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CHAPrER I 

STATEMEHT OF THE PliOBLEM. 

Numerous studies have been and are being made to locate grad

uates and former students of individual schools . In such studies 

ari attempt is made to find whether individuals ere employed , and if 

so , whether employment is in the kind of work for ·hich preparation 

was made in school. Only persons having taken training in that 

particular school are considered. 

l 

Few studies have been made which show the other side of the 

office employment situation: in ~mat types of schools the training 

of the employees was received; whether employees received trai!'ling 

before or after accepting a position; ho e.ployees secured positions . 

The answers to these problems based on inforr.10.tion received from 

prosent eoployees should point out the kind of training required for 

employees, should help to evaluate the training now given in the 

schools. and should indicate the most effeotive o.gencies or methods 

of securing employment. 

The Purpose And Scope 

The purpose of this study is to determine the sources and extent 

or training of office and cler lca.l ~ orkers and the methods usod in 

securing e ployment . 

Fron office and clerical v.orkers representing a variety of kinds 

and sizes of' businesses in six cities and towns of Oklahoma. , 719 

useable questionnaires were secured. The kinds of businesses represented 



were: education, financial , government . insurance , real estate and 

real estate loans , manufacturing, mercantile, oil , personnel , pro

fessional , publications , utilities , transportation, and mechanical 

service. Though no definite per cent of workers from ea.oh offioo 

visited chocked questionne.ir,:,s, an attempt was ms.de to have question

naires checked by workers of each typo in each office. The number 

of employees employed in the offices ran;ed from 1 to 837. The 

assumption is ma.de that the workers were representative of any group 

as no effort was made to select particular persons or businesses . 

All of the data for the study were gathered ithin n period of three 

months . 

Procedure 

any questioi:maires were studied to determine the information 

most useful in the study and how to most successfully secure the 

information. A questionnaire was then made and revised after criti

cisms were given by several competent people. A test check was made 

by having :i.ifty questionnaires checked by office orkers . The 

weaknesses of tl c questionnaire were then determined, and in the 

light of these wealmesses the questionnaire -rm.s age.in revised. A 

copy of tho questionnaire used is shovm in the Appendix. 

2 

During personal interviews ith executives , managers , supervisors , 

and other office workers arra.ngen1ents ,vere :ma.de to have the question

naires checked. If possible the interviewer checked or waited for 

the workers to check the questionnaires; if not possible , the inter

viewer called later to collect the. questionnaires or loft a self-



addressed envelope for mailing the questionnaires . 

·Jhen the questionnaires wore secur~d o. tabulation of the data 

was me.de . To simplii'y the compilation of data. the v#orkers were 

divided into four ns.in oups according to job na.m.as and duties 

performed , nanely: (1) executive. manager , and supervisor; (2) 

bookkeeper; (3) secretary and stenographer; (4) general clerk~ 

orkers grouped in the executive , managerial , and supervisory 

group include all having exocutive , nagerial, or supervisory 

duties of any kind regardless of what other duties performed. Cog

nizance r.:JUst be ta.ken of tho differences in kinds and si,ges of 

businesses when considering this iroup because 0£ the variation in 

training and ability required. 

3 

Workers included in the bookkeeping gr~up are all having e:ny 

bookkeeping duties except exocutives , mo.nagers , and supervisors . 

Because of the variation in book.:keepe~·n ' duti~s tho group is sub

divided according to duties 1nto: (a) bookkeepe~., e.ccounte.nt , and 

auditor; (b) bookkeeper e.nd cashie:r; (c) bcokkeeper a.nd stenogra.phar; 

( d) bookkeeper and other duties than those named above. • orkers 

whose bookkeeping duties seemed to be principally rr.achine operation 

are grouped with machine operators. 

The group headed secretary and stenographer includes all workers 

performing only secretarial or stenographic duties . Since the terms 

are used synonymously so often the workers are grouped in the division 

checked on the questionnaire . 

The general cloricnl group includes all other o£fice workers . 

Sub- divisions of the general clerical oup a.re : cashier . file 



clerk, machine opera.tor, reporter , teller , typistt spec ial clerk, 

P. B. X. operator . offioe boy, and those checked as general clerk 

4 

or as performing a combination of two or reore duties unless otherwise 

classified. With the exception of the last., the workers in each of 

the sub-divisions s pecialize in tho one kind of work indicated by 

the name of the sub- division. 

The machine operator sub- division includes wor kers operating 

the different kinds of office machines 11hic ·will be discussed in 

a later chapter.. Though the transcribing 1.t~chines will be listed as 

office machines to show their use in t.i:.1 t5 off:..,:r,~ , the operators a.re 

classified as typists . 

Reporters are those workers who report credit ratings or per

form similar duties . 

The term "special clerktt is used to mean a clerk specializing 

in one type of work only, as a payroll or ~nvoice clerk. 

"Training;" as us ed in the study means knowledge gained or skills 

acquired either prior to or during enployment in order to become more 

proficient on the job. 

nTime elapsed before taking a positiontf. means the time which 

elapsod betVIeen the lnst school training and securing one ' s first 

position. 

A:t'ter the workers were grouped according to the classifications 

named , the data were tabulated, compiled, and some conclusions drawn. 

Some generalizations are made concerning each occupational group 

with respect to the source and extent of thoir training and • ethods 

ot securing employment . 
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Similar Studies 

In the school year 1923- 24 by a cooperative arrangement bet11een 

the Graduate Scl ool of' Education of Harvard University and the 

National Association of Office Managers . a study of clerical-training 

needs ~1iS begun. The res_ults were published in 1927 under the title 

A!!! Conception of Offiee Praetice. 1 

The study ,~s nationnl in scope. The purpose was to learn more 

about the business training needed by clerical wrkers O.r!d little 

attention was given to stenographers and bookkeepers . Thirty-seven 

firms reported 34 . 513 office employees: 3. 451., or 10 per cent of' 

which were stenographers ; 666 , or 1.9 per cent of which were book

keepers ; the ror.,ainder did other types of office work. 

Some of the conclusions Nichols made f'ro.m the study were: 

job ruun.es were used largely as a matter oi' payroll convenience 

rather than as a guide to ,vhat the employees • duties may have been; 

there were many standardized duties for which clerical trainine; could 

be given, some of which were,. calculating machine operation. recording . 

mel;"chandise olerice.1 w-ork ,. general clerical ork. filing and indexing , 

cashiering, typewriting ., correspondence duties , mail handling duties , 

duplicating ma.chine operation, and billing and dictating machine 

operation; few clerks doing special types of work for ~hich sorae 

skill v.ins needed went directly from school to t:;he position they 

wero holding; since only 10 per cent of the workers were doing 

l . Frederick G. Nichols ., A Mew Conception of Office Practice. 
Harvard Bulletins in Education. No . 12.-i-e27. 
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stenogrnphic work and only 1.9 per cent were doing bookkeeping fewer 

high school students should be encouraged to take this training; 

female clerical -workers outnumbered male clorioa.l workers; secondary

school voco.tional education 1'1-as desirable for clerical workers; there 

vms a n-oed for workers trained in the use of' various oo.l0ulating 

devices . 

!_ S'tudy 2!._ Office Emplo;z::eos ~ ~ !Ja.jor Insurance Offices 2£_ 

Denver . Colorndo, 2 an unpublishod thesis by Joseph P. Arnold , is 

a study of only insurance office employees . The purpose v. an to deter

mine the types of workers . the duties ,, the u.se of off'icc appliances 

and , chines ,. the e::xtent of · ed.uca.tion, the commeroinl subjects studied, 

the types 0£ schools attended , previous oxperienco, and possible needs 

for o·cher types of trainins; than those offered., Some of the findings 

pertinent to the study no~ under discussion were : more men than 

omen held supervisory positions: o.ffico a.pfliances wore mainly 

operated by wot:1en; numerically, general office workers were most 

important in the field of insuranoe: the adding a.chine and the 

typewriter were the most used office machines; the comptoni.o·ter and 

the typewriter were the only two machines on which training; had 

been received more often in school than fro other sources ; hi~h 

school graduation was apparently a prerequisite for employment ; 

the "'pecialized clerical workers had the highest percentage of 

high school e:raduP..tes , the appliance operators had the lov:ost ; 

the per cant of workers Tlho had graduated fro college was 6. 3 nr~d 

2 .. Josoph P. Arnold, A study of Office , ployeos in the Major 
Insurance Offices of Denver . Colorado. Unpublished thesis , 
University of Denver , Denver , Colorado , 1932. 



34.9 per cent had attended; most of the supervisory workers were 

not listed in college workJ clerical workers made up 49.4 per cent 

of the number of' workers attending busi.ness college; women out

numbered men in business school training; typewriting. shorthand. 

bookkeeping. ands elling were apparently the four basic subjects. 

! Study!!£. Office Employees in Kansas City. Xansaa,3 an un

published thesis by Elizabeth B. Patton. is similar to Nichols' 

study though on a much smaller scale . Only 300 employees from 16 

business f'irms checked questionn.8.ires for the study. 

Some of the findings and conclusio:a·s drawn f'rom the study were: 

elementary and high school training were prerequisites for any type 

of office work; high school graduates were holdi ng better positions 

than those who did not graduate; private business schools were used 

as an extension of training beyond the high achoolJ 17 per cent of 

the total group had enr_olled for college training. but only 9 had 

graduated; other schools had no particular significance in the 

1 

training of any particular group of w rkers; typewriting was studied 

by 63 per cent of the group; bookkeoping by 42 per cent; shorthand by 

34 per cent. The number of workers taking other subjects was given by 

the writer in numbers r ather than in ,per- cents and was given as follows 11 

business arithmetic. 1271 comnercial geography. 67; commercial law, 

52; economics, 40; and sellin, 21. All of the above nruned subjects 

had been studied in high school more freqtently than i n any other 

type of school . 

3. Elizabeth B. Patton. A Study of Office Employees in Kansas City, 
Kansas. Unpublished thesis. University of Denver. Denver. 
Colorado. 1935. 



The Workers 

\'ih.en grouped according to the occupational classification pre

viously explained the 719 workers were divided as shown in Table I: 

executives, nianagers, nnd supervisors, 81. or 11. 3 per cent; book

keepers . 168. or 23. 4 per cent; secretaries and stenographers, 135, 

or 18 .. 8 per cent; general clerks , 335 , or 46. 6 per cent. 

TABLE I 

CLASSU'ICATION OF WORKERS 

8 

Male Female Not Stated % of A.11 
Group 

Executive, 
llruiagor, and 

Total 

Supervisor 81 

Bookkeeper 168 

Secretary and 
stenograr..her 135 

General Clerk 335 

TOTAL 719 

No. % 

48 59. 3 

50 29.8 

6 4 . 4 

77 23.0 

181 25. 2 

no. % 

31 38. 3 

115 68. 5 

125 92. 6 

245 73. l 

516 71. 8 

l o. % Workers 

2 

3 

4 

13 

22 

1. 8 

3. 0 

S. 9 

3. 1 

11. 3 

18. 8 

100. 0 

};QTE. This table should be read as follows: Of the 81 workers 
in the executive group which includes 11.3 per cent of all the 
1orkers, 48 , or 59. 3 per cent are male ; 31, or 38.3 per cent 
are fen1a~e; 2, or 2.5 per cent did not state sex. 

Though the occupational group executive , manager , and supervisor 

includes a.11 workers performing rluties of an executive, managerial , 

or supervisory nature regardless of whnt other duties performed, 

only approximately one-tenth of' the ,·mrkers fall in this ,roup. Since 
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Sli[~htly less than c:ne .. .f'ourth of' tho workers had bookkeeping 

vrere e:mployed ·to co e-.11 of'.:t'ice work ·were i:n .. fltu;utial in increasing 

this figure • 

. of the o.f .:t'ice.s and. less than 33 workers ,·.ore 

ccmt of' the oi'ficos. 

As has been f'cund in prac-t:;ie;@.lly all studie:;. in which workers 

workers. Though about one--half o.f the general clerical group special• 

ized in only one kind of Ywrk, the other half· perforr:M?ld a co:riibir.ation 

It is apparent that th.er~ is still a. demand for 1NcTkers 

This chapter ha.s explained in detail the pu:rpQse e.nd scope, the 

procedure,, and the occupatio:n.r,.1 classification. of the 719 workers, e;s 

woll e.s has 6iven a brief m.urrrnary of sinlilar studies which have been 
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made . 

The following chapter will be devoted to ane.lyiing the types 

pf schools that have contributed t6 the trainint of each of the four 

occupational g,roups into which the 719 workers have been divided. 



ClIAPTER II 

SCHOOL$ AT'I'EHDED BY VJ'ORKERS 

The lo.rge :number of' schools r,iaintained by federal• Ertate, and 

rm.m.ieipal 13overxnnents, and hy prive:l;;e groups and. individuals have 

secondary o.nd '.Che college level. The data emphasize the ef'f'ei:Yc that 

Evidence that a high school educf/';tion is a prerequisite for any 

kind of of'fice vmrk is shov,1t by the clat:a. Approxima:tely nine-tenths 

of the workers had gre.d.1.mtod from high aehool. As 1r.B,y be seen in 

jTable H (mly 2.8 per cent of the v1orkers did no-t attend or did 11ot 

i 

11 

stata~ 'i)'!H,rther they 1uid at·tenderl high school. In all later discussion 

those who did not ste:i:;.e ·whether they atte:nded ·!:,he school in quesd:;ion 

i 

will be grouped wH,h those not attendin)'i,• llfo:nths of' atte11da..">1ce by 

the 9 .5 per cent dropping: ou·t of high school before finish in~ are 

The per oenh of' high school graduates among the ~ecutives, 

! managers• and supervisors is noticeably 1otier than that of any of 

. the o·hher occupational groups: II!:Oreover • individimls in ·chis g;.roup 

are older as is shown. by years of working; experience. 
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TABLE II 

HIGH SC1.JOOL BDUCATI01r OF ALL WORKERS 

Graduated Attended high Did not attend 
GR 1:JP from high school but did or did not Total 

and school not ~re.duate state 
SEX No. % No. ~ 1~o . ;;, No. ~ /0 

,I.ia.le: 
F.,')cecut i ve • 
Man.ager , and 
Supervisor 40 83 . 3 3 6 . 3 5 10. 4 48 100.00 
Bookkeeper 4 2 84.0 4 8 . 0 4 8.0 50 100.00 
Secretary and 
Stenog;ra~l:er 6 100.0 0 0 6 100.00 
General Clerk 67 87 . 0 10 13 . 0 0 77 100. 00 

Tot al Jl.55 85 . 6 17 9. 4 9 5. 0 181 100.00 

Fe:male: 
Executive , 
Manager , and 
Supertisor 25 80. 6 6 19. 4 0 31 100!00 ' I 
Bookkeeper 101 87 . 8 12 10. 4 2 1.7 115 100,00 
Secretary and 
Stenographer 120 96. 0 2 1. 6 3 2. 4 125 100.00 
General Clerk211 86.l 29 11 .. 8 5 2. 0 245 100. 00 

Total 457 86 .6 49 9.5 10 1.9 516 100.00 

Sex not Stated: 
Executive , 
f ari...ager i and 
Supervisor 2 100. 0 0 0 2 100.00 
Bookkeeper 3 100. 0 0 0 3 100. 00 
Secretary and 
Stenographer 3 75 .. 0 l 25.0 0 4 100.00 
Gen.era:.t Clerk 11 84 . 6 l 7. 7 l 7.7 13 100. 00 

:rotal 19 86. 4 2 9.1 1 4 . 5 22 100.00 

'l' otal of All 
Workers 631 87. 8 68 9. 5 20 · / 2,8 · 'IHI 100 .• 00 

MOTE : This table· should be read as follows: Of' the 48 men 
who were exeoutives . mana~ers # and supervisors , 40, or 83. 3 
per cent had eraduated from high school; 3 . or 6. 3 per cent 
had attended but had not graduates ; s. or 10. 4 per cent did 
not state whether they had att ended or had not att ended. 
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en not attending and not graduating, 16. 7. 

The six women drop- outs had evidently dropped out of hiyi. school 

to take positions ~s no time hatl elapsed between school and the first 

position. However , one of the six had attended business college, and 

so , it is possible that she did not go directly from high school t o 

work. 

One of the three men drop- outs stated that no time elapsed betv1een 

dropping out of school and ta.king his first position, and the other two 

men did not state the length of time elapsing. 

The bookkeeper group was second of the groups in per cent of high 

school graduates with only . 6 per cent lead over general clerks •. Tabl e 

III shows that within the bookkeeper group, the ones specializin~ in 

bookkeeping duties had a l most 10 per cent fewer graduates than e.rry 

other sub- division; a l so , about 10 per cent more had not attended 

high school . The sub- division 1'1hich had the highest per cent of high 

school graduates ;as that of bookkeepers and others . The women 

empl oyed in bookkeeping positions had a l ittl e higher per cent of 

high school graduates and attendants than the men. The answers on 

the questionnaires did not reveal a.ny pertinent information on reasons 

for dropping out of high school . 

The per cent of high school grn.dua.tes among the secretaries and 

stenog;ra~hers was hir;her than tha.t of any other group. (}r>.ly 6, or 

4 . 4 per cent of this group did not graduate and one-half of that 

number had attended. (Table IV) . Though only 4 .4 per cent of the 

secretaries and stenographers ,nere men, a.11 of them were high school 

graduates . 



TABLE III 
HIGH SCHOOL EDUCATION OF BOOKKEEPERS 

I 
Posi/ion 

and' 

Graduated 
fro:o high 

school 

Attended high Did not attkpd 
school but did or did not \ 

Uo . % 
not e;raduate state • 

Set 
l!ale : 

Bookkeeper • 
.\ocountant, 
and Auditor 25 80 . 7 3 
Bookkeeper 
and 
Cashier 
Bookkeeper 
and Steno-

1 100.0 0 

grapher 0 
Bookkeeper 
and others 16 

Total 42 
Fe:r:i..ale : 

Bookkeeper , 
Accountant , 
and Auditor 19 
Bookkeeper 

0 

88 .9 1 
84 .0 4 

76. 0 4 

and Cashier 7 87 . 5 1 
Bookkeeper 
and Steno-
graph er 11 91 . 7 1 

91 . 4 . 6 
87 a8 12 

Bookkeeper 
and Others 64 

Total 101 
Sex Not Stated : 

Bookkeeper , 
Aceountant , 
and uditor 
Bookkeeper 
a..."1d Cashier 
Bookkeeper 
and Steno
grapher 
Bookkeeper 
and others 

Total 
Total of All 

1 100. 0 

0 

0 

2 100,0 
3 100. 0 

0 

0 

0 

0 
0 

9. 7 

5. 6 
a.o 

16. 0 

8 .3 

8. 6 
10. 4 

0 

0 

l 
4 

2 

0 

0 

0 
2 

0 

0 

0 

0 
0 

9. 7 

5 . 6 
8 . 0 

B. O 

14 

Total 

No. % 

31 

1 

0 

18 
50 

100. 00 

100. 00 

100. 00 
100. 00 

25 100. 00 

8 100. 00 

12 

70 
115 

1 

0 

0 

2 
3 

100. 00 

100. 00 
100. 00 

100. 00 

100. 00 
100. 00 

Bookkee ers 146 86. 9 16 9 . 5 6 3. 6 168 100. 00 
NOTE: This table should be read as fo lows: f the 31 men 
who were bookkeepers . accountants . and auditors . 25 . or 80. 7 
per cent had graduated from high school ; 3. or 9. 7 per cent 
had not graduated; 3 . or 9 . 7 per cent had not attended or had 
not stated. 



TABLE IV 

HIGil SCHOOL EDUCATION OF SE-CP..ETARIES rn STENOGRA.l"?flERS 

Graduated Attended high Did not attend 
Position from high school but did or did not Total 

and sc:1 1 not gra..dua.te state 
Sex No . % 110 . % Uo. % No . % 

Male : 
Secretary 5 100.0 0 0 5 100.0 
stenographer 1 100.0 0 0 1 100.0 

Total 6 100 . 0 0 0 6 100. 0 

. Female : 
Secretary 42 97. 7 0 1 2.3 43 100.0 
Stenographer 78 95 .1 2 2. 4 2 2.,4 82 100. 0 

Total 120 96. 0 2 1.6 3 2. 4 125 100. 0 

Sex Not Stated: 
Secretary 0 1 100.0 0 l 100. 0 
Steno ~70.pher 3 100.0 0 0 3 100.0 

Total 3 75.0 1 26.0 0 4 100.0 

'f otal of All 
Secretaries :md 
Stenographers 129 95 . 6 2. 2 2. 2 135 100.0 

tOTE : This table should be read as follows : Of -the 5 men 
who were secretaries all had graduated from high school; of 
the 135 secretaries and stenographers , 129, or 95. 6 per cent 
had graduated. 

15 

The general clerks ranked third in number of high school graduates 

with 289., or 86.3 per cent, graduating. !t is significant thtit only 

6 , or 1.8 per oent of the general clerks did not attend high school. 

Table V shows the graduation and attendance of the workers in the 

sub-divisions. Within the group the typists ranked highest in per 

cent of iraduates : all had graduated. Interesting is the fact that 

file clerks ranked second in the oup with 92.3 per cent graduating. 
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TABLE V 

RIGH SCHOOL L'DUCATIOU OF GENBRAL CLERKS 

Graduated Attended high Did not attend 
Position from high scl ool but did or did not - Total 

and school not state 
Sex Ho. C 

:0 No. no. 0 lto . /<> 

Male: 
Cashier 3 60. 0 2 40 . 0 0 5 100. 0 
File Clerk 2 100. 0 a 0 2 100. 0 
J.!achine 
Opereltor 7 87. 5 1 12. 5 0 8 100. 0 
Of.fioe Boy 2 66. 7 l 33. 5 0 3 100.0 
P. B. X. 
Operator 0 0 0 0 
Repor ter 0 a 0 0 
Special 
Cl erk 6 85. 7 l 14. 3 0 7 100. 0 
Teiler 11 100.0 0 0 11100. 0 
Typist 1 100. 0 0 0 1 100.0 
oth rs 35 87. 5 5 12. s 0 40 100. 0 

Total 67 87.0 10 13. 0 0 77 100. 0 

Female: 
Cashier 21 77. 8 4 14. 8 2 7.4 27 100.0 
File Clerk 10 90. 9 1 9. 1 0 Il 100.0 
1:"achine 
Operator 26 83. 9 5 16. l 0 Sl 100. 0 
Office Boy 0 0 0 0 
P . B • ..,. .. 
Operator 4 80. 0 1 20.0 0 5 100.0 
Reporter 18 81 . 8 3 13. 6 1 4 . 6 22 100. 0 
Special 
Clerk 6 85 . 7 1 14. 3 0 7 100.0 
Teller 0 1 100. 0 0 1 100. 0 
Typist 18 100.0 0 0 18 100. 0 
Others 108 87. 8 13 10. s 2 1. 6 123 100. 0 

Total 211 86. l 29 11. 8 5 2. 1 245 100.0 

(Continued on the follo\ving page) 
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TABLE V 
(Continued) 

Graduated Attended high Did not attend 
Position from high school but did or did not Total 

and school not graduate state 
Sex No~ bi: Uo. J° Ho. % No . % ,o 

Sex Not stated: 
File Clerk 1 100.0 0 0 1 100. 0 
Reporter 0 1 50.0 l 50. 0 2 100. 0 
Special 
Clerk 1 100. 0 0 0 1 100. 0 
other$ 9 100.0 0 0 9 100. 0 
· Total 11 84 . 6 1 7. 7 1 7.7 13 100. 0 

Total of All 
General Clerks 289 86.,3 40 11. 9 1.s S35 lCO.O 

lJOTE: This table should be read as follows 2 Of the "."35 0 eneral 
clerks, 77 , ere nen. Of the men 67 ,, or 87 . 0 per cent had 
graduated from high school; 10, or 13.0 per cent had attended 
butl had not graduated; no:m.e of the men had not attended h igh 
school . 

The data show definitely that the workers do not feel that a 

high sehool education provides sufficient school training. Table VI 
' 

sho"ll'tl that 255, or 35. 5 per cent of the -workers attended colla e 

e:nd 91. or 12. 7 per cont graduated from colla a . Of those attending 

but not graduating 79. or 31 per cent attended one year or less 

tµ1d 173, or 67.9 per cent attended two yea.rs or less. figures on 

the number of months attended by those who did not graduate from 

college are shown in Table VII , Appendix. 

Thou~h a hit71er per cont of the workers h!l.d te.J.::en degrees in 

the School of Arta and Science than in any other sehool • a higher par 

eent of work:ors h t~ t ... :·en wor k in the School of Commerce. The d~f ... 

for enca in tho number ta.lcing ,vork in these two schools is so small 
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to be negligible. Over two- thirds of' the degrees ·ere held in 

the two schools. Other schools in which work had been done, in 

order· of frequency mentioned werei education, home economics, 

agriculture, and engineering. More detailed information concern

ing college attendance by schools is given in Table VIII, Appendix. 

Decidedly higher is the per cent of college graduates in the 

executive group than in any other group in spite of the per cent 
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of high school graduates being lowest in that group . Too, the per 

cent of those attending but not graduating was highest in this 

group. There is practically no difference in the college graduation 

and attendance of tho man and women of the execu·l:;ive, managerial, 

and supervisory group. 

Bookkeepers ranked third in college graduates as well as third 

in per oent attending. The men in the bookkeeping group had a much 

higher per oent of college graduates than the women. Of the men, 

20 per cent were graduates, while only 7.8 per cent of the women 

graduated. The difference in the per oent attending college but 

not graduating varied little. (Table VII). 

Seoretaries and stenographers ranked sooond in per cent of 

college graduates and attendants . The individuals holding secre

tarial positions evidently had much more college training than the 

stenographers as may be seen in Table III. This indicates that 

secretaries are required to make more preparation for their positions. 

Though the number of men in the group is very small, only 6, or 

4.4 per cent. all except one of them had attended college. Almost 



TABLE VII 
COLLEGE EDUCAT ION OF BOOKKEEPERS 

Position 
and 

Graduated 
from ool-

Sex 
::ale; 

Bookkeeper. 

le:e 
No .. % 

Accountant, 
and Auditor 
Bookkeeper 
a.nd Cashier 
Bookkeeper 
and Steno-

l 100. 0 

e;rapher 0 
Bookkeeper 
and Others 3 

Total 10 
Female, 

Bookkeoper, 
Accountant, 
.and Auditor 2 
Bookkeeper 
and Ca.shier 0 
Bookkeeper 
and Steno-
grapher 0 
Bookkeeper 
and Others 7 

.rntal 9 
Sex Uot Stated: 

Bookkeeper, 
Accountant, 
and Auditor 
Bookkeeper 
and Cashier 
Book:koeper 
and Steno
grapher 
Bookkeeper 
and Others 

Total 
Total of All 

0 

0 

0 

0 
0 

16. ', 
20. 0 

a.o 

10. 0 
7. 8 

Attended col
lee but di d 
not ~radua te 

No." % 

9 29 . 0 

0 

0 

6 33. 3 
15 30. 0 

6 24 . 0 

3 37. 6 

5 41 . 7 

25 37 . l 
40 34. 8 

0 

0 

0 

2 
2 66. 7 

Did not attend 
or did not 

state 
No . % 

16 51. 6 

0 

0 

9 
25 

17 

5 

7 

37 
66 

50. 0 
so.o 

68 . 0 

62.5 

52. 9 
57 .. 4 

1 100. 0 

0 

0 

0 
l 33. 3 

Total 

!Io. % 

31 100. 0 

l 100. 0 

0 

18 100. 0 
60 100. 0 

25 100. 0 

S 100. 0 

12 100. 0 

70 100. 0 
115 100. 0 

l 100. 0 

0 

0 

2 100. 0 
3 100.0 

Bookkeepers 19 11. 3 67 33. 9 92 54.8 168 100.0 
lmTE: This table should ba read as follows, Of the 31 book-
keepers who were nen, 6 , or 19. 4 por cent had graduated from 
eolle~e; 9, or 29 per cent he.d attended but had not uraduated; . 
16, or 61 . 6 por cent had not attended or c.id not state whether 
they had attended. 
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TABLE VIII 

COLLEGE EDUC TI0ll OF S 'CRETA..iIThS A.MD STENOGRAPilli'RS 

Po ition 

;ale: 
Secretary 
Stenograpl'1er 

Total 

Female, 
Secr etary 
Stenographer 

Total 

$ex Not Stated: 
Seore~ary 
Stenographer 

Total 

Total of All 
Secretaries and 
Stenographers 

Graduated 
from col

lege 
ifo. ~: 

1 
0 
l 

12 
9 

21 

0 
0 
0 

22 

20. 0 

16 .. 7 

27. 9 
11 . 0 
16 . 8 

15. 3 

Attended col
lege but did 
not :rad.us.to 

4 80 . 0 
0 
4 66. 7 

14 32. 6 
33 40. 2 
47 37. 6 

0 
0 
0 

51 37. 8 

Did not attend 
or did not 

state 
!Io . : % : 

0 
1 100. 0 
1 16. 7 

17 39. 5 
40 48. 8 
57 47. 3 

l 100. 0 
3 100 . 0 
4 100.0 

G2 45 . 9 

To:t;al 

~o . 

r. .., 
l 
6 

43 
82 

125 

100. 0 
100. 0 
100. 0 

100. 0 
100. 0 
100. 0 

l 100. 0 
3 100. 0 
4 100 . 0 

135 100 . 0 
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NOTE: This table shoul d be read as foll ows : Of the 5 men who 
wera secretat-ies 1 , or 20.0 per cen·t had graduated frot college; 
4 , or 80 . 0 per cent had at·tended but did. not graduate . 

one-half of the women in t.e roup ha not attended or h11.d not stated 

college attendance . 

sis gonerally expected the general clerical roup had a lower 

per cent of colle e attendance than any other, only 1" . por cent 

att~nded a.rid only 9.S per oe:n.t graduated. Within the group the file 

clerks had t he largest par cont attendinc and graduating. (Table IX) . 

Tho general clerical group was tho only group in vmich the per cont 

01 collego gniduatos aoong the womon exceeded that of the per cent 

of men graduating. However. even in the general clerical eroup more 



TABLE IX 
COLLEG • EDUCATI01' 01" GENEHAL CLERKS 

Position 
and 
Sex 

Graduated Attend.ad eol
from col- lege but did 

,,....._l_e,._,g_e.....,,.. __ n.,..o~.~raduate 
No. 7;, lfo . % 

"alo : 
Cashi.er 
File Clerk 
'·'.a.chine 

1 20.0 
0 

Operator 
Office Boy 

1 12.5 

• B. X. 
0 

0 
0 

0 

Opo:r tor 
Reporter 
Special 
Clork 
Teller 
Typist 
others 

Total 

g l 
1 100.0 
6 15 . 0 

10 13.0 
Female: 

Cashier l 
File Clerk 1 
ilad1ine 
Operator 2 
Off ice Boy 0 
P .. B. X. 
Operator 0 
Reporter 4 
Special Clerk 0 
Teller 0 
Typist l 
others 10 

Total 19 
Sex l ot Stated; 

File Clerk 1 
Reporter 0 
Special Clerk 0 
Others 1 

Total 2 
T ote.l of All 

s.1· 
9.1 

6. 5 

18.2 

5. 6 
8.1 
7. 8 

100.0 

11.l 
15.4 

l 20.0 
1 50 . 0 

3 37. 50 
2 66. 7 

0 
0 

3 42.9 
8 72. 7 
0 

16 40.0 
34 44 . 2 

8 29.6 
6 54 . 5 

8 25. 8 
0 

2 40 . 0 
5 22 . 7 
5 71.4 
0 
6 33 . 3 · 

38 30.9 
78 31 . 8 

0 
0 
l 100.0 
2 22.2 
3. 23. l 

Did not attend 
or did not 

state 
! o. '9.'. ,o 

3 60. 0 
l 60 . C 

4 50. 0 
1 33 . 3 

0 
0 

4 57.l 
2 18. 2 
0 

18 45 . 0 
33 42 . 9 

18 
4 

21 
0 

3 
13 

2 
1 

11 
75 

148 

0 
2 
0 
6 
8 

66. 7 
36. 4 

67 . 7 

60.0 
59 . l 
28. 6 

100.0 
61 .1 
61 . 0 
60. 4 

100.0 

66.7 
Gl. 5 

Tote.1 

No . 

5 100. 0 
2 100. 0 

8 100. 0 
3 100 . 0 

0 
0 

7 100 . 0 
11 100.0 

22 

l 100.0 
40 100.0 
1·r 100.0 

27 100.0 
11 100. 0 

31 100.0 
0 

5 100.0 
22 100.0 

7 100.0 
1 100.0 

18 100 .. 0 
123 100.0 
245 100.0 

l 100.0 
2 100 . 0 
1 100. 0 
9 100.0 

13 100.0 

General Clerks 31 9. 3 115 34 . 3 189 56. 4 335 100.0 
N01E : This table should be r ead ~s follows: Of the 5 men who 
were cashiers 1. or 20 pe cent had graduated fron college; 1 . 
or 20 per oent had AttGnded but had not ~rndu ted; 3, o 60 per 
cent either did not attend or did not state whether t hey had 
attended. 
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I 
! 

'.men attended th.an women • 

.Another type of school which hns been prominent in providing 

training for the workers is the 1)Usiness college. Tabulation of 

i 
/ the data showed that 1.vo1--kcrs took shortho.nd• t-ypewriting. business 

/ English;i and seoretarial training more of·tcn then nny other subjects 

' in business oollegeJ therefore. the data vrnr0 to.bulo.ted to show the 

number taking only four subjects ~r less and the number trucing five 

· or :more subjects. (Table X.). Rovrever, this does not imply that all 

' who took only four subjects took tho f'.our su.bjeots na..~ed. Of the 

number of workers attending p:t'.'ivo:l;e businesG college more he.d s·tudied 

five or more subjects than had st:udied less than five. 

It is interesting to note the per cent of persons attending_ 

business college, 48.l per cent. and the per oent of workers attend

ing colleg;e or university, 48.2 per cent. Some of these workers 

studied in both types of institutions as will be shown later in 

dealing with specific subjeets.. Only 71• or 39.2 per cent'* of the 

men he.d attended business college. but 264, or 51.1 per oent,. of 

the women had attended. 

The per cent of exeeutives, managers, and supervisors attending 

business eollege was lower th1,,,n that of' any other group. In contr1:uit. 

it is interesting to recall that the per cent of e:xccuti v0s_. managers,. 

and supervisors attending and graduating from college was higher than 

that of' any other group. 

Though the per oant of bookkoepers a.ttending business college 

was som.e higher than executives, managers, a:nd supervisors, it 

ranked next to the lowest. The per eent of' women. in the bookkeeping 

I :, 
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TABLE X 

BUSHflSS COLLEGE EDUCATIOM OF ALL WORKERS 

Studied 4 Studied 5 Did not e:tte~d 
GROUP or less or r:i.oro or did not Total 

and subjects subjects state 
S-EX No. % No . % ifo. % No . ~ 

I.1ale : 
Executive , 
...!anager , and 
Supervisor 5 10. 4 4 8. 3 39 81.3 48 100. 00 
Bookkeeper 4 e.o 14 28 . 0 32 64.0 50 100.00 
Secretary and 
Stenographer 2 33 . 3 3 50. 0 l 16. 7 6 100. 00 
General Clerk 26 33 .8 13 16. 9 38 49 . 4 77 100. 00 

Total 37 20. 4 34 18 . 8 110 60 . 8 181 100. 00 

1i~ema.le : 
Executive , 
!anager , and 
Supervisor 6 19 . 4 9 29 . 0 16 51 . 6 31 100. 00 
Bookkeeper 18 15 . 7 · 36 31.3 61 53 . 0 115 100. 00 
Secretary and 
Stenographer 28 22 . 4 53 42 . 4 44 35. 2 125 100.00 
General Clerk 54 22.0 60 24 . 5 131 53 . 5 245 100. 00 

Total 106 20. 5 158 30. 6 252 48 . 8 516 100. 00 

Se!le 'Hot Stated: 
Executive , 
J~nager , and 
Supervisor 0 0 2 100. 0 2 100. 00 
Bookkooper l 33 . 3 1 33. 3 l 33. 3 3 100 .. 00 
Secretary and 
Stenogra. pher 0 2 50. 0 2 50. 0 4 100. 00 
General Clerk s 23.l 4 30. 8 6 46. 2 13 100. 00 

Total 4 18 . 2 7 31. S 11 50. 0 22 100. 00 

Total of All 
·or kers 147 20 . 4 J.99 27 . 7 373 51 . 9 719 100. 00 

UOTE : This table should be read as follows: or the 48 men 
in executive , managerial , and supervisory positi'ons , 5 , or 
10. 4 per cent had studied 4 or less subjects in business col-
lege ; 4 . or 8. 3 per cent had studied 5 or more subjects ; 39 , 
or 81. 3 per cent had not attended. 



TABLE XI 

BUSINESS COLl.EGE EDUCATION OF BOOKKEEPERS 

Studied 4 Studied 6 
Position 

and 
Sex 

tale s 
Bookkeeper. 
Account&lt, 
and Auditor 
Bookkeeper 
end 

or less 
Subjeots 

No. % 
or more 

Subjeots 
No . % 

· Cr.shier 
Bookkeeper 
and Steno
grapher 
Bookkeeper 
and Others 

Total 
p·emale a 

Bookkeeper, 
Aooountant,. 
and Aud1 tor 
Bookkeeper 
and 

3 

0 

0 

1 
4 

3 

Cashier 1 
Bookk:eepe.r 
end Steno-
grapher 4 
Bookkeeper 
and Others 10 

Total 18 
Sex Not Stated i.. 

Bookkeeper, 
Accountant, 
and Audi tor 1 
Bookkeeper 
and Cashier 
Bookkeeper 
and Steno
grapher 
Bookkeeper 
and Othen 

Total 
Total of All 
Bookkeepers 

0 

0 

0 
1 

23 

0 

0 

o. 66 s 
a.o 14 

12 . 0 7 

12. s o 

33 . S 6 

14. S 23 
15. 7 36 

100. 00 0 

0 

0 

l 
l 

51 

25.8 

28 . 0 

50 . 0 

32. 9 
31 . 3 

Did not Attend 
or Did Not Total 

State 
No. % No . % • 

20 

l 

0 

11 
32 

15 

7 

2 

37 
61 

0 

0 

0 

l 
1 

94 

64. 6 31100.00 

100. 00 1 100. 00 

0 

61.1 18 100. 00 
64. 0 SO 100. 00 

60. 0 25 100.00 

87 . 5 8 100. 00 

16. 7 12 100. 00 

62. 9 70 100. 00 
53.0 115 100. 00 

60.0 
33.3 

l 100. 00 

0 

0 

2 100. 00 
3 100. 00 

66.0 168 100. 00 

,.?OTE: This table should be read as followss Of the 31 men who 
vrere bookkeepers, acoountants . and auditors, 3, or • 7 per cent 
had studied 4 or less subjootsJ 6, or 25. 8 per cent had studied 
5 or more subjectnJ 20, or 64.5 per oent had not attended. 

/ 



group at'tand:w.1.e; business college was nu.ch h:te_,:11.er than the per cent 

Qf men a:tten.ding. 
I 

I Evidently secretaries and stenographers had found ·the business 
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eollege :more helpful in their training than any other group for over 

one-he.l:f.. 65. 2 per een.t of them had attended... (Table XII) .. · Si:ooe 

t.he three sub,jer.:ts studied :most often ·were shorthand_. typeVJriting .. 

and business Enr:Jish it sec.:ns logicRl that ·the per cent a~c;{;entling 

would be high in this group. 

Of the general clerical troup 39, or 50.7 per cent of the men 

;he.d. attended business college, and 111, or 46.5 per cent of the 

1vrome11 had attended. (Table XIIl) .. 

Other types of schools than the hi[.;h school, college., and 

:bus_iness college apparently have do11e little toward prov:i.din.e; 

:~c::.:::.:tion.:al training for the ~mrkors. Though recomm.endatioras i:re 

frequently nuide that rmre evening publio schools be established 

·chis study shows thE.tt the evening r,"Ublic school attraoted comparatively 

few vmrkers~ er!:ly 67, or 9.,3 per cent. The nu.mbor of suojeets studied 

. by persons in the evening public schools varied from one -co six. 

('l'able XIV). 

The :it!&.chiue 3chools, too., had a low per cent of attendance by 

the ¥terkors, 5,.3. The larg,est number oi' machine school attenduits 

wat1: founcl in the machiri.e operm:tor sub-di-vision of ·the clerical 

group. The number of workers in each position attending evening 

public schools and machine schools v,re sho,vr~ in Tableti! IX, X., XI, Appendix. 

Oth0r schools giving training wero so smttll in number as to be 

negligible. The nunhor of persons receivirtis tr~dning :trow. o't;he:r 

sources 1,crc shovm i.'1. Table XIV A. 
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TABLE XII 

BUSINESS COLLEGE EDUCATIO.i OF SECRETARIES AND STmWGRA..PHERS 

Studied 4 Studied 6 Did not attend 
Position or less or more or did not Total 

subjects subJects state 
No. ;t no . ~ No. : %- No. % 

Malet 
Secretary 1 20.0 3 60.0 l 20.0 5 100.00 
Stenographer l 100.00 0 0 1 100.00 

Total 2 33. 5 3 50.o 1 16.7 6 100.00 

Female t 
Secretary 6 14.0 18 41.9 19 44.l 43 100.00 
Stenographer 22 26 .• 8 35 42.7 25 30.5 82 100.00 

Total 28 22.4 53 42.4 44 35.2 125 100.00 

Sex Not Stated~ 
Secretary 0 l 100.00 0 1 100.00 
Stenographer 0 l 33.3 2 66.7 3 100.00 

Total 0 2 50.0 2 60.0 4 100.00 

Total of All 
Secretaries and 
Stenographers 30 22.2 58 43.0 47 .34.e 135 100. 00 

NOTE: This table should be read as follows: Of the 5 men 
in secretarial positions, 1 bad studied 4 or less subjects 
in business college; 3, or 60 per cent. had studied 6 or 
more subjects; 1, or 20 per cent had not attended. 



TABLE XIII 
BUSINESS COLLEGE EDUCATION OF GENERAL CLERKS 

Position 

Ma e: 
Cashier 
File Clerk 
118.ohine 
Operator 
Office Boy 
P. B. X. . 
Operator 
Reporter 
Special Clerk 
Teller 
Typist 
others 

Total 
Female: 

Cashier 
File Clerk 
Ma.chine 
Operator 
Off'ioe Boy 
P. B. X. 
Operator 
Reporter 
Special Clerk 
Teller 
Typist 
Others 

Total 
Sex Not Stated: 

File Clerk 
Reporter 
Special Clerk 
Others 

Total 
Total of All 
General Clerks 

studied 4 
or less 
sub·ects 

No. 0 

0 
l 50.0 

2 _ 25.0 
0 

0 
0 
2 28 . 6 
1 9. 1 
0 

10 25 . 0 
26 33. 8 

6 22 . 2 
2 18 . 2 

7 22 . 6 
0 

2 40 . 0 
4 18 . 2 
2 28 . 6 
0 
4 22 . 2 

27 22 . 0 
54 22 . 0 

0 
0 
0 
3 33. 3 
3 23 . 1 

83 24 . 8 

studied 5 Did not attend 
or more or did not 
sub ects state 

Mo . 

0 
1 50 . 0 

2 
0 

0 
0 
2 
2 
0 
8 

13 

25.0 

28 . 6 
18 . 2 

20.0 
16. 9 

6 22 . 2 
1 9.1 

7 22.6 
0 

0 
4 18 . 2 
0 
0 
7 38 . 9 

33 26. 8 
60 24 . 5 

0 
0 
0 
4 44 . 4 
4 30.8 

No . 

5 100. 0 
C 

4 50 . 0 
3 100.0 

0 
0 
3 42 . 9 
8 '12 . 7 
1 100.0 

22 55 . 0 
38 49 . 4 

15 55. 5 
8 72 . 7 

17 54 . 8 
0 

3 60. 0 
14 63 . 6 

5 71 . 4 
1 100.0 
7 38. 9 

63 51 . 2 
131 53. 5 

1 100. 0 
2 100.0 
1 100.0 
2 22 . 2 
6 46 . 2 

77 23 . 0 175 52.2 

28 

Total 

No . /0 

5 100 . 0 
2 100. 0 

8 100. 0 
3 100. 0 

0 
0 
7 100.0 

11 100. 0 
1 100. 0 

40 100. 0 
77 100. 0 

27 100 . 0 
11 100. 0 

31 100. 0 
0 

5 100. 0 
22 100.0 

7 100. 0 
l 100.0 

18 100. 0 
123 100. 0 
245 100.0 

l 100. 0 
2 100.0 
l 100 .. 0 
9 100. 0 

13 100. 0 

335 100. 0 

UOTE : This table should be read as follows : The 5 men holding 
positions e.s ce.6hiers had not: attended business college. The 
total number of men in the general clerice.l group studying 4 or 
less subjects in business college was 26. or 33. 8 per cent . 
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TABLE XIV 

NUMBER OF 'iORKERS ATTENDING EVENING PUBLIC SCHOOL .AND MACHINE SCHOOL 

Attended Evening Attended 
GROUP Total Fublio School Ma.chine School 

M. ,. 1.s. Toti! ll. P. ff.s. Tota! 

Executive, 
Manager• and 
Supervisor 81 3 5 0 8 3 1 0 4 
Bookkeeper 168 3 4 0 7 l 2 0 3 
Secretary 
and 
Stenographer 135 0 10 0 10 0 l 0 l 
General 
Clerk 335 12 29 1 42 1 27 2 30 

Total 719 18 48 1 67 5 31 2 38 
Per Cent 100 9. 9 9.3 4.5 9.3 2.8 6.0 9.1 5.3 

NOTE: This table should be read as follows: Of the executive, 
managerial, supervisory group 3 of the men had attended even,.ng 
public school; of all the men used in the study only 9.9 per 
oent attended evening public school. 

TABI.E XIV A 

NUMBER OF WORKERS AT IDI NG OTHER SCHOOlS 

Amerioan 
Position Institute Correa- Company Private 

Academy of Banki~ ~ndence School Lessons 
Executive,, 
Manager,. and 
Supervisor 0 1 3 4 l 
Bookkeeper l 1 7 2 l 
Seo retary and 
Stenographer 0 0 0 2 1 
General Clerk 0 6 3 2 l 

Total l 1 13 10 4 

NOTE: This table should be read as follows: One executive 
took work in the .American Institute of Banking, 1 took private 
lessons, 3 took correspondence, and 4 had work 1n the company 
school. 
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TABLE~ X:V-

SCTIOOLS ATTEI:::::m D • ALL \fORlillRS 

Ilie;h College or Business 
GROUP Total School U ive ity College Others 

Uo. · % llo . % No. % lfo . % 

Sup" ... isor 81 r/6 as. 51 63.0 24 29.6 21 25 . 9 
Bookkoepar 168 162 96.4 76 45. 2 74 44.0 22 13.l 
Secret ry and 
Stenogr pher 135 152 97. 8 73 54.l 88 65 . 2 14 10. 4 
G nera Cl orl'.: 335 329 98.2 H ,6 43.6 160 47. c::; 24. 8 

TOT iJ, 719 69!> 97.2 346 48.1 :-HG 40 .. l 140 19.5 

N '}; : This table shoulu be r.A.1. as f'ollo Of the 81 executives , 
m.."Wo.gcrs., and suporvisors 76, or 93.8 par cent , e.:.t~nc1.od high 
school; 51 , or 63 er c nt , attended college or university, ,..4, 
or 29.6 per c nt atten ·,d 1 incss collcr:;"' ; 21, or 25 . 0 po,.. cent , 
attende other schools than those namod . The Totals show similar 
in.for , ion for nll ~ kcrs . 

Table XV shom t'l-te nu-m.ber and per cent of ·rorkors ta.k n.r, work in 

~ach tYre of school. A~ · be sc~n all ~xcept 2 . 8 ?0r oor.t o . the 

worxer att nded hiGh ~chool. T, xccutives , rr.a!"la.c0r , nd s1.pervisors 

d the lowe t er ent of high school ~a uatc~ onn tte dants of any 

of the gron s . Boo eepers ranked second in p,r cant of hif. chool 

gr aduates t ough not in per cent of nt-tende.nts . T 10 l".h t £- secret ries 

and steno raphers had the hiehcst per cont of hi~h scho l graduntes, . tte 

genAral clArlrs had a 1-iip;her er ca t . tter in'!' . Th genernl 1 rks 

ranked th·rd in per cent of hieh school gradna+.e. The 7'"!" ce:it of 

men who ,raduat d from hi h schoo 

'Who e-raduate<l . 

s less than the per cent or women 

Almo t one-h lf of the vorkar. att~nded colle~ and one- ei hth 

of them raduated. The per cent of exec,tive. , managers , ends per

visors graduating wns notice bl highor than the per c nt of orkers 
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in any other group. Bookkeepers ranked third in oollege attendance, 

secretaries and stenographers second, and general clerks third . In 

only one group. the general clerical group, did the per cent of women 

graduating from col lege exceed the per cent of men graduating. 

Business college s attended by about one- half of the workers . 

The per cent of women who attonded, 51.1. was higher than the per c&nt 

of men who attended, 39. 2. The per cent of attendance of the executive, 

managerial , and supervisory group was much lower than the per cent of 

ttendanoe in an:, other group. Bookkeepers ranked third in per cent 

who attended. The per cent of secretaries and stenographers -was much 

higher than that of e:ny other group, 65 . 2. Cl erical workers ranked 

third in per cent who had attended . 

Only 9. 3 per cent of the workers had attended evening public 

school , and 5 . 3 per eent had attended machine schools . Very few nt

tended any other types of schools . 

Since it has been pointed out that a high school eduea~ion i '> 

almost a minimum requirement for workers and that about one- half of 

the workers attended college and business college the question arises 

as to what kind of vocational trainin is taken in the different schools. 

Chapter III will answer tho question by showing the subjects and ma.chines 

most frequently studied, e.nd also, where and when studied. 



CHAPTER III 

COMMERCIAL SUBJECTS AND {!CHINES S'IDDIED BY OFKERS 

School ourrioulums and the expeot.e.tion of securing employnmt 

in particular types of work have been i.ni'luential in motivating 

workers to s1:udy a few speoific oonmereial subjects much more 

frequently than others. The four subjects whioh had been studied 

most frequently by all of the workers in this study were in order 

of frequency s tudied, typewriting, business English, shorthand, 

and bookkeeping. (Tables :XVI and XVII) . 0£ the 719 orkers 620, 
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or 86 .• 2 per cent had studied typewriting. Approximately 66 per cent 

of the workers had studied each of the other three subjects named. 

Subjects not shown on the table because they were mentioned only a 

'very few times were, banking, statistics, business correspondence, 

marketing, r...nance, penmanship, spelling, insurance, business 

psychology, buymanship, and advertising. 

More oonmeroial subjects had been studied by workers in busi

ness college than in any other sohool or combination of schools . 

It should be remembered• however, that there is no indication of 

the time spent on the subject s . Nu erioully, the high school ranked 

second in importance in offering training in conmercial subjeots 

and the college or universit-3 third. The largest number who had 

taken work in two or more schools had taken it in high school and 

business college . 

Certain subjects were found to be studied more frequently in 

one or t'wo types of schools than in others . '.Iypewriting, shorthand, 

bookkeepin • end business :mathematics had been principally high 



TABLE XVI 

WR.ERE SUBJECTS WERE STUDIED N.'OST FREQUl:M TLY 

Hi gh Business University High Sohool and Eigh Sohool Self 
Subjeot Number .§.ghogl Colles::e Ot Q2ll ~&i B!,llYUIH Qgll!ii:I an!l CgJ.l~G;§ l'll.le;h:t O:ttuu:a 

No . % __ No. ___ % ___ No . __ 2f No. % No. % No . 
~-

No . % 

Typnriting 620 191 30 . 8 170 27 . 4 33 5. 3 106 11.1 37 s.o 28 4 . 5 55 8. 9 
Filing 336 52 15. 3 112 33 . 3 19 5. 7 15 4. 5 3 0 . 9 99 29 . 5 36 10 . 1 
Shorthe.nd 478 117 24 . 5 187 39. 1 30 6 . 3 57 11 . 9 26 5. 4 0 61 12. 8 
Business 

' 
,,. 

English 49r 142 28 . 7 164 33 . l 66 13. 3 47 9. 5 24 4.8 6 1. 2 46 9 . 3 
Bookkeeping 4'l5. 120 25. 3 1S4 28 . 2 5iS 11. 2 28 5. 9 32 6. 7 44 9.3 64 13. 5 
Seo rote.rial 
Training 268 32 12. 4 146 56.6 38 14. 7 19 7 . 4 6 2. 3 6 2. 3 11 4 . 3 
Of f ioe 
Praotioe 262 41 15. 6 104 39 . 7 29 11. 1 7 2. 7 3 1. 1 38 14. 5 40 15. 3 
Commereid 
Geography 130 70 53. 8 11 a.s 33 25. 4 2 1. 5 10 7. 7 l o.a 3 2. 3 
Conmeroie.l Lavt 273 74 27 . 1 79 28.9 56 20 . 5 15 5. 5 14 5. 1 7 2, 6 28 10. 3 
Sal Gsmanship 225 40 17. 8 109 48. 4 22 9. 8 1 3. 1 4 1. 8 22 9. 8 21 9. 3 
Eoonomios 22.9 . 66 28 . 8 15 6. 6 99 43. 2 1 3.1 25 10. 9 4 1 . 1 13 5.7 
Business 
Mathematics 364 127 34. 9 104 28.6 67 15 .. 7 33 9. 1 27 7. 4 4 1.1 12 3 . 3 

Total 4145 1072 25. 9 1336 32. 2 535 12.9 3,13 8 'l . .., 211 5.1 259 6. 2 390 9. 4 
NOTE a This table should be read aa follows , Of the 620 ,;:orkers studying typewriti ng, 191, or 
30 . G per oent studied the subjeot in high school; 170, or 27. 4 per cent studied the subject in 
business oollegeJ 33, or 5. 3 per oent studied the subj ect in college; 106, or 17.l per oent 
studied t he subjoot in both high sohool and business oollege; 37, or 6. 0 per cent studied the 
subject in high sohool and oollegeJ 28, or 4. 5 per oent indioated the subject was self- taught; 
55, or 8 . 9 per oent had studied the subject in other sohool s or combinations of sohools than 
those named. The tote.la lihow similar information for all the subjeota studied by all the 
workers. CA 

N 



Typewritings 
Filing 
Shorthand 
Business English 
Bookkeeping 
S8Qretar1al Traini ng 
Offioa Praotioe 
Commeroial Geography 
Commercial Law 
Salesmanship 

11f.. 

138 
60 
61 

116 
151 

24 
51 
47 

100 
66 

TABLE rnr 

WJ:mN SUBJ ECTS WERE STUDIED MOST FREQUEUTLY 

. I 

Per Cent of Before After Botti 
F. N.s. Total All ~orkers No . % No. % No . 2! 

466 16 620 86 .2 401 64.7 46 7.4 25 4,0 
267 9 338 46 . 7 130 38.7 120 36.7 7 2.1 
402 15 478 66'.6 285 59.6 38 7.9 24 5.0 
369 11 495 66. 8 287 68.0 34 6.9 18 3.6 
311 13 475 66~1 237 50.0 84 17.7 24 5.1 
227 1 258 35;9 154 59.7 24 9.3 9 3.5 
205 8 262 36 . 4 112 42.7 63 24.0 1 2.1 

79 4 130 18.l 77 59.0 7 5. 4 0 0 
166 7 · 27:S 38.0 138 50.5 34 12 . 5 14 5 .1 
164 6 225 31 . 3 121 53.8 36 1s.s 6 2.2 

N. S. 
110 . % 

148 23.9 
79 23.5 

131 27.4 
156 31.5 
130 27.4 

71 27.5 
ao 30.5 

46 35.4 
87 31.9 
64 28.4 

. Economios 83 141 5 229 31~8 117 51 . 1 26 11. 4 1 3,1 79 34.5 
· .Business Mathematics 107 248 9 364 50. 6 203 55,8 19 5 .. 2 8 2.2 134 36 . 8 

i'~tal . 1002 3033 110 4145 2262 54. 6 530 12.a 148 3,s 1205 29.l 

. ,/: .. .. ·------------------------------------------------------------------------------------

. . . .. 

•• NOTE1 . -. . . ... 
.... . . . . 

. . .. 
. . . 

... . . . .. . . . . 
. . . . . . . 

. . . 

This table should be read as follows, of the 620, or 86. 2 per oent, who studied -typo• 
writing, 136 were men and 466 were wom.en; 401 , or 64. 7 per oent studied the subjeot before 
working in an o.ffioeJ 46, or 7,4 per cent studied the subject after workingJ 25, or 
4,0 per cent studied it both before and after workingJ 148, or 23,9 per cent, did not 
state when subjects were studied. The totals show similar information oonoer.ning all 
tho subjeots studied by all the workers • 

• . ~ ~ 

~ 

i ~w 



school and business college subjects; commercial g;eography and 

economics prim:d.pall,y high school and college subjects; salesman

ship~ of'fice practice, v.nd seore'hsrial trrdning principally birni-

1;1.'fJSS collee;e subjE1ots. Over one-fourth of the filing; ht:H.l been salf-
1 

! 

t:aur~ht., and tho business college had been responsible for training 

A larger number of workers had taken t:rai:J.ing il'l. subjects 

before ts.king their first positions than hud ·taken training e:b e:ny 

other time. However., only one .of the subjects, typewriting,, had 

'been studied by more than 60 per cent of the workers before 

accepting tho first posit.ion. Comparatively few had ::rbudied 'the 

sttme subjects both before and o.fter worJ.dng., :l'he subject ra.ost 

frequently studied prior ta emplo~nnen"c; was typc1.c:rith1z. The 1,ub-

ject most frequently studied after some office work had bean done 

was .filing. Almost as many had studied .filinfs after taking a 

position as had studied it before., As was n::.ell't;ionod l.;cfore., 29 .. 5 

per cent of' those studying filing indioa.tod thut i-J:; ¥rs.s self\ .. 

'taught. 

In the o:xeoutivo.t ma.Tlfigerial, and suporviaor.r group the -total 

· :number who had enrolled in conmorcial &Ubjccts Yms a.bout. the sw11e 

in high school, businoss ooller.:;0., and collec;e or university. (Tables 

. XVIII and XIX). Howeve:t·,. in Ohaptor II atttmtion 1.r.:is oal1od to the 

; larger per cent attendin.g; col101;c "than did any other group and a 
I 

, smaller pBr c6:ut attending; hit1/, school u11cl business college. 

'.l.'he s1.ihjeo-c most frequontly studied by tho g~oup heac.e& execu ... 

tive., ma:aa.ger" and supervicor vias bookkeeping. It h.o.d been s~cudied 



TAB!.?: :XVII t 

WHE..!IB SUBJECTS WERE S '.i.'IJDIBD .MOS T FREQUENTLY DY EXECUTIVI-~S • MAMAGERS AND SUPf.RVISORs 

High Univers'i ty ' High sati:~ol w:i.c!. !Ugh sofio"orse!'r- -
Sub jeet Muniber Sohool or Colla e Business Colle e and College Ta-u . ht Others 

~o. No. o. ·o No. No. 

'lypewrl tini; 59 20 33.9 14 ~ .7 7 U.9 2 3e4 3 5.1 6 10.2 7 11.9 
Filing 39 5 12.s 7 17. 9 3 7.7 20 51.2 4 10.3 
Shorthand 31 8 25. 8 12 38 . 7 2 6. 5 l 3.2 l 3.2 0 7 22.6 
Business 
English 00 17 34. 0 11 22. 0 10 20 . 0 2 4 . 0 3 6.0 1 2a0 6 12.0 
Bookkeeping; 61 9 14.8 13 21 . 3 14 23 . 0 1 1.6 4 6.6 12 19.7 8 1:s.1 
Secretarial 
Training 15 2 13.3 7 46 .7 2 13.3 i 6.7 0 2 13.3 l s.1 
Offioe 
Practice 28 3 10.7 7 25. 0 2 7.1 0 0 1 25.0 9 ~2.1 
Com:ne.roial 
Geography 22 7 :n.e l 4. 5 9 40 . 9 0 3 14.6 1 4.5 2 9.1 
Commercial Law9 41 8 19.5 6 14.6 12 29.3 l 2.4 s 12.2 4 9 .8 5 12.2 
Salesmanshi p 30 3 10.0 9 30 . 0 5 16.7 0 0 8 2tj .7 5 16.7 
Economioe 41 5 12.2 4 9. 8 25 56.l 0 6 14.6 2 4 .9 l 2.4 
Business 
J4a tha:in& ti C 8 ·47 14 29.8 10 21.3 13 21.1 1 2.1 7 14.9 2 4.3 0 

Total 464 I01 21. a 101 21 . s 102 21. s 9 1.9 32 6. 9 65 14.0 54 11. s 
NOTE, This table should be read as followsa . Of the 59 execu'ti'V'es who had studied typewriting 
20, or J3.9 per cent s'bldied the subjeot in high schoolJ 14. or 24, 7 per oent studied the sub-
jeot in bueinooo oollegeJ 7, or 11.9 per cent, studied tho subject in oollegeJ 2, or 3.4 per cent 
studied the subjec t in both high sohool and busi ness oollegeJ 3, or 6.1 par o~nt, s 1'.\di ed 'the 
subjeot i n high school end oollege; 6, or 10.2 per oent, i ndioated the aubjeot was self - taughtJ 
7, or 11,9 per cent, had studied the subject i n ot her schools or other oo:mbi nations of schools 
than those named. 'i'he totals show similar information oonoeming al l the subjects studied by 
all the executives, managers, and supervisors. 

~ 
en 
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ffr:fil'J SUBJECTS WE!i\S STUD !ED h:OS T 1','REQUfili '.IL! 
BY EXECUT!i!ES, !IANAQEttS, AND SUFERV1'.S.ORS 

~-~.-,¥j 
-~a,,..c ...... 

Se~ Pe:r C®t of Before J;fter notl1 :J. s. 
Subject rt. F. 1f, s. Total All Workers No,. % };,..,"' '.f,; lft> ~ % ~Jo. % ............ •m ._ ....,,,,·~- '" ·.....-ir,. u - 41 ..... -1 .... -.... .... ~.w'1 

~pewri ting 33 26 0 5$ 12.a 34 57.6 7 ll.9 2 3.4 lG :.n.1 
:.filing 22 lG l 39 48.l 11 2a.2 19 48.'T {) 0 9 2,hl 
Shorthand ll 20 0 31 38.3 16 51.6 3 e.1 2 6.5 10 32.3 
Business English 28 22 0 50 61.7 30 so.o 4 a.o 2 4.0 14 2u.o 
Bookkeeping 42 19 0 61 75.3 28 45.9 12 19."7 3 •,&.9 ld 2ii.o 
secretarial Training 6 9 0 15 18.5 a 40.0 2 13.3 0 0 71 40,·1 
01."fioe Praotioe 14 13 1 28 31h6 7 25.0 6 21~4 1 3.6 14 ro.o 
Comne:r'Oial Geogrepti.y 15 1 0 22 27.2 1e 12.1 1 4.5 0 0 5 22 •. '1 
Commercial Law 27 13 l 41 oo.s 19 46.3 6 14.6 2 4.£· 14 34.l 
Sales:na?whip 20 · 10 0 30 37.0 12 40~0 10 53.3 0 0 l3 28.7 
:Economioa 29 12 0 41 so.s 22 63.7 4 9~8 0 0 15 36~6 
J;usiness :Mat,hematios 30 11 0 41 58.0 2s 55.s 4 s.s 0 0 1'7 36.2 

Total 277 184 3 464 227 48.9 7$ 1e.a 12 2,6 147 Sl.'7 

?!OT'i~, · This table should be read as followo.; Of the total number of booldceepers 5t~, or 72 • a 
per cent, had studied t,JPeWri ting; 34.• or 57.6 per cent. lw.d studied ·the st.1"bjeot before 
workings 7, or 11.9 per cent. had studied the sub,jeot e.f'ter working; 2. or :.s.4 pe:"' oent., 
he.d studied the subject both bef·oro end· after workingi 16, or 27.1 per oent dS.d not 
sw.te wh~n they had studiod. 'the subject. The ·totals· ahov; similar inf'ormaU011. for all 
th$ snbjeote studied by all the exeoutives, manai;;eirs, and supe~.risox-s. 

(,,1 
-0'.l 
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by three-fourths of the group. The subjects whioh rankec.i next in 

.ntmJ:ber of workers who had studied them we:re typewriting. business 

lfulglish,, and business ma.thematics. 

! fhe data show that about one-s.ixth 01~ the oxe<;utives,, :managers,. 
I 

and supervisors had tsken work after beooming employed. :the per 

pe:nt who had ta.ken subjects .after employment was a little higher than 

!the per cent of all workers. Too. the per cent of subjects which 

~re self .. :t;aught was highest in this group. 

Alm.oat 60 per cent of the subjects studied by the bookkeepers 

had been studied in high school and business oollege. {Table XX}. 

,Si.nee only H:3 indicated that they had studied bookkeeping and the 

total number of wo:i.·kers .reporting bookkeeping duties was 168 a 

1larger number than signified. must have been self-taught. Book

keeping and 'typevn·iting were studied much more f'r-oquently than any 

:other subjects by workers in the group. Approximately 60 per 

cent of the subjects had been studied by workers in the group 

:before securing employinent. 

Over 40 per cent of the ao:mmercial subjects studied by secre

·tario.s and $tonog;raphers had been atudied. in business college. 

'(Table XXII). This is not surpridng as the de:ta. in Chapter II 

showed that 65 .• 2 per cent of' this grou·t! had attended business 

• college.. N"ticeable is the high frequency with which typewriting .. 

shorthand" and busines.s E..11.glish vrnre studied i:n eomparison with 

'. tl1c o"i.:hur subjects.. The sec:ret;aries and stenographer$ ranked e.lmost 

I as high as the bookkeepers in ·!:;he per cent of workers studying sub

j eets before bein.g employed. 

'.i;he general el9rical group was the only one in which. subjects 



No. who High 

TABLE XX 

WHERE SUBJEC 'IS WERE S 'IUD !ED MOST FREQUENTLY 
BY BOOKKEEPERS 

Busines s Univer sity High School and High School Sel f Subjeot 
Studied School College or College Business College and College Taught Othera 

Noe " No. % No. % Noe % No. % Noe " Noe % 

!?ypewri ting 141 40 28 . 4 45 31. 9 6 4. 3 19 13i.5 10 1. 111 1.a 10 7. 1 
Filing 80 13 16. 3 25 31.3 1 1. :s 2 2~5 1 1. 3 30 37. 5 8 10. 0 
Shorthand 109 28 25. 7. 42 38. 5 7 6 . 4 13 11. 9 7 6 . 4 0 12 11. 0 
Business 
English 117 33 28.2 45 38. 6 17 14. 6 4 3~4 5 4. 3 2 1. 7 11 9. 4 
Book:lceepi ng 143 29 20. 3 41 28. 7 12 8 . 4 6 4 . 2 12 8. 4 22 15. 4 21 14.7 
Sec retarial 
'Tr aining 56 11 19. 6 29 51. 8 5 8 , 9 2 3 . 6 2 3. 6 3 5. 4 4 7. 1 
Offioe 
Practice 66 9 16. l 23 41. 1 4 7. 1 0 1 1.s 9 16. l 10 17. 9 
Conmer oial 
Geography 28 14 50,o 4 14. 3 7 25. 0 l 3. 6 2 7~1 0 0 
Commercial Law 76 16 21, 3 26 34. 7 13 17. 3 6 6. 7 4 5. 3 2 2. 1 9 12. 0 
Salesmanship 51 8 16. 7 26 51. 0 2 3~9 1 2~0 2 3. 9 5 9. 8 7 13. 7 
Eoonomics 62 17 32. 7 5 9. 6 20 38. 6 1 1. 9 6 11. 5 0 3 5. 8 
Business 
'Ma thema ti o a 92 28 30. 4 29 31. 5 12 13. 0 10 10.9 8 a.1 2 2. 2 3 5,3 

'rotal 1000 246 . 2~ .s 340 34. 0 106 10, 6 64 6. 4 60 s.o 86 a.a 98 9, 8 

NOTE 1 This table should be read as follows , Of the 141 Bookkeepers who had studied typewriting, 40, 
or 28 . 4 per oent studied the subjeot in high sohoola 45, or 31. 9 per oent, studied the subject in business 
oollege1 6, or 4 . 3 per cont, studied the subject in ool l egeJ 19, or 13•6 studied t he subject both in high 
aohool and oolle{J;e a 11, ot> 7 .a per cent, indioated the subject was aelf ... taughta 10, or 7.1 per oent, had 
taken the subect in other sohools or other combinations of school than those named. '!'he Totals s how 
similar information oonoeniing all or the subjects studied by all of t he bookkeepers. 

t 



TABLE XXI 

WEEN SUBJECTS WERE STUDIED MOST FREQUENTLY 
BY BOOKKEEPERS 

Sex Per oent of Befor e After Both N. s. 
Subject M. F. N. S. Total All Workers No. % No. % No. " No. 70 

Typewriting 37 101 3 141 83. 9 96 68 . l 14 9.9 5 3. 5 26 18.4 
Filing 17 62 1 80 47. 6 30 37. 5 38 4'7. 5 0 12 15.0 
Shorthand 18 88 3 109 64~9 73 66. 8 9 a.a 5 4. 6 22 20.2 
Buaine•• English 34 81 2 117 69~6 79 67. 5 9 7. 7 3 2.s 26 22.2 
Bookkeeping 46 94 3 143 85~1 70 49 .0 31 21.1 12 s., 30 21.0 
Secretar ial Training 5 49 2 56 i3. 3 42 75. 0 1 1. a 0 13 23. 2 
Offio-e Praotioe 13 42 1 56 33,3 23 41. 1 23 41. l 1 1. s 9 1s.1 
Commercial Geography 7 20 1 28 16. 7 20 71. 4 0 0 8 28.6 
OOlllmercial Law 29 45 1 75 44. 6 37 49. 3 12 16. 0 3 4. 0 23 30.7 
Salesmanship 15 35 l 51 30. 4 28 54. 9 11 21. 6 2 3. 9 10 19.a 
Economies 21 30 1 52 31.0 . 29 55. 6 6 11. 6 2 3. 8 15 28.S 
Businesa llathematios 30 60 2 92 54. 8 56 60. 9 8 a.1 2 2. 2 26 28 .3 

Total 272 707 21 1000 683 68. 3 162 16. 2 35 3.6 220 22.0 

NOTEt This table should be read as followas 0£ the workers in the bookkeeping group 141, or 
83. 9 per oent had s'bldied typewritingJ 96, or 68 . l per oent studied -;;;be subject before 
workingJ 14, or 9.9 per cent studied the subject after working; 5, or 3 . 5 per oent studied 
the subject. both before and after working J 26, or 18. 4 per cent did not state when they studied 
the subject. The Tota.ls show similar data concerning all of t he subjects studied by all ot the 
bookkeepers. 

(A 
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No. who 
Subjeot studied 

Typewriting 131 
F'i11ng 77 
Shorthand 126 
Business 
Engliah 111 
Bookkeeping 72 
Secretarial 
Training 84 
Offioe 

Training 63 
CoDJ11.eroial 
Geography 29 
Collllleroie.l Law 47 
Salesmanship 43 
Eoonom1.os 44 
Business 
Mathematios 69 

Total 896 

High 
Sohool 

No. " 
24 18 . 3 
6 1.a 
20 15. 9 

20 1a.o 
16 22 . 2 

6 s.o 

9 14. 3 

13 44. 8 
10 21. 3 

3 1.0 
9 20.5 

21 30. 4 

TABLE XXII 

WHERE SUBJECTS WERE S 1UDIED MOST FREQUENTLY 
BY SECRETARIES AND STENOGRAPHERS 

Business College or High Sohool and High School 
Collflge Uni ve r sity Business College and College 
No• % Noe % Noe % . no. % 
46 36. 1 11 a . 4 29 22 . 1 10 7. 6 
39 60 . 6 7 9. 1 3 3. 9 
55 43 . 7 15 11. 9 14 11. 1 8 s.z 
40 36 . 0 21 l.8 . 9 12 10.a 2 1. a 
28 38 . 9 12 16. 7 7 9. 7 5 6. 9 

54 64. 3 19 22.6 3 3. 6 l 1. 2 

35 55. 6 13 20.6 l 1 . 6 

3 10. 3 8 27~6 l 3. 4 3 10.3 
16 34. 0 16 M.O 2 4. 3 1 2.1_ 
32 74. 4 6 14.0 l 2. 3 

2 4.5 2i3 59.l l 2.s 4 9. 1 

25 36. 2 17 24. 6 4 5. 8 l 1. 4 

156 17. 4 37S 41 . 9 171 19. 1 78 a.1 36 3. 9 

Self 
Taught Others 

No. % No • % 

l o.a 10 706 
13 16. 9 9 11~7 

14 11. 1 

2 1. a 14 12.6 
2 2. a 2 2.8 

2 2.4 

3 4. 8 2 3. 2 

l 3.4 
1 2. 1 1 2.1 

l 2.3 
i 2 4. 5 

l 1. 4 

22 2.s 59 s.s 
NOTE a Th1s table should r eaa as follows , Of the 131 seoretaries and stenographer s who studied 
typewrl!~· 24tiuor 18. 3 ger oent1 siudied the subject in hi~h sohool J 46, or 35. 1 per oent, s'bldied 
the su eo in s ness o 1 egeJ 1, o r 8 . 4 per oent, s'tudie the subject in oollegeJ 29, or 22. 1 
per oent l[ltudied the subject in both high .sohool and businesa oollegeJ 10, or 7. 6 per oent, s'bldied 
the subjeot in high sohool and oollegeJ 1, or o.a per oent indicated the subject we.a selt-taught1 
10, or 7.6 per cent had studied the subject 1n other schools or oombinatione of achool1 th.an those 
named . The Totals give similar information oonoerning ~11 the subjects stud1ed by all the aeoretarie 
and stenographers. 

a 



SubJect 

Typewriting 
Filing 
Shorthand 
Business Engltsh 
Bookkeeping 
Secretar ial 1'raining 
Of'fioe Prnatioe 
Commercial Geography 
Cotmneroial LE.W 

Salesmanship -
Eoonomios 
Businesa Mathematics 

Total 

TABLE XXIII 

WHEN SUBJECTS WERE S'IUDIF~D MOST FREQUENTLY 
BY SECRETARIES AND STENOGRAPHERS 

Sex Per oent of Before 
K. ___ F. -- ~-N'· s. __ Total~~ group_ Noe " 
4 123 4 131 97.0 88 67.2 
2 73 2 77 5"1.o 35 45.6 
4 118 4 126 93 . 3 73 57. 9 
4 104 3 111 82. 2 61 55.0 
2 66 4 72 53~3 44 61. 1 
3 80 l 84 62. 2 50 69. 5 
3 59 1 63 46 . 7 36 57. 1 
2 26 l 29 21 . 5 16 55. 2 
3 43 l 47 34. 8 28 6.0 
5 40 0 43 31. 9 30 70.0 
0 42 2 44 32. 6 25 56. 8 
2 64 3 69 51. l 43 62. 3 

32 838 26 896 629 59.0 

After Both 
No. % No. er' 

/0 

4 3~1 6 4.6 
21 2'?.3 2 2.6 
9 7.1 6 4.8 
7 6. 3 5 3.6 
7 s.1 2 2.a 

10 11. 9 l 1 .. 2 
8 12. 7 0 
4 13.8 0 
5 10. c 0 
4 9. 3 0 
4 !1.1 1 2.3 
4 5.8 0 

87 9.7 23 2.6 

NOTEi Thie table should be read as follows a Of all the workers in t he secretarial and 
stenogrephio group 131, or 97.0 per oent, had studied typewriting ; as, or 61 . 2· per cent, 
had studied tho ~ubjeot before -workingJ 4, or 5. 1 per cent, had studied the oubjoot 
both before and after working ; 33, or 25.2 per cont .. did not state when they had studied 
the subject. 'rhe Totals show s imilar informetion ooncerning all the subjects studi.~tl by 
all the seoretaries and stenographers . 

N. s. 
no . % 

53 25.2 
19 24.7 
3S 30. 2 
38 34. 2 
19 26.4 
23 27 .4 
19 30.2 

9 31.0 
14 29 .8 

9 20,9 
14 31.8 
22 31.9 

257 28.7 

""' ... 
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had been studied more frequently in high sohool thnn in business 

college. (Tables XXIV ,and XXV). Subjeots most frequently studied 

in the group were typewriting. business English. shorthend,, and 

· bookkeeping. '!he per cent of 1NOrkers taking work before e.nd after 

employment was about the same ea for all the workers. 

The type11;rl tar ha.s become a necessity in the office tmd is 

usel;l. fnr :moro than ·l:U'.l:Y other office lnaohine as is indioated by the 

data. For this reason in disai.1ssing offic:e rr.aohines the typewriter 

1 will not be included. miowledge of and skill in the use of office 

:machines is tmportfln:b for the worker aceor<!;ing to the data. About 

· one-h.e.lf' of the workers had training in machine operation e.a may 

be soe-n in the frequency to.bles. (Tables XXVI and X:XV!X)• Seldom 

did one pen.on operate more than one kind of' :rr.aohine. One-third 

. or those aperating·mRoh.ines indic~ted that mnchine operation hail 

been self-taught; tho m.achi.ne school snd the business college were 

es.oh indioated by ()l].O•fifth of the vrorkers as sources of training •. 

1'he two Ii.ID.chines li.::ited r.1ost frequently wore tho adding 

:maeh:i.ne ·which was used by 57., or 7 .,9 per cent.-. of the workers. and 

~ eomptometer which lilms used by oo. or '1.0 per eent, of tho 

workers. .A number of the v:orkei·s did not e-pe::dfy 'What kiml of 

mohine they U$od. 

More 1irorkers hud learn.eel to operate m!'I.Chine.s after being 

am.ployed t.han before.. Si.nae .31.s per oent i.".l.dieated the ma~hinea 

were self-taught ·thi$ is not surprisine;.-

!n tho executive,. managerial" end .superviSOT'J group the use of 

M maeM.nes -mt~ reported. ( Table XXVIII). The number 0£ adding 

maoh.ines. used. was mo.re th.an double th~ number of IDlY other :maoh'-ne. 



TABLE XXIV 

WHERE SUBJECTS WERE S 'IUDIED MOST FRF.,QUENTLY 
BY GEUERAL CLERKS 

Subject No. who High Busin~as 
s'bldieQ · School College 

No. % No. % 

University Righ. Sohool end 
o~ Collage Business College 

Typewriting 
Filing 
Shorthand 
Business 
English 
Bookkeeping 
Secretary 
Training 
Office 
Practice 
Comneroial 
Geography 
Commercial 
Law 
salesmanship 
Economios 
Business 
Matheme.tios 

Total 

289 
140 
212 

217 
1S9 

103 

115 

~, 

110 
101 
·92 

156 

107 
28 
61 

72 
66 

14 

20 

36 

40 
26 
35 

64 

37. 0 65 
20.0 41 
28.8 78 

33.2 68 
33. 2 52 

13.6 56 

17.4 39 

70 . 6 3 

36 . 4 31 
25.7 42 
38 .0 4 

41 .0 40 

No. % No. % 
22.5 9 
29.3 8 
36.8 6 

31.3 18 
26.l 15 

54.4 12 

33.9 10 

5.9 9 

w.2 15 
41 .6 9 
4.3 30 

26.6 15 

3.1 
s.1 
2.8 

8. 3 
7.5 

11.7 

8.7 

17,6 

13.6 
8. 9 

32. 6 

9.6 

56 
10 
29 

29 
14 

13 

6 

7 
5 
6 

19.4 
1.1 

13.7 

13.4 
1.0 

12.s 

s.2 

6. 4 
6.0 
5. 4 

1786 569 Sl.9 519 29.1 156 8.7 

18 

192 

11.5 

10.a 

Others 
High School Self 
end College Taught 
No. % 110. No. % 

14 
2 

10 

14 
11 

3 

2 

2 

4 
2 
9 

ll 

84 

4.8 
1.4 
4.7 

5.5 
5,5 

2.9 

1 . 1 

3,9 

S. 6 
2.0 

10.0 

7. 1 

10 :s.s 28 
36 25.7 15 

28 

1 o.s 16 
8 4 . 0 33 

l 1.0 4 

19 16.5 19 

l 

13 
9 a.9 e 
2 2.2 7 

8 

9.7 
10.0 
1:s.2 

s.s 
16.6 

3.9 

16.6 

2.0 

11.s 
7.9 
7. 6 

5.1 

4.7 86 4 , 8 179 10.0 

NOTE a This table should read as follows; O:f the ~289 general olerks who smdied typewriting 107, 
or, 37.0 per cent, studied the subject in high sohool J 86, or 22.5 per cent studied the subject in 
business college; 9, or 3. 1 per cent, studied the subject in college; 56, or 19.4 per oent sbldied the 
aubjeot in bQt..b. high sohool and 'business colleges 14, or 4: , 8 pttr cent st\.ldiei the subje~ic in high sohool 
end oollegei 10, or 3e5 per oent indicated the subjeot we.a self. taught; 28 1 or 9. 7 per oent, stutied the 
subject in sohoola or oombinations of schools other than those nt'Ul'led. The Totals give simile.r informatmn 
fo r all the subjects a tndied by all the i;eneral olerkee 

!P
c,; 



TABLE XXV' 

WHE'N SUBJECTS YIERE STUDIED MOST FREQUENTLY 
BY GENERAL CI.ERRS 

Sex Per cent of Before After Both N. s. 
Subjeot M. F. N. S. Total Group No. % No . % No . % No. % -
Type-wri tin,g 64 216 9 289 86 .3 183 63.3 21 7.~ 12 4.2 73 26.3 
Filing 19 116 5 140 41 . 8 54 38.6 42 30.0 6 S.6 39 27.9 
Shorthand 28 176 8 212 63~S 123 58.0 17 a.o 11 5.2 61 28 .B 
Business English 49 162 6 217 64.B 117 63 . 9 14 6.5 8 3.7 78 S5.9 
Bookkc,eping 61 132 6 199 69.4 95 47.7 34 17.1 1 3~5 63 31. 7 
Secretarial Training 10 89 4 103 30~7 66 54.4 11 10. 7 e 7 . 8 28 27.2 
Office Practice 21 89 5 115 34. 3 46 40.0 26 22.6 5 4 . 3 38 33. 0 
CoI11D.eroial Geograp}w 23 26 2 51 15,2 25 49.0 2 3.9 0 24 47.l 
Commercial Law 41 65 4 110 32. 8 54 49.1 11 10.0 9 8.2 36 32.7 
Salesmanship 27 69 5 101 30.l 51 60.5 10 9.9 3 3.0 37 36.6 
Economics 33 57 2 92 27.6 41 44.6 12 1s.o 4 4.3 35 38 .0 
Business Me.thematics 46 107 4 156 46 .6 78 oo.o 3 1.s 6 s.a ss 44.2 

'fote.l 421 1304 60 1786 923 51. 7 203 11.4 7S 4.4S8l 32.5 

NOTE s This table should be read as follows; Of the workers in the general clerk group 289. 
or 86.3 per cent had s'b.l:died typewritings 183, or 63.3 per oent studied the subject before 
workingJ 21, or 7.3 per oent s'b.l:died the subject a~..,er workingJ 12, or 412 per oent studied 
the subject both before and after W07.'.king; '73, or 26.3 per eent did not state when they 
studied typewriting. The Totals show similar informntion concerning all the subjec ts studied 
by all the workers . 

t 



used . Almost as many had been self-tau,ht as h.sd been learned by 

all other sourees, and in agreement ith this, over half of the 

45 

exeeuti v , mane. e ·s, -nd supervlsor 

r~ee·ved after 'Orkine. 

ignified that training had been 

I n proportion to the number of orkers t hose in the book.keening 

gro used m~re machines than tho~e in any other grou . (Table XXIX) . 

Howeve , as was stated in a previous chapter, the orker ·hose duties 

.ere rincipally bookkee in~ machine operation were included i t h 

machine operators . The machines which were used decidedly more t han 

any others were the addin machine and the com tomete . Training 

h d be .n received by more than one- half of the workers after employ

ment . as secured. 

p ar tly the secretaries and stenogra, hers used fewer machines 

th"n ny other oup . (Table XXX). I n cont rast to the data con

cerning th other groups the data for thi grouJ shows that almost 

one-half o the ,o kers had r eceived training in the use of machines 

in bu iness eollepe and over one- he.lf h d recai ved trainin " before 

workin • The addin~ machi.ne and comutom€ter were a in he oost 

used chi es. 

The ro_ortion of thA numb .r of m:ichines o then mber of 

¥TO ers in the general cle ie 1 ~ou. s next to th~ ,lp:hes of the 

groups . (TRble XX.XI) . Inclusion of the mach\ne oper at r s did much 

to increase ~he pr nortio~ . 

The dat a in t hi.s cbB.pt er sho, that all subjects wer e stu:Hod 

me e frequ0ntl bofor~ workin~ t hr..n afto tor.kin~ . The t ypoTTiter 

used far mo e tha any ther , e})ine and as a subject tyuewriting 

was studied more than any other . 



Ot ·i;he entire group 620 o:r 86 .. a per oent had .studied; the siibjee~ 

,?be seerete.ries and stono:graphors had studied typewriting most !'re'!'! : 

quen:bly. . All except 3 per eel!'!; indicatod they had studied tho subject. 

.. · :~e,nera]. o).-rkS W9l't' second_ ill the, p8l;' oent who ntul studieq. type1;n•iting.

fhe bookkeeping group had the loweat per or.1rb who had atudied the 

$ubjeet._ Over 60 per cent ha.cl studied the subject betoro working. 

:Business English had. been studied by approximately 66 per oent' 

of tbo vro1•kers. Seeretarios and stenographers evidently f'elt 

-~raining in business English was nee:essa:ry to prepare them -for their 

work. <n·er 60 per eent 0£ them had studied the subject •. miile not 

•wr 70 per cent of the workers in any of the other groups htitd 

Shorim.an.d. ranked third in the frequency with which .it was 

.studied. T'.eaining in it was definitely more important to the 

.aecrataries and stenographers than to a.n.y other gz:oup. Over 90 per 

oent of this group .had. studied the subject and :not more than 70 per 

eent of the workers of any other group had studied it. Shorthand 

was studied both before and after working more frequently than aey 

<>ther tiubj.ect though -hhe per cent who studied it at both times was 

small. 

As would be expected bookkeepe.rs took . bookkeeping more 

frequently than did. the workers il\_any other group. However, earlier 

Jn the chapter it was pointed out that. :mor8 ex~cutive& had studied 

bookkeeping than had studied any other subject. 

The per cent of' workers taking business mathematie-s \'$8 50.6. 

Though. the per o-ent of workers in es.oh group studying the subject 



TABLE X:XVI 

WHERE MACHINES 'WERE S 1UD !P.D BY ALL v'10RKERS 

No. who High Sohool Dusinoss Collehe :Machine School Self-Taught Others 
o~et studied uo. % No. % No. % No. % No. % 

Adding Me.oh. 57 5 8. 8 6 10.5 0 0 41 71.9 5 8 . 8 
Add.re:::aogr9:ph 1 1 100.0 
Billing Me.oh. 3 3 100.0 
Bookkeeping 
Ue.ohine 17 4 23.5 3 17. 6 l 5. 8 6 35 . 3 3 17 . 6 
Calculator 18 i) 16. 7 2 11.1 . 

2 11 . 1 9 50 . 0 2 11.1 
Oomptometor bO :1 6 . 0 ~ a.o 18 36 . 0 15 30 . 0 10 20 . 0 
Duplicating 

:aohine 11 3 27.3 2 1e.2 3 27.5 3 2z.3 
li\l l ti graph 3 2 66.7 l 33 . 3 
Posting Mach. 19 l 5. 3 4 21.1 1 5 . 3 8 42 . 1 5 26 . 4 
Stenotype 6 5 83. 3 1 16. '/ 
Sundstrand 1 1 100.0 
'l'abu le. ting 3 1 33. 3 2 66 . 7 
TeletsJpe l 1 100 . 0 
Transcribing 11 l 9. 1 2 18.2 l 9.1 1 9 . 1 6 54. 5 
Kind Not 
Stated 117 17 14. 5 37 31.6 12 10 . 3 20 17.1 Si 21.2 

1-btal 318 38 11.9 65 20.4 36 11 .3 110 34.6 69 21.1 

NOTE, This table should read as follows1 Of the total number of workers 57 or 7. 9 per cent used 
machines; 5. or a.a per oent received training in !.ibh sohovlJ 6 or 10.5 per oent received train-
ing in business college ; 41 or 71 . 9 per aent had been self' taught; 5 or 8 s8 per cent hs.d received 
training in other schools the.n those nSJned. The Totals and Per Cents show similar inform tion oon .. 
oerning all the :machines used by all tha workers. 

.;ii. 
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XXVII 

MAOHINF.S TIERE S '1UDIED MOST F~QUENTLY 

hine Per Cent or Be.fore After Both N. S. 
• _F. N.s. Total Al l Workers 110. " No • ,. No. " No, z \ .. \sz; 

" 
Adding llaohine 23 34 57 1 .'9 14 24. 6 40 10.2 l 1. 8 2 3.5 
Addressograph l 0 1 0 .1 0 l 100. 0 0 0 
Bill ing Uaohine 0 3 3 o., 0 2 66. '7 0 1 35 . 3 
Bookkeeping Machine 1 16 17 2. 4 8 47. l 6 35. 3 0 3 17. 6 
Cal culator 6 13 18 2. 5 6 ss.s 6 33 . 3 1 6. 6 5 27. 8 
Comptometer 10 40 50 1. 0 16 32. 0 26 so .o l 2. 0 8 16. 0 
Duplicating Caohine 5 a 11 1. 5 6 54. 5 3 27.S l s.1 l 9. 1 
ri\ltigraph 2 l 3 o.4 0 l 33. 3 0 2 66 . 7 

Posting nohine 8 9 2 19 2.s 5. 26.3 12 63. 2 0 2 10.6 
stenotype 1 6 6 o.a 4 60 . 7 l 16. 7 0 1 16.7 
Sundatrand 0 l l 0 . 1 1 100.0 0 0 0 
'nlbulat1ng 2 l 3 0.4 2 66.7 0 0 l 33. 3 
Teletype 0 1 l 0.1 0 l 100.0 0 0 
Tnn.sor ibing 1 10 11 1.5 6 45. 5 3 27. 3 0 3 27. 3 
Kind Not Stated 34 78 5 117 16 . 3 47 40 . 2 32 27. 4 3 2.s 36 29. 

Total 91 220 7 318 44 . 2 114 36. 8 133 41. 8 7 2.2 $4 20.1 

NOTEs This table should be read ae follows, Of all the workers 57 or 7. 9 per oent used adding 
chines; 14 or 24. 6 per cent received training on them before workingJ 40 or 70. 2 per cent re-

oeived training after workingJ l or 1 . a per cent received traininr; both before and afterJ 2 or 3. , 
per cent did not state when training was received. The Tota.lo and Per. Cants show similar infor-
wation conoerning all the maohineo studied by all tho workers. 

~ 
(X) 



T P-..BLE XXVII I 

:MACHINES S '.IDD !ED BY TIVES, ,,.utit,J'l\.tt'd'G>, AvlD SUPERVISORS 

High 13usiness :Machine Self 
rlaohine £j. F+ Total i;_:;;1 School College Sohool Te.ugh t O~,.,hers Before After Both H.s. I" 

Adding 10 1 11 13.6 l 0 0 a 2 2 9 0 0 
Ce.lculato:r 2 1 3 3.7 b 0 0 2 1 l 0 0 2 
Comptometer 3 0 tA' .:, s F? 

• I 0 0 0 2 1 0' 3 0 0 
Transcribing 0 1 1 1.2 0 0 l 0 0 0 0 0 1 
Posting J;,faoh. 2 3 5 6.2 0 0 1 2 2 l 4 0 0 
Stenotype 1 0 1 1.2 0 1 0 0 0 0 0 0 1 
Tabulating 
Machine 2 0 2 2.5 0 0 1 0 1 2 0 0 0 
Kind Not 
Stated l ·r 8 9.9 2 2 0 2 2 4 2 0 2 

Total 21 1s 34 41.8 3 3 3 lG 9 10 18 0 6 

WOTE; This table should be read as follows; 10 :t,en and 1 ,vo:man used the adding rt1achine; the total, 
11, was 13.G J?f3l" cent of the executives, mmiag;ers, and supervisors; 1 ha.d studied machine opera
tion in high school; $ indicated machines had been self ... taught; 2 indicated tJ:H.d; machines had 
been st.udied in other sohools than those ra1.med; 2 had s1;i..idied machines before working; 9 had ntudicd 
:rna.chines e.:t'ter ·w·o:rking. The Totals and Per Cents sho·,r similar information conoer:nin[:; all the 
machines studied b;y all the exeoutivest managers, 1:1nd supervisors. 

ii:,. 
w 



TABLE x::qx 

MACHINES USED BY BOOK.KEEPERS 

~ 

High Business i\Jiaohines Self 
liaohine M .. F. Total % Sohool College Sohool Taught Others Befo:re After Both M.S. 

Adding Machine 9 17 26 15 .. 5 0 l 0 23 2 4 21 0 l 
Bookkeeping; 
Maehine 0 6 6 3.6 1 1 0 4 0 2 2 0 2 
Calculator 1 2 3 1~8 1 0 0 1 1 2 1 0 0 
Comptometer 6 8 14 8~S 1 0 4 5 4 2 9 1 2 
!{imeogra.ph 0 2 2 1.2 l 0 0 0 1 2 0 0 0 
Posting 
:Machine 4 3 7 4.2 l 1 0 4 l 2 5 0 0 
Transcribing 
:Machine 0 3 3 1.a 0 0 0 l 2 1 2 0 0 
Kind !Iot 
States 12 14 26 15.5 s 9 0 6 8 14 8 1 3 

Total 32 55 87 51.8 8 12 4 44 19 29 48 2 a 

NO'i'E; This table should be read as follows: 9 men and 17 women used the adding machine; the 
total, ll, was 15.5 per Dent of all the bookkeepers; l studied machine operation in business college; 
23 indicated it was self-taught; 2 studied in other schools than those named; 4 studied maohS.nes 
before working;; 21 after vrorkingJ 1 did not state when. machines were studied. The Totals and Per 
Cents show similar information oo:noerninr.; all the machines studied by all the workers. 

·t5J 



TABLE XXX 

LiACHrnEs STUDIED BY SECRE'l'.ARIES A:\11D S'l'EMOGRAPHEP,.S 

r,ia.chine 
High 

TJ.. F. Total % Sohool 

Adding JWaahine O 
Calculator 0 
Comptometer 0 
Bookkeeping 
Machine O 
Posting 
}jaohine 0 
Duplicating 0 
Stenotype 0 
Sundstrand 0 
Transcribing 1 
Kinds T{ot 
Stated 1 

4 4 
3 3 
6 6 

4 4 

(N.$.1) 
2 2 
4 4 
1 l 
2 . 3 

14 15 

3.0 
2.2 . 
4.,4 

s.o 
• 

0 '7 . .. ' 
1.6 
s.o 
0.1 
2.2 

11.1 

Totals 2 40 (1)43 3'.L,;~ 

2 
0 
2 

2 

() 

1 
0 
1 
0 

2 

10 

Business Maoh:i.nes Self 
College School Taught Othsrs Before .Af'ter Both ir.s. 

1 
l 
1. 

0 

l 
l 
4 
0 
2 

8 

19 

0 
0 
1 

0 

0 
0 
0 
0 
0 

0 

1 

1 
2 
0 

l 

0 
0 
0 
0 
0 

2 

6 

0 
0 
2 

1 

0 
0 
0 
0 
1 

2 

6 

2 
1 
3 

3 

1 
2 
4 
l 
l 

5 

23 

1 
l 
1 

1 

0 
0 
0 
0 
1 

2 

1 

1 
0 
0 

0 

0 
0 
0 
0 
0 

0 

1 

0 
1 
2 

0 

0 
0 
0 
0 
1 

8 

12 

NOTE: This table should be read as follows: 4 men or 3.0 per oent of the secretaries and stenog
raphers used Ml.chiI1es; 2 had received training; in high sohools 1 in business college; 1 indicated 
machines had been self taught; 2 stv.died :ma.chines before workJne;; 1, after;. 1 studied rnaohines 
both before a..11.d after working. The Tota.ls and Por Cents shovr sim:i.lar i:nforr,mtion for all :machines 
used by all the secretaries and stenographers. 

O'! 
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TABLE XXXI 

:MACElrIBS STUDIED BY GE~JERAL CLERKS 

-·-·- P.igh Business l\Iachines · Self' 
:M:achine If -· T;°"' ". Total % School·· ·College Sehool Taught Others Before After Both }: .. s. -
Addi.ng ii"Achine · 4 u 16 4.8 2 4 0 9 1 G 9 0 l 
Billing Iiaoh. 0 3 3 0.9 0 0 0 3 0 0 2 0 1 
Bookkeeping 
1/!aohine 1 6 '"( 2.1 1 2 1 l 2 3 3 1 
Addressograph 1 0 0.3 0 0 0 1 0 0 1 0 0 
Caloula.tor 2 7 2.7 2 1 2 4 0 2 4 1 2 
Comptometer 1 26 2'1 8.1 0 3 13 8 3 11 12 0 4 
t(ul tigre.ph 2 :r 3 0.9 0 0 0 2 1 0 1 0 2 
Postin~ I 

Uachine 2 3 (1 6 1.8 0 2 0 2 2 \ .. 1 3 0 2 
N.S) 

Duplicf\ ting 3 4, 1 2.1 1 l 0 3 2 2 3 1 l 
Transcribing 0 4 4 1.2 l 0 0 0 3 3 0 0 1 
Tabulating 0 l 1 o.3 0 0 0 0 1 0 0 0 l 
StenotiJpe 0 l 1 0.3 0 0 0 0 1 0 1 0 0 
Telet-.rpe 0 l l 0.3 0 0 0 l 0 0 l 0 0 
Kinds Not 
stated 20 43 (5 68 20.3 10 18 12 10 19 24 20 2 22 

nr.s) 

Totals 36 112 (6 154 46.0 17 31 28 44 32 52 60 4 38 
H.S) 

NOTE: This table should be read as follows: 4 men and 12 women had studied machines; 2 studied 
machi.nes in high school; 4 in business oollege; 9 had bs-)en sel.f taught; l studied in schools 
other than those ruuued; 6 had taken work before; 9 had taken work after; 1 did not state when work 
was taken. The Totals and Per Cents give similar information concerning all machines studied en 

N 
b~r general elerks. 
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About one-half of the workers he.d treinini; in Jl1fl.ehine operation.,, 

The it111iehines I40e:t; frequently listed wen tho adding machine end the comp-,, 

taug.hti too. mare tfflrkers le~d to operate roaohinas .after v1orldng than 

before. The per oent or ¥40:rker~ who operated maohine& was hi.€)1es.t in tho 

hookkeefiUIS g;,roup. 

'I'he aubjeets irtudi.ed by eaeh of t..lle iroups correspond very closely 

nueh o.f the training fur elorka v.ras N."Oe:hrad in high school. 

tie ch&p·ter has &iven the anzv,er to- t!!e quooticn mi~Jed by ChEciptar 

II ooneer.rdng the ktnd of' tminmi :reoei ve-d by the vJO'rken and w11sn and 

'ijJhe:re the training was reoei ved.. 

Undoubtedly. antio:t,patlon of em.ployr..t('::in't V,"e.s the chief incentive for 

tors which. deal with employmen:t.. suol:i so the x.:ethod or ~ency by whioh. 

empl~eut was obtdnoo., · the I~~th of ti.P.e elaps~ bet-ween completing 

school trainini and aeou~ e, po.ai tion. end the langth o-i' 8Xp'<1rienoe 

lll:l:" the workara will be di$eus~ed: in t.110 follevcl.ug ohapter. 
\ 



Cl!APTER rt 

EriIPLOYI.flEU'I' MID EXPBRIEMC13: OF WORKERS 

Af'ter school trai:ning had been completed the workers then ha.d the 

task o:r securing positions vihere the knowledge gained and the skills ac ... 

quired could be used. 'l'he sources of· securing employm{3nt varied. ( Table 

XX.XII). J/StiIJ.Y of the workers stated that several ruetho1s or agencies had 

been used, Apparently the ;;;.o.st ef'feoti.ve of the :methods was tl1.1?.t of pe:r

son£t,l applicaiiiou. .Ah1ost three tl.foes e.s many had received positions by 

this method as he.d reeeived emploJrment by any other method. However,. 

personal application had been used in oonjunot-lon -v,ri th other methods 

frequently. J.Je:x:t in importanoe acoordi:ng; to frequency :'1.an1ed -~vere friends. 

re30J,i!Uendation o:f former employees, and rela.tives. 

More exeoutiv-es, managers,. and supervisors indict1.ted thnt promo

tion had been important in securing positions than did i:;he workers in 

:any other group. A m.rniber ei the:r owned the business or he.d e.n interest 

in it. 

Besides t..lte souroes previously named school employment agencies were 

:respo:nslb.le for placdn& a number of the ;wrkers. Promotion was indicated 

1aost frequently in securing present positions. (Table DXIII). The 

sources of: employment for the secrete.ries and stenographers, General 

clerks -were but slightly dif'feri3nt from those used by the bookkeepers. 

(T~bles XYi.XIV and r..xxv). 

it'ore than 40 per cent of the workers ha.d seoured position.s within ' 

two vreeks after leaving school,. and more than 70 p.ar cent had secv.red 

positions within eight months. (Table XXXn). Some v.rorkers indicated· 

that they had done other kj.:nd,s of 7rork su:Jh as ho:.1sekeeping, teaching., 

and :manual labor, inunedie,tely after leaving sohool. 
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TABLE XXXII 

EMPLOYMENT OF ALL WORKERS 

Method 
or Present First Position First Office 

A~enoi Poaitio.n with Firm Position 

0Clllll18rcial 
Employment 12 11 8 
School 
Empl oy..ll!nt 35 38 92 
State 
.Employment 4 2 2 
Jachine 
School 4 5 3 
Friend& 121 139 130 
Relatives 41 43 54 
Personal 
.Application 354 384 311 
Reoamnendation of 
:Former Empl oyers 97 81 28 
Trana:t'er 8 2 0 
Pranotion 42 3 9 
Jlerit 
'F.nt.mjnation 9 10 s 
Jknra Ad 4 4 s 
»nplcyer • s . 
Request 14 12 ·12 
Olm.ership 10 9 7 
Y. M. c • .A. and 
Y. w. c. A. l 1 0 
lot Stated 27 30 12 

NOTEa Tb.is tabl should be read as followsa 12 of the 719 
workers secured their present positions through caanercial 
employJnent agenciesJ 17 received their first positiQllS with 
the firm through camnercial employment agencies a 8 secured 
their first positions through commercial employment agencies. 

. 5.G 



TABLE XXXI I e. 

YET"tlODS AND AGENCIES USED BY EXECUTIVES, 
MANAGE-RS, AND SUPERVISORS-

Method 
or 

Agenoz 
Commercial 
~loyment 
School 
:Employment 
State 
Jsnployment 

chine 
School 
Friends 
Relatives 
Perso al 
Application 
Recommendation of 
F'ormer Employers 
Transfer 
Promotion 
Mer it 
Examination 
News Ad 
Empl oyer ' s 
Request 
Ownership 
Y. £. c. A. and 
Y. W. C. A. 
Not Stated 

1 

5 
5 

11 

5 
1 

10 

3 

Present 
Position 
F. N. S. 

3 1 
l 

14 l 

7 

4 

2 1 
6 3 

1 l 

T. 

l 

9 
e 

26 

12 
l 

14 

3 

3 
9 

2 

First Position 
with Firm 

li. F. N. S. T. 

2 l 3 

6 3 
6 2 

20 16 

1 10 
8 

1 37 

3 7 10 
l 1 
3 3 

3 

2 1 
6 2 

l 

3 

3 
8 

1 

56 e. 

First Off'ice 
Position 

l F . N. s . T. 

2 2 

1 1 

1 l 

1 1 
5 3 1 9 
4 2 6 

20 13 33 

3, 2 5 

3 2 5 

1 
1 

3 1 
6 l 

4 4 1 

1 
l 

4 
7 

9 

NOTE , Th:is table should be read as follows: In the executive, 
manager ial , and supervisory gr oup 1 man secured his present 
position through a commercial employment agency; 2 men and l 
woman secured their fi r st positions with the firm through a 
commorcial employ,uent agency; 2 men secured their first office 
positions through a oollltlercial employment agency. Some workers 
oheck~d more than one method or agency as helpful in securing 
emp loyment . 
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TABLE XXXIIL 

UETHODS AMD AGE:MCIES USED BY BOOKKEEPERS IN SECURIUG EMPLOY1!El{T 

Method 
or 

Agency 

Present First l'osition First Office 
Position with Firm Positi on 

M. 1'' • .N . S. T. M. .F. U.S. T. M • . • H. s. T. 

Con:ur.ercial 
Enployment 
School 
&aploynent 
State 
Enp loyrr..ent 
Machine 

1 1 

5 3 

2 

2 

8 

2 

1 1 

5 4 

1 

2 2 2 

9 7 10 1 18 

1 

School 
Friends 
Relatives 
Person•l 
Application 
Recommendation 0£ 
For.mer Employers 
Transfer 
Promotion 

7 24 
6 10 

31 
l6 

6 26 
7 9 

3~ 10 27 37 
16 7 16 2 24 

Merit 
Exa..>nine.tion 
News 
Ad 
Einployer ' s 
Request 
Ownership 
Y. t . c. A. ar.d 
Y. W. e. A. 
lfot 
States 

29 58 

3 16 
1 

1 6 

1 

l 

s 

1 

2 

2 

89 

21 
1 

10 

1 

6 

2 

29 

6 

6&. 

8 

1 

1 

4 

4 5 

2 

3 

93 

17 

1 

l 

4 

9 

25 48 

3 

1 

l 2 

5 10 

H'OTB1 This t able should be read as f ollows : In the book
keeping group l man and 1 woman secured their present 
positions through a commercial employment agency; 1 man 
and l wom'l.ll 68cured t.~eir first pos itions with the firm 
through a commercial employment agency; 2 men secured 
their first off ine pos itions through a. commercial em loy
ment agency. Some workers checked more than one met hod 
or agenoy as hel pful in socur ·ng employment. 

73 

3 

1 

3 

15 



TABLE XXXIV 
METHODS MW AGEN CI ES USED jj'{ SEC.t '£ARIES 

AND STEJOGRA.PBERS m SECURn;G dPLOT .. l.ENT 

Method 
or 

Agency 
Commercial 
Employment 
School 
&iployment 
State 
Employment 
Machine 
School 
Friends 
Relatives 
Personal 
Application 
Reeom:nendation of 
Former Employers 
Transfer 
Promotion 
Merit 
Examination 
News Ad 
&ployer•s 
Request 
OWnership 
Y. M. c. A. and 
Y. W. C. A. 
Not Stated 

Present 
Po-sition 

M. F. n.s. T. 

3 3 

3 1 9 

1 1 
1 l 
1 1 
l 2-7 2 30 

3 3 

2 68 

1 22 
4 
6 

1 

1 

1 
6 

1 

70 

24 
4 

1 

l 

1 
6 

First Position 
with Finn 

M. F. N. S. T. 

3 3 

9 1 10 

1 
l 
1 
2 29 

2 

2 72 

18 

1 

1 

1 
8 

1 
l 
1 

2 33 
2 

l 

74 

19 

l 

1 

l 
8 

First Office 
Position 

M. F. N.S. T. 

1 1 

3 24 1 28 

1 l 

l 22 
5 

1 64 

5 

l 

3 

1 10 

2 25 
5 

1 66 

5 

l 

3 

11 

58 

NOTE: This table should be read as follows, In the secretarial 
~nd stenographic group 3 women secured their present positions 
through a commercial employment agency; 3 women secured their first 
positions with the firm through a commercial employment agency; 
1 woman secured her first office position through a commercial 
employment agency. Some workers checked more than one method 
or agency as helpf'u l in securing employment . 



TABLE XXXV 

1'1ETIIODS MW AGEHCIES USED BY GElTERA.L CLERKS 
W SECURING ~lPLOYMENT 

59 

Method 
or 

Ag;ency 

Present 
Position 

F . I .s. 

First Position 
with Firm 

First Office 
Position 

• 'r . M. F. H • • T. r.1 . ~, • .. • 0 .. T • 

Commercial 
Emplcyment 2 4 

5 13 

1 

3 
12 43 

6 

18 

l 

3 
2 57 
l 16 

4 5 

5 14 

9 l 2 3 
School 
Employment 19 11 33 1 45 
Sta·te 
&lploy:nent 
Machine 
School 4 

14 48 
4 ]2 

4 2 2 
Friends 
Relati-ves 
Personal 

14 11 
2 
l 

64 lS 44 2 59 
1~ 5 12 2 19 

Appl ic:ition 
Recommendation of 
Form.er Employers 
Transfer 
Promotion 
Merit 
E.xamina tion 
}{ev."S 

E..'-nployer 1 s 
Request 
(r.'n1E, r ship 
Y • .M. C • A. a.nd 
Y. Yi. c. A. 
} ot 
Stated 

38 125 

9 28 
1 1 
4 8 

1 4 

4 
1 

6 

3 

6 10 1 

169 

40 
2 

12 

5 

3 

4 
l 

17 

44 l:$1 

9 24 
l 

1 

3 

2 

4 

4 
1 

8 

5 

2 

2 

1SO 

35 
1 

5 

3 

4 
1 

12 

33 102 

2 13 

4 

1 

1 

3 

2 

10 25 

4 

2 

" TE a This table should be- read as f'olloi.vs: In the general 
clerical group 2 en and 4 worr,en secured t.~eir present 
positiona through. a commercial employment agencyJ 4 men and 
5 women secured their first positions with the firm through 
a. commercial em.i:loyment a ency; 1 m d 2 :omen s cu ed 
their first office positio s thro1..1 e;h a coI!.1!:leroial en.ploy..nent 
s.gency. Some workers checked more than one method or agency 
as hel ful in seouring employment . 

139 

15 

4 

4 

l 

2 

37 



GO 

TABLE XXXVI 
TIME ELAPSED BEFORE SECURING POSITIONS -Group end onths Elapsed -

Position Total -k l 2 4 8 15 32 64 More N.S. 
~XECUTIVE, 

[A.NAGER, AND 
SUPERVISOR 81 39 5 l 4 5 5 5 4 4 9 

Per Cent 100. 0 48.l 6.2 1.2 4.9 6.2 6.2 6.2 4. 9 4 . 9 11.1 
BOOKKEEPER 

Bookkeeper• 
Accountant, 
and Auditor 57 20 3 1 10 4 2 2 2 1 6 
Bookkeeper 
and Cashier 9 2 0 1 l l 3 0 0 0 1 
Bookkeeper 
and 
Stenographer 12 7 1 0 l 2 0 0 0 0 1 
Bookkeeper 
end Others 90 42 2 9 5 7 6 4 3 6 6 

Total 168 71 6 17 17 14 11 6 5 1 14 
Per Cent 100.0 42 . 3 3.6 10. 1 10. 1 8. 3 6. 5 3.6 3.0 4. .Z 8 . 3 

SECRE~ AND 
STENOG . HER 

Secretary 49 30 2 2 3 3 2 .. ·l !3 1 2 
S ten~grapher 86 47 2 4 6 9 5 2 l 0 10 

Total 135 77 4 6 9 12 7 3 4 l 12 
Per Cent 100. 0 57. 1 3. 0 4. 4 6 . 7 8. 9 5. 2 2.2 s.o 0. 7 8. 9 

GENERAL CLERX 
Cashier 32 9 l l 3 5 3 3 1 0 6 
File Clerk 14 4 2 0 2 2 0 0 0 1 3 
Machine 
Operator 39 l5 1 4 4 2 5 1 , 

0 6 . 
Office Boy 3 3 0 0 0 0 0 0 0 0 0 
p. B. x. 
Operator 6 2 l 1 0 0 l 0 0 0 0 
Reporter 24 3 3 2 .1 4 1 0 3 2 5 
Special Clerk 15 6 0 0 l 2 2 1 1 0 2 
Teller 12 7 0 0 4 0 0 0 0 0 1 
Typist 19 6 2 2 3 2 0 1 0 0 3 
Others 172 63 8 10 15 17 10 9 7 6 27 

Total 335 118 18 20 33 34 22 15 3 9 53 
Per Cent 100. 0 35. 2 5. 4 6. 0 9. 9 10.1 s.s 4 . 5 3. 9 2. 1 15.8 

TOTAL OF ALL 
WORKERS 719 305 33 44 63 65 45 29 26 21 88 

Per Gent 100.0 42 . 4 4 . 6 6. 1 8. 8 9.0 6. 3 4.0 3. 6 2. 9 12.2 
llOTE I This table should be read as follows , Of the 81 execu-
tives, anagers. and supervisors, 39. or 48.l per cent, secured 
employment betw"een two weeks and 1 month after leaving sohool; 
l, or 1. 2 per cent, secured employment between 1 month and 2 
months; 4, or 4. 9 per oent secured employment betv1een 2 months 
and 4 months; 5, or 6.2 per oent seoured employment between each., 
4 months and eight months, 8 months and 16 months ., 16 months 
and 32 ont.hs. 



'.!.'he per cent of secrete.ries and stenographers securing eili1fJloyment 

llri thin t'1fm weeks,, 57.l per cent., was higher than the percent of the 

workers in any oth-or group. In the executive., mruiagerial., and supervi

sory group the per oant was 48.l aucl in the bookkeeping gt'oup., 42.3. 

~e general olaricnl group had the lowest per cent., 35.2 wb.o had 

been employed. within two weeks. 

'1:"he amount of: experience workers had in present positions ranged 

61 

from two ,veeks to tineb.ti;J-one years. Table LUVII shovJs that almost one

third of the workers ha.d held their present positions betv!een one rmd 

three years, and o.:ne-i'if'th of the:m had been in the present position be

t\veen three and six years. Of the exaeu-tives 22 .. 2 per cent had held. their 

vresent posi-bio11s between ten a.nd fi: teen years. no other group had 

nearly so high a per cent oi~ ·workers with so much experience in present 

pos.i tions. The general olerical group had the largest per cent of wor

kers who ha.d held positions one year or less, though 1t did not v·ary 

~;reatly from that of' the bookkeeping and stenographic group. 

As was seen by ·the data concerning the runount of' experience in the 

present position, app:ro:rlm1ittely one-third of the vrorkers had been with 

the presen-t firm from one to th.ree yea.rs. ('l'able XXXVIU).. About one

sixth of the workers had been ,d th the firm one month or less. 

Executives,. mam1i;ers, and supervisors had the longest tenure with 

the :fir.ca. About; o:ne-:f'if'th of ·them had been w:t th the present f1.rrn ten 

years or more. The per oe:nt of 1:,rork:ers in this group who had been with 

the firm less than one year we.a mtl.ch siiia.ller than the per eents in the 

other groups. 

Y/0-r-J few bookkeepers had been with the firm longer than ten yeeirs, 

only 4.8 per cent. :f.ffost of the secretaries and ste11ographers had worked 
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TABLE XXXVII 

EXPERIENCE OF mRKERS IN PRESENT POSITIONS 

Group and 
i 

¥ears of Experience 
Position Total l 3 6 10 15 More N.S. 

EXECUTIVE. 
MANAGER,. AND 
SUPERVISOR e1 6 2 14 17 15 18 8 1 · 

Per Cent , 100. 0 7. 4 2. 5 17. 3 21 . 0 18. 5 22 . 2 9.9 1.2 
BOOKKEEPER 

Bookk:eepe r,. 
Aoeountant,. 
and Auditor 57 2 3 12 17 10 7 6 0 
Bookkeeper 
and Cashier 9 0 0 3 4 2 0 0 0 
Bookkeeper 
and 
Stenographer 12 2 2 3 1 2 2 0 0 
Bookkeeper 

12l! 
and Others 90 5 32 20 9 6 0 l 

Total 168 10 50 42 23 15 6 1 
Per Cent 100. 0 a.o 30.0 25.0 13.7 8.9 3.6 o . 6 

,,.,--- SECRETARY .AND ! 
S TENOGP..A l?HER l 

Secretary 49 , 3 5 16 11 8 5 0 1 
Stenographer 86 8 12 24 21 1 9 1 4 

Tl"ltal 135 11 17 40 32 15 4 1 5 
Per Cent 100. 0 8.1 12.6 30. 0 23. 7 11. 1 10 4 0.7 3.7 

GENERAL CLERK 
Cashi~r 32 3 4 6 6 5 4 3 l 
File Clerk 14 5 2 ~ 3 0 1 0 0 
Machine 
Operator 39 7 0 16 5 7 4 0 0 
Offioe Boy 3 0 0 2 1 0 0 0 0 
Pe B. X, 
Operator 5 l 2 0 1 1 0 0 0 
Reporter 24 0 0 15 3 2 4: 0 0 
Special Clerk 15 0 0 4 4 4 2 1 0 
Teller 12 0 0 1 8 l 2 0 0 
Typist 19 6 l 8 l l 2 0 0 
Others 172 20 24 54 31 13 17 12 1 

Total 335 42 33 109 63 34 36 16 2 
Per Cent 100. 0 12.5 9. 9 32. 5 18 . 8 10. 1 10.7 4.8 0 . 6 

TOTAL OF All, 

WORKERS 719 80 62 213 154 87 83 31 9 
Per Cent 100. 0 11. 1 8 . 6 30. 0 21.4 12. 1 11 . 5 4. 3 1. 3 .. 

NOTE& This 5.'ble should be reaa as !'o!iows: or t11e tu. 
executives, managers, and supervisors, G had hsld their present 
positions one-half year or less; 2, or 2. 5 per oent. had he[d 
their positions between 6 months and a year. 
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TABLE XXXVIII 

EXPER!EI>J"CE F' ';ORKE S v ITH PRESEMT FillliS 

Group and Years of Experience 
Position Total .!J 1 3 6 10 15 ore N. S. 

.£:m(,ii'f IV£ I 
1 • JAGER, A.lID 
SUPERVISOR 1 (5 2 14 l"/ 16 18 8 1 

Per Cent 100.0 7.4 2. 5 17,.3 21.0 18.5 22.2 9 . 9 1. 2 
BOOKKEEPE1: 

Bookkeeper, 
Accountant, 
and Auditor 57 2 s 12 17 10 7 6 
Bookkeeper 
e.nd Cashier 9 3 4 2 
Bookkeeper 
and steno-
graphor 12 2 2 s l 2 2 
Bookkeeper 
and others 90 17 5 32 20 9 6 l 

Toto.1 168 21 10 50 42 23 15 6 1 
Per Cent 100.0 12 . 5 6. 0 30 . 0 25 .,0 13.7 8 . 9 S.6 6 

$I:;CRET. ~y AND 
ST EN'OG-RAPf:Ifil 

Secretary 449 s 5 16 11 8 5 1 
Stenog:r a.pher es 8 12 24 21 7 9 4 

Total 135 11 17 40 32 15 14 1 5 
Per Cent 100.0 8. 1 12. 6 so.o 23 . 7 11.1 10.4 0.1 3.7 . 

GElIERA.L CLERK 
Cashier 32 3 4 6 6 5 4 3 l 
File Cler k 14 5 2 3 3 0 1 0 0 
ia.chine 

Opend;or 39 ... 0 16 5 7 4 0 0 I 

Office Boy 3 0 0 2 1 0 0 0 0 
P. D. X. 
Operator 5 1 2 0 1 l 0 0 0 
eporter 24 0 0 15 3 2 1 0 0 

Special Clerk 15 4 4 4 2 1 
Teller 12 l 8 1 2 
Typist 19 6 1 8 1 1 2 
Othors 172 20 24 54 31 13 17 12 l 

Tot 1 335 42 33 109 63 34 36 16 2 
Per Cent 100.0 12.5 9 . !) 32 . 5 10. 8 10. 1 10 . 1 4. 8 o.s 

TO'£AL O.i!' ALL 
YJORKERS 719 80 62 213 154 87 83 31 9 

Per Cent 100.0 11 . 1 8 . 6 30. 0 21 . 4 12.1 11.5 4 . 3 1.3 

NOTE : This table should bo r ~arl as £ollows: or the 81 
executives 6 had l crked for the present firn for less than 
6 months ; 2 had worked for the f irm between one- hal f and one 
year; 14 had ,orkad for the I'irm between one year and three 
years . 
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six or less years for the company. Though the general clerical group 

had the largest per cent of workers who had worked for the firm less 

than one year, the per eent of the workers in this gr oup who had been 

with the present firm for ten years or more was higher than that of 

either the bookkeeping or secretar ial and stenogr aphic group. 

Table nxn show.a the first positions of' the workers . Almost 

one•halt, 47. 3 per cent, of the workers started as general olerka. 

Secretari al and stenographic positions ranked second as initial 

positions for employees . 

I t is possible that those 'Who had been employed for a number of 

years may not have recalled exactl y what the first office position was 

as some indicated they had been promoted or t r ansferred frequentl y . 

The experience pf the workers in all office positions is shown in 

Table XL. Amount of experience of the workers ranged from one week 

to thirty-five years . Over one-fourth, 28 . 4 per cent, of the executives 

had over fifteen years of experience i n office work. Only 5. 0 per cent 

had one year or less of experience. The range of exper ience which 

included 81. 7 per cent of the bookkeepers ~-as from one year t o 16 

rears. The range of experience for most of the sec r etaries and steno

g~aphers was smaller. Of the general cl erical group 29. 6 per cent had 

between two and three years of e.xperience and more workers in this gr oup 
l 

had one- half year or less of experience than did the workers in arry 

of the other groups. 

The data in the chapter sh.ow that by far the most positions are 

secured by personal application. The two methods or agencies used most 

other than personal appliqation were friends and r e l atives . Promotion 

was given by executives, managers. and supervisors more of t en than by 

any other group •. 
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POSITION 

EXECU IVE: 
Per Cent 

BOOKltEEPER 
Boolckeeper • 
.Accountant, 
and Auditor 
Bookkeeper 
and Cashier 
Bookkeeper 
and 
Stenographer 
Bookkeeper 
and Others 

Total 
Per Cent 

SECRETARY AND 
STENOGRAPHER 

Secretary 
Stenographer 

Total 
Per cent 

GENERAL CLERK 
cashier 
File Clerk 
Machine 
Operator 
Office Bay 
P. B. x. 
Operat or 
Reporter 
Special 
Clerk 
Teller 
Typist 
Others 

Total 
Per c-ent 

TOTAL OF ALL 
WORKERS 
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TABLE XXXll 
FIRST POSITIONS HELD BY WORKERS 

6 3 8 
14.a ·1 .4:JB.o 9.9 2 • .s 

6 0 6 9 4 

3 l 2 0 l 

2 0 1 3 l 

14 0 18 19 2 
25 1 27 31 8 

14.9 0.6Wel 18.5 4.8 

8 0 3 26 0 
16 0 3 46 2 
24 0 6 72 2 

17.8 4.4 53.3 1.6 

7 0 3 2 6 
l 0 3 l 0 

7 0 2 5 2 
2 0 0 0 0 

l 0 0 0 0 
6 l 2 0 0 

2 0 1 2 0 
1 5 1 0 1 
6 0 0 3 0 

24 l 11 43 6 
57 7 23 56 16 

0 1 2 10 4 8 
1.2 1.2 1.2 1.2 27.2 12.3 4.9 100 

0 0 3 0 2 11 11 6 51 

0 0 0 0 l l 0 0 ·9 

0 0 0 0 0 l 0 4 12 

0 1 l l 2 6 16 10 90 
0 l 4 l 5 19 27 19 168 

o.s 2.4 o.s 3.0 11.3 16.lll.3 100 

0 0 0 1 2 2 5 2. 
0 0 0 0 7 4 4 4 86 
0 0 0 1 9 6 9 6 135 

o.,r, 6.7 4.4 6.7 4.,4 100 

2 0 0 0 l 3 2 6 3::l 
l 0 0 0 ;L 4 0 3 14 

2 - 5 0 0 a -4 6 4 3.9 
0 0 l 0 0 0 0 0 s 

1 0 0 0 1 0 l 1: 5 
0 l 0 . 0 0 3 8 3 24 

0 2 0 0 1 · · 4 2 l 15 
0 0 0 1 0 0 l 2 12 
0 0 0 0 5 l 1 3 19 
6 5 2 4 7 22 27 14 172 

12 13 3 6 18 41 48 37 336 
17.0 2.15.716.7 4.5 3.6 3.9 0.9 1.5 5.4 12.2 14.3.ll.O 100 

118 14 6$ 161 27 12 15 8 8 33 88 94 66 719 
16.4 l.9 9.6 23.2 3.8 1.7 2.11.11.14.612.2 13.09.2100 Per Cent 

ioTE, Ms table should be read as follows a 12, or 14 per cent 
of the e:xeoutives, managers, and supervisors were still 1n their 
first positio:nsi 6, or 7 . 4 per cent, held executive positiona as 
their first position.a~ 
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TABLE XL 
OFFICE EXPERIENCE OF ALL ORKERS 

Group and 
i 

Years of Experience 
Position Total 1 3 6 10 15 .ore r.s. 

EXECUTIVE. 
MAl~AGER. AND 
SUPl::RVISOR 81 2 2 8 ll 12 19 23 5 

Per Cent 100. 0 2. 5 2. 5 9. 9 13. 6 14 . 8 23.4 28. 4 6. 2 
BOOKKEEPER 

Bookkeeper. 
Accountant. 
e.ud Auditor 57 2 2 14 11 12 14 2 
Bookkeeper 
and Cashier 9 1 4 3 1 
Bookkeeper 
and Steno• 
grapher 12 l 3 1 1 3 3 
Bookkeeper 
and Others 90 6 4 22 17 16 11 13 1 

Total 168 ·s 5 29 37 31 27 28 3 
Per Cent 100. 0 4.8, 3. 0 17. 3 22. 0 18. 5 16. l 16 . 7 1. 8 

SECRETARY Mm 
STENOGRAPHER 

Secretary 49 1 2 11 9 13 7 6 
Stenographer 86 3 7 14 18 21 17 2 4 

Total 135 4 9 25 27 34 24 8 4 
. Per Cent 100. 0 3. 0 6. 7 18. 5 20. 0 25 . 2 17. B 5.9 3 . 0 

GENERAL CLERK 
Cashier 32 3 2 5 5 3 4 6 5 
File Clerk 14 3 1 3 2 2 1 2 
Ye.chine 
Operator 39 3 4 9 7 8 5 3 
Office Boy 3 2 1 
P. B. X. 
Operator 5 l 2 1 1 
Reporter 24 9 3 5 5 1 1 
Special Clerk 15 4 2 3 3 3 
Teller 12 2 2 3 4 1 
Typist 19 l 1 9 2 2 3 l 
others 172 9 12 44 35 24 24 18 6 

Total 335 23 15 99 56 51 47 28 16 
Per Cent 100 .. 0 6. 9 4. 5 29. 6 16. 7 15. 2 14. 0 8. 4 4 . 8 

lOTE, This table should be read as follors, Of the 81 exeout;ives •. 
managers . and supervisors 2. or 2.5 per cent had at least one-half 
year or experience; 2. or 2. 5 per cent, had between one- half and 
l year of e:r.perience; 8, or 9. 9 per cent, had between 1 year and 
3 years of experience. 
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'Within tvro weeks si'ter leaving school 40 per ee:n.t of' the workers had 

seoure<i positions; 70 per cent had secured positions vd thin ei~ht months. 

'1'he seoretaries and stenographers fou:;.'ld employment more ::rapidly than the 

other workers. 
! 

.About one-third pf the workers he.d been ln the;ir/present positions 

between one and three yes.rs. ·rho a:x:ecut:i.ves had mudh the highest tenure 

in present positions.· Tho largest per oent of workers holding present 

positions less than ,one year v,.rere in general cleriea.l group. 

As was true conperning; the tenure in present positiou the executives., 

ll.1anagers, e.nd superiisors had the longe~t tenure with the µrese:nt firm. 

Few of the bookkeepers had been with the firm longer thm1 ten years and 

few of the seorew.ries and otenogro:pherns lont;er than six years. 

The range of experience for of'i'io:e vrorkers was from o:ne ,..,eek -to 

tJ'.;,irw ... f:i.ve years. The ,executives hetd the most offioe experience and 

t..~o general clerks the le~st. 

The final ;ohapter ·w:i.ll be devoted to sum.tnarizins the previous oho.p ... 

ters so that e. more oompaot picture, of the st1.1dy may be seen. 



CHAPTER V 

S'tlWARY .A1ID CONCLUSIONS 

The purpose of this study was to determine the sources and 

1extent of training of offioe and clerical workers and the methods 

used in securing employment. 
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From offices representing a variety of kinds ~nd sizes of busi

nesses in six cities and towns in Oklahoma. 719 useable questionnaires 

were secured. Personal interviews were used for obtaining information 

on the questionnaires. After materials were gathered workers were 

olass1£ied according to duties performed into four groups, executive, 

:manager. and supervisorJ bookkeeper; secretary and stenographer; 

general clerk. Of the 719 workers 81. 

exeoutives. managers. a.nd supervis.ors; 

or ill. 3 per cent. were 
{ 

16~. or 23 . 4 per cent. were 
I 
\ 

bookkeepers; 135. or 18.8 per cent were secretaries and stenographer.SJ 

335• or 46 . 6 per cent. were general clerks . The number of women 

holding office and clerical positions was almost 50 per cent greater 

than the number of men. The largest group of workers was the · general 

clerical group . This corroborates the findings of Nichols and 

other research workers. Position names had little standardization 
' 

and little reference to the duties performed. 

Tabulation of the data showed the aehools in which most of the 

training had been received were the high school, the buRiness college. 

and college or university. The per cent who . had not attended high 

· ~ a.ehool was 2. 8, and the per cent who had not graduated was 9.5. 

Almost one-half of the workers attended college and one- eighth had 

graduated. Business college had been attended by about one-half 

of the woFkers. Very i"ew workers had attended other soh0-ol1J. Thua 
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it would appear that high school graudation may be regarded as a 

prerequisite for office employment and that attendanoe at either 

business college or college or university is becoming a prerequisite. 

Since over three-fifths .of the secretaries and stenographers received 

training in business college it seems evident that this type of 

· school meets the needs of the group better than the needs of any 

other group. As many of the workers who graduated from high school 

went on to business college or college or university, the high school 

work in those cases could be considered as preparatory rather .than 

vocational. 

In keeping with the findings of other studied, typewriting is 

the most important subject to study if one plans to become an office 

worker. Of all the workers 86. 2 per cent had studied the subject. 

other subjects most studied given in order of frequency studied were : 

business Engli.sh. shorthand, and bookkeeping. A larger per cent 

of subjects had been studied prior to employment than after employment. 

As evidenoed by the fact that a number of supervisory workers secured 

their present positions through promotion it would appear that some 

relationship exists between promotion and continued study. 

Some kind of office machine other than the typewriter was used 

by almost one-half of the workers. From this data it would appear 

that bookkeepers and general clerical workers need training in some 

type of calculating machine. 

Since personal application Y.ras the most effective method of 

securing employment it would appear that institutions should devote 

some attention to teaching people how to make personal application. 

Approximately 40 per cent had secured positions within two 



weeks e.:!:'ter lee.ving school, and more than 70 per cent had secured 

;positions 'Within eight months. This indicates tha.t employment i& 

more easily secured ·1,mmediately after leaving school than. later,. 

Seerf.7taries and stenographers secured employment more rapidly tha.n. 

1did the workers of other groups .• 
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Almost one.•half of the workers started as general cl~rks., Since 

tho high school program is designed to prepare for initial positions v 

it would appear that more attention should he given in the high school 

program to generai clerical work. Next in line as initial positions 

'W'are the aecretarial and stenographic positions though they did not 

tia.lr:e up one-half of the positions other than the general clerical. 

However. since so ms.ny of that group had reoeived training in business 

eolle;~o th.ere appears to be little need for the high school emphasizing 

secretarial and stenograi:ihio training 'to the extent it does •. 

.Almost one-third of the workers had been in their present 

posi'bions and with the present .firms between one and three years~ 

This would indica:te that sinoe there is li·btle permanency the workers 

shonld be adaptable to dit.ferent. office positions. As would 'be expecteds 

workors holding executive. me.ne.~erial. and. supervisory positions had 

the lOl:1.test tenure in of'i'ioe positions. 

Over one-half of' the workers had si:x: years or less 0£ e:i,:perienoe 

in o.ffiee work. .Between 10 and 15 years of e::cperie:noe ,ms had by 

over one~fourth of the workers. Therefore. it w~uld appear that 

o~rice work is not a lifetime work for all workers. 
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TAB!.Z II 
WORtERS IN EACll KilID OF BUqlNESS 

t-i .... ~ A 
~ ~ 

~ ;".:, 1-4 00 Ji ~ 
""" I µ;; t ~ r· ~ 0 !!'4 f.,) &-\' Hr,;:t· H ji,;l ~ !:a~ Q 1 ·~ ~. rl, ...:i 

H 2~ 
·~ 

Q t;;..i ~~. ~ ~, 0 t...i ~ 0 .;,i 

:;! POSI'.f'I!.m ~ ; sv;'/ <:,.i.:f 0 f-1 tr.} ;11 5 H (') 0 ~ H (I.). 

0 , /:,<l i:;;!H ~~ 
q',l ...:i;:.::; ~~ ...:I ;,~ ~~- I:,,. 

I ~ ro ; f-'l ~· 

~ ix:10 00 H . 8 r., p.: E,-t f.at 
g .~ • ~·~ ;H H l::>H "4 H f:; ~ fei P:::l 0 0 

~ H tr; F.-1 0 1'4 ./:4 E-i ,74 ro E--t (·al ~m~ E-1 

El.'l'SGU'i' Ivi° 4-,•· ·c . ·2 i7 ......... ~ ~-

'33 b 6 si a 5 2 4 0 2 2 0 0 
Per Cent 2.s 9 ... 9 21 ... 0 G.6 2 •. 6 40.7 4.9 2~s 7.4 2,5 100 

BOOKKEi~YJ..'R 
Bookkeeper, 
Aooountant;, 
and Auditor 1 8 3 0 l 19 8 0 0 l 1S 3 0 0 57 
Bookkeeper 
and Cashier 0 0 0 2 C s 0 0 0 0 l 0 0 0 9 
Bookkeeper 
and 
Stenographer 0 0 0 1 0 4- l 0 0 0 l 0 0 0 12 
Bookkeeper 
and othe~s 3 a 8 16 3 31 2 0 0 10 2 l l 1 90 

Total 4 14 11 25 4 66 11 0 0 11 16 4 l 1 168 
.Per Cent 2.4 s.s e.s ;.4 •. 9 2.4 39.,3 6.5 6.,5 9.5 2,4 o.e o.s 100 

:SEC:Rh""'I'ARY AND ) 

STElWGRMuER 
Secrete.ry 7 6 12 2 0 7 4 1 l 3 4: 2 0 0 49 
S'ce:nogrs..pher 4 9 26 5 

,, 
0 9 4 0 0 3 17 2 0 l 86 

Total 11 15 sa 7 6 Hi a 1 1 6 21 4 0 1 136 
Per Cent a.1 11.1 28 .. 1 5.2 4.4 ll.9 5.9 0.7 G.7, 4.4 15.6 s.,o 0.7 100 

,.m.m1:RA1 CLE!i: .. rc 
Cashier l 3 Q 1 0 23 2 0 0 0 2 0 0 0 32 
File Clerk 0 2 5 0 0 6 l 0 0 0 0 0 a 0 l4 
:Machine 
Oper8.tor 0 4 5 l 2 19 s 0 0 0 5 0 0 0 39 
O:ffiee Boy 0 0 0 1 0 0 0 0 0 0 2 0 0 0 3 
P. :B. x. 
Opera:to:r- 0 0 0 0 l 3 0 0 0 0 1 0 0 0 5 
Reporter 0 2.4 0 0 0 0 0 0 0 0 0 0 0 0 24 
Spsoia.1 
Clerk 0 1 2 0 l 2 2 0 0 0 6 2 0 0 15 
Teller 0 12 0 0 0 0 0 0 0 0 0 0 0 0 12 
Typist 0 0 7 2 1 l 2 0 0 0 0 0 0 0 19 

- Others 2 16 44 15 8 47 13 0 0 4 18 4 1 0 l'72 
Total 3 68 63 20 13 101 23 0 0 ,1 33 6 1 0 335 
P~r- Cent o.9 20.3 18.3 6.Q 3.9 30".1 6,.9 1.2 32.:5 1.a o.s 100 

TOTAL OI' ALL 
ViOffKER.& 20 105 129 57 25 216 46 i l 23 1e 16 2 2 719 

Per Cent 2.-.8 14.6 17.9 7.,9 3 .• 5 30 .• 0 6-.4 0 .. 1 OJ. 3.2 10.6 2 .. 2 0 .. 3·0..:S 100 
This tahlo · shoi~ld · 15e. read i'ol'io:ws: 2, ·or 2:s cent or- . NOTE. as per 
the·exeeutives, tnanager.s • and supervisors wer.e em.ployed in 
eduoi:d:ional work; 20, or 2.-8 por cent of' all the workers were 
emplcr,ted in educational work.,, 



TABLE III 

NUIIBER OF WORKERS EMPLOYED Ill OFFICES 

G 
AJID Number of lrerli!ers in Office 

POSITIOli 1 2 3-4 5-8 9-16 17- 33- 65• 129- 255- N.S. Total 
32 64 128 254 more 

EXECUTn'E, 
MANAGER, Al\'l) 
SUPERVISOR 13 10 13 13 6 17 3 l 3 0 2 81 
BOOKKEEPER 

Bookkeeper, 
.A.ocountant, 
and Auditor l 3 6 4 11 19 6 0 3 0 4 57 
Bookkeeper 
and Cashier l 6 l 0 0 1 0 0 0 0 0 9 
Bookkeeper 
and 
stenographer 3 0 3 6 0 0 0 0 0 0 0 12 
Bookkeeper 
and others 23 16 14 20 6 ·5 1 0 0 1 4 90 

SECRETARY AND 
STENOGRAPHER 

Secretary 8 2 5 5 2 15 3 1 5 l 2 49 
stenographer 4 8 3 15 18 20 5 3 3 0 7 86 

GENERAL CLERK 
Cashier 3 2 2 10 3 9 0 0 0 0 s 32 
File Clerk 0 0 1 1 2 5 1 2 l 0 l 14 
?la.chine 
Operator 0 0 5 7 6 13 6 0 l 0 3 39 
Office Boy 0 1 0 2 0 0 0 0 0 0 0 3 
P. B. X. 
Operator 0 0 0 0 2 3 0 0 0 0 0 5 
Reporter 0 0 0 0 0 0 24 0 0 0 0 24 
Special 
Clerk l 0 l 2 3 2 2 3 l 0 0 15 
Teller 0 0 0 0 5 7 0 0 0 0 0 12 
Typist 0 0 3 3 3 1 3 4 0 0 2 19 
oth~rs 8 10 19 40 25 35 11 7 4 0 13 172 

TOTAL 65 58 74 128 91 153 65 21 21 2 41 719 
PER CENT 9.0 8.110.3 17,8 12 .. 7 21.3 9.0 2.9 2.9 0.2 5.7 100 

NOTE. This table should be r e:,ad as f ollows: Of all the workers 
65, or s.o per cent were employed in offices which employed 
only 1 worker; 13 of the 65 were executives, managers, or 
supervisors. 
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FORM IV 
(The following data are to be used in a st1~dy of the so·urces of training of office 

and clerical workers. Your answers to the questions will be appreciated,) 

Se,c1 ___ _,Mate ___ Fe,aale 

l, a. Underline or e.dd to the 11st below the ktrid ot' ·bustnaea-1~ whioh yo'UI' firm is engaged, 

lfanuta.<tturing Tra.nsporta. ti on Brokerage Others 
Eduoa.tion Meroa.ntile Real Estate 
Government Insure.nee Profe&&ional 
Ut1llt1es 011 Financial 

b. iHow many· o.re · employed ln the,ottice ln ,whi«h·you now ~ork? 

2.. a.. How long have you been with the firm you a.re with a.t pruentT-Yea.rs-M:ontha 

3, 

b. Hew long have you been in ypur present position?..........._Yea.rs____Mont.hs 

a.. Underline or a.dd to the 11st thy position in which you work, 

Bookkeeper 
Pile Clerk 
Ma.chine Operator 

'l'ypht 
Ca.shier 
Messenger · 

Personal Seor~ta.ry 
General Clerk 
Stenographer 

Other·--------

b, · What are your principal duties? (deseribe briefly) ___________________ _ 

Cheok or add to the list below the wa.y in which you secured your present position, •· 
your first positlcn with this ttrm, and your first office position. 

ICOIIIIII' l Soh1101 state 1''r1enda Relatives Peruna.l Reoora• 
Em~loy- Employ- Employ- .Applioa- mends.-
ment ment ment Uon tion, or 

Agepcy Agency Agency Former 
tmnlovers 

Others 

Present nosition 
First position with 

+.his firm 
11'ir•t. 

5, 

ofr1"" nolitton 

Plaoe oheek mark• in "'e col1.1mn11 which show whore oomraeroe .subJeots ware 1tud1ed, Add other oommeree 
IUbJeets a.nd sohools it necessary. Also, eheok whether subJeots were ta.ken before or attar. 1taiting 
work in your fir4t ottiee po,ition. 

Business College M.-iohina Self Evenif18 Before Atter 
~gh . 

h_ool Colleae or Company Taught Public Other• aco.pt• e.ooepting 
University Sohool Schflol ing first 

first Puition 
Po .. 1 +.t A,;. 

Typewriting 
Filing 
Shorthand ... 
Business English 

, 

l,kohines 
Bookkeeping or 

Aocountirur 
Secrete.rial Training 
Ottioe Pra.otioe . 
COllffleroial Geegraphy 
Co11111eroial La.w 
Sa.le sme.nship 
Economics 
Busines1 Ma.thematic• . 
others . 

-- - - ~ ,~- ·-~ 



TABLE V 

CLASSIFICATIO? OF' \\OR.KER$ BY GROUPS MID SUB-DIVISIONS 

GROUP AND Male Female Not Stated Total 
POSITION no. d No . % No . % No . % (" 

EXECUTIVE 
"NAGER . AND 

SUPERVISOR 48 59 .,3 31 38 . 3 2 2.5 81 100.0 
Total 48 59 . 3 31 38 . 3 2 2.5 81 100 . 0 

BOOKKEEPER 
Bookkeeper , 
Accountant, 
and Auditor 31 54 •. 4 25 43 . 9 1 1 . s 57 100 . 0 
Bookkeeper 
a.nd Cashier 1 11. 1 8 88 . 9 0 9 100. 0 
Bookkeeper 
and 
Stenographer 0 12 100 . 0 0 12 100. 0 
and Others 18 20 . 0 70 77 . 8 2 2.2 90 100 . 0 

Total 50 29. 8 115 68 . 5 3 1 .. 8 168 100. 0 

SECRETARY AND 
STENOGRAPHER 

SEicretary 5 10 . 2· 43 87 .,8 1 2.0 49 100 . 0 
Stenographer _1 1.2 82 95 . 3 3 3. 5 86 100.0 

Total 6 4.4 125 92 . 6 4 3 . 0 135 100. 0 

GENERAL CLERK 
Cashier 5 15~6 27 84. 4 0 32 100. 0 
File Clerk 2 14.3 11 78 . 6 1 7. 1 14 100. 0 
Machine 
Operator 8 20.5 31 79.5· 0 39 100 . 0 
Office Boy 3 100. 0 0 0 3 100 . 0 
P . B. X. 
Operator 0 5 100.0 0 5 100 . 0 
Reporter 0 22 91.7 2 8. 3 24 100. 0 
Special 
Clerk 7 4G .7 7 46 .7 1 6 . 7 15 100 . 0 
Teller 11 91 . 7 l 8 .3 0 12 100 . 0 
Typist 1 5.,3 18 94 . 7 0 19 100 . 0 
Others 40 123 9 172 100. 0 

Total 77 ·-- 245 13 335 100. 0 
TOTAL , "lORKERS 181 25 .2 516 71. 8 22 3.1 719 100.0 

NOTE : This table should read as fol lows: of the 81 workers in the 
executive, managerial and supervisory group , 48 or 59.3 per 
cent were men, 31 , or 38 . 3 per cent were wo en; 2, or 2.5 
per cent, did not state sex . 



TABLE VI 

Al"J.'EtlDAlrCE OF :C:IGII SCI OOL DROP- OUTS 

·Jont s in Attondance Group and 
Position 6-9 10- 14 15-18 19- 23 24- 27 28-- 32 33- 36 l • S. Total 

EXECUTIVE, 
MAfJAGER, AfID 
SUPBRVISOR 

BOOKKEEPER 
Bookkeeper , 
Accountant . 
and Auditor 
Bookkeeper 
and Cashier 
Bookkeeper 
and 3teno
braphor 
.Boor.keeper 
and Others 

SlJCRt:TAJ.n AIID 
STf;:NOGill Pfil:R 

Secretary 
St.enographer 

GID. LL C K 
Ca.shier 
File Clerk 
Machine 
Operator 
Office Boy 
P. B. X. 
Opera.tor 
Reporter 
S,pecial Clerk 
Teller 
Typist 
others 

TOTAL OF ALL 

2 

l 

l 

1 

2 

1 1 

3 

l 1 

3 

1 2 l 

3 

2 

l 

1 

l 

l 
1 

1 

1 
3 
2 
l 

3 

2 

l 

1 

1 

l 

3 

WORKERS 7 ..2 10 2 21 10 
Per Cent 10. 3 2. n 14.7 2. 9 30. 9 14 , 7 

:NOT ; 1'his table should be read as follows; 

1 l 

2 

1 

1 

2 

1 l 

1 5 

9 

7 

l 

1 

7 

1 
2 

6 
1 

6 
1 

1 
4 
2 
1 
0 

18 

5 11 68 
7. 4 16. 2 100 

Of the 9 in the 
executi e , r.ana6erio.1 , and supervisory e;r oup who had clropped 
out of hie;h school 2 hnd attended between 6 and 9 months as 
Jid 10. 3 por cent of all the workers who dropped out . 



TABLE VII 

ATTE1IDAUCE 0 COLLEGE DROP- OUTS 

Group and Months in Attendance 
Position 1-5 6-9 10-14 15-18 19- 23 24- 27 28- 32 33- 36 U. S. Total 

EXECUTIVE, 
MAUAGER, AfID 
SUPERVISOR 1 3 3 12 2 5 2 3 1 32 

BOOKKEEPER 
Bookkeeper .,. 
Accountant 
and Audi t ·or 1 3 4 1 4 1 14 
Bookkeeper 
and Cashier l 2 3 
Bookkeeper 
and 
Stenographer 1 2 1 1 5 
Bookkeeper 
and Others 1 13 1 9 2 3 2 2 2 35 

SECRETARY AND 
STENOGRAPHER 

Secretary l 4 l 6 2 3 1 18 
Stenographer 3 8 6 8 1 4 3 33 

GENERAL CL RK 
Ca.shier 2 2 l 1 2 l 9 
File Clerk 2 4 1 7 
Ma.chine 
Operator 3 2 1 4 1 11 
Office Boy 1 1 2 
P. B. X. 
Operator 1 l 2 
Reporter 2 l 2 5 
Special 
Clerk 2 l 2 1 2 1 9 
Teller 1 · 2 1 1 3 8 
Typist 1 1 1 1 1 l 6 
Others 7 12 7 16 2 6 2 5 56 

TOTAL OF ALL 
WORKERS 22 1 57 25 69 13 35 5 9 20 255 

Per Cent 8 . 6 22.4 9 . 8 21.1 5. 1 13.7 2 . 0 3 . 5 7. 8 100 

NOTE i This table should be read as .follov.s s Of the executive , 
n-anagerial .,. and supervisory group who had dropped out of college 
1 had attended between 1 rul!.d 5 months as had 8. 6 per cent of 
all the workers who had dropped out. 



TABLE VIII 

MAJORS OF "U! ORKERS NHO ATTENDED COLLEGE 

Agri- Arts Edu- Engi- Ho:me 
Group and Total cul- and .,om- ca.- neer- con- rot 
Position ture Science merce tion in~ omics stated 

D ND D !ID D ND D 1m D ND D lID D N'D 

ElCL,CUT IV , 
;AGER, AUD 

SUPERVISOR 51 1 7 5 7 7 1 J. 1 3 18 

BOOKKEEPER 
Bookkeeper, 
Accountant; , 
and Auditor 22 5 3 l 2 2 9 
Bookkeeper 
and Cashier 4 1 2 1 
Bookkeeper 
and Steno-
gre.pher 5 1 4 
Bookkeeper 
and Others ,45 5 7 4 7 2 1 2 l 16 

CIIBT RY D 
ST EWOGRAPHER 

Secretary 31 2 3 6 2 1 3 l 4 9 
Stenographer 42 6 4 3 8 1 1 19 

GbN.;i;RAL CLERK 
Cashier 11 1 2 l 1 6 
File Clerk 9 1 2 l 1 1 3 
Machine 
Operator 14 2 2 l 3 1 5 
Office Boy . 2. 1 1 
P. B. X. 
Operator 2 1 l 
Reporter 9 2 1 l 1 4 
Special Clerk 9 1 3 l 4 
'Teller 9 2 1 3 3 
Typist 8 1 1 1 3 2 
Others 73 1 7 11 2 13 1 5 l 1 1 5 25 

TOTAL OF ALL 
WORKERS WHO 
ATTENDED 346 2 35 44 32 57 3 Hi 1 2 2 8 16 128 

Per Cent 0 . 6 10. 112.;;1 9 . 2ms o . 94.6 o . s o.6 o . 6 2.:s 4.6 zrr.o 
NOTE: This table should be read as follows: Of the 51 executives , 
:managers , and supervisors mo attended college 1 had a degree in 
agriculture; of the 7 riajoring in arts and science 7 had de rees. 



TABLE IX 

mr ER OF BOOKKEEPERS ATT ... mL'lG ~VE.mum PUBLIC SCHOOL AND 
~CHIHE SCHOOL 

Attendee Evening ttended 
Podtion Total Public School .~china School 

u F. 1-r .s. Total . F. ,~ , ...... . .... ... ~ . 
Bookkeeper, 
Accountant. 
and Auditor 57 3 2 0 5 1 0 0 
Bookkeeper 
and Cashi~r 9 0 ~ 0 0 0 0 0 
Bookkeeper 
and 
Stenographer 12 0 0 0 0 0 1 0 
Bookkeeper 
and Others 90 0 2 0 2 0 l 0 

TOTAL 168 3 4 0 7 1 2 0 
Per Cent lOQ 6.0 3. 5 4.2 2410 1~7 

Total 

1 

0 

1 

1 

3 
1.8 

non:: This table is to be read as follows: Of the r=:7 book-
keepers . accountants. and auditors 3 men and 2 wo..-;wn attended 
evening public school; ono man attended FAchine school. Of 
all the men in the group 3 or s.o per cent had at tended even-
ing p11blio school . · 

TABLIJ X 

.ffiill3 • , OF SECRETARIES .1:\ND STEHOGHAPHiHS .,\TTEUDING EVEl IUG PUBLIC 
SCHOOL AID) ' ! CJII~ SCr'.OOL 

Attended Evening Attended 
.Po ition Total Public School I~achino Sel ool .. u. F. N.S. Total J.. . F. N. S . Total 

Secretary 49 0 2 0 2 0 0 0 0 
Stenographer 86 0 8 0 8 0 1 0 1 

TVi'A.L 135 0 0 0 10 0 0 1 -
Per Cent 100 8 . 0 7.4 o.s o.s 

... W'i.'B: '.l.' .is table iz to be re~d a s i'ollovrs : Of tl o 49 secre
taries l woman had attended evening public school ~rl n o m~n 
had attended. Of all the wo:J1an in the group 10~ or 8 .0 per 
cent had attended evening public school . 



TABLE IX 

NUMBER OF GENERAL CLERKS ATT.ds.1'1DING EVEN nm PUBLIC SCHOOL AND MACHINE 
SCHOOL 

Attended Evening Attended 
Position Total Public School chine School 

M. P. r .s. Tota! M. F. N. s. '.total 
Cashier 32 1 5 0 6 0 0 0 0 
File 
Clerk 14 1 3 0 4 0 1 0 l 
Machine 
Operator 39 0 7 0 7 1 18 0 19 
Office 
Doy " 0 0 0 0 0 0 0 0 ., 
P • . B~ X 
Operator 6 0 0 0 0 0 -2 0 2 
Reporter 24 0 0 0 0 0 l 0 l 
Special 
Clerk 15 0 2 0 2 0 0 1 1 
Teller 12 2 0 0 2 0 0 0 0 
Typist 19 0 1 0 1 0 0 0 0 
Miscel .. 
laneous 172 8 11 1 20 0 5 l 6 

TOTAL 335 12 ?9 l 42 1 27 2 30 
Per Cent 100 6. 6 5. 6 4. 5 12. 5 0 . 5 5. 2 9 . 0 8. 9 

NOTEs- This table should be read as follows : Of all the men in 
the general clerical group 12 , or 6. 6 per cent had attended 
evening publio school . Only 1 man and 5 women holding positions 
as cashiers had s.ttended. 
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