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CHAPT

EIRODUCTION

&

This ie a sludy to dsternine vhat bnsiness oecupationsl epportunities

there are in Pones City for ihe praduates of the high school business
eduestion depertment, what office mechines are in common use leeally,
and how many employoes are nechine operators.

Parnoses of the study. The following list consbitutes the chief

purposes of the study.

1+ Te deternine to vhat exteni employers will employ store and
of fice worbers as young as the sversge hich sebeol graduste,

2, To determine the nunber of nev worhksr: cuznloyved during the

-

lact twelve wonths, which will give some evidence upon whieh to estl-
aate the number of workers that the businecseos of ihe community can
shsorb snnually,

3. Yo detormine what educationgl level is demsnded by local busis
negs men of the varicus Yypes of workers,

4e  To detersine to what extent the leesl employers d@m&n& feo
perience on the part of new enployees.

S+ To determine if there 1g & sex prefersnce for employees in
the different classificabtions of workers,

6. To determine, to some extesnt, the importanse of giving traine

ing in the uze of oflico machincs, and the kind of offfice eguipnent

in gensrel use loeally.

Heed for ihe gtudr. The h‘fh school began offering training in

business adueedion in 1904, The giudent hour enrcellment in this work

nag ineresced from three during the first year to 1070 in 1941. The



flf&m offering wae nerely training in rocord keeping. The offeringe
‘.
havaiiﬁcreased,i@ inelude ingtruction in thoe following:
l
‘two years of typewriting
%wo years of bookkesping
iﬁﬁ years of ghorthend
one year of vfﬁﬂua?iﬁuiﬁﬁ
@n& year of office practic
one year of clerlical PP&uﬁl“e
one~hall yesr of general salesmanship
efid o yesrs of distributive cducation

the objevtives of vhich arce vocational in mature., Arc there cpportunities
in Pones ¢ity which recguire troining in these courssst?

Sy
N
I

Therg is a tolel envcllment of 423 student clase bours in these

voeational subjects for ihe school year 19&1-@2.1 It is recoznized thatb
these 5Kbieetﬂ have non~vecationsl values, bubl they are primsarily voca-
tional. Arﬁ there sufficlent buzinese opporlunitics in thie cily to yro-

vide aﬁﬁlgym at to & major porticn of the students itzking thess subleets,
pen ?radaat an?

fﬁﬂrﬁf”fant rocords show that zany pupils heve studied bookkeeping

and the ;aqre terial subjects, snd thet tub a few bave studied salesnanw

ship end &1 #i*ibu%iva education. Is this ge it ghould be? Huoeh is

w

baing ﬁ&id/ nbout business educetors treialng too many stemographers,

and oo f&*:ﬁalesvpesple. tssumlng that this is true in ceriain gee=-

tione of the eountry, snd in the nation s e whele, it does not mec-
egearily follow that it is true in Poneca City.

H N

S

3 fi#e*yaar follow-up study of the predusies of the high sehool

%

mghle/ in 1940, Perhaps it night be said that since that study shous

b @hy iz sotually do after graduetion, 1t would be suffiecient

n bupiness =ducetion., It is not

f»;u

evidente upen whichk to base & progran !

i

ﬂuf”iaiaﬂ» bawcver, sesnse it is eniirely possible thet these gradastes
: ghtjhave g something different, if Jdifferent Lrainlug hed been

I i 1 Y
1Lnaf$l il prinz entoiinent of 1941,




available, or if they had been given some information in regard to the
business opportunities in the eity, through the guidance program. Hence
we have one of the great needs for this studyt: %o secure information to
be used in guidance work, -

Since only sbout forty-five per cent of the graduates of the local
kigh school go on to college, many of the pupils who take vocational
business training expect to seek and find employment upon graduation,
The sverage age of these pupils at the time of graduation is between
seventeen and eighteen, consequently there are some positions closed
to them because of their lack of maturity, It is highly important that
information be available concerning what types of work people of that
age may reesonably expect to secure in this city.

Informetion concerning the annual employee turnover in the various
types of positions should alsc be available so thst there will be some
evidence upon which to base an estimate of the number of positions anmu-
ally available, The data secured by this study ehould give some in-
sight into the question as to whether or not there are too many people
training locally, for certain lines of work and not emough for others.

Because of the nature of the work there sre some jobs for which a
high school education is insufficient, It is the duty of the school to
instruet pupils as to what jobs the high sehool can train them for,

This cannot be adequately done unless it is known what local positions
are open to people with no more than a high school education and what
types of local jobs require college training.

Hany firms require that new employees have had work experience.

It should be known by school people who do ruidance work, what types of
businesses have such a requirement and to what types of jobs it spplies.
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Tunber Yards
funielipal Officaﬁ
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C.L.g.‘ﬁiuw
Clothing

Ce hmniﬂat4aﬁ Do OTicen
Ccntr“ctgﬁ f'iﬁéﬂ

3331t Puresus

snbinte biiiceg
artuent Shor

Brug Stores

= A
Lisetrie Shoos
PR
Farn Souipaent Stores

Foed Storep

Finance Companies
ﬁi‘f&‘ & Pon Dent Sloron
Stores

[P A TR SUUR
fome typos of businesses 1

ghudents to

attoapl

ould be o ressareh pro

giffionlty of claseifying the

blem, and Inelngion in this

1

Tasic Sboros

swepaper Offices
UiTice Squip. & Supply
' ”“ficeu

dint & ule fg Gtores
Yiumbing &uyﬂ’v-St@rez
Acal Tsitate Of7Tiees
Savings & loan Ce,
Poblie School Uffices
Traneportation Co.
H‘ilxﬁy Offices
Yholessle Frood Go,

were eadtted fron the stody beemuss they

vigsit., Ubhers were onitited hew

£

»«!

nlo

yees, and becsuse the

within the scope of business education,

was made Lo determine the dullss of ibe employses, since

grLudy

wld bzve sade the cellectisn of dats an internineble task, unless the
buginescer centaciod were considershly Durther limited, snd

B b
“' o,
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done thed would have made the

sther poinis of
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Come very helpful sugpesilons were nade, 4

= ; £

-

nalrs used iz included in the appendiz.
A 1iet of firme to bo contacted was made from the elassified section

ractory on 3" x 5% cards. The clages of business, the

Nk

3

ot 3.3 p jr o SOSN s 5 41
elty direetory [0y acouracy

nnd area

and then ion on the roet, Sbudents In the office npractice

4

< - R S o N o g% 4 o g PR - S
elags, which wag eouposed estdrely of senlors who were pusiness advce-

sehoel were uced to tabe the gquentionnzires to

tionnalires ip s7e heen diffieult to get o s

K

magber returned by thal melhed to make thiz siudy of velue. By

the queptiomneires in person, the response

wan

virtuelly one hundred per cenb. The .meoond reason Jor uelng the students

4

faot ihat chay would benefit by the sctivity. It was beneflcial

% from the standpoint of the scqusintanceships with onployers
which wors Dormed, and from the standpoint of euperience in spproaching

. : x
nEre AT s el
BOYe 4% SnSe Qi «-.}x“a};

LY = 5

wishea to poriicipatc. W

ovl erception % worg enxious 1o do so. Thoy wore then very cersfully

sore o do,

S }ray,rez exnisining the r

te the employers, A copy of this letier iz ineluded in the

appendix, These leltors




gince they were ~ailed et such a received sither the

morning of, or celled,

Lefore the re vere malled,
guite & nupber of buciness mon were called on and ssked to £ill out

tha dats seoured vers tebulsted o pee I the dow

LN ; - R )
conldd be seonved with

form availsble, Besides

Hort of them

wouid be of benelit, both 1o the

Lok

very littles time would have %o be

[Ey—— - T S
names given to ocag

1, end vhen the

Tns checked

corpnletonese,

The cospletod questlonnaires wers firet srouped according to the

-
3

aployed, The data were

ard general

gere made, These tables avpesr in chapter IX, The

data were bthen divided into Yoo seneral cleszest

s ¥ o 233 s Alapt Al d e 5 APEL ag smowlraTe i
wlth selling positions, =nd that vhieh concerns office workers. Tha

rregubod to deal with ihe following classes of em-

f]

iwwhersy and clerks, Trose daia were then

1;

o

ployees: record keepors, stonog

- *

trested from ibe following points of view: nomber onnloyed, sex prefer-
ence, Lurnover, ninimum age, sxperience reguirsnmenis, snd educetion

-

regulirsnsnto.



CHAFYER 11

VLTS OF THE 5TUDY

Ghm E‘shL iy
Thare were 340 {irms on the originsl list, which wae compiled from

the elassifisd seeltion of Lhe lelephone direcetory and from the oity

W

oy
Bl

direotory. When this list wee ehecked for

rther cheeking revealed that 12 of the remsining firos were cither

a1t

opersted by negroes or vere otherwise of po gignificanee to this siudy,

that ten hed either gone out of business or wmoved 1o another clty.

3
B
ot
g

There renenined 302 firme to be econtected.

CIn gone esses diffleulily wae owperienced in contaciing a pafﬁaz of
ficient regpongibility to be ghle to rive reliable information. Vhere
necesgary, a¢ nany s four valls were mode, I ihe proper person could
not be contacted in four exlls, the guestlonnaire for thelt clace of busi-

pest was left blenk. This heppened in {ifteen esses. In ooeck such cuse

firas refused to £111 cul quesitionnsires sud each of these wee & susll

busingss,. Thic left 293 firass frow which informstion wess sceured,

Of the 293 firme, 101 or approximately one-third had no omployoes.

The other 192 {irme employ a total of 1424 office and cales ennlorees and

tee a total of 1309 office machines of eleven different iypss, Firas
sre clagsificd in Teble I nccording to ths number of emaployses,
Pable I

FIRKE CLASCIFIED AS TO HUVESR OF LIPLOYEES

Pirps with 1 ewrleyce A
Piras with 2 enrlevscs 26
Firmg with 3 cmplﬂgﬁes 27
Firms with 4 enplovees i3
Filrms with £ or more esplovses 52
Total firms with ermloyoes 192

iplications, 6 were slimineted.
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Tahle II

WIS BPLOYRENET AGE OF UALE

G

21}

¥, 37 18 19 20

1 Zg 23 24 25 30 35
3 6 1
1 3 2 % 1 101
4 £ 2 g 1
2 3
1 1
“lerk 1
try f}lerkﬂ 1
{ieneral Clerks 1 2 1a 3 5 11
Yuil Clerks 1
dpping Glem 1 1 1
ook Glerks 1 & 1
‘ime 'Slem& L 1
Sales=Bookkeepar i 2 2
Colleclors 1 3
Lﬁ"li\"ﬁ"f LOYE 3 3 2 1 2 1
Office Iew' 1
E ESEnTors 1 1l
tail fslesnmen 1 1 22 03 9 1% 1 & 1
, 1. Brlesnon 1 1 5 2
Swrm,am&xf‘ 1 1 1
‘ 2 2
1 1
..‘al‘:s Stenographers 1
Dm-; oy f‘lzr} 1
o X
. 1
?:.f‘» *‘i‘le haaai_;er 1
Szles Eanuger 1
’?mffir* Clerks 1
Hachine Uperators o
Total , , 19 21 72 5 22 52 02 26 5 1
Woter In meking this teb la‘ﬁ"m.a, «eﬁch enplnys:r wag f‘f:m;‘it‘.:& & new or
ssparate enp loyer cach tiae } iz caployeent
mzq»%i“e*&snts for any position livt'eﬁ.c
Fhe shbove tebla should be read as follows: three ezmployers reporied
that ‘tm&ty-ﬁ:se ig the minisun age at which mele af;cﬂmﬁ' ote will be

enployed.



1l

eant of the boys, and 46,42 per cent of the girls resched their eight-
eenth birthday by the time they were gredusted, This indicales as far
gs tho age fuctor is concerned, that the boys have a2 much betler chance

L—

of Tindinp enplorment Immedistely following cradustion then do the girls.
It also indlestes that students who plan to go to work upoen gredustion
should not strive by cerrying heavy scﬁedules and other ways, to Tinish
tielir high scheool training al an early age. F »

Teble IV showe that 202 men and 126 women were hired during the
last twelve months for the positions included in this study. This re~
presente g turnover anmually of 23.59 per cent for the wen &éd 22,18
per cent for the women. |

Of 30C employers, 166 preforred mals workers and 134 preferred fee
palo vorkers. In pesitions vwhere both men and wonen wore noeded 8o pre=~
feronce wee counted, This gives a mele prefcrence of 53.66 per cent and
& foemele preference of 44434 ﬁer cont among employers.

Ag is shown in Teble ¥ on Pourteen, out of 347 employers, 227 or
55,41 per cept were willing Yo mceopt employees withoul exporience, while
120 or 34.58 per cent required exper ieﬁﬂa on the rart of new awployees,

Thirty~five employcos indieated that grade school odueation was
sufficient, while 259 cheoked high school fralning st the leest they
weuld aecceplt. Acsuaing thst the thirty*fivaiﬁko checked grade school
would aceent high school gradustes, there is o total of 284 enployers
-who will accept high school gr&éﬁatas e emnloyees, This reprocents
23.04 per cent of the employers reporiting,

From this deta, cun be caleulated an estimate of the nunber of
positions whieh will be open te the gradustes of the high school ammslly,

It is recognized of course that this Is only an estinate, wnd can only

be such, because of the nunber of uncenircllable faclors which onter
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THUE BUPLOYS

Position w1511

18 19 26 21
Lecountente 1
Bookieepers L i 1 2
@cklarxww?m terographey 213 2 2 6 I 1 1 1
uashiera 1 2 32

F11l Glerks
FPile Clerks
Gutry Clerks
En'eneral Glerks
a1l Clerks
Ship*zing eclerks 1
Etnck Clerks
Tix te Llul'kg?

AR B3~

ot
ok
fout
\a) g
Y
W

Saleg-Tookkseper i1 1
Colleclors
Delivery Boys
ﬂffic';/ EQTS
Vessenzers
mﬂc.uﬁ Salesnen 1 31 1 1 1 2 1
“helesale Selesmen -
Baorctaries 23 5 2 2 ' 1
writand Stenographer 2 2 32 1

otag :hm,e ﬂ':wa tor

151

U A e
[

Jod

A

f”‘p’)(ﬁ 4

o

3 69 12 13 27 1 1 1 & 1

Sote: In moking thic tabulatd i)”'l, esch enployer wes countsd
saparate a&mloyar gach time he supplied dats conceraing his
requirenents Tor sy positicn l.z.wuc.&.

The sbove teble shonld be resd ss followe: one enployer reporied that
twenty-one iz the nininun apge ot which fomale sccountants will be om-
ployed.



Teble IV

13

rele accowntendo, 233 male g fensle necountants are now emmlaoyed.

WOH EVPLOYHD, SEX PREFE HEYT EIPLOYEES
Hew How
Position imployed Prefer Emnloyed
a__ ¥ T B F 3 H g I

Leconntants 17 17 9 9 233 7T 2B
Bookizeepors 6 4 1n .2 10 22 27 kA2
'ﬁoo?kae§0r~ateﬂ sraphers & 6 12 11 22 33 15 A7 A
Coshiers 5} € 2 T8 Y 13 27
Bill Clerks 1 1 2 1 1 5 4 11
Filo Clerks 1 1 3 32 15 15
Sntry Clerks ' R & 1 1 ;/»
Genersl Clerks i5 8 23 18 11 25 114 48 182
iail Clerks 1 1 1 1 -5 &
Shipping Clerks i 1 2 3 3 3 1 4
Stosk Clerks & [ FA A 18 15
Time Gleris 2 2 3 3
Zales~Bookleoper 2 1 3 3 3 2 2 4
Golleetors 1 1 2 3 & 4
Delivery Boys ie 18 12 12 25 25
Office Boys
lessengers 4 4 3 3 & 6
Retail Salesnen 07 35 142 70- 11 81 320 12¢ AZU -
thelesale Salesmen iz 12 7 7 17 17 .
Seeretaries 22 22 43 43 AR - L
Shorthand Stenographer 2 1 19 12 12 3 58 A1 2
Dictaphone Uperdbarw
Edivhons Operstor 1 1 1 1 1 16 17
mﬂ’ Lnones GPQM "rs 1!, 132. j;, i‘;. {Jﬁ (Jf)
Typlsts L4 6 6 7w

Selep=Stenorrapher 1 1 11 1 32 A
Or*er Clorks 1 1 1 1 1 1
ﬁeeﬁptlcniwts i 1 i 2 3
Bredit S ET 1 1 1 1
1ruff1c ﬁmz ser i 1 1 1
Sples Hensgzer 1 1 2 2
Traffic Glerie 2 2 1 1 =20 20
Yachine Operators L 4 1 1 7 50 57
Total 202 126 328 166 134 300 £86 568 1424
fotes Io mabing this tabulsiion, sach uﬁplsver war counted a nsw or
separate canl@x r esch time he supplicd dete eoncerning his smploysent
reguiremente for any vosition lisied.
The above table should beo road as fellowst ceoventeen aals aceountants
kave boen emplo red within the last twelve months, nine emnleyers Prvfa
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Locountanis
Boorkespers

o3

Bookkzeper-Cteonographer

Caahiers

Bill Clerks
File Clerks
Bntry Llerks
General Clerks
Hail Clerks
Shinping Clerks
Stock Clerke
Time Glerks
Sales-Hookkeepor
Gollentors

Delivery Bove

Office Boye

Fepsengers

Retnil folesmen
Hholecale Salesmen
Sporetariss

Shorthand Stenesrapher
Dietsphone Overstor
fdiphone Uperator

Telephone Opersfor
Typiste
Eales-Stenographer
Crder Clerks
Reeeptionists
Credit Honag
Tralfic Yanag
Enlen lsuanager
Treffic Clerks
Hachine Operators
Total
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into detorsining the annual turnover of employees. The mational defense
progran that is under way at the prosent time has, no doubt casused the
turnover %o be greater during the pest yesr than normel. It is elso

trus that thie will perhaps cemcs the turnover %o be still larcer dure
ing the next twelve nonthe. Just how much this and other fectors will
affeet tﬁéyﬁﬁﬁlﬁyﬁﬁnt situation, is impossible to prediet aceuratel

T&hlé il shows o total of 112 enployere out of 225 are milliné to
aceept young men st 17 or under, Sinee this 112 “enrsﬂenta 42477 per
cant of the 225, it may be sssumed that 49.77 per cent of 202 or 100
jobs were open to the younp meﬁ of tha® sge, Table V shows that 227
out of 347, or 65.41 per cent of the employers reporiing were willing to
accept employess without cxperience, Supposedly then, 6541 per cent of
100 or 65 of those jobs were open to inexperienced workers, Table V
alse shows thet a tetal of 294 out of 342 or £5.95 per cent of tho eme
ployers who were willing to accept workers with ne more than s high
aschool educgbion. Then it ﬁﬁy'be asgumed that 85.96 per cent, or 55
of those &5 jobs vere open to inexperienced high school graduates of
aighteen,

Eiailarly, teble IV shows 126 women nowly employad duriag the nast

twelve nonbhs for positions Inelnded in thie siudy. Table IIf’shaﬁs

that 103 out of 172 or 62,79 per cent of the smployers reporting indi-
cat willinmmese to hirve girls ot sighieen, it is essugea then that
62279 per cent of 126 or 79 of those 126 jobs were open o zirls as
young z8 eighteen, 3ince, ss wes chown In the preceding pesragraph,
45441 per cent of the suployers reperting do not require experience it

ie ssouzned that H5.41 per cent, or 51 of those 7% posilions wmers open

8inilsrly since 25,90 ner cent of

the emeloyers reporiing sipnily thet bipgh school training is sufficient,
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were asked to determine the elassification of the employees mccording

to the majority of the duties performed.
i

17



CERPTER I3

RECORD KSUPING ARD STENOCRARHY

The idea that vesord kesping should oceupy an lmsortsnt place in
the businees education progran iz substentisted by the detn secured in

3

this study, since o total of 348 employcer wore elascifisd as doing work
of that types This number represents 24.43 per eent or noarly che-fourth
of a1l the people ineluded In this survey. The percentage of uen who

do this type of work is much gzreater than wowen, since nearly one-third

of the men do record keepinpg, while enly one~ecichth of the women do work
of this nature, This =aay be mceounted for lsrpely by the faet thal the
one lorgs employer of the compunity useg men exelusively in this type

of work. A&s Is shown in the accompanying table there are far smore sceount-

znbs lisbed than hookleepers.

Table VI

COND KREPERS EUPLOYED

Position dole . Female Tota
soountents 233 7 240
Bookkeepers 27 15 42
EBookkeeper-Sienosrapber 15 £7 62
Sales~Bookkeeper 2 2 4

Total 277 71 348

a s pe
YRS

This iz becouse the large Tirm bas an accounting depertoent, and

21l of the men that do record hseping verk in the depsrtnest sre lislted

a

as accountents. It dz troe that there is guite e range in the degrees

}MQ

£ eomplexily of the wmork done by these nen, tud ib wes faopossible to
& ' ? ¥ <
get then elassificd s to their rank.

It will be noted that there sre nsarly tvice zz many aen bookkeepers

4
]

£ women, wub that there are over three tines gs nermy wonen ag wen in
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the bookksepor-sicrographer clacsification. Those listed sg bookkeppers
wers largsly found in the firns employing encugh offise workers to mske
some division of the duties, whereas the bookkeeper-stenographers were
listed by fives witkh a small offiee forve. It should be peinted out
that several caplorers added the comment lthmit the bookk&epef performed
gone «uen@gréphic futies even though he wae elassified as axbookkeeper;
Ths facl thst the bookkeeper-slenographer gzroup is so largely ﬂ&fez
of vomen, aéems to be in keeping with the tendency Yo use voemen for
shonegraphic work.
Although only Pour combinstion szlesman=boolkeepers were listed,

hers agaln there ware commente, this time %o the elfect that oceasionally

e bookkeoper or bookkeeper-stemographer was eslled upen to do scue

geliing work.

Table VII showe ihat no ewployer preferred wemen for sceounting

work, or for combination sunlesnasn~bookkeeper,

SEY PHEFERENCE FUR RECORD KXEPERB

*esi ion Hale Pauale
Accountants 9 O
Baollespere 12 16
Zookkeeper~Stenosrapher 11 2
Salesnan~Bookkeepor 3 ¢
Total 35 32

The sex preference ie sonewhal evenly divided for bookkeepers, but
it iz btwo Yo ome In faver of females for combination hookkecper=-sienog-
repher « As 2 whols the sex preference is rather evan;y'glviﬁ dy The
fact that ihe preference for women is slronger in the bookkeeper and

bookkeeper-stonographer clessifications, indicster that it ig oven nore
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iz not abtle to keep thege enmployess for s very long pericd.

> ) o = A L3 e
that it is peorhape in these smell businssser that the
oM e - . 3 . .
e best chanee of gsouring indtial esmployment end socurs

ing work experience, t in the bookkeoper-sienographer clasglifi-

egtinn for wonen seszn o be gulie sisble.

Table IX shows only six euployvers indisaling a willingnees to smploy

zmale record keepers under eighteen. The average ape requirsaent Ter all

N

record keeping work is apprexinately twventy-ons. As the follog-

iy

types o

inz teble shovwe, the sverage age reguirenent for the conbination positions

izh

T b ope

is not =0 hich es for ths bookkeepers and sceountante, 4¢

paeted tne age reguiremernts for ascountsnts

Tables IX

HTSIHUY B T AGZ FOR RICORD REEPERS

{inle}

Position 3 v ol 19 20 23 22 26 30 Av,
Aceountante 3 6 1 2.3
Pockkeopers i 3 2 7 1 1 1 20,8
Bockkeeper-Stenographer 4 £ 2 P 8 1 2C.0
Salas-Rookkeeper 1 2 2 - 19,8

Tf)tﬁl 2:1‘9

Pt
£52

%
N
O
s
e
-3
Aah

{Female)

1

@8 b pr s

Fosition 6 17 318 19 20
hovcountants ’
Bookkeepers 4
Paahkbenér-ﬁtanawrayher 3
Salogwi “ﬂ}xkue

21
2 2044
1 1 1 1129
12.3

B
b B} st

P
-

I '

J
Total ¢ ¢

e
&
b
B
Led]
L
fod
P
G
ok

19.7

\

The shove taLl

& should be resd se follows: t}fpe anployers reporied
£ “llliﬂﬂﬁ& t@ srmloy male asceountants at 2
lﬁ .




b
i)

Yio suployer reporting is willineg to accept accoustants under twenfy-

one, The one Iarge Flra vhichk listed so mamy in thls elasgificetion will

employ people for miver positions in the accounting depariment under this
aney ~ the lype of pecitions commonly thought of as scecuniting

~end T4 & LT & I T - v o & Py P -
vositions. It i metlcenble thal the sverago age requiranent for famnle

four enployers are willing fo loy thes mdey eighteen,

Table é& shows thet only one employer reported a willinmess teo

enploy inexperienced sceountanis, while eight require exporience, snd

thet 1l employers reporting regulire experience for ihe salesvanebooke

keeper conblpation. For the bopkkoepers ard beo
classifications, however, ihere iz a rether aven d

veguirenont.,

Teble X

BEP

ISHCE AHD EDUCATION RECUINEMEJTS FOR RNCORD KSEPERS

Pogition Exparieﬁce Zdnecatlion
: Reauired 7 _Beouired R
Ye Yes  Grade H, S. Dusiness Ocllege
' Goliere

éehounten%: i
ookkeeners 15

;ocxkﬂeu&rnu;gnaﬁrapher 16

£alse~liookkecpor

P

A% By RN L 1
i

fon P N ]
[ ]

Total 32 i 53 16 44

armbers in the sbove teble neen

&
2
&%
8
i
{

srployers repoariing.

i be expected, the eduestional requirements for accountenis

%)

ars somewhat bigher ithan those for the other claszificotlons. Yel, sven

=

in the case of zecounting, one~third of the emnloyers reporting checked

Fel

kigh schoel fraining s belng sufficieni, For the othor classifications
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it will be pobed

Although the nuvber of poople employed for work of a stenographle
nature is Wﬂaﬂ;« execeded by the number of resord keepers, this doss
net mesn that stenographic training ie of pocondary importance, 4s bﬁ»‘:
beon previously mentionsd, many of the record keepers have some steno=
graphie duliez and therefore need sone stenes srapeic x,munm Baployers
report that & totel of 918 omployees need Lo know how to operate z Lype-

wy ter. Shice this nunber represents 64,22 per cenl or more then fivew

c~1@hﬁm of all the workers included in this siudy, the importence of
at lesst mome stenographic training cen hardly be questioned,

Table K%hmss that a total of 129 people were 1lsled in positions
of a stenngraphic pabure. This nesns that the majority of the dubies
poerforned by 13.16 per cent or over ope-eighth of the people included

in the siudy, are stenoprephie duties,

Fablp XY
S UHPLOVES

‘ Hals Pensle Totsl
7 &2 69
: “'me %maﬂrm»herv 3 5 &1
Ld &Am;e Upsrators 3 1 16 17
1 0 27 37
ualuw—utvmu pher 1 3
Total 12 176 128
= : S s S S
It iz significent that these positions ere predouinetsly oceupied

by women, since less than one~twelfth of thsse auployees are men. There

vere no wen Uyplebs listed and only one eamch of the Ediphone operstor



end salegmanestenorravhor elasgifications

s reporting indiented s 100 per cent praforence for women

&

stenoprapbie work, This doos not mean, however, thal

'Y

jobe gvailable to male Loesuse gome enployers

-

41d net indieate & praference, snd 1t mey reasonsbly be sspuned thail some

of then would eaploy men.

Table XTI

S¥X PREFERREDE FOR 57

Pogitions Hale Pomale
Seerctaries 0 43
Shorthand Stenographers ¢ 12
Ldiphkone Operntorg ¢ 1
Pypists 0 6
Eeles~Stenogrepher o i
Total e &3

nloyed for =te‘nagr&;hie pesitions

Unldy two men heve beon nesly e

the last ysar, vhile a tolal of feriy-five women have been en-

ployed for work of this type. This might imply ihal cxperience has
egused these employers to think thet women are mores efficlent for this
type of worky slthough this is nob necossarily fdrue. The sbove evidence
indicstes thad parhaps boys should be hesitsnt shout specializing in
stencgraphie training sinse thely chances for employment seenm to Le

very peore Lt should be pointed omt, however, thst ihe personnel

director of the large firm included in the study nede the coment, that

3
5

a knowledge of shorthand would be a decldsd benefit to young men vecking
enplayment in that firm.
There is a teniptive enrollnent of twenty=eight girle and one boy

in sepond vesr shorthend for the coming school year. Since there was
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grhotal of thirly-nine secreterics apd shorihand stenoprapbers aneely

aploped during the lsst twelve wonths, the eaploynent prospects for

;. these pupils sesm te be ressonably good.

| / V \\ It mgy be seen thet the turnover in the secreturisl end stenogrephic
1 : sgifications ls rather high, being 31.82 per conit Tov seerstariss
"‘ 31.14 ner gent for shorthand stenographers, | This g sluwoct one~third
Iy %{:11 ecasa, Thip mey be due, in peri o 4 les 54, to the nurber of girls
'Ut:z guit thelr Jobs to get merried.
| ﬁy' ugy of explengbtion, 1t sbould be mentioned thel many of these
. positions sre in the offiees of dootors, deatists, and
Thase enployers were guite congistent in beling willing to
merienced, high school=irained girle of eighteen, In these
. off mez, then, seer to be the best places for the zirl kigh scheol grad-
A \‘Lﬂ try to find initial employment, if she Jenires ssereterisl work,

’l‘ﬂble k‘[TI showg that the mejority of employers sve willing to

&0

s“spla;\, reople for stemcpraphiec work at eishtsen, whilse only one wes will=

&

ing to employ anyone under thet ere. It will also be notieed that only
one eanloyer ‘*“f"‘{lﬂ red that g new enployes be over twenty-ono.
A Table M?/ shows that sore than one~half of the emplayers reporting

‘¢o not require exvericnee {or seerelarial or shorthend stenosraphie



Teble XIV

HINTNUY BRPLOYHENT AGE OF STRNOCRAPHERS
{#ale)
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Fogitions 15 3T
Sseretaries G
Shorthand Stenographers o
Ediphone Uperstors
Typlets G
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Positions
Secrslarvies
Shorthand Stencgraphor
Ediphone Operslory
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Seles~Stenoprapher
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The sbove tshle should be read ac follows: Ume euployer reported that
he would employ male secretarics at 18,

waployees, Unly ono ensloyer reguires syperience of = {typlist, and no
grperiesce requirement is shown for Zdiphone operators or palesnmne=
shencgraphers, It ir significant that the mejerity of osployers checked
kigh school trainineg as belng suffiecient for seereterisl sl chorbhand
stenographic positions. Soveral chocied business ecollzpe as being ile
lenst they would sccept and a few checied college. &11 omployers ehecked
hirh sehool for the other claaéificatigns, The sbove data szen Yo imply
that the services of the hipgh school=trained employces have been at

lenst Tairly satisfaclory and that post bigh scheol training for this

type of suployment is, in most csses, wnnecessary.
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Table XV
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Glericel Fogitione

ity o N ey ATy T > £ m Fragd a PR 1 T
ihe besiness Tirme of Ponca City which are included in this

emplay clerke of nine diiferont nl.a,.s.;fmz.twn‘; bozides those workers

‘ N 1 Sonin  pom kY
el olerks, Dot ong of the ning specifle

srhant from the siand

’914 il P Eﬁ

hewever, the psople employed in these lobs nske

o
PETH) L ELLE

up 16.85 per cent or sprrosimately cne~sixzth of the workersz imeoluded in

o
the study. 4Ac oy be scen in table XV the number of peneral clerks far

-3

*

32 any other elassificetion of clerks; in fact, there sre more gen~

eral clorks than 211 other clerks cowbined. Genersl clevke vere lieted

o = - :
itionsg Lole Total o
”aﬁrk b 13
G B!

LR o A

¥,
EA

aziiﬁxng ulefk&
Stwek Olerks

bk

O b Nad O3

iw

Time Clerks

rasy Clerks
"fin Clorks
taneral Slerks

]

162

Potal 169 71 240

by £ larpe manber of firms, bub only e fow Tirse listed other clerks.

&11 of the tralfiec clerks, all of the meil clerks, snd wost of the fils

4

cleorks are employed by one Tirm, learly thres-fourths of Lo




nen, AL1 of the tralfic, order, stoclk, time, snd mail clovks ore wen,
while 11 f£ile =sd entry clerke ore women,
hks has beox previously sisted, it wounld bo unwise to set up special

T S
aguraay Ior %

wwoe grecisl elevieal positlonsy tud in plenning the course

1

ee of lhsse difforent

l»h

of shady for the paneral cleriesl sourse, the dub:

positiong should be boken inte sepcomnt. As might be
4

L4
e% preference ghown in teble XVI iy rether cloesly in line

with the sex division in the esployment of elerks, with the exception

ef the billing alerks. Altkough the preference showm is embirely for

Table IVII

Suk PREFEREHCE roun CLEWE

Pesitions lele __ Feasle
Billing Clerks o
Fils Clorks ¢
Batry Glecks D
Hail Clerks 1
Shipping Clerks 3

2
i
1

Stock Ulorks
Time Clerke
Urder Ci&”ks
Traffic Clerks .
Generel {lerke 18

HOOOOOOQRWM

Pt

Total 30

2

o .
- Bveion

wemen, there are azluwost as manmy men ne women enployed ss billing claéks.

For a1l clericel positions, the prefersuce is 65.21 per eent or almost

tapwthirde for men and 34.79 per cent or roughly, one-third for women,
o

hars were 3% psople newly emnloyed last yesr for clerieal pesitions,

3

which represents a turnover of 15.80 per cent or nesrly one-sixth, OF

thip number bwentyessven wore men and 1l vore wopen, Since the nmale furn~

over is 15.96 per ecent and the femele turnover iz 15.49 per cenit, there

P

is not enough differsnce to be sipnificant. The fsact thet these per-
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£ 3

centages of lLunnover are smaller than in seme of the other classilisations,
indicates that the employment in olerical nesitioms iz somevhat above

aversge in stability,

ible EVITY

P HEGLY UHPLOVED CLEREE

Positions Zale Per Cent Fomale Por Cent  Total Per Cent
Dew  Twwover Hewx  Turnover Bew _ Turnover
%illing Clerks 1 1 16,66 2 18,11
Fils Clerke Q 1 &80 i 6,55
';’f,zztx"r Clerks $ s 0.00 G GLT
#zil Clerks 1 G GG 1 2G00
Shinplog Clerks 1 1 2 B0
Btock Clerks & G & 33.33
Time Ulevks & ¥ G G0
Grder Glerks A l@b.ﬂﬁ G 1 160,60
Traftic Clerks 2 16,00 o 2 1080
Ganersl Clerks 15 13015 8 23 1{.,.,19

Total 27 15.96 11 38 15,80
Table EVIIT chowg that twe easployers sve willlng te employ loye b

f-.,l

sixteen for clericel work whilo one employer gave thirty as the mindnum
ape that would be accepted. Two-thirds of the ewplovers reporiing are

willing %o hive boye at elightesn or under. Only one employer iz willing
o ewploy & female elerk under slghtoen, but including this cne, nearly

two~thirds will mmwﬂ Foaple olerks &b vl BET

The data show that & large asjority of the euaployers reﬁzortizxg do
not require experionce for cleries] positions. As mgy be geesn in itable
XD, only cne~third of the ewployers reguire ewperience of gensrel clerks
end the omly other esvorience veguiresent wes for entry clerk, 8ince

d‘,

there is only one subry clerk included in the purvey this reqiirenent

'ni{‘.u' snbe It mey alsc be nobed thet, with the exeortion of

ara whe checked buginess collere training ez belny ithe lesst

thay would zwcent hizgk echeol training was = ciz.nt. Tt ip eigni 1ficand
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Table XIX

HININUY EOPLOTEERT ACE FOR CLEAES
(&ala}

19 20 21 @2 pe 30
I

23

Position 6 17 1
Blling clerks

Pile CGlerks

Brtry Clerks

¥ail Clerks

Shipping Clerks 1
Stock Clarks 1
Time Clerks

Order Clerke
Traffiec Clerks
Gonere) Clovis 1

CF et ok pob \JY fod b b o
b s d

2
Lot

Total 2 3

A%
L4
ok
\5,
=
st

{Fonale)

?illinb Clerks
i; Glerks

ntry Clerks

A 51 Clerks

Shiyping Clerke 1

Btoek Glerks

Yime Clevks

Order Clarks 1

Traffic Clerks

foneral Glerks 11 1

2 NS A

3
ELN

43
=
s

Total 1 17 1 1 L1 3

The above table should be read as followst one employer reported he would
warloy mele billing clerks at 18,

Table XX

TXPERTENGE AND S0UCATION fi‘.h,, ITRIZIENTIE FOR CLERES

Foritione ‘ yperience Reguired ”‘QQazien Required

Ho. . o Yor Graje H, 8, Bus, D¢ 414_0..,\ Solles
Billing Clevks 2 =
I‘:Llc uler & 4 . 2
'LT" g 1{3}‘1’@ 1 2
>xo }. ulev",{s I. 2
Shipping Clerks 3 2
Stonk Clerks 7 2
Time Clerks 2 6
Order Clerks 1 2
Traffie Clerks 1 1
General Olerks & 12 1l 31 2
fotal L5 13 1 2 2




that altbough oaly two requirsed mors than high s

was willing to seoept loss.

In view of the above owvidence 1t would seem that in the clerical

..up

Tield is a pood cpportumily fer ithe young high school graduate te find

~
S

initial employment nnd tims o get sene work experience. The faot theb
so few epployers require more thsen high schoel training aight lwply that

the duties are simple enough that wery 1litils iraining is necessary, or

it aight Imply thaet the bigh zehool-treined worker has beewn very sabtis-
factory fur ihls type of work. Sisce only one was willlng to asesst

less then a high school oducabion, it appoars that the Istler imp

is wore likely to be irue.

There are a rusber of workers zho would not be classified In axy of
the major groups used in this repord. Somes of the dulies of these om- |

ioyses are gquite closcly related to the clericel elassification.

l"*"w dats show thal there are twenty-seven cashlers employad, foure
toen of whish are ek sud the sther thirtsen sre vomen, Bix of the women
Lave been hired during the lsst twelve months., Thore wre four collazclors,
11 of vhich are won. Une }’lﬂ" been recently employed. It may be seen
in teble XX that 211 tnle‘m sons opevaiors are wonmen sad thet the durnover

T S W P — o
ayr bthis tvne of work 3
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h
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employer checked & sex preference

for nachine operators, The of machine operalors uges

be explained, perhape, thet

these mpehine oparators are ¢

o the operation of su

r & onghier under eighleen.

Unly one enmploysr iz willings to



Tahle XiI

i

How How Per Gent
“ﬁfl'“ﬂé Prefer Employed Total
F 5.F T 1uru0 Lo
4 4 Zﬁr
3 £ 21.53

Positione

b5
fashiers f:S
Collectors 1
Telephone Operators 1L %
Lxﬂfflc Yanazer

Keechine Operators F
mueeﬁtlﬁnlﬁ

S“Edlt Hansoer

bt ped Bty BafED
=~

o o SR SRR
&
&

fe

Total ' 12425 2 26 2

%o one checked lesg thon trenty-cne as o alnlsun age for eollestors,

43

Bighteen and nineleen were the agep chacked for tslephone operators.
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wiven for hoth op

[

Twenty=Tive was the minimum nge

managers, All ©

machine operstors znd receptionisis.
Pive of ninetesn employers require experience of cashiers, nnd one
of four does of collectors. Espericnce iz reguired of both eredii snd

trafiic managers. No enployer reporting requires exporisnce of telew

nhone ope 3&&0 g, receptioniets, or machine operators.
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Hurroughs
L L, 3 . g
vundstysnd

Others

Total

Gimeogranh i3
Litte &
Othere 40

Allen 11 Billine Hachines

Hele

Yotal 343 fioon Hopkins 14

Burroughs
Caleulators Standard

o fook
bl ot




Teble XTI A

v P gl Aoy Fyr
BACTTIVRS (}PMAE’::LJ! NS

hﬂne Male Fezale Total
' E2G 392 o1t
1 e 668 382 1652
S 14,\36 22!1. 4)(4’
Hechines 24 37 &6
ﬁarhine 36 21, AD
e
ﬁachines v

[ R
o o o
&
P
i

wotes The word "operstors,” as used in this tsble doss not nesn full
ine woere of these mochines, Wt rather the numbers of people who nesd
w how bo operate thes.

FFII‘M HACHIH el

riters used in the business {irm

ineluded In this study, 75.97 per cent or rourhly 3/4ths of ihen were

only nesd mpohine wag

reximatoly lflﬁth¢ The th

ird most eommonly used machine

ronghily 1/12th, The remaining

Aifferent brands of nechines.

£ the Inderwood mechines sro used

27, - %
e zonior b

that more of the noiselsse

E"

E e, B 4 . . Es s ¥ 5
thet 3t is doubtDul i their

use for training morposes

OF twenty-nine bookkeeping

in the firss ineluded in thie study, twentyeseven were

:ig evidance would indicate that if, a

when, the gol



fizancially sble to purchase s bookkeeping mechine for instructional

purposes, it sbould be s Durroughs,

"l "
aommenly used sten

7

cator snd Bitto the =most comnenly used geliatin duapliestor, It would

that the sehool showld offer training in the uss of these two

Gf the 323 adding mnchines enu

study 06,57 per cent were Durroughs, and 19.3% per cent ¢

1/% were Sundstrands. There were & or more machines of cseh of the

Folloving bﬂandw* Victor, Allen, and Feainglen-Rand. The re a*ﬁd&“

different hrands.

WES

card machines and tob~key mpcohines zre in

uee it would seom sdvisable to give training on both fypes of

pachines, It perheps should be pointed oub thet swmong the grocery
stores eonbacied, the Burroushs wes by far the predo minating ngchineg,
In other busineeees there wers nore division.

Galeulstors. There wers only Uive brands of caleulators found in

ise in the firss conteoted. Thess

tmching Per Cent Sachine Per Cent
Priden 20,08 Comptometer 14.51
Harchant 21,50 Burroughs 6458
Monros 15,59



is the only firm usisg Friden cglenlaters, however,

.

ehanging to Friden fron Nonroe and Marehont, more znd pere

£

b 3 3% g VY %8 g oY £ v
¢tNe Snhile game firs is alee the Mﬁ.*‘ nngr

NS,

2 view of thip evidence it would on
all five of these wachines with the possible evceptions of the

3

i the Durroughe, However, sinee the hiph schocl alreedy hae

it wonld perhapz be wise to contimme to glive training in its upe,

A total of nechines were

to be in use by three fivme, Fert

billing and bookkec inrr machines, 411 of these anachines with the excep=

Lion of one, e Burrcughs or Foon-Hop

o Juptify the purchese of sueh o sschine for instructional purposes,

fimmes contanted use voice wriling

Ady £33t @ w e 8 5 BAL . 5o £ FA2 ey " 43 Y %
nachines,., Pobh use Bdiphones, Une firm uses cne mechine and the other

£ - . opn !
£ 1 bwenty-Tive trans oribing uniis,

aber of

love qulte =

- '

Por transeribling work, the high schael should offer

writer, Thess muabers represont £1.44 per cont or nsarly Tive-eiphths

2y

of #1l the non, and 63,00 per cont or slmosht ssven~tontbs of 211 ithe

women =uplayecs included in this survey.
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CHAPTER V
SELLING POSITIORS :

Relatively few pupils have studied selling in the Ponca City Sem-
lor High Sechool, yet there are more people engeged in this type of work in
in the firms included in this survey than in eny other single classifi-
cation,

The selling positions ineluded in the study are of two typesj re-
tail selling and wholesale selling, No specialty saleamen were inelud-
ed,

As is shomn in Table XXIII, employers listed 320 male retail sales-
men, and, in addition, two combination salesmen-bookkeepers, and one
make up 35.92 per cent of the men ineluded in the survey., Exeluding
the 355 male office workers employed by the one large firm, these 323
retail salesmen make up 64.47 per cent or more than five-eighths of all

the male workers employed by the other 191 firms,
TABLE XXIII
SALESPEOPLE EMFLOYED

Total

Table XXIII shows a total of 467 people engaged in selling occupa-
tions, It is true that the salesmen-bookkeepers and the salesmen-gten-
ographers were counted in a previous chapter as bookkeepers and stenog-
raphers, but sinee enough of their time is spent in doing selling work



G

to cause thelr employers Lo 1ist them in these coubinetion clsssifisa-

tiong, the sellinmg portion of their dubies should not be overloeked,

3

hence they are being counted here v selespecple. The sbove number

=3

reprezente 32,07 per cont or nearly ﬁnﬁ-t””r& of ell 1the psople ineluded

The 125 salsslsdies nake up 22 per cent of the women
study. Thus it mey be seen that the percent of wenen
.is nol go lzrge ac the percent ¢§ of men vho do this Yype
It is imterestine o nobe thad ihe nsn ensgped in retail selle-

ing ontnunber the women cight to To women src €

enle selling, while ceventeen men are liscted as do

[

As 1g showm in Toeble XXI¥, seventy cmployers

]
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=
£
e
)
9]
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2
g2
¥
&
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rreference for retall solling, while slaven employers

mele preference. Many saplovers indleated that both mon gnd wonen wmere

nzaded in their busincesee, sod in those csses no preference s

Tahlae IXIV
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aployer that the sex
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In severel cnees the

2% tion salesuureiockkespers tha

For zhe

£3

)—i

PO 8 s . " - Fa PP, €37 - fo oA - B T it wre S gn— i}
prefercnce ves all for ssn. The only ewpleyer Indicating a preference

[ ] ™ e ay B ‘
Table ZXY shows tho tornover in the reiail =elll
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be quite large., The 107 newly employed men in this field represent an
unusual annuel turnover of 33.42 per cent and the 35 newly employed
women represent an annual turnover of 29,16 per cent, The aversge turn-
aver for both men and women iz 32,22 per cent, This is much larger than
the turnover in the other major employment classifications used in this
study. The employmeni of wholeszle salesmen 1s even leas stable, since
12 or over two=-thirds of the 17 men now employed have worked in their
present jobs less than one year. Although the turnover in the combina~
tion positions is large, the number of people employed in these positions
TABLE XXV

25.00

12

Salesmen-Bookkeepers 2 100,00 1 50,00 3 75.00
1

0 0,00

Total 121 37 158  33.83
is too small for the turmover to be of very much importence, Table XXVI/s:
shows 21 employers are willing to accept boys under eighteen for re-
tail sales work, while one set thirty-five as s minimum age, Counting
the 21 who will employ boys under eighteen, there is a total of 42 em-
ployers who will hire boys at eighteen for retail selling work., This
number represents 53,16 per cent of the employers reporting, Only two
enployers indicated that they will employ young men under twenty-one
for wholesale selling.

Table XXVI also shows only four employers reported a wellingness
to hire girls under eighteen for sales work, while 15 set eighteen as
the minimum age. Counting the four who will hire girls at 16 and 17

there is 2 total of 19 or 76 per cent of the employers reporting who



w11l asecept ¢liphitecn-year-old pirls for ssles pesitions. Only one -
ployer set & musber over 21 ans the mindimwn sgu accepbeble, In view of

TABLE XIVI

HINTETN BUPLOYIENT AGER POR SALESPREOPLE

Age 6 1w 18 19 2 21 22 25 35
Retail Sezlosmen 1 1 21 3 17 1 & 1
Molesale Salesuen X ped

3alesmen~Bookkeepars 1
Salospen~-Stenographers
Sales Kansgers

B DG et 3 D
FERY S

Total 12 1 21 3 13 2 1 9 3

B
fod
j
3
3

Retxil Belesuven 1
tholesale Salesnen
Sulesmen~Bookicepers
Salasmen-ttensgrashers
Sales Eensgers

ST
b
ot

Tatal 103 15 1 2 2 1

o
e

(Note: The above toble shonld be vend ss follovs: 11 emplovers will
hire mele rebail saleswmen at 16, 10 employers will hire nale
reteil sslesmen et 17, ete.

this evidence, the employment opportunitles im sales work for girls
under eipghteen are few, Bors at this age are nol hendicapred so mueh
Ly the ape factor.

It may be seen in Tsble XAVII that only 26 out of 93 of ithe em~
plorers reporting, reguire exporience on the part of reteil salespeople,
This means ﬁhat-?2;3£ rer eent of the employers do not recuire oxper-
ience for this type of work, OUnly 2 employers out of € or 25 per cent
reguire experience for vholesele selling, All employers reporting
require experlence in the zales manager ond the saleswen~bookieepsr

elaseifications, bub the twe who reported on the salesman~sienographer
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clzazeificntions do not reguire ex?eriau This woons that for &3l
typos of zales work imeluded in thisz study, orly 35 out of 110, or 3121

per gent, leows than one-third, regnire experience.

TABLE LXVII

VENTS FOR SALESPEOR

Expericnce

Haruired Bduentlon Heonired
Poeition No  Yes  Grads 1.3, Ds, C@llﬁp@ Gai}ngs
Retsil Snlesmen &7 26 e & 1 1
Tholesale Saloonen & 2 2 5 1
Salesnen~-Booklecpers 5 5
Salg*wen«&tmnnﬁraﬁﬁer z2 3
Sales Henagers ' 2 i

£
st
o
s+

Total 75 35 24

(Tote: bﬁnﬁbﬂfs menn émplayefs.?agarﬁing)

This evidenes indicntes that so Tar ss the experience factor i
eoneerned, the boginner will probably meet with less difficulty In se-
curing =zn inltial vosition in Whlo field than Iz mosd classes of busi-
ness enployuent,

Table XEVII alse shows th;% & ﬁé%al of 108 exployers checked a
sdndeun education requirement. OF this » 24 or 22,22 per cent check-
ed grade sehiool as beihg sufficlent. Ib may be assumed that they would
also accept bigh school treining, Then with the &1 whe checked high

school, there iz z total of 105 out of 108 employers who will sccept
high sehoel training. Of the 3 vho reguire more thar a high scheol
edueztion, ome rEQuireg business college training, end twe reguire
collepge training, Oipee only 3 out of 10 08 or 2,77 per cent of the om-
ployers fﬁpﬂrt¢nﬁ, require more than high sohoel tralming, the zraduste
%11l £ind himselfl hendicepped hardly ot all on ithis point when seeking

a sales position,.



The feet that esuch a laree porcentage of ermployers do nob reguire

- that they consider selling work so simple thad

A

exrperionss 1

inexperienced people can do this work satisfectorily, or it might lo-

-

ply that in their opinion there is 1ittle to be loarned on the job,

Tt

it

nee 22 emplayars oub of 90 reguire ne wore then & zrade sehool edu-
stion, the firsgt of the two fmplieations pointed sub ne doubt repro-
sonts the opinion of some, The fact that the ofther 68 of the 90 ene

ployers reperbing on relall selling Msted hizgh schwol training s bow

ing sufficlent night indleate thet hi *}z seheol trailsed peonle hawe
work in thel olmssificabion. This implication

nay be the result of ihe fach the high sehool hes hoed o dlstrilmilv
education progran inm operation for ssveral years.

In viewv of the ovidenes in ibis chapler concerning the opportunities
in retail selling in Pones City and eleo in view of the faeb that but
relatively for sindents study retall selling in the Penecs City High
Jehool, LU weuld sean wise for more students to Sake this iraining,
since the opporluniiies Tor employment in this field are minerous and the

reguireronts fop beginners are nobt so bigh as fo excluds the high schosl

gradug

YIacE: M«”‘ﬂ U5 BHPLOYER

Two other slussificetions of worlers, delivery buys and messenpers,
appest on the questionneire, Ons of these, delivery bova, at lzsst is
sonswhed closely reloted to the field «of selling sinee most of the sa-

aovess In this ah gification sre suguged in delivering the srtigles
g 8

-1‘

3

that the salespeople have sold,

2, 21l of the ene



thie, all sex prefersnce chown le for male employeer, and sll new em-

ployoes are mules.

Toble XAVIIT

EXFLOYED, WEULY BUel HEECE FOR HIS-

Pesition - Tow

‘ 0 F r .
Delivery Boys 12 18 1z 2 a5 25 #

5
Ypesengsrs A ’A 3 3 & &

Totel 22 22 15 15 31 31

It mey be noted thot 18 of the 2% delivery boye sow employed, heve

beon newly employed. DBy nevly enployed le neant, esployed within the
last 12 nondhs. This ropresents en gnmal turnover of 72 per cont. Four
ef the six messengers uow working hsve been hired within the last year.

Thig represents s turnover of 66,66 per cent or twoethirds.

Table X¥IX ghows the nindnun agas ab which theso two classes of em=
ployeea>will,be.hired. It ig interesting to note thal the rengs for
delivery boys, iz from 16 to 30, however, only cne employer listed a

ninimun age above 21,

Table XXIX

B A5% POR UISCOLIANEOUS EUPLOYRIS

{(Male)

g

15 30 3
1

Total F A 3

o
S

Rote: The shove toble should be read zs followst 3 employers indlcated
thati they would employ delivery boys at 16.
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Counting the € who are willing to employ boys under 18, there is a total
of 8 out of 12 or 66,66 per cent who will hire boys at 18 for delivery
work, The two minimum ages given, once each, for messengers were 16
and 12, Thus there is & total of 10 out of 1, or five-seventhe of the
employers reporting are -ﬂnng’to accept boys at 18 for these two
types of work,

Table XXX shows that no employer requires experience of

Table XXX
EXPERIENCE AND EDUCATION HRQUIMS FOR NIS-

Delivery Boys 12 8 5
lessengers 2 2
Total 14 8 7

Note: HNumbers in the above table moan employers reporting.

either delivery boys or messengers, This table also shows that £ of the
15 employers reporting, signified that a grede school education was
suffieient, and that no employer requires more than a high school edu=
cation, Thus a majority of these jobs are open to the high school
graduate of 12,



CHAPTER VI

GHOLUEIOHES,, AND SECORIERDATIONS

Thie stody sttempts to deternine the follezing: to whal sxbent
loeal eaployers will employ store apd office workers as young gs ithe

sverapge high school graduste, the nunber of new workers omployed during

the lawt 12 monthe, the educational level demandsd by employers of the
different classilfleatlions of workers, the por gant of employers wha

require axporlence, snd the sex preference for the different classifi=

(R

cations of employees, The study also sttempte to determine the imporiance

of ziving fraining in the uege of office mechines,

gtionpaire waz uvsed to ssewre the data., Students of the high

schoel took the qusstionneires to the businssses and sssisted in filling

The following iz o list of the imporiant findings of the study.
1. Of the 293 firms contmoted, 101 had no employess sutside the

o

2o OF the 192 Pirme with ssployess, 140 employed fron 1 o 4

peonle each, end 52 enployed 5 or more each,

3s These 192 Tirss enployed 1424 psople in office and sales
positions, 856 of whieh vere men and 568 women,

Le Unly @ employers, or 5,23 per cent of thoea reporting, would
hire zirls under eightsen, while AU cuployers, or 17.77 per cont would
aaploy boys under eishleen.

5+ Uf the employers reporting, 112 or approximebely cne~half were
willing to sceept male cmployees et eighteer or under while 108, or
zore than fivewsighthe of them were willing to employ femsle workers

nt elzhtesn or under.
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loyees In all positions included in the siudy

o,
who

monbhs dg, Z2.59 for the

&

fied thet high sc

AT s A ek ot
is.a.&‘-,: 1S ‘ 2 vll(i’ v‘,_Lz {«G' 'L’,

o oo
S0

(1) the percentage of employers

runber of pesitions

fuetaes of

coneluded

1
4

1l. Eecord koeping work mss done by 277, or 32.35 per cent, nsarly

3]

e P Bl me G ar P ey U E P U T
one~third af thoe meny and by 71 ov 12,5 per cent, only cnewaiyhth of

the vomen incinded in the stndy.

12, @ Lype of cleriesl work wmas done by 169 or 19.74 per ceub

of the men and by 71 or 12,50 por cend of the vwomen.

P

13. Stenosraphic work was done by only 12 or only 1,40 per cent

T

of the men, snd by 176 or 30.93 ner cent more then three-tenths of the
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of men vho do selling work szceeds the number of men whe do record keep=

ing and elerieal werk, the number of boys who study salssmenchip should

gzcesd the number of boys who v bookkeeping end clerical practice,
£leo cinee the aumber of men vho do gelling work far exeesds the munber
ef women who de @alﬂ" work, the nusber of boys should exceed the number
of girls who study salesmanchip,

Becguse of the largs nusber of people who were listed in the bock=
keeper=-glenographer classifications and becsuse of the comments by em=
ployers thet meny bvookksepers have sone slemographie dubies 1t ceous
reacsonable to conelude that students whe plan to become boskkeepers

shonld also take seme stenographie training, that is, they should at

se of spesd

least learn to operate e typewriter with s ressonshls
end sccuracy. Bepeelally is this conclusion warranted, since the largest
eunloyer in the commmity indicated that ell office workers need some
knowledge of the operalion of & typewmriter.

Since thers are so many firms with only one, two, or three esplovees,
it is highly nrobabls that manmy of the people vho were listed as score=
tarics or stenopraghers, also had gome record hoeping dutics. Bopecially
is this trus in the offices of dectors, dentists, snd lavysrs, sinece
nost of the offices of these iypos have only one office euployse, Then
it aight be concluded that stenographie ssjors should elso get some
training in record heepi

In view of the large nusber of employers whe reguire experience
b 3

en the part of new engployees for slenocrephie and record keoping

pogitions, it le evident that the boy or zirl whe sseke eaployment in
either of these classificablions upon gradustion fron high school will

be definitely handicapped hecsuse of his or her lack of work cxperience.
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In view of the facts thet thare were more =men than wvomon suployed

in business accup&tions, that more employers reporting preferred men

than preferred women, and thet wore men then women have heen employed

LS

by the irmu ineluded in this survey during the past yesr, it seeuns

..

enfe to cﬁncluée that the sex preference shown was entirely for femgles

p»\
b
ot
]
2
fute
(o]
o
o
8]
9

r stenographie work. (nly & few ngs sghould gpecialis 2 lyr
of wmork.

It is asgumed that some of the people now studying business sub-
Jeets will, et some tine in the fulure become owners snd operestors of
emall busincsses, This spsumpiion ls based upon ths fec t that there
zere 0 many businecses included in the study vhieh were opercied by
the owners and their fanilies, In light of the above evidence il secens
reasonable to conelude that high scheol business education students
should receive some instruction in business manapement.

The fset thet such a large number of people need to kaow bow io
operate a typewriter, adding mechiney and ecaleulstor, sceording to the
reports of employers, seems to be ample svidence upon whieh to base
the conclusion thet most people who plan to work st cowe business cccu-

pebion should learn to operabe thegs three types of business machines,

Henomnendationg

I% is reconnended that the hilgh sehool eptablish a cooperstive
office praciice progran in vhich students during their senior yesr
are nleced in dowpe~town offices for w part of esch school day to se-
cure work axperience.

Une vesr of bookkeeping thovld be included in the stenographie
currisulun, and at lesst one year of typewrliipng should he included

in ths bookkeeping curriculum,



Y
9]

Underuood, Hoyal, and Hemingion, in the order named, sre in more
comon vee than the other brands of typewriters. It iz therefore ro-
commended that some of each of these three brands of machines Le used
by the business educallion depsriment of the high school for instrnctionsl
PUTPOBES .

Beesuse of the sazell mwmumber of employers whe will smploy young
poople, eepecially girls, under elpbteen, it ic recommended that stud-
ents, vhe plen te cesk employment upon being sradusted from high schoel,
should be discoursged from sltempting to complete or terminste theilr
training sooner than the norasl time in order teo zo to work unlsss they
hed eightosn by the time of their prepossd job sesking.

It is recommended that asore students, espeeially bors, be en-

couraged fto study celling,
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DEPARTMENT OF BUSINESS EDUCATION
SENIOR HIGH SCHOOL

S. B. SEATON J, E. SILVERTHORN, HEAD

FAIR
ETHEL BROCK AH CRUZAN

DELLA CREAMER

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, we 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 individuval firms will not be
used in the report.

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

Sincerely yours,

J. E. Silverthorn, Head
Business Education Dept,
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BUSINESSsQCCUPATIONAL OPPORTUNITY SURVEY
Ponca City, Oklzhoma 4941

Ind of business you are engaged in (as wholesale, retail) =

id line (as hardware, etc.)
ISTRUCTIONG: You are asked to answer some questions concerning the different positions you have In your business,
ste the sample column already filled in, "MM at the head of the column means male and "F" means female,

aployee's gosltlTn is dg;gtningd by majority of duties performed during the day,
Minimum age INunber new qu you prefer}Nunber you|ls experience EDUCATIONAL REQUIREMENTS
lemployces employees !male or fe= |[now have |required of a!l. Grade Sch. 3. Bus, Col.
{witl be hired| hired during male workers? cmployed Ibeginner? i2, High School 4, College
last 12 mo, (Mark with X | Check with X [Check with X least you will
4 laccept
Lt 230 R
:x :

sition

T

F
Sample 5

|

] No
i
scountants . |
i i |

. F ¥ 1
: T -

i Yes

rof=

L) M
X ]

sokkeepers
okkegper-Steno.
ashiers

| Clerks

e Clerks

try Clerks

neral Clerks

| Clerks
ipping Clerks i
ck Clerks | i
e Clerks H 1
s=Bookkeeper i
ectors i
very Boys i
fice Boys H i
essengers . :
ctail §u|esagg :

hol, Salesmen : i I
ecretaries :
hthnd, Steno,

icta, Operator
di. Operator

el, Operator
ypists i 5 i : i
ales~Steno, ; : —— : i
rder Clerks : H i i i
ist Others

+ 11 +1—

=3

|-.1-w

F173
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!:'Uuﬂ
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s

+4-t-+1
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i ] i ! 5. usn e
OFF ICE MACHINES
ADD ING MACHINESs
operate this type of machine?

Machines used

fPEWRITERSs How
perate this type of machinc?
Machines used

How many employecs need to know how to

meny employees need to know how to
male female

male female

De Meke Nos Make

OOKKEEP ING WACHINES: How many employees nced to CALCULATORS: How many employees need to know how to

female

now how to operate this type of machine?
mele female
lachines used

s Makt

operate this type of machine? male
Machines used

No. Make

JORESSING MACHINES: How many employces nced to know
ow to operate this type of machine? mele___ female
Machines used

OICTAPHONE OR EDIPHONE: How many employees need to know
how to operate this type of machine? male female
Machines used

04 lake No, Make
UPLICATING MACHINES: How many employees need to know  OTHER MACHINCS USED
ow to operote this typc of machine? mele female No, Type Make Operators

Machincs used

04 Make
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