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CHAPTER 1
INTRODUC TION

Thie is a study to determine vhat business occupational opportun-
ities there are in Seminole for the graduates of the high school end
t_hs Junior college business education department, what office machines
are in common use locally, and how many employees are machine operators.

Purpose of this study. It is the intention of the officials and
the business education faculty of the Seminole City Schools teo provide
a program of business education that will more nearly satisfy the needs
of the commnity. Without data showing the actual business employment
opportunities and needs of the commmnity, it is difficult to make in-
telligent curriculum plans. The purpose of this study is to provide
data for revising the school program of vecational business education.
Specifically, the purposes of this study are to seek answers to the fol-
loving questions:

1. To what extent will employers employ store and office workers
28 young as the average high school graduate and/or junior college
graduate?

2. How many new workers were employed in selected store and office
positions during the period from April 15, 1946 to April 15, 19uTY

3. Vhat educational level is demanded by local business men of
the verious types of workers?

4, To vhat extent do local employers demand experience on the part

of new employsest



5. What is the sex preference on the part of employers for em-
ployees in the different classifications of workers?

6. What kind of office machines are in general use as one basis
for determining the desirability of providing instruction in the use of
office machines?

Need fer the study. One of the recognized objectives of vocational
business education is to furnish pre-employment training for speecific
distributive and office occupations on the initial and promotional
lnell.l The business occupations for which the secondary schools and
the post-secondary schools provide varying amount of specific training
include the following: (1) stemographic, (2) bookkeeping, (3) clerical,
and (1) dl.tﬂhutj,v.,z ¥When the enrollment figures are compared with
occupational needs, the schools are preparing "somevwhere between five
to ten times as many potential stenographers as are necessary to meet
the demend."> Tonne states that more than half of ell workers engaged
in business occupations are involved in some type of selling activi-
tias.u The high schools have contributed very 1ittle definite training
for distridutive occupations, in spite of the fact that a great many

more young men and women obtain employment in selling occupations immediatdy

1 Herbert A. Tonne, "The Semior High School Business Curriculum,”
The Business Sixth Yearbook, National Commerciel Teachers
Federation, 1040, P.

2 Ivid., Pp. 70-76.
3 1vi4., P. 1.

% rvida., P. 76.



upon graduation from school than secure jobs in bookkeeping and steno-
graphic ocmpauom.s

If the vocational business curriculum is to bear some relationship
to the business occupational opportunities end needs of the community,
a study of current business opvortunities is justified. No such study
has been mede heretofore in Seminole.

Data gathered through a business opportunity survey should serve
(1) to guide the school officials in building and revising the curri-
culum, snd (2) to guide studente in choosing a program of studies and
an oceupation.

Definitions. For the purpose of this study, the terminology in~
dicated should be interpreted on the basis of the following definitions:

A store worker is a person who does full-time or part-time work in

a store. His work includes such duties 28 selling, stockiteeping, dis-
play work, ete.

An office worker is a person who does full-time or part-time work
in en office. The majority of his time is spent doing typing, record
keeping, filing, etec.

A position is a job in which one or more employees were reported

by the employer.

Combination Jjobs are positions in vhich employees are required to

perform more than one business occunztion.

3 Loe. eit.



An employee is a person employed full-time, part-time, or on a
temporary basis in a job covered in this survey, by a firm or business
included in this study. Firms employing only members of their immedi-
ate families were excluded from the study.

A nev employee is a person employed during the period from April 15,
1946 to April 15, 1947, 4m & position covered in the survey.

Turnover is "a reorgenization with a view to a2 shift in por&md.'s
Speecifically, turnover indicates one or more changes in personnel em-
ployed in the selected positions included in this study between April 15,
1946 and April 15, 1947.

Experience is a state, extent, or duration of being engaged in a
particular work, euch as sales experience. In this study, experience
is assumed to consist of work or employment in the specified poslitiea.

Educational requirements, when referring to grade school, means
grade school graduate; when referring to high school, mesns high school
graduate; etc. Employers were told orally the meaning of this term.

An employer is an individual, firm, business, or corporation which
employs personnel in specified store and office occupations.

Soope and delimitations. This study includes 211 of the retail
stores, wholesale firms, and businees offices in the City of Seminole,
Oklahoma, with these exceptions:

1. Six negro firms.

2. All places selling alcoholic beverages.

3. Employers who employed only members of their own families.

6 Vebster's International Dictionary, Second Edition, Unebridged.



No attempt was made to determine the duties of the employees or to
determine the salaries paid for the different types of work. Names of
individual firme do not sppear in the report. No tabulation or analysis
wvas made of employees under sixteen years of age, and no effort was
made to keep a record of them, No distinetion was made between full-
time and part-time employees.

Procedure. The questionnaire used in making a similar study in
Ponea City, Oklehoma was seeured and studid.? Revisions were made in
the following respects: (1) provision was made to include jJunior college
graduates in the section pertaining to educational quelifications, and
(2) several additional positions were included in the position columm,
such as bdookkeeper-cashier, stenographer-file clerk, sales bookkeeper,
and insurance salesmen. A copy of the questionnaire used in the Seminole
survey is included in the appemdix,

A 1iet of firms to be contacted was made from the classified sec-
tion of the telephone directory on 3" x 5" cards. The class of business,
the firm name, the address, snd the telephone number were typed on these
cerds., The cards were then sorted and arranged by streets and then by
location on the street. ESelected students in the secretarial training
class and ths dietributive education class were used to take the ques-
tionnaires to the firms in person. Students were chosen mainly on the

basis of the interest they expressed in participating in the project.
In most cases, the distributive education students were assigned

|

T Jemes Bdwin Silverthorn, Business Occupational Opportumity Survey
of Ponca Oity, Unpublished Master'e Theeis, Oklahoma Agricultural amd
Mechanical College, 19W1.



those questionnaires which concerned retail and wholesale establ ishments.
The secrestarial training students took the questionnaires to firms other
than those in the distributive flelds.

There wvere two reasons for requesting the students to take the
questionnaires to the firms in person. Questionnaires sent through the
mail are often pigeonholed; furthermore, the percentage of returns is
§ By using
students to take the questionnaires in person, the response was almost

lower than when the questionnaire-interview method is used,

one hundred per cent. The second reason for using the students was the
idea that they would benefit by the activity. It was considered bene-
ficial to them both from the standpoint of the acquaintanceships which
were formed with employers, snd from the stendpoint of experience gained
in approaching and conversing with employers. This experience should
enable them to be more at ease during future employment interviews,

The writer took guestionnsires to ten firms before the students
vere given instructions concerning how to get the necessary information.
Selected students accompanied the writer on these first visits to the
firms. All students who were to participate in getting the question-
naires filled in were then given detailed oral instructions regarding
how they were to get the necessary information. EKach student was given
2 dlemk questionnaide to study. Bach question was asked and a hypo-
theticel answer was given to be filled in by the student. ZEach student
was also given a copy of the purposes of the study. The object of this

8 Commercial Teachers of the Evansville, Indiana, Public Schools,
Job Opportunity Survey, Monograph Number 33, Southwesterm Publishing
Company, Cincinnati, P. 7.



procedure was to familiarize tha- student-intervievers vith the purposes
of the study, eo that, in the event the employer made inquiry concern-
ing the purpose of the survey, the students would be able to give an in-
telligent answer.

A newspaper article setting forth the purposes of the study was
pripnﬁ by the writer and submitted for publicztion in the local news-
paper. This article appeared in the paper the Sundsy preceding the be-
ginning of the survey.

A personal letter explaining the reasons for making the study was
prepared. Copies of the letter were all typed, without being dated, by
the secretarial training students before the survey was begun. Yhen
the letters were needed, the date was typed in, the envelopes addressed,
and the letters mailed. An enclesure listing the six purposes of the
study was included with the letter. The letters were malled a day or
two preceding the day the student called at the office or store. A copy
of the letter and the enclosure are included in the appendix,

Each student was given questionnzires to be taken to firms located
close together so that very little time would have to be spent in going
from one place to the next. At the time the student was given the ques-
tionnaire for a particular firm, the name of the student and the date
were written on the card which had been prepared from the classified
section of the telephone directory. Vhen the completed questionnaire
wvas returned by the student, the date was placed on the directory card

and the card was placed in snother file. One student in the secretarial



training class and one student in the distributive education class served
as checkers of the completed questionnaires. 'hen errors or omissions
were found, a telephone call to the business man involved usually re-

sul ted in supplying the necessary information. In a few instances, it

was necessary for the writer to mske a personal call on the employer.



CHAPTER II
RESULTS OF THE STUDY

One of the steps necessary in the construction of any business
curriculum is the determination of the bdusiness occupationi which are
found within the mmﬂty.g It must bDe determined what jJobs are
actually found in the community and the number and type of nersons em—
ployul.m

Firms surveyed. There were 205 firms on the originel 1list which
wvas compiled from the classified section of the telephone directory. A
check revesled that 6 of the firms were operated by negroes and 5 had
gone out of business or moved out of the city. There remained 194 firms
vhich were contacted, Two employers refused to 2nswer the questions on
the form used. Of the 192 firms, 56 had no employees other than members
of their own femilies; the remaining 136 firms employed a total of 165
office and sales people and reported the use of 376 office machines of
7 different types.

Size of firms. In order to determine the size of the various firms

in Seminole, the questionnaires were analyzed acecording to the number of

peovle employed by firms. This analysis showed the following:

Yo of employees Fo. of Firms
1 )
2 24
3 19

9 McKee, Fisk, "Principles of Curriculum Construction in Vocatiomal
Buls‘inua Fducation," The American Business Education Yearbeok, Vol. IV,
1947, P. 39.

10 1pi1d., P. WO.
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i et
L 15
5 or more 29
Total Firms 136

It will be observed that the firms which employ people in the busi-
ness occupations are smell in size. A majority of the firms employ only
1 or 2 persons. One of the implications is that employees will prob-
ably heve clese personal relationships with one another and with the
employers. This situation suggests that the business education depart-
ments of the high school and the junior college should provide instruc-

tions in bumen relatims.

Distribution of employees by firms. The data in the questionnaires

were tabulated to determine how many persons were employed by each type
of firm. The results are shown in Table I. This table shows that
nearly three-fonrthsof the 465 employees were engaged in retail and
vholesale establishments. The types of retail firms employing the
greatest number of peovle were: oil field supply firms, grocery stores,
dry goods stores, variety stores, sutomobile firme, drug stores, and
furniture stores. Service establishments emnloying the largest number
of peonle were the insurance, oil producing, legal, banking,and trans-
vortation firms.

Since the firmes included in this study may be considered small
businesses, meny of the employees will in all probability be required

to be able to do more than one specific Jjob. This prodebility suggests



Table I

NUMBER OF PERSONS EMPLOYED IN SELECTED STORE AND OFFICE

POSITIONS BY VARIOUS TYPES OF FIBRMS IN

11

SHMINOLE, OKLAHOMA, ON MAY 15, 1947
Ee of ¥o. of " No. of
Firm Firms Employ ees

Retail 17 328
011 Pileld SUPPLYec. oo vevercennrnonnns e-ee 21 65
BPOCOTY cccvcvcocassncnnncanascnsessracns » 13 59
PR QOO o0 v vnis v e s B SR s B 226
VAW oo vinnesavivanvevai cames S5 s dve . 2

ARCOMOIRY 84 -6 58 s oiviosas s 35 o nwuale vaRe . & 29
1, -1 A P U QR A E 19
b 1k L G2+ o SRR . 19
TV g o 0 S R T . 1 1k
Yeod and Boel. ..  iciiaiciaeriavirssiaes - 2 12
Appliance......... e P 9
TOWOLTY e ovosnaccnscsosasescisasanss ceeree 1 3
Office Supplies.e......cccovevvnnunuroncnne i 1
Service 58 128
IOROPRNO0G i o5 va iannaiE sE s s ey v R 22
O ProlalIAE. oo~ ii i vasiine essesdie nes . b 18
53 T5, 1 O N S « 11 15
Banking.......... R A R i . 2 11
T T R —— e b4 11
DL OEPMON . s v e SRR « 1 5
G (UBYEIWP) ciiasisviansnanoaies vosvimen @ 5
PRIRMING: ;. s conenen pense SaRE EE § e B 5
L PR P SRR A 4 5
Physiclen.,.....ccoviieeinniiennnnencennne . 5 E
Rleotric (Utility)........convn.... PRPRURRPIRREN . -
BOOBl.uivcscesicossvensorosvesansssssensnnas 1 3
Roal EORaS8. . cvivivsisenasuivwon o «s 2 3
4): 3 T T o R snbeacssssssaves & 3
T R T L e vin @ 3
Concrete (mfg.)...... T oD P ¢ 2
Telephone.........ccocccevecnnans siscesses 1 2
Dentist.. ... ...oiiiiii ittt ittt nnacans . 2 2
Plumbingesco.n.. R A R e e e . 2
REOSRABMNR. o v vcinnn simennasiyes s aEe R ¢ 1
CERALE BUNBIMNL o wavsois waiviavion wiie e wine sa ae I - i
iholesale 1 9
Total 136 465

8 %able e as Iollovws

eo
firme employed sixty-five persons, as of April 15, 1947.
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that Lhe students in the business =sducation department should be trained to
do more than one job.

Age requirements of male employees. Fisk states that the community

survey should yield sueh information as the number of males and [umales
en-aged in a particular occupation, the maturity nececsary, and the amount

11
of educaticn remired.”"

o

Table 11 shows the age requiraments for male espleyezs or the posi-
tions covered in this sarver. (f a total of 118 employer preflerenc:s,
only 16 revealed that emplorers would accept employees 16 years of age;
only 26 expressed a willingness of the -mployers to eaploy boys under 12
years o age; while nearly ones hall the employer preferences indicated :
willingness on the part ol emuployers to employ boys 1¢ years ol age. This
fact sug-ests one reason why boyec should be encouraged to remain in scheool
until the age of 1¢ or older.

Age reguirementis cf femal: employees. Sixteen employer preferences
were indicated for hiring fewalc workers under 12, while 72 set 12 as the
minimum age (Table III). 4 much larger proportion of the employ:r prefer-
ences were expressed lor employing girls at age 12 or under than were in-
dicated .or hiring boys. Cne of Lhe implications is that more =irls than
boys can obtain employment immediately after Lhe coapletion of their high
schocl education.

A similar study conducted in Pence City, Cklakoua, in 1941 showed that

-
mere employ . rs were willing Lo hire girls at are 1& than boys.™™

il 1bid., P. 40

12 James zZdwin Silverthorn, Ep. eit.



Table II

MINIMUM EMPLOYMENT AGE OF MALE EMPLOYEES IN SELECTED
STORT AND OFFICE POSITIONS®

Number of Bmployers Reporting Minimum ¥mployment Age of Nale EEmm__L U
Positi 16 17 18 19 20 22 22 2% o4 og o
Record Keepers Totel
Acoemﬁ"in................ 2 € 1 4
Bookkeepers......... _ L 1 6 9 1 1 1 1 24
10 1@PKB.ccencvnccsnncse 1 1
General Clerks........ccev0 3 3 | p & 1 1 8
Stock OLlexke,.............. 1 1 2 1 2 7
’1” 01.&'................ p £ i
Sal esm
Retail Selesmen........ insk % Y 11 1 10 7 3 1 42
Wholesale Salesmen......... 1 1
Insurance Salesmen........ . 1 1
Combination Positions
Bookikkeeper-Stenographers. .. 1 1 1 3
sal."hm.‘pm....-..-.. 1 1 2
Bookkeeper-iile Clerks,..... : 3 1 2
Booldkeeper-Cashiers........ 2 1 1 L
Bookkeeper-Typists,...c..00 1l 1
Stenographer-File Clerks... 1 1 1 3
Miscell 8 Positions
c‘ 1m..ll.'001..0lot..i. 1 1
Delivery Boy®..c.veevernn-ea [ 1 8
ofn.. hy...... ...... [N N ] 2 1 3
Collechors......cvcccvvreen 1 ;
Stenographers
ecretaries,........ e e 1 1
To 16 10 2l h 23 o5 3 3 3 W 3 118

& This tabie should be read as follows: Two employers reported twenty years as the minimum age for
the employment of male accountants.

D In making this tabulation, each employer was counted as a separate employer each time he supplied
data concerning the employment requirements for any position listed.

19 ¢



Table I1I

MININUM WPLOYMENT AGE OF FEMALE RMPLOYEES IN SELECTED
STORE AND OFFICE POSITIONS®

Ham o Emp)
Posit - 1 18

Record Xe
Luoun&tl. R TR

Bookkeepers,.....o0 00:00ee 2
Clerks

File Clerke,..coovvicecines 1

Itry Cler®e.ccceccssarssan 1l

General ClerkKB....,...-eres 4

Stoek Oleri®.. ..ot vunsrnse 1
Sal

Retail Sclesmen,........... O 2 10 1 2

Insurance Salesmen......... 1l 1 1

Combination Pu;uw
Bookikkeeper-S tenographer,...
3810!“300&..?”.. [ B A

Bookkeeper-Cashiers,.......
Bookiceeper-Typists...... i
Stenographer-File Clerks... 1
Typist-File Clevk®..c0cvees 1
Bookkeepar-File Clerks..... 1l
uhoﬁlgooﬂn Positions
o) OrB.vcccsssrosnnscaons 3
Delivery BoyB.....00.v:nus . 3
Recentionists........ P 1
Switchboard Operators...... 1
7
i
1

(]
[
o
n
W -
=
=
[
=
B o Sw

N o =WO
(=]

- =

n

[

o = G L T

&eeﬁ%{ﬂ
Seere B e e e 1

ghor thand Stanographers.... 1
P alEsi s iisvnesveavi e

=

enplc‘nnt as f-ala momtah.
making this tabulation, each employer was counted as a separate employer each time he supplied

data concerning his employment requirements for any position listed.

1
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The minimum employment age requirements in the two cities may be compared

as follows:

Employer Preferences Indicated For
Euployees Ab Age 18 or Under

Ponea Oity Seainole
Male Temsle Male  JFemale

40 per ecent 62 per cent 42 per emt 66 per cent

Forty per cent of the employer preferences reported in the Ponca City
study indicated a willingness to empley male workers at age 18 or under,
while 62 per cent of the employer preferences indicated a willingness to
employ female workers at age 18 or under. In the Seminole study, it was
found that 42 per eent of the employer preferences indicated a willingness
on the part of employers to employ male workers at age 18 or under, while
66 per cent of the employer preferences indicated a willingness on the part
of the employers to employ female workers at age 18 or under.

Sex Distribution of employees. Table IV shows that 465 people were
employed is the business occupations included in this study by the 136
employers from vhom data were obtained. Two hundred twenty-five, or
48 .4 per cent, of the total mumber of employees were men, and 240, or
51.6 per cent, were women. Silverthorn found that more men tham women
vere employed in the business oceupations in Ponea City in 19¥1.13 mis
study showed that of the total number of people employed in the business

occupations 60 per cent were men and 40 per cent were women.

13 ruia.
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A similsr study made in Evansville, Indiana, ia 1935 showed that of
the total number of people employed in the business occupations, 35.1 per
cent were women and 64,9 per cent vere nen.l* The apparent increase in
the proportion of women nplqiel in the business occupations may de il-
lustrated as follows:

PER CENT OF FRMALE EMPLOYEES EMPLOYED
IN BUSINESS OCCUPATIONS

Bvensville, Ind., 1975  Poneca City, Oklshoma, 1941 Seminole, Oklshoma, 1947
35.1 per ceat 40.0 per cent 51.6 per cent

Fumber of new employees. As shown in Table V, 319 women and 198 men
were hired during the 12-month period from April 15, 1946, to April 15,
1947, for the positions included in this study.

Sex Preferences. The data in Table VI shows that 105 employer pref-
erences were given by employers for employing male workers and 118 employer
preferences vere indicated for hiring female workers. Employer preferences
were reported as follows for each group of positions: Record keepers:
female, 61.8 per cent, male, 38.2 per esmt; clerks: female, 25.0 per cent,
mele, 75 per cent; salesman: female, 25.8 per cent, male, 74.2 per cent;
combination positions: female, 75.0 per cent, male, 25.0 per cent; mis-
cellaneous positions: female, 26.7 per cent, male, 73.3 per cent; and
stenographers: femele, 100.0 per cent.

Experience requirements. Out of 229 preferences expressed by

1% gommercial Teschers of Evansville, Indiana, Op. ecit.
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Table IV
EMPLOYED PROPLE ON APRIL 15, 1947®

Positions llrl_q Female E
Record Keepers 33 59 92
“““m‘..l..CO..OC.C...I.............‘I. 3 2 5
Bookkeepars,......ccccvocceconcsccsscanens - 30 5T 87
Clerks 36 9 45
FL10 CleTKBeceeeeeareennsoasinansnnnnnnns e 0 2 2
Entry Clexkss.ccccciceccacccaciiannns i 0 - 0 1 1
General ClerkS.cccce-ccvnanes R — ceans 22 5 27
e S e « 13 1 1k
Time Clorkse...ccceeccnccccccse SRR EEeE 1 0 1
Sal esmen 127 97 a2y
ROWRAY v is 50 ci s nsines o asmvRRerewEbao Ve .o 114 97 211
¥Yholesal®e..o.ceens SR SR e 4 » g 0 9
Inmm’....-.tnao-...co..-..to.-..t ooooo LR 0 h‘
Combination Positions 13 40 53
ﬁﬁmﬂiw........-......-... 2 23 25
Sales-BookKeepers,..c.vcvecccrcnrinaianans . 2 1l 3
Mw."w."..-..-------o "assanmsasep 3 9 12
Bookiceeper-Typists......ccovvvveiinianiinen 1 1 2
mmm. mm'.--. ...... L L L N 3 2 5
Stenographer-Tile Clexks.........cc0n.n. cos 2 3 5
Typist-File Clerks.c..ccuverccccnccncnen cees 0 : | 1
Miscell tions 16 g 25
cmlmt ---------------- - - - LN N 1 6 7
Delivery Boys....... PR S SiEPReeRe . 11 1 12
Office Boys...... e e R e B S .o 3 0 3
%11“““..‘..0-.-.!0. llllllllll sa v e taan 1 o 1
Receptionists.....cccovvvenneiiaa... . 0 1 1
Switechboard Operators...........cc.cuveuene 0 1 p !
Sten 0 26 26
Seere @Baceasccssnncanea S e n i .o 0 17 17
Shorthand Stenographers.........ccc... .o miom 0 & 8
Typlete...coccccecaacnnse. See e PRTETE I - 0 1 1
Total 225 240 465

a !_!_;‘c_ahoﬂ table is read: A total of five accomntants were employed
April 15, 1947, including three males and two females.
Ewwloyed people means all people employed at the time this survey vas
m.. 3
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Table V

PEOFLE NEWLY EMPLOYED DURING PERIOD BRTVEEN
APRIL 15, 1946 AND APRIL 15, 1947®

Positions Mele  Yemsle  Total
Record Ke 60
‘M%EOODIIOQOQICDD..I.QI 22 z ?
mm.coo --------- LE RN R R a 58 79
Clerks 21 12 33
m. m*..a. ----- B8 8 8 R e s w . 1 2 3
General Clerks......... ey e 10 6 1
smam.--....--....--.--- 9 h 13
Time ClorkS.cccceccccacanccnes v 1 0 1
Ssl esmen 128 186 Rk
x.“n... ----------- I EE R R E R E RN § J 1m 1.86 ms
n.lm......-.0.0.0..‘....0.‘ T o 7
InSUraRe8.ccesrercansescancne . 1 0 1
Combination Positions ik 33 47
—'—mujwmhm....... 3 2 25
Sal en-Bookkespers.cccccscccsnan 1 (v} 1
Bookkeeper-Cashiers............ 8 6 14
mnmml.“‘ldccoltﬂtitd o 2 2
mm“nl. clm..--...-- 1 o 1
Stenographer-File Clerks....... 1 2 3
mi.hnl. mm.t IIIII L E R R RN o 1 1
uiudéﬁuu Positions 10 11 21
m.to.i.tnocoonv.--n.-a-. 0 2 3
mlmh”....o.‘...llodthoﬁ h 10
otﬁ“m.-CDI....-.'O'.-.C.. 5 0 5
c’ll“m.".t.‘...a...oll'.'.l 1 0 1
Receptionists.........ccccvee 0 2 2
lm% 0 1l 1l
eor P 88 ceccnccans P——— 0 ll 1{
Shorthand Stenographers........ 0 1 b X
mi.t't.....‘l.‘-l. .......... - o 2 2
Total 198 319 517

2 The above table is read: Six accomtants were employed during
the period, four masles and two females.

Nevly employed means newly empleyed in a particular position
regardless of the cause.



Table VI

SEX PREFERENCES EXPRESSED BY EMPLOYXRS®

19

Positions Male Female Total
Record K 26 L2 68
Accountants...........cc...... secsnee csvsae 3 2 5
T R SRR 23 Lo 63
Clerks 12 4 16
YAE0 QaRN.iivivasssvasnonibinsnssnissnans . 0 2 2
Entry Clerks....cccveen o PU e v - 0 1 1
General ClerkB........cococevecrvaccnnrecae 2 1 6
Blaak CLINNS. cosaninisvirinsunnscncsipses a® 0 6
Time Clexrkse........... R R SRR . 1 0 1
Sal esmen 46 16 62
Retail....... ST .~ S — vers I 16 55
Vholesale.....o.cvuue — e b . 1 0 1
TR - 5560+ 560663 WH55 53 EE S ERNNTCSEH 4 0 4
Combination Positions 10 30 Lo
eoper-Stenographers....cccc veveenenes 2 17 19
Sales-Bookkeepers...... vcvvacencrernces - 2 | 3
Bookkeeper—-Caghiers....cocccvvevavrrcanacae 2 5 T
Bookkeeper-Typiste..... ............. b e 1 1 2
Bookkeeper-File Clerks.......c.. .......... 2 1 3
Stenographer-File Clerks................... 1 4 5
Typist- File Clerks........... ccceuuenn vess 0 1 1
Miscellaneous Positions 11 4 15
COMRLIIPE, v ini s s sssenes RS T e g 2 Z
Delivery BeYB.iisianssiinisinsinsnssiessnes 0
QITiom BOPR..ivscsrnvviinsnirrvissnneesaie i 3 0 3
Collectors......... R S Ry e 1 0 1
Receptionists.............. S S 0 ? 3 1
Switehboard Operators......... s e ene vese 0 1 1
Steno ers 0 22 22
BWOMCI..-..-.. ---------------- ssssnse . 0 16 16
Shorthand Stenographers................... . 0 5 5
b 552 & - DEPRSPORPIIS S S PR A S PR . e 1 1
Total 105 118 223




employers, 88, or 38 per cent, revealed that no experience was re-
quired of new employees; while 141, or 62 per cent, indicated that
some experience on the part of new employees was recuired (Table VII).
Experience was required for employment in record keeping vositions by
nearly thraee-fourths of the employer preferances reported. The exper-
ience requirements indicated by empleoyers were as follows: 73.1 per
cent of the employer experience requirements indicated that experiemce
was required of employees in the record keeping group; 065.5 per cent
for the stenogrephie group; 69.0 per cent for the combination posi-
tions; 54,1 per cent for the sales group; 50.0 per cent for the
clerical group; amd 25.0 per cent for the miscellaneous pesitions.
Educational requirements. Table VIII shows that 10 employers in-
dicated that grade school graduation was sufficient for empleoyment in
the following positions: general clerks, retall salesmen, wholesale
salesmen, delivery boys, and office boys. Fifty-five employers in-
dicated high school graduation as a requirement for record keeping
positions; 15 employers indicated high school graduation a2s a require-
ment for clerical positions; 50 employers indicated high school gradu-
ation as a requirement for selling positions; 34 employers required
high school graduates for the combination positions; 5 employers re-
quired high school graduates for the miscellaneous positions; and 21
employers required high school graduates for the stenogrsphic posi-
tions., Junior college graduation was required by 5 employers for

bookkeepere, by 6 employers for salesmen, by 1 employer for sales
bookiceapers, and by 1 employer for shorthand stenographers. Seven



employers recuired business college graduates for record keeping posi-
tions, 2 required business college graduates for general clerks, 4
required business college graduates for combination positions, =nd 1
employer required business college graduates for stemographic posi-
tions. Only 1 employer required college graduates, and that require-
ment pertained to genersl clerks,

Summary. The above evidence indicates that the firms in Seminole
are small, a majority of the firms employing only 1 or 2 persons,
Nearly three-fourthsof the workers were engaged in retail and whole-
sale establishments. The employment opportumities were much greater
at age 18 then at age 16 or 17. More girls then boys can obtain em-
ployment immediately after the completion of their high school educa-
tion. Of the wmployees included in this study, the sex distributien
is about equally divided. The greatest number of employer preferences
were expressed for women in the stenogrephic positions end for men
in the clerical positions. Relatively few employers were willing to
employ grade school graduates. Only a few employers reguired junior
college, college, or business school graduation. A large majority
of the firmes were willing to employ high school graduate=.



Table VII

EXPERIENCE REQUIRBMENTS FOR BMPLOYMENT®

Becord Keepers 18
*m“mt.. LA R R BB ERENEEENERHNESR ] 2
BOOKKEePOrS. ..o ou.unnnnaanras 16

Clerks 10
File Olﬂ'kl...... --------- cesse
Entry Clerks........ A .
General Clerks............ P
Stock Clerks®...c.ccveavvvens .e
Time Clerks..... vc0cvvveveean .

Salesmen

n.ml..“.-o.-........t ------
Vholesale....coccocconcccensce
TR BRG0 . oo s s aiv 6 s nansniness

Combination Pesiti
ho&m&?ﬁn —

Sﬂm.lp.rl.. -----------
Bookkeeper-Cashiers...........
Bookkeeper-Typistse...oove....
Bookkesper-File Clerks........
Stenographer-File Clerks......

is an Positions

Delivery BoyB.o...coocvvvnenn ie
Office Boy®..cccvcvacrcncnnnn .
Colleetors...ccnecvcccasancans
Receptionistsee.ccncceenoooee
Switchboard Operators.........

nNn

-
M~ OMMMUOWE MNOWHEMIW OO0 \NOW OV H

-t

b pt N -
WHEN FOOONM & wou\umm@ FHOAY MO nOoMO gu\f

Shorthand Stmopuphon. ......
hi.t.. LR R R NI I T I B )

Zotal 58 .

2 This table should be read: Two employers reported that no exper-
ience was required for accountants and three reported experience was re-
quired.

® Zach employer was counted as a separate employer each time he sup-
plied data concerning his employment requirements for amy position listed.

€ Experience means experience in the type of work for which employee
desires employment.
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Table VIII
EDUCATIONAL REQUIREMENTS FOR EMPLOYMENT

Positions G High Juw
— School School College College College
Record Keepers

Accountants............... .o 3 2

Bookkeepers....... esosensssne 52 5 5
Clerks

Flle ClexkS.covcev-nans wen e 2

hm mm.-lOOICIQUOODOUOO 1

General Clerks......cococvee = 1 5 2 1

Stock Clerks.....co.cvavenenes 3

Time ClerkBe.ovvcece.. amaeyne 1
Salesmen

Retall.......covovnennennnn- ; 3 46 5

Yaoledalee.ccercconescanccone . ) |

InEUrane®...ccoccvaccccsacse . 3 1
Combination Positions

Bookkeeper-Stenographers..... 16 2

m.ﬁmm“'..-»...--- - 2 1

Bookkeeper-Cashiers.......... T 1

Bookkeeper-Typists........... 2 1

Bookkeeper-File Olerks....... 2

Stenographer-File Clerks..... 5
Hiscellanecus Positions

Cathierse..csrcesccnccecace.s L

Delivery Boyse...cccccecacnnse 4

Offlen BOyB.ccvsscovcnnicsis 1 2

Colledtorsec ..o cvococsacans 1

Receptionists................ 1

Switchboard Operators........ 1
Stenographers

ecretaries IE &
Shorthand Stenographers...... 1
Wpie¥Ssicionienanee e ’ 2
Total 10 184 13 14 1

This table is read: Three smployers reported high school graduation
required for employment as accountant and two employers reported business
college graduation required.

Each employer was counted as a separate employer each time he supplied
data concerning his employment requirements for any position listed.
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CHAPTER III

RECORD KEEPING, STENOGRAPHIC, CLERICAL, SALES, AND
MISCELLANEOUS POSITIONS

Researches and surveys have shown that almost 9,000,000 persons,
or one out of every eight persons gainfully empleoyed, are engaged in
distributive occupations. More than 130,000 youths between the ages
of 18 and 19 and 150,000 detween the ages of 20 and 24 enter employ-
ment in the distributive fleld each year.l5
Tonne says that on the dasis of enrollment figures, as compared to
occupational need, we are preparing, or think we are preparing, somewhere
between five to ten times as many potential stenographers as are necessary
to meet the demand. Concerning bookkeeping, he eays that smaller high
schools with limited enrcllment and inadequate teaching facilities end
teaching staff should stay away from this type of specifiec training for it
is primarily the function of the post-high school institution in any
case.

Tonne also believes that the specific training for the highly spec-
falized clerical positions now availadle must be undertaken on the jod
or in pest-high school institutions, such as junior colleges, and es-

pecizlly private business schools, and company tdumlt.ls

Assuming
that this is true in certaih types of clerical positions, it does net
necessarily follow that it is true in the majority of the clerical posi-

tions wvhich are available in Seminocle.

15 Kenneth B. Haas, Distributive Bdueation, The Gregz Publishing
Company, New York. Pp. 5~-0.

16 Heﬂnrt A. Tomne, Op. cit., P, T1.
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The data secured through this survey are analysed in this chapter
for the purpose of showing the number, sex, sge, smd experience require-
ments for record keeping, stenographic, clerical, selling, and miscel-
laneoue pesitions in office and selling estadlishments in Seminole.
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Record Keeping Positions

Employed record keepers. Table IX shows that there were 136
persons employed in record keeping positions in Semi: ole on April 15,
1947. Several of the positions listed in this table are combination
Jobs. The combination positions included in the table were determined
on the basis of the majority of duties parformed. For example, an
employee was tabulated as a bookkesper-stenographer when his book-
keeping duties took up more time tham his stemographic duties.

0f the 465 employees reported, 136, or 29.3 per cent, were classi-
fied as record keepers. Since nearly one-third of all the employees
in the bdusiness occupations were required to perform record keeping
duties, record keeping should cccupy an important place in the busi-
ness education program of the Seminole High School and Jumior College.

Tadle IX

EMPLOYED RECORD KREPERS ON APRIL 15, 1947

Aecountants....... sevsesscsssnenns 3 2 5
mm.‘...ﬁ"."’.’........ ” 57 ‘7
Bookkeepers-Stenographers........ 2 23 25
Bookkeesper-Cashiers.ec..cocceecaces 3 g 12
Bookkeeper-Typists...ccovuveovens 1l ; 4 2
Bookkeeper-File Clerks.......... . 3 2 5

Total 4z gh 136

The percentage of women who nerformed record keeping is much

greater than the percentage of men as evidenced by ths faet that more
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than twice as many women as men were employed in record keeping posi-
tions. There vere nearly twvice as many women bookkeepers as men book-
keepers, and three times az many women bookkeeper-cashiers as men book-
keeper-cashliers, The women bockkeeper-stenographers cutnumbered the
nen boolkkteeper-stenogrephers nearly twelve to one.

The preponderance of women in positions involving the performance
of bookkeeping duties suggests the need for including beokkeeping in
the training of girls wvho expect to enter clerical and stenogrsphie
employment in Seminole.

Imployer sex preferences. Exsctly twice as many employer sex
preferences vars expressel for women record keepers as were expressed
for men record keepers (Table X). A total of 99 prefersnces were
listed, and 66 of these were for wmen. The fact that the waen record
keepers now employed cutnumbered the mem record keepers about 2 to 1,
and the fact that the employers preferred women recerd keepers EI to 1
indicates that the Dusiness employment opproertumities for women record
keepers 1s much greater than similar opportunities for mem in Sqiplo.
Silverthorn found that men record keepers outmumbered the women r“
keepers nearly ¥ te 1 im Ponsa City in 19}l, whereas the employer sex
preferences were about evenly divided between the employment of men

and the employment of m."

17 James Bdwin Silverthorn, Qp. git.
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Table X
EMPLOYER SEX PREFERENCES FOR REOORD EKEEPERS

Position Male

Accommtants.....oco000ccinee con 3
23

2

2

1

2

33

mm."....‘.t‘t.'l..‘..
Bookkkeeper-S tenographers.......
Bookkeeper-Ceshiers,...... serse

Bookkeeper-Typiste.............
Bookkeeper-File Olerks.........

Hinimum employment age for reeord kespers. ZThe average age re-
guirenent for male record keepers was approximately 20 years, as com-

pared with an average age requirement for female record kespers of ap~-
proximately 19 years (Tadle XI). Only 1 employer expressed a willingness
to employ male record keepers under 18, while oaly 3 employsrs indicated
a villingness %o employ female record keepers under 18 years of age.
Based on stated employer preferences, sbout one-half of the employers
will hire girls at age 18, vhereas only about one-sixth of the employers
will hire boys at age 18.

The data concerning differences in employer sex prefarences for
men snd women who were employed im positions requiring the performance
of record keeping duties should become a part of the ococupational
guidance program of the Seminole High School and Jumior College. noys
who plan to enter bookkeeping positions should be encouraged either to

postpene specialization, or to contimue the study in the post-secondary
school.



Table XI
MINIMUM EMPLOYMENT AGE REQUIRED FOR RECORD KXEPERS

(Mele)
Position 17 18 19 20 21 22 23 24 25 26 Age -
Accountants.......ccc0nue 2 1 20.2
BookKeeperss ... cceoanens 4y 1 6 § 1 1 1 1 20.
Bookkeeper-Stenographers. 1 1 1 18.3
Bookkeeper-Oashiers...... 2 13 1 21.2
Bookkeeper-Typists....... 3 18.0
Bookkeeper-File Clerks,.. 1 1 2.0
Total 1 6 112 10 3 1 2 2 19.9
(Pemale)
:mm
Position 16 17 12 19 20 21 22 23 24 25 Age
Acecountants............ ces 1 20.0
Bookkeepers........ ieeeees 2 1 19 2 9 K 1 1 B 19.5
Bookkespers-Stenographers. 9 y 2 18.9
Bookkesper-Cashiers....... 21 1 18.8
Bookkeeper-Typists........ 3 18.0
Bookkeeper-File Clerks.... 1l 20.0
Total 2 1 33 316 6 1 1 4 19.2

This above table is read: iu-e employers reported a willingness to

employ male accountanis at age 20; the average employment age required
for male accomntants is 20.7 years; ete.



Experience and edusational requirements for record keepers. Nearly
one-third of the employer preferences indicated a willingness on the
part of employers to employ record keepers wvithout experience. On the
basis of exprsssed smployer preferences, sbout two-thirds of the em-
ployers require experience on the pert of employees (Tadle XII). The
fagt that about two-thirds of the employers require experienced em-
pleyees in record keeping positions indicates that some provision
should be made by the Dusiness education department to provide part-
time work for students vho are interested im positions ef this &type.

Table XII alse indicates that most employers require only high
school graduation for record keeping employees. Five employers in-
dicated preferences for junior college greduates and 11 employers
preferred business college graduates. Wo preferences were indicated
either for grade school graduates or for college graduates. These
findings seem to indicate that most of the fims in Seminole are
willing to employ high school graduates in record keeping positions.

Table XII
EXPFRIENCE AND EDUCATIONAL REQUIREMENTS FOR REGCORD KEEPERS2

Position Required H.S. Jr.Cel. Bus.Ceol.
o Yes

Accountants........... e & 3 2
Bookikceepers............. 16 L6 52 5 5
Bookkeepers-Stenographer 5 16 16 2
Bookkeeper-Cashiers..... 3 5 1 1
Bookkeeper-Typiste...... 3 2 1
Boockkeeper-File Clerks.. 2 2

Total 28 3% g2 5 11

& In meking this tabulation, esch mloy;; was counted & new or



separate employer each time he suprlied date concerning employment re-
quirements for amy position listed.

® mis table 1s resd: Two employers would hire inexperienced
accountants and three would hire only experienced aceountants, Three
employers would hire high school graduates as accountents, and two em-
vloyers ragquired business doll ege graduates.



Stemogrsphic Positions

Although only 32 people were employed as stemographers, it does
not necessarily mesn that stenographic training should be considered
unimportant in Seminole. It was found that of the 465 people employed
in the business occupations covered by the survey, 216 were required
to know how to operate the typewriter. As indicated in Table IX, 27
of the record kespers had some stenmographic duties. Also, it is prod-
able that many of the other record keepers were required to be able
to use the typewriter. Therefore, the importance of provisions for
stenogrsphic training in the business curriculum cannot de guestioned.

Employed stenographers. Tadle XIII shows that 2 men and 30
women were employed in positions of a stenographic nature. These
positions were occupied predominately bty women., The two men vho were
employed held combination positions in the stenographer-file eclerk
classification. Only eme persen was listed as a typist. The find-
ings here lead to the conclusion that boys who are interested in steno-
graphic positions should be encouraged to prepare themselves for com-
bination positions in this field, and that girls vho expeet to sesure
stenographic positions should not rely on deing empleoyed as typists
only.

Bmployer sex preferences. Of the 28 employer sex preferences re-

ported, only 1 employer expressed a preferesnce for male stenographers.
(Table XIV)



Table XIII
EMPLOYED STENOGRAPRERS ON APRIL 15, 1947

Position Male _Femal o Total
Secretaries......c.cccvccceee 17 17
Shorthand Stenmographers..... 8 g
m““..ll. LEE N EEE B R B ERENENRSER ] 1 1
Stenographer-Tile Clexks.... 2 3 ;
Typist-File Clerks.......... 1

Total 2 30 32

Position

Secretaries........ccccun... — 16
Shorthand-Stenographers......... 5
- e 1
h
1l

Stenographer-File Clerks....... . 1
Typist-Pile Olerks........c.....

Total 1 27

T e e e e e e P M I e e Ry e

33
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Winimm employment age for stemographers. The average age require-
ment for male stenographers was 20.5 years, while the average age re-
quirement for female stenographers was 18 years (Zable XV). Only i
employers expressed age requirement preference for male stenographers.
Of these empleyer preferences, only 1 preference was expressed for
stenographers under 21 years of age. A majority of the employers in-
dicated that the minimum employment age for female stenogrephers was
18 years. Eight employers required female stenographers 20 years of
age or over, wvhile only !} stated that they would employ female steno-
graphers below age 18. The findings indicate that only a few npioym
are willing to employ stenographers at an age below that of thu.lml
high school graduate, and that a large majoriiy of employers desire
more mature stenographic employses. Prospective stenographic persomnel
probably should de given an opperftunity to continue their bdusiness edu-
cation in Junior college.

Experience and siucstional reguirements for stsmographers. Less
than one half of the employers reported a willingness to hire steno-
graphers without experience (Table XVI). Even though the percentage
of employers who were willing %o hire inexperienced stemographers 1s
larger than the percentage of employers who were willing %o hire in-
experienced record keepers, an attempt should be made by the school $o
provide a program vhereby both stemographic and bookkeeping students
can gain some practical experience while in school.



Table XV
MINIMNOM EMPLOYMENT AGE REQUIRED FOR STENOGRAPHERS
(M2le)
P

Position 16 17 18 1920 21 22 23 Jperese
Secretaries.........c000  § 21.0
Stenographer-File

alm...t.-.-..-..... 1 1 1 20.0

Total 1 2 1 20.5
(Pemale)

Pesition 16 17 18 19 20 21 22 23 24 25 mﬂﬁ
Secrstaries............ v ¥ 7 3 & 1 20.7
Shorthand-Stanographers. 1 % 17.8
h‘.t.....-........l.l. 1 u.o
Stenographer-File Clerks 1 2 17.3
Typist-File Clerks...... 1 16.0

Total 3 1 1k 3 4 1 18.0

This tadle is read: One smployer reported a willingness to empley
male secretaries at age Z1. The average employment age required for male
secretaries was 21.
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Table XVI also shows that of the 28 employer preferences reported,
26 were for high school graduation, while 1 employer reported that
Junior college graduation was required and 1 employer specified busi-
ness college graduation.

Summary. The data in this sectlon indicates that in positions
involving stenographic duties the empleyed women stemographers out-
nunbered the employsd men stenographers 15 %o 1; also, that the employer
sex pnfwn&n expressed for women stenographers was 27 times as great
es the employer preferences for nem stenographers. The data also in-
dicates that not many opportunities for employment exist for boys and
girls under 18 years of sge, a majority of the employers specifying a
ninimum age of 18 years. Of the 28 employers reporting, 19 specified

stenographic experience as a requirement of employment.
Table XVI

EXPERIENCE AND EDUCATIONAL REQUIREMENT FOR STENOGRAPEERS®

3 1
Shor thand-Stenographers.. 2 3 E 1
mi"......l.!“-.-..... 2 z
Stenographer File Clerks, 2 3 5

arate employer each time ke supplied data conceraing employment require-
ments for any positionm listed.

® Phis tabdle is read: Three empl oyers would hire inexperienced sec-
retaries and 13 would hire only experimmced secretaries. Fifteem employers
would hire high school graduates as secretaries; and 1 employer required
business college graduates.



Qlerical Positions
In 1540, there were 2,529,977 workers employed in the cleriecsl
group in the United States, nearly three $imes as mmny as were employed
in the record keeping and the stemographic groups mbind.ls

Yor practical purposes, elericel occupations may be defined as
the ececupations that include the duties not generslly assigned to
bookkeepers, stenogrsphers, sslespecple, or managers.

Because of the numerous combinations of duties assigued teo
eclerics, it is impessible for the school to glve complete and
specific training on a pre-employment basie.

The fact that the school cannot provide complete specifie
clerieal training, however, does not justify the eliminatiom of
the subjeet. Indeed,k a training program of considerable (if not
specific) value to prospective clerks cam be offered in the seo-
ondary school.

Analysis of the types of work undertaken by general clerical
workers reveal that the duties usually ianvelve recording, writing,
duplicating, distriduting, or various combinations of these tasks.
It 43 incumbent upon the schoel to train students who are likely
to obtain clerical positions ia the skills most frequenily needed
by such workers. That is, they should learn a considerables mumber
of ortligo duties either on a mastery or on an acquaintanceship
level.

REaployed glerks. Only 45 clerks were employed by the business
firme covered by this survey (Table XVII). Of thé 45 clerks employed.
27 were classified as general clerks and 1} were classified as stock
clerks. Only 2 file a‘loﬂ.‘l,l‘lh‘y clerk, and 1 time clark were

reported.

18 me United States Cemsus, 1930.

19 Herbert A. Tomne, Business Bducation, Basic Principles mad Tremnds,
The Gregg Pudlishing Company, New York, 1939, . o



The foregoing data suggests that the genersl clerical studemt
should probably be encouraged to learn a considerable number of of fice
duties either om a mastery or on en scqgusintenceship level,

Ewployer sex preferemges. Of the 16 employer sex preferences re-
ported, only ! employers expressed preferences for female clerks
(Table XVIII). Ko preferences were indicated for women stoeck elerks
or for women time clerks.

Minimum employment age for clerks. The average age requirement
for male clerks was 19.1 years, vhile the average age requirement for
female clerks was 18 years (Table XIX). The employer vreferences as
to age requirements for msle clerks varied from age 16 to age 2,
the gzreatest nmumber of employers indicating age 18. Vhile only 7 em-
ployers reported on female age requirement for clerks, all specified
age 18 as the minimum. The findings indicate that there is little
agreement among employers as tc the age requirement for male clerks,
whergas there is unanimous agreement concerning female age require-
mente for clerical peositions.

Experience snd eimeationsl requirements for clerks. Zable XX
shows that one half the employers reported a willingness to hire clerks
wvithout experience, while one half of the firms required experiemced
clerks. This indicates that prodably an effort should be made by the
school to provide pert-time employment opportunities for clerical
studente so that the exverience requirements can be met by the atudenis

before they complete their high school or Junlor college trzining.



Table XVII
BFLOYED CLERKS ON APRIL 15, 1947

Position Yale Female Total
nl' nn‘;.cn.-o-oo---oo.noao- 0 2 a
Bntry olerke....cvceeennnnnnns e O 1 1
Genersl clerks........ — . 22 5 27
BIdE A ciiosiinivsonsavne 13 1 14
Time clerks....... T~ ot 1 4] b §

Totel 36 9 5
Table XVIII

PMPLOYER SEX PREFERFNCES YOR CLERKS

b 4 8
Position Male
. m. clml......’..I.I...I.‘..... o 2
Intry Cl@ks...ccoicnnacioccicnese ¢} 1
Genersl m.-m.................... 5 1
B0tk ChamlS.c.oisvsssaavavoins 6 0
Pime ClorkB.... . coeeccocncncncves 1 0
Total 12 i
Table XIX
MININUM EMPLOYNENT AGE REQUIRED FOR CLERKS
(Male)
Average
Position 16 17 18 19 20 21 22 23 2%  Age
Tile Clerks....... 1 17.0
General Clerks.... 1 3 1 1 1 1 22.7
Stock Clerke...... 1 1 2 1 2 21.7
Time Clerks....... 1 19.0

Total 1 3 5 2 1 3 0 1 1 19.1




Table XIX ~--Continued

(Pemele)

Position 16_17 18 19 20 21 22 23 24  fyeraee
Pile Clerks........ 1 18.0
mw cluk'.‘..‘ -9 l 18'0
General Clerks..... ! 18.0
Stock Olerks....... 1 18.0

Total 7 18.0

This table is read: One employer reported that he would empley
male file clerks at age 17.

Table XX

EXPERIENCE AND EDUCATIONAL REQUIRTMENTS FOR cr.EREs®

Position Required Education i
Wo  Yes _ drsde N.5. Bus.Col. Cellege

File Clerksee.eeeevenee 1 1 2
Entry Clerke.......... L1 1
a‘.’ﬂ- m“ho--a----. 3 6 1 g z 1
Stock Clerkse.......... 5 2
Pine ClerkS.c.cnovn.. . 1 1

Total 10 10 115 2 1

& Ia making this tabulation, each ampleoyer was counted a new

or separate employer each time he swpplied data concerning employment
requirements for any position listed.

This tadle is read: One employer would hire inexperienced file
clerics and 1 employer would hire cnly experienced file elerks. Two
employers would hire high school graduatee as file clerks,
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I% may also be noted in Table XX that of the 19 employers reporting
on education required for clerks, 15 employers stated that high school
graduation was the least that they would accept. Only 1 employer would
sscept grade school graduation, vheress 2 required business oollege
graduation and 1 required college graduation.

The fact that employers generally expressed a2 willingness %o hire
high schoocl gradustes as clerks does not necessarily signify that pres-
ent high school education is adequate or satisfactory. However, the
data in Table XX may be interpreted to indicate that = majority of the
employers have set high school graduation as the minimum educational
requirement for the employment of clerks.



Sales Positions

Of the 465 employees covered by this survey, 48.8 per cent were
engaged in sales work., There were more people engaged in this type of
work in the firms included in this survey than in any other single
classification.

Bmployed salespecple. Table XXI shows that 129 men and 98 women
were employed in sales positions. lMore men than women were employed
in each of the four types of sales positions. Of the 227 employed
salespeople, 43.2 per cent were women and 66.8 per cent were men.

No women were employed as wholesale salespeople or insurance sales-
people, and only 1 female was employed as a sal esman-bookkseper.
Forty-six per cent of the retail salespecple were women.

Table XXX
EMPLOYED SALESPEOFLE ON APRIL 15, 1947

uE, Female
Position . Peor % é t To
Retail Salesmen....... 114 54,0 97 46.0 21
¥holesale Salesaen.... z 100.0 0 z
Insurance Salesaen.... 100.0 0
Sal esman-Bookkespers., . 2 66.6 1 33.4 3
Total 129  66.8 98 43,2 227

Employer sex preferences. Of the 63 employer sex preferences
reported, 46 employers sxpressed preferences for male salespeople and
17 expressed preferences for women salespeople (Table XII). Yor
vholesale salesmen and insurance salesmen, 2ll of the preferences were
expressed for mem.



Miniwum employment sge for salespeople. Table XXIII shows that
the aversge minimum employment age required for women salespeople was

about two years less than the average minimum employment age for mem.
Five employers wvho reported on minimum age requirements for male sales-
people specified age 16 as the minimum age at which boys would de
employed in retail selling positions. One employer indicated age 26
as the minimun age 2t which men would be employed in retail selling
positions. The average sge requirement for mem employees in retail
selling positions was 19.2 years. S5ix employers reporting on minimum
age requirements for female salespeople specified age 16 as the minimum
age at vhich girls would be employed in retail selling positions,
wvhile 3 employers specified age 21 as the minimum age women sales-
people would be employed. The average age requirement for wvomen em-
ployees in retail selling positions was 17.7 years.

Experience and educationsl requirements for salespeople. TForty-
two per cent of the employer preferences indicated a willingness on
the part of employers to hire salespeople without experience. On
the basis of expressed employer preferences, more then one half, or
sbout 6 out of 10, of the employers required experience on the part
of the employees (Tadle XXIV). The fact that a majority of the em-
ployers required experienced employees in sales positions indicates
that some provision lhuld be made to encourage bdusiness education

studente to enroll in the course provided in distridutive education.
The data coneerning experience requirements in selling positions should
become a part of the occupational guidance program of the Seminole
High School and Jumior College.



Table XXI1I
FMPLOYER SEX PREFERENCES FOR SALESPEOFLE

Position Mele Pemale
Reteil Salesmen....... veeeeen cee 39 16
Vholesale Salemmem...... . ccveee 1 0
Ineurance Splesmen........ccoues 4 0
Sal esman~-Bookkeeper............ . 2 1

Total 46 17

Table XXIII
MININUM EMPLOYMENT AGE REQUIRED FOR SALESFEOPLE
(Male)
Average
Position 16 17 18 19 20 2 25 26 Age
Retall Salesmem........ 5 b 11 1 10 7 3 1 19.2
Wholesale Salesmen..... 1 25.0
Sal esnan-Bookkeepers... 1 1l 19.5
Insurance-Salesaen..... 1 21.0
Total 5 L 12 1 110 9 b 1 21.2
(Pemale)
' Average
Position 1617 18 19 20 2 Age
Retail Selesmem........c000.. &6 2 10 1 2 17.7
Sal esman-Bookkespers....... . 1 18.0
Insurance Salesmsl.......... 1 21.0
Total 6 2 11 1 3 18.9

This table ie read: Five loyers reported 2 willingness to employ

male retail selespeople at age 16; the average employment age required for
male salespeople is 19.2 years; etc.



Table XXIV also indicates that most of the employers require at
least high school graduation for ssles employees. Of the 62 employers
rreferences reported, 4 employers required at least gzrade school gradu-
ation, 7 required junior college graduation, and 51 required high school
graduation, These findings seem to indieate that most of the firms in
Seminole are willing to employ high school gradustes in selling posi-
tions.

Table XXIV

EXPERIENCE AND EDUCATIONAL RTQUIREMPNTS FOR SALESPROPLE®

Experience Edueation

Position Reguired Srade E.S, Jr. Col.
T 1)
- Retail Salesmen........... 28 33 3 46 5
Wholesale Salesmen........ 3 1
Sal esman-Bookkeepers,..... 1 2 2 1
Insurance Salesmen....... . L} 3 1
Total 29 %o L 51 1

2 In making this tabulation, each employer was counted a new or
separate employer each time he supplied data concerning employneant re-
quirements m- any position listed.

This Sadle is read: Twenty-eight employers would hire inexper-
ienced retail salemmen and 33 would hire only experienced retail sales-
men. Three employers would hire grade school gradustes, 46 employers
would hire high school graduates, and § employers required junior college
graduates as retail salespeople.

Summary. Nearly as many people were engaged in selling activities
as were smployed in all the other business occupational positions covered

by this survey. MNore men than wvomen vers employed in selling positions;



also, more empleyers expressed preferences for men employees in sales
positions. The average age required for employment in the selling
positions was 18.9. A majority of the employers expressed a willingness
to hire high school graduates as salespeople.



w7
Miscelleneous Positions

8ix other classifications of workers appear on the guestionnaire.
They are cashiers, delivery boys, office boys, collectors, reception-
ists, and switchboard operators. Some of the duties of these employees
are guite closely related to the clerical classification. The duties

of delivery bays are somevhat closely related to the duties of sales-
people.

Esployed persomnel in miscellaneous positions. Table XXV shows
that 25 persons were employed in the miscellaneous positions. There

were 16 males and 9 females in this classification. The lnrgn} single
group was the delivery boys group in wvhich there were 11 boys ;Ml
girl. There were 6 women cashiers and 1 male cashier.

Employer sex preferences for persoamel in miscellanecus positiens.
The sex preferences expressed by employers were 11 te & in faver of
men employees (Table XXVI). Thiw is 2s might De expected since the
delivery boys and office boys make up nearly one half the amtire group.

Minimum employment age for persomnel in miscellaneous positions.
The majority of the employer preferences reported were for male en-

ployees vith a minimum age of 16 years (Table XXVII). Only 1 employer
specified age 21, and that wvas for male cashiers. Most of the sex
preferences for miscellaneous women employees were for girls 18 years
of age.

Experience snd educationsl requirements for personnel in miscel-
laneous positions. Table XXVIII shows that 5 of the 14 employers re-
porting signified that grade school education was the minfwum required,
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end that 9 employers required at least high school graduation. JFour

of the 18 employers reporting required experience of nev employees.



Table XXV

EMPLOYED PERSONNEL IN MISCELLANXOUS POSITIONS ON
APRIL 15, 1947

osition le Female Total

omi‘"‘.. lllll L LR B BN - w 1 6 7
Delivery Boys......... e ¢ 11 1 12
ofﬁ“w..‘.......‘ ...... LR 3 o 3
Colleetors............. e . 1 0 1
Receptionisds......ccc0c0vee. s O 1 1
Sﬁm'hm opm“r'. ------ L 0 1 1

Total 16 9 25
gt ST

cllhim.......- R assee a 2
Mi'wnq.onouao --------- . % aweae 0
Office Boys.......... srebEsamEeEee « 3 0
%11“““----0-».0.0 ---------- csam 1 O
Mtio‘il‘.-o....-..-..--.-...... 0 1
Switchboard Operetorse........... .« O 1

Total 11 b

Table XXVII

MITIMUM WPLOYMENT AGE REQUIRED FOR MISCELLANEOUS POSITIONS

(Male)
e A T e T T o e s e
Average
Position 16 17 18 19 20 22 4}.

omt"'. ........ LA R BN RN ] 1 21.0
Delivery BoyScecceveee-en 7 1 16.3
°ﬂ1”h”.o|--¢n-o---.¢ 2 1 16.3
Collectors.............. . 1 17.0

Total 9 2 1 1 17.6
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Table XXVII --Continued

(Pemale)
—— _
Position 16 17 18 19 20 21 Age
Candlara.:.sosanssanae = 3 18.0
Delivery Boys......... = 3 18.0
Receptionists....... ens 1 17.0
Switchboard Operators.. 1 18.0
Total 1 7 17.8
Table XXVIII
EXPERIENCE AND EDUCATIONAL REQUIREMENTS
FOR MISCELLANEOUS POSITIONS
Experience
Boquired  __ Edueati
Position No Yes Grade H, 8.
Cashiers...... NSTURPI . | 1 b
Delivery Boys........-.. sove ® 2 4
ofﬁ“ b"to oooooooo sessase 3 0 1 2
coll.ﬁm‘c.-.--..- LA R R NN 1 0 1
Receptionists............. » 1 0 1
Switehboard Operators...... 0 1 1l
Total 1k Ut 5 9




CHAPTER IV
OFFICE MACHINES AND MACHINE OPERATORS

One of the purposes of this survey is to discover what kinds of
office machines were in general use in Seminole. This information may
be used ae one desis for determining the desirability of providing in-
struction in the use of office machines in the high school and junior
college businese education departments. Whether or not students should
be trained to function as business machine specialists remains to be
determined by the results of another study in which the specific duties
of machine operators are analyzed.

Offiee Kachines
Iypewriters. Thers were 192 typewriters used in the offices cov-

ered by this survey (Tadle XXIX). Of these, 82, or 42.7 per cent,
were Underwoods; 39, or 19.8 per cent, were Remingtons; end 28, or
14.5 per cent, were Royals. Of the rmmaining typewriters, 24 were
L. C, Smiths, The evidence seems to indicate that the commercial de-
partment should make available to the students some of each of the
four leading brands of typewriters.

Adding machines. O0f 146 adding mechines emumerated in this study,
80, or 54.8 per cent, were Burroughs, and 21, or 14.k per cent were
Remingtons (Table XXIX). There were 12 each of the following drands
of adding machines: Sundstrand, Allen, and Vietor. Six Underwoods

were in use, and one of each of the following were found: Smith,
Friden, and National. Since so many of the offices use adding machines
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end since doth the full-keyboard and the 10-key machines were found in
use, it may be implied that the commercial department should provide
training in both the full-keyboard and the l0~-key machine.

Osleulators. Only 7 ealculators vere found in use by the firms
contacted in this survey (Table XXIX). Four of these were Monroes, 1
a2 Hemingten, 1 a Burroughs, md 1 a Friden. The evidence does not in-
dicate that machines of this type should de provided for instructional
purposes; however, one calculater could probably be used in the dook-
keeping and accounting classes to speed the work. This machine could
also be used to provide the stuients with an acquaintanceship kuow-
ledge of machine operation.

Addressing machines. The survey revealed that 7 addressing machines
were in use by the firms included in the study. Since only a few firms
use these machines, and since the operation of the machines is quite
simple, it is doubtful that it would dDe wise for the school to give
training in the use of addressing machines.

Bookkeeping machines. Fourteen bockkeeping machines were found in
use by the firms contacted. The most commonly used machine of thise
tyre was the Burroughs. There were 11 Burroughs, and 3 other makes.
Since the commercial department has neither adding machines nor cal-
culators, the purchase of bookkeeping machines should probably de
deferred.

Duplicating machines. Since there were only 5 duplicating machines
listed, 1% is doubtful that the school should ge to the expense of pro-

viding machines of this type exclusively for instructional purposes.
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Howsver, it might be wise for the scheol te purchase 1 each of the
stencil type and the gelatin type duplicators for the typing and see-
retarial training classes to use in duplicating material for the offiecials
and the teachers of the school.

Voiceuriting machines. Only 1 firm reported a voicewriting machine.
It is therefore suggestcd that training in the operation of this
machine be delayed until the more commonly used machines have beem pro-
vided and until the demand for operators of voicewriting machines be-
comes greater.

Other mechines. There were only U4 other machines listed: 2
Recordaks, 1 check protector, and 1 perforator. Their purchase by the
school fer training purpeses is not justifiable.



Machine Operators
Typewriting machine operators. Of the 225 male employees covered

in this survey, 104, or 47.3 per cent, were required to know how to
operate & typewriter as one of their duties (Table XXX). Of the 240
women employees, 112, or 46.7 per cent, were required to kamow how to
onerate the tynswriter as one of their duties.

Adding machine operstors. One bundred forty-three, or 63.1 per
eent of 21l the employed men were required to Imow how to eperate the
adding machine (Table XXX). Of the 2L0 women employeee, 102, or 42.5
per cent were required to know hov to operate the adding machine.

Other machine operators. Only 18 persons were required to operate
the bookkeeping machines as one of their duties, 14 needed to know how
to operate calculators, 11, the zddressing machines, 5 the duplicating
nachines, and 1 each the billing wachine and the voicewriting mechine
(Table XXX).

Summary. The findings in this seetion seem to indicate that stu-
dents who are enrolled in the business department of the school should
be encouraged to learn how to operate the typewriter as well as the
full-keyboard and the 10-key adding mechines. Underwood, Remington,
Royal, and L.C. Smith typewriters, as well as 1 each of the Burroughs
and Royal adding machines should prodably Bz availeble for student use.
To determine whether or not any other machines should be provided by

the school, a follow-up of the graduates would be required. Local
needs alone probably would not justify the purchase of the more expen-

sive types of machines such as calculators and bookkeeping machines.



Table XXIX
OFFICE MACHINES IN USE APRIL 15, 1947

Underwood....ov0s... B2 Burroughs...... «es B0
n-m“‘....lii.... ” mnm...tlllt. n
BaFaleccciccccconcea &8 Sundetrand........ 12
hiﬁl....lt..ootnoﬂ zh nl‘.-.....lllli. 12
omm.......-.lll.. 19 “c“".-......... 12

o“"..n.......... 9

Total 192 Total 146
Addressing Machines Bookkeeping Machines

"m.l..ontt.l-.toi
oﬁm.lnoltlhiol..t

Total

Addressogreph....... Burrough®......... 11
l”ml..-...l..l... O‘h“....'.ltlll.. 3
Others......oco0veee

Totel Total 14

- o N

Yoiea % Machines

Mimeograph......c0000
3”“’.'!.!...0"...-

Total
Other Nashines

Dictaphone...... ...« 1

Total 1l

"
3

T

ieating Machines

x.“mkl...l.!-l.i"
Check Protector......
?m“r..ll.ﬂilili

Total

& HHN



Table XXX
OFFICE MACHINE OPERATORS ON APRIL 15, 1947

Machine Nale Female  Total

mmm.-.....-..--.OOC........ IOh 112 216
Adding Machines.......ccoveeveea .e 1B3 102 ahz
Pl ol atPe ciccrancrasncsssnrsnane 9 5 1
Bookkeeping Machines............... 9 9 18
Duplicating Machines......-... csass 2 3 5
Yoicewriting Machines........... oos 1 0 1
3 8 11

Addressing Machines....... secssssen




CHAPTER V
SUMMARY OF FINDINGS, CONCLUSIONS, AND RECOMMENDATIONS
General Findings

The data of this study are summarised in the following statements:

1. Of the 192 firms included in this survey, 56 had no empleyees
other than members of their own femilies. Seventy-three of the 136
firms with employses smployed enly 1 or 2 persoas.

2. The 136 firms with esployees employed 465 office and sales
people and reported the use of 376 office machines of 7 diffsrent types.
0f the 465 employses, 337 were engaged in retail and vholesale establish-
ments, Of the 465 employed persons, 240 were women and 225 were men.

3. Of 251 employer preferences expressed by employers regarding
ninimum employment age of employees, only 27 reported that they would
accept employees 16 years of age, 2nd only 42 stated that they would
aceept employees under 18 years of age. Fifty, or 42 per cent, of the
employer preferences indicated 2 willingness on the part of employers
to empley male workers at age 18 or under, while 88, or 66 per cemt,
of the employer preferences indicated a willingness on the part of
employers to employ female workers at age 18.

L, During the 12-month peried from April 15, 1946 $o April 15,
1947, 319 women and 198 mem were hired by the firms covered by this
survey.

5. Of the 223 employer preferences reported, 105 were expressed

for male employees and 118 employer preferences were indicated for women.
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6. Righty-eight, or 38 per cemnt, preferences expressed dy em—
ployers indicated that no experience was required of new employees;
vhile 141, or 62 per eent, indicated that some experience on the pars
of nev employees was required.

7. 0Of the 222 employer preferences expressed regarding educational
requirements for the various positions, 10 reported that grade school
gradustion was the minimum required, 184 stated that high school gradua-
tion was required, 13 indicated junior college graduation was required,
14 specified business college graduation, and 1 indicated college grad-

uation was reguired.

Record Keeping Positions

1. Of the 465 employees reported, 136, or 29.3 per cent, were
clagsified as record keepers. Of the 136 recerd keepers employed, 94
were women and 42 were men.

2. Bixty-six employer sex preferences vere expressed for women
record keepers, vhile 33 employer sex preferences were expressed for
men record keepers,

3. Based on stated amployer preferences, about one half of the em-
ployers would hire female record keepere at age 18, wvhereas only about
one-sixth of the employers would hire male record keepers at age 18.

L, On the basis of expressed employer preferences, about two
thirds of the employers required experience on the part of employees

for employment in record keeping positiens.

5. TFive employers indicated preferences for junior college



graduates in record keeping positions, 11 preferred business college grad-
uates, 52 stated that high school graduation was the minimum required,
whereas no preferences were indicated for grade school or cellege grad-
uates,

Stenographio Positions

1. Of the 32 persons employed in stenographic positions, 30 were
women, while only 2 were men.

2. Only 1 employer expressed a preference for male stenographers.

3. The average minimum age requirement for male stenographers was
20.5 years, vhile the average ninimmm age requirement for female stemo-
graphers was 18 years,

4, Of the 28 employers who reported, 19 indicated that experience
was required on the vart of employees for employment in stemographic
positions.

5. Only 1 employer reguired junior college graduation and emly 1
employer required business college gradnation, while 26 employers speci-
fied that high school graduation was required for stenographiec positions.

Gleriesl Positions
1. Of the 45 clerks employed, 36 were men while only 9 were women.
Thirty-five of the male clerks employed were general clerks and stock
clerks.
2. Only 4 of the 16 employer preferences expressed were for women
clerks.



3. The average minimum age requirement for male clerks was 19.1
years, while the average minimum age requirement for female clerks was
18 years.

4. One half the employers reporting indicated a willingness to em-
pley clerks without experience, while one half of the firms required
experienced elerks,

5. Fifteen of the employers who responded on educational require-
nents for clerks indicated that high school graduation was the least
they would accept, 2 specified business college graduation, 1 specified
college graduation, while 1 stated that grade school graduation was
required. |

Sales Positions

1. Two lmndred twenty-seven, or 48.8 per cent, of all the employees
covered by this survey, were engsged in sales work., Of the employed
salespeople, 98, or 43.2 per cent, were women, and 129, or 66.8 per cent,
were men.

2. Of the 63 employer sex preferences reported, 46 employers ex-
pressed preferences for male salespeople and 17 expressed preferences
for women salespecple.

3. The average minimum age requirement for male retall szl esmen
vas 21,2 years, wvhile the average minimum age requirement for female
retail salespersons was 18.9 years.

L, On the basis of expressed employer preferences, more thai one



half, or about 6 out of 10, of the employers required experience on the
part of salespeople.

5. Of the 62 employer preferences reported, 4 employers required
at least grade school graduation, 7 required jJumior college graduation,
and 51 required high school graduation.

Iﬂ@mwu Positions

1. Twenty-five persons, 16 males and 9 females, were employed in
miscellanecus positions, positions other than reecord keeping, steno-
graphie, clerical, or sales.

2. Sex preferences axpressed by employers were 11 to 4 in faver of
male employees in the miscellansous positions.

3. The average minimum employment age for the miscellaneous posi-
tions was 17.7 years.

4, TFive of the 14 employers reporting signified that grade school
graduation was the minimum required for the miscellaneous pesitioans,
vhile 9 employers required at least high school graduation.

Machine Operators
1. Of the 225 male employees covered by this survey, 104, or 47.3

per cent, were required to kmow how to operate typewriter. Of the 240
women employees, 122, or 46.7 per cent were required to know how to
operate the typewriter.

2. One hundred forty-thres, or 63.% per cent, of ihe employed men
vere required tn know how to operate the adding machine. Of the 240



women smployees, 102, or 42.5 per cent were required to know how to
operate the adding machine.

3. Omly 18 persons were required to operate the bookkeeping machine,
14 needed o know how to cperate the calculaters, 11 the addressing
machines, 5 the duplicating machines, and 1 each the Bllling machine
and the voicewriting machine.

Office Hachines

1. Of the 192 typewrifers used by the firms covered in this sur-
vey, 82 were Underwoods, 39 were Remingtons, 28 were Royals, and 2l
were L. C. Smiths.

2. Of the 146 adding machines enumerated in this study, 80 were
Burroughs, and 21 were Remingtons. There vere 12 each of the following
brands: Sundstrand, Allen, and Victor. Six Underwoods wore in use,
and 1 each of the following wvere found: Smith, Fridem, and National.

3. Of the 7 calemlators used by the firms covered in this survey,
4 were Monroes, 1 a Remington, 1 a Burroughs, and 1 a Fridem.

4, Seven addressing machines were used by the firms covered by
this survey. |

5. Teven of the 14 bookkeeping machines used by the firms covered
by this survey were WI.

6. Only 5 duplicating mechines were listed in use by the firms
covered in this survey.

7. Only 1 voieewriting machine was listed by the firme coversd

in thie survey.



Conclusions

1. Since the firms included in this study may bde considered small
businesses, many of the employees will im all probebility be required
to be able to do more tham one specific job. This probability suggeste
that the stuients in the business education departments should be trained
to do more than one jeb,

2. The fact that the employment opportunitiss for doys at age 18
are much greater than at age 16 or 17 suggests one reason why boys shomld
be encouraged to remain in school until the age of 18 or older.

3. The propmdcrm of wvomen in positions inwelving the performance
of bookkeeping duties suggests= the need for including bookkeeping in the
training of girls who expect to enter clerical and stenogrem hiec empleoy-

ment. in Semingle

4, The findings seem to indicate that most of the firms in Seminole
are villing to employ high school graduates in record keeping positiens.

5. The findings lead to the conclusion that girls who expect to
secure stenographic positions should not rely om being employed as
typists anly.

6. The findings indicate that there is little agresment among em-
ployers 28 to the minimum age requiraent for male clerks, whereas there
is unanimous asgreement concerning female minimum age regquirements for
clerieel positions.

7. The number of employed persons who follow selling cccupations

exceeds the combined number vho perform record keeping and stenogrephic



duties. It would seem desirable, therefore, to give greater emphasis
in the high school and junior collage dusiness curricula to preparing
students for selling occupations.

8. The business occupational oppertunities in Seminole seem to in-
dicate that students who are enrclled in the bdusiness department of the
school should be encouraged to learn how to operate the typewriter as
well as the full keyboard and the 10-key adding machines.

9. In view of the large mumber of employers who require experience
on the part of new employess, an effort should be made by the school to

provide more part-time umployment oprortunities for stedents.



Recomm tions

1. Since the mumber of employed persons who follow selling occupa-
tions in Seminole exceeds the total number who perform record keeping and
stenographic duties, it is recommended that greater emphasies in the
high echool and jJunior college business curricula be given to preparing
the students for selling occupations.

2. In viev of the fact that business occupational opportunities
in Seminole indicate that nearly one half the employees were required
to knowv hov to operate adding machines and typewriters, it is recommended
that adding machines be provided for instructional purposes and that
students be encouraged to learn to operate typewriters and adding machines.
Instruction in the operation of adding machines may be a part of the
courses in secretarial training and bookkeeping.

3. It is recommended that Underwoods, Remingtons, Royals, and L.C.
Smiths, the most commonly used typewriters in Seminole, bDe used by the
business eduncation departments of the high school and jumior ecllege
for instructional purposes.

4, It is recommended that follow-up studies bde made of the post
high school activities of the dropouts and graduates of Seminole High
school and of the post junior college activities of the dropouts and
graduates of the Seminole Junior College. The primary purpose of such
studies would be to determine vhat occoupational and educational activities
the graduates and dropouts engage in, zs a basis for relating the curri-

cula to the post-school careers of the school leavers.
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The purpose of this leiter is to introduce to you
a student who will call on you within a day or twc
with a short questionnaire.

We are making a study of the job opportunities in

Seminole, the purposes of which are listed on the en-
closed sheet.

The names of individual firms will noi be used in
the report.

Ycur coopaut.ion will be most helpful and will cer-
tainly be appreciated.

Sircerely yours,

inc Sem 3Steinle



Purposes of the Study

The following list constitutes the chief purposes of

the study:

1. To determine to what extent employers will employ
store and office workers as young as the average high school
graduate.

2. To determine the number of ney vorkers employed dur-
ing the last tvwelve months, which will give some evidence upon

vhich to estimate the number of workers tiet the businesces
of the community can absorb annually.

3. To determire vhat educational level is demanded by
local business men of the various tynes of vorkers.

L. To determine to what extent the local employers demand
experience on the part of nev employees.

5. To determine if there is a sex preference for employees
in the different classifications of workers.

6. To determine, to some extent, the imrortance of giving.
training in the use of office machines, and the kind of office

equipment in general use locally.



BUSINESS QCCUPATIONAL OPPORTUNITY SURVEY
Seminole, Oklahoma 1946

+ Kind of business you are engaged in (as wholesale, retail)

and line (as hardware, otc.) L
INSTRUCTIONS: You arc asked to answer some uestions concerning the different positions you h:ve in your
businass. Note the sample column zlready filled in. ¥M® 3t the head of the column mezns male and ¥F7 means
fomzle. Em ogition is determined by majority of duties performed during the day. __
inimum age No. »» en- Do you profer Number you: |c expsr- EDUGATIONAL REDUIREMENTS
mployees ployens imale or fe- [now have | ience re- || Gr. Sch. 2. High Seho.3.Jr.Col.
ill be jhired dur- | mzle workers?iemployed | ruired? . Bus.Col. 5. College. Check
hired, ing last  lark with X | ; i _with X _least you will accept.
12_months.__
L] ‘M WF L
Sample 17 _j18 2 i3

Position

H r

i
G F No . Yes | | 2 3 & . 5
L 12 X | | X ! :
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X I

I i

Kerper
Gl o g%

Sky steno.
Bkpy-Cushier._

S R

+ -+

T
1

L. _|,. _r_

1
++

bt -

Ei{c Clerk

Encry Clark : ; i
Geoeral Clerk
tas!l Clerk I
S5 2. vlerk
Stuck_Clerk 3 [
Brdar Clark i
lima Clerk
Collactor
Office Boy
Messonger
Steno.File Clk.
Sevcctary
Shorthand Steno.
Dicta. Operator i . : | i |
Ed!. Operator i - i
Switchb., Uper.
Typist
iypist-File Clk.
Sales-Bkpy.
Relail Salesman
Ehel. Calesman H
Sa'es-Steno. i : 1 | hsnoad 2
Inz._Salesman |
Gel. Boy
Bxpy-Typist
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37 OFF ICE MACHINES
TYPEWRITERS: How many employees need to knom how to ADDING HMACHINES: How many employees need to know how to

operate this type of machine? male female. operate this type of machine? m female.
Machines used Machines used

No. Make No. Make

CALCULATORS: How many employees need to know how tc

BOOKKEEPING MACHINES: How mzny employees need to
operate this type of machine? mle female

knom how to operate this type of machine? male
femzle.

Machines used Machines used

Na, . Make . ... ... Nn, MHake

ADDRESSING MACHINES: How many employees need to know
how to operate this type of machine? male femule
Machines used

DICTAPHONE OR EDIPHONE: How many employees need to know
how to operate this type cf machine? male female.
Machines used

No. Make No. Make
DUPLICATING MACHINES: Hcw many employees need to know OTHER MACHINES USED
-+ how to operate this type of machine? male female. No. Type Make Operators

No. Machines used Make




Typist:
Mrs. Roberta Trsadway White



