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CHAPIER I

INTRODUCTION

Statenmt of the Irobles

The problem involved in this study is an investigation of the
vocationel end educational status of the graduates of the School of
Intensive Business Training, Oklshoma Agricultural and Mechaniecsl College,
Stillvater, Oklahoma, for the years 1939 to 1947, inclusive.

The purposes of this study are:

l. To determine, through a comprehensive investigation of
vocational and educational experiemces of the graduates, the
effectiveness of the training given, and

2. To determine, from opinions and suggestions of the graduates,
wvhat specifie curriculum revisions are needed.

Specifically, this study seeks to answer the following questions:

1. To vhat extent has the training im the School of Intemnsive
Business Training been utilized by the students in their post-
graduate occupational activities?

2. ¥hat percentage of the graduates of the School of Intemsive
Business Training attended higher institutions of learning
after being graduted from the School of Intensive Business
Training?

3. To vhat extent do the gradustes of the Secretarial and Clerical
Options utilise their shorthand training in their initial
positions?



4e In the opinions of the graduates, is the School of Intemsive
Business Training adequately meeting the needs of the stuients
for Business requirements?

5. What curriculun revisions in the School of Intensive Business
Training are considered necessary or desirable by the graduate?

Eeed for the Study

Since the School of Intensive Business Training i1s now in its tenth
year and no previous study has beem made, it was deemed desirable by the
aduninistrative authorities to make a survey to determime the effective-
ness of the program. Information was desired concerning the employment
and educational status of the graduates and the extent to which the
training received had been utilised.

The National Business Teachers Associatiom Ninth Yearbook states:
"Once each five years a further follow-up of the class should be made
to discover lines of promotion and the changing points of view."l

Therefore, a follow-up study was justified to provide a basis for
possible eurriculum revision.

This study includes the graduates of the School of Intensive Business
Training, Oklahoma Agricultural and Mechanical College, Stillwater,
Oklahoma, for the years 1939 to 1947, inclusive.

Information eoncerning the drop-outs is not considered in this survey.

Irhe National Business Teashers Association Ninth Yearbook, Effective
Business Education, 1943, p. 186.



No questions were asked concerning pre-college work experiemce, and
no consideration wvas given to part-time work during college.

Information concerning age and marital status was not considered
pertinent to the study.

Definition of Terma

For the purpose of this study, the terms used are defined as followss:
Course: “organiszed subject matter in shich imstructiom is offeved
within a given period of time."

Acedenic course: "a course of study dealing with 'cultural' or 'pure’
subject matter, as opposed to one dealing with 'practieal' or ‘applied’
nbjoctuﬁ'.cr."3

Sechocl: "an arganised group of pupils pursuing defined studies at
defined levels and receiving instruction from one or mare teachers."”

Progrem of studies: "a deseriptive listing of courses being offered."’

Voeational courge: "a course consisting of practical work and
instruction in some technical subjeet."®

Study, follow-up: "a study made to collect information about a
student at some period after counseling contact im order to estimate the
effect of that contact; used in evaluating counseling, group work, and

placement M."?

carter V. Good, Digticnary of Education, p. 106.

JIbid., p. 106.
‘mn., p. 358,
» Po 313.
m, p. 109.

ibid., p. 393.



Curriculum: "a gemerzl over-all plan of the content or speeific
materials of instruction that the school should offer the studemt by way
of qualifying him for graduation or certification or for emtramce into a
professional or a vocational field."®

Full-time position: a position through vhich an individual receives
full pay for 30 or more hours per week of work.

Initial position: the first full-time position an individuel secures
after he has been graduated from his training perioed.

Terminal curricula: "commonly defined as programs of ecollegiate study
vhich are complete within themselves and are not dependent upon further
formal education."’

Semi-profession: "an occupation in order to enter upon which one
should prepare himself with a course of training spproximately two years
in length, with a high school education or its equivalent a= a pre-
requisite."10

Possible returns: returns from those respondents vhose addresses
it was possible to secure.

Graduate: one who has been awarded s Certificate of Completion for
having completed his training in the School of Intensive Pusiness Training
with not fewer tham /8 semsster hours and an average grade of C ar better.

GCortirficate of Completion: Known as of September, 1947, as Certificate
of Associate in Commerce, is awvarded to studemts for having completed their

®1pid., p. 113.

A Pamphlet, Qur Graduates and ibat Follow-Up Study, Nev
Havem YMCA Junior College, March, 1947, p.

10ya1ter C. Eels, The Junlor College, p. 283.



training in the School of Intensive Business Training with not fewer tham
43 semester hours and an average grade of C or better in amy option of train-
ing. Prior to September, 1944, a student in the School of Intemsive
Business Training had to complete not fewer then /5 semester hours with an
wgr.dooft:wmm.n

Secretarial Option: oonstitutes the course offerings for those
"students who desire a short but intensive course of training for steno-
graphic and general office jobs."

Bookkeeping and Clerieal Option: constitutes the course offerings
for those "students who desire a short but intensive course of training
for bookkeeping and clerieal office jobs."l3

Retail Selling and Small Business Mamagement Option: constitutes
the course offerings for "practical and intensive training for experience
in the ownership and menagement of various typss of small business units."l4

Postgraduate: pertaining to or desigmating graduates, studies, and
activities pursued after graduation.

Seurces of Daia
The primary source of data for this study was ; questiomnmaire that
vas mailed to 12/ graduates constituting the total number who graduated

“mxmmmmm?mammfn

Gemeral Catalos Issue, 1944-1945, Vol. 42, No. 4 (February, 1945), p. 162.
1%ulletin of the mmuu!nmm

Gensral Catalog Issue, 1946-1947, Vol. 44, No. 15 (May, 1947), pe 136

”muhmmmuqmmg.m
General Catalog Ismue, 1%5"1%6! Vol. 43, No. 13 (May, 1946 » Ps 169,
Upuiietin, o. 15, gu. git.



from the School of Intensive Business Training for the years 1939 to 1947,
inclusive. The mailing list for the gquestiomnaire was compiled from the
records in the files of the office of the Dean of the School of Coummerce
and from the records in the files of the cffice of the Registrar, Oklshoma
Agricultural and Mechanical College, Stillwater, Oklshoma.

The secondary sources of data for this study include: (1) personal
conferences with Dr. Raymond D. Thomas, Dean of the School of Commerce,
Oklahoma Agricultural and Mechanical College; Dr. M. Fred Tidwell, at
present Associate Professor of Pusiness Education, San Jose State College,
San Jose, Califormis; and Mr. Earle C. Albright, Assistant to the Presidemt
of Oklshoma Agricultursl and Mechanical College, Stillwater, Oklahoma; Mr.
Gleen D, Overmen, Director of the School of Intensive Business Training,
Oklahoms Agricultural and Mechenical College; and (2) deseriptive material
contained in the Bulletin Catalogs of Oklahoma Agricultural and Mechanical
College for the years 1939 to 1948, inclusive.

Zrocedure

Prior to developing plans for making this study, an examination of
related master's theses involving follow-up studies of high school and
college graduates of selected imstitutions in Oklahoma vas made. Those

revieved vere the followings Burris,!5 Callarman,® Morgan,l”

15Mande Lillian Burris, A Follow-Up Studv of ihe Graduates of
mmmmmmw An Unpublished Master's
s Oklahoma Agricultural end Mechanical College, 1942.

l‘cuuchmmm.amxmm mu&
of the Graduates of Ponca City High School for the Years 1934, 1935,
1937, snd 1938, Unpublished Master's thesis, Oklahoma Agricultur

Mechanical College, 1940.

tural and
17corra Lueille Morgan, 4 Studv of the Graduates of Jay

mmmmmm 4237, 1238, 1929, 1340, dm.
ﬁzﬂmm-m-,mwwﬁmn ollege,



Randal,’® end Sitte1.19 In addition, a review of the bulletins, The

Sehool Follove Throueh® and Our Graduates snd ihat Thev Do—i Fallov-Uip
m,amm.

The normative-survey method of research was used in this study. The
questionnaire~inguiry form is considered a practicable device for securing
the desired data for this types of investigation.

A preliminary questiomnaire was prepared and presented to the business
education seminar at Oklahoma Agrienltural and Mechanical College in the
mor:ms. Conferences were held with the thesis adviser, Dr. J.
Andrew Holley, Head of the Business Education Department. Both Dr. Holley
and the seminar group submitted valuable suggestions and constructive
criticisms for revising the questiomnaire. After four major revisions,
a try-out form of the questiomnaire was givem to five graduates of the
School of Intensive Business Training who were then employed in college
offices on the campus of Oklahoma Agricultural and Mechanical College.
This porsonal interview with the five graduates was a final step in
determining whether the questiomnaire was understandable and could be

18cora Rendol, & Follow-Up Study of muﬂz
Ganergn State Agrisulturel Gollsce for the Years mz.mma.

19numcam81ttd.ﬁmnm¢mnmm
of Classen Hizh Scheol, mmmmmw
Inclusive, Unpublished Master's thesis, Oklshoma Agricultural
Mechanical College, 1943.

2030hn R. Beery, Byrom C. fayes, and Eivard Landy, The School
Fellows Through, The Bulletin of the National Association of Secondary
School Prineipals, Vol. 25, No. 101, November, 1941.

Zlour Graduates and ibat Thev Do—a Follow-Up Study, New Haven YICA
Junior College, March, 1947.



answvered without difficulty. No changes were recommended by these
greduates. Consequently, the final draft was a pproved by Dr, Holley and
the questionnaire wes duplicated. (4 copy of this Questionnaire is found
in the Appendix om page 100.)

A letter of explamation to aceompany the questiommsire (found in
the Appendix on page 103) was written on the Oklahoma Agricultural
and Mechanieal College letterhead and signed by Mr., Glemn D, Overman,
Director of the School of Intensive Business Training. It was believed
that the director's signature would have a tendency to make the recipient
avare of the importance of the gquestiommaire.

The original mailing list of 12/ graduates was taken from the records
FFFFF the Registrar, Oklehoma Agricultural and Mechanical
College, Stillwater, Oklahoma. These records show the nsme of the studemt,
the date of his gradustion, and the optiom inm which he was awerded the
Certificate of Associate in Commerce. However, no student is listed as
a graduate by the office of the Reglatrar until he has been awarded the
certificate. This list was themn checked for correct addresses from the
permanent records in the office of the Registrar and from the records in
the files in the office of the Dean of the School of Commerce.

A copy of the questiommaire, with the letter of explsnation and a
stemped self-addressed envelope, was malled to each graduate of the Sechool
of Intensive Business Training for the years 1939 to 1947, inclusive.
Forty-three respomses, including the five persomal interviews, or 41.3
per cent, of the total number of gradustes were received from the first
mailing of the questicemaire.

The time schedule of the original mailing and of the follow-up wasi



1. Original mailing, April 19, 1948

2. Second mailing with second copy of the questiommaire, May 7, 1948

This second mailing drew an additiomal 23 respomses, msking a total
of 66 responses, or a return of 63.5 per cemt. Twenly questiomnaires
vere retwrned by the Post Office Department because the graduates had
moved and had left no change of address.

The replies were sorted, recorded, smi tabulated.

The findings are reported in the following chapters.

History of the School of Intensive Business Iraining

In September, 1938, the School of Vocational Busimess Training, a
division of the School of Commerce, Oklahoma Agriculture and Mechanical

College, Stillwater, Oklahoma, offered its first tuwo-year training
program. According to the eatalog anmouncement,

The program was plamned for the graduates of high schools and
cther mature persons who desire to pursue a short course designed
to prepare them to fill jobs in all types of business comcerns and
offices. Emphasis is placed on the praciieal or voeational idea
and collegiate and professiomal objectives.

The course offerings and methods of instruction are adapted
to preparing students to fit into lower level business and office
jouuw,w,mahm,w,m
employees, and the like.

This program of studies was divided imto two optionms:

Option I is offered for studemts who desire a short but
intensive course of training for lower level office duties—

of the Oklahome Agricultural snd Collage,
ru-géam Gemeral Catalog, 1938-1939, Vol. 35, Wo. 8 (July, 1938),
Pe .



10

stenographic and general clerieczl jobs; Optiom II is offered for

students vho desire to enter lower level positions in business—

bookkeeping, clerical, and store jobs.?3

Upon the completion of mot fewer than 45 credits in either option
with a grade-point average of 2.5, a student was awarded a Certificate
of Completion. The courses in either optiom carried credit toward the
Certificate of Complstion, but not toward the bachelor's degree.2

In the 1938-1939 College Catalog, the courses for training in each
optiom were listed as followss>>

OPTION I

Elementary Business Law
Business Organisation and Operation
Bookkeeping end Accounting

The addition of this two-year vocatiomal training curriculum to the

School of Cosmerce was influenced by the Hemphill study, which was

mmhuuumg &-wumuuhwmu!
N

”M-. p. 129.
241b4d., p. 129.

25
ibid., p. 129.



1

completed in September, 1937, for the purpose of determining the reasons
for the high percentage of drop-out students from the School of Commerce
for the years 1926 to 1936, inclusive. This study was made because the
administrative authorities were concerned with the fact that of the five

ten-year period in percentage of freshmen who ultimately graduated.26
The Hemphill study revealed factual data clearly indicating that a
reorganization of the lower division courses in the School of Commerce,
Oklshoma Agrieultural and Mechanical College, was desirable.

Specifically, the Hemphill study presemted significant data relative

to student enmrclliment status that prevailed in the School of Commerece
during the tem-year period from 1926 to 1936:

1. The enrollment of 1783 students in the School of Commerce showed
an increase for the tem-year period from 1926 to 1936, and at
the seme time there was an incresse in student mortality.27

2. Over 60 per cent of the entering freshmem had dropped out of
college within the ten-year period; and 70 per cent of those
gg%ﬂiﬁﬁa@ﬁ.ﬁ‘lﬂaggz
or earlier.

3. More than half of the 1783 students had an average grade of C

or less for their entire stay in the School of

E

nore
than 60 per cent had grade point averages falling below 1.51.29

o
26Ruby Mae Hemphill, A Study of the Subsecuent Academic and Yocational

University of Southern California, September, 1937, p. 133
27Inid., p. 133.
281p1d., po 133.

NOE-??



5. The reasons glven by the students for dropping out of school
were: lack of sufficiemt funds and the pressing necessity to

find employment, gimthtwtian with the gemeral eourses givem
th-’ mm.

These facts seem to indicate that many of the studemts who entered
the School of Commerce with the intentiom of receiving oecupatiomal
training became dissatisfied with the offering of the gemeral courses
during the first two years and dropped out of school. Subsequently, as
wvas revealed by the study, over half of these drop-outs were later found
to be employed in the commercial field.

The findings and conclusions of the Hemphill study were given careful
consideration by the administrative authorities in plamming a program to
meet more effectively the needs of the studemts. From a letter, dated
March 21, 1938, writtem by Dr. Raymond D. Thomas, Dean of the School of
Commerce, to Dr. Hemry G. Bemmett, President, Oklshoma Agricultursl and
Mechanical College, Stillwater, Oklahoma, the following statement is
founds

You will recall that I outlined to you sometime ago what I
consider to be a need for a terminal course which would prepere
students for routine positions in business withim a period of from
one to two years. The faculty gave this proposal careful considera-

tion, and we have set up in the ecatalog a new plan for offering
next year to a limited mumber of students--we hope not more tham
seventy-five-——opportunity for sub-professiomal training for
business positions. For several years students have asked that
such a curriculum be established. We have also had some ecalls
from parents of students who have been sent to business colleges.
This new ewrriculum will require all of the time of two additional
instructors. :

30Ibid., pe 135.
3lmhig., p. 136,



The School of Vocational Business Training vas established in the
Sehool of Commerce, Oklahoma Agricultural and Mechanical College, in
September, 1938, with termimal two-year curricula for sub-professional
training in the business field. Dr. M. Fred Tidwell, a* presem
Assosiste Prefesscr of Dusimees Sdusetion, San Jose State Cellege, Sem

Jose, California, was appointed its first director.

In a personmal interview with Dr. Tidwell during the Twelfth Anmal
Regional Summer Conferemce on Busineas Education and Distributive
Education at Oklshoma Agricultural snd Mechanical College, om June 18,
1948, the writer was given the following information regarding the
begimning of the School of Vocational Business Training.

The faculty of the School of Commerce opened the School of
Vocational Business Training in September, 1938, with one regular
faculty member and five graduate assistants. Its offering of
courses, not bound by tradition, was based on the need for a
vocational business education beyond the high-school level in
fever than four years of college. The program was divided into
two options: one, secretarial and clerical training; the other,
bookkeeping and clerical training. The whole curriculum, which
at first wvas entirely an experiment, was adjusted to the adapta-
tion of the students to the training: credits were flexible
and unit training courses vere short. As soon as a student
completed a unit of work, he was given a unit test, which if
he passed satisfactorily, advanced him to a higher lewel. Upom
completion of his training-—the training period wves determimed
by the studemt himself, his ability, his interest, and his desire
to "get through" as quickly as possible—a student was placed in
a position. As a whole, the plammning of the wocatiomal classes
was molded from the ability of the studemts to do specialized
individual work. The cooperative office practice class placed
studeats in offices on the campus for the purpose of performing
the duties required im offices; and the studemts were made to
feel that they were actually doing something worthwhile. For
:chlmnnly,ﬁmymqutoahﬂamum

This emviromment of individusl freedom in which a studemt
wvorked intemsively and progressed according to his ability and
adaptation to his work effected a change in other departments of
the college. Some of the tradition-bound barriers of education
were modified, and individualised learning to meet the immediate
needs of students gained momentum at this time of economic disorder.

13
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One unique feature of the School of Vocational Business Training
was the informal weekly meeting of the faculty with the director.
Its purpose was to discuss problems, remedial practices, ani methods
of teaching that could be best adapted to the conditioms that existed
at the time. To a certain extent, this meeting may be compared to
a eollege class in methods of teaching--the faculty, its pupils;
the director, its professor.

In September, 1939, Option III, Retail Selling, was added to the
first two options of the school. The training in this option enabled
students to work in retail stores or to establish small retail stores of
their oun. In September, 1947, this option was given the neme, Small-
Business Ounership and Management.

The purpose of the course of training outlined under this headirng
is to offer practical and intensive training for experience in the
ownership and management of various types of amall business units.
The eourses have been plammed to meet the needs of men and women

diseharged from the armed services and others who plan to eater
business on their own account.3?

In September, 1942, the name of the School of Vocational Business
Training was changed to the School of Intensive Business Training, a
title it now bears. In an interviev with Dr. Raymond D. Thomas, Dean of
the School of Commerce, Oklahoma Agricultural and Mechanical College,
June 16, 1948, the writer was informed that the change in mane was made
to overcoms any misinterpretation of the word "vocatiomal," because the
objectives of the four-yeer curriculum of the School of Cammerce are
vocatiomal also. The word "intemsive" applies to the training received
through the functional courses that are closely allied to each other.
Students of this sechool are required to take a minimum of the traditiomal
general courses of the four-year college curriculumi.

32p013etin of the w.ﬂm u?nmm gaum.
General Catalog Issue, 1 947, Vol. 44, Roﬁi May, 1947), p. 136,
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At the time this study was made in 1948, a student of the School of

Intensive Business Training was required to complete 48 semester hours
in any one option. Completion of the requirements with a grade of C or
better entitled the student to a Certificate of Associate in Commerce.
In the 1946-1947 College Catalog, the courses for training in each
option are listed as follows: >

SECRETARIAL--OPTION I

English
Phy. Edu. Electives (Vomen
Mil, Sel. (Men)

Be
=T,
I.

A. 111, Business Vocations

B. 110, Typewriting

B, 113, Bookkeeping

B, 122, Word Study and Vocabulary Building
B, 123, Bookkeeping

Be 200, Beginning Stemography

B, 210, Intermediate Stenography

B. 220, Advanced

B, 222, Advanced Transcription

B. 230, Specialised Dictition and Tramseription
B. 114, Elementary Business Law

B. 240, Clarical Practice

Be 243, Fasentials of Letter Writing

A. 111, Business Vocations
B. 110, Beginning Typeuriting
Be 113, Bookkeeping

Math 113, Business Mathematics

1.
I.
I.
Be

Bom.mm

B. 120, Punch-Card Machine Operation
B. 123, Bookkesping

A. 200, Business Machines

Semester Hours
5
i {semesters)
i.(mn)
1te3
3
2
3
1lto3
lto3
l]to3
2
l1to3
FA
lte 2
3
1to3
l¢t 3
l1to2
Smto;'ﬂoun
. (semesters)
. (semesters)
1l ¢to

#This requirement is waived if upom emrollment the studemt is capable
of typing 25 words per mimute.
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Semester Hours
I. B, 212, Practical Business English
I. Be 240, Clerical Practice lto
I. B. 250, Intermediate Typewriting 1lto
I. Be 273, Bookkeeping
I. B, 284, Business in the National Economy

SwWwWhoN

SMALL-BUSINESS OWNERSHIP AND MANAGEMENT-—-OPTION III

The basic subjects offered are considered fundmmental for the
operation of such businesses as the following and others not listed:

Automobile Sales Business Leundry Business

Elsctric Goods Store Home Appliamce Store
Lumber Business Building Materials Business
Dry Goods Stare Women's Apparel Store
Grocery Store Drug Store

Purniture Store Meat Market

Hardware Store Service Station

Office Equipment and Supply Store Life Insurance Agency Business
Fire Insurance Business Men's Clothing Store

Shoe Store Real Estate Business
Restaurant Varisty Store

Edueational trends seem to indicate the the two-year termimal eourse
is becoming a permanemt part of the curricula of the four-year colleges.
Expansion of these two-year programs to meet the demands of business for
specialised vorkers proves that they are filling a need. According to

mdﬂhmmmgathmmhhdewmm
in most four-year colleges.

%mmmmm Yearbook, The Changing Business
Edueation Curriculum, Vol. IV, 1947, p. 223.



CHAPTER II

THE RESPONDENTS TO THE QUESTIONNAIRE

bt § mlmmu-mmwmzumal

This follow-up study of greduates of the School of Intensive Business
Training for the years 1939 to 1947, inclusive was desigmed with this
purpose in view.

As a background for making an analysis end interpretation of the
data included in this survey, information is presented im Chapter II
concerning the number of graduates who responded to the questiommaire,
the sex of each respondent, and the distribution of graduates by year
of graduation.

Table I indicates the mumber of graduates in each year involved,
the sex classification, the mmber of questiomneirves mailed, the mmber
of questiommaires returned unclaimed, the mumber of possible respomses,
the number of responses received, and the percentage of possible res-
ponses received.

As shown in Teble I, a total of 124 graduated during the period
from 1939 to 1947, inclusive. One hundred twemty-four questiomnaires
were mailed, but 20 were returmed by the Post Office Department as
unclaimed, leaving a total of 104 possible returns. Efforts through
personal commmication, telephome calls, and letters to friends emd

lpoyce E. Brewster and Framklin R. Zeran, Teghnioues of Follow-Up
Study of School-leavers, U. S. Office of Education, Febwuary, 1943, p. l.



TABIE I

NUMBER AND PER CENT OF RESPONSES TO THE QUESTTIONMAIRES BY THE MEN

AND WOMEN GRADUATES OF THE SCHOOL OF INTENSIVE BUSINESS TRAINING,

OKLAHOMA AGRICULTURAL AND MECHANICAL COLLEGE, FOR THE YEARS 1939
T0 1947, INCLUSIVE

Year E E
= t o dp B33 s B3 sl
Sex § @ 2 0
; 2 §dat
g $: 3 28 i3 %g B3
58 3 28 3% 8538
1939-lien
Women 1 1 1l 1 100.0
1940—Men 2 2 2 1l 50,0
Women 20 20 16 7 437
Women 3 31 7 24 15 62.5
1942-bMen
Women 13 13 2 1 7 63.6
1943~Men
Vomen 7 7 2 5 4 80.0
194/ —Men
Women 7 7 7 5 Tied
194 5—Men
Women 1 1 1 1 100,0
194 6—=Men
Women 4 4 4 3 75.0
1947 ~=Men 14 14 1 13 11 84.6
Vomen 18 18 18 11 6l.1
Total~--Men 22 22 5 17 12 70.6
Women 102 102 15 87 54 62,0
Total 124 124 20 104 66 63.5
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relatives vere made to secure the addresses of the 20 graduates whose
questionnaires were returned, tut no information was availsble. Of the
10/ possible returms, 66 questiomnaires were received, making a retura
of 63.5 per cent of the possible responses.

The total mmber of respomnses and the per cent of responses for
all graduates by sex are revesled in Table II. Five questiomnaires,
or 7.5 per cent, were answered in persomal interviews with women grad-
uates working in offices on the Uklahoma Agricultural and Mechanical
College campus; a total of 38, or 57.7 per cemnt, were received from the
first mailing; and 23, or 34.8 per cent, were received from the second
mailing, Of the total of 66 respondents, 5. were vomen and 12 were men.

According to Table ITI, 12, ar 545 per cent, of the 22 mem grad-
uates responded to the guestiommeire; and 54, or 52.9 per cemt, of the 102
women graduates responded. The responses to the questiomnaire indicate
that during the period covered by this study, the graduates changed posi-
tions and places of residence frequently. Because of this unusual mobility,
the total mmber responses received was considered remarkable.

A significant factor, considering the years involved in the study,
is the absemce of men greduates for the years 1942 to 1946, inclusive.
This fact is attributed to the intervention of World Wer II. During the
same period there was & marked decrease in the entire enrollment in the
School of Intensive Business Training caused largely by employmeni meeds
of industry and govermment and by high salaries vhich were obtalnable
without much effort or training on the part of the individual.

Teble IV ghows that for the emtire period from 1939 to 1947, in-
clusive, 22, or 17.7 per cent, of the total graduates were men; snd



TABLE II

KIRD OF RESPORSE TO THE QUESTIONNAIRES FOR ALL GRADUATES BY SEX

Responses to the Questiommaires

Men Vomen Total Per Cent

Kind of Graduates Graduates 5 of
Response otal

Fumber Per Cent Number Per Cenmt
By Personal
Interview 0 9.3 5 75
From First
From Second
Total 12  100.0 54  100,0 66 100.0

This table is read as follows:
cent, of the women graduates, or 7.5 per cent of all those responding,
mponddhyparsaulw.

Five women graduates, or 9.3 per



TABLE III

NUMBER AD ER CENT OF RES ONSES TC T! 7 QUESTIONLALRES BY SEX AnD YE'R UF GRADUATION

Number of Men ‘er Cent of Men umber of Per Cent of
Craduates Who  Graduates Who  Number of Vomen Craduates  VWomen Craduates
liumber of Men  Responded to Resnonded to Women Who Responded to Who Resnonded to

Year Graduates Questionnaires Questionnaires Graduates Questionnalres Questionnaires

1939 0 1 1 100,0

1940 2 1 5040 20 7 35.0

1941 6 A 15 48.4

1942 13 7 53.8

1943 7 4 571

1944 7 5 TLeds

1945 1 2 100,0

1946 4 3 75.0

1947 1 11 7844 18 11 61.1

Total 22 12 545 102 54 5249

e - — v —

e . g —— s

This table is read as follows: In 1939 there were no men gradustes, The one 1939 woman graduate
regronded to the questionnaire,



TABLE IV

WUMBER OF MEN AND WOMEN GRADUATES OF THE SCHOOL OF INTENSIVE
BUSINESS TRAINING FOR THE YEARS 1939 TO 1947, INCLUSIVE

~tien Gradustes -Yomen Graduates  Wumber Total

Year Tumber Per Cent Number Per Cent  Graduates
of Total of Total

1939 1 100,0 1
1940 2 %1 20 90.9 22
1941 6 16,2 3 83.8 37
1942 13 100.0 13
1943 ? 100.0 7
1944 7 100.0 7
1945 1 100.0 1
1946 4 100,0 4
1947 1, 43.8 18 56.2 32

This table is read as follows: Im 1939 the School of Intemsive
Business Training had no mem graduates and only ome voman graduate.



TABIE V

THE FNUMBER AND PER CENT OF MEN AND WOMEN GRADUATES
WHO RESPOWNDED TO THE QUESTIONNAIRES

‘This table is read as followss Of
17.7 per cent, were men; and 102, or 82.3 per cent, were women.

23



that 102, or 82.3 per cent, of the total graduates were women.

In Table V, a comparison is made between the mmber of responses
and the total mmber of graduates. Of the total mmber of 22 men gredu-
ates, 12, or 18.2 per cent, responded to the questiommaire; of the total
of 102 women graduates, 54, or £1.8 per cemt, responded to the question-
naire.

Responses were received from more than half of the men and women

gredustes, respectively.

The date presemted im Chapter II show that 12/ questiomnaires were
sent to 22 men and 102 wvomen greduntes of the School of Intensive Business
Training for the nine-year period from 1939 to 1947, inclusive. Twemty
questionnaires were returned unclaimed, meking = total of 104 possible
respondents, of vhich 17 were men and 87 were women. Of this total of
104 possible respondents, questiomnaires were received from 66, represent-
ing a return of 63.5 per cemt. Twelve, or 18.2 per cemt, of the 66 who
responded vere men, while 54, or 81.8 per cent, of the 66 who responded
vere vomen.

Data relative to the number of graduates in each option and to the

pursuit of additional training by the graduates will be givem in Chapter
III.



CHAPTER III

UTILIZATION OF TRAINING RECEIVED BY THE GRADUATES OF
THE SCHOOL OF INTENSIVE BUSINESS TRAINING

In the two-year terminal curricula of the School of Intensive Business
Training students have a choiece of training in three options which are
specifically designated as Secretarial, Bookkeeping and Clerical, and
Small-Business Management.

In this chaplter an analysis is made of the graduates according to
options chosen, of the mmber of graduates contimuing education or training,
and of the mmber of gradustes receiving degrees from four-year colleges.

Options In Hhich Graduates Recelved Training

The data in Table VI indicate the options of training pursued by all
of the 124 graduates of the School of Intensive Business Training from
1939 to 1947, inclusive. Information concerning the selectiom of a
particular option of training by the graduates for the years involved was
obtained from the permanant records in the office of the Registrar,
Oklahoma Agricultural and Mechanical College, Stillwater, Oklahoma.

Table VI reveals, that of the 124 gradustes, 83, or 66.9 per cemt,
were gradueted in the Secretarial Optiom; 32, or 25.8 per cent, were
graduated in the Bookkeeping and Clerical Option; and 9, or 7.3 per cent,
were graduated from the Small-Business Management Optiomn.



TABIE VI

CPTIONS I WHICE GRADUATES RECEIVED CERTIFICATE: OF ASROCIATE IN
COYERCE FROM THT SCHOOL OF INIENCIVE BUrIESS TRAINTIC FOR THE
YEARS 1939 TO 1947, DXTIUSIVE

%

d - .

g ; gaﬁ iz P
IR LN
1939 1 100,09 1
19h0 18 81.8 L 18.2 22
19%1 a7 73.0 8 21.6 2 R 37
gh2 9 (9.2 1 TeT 3 Z3.1 13
1943 7 100,0 7
194 6 8.7 1 .3 T
945 1 10,0 : 3
1946 2 50,0 2 50.0 4
1947 12 37.5 16 50,0 b 12.5 32
Total O3 66.9 32 25.8 9 7.3 124

This table ic veod as follow:: In 1939 the one grodunte of the
chool of Intensive Bucsine:r Training recelved o certificote In the
fecretarinl Opblom,



The total mumber of respondemts, classified according to their
options of training and years of graduatiom, is shown in Table VII. Of
a total of 66 respondents, 47, or 71.2 per cent, completed their training
in the Secretarial Optiom; 14, or 21.2 per cent, completed their {raining
in the Bookkeeping and Clerical Optiom; and 5, or 7.6 per cemt, completed
their training in the Retail Selling and Small-Business Managememt Option.
The distribution of respondents according to the optioms pursued bears
a close relationship to the distribution of all graduates among the three
available optioms.

These data indicate that, for the period covered by this study, the
prineipal enrollment in the school consisted of women and that the majority
of these women chose the training offered in the Secretarial and ia the
Bookkeeping and Clerical Optioms. Employment opportunities in the
stenographic and clerical fields during the years studied could have
been a determining factor in the cholces made.

Post-Graduste Educational Experiences of ihe Graduates

Of the 66 respondents, 19, or 28.8 per cent, contimued their educatiom
after graduation from the School of Intensive Business Tralning, as shoun
in Table VIII. Of the 19 who contimued their education, 15 entered four-
year colleges or universities; one entered a trade school for watchmaking;
mmﬂlﬂhnmpﬁmmhmm;mdhnﬂw
other seeretarial and business schools.

Table IX indicates that of the 19 who continued their educatiom, one
man and 4 women, a total of 5, or 26.3 per cemt, of the gradustes received
their Bachelors' degrees. The fields in vhich the degrees were received



TABLE VII

OPTIORS IN WHICH THE RESPONDENTS RECEIVED THEIR CERTIFICATES OF
ASSOCIATE IN COMMERCE FROM THE SCHOOL OF INTENSIVE BUSIRESS
TRAINING FOR THE YFARS 1939 TO 1947, INCLUSIVE

.
e
o 4 - e 3
i 003§ 03 41 3 %
3 §7 s 3% g 3§ 5 35
b 28 m [&] o [ B
1939 1 100.0 1
1940 6 7540 2 25.0 g
1941 1% 93.3 1 6.7 15
1942 6 85.7 1 14.3 7
1943 4 100.0 4
194 5 100.0 5
1945 1 100.0 1
1946 2 66.7 1 33.3 3
1947 8 36.3 10 45.5 4 18.2 22
Total 47 Tie2 1% 21.2 5 7.6 66

This table is read as follows:
a certiffcate in the Secretarial Option.

In 1939 one respondent received



TARIE VITII

FREER AND PER CENT OF MEN ATD WOMEN GRADUATE: VIO COWrINUED TIEIR
FDOCATION, ACCOEDIIE: TO TYPE OF SCHOOL ATTIIDED, SIX, AND YEAR

OF CRADUNTION
Turibenr Attending
3 3
Yeouxr 35‘ - g E g é
and 8 % g 3 1S E % &
o @ : n
= %o n B
o 8 S
i LB il i
¥ #% Sp 83 q4 828
1930 -llen
Vanen
15&0-&!1 i 1 25.0
Yomen 2 1 3 20.0
19k l-dien
Voren 3 3 20,0
1h2-dien
Homen 2 1 3 20,0
195 3--ten
Women ) 4 1 6.7
190 Mem
Wamen 1 1 6.7
1945-3on
Veosen 1 1 6
1962
Yonen 2 2 13.3
1907 —diem 1 : | b ) 3 T5.0
Woren 1 1 6.7
Total--ilon 2 1 1 L 100.0
Wesmon i3 2 15 100.0
Total 15 1 1 2 19 28.9

This toble ic roud ao follows: One mon who gedunted In I9BD
ctteniod o fouwr-your college.



TBIE IX

HRER OF M ATD WGHEET GRADUATE: VIO RECEIVED DEGREDT CIASEIFIED
mmmm,mwm,mmm&
OF ATTEIDACE

of

Yoo
i

5 - 4

ing DPegrec
Respondent
Continuing

Education

Degree Received
Dwration of
Attendence

ote
Por Cent Recely-

Flold of Study

Time of
Attendance

1939--dien
Women

1h0--Men  BS-%2 Comarce 940 to § 2 Yro. 1
Womem Bo-'45  rec.Adm. 940 toéﬁ; 5 Tre. 1

19%1--Yen
Vaen Bo-'4S5 Bus. Ed. Li-h2.hh b5 2 Yro. 1
Woren BS-*A8 BusFd b8 3 Semoctor: 1

1942.2%m
Wemen Bo-44 Soc.Adn. L34 2 Yro. 1

1943 --Hen
Wonen
Vomen

1945 3on

104 6madon
Homem

194 7--Men
Womon

Tobtal--ilen 1
Yomon L

Total 5 2.3

Thic tuble 15 re:d as follows: A 1940 men gradunte contimeod his
education and recalved hic Buchelor of Sclence Degreo in Comxnce In
Jumo 1942, after heving cttended college for two yeurs.
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are listed as follows: ome man in Commerce, two women in Secretarial
Administration, and two women in Business Education.

The major fields of stuly chosen by the 1/ non-degree gradustes,
as shown in Table X, include the following: commerce, business education,
secretarial administration; accounting, jowrnalism, paychology, speech,
art, physical education, and watchmsking.

About ome third, or 33.3 per cemt of the men graduates who responded
to the questiomnaire, contimed their education after graduatiom, while
less than one third, or 27.8 per cemt of the vomen respondents reported
training subsequent to graduation from the School of Intensive Business
Training. These data are presemted in Table XI,

Post-Graduate Occupational Experiences of the Ureduates

At the suggestion of the administrative authorities the questions in
the following paragraphs were included in the questiomnaires, the answers
to vhich were to serve as a basis for evaluating the curriculum offerings
of the School of Intemsive Business Training.

In an effort to determine the value of the Certificate of Associate
from the School of Intemsive Business Training in helping graduates to
obtain initial employment, the following question was askeds

"Did your certificate help you to obtain yowr first position”

The answers given by 62 respondemts to this question, as indicated
in Table XII, are as follows: 27, or 30.6 per cent answered "Yes"; 19,
or 30.6 per cemt, replied "No"; while 16, or 25.8 per cemt said "Do not
know."
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TABLE X
NUMBER OF MEN AND WOMEN GRADUATES WHO CONTINUED THEIR EDUCATION

BUT WHO RECEIVED NO DEGREES, CLASSIFIED ACCORDING TO
YEAR, SEX, AND MAJOR FIELD OF STUDY

15
Total Per Cent Con-
tinuing Education
but Receiving no

Shorthand &
Typewriting
Agoounting by
Correspondence
Journalisn &
Psychology
Sreech

Art

Physical
Education
Watchmeking
Total

Degrees

Education

Commerce
Business

1939-=-3ien
Homen

1940—Hen
Women 1 1l 2

1941 —=}en
VWomen 1 1

1942-<Men
Women 1 1 2

1943-=en

Women 1 1

1944—Men
Women 1l 1

1945——3en
Yomen 1 1

1946-=Men
Yomen 1 1

1947—~Men
HWomen

2

X 3

1 i &
Total-—}Men 2 § 1 1 3
Vonen 2 11

Total—=Ho

Degrees 3 3 2 1l 1 1 1 , 1 14 73.7
E e e e e e —

This table is read as follows: In 1940 2 women gradustes who responded
to the questiomnaires reported to have contimued their education as follows:
One chose shorthand end typewritings the other, journalism and psychology.
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TABLE XI

SUMMARY OF DATA CONCERNING EDUCATION CONTINUED BEYOND TRAINING
RECEIVED IN THE SCHOOL OF INTENSIVE BUSINESS TRAINIRG AS
REPORTED BY ALL MEN AND WOMEN GRADUATES FOR THE
YEARS 1939 TO 1947, INCLUSIVE

Number Per Cent Fumber Per Cemnb
Women 15 27.8 39 T2.2 54,
Total 19 28.8 47 7.2 66

This table is read as followss Four men graduates, or 33.3 per
cent, of all mem respondents, reported that they comtinued their
education after being graduated from the School of Intensive Business
Training; and 8 men graduates, or 66.7 per cent, of all men respondemts,
reported that they did not continmue their training after being graduated
from the School of Intensive Business Training.



TABLE XTT

WEEE: AND PER CENT OF REPLIES BY ALL GRADUMVIED OF THE SCYIOQL OF DEEWNCIVE
BUBTHESe TRATIDG FOR THE YFARS 1939 T0 1947, DXIINIVE, 70 TE QUECTTON:
“DID YOR: CERTIFICATE HILP YOU TC GBTAIT YOUR FIRST POSITIOW?™

Theder of 21l Graduatos Reparting Reply to
the Question by Yeera

o Firct Positions:

i

In School 3 3

Total Reuvpondent:
o The Cuootion-
naivos 22 66

This teble 1o oo followss Three 1940 greduetes, € 1941 graduetes, 3
1942 grodweton, 4 1943 tes, b 1944 grodustes, 1 1945 grodunte, 1
1946 groducte, =l 5 greduntos, mking o total of 27 gadwtes, o
43.6 par cont, of 2ll greduste: who cnovered the quectionmire:, reported
that the certificate did help them to obtain theilr fivect positions., (ALl
thece firct positions ore full-time positioms.)

HOTE: Of the total 60 gradwter who respomled to the questiommdires,
there were 1 grodustes who were wedble to anvwer the quoction becuuse they
had not hud axy firct position.
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The fact that nearly one half of the graduates thought that holding
a cortificate from the School of Intensive Business Training was of some
value in assisting them to obtain their initial positions seems to
indicate that the granting of certificates is a desirable practice.

To ascertain the value of the occupational training received in
aiding the graduates to get their first jobs, the following question was
included in the questiomnaire:

*Did the training you received im the School of Intensive Business
Training help you to obtalm your first position?®

The answers to this question are summarized in Table XIII, as follows:
Of the 62 graduates reporting first positions, 60 said "Yes"; 1 answered
"No"; and 1 replied "Do mot know."

Thus, nearly 100 per cent of the graduates reporting data concerning
their initial positions elaim that the training they received in the
School of Intensive Business Training was of specific value. This fact
lends support to the smpheslc placed upon training for initial employment
by the school.,

In order to determine the wvalue of shorthand training in helping
secretarial graduates to obtaim their initial positions, the guestion omn
the questionnaires was asked as follows:

*Did your shorthand training help you to get your first positiom
after you completed your training in the School of Intensive Business
Training?®

As shown in Table XIV, there were 57 graduates who responded to
the guestiom. Of these respondents to the guestiom, 42, or 73.7 per
cent, of those who had shorthand training, replied "Yes"; and 15, or
26,3 per cent, replied "No."



TABIE XIIT

PSR OF HEPLIED BY ALL GRADUATE: CF TIE SCHOOI OF DWEICIVE BUSTHEST

TRAINDNG FOR TIE YEARS 1939 70 1947, DTIUSIVE, TC THE QUECTION: “DID

TE TRATHDG YOU RECEIVED If T f‘HOC‘L OF INTERCIVE BUUINRCT TRAINTIG
IELP YOU TO OBTADN YOUR FIRST POCITICK?T®

Thumber of all Geduwntes Reporting Reply to

the CQuestion by Yeaxu Total of
Roply Repondents
1939 D 2 10 4 3 T

Ye: 1 8 nh ¢ 4 ] 1 3 18 50
o : | 1
Do Yot Enow 1 1
Total 1 5 15 7 i, %5 1 3 18 G2
No Positlon--

Morried 1 i
o Position--

In fchool 3 3
Totul of =1l

Reapondent: o GG

Thio table 1c read eo follow:: One 1939 me=duate, & 1947 groducte .,
W 10h1 greduste:, © 1942 greduntes, L 1943 greduetes, 5 194 greduntes,
1 1945 gradunte, 3 1940 groduate , 18 1947 gmduates, meking o totel of
60 gradwrte: who responded to the questiommire:, reparted that the
training recelved iIn the ‘chool of Intenclive Busine:s Trolining d4id help
them to obtain thelir firet positions,



TABLE XIV

ARD PER CERT OF REPLIES BY ALL GRADUATES, CLASSIFIED ACCORDING
TIOR OF TRAINING, TO THE QUESTION: ®DID YOUR SHORTHAND TRAINING
YOU TC GET YOUR FIRST POSITION AFTER YOU COMPLETED YOUR TRAINING
IN THE SCHCOL OF INTENSIVE BUSIRESS TRAINING?"

ok

Fumber Reporting Answers to the Questiom

by Option
Reply
Secretarial Bookkeeping Retail Selling Total  Total Per
and and Respond- Cent of
Clerical  Small-Business ents Respondents
Management
No 6 6 3 15 2.7

This table is read as follows: Thirty-eight Secretarial graduates
and 4 Bookkeeping and Clerical graduates, e total of 42 graduates, or
63.7 per cent,.of all graduates who responded to the questiommaires,
reported that shorthand training did help them to obtain their first
podtion..
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The fact that shorthand training helped almost three fourths of
those who had had the training in securing their first positions indicates
that shorthand training is important and worthwhile for office workers.
In addition, since their experiences have proved that it helped them to
get initial employment, emphasis should be placed om shorthand training
for those interested in secretarial and stenographiec positions.

To find out whether secretarial graduates used their shorthand
skill in their initial positioms, the following question was asked:

"Did you use your shorthand skill sfter you started to work in
your first position?®

There were 46 replies to this question. As the data show in Table XV,
of those who used their shorthand skill in their first positioms, 39,
or 8,.8 per cent, said "Yes"; end 7, or 15.2 per cemt, said "No."

As experienced by the majority of those who used their shorthand
skill in initisl secretarial and stenographic positions, shorthand
training in the School of Intensive Business Training can be "justified
on a purely vocational basis."l

To provide criteria for correlating training received in the operation
of International Business Machines and the extent of the use of the
training in employment, the following questions were asked:

"Did you train in the use of International Business Machines while
you attended the School of Intensive Business Training?®

"Have you ever used your skill in operation of Internetional Business
Machines in employment?®

IThe American Business Education Yearbook, Ihe Changing Business
Education Currigulum, Vol. IV, 1947, p. 279.



TABLE XV

IMBER AND PER CENT OF REPLIET BY ALL CRADUATES,
70 GPTION OF TRADIDE, TC THE GUECTION:
¢XTLL AFTER YOU STARTED TO WCRK IN YOUR FIRST POSTTION?™

CIASEIRIED ACCORDTNG
"DID YOU UXE YOUR SHORTIIVND

Huvber Beporting Answer to the Question

by Optiom
Reply
Secreturisl m«yphm; Retall relling Total Tot=l Per
and Leopond- Cemt of
Clarlm.l ‘mell-Businecs ento Rerpondents
Honagement

Yor 35 13 3% 59.1
Ro 6 1 7 10,6
Yo
Reply 6 9 5 20 30.3
Total bt h 5 5 160.0

This tebls is road as follows:

Thirty-five Secrotaricl gradustec

39

exd % Bookkeeping =nd Clerical grodustes, mmking o totol of 39 greadwntes,
o 59

.1 per cent of all graduste: who responded to the estiommirec,
they did wse their chorthond akill after they started to

ropcrbud. that
work in thelx first poeiti



Lemtothedauinrm.m.m,wéo.6p-rmz,arm
total 66 graduates, reported that they had received training in the
operation of International Business Machines while attemding the School
of Intensive Business Training. The remaining 26, or 39.4 per cemt,
of the total graduates, reported that they had had no treining in the
use of these machines vhile attending the School of Intemnsive Business
Training. However, of the 40 graduates who received the training in
this field, 13 or 32.5 per cent, reported use of the =kill in employment;
and 27, or 67.5 per cent, reported no use of the skill in employment.

The extent of the use of the skill in the operation of Intermational
Buginess Machines by the graduates who had had the training indicates
that training in this fleld may not be fully justified wocatiomally
until periodic surveys are conducted to determine the demands of business
and industry for this particular training.

For the purpose of ascertaining the value of the training received
by the graduates of the Small-Business Mamagement Option, the following
questions vere asked of them. The answers to the questions are included

:
s

this training been valuable t0 you?.cccceocccscece

you ever owned & business?.ce.cocscvscccsccssscce

you ever managed a business?eccccvsccsesccscccncee

Do you own a business?ecesececcccccnsccnccccccnsecsaes

Do you manage & Dusiness?ececcccccoscecesncccocancones

; Did you ever assist in managing & business’..ccccecce.
g

PP O E
MEaaN e B

Of the 5 gradustes of the Small-Business Mamagement Option, 4 reported
the training received in the option was valuable to them; 4 reported that
they had used the training in assisting in maneging a business; and £
reported that they were using the training in menaging a business.



TABLE XVI

EXTENT OF THE USE OF THE TRAINING IN OPERATION OF INTERNATIONAL
BUSINESS MACHIWES IN EMPLOYMENT CLASSIFIED ACCORDING TO
NUMBER AMD PER CENT OF GRADUATES WHO REPORTED

Those Who Those Who Did Per Cent
of Total

Machines 26 39.4
Total Graduates

Reaponding To

The Questiomnaires 66 100.0

67.5 per

national Business Machines, repcrisd that they did not use

in employment; a total of 40, or 60.6 per cent, of the total number of
in

gradustes who responded reported they received training
the International Business Machines.
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Since the training in smll-business mammgement was established

as Option IIT in the School of Intensive Dusiness Training in September,
1947, "+ « « to met the demands of men and women discharged from the
armed services and others who plan to enter business on their oum
account," the replies of the five graduates demote favorable resction
to the training they had received in this field. However, the extemt of
the value of the training in the Small-Business Management Optiom camnot
be determined from the experiences of the five graduates at this times.

There is & need for higher emrollment so that future swrveys may have
data upon wvhich to base eriteria for evaluating the offerings of Option
111,

The graduastes vere asked to indicate the values received im the
different courses takem by checking on the following ratings: Great
Value, Little Valus, No Value. By this mesns, it was hoped that a rough
measure of value of instruction in each specifie course in the different
options would be obtaimed., The results of opinions of the graduates are
shown in Table XVII,

Vhen the proportion of graduates giving a rating of "Great Value"
to a course is used as a criterion of value, the fellowing courses were
rated of most value, listed in descending order of wvalue: Business
English, Fnglish, Typewriting, Shorthand, Transeription, Clerical
Practice, and Word Study. It is worth noting that these cowrses are
basic courses in the Secretarial option. The fact that a majority of the
graduates completed the Secretarial optiom amd that most of the graduates

’m.munt Sdahoms Agxicultural snd College, General
c‘m I“. B | 19&7’ m 1%7' Vol. “’ No. » Do m-



TBIE XVII
AN EVAIUATION BY O GRADUATE: OF cPRCIFIC COURCE: TAKYN IN
THE SCHOOL (" DIENCIVE DUVIEST TRATDINT:
Per Coms
Indicoting

Courses Tolen Crect Volue Little Volwe fo Volue "Greet Veluo"
Buitnos: Fnglich o 2 0 9.4
Pogddch 56 3 i 9.3
Typowriting 57 G 905
“horthend L7 3 1 8.5
Troancription by 3 7 .5
Vard ctuly o7 » o 69.2
Clexrlcol Pruectice 35 15 1 8.6
Beaoldweping 21 23 10 35.6
Buoine:: Gegenlzation T 14 13 19.%
Intermetion:l Busine o

Mchine: 7 W 18 18,0
Retoil Selling 5 9 5 .2
Busines: Lew 8 32 12 5.4
Advertioing 3 6 12 k.3

Thi. teble in read oo follows: Busipsso Englinh woo concldored by
5 geeduates oo hoving beon of greet volue to them in the bduciners world;
it wo conoldored By 2 graduetes oo having been of 1little velue; 1t we
concidared by no graductes oo hoving been of no value,
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of this option obtained employment in positions calling for a use of
the skills learned, may be ome clue to the high rating given the courses
pursued. In other words, courses representing skills directly used in
employment wvere rated of great value by the graduates.

The courses rated of lesast value by the graduates are as follows,
listed in descending order of value, based om the proportion of graduates
assigning a rating of "Great Value": Bookkeeping, Business Organisation,
Retail Selling, Business lLaw, and Advertising. It should be noted that

fewer students reported values for these courses than reported valuss
for courses rated of great value. Also, it may be presumed thet the
graduates pursuing courses listed as having little or no value had
fewer opportunities to apply directly the skills snd information learnmed.
The following additions to the program of the School of Intemsive
Business Training vere recommended by responients: a course in life
insurance, & course in statistics, and a course in personnel management.

Suumary

Chapter III includes an analysis of the data concerning selected
phases of the training received by the graduates inm the School of

27, or 43.6 per cent reported that the Certificate of Completion had
helped them to obtain their first positions.

Sixty of the 62 graduates reported that the training in the School
of Intensive Business Training had helped them to obtain their first
positions.



Of the 57 graduates who received training im shorthand skill, 42,
or 73.7 per cent, replied that shorthand training had helped them to
get their initial positioms. Thirty-eight of these 42 graduates had
received training in the Secretarial Optiom.

It was found that 39, or 84.8 per cemt, of the 46 gradustes
reporting, had used the shorthamd akill in their inmitial positions.

Of the 40 graduates who received training in the operatiom of
International Business Machines, 13, or 32.5 per cent, reported the
use of the skill of operating the machines in employment.

Of the 5 graduates who received training in the Small-Business
Management Option, 4 reported that the training had beem valuable
to them.

attending the School of Intensive Business Training, business English
was indicated by 54 of the 56 graduates reporting to be of great value
to them while employed in business. It was found that of the 59
graduates reporting, 56 indicated that English was of great value
to them while employed in business. Typewriting received the next
highest evaluation-~of the 63 graduates reporting, that course was
of great value to 57.
The employment records of the graduates of the School of Intensive
Business Training from the date of graduation to the time the gquestiommaires

were ansvered in May, 1948, are presented in Chapter IV.



CHAPTER IV

THE ENPLOYMENT RECO-DS OF THE GRADUATES OF THE SCHOOL OF
IRTERSIVE BUSINESS TRAINING FROM THE DATE OF GRADUATION TO MAY, 1948

Follow-up studies are a means through which the offerings of a
curriculum mey be evaluated., The placement of graduates in the field
toward vhich training has been directed is ome reliable criterion in
determining the value of that training. The data imeluded in follow-up
studies should include answers to such pertinent questions as:

1. Are students employed immediately after gradustion?

2, Through what source does a student obtain his initial employment?

3. How long does he remain in his initial position?

4e Is he placed in e position for which he has trained?

5. Are salaries commensurate with his training?

Answers to questions such as these provide bases for adjusting the
vocatiomal curriculum to the needs of the students and to the demands
of business., Chapter IV is eoncerned with the interpretatiom of data
received from the respondents relative to their employment records.

It should be noted again that this study 1is concerned with full-time

positions of the respondents.

Ihe Interval of Time from Graduation fo Initial Position
Table YVIII presents data relative to the interval of time that

elapsed between graduation and employment in initial full-time positions.
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TABILE XVIIT

I T IIITIAL FULL-TDE PonITIoN

Timo Intorvel
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This table 1o yead =s follows: Fowe of the 1940 mom end women groductec
axd & of the 1941 mon and vomem grodwrtes vho responled to the )
repoarted they csecwed thelr initisl full-tiwmp positions within 3 womths o
lous after being gredusted Drom the School of Intonaive Dus
The remindar of the todls is reed In the come meamer.



Of the 66 respondents, 37, or 56.1 per cent, obtained their initial
positions within three months or less after being graduated from the
School of Intensive Business Training; tem, or 15.2 per cemt, secured
initial positions within four to six months, inclusive, after being
gradusted; six, or 9.1 per cent, secured initial positions within sevem
to 12 months, inclusive, after being graduasted; five, or 7.6 per cent,
secured initial positions within 13 to 24 months, ineclusive, efter being
gradusted; ome obtained her initial position withim 37 to 48 months,
inclusive, after being graduated; two obtained initial positions within
61 to 72 months, inclusive, after being graduated; ome did not report the
date when she secured her initial position; and four reported no initial
positions.

The reasons for reporting mo initial positions were given as follows:
one woman married immedistely after being graduasted; one woman transferred
to the School of Commerce, Oklahoma Agricultural and Mechanical Colleges
one man transferred also to the Sechool of Commerce; and one man was
attending a watchmaking school. These four gradustes are not considered
in the data concerning employment.

ggggggggg total graduates secured initial
positions within three months or less gives evidence that graduates were
employed shortly after completion of their two-year traiming periocd. Of
the 37 who were employed within three months or less after gradustion,
15 were graduated in 1947. This fact seems to indicate that employment
conditions were good at the time the 1947 class graduated.

Table XIX shows souree through vhich the graduates obtained their
initial positioms.
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One man and 5 vomen, a total of 6 graduates, or 9.1 per cent, of
all graduates, secured their initial positions through the employment
service of the School of Intensive Business Training. Five mem and 23
women, a total of 28 graduates, or 42./ per cemi, obtained their initial
positions through persomal application. Two men and 11 women, a total
of 13 graduates, or 19.7 per cemt, received their initial positions
from friends or relatives. Three women graduztes received imitial
positions through the United States Employment Office. Two wamen
graduates received their initial positions through the State Employment
Office. Six women graduates, or 9.1 per cent, received initial positioms
through commercial employment agemcies. Two mem and 1 womam, a total
of 3 graduates, answered newspaper advertisements for their initial
positions. One woman greduate received her initial position through
another schoo! that she hed attended previously. Two men and 2 women
reported no sources because they had not been employed at the time the
questionnaires were received. Three were attending school and one wvas
married as soon os she was graduated from the School of Intansive
Business Training. It is evident from the data that the majority of
the graduates received initial positions through friends or relatives.

Ienure of Oraduates in Thelr Initlsl Positions

Data in Table XX indicate the temure of men and women in their
initial positions. In tabulating the data for this table, periocds ef
time indicating employment temure in the initial positions were considered
on yearly intervals. For example, any time from two years to, but not
including three years, is considered under the heading for two years.
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TABLE XX

TENEE OF MEN AD WOIEN (RADIRTES IN INITIAL POSTTIONS, ACCCRDIE 70 YRARS
OF CRADUATTION

Hwidber Reporting Teompe in Initisl Positions

t Z
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Vomen 5 = 2 1 1 1 15
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Women S >
194 5--1em

Vomen 1 1
19h6=tion

Vomen 1 1 1 3
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Total Zo-
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This table 1o yeed oo follows: One 1939 wvomen gradunte who »ooponded to
the questiomeive rempined in her initicl position for 3 years,

ROTE: In tebulating the data for thiu table, period:s of time Indicating
aployment terame in the inltial positions were concldared on yearly intervels,
For exzpple, any time from two yeero to, but not Including, tlree yesres 1o
considered under the hecding for two yeors,



Ten men and 21 women, or 47.0 per cent, of the total graduates
renained in their initial positions for 1 year or less. Thirteen
women, or 19,7 per cent, of all the graduates remained im their initial
positions for 2 years. These 44 of the 66 graduates denote that a
majority of the graduates of the School of Intensive Business Training
did not remain in their initial positions for more tham 2 years.

These data indicate that for the years covered by this study
gradustes have had meny opportunities for employment. Therefore, it
was possible for them to choose what positions they desired.

Three women graduates gave no information concerning their
initial employment.

It is also noted by the data that very few graduates of the School
of Intensive Business Training remained in their initial positioms for

four or more years.

Initial Full-Time Pogitions Secured bv ihe Graduates

The majority of initial positions held by the men and women
graduates are indicative of the training they received.

Tables XXI and XXII include data as to types of initial positions
held and as to types of businesses in which positions vere secured by
the 12 men graduates, according to the year of graduation.

In interpreting Tables XXI and XXII, it should be noted that mno
men graduates were reported from 1941 to 1946, inclusive.

Of the 12 men gradiates, 3 reported initial full-time positions
as bookkeepers, and 2 as operators of International Business Machines.
The following were each reported by 1 man: persomnel assistant, cost
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TABLE XXI
INITTAL FULL-TDE POCITIONS HELD BY MEN GRADUATE: ACCOEDING TO YEAR OF

CRADURTION

. of Position or Thunbex o;n!ﬁn Jdmwu Roporting

1539 1000 1061 1062 Yoh3 10w 1965 166 1067 Totel
Pervommel fosistont 1 1
Cont Accounbant 1 1l
Bookkeoper 3 3
I. 3. 1, (perantoxr a2 2
falesmne-A utono-
bils: 1 1
Ascletont Henngore-
Hatchery : 1l
Clerk and Bubtchen--
Buyer 1 1
In School--Potheering
Fdueotion P 2
Total 1 11 12

Thilc teble ie reed er follows: Ome men gradusting in 1940 reoported
hie Inftinl full-time pocition oo percomel asolotent.



TABLE XXIT

TRER OF MW GRADUATES RFEPCRTING KIND OF BUSINE'Y I WILICH IRITIAL POCITION
WAS (BTATIED BY YFARS

Kind of Bu inec. Thenber Reporting Kind of Bucine.:o
) 2 5 T Total

Aubaobile Agency e 2
Flight Imstruction

chool 1 1
Locker Plant 1 1
Meat Packing Plent 1 1
011 Compeny 1 2 3
Poultxy Hatchery 1 1
Public Welfure 1 1
In fchool o o
Totul 1 11 12

Thia table ic read ac follows: Two 1947 men gredunten wvho re ponded
to the quertiommire: obtained their Initisl employment with an cutomobile
& “’W'
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accountant, salesman (automobile), assistant memeger of hatchery, and
clerk and butcher-buyer. Two mem were in school whem they received
the questiommaires.

The mejority of these initial positions ere related to the training
received. The 1 bookkeeper, the 3 operators of International Business
Machines, the persomnel assistant, the assistant manager in & hatchery,
and the clerk and tutcher-buyer were traimed in the Bookkeeping end
Clerical Option. The automobile salesman was trained im the Small-
Business Managemeni Option.

The date in Teble XXIII show the initial positions held by the women
graduates. A majority of the women graduates obtained initisl positions
in the field toward wvhich their training had been directed. From these,
it may be noted that the initial positions with the mmber of graduates
reporting each position are as follows: mmiu,mw.
1 bookkeeper, 7 typistis, 5 stemogrepher-secretaries, 1 bookkeeper-
secretary, 1 operator of business machines, and 2 offlce clerks.

The data in Table XXIIT indicate that the majority of the women
graduates succeeded in obtaining initial employment and that most of them
obtained positions in the secretarial and clerical field. Table VII
shows that the majority of the women graduates took work in the Secretarial
Option.

It is significant that only 1 voman graduate reported no initial
full-time position. Several graduates were engaged in positions in
wvhich business training received in the School of Intensive Business
Training would have been of value, For example, the following positions

were each reported by 1 graduate: Business partner (photography), WAVES,
Disbursing Officer, and commercial teacher.



YABLE XXIII
THEITIAL FULL-TDE POCITION: HILD BY WQEN GRADUATE: ACCORDITIG TO YEAR OF

CRADUATION
TTotal
ype of Pooition Huaber of Woen Grodustos Reporbilng Por Cent

B Initicl Full-Time of Totold
Paployment Ctotus e

seeretoxy 3 3 L 1 19.0
Ctenographer 1 5 2 2 4 1 3 2 20 37.C
Bookkeepor 1 1 1.3
Typist b N 1 1 T 13.
“temographer

end Cocretory 1 X 1 1 1 ) 9.3
Bookimeener

ol fecretory 1 1 1.5
Gi'fice Clexk 1 1 2 3.7
Coclal Welfare

Workes 1 1 1.3
Bu.inens Part-

ner-Fhotogrephy 1 1 1,8
Laboratory

Acsigbont b} 1 1.8
G . arotor of Butineco

Hechines 1 1 1.3
Haves-Dishur. ing

Officor 1 1 1.3
Comwrcisl Teacher 1 1 1.5
In fchool-iprther-

Ing Educction 1 1 1.8
Unelesoifled-

Hoxried 1 1 i3
Total 1 7T 15 7 4 5 1 3 1 5% 100.0

This table 1s reed o follows: Three women gruduntes in 1940, 3 women
graduates in 1941, and bk women pradumte in 1947, o total of ten o 19.0 per
cent of 2ll women graduwetes, reported their initizl full-time pocitions oo
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Twenty-three different businesses were represemted in initial
positions secured by the women graduasies according to the findings in
Table XXIV. Of the 54 women graduates, & were employed in offices om
the Oklshoma Agricultural and Mechanical College campus; 7 were employed
by oil companies; 6 were employed by the Federal govermment (Civil Service
Commission); 3 were employed by agricultural agencies; 3 were employed
by imsurance companies; 3 were employed in law offices; 3 were employed
in public welfare work; 2 wers employed in food corporations; 2 were
employed in doctors' offices; 2 were employed in public schools, The
following businesses were listed only once sach by the graduates:
gireraft corporation, bank, office of Boy Scouts, construction company,
dairy eompeny, flour milling eompany, gas company, lumber company,
photography business, power plant for supply equipment, steel company,
tank company, and WAVES, Two women reported no initial employment—
one had transferred to the School of Commerce and one reported no
initial positions because she had been married following gradmtion.

From the various businesses in which graduates were employed initially,

it is indicated that the training given by the School of Imntensive Business
Training has unlimited potentialities in keeping its program abreast of
the current demands of tusiness.

Comparison of Initial Positions with Options of Iralning

The initial positions for mem graduates are related to the training
they received by options in Table XXV.
The assumption is that the closer the relation between the initial

positions held and the training received, the more effective is the
school in achieving one of its primery wvocational objectives.



TABLE XXIV

NUMBER OF WOMEN GRADUATES REPORTING KIND OF BUSINESS IN WHICH INITIAL
POSITIONS WERE OBTAINED, ACCORDING TO YEAR OF GRADUATION

Fumber Reporting

Kind of Business
nwzmomu1mzmmzman%1§3mu Total

Agricultural Agency 2 1l
ﬁ:ﬂﬁﬁﬂmﬂﬁﬂ 1

Boy Secouts, Office of
Civil Service-Federal
College Offices, ASM
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TABLE XXV

NUMBER AND PER CERT OF INITIAL POSITIONS REPORTED BY MEW GRADUATES
ACCORDING TO OPTION OF TRAINING RECEIVED

—imber Irained in Option
o
™ 53
Types of Initial 9 & dge
Poaitions % %q mgg
L]
T I 1
w 20 % o
Personnel Assistant 1 2
Cost Aecountant 1 1
Bookkeeper 1 1 2
International Business
Machines Operator 3 3
Salesman-Automobiles 1 1
Assistant Manager-
Hatchery 1 1
Clerk, Butcher & Buyer 1 ¢
Attending School : | 1 2
Total (¢} 8 4 12

This table is read as follows: One man graduate who received
training in the Bookkeeping and Clerical Optiom obtained an initial
full-time position as a persomnel assistant.



Eight of the 12 men graduates trained in the Bookkeeping and Clarieal
Option. These 8 men reported imitial positiomns as follows: 1 persomnel
assistant; 1 bookkeeper; 3 operators of International Business Machines;
1 assistent memager in a hatchery; 1 elerk, butecher and huyer for a
meat packing firm; 1 stulent transferred to the School of Commeree,
Oklahoma Agriculturel end Mechaniocal College.

Four, or a third of the men graduates, took training in the Small-
Business Management Option. Of these 4, 3 reported initial positioms
as followss accountant, 1; bookkeeper, 13 sutomobile sslesman, 1; and
1 stated that he was attending a wvatchmeking school. There were no men
graduates in the Secretarial Option. o

Table XXVI relates the initial positions for women graduates to the
training received. This table shows that of the 5. women graduates, 47,
or 87.0 per cent, pursued courses in the Seeretarial Option. Of these
47, 10 wvere employed initially as secretaries; 12 as stemographers; 6
as typists; 5 as stenographer-gecretaries; 2 as office clerks; 1 as a
business partner; 1 as an operstor of business mschines; 1 as a WAVES
Disbursing Officer; end 1 as a commercial teacher. One tramsferred to
the School of Commerce, Oklahoma Agrienltural and Mechanical College and
reported no initisl position.

Of the 54 women gradmtes, 6, ar 11.1 per cent, secured training
in the Bookkeeping emd Clerical Option. Of these 6, 2 were employed
in their initial positions as stenographers; and 1 each was employed
in the following positioms: bookkeeper; typist; bookkeeper and
secreotary; and soeial welfare work, Of the 54 vomen gradumates, only 1
tock the Retail Selling and Small-Business Mamagement Optiom. Her



TABIE XXVI

NUMBER AND PER CENT OF INITIAL POSITIONS REPORTED BY WOMEN GRADUATES
ACCCRDING TO OPTIOR OF TRAINING

Poaitions According to Optiops
3
< -
@
i é.g
Types of Initial E ¥ - qi Igtal Respondents
Positions a ﬂ -ﬂ Wumber Per Cent
] 8 3 5
0 mo
Seecretary 10 10 19.0
Stenographer 18 2 20 37.0
Bookkeeper 1 1 1.8
Typist 6 1 7 13,0
Stenographer-
Seerstary 5 5 Se3
Bookkeeper—
Secretary 1l 1 1.8
Office Clerk 2 2 3.7
Social Velfare '
Business Partner-
Photography 1 : 1 1.8
Laboratory
Assistant ) | 1 1.8
Operator of Machines : 5 1 1.8
WAVES 1 1 1.8
Commercial Teacher 1 1 1.8
Attending School 1 1 1.8
No Position-Married 1 1 1.8
Total 47 6 1 54 100.0

This table is read as follows: Ten women graduates who received
training in the Secretarial Option obtained initial full-time positions
as secretaries.
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initial position was that of laboratory assistant for a petroleum
Ccompany .

Prom the data it is indicated that relatively few of the women
graduates obtaimed positions in fields for which they had had mo

training.

Znitial Salaries of the Graduates

The graduates vere requested to indicate the exact salaries received
in their initial employment. The data for salaries are included in
Table XXVII and Table XXVIII.

Of the 12 men graduates, 1 did mot report initial salary snd 2 reported
they were attending school at the time the questiomnaires were received.
IW‘MMhIN’Iwmthh

lowest bracket of §125 to $149 to the highest imterwal of $250 to $274.
The sedian salary veported by the 1947 gradmtes is in the salary isterwval
of $200 to §224. The only men who gradusted im 1940 reported a momthly
salary within the interval of §150 to £174.

Of the 54 women graduates 7 reported mo initisl salaries and 2 held
no positions.

As the data show in Table XXVIII, women's initial monthly salaries
varied somevhat during the years covered by this study. The salaries
ranged from the lowest interval of £75 to £99 to the highest interwal
of $200 to $224. A slight increase in salaries is indicated for women's
initial positions by a comparisom of the salaries received in 1939 with
those received in 1946 and 1947. Im 1939, 1 women graduate received an
initial momthly salary within the remge of $75 to §99. One voman



TABLE XXVII
MONTHLY SALARY RANGES OF MEN GRADUATES IN INITIAL FULL-TIME POSITIONS

—iiitisl Monthly Salary Ranges
. 3583558
1939 1 1
1940
1941
1942
1943
1944
1945
1946

This table is read as follows: One graduate in 1947 who responded
to the questiommaire reported that he was receiving a monthly salary in
his initial full-time position within the range of $125 to $149.
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TABLE XXVIII

MONTHLY SALARY RARGES OF WOMEN GRADUATES IN INITIAL FULL-TIME POSITIONS

™05
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1939

1940

1

3223

1942
1943
1944
1945

1947

o 0 1 9 5

2

3

5 7 412 11

Total '




65

greduste in 1946 and 1 voman graduate in 1947 received initial monthly
salaries within the range of $100 to §124, respectively. It is indicated
by the data that wvomen's initial selaries in most secretarial sad
stenographic positions were not influenced by Vorld Wer IT.

A comperison of the data of Tables XXVII and XXVIII indicates that
the initial monthly salaries for men were higher tham those for women.
Men's lovest momthly initiel salsries were $125 while vomen's lowest
monthly initial saleries were $50.

Butles Pexformed by ihe Greduates in Initial Fositions

Table IXIX includes a frequoncy distribution of duties yerformed
wummhmmmmmm_ However, in compiling the
data for these duties, it was indicated by the responses of the graduates
that they performed more than one of these duties whils in offise positioms.

Of the duties performyd regularly in initial positions, filing was
indicated by the largest mmber of gradmtes. Of the 55 graduates
reporting filing as a duty, 35, or 63.6 per emmt, did filing regularly;
17, or 31.0 per cent, did filing occasionally; end 3, or 5.4 per cemt,
never filed.

The second most frequently reported duty regularly performed in
initial positions by the graduates was the transcribing from shorthand
notes. Of the 53 graduates reporting the transcribing from sherthand
notes as a duty, 33, or 62.3 per cent, transcribed regularly; 8, or 15.1
por cent transcribed occasionally; axmd 12, or 22.6 per cemt, never
transeribed.



TABLE XXIX

LIST OF DUTIES AND THE EXTENT TO WHICH THEY VERE PERFPORMED
BY THE GRADUATES IN THEIR INITIAL FULL-TIME POSTTIONS®

Duties
—Bogularly = _Ogeaslonally Sever.  __Totel
No. Per Cent No. Per Ceat No, Per Ho. Per Cent
Cent
Filing 35 63.6 17 3.0 3 5S¢4 55 100.0
Transeribing
from Short-
hand Notes 33 62,3 8 15.1 12 22.6 53 100.0
Serving as
Receptionist22 407 19 35.2 13 24.1 54  100.0
(Keeping
Books) 12 26,1 1 23.9 23 50.0 46  100.0
Accounting 12 25,0 11 2.9 25 52.1 48  100.0
Working at
Information
Desk 1 24,0 10 2.7 25 5443 46  100.0

This table is read as follows: Thirty-five graduates, or 63.6 per
cent, did filing regularly in their initial positions; 17, or 31.0 per
cent, did filing occasiomally; and 3, or 5.4 per cemt, never filed in
their initial positioms.

#0nly those graduates who reported duties in their initial positions
are included in this table.



Serving as a receptionist was reported as the third most frequent
duty vegularly performed by the graduates. Of the 54 greduates who
reported serving as a receptionist, 22, ar 40.7 per cent, served
regularly; 19, or 35.2 per cent, served occasiomally; and 13, or 24.1
per cent, never served.

The following duties are listed in the descending order of frequency
of mention as performed regularly by the gradustes: keeping of books
regularly performed by 12, or 26.1 per cent, of the graduates; accounting
by 12, or 25.0 per cent; working at informstion desk by 11, ar 24.0 per
ocsnt) composing of letters by 10, or 21.7 per cent; and operating own
business bty 2, or 4.9 per cent.

In addition to those duties listed an the prepared questiomnairve,
the following were reported once each by different graduates as a
regularly performed duty im the initial positions: clerical routine
work, typing payrolls and stock market reports, polisy writing, composing
and typing dally drilling reports, typing sccounting department reports
wvithout erasures, interviewing applisants, paying claims for travel
expenses, holding pay lines, selling, selling by telephone, holding selss

mooting, writing of Var Bomds, making, printing and developing photographs,

and teaching of commereial subjects in high sehool.

The majority of regularly performed duties in initisl positicms
reported by the graduates seem to justify the treining required for
initial office positions.

67



Qffice Machines Used by the Gradustes In Initial Fositions

The graduates were asked to check the office machines which they
used regularly, occasiomally, or never in their initial positions. The
ansvers to this question are given in Table XXX,

According to Table XXX, the most regularly used piece of office
equipment is the telephome, which was reported as regularly used by
40 of the 53 graduates responding to this part of the questiommaire.
Only 5 stated that they never used the telephome, while & said they
used it occasionally.

The adding machine was used regularly by 26 and occasionslly by 19
of the graduates. Thus, 45 out of 55 who checked the adding machine item,
reported use of this office machine.

The mimeograph wes used by 1/ graduates regularly and by 9 occasiomally,
while 24 checked "Hever®” to this item.

In descending order of their frequency of regular use, the following
office machines are listed: Ediphone and Dictaphone, Cash Register,
Caleulators, International Business Machines, Telephone Switchboard,

Ditto Duplicator, Bookkeeping Machine, Comptometer, and Addressing Machine.
When the list of machines is arranged in descending order of frequenecy

of use, based on the sum of the number reporting regulsr use and the
mmber reporting occasional use, the order of the highest five iz as

follows: Telephome, Adding Machine, Mimeograph, Caleulators, Ditto

in descending order of frequency of use iz as followst Ediphone and
Dictaphone, Comptometer, International Business Machines, Telephone
Switchboard, Bookkeeping Machine, and Addressing Machine,



TABLE XXX
NUMBER OF GRADUATES REPORTING THE EXTERT TO WHICH OFFICE MACHINES
WERE USED IN INITIAL POSITIONS®

R R R 8RR

had been used regularly

544421“

ollows
used

L]

I S

Used®®
Machine

International Business Machines
Telephone Switchboard
Ditto Duplicator

This

and it had

of the total 66 graduates who responded to the questiommaires

reported the extent of the use of machines in their initial full-time
The remaining 4 hed held no initial position; 3 were attending

school and 1 had gotten married soon after graduating from the School

of Intensive Business Training

%#3In the listing of the machines used, the standard typewriter was
omitted because it is generally accepted as office equipment.

]”Iium-



In eddition to reporting the use of machines ineluded in the

1, the camera.

In this study, the graduates vere not asked to report the use of
the typewriter as an office machine. This study is limited, therefore,
to & survey of the use of office machines other than the typewriter by

The data seem to emphasise the importance of including in the

telephone, adding machine, mimeograph, end calenlators.

to Imov vhere the gradustes are living, Such information is helpful

The data in Table XXXI show that at the time the questiommaire wvas
answered in May, 1948, the residences of the graduates were givem as
follows: of the 66 total graduates responding, 36, or 54.5 per cemt,
were 1living in Oklshoma, but not in Stillvater, Oklshoma; 13, or 19.7
per cemt, were living in Stillwater; and 17, or 25.8 per ceat, were
living outside of the state of Cklahoma.



TABLE XXXI

RESIDENCES OF ALL MEN AND WOMEN GRADUATES AT THE TIME THE QUESTIONRAIRES
WERE ANSVERED IN MAY, 1948, CLASSIFIED ACCORDING TO NUMBER AND PER CENT
FOR EACH PLACE OF RESIDERCE

—mumber Reporting Residences
Resldence Hen PR (T — S ¢~ ) N—
Fumber Per Cent Tumber Per Cent Fumber Per Cent
Stillvater 3 25.0 10 1&-5 13 1907
Oklahoma
(Outside
Stillweter) 6 50,0 30 555 36 545
Outside
Oklahoma 3 25.0 14 26.0 17 25.8

This table is read as follows: Three, or 25.0 per cent, of the mem
graduates; and 10, or 18,5 per cimt, of the women graduates; a total of
13, or 19.7 per cent, of all men and women graduates who responded to the
questiomnaires reported Stillwater, Oklahome, as their pluce of residemce
at the time the gquestiomnaires were answered in May, 1948,
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The data im Table XYXI indicate that the chief avea served by the
Sehool of Intemsive Business Training is the state of Oklahoma, This
fact suggests the meed for a eontimiing study of the occupational meeds
end opportunities within the state as a basis for plamning the curriculum
of the School of Instensive Business Trainming.

Hwmber of Zositione Held by AL Graduates

Table XXXII reveals the total mmber of full-time and part-time
positions held by the greduates from the time they were gradmsted from
the Sehool of Intemsive Business Training to the time the questiommaires
vere answered in May, 1948.

Of the 66 greduates reporting the mmber of positions held during
quﬂa,—tp-m.n,erza.spum,MIpuiumm,or
243 per cent, listed 2 positions; 10, or 15.2 per cent, listed 3 positions;
9, or 13.5 per cent, listed 4 positions; 5, or 7.6 per cent, listed 5
positions; 2, or 3.0 per cent, listed 6 positioms; and 2, or 3.0 per
cent, listed 7 positioms. Three, or 4.6 per cent, of the graduates
indicated that they had mever been employed.

The 63 gradustes who reported employment held a total of 168 full-
time and part-time positions subsequent to graduation from the School
of Intensive Business Training.

The average mmber of different full-time and part-time positions
held by the 63 gradustes reporting employment between graduation and
May, 1948, is 2.7. The average mumber of different positions held
subsequent to gradustion variec from 1 position in the case of 1 voman
graduate of the class of 1939 to 4.2 positions in the case of 5 vomen



TABLE XXXII 3

PER CERT OF DIFFERENT POSITIONS HELD BY MEN ARD WOMEN
DATE OF GRADUATION FROM THE SCHOOL OF INTENSIVE BUSIKESS
TRAINING TO THE TIME THE QUESTIONNAIRES WERE ANSWERED IN MAY, 1948+

. 3 . e ‘883
e
SRR I S DR B B 00 1 B}
Sex :...’ par & - B -t 8 3 & b
IR EE R g 3¢ &
[ o T
® « 43¢z k2
ééégcﬁgaaasﬁmsﬂ
1939--Men
Homen 1 1 1 1.0
1940——Nen g 3 1 3 3.0
1941 —3on
Vomen 3 3 4 2 1 1 1 15 47 3.1 0.4
1942—Men
Women 3 2 1 1 7 18 2.6 0.4
194 3==Men
Wonmen 1 2 1 4 16 40 0.8
1944 ~den
VWomen 1 3 1 5 21 Le2 1.1
1945—=ien
Women 1 3 1 40
1946==Men
Women 1 3 1 3 6 2,0 1.0
1947—Men 4 5 2 11 14 1.6 1.6
Total—=Men 4 3 1 2 12 17 1.7
Womem 15 11 9 9 5 2 2 1l 54 100 1.9
Total 19 16 10 9 5 2 2 3 66 168 2.7

Total 28,8 2403 1542 13.5 7.6 3.0 3.0 4.6 100.0

Per Cent |

. . e e ————
This table is read as follows: One 1939 woman graduate 7 listed the

total mmber of different positions held from the date of graduation from

the School of Intensive Business Training to the time the guestiommaires

were answered in May, 1948, reported that she held only 1 position.

*This table includes both full-time and part-time positioms.
#9The words position and jobs are synonymously used in this table.



When the length of time =imee gradumation is considered, the rate of
job change is lower for the gradustes fimishing during the years of
uﬂﬂxﬂnﬁlgffgny%&iuﬂﬁ_uﬁi.
the 15 vomen gradustes of the class of 1941 reported a total of 47 4iffy erent
part-tims end full-time jobs for the emtire pericd between gradustion
and May, 1948. The aversge mumber of diffevent jobs held by the graduates

ef the class of 1941 is ealeulated to be 3.1. This figure compares with
1,5 jobs for the 10 vomen gradwates of the class of 1947 who reported
employment date. Howvever, when the mmber of years sinee graduation is
eccounted for, the average anmmal job change is less for gradustes of
the war years tham for the gradunstes since the war closed. Again using
the 15 wvomen graduates of the class of 1941 as en example, the average
mmber of jobs held per employment year is figured to be O.be This
average is arrived at by multiplying 15 (graduates) by 7 (years between
graduation and May, 1948) and dividing the result (called gradnate
employnent years) into the total mmber of different jobs held bty all
msmbers of the class of I 941, or into the figwre 47. On the basis of
these calculations, the rate of job change is lower for the war yoars
than for the years since the var clossd. However, it is recognised that
ths job stability for the gradustes of recent classes of the School of
Intensive Business Training can be determined more accuratsly after a

longer period has elapsed sabpequent to gradumtion.
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Emplovnent Status of the Gradustes in Mav, 1948

Teble XIXIII reveals the employment status of the mem graduates at
the time the questiommaires wers answered in May, 1948. Of the 12 men
graduates, 10, or 83.3 per cent, were employed full times; and 2 were
sttending school full time. No men gradustes were employed pert time.

The employment status of womem graduastes is shown in Table XXXIV.
Of the total of 54 women graduates, 27, or 50.0 per cent, were euployed
full time; 22, or 40,7 per cent, were unemployed becanse they were
married and at home; and 5, or 9.3 per cent, were employed part time.
Three were attending school and working part time and 2 were married
and vere interesied only in pari-time work.

A comparison of the initial employment status of womemn graduates
with their employment status at the time the questiomnaires were ansvered
in May, 1948, shows that approximately half of the women were no longer
employed in May, 1948, becsuse of marrisge.

Table XXXV shows the type of full-time positions held by women
graduates at the time the gquestionnaires were answered in May, 1948. Of
the 27 vomen employed full time, 10, or 37.1 per cent, were secretaries;
6, or 22,2 per cent, weve stemographers; 3, or 1l.1 per cent were typists;
2, or 7.4 per cent, were bookkeepers; 1 was an operator of business
machines; 1 was an aireraft commmicsior; 1 was a soclal case wvorker;

1 vas a research assistant; 1 was a WAVES Disbursing Officer; and 1 was
a business partner im s photography shop.

The part-time positions held by the 5 women gradustes were: secretary,

by 1; stenographers, by 3; and telephome operator, by 1.
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TABLE XXXIIX

EMPLOYMENT STATUS OF MEN GRADUATES AT THE TIME THE QUESTIONNAIRES WERE
ANSWERED IN MAY, 1948

Eaployment Status

10

Full Time

Part time

Full Time

Total
This
gradua’
May, 1948,



TABLE XXXIV

EMPLOYMENT STATUS OF WOMEN GRADUATES AT THE TIME THE QUESTIONNAIRES
WERE ANSWERED IN MAY, 1948

Employment
Status 583
3 931

& S > S % .-
g I AAE 3 o528

Employed

Full Time 6 4 3 2 1 1 1 9 27 50.0

Uneaployed

Karried-At Home 1 1 10 4 2 2 1 1 22 40.7

Employed

Part Time 1 28 1® 1® 5 9.3

In Sehool

Pull Time 0

Total 1 7 15 7 4 5 1 3 11 54 100.0

This table is read as follows:s Six 1940 women graduates, 4 1941
women graduates, 3 1942 women graduates, 2 1943 women graduates, 1 1944
woman graduate, 1 1945 woman graduate, 1 1946 woman graduste, and 9 1947
women graduates, a total of 27, or 50,0 per ceat,; of all women graduates
wvho responded to the questiomnaires, reported that they were
full time at the time the questiommaires were answered in May, 1948.

*One 1944 woman graduate, 1 1946 woman graduate, and 1 1947 woman
graduate are attending school and working part time. The other is
interested only in part-time employmemt because of marriage status.



TABLE XXXV

RUMBER OF WOMEN GRADUATES REPORTING FULL-TIME POSITIONS AT THE TDME
THE QUESTIONRAIRES WERE ANSWERED IN MAY, 1948, ACCORDING TO TYFE
AND PER CERT OF POSITION HELD AND YEAR OF GRADUATIOR

Humber of Women Graduates

78

Reporting g
———tibl=Time Pogitions ______
<
u
Type of Position 334‘8-
288
A EEEEEEE Eigé
s 24445838 & ¢
Secretary 4 2 1 3 10 37.1
Stenographer X 2 3 6 22,2
Typist 1 2 3 1.1
Bookkeeper p | 1l 2 Tod
Operator of
Business Machines 1l 1 37
Alireraft
Commmicator 1 X 3.7
Social
Case Worker 1l 1 3.7
Research Assistent 1 1 3.7
WAVES-Officer 1 1 3.7
Photography-Partaner 1 1 3.7
Total -0 6 5 2 2 1 1 1 9 27 100.0
This table is read as follows: Four 1940 women graduates, 2 1941
women graduates, 1 1942 woman graduate, and 3 1947 women graduates, a
total of 10, or 37.1 per cemt, of the women graduates, who responded to
the questiomnaires reported that they were holding full-time positions

at the time the questionmaires were answered im May, 1948.
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- Since 11 of the 12 men gradumtes who responded to the questiomnaives
wvere gradusted in 1947, their employment status at the tims they answered
the questicmnaires is the same as found in Table XXI.

memnummw
Here Answered My, 1948

Table XXXVI indiecates the monthly salaries for the full-time
positions held by the men graduates at the {ime the questicmnaires were
enswered in Nay, 19/8. The distribution of the salaries for the 9 men
reporting are as follows: within the selary iuterval of §125 to §149,
1; $150 to 174, 1; £175 to 8199, 25 $200 to $299, 2; $300 to $399, 13
and $400, 1.

One employed man graduate did not list his salary, and 2 uwnemployed
men gradustes vare atteading school.

Tsble XXXVII inmdicates the momthly salaries for full-time positions
reported by 23 vomen gredustes at the time the guestiomnaires were
snswered in May, 1948. Themnthly salaries reporied Ly the women are as
follows: within the selary iuterval of £100 te (124, 1; $150 to $174, 103
$175 to §199, 43 $200 to §224, 5; §250 to $274, 13 $275 to §299, 1; emd
$300, 1.

The data im Table XXXVII indicate en incresse in women's salaries
as compered to the women's initial salaries in Table XXVIII, Fouwrteem
of the 27 women holding fall-time positions vere receiving salaries within
the salary range of $150 to $199, inclusive, in May. 1948. The moda)
Mwm;uumumgmn.mwmm Four
vomen failed to report salaries for their employment at the time the
questionnaires vere ansvered in May, 1948.



TABLE XXXVI

MONTHLY SALARY RANGES OF MEN GRADUATES IN FULL-TI..E POS.TiOLS AT THE
TIME QESTIONNAIRES WERE AKSWERED IN MAY, 1948

Number of Hen Gﬁdmtm Reporting
—tonthly Salaries

iy By §§§E§§§§§’g

TILET 5302

" _ggg@_g_g__:g‘rﬁﬁ
193

1940 - 1
1941
1942
1943
1944
1945
1946

1947 d 1 2231 I 2 21

TOTAL 1 1 2 21 2 1 2 12

This table 1s read as follows: One 1947 man greduate reported
he was receiving a monthly salary within the interval of $125 to $149,
inclusive, in a full-time rosition at the time the questionnaires were
answered in May, 1948,



TABLE XXXVII
MONTHLY SALARIES REPORTED BY WOMEN GRADUATES WHO WERE

EMPLOYED FULL-TIME AT THE TIME THE QUESTIONNAIRES

WERE ANSWERED IN MAY, 1948

Humber of Womem Graduates

Year

SyuSpuOLERY
™01

8 Thednoy
-poloTdwoun
peq.rouey
AxueTeg Of

00c¢ Jeap

o6egsLLe
Yz =0528
éveg~szee
yezg-o0ee
66TE9LTE
YLTE=05T$
6YTE-s218}
72 T$-0014|

1947

1

1 010 4 5 0 1

One wvoman graduate im 1947 who

This table is read as followss

responded to the questiommaire reported thet she was receiving a salary

within the interval of $100 to $124, imclusive, in a full-time position
at the time the questiommaires were amswered in May, 1948.



Chapter IV is concerned with the employment record of the graduates
of the School of Intensive Business Training from the date of gradmtion
to the time the guestiommaires were answered in May, 1948.

For the ten-year period covered by this study, data relative to the
employment records of the graduates reveal that:

1, Of the total of 65 gradmtes who responded, 47, or 71.3 per oemt,
seoured full-time positions within 6 momths after being graduated from
the School of Intemsive Busimess Training.

2. Of the total of 66 graduates vho responded to the questiomnaives,
28, or 42.4 per cent, received initisl positions through the msams of a
personal applicatiom.

3. Of the total of 66 respondemts, 31, or 47.0 per eent, were in
thelr initial positions for less than 1 year.

L. Of the 12 men gradustes, 3 vreported that they held initial
positiops as bookkespers.

5 The mmjority of initial positiens reported by the 52 women
graduates were in fields for which they had been traimed. Forty-six
wvomsn graduates, or 87., per cemt, were employed in offices. The two
largest groupe of offise workers wvere as follows: secretaries, 10;
stenographers, 20.

6. The 23 different businesses in wvhich the initisl positions were
cbtained by the 52 vomen graduntes were varied. BEight were employed
in offices about the campus of Oklshems Agriemltural and Mechanisal
College; 7, by oll compenies; smd 6, by the Federsl Civil Serviee
Commission, The remaining tusinesses included agricultural agencies,



ingurapce and law firms, public welfare deparimemts, food firms, and
doctors’ offices.

7. A relation was found to exist between the options of training
end the initial positions of both mem and women graduastes.

8. The initisl wmomthly salaries reported by the mem gradmtes
vere higher than those given by the women.

9« The duties perfarmed as reported by mem and women graduates in
mmmmummwudmmmmm
employmeut. The 3 highest dutles performed, as repcrted by the graduates,
were filing, tramscribing from shorthand notes, and serving as a reception-
ist.

10, The office equipment most used by the majority of gradmtes in
initial positioms incluied the telephome, the edding mechine, and the
Mimeograph duplicating machine.

il. Approximately three fourths of the men and vomen gradustes listed
Oklshome as their state of residence at the tiams the questionnaires vere
snsvered im May, 1948, Seventeen, or 26,0 per eemt, of the total
graduates veres living out of the siate of Oklahoma, However, a review
of the various positions held by the graduates during the past few years
reveals that many had had employment in various parts of the United States.

12, Of the total of 66 graduates, 19, or 28.8 per cemt, of the
gradustes had held only 1 position. Of the total of 66 gradmtes 16,
or 2.3 per cent, had held 2 positicas.

13. Of the total of 12 mem gradmtes, 10, or £3.3 per cemt, wers
employed full time at the tims the questicmmaires wers answered iam May,
1948,



14. Of the total 54 women graduates, 27, or 50.0 per cemt, were
employed full time at the time the questionnaires were answered in Msy,
1948. However, of the original 52 women graduaces who had reported
initial positioms, 22 had left employmeni because of marriage.

15. Of the remaining 27 women graduates holding positions at the
time the questiomnalres were answered im May, 1948, 22, or 8l.5 per cemt,
held office positions. This list of positions includes secretaries,
stenographers, typists, bookkeepers, and operators of business machines.

Opinions and sttitudes of the graduates are givem in Chapter V.



CHAFTER V
OPIRIONS AND ATTITUDES OF THE GRADUATES

By means of the gquestiomnaire, the graduates were asked to make
specific suggestions for improving the training and services of the
School of Intensive Business Training.

Vhile this chapter of the study deals with the opinions end
attitudes of the graduates, these opinions and attitudes are "facts in
so far as the responses are typical responses of individuals. . . .

They represent the leanings of the group——tendemecies which may be
either right or vrong, helpful or detrimental to society, gemerally
goodwmllyhnd."l

Through these facts, "trends may be determined. In terms of
trends and goals, the facts of current practice emsble us better to
Mﬁhﬂhmmhmﬁumuhm.'z

Nineteen of the 66 respondentsmde no comments on their training
in the School of Intensive Business Training and offered no suggestions
for improvement. Fifteen stated that their training had beem satisfactory,
and they made no specific recommsndations. Thirty-two respondents gave
criticisms, suggestions, and recomendations. The informatiom im this

lcarter V. Good, A. S. Barr, and D. E. Seates, The Methodology of
Educgtional Research, p. 332.

2]. Andrew Holley, The Americen Business Edueation Yearbook, The
Changing Buainess Education Curriculum, Vel. IV (1947), p. 202.



chapter, however, does mot lend itself to talular recording since, in
many instances, several statements were made by the same respondent.

In the exmct words of the respondemts, some of the commemts,
eriticisms, and recommendations ere listed in the order in which they
occurred most frequently.

Fore intensive training and study in Frglish and word study
eoursges,

Business English and letter writing should be required subjects.

Great emphasis should be placed on word study. Learning to be
acourate is very important. Business English is very important; it
has helped me more than other courses.

Business composition end English are very important.

I think the Business English camnot be stressed too highly because
a correct vocabulary and use of words is the most essential part of
an education.

More stress on basic grammar.

I believe that students prepering for a stemographic position
should be givenm rigid training in English. More emphasis should be
placed on spelling because it is used constamtly during the day. The
course which included spelling at the time I attended A, & M, was not
very thorough.

Those training in the secretarial course should have concentrated
study in English.

The English offered is not adequate for two years of college
training.
'sm-ndmmmmtbow. Voecabulary
should be included in every course espeecially in courses of the
Seeretarial and Clerical Practice Optionm.

NMore detailed composition of letters and more stress om use of
words and vocabulary.

More intensive course in letter writing.
More stress inm English, in letter writing, and spelling.



Stress English for Lusiness and letter composition.
More practieal course in Business English, composition of letters,

I suggest that studemts tske guite a bit of English, A course
should be given to emable students to know how to "meet the publie,”

There iz need to stress good spelling for a foundation in knowing
how to use all sort of terms and vords. Good English is e fundamental
course and should be given mare stress.

Clerical Practice Course:

The use of the teletypewriter might be imcluded in the cleriecal
practice cowrse,

Stress importamece of the cooperative office practice course because
the experience gives ome sn unlimited wealth of knowledge that eould
never be gottem in a classroom.

More stress in business machine

Make the clerical practice course a requirement for secretaries in

I think the clerical practice course is sn ideal one for a commercial

Hational Cash Registers should be taught in the clerical practice
course. I knov meny companies cammot find anyome capsbls of operating
them. They would welcome amyone with such training.

The clerical practice course gives ome more confidence vhen applying

working in verious campus offices to help prevent "stage fright" and

inadequate. Students should know how to use and wire the collator
and the reproducing summery gang punch.



Training in the use of the Comptometer should be included in
the machine course.

Shorthand and Transcription:
Much time needs to be spent on tramscription.
fAave students take dictation from more than one person.

More tramsc iption in shorthand, and while tramscribing do not
allow students to copy from one another. Students must be independent
in this phase of their work.

If possible, stemographers should have a gemeral knowledge of the
business for which they intend to work. This may be done in the
shorthand and transcription course.

Thorough training in shorthand iz a necessity.

I would suggest that the shorthand courses emphasize the most
frequently used words peculiar to various industries.

Suggestions in Gemeral:

Training should be given in some business. For example, start

from the transaction and go completely through the business procedure
all the way from the sales slip to the customer's statement.

Impress upon students to study and get all they can instead of
Just "getting by."

A course in persomnel management should be included im I. B,
Students should be urged to take psychology.
Too much bookkeeping in the Secretarial Option.

The courses given are good preparation for a studeant;, but since
Intensive Business is part of the college, I think the courses shonld
carry an equal amount of credit as courses in the School of Commsrce.
Courses such as business law, accounting, shorthand, should apply for
equal credit in the School of Commerce,

" Training in the development of the student's initistive should be
ven.

Would it be possible for you to hold special two-week courses
in sumzer so that former students could bring back problems and do some
brief revieving and take some refresher courses?



Have a better writeup in the College Catalog to get more studenmts.
You have a good program.

Entrance tests should be given to students plamming to enter the
School of Intensive Business Training to find out if possible for whiech
option they are best suited.

I believe that it is rare at presemt that the stenographer or
secretary do both the stenographioc-secretarial duties and the bookkeeping
duties. Therefore, I would muggest that the student select one or the
other and have a more rounded, fuller background in the ome.

Feyorable Comments gbout the Iraiping Recelved:

It is equally satisfying to know you are keeping your
"abreast of the times" as this type of effart helps to keep 2. & M,
tops in the business world,

I an perfectly satisfied with my training and would not hesitate
to recommend the training to anyone.

Intensive Business Training Course has helped me to prepare mysell
for business.

I have no suggestions as I think the course is very thorough.

I feel my training in this school was very thorough and very, very
helpful.

Thank you so much for being interested in knowing how I fared with
the course of training I received in your school.

I find my certificate from Cklahoma A. & M. is well recognised
in every state I have applied for work.

Your business training offered in yowr school was quite thorough
at the time I vas emrolled. Since seversl years have passed since
then, I am sure it i1s even more complete at this time.

The course I took at A, & M. wvas very well rounded.

I am delighted to be of service to you since you and the Intensive
Business Training Department have been of such service to me.

One of the niee things about your course is that studemts can
mmmmtwm.mmymmmwzumvzw

having to take all the tb.m:rmas in the other schools that

are usually forgottem put no use, I felt that the course in
Intensive Business is just Iuodadnﬁ have encouraged others
to take it. It has done me more good then all the other three years

I spent in college, and I have enjoyed all the sourses very mush.



I feel that my training was most valuable.

When I took the course, I felt that the student at Busimess College
"speed" and yet has the university background and prestige.

Some Attitudes toward Geperal Courses:

I would like to have had more academic courses, such as history
and economics,

Economics and philosophy would have fitted me better for my

particular tasks rather than having taken the smatiering of accounting
vhich I did.

Sumery

Subjective reactions of the graduates of the School of Intensive
mmmmmmwummmmh
Chapter V.

From the comments of the gradustes which are quoted in this chapter,
it would appear that the following statements are valid.

The majority of the graduates express a need for more effective
emphasis on the study of English, including business English, word
study, letter writing, composition, spelling, and vocabulary building.

Many of the graduates consider the cleriecal practice course very
significant and important to office training.

Some of the graduates suggest that more time should be devoted to
trenseription training, and that a thorough training in shorthand is a
necessity. However, these comments ceme from the most part from those
graduates vho completed their work in the School of Intensive Business
Training prior to the present transeription mrogranm.

The comments of a few of the graduates indicate a felt need for
more academic coursea in the program of the School of Intemsive Business

Training.
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From the number of favorable comments, it appears that the program
of the School of Intemsive Business Training has satisfactorily met
the needs of the students for the period of years covered by this study.

The findings, conclusions, and recommendatiocns of this study will
be found in Chapter VI,



CHAPTER VI
SUMMARY OF FINDINGS, CONCLUSIONS, AND RECOMMENDATIONS

Sumary

The purposes of this study, as set forth in Chapter I, are as
follows:

1. To determine, through a comprehensive investigation of
vocational and educational experiences of the graduates,
the effectiveness of the training given, and

2. To determine, from opinions and suggestions of the graduates,
wvhat specific curriculum revisions are needed.

Data were collected through the use of a questiomnaire mailed to
124 greduates of the School of Intensive Business Training for the
years 1939 to 1947, inclusive. These data were presented and amalyged
in Chapters II to V, inclusive. The findings are summarized as answers
to the specific questions listed in the statement of the problem.

1. Io yhat extent has the iraining in the Scheol of Intensive
Business Trainine been utillized by the graduates in their
rost-graduate ocoupational activities?

Of the total 66 respondents, 47, or 71.2 per cent, completed their
training in the Secretarial Option; 14, or 21.2 per cent, completed
their training in the Bookkeeping and Clerical Optiom; and 5, or 7.6
per cent completed their training in Retail Selling and Small-Business
Management Option.

Of the total of 54 women respondents, 47, or 87.0 per cent, were
gradusted from the training in the Seeretarial Optiom; 6, or 11.1 per
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graduated from the training in the Bookkeeping and Clerical Option;
and 1 was graduated from the training in the Retail Selling and Small-
Business Management Option.

Of the 53 graduates who had trained in the Secretarial and Bookkeeping
Options, 47, or 87.0 per cent, obtained initial positions in the field
toward which their training had been directed. Ten were secretaries;

20, stenographers; 1, bookkeeper; 7, typists; 5, stemographer-secretaries;
1, bookkeeper-secretary; 1, operator of business machines; emnd 2, office
clerks.

Of the 12 men greduates, 8, or 66.7 per cemt, trained in the Book-
keeping and Clerical Option; and 4, trained in the Small-Business
Management Option. The & who trained in the Bookkeeping Optiom obtained
initial positions as follows: 3, operators of Intermational Business
Machines; 1, persomnel assistant; 1, bookkeeper; 1, assistant manager;
and 1, clerk, butcher, and meat buyer. Omns was a student in the School
of Commerce at Oklahoms Agricultural and Mechanical College.

The 4 graduates who trained in Retail Selling and in the Small-
Business Management Option obtained initial positions as follows: 1, as
cost accoumtant; 1, as bookkeeper; and 1, as sutomobile salesmen. One
vas a student in a trade school.

In the listing of duties performed in the initial full-time positioms,
£1ling vas indicated by 35, or 63.6 per cent of the 55 gradustes reporting,
as a duty regularly performed; transcribing from shorthan! notes vas
indicated by 33, or 62.3 per cent of the 53 graduates reporting, as a
duty regularly performed; and serving as a receptionist was indicated

by 22, or 40.7 per cent of 54 graduates reporting, as a duty regularly
performed.



The 5 graduates (4 men and 1 woman ) who trained in Retail Selling
end in the Small-Business Managememt Option indicated that the training
vas valusble to them. Four of them were assis ting in mansging businesses
at the time the questiommaires were answered in May, 1943.

At the time the questiomnaires were answered in Msy, 1948, 10, or
83.3 per cent, of the 12 men gradustes were employed full time. Eleven
of the 12 men graduates vho responded to the questiommaires were graduated

questiommaires was the same as their initial positions.

At the time the questiommaires were ansvered in May, 1948, only
27 women vere employed full time, and only 5 were employed part time.
This fact shows that approximately half of the women were no onger
employed, the reasom given being that of marriage.

Of the 27 women graduates employed in full-time positions at the
time the questiommaires were answered in May, 1948, 22, or 81.5 per ceat,
wvere employed in office positions as follows: 10 seeretaries, 6

stenographers, 3 typists, 2 bookkeepers, and 1 operator of business
machines.

2. nercantage of the graduates of ihe School of Intenasive
Iraining asttend higher of leaxning after
being graduated from the School of Buginess Iralning?

Hinsteen, or 28.8 per cent, of the 66 graduates responding to this
survey attended institutions of higher learning after being graduated



Five of the graduates, ar 26, 3 per cent, received their Bachelors'
degreea. Of the 5, 1 was a man and 4 wvere women. The man recelved his
degree in Commerce; 2 women, in Secretarial Administration; emd 2 women,
in Business Educatiom.

The 1/ who contimued thelr education but did not receive degrees
chose these fields of study: 1 man and 2 women, coamerce; 3 women,
business education; 2 vomen, typswriting and shorthand; 1 man, ascounting;
1 woman, journalism and psychology; 1 woman, speech; 1 woman, art; 1
woman, physical educatiom; and 1 men, watchmaking.

Six of the 19 gradustes who contimued their education were attending
school at the time the questiomnaires wers answered in May, 1948. OF the

6, 3 vere men and 3 were women.

> i B ettt o Sheic Tatial sosttione’

Forty-two, or 73.7 per cent, of the 57 graduates vho received
shorthand training indicated shorthand training helped them to get their
first positions. Of the 42, 35 were graduates of the Secretarial Option
and / were graduates of the Bookkeeping and Clerical Option. Thus, 42,
or 63.7 per cent, of the 66 respondents to the questiommaires imdiecated
shorthand training helped them to get their first positions.

Thirty-nine graduates (35 of the Secretarial and 4 of the Bookkeeping
Options), or 84.8 per cemt, of the 46 greduates reporting indicated they
used their shorthend skill in their first positions. Thus, 39, or 59.1
per cent, of the 66 respondents to the questiomnaires used their shorthend
ski1] in their first positioms.
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4. In the opinions of ihe graduates iz the Scheol of Intensive
Bugipess Iraining sdequately meeting ihe needs of ihe students
for buginess requirements?

Of the 66 respondents, 19 graduates expressed no opinion or
suggestion. Of the 47 vho indicated suggestions, 15 stated the training
they had received had been satisfactory and that it had met their needs
for employment in business.

5. Acgording 1o the guggestions of the gradugies, what curriculum
revigions are desmed pecessary or desirable?

Approximately oms third of the graduates indicated that English was
not sufficient. They expressed a need for more intensive treining in
business Fnglish, word study, vocabulary tuilding, spelling, letter
writing, and composition.

Approximately ome fourth of the 66 respondents suggested that the
clerical practice course be made more functional.

Conclugions

On the basis of the findings of this study, the following conclusioms
appear to be warranted:

The graduates considered the training as terminal since only 19 of
66 graduates contimued their education.

The majority of the gradumtes of the Secretarial Option used their
shorthand training in securing initial positions and subsequently utilised
their shorthand skill in their initial positioms.

Initial positions were generally obtained in the fields for which
the graduates were tralned.

Relatively few of those trained in the operation of International
Business Machines utilized the training in employment.



Becommendations

On the basis of the findings and comclusions, it is recommended
that:

1. Further study of this type be conducted over the next five-
year period.

2. The curriculum be revised to include more specifie training in
basic English skills.

3. A definite curriculum be established for the Clerical Practice
Course and that it be given more significance.
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INQUIRY PORM TO GRADUATES OF THE SCHOOL OF INTENSIVE BUSINESS TRAINING,
OKLAHOMA AGRICULTURAL AND MECHANICAL COLIEGE, STILLWATER, OKLAHOMA

PLEASE WRITE PLAINLY AND ANSWER ALL QUESTIONS CAREFULLY. SOME QUESTIONS MAY
BE ANSWERED WITH A CHECK ( ) OWLY.

1. Have you attended any school or college since leaving the School of Intemnsive
Business Training, Oklahoma A, snd M, College, Stillwater, Oklahoma? Yes__ No__

2 If your ansver is YES to questiom No. 1, please fill in the spaces below.

Name and locatiom of Dagree Field or fields
school or college Vhen attended recelved studied

From To,
Mo. Tr. Mo. Tr.

From To
Mo. Yr. Mo. Yr.

3. Give the following information concerning ALL POSITIONS you have held since
leaving the School of Intensive Business Traiming. Fill in the blanks by
PRESENT POSITION first; the FIRST POSITION that you had
of Intensive Business Training should be listed last.

i
5
¢
b

Part-
Name of job or kind time
Kind of business of work according to Approx. or
(bank, lumber, duties such as typist, salary full-
Hsme and address imsurance, ofll, » book- per tims
of m 1-[, m.) W' file M'm. Dates 20e work®
EXAMPLE:
Gulf 0il Co.
Tulsa. Okla. o1l Ivpist & File Clerk From Dec.43 o P
To May 44 F__
From P
To r
From P
To F__
From P
To .
From P
To F__
From P
To r___
From, P
Te ¥

full-time work for 30 hours or more per week.
Irmgn_uhmrorwwm,phuommdd‘.)
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&cmmomwwwmmemammeanm
leaving the School of Intensive Business
wﬁn-plmmdthsohooldmnnm“m.

et hrough personal application By answering newspaper advertisement
—Through a friend or relative If through some other means, pleass lid:

5« Did your certificate help you obtain your FIRST POSITION? Yes_ No___
Do not know___

6. Did the training you received in the School of Intemsive Business Training help
you obtain your FIRST POSITION? Yea __ Fo___ Do not know___

7. Did your shorthend training help you to get your FIRST PISITION after you completed
your training in the School of Mnmwaﬂ__lq_
not know

8. If your answer to question No. 7 is YES, did you use your shorthand skill after
you started to work in your FIRST POSITION? Yes _ No___

9. Check the following list for any activity you had to perform in comnection with
your FIRST POSITION since leaving the School of Intemsive Dusiness Traiming,
indicating how frequently you performed each activity.

Regularly Occasionally Never
m.oo-o-.co.o-n..oo--oo..ooa...pco
m......‘.............................
Serving as a W.ooo..otoo-onooao_
omtm oun m.t...-.lt..c.lo..o.m
m (m m-)-oooono.co.oono____
Transc ibing from shorthand notes.ceceece.,

Working at information uoo.ooo.ococo-oo____

w M‘l‘-ﬂl.."uu...............u__,_
List and check other activities:

LA A A XN

S el A T b R
SeFssnee

m.mw«mmmm.ﬂm.ummmmtmwum
FIRST POSITION since luvl.w School of Intensive Business Training, inmdicating

hov frequently you used each machine.

Regularly Oceasionally Never
Adding Machin®.ccescecccccscsssscncscccsos
M Machin®.eecccocssccccccnsccanes
m Machingecececveesrsnscscsencen
M...............................

w’...........III....I..I.....I.O_
M W........-.IC............l*..-

Ditto W........o.o..........oo...___
mh or Wo.o.o-..ooo-oo-o----__
International Business MachineS...eeeccoeo
w-.oouooo.-;o-oo.u-..-o.-o---.-o_______
:d.m ;:lm.“.o.oo.oo-.--ooo.--.oooo_____
List and check any other means:




If you tock the courses in training for Small Business Management uhile attending
the School of Mumurm.mmmronmms
m tu' m M 'dm h m?....‘..........'......!“

Have you ever owned a businesslececccccccsssscscsssscccacsceaiOn '0
Have you ever w a8 businessicecesvcecccsosccssccsccccccelOB Ko
oun 8 DuBiness?cccccssccccrsccesenccsnsecosesscssccscelOD No,
BUSINSS82.0cc0ress00snssscecactennssscncsocsciOf No
Did you ever assist in managing a business?ccceccecccoccocoectO8 Ho
ist hm B busIness’.ceccccsvccscscccscaies No,

Check the courses you took in the School of Intensive Business Training, indicating
to you in the business world.

GREAT VALUE LITTLE VALUE RO VALUE

EVEL
%

:
]
§
i
]

i

LA S A A AN RS 2R R SR A A )

BW...........-....‘.............
Mﬁm’.............'.--.-......
Business w-...ooono-.o.-.o..oa.oc
w‘..............‘.................
Word Studyeccccccccecccccscsccnssncences
Clerical Practicecccccccecscsccccscsccse
International Business Machines...c....
Business mm.ootooooloooocooo
Business LaVececccescscsccsscsccccsnces
Retail 3’11“-.oo-..oo-.-oc-ooo-oooooo
Mm......‘..ll.................
List any others and check valus:

I

L 2 RN 3

What specific suggestions do you have that would make the training and services in
the School of Intensive Business Training more useful to better prepare studemts

for employment?

(PLEASE USE REVERSE SIDE IF NECESSARY.)
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OKLAHOMA
AGRICULTURAL AND MECHANICAL COLLEGE
DIVISION OF COMMERCE
STILLWATER
April 19, 1948

ScHOOL OF INTENSIVE BUSINESS TRAINING

Dear Graduate:s
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Gleon D, Overman
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OKLAHOMA
AGRICULTURAL AND MECHANICAL COLLEGE

DIVISION OF COMMERCE
SCHOOL OF INTENSIVE BUSINESS TRAINING

" STILLWATER

May 7, 1948

Dear Graduate:
Several weeks ago I sent you an ingquiry form for you
to £1l1l in and return to me. To date I have not

He are anxious to complete the curriculum revision
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