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CUAP'l'.ER I 

This is a E'tt.idy to d:eterni.m) ~,hat, busines:'s oecupci'tional opJg:>rtunities 

there are in Pcnioa City !'or the 17racluat0s of the high :tehool businB.:$S 

education depRrtr1ent• what off'iee r1achines ar-e :ln crnmnon use loeally, 

and how man,y employees arn mi.~chine oparatot"s. 

P11rnos~ Q! the stud:t;. The fol.lowing list constitutes the chief 

1,. 'f o d0ternd ne to what exterrL mnpL:,yers will r,~plo;y store rmd 

office \10rk,n:•t,I ,~s young as 'the Hverugo high sclne-cl gradlui.t~e. 

2. To detcrmLne tho :.,n.nber of ncr.r-.' worker~ 0Jtployed durinff t.he 

laet t,,,c!lvo months, ~dlich i;ill gi.vc sor:1e evidonc,~ upon which to esti-

nato the number of workers that the hu.siDos$o~ of the comrnuni.ty can 

&hsorh an:nuall;? .. 

3. 'fo determine what educational l0vc1 i.s demanded h;r local busi

ness men of 'Lhe vari-0ue ~ypes of \'JC:rkor<..;. 

4. 'l'o dr~termin,~ i;o t"'lrw:t extent the lceal ,('?J'Uployerc demartd: ex-

pericnee on the part oi' ne~:; employ~-0s .. 

5. 'l'o determine lf thore is ti sex preference for einployees 111 

t.he dif'ferent cla.::H.di'ications cf workers. 

6. To detex'Titinn, to oo,tll?. ,:,xteut, the importance of' ,:siving train

ing in U'.(~ use or offico ;1;;:1,chi.m:s, e.t'td t,ho kind of office equipr:umt 

.Need for i;:.br> studz. 'l'ho hieh school began of'foring training in 

busine~~; cchicatio:n in 1904. T}1e stuti.ent hour cnrolltnent in this ·;;mrk 

has incr0&£:ed .from three dur·ing tho f:.i.rst year to 1070 in 1941. The 
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have\inereased to inelude inatruotion i:n tho following: 
1\ 
I 

\t\,o years of tytJEY111riting 
\t"Wo yGru·~ of bookkeeping 
~tJo years of shorthand 
,~110 y0ar of i:,ranso.ription 
one year of of fine practice 

I . . 
o~e yaar of' elerieal practice 
o~e.-half yer,,r of gcnerEI.1 sale:st,1;;1:r1ship 
n~~d ti;o yt'l6.T'S of <livt,ril:m:tive aducatio.n 

! \ 

the ob;J~-etivee of' VIhieh o.ro vocctimwl i.n nature. Arc there opporlunitiec 

i.n Po11ce; ~it:;· whfo".h raquir.,;J troining in thef'!c cotn'Bes~· 
ii~ 

Th<1rrci is a total al'.lrc;ll,ttent .of 62) student elase bcurs in thone 

these sabje~ts have non•vocati<.nm1 value:;, but tl1ey art) p::•t:nar:Hy ·,roca

tional,. Ar~ there r.m.fficieut bati.."less OJ)portunit:Lcs in thie city t,o 1:iro-

and too fl¥W' .it;~iles poople. .tssuming that this is true in eerta.:tn sec• 
. ' 

oosaril,y- fbllow that it is true in Ponce City. 
i I'"'· 

ft fi~~:rear follow-up ~tu~· or tho e:raduH.tes of tbe high s.ehocl 
/ ' 

\ ; '.. 

·,tl ,,.bt l~,avd 'ao~·e "'0'1·eV1in- -~Wf'e~~e:r<t 1 f diff'~rer1t, 'Lrainh.g h$,'.l b{'iiE1n ,._ -f:·) .... :j i.·.~ . :: : t· ~·.... ;~~-- .lit . .... . .::, :i...,,-..4 ....... .J,. .. + ,, .• 

Iunof 'ieia:r,opri~z enrollnent of 19,U. 
' ' . 



available, or if they ba.d been given sono infor"lation in rcg-,;.rd to the 

busine$s opportunities in the ei ty, throuch the euido.ncc pr<>f.TAtl. Hence 

e have ono or the ex-eat needs for th1s atudy: to :.ecure in.fon!l8tion to 

be used in guidanee work. 

Since only a.bout fo.,..ty- .five rer cent of tho graduates of the local 

cigh school r.o on to college, many or the pupils ho take voootionnl 

busineso train.inc oxpeat to s~k and find omployncnt u1 on graduation .. 

The Average ago of these pupils at the time of graduation is between 

seventeen sr,d oiehtcen, consequently thore aro sone poi.itions closed 

to the~ becauoe of their lack or maturity. It is- highly impcrtant that 

infornation be available concorn.ing uhat t,ypes of work people of that 

age may rcesonably e:lq)eOt to secure in this city. 

Information concerning the annual employee turnover in the various 

types of positions e;hould also bo available so that there ilill be sone 

evieence upon which to base en osti.'!lato of the number of positions annu

ally avA.ila.blo . The data secured b;t this study should gi"Tc some in .. 

sil;ht into the question as to hethcr or not there arc too r..any people 

training locally, for certain lines of work and not enough for others .. 

Decauee of the nature or the .,ro:rk there sro some jobs for vhich a 

righ school education is insufficient. It ia the duty of tho schcol to 

instruct pupils as i",o wlu1t jobo tho high school can train thea for . 

Tl!is can.not be adcq~tc1y <lone unlcso it is known what loco.1 posi !.,1one; 

ar~ open to people with no raoro than a hizh school education and what 

types or local jobc require eollege training. 

Uany f~s require th.tat new 3-."lrloyees have hnd r-,ork experionce. 

It r-holu.d be known by sohool people who do puidence l!lork ,- wr,.at types of 

bu5inessec havo Guch a requirement and to what typea of Jobs it applies . 



Applhn:C<J Stores 
Au;bo Supr,ly Stores 
Banks 
13eve:rage Dist. ( wholesale) 
Dook & Stationery . t".tortle 
Broker & Inv .• Offices 
C. r .. A. Offices 
Chax;ibcr of Comruerco Offl<'.!o 

cart Shops 
Grocery Stores 
HardV,1&re Stores 
Ins,~rance 0.ffit'!cs 
Jewelry Stores 
taxtyers Offfo.os 
L:mcer Ynrds 
\:urJ.ie-Ipal Off i.c;,1z 

4 



Clinic.s·:, Ilospi-fti,til$, (;;~ rrr-.c .• {)ff~ices 
Clothing ftores 
C,::x1mnication fJo. GJ.'fJG.~m 
Contractors Of.fices 
·Credit l.1t11..-ea:lUE.; 

Pentfots C.tflc·ea 
!i-~J)&1··t)~J·0Jlt ~>to?iJC 

lh."ag Storc{S 
J;lcctric t;'t1cr;_s 
f arn .Squi}Tl011t. Stor,:;:s 
!leod 5i~(,Jte$ 
!•iinm:rcc Co;11patLius 
Pive G: Tein C:i;nt itcn:-ns 

'i.f.iurni tu:re St-0r,efl 

:uwic Stol'D:3 
'.f'.fo::spaper Of'f'iccs 
Office £quip. & Supply 
Oil Co. OJTicC'B 
Oil Field Sv.pply 
.Pa1nt & Gle,cs Htores 
tlumbinf Suppl:~ $tores 
Heal Est«.te Off ieei1 
.Savings & Loa..'1. Ge. 
h1l'ille So'.r1f.)Ql Oi'fi-C(>£ 
'.I>rsneporta:tk,:n Co .. 
Utility Offices 
:',};olecale P'cod Go • 

Others r;Bre omitted he• 

A tentative qaestionnai:re ,;,;ae; then 

5 



A revised copy cf tho question• 

The c1t9£S of bu.rdncss, the 

Stu~fonts :tn the off iee r,ractieo 
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Nota-

Tha 

treated fl·om. the f';:,1lowinr po:irrts o! view: 



Further t"!heckine revealed that 12 of the remaining i"ir,::i.s were either 

op,~rated by m,croes or ,;;er.e otherwise of no izignifiem1ee 'to this r:tudy, 

end that tf).11 had eiUH,J!' t':(,ne out of business or moved to anothe!' eity. 

not be c011tacted in four c~,lls, the qucstiorma.l:r0 for that ?lace of busi• 

are cla~sifiod in Tabla I according to ths ti.mnher of' e:nployees .. 

Tuble l 

Firr.i.s '.d'th 1 c,rrr,loyce 
Firms with 2 arnployeo~ 
Ji'i:r.·r:-lfS :,1th 3 ern;:.iloyees 
FiT,at, r:·i-tb. 4 cnplo~rees 
F'irmr 1~·Hh 5 ·or !'101"0 m1ployecs 

Total firr!J.s ui th errr,:.110:rc.es 

74 
26 
27 
1.3 
52 

192 
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Table Il 

M!.H!Mt.Ti,:1 :&::!PLOili~~,r Ii GE OP t'lALE -EXfl11tOYEES 

ros;i:t:ious .... 16 ll .... ).!i 12 20 21 .22 'il 2, 2~ JO l2 . -·"' ·~r-

.r ... ce:~ou.nto nts J 6 1 
Hnoldc.eepers l 3 2 7 l 1 l 
Bookkoope~•Stenotraphei:- A 5 2 5 l 
'Cashiers 2 J 
Bill Clerks l l 
tile Clerks 1 
Bntey Gle1•ks l 
Gene!':91 Clerks. 1 2 lO 3 5 1 l 
t;ail Clerks l 
.$hipping Clerk:1.l l l l 
Stot"!k 01~:rks l 5 l 
'Ti1:1e Cle1~ka l l 
Sa.les•Eookkeeper l 2 2 
Collectors l l 
Deli ve1.7 Boy EI 3 3 2 l 2 1 
Office 1!!oy$ .l 
Eesse:ngors l l 
Reta.il ~~esmen 11 10 21 3 9 17 l 6 1 
\JhoL. Salesmen 1 l 5 2 
See rotaries l 1 l 
Shorthand Stenoerapher 2 2 
1liotr.1phone Oper8tor 
E.clipl10110 Operator 
:i' t? lephorw Operator 
T:rp.i~ .. ts l l 
Salne st~nographeni 1 
Or.de,:, Cle;rt.J:1 l. 
Receptionists 1 
Credit filarlt;);t:;e:!" 1 
'i'ra.f f'ic f~anager 1 
Sa1N~ Manf.!ger 1 
ffmftie C,lerk~ l 
Via.chine Opert1.·borG 2 

:rcr~~l . ....,.a J/~ " 
~:1 'Z2 ·~ 22 2e 2 20 ~ 1.111, 

111f:0' 

Note: In makinc this tabulation, each employer was oount,ed .a 11cw or 
sepa:rate employer e.::lch ti,Ju:l h1J su.ppl:i.ed de.ta coneeruJng his. CJ1ploym~nt 
requirements for ::my position lioted. 

The ~bove t~:s.ble should r>C read cis i'ollowst three f::aployer~ r01:;m:·ted 
th<i.t tr;enty-cne is the minL::-m1:J a.r;e at which mtilc aocount~rrto \:'ill bo 
onployed. 
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(rnnt of the boys, antl 46.42 per cent of the girls reaehed their eight-

as tho age .fuctor is co!w.ornt1d, that the bi.)ys have a nuch better cha.nee 
~ 

of finding ~r,1ployment immcdia,tely f'ollo!J'fin_g fradrmtfon theu do tho girls. 

should not strive t:y carrying haavy schedules and other weyfi, to finish 

their high :sehool training at an ea;rly age. 

'l'ahle IV shows that 202 me.n and 126 women wore hired during t,he 

lr .. st twelve months 1·or tb'l r,ositions included in th.it:. strn;ty. Tbis re--

Of' JOG er1ployers, l66 p!'t:)forrod male workers ancl 134 preferred r~ 

feronee: wm;; eeunted. This gives a ma.lo ,preference of 55.66 per cent and 

a fcmle.l:e preference ot 44.,;4 por cont among employers. 

As is shmm in Table V on fmirteen, out of 347 employer~, 227 or 

65 .. 41 per cent twere willing to accept employees witl".out experience, while 

$Ufficicnt, whlle 259 cheeked high schm1l training e.r the l<".e:.~t they 

Fron1 this data, e~n be calcule.ted a..'l estimate of tha nur:1her of 

positions 1:;hieh will be open to the g:rttduatos of the high school annually .. 

It is recognized oi' course that this is only an est:i;c1ate, a:,.-id ea.'1 rmly 

be such, 'because of the number 0£ unco:ntrollable factors whieh o:nter 



Table II! 

.tat.-..· ·•111• e14"· ,, , .as • , 41 \ • ..., 1 =r, ,., 110••1p11,. 

t'OISit.iOIJ; ~ . .;:.~.ir.,O--;:.,l;w.'1--.:l~S.·_, .;lo .. " .....,.2.0__,.2.;;;l.· ...... 2.2 ........ 2;,o;J_.2 .. /t...,· -2i_....,J_0_J.._· ·~ .... · . _ 
Aeeount~ts l 
Bookkeeper.a 4 l l 2 
fa:.okkeopel~-Sto11.(}f.rrapht:,r , l3 2 2 6 1 1 1 
Caehiers 1 •1 2 :J 
!iill Cle,rb 2 
File Clerk~ .3 
&t:'"Y Clex•k.s 1 1 
nener.nl Olorks 11 l .3 l 
Pail°Clerks 
.Shipping clerks l 
S,tocJc Clerko 
1/ime Clerks 
Salee-I!ooldteeper l 1 
Oolloot;0rs 
OeH.ve:ry Boys 
O.f'fice Boys 
r~itlss0nge'J~s 
Rot.ail S:a.les1:1on l 
:t.'hole~~f.l.l.e C~Rlesnsn 
$eeretaries 
m'.lJ)l'thand St\7::1:lO't,Taphcr 
Di:et;aphone O;peI'a'tor 
Edi.p:111..'tne OpOTat.or 
Telephone 01101-ator 
Typists 
Salee•Steoographer 
O:r-::lei• Olorkc 1 
Receptionists 
C:i."edi. t tl1.1la,ier 
'l'raffic r.ia.t1ager 
Sales lHa..riager 
11ra.t'fic Clerks 
tiaeh:i..ne 0J)eratr..,ra 
7otal 3 
llcl!lllli >;iillli .•. i '"' 

l 14 

23 
9 

l 

l 

1 
6 99 

1 

l 1 2 

5 2 g 
2 3 l 

1 
1. 

12 13 27 l 

l 

l 

l 1 

l 

-
Noto, In making thio tr.i.btuation, c~ach e;-.:tploy0r won counted a 110r,1 01" 

G$p.t.tra.te e111ployer each time he supplied data concern.mg his employment 
recpd,:•cment.s i'or ru~· pOiidtioH li;1,t0d ... 

'.rho above tt,ble should be Tead as follmw: one e~pk,ycr repm·.·'ted that 
tw0r1ty-on£l is t;he minimuia age at which female. eccountants will be em
ployed .. 
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·-- - . ·, "'"" How r il!OW 

Position J&mployed Pre.fer Employed 
11 1'' '1'. 

' 
?J .. l T !f ,_ I_ ii.I .. 

Ac:eotu1tants 17 17 9 9 2J3 7 21.0 v 
Dookkce:port.'l- 6 ,,, lO 12 10 22 27 15 l~v7 
·:aookkeeper•ot(mographers ,6 6 12 11 22 33 15 47 6.2 
Cuehie:rs (1 6 2 7 9 14 13 2:1 
Bill Clarks .1 l 2 l l 5 6 ll 
Filo Clerk.$ 1 l 3 J 1; 1; 
ii,ntr;; Clerks ':. .l· l 1 v Genontl Clo:rks 1;: 8 23 18 11 29 114 I..S 162 " 
nail Clerks l l l 1 5 ;, 
Shipping Cler.ks l 1 2 3 ' 3 1 4 
St.oek Clerk!$ " I) 6 4 4 18 18 
Ti1ne Clerts 2 .2 3 3 
Salos.-f3ookkeer,,e:r 2 l 3 3 ' 2 2 I+ 
Colleetora l l ':I .3 4 I;, ,.,. 
Delivery Doy$ 1B 18 12 12 25 2.5 
Office Boys 
Messengers 4 1.~ 3 .3 6 6 
Retail Salesi.iieu, 107 ;5 142 70- ll 81 320 120 41~01,/·' 
1F.holesale Salesmo11 12 12 7 7 17 17 ,., 
Seorotari0s 22 22 43 43 7 62 69V 
Shorthand Stenographer .2 17 19 12 12 3 5.8 61 e,-""' 
Dictaphone Operators 
Ediphom:1 Operators l 1 l l 1 16 17 
Telephcm.e Opera:tors 14 14 4 Ii, 6; 65V"' 
Typisti 4 4 6 6 37 3"/ 
:Sales•Stono•?rs.1:>her l l 1 l l J 4 !,.,.,! •j., 

Order Glor ks 1 1 1 1 l l 
RGceptionis.te l l l 2 3 
Credit t1a:t.iag,er l l l. l 
Traf.fi<:l I'h:tnage:r l I l l 
Sales Manager l l "' "'" :1 
Traffic Olo.T"l.ei 2 .:a l l 20 20 
:m~chine Opers:tars li- ltt l 1 7 50 57 

Totel 202 126 l2$ 166 134 :mo S56 568 1424 
- --- •. ,OJ. . I i ' .. , . ,_ "'*' . 4-!!I·! ........ ~ ....... ' 1!!$.8. 

£fate: Ill :naLing this tabulat:'wn, efach employer we.11 counted a nerr or 
separ&te onploycr e~.ch tine ho sup51liocl de(i;,a concerning his s-::rploytuf.;nt 
requirements for a~y potiltion llst.ed. 

'fhf) .above table sho~1ld be road as f'ollowst stwe11teen r;iale uecountants 
have been employed Yrl:thin the last ttmlv~ months, nine ~i'.1.ployers prBfer 
E'.mle a0com:1t,u1to, 233 t'tale aud female ttcernmtants are now cr-1;,loyod. 



.!~cmmtants 
Btm,1{k.eertars 
.Bookk~ept~~Stenographer 
Cas!1iers 
Bill Clerks 
Flle Clerks 
Entry Clcr:,s 
General Glerks 
Vi1:1.il Clerks 
Shi:c1r:,.ir)r,,t t1.leiJrf, 
Stock Cl!llrkti 
Time Clerks 
Sulas-Bookkc.e:pm" 

1 
15" 
16 
14 

3 
7 

(killeetorn 3 
Deli \,e:r:y f10y:s 12 
Office Boys. 
l':~esserie:ers 2. 
fl.etnll fn.lesme?l; 67 
tiholocale Sale;;.mien 6 
Secretaries Z3 
Shorthand St,o:rmgrapher '> 
fJi~ta:phorw Opera.tor 
il:dipi1one Operator 1 
'l'elephonfJ Operator 4 
Typists 4 
Sales-Stenographer 2 
Cr<ler Clerks l 
frnceptil'.:tI\ista l 
C'.!:"edi t, N1a.nager 
Trnfi'ic J)i:n:iager 
Snlort 2\lana.i~er 
'l'rafflc Clerks 
Ifo.ehine Optn•ato:r-s 

Total 

1 
2 

" {\' 

13 · 

1 
12 

5 
1 

26 
2 

20 

'~ 
1 

.. 
k 

l 

120 

l 

t:\ 
0 

11."1 
;:.~ I(, 

o\'":i-
.,;;. 

1 

35 

4 
3 
5 

5 
33 
11 

1 
5 
5 
3 
l 
1 
l 
1 
1-
1 
1 

259 

4 
10 

J. 

11 
J 

35 

4 
1 

l 
l 
2 
l 

Ncf:,,:H In n2J..ing this tt.ht11::itio:ri, £ueh em!iloyrll,. ".Vfi:5 e1)1m-t<:<l a !l8W en,~ 
4'-npare.te €'.i~lloyer ouch tine he suyrplied dn.ta ooneerning 0;;1:;;loyment 
1~~:vruiJ•fs~}Zf"it1t~z- £'ox~ PJlj~ pooi 1~:·ton 11.:-rte(!. 
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into determir..ing the armual turnover of enployoes... The national d ef~ms.e 

program that is under w~' at the r,:rosont time hns~ no doubt caused the 

turnover to be greater du.rint; tJle pa-st year than normal.. It is also 

ing the 11,s;;;:t 'tw(l;l v:e nontlw. Just hoH much this and other f c.ctorc r1ill 

Table II show$ a total of 112 e?tployers out of 225 are willing to 

em1t of the 2251 it rn.ay be e,ssumed -that 1/).77 per cent of 202 or 100 

jobs ~mre open to the young men of that age. 'l'ahlo V sh0".1t, that 227 

out of 31,.7, or 65.l.-l per cent of tho employeri;:; reporting w,1:re willing to 

100 or 65 of those jobs wero open to ine~e.:rienced workers., TRblo V 

also shows that a total of 291+ out of 311.2 ·or S5 .96 per m:mt of the er~ 

ployers fiho wen·¢ ttUling to accept workers ,vith no more than a ldgh 

school edmu.1.tlon. Thon it may be assurood that 85.96 per cont, 01* .55 

oi' those 65 ;Jcbs were open to ine::,q:;;erion,~ed high school gradu.a.t,es of' 

eighteen .• 

S'i.milnrly. tahle IV shows 126 t?OITlm1 newly onplo-yed dux-illf tho past 

twelvr,;1 ru0:nths for poaHions included in tldE study. Table III shmts 

·that lCS out o:£' 172 or 62.79 ner r)ont of i.,he ermlo,rers rer1ortin1,: ind.i-~· ~ J ~ ~ 

62.79 per cent of 12t} or 79 of' those 126 jobs were open to cirls ae 



/ 
/~en ;ti~f:rr$ Qld ., 

.,; .'/ 

rmn, .!md ?l, 01• 12.!m per ~ent or th~ to:nt.l".J d:ci .qork o:f a :r-oeord kt:epinl: 
' ' 

A total of 



i 

to the majority of tlfte d:uties :performed.,, 
! 

17 



/ 

or that typ~. '!I'his n1l11ber rcyrasontt'l 24.43 per cant or nearly one•:fo'LU,"th 

of' all the people incl,uded. in thia survey. The 1,1Groontage of men who 

do this type of irork is m'!1ch gr:eater than ~omrm, since nearly ~ne-third 

ot the men . do record keep~, ~h:Ue only one ... eighth or the v::omon do work 

Posi.tion 
Aeeountants 
P-ookkeepin's 
Bookkeeper-Stenor;r(1.:pher 
Ss.le.s-&okkoeper 

2)3 
27 
15 

2 

277 

7 
15 
47 
2 

71 

240 
42 
62 
4 



19 

the bookkoop~tcnograph~ elassifiatttion. fbose listed as bookkecpora 

w-ere largely found in the firma emp!oyhig enough off:f.oe viorker.s to u1ake 

some division of the. dutiee,, wherGas the bookkeeper-stenographers \'le!"O 

listed b7 fins with a sr.1a.ll otri·ce force... It should be pointed o:.it 

that se'V'&ral employere added the comment that. tli.e bookkeeper pW.fo~ed 

sok,e ut.enogra.p.":iic dutietl oven ·though he was elassified as a_ bookkeeper., 

The faqt th~t too bookkeeper-f!w..nographer group is so largolJ' me.d~ 'up 

of' 1rol®lli seems to be in keepi~ nth the tendency to uao women ror 

Altl'>.oueh 0~ fcur combitlntion rue~bookkeeJ)&:t"$ ff~Te llst,ed. 

here again tl~ · were •:».mments,. this time to the dteot that oecasiona1J3r 

the bo.olckecpGJ:· -or bookk~el"-stenographer Wa.£< eallod up.en to ,do oom.e 

'i'able VII 

sn fflEFEi.WtcE FOR ft.ECORD mPill-18 

:: i E i I ; : . ::= ii ; ,;:: = :; :: . f ! i ij : : T 

·· Position 
Aecountants 
Bookkeep~ 
Eookkeeper-Steno-grtapher 
Salesl1Wl!""Dookkeepar 

Total 

:c::-: : :. ; : n '- . {; 

.ri,11 I ' .'!I 

9 
12 
:11 

' ,s 

f 
I Qi' l : : :: : t i· 

• F.!i1JiJi!! 
0 

10 
22 

0 

32 



!Ill - . .;~-:,~ !iZ J. 

/t·C:Cot:a!:tt:n~t{t· 
Ecc~a~~ 

,.-

~~~!!=~~=:;3"l"Ul}t~ 
11 .. 19 11 

11!,."W 
17 
10 
12 
J 

20 

"X'uim,ver 
7.C'8 

23.t'O 
19.35 
'15.0"J 



Table IX · 

MINiriUti EWF:L<lYil:!EHT AGZ J?OR R~CORJ) KEEPETIS 
01~.ale) 

;: l : :l,:iH/;: ! ;; rn .:::: r : lat 

:Po.sition. 1 ,ll ... ~ ~. 20· 21 ?a ... mi>. . ' ; n. 

Ac.(l'OtmtMts J 
lJookkaopers l ' 2 7 l 
Dool.ckcepor--,Stf~nographer 4 ~ 2 5 ., 
Sales ... D.ool-'.keeper l 2 2 

Tot;d l 5 8 2 6 17 1 

(Fer.w.le) 

-

2~ 
6 
1. 

7 

Positioti 1'?..... ,12 is ;t2 • ,&0 21 22 23 .. f'.61: •• 2~ 
A.eeounta.'l;t.s 1 
Book.keep$rs 4 l 1 2 
Hookl~ee1),~r .... stenoarapher .3 lJ .,, "' 6 l l l ... ;;:;. 

Sn1a.s-no'..,kkei:n:~r 1 1 .. 
J.. 

i: ;" ,Q. 

I' 
./ 

Total 0 4 1$ 2 t,. ~~ ..... 0 1 l 3 

"11 
,i;;,... 

30 A,v .. 
l ?.4 ... 3 
l 20,.8 
1. 20.0 

19.g 

J 21.9 

2<? A'v .... 
.& •.. 

21 
20.4 

1 19 .. 7 
1.3 .. 3 

"I 19.7 ,L 

The al:iov~ tt1bli'., should be :r~:ad af, follows: three n:,,ployers re;Jorted 
e, willirign~flS M, ~mploy male aooomt'linnts at 21 .. 



r-ou:r anployers are willing t.o enploy them undor eightoon. 

Tnblo f{ shows that cnly one er:rploye-r r.epoi·ted a 'f;lillin,r11ess to 

cla~?JsificatiO!!s, howaver, there is a :rather even division a:s t-0 this 

!ccounta:rrts 
Eook..lmepers 
Bookkce:r,0r-Stenoe:-repher 
Sales-Bookkeeper 

Table l 

Experience 
~equi:r~ 

l a 
15 1) 
16 18 

; 

32 44 

Grade IL,.$.., 

J: 
21 
2; 
4 

Education 
Required. 
Business Col.log;_ 
Colle?e 

2 4 
4 l 

10 3 

16 

l1.J·f; rnmewhat higher tha.11 tr10se for the other cla~H'icationz. Yet, even 
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been previoUGly mentio:n~d, n1an, of' the reeo1"d k0epe:re have ,cme steno ... 

gt--nphic duties and therefore n-eed t:eit1'1e stenogra11pli\ic. t.1~11.ing. Employers 

report that a tot~l ot 91S 01:1ployees need to know how to 01,era t.-0- a ~,µe

wr · ter.. $:h';:ee tJ:da iiumber. rep1"'esents 64.22 per cent or more th.e:n five ... 

d:ghths · ot all '!:.he ;'10-rkers ineluded in this study, the importt4"tce oi' 

at lea~t ,some etienor,,1~phi.e tT'aining oan hardly he q11eot.ioned_. 
~-

1!'.&blo X S}IO\','S that a t.ote.l or 1ee: people were lil'6te-d in pos1~iona 

of ,a steniPt".l"aJ1hic :uature... 'This n.teinns 't.1',at the majorit;r of' t.he dutie& 

:pel'f'o:rmed 1,w JJ.,16 per eent Ol" ov,m.- one-.eightb. or the people inelurled 

Table XI 

1 
J 
l 
0 
1 

12 

62 ·69. 
58 (,l 
16 17 
37 37 
J 4 

176 

wero no men ty;pists listed atid only one each of the ~iphone o:perato:r• 



==· ;;;::: i = i ,, •::=:: ::::::::::: • 
Positlons 

Secretaries 
Shorf:.1:mnd S'tonographers 
: ........ ,... ·- i"\....... ~ . 
~Ul.p!tOllO VJ::~Brn ~Or$ 
'lypists 
Sale:z-s.t~of,'!'(t!)her 

Tot.al 

Table X!! 

0 

0 63 

'!'here is a te:nt:ative en.rollmen:t of tw,~nty-eight girls and on-e ·'bcy

in second year shorthe,nd f 01• the cor:dn.tE school y,oar.. Sin~e, the1•e was 



-~,. ... , ... •! ........ 0 1dP i:,;#1f,1 • 

Positions Uale Pet" Cont Fe1t1ale Per Cent Tottal F.er Cent, 

TotelL 
/ 

. IT ,_ 

=,o••ut . . 

66.66 
0 
0 
0 

2i:,, ':ti: Hi ?"! 
. "" ...,,"•t."'iP ...... 
1.,,, 20 ?Q: 1<'11 .... ., . ~ .. .;; ,. ":1 

l 6.,25 l. 
4 
l 

45 

10.g1 
ll.)3 

4 
1 

47 
~(·' '* ntl , ,1 'jijJ," ..... ..!l'.IJIN"'JI! JP d li."I 211itJoCCIU(lllt&ool"Jse .I~ 

~>total of' thirty-nine oe.crot.arie.e a.ml shorthand si~enoe:ra.phors umr~ ;; ,, 

I /en·iplo}"'Od tl:uring the la~t. t.welve tmon:ths, th1~ e~nplo.,i%'flt proi:;peets for 

!\ 

~\5ss.i.ficat,;tons i.s rather high" being 3l.S£'! per c'(;)nt. ror EJecret~ries 
\\ 

~~. ;31,.14 per c,ent for shorth.r..11d art8:uo.g:1."e.phers.'\ll This is al:1I<1st one-third 

,,h~. quit tke:Lt> job2 to (;et ;;w.rrit'Jd.,. 
'. ', 

.. fly' ,;1gy o.f e:r.plansi'tion, it sb:mld be mentioned that rMany or these 

£:e~1·ct(U'ial posU.iont' e?'e in the o.:f':fiees of doctors,, dantie·to; ru1e1 

-?.cc,11t 5.ne,::periooced, h:i.gh school•trained t:irl.e of e:it;h't,een. In those 

oftihoe, then, seom to bo the best r>ls.ees :!:'or t.ho f;irl higll school gra.d• 

Uttt$\1:.o t:i,r to find: initial employ.ment .. t if sho de.td.roe fi'eecr1.·eter:Lal t'..:td:.., 

"~ J 
: Table X!!I -sh.o~•!S t}w.t the rnajority of employers tU"e willing to 

i..ng to employ anyone under that t".g;o,., It uill also bo notle{;cl that o:nJ,y 

· do not require ex-2-0ricnoo for secretarlal or shorth:e...nd .stonoeraphie 



g:rflNUll llK;JfIA111£n' AGE. OF STENOOWHlfflS 
(?.tale} 

.. 

26 

J:I J l8 l2 20 
I 2l ·z, Av•.". . .. .. ;. 

0 19.6 
· Po~:i:tiens 16 · =;;, _____ _,__.,.;;i;::;;....,._.-;r;,.;,_--......,. __ ............... ,.._....,.. __ -"!i~ 

Secretaries · 0 0 l 0 l l 
Bhortluuui Stenograpl1ere 0 0 2 0 0. 2 0 1.9 .. S 
Ediph.one Operatom 
typists o 0 1 0 0 l 0 1, It ,.-.:;, 
Sales St~aphers o 0 0 0 1 0 0 ·ao 

19 •. 5 

"to~ •• (femal.6) 

Positi<ms ... ,_, .. 16 .J:L 1a !2 aQ ,2J; 
I! I 

zs· , Av •. 
Secretnriet> 0 0 23 s ,2 g l 1s.s 
Short.hand ·stenograph&r 0 0 9 2 "" ., 1 0 18.7 
ldiphone Operators 0 0 ~ ·O 0 1 0 10:.0 
Typists 0 {} '5 0 0 l 0 18 .• 5 
Sale$•.Ste.nograpbe..t- 0 l 0 0 () C 0 11 

--~ ·: 

Tota.l 0 l .38 7 ; 10 l l.S.S 

The above table shou.ld be read S.ti followst One employer reported th!lt 
he would G!i1,Plo,- male eecrete.rlcs at la• 

employee$.- OnJ,'y' ·ono et:z"..,,l.oyer reqtd.res experience of e typist., .and. no 

st-anographers. It .iz signitieant that the 9.lajorit7 of ompl0.7era ehooked 

high school traiiw.).g as 'b,d.ng- sufficient f'or secreta..T"ial and shorthand 

high school for tho other cla-sslfieaticme. 'l"he above data see;n to imply 

least !"air)¥ satisfaetocy and that post high school t.rain.iug for this 

type of e1~ployment· is,. in most cases,. unnecoo-sar.y. 



Secr:et~-rioo 
Shorthruld Stauogrsph-erti 
Btliplmne Operato~ 
Typists 
Sales.Stooor;-ra.p..1ler 

Total 

'fable XV 

LJ?.perience 
lli1qgireg! 
Ko Yes 

4 
2 

20 
4 
0 
l 
0 

25 

l 

1 

n .. s .. 

J.3 
ll 

1 
; 
J 

Education 
Reguirod 

Hudit9~S 
College 

11 
J 

fil&!:!oli<I ..... 

Collet;J 

2 
1 



v" 
the ~t~... As ft'.'m.Y h~ .soen in table 'i.."V the nui1il)er ef ga11erel clerks f e:r 

e:xoe~ds any other ,elaesit:ioation .~ elet'ks; L"l fact, the:ro a1~e more gen

e:ral clerks than all othf)l"' cl.e:rks c.a.1!lbincd... Cwnore.l eler·h"t: r1cre li.~ted 

:C :::: lllt:' 1::::::;:; ;M ·' 
Positiont, 

n:i.lliug Clt.rkm 
File Clark$ 
~ntry Clarke 
t1tiil Cleri.}~s 
Shipping Olel:".ks. 
Stock Clerkr;; 
'i'ilrte Clerks 
Ordei· Clei.•k,s 
"rrf:ific Clerk:., 
General .Oler!m 

'fo-tal 

• ' ; ··=:::: 5 : .. : ; :,:, ;:: :. ::: ...... 

filiilo 
; 
0 
(): 

; 
:3 

lt; 
3 
.1 

20 
114 

169 

:: ··,:::: ::::;:_:;;;:::· :•:::::c:::,::a:.: 
~:~}male , , . l~ota+--
~ 6.. .. 11 

15 15 
l 1 
0 ; 
1 
0 
0 
0 
0 

71 

1:, 
18 
3 
l 

20 
162 

240 



kinds of clorl11ml posi tio:ru:i should ~1 to.ken int,o aocount. ,As !:dght be 
17 

29 

(;:;;:peei~e<l, the sex. prceference Ehotm in tabl\1} 2Vl is rather clo~~v in line 

:Positions 
Billing Clerks 
File Clerks 
Entry Gle?kJ;S 
Mail Cler:ks 
Shipping Clerk~ 
Stock Clerks 
'l' 1ma Cler-ks 
0:rder Clerks 
'l'rnffio Cle1~1ts 
G.:ineral Clerks 

table IVIl 

·-
0 
0 
0 
l 
3 
4 
2 
1 
1 

w 

l 
.'.3 
l 
0 
0 
0 
0 
0 
0 

11 

16 

is not enough dti'ferenoe to be s.ignificant'iJ The fact that thes.e J'.~r-



'l'able XVII! 

· . .. 

Posi tiol'I..S ~~e Per Cent Female Per Cent Tot.!tl Per Gent 
Rew 1'urpo.ver Iletr Turnoyer N'iw 'l'lu-oover 

Billing Clerks 1 20~.oo l 16.66 2 lS.ll 
Fil,.::) filerks 0 o.t\D l 6 •. 66. l 6.66 
Entry Gle:r•ks 0 o.oo 0 o.oo 0 o.oo 
~fo.il Clerks 1 4'0.CO 0 0.,00 1 20 .. 00 
Shipping Clerks l .33.3.3 l 100.00 "' ,c,oc 4 

Stock Cle~ 6 33.3, 0 o.co 6 33.33 
Time Clorks 0 0.,{;'{} 0 o.co 0 u.co 
Order Gloo:·kz l 100 .. 00 0 o.oo l 100.00 
!ric~f'ie Clerks 2 10 .. 00 0 O,.,CO 2 10.co 
Ganer~l C1erks 1.5 13.15 fl 16 .• 66 23 14 .. 19 

Tot..al 27 15.:96 ll 15.49 :38 15 .. so 

' 
is n,ot ~i~fieant. It may· al~ be noted that1; with the Ol>."C&ption at 

'I 
I . 

ttro f.mP).oy~:re who cliecked lmsinets eollo.ge tr-ain.ing as /being tbe lee.st 

they wo.u]4 \iitCCep.t,. high school training Wfi.$ B"uf'i'ieieut ... , r It is s.ignitiaar.i.t 

\ 

I ,, 
·, 

J ': 



Table XIX 

lUNIHtm! Eti?LOYUEM' AOX FOR Ct!RKS 
{t4ala) 

Position: 1& J/Z .18 ;12 ,ag ·-

21= 22 2,2 19 -, If ·r 
Billlng clerks l l 
Pile Clerks l 
Entry Clerks. 1 
flail Clerks l 
Shipping Clerks l 1 1 
.Stock Clerks l 5 l 
f"ime Cle.rb l l 
Order ·Clerks 'l 
Traffic Clerks l 
GenGn.l Clarks 1 2 10 3 5 l l 

Total 2 ;; 23 3 9 l 1 

{Female) 

Billing Cler~ 2 
File Clerks 3 
Znt.ey Cleru 1 l 
Mail Clerks 
Shipping Cl•rka 1 
Stoek Clerks 
TUIG Cl.erks 
Order Clerks l 
Traf"fie Clerks 
General Clarks 11 1 3 1 3· 

Total 1 17 1 l 4 1 ' 
The: above table thould be 1~ead as follows 1 one employ:er reported ha would 
emr,lo,y male billing clerks at. 18. 

Table n 

Positions ~)erienoe Required 
Un Ye:s 

IH.lli.11g Clerks 
Fi1o Clerks 
Entr..-r Clerk$ 
P1.a.i.1 Clerks l 
Shipping Clerka ) 
Stock Clerks 7 
'f'ifilt; Clerks 2 

_ Order Clerks l 
Traffic Clerks l 
General Clerks 24 
Total 45 

l 

12 
,lJ 

Edu-cat.ion Required 
G:r;aae R,;;_~t Bust College 

:3 
l 
':} 
"-

"" .:. , 
~ 

2 
l 
l 

l Jl 2 
l. . ' 21 2. .. 

Colle~e 
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initial ert,ploy-ment and. thlU'i to get some work e1q;e:rionc.c. Tho fact that 

so f'ew employers t'tiqnire ntore than hi;;;h school trai11ing might imply that 

Thor.e a:r~ four collectors, 



Now Ifow Per (font 
Positioxm imployed l)r-er-er .Employed Total 

I" ~! r T M F T r« F 1' Turuover 
Cp,.shiers 6 6 2 7 9 14 i) 27 22.22 
Collectors 1 1 3 J 4 4 25~ 
i'elephone Opa..-e.tors 14 14 4 4 65 65 21.53 
Traffic f.fa.Ylager 1 1 1 l 0 
Machine Operators 4 4 1 l 7 50 57 7~01 
Receptionists 1 1 l 2 3 0 
Credit Marutger 1 l l 1 0 

'lot.al 1 24 2; 8 12 20 28 130 158 15,.82 

Flve of nine.teen employers require expo-rience of' eashiers, nrnJ. oi1e 

or four does of collectors.. · J»::perience is requiroo of 'both crrn:i.i t and 

5chr.:ol for all of those ;,o.si tior!S ,as being auf'fi:cient'9' 

0 
00 

- 0. . . 
- 0 ., ~ ~ ; O .-; ,·, 

o,;. o oo , e a·r. 
0 0 0 Cl, 0 I 00 C, r C 

t: 0 ,:>O ·~ 0 r, f Cl '.: 'I> 'o 
,or.,:,;,p,.oeoo ,~o·. 

,· '0 ~ I. C ~ 
O (. 0 D 0 

'• O O 0 

' - 0 

, 
00 

' "0 
0 



U~a}:tl 

~ouefa:: 
Bttntlti tramt 
'iJietor 
All em 
Re,~._-Rand 
Others 

Wl~J~o 
~ .... ~ 
1''ri•fan 
Ma.rcb!int 
fnn1"De 
. GO!'l})T;O!\lCtera 

BmTo tlf;he 
Othe1"s 

Total 

i''' ... k'~t·v~e 
;\ddr.es~oi;ra;ph 

'i'oi.;,a,l 

_n , .. a;. ;; , , 1 : 1 ;=::e : ,=·· .z ::± =:: 1 : ·. ... : 1:ri , - : . : : _,:. t ::::= 1 

n11FJ;her 
76 
40 
29 
27 
13 

l 
1$6 

11 
11 

!Lrtl;s 
Bu:t•roughs 
Htmd.:2trand 
Others 

f~qq 
~d:l..:r,1eogravh 
Ditto, 
Ot.7,ers 

'l'otal 

Bill;!&C M1ch~eJ 

~§,k~ 
f.loon Hopkins 
Btn•ro:utt,ha 
Standard 

Total 

~eno;;ra;rahie Ma,ch.ia§!? 

t~~ 
l~diJl't.lOUQ 

Other Llr.i.ehines 
'l'otal 

....... ill!:. 

fawht!!: 14 . 
1 

..:1.. 
16 

.Number 
26 

• M 



., i,: 
.;1,, 

T.:ible XXll A 

~~~;:::;::::::::::::::::::::::=::::::::::::::::::::::::::::::;:;::::::::::::::::::::::::::::;::::::::::::::;::::: 
Ma.nhine .. M;;:'a·:.·l::::· ·:.ae ..... __ _.., ___ .. F.,.e_..-" ... (l"'ta""l:;;e .. · , ______ .,.l .. '-o .. t .. al=,_,..._ 

'I'yJH,n'?r:J.ter$ 5;y:, 392 918 
Addi110: ll.uch.5 ne 668 384 1052 
Calculator ,~G6 22/~ 630 
Hookkc,oping H!:!,chines 29 J7 66 
BupHc~rtinz Machine 16 21~ 40 
Bill1ng l:inchine 2 14 16 
Storlf,'ifJ:-arlhic T;'Iachit.ics 1 30 ::n 
li.ddr-on~ in£; i)IEtehtne 10 1:3 

i..:~.t.0 .. •., 'T'l•\,';;! '.:li.fd"'l,'Yt'd· · ttr.""'-:.'l'."l.a>\< .. U.tr.:,---:.·1;.~-~ u 0 ~ "'1,':~""""A {Y\ +) .. ~i"' t--B.!)14 ;]£."')~,~ .""rrt -~'\ • .r.to:,r:l.~ .r·u .. 11 
-."V' ..,.o;.:..t • ..:~, J't'Vj.. VJ.}W,.~ -.. .._,,.olk ~:J' ~~~ -~?-~l!:J~ ~,,._~ -~-',,:...!. ~ ~-...- '\;,' ~-~-lf,,,1 .. - .,t..,I,!,,. -- 1-1-!.- -~· ~ 

time us~rs of these 1na.chinrJf,, but 1"8.the1'" the rmmbe1·s of rieoph) who need 
to k."low how i,v operate thc,n. 

inelud.ed in thio etudy, 75 .~7 per cent or rou~hly J/1,:tha oi"' them wer-e 

'l'h:ts evidence would indieat0 that it, and when, th!:i s(~h(.iol is 



S.ince 

L, other busin~sees there c:ras r.1ore di.vision •. 

,1hich are di vid.ed as follows: 

ttacltir1e 
Priden 
Marchant 
Mer.roe 

Per Cent 
l.,O.S8 
21 .. 50 
1;.59 

we.chino 
Conptom.oter 
Enrt'Oughs 

.r'Ol" C~nt 
]w,.51 
'6.,9S 

'/ 
·/ 

J6 



It sht1uld be z,ointed out thnt thr,i firm which is the 1?..rgest employer 1 

1n 
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The 0vidence also indicates that !1ost 



Relatiwly' few pupils have studied selling in the Ponca City Sen-

ior Blgh School, yet there are more people engaged in this type or work in 

in the fl.ms included in this surTU7 than in a.ru other oingle cJ.il5s1f1-

cation. 

Tho oelling po:d.tions included in the stuccy- nre of two typesJ re

tail selline and uholesale selling. llo specialty- salesmen were 1nclud-

As ie shoan in Table IXIII, et1ployers listed 320 ~ retail snle-s

men, and, 1n addition, two cc?:ibinat1on salc-stlGJ'l- bookkoopers, nnd one 

conbination se.lemaan- tit-cnographor are listed. This total of 32) men 

r:l.:lk.e up J5.92 per cent of tho men included in the ourve:,-. Excluding 

the 355 nale off'ioe workers et:pla,yod bj .. tho one largo firta, theBe 323 

retail salesmen make up 64.47 per cent or nore tru-.n five- eighths of all 

the male workers tmployed ey- the other 191 £.inns. 

TADIE XIIlI 

SA!ZSPEOPLB &WtfflED 

Position Ila.le :renaic total 
Retail Salomnen 320 120 /J.O 
Whole. Sulesnen 17 0 17 
Sales-Bookkeepers 2 2 4 
Sales-Steno. l ) 4 
Stlles Jlano.ger, 2 0 2 

Tot:tl 31:). 125 J./)7 

T.ihle IXtII Bhon a total of 467 people engaged in selling occupe-

tions. It is true that the aalesmen- bookkeepor::i e.nd tho salesmen- sten

ographers were c-ountod 1n o. previous chapter a:J bookkeapera and ~tcnog

raphera, but since en01J.gh of their time is spent in doing :.elllng work 



tio.ns, the s~1.lir% porlion of their dut,ies should not be ov-erlooked, 

,Position 
Rc~il S-tleemen 
\thole. Sn.1i}sm.eu 
SalfJs-teookk~epers 
Sales...-Stm:··..ographer 
~;<'•le- !,>;_,.....c,_,...,. . 
¥""....-:f_..-. ¥~ ~Alh°(S."l.a,M.. 

'fable llIV 

- i70 
"" I 

3 
0 
l 

_e1 

11 
C 
0 
l 
0 

12 

40 



quite 1 ge. The 1(17 e ly e. n int .,, field repr :Je rt nn 

unu 1 turnover of JJ.42 er cent an t e 35 n l 

n ropr sent . ual turnov r 29 ,,16 per cent. Th er e turn-

ovor for both n eent. Thi is c l ger 

er in th oth a or lo. ent cl s& · io tions s din is 

atu •. h e1 pl nt o oles n le s stable, since 

12 or o or o-thirdo of the 17 in 1r 

pr t obs l s t on year. t 0 th 

tion po5itions is lar a, her of sitions 

Per Cent tot. Per Cent 
e le Turn er Turno-ver 

35 29.16 142 J2. 22 
0 o.oo 12 70. 58 
1 50.00 3 75.00 
1 JJ. 33 l 25.00 
0 o.o O o.oo 

Total 121 158 JJ. 8J 

i too sr:ia.11 for the turnov to r ory e i por-tanoe. T blc I 

nh s .1 e.ploye lli.ng to ceept boya u er eighteen or re-

t 11 sales work, 

the 21 o eighteen, ere i a total of 42 e 

ployers who 11 hire boy t eighteen for retail selling ork. is 

ber r osents 5J.16 per cent of ayers r port ,., • Onl t o 

ic t d th they ill er 

far 

Table od ellingncss 

to hir girls under eighteen for alos k, hil.e 15 et ighto n n 

th i:dn1 a • Count e tour ho 11 bir eirls t 16 n 17 

t cro is total or 19 or 76 per cent of the nplO) ers re orti.ng who 



.,\ge 
:rtotai1. Ss .. lesm.cn. 
Wholesale S.tloomen 
Salesmen•Booh~eer.ors 
Salosnen-Steucgraphers 
Sales Mansgers 

Total 

Re~~il Se.lestten 
1\1iole~ale St11esme:n 
Sulesmen•Bookkocpe:rs 
Gi1l,asr1H:l-n-r~te:nogr~p.Je:rs 
Snlo}1 t:if.',n{;l,gernc 

16 
ll 

l 

12 

l 

l 

·:a,* . I(,; •••• ~ ,_. I_ ') j. - l ~l'-JI II!"): 

17 18 
10 21 

l 

11 ?.l 

l 14 

1 1 
1 

J 15 

lµe 

19 20 21 22 25 35 
3 Q 17 l ¥" 1 " b 

1 5 .., 
("~ 

"" 2 ~ 

l 
l 

., 13 24 l 9 l 

F· "' et\'4H:t . . . 

1 1 1 

1 

l 2 l 

(Not~: '!"ae ubove. table should be reed as follmra: 11 empla,.rors will 
hire me,le re-tail salesmen at 16il 10 empl~ers t.>"'ill hire r:1.ale 
~etail S.$.lesrgen at 17, ete. ·· · 

ployer.s reporting. 7~,11.ire experience on the part or retnil ~ales:people. 

This moans tba.t. 721:0,4 per eent of the -emplo,-ers do not require cxper

ienee .for t!d;; type or work,. Qn1:' 2 employers out o£ S or 2, per cent 

require expet-ienee far wholesale selling., All eaployers reportiq 



~l'f''l<)\\•1'1'i;~)l7f+"',' ,H;~\ ·,:,,!f:f. ,Ir, A~lr",t,1 t?:l:1'n,,•'l'"f.· ... r-.J1'·.,;,1<),ll'!:ld Ult,',U .Cl:A 1''1l1··t..H')~.'f'.l!:i'I'·:, 
~.>:aiili':i;:;,J,.~,J..-4tJ;·-h,.«)J.i ~.;.,'fU ;i;:ii:..t·Vw~t~ .. V\.:.i ,k.~ .... , '"-1,~:.~ it=.,..:,.i~.'WJ· if"i',Jll. vJ~il ~111r-~ 

Poeition 
Retail $.Q,lcsmen. 

h},or-lcnce· 
Y,equirest . 
N'o Yet 
:61 26 
6 2 Whul~$Ul:e si~laa.men. 

Salesmen-aookli'A.tOr>&rs 
Sale.m;J;ett•fteoog~ph:ers 2 
Sal.(M:s M2:nagers 

;. 

? ... 
75 3.5 

n0ss empl~rm.ent .. 

M.S. Bs •. College College 
6$ 1 . 1 
5 l 
5 

' l 
24 1 

.... .. 

T~'ble XXVII alm) ahir.r;i-s that e totcu. of 100 employer~ Qh(!;cke,d a 

min1Iimm edttoati<>~ 1"$:1,UU'OOffint... Of tkda 108,. 24 ·O'r 2.2,,.~ per cent check• 

ed. g,rade s.ehool u bei11g aufi'icient., lt. may ,be a&.stmteid that they would 

also a.coopt high aehool training.. 'I'hen with tho Sl who checked high 

school,; there is a tot.al of 105 ot1.t of 108 employers 1100 vdll ace.apt 

college training.. Binee only J out of lOS or 2,,,:n pal" cent of the em-

a sales position., 





lm:>LO:J:"I:m., IfE\:rtt ]~!~IP!~OIF.:D, il:~113' S:t~ :PT:RFJ:~.kiNGE FOJt t~IS-
citUJniiDOO '.Et'!:PLOY~ 

now Now 
~Jm~.Jl~~.d ,Pref~r ~~r))pyed 

D~live:ey- Boys 
~10flB9l.1[.;SrS 

t! 
l,S 

l,t 

22 

F T M F 
.L:'1 12 

I 
"lo· J 

;~2 15 

l" 1:-"1 F 1' ii> 

12 25 25 
3 6 6 

l"' ... 31 31 

delivm'j" boys,. is from 16 to :30" however, onlj-' one er!l:J)loyer listed n 

Potlition 
ltelive~J" 

rnrm.rJtti EM.PWYMEliT AG! f:OR MISO:ril.LANNOUS Bti!PtOYl!:ZS 
O!iale) 

16 ·' 17 18 
' t2 ' .13();{$ ' ;; 2 l 2 1 

Mcseangecrs 1 l 

'I"ota.l 4 3 :; l 2 l 

45 

• . 

?~ote; The nbove ttJ:.ble should be, rel'.:!.cl a,e follows= 3 employers i.nclic~ted 
that they vrould employ. del.ive:ry bO:i,rs at 16. 

ft 



6 

Count the 6 ho are 11 toe plo bo under 18, the a i a total 

of 8 ou-t. of 12 or 66.66 per cont o w bi.re bo s t 18 for delivery 

C t 0 iv n , one c , !'or onge ere 16 

of 10 out o llr or five- eventh or t e 

e...iplo .. ere 

t cs of or . 

~able 

Po ition 

Tot 1 

lllin[' to 

sho thAt no a~ploye equirc 

T ble I 

5 
2 

7 

t for those to 

R S-

College 

.oto: er- in the ov tn e n e z,lo., e ~ re, orting. 

ei er liv boy or . e ene r • TM.s ble also a Ol'S th t of t e 

15 r.iployers ?'eportin~, s fi d t .. ebool 

::;• ficient , and th t no e layer r uir th & high e ool edu-

cation. Thu a jority of th e jobs are o en to the hiryh cbo 1 

r duato of • 



cations of employees.. The study alf'.,o e.ttempt,a to detern1m{:;1 tho :importance 

'fhe follo~Jir:g is n 11.st of tJ.1e important. findine;s of the study,.. 

3. The;:;e 192 firrcis miplc\y(.rd ll;.2!i. people in office untl sales 

4. Only 9 emplo:;'ers, or 5.23 per eent of thoso report:1.ng, would 

willing to accept male omployoes a:t eir,hteen or unde.r while 1CS, or 

more than five-eight-hs of them ¥Jerr1 willing to employ fB:nale workers 
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7. J:'o;:o all po~iticnG included, 166 or 55.66 per cent of the em-

quired, 

positions 55 vJill be open t-o boys and 41 will be open to girls. 

11. 

Some type of clerical work wiw done by 169 or 19.74 pGr c,mt 

of the men e .... >1d. by 71 or 12.50 por Ct,ut o.f the wo:;1cn. 

lJ. 

of the men, snd by 176 or J0,.9S per cent ::1ore ·U:,r;r.n three-tenthe of the 



,r.9 

r 
{~-c~n.thi.1: t-l1J2;,:re ., .. :;:~e c-1~€1),t.\::r ~s~~.1r~J .. o~"'.'·:~c;nt o;;JdJrttL'1itics L11 th~_e]~litl.f field 

:11. 
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of men who do s-elling wo!'k SJ1:ceeds the number of men who do record keep• 

ing and t>:lerical work, tho 1xuml::ier of boys who ~ituey salei::nnax~ship should 

e:zcEled the m1mber ,of boy~ who study- i,ool'-.keeping e:r.1d clerical pra.etice .• 

Also ciuoe tht~ 11uIT1ber oi' mon vtho dt., t:elling 120:rk far exe,1.11ds the uunhor 

of rmmon riho do sa1er:; W'jrk, the number of boys should excoed the number 

B0c:(l..use or tht) larg,;; number of peo:)le who were liated in the book

keeper-stenographer olas:sifications and hecaui,e oi' the comments by em-

1.,loyex>.s that many bookk0epers lmvo eowo stenographic duties 1 t s,:.:011ats 

re1Jsona.bl0 to eoi..•~lude that students who plan to beoorr@ bookkeeper~ 

should al.so take .some stenographic t:rid.niug, that is, they should at 

learit learn to operate fl typ,ewl'.'it;.€!" with a l'E>asonable .::hcgroe of: s:J::et:d 

&nd accuracy,. Especially is this conclusion warranted, since tho largent 

employer in the comr;1mity indicrited that ell office workers need some 

knowlt:dge of the operation of o. typevsrlter. 

Sinee there are so many firms ,tith only ci:ne, two, or three employees, 

it is hlghly prohnhls that mo~' of tho people who we:ro listed as r1ocre-

positions, it ie evident thut the boy or i~lrl who seeks eaployme.t:i:t in 

eiU,.er of tlrnne cla~t:.ifications upon graduation fror.1 high school Tiill 

l}e definitely handienppBd hecm:u;e oi" his or her lack of work oxpi:H'ienrie. 



In view of tbe .fS-cts thi1t there Wtrl:"e more men tJ1~m 1,iomon <i1mp1o;;red 

in busine.ss occupations, t.ha't more ernployftre reporting prefo!'l'ed men 

th&"l pref erred ':romen, end that ,flore men than oomen have been enployed 

'by the firm}, included ·in this ou:rvey during the past year 1 it, seem£. 

for stenographic t~ork. Only n few hoys should tJpecialhe in t.11ie type 

of mork .. 
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the owners and t,ha:ir families. In light of the above evidence it soerr,s 

reasonable to c.:n1elude that high school r;usine~:s education students 

should receive some instruction in bus:tnesB management" 

The ff'lct tho.t. such a large nu!'lber cf people noed to t.J1ow ho~ to 

operate a t,ype,,riter, adding me.chino, and ee.lculator, according to the 

r£:p;:rrt_s of employers, seeri1s to he a,i,1,ple ,.,~f1dence upon v,hich to be.se 

the conclmdon that most, people who plan to work at zor1e business oocu• 

paticm should let:1rn to operate the~e three types of tm.siness machb10s .. 

Reeommenc&at~ons 

It i,; re.oom"ctende(l that thEI h.igh school esta'blish a cooperative 

oi'fice pract,ice program in which students dur::i.ne: their senior year 

Qne year of bookkseping should l,e in.eluded in the stenographic 

cur:riculun, an,d at lwM,t one year of t;rpewri ting should bf, included 

in the bookkeepingf curriculum. 



UbdertK>od, Royal, a:nd Remington, in the order n&rtHM1, are ln more 

c.omnon Wee than the other brands of' 1~ypei;Titers. It is thor-efore re• 

comn:iended that some of each of the1;,e three brands of' machines be u:.:;ed 

52 

by the busine:.,s edu.ea.tion department of the high school fo:r lnst:rrwtio.ual 

HncHU.Stt o.f Ute small m.tmbor of fimployers who -will employ ;;rouug 

people, efi.pecially 1rirl$1" under el:gb.teer., it is re-com1::1ended that stud

ent$; who plan to ee0k emplo;,mont np(}n being ·~re.duated. from hieh school, 

shn1.ld be disctim•aged fro:,1 attempting to complfJte or term-inata their 

tr--alning sooner than t.he noriillil t,ime in order to f;O to .:ork unless they 

\1.ill hav-o reached eightoon by the time of t,heir proposed Job seeking. 

It is recommended that ,,rio:re et;udo:nts,. rispecially bo;:s,. be en

couraged to 51tuc.y selling~ 
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S. 8. SEATON 
ETHEL BROCK 

DEPARTMENT OF BUSINESS EDUCATION 

SENIOR HIGH SCHOOL 

J, E. SILVERTHORN, HEAD 

PONCA CITY, OKLAHOMA 

In order that the training program of the 
business education department of the Senior 
High School may be kept in line with the needs 
of the local business people , v,e are making a 
study of the job opportunities in this city. 

Within a day or two a student of this de
partment will call with a short questionnaire 
which will take but a few minutes of your time, 
and the names of individual firms will not be 
used in the repoFt. 

Your cooperation in filling out the ques
tionnaire will be most helpful and will certainly 
be appreciated. 

Sincerely yours, 

J . E. Silverthorr. , l!ead 
Business Education Dept . 

FAIRAH CRUZAN 
DELLA CREAMER 



BUSJN6S8s0CCUPATIONAL OPPORTUNITY SURVEY 
Ponca City, Oklahoma ~941 

Ind of business you a re engaged In (as wholesale, retail)~~~~~~~_...~~~~~~~~~~~~~ 

55 

1d line (as hardware, etc,)....,.~~~~~~~~.,..,..~~~~---,:----,..,----,.,:-:-:,--~.,..-~-:-:--:-~~~.,..-~-:-~
jSTRUCTIONS1 You are asked to answer some questions concerning lhe different positions you have In your business, 
,te the sample column a lr~ady fl ll ed In, "M" at the head of the column means male and "f" means female, 
n lo ee ls osltl n ls determined b ma ·o rlt of duti es crformed durln the da 

Minimum age Number new 1oo you prefer Number you l ls experience EDUCAllONAL REQUIREMENTS 
lemployees employees . male or fe- now have 1requlred of a ! I, Grade Sch , 3, Bus, Col. 

isltlon will be hired hired durlng '. malc workers?i emp loyed !beginner? i2 , High School 4, College 
last 12 mo, iMark with X ' ,Check with X I Check with X least you wl 11 

I : I acceot 
M I F M F I M F M F I No il Yes I 2 1 ,. 4 

Sa110 I e 17 18 2 ' 1 1 X 11 12 X X 
:countants I , 
Jokkeeoers r ! I 
,okkeeoe r-S teno. 
1shiers 
i 11 CI erks r 

lie Clerks 
~trv Clerks 
en era I CI erks 
a i I CI erks 
~ioo lno CJerks ' 1 

lock Clerks I 

ime Cle rks I 

ales-Bookkeeoer : 
:> 11 ectors I I 
e 1111erv Bovs :; I 1 

ff Ice Bovs j I 

ess1:noe rs i 
chi I SaleHen f 

ho i Salesmen 
ecretaries I I ' hthnd . Steno ! ! I 
icta. Ooerator 
di. Ooerato r I 
el , Ooerator 
vo I sts ! 
a I es-Steno. ! 

rder Cl erks I 
ist Others l 

I 

I 
OFFICE MACHINES 

fPEWRlTERS1 How many emp loy ees need to know how to ADDING MACHINES1 How many employees need to know how to 
perate this type of machine? mal e female operate this type of machine? __ ~~male female 

Ma chines us-ed-- Mach Ines used 
I), Make 

OOKKEEPING h\ACHINES 1 How many employees need to 
now how to operate this type of machine? 
____ mele female 

Machines used 
o, Ma k~ 

)DRESSING MACHINES: How many employees need to know 
ow to operate this type of m.'. chine? __ male __ fema le 

Ma chines used 
o, 

No , Make 

CALCULATORS, How many employees need to know how to 
operate this type of machine? male female 

Machines us;;r- ---
No, Make 

DICTAPHONE OR EDIPHONE1 How many employees need to know 
how to operate this type of aiachlne? __ male __ female 

MachlnEs used 
No, Make 

UPLICATING MACHINES1 How many employees need lo know OTHER MACHINCS USED 
ow to operate this type of m:i chlne ? __ male __ female No, Type Make Opera tors 

Machint:s used 
Make ---------· ........ 

4--·----- --··- ---·-- -- ----- ------· 



Wc:none.h Tid·;rnll--'I'ypist 


