aversge mumber of men employed in retail selling during the 12-month
perioed,

Rate of Turnover in Women Emploveeg. Table VIII shows that 330
women were newly employed, while 238 were separated from their employment
during the 12-month period. Since there was an average employment of 699
women in the 101 firms considered in this study, and since there was a
turnover of 233, the per cent of turnover of women employees amounted to
33.3 per cent. No attempt was made to determine the causes for the great
turnover of women employees; however, marriage and women returning to
home duties are probably the major factors in the much larger turnover
of women employees over that of men employees.

Minimum Employment Age

Men Employees. As shown in Table IX, of the 16, employers hiring
men, in 6 instances, or in 3,7 per cent of the instances, employers
specified 16 years as the minimum employment age. One employer stated
that he would hire retail salesmen at the age of 16, Four employers
would hire delivery boys at 16 years of age, while one employer would
hire office boys and girls at that age.

Sixty-two employers, or 37,8 per cent of the employers, stated that
18 years was the minimm age at which they would employ men in the various
office and store positions, Twenty-nine employers, or 17,7 per cent of
the employers, reported that they would hire men at the minimum age of

21 years.



TABLE VIII
RATE OF TURNOVER IN WOMEN EMPLOYEES DURING 12-MONTH PERIOD

Pogitions
Employed Separated _Employees
Record Keepers
Accountants 1 1 2 1 50.0
Bookkeepera 37 26 91 26 28.5
Ledger Clerks 1 1 13 3 7.7
Secretarial
Secretaries 21 16 64 16 25,0
Stenographers 18 9 37 9 24,3
Ediphone/Dictaphone
Operators 1 0 11 0 0.0
Typists 19 12 36 12 33.3
Clerks
File 3 1 6 1 16.7
Gensral 19 7 66 7 10,6
Stock 3 6 8 2 37.5
Time 0 0 1 0 0.0
Billing 3 6 25 3 12.0
Order ¢} 0 4 0 0.0
Fayreoll 0 0 8 0 0.0
Selling
Wholesale Salesmen 0 0 0 0 0.0
Retail Salesmen 167 129 21 129 60.2
Department Managers 1l 0 9 11.1
Migcellaneous
Cashiers 21 17 48 17 35.4
Receptionists 1 1l 6 1 16.7
Switchboard Operators 7 3 15 3 20.0
Collectors 0 0 2 0 0.0
Office Boys or Girls O 0 2 0 0.0
Adding Machine Opr. 0 0] 1 0 0.0
I.B,M, Machine Opr. 3 1 4 ! 25.0
Addressing Mach. Opr. O 0 1 0 0.0
Calculator Mach, Opr. O 0 5 0 0.0
Comptometer Mach, . & 0 5 0 0.0
Pogting Machine Opr, 3 2 - 2 14,3
Total 330 238 699 233 33.3

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

meantageofmttmmrhaedonavemgemmharofomploycos during
12-month period,

This table should be read as follows: During the 12-month period, 1
woman accountant was employed and 1 woman accountant was separated from
her job, resulting in a 50 per cent turnover of women accountants.



TABLE IX

MINIMUM EMPLOYMENT AGE OF MEN EMPLOYEES IN
SELECTED OFFICE AND STORE POSITIONS

Number of Employers Reporting Minimum Employment Age
of Male Employees

_ Above
Total 16 17 18 20 21 22 23 25 30 35 35

Position

Record Keepers
Accountants
Bookkeepers
Ledger Clerks

Segretarial Pogitions
Typists
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Total 16, 6 2 6 18 29 3 2 21 17 1 3

ﬁmmmwaw
Total Positions 100. 3.7 1.2 37.8 11,017.7 1.8 1.212.810.4 .6 1.8

This table should be read as follows: BEighteen years is the minimum age
required by one employer whe hires accountants., One employer specified 20

years and two employers require 21 years as the minimum age at which they
will hire new men accountants.
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Women Employeegs. The total number of instances in which employers
reported hiring women in the various office and store positions was 285?
as indicated by Table X, In 6 instances, employers reported that they would
hire women at the age of 16 years; five of these instances were in retail
selling and one m in the position of office girl,

In 140 instances, or in 49.1 per cent of the total responses, employers
stated that 18 years of age was the minimum age at which they would hire
women, In 53 cases, or in 18,6 per cent of the instances, employers stated
that 20 years was the minimum age at which they would hire women.

In 66 instances, or 23.2 per cent of the total responses, employers
stated that they would not employ women under 21 years of age.

Digtribution of Jobg Held by Men Employees

According to Minimmm Age Reguirements Specified by Employers
Of the 563 jobs in this study held by 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 minimum age at which they would hire men, Two
hundred sixty-three men, or 46.7 per cent of the men employees included
in the study, were employed in positions for which the employer apecified
a minimum employment age of 18 years. |

Four hundred thirty men, or 76.4 per cent of the 563 men employees
included in this study, were employed in positions for which the employer
gspecified a minimm age of from 16 to 21 years, inclusive.

Digtribution of Jobg Held by Women Employeeg

According to Minimum Age Reguirements Specified by Emplovers
Table XII shows that the largest nmumber of positions held by women

was in the minimum age group of 18 years, in which there were 435 women
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TABIE X

MINIMUM EMPLOYMENT AGE OF WOMEN EMPLOYEES IN
SELECTED OFFICE AND STORE POSITIONS

Number of Employers Reporting Minimumm Employment Age
of Femgle Employeeg

Position
Above
Total 16 17 18 19 20 21 22 23 25 30 30
Record
Accountants 2 , 2
Bookkeepers 51 16 1 16 8 2 ¥ § 1
Ledger Clerks 22 13 4 2 2 1
Secretarial
Secretaries 37 1 13 1 11 6 1 3 1l
Stenographers s & 3 7 1 8 3 1
Typists 13 10 1 2
Ediphone/Dictaphone
Operators ; S 1
Clerks
Filing 5 5
General 25 16 1 4 : & 1 2
Order 2 1 1
Stock A 2 1 1l
Billing 17 10 3 1l 2 1
Time 1 1
Payroll 5 3 2
Wholesale Salesmen O
Retall Salesmen 2 5 12 2 2 1 2
Department Managers 3 1 1 ; 3
Miscellaneous
Cashiers 22 1 11 1 2 A 1 1 1
Receptionists 5 1 3 1
Telephone Operators 10 10
Collectors - 2
I.B.M. Machine Opr. 4 1 1 2
Posting Mach, Opr. 2 1l 1
Office Girls 2 X 1
Adding Machine Opr. 1 1
Calculator Mach. Opr.l 1
Comptometer Opr. 2 1 1
Addressing Mach., Opr.l 1
Total 285 6 4 40 16 53 31 3 6 19 A 3

i’eruntago of
Total Positions 100.0 2.1 1.4 49.1 5.618.610.9 1. 2.1 6.7 1.4 1.

This table should be read as follows: Two employers specified that 25 years
of age was the minimum age required of new women accountants.



TABIE XI

DISTRIBUTION OF JOBS HELD BY MEN EMPLOYEES ACCORDING TO
MINIMUM AGE REQUIREMENTS SFECIFIED BY EMFLOYERS

Position

Record Keeping
Accountants 21

Bookkeepers 49
Ledger Clerks 7

Secrotarial
Typists

Vi3 N
o R
=1

w
o
n

File
General
Payroll
Stock
Time
Billing
Shipping
Order

NS@H*HRH

NP~ f:'l
WM~V

HEHEN N M

Selling

Wholesale Salesmen
Retail Saleamen
Department Managers
Insurance Salesmen
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Cashiers

Delivery Boys
Office Boys
Collectors
Calculator Mach., Opr.
Messengers

Ediphone Operators
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Total

2
1 1 1
3
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10 6 263 8 63 6 12 61 35 19

8

Percentage of
Total Positions 100. 2.0 1,06 46.7 15,6 11,2 1,0 2.1 10.8 6.2 3.5

This table should be read as follows: Eighteen years is the minimum age
requirement for new men employees in 2 positions held by men accountants.



33

TABLE XII

DISTRIBUTION OF JOBS HELD BY WOMEN EMPLOYEES ACCORDING TO
MINIMUM AGE REQUIREMENTS SPECIFIED BY EMPLOYERS

FoulUion  gota1 19 20 21 22 23 25 30 35
Aecmm%&m 2 2
Bookkeepers 96 46 2 18 9 3 3 15
Ledger Clerks 13 10 3
Secretarial
Secretaries 66 1 3% 1 12 8 L 3 1
Stenographers 41 17 2 15 5 2
Typists 39 35 2 2
Ediphone/Dictaphone

Operators 11 10 5 8
Time 1 1
Filing 7 7
General 72 58 > 1 5 1 5 2
Order FA 3 X 1 2
Stock 6 3 1 1 1l
Payroll 8 6 2
Billing 23 20 2 1 1
sSelling
Retail Salesmen 233 23 131 69 2 2 2 4
Department Managers 9 1 i 5 2
Cashiers 5 1 6 17 3 7 10 1 3 2
Receptionists 6 5 1l
Switchboard Operators

17 1 3

Collectors 2 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 i
Calculator Operators 5 5
Comptometer Opr. 5 4 1
Addressing Mach.

Operator 1 d

Total 738 25 7 435 16 10 48 9 8 31 13 6

Per cent of
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 follows: Eighteen years was the minimum age
required for new women employees in 46 positions held by women bookkeepers.



34

employed in the various office and store positions, This means that 59
per cent of the women employees were employed in positions in which the
minimm age of employment was 18 years,

Sixty-three per cent of the women, or 467 of the women included in
this study, were employed in positions for which the employer specified
a minimum employment age of 18 years, Of this number, 154 were employed
in retail sales positions.

From the data in Tables XI and XII, it appears that the opportunities
for employment of girls are greater than for boys at the age of 18 years

or under,

Experience Requirements for New Employees in

Yarious Ivpes of Pogitlons as Specified by Employers
In interpreting Teble XIII, it should be noted that each employer

was counted as a separate employer each time he supplied data concerning
experience requirements for new employees in any of the positions listed.

Data concerning the experience requirements for new employees in
the various types of positions as specified by employers are shown in
Table XIII,

Fifteen employers, or 93.8 per cent of the employers who hire
accountants, require experience of new employees in positions held by
accountants. One of the employers did not require experience of new
employees hired as accountants.

Of the 437 instances in which employers expressed responses, in
226 cases, or in 51,7 per cent of the total, employers reported that
experience was required of new employees hired in the various office and
store positions. In 211 cases, or in 48.3 per cent of the total responses,
employers included in this study did not require experience of new employees.
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TABLE XIII

EXPERIENCE REQUIREMENTS FOR NEW EMPLOYEES IN
VARIOUS TYFES OF POSITIONS AS SFECIFIED BY EMPLOYERS

Number of Number of
Position
Record Keeping
Accountants 16 100 15 93.8 : | 6.2
73 100 48 65.8 25 34.2
Ledger Clerks 13 100 8 62,0 5 38.0
Secretarial
Secretaries 37 100 26 70.3 11 29,7
Stenographers 21 100 9 42.9 12 - 57.1
Ediphone/Dictaphone Opr. 2 100 1 50.0 1 50.0
Typists 15 100 2 13.3 13 86.7
Clerk
Filing 6 100 1 16.7 5 83.3
General 31 100 8 25.8 23 742
Stock 19 100 6 3.6 13 68.4
Order 4 100 1 25.0 3 75.0
Payroll 5 100 : 3 20.0 4 80.0
Time 3 100 1 33.3 2 66.7
Billing 2 100 3 13,6 19 86.4
Shipping 5 100 3 60.0 2 40.0
Selling
Wholesale Salesmen 9 100 7 78.0 2 22.0
Retail Salesmen 56 100 32 57.1 24 42.9
Department Managers 19 100 17 89.5 2 10.5
Insurance Salesmen 1 100 1 100.0
Migeellaneous
Cashiers 27 100 21 78.0 6 22,0
Collectors 5 100 A 80.0 1 20,0
Receptionists 5 100 2 40.0 3 60.0
Office Boys or Girls 5 100 3 100.0
Switchboard Operators 10 100 1 10.0 9 90.0
I.B.M. Operators 4 100 3 75.0 1 25.0
Posting Machine Operators 2 100 2 100.0
Adding Machine Operators 3 100 1l 100.0
Comptometer Operators 2 100 2 100.0
Calculator Operators 4 100 1 25,0 3 75.0
Addresging Machine Opr. b & 100 1 100.0
Mimeograph Operators b 100 i 3 100.0
Megsengers 2 100 2 100.0
Delivery Bovg il 100 11 100.0
Total 437 . 226 211
Per cent of Total Positions 100 5.7 48.3

This table should be read as follows: Fifteen, or 93.8 per cent, of the
enployers require experience of new emplcycas in positions held by accountants,
One, or 6.2 per cent, of the employers d~ not require experience of new
employees hired as accountants. _



Digtribution of Full-time Pogitions According to
Minimim Experience Requirements for New Employees

Data in Table XIV show the number of positions held by employees in
the various office and store positions according to the experience require-
ments placed on new employees, im & total of 437 instances in which
employers stated experience req\ﬁrements for the warious positions,

Table XIV shows that 545 men and women employees, or 41.9 per cent
of the men and women, were employed in the :arious office and store pﬁsi-
tions in which employers stated that experience was required of new
employees.

Seven hundred fifty-six men and women, or 58.1 per cent, were
employed in positions in which the employers stated that experience was
not required of new employees in the various office and store positions,

The largest mumber of employees in the study were employed as retail
galesmen., One hundred fifty-four employees, or 35 per cent of the total
number reported, were working in selling positions in which the employers
specified that experience was required of new employees. There were 286
men and women employed as retail salesmen in positions for which employers

did not require experience of new employees.

Experience Requirementg Specified by Employers for New Men Employees

in Various Iypes of Pogitiong
The data in Table XV show that experience was required in 14 instances,

or in 100 per cent of the inatances in which employers hire men accountants.
In 17 instances, or in 77.3 per cent of the instances, employers required
experience of new employees; while in 5 instances, or in 22,7 per cent of
the instances, employers did not specify experience as a requirement for
employment of new men bookkeepers.



TABLE XIV

DISTRIBUTION OF FULL-TIME POSITIONS ACCORDING TO
MINIMOM EXPERIENCE REQUIREMENTS FOR NEW EMPLOYEES

Positions Positions

Position Total Experience Experience Not
Number Per ceant HNumber PFPer cent Number Per cent
Record Keeping
Accountants 23 100 13 56.5 10 43.5
Bookkeepers 145 100 YA 4.1 8l 55.9
Ledger Clerks 20 100 11 55.0 9 45.0
Secretaries 66 100 50 75.8 16 24,2
Stenographers JAR 100 13 n.7 28 68.3
Ediphone/Dictaphone Opr. 17 100 16 94.1 1 5.9
Typists 42 100 2 4.7 40 95.3
Clerk ‘
Filing 8 100 1 12.5 7 87.5
General 98 100 10 10.2 88 89.8
Stock 62 100 9 14.5 53 85.5
Time 2 100 2 100.0
Shipping 10 100 3 30.0 7 70.0
Order 6 100 2 33.3 4 66.7
Payroll 9 100 4 IV A 5 55.6
Selling
Wholesale Salesmen 47 100 36 77.0 1 23.0
Retail Salesmen 440 100 154 35.0 286 65.0
Department Managers 59 100 58 98.3 1 1.7
Insurance Salegmen 13 100 13 100.0
Migoellapeoug
Cashiers 63 100 47 4.6 16 25.4
Collecters 7 100 4 57.1 3 42.9
Delivery Boys 22 100 22 100.0
8 2 100 2 100.0
Office Boys er Girls 5 100 5 100.0
Switchboard Operators 17 100 3 17.6 1 82.4
I.B.M. Operators 4 100 4 100.0
Pogting Machine Operators 14 100 7 50.0 7 50.0
Adding Machine Operators 1 100 1 100.0
Calculator Operators 1 100 i & § 79.0 3 21.0
Comptometer Operators 5 100 5 100.0
Addressing Machine Opr. 1 100 1 100.0
lﬂmo;paph Operators 1 100 : 3 100,0
Total 1,301 545 756
100 41.9 58.1

Per cent of Total Positions

This table should be read as follows: Of the 23 positions for accountants,
13, or 56.3 per cent, of the new employees were required to have experience.



TABIE XV

EXPERIENCE REQUIREMENTS SPECIFIED BY EMPLOYERS FOR MEW MEN EMPLOYEES
IN VARIOUS TYFES OF POSITIONS

Employers Not
Fosition _m—rum _W_ _ Experience
- Bumber Per cent Number cent Number Per cent
Record Keeping
Accountants 1 100 14 100.0
Bookkeepers 2 100 17 71.3 5 22,7
Ledger Clerks 3 100 1 33.3 2 66.7
Ediphma%ictaphono Opr. 1 100 1 100.0
Typists 2 100 2 100.0
Clerical
File 1 100 1 100.0
General 6 100 1l 16,7 5 83.3
Stock 15 100 5 33.3 10 66.7
Time 2 100 1 50.0 1 50.0
Billing 5 100 1 20.0 4 80.0
Shipping 5 100 3 60.0 2 40.0
Order 2 100 1 50.0 1 50.0
Selling
Wholesale Salesmen 9 100 7 77.8 2 2.2
Retail Salesmen 32 100 2 75.0 8 25.0
Department Managers 16 100 1 87.5 2 12,5
Insurance Salesmen 1l 100 1 100.0
Migcellaneous
Cashiers 5 100 3 60.0 2 40.0
Collectors 3 100 2 66.7 1 33.3
Delivery Boys 11 100 11 100.0
0ffice Boys 3 100 3 100.0
Calculator Operators 3 100 1 33.3 2 66.7
Mimeograph Operators s 100 : & 100.0
Messengers 2 100 2 100.0
Total 164 98 66
Per cent of Total Employers 100 59.8 40.2

This table should be read as follows: In 14 instances, or 100 per cent of the

instances in which employers hired men accountants, employers required experi-
ence of new men accountants.
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Of the 16/ instances in which employers reported men employees, in
98 cases, or in 59.8 per cent of the cases, employers required experience
of new men employees; while in 66 instances, or in 40,2 per cent of the
casesa, the employers did not require experience of new men employees.

In preparing Table XV, each time an employer supplied data concerning
experience requirements for new employees in any of the positions listed,

the response was tabulated as a separate instance.

Experience Reguirements Specified by Employers for
New Women Emplovees in the Various Iypes of Positions

Table XVI shows the experience requirements for new women employees
as specified by the employers who were interviewed for this study. As
in Table XV, each time an employer supplied data concerning experience
requirements for new employees in any of the positions listed, the
response was tabulated as a separate instance.

Of the 273 instances in which employers reported women employees, in
128 cases, or in 46.9 per cent of the cases, employers required experience
of new women employees; while in 145 instances, or in 53.1 per cent of the
cases, the employers did not require experience of new women employees,

In 31 instances, or in 60.8 per cent of the total instances in which
employers hired women bookkeepers, employers required experience of new
bookkéepe_ra; while in 20 instances, or in 39.2 per cent of the instances,
employers did not require experience of new women bookkeepers. In 26
cases, or in 70.3 per cent of the instances in which employers hired
secretaries, employers required experience of new secretaries; while in
11 cases, or in 29,7 per cent of the cases, employers did not require
experience of new employees.

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

employers hired cashiers, employers stated that they required experience



TABLE XVI

EXFERIENCE REQUIREMENTS SPECIFIED BY EMPIOYERS FOR NEW WOMEN EMPLOYEES
IN VARIOUS TYPES OF POSITIONS

Employers E:mlt;;mlwt

Pogitions Total Requiring Requiring
—tuploverg = __ Experience = ___ Exporience
Humber Per cent Number Per cent Number FPer cent
Record Keeping
Accountants 100 i 50.0 1 50.0
Bookkesepers 51 100 31 60.8 20 39.2
Ledger Clerks 10 100 7 70.0 3 30.0
Secretarial
mﬂ 37 ]m % ?0.3 11 29.?
Stenographers 21 100 9 42.9 12 57.1
Ediphone/Dictaphone Opr. 1 100 3 100.0
13 100 2 15.4 11 8.6
File 5 100 5 100,0
General 25 100 7 28.0 18 72.0
Stock 4 100 1 25.0 3 75.0
Time 1 100 1 100.0
Billing 17 100 2 11.7 15 88,3
Order 2 100 2 100.0
Payroll 5 100 1l 20,0 4 80.0
Retail Salesmen 24 100 8 33.3 16 66.7
Department Managers 3 100 3 100.0
Miscellaneoug
Cashiers 22 100 18 81.8 4 18,2
Receptionists 5 100 2 40.0 3 60.0
Switechboard Operators 10 100 ; ¢ 10.0 9 90.0
Collectors 2 100 2 100.0
Office Girls 2 100 2 100.0
Adding Machine Operators 1 100 s 1 100.0
I.B.M, Operators A 100 3 75.0 i 2 25,0
Addressing Machine Opr. 1l 100 1 100.0
Calculator Operators 1 100 1l 100.0
Comptometer Operators 2 100 2 100.,0
Posting Machine Operators 2 100 2 100.0
Total 273 128 145
Per cent of Total Employers 100 46.9 53.1

This table should be read as follows:

In 1 instance, or in 50 per cent of the
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of new cashiers; while in 4 instances, or in 18.2 per cent of the instances,
employers did not require experience of new cashiers.

From the data in Tables XV and XVI, it appears that the opportunities
for employment of women without experience are greater than for men without

experience.

Number of Employers Specifying Certain Minimum Education Reguirements

for New Emplovees
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 for new employees in any of the positions listed.

It was found that in only 11 instances would employers hire employees
that had an eighth-grade education or less. In 24 instances, or in 5.5
per cent of the responges, employers stated that they would not hire new
employees unless they had a minimum of 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 of the instances, employers
specified that new employees must have at least one year of college
training, In 37 instances, or in 8,4 per cent of the cases, employers
specified new employees must have a minimum of 2 years of college training.
Pogitions with this requirement included accountants, beokkeepers, ledger
clerks, secretaries, file clerks, payroll clerks, wholesale and retail
salesmen, department managers, IBM machine operators, and collectors.

In 14 ingtances, or in 3.2 per cent of the instances, employers
specified that new employees must be college graduates. These instances
included the following positions: Accountants, bookkeepers, and depart-

ment managers.
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TABLE XVII

NWUMBER OF EMFLOYERS SPECIFYING CERTAIN MINIMUM EDUCATION REQUIREMENTS
FOR NEW EMPLOYEES
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Of the 437 instances in which employers reported certain minimum
education requirements, in 116 cases, or in 27 per cent of the cases,
employers required a minimum of a business college education.

Distribution of Employeeg According o the Minimum Education Reguirements

for New Men Employees in Various Iypeg of Pogitions
Table XVIII shows that of the 563 men employees who held positions,

a total of 16 men, or 2.8 per cent of the men, held positions in which
employers stated that a sixth-grade education was the minimum level of
education at which they would hire men. Three hundred thirty-nine men,
or 60.2 per cent of the men employed in office and store positions, held
positions for which a new employee was required to be a high school
graduate. Fifty-nine men, or 10.4 per cent of the men, held positions
which required at least 2 years of college training; aad 18 men, or 3.2
per cent of the men, held positions which required a college degree of
new employees, For 66 men, or 12 per cent of the men, a new employee was
required to have a business college education. -
It is interesting to note that out of the 207 retail sales positions
available to men employees, only 16, or 2.8 per cent, were positions in
 which new employees were required to have but a sixth-grade education;
while 180 positions, or 87 per cent of the positions, were positions in
vhich new employees were required to have a minimm of a high school edu~
cation; and 6 positions, or 3 per cent of the positions, were positions
in which new employees were required to have a minimm of 2 years of

college training.
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TABLE XVIII

DISTRIBUTION OF EMPLOYEES ACCORDING TO THE MINIMUM EDUCATION REQUIREMENTS
FOR NEW MEN EMPLOYEES IN VARIOUS TYFES OF POSITIONS

~ __ Grade  _High Sohool __ College  Business

—losition ___ Total © g 10 12 i 2 4 Collece
Record Keeping
Accountants 2 2 8 11
Bookkeepers 49 5 23 4 17
Ledger Clerks 7 2 5
Ediphone/Dictaphone

Operators 6
Typists 3 3
Clerical
Filing 1l 1
General 26 20 6
Stock 56 2 37 16 1
Time 1 1
Billing 8 1 3 L
Shipping 10 7 3
Order 2 2

Payroll 1 1
Selling
Wholesale Salesmen A7 2 27 13 5
Retail Salesmen 207 16 180 5 6
Department Managers 50 30 12 6 9
Insurance Salesmen 13 13

Cashiers 13 9 4
Collectors 5 2 3
Delivery Boys 22 1 7 4

Office Boys 3 3
Calculator Operators 9 9

Mimeograph Operator 1 1
Meggengers 2 2

Total 563 16 1 46 339 5 59 18 66
Per Cent of

This table should be read as follows: Of the 21 positions held by men
accountants, 2 men had at least 2 years' college training, 8 accountants had
4 years' of college, and 11 had a business college education.
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Distribution of Emplovees According o the Minimum Education Requirements
for New Women Enployees in Various Iypes of Positions

Four hundred ninety-eight women, or 67.5 per cent of the total women
employees included in this study, held positions in which new employees
were required to be high school graduates.

Retail selling éositiona for women outranked other types of positions
for women, as they did for men employees.

Table XIX shows that nine women, or 1.2 per cent of the women sales
ladies, were employed in positions for which there was a minimum require-
ment of a sixth-grade education. In 32 positions, an eighth-grade education
was specified as a minimm education requirement; while in 190 of the
retail sales positions, a high school education was required of new women
employees. In only 2 positions were sales ladies required to have at

least 2 years of college ‘ém.tnj.ng.

Number gnd Percentage of Employees Performing Selected Duties in
Yarious Ivpes of FPogitlons
Since a large number of business firms in Enid are small, the employees

are required to perform a number of different duties. Table XX shows the
number and percentage of employees performing selected duties in the
various types of positions, |

Of the 1,301 full-time employees included in this study, 706 employees,
or 54.2 per cent of the employees, type as & part of their duties; 475
employees, or 37.1 per cent of the employees, file; 122 employees, or
9.4 per cent of the employees, take dictation and transcribe their notes;
420 employees, or 32.2 per cent of the employees, apply a knowledge of
bookkeeping principles and practices; and 695 employees, or 53.4 per cent
of the employees, sell as part of their duties.



TABLE XIX

DISTRIBUTION OF EMPLOYEES ACCORDING TO THE MINIMUM EDUCATION REQUIREMENTS
FOR NEW WOMEN EMPLOYEES IN VARIOUS TYPES OF POSITIONS

mer Jm.mi_ — Golloge  business

—tpadldon 2 4L College
Record Keeping
Accountants 2 1 1
Bookkeepers 9% 37 2 38
Ledger Clerks 13 5
Secrotarial
Secretaries ﬁ g 2 49
Stenographers 30
Ediphone/Dictaphone
Operators 11 1
Typists 39 35 4
File 7 5 2
General 72 62 10
Stock 6 5 1
Time 1 1
Billing 23 23
Order 4 4
Payroll 8 8
Selling
Retail Salesmen 233 9 32 190 2
Department Managers 9 7 2
Migcellaneoug
Cashiers 50 47 1 2
Collectors 2 1 1l
Receptionists 6 6
Switchboard Opr. 17 1 16
Office Girls 2 2
Adding Machine Opr. 1 1
I.B,M, Machine Cpr. 4 2 2
Addressing Mach., Opr. 1 5
Calculator Operators 5 5
Comptometer Operators 5 5
Posting Machine Opr. 14 9 5
Total 78 9 33 498 28 1 169
Per Cent of
Total Positions 100. 1.2 beds 67.5 4.0 1 22.8
This table should be read as follows: Of the 2 positions held by women accoun-
tants, one woman had 4 years' college training and 1 had a business college

education.



_ TABLE XX
NUMBER AND PERCENTAGE OF EMPLOYEES PERFORMING SELECTED DUTIES IN VARIOUS TYPES OF POSITIONS

Apply
Knowledge
of
Take Bookkeeping
; Dictation Principles
Total and and
Iype File Eractices —thh
Positions No, Per No, Per No. Per No, Per No. Per No, Per
Cent, —Sent Cent Cent Cent Cent
Record Keeping
Accountants 23 100 15 65,2 9 39.1 23 100. 2 8.7
Bookkeepers 145 100 132 91,0 101 69.6 145 100. N 2.4
Ledger Clerks 20 100 20 100.0 12 60.0 20 100. 3 15.0
S
Secretaries 66 100 66 100. 66 100. 66 100, 57 86.3
Stenographers 41 100 41 100, 41 100, 41 100, 23 56.0
Ediphone/Dictaphone
Operators 17 100 17 100. 12 T,
Typists 42 100 42 100, 39 92.9 7 16,7
File 8 100 8 100, 8 100. 2 25.0
General 98 100 98 100. 83 8,.6 15 15.3 72 T73.4 33 33.7
Time 2 100 2 100, 2 100
Stock 62 100 39 63,
Billing 31 100 31 100. 12 39.0
Shipping 10 100 3 20
Order 6 100 L 66,7 3 50,0 6 100.
Payroll 9 100 9 100. 9 100, 9 100,

This table should be read as follows: Fifteen of the 23 accountants, or 65,2 per cent of the accountants, had
typing duties; 9, or 39.1 per cent, did filing; 23, or 100 per cent, applied the knowledge of bookkeeping
principles and practices; and 2 accountants, or 8,7 per cent of the accountants, did some selling.

g



TABLE XX

NUMBER AND FERCENTAGE OF EMPLOYEES PERFC!?(IM SEIE)}TED DUTIES IN VARIOUS TYFES OF POSITIONS
CONCLUDED

Enployeea . o T -t Fractices —ll
Positions No, Per No, Per No, Per No, Per No. Per No. Per
Sent Cent Cent Cent ~Cent Sent
Selling
Wholesale Salesmen 47 100 22 46,8 13 27.7 47 100,0
Retail Salesmen 440 100 39 8.8 27 6,1 29 6.6 440 100.0
Department Managers 59 100 32 5442 40 68,1
Insurance Salesmen 13 100 10 77.0 3 231 13 100.0
Cashiers 63 100 21 24,0 11 17.5 13 20.6 L8 76,2
Receptionists 6 100 3 50,0 5 83.3
Svitchboard Operators 17 100 4L 24,0 2 12,0
Collsctors 7 100 5 .4 3 42,9
Delivery Boys 2 100 11 50,0
Office Boys and Girls § 100 3 60,0 2 40.0
Adding Machine Opr. 1 100 1 100.0
I,B.M, Machine Opr, 4 100 4 100,0 4 100,0 3 75.0
Addressing Machine Opr. 1 100 1 100.0 1 100.0
Calculater Operators 14 100 1, 100.0 9 64,2 3 2.4
Comptometer Operators 5 100 5 100,0 3 60,0
Mimsograph Operators 1 100 1 100.0 1 100.0
~Jesgengers 2....100
Total 1,301 706 475 122 420 695
Per Cent of
Total Employees 100 5442 37.1 94 32,2 534
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It is interesting to note that over 50 per cent of the employees
included in this study do some typing and some selling as a part of the
duties of their job. This indicates that students planning to obtain
employment in Enid should learn to type and sell,

Lypes of Machines Operated by Employees
The importance of training students to operate business office machines

is shown, to some extent, in Table XXI, Of the 1,301 employees included
in this study, 636 employees, or 48.8 per cent of the employees used adding
machines; 531 employees, or 40.8 per cent used caleulators; cash registers
were used by 357 employees, or 27.4 per cent of the employees; while the
comptometer was used by only 5 of the employees of the atudy.

The bookkeepif:g machines were used by 81 employees, or 6.2 per cent of
the employees. The cash registers were used by 357 employees, or 27.4 per
cent of the employees; the check writers were used by 105 employees, or
8.1 per cent of the employees; the mimeographs were used by 49 employees,
or 4 per cent of the employees; the liquid process duplicating machines
were used by 38 employees, or 3 per cent of the employees; the Ediphones
and Dictaphones were used by 46 employees, or 4 per cent of the employees;
while 69 employees, or 5.3 per cent of the employees used the addressing
machines,

As is shown by Table XXI, some of the business machines listcd were
not used by a large nmumber of employees; however, it appears that students
plan:’nz to enter the types of positions listed in this study should learn
to operate the most commonly used types of machines listed ‘n Table XXI.

Table XXI indicates that it is especially important for the students
who are plamning to be secretaries and stenographers to learn to use the
adding machines, calculators, cash registers, check writers, mimeographs,

dictaphone and Ediphones, and addressing machines.



TABLE XXI
NUMBER AND FERCENTAGE OF EMPLOYEES OPERATING MACHINES IN VARIOUS TYFES OF POSITIONS

sloges  Nehige Galauleter achime = merist
~aghine
Positions H No, Per No, Per %W No. Per No.
Gent, Cent, Cent Coutt Cent, Qent

Record Keeping

Accountants 23 100 12 52.2 23 100.0 5 22,0 2 8.7
Bookkeepers 145 100 145 100,0 145 100,0 59 40,6 61 42,0
Ledger Clerks 20 100 20 100.0 20 100.C 6 30.0
Secretaries 66 100 10 15.2 52  79.0 ' 5 8.0
Stenographers 41 100 18  44.0 21 51,2 3 7.3
Ediphone/Dictaphone Opr. 17 100 5 29.4 3 60,0

Typists 42 100 30 7M. 17 40.5

File g 100 1 12,5

General 98 100 41 41.8 37 38.0

Time 2 100 2 100 2 100

Stock 62 100 L6 T2 2, 39,0

Billing A1 100 20 65,0 27 871 19 61,2
Shipping 10 100 2 20,0 3 30.0
Order é6 100 1 16.7 5 83,3 L 66,7
Payroll 9 100 3 33.3 6 66,7
Selling

Retail Salesmen 440 100 157 35.6 67 15,2 143 33.0
Departnent Managers 59 100 50 85.0 23 39.0 AT  46.1
Insurance Salesmen 13 100 7 53.8 3 231 6 46,2

This table should be read as follows: Twelve, or 52,2 per cent, of the 23 accountants operated adding machines;
23 or 100 per cent operated caleculators; 5 or 22 per cent operated bookkoeping machines; 2, or 8_.7 per cent,
operated cash registers; and 13 accountants, or 57 per cent of the accountants, used the check writing machines.




TABLE XXI

NUMBER AND PERCENTAGE OF EMPLOYEES OFERATING MACHINES IN VARIOUS TYPES OF POSITIONS

Insurance Salesmen

(GOM‘INI@)
Check Tiquid Dictaphone  Addressing %
Positions No, Per No. No, Per No. g No,  Per
Cent Cent Cent Cent Cent

Record Keeping
Aceountants 13 57.0
Bookkeepers 43 30.0 A L.k
Ledger Clerks 3 15,0 5 25,0
Secretarial
Secretaries 17 29,0 12 18,1 16 24.2 15 23,0
Ediphone/Dictaphone Opr, 17 100.0
Typists 11 26,2 13 31.0
File
General 16 16,3 24 2445 1 1.0
Time
Stock
Billing 21 68,0
Shipping
Order
Payroll 6 66,7
Wholesale Salesmen
Retail Salesmen
Department Managers 5 85




TADLE AAL

NUMBER AND PERCENTAGE OF EMPLOYEES OPERATING MACHINES IN VARIOUS TYPES OF POSITIONS

(CONT INUED)
Total Adding Bookkeeping Cash
Position No, % No, % No. gu- No, Per No, % No. E
Cent Cent Cent Cent Cent Cent

Migcellaneoug
Cashiers 63 100 24 38,0 39 62,0 51 81,0
Receptionists 6 100 2 33.3
Switchboard Operators 17 100 1 5.8
Collectors 7 100 2 29.0 3 42,8
Delivery Boys 22 100 '
Office Boys/Girls 5 100 3 60.0
Adding Machine Operators 1 100 1 100.0
I,B.M, Machine Operators 4 100 3 75.0 2 50.0 1 25.0
Addressing Machine Opr, 1 100
Calculator Operators 1, 100 8 57.1 14 100.0
Comptometer Operators 5 100 1 20.0 2 40,0 5 100.0 2 40,0
Mimeograph Operators 1 100 1 100.0
Posting Machine Opr, 1, 100 9 64.2 12 86.0 14 100.0 3 2.4
Messongers 2 100

Total 1,301 636 531 5 a 357
Per Cent of
Total Employees 100 48,8 40.8 o3 6.2 27.4




TABLE XXI
NUMBER AND FERCENTAGE OF EMPLOYEES OFERATING MACHINES IN VARIOUS TYFES OF POSITIONS

(CONCLUDED )
Check Liquid Dictaphone Addressing
Positiona No. % No, Eu No, Per No, Per No, Per
Cent : Cent Cent Cent Cent
Yigeallaneous
caihi‘r’ 16 2503
Receptionists
Switchboard Operators
Collectors
Delivery Boys

Office Boys/Girls

Adding Machine Operators

I,B,M, Mazchine Operators

Addressing Machine Opr. 1 100.0 1 100.0 1 100.0
Caleulator Operator

Louptometer Operator

Mimeograph Operator 1 100.0 1 100.0
Pogting Machine Opr.
Messengers
Total 105 49 : 38 46 69
Per Cent of

Total Employeea 8.1 4.0 3.0 4.0 5.3




CHAPTER III

RECORD KEEPERS

Number of Record Keepers

Table XXII shows that 188 full-time record keepers and 9 part-time
record keepers, 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; L9 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 primarily 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 the positions listed. On this
basis, ﬁhe data presented in Table XXIII show that men were preferred in
23 instances, or in 22.5 per cent of the total number of expressed
preferences for record keepers. Women were preferred in L0 instances,
or in 3%9.3 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 keeperse.
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Pogitiong

Accountants 21 2 ) 3 n 2 2 24

Bockkeepers 49 96 1 7 50 103 153

Ledger Clerks 7 13 7 13 20
Total 77 111 2 4 79 1.8 197

This table should be read as follows: The 10l business firms in Enid
included in this study employed 197 record keepers., Of this total, 21
men and 2 women were employed as full-time accountants; one man was
employed as a part-time accountant, A total of 22 men and 2 women, or
2/, accountants, were employed by the 10l business firmg interviewed.

TABIE XXIII

EMPLOYERS' PREFERENCES F(R
MEN AND WOMEN RECORD KEEFERS

Total fh:n Women No
Posttions o B e i e e
Cent Cent Cent Cent
Accountants 16 100 10 62.5 2 12.5 4L 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 2.5 40 39.3 39 38.2

This table should be read as follows: Of the 16 employers hiring
accountants, 10, or 62,5 per cent, preferred men accountants; 2, or 12.5
per cent, preferred women; and 4, or 25 per cent, had no preference
whether their accountants were men or women,



Gain in Employment of Record Keepers
Table XXIV shows that during the 12-month period, August, 1948, to

August, 1949, 57 new record keepers were employed. Of this number, 18
were men and 39 were women, Five men and 28 women, or a total of 33
record keepers were separated from their jobs, This resulted in a gain
of 24 record keepers; of which 3 were accountants, 20 were bookkeepers,
and 1 was a ledger clerk.

Rate of Turnover in Record Keepers
An average of 176 record keepers were employed in Enid by the 101

firms during the 12-month period of this study. As is showm in Table XXV,
57 record keepers were newly employed and 33 were dropped from the payroll;
therefore, there was a turnover of 33 record keepers during the 1l2-month
period of this study. The 33 person turnover represents a 19 per cent
turnover of the 176 average number of record keepers employed during the
12-month perioed.

Five accountants were hired and 2 were dropped from the payrolls.
There was, therefore, a turnover of 2 accountants, or 9.1 per cent of the
average number of accountants for the 1l2-month period. Since 50 book-
keepers were hired and 30 were dropped from the payrolls, there was a
22,2 per cent turnover in the bookkesepers employed in Enid by the firms
included in the study.

Two ledger clerks were newly employed and one was separated from his
employment; therefore, there was a 5 per cent turnover of ledger clerks,

Rate of Iurnover in Men Record Keepers
Table XXVI shows that the rate of turnover for men record keepers

was 7 per cent, Eighteen men were newly employed and 5 were separated
from employment during the 12 months, Table XXVI also shows that there



TABLE XXIV

GAIN IN EMFLOYMENT OF RECORD KEEIPERS
DURING 12-MONTH PERICD

Total 18 39 57 5 28 33 24,

This table should be read as follows: men and 1 woman, or 5
accountants were newly employed during the period of August, 1948, to
August, 1949. One man and 1 woman, cr 2 accountants were seperated from
their positions as accountants making a gain of 3 accountanta.

E

TABIE XXV

RATE OF TURNOVER IN RECORD KEEPERS

Accountants A 1 5 1 1 2 22 2 9.1
Bookkeepers 13 37 50 L 26 30 135 30 22.2
Ledger Clerks 1 i 2 1 1 20 1 5,0

Total 18 39 57 5 28 33 176 33 19.0

@ pctual number of replacements during 12-month period, represented by
total newly employed or total separated, whichever is smaller,

bPament.aga of npt turnover based on average mumber of employees during
12-month pericd.

This table ghould be read as follows: Five new accountants were hired
and 2 were separated from their jobs, resulting in a 9.1 per cent turnover.
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was a 5 per cent turnover in men accountants; an 8,8 per cent turnover in

men bookkeepers; and no turnover in men ledger clerks.

Rate of Turpover in Women Record Keepers
The turnover for women record keepers was much greater than for men

record keepers. Table XXVII indicates a turnover of 28 women record
keepers, or 26,4 per cent of the average number of 106 women record keepers
employed by the firms included in the study during the 12-month period.
There was a turnover of 50 per cent of the women accountants, 29 per cent
turnover of women bookkeepers, and a 7.7 per cent turnover of women ledger
clerks during the period included in this study.

Minimum Employment Age for Men Record Keepers.
Eighteen was the minimum age at which men record keepers could obtain

a position in Enid. Table XXVIII shows the number of instances in which
employers specified certain minimum age requirements for men record
keepers. In this table each employer was counted as a separate instance
each time he supplied data concerning the age requirements for any of the
types of occupations listed in the table.

In 10 instances, employers specified a minimum employment age of
only 18 years for men record keepers; in 5 instances, employers specified
20 years as the minimum age they would emplor record keepers. In 11
ingtances, or in 28,2 per cent of the instances, employers required that
new record keepers be at least 21 years of age. In one case, the employer
specified that an accountant would not be hired unless he was at least
22 years of age; while in another instance, the employer stated he would
not hire an accountant until he had reached his 23d birthday. In 8
instances, or in 21 per cent of the instances, the employers specified
that new accountants and bookkeepers must be at least 25 years of age;
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TABLE XXVI

RATE OF TURNOVER DURING 12-MONTH PERIOD IN
MEN RECORD KEEPERS

Pogitiong

Accountants 4 1 20 1 5
Bookkeepers 13 4 45 L 8.8
Ledger Clerks 1 8

Total 18 5 7L 5 7.0

8 Actual number of replacements during l2-month period, represented by
total newly employed or total separated, whichever is smaller.

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

This table should be read as follows: Four new men accountants were
hired and 1 was separated from his job, resulting in a 5 per cent turn-
over,



TABLE XXVII

RATE OF TURNOVER DURING 12-MONTH PERIOD
IN WOMEN RECCRD KEEFERS

Pogitiong

Accountants 1 1 2 1 50.0

Bookkeepers 37 26 91 26 29.0

Ledger Clerks 1 1 13 i 7.7
Total 39 28 106 28 26.4

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

b Percentage of net turnover based on average number of employees during
12-month period,

This table should be read as follows: One new woman accountant was hired
and one was separated from her job, resulting in a 50 per cent turnover.



TABLE XXVIII
MINIMUM EMPLOYMENT AGE FOR MEN RECORD KEEPERS

Mumber of Employers Reporting Minimum Employment Age

af tan Record Keevera
Mﬂ'm’ﬂ'uﬁ'“ﬁ'uﬁ‘zmﬁ'%—mﬁr

Positions No, Cemt No, No, Cent No, Cent No, Cent No, Cent No, Cent No, Cent
Accountants L Tl i 7.1 2 14.2 1 7.1 i T4 6 42,9 2 1.2 14 100
Bookkeepers 7 3.8 3 13.6 9 41.0 2 9.1 1 4,5 22 100
Total 10 25.0 5 12,8 11 28,2 1 2.5 1 2.5 8 21.0 3 &0 39 100

This table should be read as follows: Of the 14 instances in which employers hired new accountants, in 1
instance, or in 7.1 per cent of the instances, employers stated they would employ new accountants at the age
of 18 years; in 1 instance an employer would employ new accountants at 20 years; in 2 instances, or in 14,2
per cent of the instances, employers would employ new accountants at 21 years of age; in 2 instances
employers would not hire new men agcountants who were under 30 years of age,




while in 3 instances, employers stated they would not hire accountants
and bookkeepers under 30 years of age.

A study of Table XXVIII indicates that boys who graduate from high
school and who are interested in accounting should congider further
training in business administration or in the study of accounting.

One employer stated he would hire an accountant at the age of 18
years; but, it seems almost impossible that a young man 18 years old
could competently be considered an accountant, since it is very unlikely
that he would have had the opportunity to study advanced accounting at
that young age. In 12 instances, or in 86 per cent of the instances,
the employers stated that a new accountant must be 21 years of age, or
older, before he would be hired.

Minimuyn Employment Age for Women Record Xeepers
The 2 employers who hired women accountants specified that new women

accountants must be at least 25 years of age, as is shown in Table XXIX.

In 22 instances, employers indicated they would employ bookkeepers
and ledger clerks at the age of 18 years. In 2 instances employers
stated they would hire women at the age of 19 years; while in 39 instances,
or in 62 per cent of the instances, employers specified they would not
hire womei rscord keepsrs 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 reveal evidence
that young men and women under 20 years of age should consider further
training after completing high school, before attempting to secure a

position as a record keeper.



TABLE XXIX
MINIMUM EMPLCYMENT AGE FOR WOMEN RECORD KEErERS

Number of Employers Reporting Minimum Employment Age

of Monen Record Keopera
e S Ay Algn. Il Bl Al -THp-

Positions No. Cent No, Cent No, Cent No, Cent No, Cent No, Cent No, Cent No, Cent
Accountants 2 100 2 100
Bockkeepers 16 31.2 1 2,0 16 31,2 8 156 2 40 7 4,0 1 2,0 51 100

Total 2 35,0 2 3.2 19 30,2 & 127 2 32 9 4.2 1 1,5 63 100

This table should be recad as follows: In 2 instances, or in 100 per cent of the instances, for which
employers hired women accountants, employeras required new accountants to be at least 25 years of age.

£9



Digtribution of Jobs Held by Men Record Keepers

According to Minimum Age Reguirements Specified by Emplovers

Table XXX shows that the employers who atated that they would employ
record keepers at 18 years of age, employed 13 men record keepers,
Twenty-eight record keepers were employed in positions in which the employer
specified a minimum age of 20 years; while 17 record keepers were employed
by employers who indicated 21 years was the minimum age at which they
would employ new record keepers.

Distribution of Jobs Held by Women Record Keepers

According to Minimum Age Requirements Specified by Employers
Data in Table XXXI show that of the 11l women record keepers, 55

were employed in positions in which the employers specified they would
employ women record keepers at the age of 18 years.

Fifty-three women were employed in positions in which the employers
stated they would not hire new employees under the age of 20 years.

Experience Requirements for New Record Keepers

a3 Specified by Employers
In Table XXXII, it will be noted that each employer was counted as

a separate instance each time he supplied data concerning the experience
requirements for any of the types of occupations listed in the tabls.,

In 71 instances, or in 69.6 per cent of the instances, employers
required experience of new record keepers; while in 31 instances, or in
30.4 per cent of the instances, the employers did not require experience |

of new record keepers.
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TABLE XXX

DISTRIBUTION OF JOBS HELD BY MEN RECORD KEEFERS ACCORDING TO
MINIMUM AGE REQUIREMENTS SFECIFIED BY EMPLOYERS

Total 13 28 17 2 1 15 1 (i

This table should be read as follows: One of the men accountants was
employed in a position where the minimum age was 18; one was employed in
a position where the minimum age was 20 years; 3 men were employed as
accountants where employers required new accountants to be at least 21
years old.

TABLE XXXI

DISTRIBUTION OF JOBS HELD BY WOMEN RECORD KEEFERS ACCORDING TO
MINIMOM AGE REQUIREMENTS SPECIFIED BY EMPLOYERS

This table should be read as follows: Twoc women accountants were
employed in positions where the employers specify 25 years as the mini-
mun age.



TABLE XXXII

EXFERIENCE REQUIREMENTS FOR NEW RECORD KEEFPERS
AS SFECIFIED BY EMPLOYERS

Employers Employers Not
Accountants 15 94.0 ) § 6.0 16
Bookkeepers 48 66.0 25 34.0 73
Ledger Clerks 8 62,0 5 38.0 13
Total 7 69.6 kU 30.4 102

This table should be read as follows: PFifteen, or 94 per cent, of the
employers hiring accountants required experience of new acc

One, or 6 per cent, oftheenmloyaradidnotrsquireexperiemeofm
accountanta.
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Distribution of Jobs According to Minimm Experience Regquirements
for New Record Keepers

Table XXXIII shows that in 13 vositions, or in 57 per cent of the
positions held by accountants, experience was required of new employees;
in 64 positions, or in 44,1 per cent of the positions held by bookkeepers,
experience was required; and in 11 positions, or in 55 per cent of the
positions held by ledger clerks, experience was required of new employees.
This makes a total of 88 positions, or 46.8 per cent of the total positions
held by record keepers, where experience was required of new record
keepers.,

In 100 positions, or in 53,2 per cent of the positions held by
record keepers, the employers did not require experience of new record

keepers.

Experience Reguirements Specified by Employers

for New Men Record Keepers
Table XXXIV shows that of the total of 39 instances in which employers

hired men record keepers, in 32 instances, or in 82 per cent of the instances,
employers required experience of new men record keepers; and in 7 instances,
or in 18 per cent of the instances, employers did not require experience

of new men record keepers. This indicates that it was necessary for men

to obtain experience in 82 per cent of the employment opportunities

before they would be considered for employment as record keepers by the
employers interviewed for this study.

Experience Requirements Specified by Employers

for New Women Record Keepers
Table XXXV shows that of the 63 instances in which employers hired

women record keepers, in 39 instances, or in 62 per cent of the instances,



TABLE XXXIII

DISTRIBUTION OF JOBS ACCORDING TO MINIMUM EXPERIENCE REQUIREMENTS
FOR NEW RECORD KEEFPERS

Accountants 13 57.0 10 43,0 23 100
Bookkeepers 64 bl & 55.9 145 100
Ledger Clerks 11 55.0 9 45.0 20 100

Total 88 46.8 100 53.2 188 100

This table should be read as follows: Thirteen, or 57 per cent, accoun-

tants were employed in positions where employers required experience of
new accountants while 10, or 43 per cent, accountants were employed in
positions where experience was not required of new accountants.

TABLE XXXIV

EXFERIENCE REQUIREMENTS SFECIFIED BY EMPLOYERS
FOR NEW MEN RECORD KEEFERS

Total 39 100 32 82.0 7 18.0

This table should be read as follows: Fourteen, or 100 per cent, of the
employers hiring men accountants required experience of new accountants.



TABLE XXXV

EXPERIENCE REQUIREMENTS SPECIFIED BY EMPLOYERS
FOR NEW WOMEN RECORD KEEPERS

Total 63 100 39 62.0

R
W
g
o

This table should be read as follows: Omne, or 50 per cent, of the
enployers hiring women accountants required experience of new accountants;
while 1, or 50 per cent, of the employers did not require experience of
new accountants.
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the employers required experience; and in 24 instances, or in 38 per cent
of the instances, the employers did not require experience of new womexn
record keepers,

These findings indicate that employers required experience of new
record keepers in more than half of the positions before they would be
considered for employment.,

Bumber of Employers Specifying Certain Minimum Education Reguirementg

For New Record Keepers
In interpreting Table XXXVI, 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 any of the positions
listed. On this basis, the data presented in Table XXXVI show that a
high school education was a minimumm education requirement in 25 instances
in wvhich 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 instances would employers hire new
record keepers who did not have at least a high school education,

In 15 instances, employers required that a new record kesper have
at least 2 years of college training; while in 10 instances, employers
specified that a new record keeper must be a college graduate before he
would be considered for employment., In 42 instances, employers stated
they would hire a new record keeper who had & business college education.

Digtribution of Pogitions According to Minimum Education Requirements
for Ney Men Record Keeperg
The minimum education requirements for men record keepers are showm

in Table XXXVII, As might be expected, the education requirements for
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TABLE XXIVI

NUMBER OF EMPLOYERS SPECIFYING CERTAIN MINIMUM EDUCATION REQUIREMENTS
FOR NEW RECORD KEEFERS :

_High School ~__College = Business

Pogitiong 9 10 11 12 1 2 4 Colloge _ Total
Accountants 2 8 6 16
Bookkeepers 2 3 1 2 32 73
Ledger Clerks 5 2 2 4 13
Total 30 5 15 10 42 102

This table should be read as follows: Two of the 16 employers hiring
accountants required new accountants to have a minimum of 2 years college
training; 8 employers required new accountants to have graduated from
college; while 2 employers required new accountants to have completed

at least business college education,

TABLE XXXVII

DISTRIBUTION OF POSITIONS ACCORDING TO MINIMUM EDUCATION REQUIREMENTS
FOR NEW MEN RECORD KEEPERS

_High School _ College Business

Pogitiong 2. .10 A1 12 1 2 4  College =~ Total

Accountants 2 8 1 21

Bookkeepers 5 23 4 17 49

Ledger Clerks 2 5 7
Total T 25 12 33 ™

Per Cent of

Iotal Pogitions — 2.1 3204 13,6 42.9 100,

This table should be read as follows: Two of the 21 pogitions filled by
men accountants had a minimum education requirement of 2 years of college;
8 had a minimum requirement of 4 years of college; while 11 had a
requirement of a minimum of a business college education.



accountants are higher than for bookkeepers and ledger clerks. Two
accountants were employed in positions in which the employer specified
he would not hire new accountants unless they had at least 2 years of
college training, Eight accountants were employed in positions where
there was a A-year collesge requirement; and 1l accountants were employed
in positions in which the employers specified that new accountants must
have at least a business college training,

Five bookkeepers and 2 ledger clerks were employed in positions in
which the employers stated they would hire new men employees with only a
high school education, This indicates that only 9.1 per cent of the
record keeping positions are open to men high school gradwates. It is,
therefore, necesgsary that the majority of men high school students who
are interested in record keeping positions to plan to attend college for
further training in their field of interest.

Distribution of Positions Acoording o Minimm Education Requirements
for New Women Record Keepers

Table XXXVIII indicates that women high school graduates have more
opportunities in gaining employment as record keepers than do young men
graduating from high school, The table shows that 42 women record
keepers, or 37.8 per cent of the women record keepsrs, were employed in
positions for which the employers stated they would hire high school
graduates as bookkeepers and ledger clerks., This means that 6 times as
many women with a high school education, as men with a high school educa-
tion, have an oppartunity for employment as record keepers.

Twenty-one bookkeepers, m-;l9 per cent of the women record keepers,
were employed in positions where there was a minimum education requirement

of 2 years of college training.
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TABLE XXXVIII

DISTRIBUTION OF POSITIONS ACCORDING TO MINIMUM EDUCATION REQUIREMENTS
FOR NEW WOMEN RECORD KEEPERS

tigh School ~__College = Business

Pogitions 9 10 11 12 1 2 4 College ~__ Total
Accountants 1 1 2
Bookkeepers 37 21 38 9%
Ledger Clerks 5 8 13

Total 42 21 1 47 111
Percentage of
Total Positions 37.8 190 .9 _ 42.3 100

This table should be read as follows: Of the 2 positions held by women
accountants, one employed in a position where there was a minimum
education req t of 4 years college; while one woman accountant was
required to have a business college training.
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One woman at:sc:t:uft::m'.m:'d‘.1 was employed in a position in which her employer
required that a new employee have a college degree,

Number of Record Keepers Performing Selected Duties
Table XXXIX indicates that record keepers have a number of duties to

perform other than their record keeping duties. The duty of typing is
highest on the list of duties performed 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 the record keepers,
required to do some £iling as part of their job, Thirty-six record

keepers, or 19.1 per cent of the employees hired as record keepers, did
some selling as a part of their job,

Number and Percentage of Record Keepers Operating Machines
Table XL shows that of the 188 record keepers, 177 record keepers,

or 94.1 per cent of the record keepers, used the adding machines; while
100 per cent used the calculators. Sixty-nine record keepers, or 37

per cent of the record keepers, used the cash regi:sters; 6/, record keepers,
or 3 per cent of the record keepers, used the bookkeeping mh;ma; 59
record keepers, or 3l., per cent of the record keepers, used tha check
writer; and 26, or 13.8 per cent of the record keepers, used the addressing
machines,



TABLE XXXIX
NUMBER OF RECORD KEEPERS FERFORMING SELECTED DUTIES

Apply
Knowledge
of
Bookkeeping
Principles
Total and
Employees —Lype —Filo Eractices —Sell
Por Per Per Per Per
Pogitions No. Cent No., Cent No. Cent No. Cent No, Cent
Accountants 23 100 15 65,2 9 39.1 23 100 2 8.7
Bookkeepers 145 100 132 91.0 101 69.6 15 100 31 21,4
Ledger Clerks 20 100 20 100,0 12 60,0 20 100 3 15.0
Total 188 167 122 188 36
i%rcentaga of
Iotal Emploveos 200 83,8 $4.9 100 19.1

This table should be read as follows: Fifteen, or 65.2 per cent, of the 23 accountants had typing duties;
9, or 39.1 per cent, did filing; 23, or 100 percent, applied the knowledge of bookkeeping principles and

practices; while 2, or 8,7 per cent, did some selling as part of their duties.
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CHAPTER IV
SECRETARIAL EMPLOYEES

Bumber of Secretarial Employees
Table XLI shows that 167 secretarial employees, including 166 full-

time employees and one part-time secretarial employee, are included in
this study. Of this number, 9 men and 157 women were employed as full-
time secretarial employees; and 1 woman was employed as a part-time
gsecretary.

Table XLI shows that no men secretaries or stenographers were
employed by the 101 firms interviewed for this study. Sixty-six women
secretaries, 41 women stenographers, 6 men Ediphone operators, 11 women
Ediphone and dictaphone operators, 3 men typists, and 39 women typists
are included in the study.

The tables of this chapter are concernmed with full-time secretarial
employees unless otherwise stated, since only 1 part-time secretarial
employee was included in the survey of the 101 Enid firms selected for
this study.

Employer's Preference for Men and Women Secretarial Employees

In interpreting Table XLII, it should be noted that each employer
was counted as a separate employer in each instance for which he supplied
data concerning preferences in any of the positions listed. On this basis,
the data presented in Table XLII show that men were not preferred by any
of the employers who expressed preferences for secretarial employees.



| TABIE XL
NUMBER AND PERCENTAGE OF RECORD KEEPERS OFERATING MACHINES

Total Adding Bookkeeping Cash Check Addresging
Employees  ~ _Machine = Caloulator _Machine = Regigter ~ _ Writer =~ _Machine
Per Per Per Per Per Per Per
Pogitions No. Cent No, Cent No, Cent No, Cent No, Cent No, Cent No, Cent
Accountants 23 100 12 52,2 23 100 5 22,0 2 8.7 13 57.0
Bookkeepers 145 100 145 100.0 145 100 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 15.0 5 25.0
Total 188 17 188 64 69 59 26

iercantage of
Iotal Employeeg 100 Qb1 100 34:0 37,0 3L1ad 13,8

This table should be read as follows: Of the 23 accountants, 12, or 52.2 per cent, operated adding machines;
23, or 100 per cent, operated calculators; 5, or 22 per cent, operated bookkeeping machines; 2, or 8,7 per
cent, operated cash registers; and 13, or 57 per cent, operated the check writer as part of their job.



TABLE XLI
NUMBER OF SECRETARIAL EMPLOYEES

Positions Pl i e
Secretaries 66 1 67 67
Stenographers 41 A A%
Ediphone/Dictaphone
Operators n 6 n 17
Iypists 3 29 3 % 42
Total 157 1 9 158 167
This table should be read as follows: Ko men secretaries were employed

¢
?
E
:
:

3 66 women were employed full time and
gsecretary, making a total of 67

:

as
gecreotaries included in the

;

TABLE XLII

EMPLOYER 'S PREFERENCES FOR MEN AND WOMEN SECRETARIAL EMPLOYEES

Per Per Per Per

Pogitions No, Cent No, Cent No. Cent No. Cent
Secretaries 3 91.9 3 8.1 37 100
Stenographers 19 90.5 2 95 21 100
Ediphone/Dictaphone

Operators 1 50.0 1 50.0 2 100
Iypists A 73,3 4 2.7 15 100

Total : 0 0 65 10 75

Per Cent of
Total Ingtances 0. o 86,7 13.3 100

This table should be read as follows: Of the employers hiring secretaries,
34, or 91,9 per cent, specified a preference for women secretaries; while
3, or 8.1 per cent, employers stated no preference.



79

Women were preferred in 65 instances, or in 86,7 per cent of the instances,
No preferences were stated in 10 instances, or in 13,3 per cent of the
ingtances.

Of the 37 ingtances in which employers stated a preference for secre-
taries, in:3} instances, or in 91.9 per cent of the instances, the employers
stated a preference for women secrotaries; in 3 instances, or in 8.1 per
cent of the instances, employers stated no preference as to men or women
secretaries, In 19 instances, or in 90.5 per cent of the instances, the
employers stated a preference for women stenographers; while in 2 instances,
or in 9,5 per cent of the instances, the employers stated no preference
for stenographers, In one instance, the employer stated a preference for
women Ediphone and dictaphone operators; while one employer stated no
preference for Ediphone and dictaphone operators. In 11 Instances, or in
73.3 per cent of the instances, employers stated a preference for women
typists; while in 4 instances, or in 26,7 per cent of the instances,

employers stated no preference for typists.

Gain in Emplovment of Secretarial Emplovees
Table XLIII shows that 62 new secretarial employees were employed.

Of this number, 3 were men and 19 were women secretarial employees, One
man and 37 women, or a total of 38 secretarial employees, were separated
from employment, This resulted in a gain of 2, secretarial employees.

Of this gain, 5 were women secretaries; 9 were women stenographers; 1

was an Ediphone or dictaphone operator; and 2 men and 7 women were typlsts.

Rate of Turnover in Secretarial Employees
Table XLIV shows that an average of 157 secretarial employees were

employed in Enid by the 101 firms during the 12-month period of this study.
The table shows that 62 secretarial employees were newly employed and



TABLE XLIII

GAIN IN EMPLOYMENT OF SECRETARIAL EMPLOYEES
DURING 12-MONTH PERIOD

Typists 3 22 1 12 13 2 7 9

Total 3 5 62 1 37 38 2 22 2

This table should be read as follows: Twenty-one women secretaries were
newly employed and 16 women secretaries were separated from employment,

making a gain in employment of 5 secretaries during the 12-month period
of the study.



TABIE XLIV
RATE OF TURNOVER OF SECRETARIAL EMPLOYEES DURING 12-MONTH FERIOD

s i
ST

Positions Men Women T Men Women Total ofxmplqua Cent

Secretaries 21 pa | 16 16 65 16 24,6
Stenographers 18 18 9 9 37 9 4.3
Ediphone/Dictaphone
Operators 1 1 17
Typists 3 19 22 1 12 13 38 13 34e2
Total 3 59 62 1 37 38 157 38 2o

& Actual mumber of replacements during 12-month periocd, represented by total newly employed or total separated,
whichever is smaller.

meontageofmttmumbmedmamagammbwofmployeosdwinglz-mnthmiod.
This table should be read as follows: Twenty-one women secretaries were newly employed and 16 women secre-

taries were separated from employment, making a turnover of 16 secretaries, Since there was an average of
6/, women secretaries employed, there was a 24,6 per cent turnover during the 12-month period of this study,
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38 were dropped from the payroll; therefore, there was a turnover of 2.2
per cent of the secretarial employees during the 12-month period of this
gtudy.

Twenty-one women secretaries were hired and 16 women secretaries were
dropped from the payrolls; there was, therefore, a turnover of 16 secretarial
employees, or a turnover of 2L4.6 per cent of the average number of secre=-
tarial employees for the 1l2-month period. Since 18 women stenographers were
hired and 9 were dropped from the payroll, there was a 2l,3 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 typlsts were employed and 1 man and 12
women typists were dropped from the payroll; therefore, there was a 3L.2

per cent turnover of typists in the Enid firms included in this study.

Rate of Turnover in Men Secretarial Euployees

Table XIV 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.

Rate of Turnover in Women Secretarial Employees

Table XIVI indicates a tumover of 37 secretarial employees, or a
turnover of 25 per cent of the average number of 118 women secretarial
employees employed by the firms included in the study during the 12-manth
periods Since 21 women secretaries were newly employed and 16 women

secretaries were separated from their employment, there was a 25 per cent



TABLE XLV

RATE OF TURNOVER IN MEN SECRETARIAL EMPLOYEES
DURING 12-MONTH FERIOD

Ediphone/Dictaphone
Operators

Typists 3 1 2 1 50.0

Total 3 1 8 1 12,5

‘Mmumwmmmu,uwmw
total newly employed or total separated, whichever is smaller

hrmtmofmttmbasﬁmawmbwotmphmduﬁng
12-month period.

This table should be read as follows: Three men typists were newly employed
and 1 was separated from employment. Since there was an average of 2 men
typists employed, this made a 50 per cent turnover in men typiats.



TABLE XLVI

RATE OF TURNOVER IN WOMEN SECRETARIAL EMPLOYEES
DURING 12-MONTH PERIOD

Pl —

Positions Neuly Employed Seperated _ Euployees HNo.® Cent®

Secretaries 2 16 6 16 25.0

Stenographers 18 9 37 9 2.3

Edimﬁ:etap!m L n

Typists 19 12 3% 12 33.3
Total 59 37 ug 37 2.0

& Actual mmber of replacements during 12-month period, represented by
total newly employed or total separated, whichever is smaller,

bmwmtmhsodmawmmofmmdm
12-month period.

This table should be read as follows: Twenty-one women secretaries were
newly employed and 16 were separated from employment, Since an average
of 6} wvomen secretaries were employed, this represents a 25 per cent
turnover of women secretaries during the 12-month period.
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turnover of women secretaries. Eighteen stenographers were newly employed
and 9 women stenographers were separated from employment, making a turn-
over of 24.3 per cent of the average number of 37 stenographers employed
during the peried of this study. Since 1 Ediphone or dictaphone operator
was employed and none was dropped from the payroll during the period,
there was no turnover in women Ediphone or dictaphone operators. An
average of 36 women typists were employed by the firms included in this
study. Since 19 women typists were newly employed and 12 women typists
were separated from employment, there was a 33.3 per cent turnover of
women typists during the period of this study.

Minimun Employment Age for Men Secretarial Employees
ag Specified by Employers
Table XLVII shows that in 2 instances employers specified 18 years
of age as the minimum employment age at which they would hire new men
typists., No men secretaries or men stenographers were employed by firms
included in this study.

Minimm Employment Age for Women Secretarial Employees

as Specified by Emplovers
Table XLVIII shows the mumber of instances in which employers speci-

fied certain minimum age requirements for women secretarial employees.
In this table, each employer was counted as a separate employer in each
instance where he supplied data concerning the minimum age requirements
for any of the types of occupations listed in the table.

Seventeen years was the minimum age at which women gecretaries and
stenographers were employed, as was indicated in 2 instances in which
employers stated the minimum age at which they would employ new women
secretarial employees. In 31 instances, employers specified a minimum
employment age of 18 years for women secretarial employees. These



TABLE XLVII

MINIMUM EMPLOYMENT AGE FOR MEN SECRETARIAL EMPLOYEES
AS SPECIFIED BY EMFLOYERS

FPogitions
Secretaries

Stenographers
Ediphone Operators

Ivpigts 2 2
Total

N

This table should be read as follows: Two employers specified 18 years
of age as the minimum employment age at which they would hire new men
tmstﬂo

TABLE XLVIII

MINIMUM EMPLOYMENT AGE FOR WOMEN SECRETARIAL EMPIOYEES
AS SFECIFIED BY EMPLOYERS

Ediphone/Dictaphone
Operators 1 » A

Typists 13
Total 2 31 3 2 9 2 3 2 B

(=]
=
N

This table should be read as follows: In 1 instance an employer stated
he would hire women secretaries at a minimum age of 17 years; 13 stated
they would hire women secretaries at 18 years of age; 1 specified 19
years as the minimum employment age; 1l stated 20 years was the minimum
age at which they would employ women secretaries. Six specified 21 years;
1 specified 23 years; 3 specified 25 years; and in 2 ingtances, employers
gpecified 30 years as the minimum age at which they would employ women
secretaries.
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instances included 13 instances in which the employers reported on secre-
taries, 7 for stenographers, 1 for Ediphone or dictaphone operators, and
10 instances for women typists.

Nineteen years was indicated as the minimm employment age in one
instance for women secretaries; in one instance, for women stenographers;
and in 1 instance, for women typists.

In 21 ingtances, employers specified 20 years as the minimum employ-
ment age., These 21 instances included 11 instances for women secretaries,
8 instances for women stenographers, and 2 instances for women typists.

There were 16 ingtances in which employers specified that women
secretarial employers must be 21 years of age or older before they would
be considered for employment as secretarial employees.

Distribution of Jobg Held by Men Secretarial Employees
According to Minimum Age Requirements Specified by
Employers

Table XLIX shows that the employers, who stated they would employ
men Ediphone operators at the age of 18 years, employed 6 Ediphone operators.

One man typist was employed in a position for which the employer speci-
fied a minimm age of 18 years for new employees, while 2 men typists were
employed in positions for which the employers specified a minimum employ-
ment age of 20 years.

Distribution of Jobs Held by Women Secretarial Employees

According to Minimum Age Requirements Specified by Employers
Of the 157 women secretarial employees employed by the 101 firms of

Enid considered in this study, 1 was employed as a secretary in a position
for which the employer stated he would employ women secretaries at the age
of 17 years. One hundred one women secretarial employees were employed



TABLE XLIX

DISTRIBUTION OF JOBS HELD BY MEN SECRETARIAL EMFIOYEES
ACCORDING TO MINIMUM AGE REQUIREMENTS SPECIFIED BY EMPLOYERS

Pogitions

Secretaries

Stenographers

Ediphone Operators 6 6

Iypists - 2. - -
Total 7 2 92

This table should be read as follows: No men secretaries or steno-
graphers were employed by the 101 buginess firms included in the study.
Six men Ediphone operators were employed in positions in which the
employer specified 18 yearas as the minimum age for new employees.

TABLIE L

DISTRIBUTION OF JOBS HELD BY WOMEN SECRETARIAL EMPLOYEES
ACCORDING TO MINIMUM AGE REQUIREMENTS SFECIFIED BY EMPLOYERS

Pogitions

Secretaries 1 36 1 12 8 4 3 1 66
Stenographers 1T 2 15 5 39
Ediphone/Dictaphone
Operators 10 & : 3 4
Typists 37 2 2 41
Total 1100 5 29 4 4 3 1 157

This table should be read as follows: One secretary was employed in a
position in which the employer stated 17 years was the minimum age for
new employees; 36 secretaries were employed in positions in which 18 years
was the minimum age.
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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 for which employers stated
they would hire new women employees at the age of 19 years; 29 women
were employed in positions for which employers specified 20 years as the
minimm age at which they would hire new women secretarial employees;
and 14 women were employed in positions for which employers stated there
was a 21 year minimum age. Four women secretaries were employed in posi-
tions for which employers specified they would not hire new employees
under the age of 23 years; 3 women were employed in positions for which
employers specified 25 years as the minimum age; and one woman secretary
was employed in a position for which her employer specified 30 years as
the minimum age at which he would employ new women secretaries.

Experience Requirements for New Secrotarial Employees

as Specified by Employers
In Table LI, it will be noted that each employer was counted as a

geparate employer in each inastance he supplied data concerning the experi-
ence requirements for any of the types of occupations listed in the tablse.

In 38 instances, or in 50,7 per cent of the instances, employers
required experience of new secretarial employees; while in 37 instances,
or in 49,3 per cent of the instances, the employers did not require
experience of new secretarial employees.,

Of the 37 instances in which employers made statements as to experi-
ence requirements for secretaries, in 26 instances, or in 70,3 per cent
of the instances, employers specified that experience was required of new



TABIE LI

EXFERIENCE REQUIREMENTS FOR NEW SECRETARIAL EMPLOYEES
AS SPECIFIED BY EMPLOYERS

100
100
100
100
Total 75 100 38 37
Per Cent of
Iotal Employers 100 50,7 49.3

This table should be read as follows: Of the 37 instances in which
employers hired secretaries, in 26 instances, or in 70.3 per cent of the
instances, employers required experience of new secretaries; while in 11
ingtances, or in 29,7 per cent of the instances, employers did not require
experience of new secretaries.



91

secretaries; while in 11 instances, or in 29,7 per cent of the instances,
employers did not require experience of new secretarial employees.

In 9 instances in which employers made statements as to experience
requirements for stenographers, or in 42.9 per cent of the instances,
employers required experience of new stenographers; while in 12 instances,
or in 57.1 per cent of the instances, employers did not require experience
of new stenographers.

One employer required experience and one employer did not require
experience for Ediphone or dictaphone operators.

In 2 instances, or in 13,3 per cent of the instances, employers
required experience of new typists; while in 13 instances, or in 86.7
per cent of the instances, employers did not require experience of new

typists.

Distribution of Jobg According to Minimum Experience Requirements

for New Secretarial Employvees
Table LII shows that in 81 positions, or in 49 per cent of the posi-

tions held by secretarial employees, experience was required of new
employees; and in 85 positions, or in 51 per cent of the positions held
by secretarial employees, experience was not required of new secretarial
employees, In 50 positions, or in 75,8 per cent of the positions held by
gsecretaries, experience was required of new secretaries; while in 16
positions, or in 24.2 per cent of the positions held by secretaries,
experience was not required of new secretaries.

In 13 positions, or in 32 per cent of the positions held by steno-
graphers, experience was required of new stenographers; and in 28 positions,
or in 68 per cent of the total positions held by stenographers, experience
was not required of new employees.



TABLE LII

DISTRIBUTION (F JOBS ACCORDING TO MINIMUM EXPERIENCE REQUIREMENTS
FOR NEW SECRETARIAL EMPLOYEES

Secretaries 66 100 50 75.8 16 2.2
Stenographers 41 100 13 32.0 28 68.0
Ediphone/Dictaphone

Operators 17 100 16 9.1 1 5.9
Typists 42 100 2 48 40 95.2

Total 166 218 85

Per Cent of
Iotal Pogitions 100 42,0 2.0

This table should be read as follows: Fifty, or 75.8 per cent, of the 66
secretaries were employed in pogsitions in which experience was required
of new secretaries; 16, or 24.2 per cent, of the secretaries were employed
in positions in which experience was not a requirement.
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In 16 positions, or in 94.1 per cent of 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 new operators.

In 2 positions held by typists, or in 4.8 per cent of the positions
held by typists, experience was required; while in 40 positions, or in
95.2 per cent of the 42 positions held by typists, experience was not
required of new typists.

Experience Requirements Specified by Employers

for Ney Men Secretarial Employees
Table LIII shows that in one instance, or in 100 per cent of the

ingtances in which employers hired men Ediphone or dictaphone operators,
experience was required of new employees. In 2 instances, or in 100

per cent of the instances in which employers hired men typists, employers
did not require experience of new men typists.

Experience Requirements Specified by Employers

for New Women Secretarial Employees _
Table LIV shows that oftho?21nstancea1nwhichomp2!.oyerahired

women secretarial employees, in 37 instances, or in 51l.4 per cent of the
instances, employers required experience of new secretarial employees;
while in 35 instances, or in 48,6 per cent of the total instances in which
employers hired secretarial employees, employers did not require experience
of new employees.

Of the 37 instances in which employers hired secretaries, in 26
instances, or in 70.3 per cent of the instances, employers required
experience of new secretaries; while in 11 instances, or in 29.7 per cent
of the instances, employers did not require experience of new secretaries.



TABLE LIII

EXFERIENCE REQUIREMENTS SPECIFIED BY EMPFLOYERS
FOR NEW MEN SECRETARIAL EMPLOYEES

FPogitiong
Secretaries

Stenographers

Ediphone/Dictaphone
Operators 1 100 1 100

Typists 2 100 2 100

Total 3 1 2
Per Cent of
ZIotal Employers 100 33,3 £6.7
This table should be read as follows: None of the employers interviewed

hired men secretaries or stenographers. One employer required experience
of new men Ediphone and dictaphone operators.
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TABLE LIV

EXPERIENCE REQUIREMENTS SPECIFIED BY EMPLOYERS
FOR NEW WOMEN SECRETARIAL EMPIOYEES

Pogltlons
Secretaries 37 100 26 70.3 11 29.7
Stenographers 21 100 9 42.9 12 57.1
Ediphone/Dictaphone

Operators 1 100 1 100.0
Typists 13 100 2 15.4 11 84.6

Total 72 37 35

Per Cent of
Iotal Employeeg 100 1A 48,6

This table should be read as follows: Of the 37 instances in which
employers hired women secretaries, 26, or 70,3 per cent, required experi-
ence of new secretaries., In 1l instances, or in 29,7 per cent of the
instances, employers did not require experience of new secretaries.
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Of the 21 instances in which employers hired women stenographers, in
9 instances, or in 42,9 per cent of the total instances, employers required
experience of new stenographers; while in 12 instances, or in 57.1 per
cent of the total instances, employers did not require experience of new
stenographers.

The one employer who hired women Ediphone and dictaphone operators
did not require experience of new women Edirhone and dictaphone operators.

Two instances, or in 15.4 per cent of the total instances in which
employers hired women typists, experience was required of new typists;
while in 11 instances, or in 84.6 per cent of the instances, employers
did not require experience of new women typists.

Number of Employers Specifying Certain Minimum Education Requirements

for New Secretarial Employees
In interpreting Table LV, it should be noted that each employer was

counted as a separate employer in each instance for which he supplied data
concerning minimum education requirements in any of the positions listed.
On this basis, the data presented in Table LV show that a high school
education was a minimum education requirement in 33 instances including
12 instances in which secretaries were employed; 1l instances in which
stenographers were employed; and 10 instances in which typists were
employed.

In 3 instances, one year of college training was required. These
instances included 1 secretary, 1 stenographer, and 1 typist. In 5
instances employers specified a minimum education requirement of 2 years
of college training for new secretaries,

In 3/ instances, employers specified a minimum education requirement
of a business college training. These included 19 instances in which

secretaries were employed, 9 instances in which stenographers were employed,



TABIE LV

NUMBER OF EMPLOYERS SPECIFYING CERTAIN MINIMUM EDUCATION REQUIREMENTS
FOR NEW SECRETARIAL EMPLOYEES

Pogitions

Secretaries 12 1 5 19 37

Stenographers 11 1 9 2

%ﬁﬁ:ﬁm 2 2

Typists 10 1 4 15
Total 3 3 5 34 75

employers
ninimm of a business college education for new secretarial employees.
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2 instances in which Ediphone and dictaphone operators were employed, and
4 instances in which typists were hired,

Digtribution of Secretarinl Positions

Acgording %o Minimun Education Requirements for New Men Employees
The minimum education requirements for men secretarial employees are

shown in Table LVI. 8ix men Ediphone or dictaphone operators were employed
in positions for which the employer specified a minimum education require-
ment of a business college training,

Three men typists were employed in positions for which the employers
specified a minimm education requirement of a high school education,

Distribution of Secretarial Positions
According to Minimum Education Requirements for New Women Employeos

Table LVII indicates that women high school graduates have more
opportunities for gaining employment as secretarial employees than do
young men graduates of the high school, The table shows that 61 secre-
tarial employees, or 38.9 per cent of the total secretarial employees,
were employed in positions for which the employers stated they would hire
high school graduates as new secretaries, stenographers, and typists.

Two secretaries, or 1,2 per cent of the total secretarial employees,
were hired by employers who specified a 2~year college training as a
minirum education requirement for new secretaries.

Ninety-four women, or 59.9 per cent of the total women employed as
secretarial. employees, were employed in positions for which there was a
minimum education requirement of a business college training., The 94
employees included 49 secretaries, 30 stenographers, 11 Ediphone or

dictaphone operators, and 4 typists.



TABLE LVI

DISTRIBUTION OF SECRETARIAL POSITIONS
ACCORDING TO MINIMUM EDUCATION REQUIREMENTS FOR NEW MEN EMPLOYEES

Pogitions
Secretaries 0
Stenographers 0
Ediphone/Dictaphone

Operators 6 6
Typists 3 3

Total 3 6 9

Per Cent of .
Total Pogitions 33.3 66.7 100,

This table should be read as follows: No men secretaries or steno~
graphers were employed by the 101 business firms included in the study.
Six men Ediphone and dictaphone operators were employed in positions in
which the employer required new employees to have a business college



TABLE LVII

DISTRIBUTION OF SECRETARIAL POSITIONS
ACCORDING TO MINIMUM EDUCATION REQUIREMENTS FOR NEW WOMEN EMPLOYEES

__College Business

Popitions 9. 30 11 12 1 2 4  College ~~ Total
Secretaries 15 2 49 66
Stenographers 11 30 A
m&?tﬁsm 1 11
Typists 35 4 39
Total 61 2 94 157
Per Cent of
Iotal Pogitiong 389 1.2 59.9 100,

This table should be read as follows: Of the 66 secretaries included in
the study, 15 were employed in positions in which the employers required
new secretaries to be high school graduates; 2 were employed in positiens
in vhich 2 years of college training was required; and 49 secretaries were
employed in positions in which new gecretaries were required to have at
least a busineas college education,



Bumber of Secretarial Employees Performing Selected Dutieg
Table LVIII shows that secretarial employees had a mumber of duties

to perform. The duty of typing was highest on the list of duties performed
by secretarial employees, inasmch as 166 secretarial employees, or 100
per cent of the secretarial employees, did typing.

One hundred fifty-eight secretarial employees, or 95.2 per cent of
the secretarial employees, did some filing, This mumber included 100 per
cent of the secretaries, 100 per cent of the stenographers, 71 per cent
of the Ediphone and dictaphone operators, and 92.9 per cent of the typists.

One hundred seven secretarial employees, or 64.5 per cent of the
total secretarial employees, took dictation and transcribed their shert-
hand notes, This number included all of the secretaries and all of the
stenographers.

Eighty-seven secretarial employees, or 52,4 per cent of the total
secretarial employees used their knowledge of bookkeeping principles and
practices. This number included 57 secretaries, 23 stenographers, and
7 typists.

Number and Percentage of Secretarial Employees

Operating Business Office Machines
Table LIX shows that of the 166 secretarial employees, 63, or 38 per

cent of the secretarial employees used adding machines; 93 secretarial
employees, or 56 per cent of the secretarial employees used calculators;
8 secretarial employees, or 4.8 per cent of the secretarial employees,
used the cash registers; 2/ secretarial employees, or 14.5 per cent of
the secretarial employees, used the check writing machines; 31 or 18.7
per cent of the secretarial employees, used the mimeograph; 12 secre-
tarial employees, or 7.8 per cent of the total secretarial employees,



TABLE LVIII
SECRETARIAL EMPLOYEES PERFCRMING SELECTED DUTIES

Apply
Knowledge
of
Take Bookkeeping
Dictation Principles
Total " and and
e
Pogltions Ho, _Cent _ No, Cent No, _Cent No, Cent No.  Cent
Secretaries 66 100 66 100 66 100 66 100 57 86,3
Stenographers 41 100 A1 100 41 100 41 100 23 56.0
Ediphone/Pictaphone Operators 17 100 17 100 12 7.
Typista 42 100 42 100 39 92,9 7 16.7
Total 166 166 158 107 87
Per Cent of
Iotal Emplovees 200 100 23.2. Olad 222

This table should be read as follows: Of the 66 secretaries, 100 per cent of them did typing, filing,
and took dictation and transcribed; while 57, or 86.3 per cent, of the secretaries applied a knowledge
of bookkeeping principles and practices.



TABLE LIX
NUMBER AND PERCENTAGE OF SECRETARIAL EMPLOYEES OPERATING MACHINES

Total Adding Cash Check
A A -
Pogitions No, Cent  No, Cent  No, Cent No, Cent No, Cent
Secretaries 66 100 10 15.2 52 79.0 5 80 17 29.0
Stenographers 41 100 18 44,0 21 51.2 3 7.3 T 371
Ediphone/Dictaphone Operators 17 100 5 29.4 3 1.6
Typists 42 100 30 7.4 17 40.5
Total 166 63 93 8 24
Per Cent of . :
Total Brplovees 200 28,0 36,0 Laf -

This table should be read as follows: Ten, or 15,2 per cent, of the 66 secretaries included in this study
used the adding machines; 52, or 79 per cent, used caleulators; 5, or 8 per cent, used cash registers; 17, or
29 per cent, used check writers; 12, or 18,1 per cent used the mimeograph; 16, or 24.2 per cent, used the
Ediphones or dictaphones; and 15, or 23 per cent, of the secretaries used the addressing machines.

€0T



TABLE LIX
NUMBER AND PERCENTAGE OF SECRETARIAL EMPLOYEES OFERATING MACHINES

(CONGLUDED )

iiquid Ediphone Addrosa:l.ng
Mimeograph ~trocegs Rictaphone Maghine
Per Per Per Per
Pogitiong _No, _Cent No, _Cent No, Cent __ No, Cenpt
Secretaries 12 18.1 16 24.2 15 23,0
Stenographers 8 20,0 7 171 5 12.2

Ediphone/Dictaphone Operators 17 100.0

Typists 11 26.2 13 31.0
Total 3 13 40 20

Per Cent of : 2
Total Enplovoos 18,7 Lo Bnk -
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used the liquid process duplicating machines; 40 secretarial employees,
or 24.1 per cent of the secretarial employees, used the Ediphones or
dictaphones; and 20 secretarial employees, or 12 per cent of the secre-
tarial employees, used the addressing machines.

Table LIX indicates, to some extent, the importance of prospective
gecretarial employees learning to operate several business office machines
which are used in the offices of the commnity in which they plan to obtain

employment.



CHAPTER V
CLERICAL EMPLOYEES

Humber of Clerical Employees
~ Table IX shows that 226 full-time clerical employees and 8 part-
time clerical employees, making a totalof 234 clerical employees employed
in Enid, are included in this study. Of this mumber 105 men and 121
women were employed as full-time clerical employees; and 2 men and 6
women were employed as part-time clerical employees.

Of the 226 full-time clerical employees included in this study, 1
man and 7 women were employed as full-time file clerks; 26 men and 72
women were employed as general clerks; 56 men and 6 women were employed
as stock clerks; 1 man and 1 woman were employed as time clerks; 8 men
and 23 women were employed as billing clerks; 10 men and no women were
employed as shipping clerks; 2 men and 4 women were employed as order
clerks; and 1 man and 8 women were employed as payroll clerks, Of the
226 full-time clerks employed by the 101 firms included in this study,
105 were men and 121 were women clerical employees.

Employer's Preference for Men and Women Clerical Emplovees
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 any of the positions listed., On this basis, the
data presented in Table LXI show that men were preferred in 30 instances,
or in 31,6 per cent of the instances, in which employers stated a preference
for clerical employees. Women were preferred in 47 instances, or in 49.5



TABIE IX

NUMBER OF CLERICAL EMPLOYEES

Total
Men Women Men Women Men Women Combined

Pogitions

File Clerks

58

Stock

Time

Billing
Shipping

10

10

Total




TABIE IXI

EMPIOYERS' PREFERENCES FOR MEN AND WOMEN CLERICAL EMPLOYEES

Men Women No Total
Freferred  FPreferred = Ereference
Per Per Per
Pogitions No, Cent No, Cent No, Cent  No, Cent
File 1l 16,7 3 50.0 2 33.3 6 100
General 3 9.7 21 67.7 7 22,6 31 100
Stock 16 8.2 2 10.5 1 5.3 19 100
Order 2 50.0 1l 25.0 1 25.0 4 100
Payroll 1l 20.0 3 60.0 1 20.0 5 100
Time 2 66.7 i 333 3 100
Billing 1l 45 17 7.3 4 18,2 2 100
Shipping 4 80,0 1 20.0 5 100
Total 30 A 18 95
Per Cent of
Zotal Pogitiong 31.6 49.9 18.9 200

This table should be read as follows:

Men were preferred in 1 ingtance,

or in 16.7 per cent of the instances, by employers employing file clerks;

women were preferred in 3, or 50 per cent, of the instances in which

employers hired file clerks; and in 2 instances, or in 33.3 per cent of
the instances, the employers specified no preference as to men or women

file elerks.
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per cent of the instances. No preference was stated in 18 instances, or
in 18,9 per cent of the instances in which employers stated a preference
for clerical employees.

Of the 6 instances in which employers stated a preference for file
clerks, in one instance, or in 16.7 per cent of the instances, the
employers stated a preference for men file clerks; in 3 instances, or in
50 per cent of the instances, employers stated a preference for women
file clerks; and in 2 instances, or in 33.3 per cent of the ingtances,
employers stated no preference for file clerks.

In 3 instances, or in 9.7 per cent of the instances in which employers
stated a preference for general clerks, employers stated a preference for
men general clerks. In 21 instances, or in 67.7 per cent of the instances,
employers stated a preference for women general clerks; while in 7 instances,
or in 22,6 per cent of the ingtances, employers stated no preference.

Men were preferred by more employers for stock clerk positions than
were women., In 16 of the instances, or in 84.2 per cent of the instances,
employers preferred men stock clerks; in 2 instances, or in 10,5 per cent
of the instances employers preferred women stock clerks; while in omne
instance, or in 5.3 per cent of the instances no preference was stated.

Galn in Employment of Clerical Employeeg
Table IXII shows that 44 new clerical employees were employed during

the 12-month period, consisting of 16 men and 28 women clerks. Six men
and 20 women were separated from employment as clerical employees. This
resulted in a gain of 18 clerical employees, of which 10 were men and &
were women clerical employees. Of the 18 clerical employees, 2 were women
file clerks; 2, men general clerks; 12, women general clerks; 7, men stock
clerks; 1, man time clerk; and 1, man shipping clerk. There was a loss in



TABLE IXII

GAIN IN EMPLOYMENT OF CLERICAL EMPLOYEES

DURING 12-MONTH FERICD

File

Shipping

6 20 26 1 8

28 L4

Total
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employment in three instances, which consisted in a logs during the 12
month period of 3 women stock clerks, and 1 man and 3 women billing clerks.

Rate of Turnover in Clerical Employees
Table LXIII shows that an average of 218 clerical employees were

employed in Enid by the 101 firms during the 1l2-month period of this study.
The table shows that 16 men and 28 women clerical employees, or a total
of 44 clerical employees were newly employed during the l2-month period.
Six men and 20 women clerical employees, or a total of 26 clerical
employees, were separated from employment during the 12-month period of
this study. There was a turnover of 22 clerical employees, or a 10,1

per cent turnover of the average number of clerical employees during the
12-month periocd.

The lowest rate of turnover was in the general clerical positions,
Three men and 19 women, or a total of 22 general clerks, were newly
employed and 1 man and 7 women general clerks, or a total of & general
clerks, were separated from their employment during the 1l2-month pericd.
Since there was an average of 91 general clerks employed by the 101
business firms interviewed fer this study during the 12-month peried,
these figures show there was an 8.8 per cent turnover of general cleriecal
employees during the l2-month period.

Rate of Turnover of Men Clerical Employees
Table LXIV shows that 16 men were newly employed and 6 men were

separated from their employment. Since there was an average of 103 men
clerks employed, a 4.9 per cent turnover of men clerical employees during
the 12-month period is determined, |

Table IXIV shows that there was a 100 per cent turnover in men file
clerks and also in men time clerks, The data also show that there was



TABLE IXIII

RATE OF TURNOVER OF CLERICAL EMFLOYEES
DURING 12-MONTH PERICD

Shipping 1 10
Order 1 1 1 6 1 16.7
Payroll 9

Total 16 28 4 6 20 26 218 2 10.1

This table should be read as follows: One man file clerk and 3 women
file clerks, making a total of 4 file clerks, were newly employed; 1 man
and 1 woman, or 2 file clerks, were dropped from the payroll, making a
turnover of 28,5 per cent of the average number of file clerks employed
during the 12-month period of this study.



TABIE IXIV

RATE OF TURNOVER OF MEN CLERICAL EMPLOYEES
DURING 12-MONTH FERIOD

Pogitions
File 1 1 1 1 100.0
General 3 1 25 1 4.0
Stock 8 1 53 1 1.8
Time 2 3 1 1 100.0
Billing 1 9
Shipping b § 11
Order 1 1 2 1 50.0
Payroll 1

Total 16 6 103 5 4.9

This table should be read as follows: One man file clerk was newly
employed and 1 man was separated from employment, Since there was an
average employment of 1 man file clerk, there was, therefore, a 100 per
cent twrnover of men file clerks.
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no turnover in men billing clerks, or in men shipping clerks, or in men
payroll clerks.

Rate of Twrnover of Women Clerical Emplovees

Table IXV indicates a turnover of 1/ women clerical employees, or a
turnover of 11.8 per cent of the average mumber of 118 women clerical
employees employed by the 101 firms inelnded in the study during the 12-
month period., Since 3 women file clerks were newly employed and 1 woman
file clerk was separated from employment, there was a 16,7 per cent turn-
over in women file clerks, Nineteen women general clerks were newly
employed and 7 women general clerks were dropped from the payroll, making
a turnover of 10,6 per cent., Since 3 women stock clerks were newly
employed and 6 women stock clerks were separated from employment, there
was a 37.5 per cent turnover of women stock clerks. Three women billing
clerks were newly employed and 6 were separated from their jobs, making
a turnover of 12 per cent.

There was no turnover in women time clerks, women shipping clerks,
women order clerks, or women payroll clerks,

Minimun Employment Age for Men Clerical Employeeg

23 Specified by Emplovers
Table IXVI shows the number of instances in which employers speci-

fied certain minimum age requirements for men elerical 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 minimum employment age in any of the positions listed. On this basis,
the data presented in Table LXVI show that in 18 instances, employers
gspecified a minimum employment age of 18 years for men clerical employees.
These instances included 5 instances in which the employers reported on
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TABLE LXV

RATE OF TURNOVER OF WOMEN CLERICAL EMPLOYEES
DURING 12-MONTH FERIOD

Positions
File

General
Stock

Time
Billing 3 6 25 3 12.0
Shipping 0

Order 4

Payroll

Total 28 20 118 1, 11.8

This table should be read as follows: Three women file clerks were newly
employed and 1 woman file clerk was separated from employment. Since
there was an average of 6 women file clerks employed during the l12-month
period, there was, therefore, a 16.7 per cent turnover of women clerks.



TABIE IXVI

MINIMUM EMPLOYMENT AGE FOR MEN CLERICAL EMFLOYEES
AS SPECIFIED BY EMPLOYERS

§
= O W

w
= e W

(=]

)
Nﬂ\nmmumtﬂ

Total 13 é 7 1 3 1

R

This table should be read as follows: Of the 36 instances in which
employers specified a minimm employment age for men clerks, one employer
stated a minimum employment age of 20 years for new men clerks.
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general clerks; 6, for stock clerks; 1, for time clerks; 1, for billing
clerk; 4, for shipping clerks; and 1 instance in which employers specified
a minimm employment age for order clerks.

In gix instances in which employers stated a minimum employment age,
20 years of age was given as the minimum employment age for clerical
employees, In 12 instances, employers specified a minimum employment age
of at least 21 years. These instances included 7 instances of 21 years;
1 instance of 22 years; 3 instances of 25 years; and 1 instance in which
the employer specified 35 years of age for men clerical employees.

Minimum Employment Age for Women Clerical Employeeg

a3 Specified by Emplovers
Table ILXVII shows the mumber of instances in which employers speci-

fied certain minimum age requirements for women clerical 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 minimum employment age in any of the positions listed. On this basis,
the data presented in Table LXVII show that in 37 instances, employers
specified 18 years as the minimum employment age for women clerical employees.
These instances included 5 instances for women file clerks; 16 instances
for women general clerks; 2 instances for women stock clerks; 10 instances
for women billing clerks; 1 instance for women order clerks; and 3 instances
for women payroll clerks.

In 5 instances, employers specified 19 as the minimum employment age;
in 8 instances, employers specified 20 years as the minimum age; and in 9
instances, employers specified that new women clerical employees mist be
21 years of age, or older before they would be considered for employment.

A study of Table LXVII indicates that in over half of the instances
in which employers stated a minimum employment age, they indiecated that



TABLE LXVII

MINTMUM EMPLOYMENT AGE FOR WOMEN CLERICAL EMFLOYEES
AS SFECIFIED BY EMPLOYERS

Order 1 1 2
Payroll 3 2 5

Total 37 5 8 4 1 3 1 59
This table should be read as follows: Of the 59 instances in which
employers specified the minimmm employment age for wemen cleriecal
employees, in 5 instances, employers specified a minimm employment age
of 18 years for new women file clerks.
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they would hire employees at the age of 18 years; therefore, it seems that
more young women would have greater opportunities of gaining employment in
clerical positions than in other types of positions of this study as soen
as they had completed high school because of the age limit.

Distribution of Jobs Held by Men Clerical Employees
According %o Minimum Age Requirements Specified by Employers

Table LXVIII shows that the employers who stated they would employ
men at the minimum age of 18 years employed 70 men clerical employees.

Of this number, 20 were general clerks; 43 were stock clerks; 4 were
billing clerks; 2 were shipping clerks; and one was an order clerk,

Eighteen men clerical employees were employed in positions in which
the employers specified a minimum age of 20 years; 7 men were employed
in positions in which employers specified 21 years as the minimum age;

4 men, in positions which had a minimum age requirement of 22 years; 5
men, in positions in which employers specified 25 years of age; and 1 man
shipping clerk was employed in a position in which the employer specified
a minimm age of 35 years of age.

Table ILXVIII indicates that 70 men were employed in positions in
which employers specified 18 years as the minimum employment age. This
means that 66.7 per cent of the 105 men clerical employees were employed
in positions in which the minimm employment age for new men clerical
employees was only 18 years, This suggests that there are likely to be
opportunities for young men just out of high school to obtain positions
as clerical employees in Enid.

Distribution of Jobs Held by Women Clerical Employees

According to Minimum Age Requirements Specified by Employers
Table LXIX indicates that of the 125 positions held by women clerical

smployeasinthalﬁlfirmainchxﬂadinthiashxdy,%maamﬁloyedin



TABLE IXVIII

DISTRIBUTION OF JOBS HELD BY MEN CLERICAL EMPLOYEES
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DISTRIBUTION OF JOB3S HELD BY WOMEN CLERICAL EMPLOYEES
ACCORDING TO MINIMUM AGE REQUIREMENTS SFECIFIED BY EMPIOYERS

Pogitiong 17 18 19 20 21 2 23 25 P
File 7

General 58 1 5 1 5 2

Stock 3 1 1 1
Time

m 2 2 1 1
Shipping 4

Order 1 1 2
Payroll 6 2
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positions in which the employers had specified a minimum employment age
of 18 years. Of these 99 employees, 7 were women file clerks; 58 were
general clerks; 3 were stock clerks; 20 were billing clerks; /4 were shipping
clerks; 1 was an order clerk; and 6 were payroll clerks.

Four women were employed in positions in which employers had specified
19 years as the minimum age for new women clerical employees; 9 women were
employed in positions in which the employers had stated the minimum age as
20 years; 13 were employed in positions in which the employers had stated

new employees must be 21 years of age, or older.

Experience Requirements for New Clerical Employees

2s Specified by Emplovers.
In Table LXX, it will be noted that each employer was counted as a

separate employer in each instance for which he supplied data concerning
the experience requirements for any types of occupations listed in the
table. On this basis, Table ILXX shows that in 2/ instances, or 25.3 per
cont of the total instances in which employers stated their experience
requirements, the employers specified that experience was required of

new clerical employees, In 71 instances, or in 74.7 per cent of the total
instances, employers specified that experience was not required of new
clerical employees. These 71 instances included 5 instances which were
83.3 per cent of the ingtances in which employers hired file clerks;

23 instances which were 74.2 per cent of the instances in which employers
hired general clerks; 13 instances which were 68 per cent of the instances
in which employers hired stock clerks; 2 instances which were 66.7 per
cent of the instances in which employers hired time clerks; 19 instances
which were 86.4 per cent of the instances in which employers hired billing
clerks; 2 instances, which were 40 per cent of the instances in which



TABLE IXX

EXFPERIENCE REQUIREMENTS FOR MEW CLERICAL EMPLOYEES
AS SFECIFIED BY EMPLOYERS

Total Enployers Euployers Hot
Exployers  Reouiring Experience Requiring Exporience
.
File Clerks é 100 1 16.7 5 83.3
General 31 100 8 25.8 23 The2
Stock 19 100 6 32,0 13 68.0
Time 3 100 1 33.3 2 66.7
Billing 2 100 3 13.6 19 86.4
Shipping 5 100 3 60.0 2 40.0
Order 4 100 1 25.0 3 75.0
Payroll 5 100 1 20.0 4 80.0
Total 95 2, 7
Per Cent of
Iotal Employerg 100 2323, ZhaT
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employers hired shipping clerks; 3 instances which were 75 per cent of the
ingstances in vhich employers hired order clerks; and 4 instances which
were 80 per cent of the instances in which employers hired payroll clerks.

Experience Reguirements Specified by Employers

for New lMen Clericel Emplovers
In Table LXXI, it will be noted that each employer was counted as a

gseparate employer in each instance in which he supplied data concerning
the experience requirements for any of the types of occupations listed.
On this basis, Table LXXI shows that in 13 instances, or in 36.1 per cent
of the instances in which employers made statements as to experience for
new men clerical employees, the employers did require experience of new
men clerical employees; and in 23 instances, or in 63.9 per cent of the
instances, employers did mot require experience of new men clerical
employees.

Table LXXI shows that for over half of the positions held by men
clerical employees experience was not required of new employees. The
table also indicates the number and percentage of positions for each type
of clerical occupation included in this study for which experience was a
requirement for employment and for which experience was not a requirement.

Experience Requirements Specified by Emplovers

for New Women Clerical Emplovees
In Table LXXII, it will be noted that esach employer was counted as a

separate employer in each instance he supplied data concerning the experi-
ence requirements for any of the types of occupations listed. Omn this

basis, Table LXXII shows that of the 59 instances in which employers made
statements as to experience requirements for new women clerical employees,
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TABLE LXXI

EXFERIENCE REQUIREMENTS SFECIFIED BY EMPLOYERS
FOR NEW MEN CLERICAL EMPLOYEES

Pogitiong
File Clerk

1
General 6

Time
Billing
Shipping

Per
Cent
100
100
Stock 15 100
100
100
100
Order 100

N W ow N
8

N O~
8

Total

Per Cent of
Iotal Emplovers 100 30,1 63,9

This table should be read as follows: The one employer who hired men
file clerks required experience of new file clerk employees.

&
&
8




TABLE LXXII

EXPERIENCE REQUIREMENTS SFECIFIED BY EMPLOYERS
FOR NEW WOMEN CLERICAL EMPLOYEES

Employers Employers Not
.mﬂm_ Requiring Experience Requiring Experience
Pogitions No. Gent _Mumber Por Gent fumber Per Gemt
File Clerks 5 100 5 100.0
General 25 100 7 28.0 18 72.0
Stock 4 100 1 25.0 3 75.0
Time 1 100 1 100.0
Billing 17 100 2 11.7 15 88.3
Ordar 2 100 2 100.0
Payroll 5 100 1 20.0 4 80.0
Total 59 11 48
Per Cent of
Total Employers 100 18.6 8l.4

This table should be read as follows: Of the 5 employers who hired women
file clerks, all 5 of them did not require experience of new women file
clerks.
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in 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 in 100 per cent of the ingtances
employers did not require experience of women file clerks, time clerks,
or order clerks,

In 72 per cent of the instances in which employers hired women general
clerks, the employers did not require experience of new employees; in
88.3 per cent of the ingtances, in which employers made statements as to
experience requirements for women billing clerks, the employers did not
require experience of billing clerks.

Digtribution of Jobg According %o Minimum Experience Requirements
for New Clerical Employees

Table IXXIII shows that of the 226 clerical positions, 32 positions,
or 14,2 per cent of the positions, were held by clerical employees in
firms in which employers specified that experience was required of new
clerical employees; and 19 positions, or 85.8 per cent of the positions,
were held by employees in firms in which the employers specified that
experience was not required of new clerical employees.

Included in the 32 posﬁ_'.iona held by employees in which experience
was required of new clerical.employaes were one file clerk, 10 general
clerks, 9 stock clerks, 3 billing clerks, 3 shipping clerks, 2 order
clerks, and 4 payroll clerks. ;

Included in the 19/ positions held by clerical employees in which
employers stated that experience was nct required of new clerical employees
were 7 file clerks, 88 general clerks, 53 stock clerks, 2 time clerks,

28 billing clerks, 7 shipping clerks, 4 order clerks, and 5 payroll clerks.
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TABLE LXXIII

DISTRIBUTION OF JOBS ACCORDING TO MINIMUM EXPERIENCE REQUIREMENTS
FOR NEW CLERICAL EMPLOYEES

Jobs Jobs Not

Pogitions
File Clerks ) B 12.5 7 87.5 8 100
General 10 10.2 88 89.8 98 100
Stock 9 14.5 53 85,5 62 100
Time 2 100.0 2 100
Billing 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 bheds 5 55.6 9 100

Total 32 194 226
Per Cent of
iotal Pogitions Lhs2 85,8 100

This table should be read as follows: Of the 8 file clerk positions
included in this study, experience was required for 1, while for 7 of the
positions experience was not required.
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Number of Employerg Specifying Certain Minimum Education Requirements
for New Clerical Employeeg
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 any of the positions
listed. On this basis, the data presented in Table LXXIV show that in 3
instances, employers stated they would hire stock clerks who had an
eighth~grade education; in one instance, the employer stated he would
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 of the total instances, employers
gspecified a minimum education requirement of a high school education;
while there was one instance in which the employer specified one year of
college as a minimum education requirement. In 2 instances, employers
specified 2 years of college training; and in 27 instances, employers
specified a minimum education of a business college training,

Distribution of Clerical Positions

According to Minimum Education Requirements for New Men Employvees
Table LXXV shows the minimum education requirements for new men

clerical employees. Of the 105 positions held by men clerical employees,
3 men, or 3 per cent of the men, held jobs in which their employers stated
an eighth-grade education was the minimum education required. Thirty-
seven men were employed in positions as stock elerks, in which the
employers specified that a tenth-grade education was the minimum education
requirement.



TABLE LXXIV

NUMBER OF EMPLOYERS SPECIFYING CERTAIN MINIMUM
EDUCATION REQUIREMENTS FOR NEW CLERICAL EMPLOYEES

Grades _High School _College Business

Pogitiong W
File Clerks 3 1 2 6
General 1 219 1 8 31
Stock 3 1 3 1n 1 19
Time 1 2 3
Billing : ! 10 11 2
Shipping 1 3 1 5
Order 1 3 4
Payroll 2 : ! 2 5
Total 3 1 7 252 1 2 27 95

This taeble should be read as follows: In 3 instances employers specified
a minimm of a high school education for new file clerks; in 1 instance,
an employer specified 2 years of college training; and in 2 instances,
employers specified at least a business college education as a require-
ment for new file clerks.



TABLE LXXV

DISTRIBUTION OF CLERICAL POSITIONS
ACCORDING TO MINIMUM EDUCATION REQUIREMENTS FOR NEW MEN EMPLOYEES

ﬁ! High School ~ College Business

Pogitiong 9 10 11 12 1 2 4 College  Total
File Clerks 1 i
General 20 6 26
Stock 2 37 16 1 56
Time p 1
Billing 1 3 4 8
Shipping 7 3 10
Order 2 2
Payroll 1 1
Total 3 37 49 16 105
Per Cent of
Total Positions 3.0 35,2 46,6 13,2 100,

This table should be read as follows: One man file clerk was employed in
a position in which his employer required at least a business college
education of new file clerks.
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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 minimm education requirement., Sixteen men, or 15,2
per cent of the men clerical employees, were employed in positions in
which the employers specified a business college education as the minimum
requirement.

Distribution of Clerical Positions
According to Minimum Education Reguirements for New Women Employees

Table LXXVI indicates that 108 women, or £9.3 per cent of the 121
women clerical employees, held positions in which there was a minimum
education requirement of a high school education. Thirteen, or 10,7
per cent of the women, held positions in which there was a minimum edu-
cation requirement of a business college education,

A study of Tables IXXV and LXXVI indicates that the possibilities
of young women high school 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, for young men and
young women with business c¢ollege training are about as great as the
opportunities for high school graduates.

Selected Duties Performed by Clerical Emplovees
The importance of clerical employees knowing how to perform the

gelected duties is illustrated by the data shown in Table LXXVII., Of the
226 clerical employees included in this study, 194, or 85.8 per cent, did
some typing as a part of their duties on the job, The data reveal that
100 per cent of the file clerks, the general clerks, the time clerks, the
billing elerks, and the payroll clerks did some typing as part of their
duties on the job.
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Table IXXVI

DISTRIBUTION OF CLERICAL POSITIONS
ACCORDING TO MINIMUM EDUCATION REQUIREMENTS FOR NEW WOMEN EMPLOYEES

ﬁ High School ~ _Colloge Busineas
Fogitiong 2
File Clerk 5 2 7
General 62 10 72
Stoek 5 1 é
Time | 1
Billing 23 23
Shipping 0
Order 4 4
Payroll 8 8
Total 108 13 121
Per Cent of
Iotal Positions 0.2 0.7 100,

This table should be resd as follows: Five women file clerks were
employed in positions in which the employers speciried a minimm of a high
school education as a requirement for new employees.



TABLE IXXVII

CLERICAL EMPLOYEES PERFORMING SELECTED DUTIES

Apply
Knowledge
of
Take Bookkeeping
Dictation Prineciples
Total and and
Employeeg —pe —rtdle EPractices —Sell
Per Per Per Per Per Per
Pogitiong No,  Cent No, Cent _ No, Cent _ No, Cent No, Cent _ No, Cent
File Clerk 8 100 8 100. 8 100. 2 25,
General 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.
Billing 31 100 31 100, 12 39.0
Shipping 10 100 30.0
Order 6 100 A 66.7 : 50. 6 100.
Payroll 9 100 9 100. 9 100. 9 100.
Total 226 194 105 15 83 53
Per Cent of
Iotal Emploveeg 100 82,8 48,3 il 37 23:3

This table should be read as follows:

did some filing; and 2, or 25 per cent, did some selling.

Of the 8 file clerks, 8, or 100 per cent, typed; 8, or 100 per cent,
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One hundred five employees, or 46.5 per cent of the clerical employees,
did some filing, The data in Table LXXVII show that 100 per cent of the
file clerks, the time clerks, and the payroll clerks did filing on their
jobs,

It is interesting to note that some of the general clerks performed
all of the selected duties shown in Table LXXVII. This would seem to
indicate that it is desirable for students planning to obtain a position
as a general clerk to learn to type, to file, to take dictation and
transcribe, to apply a knowledge of bookkeeping prineiples and practices,
and probably to lsarn some selling skills.

Number and Percentage of Clerical Employees Operating Machines
Table ILXXVIII shows, to some extent, the importance of clerical

employees knowing how to operate a number of the business office machines.
Of the 226 clerical employees included in this study, 116 clerical

== == £1_12 nar cent of the clerical employees, used the adding
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One hundred five employees, or 46.5 per cent of the clerical employees,
did some filing. The data in Table LXXVII show that 100 per cent of the
file clerks, the time clerks, and the payroll clerks did filing on their
jobs,

It is interesting to note that some of the general clerks performed
all of the selected duties shown in Table LXXVII, This would seem to
indicate that it is desirable for students planning to obtain a position
as a general clerk to learn to type, to file, to take dictation and
transeribe, to apply a knowledge of bookkeeping principles and practices,
and probably to lsarn some selling skills,

HNumber and Percentage of Clerical Employeeg Operating Machines
Table LXXVIII shows, to some extent, the impertance of clerical

employees knowing how to operate a number of the business office machines.
Of the 226 clerical employees included in this study, 116 clerical
employees, or 51,3 per cent of the clerical employees, used the adding
machines; 101 employees, or 44.7 per cent, used the calculators; 26
clerical employees, or 12 per cent, used the cash registers; 6 clerical
employees (payroll clerks), or 2.7 per cent of the clerical employees,
used the check writing machines; 16 clerical employees, or 7.1 per cent,
used the mimsographs; 24 clerical employees, or 10.6 per cent, used the
liquid process duplicating machines; and 22 clerical employees, or 9.7
per cent of the clerical employees, used the addressing machines.



TABLE LXXVIII
NUMBER AND PERGENTAGE OF CLERICAL EMPLOYEES OFERATING MACHINES

Total Adding Cash Check
Emplovees ~Machine h&m&% Begister ~driter
Per Per Per Per
Positions No, _Cent No, Cent No, _Cent No, _ Cent No, Cent
File Clerk 8 100 1 12,5
General 98 100 41 41.8 37 38.0
Time 2 100 2 100, 2 100.
Stock 62 100 46 Th.2 2, 39.0
Billing 31 100 20 65.0 27 &7.1 19 61.2
Shipping 10 100 2 20,0 30.0
Order 6 100 1 16.7 5 83.3 L 66,7
Payroll 9 100 3 33.3 6 66.7 6 66.7
Total 226 116 101 26 6
Per Cent of
Total Emploveesg 100 21,3 I 12,0 -7y

This table should be read as follows:

Of the 8 file clerks, 1, or 12,5 per cent, used the adding machine,



TABLE LXXVIII
NUMBER AND PERCENTAGE OF CLERICAL EMPLOYEES OFERATING MACHINES

(CONCLUDED)

Ediphone Addressing
Fogitiong Ho, Cent o, nm N, m No,  Cant
File Clerk
General 16 16,3 24 24,5 i 1.0
Time
Stock
Billing 21 68,0
Shipping
Order
Payroll
Total 16 2, 22
Per Cent of
Total Emplovees Zod 10,6 9.7

LET



CHAPTER VI
SALES EMPLOYEES

Humber of Sales Employees

Table LXXIX shows that 559 full-time sales employees and 57 part-time
sales employees, or a total of 616 sales employees, were included in this
study, Of this number, 317 men and 2,2 women were employed as full-time
sales employees; and 6 men and 51 women were empluyed as part-time sales
employees.

Of the 559 full-time sales employees included in this study, 47 men
and no women were employed as full-time wholesale salesmen; 207 men and
233 vomen were employed as full-time retail salesmen; 50 men and 9 women
were employed as full-time department managers; and 13 men were employed
as insurance salesmen, Of the 559 full-time sales employees employed by
the 101 firms included in this study, 317 were men and 242 were women
sales employees.

Emplover's Preference for Men and Women Sales Employees

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 preferences in any of the positions listed. On this basis, the
data presented in Table IXXX show that men were preferred in 43 instances,
or in 50,5 per cent of the instances in which employers stated a preference
for 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 in 27.1 per cent of the instances in which employers stated a preference
for sales employees.



TABLE LXXIX

NUMBER OF SALES EMPLOYEES

Full-Time _Total
Positions Men Women Men Women Men Women Combined
Wholesale Salesmen 47 A 47
Retail Salesmen 207 233 6 51 213 284 497
Department Managers 50 9 50 9 59
Insurance Salesmen 13 13 13
Total 317 242 6 51 323 293 616

This table should be read as follows: Forty-seven men wholesale sales-
men were employed full time, There were no women employed as wholesale
sales employees and there were no part-time wholesale sales employees.
A total of 47 wholesale salesmen were included in the study.

TABLE LXXX

EMPLOYERS' PREFERERCES FOR MEN AND WOMEN SALES EMPLOYEES

Total Men Women No
Emplovers =  Preferred ~ Freferred = IFreference
Per Per Per Per
Positions Jo., _Cent No, Cent No, Cent HNo, Cent
Wholesale Salesmen 9 100 9 100.
Retail Salesmen 56 100 19 33.9 16 28.6 21  37.5
Department Managers 19 100 1, 73.7 15.8 2 10.5
Insurance Salesmen 1 100 1 100.
Total 85 43 23

Per Cent of
Total Positions 100 50.5 22.4 27.1

This table should be re:d as follows: Men were preferred in 9 instances,
or 100 per cent of the instances in which the employers hired wholesale

galesmen,
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Of the total of 9_ instances in which employers stated a preference
for wholesalesmen, the employers stated a preference for men wholesale
salesmen, Of the 56 instances in which employers stated a preference for
retail salesmen, in 19 instances, or in 33.9 per cent of the instances,
employers preferred men retail salesmen; in 16 instances, or in 28.6
per cent of the ingtances, employers preferred women sales employees;
and in 21 instances, or in 37.5 per cent of the instances, employers
stated no preference.

Of the 19 instances in which employers stated a preference for depart-
ment managers, in 1 instances, or in 73.7 per cent of the instances,
employers stated a preference for men department managers; in 3 instances,
or in 15.8 per cent of the instances, employers stated a preference for
women department managers; and in 2 instainces, or in 10,5 per cent of the
instances, employers stated no preference for department managers,

In the one imstance in vhich an employer stated a preference for

insurance salesmen, men were preferred as insurance salesmen.

Gain in Employment of Sales Employees
Table LXXXI shows that 233 sales employees were newly employed during

the 12-month period of this study. Of this number, 65 wers men and 168
were women sales employees. Forty-six men and 129 women, or a total of
175 sales employees were separated from employment during that period,
making a gain in employment of 19 men and 39 women, or a total gain in
employment of 58 sales employees.

Of the 58 men and women gained in employment during the l12-month
period, 3 were men wholesale salesmen; 16 were men retail salesmen; 38
were women retail sales employees; and 1 was a woman department manager.



TABLE LXXXI

DURING 12-MONTH FERIOD

Total 65 168 233 46 129 175 19 39 58

This table should be read as follows: Five men wholesale salesmen were
employed and 2 were gseparated from their employment, making a gain of
3 wholesale salesmen during the 12-month period of this study.



Rate of Turnover in Sales Employees

Table LXXXII shows that an average of 531 sales amployaos were
employed in Enid by the 101 firms included in the study during the 12-
month period of this study. The table shows that 65 men an:l 168 women
were newly employed, making a total of 233 sales employees who were newly
employed during the period of this study. The table also shows that a
total of 175 men and women sales employees were separated from employ-
ment during the same period. Since there was a turnover of 175 sales
employees, that means there was a turnover of 33 per cent of the average
number of 531 sales employees employed during the 12-month peried of this
study.

There was no turnover in department managers during the 12 months.
Since there was a turnover of 2 wholesale salesmen, that means there was
a 4.3 per cent turnover of the average number of 46 wholesale salesmen
employed by the 101 firms included in this study.

The largest turnover was in the retall sales employees, where there
was a-turnover of 172 sales employees. This means that there was a turn-
over of 41,6 per cent of the 413 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 of the 13 insurance salesmen usually employed during the
12-month period.

Rate of Turnover of Men Sales Employeeg
Table LXXXIII shows that 65 men were newly employed and 46 men were

gseparated from their employment, Since there was an average of 307 men
sales employees, a turnover of 14.9 per cent of the men sales employees
is determined.



TABLE LXXXII

RATE OF TURNOVER OF SALES EMPLOYEES
DURING 12-MONTH PERIOD

Wholesale Salesmen 5 5 2 2 46 2 43

Retail Salesmen 59 167 226 43 120 172 413 172 41,6

Department Managers 1 1 59

Insurance Salesmen 1 X 1 1 13 3 Y
Total 65 168 233 46 129 175 531 175 33.0

& Actual number of replacements during l2-month period, represented by
total newly employed or total separated, whichever is smaller.

b Percentage of net turnover based on average number of employees during

12-month periocd.

This table should be read as follows: Five men wholesales salesmen were
newly employed; 2 men wholesale salesmen were separated from employment.
With an average employment of 46 wholesale employees during the 12-month
period, a 4.3 per cent turnover is determined.



TABIE LXXXIII

RATE OF TURNOVER OF MEN SALES EMPLOYEES
DURING 12-MONTH FERICD

Pogitiong

Wholesale Salesmen 5 2 46 2 4.3

Retail Salesmen 59 43 198 43 2.7

Department Managers 50

Insurance Salesmen 1 | 1l 13 1 7.7
Total 65 46 307 46 14.9

@ Actual number of replacements during 12-month periecd, represented by
total newly employed or total separated, whichever is smaller

b Percentage of net turnover based on average number of employees during
12-month peried.

This table should be read as follows: Five men wholesale salesmen were
newly employed during the l2-month period of this study; 2 were separated
from employment, Since there was an average of 46 wholesale salesmen
employed, a 4.3 per cent turnover of the wholesale salesmen is noted,
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Table LXXXIII shows the aversge number of employees for each classi-
fication of sales employees used in this study. The greatest turnover
was in the retail sales employees, in which there was a turnover of 21.7
per cent, Next ranked the insurance salesmen with a 7.7 per cent turnover;
the wholesale salesmen ranked next with a 4.3 per cent turnover. No turn-
over was noted for the department managers.

Rate of Turnover for Women Sales Employees

Table LXXXIV shows a turnover of 130 women sales employees, or a
turnover of 57.8 per cent of the average nmumber of 223 women sales employees
employed by the 101 firms included in the study during the 12-month peried.

Since 167 women retail sales employees were newly employed and 129
women retail sales employees were separated, there was a turnover of 129,
or 60.2 per cent of the average of 214 women retail sales employees
employed by the 101 firms in Enid during the 12-month period of the study.

The table shows that there was no turnover for women department
managers. There were no women wholesale sales employees or women insurance

salesmen,

Minirmm Employment Age for Men Sales Employeeg

as Specified by Employers
Table IXXXV shows the number of instances in which employers specified

certain minimum age requirements for men 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 minimum
employment age in any of the positions listed. On this basis, the data
presented in Table IXXXV show that in one instance, an employer stated

he would employ retail salesmen at the minimum employment age of 16 years;
in one instance, an employer stated 17 years as the minimum employment

age at which he would hire new retail salesmen.



TABLE LXXXIV

RATE OF TURNOVER FOR WOMEN SALES EMPLOYEES
DURING 12-MONTH PERIOD

Insurance Salesmen

Total 168 129 223 129 57.8

8 Actual mmber of replacements during 12-month period, represented by
total newly employed or total separated, whichever is smaller,

b&rmtagonfmttmmbasodmmagenmberofemploymduﬂng
12.month period.

This table should be read as follows: One hundred sixty-seven women retail
sales employees were newly employed during the 12-month period of this
study and 129 were separated from employment, Since there was an average
of 21/ women sales employees, and since there was a turnover of 129
employees, a 60.2 per cent turnover of women retail sales employees is
indicated,



TABLE LXXXV

MINIMUM EMPLOYMENT AGE FOR MEN SALES EMPLOYEES
AS SFECIFIED BY EMFLOYERS

Total 1 1 »» 3 7 1 1 8 14 3

&

This table should be read as follows: Of the 9 instances in which
employers hired wholesalse salesmen, in 4 instances, employers stated they
would hire new salesmen at a minimm og 18 years of age; in 2 instances,
employers specified a minimm age of 21 years; in 1 instance, an employer
stated 22 years as the minimmm age; and in 2 ingstances, employers speci-
fied 25 years as the minimum age for new wholesale salesmen.
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In 19 instances, employers specified a minimum employment age of 18
years; in 3 instances, employers specified 20 years; in 7 instances,
employers specified 21 years; in 1 instance employers specified 22 years;
and in one inatance an employer specified 23 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 in
which employers specified above 35 years as the minimum age at which they
would employ new men sales employees.

The 19 instances in which employers specified 18 years as the minimum
age included 4 instances for wholesale salesmen and 15 instances for retail
salesmen, This would indicate the possibility of students just out of
high school obtaining employment in the wholesale and retail sales positions.

Minimum Employment Age for Women Sales Employees
2 Specified by Employers

Table LXXXVI shows the number of instances in which employers speci-
fied certain minimum age requirements for 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 minimum employment age in any 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 of
16 years; in 12 instances, employers specified 18 years as the minimum
employment age at which they would employ new women sales employees.
In 2 instances, employers specified 20 years; in 2 instances, employers
specified 21 years as the minimum age; and in 6 instances, employers
specified that new women employees must be 23 years of age or older before
they would be considered for employment.



TABLE LXXXVI

MINIMUM EMPLOYMENT AGE FOR WOMEN SALES EMFLOYEES
AS SPECIFIED BY EMPLOYERS
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In 21 instances, employers stated they would employ new women sales
employees between the ages of 16 years to 21 years, inclusive. This
means that there would be some opportunities for young women to obtain
positions as retail sales employees soon after completing their high
school education,

Digtribution of Jobg Held by Men Sales Employees

According to Minimum Age Beguirements Specified by Emplovers
The number of jobs held by sales employees, according to the minimum

age requirements specified by employers, is shown in Table IXXXVII, The
table shows that the employers, who stated they would employ new men
sales employees at the minimum age of 16 years, employed 4 men sales
employees as retail salesmen. The employers who specified 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 wholee
sale salesmen and 135 men retail salesmen.

Thirty-one retail salesmen were employed by employers who specified
20 years as the minimum 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 specified that new men sales employees must be over 21
years of age employed 94 men sales employees.

Table LXXXVII indicates that young men just out of high school would
have a fair opportunity of obtaining employment on the basis of the minimum
age requirement specified by employers, since there were 188 gsales positions
in which employers stated they would employ new men sales employees between

the ages of 16 years to 20 years, inclusive,
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TABLE LXXXVII

DISTRIBUTION OF JOBS HELD BY MEN SALES EMPLOYEES
ACCORDING TO MINIMUM AGE REQUIREMENTS SFECIFIED BY EMPLOYERS

Total 4 5 48 31 3% 1 9 3% 33 17 316

This table should be read as follows: Thirteen men wholesale employees
were employed in positions in which the employers stated they would hire
new salesmen at 18 years of age; 16 were employed in positions in which
there was a minimum age of 21 years; 1 man, where there was a minimum
age of 22 years; and 17 men were employed in positions in vhich their

employers specified 25 years as the minimum employment age for new wholew
sale salesmen.
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Distribution of Jobs Held by Women Sales Employeeg
According to Minimum Age Requirements Specified by Employvers

Table LXXXVIII shows that there were 242 women sales employees
employed by ﬁha 101 firms included in this study. Twenty-three women
retail sales employees were employed in pesitions in which the employers
stated they would hire new sales employees at the minimum age of 16 years;
132 women sales employees, in positions in which the employers specified
18 years. These 132 employees included 131 women retall sales employees
and one woman department manager. Sixty-nine women sales employees were
employed in positions in which the employers specified 20 years as the
minimum employment .age.

Eighteen women sales employees were employed in positions for which
employers specified that new women sales employees must be 21 years of
age or older; 10 of this number were employed as retail sales employees,
while 8 women were employed as department managers.

According to the minimum age requirement specified by employers for
155 of the positions held by women sales employees, the conclusion may
be made that possibilities exist for young women high school graduates
to obtain employment in Enid as sales workers after finishing their high
school education. ~

Experience Requirements for New Sales Employees
as Specified by Employers

In Table LXXXIX, it will be noted that each employer was counted as
a separate employer in each instance in which he supplied data concerning
the experience requirements for any type of occupation listed in the table,
On this basis, Table LXXXIX shows that of the total of 85 instances in
which employers expressed their experience requirements for the positions
listed, in 57 instances, or in 67.1 per cent of the instances for which



TABLE LXXXVIII

DISTRIBUTION OF JOBS HELD BY WOMEN SALES EMPLOYEES
ACCORDING TO MINIMOM AGE REQUIREMENTS SPECIFIED BY EMPLOYERS

Total 23 132 & 3 2 7 6 22

This table should be read as follows: Twenty-three women retail sales

employees were employed in positions in which the minimum age specified
by their employers was 16 years; 131 women were employed in pesitions in
which there was an l8-year minimum age; 65 women were employed in posi-
tions in vhich the employers specified a minimum of 20 years of age for
new women retail sales employees.
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TABLE LXXXIX

EXFERIENCE REQUIREMENTS FCR NEW SALES EMPLOYEES
AS SFECIFIED BY EMPLOYERS

Insurance Salesmen 1 100 1 100.0

Total 85 57 28
Per Cent of
Iotal Employers L0 67,1 a2
This table should be read as follows: Of the 9 employers hiring whole-
sale salesmen, 7, or 78 per cent, required experience of new salesmen;
and

2, or 22 per cent, of the employers did not require experience of new
vholesale salesmen.
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employers stated their requirements, the employers specified that experi-
ence was required of new sales employees. In 28 instances, or in 32,9
per cent of the instances for which employers stated their requirements,
employers stated that experience was not required of new sales employees.

Experience was not required in 2 instances, or in 22 per cent of the
instances for wholesale salesmen positions; in 24 instances, or in 42.9
per cent of the instances for retail salesmen positions; in 2 instances,
or in 10,5 per cent of the ingtances for which employers specified the
experience requirements for department managers.

Experience was required in twice as many instances as the instances
in which experience was not required. The instances in which experience
was required were reported in 7 instances, which were 78 per cent of the
instances in which employers hired wholesale salesmen; in 32 instances,
which were 57.1 per cent of the instances in which employers hired retail
salesmen; in 17 instances, which were 89.5 per cent of the instances in
which employers hired department managers; and in one instance, which was
100 per ceunt of the instances in which an employer hired insurance salesmen,

Experience Reguirements Specified by Employers

- for New Men Sales Employees
In Table XC, it will be noted that each employer was counted as a |

separate employer in each instance in whiech he supplied data concerning
the experience requirements for any of the types of occupations listed.
On this basis, Table XC shows that in 46 instances, or in 79.3 per cent
of the instances in which employers made statements as to experience of
new sales employees, employers required experience of new sales employees.
The total of 46 instances included 7 ina'l;anees, or 77.8 per cent of the
instances in which employers hired wholesale salesmen; 24 instances, or
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TABLE XC

EXPERIENCE REQUIREMENTS SFECIFIED BY EMPLOYERS
FOR NEW MEN SALES EMPLOYEES

Total Employers llot

Iotal Emplovers 200 79.3 20.7

This table should be read as follows: Of the 9 employers hiring wholesale
salesmen, in 7 instances, or in 77,8 per cent of the instances, employers
required experience of new salesmen; while in 2 instances, or in 22,2 per
cent of the instances, employers did not require experience of new whole-
sale salesmen, '
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75 per cent of the instances in which employers hired retail salesmen;
1/, instances, or 87.5 per cent of the instances in which employers hired
department managers; and the one instance in which the employer hired
ingurance salesmen,

In 12 instances, or in 20,7 per cent of the total instances, for
which employers expressed experience requirements for new men sales
employees, employers did not require experience of new sales employees.
These 12 instances included 2 irstances, or 22.2 per cent of the inatances,
for which employers expressed experience requirements for wholesale sales-
men; & instances, or 25 per cent of the instances, for which employers
expressed experience requirements for retail salesmen; and 2 instances,
or 12,5 per cent of the instances, for which employersg expressed experi-
ence requirements for department managers.

Experience Requirements Specified by Employers

for New Women Saleg Employees
In Table XCI, it will be noted that each employer was counted as a

separate employer in each instance in which he supplied data concerning
the experience requirements for any of the types of occupations listed.
On this basis, Table XCI shows that of the 27 instances for which
employers expressed experience requirements for new women sales employers,
in 11 instances, or in 40.7 per cent of the instances, employers required
of new women sales employees; and in 16 instances, or in 59.3 per can’t.
of 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
for which employers axproésed experience requirements for new retail sales
employees, the employers did not require experience of new women retail
sales employees, In 100 per cent of the instances for which employers
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TABLE XCI

EXPERIENGE REQUIREMENTS SPEGIFIED BY EMPLOYERS
FOR NEW WOMEN SALES EMPLOYEES

Total 27 11 16

Per Cent of
Total Employers 200 40,7 29.3

This table should be read as follows: No employers hired women wholesale
salesmen, Of the 2, instances in which employers hired retail salesmen,
in 8 instances, or 33.3 per cent of the instances, employers required
experience of new salespeople; while in 16 instances, or in 66.7 per cent
of the instances, employers did not require experience of new employees,
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expressed experience requirements for department managers, the employers
required experience of new women department managers.

Digtribution of Jobs According to Minimum Experience Requirements
for Hew Sales Emplovees

Table XCII shows that of the 559 positions held by sales employees,
261, or 46.7 per cent of the positions were held by employees in positions
for which the employers required experience of new sales employees; 298
positions, or 53.3 per cent of the positions, were held by employees for
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 of new sales employees,

Experience was not required by employers in 1l instances, or in 23
per cent of the instances for which the employers expressed requirements
for wholesale salesmen; in 286 instances, or in 65 per cent of the
instances for which employers expressed experience requirements for retail
salesmen; in 1 instance, or in 1,7 per cent of the instances for which

employers expressed experience requirements for new department managers.

Number of Employers Specifving Certain Minimum Equcation Requirements
for New Sales Emplovees

In interpreting Table XCIII, 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 any of the positions
listed. On this basis, the data presented in Table XCIII show that in one
ingtance an employer stated he would hire retail saleasmen with a minimum
of a sixthegrade education; in 3 instances, employers stated they would
hire new retail saleamen with a minimum of an eighthegrade education; in
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TABLE XCII

DISTRIBUTION OF JOBS ACCORDING TO MINIMUM EXPERIENCE REQUIREMENTS
FOR NEW SALES EMFLOYEES

Jobs Jobs Not
Reguiring Exporience Reguiring Experlence Total Job
Per

Pogitions

Wholesale Salesmen 36 77.0 11 23.0 47 100

Retail Salesmen 154 35.0 286 65.0 L40 100

Department Managers 58 98.3 1 r B 59 100

Insurance Salesmen 13 100.0 13 100
Total 261 298 559

Per Cent of

Zotal Pogitiong 46.7 23:3 100

This table should be read as follows: Of the 47 wholesale salesmen, 30,
or 77 per cent, were employed at jobs in which the employers required
experience of new employees; while 1l wholesale salesmen were employed at
jobs in which experience was not required of new salesmen.
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TABLE XCIII

NUMBER OF EMPLOYERS SPECIFYING CERTAIN MINIMUM EDUCATION REQUIREMENTS
FOR NEW SALES EMPLOYEES

Positions R o o #] colless  Total
Wholesale Salesmen 1 5 2 L 9
Retail Salesmen l 3 g8 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 1.3 3.4 10.8 63.4 1.2 13. 4.6 2.4 100
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8 instances, employers stated they would employ new retail salesmen with
a minimm of a tenth-grade education; and in one ingtance an employer
gtated he would hire wholesale salesmen with a minimum of a tenth-grade
education,

In 54 inatances, or in 63.4 per cent of the instances, employers
specified a high school education as the minimum education required of
new sales employees. Of these 5/ instances, there were 5 instances in
which wholesale salesmen were employed, 41 instances in which retail
salesmen were employed, 7 instances in which department managers were
employed, and one instance in which insurance salesmen were hired. This
indicates that in 67 instances employers did not require more than a
high school education of new sales employees, These figures should be
encouraging to high school students who deo not plan to continue their
education, or who find it necessary to obtain employment immediately after
graduating from high school.

Table XCIII shows that the majority of the instances in which employers
required more than a high school education were in the positions of depart~

ment mansger.

Digtribution of Sales Employees

According to Minimum Educgtion Requirements for New Men Employees
Table XCIV shows the minimum education requirements for new men sales

employees. Of the 317 positions held by men sales employees, 16 men retail
gsalesmen, or 5.1 per cent of the men sales employees, held jobs for which
their employers stated a sixth-grade education was the minimum education
required; 2 wholesale salesmen, or .6 per cent of the men employees, were
employed in jobs for which their employers stated a tenth-grade education
was the minimum education required.



TABIE XCIV

DISTRIBUTION OF SALES EMPLOYEES
ACCORDING TO MINTHMUM EDUCATION REQUIREMENTS FOR NEW MEN EMPLOYEES

Grgles Mich Schpol Callags Dusiness

Positions 12 4 Collese  Total
Wholesale Salesmen 2 27 13 5 47
Retail Salesmen 16 180 5 6 207
Department Managers 30 12 6 2 50
Insurance Salesmen 13 13
Total 16 2 250 531 6 7 317
Per Cent of
Iotal Positiong 2.1 26 78,8 1,69,71.9 2,2 100

This table should be read as follows: Two wholesale employees were employed
in pesitions in which the employers stated they would hire new salesmen
with a tenth-grade education; 27 were employed in positions in which there
was a minimm education requirement of a high school education; 13 were
employed where there was a minimum education requirement of 2-year college;
and 5 wholesale salesmen were employed in positions in which there was a
minimom education requirement of business college training.
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Two hundred fifty men sales employees, or 78,8 per cent of the men
sales employees, were employed in positions for which the employers
specified a high school education was the minimum education required for
the jobs. These 250 jobs were held by 27 wholesale salesmen, 180 retail
salesmen, 30 department managers, and 13 insurance salesmen. These
figures should be somewhat encouraging to young men who need to obtain
employment soon after completing their high school education,

Thirteen wholesale salesmen, 6 retall salesmen, and 12 department
managers were employed in positions for which the employers specified a
minimum education of 2 years of college training; while 6 department
managers were employed in positions for which the employers specified a
minimm education of a j~year college tr=ining, Seven men, including
5 wholesale salesmen and 2 department managers, were employed in positions
for which the employers specified a minimum education of a business college
eduecation,

Distribution of Sales Employeeg

According to Minimum Education Requirements for New Women Emplovees
Table XCV shows that of the 242 positions held by women sales employees,

9 women, or 3,7 per cent of the women sales employees, were employed as
retail sales employees in positions for which the employers specified as
e minimum a sixth-grade education; 32 women retail sales employees, or
13.2 per cent of the women sales employees, were employed in positions for
which the employers statad they would employ new sales employees with a
minimum of an eighth-grade education,

Seven women department managers and 190 women retail sales employees,
or a total of 197 women sales employees, comprising €l.4 per cent of the

women sales employees, were employed in positions for which the employers



TABLE XCV

DISTRIBUTION OF SALES EMPLOYEES
ACCORDING TO MINIMUM EDUCATION REQUIREMENTS FOR NEW WOMEN EMPLOYEES

%mﬂ High School College Business
8 12 2

Pogitiong College ~_ Total
Wholesale Salesmen
Retail Salesmen 9 32 190 2 233

Department Managers 7 2 9
Insurance Salesmen

Total 9 32 197 4 242
Per Cent of
Iotal Pogitions 3.9 13,2 8l.4 1.7 100

This table should be read as follows: Of the 233 women salespeople, 9
were employed in positions in which the employer stated he would hire

saleswomen with a sixthegrade education; 32 were employed in positions
which had an eighth-~grade minimim education requirement for new sales=—
people; 190 were employed in positions which had as a requirement that

new employees must be high school graduates.
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specified a minimum education of a high school education for new asales
employees. These figures should be somewhat encouraging to young women
who plan to obtain employment as sales employees soon after completing
their high school education. Only 4 women, 2 retail sales employees and
2 department managers, were employed in positions for vwhich the employers
required 2 years of college training.

Saleg Employees Performing Selected Duties
Table XCVI shows that of the 559 sales employees included in this
study, 103, or 18,, per cent of the employees, did some typing as part
of their duties on their jobs; 43 sales employees, or 7.7 per cent of the
sales employees, did some filing as part of their duties; 29 sales employees,
or 5,1 per cent of the sales employees, did some bookkeeping; and 540 sales
employees, or 96.6 per cent of the sales employees, did some selling,

Number and Percentage of Saleg Employees Operating Machineg
The data in Table XCVII show the importance of sales employees

learning how to operate the adding machines, calculaters, cash registers,
and Ediphone and dictaphone machines. Of the 559 sales employees included
in this study, 225, or 40.3 per cent of the total sales employees, used
the adding machines; 100 sales employees, or 17.8 per cent of the sales
employees, used the calculators; 200 sales employees, or 35.7 per cent of
the sales employees, used the cash registers.

Table XCVII shows that the department managers used the machines to
the greatest extent; however, since a fair percentage of each of the other
types of employees used some of the machines, it would be wise for students
in high school to learn to operate several of the most commonly used office
machines,



TABLE XCVI
SALES EMPLOYEES FERFORMING SELECTED DUTIES

Apply
£
D
Bookkeeping
Principles
Total and
Employeeg Iype File Practices —ell
Per Per Per Per Per
Positiong No, _Cent __ No, Cent No, _ Cent No, Cent No, _Cent
Wholesale Salesmen 47 100 22 46,8 13 27,7 47 100.
Retail Salesmen 440 100 39 8.8 27 6,1 29 6.6 440 100,
Department Managers 59 100 32  54.2 40 68,1
Insurance Salesmen 13 100 10 77.0 3 231 13 100.
Total 559 103 43 29 540
Per Cent of
Iotal Employeeg 100 18,4 L7 221 2%.6_

This table should be read as follows: Of the 47 wholesale salesmen, 22, or 46,8 per cent, did some typing;
13, or 27.7 per cent did some filing; and 47, or 100 per cent, did selling as part of the duties of their

job.



TABLE XCVII
NUMBER AND PERCENTAGE OF SALES EMPLOYEES OPERATING MACHINES

Total Adding Cash Ediphone
o s A i s e A
Fogitieng Ne. . Cegb  No, Cent o, _Cent No, _Qent _ lo, Copt
Wholesale Salesmen 47 100 n 234 7 L9 2, 5l.1
Retall Salesmen 440 100 157  35.6 67 15.2 143 33,0
Departient Managers 59 100 50 85.0 23 39.0 27 46.1 5 85.0
Insurance Salesmen 13 100 7 53.8 3 231 6 46,2
Total 559 225 100 220 5
Per Cent of
Iotal Emplovges 300 40.2 7.8 d3.7 2.9

This table should be read as follows: Of the 47 wholesale salesmen included in this atudy, 11, or 23,4 per
cent, used adding machines; 7, or 14,9 per cent, used calculators; and 24, or 51,1 per cent, used cash
registers,

LIT
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GHAPTER VII
MISCELLANEOUS RMPLOYSES

Number of Miscellaneous Employees

Table XCVIII shows that 55 men full-time employees and 107
women full-time employees, or a total of 162 full-time employees,
were employed in the miscellaneous positions listed in Table XCVIII,
Of this number, 13 men and 50 women were employed as cashiers; 6
women were employed as receptionists; 17 women were employed as
switchboard operatorg; S men and 2 women were employed as collectors;
3 nmen and 2 women were enployed as of fice help; and 22 men were
e:apléyed as delivery boys. The remainder of the mummber weore en-—
ployed as business office machine operators, of which the largest
meber eaployed operated posting machines and calculators.

Of the 169 employees who were employed in the miscellaneous
positions listed, L men and 3 women were part-time enployees.

Of the 169 eaployecs who were employed in the miscellaneous
positions listed, 59 men and 110 women were employed in these positions.
Of these 16 employees, more men and women were employed in positions
as cashiers than in any one othar type of position listed in Table
ACVIII.

Enplqar'e Preference for Men and Women
in Miscellaneous Positions

In interpreting Table XCIX, it should be noted that each employer
was counted as a separate employer in each instance in which he supplied
data concerning prefersnces in any of the positions listed., On this
basis, the data presented in Table XCIX show that men were preferred in
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TABLE XCOVIII

NUMBER OF EMPLOYE:RS 1IN MISCELLANEOUS POSITIONS

Full-Time
Positions Men _ jomen
Cashiers 15 50 1 13 51 6l
. Receptionists 6 6 6
Switchboard
Operators 17 17 17
Collectors 5 2 3 6 2 8
office Boys/Girls 3 2 : L 2 6
Del.ivery Boys | 22 2 2 2l
Messengers 2 : 2 2
Machine Operators:
Adding 1 1 1
I.BaMe L b L
Addressing 1 1 1
Calculator 9 5 2 9 7 16
Comptometer 2 5 5
Mimeograph 1 : 1
Posting 1 1L 1k
Total 55 107 L 3 59 110 169

This table should be read as follows: Thirteen men and 50 women cashiers
were employed as full-time enployees; 1 woman cashier was enployed as a part~
time employee, making a total of 13 men cashiers and 51 women cashiers, or a
combined total of & cashiers included in this study.
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TABLE XCIX

EMPLOYER'S PREFERENCES FOR MEN AND WOMEN
IN MISCELLANEOUS POSITIONS

Total ~ Men Women No
Employers Preferred Preferred Preference
Positions Per Per Per ~ Per
No. Cent No. Cent No. Cent No. Cent

Cashiers . 27 100 2 7.h.° 16 59,3 9 33.3

Delivery Boys 11 100 11 100, St

Office Boys/Girls 5 100 3 60, 2 L0,

Receptionists S 100 A 5 100, |

Switchboard Oper,i0 100 h 10 100,

Collectors 5 100 3 60, 1 20, 1 204

Messengers 2 100 2 100.

Machine Operators |
Posting 2 100 2 100‘_.

I.B.M, L 100 L 100,
Adding 1 100 1 100.
Comptometer 2 100 2 100,

Addressing 1 100 1 100,
Calculator L 100 1 25, 3 75
Mimeograph 1 100 1 100,

Total 80 2L "h2 17
Per GCent of
Total Employers 100 26,3 5245 21,2

This table should be read as follows: In 2 instances, or in 7.L per cent of
the instances in which employers hired cashiers, the employers stated aprefer-
ence for men cashiers; in 16 instances, or in 59.3 per cent of the insvances,
employers preferred women; in 9 instances, or in 33.3 per cent, employers
preferred either ::.: 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 employees in the miacéllaneous positions;
in 42 instances, or in 52.5 per cent of the instances, employers
preferred women employees 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 miscellaneous positions, employers 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 employers stated a prefer-
ence for cashiers, It is also interesting to note that in 100 per cent
of the instances for which employers expressed a preference, the employ-
ers preferred womea for the positicns as ieceptionisigj switchboard
operators, posting machine operators, .Im machine operators, ac}ding

machine operators, and comptometer operators.

Gain in Employment of Miscellaneous Employees During
12-month Period

Table C shows that 51 employees were newly employed for the
miscellaneous positions during the 1l2-month period of this study.
Of this number, 15 were men and 36 were women employees. Thirty-five
employees were separated from their employmnent in the miscellaneous
positicns. Of this number, 11 were men and 2l were women employess.
There was a gain in employment of 16 employees, of which L 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 U women cashiers, while there was a loss of 1 man cashier during the
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TABLE C

GAIN IN EMPLOYMENT OF EMPLOYEES IN MISCELLANEOUS POSITIONS
DURING 12-MONTH PERICD

Newly EﬂplOYed: Separated . Total No.
Gain in
Position Men Y¥omen Total Men Women Total Employees
Cashiers 2 21 23 3 17 20 3
Heceptioniats' 5 3 1 1 1
Switchboard Opera. 7 7 3 3 L
Collectors R % 1 | 1
Delivery Boys 9 9 7 ¥ 2
Office Boys/Girls 3 3 1 1 2
Messengers |
Machine Operators:
Adding
I.B.M, 3 3 1 1 2
Addressing
Calculator
Comptometer 1 1 1
Uimeograph
Posting 3 3 2 2 1
Total 15 36 S S 2l 35 16

This table should be read as follows: Two men cashiers and 21 women cashiers,
or a total of 23 cashiers, were newly employed. 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-month period of this
study.
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period of this study. There was a gain of L women switchboard
operators; 1 man collector; 2 delivery boys; 2 office boys; 2
women IBM machine operators; 1 woman comptometer operator; and a

gain of 1 woman posting machine operator,

Rate of Turnover of Employees in Miscellaneous rositions

Table CI shows that an average of 152 employces were employed
in the miscellaneous positions by' the 101 firms included in this study,
during the lé-month period of this study. 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 and 2! women, or
a total of 3l employees separated from employment in the miscellaneous
positions. Since there was an average of 152 employées employed in
these miscellaneous positions, the figures would indicate a turnover
of 3L péOpla, or a 22,} per cent turnover of the average number of
152 employees in the miscellaneous positions during the 12-month peried
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.

Rate of Turnover of Men Employees
in Miscellaneous Positions

Table CII shows that 15 men were newly employed for the positions
and 10 men were separated from employment of the various miscellaneous
positions. Since there was an average of 58 men employed in the miscel-
laneous positions, and since there was a turnover of 9 men employees, a
turnover of 16 per cent of the men emplg ees in miscellaneous positions

is indicated,
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TABLE CI

RATE OF TURNOVER OF EMPLOYEES IN MISCELLANEOUS POSITIONS

During l2-ifonth Period

eSrm—— — T
Positions ‘ﬁ%ﬁm ien ‘H%;m?érat‘;gtal m; Nof gent®
Cashiers 2 21 23_ 3 17 20 62 20 32.3
Reccptionists | 1 1 1 % 2 1 50,
Switchboard Operators T 7 3 3 15 3 20.
Collectors 1 p 3 ;
Delivery Boys 9 9 {4 7 21 T 333
Office Boys/Girls 3 3 N
Messengers 2
Machine Operators:
Adding 1 |
I.B.M, 3 3 . 1 § 3 1 33.3
Calculator 1L
Addressing 1
Comptometer ) 4 1 5
Mimeograph 1
Posting 3 3 - 2 2 1 2  1h.2
Total 15 36 51 10 24 3k 152 3L 22,4

8)ctual number of replacements during 12-month period, represented by total
newly eaployed or total separated, whichever is smaller,

Bercentage of net turnover based on afferage number of employees during 12-months.

This table should be read as follows: 7Two men and 23 women, or 23 cashiers were
newly employed; 3 men and 17 wamen, or 20 cashiers were separated from employment,
resulting in a turnover of 20 cashiers, or a 32.3 per cent turnover.
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Table CII indicates a turnover of 2 men cashiers, or a 1.2 per cent
turnover of men cashiers during the 12-month period; and a 7 man turnover
in the delivery boy positions, or a 33.3 per cent turnover of the delivery
boys positions included in the study.

Rate of Turnover of Women Employees in Miscellaneous Positions
During 12-Month Period

Table CIII shows a turnover of 2l women employees, or a turnover of
23.3 per cent of the average number .of 103 women employed in the miscel-
1aheoué positions during the period of this study. Thirty-five women
were newly employed and 2l were separated from employment in the miscel-
laneous positions. The greatest turnover was in the ceshief!s pesitions,
in which there was a turnover of 17 wamen employees, or a turnover of
35.L per cent of the average number of L8 women cashiers employed during
the 12-month period.

Minimm Employment Age of Men Employees
in Miscellaneous Positions

Table CIV shows the number of instances in which employers specified
certain minimum age requirements for men employees in the miscellaneous
positions. In interpreting Table CIV, it should be noted that each employer
was counted as a separate employer in each 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 instances
for which employers specified minimum employment age for new employees in
miscellaneous positions, in 5 instances, or in 17.9 per cent of the instances
for which employers specified a minimum age for new men employees, the
employers stated they would employ new men delivery boys and office boys at

the 2ge of 16 years. In 1 instance, an employer stated he would employ a
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TABLE CIII
RATE OF TURNOVER OF WOMEN EMPLOYEES IN MISCELLANEOUS POSITIONS
DURING 12-MONTH PERICD

H

Average No, Turnover
Women Pe ery,
t

Positions Newly Employed Separated Employees 2 Cen
Cashiers 21 17 148 17 35.h
Receptionists 1 1 6 1 16,7
Switchboard Operators [ 3 15 3 20,0
Collectors 2 |
Office Girls 2
Machine Operators:
Adding L .
I.B.M. 3 : 3 L 1 25.0
Addressing 1l
Calculator 5
5
1

2Actual number of replacements during 12-month period, represented by total
newly employed or total separated, whichever is smaller.

bParcentage of net turnover based on average number of employees during
12-month period,

This table should be read as—follows: Z1 wanen cashiers were newly employed;
17 women cashiers were s eparated from employment, 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
MINIMUM EMPLOYMENT AGE OF MEN EMPLOYEES
IN MISCELLANEOUS POSITIONS

E :;-E!gploza'a Repbrbing Minimum Employment Age

Positions Age 16 17 18 20 21 25 Total
Cashiers 1 1 2 1 5
Delivery Boys N : 6 1
Office Boys 1 1 1 3
Messengers 1 p 5
Ediphone Operators 1 E
Collectors 5 ) 1 1 3
Mimeograph Operator 1 i &
Calculator Operator 2 1 3

Total 5 1 12 5 3 2 28
Per Cent of '
Total Employers  17.9 3.6  L2.8  17.9 10.7 7.1 100.

This table should be read as follows: Eighteen years was the minimum

enmployment age required by one employer for new men cashiers; 20 years
was the minimum employment age required by one employer; 21 years the
minimum ace required by 2 employers; and 25 years was the minimum age

required by 1 employer for new men cashiers.



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 1 instance for cashiers; 6 for delivery
boys; 1 for office boys; 1 for Ediphone operators; 1 for collectors; and
2 instances for which employers stated a minimum age for men calculator
operators.

There were 5 instances, or 17.9 per cent of the instances, for which
the amployars 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
employment age; while in 2 instances, or in 7.1l per cént of the instances,
employers specified 25 yearé as the minimum employment age for new men

enployees for the miscellaneous positions,

Minimum Employment Age for Women Employees in
Miscellaneous Positions

Table CV shows the number of instances for which employers specified
certain minimum age requirements for women employees in the miscellaneous
position. In interpreting this table, it should be noted that each emplgyer
was counted as a separate employer in each instance for which he supplied
data concerning the minimum employment age in any of the positions 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 inétance an employer stated he would hire
an office girl at the minimum age of 16 years. In 2 instances, employers
stated they would hire 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 employment age of 18 years. These 31 instances included 11
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TABLE CV
MINIMUM EMPLOYMENT AGE FOR WOMEN EMPLOYEES
IN MISCELLANEOUS POSITIONS

Mumber of Employers Reporting Minimum Employment Age

Positions Yo I I8 20 2L 22 73 75 30 Total
Cashiers 1. B 1 2 & s & 1 22
Receptionists 1 3 1 5
Switchboard Opera., 10 10
Collectors 2
Office Girls 1 1 2
Machine Operators:
I.B.M. 1 1 2 L
Posting 1 1 2
Adding 1 1
Calculator 2 1
Comptometer 1 1 2
Addressing 1 1
Total 1 2 31 3 L4 6 2 1 1 1 52
Per Cent of

Total Bmployers 1.8 3.9 59.6 5.7 7.7 12. 3.9 1.8 1.8 1.8 100

This table should be read as follows: In 1 instance, the employer stated he
would hire a new cashier at a minimm age of 17 years; in 11 instances,
employers stated a minimum of 18 years. “In 1 instance, the employer specified
19 years as minimm age. In 2 instances, employers specified 20 yesrs; In

li instances; employers specified 21 years; and in 1 case each, employers
specified 23, 25, and 30 years, respectively, as the minimm ages at which
they would employ 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 following: IBM machine operators,
posting machine operators, calculator operators, comptometer operators, and

addressing machine operators,.

Distribution of Jobs Held E‘E Men in Miscellaneous Positions

According to Minimm Age Requirements

The mumber of joba held by men employees in the miseellaneous positions
is shown in Table CVI, The t:al-)-la shows that the employers, who stated they
would hire new men employees at the 16 years of age, employed 6 delivery
boys. | One employer who stated he would hire a deiivery boy at the age of
17 yéaré employed one boy,.

Thirty-one men employees were employed in positions for which the
employers specified 18 years as the minimum employment age for new men
employecs in the miscellaneous positions. The number included 1 man
cashier, 1l delivery boys, 1 office boy, 2 collectors, 1 messenger, 6
calculator operators,and 6 Ediphone operators. These figures would
indicate the possibility of approximately 38 male high school graduates

obtaining employment in the niscellaneous positions listed.,

Distribution of Jobd-"‘-ﬁgld_ly Women Miscellaneous Employées

According to Minimum Employment ige Requirements

Table CVII shows that 107 women were employed in the miscellaneous
positions by the 101 firms considered in this$ study. One cashier and 1
office girl were employed in positions for which employers stated they
would hire new wamen employees at the age of 16 years; 6 women cashiers
were émployed in pogitions for which the employers stated they would hire

new cashiers at the age of 17 years.
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TABLE CVI

DISTRIBUTION OF JOBS HELD BY MEN EMPLOYEES IN MISCELLANEOUS POSITIONS
ACCORDING TO MINIMUM AGE REQUIREMENTS

Minimum Age Specified by Employers

Positions 16 17 18 20 21 25  O38°  rtetal
Cashiers 3 & T 5 13
Delivery Boys 6 1 1l 1 22
Office Boys 5 3 2 3
Collectors 2 1 : § 1 5
Messengers ‘i % 2

Machine Operators

Calculators 6 3 9
Ediphone 6 6
Mimeograph 1 1
Total 6 1 31 T 8 7 1 61
Per Cent of
Total Employers 9.8 1.6 50.9 11.5 13.1 11.5 1,6 100,

This table should be read as follows: Eighteen years was the minimum age
required for new men cashiers in one position held by a man cashier; 21
years was the minimum age for new employees in positions as stated by the
employers for 7 cashier positions; and 25 years was the minimum age required

in 5 instances by employers for men cashiers,
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TABLE CVII

DISTRIBUTION OF JOBS HELD BY WOMEN EMPLOYEES IN MISCELLANEOUS POSITIONS
ACCORDING TO MINIMUM AGE REQUIREMENTS

Minimum Age Specified by Employers

Positions 16 17 18 19 20 21 22 23 25 30 Total
Cashiers 1 6 17 3 7 10 1 3 2 50
Receptionists g 1 6
Switchboard Operators 1 3 17
Gollectors 1 1
Office Girl i 5 § 2
Machine QOperators:
I.B.M, 1 3 2 L
Posting 6 8 1
Adding 1 1
Calculator 5 - 5 6
Comptometer L : 3 5
Addressing 3 1
Total 2 6 54 5 12 20 2 1 3 2 107
Per Cent of

Total Employees 1.8 5.7 50.5 4.8 11.2 18.7 1.8 .9 2.8 1.8 100,

This table should be read as follows: Sixteen years was the minimum age
required for new women employees in 1 position held by a woman cashier;

17 years was the minimum age required for new employees in 6 positions held
by women cashiers; 18 years was the minimum 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 3 wamen cashiers,
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Fifty-four wonen, or 50.5 per cent of the women employed in the
miscellaneous positions, were employed in positions for which employers
specified 18 years as the minimum employment age. These 54 women employees
included 17 women cashiers, 5 receptionists, 17 switchboard operators, 1
collector, 1 IBM machine operator, 6 posting machine operators, 5 calcula-
tor operators, and 1 addressinz machine operator. Five women were employed
in positions for which employers specified 19 years as the minimum employment
age.

Table EVII indicates the possibility of approximately 67 women obtain-
ing employment in the miscellaneous positions after they had completed their
high school educa'.c.ion, or had reached their nineteenth birthday,

Forty women were employed in positions in which the employers specified

minimum employment ages between 20 years and 30 years,

Experience Requirements for New Employees

in Miscellaneous Positions

In interpreting Table CVIII, it will be noted that each employer was
counted as a separate employer in each instance for which he supplied data
concerning the experience requiranemt.s for any of the types of occupations
listed in the table., On this basis, Table CVIII shows that of the total
of 80 instances for which mployérs expressed their experience requirements
for positions listed, in 36 instances, or in 45 per cent of the 'instances,
employers specified that experience was required of new employees in the
miscellaneous positions., In Ll instances, or in 55 per cent of the instances,
employers stated that experience was not required of new employees in the

misg¢ellaneous positions,
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TABLE CVIII

EXPERIENCE REQUIREMENTS FOR NEW EMPLOYEES IN MISCELLANEOUS POSITIONS
AS SPECIFIED BY EMPLOYERS

- Employers ___ Employers Not
Requiring Experience Requiring Experience
Positions Mumber  Per Cent Number Per Cent  Total
Cashiers 21 78.0 6 22,0 27
Collectors L 80.0 p 3 20.0 5
Recepﬁionists 2 40.0 3 60.0 5
office Boys/Girls 5 100.0 5
Switchboard Operators 1 10.0 9 90,0 10
Messengers 2 100,0 2
Delivery Boys 11 100,0 11
Machine Operators:
I.B.M. 3 75.0 1 25.0 L
Posting 2 100.0 2
Adding 1 100,0 1
Comptometer 2 100,0 2
Calculators 1 25,0 3 75.0 L
Addressing 1 100,0 1
Mimeograph 1 100.0 1
Total 36 L : 80..
Per Cent of '
Total Employers Li5.0 55 _.:0_ 100,

This table should be read as follows: In 21 instances, or in 78 per cent

of the instances in which employers hired cashiers, experience was required
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 78 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, employers specified experience was not required.

Experience Requirements Specified 1 Employers for New Men

Employees in Miscellaneous Positions

In Table CIX, it will be noted that each employer was counted as a
separate em;iioyer in each instance for which he supplied data concerning
the experience requirements for any of the types of positions listed. On
this basis, Table CIX shows that in 6 instances, or in 21, per cent of
the instances for which employers expressed experience requirements for
employees in the miscellaneous positions, employers stated that experience
was required of new employees. This number included 3 instances for
cashiers, 2 instances for collectors, and one for calculator operators
in wh&.éh employers required experience.

In 22 instances, or in 78.6 per cent of the instances, employers
did not require experience of new employees in the miscellaneous

positions,

Eipecrience Requirements for New Women Employees

in Miscellaneous Positions

In Table CX, it will be noted that each employer was counted as a separate
enployer for each instance he supplied data concerning the experience re-
quirements for any 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 employees in miscellaneous positions, the employers
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TABLE CIX

EXPERIEHCE REQUIREMENTS FOR NOW MEN EICLOYEZS IN MISCELLANEOUS POSITIONS
AS SPECIFIED BY EMPLOITRS

Enplcygrs Employmwﬂot
Positions %35 mpgiglﬁ: = er ?m Total
Cashiers 3 60, 2 Lo 5
Collectors 2 66.7 1 33.3 3
Delivery Boys 11 100, 1
Office Boys 3 100, 3
Messengzers 2 100, 2
Yachine Operators:
Calculator : 333 2 66.7 3
fimeograph . 1 100, 1
Total 3 22 | 28
Per Cent of '
Total Employers 21.h 78.6 100,

This table should be read as follows: Of the 5 instances in which employers
specified requiresents for cashiers, in 3 instances, or in 60 per cent of
the instances, employers required experience., In 2 instances, or in 4O

per cent of the instances, employers did not require sxperience of new
cashiere,
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TABLE CX
EXPERIENCE REQUIREMENTS FOR NoW WOMEN IMPLOYELS IN HISCELLANEOUS POSITIONS

AS SPECIFIED BY EMPLOYERS

Employers Employers Not

Positions Re%ﬁi;i?g Ex?ﬁ:igzgg gﬁ%:iziqg Ex%2:182§2 Total
Cashiers 18 81.8 l 18,2 22
Receptionists 2 Lo. 3 60, 5
Switchboard Operators 1 10. 9 90. 10
Collectors 2 100, 2
Office Girls 2 100, 2
Machine QOperators:
Adding 1 100, 2
I.B.M. 3 75. 1 25, L
Addressing 1 100, 1
Calculator 3 § 100. 1
Conptonmeter 2 100. 2
Posting 2 100. 2
Total 30 22 52
Per Cent of '
Total Employers 5747 Lh2.3 100,

This table should be read as follows: In 18 instances, or in 81.8 per cent
of the instances in which employers hired cashiers, experience was required
of new cashiers; in L instances, or in 18.2 per cent of the instances,
experience was not required of new cashiers.
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required fexperie'ma of the new women employees. In 22 instances, or in
42,3 per ;'rcent of the instances, employers did not require experience of
new women enployees.

It ‘is interesting to note that experience was required in 81.8 per
cént of J:t.he instances in which employers hired women cashiers. Experience
was required in 100 per cent of the instances in which employers hired
women collectors, comptometer 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 emplcyees,

Distribution of Miscellaneous Positions According to Minimum

Experience Requirements for New Employees

Table CXI shows that 162 positions were held by employees 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 L7 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 machine operators,

addressing machine operators, and mimeograph operators,



190

TABLE CXI

DISTRIBUTION OF MISCELLANEOUS POSITIONS ACCORDING TO MINIMUM
EXPERIENCE REQUIREMENTS FCR NEW EMPLOYEES

Jobs Experience Jdbl Experience
Required Not Required Total Jobs
Positions Number Per Cent Number Per Cent No. Pcz:t
Cashiers L7 The6 16 25.4, 63 100
Collectors N 57.1 3 h2.9 7 100
Delivery Boys 22 100, 22 100
Hessen'gers 2 100. 2 100
Office Boys/Girls 5 100, 5 100
Receptionists 2 33.3 L 66.7 6 100
Switchboard Operators 3 17.6 1 82.4, 17 100
Machine Operators:
I.B.M. L 100. L 100
Posting ‘ 7 50. 7 50, 1L 100
Adding 3 100. 1 100
Calculator 11 79. 3 2l. 1L 100
Comptometer 5 100, 5 100
Addressing : | 100, 1 100
Mimeograph 1 100, 1 100
Total 83 9 162
Total Positions 51.2 18.8 00,

This table should be read as follows: Of the 63 positions held by cashiers,
in 47, or 7h.6 per cent of the positions, employers required experience of
new cashiers; in 16 positions, or in 25.L per cent of the positions, employ-
ers did not require experience of new cashiers.



Number of Employers Specifying Certain Minimum Education Requirements

for New Employees in Miscellaneous Positions

In interpreting Table CXII, 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 any of the positions listed.
On this basis, the data presented in Table CXII show that in L instances,
anployei‘s stated they would employ delivery boys and office boys with a
minimum of an eighth grade education. In 8 instances, or in 10 per cent
of the instances, employers stated they would employ new employees with
a ninimum of a tenth grade education.,

In 52 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 cashiers were hired, L 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 operétors s adding machine operators, and mimeograph
operators. |

Ta;ble CXII indicates that young men and women with a minimum of a
high school education could meet the education requirements in 6L in-
stances of the 80 instances for which employers specified minimum

education requirements for new employees in the miscellaneous positions,

Disteibution of Positions According to Minimum Education Require-

ments for New Men Employees in Miscellaneous Positions

Table CXIII shows the minimum education requirements for new men
enployees in the miscellaneous positions. Of the 55 positions held by

nen employees, 11 were employed in positions for which the employers
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TABLE CXII
NUMBER (F EMPLOYERS SPECIFYING CERTAIN MINDMUM EDUCATION REQUIREMENTS
FOR NEW EMPLOYEES IN MISCELLANEOUS POSITIONS

T T e e
Grades High School College Business Total

Positions 6 8 9 10 11 12 1 2 L4 Collegs
Cashiers 3 22 1 3 27
Delivery Boys 3 L L 11
Office Boys/Girls 1 1 3 5
Receptionists 5 5
Switchboard Operators i 2 9 10
Messengers 1 1 2
Machine Operators:
I.B.M. 1 2 1 L
Posting | 1 1 2
Adding 1 4
Comptometer 2 2
Calculator 3 1 L
Addressing 1 1
Mimeograph 5 1 1
Collectors 1 2 2 5
Total L 8 52 1 4 11 80
Per Cent of
Total Employers 5.0 10.0 65.0 1.3 5.0 137 100,

This table should be read as follows: Of the 27 instances in which
employers hired cashiers, in 1 instance that employer required a
minimum of a tenth-grade educationy in 22 instances, a high school
education; in 1, a year of college training; and in 3, employers
required a business college education of new cashiers,
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TABLE CXIII

DISTRIBUTION OF POSITIONS ACCCRDING TO MINIMUM EDUCATION REQUIREMENTS
FOR NEY MEN IN MISCELLANEOUS POSITIONS

Grade High School College Business Total
Positions 8 10 12 1 2 L College
Cashiers 9 N 13
Collectors 2 3 5
Delivery Boys p i 1 7 N 22
Office Boys | 3 3
Messengers 2 2
Machine Operators:
Calculator g 9
Himeograph 1 1
Total 1 7 30 3 L 55
Per Cent of
Total Positions 20,0 12,7  Shes5 5.5 7.3 100.0

This table should be read as follows: Of the 13 positions held by men
cashiers; there was a minimum education requirement of a twelfth-grade
education for 9 positions; and a business college education for |, 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 5L.5 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 L8 positimas,
or in 87.2 per cent of the positions held by men, high school gmdua't_,es
would be elligible for employment according to the minimum education

requirements specified by employers.

Distribution of Positions According to Minimum Education

Requirements for New Women Employees in Miscellaneous Positions

Table CXIV shows that of the 107 positions held by women in the
miscellaneous positions, one woman was employed as a switchboard operator,
a position in which the employer had specified a minimum of an eighth=
grade education. Ninety women, or 8L.2 per cent of the women, were
employed in positions for which the employers specified a minimum of a
high school education. Fifteen, or 1l per cent, of the positions were
held by women in positions for which the employers épecified a business

college education as a requirement,

Number and Percentage of Employees in Miscellaneous Positions
Performing Selected Duties

Table CXV shows that of the 162 employees in the miscellaneous positions,
76, or L6.9 per cent did some typing as part of their duties on the jobj; LT

employ<es, or 29 per cent of the employees, did filing as part of their duties;
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TABLE CXIV

DISTRIBUTION OF POSITIONS ACCORDING TO MINIMUM EDUCATION REQUIREMENTS

FOR NE§ WOLEN EMPLOYEES IN MISCELLANEOUS POSITIIOHS

Grade High School College Business Total

Positions 67891011 12 1 2 3 L College
Cashiers L7 1 2 50
Céllectors 1 1 2
Receptionists 6 6
Switchboard Operators 1 16 17
Office Girls 2 2
Machine Operators:

Adding 1 &
I.B.M. 2 2 l
Addressing 1 1l
Calculator -3 5
Comptometer 5 5
Posting : 9 5 1l
Total 1 90 1 ’ 15 107

Per Cent of _
Total Positions 9 8k.2 .9 14.0 100,

-
——

This table should be read as follows: Of 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,




NUMBER AND PERCENTAGE OF EMPLOYEES IN MISCELLANEOUS POSITIONS

TABLE CXV

PERFORMING SELECTED DUTIES

Apply Knowledge

Total of Bookkeeping
Employees Type File Principles & Practices Sell
Per Per Per Per Per

Positions No, Cent No., Cent No. Cent No. Cent No. Cent
Cashiers 63 100 21 2l 11 17,5 13 20.6 L8  76.2
Receptionists 6 100 3 50. 5 83.3
Switchboard Operators 17 100 L 2, 2 12.0
Collectors 7 100 5 Thel 3 L2s9
Delivery Boys 22 100 11 50,0
Office Boys/Girls 5 100 3 60,0 2 40.0
Messengers 2 100
Machine Operators:

Adding 1 100 1 100.

I.B.M, N 100 L 100. L 100. 3 75.0

Addressing 1 100 1 100. 1 100,

Calculator 1 100 1, 100, 9 5442 3 214

Comptometer 5 100 5  100. 3 60.0

Mimeograph 1 100 1 100, 1 100.

Posting 1 100 14 100, 12 86,0 1l 100,0

Total 162 76 u7 33 65

Per Cent of Total Positions 100 16,9 29,0 20.4 L0.1

This table should be read as follows:

Twenty-one of the 63 cashiers, or 2 per cent, had typing
duties; 11, or 17.5 per cent of cashiers had filing duties; 13, or 20.6 per cent, had to apply a
knowledge of bookkeeping principles and practices; and 48, or 76.2 per cent, did some selling as a

part of the duties of their jobs.

96T
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33 employees, or 20.4 per cent of the=employees did some bookkeeping; and
65, or 40.1 per cent of the employees did some selling as part of their
duties on the job.

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 and Percentage of Employees Operating Machines in

Miscellaneous Positions

Table CXVI shows, to some extent, the importance of employees in the
miscellaneous occupations learning how to bperate the various business
machines listed. Of the 63 cashiers, 24, or 38 per cent, operated the
adding machines as part of their job; 39 cashiers, or 62 per cent of
the cashiers, operated calculators; and 51, or 8l per cent operated
cash registers as part of their jobs.

Of the 1L posting machine operators, 9 operators, or 6l4.2 per cent
of the operators used adding machines; 12 operators, or 86 per cent of
the operators, used calculators; 1l operators, or 100 per cent, used
bookkeeping machines; and 3 operators, or 21.4 per cent of the posting

machine operators, used cash registers,



TABLE CXVI

NUMBER AND PERCENTAGE OF EMPLOYEES OPERATING MACHINES IN THE MISCELLANEOUS POSITIONS

Total Adding Bookkeeping Cash
Employees Machine Calculator Comptometer Machine Register
rer Per Per Per Per rer

Positions No, Cent No. Cent No. Cent Cent No. Cent No. Cent
Cashiers 63 100 24 38,0 39 62,0 51 81.0
Receptionists 6 100 2 33.3
Switchboard Opera,l? 100 2 4 5.9
Collectors T 100 2 2.0 3 i12.8
Delivery Boys 22 100
Office Boys/Girls 5 100 3 60.0
Messengers 2 100
Machine Operators:

Adding 1 100 1 100.0

1.B.M, L 100 3 750 2 50.0 1 25,0

Addressing 1 100

Calculator 1 100 8 57.1 1 100.0

Comptometer 5 100 1 20.0 2 L0.0 100.0 2 40.0

Mimeograph 1 100 1 100.0

Posting 1; 100 9 6h.2 12 86.0 1 100.0 3 21.L

Total 152 55 72 17 5k

Per Cent of Total Employees 3L4.0 1l Ak 10.5 33.3

This table should be recad as follows: Twenty-four, or 38 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

used cash registers.
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CHAPTER VIII
SUMARY, CONCLUSIONS, AND RECGSEIDATIONS

It is the purpose of this study to determine what business
occupational opportunities there were in Enid, and what standards
wmmedbytheEnid&amsFimfwthammdm
schools in Enid and in the surrounding communities. This study
represents an endeavor to secure information that may be of value
in the guidance programs of the schools in Enid and in the sur-
rounding towns,.

The data for this study were collected by means of the inter-
view schedule during personal interviews with personnel managers,
the supervisors of the offices, or the owmers of the business
firms of the selected storesand offices in Enid,

Of the 137 business firms on the original list, 36 firms were
eliminated because of some duplication in the listing of firms in
the city directory; firms emploved nc eaployees other than members
of their own irmediate family; firms had moved; firms had gone out
of business since the directory was rinted; and some firms were
found to be operated by negroes, which firms were not included in
the study.

The findings of the study are sumarized in the following
statenments.

General Findings

1. The 101 business firms surveyed in this study employed 563

men and 738 women, making a total of 1,30l full-time employees
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included in the study., The 10l firms also employed 1k men and 68
women part-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 of the firms, had only one employee. The largest firm
included in the study employed 207 employees.,

3, The greatest mumber of employees included in this study
in any one type of position was the LL4O retail salesmen, Of this |
number, 147 were employed in department stores., The second largest
group of employees included 145 bookkeepers, The third ranking
m, according to number c;r employees, included the general
clerical positions, in which classification there were 98 employees,

Lo Of the 437 instances in vhich employers stated a preference
for men and women employees, men were preferred in 117 inata.nce_zs, or
in 26,8 per cent, of the total number of expressed preferences.
Women were preferred in 213 instances, or in 8.7 per cent of the
im_stancea; and no preference was stated in 107 instances, or in
2.5 per cent of the instances in which sex preferences were
expressed by employers.

S5e¢ During the 12-month period prior to August, 1949, 117 men
and 330 women were newly employed, Sixty-nine men and 238 wamen
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 firms included in this study.

6. During the 12-month perigd, L7 employees were hired and
307 were dropped from the payroll, meking a turnover of 302 employees,
or a 24,5 per cent turnover based on the average mumber of 23l employees
employed by the 101 firms included in this study.



7o The greatest turnover in any one type of position was a
turnover of 172 retail salesnen, amounting to Ll.6 per cent of the
average mumber of retail salesmen, 'rhémtlargntmmwarm
in bookkesping positione, in which there was a turnover of 30 book=
keepers, or a turnover of 22,2 per cent of the average number of
bookiteepers, The third highest turnover was in the secretarial
positions, in which there was turnover of 16, or a turnover rate
of 2li,6 per cent, _

8e mmmammveror&m,éranparmtmmar
wlmmmragaofswmmwwmaMfimmm
in this study. The largest turnover of men employees was in the
retail selling positions, in which classification there was a turn=
over of L3 men, or a turnover of 21.7 per cent.

9. There was a turnover of 233 women, or a 33,3 per cent
turnover, based on an average employment of 699 women in the 10L
firms, mmmmrwmenwuinthemml selling
positions, in which there was a turnover of 129 women, or a turnover
rate of 50,2 per cent.

10, Of the 16l instances in which employers expressed a minimum-
age preference for men employees, in 6 instances, or in 3.7 psr cent
of the instances, enployers specified 16 years as the minimm employ-
ment age. In 62 instances, or in 37.8 per cent of the instances,
mlwm_wiﬂﬁlﬁyemummﬁmmlwwtagefwm
employees. In 29 instances, or in 17.7 per cent of the instances,
employers specified a minlmm age of 21 years.
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‘1le¢ Of the 285 instances in which employers expressed a minimm
employment age for women, in 6 instances, or in 2.1 per cent of the
instances, employers stl.ated they would hire women at the age of 16
years. In 140 inatmmés, or in 49.1 per cent of the total responses,
employers stated that I';.B years of age was the minimum age at which
they would hire mmen_i.f In 53 cases, or in 18,6 per cent of the inst~
ances, enqalojars stat;ed that 20 years was the minimum age at which
they would hire wmenl'.

12, of the 563 men employees, 10 men, or 2 per cent of the men,
were employ‘egi in positions in which employers stat.ed that 16 years
was the minimxm age at .jlrhich they would hire men, 7Two hundred sixty-
three men,': or 16,7 per cent of the lmen employees included in thé
study, wém employed in positions for which the employer specified a
minimum employment age of 18 years. Four hundred thirty-men, or
78.4 per cent of the 563 men employees, were employed in positions
for which the employer specifieda minimum age of 16 to 21 years,
inc;l.ush-'e.

13, Sixty-three per cent of the women, or 457 women, were
employed in positions for which the employer specified a minimum
enmployment age of 18 years. Of this number, 154 were employed in
retail sales positions, Twenty-five, or 3.3 per cent of the women
held positions for which the employer stated he would ha'._ra women at
the age of 15 years. One hundred forty women, or 19 per cent of the
wonen employed, were employed in positions for which the employer

specified a minimum age of 20 years.
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1L, Seven hundred fifty~six men and women, or 53.1 per cent of
the men and women, were employed in positions for which the employers
stated that experience .m not required of new employees; S5LS5 men and
wamen employees, or L1.9 per cent of the men and women, were employed
in positions for which employers stated that experience was required
of new employees.

15, Of the 16l instances fc;r which employers expressed experience
requirements for men, in 98 instances, or in 59.8 per cent of the
instances, employers specified that experience was required of new
men ;‘employeas; while in 66 instances, or in 40.2 per cent of the
instances, employers did not require experience of new men eaployees.

16. Of the 273 instances in which employers expressed experience
requirements for wamen, in 128 cases, or in L5.9 per cent of the
instances, employers required experience of new women employees; while
in 145 instances, or in 53.1 per cent of the cases, the employers did
not require experience of new women employces.

"17. It was found that in only 11 instances would employers hire
employees that had an eighth-grade education or less. In 2l instances,
or in 5.5 per cent of the responses, employers stated they would not
hire new employees unless they had a minimum of a tenth-grade educa—
tion. 1In 222 cases, or in 50.8 per cent of 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 employees must have at least one year of college,
In 1l; instances, or in 3.2 per cent of the instances, employers

specified that new employees must be college graduates. In 116 cases,
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or in 27 per cent of the instances, employers required a minimum of
a business college education.

18, Of the 563 men employees, 16, or 2.8 per cent of 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 50.2 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.lL per cent of the
men employees were in positions which required at least 2 years of
college training; 18 men employees, or 3.2 per cent of the men
employees held positions which required a college degree of new
enployees, 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 women, or 67.5 per cent of
the total women employees were required to be high school graduat es,
Thir;:y-thrae women, or L.l per cent of the u&nen, held positions for
ﬂch 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 tl_le 1,301 full-time employees included in this study,
706 employees, or S5h.2 per cent of the employees, typed as part of
their duties; 472 employees, or 37.1 per cent of the employees, did
filing; 122 employees, or 9.4 per cent of the employees, toock dic-
tation and transcribed their shorthand notes; L20 employees, or 32.3

per cent of the employees, did some bookkeeping; and 695 employees,



or 53.L4 per cent of the employees did selling as part of their duties
on their jobs, It is inseresting to note that over 50 per cent of
the employees included in this study either 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 study,
636 employees, or L48.8 per cent of the employees, used adding machines;
531 employees, or 0.3 per cent of the employees, used calculators;
357 employees, or 27.l per cent of the employees, used the cash regis-
ters; and only 5 of the employees used the comjtometer.

Findings Pertaining to Record Keepers

1. 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 study. Of this number, 21 men and 2 women were employed as
full-time accountants; L9 men and 96 women were employed as full=-time
bookkesgpers; and 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,
Women were preferred in LO insf;ances, 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 for new employees.

3. During the 12-month period prior to August, 1949, 57 new
record keepers were employed; of this number, 18 were men and 39 were
women. Five men and 28 women, or a total of 33 record keepers, were

separated from their jobs. This resulted in a gain of 2l record
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keepers, which included 3 accountants, 20 bookkeepers, and 1 ledger
clerk, Il

L. An average of 176 record keepers were employed by the 101
firms, Fifty-seven record keepers were newly employed and 33 were
dropped from the payroll, making a turnover of 33 record keepers, or
a 19 per cent turnover of the average number of record keepers during
the 12-month period. | |

5 The rate of 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 clerks.

6. There was a 20.L per cent turnover among all groups of
women record keepers., The rates within groups included a 50 per cent
turnover of women accountants; a 29 per cent turnover of women
bookkeepers; and a 7.7 per cent turnover of women ledger clerks,

7. Eighteen was the minimum age at which men record keepers
would be hired by the firms included in this study. In 5 instances,
employers gpecified 20 years as the minimum age they would employ
record keepers, Ih 11 instances, or in 28.2 per cent of the instances,
employers required 21 years as the minimum age for employment.

8. The two employers who hired women accountants specified that
new women accountants must be at least 25 years of age. In 22 instancas,.
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 specified 20 years as the minimum employment age

for wamen record keepers,
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9. Thirteen record keepers were employed in positions for which
employers specified a minimum 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 keepers were employed by employers who
ihdicated 21 years as the minimum age for record keepers,

10, Of the 111 women record keepers, 55 were employed in positions
for which there was a minimum employment age of 18 years; 53 wamen
were employed in positions for which there wasa Minimum employment
age of 20 years,

11, In 71 instances, or in 69.6 per cent of the instances,
employers required experience of new record keepers; while in 31
instances, or in 3(_).1; per cent of the instances, employers did not
require experience.

12, Thirteen accountants, or 57 per cent of the accountants,
held positions for which experience was required; 6L bookkeepers,
or Lli.1 per cent of the bookkeepers held positions, for which
experience was required; and 11 ledger clerks, or 55 per cent of
the ledger clerks, held positions for which experience was required,
making a total of 88 record keepers, or L46.8 per cent of the total
record keepers employed in positions for which employers required
experience of new record keebera.

13, Of the 39 instances in which employers expressed experi-

ence requirements for men record keepers; in 32 'I:i.nstances, or in 82
per cent of the instances, experience was required of new men record
keepers; and in 7 instances, or in 18 per cent of the instances,

experience was not required.



208

1, Of the 63 instances in which employers hired women record
keepers, in 39 instances, or in 62 per cent of the instances, the
employers required experience; and in 2l instances, or in 38 per
cent of the instances, experience was not required of new employees,

15, In 25 instances, a high school education was stated as the
minimm education requirement for bookkeepers and in 5 instances for
ledger clerks, In 15 instances, employers required a minimum of 2
years of college training for record keepers. In 4i2 instances, a
business college education was required.

1€, Two men accountants were employed in positions which required
new accountants to have a minimum of 2 years of college training; 8
accountants were employed in positions requiring li 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 women 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 wonen record Keepers were employed in positions for which there
was a minimum requirement of 2 years of college training.

18, One hundred sixty-seven record keepers, or 88.8 per cent of
the record keepers did typing; 122 record keepers, or 6L.9 per cent
of the record keepers did filing; and 36 record keepers, or 19.1 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 94,1 per
cent of the record keepegrs used adding machines; 188, or 100 per cent
used calculators; 69 used cash registers; 6L used bookkeeping machines;
59 used check writers; and 26 record keepers used the addressing
machines,

Findings Pertaining to Secretarial Employees

1. One hundred sixty-seven secretarial employees of the 101 firms
were included in this study. Of this number 9 were men and 157 were
women full-time employees. One woman was employed as a part-time
secretary.

2. Hen were not preferred by any of the employers who expressed
preference for secretarial employees, liomen were preferred in 65
instances, or in 86.7 per cent of the instances. No preference was
stated in 10 instances, or in 13.3 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 2l secretarial employees. Of this gain, 5 were women secretaries,
9 were women stenograhers, 1 was an Ediphone operator, and 2 men and
7 women were typistse.

L. Sixty-two secretarial employees were newly employed and 38
were dropped from the payroll, resulting in a 2L.2 per cent turnover
of the secretarial employces during the l2-month period of this study.

Se There was a turnover of 50 per cent of men typists,

6. There was a turnover of 37 wamen secretarial employees, or a

turnover of 25 per cent of the 148 women secretarial employees.
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7o There were 2 instances for which employers specified 18
years as the minimum employment age for men typists,

8. Seventeen years was the minimum age at which secretaries
and stenographers were employed in 2 instances, In 31 instances,

18 years was specified as the minimum employment age; in 21 instances,
20 years; and 16 instances, - 21 years was specified as the minimum
employment age for secretarial employees,

9. One woman secretary was employed in aposition for which the
minimum age was 17 years; 101 wonen secretarial employees were
employed in positions for which there was a minimum age of 18 years;

5 women secretaries were employed where there was a minimum age of
19 years; while 29 wonen secretaries were employed where there was
a 20 year minimum age.

10, In 38 instances, or in 50,7 per cent of the instances,
employers required experience of new secretarial employees; while
in 37 instances, or in L9.3 per cent of the instances, the employers
did not require experience.

11. Eighty-one employees, or 49 per cent of the employees who
held secretarial positions, were employed in positions which required
experience of new employees, Eighty-five employees, or 51 per cent
of the secretarial employees held positions in which experience was not
required of new secretarial employees.

12, 1In one instance, or in 100 per cent of the instances in which
employers_ hired Ediphone operators, experience was required; in 2
instances, or in 100 per cent of the instances in which employers hired

men typists, employers did not require experience of new men typists.



13, In 37 instances, or in 5l1.} per cent of the instances,
employers required experience of new women secretarial employees;
while in 35 instances, or in 48.6 per cent of the-total instances
in which employers hired secretarial employees, employers did not
require experience.

14, In 33 instances in which employers hired secretarial
employees, the employers stated that a high school education was a
minimm education requirement; in 3 instances, one year of co]_‘!.egq
training was required.

15, Three men typists were employed in positions for which &
minimum of a high school education was required,

16, Sixty-one secretarial employees, or 38.9 per cent of tha
women secretaries were employed in positions in which a minimum of
a high school education was required; 9l women, or 59.9 per cent of
the women secretarial employees, 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 of duties per-
formed by all, or 100 per cent of the secretarial employees; 158, or
95.2 per cent of the secretarial employees did filing; 107, or 6lL. 5
per cent of the secretarial employees took dictation and transcribed
shorthand notes; 87, or 52.L per cent did some bookkeeping.

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; 2, or 1L.5 per cent used check writers; 31,
‘or 18,7 per cent used the mimeographs; 12, or 7.8 per cent used liquid
process duplicating machines; 4O, or 24.1 per cent used Ediphones or
dictaphones; and 20 secretarial employees, or 12 per cent of the

" secretarial enployees used the addressing machines,
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Findings Relating to Clerical EHmployees

1, Two hundred twenty-six full-time clerical employees and 8
part-time clerical employees, making a total of 234 clerical employees
employed by the 101 firms in Enid, were included in this study, Of
this number, 105 were men and 121 were women full-time clerical
enployees.

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, Women were prelerred in 47 instances, or in L3.5 per cent
of the instances; no preference was stated in 18 instances, or in
18.9 per cent of the instances for which employers stated a preference
for clerks.

3s Forty-four new clerical employees were employed and 26 were
separated from employment, resulting in a gain of 18 clerical employees,
which included 10 men and 8 women,

i« There was an average of 218 clerical employees employed in the
101 firms considered in this study. Forty-four clerical employees 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 1l2-month period of this study.

S« 3Sixteen men were newly employed and 6 men were separated from
enmployment. Since an average of 103 men clerks were employeci, a l.9
per cent turnover of men clerical employees during the 1l2-month period

is determined,

6, There was a turnover of 1l women clerical employees, or a
turnover of 11.8 per cent of the average number of 118 women clerical
enployees employed by the 101 Ifirms included in the study.



7. In 18 instances, employers specified a minimum employment age
of 18 years for men clerical employees; in 6 instances employers speci-
fied 20 years as the minimum age; and 12 instances employers 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 employees; in 5 instances, 19 years;
and in 8 instances, employers specified 21 years as the minimum employ-
ment age for women clerks.l

9. Seventy men clerical employees were employed in positions for
which employers stated a minimum age of 18 years; 18, where there was
a minimum age of 20 years; and 7 men were employed where there was a
minimum employment age of 21 years for 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
minimum employment age of 18 vears for new employees; L women, where
there was a minimum age of 19 years,

11. In 71 instances, or in TL.7 per cent of the instances, employers
specified experience was not required of new clerical employees; in 2l
instances, or in 25,3 per cent of the instances employers specified that
experience was required of new clerical employees.

12. 1In 13 instances, or in 36.l per cent of the instances for which
enployers made statements as to experience, employers required experience
of new men clerical employees; and in 23 instances, or in 63.9 per cent
of the instances, employers did not require experience.

13, In 11 instances, or in 18.6 per cent of the instances, employers

required experience of new women clerical employees; and in L8 instances,



or in 81.L: per cent of the instances, emnployers did not require
experience of new women clerical employees.

1. Of a total of 226 clerical employees, 32 employees, ‘or 14,2
per cent of the employees were employed in clerical positions for which
employers specified that experience was required of new clerical employees;
and 194 ampléyees, or 85,8 per cent of the employees, held positions for
which employers stated that experience was not required of new clerks.

15, In 3 instances, employers stated they would hire stock clerks
who had an eighth-grade education. q.n 52 instances, or in 54.7 per
cent of the total instances, employers specified a minimum education
requirement of a high school education; while in 1 instance, an
employer required one year of college; in 2 instances, employers
required 2 years of college; and in 27 imstances, 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; L9 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
85.3 per cent did same typing; 105, or L6.5 per cent did same filing.

18, Of the 226 clerical employees, 116 employees, or 51,3 per cent
used the adding machines; 101, or LL.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 7.1 per cent used mimeographs; and 2k, or 10.6

per cent used the liquid process duplicating machines,
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Findings Relating to Sales Employees

1, Of the 559 full-time sales employees, 317 were men and 242
werc women employees, A total of 57 part-time sales enployees were
also included in the study.

2. In 43 instances, or in 50.5 per cent cf the instances, in
which employers stated a preference for sales employees, men were
preferred; in 19 instances, or in 22,k 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 saleé employees,

3. Of the 233 sales employees newly employed during the 1l2-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, ﬂqging a gain in employment of 19 men and
39 women, or a total gain in employment of 58 sales employees.

L. 4n average of 531 sales employces 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 enployees, or
a turnover of 33 per cent of the average of 531 sales employees,

S. During the year, there was an averace of 307 men sales
employees employed by the firms included in the study. Since 65 men
were newly employed and hé men were scparated from employment, a turn-

over of 14.9 per cent of the men sales employees is indicated.
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6e During the year, there was an average of 223 women sales
employees, Since there was a turnover of 130 women sales employees,

a turnover of 57.8 per cent of the average number of women sales
‘employees is shown,

T In one instance an employer stated he would employ men retail
salesmen at the age of 16 years; one enployer stated 17 years as the
minixum age., In 19 instances. employers specified a minimum employ-
ment age of 10 years; in 3 instances, 20 years; in 7 instances, 21
years; in 1l instance, 22 years; in 1 instance, 23 years; in 8 instances,
25 years; and in 1l instances, employers specified 30 years as the
minimum employment age for men retail salesmen,

8 In 5 instances, employers stated that they would employ
women retail salés 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 minimm
employment age for sales employees.

9. The employers, who stated that they would hire men sales
enployees at the age of 16 years, hired L mec gales employees;
employers who specified 17 years employed 5 retail salesmen; while
employers who specified 18 years, employed 13 wholesala salesmen
and 135 men retail salesmen. Employers who specified 21 years as
the minimum age employed 94 men sales employees.

10, Twenty-three women retail sales amnployees 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; 69 women were employed where there was a 20-year age

minimum; and 18 women where there was a 2l-year age minimum,
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11, In 57 instances, or in 67.1 per 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 L6 instances, or in 79.3 per cent of the instances,
employars‘raquired experience of new sales anplqyees} and in 12
instances, or in 20,7 per cent of the instances, employers did not
require experience of new sdl es employees.

13, In 11 instances, or in 40,7 per cent of the instances,
employers required experience of new women sales employees; and in
16 instances, or in 59.3 per cent of the instances, employers did
not require experience of new wmmen sales employees,

14, Of a total of 559 sales employees, 261, or 46,7 per cent,
held positions for which axperiex;ce was required of new sales employees;
while 298 employees, or 53.3 per cent of the employees, held positiomms
for which experience was not required of new sales employees.

15. 1In one instances, an employer stated he would hire retail
salesmen with a minimum of a sixth-grade education; in 2 instances,
with a minimm of an eighth-grade education; and in 8 instances,
with a minimmm of a tenth-grade education. In 5k instances, or in
63.4 per cent of the instances, employers specified a high school
education as & ninimum education requirement of sales employees.

16, Of the 317 men sales employees, 16 men retail salesmen, or
5.1 per cent of the men sales employees, held jobs for which their

employers stated that a sixth-=grade education was the minimm
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education required. Two hundred fifty men sales employees, or 78.8
per cént of the men sales employees,wsre employed in positions for
which there was a minimum of a high school education.

17. Of the 242 women sales employees, 9 women, or 3.7 per cent
of the women sales employees, were employed in positions which had
a sixth-grade education as a minimm requirement; 197 women employees,
or 8l.4 per cent of the women sales employees, were employed where
there was a minimum of a high school education., Only li women 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 some typing as part of their duties on their jobs;
L3, or 7.7 per cent did some filing; 29, or 5.1 per cent did some
bookkeeping; and 540, or 95.6 ver cent did some 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 to Miscellaneous Employees

1, There were 55 men full-time employees and 107 women full-time
employees, or a total of 162 full=time employces employed in the miscel-
laneous positions., Of 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
opeggtors, 1 addressing machine operator, 1l calculator operators,

5 comptometer operators, 1 mimeograph operator, 1), posting machine

operators, and 2 messengers.
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2, Men were preferred in 21 instances, or in 26.3 per cent of

the instances, in which employers expressed sex preferences for employees
in the miscellaneous positions; while in 42 instances, or in 52,5 per
cent of the instances, employers preferred women employees for the
positions. In 17 instances, or in 21.2 per cent of the imgtances, in

which employers stated a preference for employees for the miscellaneous
positions, employers stated no preference,

3+ Fifty-one employees were newly employed in the miscellaneous
positions and 35 employees were separated from their employment,
making a gain in employment of 16 employees.

s Since an average of 152 employees were employed in the
miscellaneous positions, and since 51 were newly employed and 3k were
separated from employment, a turnover of 3L people, or a 22.,L per cent
turnover is indicated,

5. Fifteen men were newly employed and 10 men were separated
from employment. Since an average of 58 men were employed, with a
turncver of 9 men employees, a rate of 16 per cent turnover of the
men enployees in the miscellaneous positions is indicated.

6. There was a turnover of 2} women employees, or a turnover of
23.3 per cent of the average number of women 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 emplgred in the miscellaneous positims,
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 1 instance, an employer stated 17 years as the
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minimm employment age; in 12 instances, or in L2.8 per cent of the
instances, employers specified 18 years as the minimum age; in 5
instances, 20 years as the minimum age; and in 3 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 age of 16 years. In 2 instances, employers
specified 17 years; in 31 instances, or in 59.6 per cent of the
instances, employers specified 18 years as the minimum employment age
for women employees in the miscellaneous positions.

9. Thirty-one employees were employed in positions for which
the employers specified 18 years as the minimum employment age for
new men employees.,

10, Two women were employed in positions as a caénier and an
office girl, for which their employers stated that they would hire
employees at the age of 16 years, Six women cashiers were employed
in positions which had a 1l7-year minimum age requirement '; 5l women,
or 50.% per cent of the women employed in miscellaneous positions,
were employed in positions for which employers specified 18 years as
the minimum age.

11, 1In 36 instances, or in L5 per cent of the instances, eaployers
specified that experience was required of new employees in the miscel-
laneous positions; while in L) instances, or in 55 per cent of the
instances, employers stated that experience was not required.

12, In 6 instances, or in 21.L 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 employees in the miscellaneous positions.

13, In 30 instances, or in 57.7 per cent of the instances, experi-
ence was required of new women employees; and in 22 instances, or in
1i2.3 per cent of the instances, employers did not require experience
of new women employées in the miscellaneous positions.

1), Eighty-three enployees 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.l per cent of the cashiers; 3, or 2.9 per cent of 1;—.ma col-
lectors; 22, or 100 per cent of the delivery boys; 2, or 100 per cent
of the messengers; 5, or 100 per cent of the office boys and girls;
Ly or 66.7 per cent of the rcceptionists; 14, or 82.4 per cent of the
switchboard operators; 7, or 50 per cent of the posting machine
operators; 3, or 21 per cent of the calculator operators; and 1 each,
or 100 per cent each for adding machine, addressing machine, and
: mimeograph operators,

15. In 4 instances, employers stated they would employ delivery
boys and office boys with a minimum of an eighth-grade education. In
8 instances, or in 10 per cent of the instances, employers 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 requirement of a high school education for employees 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 employed in positions for which there was a tenth=grade
education., These 18 employees were delivery boys. Thirty employees
in miscellaneous positions, or 54.5 per cent of the men employees,
held positions for which eni:loyars specified a minimum education of a
high school education for new emnployees,

17. One woman was employed as a switchboard operator, where there
was a minimum of an eighth-grade education as a reguirement; 90 wonmen,
or 84,2 per cent of the women employed in miscellaneous positions were
employed where there was a minimum of a;high school education required
for new employees; while 15 wamen, 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 duties; 47
employees, or 29 per cent, did filing; 33 employees, or 20, per cent,
did some bookkeeping; and 65, or L0.l per cent of the employees did
some selling as part of their duties on the job,

19, Fifty-five, or 3L per cent of the employees in miscellaneous
positions used the adding machines; 72 employees, or Ll.li per cent
used the calculators; 5 employees, or 3.1 per cent used the comptometers;
17 employces, 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 collictéd for this study in August, 1949, it seems reasonable to
suppose that the requirements for employment, in the majority of the
instances in which employment will be sought will remain the same for
the next several years, If this assumption is valid, guidance workers
would be justified in using the findings of this study as a basis for
curriculum planning, and guidance and placement of students,

Specifically, it is suggested that the advisers in the schools in
Lnid and surrounding towns keep.in mind the total number of 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 anmual opportunities
for employment in the different occupational fields,

Since twice as mamr 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 86,3 per cent of the secretaries perform bookkeeping duties,
these facts suggest that secretarial students include ‘bookkeeping and
accounting in their training schedule while in school,

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 women than in any other single type of occupation
considered in this study. This fact also su.gests the need for an

expansion of training programs in high schools and coIleg_es for selling

occupations,
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~ Wosen were preferred in 48.7 per cent of the instances for which
employers stated a preference for men and women exployees; men were
preferred in 25,8 per cent of the instances; and no proference was
stated in 24.5 per cent of the instances for which employers stated a
.prsfareme. Data in this study show that 3.3 per cent of the full-
time enployees were men and 55,7 per cent of the full-tine employees
were women exployed by the 101 firms included in the study. This
would indicate the oppostunities were somewhat greater for women
obtaining employment than for men considering the firms included in
this study.

There was a turnover of L.6 per cent of the retail salesnen;
in many instances the minimum employment age in these positions was
not over 17 years; and experience w8 not required in nearly all of
the selling pogitions. A consideration of these facts indicate that
young men and women just out of high schocl would have an opportunity
of obtaining employment as retail nlea;en.

Sixty-three per cent of the women and 45.7 per cent of the men
were employed in positions for which employers specified a minimm
employment age of 18 years. This indicates a possibility of high
school graduates obtaining employment soon after completing their
high school educations It also suggests the need for revising the
curricula of high schools to provide experiences which will assist
large mmbers of high school students in preparing for available
jobs in the communitye.

In over 6ne half of the positions held by employees, employers
did not require experience of new employees. This should be an



encouragement to graduates of the Enid schools and schools of the
surrounding towns.

A majority of the employees performed 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 obtain
employment in stores and office positions in Enid to develop a group
of related skills appropriate to the job combinations required,

Recommendations

From a study of the i‘i_ndings and conclusions, the following
I‘ecommﬁ:m.dations are made:

1, In view of the fact that since over one-third of the
employees included in the study were employed in selling positions,
it is recommended that more emphasis be placed in the schools on
the selling or salesmanship courses,

2. It is recommended that students planning to gain employment
in Enid learn to operate the typewriter, adding machines, calculators,
cash registers, and other office machines available to them in the
schools,

3. It is recommended that 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

Date of Intervies .. Title of Person Interviewed

Kind of business you are engaged In (as wholesale, retail!)

Line of business (as hardware, clothing)

INSTRUCTIONS: You are asked to answer some questions concerning the different positions you have In your
business, Employee's position is one in which he performs the majority of his duties and to which he devotes

most of his working time,

APPENDIX "AW
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Number now No, employees | No, employees ! Minimum

Position hrs or mera pe last 12 payroll last | ployees
wk = full time) |months - 12 months will be

ls experience

employed {30 hired during | dropped from | age em= required of

new
employees

Does your
firm prefer
g or MFn
employees

Minimum educatiomal requirements,
New employees muat have completeds
Check with X the least you will accept

Number of Employees Performin

g Certain Duties

Grade High College usiness
School Schoel College

FullTTme Partiime hired
N | F L ¥ M F M |F

No | Yes

Mark with X .
M | F | No Pref,

Bl 781 TJ2] 3]G [T12]3]%

Type
File

]
¢

and transcribe

Do bkpgs

Sell
Cash Register

Check Viriter
Addressing

Bkpg. Machine
Machine

Take dictation
Operate Machine
Calculator
Comptometer

Adding

Liquid Process

Dictaphone

Mimeograph
Ediphone

f— - —— —— - =

Accountant ! |
Bookkeeper :

Cashier

Collector

Billing Clerk

Ledger Clerk

Payroll Clerk

File Clerk

Order Clerk

Stock Clerk

| Shipping Clerk

Time Clerk

Gen, Office Clk

Grader Clerk ! i
Typist |

Shorthand Steno

Secretary

Ediphone Operator

Dictaphone Opera,

| Switchbd Opera.

Machine Operators o
Adding e '

Addressing

Calculator

Comptometer

Mimeograph

Receptionist

Wholesale Salsmn . I

Retail Salsmn(str) -

.0ffice boy/girl

Messenger

Delivery Bey




TYPED BY
MARY E. QUINN
AND
GORDON CULVER



