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CHAPTER I
STATENENT OF THE PROBLEM

Numerous studies have been and are being mede to locate grad-
uates and former students of individual schools. In such studies
an attempt is made to {ind whether individuals ere employed, end if
8o, whether employment is in the kind of work for which preparation
was made in school. Only persons having teken training in that
particular school are considered.

Few studies have been made which show the other side of the
office employment situation: in what types of schools the training
of the employees was received; whether employees received training
before or after accepting a position; how employees secured positions.
The answers to these problems based on information received from
present employees 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 effective agencies or methods

of securing employment.
The Purpose And Scope

The purpose of this study is fo determine the sources and extent
of training of office and clerical workers and the methods used in
securing employment. *

From office and clerical workers representing a vearieby of kinds
gnd sizes of businesses in six cities and towns of Oklahoms, 719

useable questionnaires were secured. The kinds of businesses represented



were: education, financial, govermment, insurance, real estate and
real estate loans, manufecturing, mercantile, o0il, personnel, pro=-
fessional, publications, utilities, transportation, and mechanical
service, Though no definite per cent of workers from each office
visited checked questionmnaires, an attempt was made to have question-
naires checked by workers of each type in each office. The number
of employees employed in the offices ranged from 1 te 837, The
assumption is made that the workers were réprsnemtative of any group
as no effort was made to select particular persons or businesses.
All of the data for the study were gathered within a period of three

months.
Procedure

lMeany questionnaires were studied to determine the informetion
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 fifty questionnaires checked by off'ice workers. The
wealnesses of the questionnaire were then determined, and in the
light of these weaknesses the questionnaire was again revised. A
copy of the questionnaire used is shown in the Appendix.

During personal interviews with executives, managers, superviscrs,
end other office workers arrengemeénts were made 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 left a self=



sddressed envelope for mailing the questiomnaires.

When the questionnaires were secured & tabulation of the data
was made. To simplify the compilation of data the workers were
divided into four main groups according to job names and dgties
performed, namelys (1) executive, manager, and supervisors (2)
bookkeeper; (3) secretary and stenographer; (4) general clerk.

Workers grouped in the executive, meanageriel, and supervisory
group include all having executive, managerial, or‘suparvisory
duties of any kind regardless of what other duties performed. Cog-
ﬁiznnce must be taken of the differences in kinde and sizes of
buginesses when considering this group because of the variation in
training and ability required.

Workers included in the bookkeeping gfoup are all having any
bookkeeping duties except executives, managers, and supervisors.
Because of the variation in bookkeepers! dﬁti;s the group is sub-
divided according to duties into: (a) bookkeeper, sccountent, and
auditor; (b) bookkeeper and cashier; (c) beookkeeper and stenographar;
(d) bookkeeper and other duties than those named sbove. Workers
whose bookkeeping duties seemed to be principally machine operation
are grouped with machine operators.

: The group headed secretary and stenographer includes all workers
performing only secretarial or stenographic duties., Since the térms
are used synonymously so often the workers are grouped in the division
checked on the questiommaire. ‘

The general clerical group includes all other office workers.

Sub=divisions of the general clerical group are: cashier, file



eclerk, machine operator, reporter, teller, typist, special clerk,

P. B. X. operator, office bo}, and those checked as general clerk

or as performing & combination of twe or more duties unless oti-xmise
classifieds With the exception of the last, the workers in each of
the aﬁb—diﬁaions specislize in the one kind of work indicated by
the name of the sube-division.

The machine operator sub=-division includes workers operating
the different kinds of office machines which will be discussed in
& later chapters. Though the transcribing machines will be listed as
office machines to show their ﬁse in the offires, the cperators are
classified as typists. |

Reporters are those workers who report credit ratings or per-
form similar duties.

The term “special clerk"™ is used to mean a clerk specializing
in one type of work only, es a payroll or invoice clerks

"Training” as used iz; the study means ]movleé!ge gained or skills
acquired either prior to or during employment in order to become more
proficient on the jobs.

"Time elapsed before taking a position" means the time which
elapsed between the last school treining and securing one's first
position.

After the workers were grouped according to the classifications
named, the data were tabulated, compiled, and some conclusions drawm.
Some generalizations are made concerning each occupational group
with respect to the source and extent of their training and methods

of securing employment.



Similar Studies

In the school year 1923=24 by a cooperative arrangement between
the Graduste School of Education of Harvard University and the
Hetional Association of Office Managers, a study of clerical~training
needs was begun. The results were published in 1927 under the title

A FWew Conception of Office Practice.l

The study was mtiomi in scopes The purpose was to learn more
ebout the business training needed by clerical workers and 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; €656, or 1,9 per cent of which were book=-
keepers; the remainder did other types of office work.

Some of the conclusions Nichols made from the study were:
job names were used largely as a matter of payroll convenience
rather than as a guide to what the employees' duties may have beens
there were many standardized duties for which clerical training could
be given, some of which were, caleculating machine operation, recording,
merchandise clerical work, general clerical work, filing end indexing,
cashiering, typewriting, correspondence duties, mail handling duties,
duplicating machine operation, and billing end dictating machine
operation; few clerks doing spescial types of work for which some
skill was needed went directly from school to the position they

were helding; since only 10 per cent of the workers were doing

le Frederick G. Nichols, A New Conception of Office Practice.
Harvard Bulletins in Education, NO. 12, 1927.



stenographic work and only 1.2 per cent were doing bookkeeping fewer
high school students should be emcouraged to take this training;
female clerical workers outnumbered male clerical workerss secondary=
school vocational education was desirable for clerical workersi there
was & need for workers treined in the use of various caloulating
devices.

A Study of Office Employees in the Major Insurance Offices of

Denver, Colorado,? an unpublished thesis by Joseph P. Arnold, is

a study of only insuraence office employees. The purpose was to deter-
mine the types of workers, the duties, the use of offiece appliances
and machines, the extent of education, the commercial subjects studied,
the types of schools sttended, previous experience, and possible needs
for other types of training them those offered. Scme of the findings
pertinent to the study now under discussion were: more men than
women held supervisory positions; office aprliances were mainly
operated by women; mumerically, general office workers were most
important in the field of insurance; the adding machine and the
typewriter were the most used office machines; the comptometer and
the typewriter were the only two machines on which training had

been received more often in school than from other scurces; high
school graduation was apperently e prerequisite for employment;

the specialized clerical workers had the highest percentage of

high schoel graduates, the appliance operators had the lowest;

the per cent of workers who had graduated from college was 6,3 and

2« dJoseph P. Arnold, A Study of Office Employees in the Hajor
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 work; clerical workers made up 49.4 per cent
of the number of workers attending business college; women oute
numbered men in business school training; typewriting, shorthand,
bookkeeping, and spelling were apparently the four basie subjects.

A Study of Office Employees in Kansas City, Kenses,® 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 firms checked questionnsires for the study.

Some of the findings and conoiusion's drawn from the study were:
elementary and high scheool treining were prerequisites for eny type
of office work; high school pgraduates were holding better positions
than those who did not graduate; private business schools were used
as an extension 6? training beyond the high school; 17 per cent of
the total group had emrolled for college training, but only 9 had
graduated; other acho.ols had no particular significance in the
training of any particular group of workers; typewriting wes studied
by 63 per cent of the group; bockkeeping by 42 per cent; shorthand by
34 per cents The number of workers taking other subjects was given by
the writer in numbers rather than in per eents and wes given as followss
business arithmetic, 127; commercial geography, 67; ccmmercial law,
52; economics, 403 and selling, 21. All of the above named subjects
had been studied in high school more frequently tham in eny other

type of school.

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



The VWorkers

When grcupe& according to the occupational classification pre-
viously explained the 719 workers were divided as shown in Table I:
executives, managers, and supervisors, 81, or 1l.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

CLASSIFICATION OF WORKERS

¥ale Female Not Stated ¥ of All
Group  Total Noe % To. y 4 No. %  Workers

Executive,

Manager, and

Supervisor 81 48 59,3 31 38,3 e BB 11.3

Booldkeeper 168 50 29.8 115 6846 3 1.8 23.4
- Secretary and <

Stenographer 135 6 4.4 125 92.6 4 3.0 18.8

-

General Clerk 335 77 2340 245 73.1 13 3.9 46.6

TOTAL 719 181 25.2 516 T7l1.8 22 3.l 100,0

NOTE. This table should be read as follows: Of the 81 workers

in the executive group which includes 11.3 per cent of all the

workers, 48, or 59,3 per cent are male; 31, or 38.3 per cent

are female; 2, or 2.5 per cent did not state sex.

Though the occupational group executive, menager, and supervisor
includes all workers performing duties of an executive, managerial,
or supervisory nature regardless of what other duties performed,

only approximately one-tenth of the workers fall in this groupe. Since
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'im}iviuuals so clasped range in positlons which e¢all for supsrvision

()

5&?ﬁr only one or two workers te supervision over large Tmsinesses,
it is evident thet few positions of the typs are available.

-

Slightly less than cne-fourth of the workers had bookkeeping
Ida‘i@s. Of the 108 performing booklkesping duties less vhan one=~third
ihad po other duties than beoklkeeping. Over one-hnlf performed dubties
;other than only beookkeeping, eashioring, or stencgrarhic dubles.
rom workers in small firms where oply & Lew workers
iwere employed to do &ll oifice work were Influventiel in Increasiug
this figures ILess Than 17 workers were exployed in 57*9-§@r canc

£ the offices and less than 335 workers were employed 1n 7%.1 per
cont of the offices.

; Almost ome=Ffifth of the workers performed secrsberial or

© gt Fays. -..J, . SR
STCGROEYRDNILET GAYLER

L]

&s has been found in pruﬂ*luall all studies :u'whlch workers

1,

" have been clussified the general clerical group was much larger than

any other gﬁoup. In this study approximstely one-half wore clerical

workers. Though about one-half of the general clerical group speciale
ized in only oue kind of work, the olher hall performed & combination
of dutiess It is apperent that there is still a demmnd for workers |

vho can succeséfully parform s number of duties of & clerical nabure.

Y -

In only one oceccupational group, exesubtive, panager, and super=

wisor, does The mumber of men excead the number of women.

This chapber hes explained in detail the purpese end scops, the
procednre, and the cccupationel classificabticn of the 719 workers, as

.

woll &s has ziven a brief summery of similar studies which have been
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made.
The following chapter will be devoted to enalyzing the types

of schools that have contributed to the training of each of the four

occupstional groups into which the 719 workers have been divided.
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CHAPTER II
SCHOOLS ATTEMDED BY WORKERS

The large number of schools meinbained by federal, stafe, and
ﬁunicipal governments, and by privete groups and individuals have
mﬁ%e an education accessible‘to practically every one, both om the
secéndary and the college level. The dabte emphasize the effect that
Ethe BaIY educational epportunities heve had on the standards of office
%ané clerieal workers.

Bvidence thet a bhigh school education is & prersguisite for any
;kind,of cffice work is shown by the data. Approzimetely nine-benths
jof the workers had gradusted from.;igh sihcﬂl, As mey be seen in
;T&bl@ IT only 2.8 per cent of the workers did not attend or did not
zstate whether they hed attended high schools In all later discussion
;thase who did nob staﬁe whether they attended the schécl in guestion

i

will be grouped with those not abbtendinp. Months of abtendanse by
1, el

the 9.5 per cent dropping out of high school before finighing are

ziven in Table VI, Appendiz.

| The gar.aent of high school graduates among the ezecubtives,
imenagers, and supervisors is notieeably lewer than that of any of
;jh@ other occupational groups: moreover, individuels in this group
jare older as is showm by yc&ré of working experisnce.

; It is interesting teo nobe that each of the Wbﬂﬁﬁ~éoing gxecu-

tive work had ettendod high school, Howsver, the per cent not grade

‘uating frowm high scheol, 10.4, was higher than the per cent of the



TABLE II

HIGH SCHOOL EDUCATION OF ALL WORKERS

12

Graduated Attended high Did not attend

GROUP from high school but did or did not Total
and school not praduate state
SEX _ﬁ_o. ?_ ﬁbq ﬁa. _%_ ﬁo. _%
Kales
Executive,
Manager, and
Supervisor 40 83.8 S 6.3 5 1C.4 48 100.00
Bookkeeper 42 84.0 B 8.0 & 8.0 50 100.00
Secretary and
~ Stenmograrher 6 100.0 0 e 6 10C.C0
General Clerk 67 87,0 10 13,0 0 77 100.00C
Total 1586 85.6 17 9.4 9 5.0 181 100.00
Females
Executive,
¥anager, and :
Supervisor 25 8046 6 19.4 0 31 100,00
Bookkeeper 101 = B87.8 12  10.4 2 1.7 116 100,00
Secretary and :
Stenographer 120 96.0 2 1.6 3 244 125 100,00
General Clerk2ll 86.1 29 11.8 ! 5 2.0 245 100,00
Total 457 86 .6 49 9.6 ' 10 1.9 516 100,00
Sex not Stated:
Executive,
Manager, and
Supervisor 2 100.0 ) 0 2 100,00
BOO&BBPOI' .3 100.0 ] 0 3 100,00
Secretary and
StsnOgra.pher 3 75.0 1 25.0 0 4 100.00
General Clerk 11 8446 1 T<7 2.7 13 1C0.C0
Total 19 86.4 2 g.1 ;i 4,5 22 100.00
Total of All
Workers 631 87.8 68 945 20 2.8 Y19 100,00

NOTE: This table should be read as follows: Of the 48 men
who were executlves, managers, and supervisors, 40, or 83,3
per cent had graduated from high school; 3, or 6.3 per cent
had attended but had not pgraduates; 5, or 10.4 per cent did
not stete whether they had attended or had not attended.
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men not attending and not graduating, 16.7.

The six women drop=outs had evidently dropped out of high school
to take positions as no time had elapsed between school and the first
position. However, one of the six had attended business college, and
s0, it is possible that she did not go directly from high school teo
work.

One of the three men drop-outs stated that no time elapsed between
dropping out of school and taking his first position, and the other two
men did not state the length of time elapsinge

The bookkeeper group was second of the groups in per cent of high
school graduates with only .6 per cent lead over general clerks. Table
III shows that within the bookkeeper group, the ones specializing in
bookkeeping duties had almost 10 per cent fewer graduﬁteu than any
other sub=-division; also, about 10 per cent more had not attended
high schools The sub-division which had the highest per cent of high
school graduates was that of bookkeepers and otherss The women
employed in bookkeeping positions had a little higher per cent of
high school graduates and attendants than the men., The enswers on
the questionnaires did not reveal any pertinent information on reasons
for dropping out of high school,

The per cent of high school graduates among the secretaries and
stenographers was higher then that of any other group. Orly €, or
4.4 per cent of this group did not graduate and one-halfl of thet
nurber had atltended. (Table I:V). Though only 4.4 per cent of the
setretaries and stenographers were men, 2ll of them were high school

graduates,



TABLE III

HIGH SCHOOL EDUCATION OF BOOKKEEPERS

14

. — .
Gradua ended hi d not attend
Pon:ion from high school but did or did not! Total
. and school not praduate gtate
Sex 0. No. % Wo. % | Noa %
Tele: \
Bookkeeper, )
Aecountent, ' .
and Auditor 25 80,7 3 9.7 3 8.7 . 31 100,00
Bookkeeper \ '
and _ | :
Cashier 1 100.0 O 0 i 1 100.00
Bookkeeper i
and Steno=- ‘
grapher 0 0 0 0
Boolkkeeper
and Others 16 88.9 1 546 1 5.6 18 100,00
Total 42 84,0 4 8.0 < 8.0 50 100,00
Females
Bookkeeper,
Accountent,
and Auditor 19 76,0 4  16.0 2 8.0 256 100400
Beolckesper
and Cashier 7 87.6 1 1245 (o} 8 100,00
Bookkeeper
and Steno=
grapher il 91.7 1 Bed 0 12 100.00
Bookkeeper
and Others 64 914 6 Be6 (o] 70 100,00
Total 101 87.8 12 10.4 2 1.7 115 100,00
Sex Not Stated:
Booklceeper.
Accountant,
end Auditor 1 100.0 O 0 1 100,00
Bookkeeper
end Cashier O L¢] 0 0
Bockkeeper
and Steno=-
grapher 0 0 0 0
Bookkeeper
and Others 2 100,00 O 0 2 100,00
Total 3 100.0 © 0 3 100.00
Total of All
ﬁﬁﬁ%z This table should b6 reed as folliows: Of the 81 men

who were bookkeepers, accountants, and auditors, 25, or 80,7
per cent had graduated from high schoolj 3, or 9.7 per cent

had not graduated; 3, or 9.7 per cent had not attended or had
not steted.
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TABLE IV

HIGH SCHOOL EDUCATION OF SECRETARIES AND STENCGRAPHERS

5 Bt ec bended h ¢ 0 no a te
Position from high school but did or did not Total
and schogl.  not te  state
Sex Wo. % 10e To. % H0s &
Male: _
Secretary § 100.0 0 0 5 100,0
Stenographer 1 100,0 0 0 1 100.0
Total 6 100.0 0 C 6 100,0
Female: :
Secretary 42 97.7 o i 243 43 100.0
Stenographer 78 95,1 2 2.4 2 244 82 100.0
Total 120 96.0 2 1.6 3 244 125 100.0
Sex Not Stated:
Stenographer 3 100.0 0 0 3 100,0
Total 3 T75.0 1 25,0 ) 4 100.0
Total of All
Secretaries and : -
Stenographers 129 95.6 3 242 3 242 135 100.0

NOTE: 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. :

The general clerks ranked third in number of high school graduates
with 289, or 86.3 per cent, greduating. It is significant that only
6, or 1.8 per cent of the gemeral clerks did not attend high school.
Teble V shows the graduation and attendance of the workers in the
sub=divisions. Within the group the typists renked highest in per
cent of graduates: all had graduated. Inberesting is the fact that

‘file elerks ranked second in the group with 92,3 per cent graduating.
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TABLE V

HIGH SCHOCL EDUCATION OF GENERAL CLERKS

Position  from high sechool but did or did not-  Total

and school not te state
Sex To. 2 Noe No. % ¥oe %
Male:

Cashier 3 60.0 2 40,0 0 5 100.0
File Clerk 2 100.0 0 (o} 2 100.0
Machine
Operator 7 B87.5 1 12,5 0 8 100.0
Office Boy 2 66.7 1 33.3 0 3 100.0
P. B. x.
Operator 0 0 - B 0
Reporter 0 0 0 0
Special
Clerk 6 B5.7 1 14,3 (o} 7 100.0
Teller 11 100.0 0 0 11 10040
Typist 1 100.0 0 0 1 100.0
Others - 36 87.5 § - 12,5 0 40 100.0

Total 67 87.0 10 13.0 0 77 100.0

Female:

Cashier 21 T7.8 4 14.8 2 Tek 27 100.0
File Clerk 10 90.% 1 9.1 0 11 100.0
Machine
Operator 26 83.9 § 16.1 0 31 100.0
Office Boy 0 0 0 -
Ps B x.r : 5
Operator 4 80.0 1 20.0 o} 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 (s} 18 100.0
Others 108 87.8 13 10.6 2 1.6 123 100.0

Total 211 86,1 29 11.8 5 2.1 245 100.0

(Continued or the following page)
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TABLE V
(Continued)
ated At not &
Position from high school but did or did not Total
and school not te state
Sex ﬁoo 5 Os iﬂo % i—ﬂﬁ g
Sex Not Stated:
File Clerk 1 100.0 0 0 1 100.0
Reporter 0 1 500 1 50.0 2 100.0
Special
Clerk 1 100.0 ¢} 0 1 100.0
Others 9 100.0 0 L8] 9 100.0
Total 11 84.6 1 b 2 1 TeT 13 100.0
Total of All '
General Clerks 289 8643 40 11.9 & 1.8 335 1C2.0

NOTE: This table should be read as follows: Of the 335 ganera.i
clerks, 77.were men, Of the men 67, or 87.0 per cent had
graduated from high school; 10, or 13.0 per cent had attended
but had not gradusted; nofe of the men had not ettended high
school.
The data show definitely that the workers do not feel that &
high school education provides sufficient school tmining. Table VI
shows that 255, or 35.5 per cent of the workers attended collere
and 91, or 12.7 per cent graduated from college. Of those attending
but not graduating 79, or 31 per cent attended one year or less
and 178, or 67.9 per cent attended two years or less. Figures on
the number of months attended by those who did not graduate from
eollege are shown in Teble VII, Appendix,
Though & higher per cent of the workers had taken degrees in
the School of Arts and Seience thanm in any other sehool, a higher per
cent of workors had baken work in the School of Commerce. The dif-

ference in the number taking work in these two schools is so small
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CCLLECE LIUCATION OF ALL VORKERS

12 25,0 15 358 17 SEA 43 1000
10 200 15 300 25 5040 50 1004
1 .7 & 68,7 1 18,7 & 100.,0
10 13,0 34 44,2 33 42,9 17 1000
58 18,2 T2 30,8 7% 42,0 181 1000
7 238 11 358 13 4l 31 100,0

§ T8 40 34 66 S7.4 118 120.,0
Stomogmapher 21 18,8 47 3786 | 67T 46,6 125 «0
Gensral Clerk 18 27,8 78 318 2 248 60,4 245 100.,0
Total 56 10.9 176 842 282  G4.8 516 10040
Sex Hot Stated:
Exocutlive,
Mianaser, and
Supervicor o 2  100.0 0 2 10040
Bookkeaper o 2 6647 1 553 & 100.,0
Searatary snd
Stens 0 0 & 100,90 4 100.0
Gemoral Clozk 2 154 3 25,1 8 61,8 13 100.0
© Toltal g W T e I3 . 59,2 22 1000
Total of All
Horkers 81 12,7 268 385 373 8le.7 Ti¥ 1000

EQIS: This table should be read ss folloms: OF the 48 men who
wre axveutives, managors, and supervisors, 12, or 25 per cent
had rraduated from esllege; 13, or 38,8 per cent had attonded

oolleaza bul had not sradustad; 17, or 30«4 per cent either did
not aittend or did mot state shether they had attonded,



88 to be negligible, Over two-thirds of the degrees were held in
the two schools., Other schools in which work had veen done, in
order of frequency mentioned weres education, home economics,
agriculture, end engineering. More deteiled 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
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 cocllege graduation
and attendance of the men and women of the executive, managerial,
and supervisory group.

Bookkeepers ranked third in college graduates as well as third
in per cent attending. The men in the bockkeeping group had a much
higher per cent of college graduates than the women. Of the men,

20 per cent were graduates, while only 7.8 per cent of the women
graduateds The difference in the per cent attending college but
not graduating veried little. (Table VII).

Secretaries and stemographers ranked second in per cent of
college graduates and attendants. The individuals holding seere=
tarial positions evidently had much more college training than the
stenographers as may be seen in Table VIII. 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



COLLEGE EDUCATION OF BOOKKEEPERS
Graduated Attended col-

TABLE VII

Did not attend

20

Position from eol- lege but did or did not Total
and le not graduate state
Sex Yoe % Hos % Toe % No. %
Wale;
Bookkeeper,
Accountant,
and Auditor 6 10.4 9 29.0 16 51.6 31 100,0
Bookkeeper
and Cashier 1 100.0 0 0 1 100.0
Bookkeeper
and Steno=-
grapher 0 0 0 0
Bookkesper
and Qthers 3 16.0 6 3343 9 50.0 18 100.0
Total 10 20.0 16 30.0 25 50,0 50 100.0
Female:
Bookkeeper,
Accountant,
and Auditor 2 8,0 6 24.0 X7 68.0 25 100.0
Bookkesper
Bookkeeper
and Steno=-
grapher 0 5 41.7 7 58,3 12 100.0
Bookkeeper
and Qthers 7 1040 26 37.1 87 5249 70 100,0
Total 9 7.8 40 34.8 66 §57.4 11§ 100.,0
Sex Hot Stated:
Bookkeeper,
Accountant,
and Auditor 0 0 1 100.0 1 100.0
Bookkeeper
and Cashier 0 0 0 0
Bookkeeper
and Steno-
grapher 0 0 0 o
Bookkeeper
and Others 0 2 0 2 100,0
Total 0 2 6647 1 3343 3 100.0
Total of All
Boo s 19 11,3 57 168 100.0

This table should be md as fo

I_%“' 5&.}3

Of the 81 book-
keepers who were men, 6, or 19,4 per cent had graduated from
college; 9, or 29 per cent had attended but had not graduated;
16, or 51.6 per cent had not attended or did not state whether
they had attended.
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TABLE VIII

COLLEGE EDUCATION OF SECKETARIES AND STENOGRAPHERS

Graduated A col= Did not attend
Position from col- lege but did or did not Total
1 not duate state
Oy Noe % , Ko. z ¥o. S
lMales
Stenographer 0 .0 1 100,0 1 100.,0
Total 1 16,7 4 66,7 1 16,7 6 100.0
Female:
Secreatary 12 27.9 14 32.6 17 39,5 43 100.0
Stenographer 9 11.0 33 40.2 40 48.8 82 100.0
Total 21 16.8 47 37.6 B7 47.3 125 100.0
Sex Hot Stated:
Secretary 0 0 1 100,0 1 100.0
Stenographer 0 0 3 100.0 5 100,0
Total 0 0 4 100,0 4 100,0
Total of All
Secretaries and
Stenographers 22 16,3 51 37.8 62 45,9 1356 100,0

FOTE: This table should be read as follows: Of the 5§ men who

were secretaries 1, or 20.0 per cent had graduated from college;

4, or 80.0 per cent had attended but did not graduate.
one~half of the women in the group hadé not attended or had not stated
college attendance,

As is gemerally expected the general clerical group had a lower
per cent of college attendance than any other, only 45.6 per cent
attended ard only 9.5 per cent graduated., Within the group the file
elerks had the largest per cent attending and graduating. (Table IX).
The general clerical group was the only group in which the per cent
of college graduates among the women exceeded that of the per cent

of men graduating. However, even in the general clerical pgroup more



TABLE IX
COLLEGE EDUCATION-OF GENERAL CLERKS
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Gredueted ~Abbended col- Did not abtend
Position from col= 1lege but did or did not Total

and lege not graduate state
Sex -H-o. Ko ﬁo- ,% io » %

Males
Cashier 1 20,0 1 20.0 3 60,0 5 100.0
Pile Clerk 0 1 50,0 1 50.0 2 100.0
Mechine
Operator 1 12,6 3 37.50 4 B50.0 8 100.0
Office Boy o 2 68,7 1 33.3 3 100.0
P. B. x--
Operator o 0 0 0
Reporter 0 ) 0 0
Special
Clerk 0 3 42.9 4 57.1 7 100.0
Teller d 8.1 8 72.7 2 18.2 11 100,0
Typist 1 100.0 0 0 1 100.C
Others 6 15.0 16 40,0 18 45.0 40 100.0
Total 10 13.0 34 44,2 33 42,9 77 100.0
Female:
Cashier 1 3T 8 29.6 18 68.7 27 100.,0
File Clerk 1 9.1 6 bB4.5 4 36.4 11 100.C
Macaine : :
Cperator 2 6eb 8 25.8 2l  67.7 31 100.0
Office Boy 0 o - 0 O
P« B. X,
Cperator 0 2 40,0 3 60.0 - 5 100.0
Reporter 4 18,2 5 22.7 13 89.1 22 10040
Special Clerk O b Tl.4 2 28,6 7 10040
Teller s} 0 1 100.0 1 100.,0
Typist 1 5.6 6 33.3° 11 61,1 18 100.0
Others 10 8.1 38 30.9 75 6l.0 123 100,0
Total 19 78 78 31.8 148 60.4 245 100.0
Sex Mot Stated: ;
File Clerk 1 100.C &) 0 1 100.0
Reporter 0 0 2 100.0 2 100.0
Special Clerk O 1 100.0 0 1 100.0
Others I 13a B 22,2 6 66.7 9 100.0
Total 2 15.4 & 23.1 8 6l1.5 13 100.0
Total of All
General Clerks 31 9¢3 115 3.3 189 56.4 535 100.0

: is table should Le read as follows: Of Che 6 men who
were cashiers 1, or 20 per cent had graduated from college; 1,
or 20 per cent had attended but had not graduated; 3, or 60 per
cent either did not attend or did not state whether they had
attended.
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fmen attended then women.

Another btype of school which has been promiament in providing
:training for the workers is the business college. Tabulation of
Ethe data showed that workers took shorthend, typewriting, business
fEnglish; and secretarial training mere often then any other subjects
fin business colleges therefors, the data wers tabuloted to show the

number toking only four subjects or less and the number taking five

or more subjects. (Table X). However, this dees not imply thet all

- who took only four subjects teck the four subjects nsmed, OFf the

; pumber of workers atteading private business college more had studied
five or more subjeclts than had studied less than five.

It is interesting Lo note fhe per cent of persomns atbtendiung
business cellege, 48.1 per ceat, and the per cent of workers attend=
ing collepe or wniversiby, 48.2 per cenk. Come of these workers
studied in both typos of imstitubions as will be shown leater in
dealing with speeific subjeets. Only 71, or 39,2 per cent, of the
men hod attended business college, bubl 264, or 5l.1 per cent, of
the women hed attended,

The per cent of executives, mansgers, ond supervisors sthending
business college was lower than that of any other grovp. In conbtrast,
it is interesbting to recall that the per cent of exocutives, wanagers,
ard supervisors attending and gradusting frem college was higher than
that of any other group. |

, Though the per ceunt of boockkecepers attending business college
; was some higher then execubtives, menagers, and supervisors, ib

roanked next to the loweste The per cent ef women in the bookkeeping



TABLE X

BUSINESS COLLEGE EDUCATION OF ALL VORKERS
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udi udied id not atte
GROUP or less or more or did not Total
and subi:ita subjects state
SEX Yo, O . 0. g
Hale:
Executive,
. Manager, and
Supervisor 5 10.4 4 B.,3 39 8l.3 48 100,00
Bookkeeper 4 8.0 14 28.0 32 64,0 50 100.00
Secretary and
Stenographer 2 33.3 3 50,0 1 16.7 6 100.00
General Clerk 26 33.8 13 16,9 38 49.4 77 100400
Totel 37 20.4 34 18.8 110 60.8 181 100,00
Female:s
Executive,
Manager, and
Supervisor 6 19.4 9 29.0 16 ~ 5l.6 31 100400
Bookkeeper 18 1547 36 3le3 61 63.0 115  100.00
Secretary and
Stenographer 28 22.4 53 42.4 44 35,2 126 100.00
| “Beneral Clerk 54 22.0 60 24.5 131 53.5 245 100,00
Total 106 2046 158 30.6 252 48.8 516 100,00
Sex HWot Stated:
Executive,
Manager, and
Supervisor 0 0 2 100.0 2 100,00
Bookkeeper 1 38.3 1 33.3 1 33.3 3 100,00
Secretary and ,
Stenographer 0 2 50,0 2 50.0 4 100,00
Generel Clerk 3 23.1 4 30.8 6 46,2 13 100.00
Total 4 18,2 7 31.8 11 §0.0 22 )OO0
Total of All :
Workers 147 2044 199 27.7 373 bBl.9 719 100.00
NOTE: This table should be read as follows: Of the 48 men

in executive, managerial, end supervisory positions, 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 8l.3 per cent had not attended.
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TABLE X1

BUSINESS COLLEGE EDUCATION OF BOOKEKEEPERS

S e no

Position or less or more or Did Not Total
end Subjects Subjects State
Sex To. J_% “Hoe % Toe % NHoe %
inle:

Bookkeeper,

Accountent, i

and Auditor 3 a7 8 25.8 20 64,5 31 100,00

Bookkeseper

and

' Cashier 0 C 1 100,00 1 100400

Bookkeeper

and Steno=-

grapher 0 0 0 0

Bookkeeper

end Others 1 056 6 333 11 51-1 18 100000

Total 4 840 14 2840 32 6440 50 100,00

and Auditor 3 12,0 7 2840 15 60,0 25 100,00
Cashier 1 12.5 0 7 87«5 8 100,00

grapher 4 5.5 & o0 2 167 12 100400

and Others 10 14,3 23 329 37 52485 70 100,00
Total 18 16.7 36 31a3 61 53.0 1156 100400
Sex Not Stated:
Beckkeeper,
Accountant,
and Auditor 1 100,00 © (o} 1 100,00
Bookkeeper
and Cashier 0 0 0 0
Bookkeeper
and Steno=
grapher
Booldceeper
and Others
Total
Total of All
Bookkeepers 23 13.7 51 304 94 568.0 168 100,00

0 0 0

=0 O

1 500 1 50,0 2 100,00
1

3353 3343 1 33.3 35 100,00

NOTE: This table should be read as follows: Of the 31 men who
were bookkeepers, accountants, and auditors, 3, or 9.7 per cent
had studied 4 or less subjects; 6, or 258 per cent had studied
5 or more subjectss 20, or 64.5 per cent had not attended.



frozp abbanding business ccllﬁge was much hipher then the per cent

ﬂf men abben dln
J
| Evidently secretaries and stenégr&phers haed found the business
#ollége more helpful in their btraining than any other group for over
bne-half, 65.2 per cent of them hed attended. (Table XII). - Since
?he three subjects studied wost oflen were shorthand, typewriting,
'gnd business BEnglish it gecas lohlcnl that the per cent stltending
?ould bé high in this group.

Of the general cleriecal group 39, or 5C.T per cent of the men
Eaﬁ ettended business college, and 114, or 46.5 per cent of the
I;amea hed ettended. (Table XIIX).

' .

Other typss of schools than the high school, college, and
gbu;iness college apperently have done little toward providing
fvﬂ" tional training for the workers. Though recomendetions ere
fregquently wmede that more evening public schools be esteblished
“this study shows that the evening public school atitracted comparatively
;fGW'WﬁrkePS, only 67, or 9.3 per cent. The numher of sunjechs sbudied
:EJ ner‘ons in the evening public schools varied from ome To six.
: (Table XIV).
L The machine schools, Toe, had & low psr cent of abbendance by
' the workors, 5.3. The larpgest number of mechine school attendents
‘was.tOund in the mechine operator sube-division of the clerical

groups The number of workers in each position attending evening

K

i prblie schools and machine schoels ore shown in Tables IX, X, XI, Appendix.
j Other schools giving training were so gmall in number as te be

i r . - . .
| negligible. The nunber of persons recelving braining {rom obher
, :

sources are shown in Table XIV A,



TABLE XII

BUSINESS COLLEGE EDUCATICN OF SECRETARIES AND STENOGRAFHERS
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Studied 4 Studied § Did not attend
Position or less or more or did not Total
subjects subjects state
io. f@n gﬂo _!{ iﬂ‘ ’
Males
Secretary 1 20.0 3 60.0 1 20.0 5 100.00
Stenographer 1 100.00 0 0 1 100.00
Total 2 38.3 s 60,0 1 16.7 6 100,00
Females
Secretary 6 14.0 18 41.9 19 44.1 43 100.00
Stenographer 22 26.8 36 42.7 25 30.5 82 100.00
Total 28 22.4 53 42.4 44 5B.2 125 100.00
Sex Not Stated:
Secretary s} 1 100.00 0 1 100.00
Stenographer 0 1 33.3 2 €6.7 3 100,00
Total 0 2 50.0 2 5040 4 100,00
Total of All
Secretaries and
Stenographers 50 22.2 58 43.0 47 34.8 135 100.00
HOTE: This table should be read as follows: Of the 5 men

in secretarial positions, 1 had studied 4 or less subjects

in business college; 3, or 60 per cent, had studied 5 or
more subjects; 1, or 20 per cent had not attended.
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TABLE XIII
BUSINESS COLLEGE EDUCATION OF GENERAL CLERKS
T udid € il Did not attend
or less or more or did not Total
Position subjects subjects state
fo. _‘io_c 2 ﬁo. g Koe %_
Tale:
 Cashier 0 : 0 5 100.0 5 100.,0
Pile Clerk 1 50,0 E01CG T 5040 [+ GRC 2 100.0
lischine
Operator 2 _25.0 2 25.0 4 50,0 8 100.0
Office Boy 0 6] 3 100.0 3 100.0
P. B. X.
Operator o} 0 0 0
Reporter 0 9] (¢} 0
Special Clerk 2 28,6 2 2846 3 42,9 7 100.0
Tslle!‘ 1 9.1 2 18.2 8 72.7 kb § 1%.0
Typist 0 0 1 100.0 1 100.0
Others 10 26.0 8 20.0 22 55.0 40 1000
Total 26 33.8 i3 16.9 38 49.4 77 100.0
Female: ;
Cashier 6 2R3 8 22,2 5 55,5 27 100.0
File Clerk - . 1 9.1 8 727 11 100.0
Hachine
0ffice Boy 0 0 0 0
P' B. I.
Operator 2 40.0 0 : 3 60.0 5 100.0
Reporter 4 18,2 4 18,2 14 63.6 22 100.0C
Special Clerk 2 28,6 o} 5 T1l.4 7 100.0
Teller 0 0 1 100.0 1 100.0
Typist 4 22.2 7 S8.9 7 3849 18 100.0
Others 27 - 220 38 2648 63 5l.2 123 100.0
Total 6 220 60 24,6 131 53.56 245 100.C
Sex Not Stated:
File Clerk 9] C 1 100.0 1 100.0
Reporter 0 0 2 100.0 2 100,0
Special Clerk 0 0 1 100.0 1 100.0
Others 3 33,3 4 44,4 2 222 9 100.0
Total 3 23.1 & 30.8 6 46.2 13 100,0
Total of All
General Clerks 83 24,8 7T 285.0 1765 bB2.2 335 100,0

NOTE: This table should be read as follows: The 5§ men holding
positions as cashiers had not attended business college. The
total number of men in the gemeral clericel group studying 4 or
less subjects in business college was 26, or 33.8 per cent.
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TABLE XIV

KUMBER OF WORKERS ATTENDING EVENING PUBLIC SCHOOL AND MACHINE SCHOOL

Attended Evening Attended
GROUP Total Public School Machine School
M. F. N5, Totel WN. F. N5, Total
Executive,
Manager, end
Supervisor 81 3 5 0 8 3 1 0 4
Bookkeeper 168 3 4 0 7 1 2 0 3
Secretary
and
Stenographer 135 0 10 0 10 0 1 0 1l
General
Clerk 335 12 29 1 42 1 R7 2 30
Total 719 18 48 1 67 5 31 2 38
Per Cent 100 99 93 4.6 9¢3 2.8 640 fe1 5.3

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

TABLE XIV A

NUMBER OF WORKERS ATTENDING OTHER SCHOOLS

American
Position Institute Corres- Company Private
Academy of Banking pondence School -~ lLessons

Executive,
Menager, end
Supervisor 0 1 3 4 1
Bookkeeper 1 1 7 2 1
Secretary and
Stenographer 0 0 0 2 1
General Clerk 0 5 3 2 1
Total 1 7 13 10 -

NOTE: This table should be read eas follows: One executive
took work in the American Institute of Banking, 1 took private
lessons, 3 took correspondence, and 4 had work in the compeny
schools



TABLE XV

SCHOOLS ATTEKDED BY ALL WCREERS

Tiigh College or Business
GROUP Total School University College Others
Noe. % YNo. % lioe Hoe %
“Bxeoutive,
lienager, and
Supervisor 81 76 9348 51 63.C 24 29.6 21 26.9
Bookkeeper 168 162 96.4 76 45.2 T4 44,0 22 13.1
Secrstary and
Stenographer 1356 132 97.8 75 B4.l B8 65.2 14 10.4
General Cleork 335 829 98.2 146 43.6 160 47,8 83 24.8
TOTAL 712 699 97.2 34€ 48.1 346 48.1 140 19.5

NCTE: This teble should be read as follows:
managers, and supervisers 76, or 93.8 per cent, attended high
school; 51, or 63 per cent, attended college or universityj 24,
or 29.68 per cent attended business collega; 21, or 25.9 por cent,
The Totals show similar

attended other schools than those namode
information for all workerse

Of the 8l executives,

Teble XV showe the nuwber and per cent of workers taking work im

each type af school,

workers attended high school.

As may be scon all except 2.8 per cent of the

The excoutives, menagers, and supervisors

had the lowest per cent of high school greduates and attendants of any

of the groups. Bookkeepers remked second im per cent of hirh scheol

graduates though not in per cent of attendants.

Though the secretaries

and stenographers had the highest per cent of high scheol gradustes,. the

general clerks had a higher per cent atterdine.

ranked third in per cent of high school gradunates.

The general clorks

The per cent of

. men who graduated from high school wes less then the per cent of women

who praduated.

Almost ome~half of the workers attended college and cne-sighth

of them graduated.

The per cent of executives, managers, snd super-

visors graduating wns notlceably hirher than the per cent of workers



30 a

in any other groups. Bookkeepers ranked third in college attendance,
secretaries and stenographers second, and general clerks thirde In
only one group, the pgenmeral elerical group, did the per cent of women
graduating from college exceed the per cent of men graduatings

Business college was attended by about one~half of the workers.
The per cent of women who attended, 5§l.1, was higher than the per cent
of men who attended, 39,2+ The per cent of attendance of the executive,
mansgerial, and supervisory group was mich lower than the per cent of
attendance in any other group. DBookkeepers ranked third in per cent
who attended. The per cent of secretaries and stenographers was much
higher than that of any other group, 65.2. Clerical workers ranked
third in per cent who had attended. :

Only 93 per cent of the workers had attended evening publie
school, and 5.3 per cent had attended machine schoolse. Very few at-
tended any other types of schoolss.

Since it has been pointed out that a high school education is
#lmost 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 training is taken in the different schools.
Chapter III will answer the question by showing the subjects and machines

most frequently studied, and also, where and when studied.
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CHAPTER III
COMMERCIAL SUBJECTS AND MACHINES STUDIED BY WORKERS

School curriculums and the expectation of securing employment
in particular types of work have been influential in motivating
workers to study a few specific commercial subjects much more
frequently than otherse. The four subjects which had been studied
most frequently by &ll of the workers in this study were in order
of frequency studied, typewriting, business English, shorthand,
and bookkeeping. (Tables XVI and XVII)e Of the 719 workers 620,
or 86.2 per cent had studied typewritinge Approximetely 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, statistles, business correspondence,
marketing, finance, penmanship, spelling, insurance, business
psychology, buymenship, and advertising.

More commercial subjects had been studied by workers in busi-
ness college than in any other school or combination of schoolse
It should be remembered, however, that there is nc indication of
the time spent on the subjects. Numerically, the high scheol ranked
second in importance in offering training in commercial subjects
end the college or university thirde The largest mumber who had
teken work in two or more schools had teken it in high school end
business college.

Certain subjects were found to be studied more fregquently in
one or two types of schools than in others. Typewriting, shorthand,

bookkeeping, and business methematics had been principally high



TABLE XVI

WHERE SUBJECTS WERE STUDIED MOST FREQUENTLY

High Business University High School emd High School Self
Subject Tumber Sehoo ollepe . olleze Bugineeg Collece g pge Taugh
Typewri ting 620 191 30.8 170 27.4 33 5ed 106 17,1 37 640 28 4,6 655 849
Filing 336 62 16563 112 33,3 19 5e7 16 4.5 S 08 99 29,5 36 1047
Shorthend 478 117 2445 187 3%.1 30 6e3 57 11.9 26 Bt 0 61 13:8
Business ST .
English 43¢ 142 2847 164 33,1 66 13.3 47 946 24 4.8 6 l«2 48 943
Bookkeeping 478 120 2643 134 2842 63 1.2 28 5.9 32 647 44 9.3 84 1345
Secretarial
Training 258 32 1244 146 §56.6 38 1447 19 7.4 6 243 6 28 11 4,3
Office
Practice 262 41 15,6 104 3947 29 1l.1 7 27 K 1.1 38 14,5 40 1543
Commercial
Geography 130 70 5348 11 8.5 33 25.4 2 1.5 10 Tt 1 08 3 243
Commercial Lew 273 74 27.1 79 28,9 668 20:5 16 656 14 5.1 T 246 28 1043
Salesmanship 225 40 17.8 109 48.4 22 D8 7T 3l 4 148 32 0.8 21 9.3
Economics . 229. 66 288 15 6.6 99 43.2 T S8 26 1049 4 17 13 5.7
Business )
Mathematics 364 127 3449 104 28.6 87 157 33 9.1 27 Ted 4 1.1 128 Sed
Total 4146 1072 2549 1335 32.2 535 12,9 343 8.3 211 5,1 259 6.2 39 Sed

NOTE: This table should be read as follows: Of the €20 workers studying typewriting, 191, or
30.3 per cent studied the subject in high school; 170, or 27,4 per cent studied the subject in
business colleges 33, or D3 per cent studied the subject in college; 106, or 17.1 per cent
studied the subjeot in both high school and business college; 37, or 6.0 per cent studied the
subject in high school and colleges 28, or 4.5 per ocent indicated the subject was self-taught;
55, or 8.9 per cent had studied the subject in other schools or combinations of schools than
those nasede The totels show similar information for all the subjeots studied by all the
workers.



TABLE XVII

WHEN SUBJECTS WERE STUDIED MOST FREQUENTLY

Business English
Bookkesping
Seoretarial Training
Office Practice
Conmercial Geography
Commercial Law
Selesmanship
Economios

Business Methematics

Total .

138
50
61

115

151
24
51
47

100
66
83

107

1002

3033

475
258
262
130
273
225
229
364

4145

8642
48.7
6845
6648
66.1
3549
36 64
18,1
3840
3143
31.8
5048

401
130
285
287
237
154
112

77
138
121
117
203

2262

6447
3867
5946
6840
5040
59,7
4247
5540
5045
5348
5l.1
5648

5448

63

34
35
26
19

530

Ted 25 4.0

1245
1546
11l.4

5.2

12,8

7 2.l
24 5.0
18 3.6
24 5.1

@ 3.5

T 2.7

0 0
14 5,1

& 242

7 3.1

148
79
131
156
130
71
30
46
87
64
79

8 2,2 134

148 5,6 1208

_ "NOTE: This table should be read as follows:

of the 620, or 86.2 per cent, whe studied type-

writing, 138 were men and 466 were women; 401, or 64,7 per cent studied the subject before
working in an office; 46, or 7.4 per cent studied the subject after workings 26, or

4,0 per cent studied it both befere end after working; 148, or 23+9 per cent, did not

state when subjects were studieds The totals show similar information concerning all

the subjects studied by all the workers.
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school and business evllege subjects; commercial geography and
écencmics principally high school and sollege subjecta; salesmans-

,hi » 9fTice practice, ond seerebarial troining prinsipally busi-

ﬁ“ss collspe subjectss COver oms-fourth of the £iling had beew self-
|

t&Lthu, and the business college had heen responsible for training
53,5 per cent of the workers in the Suhj@@tw

A learger number of workers had teken training in subjeets

before tsking their first positioms then had ﬁaken trainicg =t any
other time. However, only one of the subjects, typewribing, hed
been studied by more than 60 per cemt of the workers belore
@ccapting tho first position. Comparatively few hed studied the
é&me subjects both before and afber working. The subject most
Ifrequently studied prior to employment wes typowrlting. The sub-
jject nost fr-eguently studied after some office work had beern done
was filing, Almost as many had studisd filing after taking &
?positi@n as had studied it before. As was mentioned before, 29.5
Eper cent of theoso studying filing indicated that it was self-
‘taught.

In the oxecutive, mamnagerial, and supervisory group the total
.number who had enrollea in comacrelal subjects was sbout the saune
jin high school, business collopge, sud college or university. (Tables
:XﬂIII and XIX). However, in CUhepber II attenbion wns called o the
%fact thet the exeeulive, managerial, aand gupervisory group had a
ilargsr per cent sbtendiug eollege than did any other group and a

" smaller per cent attending hij

l

| .

The subject most irequently studied by tho group headed execus

gh school and business collage.

)

t had begen studied

%33
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TABLE XVIII

WHERE SUBJECTS WERE STUDIED HOST FREQUENTYLY BY EXECUTIVES, MANAGERS AND SUPERVISORS

:'a giness ;

Subject Fuzber Bohool College or Gollags Buuinou Gollcge and Oono #ht Oﬁmrs

Cs Qe % r
Typewriting 59 3349 14 23,7 T 2149 . % 3ed 3 Sl 6 10,2 7 11,8
Filing 39 5 %8 T 170 S T.7 20 B5l.2 4 10.3
Shorthand 31 B 2548 12 38.7 - R - | 342 1 342 0 7 22.6
Business
English 50 17 34.0 11 22,0 10 20,0 2 44,0 3 640 1 2,0 6 12.0
Bookkeeping 61 9 14.8 13 21,3 14 23,0 1 146 4 6.8 12 1947 8 13.1
Seeretarisl
Training 156 2 13.3 7 46,7 2 1343 1 Ge7 0 2 13.3 1 6e7
Office
Practice 28 3 10,7 7 2540 2 %1 O 0 7 25,0 9 52,1
Comnercial
Geography 22 7 818 1 4e5 9 40,9 O R T S TR R 9.1
Commercial LawS 41 8 19,6 6 14,6 2 3808 1) 2e4 ] 12.2 4 9.8 & 12.2
Salesmanship 30 3 10,0 9 30,0 6§ 168.7 O Q 8§ 26,7 3 16.7
Economics 41 5 1242 4 9.8 23 56.1 O 6 1446 2 4.9 1 244
Business
Mathematics 47 14 29.8 10 21.3 15 277 1 2.1 7 14,9 - 443 0
Total 464 101 21.8 101 21,8 102 218 8 149 32 649 65 14,0 54 1146

NOTE: This teble should be read as follows: Of the 59 executives who had studied typewriting
20, or 53.9 per cent studied the subject im high school; 14, or 24.7 per cent studied the sub=
Jeot in business college; 7, or 1l.2 per cent, studied the subjeot in college; 2, or 3.4 per cent
studied the subject in both high school and business colleges 3, or 5.1 per cent, stidied the
subjest in high school snd college; 6, or 10.2 per cent, indicated the subject was self=taughts
7, or 11.¢ per cent, had studied the subject in other schools or other combinations of sshools
then those named. The totals show similar information concerning all the subjects studied by

all the executives, menagers, and supervisors.
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LW BUEBJE
BY ERECUTIN

GUENMILY
CERVISORS

Bex ' For Cent of Fefore After otk Te Be
Subject Ve F, e 5S¢  Total A1l Workers We. #£ 0 Fe. @ Me. % No.
Trpewrlting 35 26 G 59 7243 34 B57.6 T 11e8% 2 344 15 271
#iling 22 16 1 39 4841 11 28,2 19 48,7 O O g 25el
Shorthand 11 20 0 31 3Be3 16 51.6 2 8,7 2 8.5 10 32.3
Rusiness Boglish 28 2 0 50 61a7 30 6G,0 4 8.0 2 4.0 14 23.0
Bookireeping 42 18 G & T5e3 28 459 12 18«7 3 4.8 18  23.9
Seoretarisl Training g g 0 RS 1545 8 40.0 2 13.3 © O 7 4G.7
Office Fractise 14 13 1 23 5446 7 2540 8 21.4 L 3.6 14 E0LD
Comrersinl Geogrephy 15 7 0 22 272 18 72.7 1 4.8 O 0 § 2247
Coumereisl Law 27 13 1 41 5046 19 46.3 & 14.8 2 4,8 24 34,1
3alescanship 20 - 10 0 30 37.0 12 4040 10 33,3 0 0 3  2d.7
Eoonomics 28 12 o 41 5048 22 B3a.7 4 9.8 0 4 18 38.6
Husiness Mathewatics 30 17 0 47 5840 26 8543 4  He& O 0 17 &5

Total 277 184 3 484 227 48,9 78 L8.8 18 2e€ 14T 317
WOTHe: - This table should be read as follows: Of the total nusber of bookkeepors 53, or 7243

per cent, had studisd typewriting; 34, or E7.0 per cent, hed stuadied the suljest before
working; 7, or 11.9 per cent, hed studied the subject after workings 2, or 3.4 par cent,

had givdied the subject both before end after working; 18, or 27.1 per ceat 4id not
state when thoy hed studiod the subjscte The totals show

v sinilar informetion for all

i
the subjsets studled by all the execuiives, menagors, and supsrvisorse

€3
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%y three=fourths of the groups The subjects which ranked next in
number of workers who had studied them were typewritine, buginess
English, end business mathemabics.

: The data show that about one~sizth of the execubives, menagers,

|
and supervisors had taken work after beconing empleyed. fThe per

gent whe hed éaken subjects alter employment was a little higher them
the per cent of all workers. Tco, the per cent ofvsubjects which
@ere self~taught was highest in this group.
| Almost &0 per cent of the subjoels studied by the bookkeepers
had been studied in high school and business college. (Table XX).
:Since only 143 indicated that they had studied bookkeeping and the
itotal number of workers reporting bookkeeping duties was 168 a
;larger number then signified must have been self-taught. Book-
:kseping and bypewriting were étudied much mere frequently than any
.Eoﬁher subjedts by workers in the group. Approximetely 60 per
jcemt of the subjects had been studied by workers in the groﬁp
;before securing employment.

Over 40 per cent of the commercial subjects studied by secres
baries aad stenographers hed Deen studied in business college.
(Table XXII). This is not surprising as the data in Chapter II
showed That 85.2 per cenbt of this grouy had atbended business
colleges Nobiceable is the high frequency with which bypewriting,
 shorthand, and business English were studied in comparison wibth
S the other subjcets. The secretaries and sfen&graphars ranked elmost
%as hizgh &s the bockkespers in bthe per cent of workers studying sube
;jeots before being employed.

The general clerical group was the only one in which subjects



TABLE XX

WHERE SUBJECTS WERE STUDIED MOST FREQUENTLY

BY BOOKKEEPERS
Subjeot Noe who High Business University High School and High School Self
Studied School College or College Business College and College Taught Others
Noe % |Noe % Noe % Noe % Noe % Toe % Noe %
Typewriting 141 40 28.4 45 3le® 6 443 19 1345 10 7¢1 11 7.8 10 Tel
Filing 80 13 1643 25 3led 1 13 2 245 1 1e3 30 37¢6 8 1040
Shorthend 109 28 25,7 42 38e6 T Ged 13 11.9 7 6e¢ O 12 11,0
Business
English 117 33 2842 45 38e56 17 1445 4 3ed 6 4,3 2 1,7 11 9ed
Bookkeeping 143 29 203 41 2847 12 B4 6 4,2 12 B8ed 22 1544 21 14,7
Secretarial
Training 56 11 19.6 29 51.8 5 849 2 346 2 346 3 B4 4 Tel
Cffice
Practice 56 9 16,1 23 4lel 4 T (¢] 1 lé8 9 1641 10 17,9
Commercial
Geography 28 14 50, & 14,3 7 2540 1 3e6 2 7s1 O 0
Commercial Leaw 76 16 215 26 34,7 13 1743 6 67 4 e 2 2,7 9 12,0
Salesmanship 51 8 16,7 26 61,0 2 38 1 2.0 2 3¢9 6 9e8 T 1347
Economics 62 17 32.7 5 9.6 20 3846 1 1.8 6 11,56 0 3 5e8
Business
Mathematios 92 28 30.4 29 3le5 12 1340 10 10.9 8 87 2 2.2 3 Bed
Total 1000 246 .2¢/.3 340 34,0 1068 1046 64 Bed 60 640 86 8s6 98 948

NOTE: This table should be read as follows: Of the 141 Bookkeepers who had studied typewriting, 40,
or 2844 per cent studied the subject in high schooly 45, or 31.9 per cent, studied the subject in business
eolleges 6, or 4¢3 per cent, studied the subject in colleges 19, or 13.56 studied the subject both in high
school and college; 11, of 7.8 per cent, indicated the subject was selfetaught; 10, or 7.1 per cent, had
taken the subect in other schools or other combinations of school than those nameds The Totals show
similer information concerning all of the subjects studied by all of the bookkeeperss



TABLE XXI

WHEN SUBJECTS WERE STUDIED MOST FREQUENTLY
BY BOOKKEEPERS

————————eeeeeee e e e e T e T T e L e e e e

Sex Per cent of Before After Both Ns 8o

Subject Me Fe N. S« Total All Workers No. % No. % No. % No. %

Typewriting 3N 103 3 141 8349 96 68,1 14 9,9 b 3.6 26 184
Filing 17 62 1l 80 4746 30 375 38 47.6 0 12 15.0
Shorthand 18 88 3 109 64,9 78 6648 9 8.2 B 446 22 2042
Business English 34 81 2 117 6946 0 6%5 9 11 S 2.6 20 2322
Bookkeeping 46 o4 3 143 85.1 70 49.0 31 21.7 12 8.4 30 21.0
Secretarial Training & 49 2 56 3343 48 T6:0 1 1.8 0 13 23.2
Offioe Practice 13 42 1l 56 333 25 41,1 23 4l.1 1 1.8 9 16.1
Commercial Geography 7 20 1 28 16.7 20 Tles4 O 0 8 28.6
Commercial Law 29 45 4 75 44,6 37 49.3 12 16.0 3 4.0 23 80,7
Selesmanship 15 35  § 51 3044 28 54.9 11 21.6 2 3.9 10 19.6
Eeconomios 21 30 1 52 31.0 29 5546 6 1146 2 3.8 15 28.8
Business Mathematics 30 60 2 92 54.8 8 800 B 8,7 2 Z:2 2 8.3
Total 272 707 21 1000 583 5843 162 16.2 36 3.6 220 22,0

NOTE: This table should be read as follows: Of the workers in the bookkeeping group 141, or
83.9 per cent had studied typewriting; 96, or 68.1 per cent studied ihe subject before

working; 14, or 9.9 per cent studied the subjeot after working; 5, or 3.5 per cent studied

the subject both before and after workingj 26, or 184 per cent did not state when they studied
the subject. The Totals show similar data concerning all of the subjects studied by all of the
bookkeepers.



TABLE XXII

WHERE SUBJECTS WERE STUDIED MOST FREQUENTLY
BY SECRETARIES AND S TENOGRAPHERS

Noe who High Business College or High School and High School Self
Subjest studied Sechool College University Business College and College Teught Others

Nos % Noe % Yos % Hoe % - Hoe % Hoe % Noe %

Typewriting 151 24 1843 46 356.1 11 8o 29 2241 10 746 1 068 10 7.6
Filing 5 AR 78 39 506 7 9e1 3 3e9 13 1649 9 11,7
Shorthand 126 20 15,2 56 43,7 156 11.9 14 11,1 8 ol 14 11.1
Business
English 111 20 1840 40 36,0 21 18.9 12 10.8 2 1.8 2 1le8 14 12,6
Bookkeeping 72 16 22,2 28 38.9 12 1647 7 07 1 69 2 2 2 28
Secretarial

'rrlini.ns 84 b 6.0 54 643 19 2246 3 Se6 ; - 1.2 2 2:4

Office

Treining 63 9 14,3 35 5506 13 2046 1 1.6 S 48 2 3.2
Commercial

Geography 20 13 44.8 3 10,3 8 2746 1l 304 3 1043 1 3.4
Commercial Law 47 10 21,3 16 34,0 16 3440 2 443 L 3 22 1 2
Salesmanship 43 S 7.0 32 744 6 14,0 1 23 1 2,3
Beonomics 44 9 20,6 2 4,6 28 58.1 1 23 4 9l 2 446
Busginess

Mathematics 68 21 3044 256 3642 17 2446 4 5e8 1 1.4 1 1.4
Total 896 156 174 3756 41.9 171 18.1 78 87 36 349 22 2,6 59 6.6
T YOTB: This table should read &s followss Of ©he 151 secretaries and stenographers who studied

] s
24, or 18.3 cent, studied the subject in high schoolj 46, or 35.1 per cent, studied
o L W ogﬂoge; 11, or 8.4 per cent, studied the subgoct'in ooﬁogﬁ 20, or 2241

per cent studied the subject in both high school and business college; 10, or 7.6 per cent, studied
the subject in high school and colleges 1, or 0.8 per cent indicated the subject was selfetsughty

10, or 7.6 per cent had studied the subject in other schools or combinetions of schools than those
neneds The Totels give similar information concerning all the subjects studied by ell the secrotaris
and stenographerse



TABLE XXIII

WHEN SUBJECTS WERE STUDIED MOST FREQUENTLY
BY SECRETARIES AND STENOGRAPHERS

Sex Per cent of DBefore After Both N. 8s
Subject M, Fe Total group Hoe % Nose % % %
Typewri ting - 123 o 131 97.0 88 67,2 4 3.1 6 4.6 2542
Filing 2 73 2 77 5740 36 45,6 21 27,3 2 2.6 24.7
Shorthand 4 118 4 126 533 78 679 9 Tl 6 4.8 3042
Business Engzlish & 104 3 111 G242 61 56,0 7 63 65 3.6 34.2
Bookkeeping 2 66 o 72 5348 44 61,1 T S.7 2 2.8 2644
Secretarial Treining 3§ 80 1 84 6242 80 5945 10 11,8 3. 1.2 2744
0ffice Practice 3 59 1 63 467 38 57,1 8 12.7 0 3042
Commeraial Zecgraphy 2 26 1 29 216 16 G5be2 4 13.8 (4] 3140
Commersial Lew 3 43 1 47 34.8 23 6,0 5 10.6 0 29.8
Salesmanship 3 40 0 43 31.9 30 T70.0 4 93 0 2049
Econonies 0 42 2 44 3246 26 5848 4 9,1 1 B3 31.8
Business Mathematics 2 64 3 69 51.1 43 62.3 4 5.8 0 31.9
Total 32 838 26 896 529 59.0 87 9.7 23 2.6 28,7

NOTE: This table should be read as follows: Of all the workers in the secretarial and
stenographic group 131, or 97.0 per cent, had studied typewriting; 88, or 67.2 per cent,

had gtudied the subjeet before workings 4, or 3.1 per cent, had studied the subjeet

both before and after working; 33, or 25.2 per cent, did not state when they had studied
the subjeet. The Totals show similar informetion conserning all the subjects studied by

all the seoretaries and stenographers.
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hed been studied more fregueontly in high school theon in business
colleges (Tables XXIV and XiAV)e Subjects most freguently simdiad

in the group were iLypewriting, business Inglish, shorthend, and

‘bookkeepinge The per cent of workers teking work before end efier

“employment was about the same es for all the workers.

The typewrlter has become & necessity in the office and is
used far more then swy other office machine as is indicated by the

dates For this reason in disounesing offiee mechines the typewriter

'will not be iuncludeds Xnowledge of and skill in the use of office

machines is important for the worker according to the deta. About

~one=half of the workers had training in mechine operstion as HaY

be scen in the froguency tebles. {Tebles XXVI end XEXVII)e Seldom

did one perscr operate more than one kind of mechine. O{me~third

- of thoee operating mechines indionted thatl mochine operation had

been sclfetought; the machine school and the business collepe were
eseh indicated by oncefifth of the workers as sources of traininge
The two mochines Lizted most frequently were the sdding

machine which weas used by 87, or 7.9 per cent, of the workers, and

the comptometer which wes wsed by 80, or 7.0 per cent, of the

workerse 4L nusber of the workers did no% specify what kind of
meehine they usode

Yore workers had leared to operate mechines after being
enployed than before. SJinoe 34«6 per cent Indicutad the machines
were self-tbaught this iz nod surprisinge

Ta the gxecutive, menaserial, and supervisory zroup the use of
34 machines was rveporteds (Teble XUVIII)e fThe murber of adding

mechines used wes more than donble the mumber of any other machine



TABLE XXIV

WEERE SUBJECTS WERE STUDIED MOST FREQUENTLY "
BY GENERAL CLERKS

Subject Noe who High Business TUniversity High Sechool end Eigh School Self
studied School College cr Jollege Business College end College Taught Others

Noe % Noe % Toe % Noe % Noe % TNoe % Noe %
Typewriting 289 107 370 66 2246 ¢ 3el 56 19.4 14 4,8 10 3.5 28 947
Filing 140 28 20,0 41 29,3 8 Be7 10 Tel 2 led 36 2547 15 1040
Shorthand 212 61 2848 78 3648 6 28 29 13.7 10 4,7 - 28 1342
Business
Bnglish 217 T2 3342 68 31,3 18 Bad 29 13.4 14 645 1 0.6 16 649
Bookkeeping 199 68 3342 52 2641 15 Teb 14 740 5 § beb 8 440 33 16.6
Secretary
Training 103 14 13,6 56 B4.4 12 11.7 13 12.6 3 249 1 180 4 3¢9
Office
Practice 115 20 17.4 39 33.9 10 BaT7 6 502 2 147 10 1645 19 1646
Commercial
Geography B3 38 T70.6 3 59 9 17,6 2 349 1 2.0
Commercial :
Law 110 40 364 31 2842 156 13,6 : g Ged 4 Seb 13 11.8
Salesmanship 101 26 2647 42 41.6 9 88 3 560 2 240 9 849 B8 79
Economics 22 36 3840 4 443 30 326 5 Sed G 10,0 2 i 7 Te6
Business
Mathematiocs 166 64 41,0 40 2546 15 9e6 18 115 11 Tel 8 Sel
Total 1786 6569 3149 519 20,1 156 8.7 192 10.8 84 4,7 B6 4,8 179 1040

NOTE: This table should read as followss Of the 289 genersl clerks who studied typewriting 107,
or, 37.0 per cent, studied the subject in high schoolj 65, or 2245 per cent studied the subject in
business colleges 9, or 3.1 per cent, studied the subject in college; 656, or 184 per cent studied the
bubject in both high school and business college; 14, or 28 per cent stedied the subject in high school
and college; 10, or 3«5 per cent indicated the subject was self-tsught; 28, or 9.7 per cent, studied the
subject in schools or combinations of schools other than those named, The Totals give similar informatinn
for all the subjeots studied by all the general clerkse



TABLE XXV

WHEN SUBJECTS WERE STUDIED MOST FREQUENTLY

BY GENERAL CLEREKS

A

Sex ! Per cent of Before After Both Ne Se
Bubjeot M. Fe Ne Se ‘!.'o'hl Group Ne. x Noe x Noe. ’ Hoe %
Typewri ting 64 216 9 289 86e5 185 03¢5 21 7,8 12 4,2 73 2543
Filing 12 116 b 140 41.8 54 38.6 42 3040 5 36 39 279
Shorthand 28 176 8 212 6343 1283 5840 17 8.0 11 542 61 2848
Business English 49 162 6 217 64.8 117 53.9 14 645 8 3.7 T8 3549
Bookkeeping 61 132 6 189 5044 05 47.7 36 17Tel 7 3.5 68  5le7
Secretarial Training 10 89 4 103 30.7 66 54.4 11 10,7 8 7e8 28 272
Office Practice 21 89 5 115 3443 46 40,0 26 22.6 b 4,5 38 3340
Commercial Geography 23 26 2 51 1542 26 49,0 2 3.8 0 24 4Tel
Commercial Law 41 65 4 110 32.8 54 49%.1 11 10.0 ) Be2 36 5247
Salesmanship 27 69 5 101 301 61 606 10 9.9 8 3.0 37 GBe6
Economios 33 57 2 92 2745 41 44.6 12 13.0 4 4,3 35 3840
Business Mathematics 46 107 4 156 4646 78 800 3 1.9 6 Se8 69 44,2
Total 421 1304 60 1786 923 51.7 203 1l.4 78 4,458 5245

NOTE: This table should be read as follows:

or 863 per cent had studied typewriting;

studied typewriting.
by all the workers.

The Totals show similar informetion concerning all the subjectis studied

0f the workers in the genmeral clerk group 289

183, or 6343 per cent studied the subject before
working; 21, or 7.3 per cent studied the subjeet after working; 12, or 412 per cent studied
the subject both before and after working; 73, or 253 per cent did not state when they
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used. Almost as many had been self-taught as had been learned by

all other sources, and in agreement with this, over half of the
executives, mansagers, and supervisors signified that training had been
received after working,

In proportion to the number of workers those in the bookkeeping
group used more mechines than those in any other group. (Tsble XXIX),
However, as was stated in a previous chapter, the workers whose duties
wers prineipellj bookkeeping machine operation were included with
machine operators. The machines which were used decidedly more than
any others were the adding mechine and the comptometer. Training
had been received by more than one-half of the workers after employ-
ment was secured.

Apparently the secretaries and stenographers used fewer machines
than any other group. (Table XXX), In contrast to the data con-
cerning the other groups the data for this group shows that almost
one-half of the workers had received training in the use of machines
in business college and over one~half had received training before
working. The adding machine and comptometer were agein the most
used m=chines.

The provortion of the number of mschines to the number of
workers in the general clerieszl group was next to the highest of the
groups., (Table YXXI). Inclusion of the machine operators did much
to increase the proportion.

The data in this chapter show that all subjects were studied
more frequently before working than after working. The typewriter
was used far more than any other mechine and ag a subject typewriting

was studied more than any other.
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0f the entire group 620 or 86.2 per cont had sbudied the subjeet,
The secrebarios and stonvgraphers hed studied bypewriting most frew
, éuegﬁly. A1l except 3 per cernt indicatod they had studied the subject.
:}éaneral Gisrks were agsond in ﬁhésper'semﬁ who had studled typewriting.
The bookkeening group had the lowest pér sent who had studied the
“subjezt. Over 30 per cent had studiad the subjeet before wnrkiag,
Buginess English hed been studied hy approximately 66 per cenk:
of thoe workers. Secrebtariecs amﬂ-stencgraphers evidently felt
traininmg in business English wms necegsary to prepare them for their
work. Over 80 por cemt of thenm had studied the subject, while net
over 70 per cent of the workers in any of the other groups had
gtudied i&.
| Shorthand ranked third in the fregueney with whiech it was
studieds Training in it was definitely more important %o the
scorstaries and stenographers than to any other groups. Over 90 per
cent of this group kad studied the subject and not more than 70 per
gent of the workers of any otﬁer group had ftudied it. Shorthend
was studied both before and after working more frequently than any
other subject though the per cent who studied it at both times was
small. |
As would be expseted bookkeepers took bookkeeping more
freguently than did the workers in any other groups. Howsver, earlier
;n the chepter it was pointed out that mors executives had studied
bookkeeping than had studied any other subject.
The per cent fowarkers.taking business mathematics was 50.6.

Though the per cent of workers in each group studying the subjectk



TABLE XXVI
WHERE MACHINES WERE STUDIED BY ALL WORKERS

Noe who High Sehool DBusiness Cellege Machine School Self-Taught Others

Machine! studied Hoe % Noe % Yoe % Hoe % Noe %
Adding Mache 57 5 8.8 6 10.5 0 0 4] 71.9 5] 848
Addreczsograph 1 1 100.0

Billing Mach. 3 3 100.0
Bookkeeping

V¥achine 17 4 2345 3 1746 1 Be8 6 3663 3 17.6
Caloulator 18 53 16,7 2 11.1 2 11.1 9 80,0 2 1l.1
Comptometer 50 8 6.0 & 8.0 18 3640 115 30.0 10 2040
Duplisating

Nachine 11 3 273 2 18.2 3 273 3 29.3
Multigraph 3 2 6647 1 3343
Posting Mach. 18 1 543 “ 2l.1 1 5e3 8 42,1 5 2644
Stenotype 8 b 8343 1  16.7
Sundstrand 1 1 100.0

Tabulating 3 1 333 2 6847
Teletype i 1 100.0
Transeribing 11 1 - TS 18.2 1 8.1 1 Gel 6 5445
Kind Not '

Stated 117 17 14,56 37 31.6 12 10,3 20 171 81 27.2
Total 318 38 11.9 66 20.4 36 11.3 110 34.6 69 21.7

NOTE: This table should read as follows: Of the total number of workers 57 or 7.9 per cent used
machines; 5, or 8.8 per cent received training ia lLigh schoolj 6 or 10.5 per cent received train-
ing in business college; 41 or 71.9 per cent had been self taught; 5 or 8,8 per cent had received
training in other schools then those nameds The Totals and Per Cents show similar information con-
eerning a&ll the mechines used by all the workers.

Ly



TABLE XXVII

WHER MACHINES WERE STUDIED MOST FFEQUENTLY

Machine Per Cent of Before After Eoth Ne Se
Me Fo Hells Total All Workers Noe % Noe % Noe % Noe %
e
Adding Machine 25 34 67 749 14 2446 40 T0s2 1 1,8 2 3.6
Addressograph 1 ] 1 0.1 0 1100,0 O 0
Billing Mechine 0 3 3 0+4 0 2 66,7 O 1 33.3
Bookkeeping Machine 1 16 17 244 B 47.1 € 3843 O 5 17.6
Calculeator 5 13 158 266 6 8543 6 3343 1 5.8 5 27.8
tome ter 10 40 50 740 16 32,0 25 500 1 240 8 16.0
Duplicating Machine ] 8 11 1.5 6 5445 S 273 1 91 1 8.l
Multigraph 2 1 3 Os4d 0 1 3833 O 2 6647
Posting ¥achine 8 8 2 19 248 be 2643 12 632 O 2 10,6
3 tenotype 1 53 6 Oe8 4 66,7 1 16,7 © 1 16.7
Sundstrand 0 1 1 0l 1 100.0 0 0 0
Tabulating 2 1 3 Oet 2 6647 0 0 1 33.8
Teletype 0 1 1 0.1 0 1100,0 O 0
Transeribing 1 10 11 1.6 6 4546 3 27«3 O 3 273
Kind Wot Stated 4 78 5 117 16,3 47 4042 32 27¢4 3 246 36 20,9
Total 21 220 7 318 44,2 114 3548 135 41.8 7 2.2 64 20,1

NOTE:s This teable should be reed as follews: Of all the workers 57 or 7.9 per cent used adding
machines; 14 or 24.6 per cent received training on them before workings 40 or 70.2 per cent re-
ceived treining after workingj; 1 or le8 per cent received training both before and afters 2 or 3.5
per cent did not state when training was receiveds The Totals and Per Cents show similar infore-
mation conserning all the machines studied by all the workers.



TABLE XXVIII

MACHINES STUDIED BY EXECUTIVES, MNANAGERS, AND SUPERVISORS

Hizh Business Yechine Self
o

Hachine e Fe Totnl % School College Sehool  Taught Others BRefore After Both  MeSe
Adding 10 1 11 13.6 1 O O 8 2 2 o 0 0
Calculator 2 1 3 37 o} 0 ¥ 2 1 1 0 G 2
Comptomeber 3 0 3 Sl 0 0 0 2 1 0’ 3 O O
Transeribing 0 1 1 1.2 o 4 1 o) 0 0 0 0 1
‘Posting Tech., 2 3 5 6.2 0 O 1 2 2 1 4 0 G
Stenotype 1 0 1 1.2 0 1 0 0 0 O 0 o 1
Tabulating

Machine 2 0 g 2eb 0 0 1 0 1 2 0 0 0
Kind Wot

Stated 1 7 8 B9 2 2 D 2 2 4 2 G 2
Total 21 13 34 41,8 3 3 3 15 2 10 13 o G

NOTE: This teble should be read as follows: 10 men smd 1 women used the adding wmechines; the totel,
11, was 13.6 per cent of the executives, menagers, and supervisors; 1 hed studied machine opere-
tion in high school; 8 indicated meshines had been self-teught; 2 indicated that machines had

been studied in other schools then those nemeds 2 had studied machines before workings 9 hed studied
machines after working. The Totals and Per Cents show similar information concerning &ll the
wachines studied by all the executives, munagers, and supervisorse



TABLE ZXIX

MACHINES USED DY BOORKEEPERS

High Business Machines 8elf
Hachine e Fo Tolal #%  School College School  Taught Others Before After Both  F.S.
Adding Yechine 9 17 26 18.5 0 1 G 23 2 4 21 0 1
Bockkeeping '
Machine ¢ 6 6 3.6 1 1 o 4 o 2 2 o 2
Caleculator 1 2 3 1.8 1 0 O 1 1 2 1 0 0
Comptoineter 6 8 14 38,3 1 0 4 ) 4 2 5 1 2
Hmeograph 0 2 2 1.2 1 0 G 0 1 2 0 ¥ 0
Posting :
Hachine 4 3 T 4.2 1 1 Y 4 1 2 5 O o
Traanseribing
Hachine o & 32 1.8 o 0 0 1 2 1 2 0 0
¥ind ¥ot
States 12 14 26 15.5 3 g G & g 14 g 1 3
Total 32 88 27 5l.8 8 12 4 44 1g- 29 48 2 8

Hotm:  This table should be read as follows: ¢ men end 17 women used the adding maechines ths

total, 11, was 15.5 per cent of all the bookkeepers; 1 studied wmachine operation in Business college;
23 indicated it was celf-taughts 2 studied in other schools than those named; 4 studied machines
before workingz; 21 afbter working; 1 did not state when machines were studied. The Totals and Per
Cents show similar information concerping all the machines studied by all the workers.

vl



TABLE XXO0

LACHINES STUDIED BY SECRETARIES ATD

STENOGRATHEES

High Business lechines  Self

Wachine Ms Te Total % School (ollege School Taught Others Before After Both WS,
Adding Mechine © 4 4 3.0 2 1 0 1 0 2 1 1 0
Caleulator o 3 & 2.2 0 1 0 2 o 1 1 O 1
Comptometer 0 8 6 4.4 2 1. 1 o 2 3 1 G 2
Bookkeeping j
Meachine o 4 ¢ B.0 2 0 ¢ 1 1 S 1 (5] 0
Posting \
Yachine 0 (HeB8el) 0.7 0 1 o 0 0 1 0 0 0
Duplicating 0 2 2 L. 1 1 0 o 0 2 O o 0
Stenotype O 4 & 30 0 4 0 0 0 4 0 0 0
Sundstrand 0o 1 1 0.7 1 ¢ 0 o 0 1 0 0 o
Transeribing 1 2 3 2.2 O 2 0 ¥ 1 1 1 o 1
Kinds Wot
Stated 1 14 5 114 2 3 ¢ 2 2 5 2 0 &
Totals 2 40 (1)4z 31,9 10 18 1 8 6 23 7 1 12

WOTE: This table should be read as follows: 4 men or 3.0 per cent of the seseretarics and stenoge

raphers used mechines; 2 had received training in high school; 1 in business college; 1 1Ad1catea

muchines had been self teughits; 2 studied machiness before working
The Totals and Por (eunbs show simjlar information for 8ll wmachines

bhoth befors
used by all

and afber wmrking.
the secretaries and stenographsrs.

s 1, aftersy 1 studied machines

18



TARLE XTI

MACHIVES S3TUDIED BY CENERAL CLERES
' Figh Business Machines - Self
Machine Vs TFe Totel %  School - College School Tought Others Refors After DBoth WeS.
2dding ¥achine 4 12 16 4.8 2 4 o G 1 £ 8 o 1
Billing MHech. O 3 3 0.9 D 0 o 3 ¥ G 2 4] 1
Bookkeening
Machine 1 ¢ T 2.1 1 2 1 1 2 3 3 1
Addressoprech 1 O 0.3 Q 0 0 1 0 0 1 O 0
Caloulator 2 7 L 2.7 2 1 2 4 0 2 4 1 2
Comptoneter 1 28 27 8.1 0 3 13 & 3 11 12 0 4
Iltigreph 2 I 3 0.9 G 0 e 2 1 0 1 0 2
Posting b
Mechine 2 3(1 ) 8 1.8 0 2 o 2 2 1 3 0 2
.N.S
Tuplieeting 3 4 7 2.1 1 1 O 3 2 2 3 1 1
Transeribing 0O 4 4 1,2 i 0 O 0 3 3 0 ¢ 1
Tabuleting 6 i 1 0.3 g 0 0 0 1 3 Q o 1
Stenotype 0 1 1 0.3 0 O 0 0 1 0 1 3 0
Teletype 0o 1 1 0.3 o O o 1 O 2 1 0 G
Kinds Hot
Steted 20 43 (5 68 20.3 10 ie 12 10 19 24 20 2 22
WaS)
Totals 36 112 (6 %54 46,0 17 31 28 44 32 52 €0 4 38
WeS

YOTF: This table should be read as follows: 4 men and 12 women had studied machiness 2 studied
machines in high school; 4 in business college; 9 had been self taught; 1 studied in schools

other than those named; 6§ had token work before; £ had tsken work after: 1 did not stete when work
was takens The Totals and Per Cents glve similar informetion conceruing all mechines studied

by general clerks.

as



d1d not vary greatly, 1t had been most frequently studled by executives
usnagers, end supervisors end bookkeeperses Cf those workers who indicee
tod when they studied the subjeot few hed studied it efter workinge

Mling wvas studied aluost es frequently aftor working as it was
studied boforee The secretaries and stenogrephers apparently hed =zore
use for filing them the other workerse JAbout 10 per cent fewer excsutives,
nenegers, end supervisors hed studied filing, yet they ranked second.

Approxizately one-half of the executives, umensgers, end supervisors
hed studied commercial lewe Approximetely one-sixth of the workers of
these two groups studied the subjest aflter workinge

Office praatice was second to filing in the per cent of workers
who studied the subjest efter workinge The dats show that this subject
was giudied more frequently by secretaries and stenogrephers than b any
other groupe

A few more than one-third of the workers had studied seeretariel
treinings The secretarial group hed the largest per ceat of workers who
hed studied the subjecte

Lbout one-third of the workers hed studied saleszanshipe The per
cent who studied the subjest in casch o' the groups showed little dife
ferencee Selesmenship ranked fourth in the per cent of workers who studied
it after working.

Though eoononics was studied b less than oneethird of the workers,
over E0 per sent of the executives had studied the sudjests Commersial
geography 4id not seem to be so necessery es the other subjectse Only
18.1 per cent had studied it and & very small per cent had studied the
subject after workinge The oxeoutives, menegers, and supervisors hed
studied the subject more then any other group though the per cent whe



gindled it in this groun wes only 27.2.

Ebout one-half of tho workers hed tralning in sachine opsrations

“he smeehinss zost frequently listed wore the &dding mechinc and the comp~
tosetere (ne-ihird of the workers indieated thet machines were seli=
weughty too, more workers leernwd 1o operste umechinaeg after working than
befores The per cont of workers who operated machines was highest In the
bookkeeping sroupe

the subjests studied by ench of the groups correospond very slosely

to the type of schosl the workers atiendeds As an example, the suhjecte

o

which had the highest per sent of freguency in tho secretarisl and stence
graphic group were those which were ciudled most often in msiness collegce
The subjects studled most freguently by the executives, menegers, end

o

supervisors were very similer to those studied by thes bookkeepsrse Mo
tne subjeot secmed to be definisely a elerienl subdects ‘the por cente
were more neerly the svernze then in eny othor groupe The dein show thud
zueh of the treining for elerks wes reecived irn high schools

‘his chapter hes given the answer to the guositien raised by Chepter
Ir aéncemﬁmg the kind of training recelived by the workers and when and
zhere the training wes reseived.

Undeubtedly, onbisipetion of enploynsat w

the workers sponding %iue, meney, end energy to securs training. Fooe
tors whish desal with euployment, sueh &s the method oy sgeuney by which
employment was obt amg& ¢he length of time elapsing between completing
sohoel treinisg pnd .mmr inz & positlon, and ths leugth of expsrience

of the worizers will be discussed in the follewing chaplers
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CERT AL EXPERIEHCE OF WORKERS

After school training had been corpleted the workers then had the
task of securing positions where the knowledge gained and the skills scs
gquired could be useds %he sources of securing emplovment varied. (Table
XXXII). Many of the workers stated that several wmethods or agencies hed

Py

ffeetive of the methods was thet of per—

4

been useds Appsrently the Lwst
sonsl applications Aluost three tises as meny had received positions by
this method e had received employment by suy othsr method. However,
personal epplication had been used in conjunetion with other methods
freguently. Next in importence according bo freguency named were friends,
recoumendation of former4employees, and relativese

More exscutives, menagers, and supervisors indicebed thet promo-
tion had been important in securing positions than did the workers in

any other group. A nurber either owned The business or hed en intorest

=0

T

s

1]

Besides the sources previously named school employment sgencles were
responsible for placing a number 5? the workerse Promotlon was indicated
west frequently in securing present positionge (Peble XXXIIT)s The
sources of em@loymcnt for the secretaries and stenogrephers, general
elerks were but slightly different from those used by the bookkeepers.
{Tebles XXXIV and XXXV)-

lore than 40 per cent of the workers had secured positions w{thﬁn'
two weeks after leaving school, and wmore than 70 per ceat had secgred
positions within sizbt nonthse (Teble XXAVI)e Some workers indieadbed
that they had done other kinds of work such as houselkeeping, tesching,

and mamial lebor, immedistely after leaving sohool.



TABLE XXXII
EMPLOYMENT OF ALL WORKERS

M

or Present Pirst Position First Office

Agency Position with Firm Position
Commercial
Employment 12 17 8
School
Employacnt 35 38 92
State
Employment 4 2 2
Me.chine
School 4 5 3
Friends 127 139 130
Relatives 41 43 54
Personal
Application 354 384 311
Recommendation of
Former Employers 97 81 a8
Transfer 8 | 0
Promotion 42 3 9
Merit
Examination g 10 8
News Ad 4 4 3
Enplcyer's
Request 14 12 12
Qumership 10 8 7
Yo M. Co As and :
Y. W. Co A, 1 1 0
Not Stated 27 30 72

NOTE: This table should be read as follows: 12 of the 719
workers secured their present positions through commercial
employment agencies; 17 received their first positions with
the firm through commercial employment agencies; 8 secured
their first positions through commercial employment agencies.



56 a

TABLE XXXII a

METEODS AND AGENCIES USED BY EXECUTIVES,
HANAGERS, AND SUPERVISORS

Method Prosent First Position First Office
or Pogiticn with Firm Position

M P Wl T He P.BE T Mo ¥ 150 Ta
Emmﬁ
Employment 1 1 - S 3 2 2
School
Employment > 1
State
Employment 1 1
achine
School 1 1
Friends E 3 -9 6 3 i ¥ Bs X 9
Relatives 6 13 6 g."'8 8 4 2 6
Personal
Application 1I 14 1 26 20 16 I 37T R0 I 33
Recommendation of
Former Employers 6§ 7 12 - R 10 3 2 5
Transfer 1 1 1l 1
Promotion 10 4 14 3 3 5 2 5
Herit
Examination 3 3 3 3 : 1 1l
News Ad 1l 1
Employer's
Reaquest = X 3 s X 3 ¥ X 4
Ownership 6 3 9 g 2 8 A | 7
Ye Me Ce As and
Yo Wa Ca ‘.t gl
Not Stated 1 1} 2 1l - ;SN R ¢ 9

HWOTE: This table should be read as follows: In the executive,
managerial, and supervisory group 1 man secured his present
position through a commercial employment agency; 2 men and 1
woman secured their first positions with the firm through a
commercial employment agency; 2 men secured their first office
positions through a commercial employment agency. Some workers
checked more than one method or agemcy as helpful in securing

employment.



TABLE XXXIIT

METHODS AND AGENCIES USED BY BOOKKEEPERS IN SECURING EMPLOYMENT

87

liethod Present T First osition  First Oifice
or Position with Fim Position
Lﬁ_&nﬁfz_ e FollaZe T He FosB8; 15 M. ;_g- HaSs Te
Commercial
Employment i 3 2 . | 2 2 2
Scheol
Baployment 5 3 8 5 4 9 7T 1 1 18
State
Employnent 2 2 1 1
Hachine
School
Friends 7 24 31 6 26 22 10 37 37
Relatives 6 10 186 T 9 18 T 28 B 2%
Personal
Application 29 B8 3 ®9 9 e T 93 25 48 73
Recommendation of
Former Buployers 3 16 2 21 6 8 3 17 3 5
Transgfer 1 4
Promotion 4 @6 10
Herit
Examination 1 1
News
Ad 1 1 1 1 1 1
Baployer's
Request 6 6 & 4 1 32 3
Ownership
Y M. Cu As and
Y. Tie Cu A,
Kot
States 3 I 2 4 5 9 5 10 15

NOTE: This table should be read as followss In the book=-
keeping group 1 man and 1 woman secured their present
positions through a commercial employment agency; 1 man
and 1 woman secured their first positions with the firm
through a commercial employment agency; 2 men secured
their first office positions through a commercial employ~
ment agency. Some workers checked more than one mothod
or agency a&s helpful in securing employment.



AND STENOGRAPHERS IN SECURING EMPLOYMENT

TABLE XXXIV.
METHODS AND AGENCIES USED BY SECRETARIES

68

Tethod Presont First Position First UiTice
or Pogition with Firm Pogition
A yal ﬂo F. H.S. Ta H. F. No Se Tc !{. Ft Hos. T-
aomamaﬁg
Employment 3 3 3 3 1 1
School
Enployment & X 9 - R R 24 1 %o
State
Employment 1 1 1 y 2 1 1
Hachine 1 : 1 :
School 1 X ) 1
Friends : Sl R a8 2 B 2 3 B B
Relatives 3 3 2 2 ) 5}
Personal
Application 2 68 70 X T2 74 1 64 1 66
Recommendation of
Former Employers 1 22 1 24 18 1 18 5 5
Transfer & 4
Promotion 6
Merit :
Examination 1 1 1l 1 > 1
News Ad
Employer's
Request 1 1 1 1 3 3
Ovmership :
Ya Mo Co As and
Y. We C. Ae 1 1 1 X
Not Stated 6 6 8 8 1 10 11
NOTE: This table should be read as follows: In the secretarial

and stenographic group 3 women securcd 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
Some workers checked more than one method
or agency as helpful in securing employment.

employment agencys
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TABLE XXXV

METHODS AND AGENCIES USED BY GENERAL CLERES
IN SECURING EMPLOYMERT

Tethod Present First Position First Yfrice
or Position with Fimm Pogition
&Emoy Me Fo HoSs . Te Ha Fo Nolle Ta ¥e Fe NiBe Ts
Commercial
BEmployment e 4 6 4 5 9 1 2 : 3
Sehool
Enployment 5 13 18 65 14 15 11 53 1 45
State
Buployment : : <
Machine
School - 3 3 4 4 2 2
Friends 12 43 2 57 14 48 2 64 15 44 2 B9
Relatives ¥ 3 1 3 ¢ 313 1 17 S Iz 8 v
Parsonal
Application 38 125 6 169 44 131 5§ 180 38 102 4 189

Recomaendation of

Former ¥mployers 9 28 3 40 9 24 2 35 2 13 15
Transfer R | 2 1 1

Promotion 4 8 12 4 4
Merit

Exemination 1 4 5 S 6 L % 4
News

Ad. 8 3 3 3 1 1
Employer's

hequest 4 4 4 4 2 2
Ommership 1 i 1 1

Y. ﬁo c. Lt ‘nd

Y. We Co A

Kot

Stated § 2 1 W g & . 3% X 10 38 % 3

NCTE: This table should be read as follows: In the general
clericel group 2 men and 4 women secured their present
positions through a commercial employment agency; 4 men and
5 women secured their first positions with the firm through
a commercial employment agency; 1 man and 2 women sooured
their first office positions through a commercial employment
agencye. Soms workers checked more than one method or agency
as helpful in securing employment.



TABLE XXXVI
TIME ELAPSED BEFORE SECURING POSITIONS
Toup pse 2
Position Total # 1 2 4 8 15 32 64 Nore N.S.
s
HANAGER, AND
SUPERVISOR W et TN W SR e W T L AL

Per Cent 1000 48.1 6e2 1a2 449 6a2 6e2 642 449 449 1l.l
BOOKKEEFER

Bookkeeper,
Accountant,
and Auditor 57 20 3 7 10 4 2 A Ee 6
Bookkeeper
and Cashier 9 2 0 : 1 1 3 | < 1
Bookkeeper
and
Stenographer 12 7 1 0 1 2 0 g ¢ B9 : |
r
and Others 90 42 2 9 5 7 6 4 3 6 6
Total 168 71 6 'y R = S 11 e 14
Per Cent 10040 4243 346 10s1 1041 863 6Be5 3e6 380 442 843
SECRE AND
S TENOGRA:
Secretary 49 30 2 2 3 3 - A Ay B | 2
S grapher 86 47 2 & 6 9 5 F 3 -5 19
Total 136 77 4 6 ¢ 12 7 - L R 12
Per Cent 10040 571 340 444 647 BeS De2 242 340 0.7 8e9
GENERAL CLERK
_Cashier 32 9 1 1 3 5 3 g & @ 6
File Clerx 14 & 2 0 2 2 0 & 9 3
Machine
Operator 39 156 1 4 4 2 5} 2 Fae 6
Office Boy 3 3 0 0 0 0 0 g @ © 0
Pe Be Xeo
Operator b 2 1 1 0 0 1 [ SR e 0
Reporter 24 3 3 2 i i 4 1 @' ‘-2 5]
Special Clerk 15 6 0 ] 1 2 2 - R T 2
Teller 12 7 0 ¢} & 0 0 o 8. @ 1
Typist 18 6 2 2 3 2 0 1:.9 -9 3
Others 172 63 8 . 35 7 10 g 7T 9 27
Total 3356 118 18 20 33 34 22 15 13 9 63

Per Cent 10040 3542 5e4 640 99 10s1l 646 4e5 349 2.7 1548
TOTAL OF ALL
WORKERS 719 306 33 4 63 65 46 29 26 21 88
Por Cent 10040 4244 446 Gol BeB8 U940 Ba3 440 346 2495 1242

“NWOTE: 1ihis table should be remd as follows: Of the 81 execu=
tives, menegers, and supervisors, 39, or 48.1 per cent, secured
employment between two weeks and 1 month after leaving school;

1, or l.2 per cent, secured employment between 1 month and 2
monthe; 4, or 4.9 per cent secured employment between 2 months
and 4 months; 5, or 6.2 per cent secured employment between each,
4 months end eight months, 8 months and 16 months, 16 months

and 32 monthse
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The per cent of secretaries and stenographers securing employuent \
- /
within two weeks, 57.1 per cent, was higher then the percent of the /

e
workers in any other groups In the executive, msnagerial, and supervi-
sory group the per ecent was 48.1 and in the bookkeeping group, 42.3.

The general clerical group hed the lowest per cent, 55.2 who had

been employed within iwo weels.

‘the amount of prerience workers had in present positions raﬁged
from two weeks to twenty-one yearss Table XXXVII shows that elmost one=
third of the workers hed held their preosent positicns between one and
three years, and one~fifth of them had been in the present; posiﬁion bow
tween three and six yearse Of the executives 22.2 por cent had held their }
present positions between ten and fi!teen years. o other group had | /
uearly so high a per ceat of workers with so much experience in present
positions. The general elerical group had the 1argest per cent nf_wpr-
keré who had held positions ong yeer or less, though it did nob vary
groatly from that of the bookkeeping and stenozrephic group.

As was seen by the dats concerning the amount of experience in the
present vosition, approximetely one-third of the workers had been with
the present firm from one tc three yearss (7able XKKVIII). About one=
sixth of the workers had been with the fim one month or less.

Executives, menagers, eand supervisors had ﬁhe longest temure witl
the firm. About cne-~{ifth of them had beon with the present firm ten
years or mores The per cent of workers in this group who had been with
the firm less then one year wes such smeller then the per cents in the
other groupss

Very few bookkeepers had been with the firm longer then ten yeers,

only 4.3 per cente Nost of the seeretaries and stenographers had worked
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TABLE XXXVII
EXPERIENCE OF WORKERS IN PRESENT POSITIONS
= Group end ~Years ol Lxperience
Position Total % 1 8 6 10 15 More NeSe
L]
VANAGER, AND
SUPERVISOR 81 6 £ M . B B 8 1

Per Cent. 100.,0 7ol 2e5 1743 2140 1845 2242 0.9 1le2
BOOKKEEPER

Bookkeeper,
Acoountant,
and Auditor 67 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 1l 2 2 0 0
Bookkeeper
and Others 90 7 ) 32 20 9 6 0 1
Total 168 1 10 50 42 23 15 6 1
Per Cent 100.,0 1245 640 30,0 2540 137 849 346 046
SECRETARY AND j
S TENOGRAPHER t
Secretary 49 3 5 16 11 8 5 0 1
Stenographer 86 8 12 24 21 7 9 1 &
Total 135 11 17 40 32 156 4 1 5
Per Cent 100.,0 - Bel 12,6 30,0 23,7 1ll.1 10 De7 Ba7
GENERAL CLERK
Cashier 32 3 4 6 6 5 4 3 1
File Clerk 14 5 2 3 3 0 1 0 0
Machine
Operator 39 7 | T 5 7 4 0 0
Office Boy 3 0o 0 2 1 0 0 0 0
Pe Be Xe.
Operator 5 1 2 0 1 1 0 0 0
Reporter 24 0 0 15 3 2 4 o 0
Special Clerk 15 0 0 4 4 4 2 1 0
Teller 12 0 0 1 8 1 2 0 0
Typist 19 6 1 8 1 1 2 0 0
Others 172 20 24 54 31 13 17 12 1
Total 3356 42 33 109 63 34 36 16 2
Per Cent 100.,0 1245 949 32¢5 1848 10s1 1047 4,8 0.6
TOTAL OF ALL
WORKERS 719 80 62 213 1564 87 83 31 9
Per Cent 10040 1l.1 846 35040 2144 12.1 1l.5 4.3 1.3
WOTE: This table should be read as Jollows: OYf the 8L

executives, managers, and supervisors, 6 had held their present
positions one~half year or less; 2, or 2.5 per cent, had held
their positions between € months and a years
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TABLE XXXVIII
EXPERIENCE OF WORKERS WITH PRESENT FIRMS

Group and Years of Experience 728
Position Tetal = 1 3 € 10 15 More N.8.
EXBCUT1VE,
MANAGER, AND
SUPERVISOR 81 6 2 B 3 -5 OB 8 1

Per Cent 100.0 7¢4 2.5 1743 21.0 18.5 22,2 8.9 1.2
BOOKEEEPER

Bookkeeper,
Accountant,
and Auditor 57 2 3 12 17 10 7 6
Bookkeeper
and Cashier 9 3 4 2
Bookkeeper
and Steno=-
grapher 12 2 2 3 1 2 2
Boolkkeeper
and Others 90 17 5 32 20 9 6 1
Total . 188 21 10 50 é2 23 15 6 1
Per Cent 100.0 12,5 6.0 30,0 25.0 13.7 8.9 3.6 6
SECRETARY AND
STENOGRAPHER
Secretary 449 3 5 16 11 8 5 1
Stenographer €€ 8 12 24 21 7 9 4
Total 135 11 17 40 32 15 14 1 5
Per Cent 100.0 Bal 12.8 300 28:.7 1151 10:4 0.7 3.7 -
GENERAL CLEEK
Ceshier 32 3 4 6 6 5 4 3 1
File Clerk 14 5 2 3 3 c 1 (o] c
Nachine
Operater 58 7 0 16 5 | 4 0 0
Office Boy 3 0 0 2 1 5} (o] 0 0
P. B. x.
Operator 5 1 2 0 1 1 0 C (]
Reporter 24 0 0 15 3 2 4 0 0
Special Clerk 15 4 4 4 2 1
Teller 12 1 8 1 2
Typist 19 8 1 8 1 1 2
Others 172 20 24 54 31 13 17 12 1
Total 336 42 33 109 63 34 36 16 2
Per Cent 100,0 12,6 0.9 32,6 18,8 10,1 10,7 4.8 0.6

TOTAL OF ALL
WORKERS 719 80 62 213 154 87 83 31
Per Cent 100.0 1l.1 846 30.0 214 12.1 11.5 4,3 1.

NOTE: This table should be read as follows: Of the 81
executives 6 had worked for the present firm for less than
6 months; 2 had worked for the firm between one-half and one
year; 14 had worked for the firm between one year and three
years.



six or less years for the companys Though the gemeral clerical group
had the largest per cent of workers who had worked for the firm less
than one year, the per cent of the workers in this group who had been
with the present firm for ten ycars or more was higher than that of
either the bookkeeping or secretarial and rbmﬁgro.phio group.

Table XXXIX shows the first positions of the workers. Almost
one=half, 47.3 per cent, of the workers started as general clerks.
S8ecretarial and stemographic positions ranked second as initial
positions for mployﬁos.

It is possible that those who had been employed for a number of
years may not have recalled exactly whet the first office position was
as some indicated they had been promoted or transferred frequently.

The experience of 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 in office work. Only 5.0 per cent
had one year or less of experiences. The range of oxpor.imc which
ineluded 81.7 per cent o_f the bookkeepers was from one year to 16
years. The range of experience for most of the secretaries and steno-
graphers was smaller, Of the general clerical group 29,6 per cent had
between two and three years of experience and more workers in this group
had one~half year or less of experience than did the workers in any
of the other groups.

The data in the chapter show that by far the most positions are
secured by personal application. The two methods or agencies used ﬁoﬂ:
other than personal application were friends and relatives. Promotion

wes given by executives, managers, and supervisors more often than by

any other group.



TABLE XXXIX
FIRST POSITIONS HELD BY WORKERS

POSITION
§ .
= g BE o M8 e 8
- 5 ad 3
g 9 Ao E BB g &
v [ [ (=] mo o
EXECUTIVE 12 6 1% S B9 Y T A Iy
Per Cent 14,8 Ted 18,0 949 2.6 1.2 1.2 102 1.2 2762 123 4,9 100
BOOKKEEPER
Bookkeeper ,
Accountant,
and Auditor e 0 8 9. % € 8 & S 3% 3% & 87
Bookkeeper
and Cashier - S R 2 X & & 0 9 X 1 ¢ 0 9
Bookkeeper
end
Stenographer 2 -® 3 3 ) % % % 9 Skt 4 R
Bookkeeper
and Others -2 B3P0 E 5. 32 3 -2 6 16 10 90
Total 2 1L 27 3 8 9 1 4 I 5 .3 .2 N1
Per Cent 1449 0.616.1 1845 4.8 Db 264 066 340 1143 16411143 100
SECRETARY AND
STENOGRAPHER
Secretary BB K 2 BB -9.83 K 2 § 2 &9
Stenographer I 9§ & 48 B 9 ®» B & 73 4 4 4 86
Total - .8 5 - 5 9 89 X 9 6 9 6136
Per Cent 17.8 4do4 5343 1B 0.7 647 4ed 6.7 4e4 100
GENERAL CLERK
Ceshier 5 B ¥ 2. & & B 8 W E 3 2 6 T
File Clerk 2 B 3 - T R SR S B 4 € 3 14
Machine :
Operator T . 2 L % B F N R 4 6 4 39
0ffice Boy 2 B8 g .9 9 9" U9 0 g 0 3
Pe Be Xo
Operator 2 T LB » '®- F & W '®. 5 (o} 3 29
Reporter ¢ 3 B SR N S SR SN A 3 8 3 24
Special :
Clerk 2 & X E & & & @ A 175°4 2 X )6
Teller 2 iR 2 3 ¥ 8 9 328 0 I 2 32
Typist . e 5- 6 B G W8 1 x &5 19
Others % 2 O 4 ¢ 3 & 3 4§ ¥V B X BiW
Total 67 7 23 56 15 12 13 3 6 18 41 48 37 336
Per Cent 1740 2¢1 6e7 167 4e5 346 349 0e9 1e5 544 1242 14.,311.0 100
TOTAL OF ALL
WORKERS 118 14 69 167 27 12 15 8 8 33 88 94 66 719
Per Cent 1664 1e9 946 2342 548 1e7 261 1ol 1ol 446 1242 1340 942 100

: This table should be read as Tollowss 12, or 14 per cent
of the executives, mansgers, and supervisors were still in their
first positions; 6, or 7.4 per ceunt, held executive positions as
their first positions.
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TABLE XL
OFFICE EXPERIENCE OF ALL WORKERS
N e A ————

Position Total % 1 S 6 10 15  Mors N.S.

MANAGER, AND

SUPFRVISOR RN TSR NRE SU N T SN S
Per Cent 100.0 245 245 9.9 13.6 14,8 23.4 2844 6e2

BOOKKEEPER

Bookkeeper,

Accountant,

and Auditor 57 2 _ 2 14 11 12 14 2

Bookkeeper

and Cashier 9 1 4 3 1

Bookkeeper

and Stenow-

grapher 12 1 3 1 1 3 3

Bookkeeper .

and Others 90 6 - 22 17 16 11 13 1
Tobal 168 '8 5 29 37 31 27 28 3

Per Cent 100.0 48 . 340 17.3 2240 18.5 1641 167 1.8
SECRETARY AND

STENCGRAPHER
Secretary 49 1 2 11 S 13 7 6
Stenographer 86 3 7 14 18 21 17 2 4
Total 135 4 9 25 27 34 24 8 &
Per Cent 100.0 50 67 18.5 20,0 25.2 17.8 B9 3.0
GENERAL CLERK
Cashier 32 3 2 5 5 3 4 8 5
File Clerk 14 3 1 3 2 2 1 2
Machine
Operator 39 3 4 9 7 8 6 3
Office Boy 3 2 1
P. Be Xo
Operator 5 1 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 1 1 9 2 2 3 1
Others 172 9 12 44 35 24 24 lg 6
Total 335 23 15 99 56 51 47 28 18

Per Cent 100.0 6e9 4e5 2046 1647 1542 14.0 Bed 4.8

NOTE: This table should be read as follows: Of the 8l execubtives,
nmanagers, and supervisors 2, or 2.5 per cent had at least cne-half
year of experience; 2, or 2.5 per cent, had between one-half and

1 year of experience; 8, or 9.9 per cent, had between 1 year and

3 years of experience.



Within two weeL& after leaving school 40 per cent of the workers had
gsecured positions; TO per cent had secursd positlons v1th1 olght monthse
the seeretaries end stenogrephers found emnployment ﬁore:rapiéiy then the

her workerse.

About ome-third of the workers hed been in uhelr éresent positions
botwesn one and three‘years. The axecutives had muﬁh the hizhest tenure
in present positionss  The largest per sent of workers holding present
positions less than one yowr were in genersl clerical groﬁp.

A

(221

wes true congerming the tenure in present position the executives,

e

nenagers, and supervisors hed the 10ng§st tenure with the present firm.
Tew of the vookkecpers had been with the Tirm longer than ten years and
few of the secreteries and ctenogrophews longer than slxz yoarse

The renge of experience for office workers was from one week %o
tﬁirty—five YEBI'Se The executives hed the most office ewperLeﬂba and
the gemeral clerks the least.

The final chapier will bu devoted ‘o summarizing the previous chep-

ters so thet & more gompact pleture of the siudy may be seen



CHAPTER V
SUMMARY AND CONCLUSIONS
The purpose of this study was to determine the sources and
extent of training of office and clerical workers and the methods
_ used in securing employment.

From offices representing & variety of kinds and sizes of busi-
nesses in six cities and towns in Oklahoma, 719 useable gquestionnaires
were secured. Personal interviews were used for obtaining information
on the questionnaires. After materials were gathered workers were
classified according to duties performed into four groups: executive,
manager, and supervisor; bookkeeper; secretary and stenographer;
general clerk. Of the 719 workers 81, or !11.3 per cent, were
o:loautivu. managers, and supervisors; 164. or 23.4 per cent, were
bookkeepers; 135, or 18,8 per cent were s‘orottriu and stenographers;
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 lygndqrdization
and little reference to the duties performed. :

Tabulation of the data showed the sehools in which most of the
treining had been received wr; the high school, the business college,

‘and college or university. The per cent who had not attended high
‘. ashool 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 workers. Very few workers had attended olher schools. Thus



it would appear that high school graudation may be regarded as a
prerequisite for office employment and that attendance at either
business college or college or university is becoming a prerequisite,
Since over three-{'ifths of the secretaries and stenographers received
training in business college it seems evident that this type of
schoel 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
voecational,

In keeping with the findings of other studied, typewriting is
the most important sub;?ect to study if ome plans to become en office
worker, Of all the ror;rkers 8642 per cent had studied the subject.
Cther subjects most studied given in order of frequemcy studied weres
business Engliish, shorthand, and bookkeeping. A larger per cent
of Mjntu had been studied prior to e;nployment than after employment.
As evidenced by the fact that a m;pnbar of supervisory workers secured
their present positions through promotion it would appear that some
relationship exists between p:.'mtion 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 bodﬁupara and general clerical workers need training in some
&ype of celoulating machine.

Since personal application was the most effeective 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
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weelks sfber leawing school, and more thea 70 per cent hed secured
positions within eight menths. This indicates thal employmeat is
nore oasily se@uredlimmediately after leaving school than later.
Soerstaries and stenographers secured employment more rapidly thaan
‘aid ‘he workers of other Eroups.

Almost one~half of the worlers started as general clerks, Siance
the high school program is designed to prepare for inidial positions
it would appear that more attention should be giver in the high school
progreen to general elerieal work. WNext in line as initizl positions
wers the secrebarial and stenographic positionms though they did not
malks up one~balf of the positions other thap the geuneral clericeal.
- However, since so many of that group had received training in business
¢ollegs there appears to be little need for the high school smphasizing
gecretarial and sbenograchic training to the exbent it does.

Almost one-third of the workers had been in their present

positions and with the present firms between one snd three yesrs.

Py

This would indicate thaet since there is litile permanency the workers
should be adaptable to different office positions. As would be expected,
workers holding executive, managerial, and supervisory positions hed

the longest tenure in office positions.

Over ome-half of the workers had six yoars or less of experie:

W

=

ce
in office work. Between 10 and 156 years of experience was had by
over one-fourth of the workers. Therefore, it weuld sappear thet

office work is not & lifetime work for all workers.






TABLE I
CITIES AND TOWNS IN WHICH QUESTIOKNFAIRES WERE SECURED
e
Norumen Shawnee
Oklahoma City Stillwater
Seminole Tulsa




TABLE IT
WORKERS IW @ACH KIND OF DUSINESS

T R T e ey e R T T S T s

£ ) 3 £
3 z% ﬁ;ﬁﬁ 1 2 ¥ ?é =
et i 3 G i i &3 i [ I ]
- R 1 = 1 O iR
e o SR 2 B 0wy ] s b S Ed
POSITION 4 05 © za = g HmAm A AU SgH9 4
= o3 < & o T3 ) A P RIS T By et Lok
2 5 =2 e W o B0 00 H ay G B4 Es
R o B . e DE MM o me AEO O
=Y = [ oo ZN S e Dq f1 24 80 1D P R4 e YIRS OB
IKBOUTLVE 4 g 17 5 33 4 0O 0 2 6 2 0 0 81
Per Cent 2.5 9.2 21,0 8.5 4GaT 4.9 2.5 Teé 245 100
BOOKEERFSR
Bookkeeper,
Accountant,

and Auditor
Bookkeeper

i
s
(4
<
et
Fand
o5
JO‘
]
O
fed
}_J
fed
&
<
[o:]
[43]
-3

and Cashier ¢ 0 G 2 U 5 0 @ 9 9 1 ¢ © 0 9

Bookkeeper .

and !

Btenegravher © 0 G T 0 4 1 0 0 o 1.6 © & 12

Booldiseper

and Cthers 3 6 g 16 & 37T 2 0 © 1o 2 1 1 1 90
Total & 14 11 & & 66 11 © © 11 i6 4 1 1 168
Per Cent 2ol & BeB 1‘2.9 2e¢d 39,3 645 G5 Beb 22 08 G6 100

SECHRETARY AYD
STENOGRAFHER

49

Secretery 7 & 12 e 0 7T 4 1 1 3 4 2 0 0

Stencgrepher 4 & 26 5 & g 4 0 G $ 1T 2 0 1 8§
Total 11 15 38 7 &6 1 8 1 1 g 21 4 O 1138
Por Cent 8.1 11.1 28,1 542 444 11,9 5.8 0.7 67 €44 15.6 3.0 GT 100

GEHERAL CL3BX

Cashier 1 3 O 1 ¢ 25 2 0 ¢ '] 2 0 O 0 32
File Clerk ¢ 2 5 o O 6 1 ¢ ¢ 0 g G 0 ¢ 14
Heohine '
Oporator 15} i e

O &
o
D0
o
¢ 4

C
O i
oy
ot bt
O w
O ow
Do
o

oo

Office Boy
P. B». }Za;'

(e N e O

Operabor 0 o 0 6 1 3 ¢ 0 ¢ 0 1 0 0 5
Reporter o 24 O g 0 g € 6 0 v G g 0 24
Special
Clerk 4] 1 2 o 1 2 £ O ¢ G 5 & G ¢ 15
Teller o 12 ¢ g O o 0 0 ¢ G 0O ° 0 0 12
Typist c - 6 7 2 1 1 20 @ ¢ c ¢ ¢ 0 18
- Others 2 18 &4 15 8 47 13 © © 4 18 4 1 0 172
Total 3 88 €3 206 1% 101 23 O ¢ & S & 1 0 335
Por Cent 0.9 2043 1843 GuC 35489 30s1 649 1.2 32.5 1.8 0.3 166

TOTAL OF ALL
VOREERS 20 105 129 67 25 216 46 1 1 23 76 18 2 2
Per Cont 2.8 14,6 17.5 749 8u8 3040 644 Col Gl 342 1046 242 043 03 10C
LCThe This table should be read as follows: 2, or 2.5 per cent of
the executives, menmegers, end supervisers were employed in
etucational work; 20; or 2.8 por cent of all the workers wers
erploved in eduecaticnal work.

o




TABLE III

KUMBER OF WORKERS EMPLOYED IN OFFICES

v£====ﬁ§§iﬁf====== — =

AND Number of Workers in Office
POSITION 1 2 3ef 5=8 9=16 17- 33~ 65- 129~ 255- N.S. Total
32 64 128 254 more

EXECUTIVE,
MANAGER, AXD :
SUPERVISOR i3 10 33 18 B3 8 3 3 0 2 81
BOOKKEEPER
Bookkeeper,
Accountant, :
and Auditor T 6 4 11 39°°8% 9 3 0 4 57
Bookkeeper '
and Casghier 3 8 1 0 0 329 © 0 0 0 9
Bookkeeper
and
Stenographer S 0 3 6 0 AER ., 0 0 0 12
Bookkeeper
‘and Others 23 16 14 20 el Vo R 0 1 4 90
SECRETARY AFND :
STENOGRAPHER
Secretary 8 2 5 5 % A% 2 5 1 2 49
Stenographer 4 8 s A% NN & » 3 0 7 86
GENERAL CLERK
Cashier s B 2 110 3 » -9 B (o] 0 3 32
File Clerk e 3 1 2 R S ) 0 1 14
lachine
Operator 0 © 3 7 ¢ 15 8 © 1 0 3 39
Office Boy 8 -3 0 2 0 0O 0 © 0 ¢} 0 3
P. B. X,
Operator 0 0 0 0 2 g B 0 0 0 0 5
Reporter 0O O 0 0 0 0 24 © ¢} 0 0 24
Special
Clerk : 9 1 2 3 BB 1 0 o} 15
Teller o 0 0 0 5 - R SR o) 0 o} 12
Typist o © 3 3 3 &, 8 %5 W 0 2 19
Others 8 18 13 40 26 %)) ¥ 4 o 1% 172
TOTAL 66 68 T4 128 91 153 65 21 21 2 41 1719
PER CENT 8,0 84l 1063 1748 127 2143 9.0 2,9 2.9 0.2 5.7 100

HOTE. This table should be read as follows: Of all the workers
65, or 9.0 per cent were employed in offices which employed
only 1 worker; 13 of the 65 were executives, managers, or
supervisors.

-



(The following data are to be used in a stu
and clerical workers.

FORM IV
dy of the sources of training of office
Your answers to the questions will be appreciated,)

Sext Make Female
1. B, Underline or add to the 1ist below the kind of ‘business in whish your firm is engaged. !
Manufacturing Transportation Brokerage Others
Education Mergantile Real Estate
Government Insurance Professional
Utilities 0il Financial
b. How many ore smpkoyed in the.office in whieh you now work?
2,. A&, How long have you been with the firm you are with at present? Years Months
b, Hew long have you been in your present position? —_ Years____ Months
3 a. Underline or add to the list tha position in which you work.
Bookkeeper Typist Persanal Seoratary Other
File Blerk Cashier General Clerk
Machine Operator Messenger - Stenographer

b. What are your prinsipal duties? (deseribe briefly)

4, Chack or add to the list below the way in which you secured your present position,
your first position with this firm, and your first office position.

Comm'l | School | State Friends | Relatives|Perssnal| Recom- Others
Employ- ! Employ- | Employ- Applica-| menda-
ment ment ment tion tions of
Agensy | Agency Agency Former
oyers
Present position
First position with
this firm
—First office position

5. Place oheck marks in the columns which show where eommerce subjeots were studied,

Add other ocommerce

subjeets and sohools if necessary, Also, check whether subjects were taken before or aften at-ar'ting

work in your first offiece position.

High Business | College Machine | Self Evening Before After
Sehool College " or Company | Taught Public | Others acoept~ |[accepting
University|School Soheol ing First
Pirst Pesition
Positd
Typewriting "
Filing
Shorthand -
Business Eﬁ}i&h >
pe— )15 b1
Bookkeeping or
Ascounting

Seeretarial Training

Office Praotlce

Commercial Geegraphy

Commereial Law

Salesmanship

“Eeonomics

Business Mathematios

Others




TABLE V

CLASSIFICATICH OF WORKERS BY GROUPS AND SUB-DIVISIONS

~ GROUP AND “lale TFemale  Not otated Total
POSITION Nos % Nos % No. % No. %
EXECUTIVE
MANAGER, AND
SUPERVISOR 48 5943 31 3843 2 2.5 81 100.0
Total 48 58.3 31 38.3 e B5 81 100.0
BOOKKEEPER
Bookkeeper,
Accountant,
and Auditor 31 5444 25 43.9 1 1.8 57 100.0
Bookkeeper
and Cashier 1 Mad 8 8849 0 9 10040
Bookkeeper
and
Stenographer 0 12 100,0 0 12 100.0
and Others 18 20,0 70 77.8 2 2.2 80 100.0
Total 50 29.8 116 68,5 3 1.8 168 100.0
SECRETARY AND
STENOGRAPHER
Secretary 5 10.2 43 87.8 1 2.0 49 100.0
Stenographer S | 1.2 B2 96.5 3 3.5 86 100.0
Total 6 4.4 125 92.6 4 3.0 136 100.0
GENERAL CLERK
Cashier 5 15«6 27 B84.4 0 32 100.0
File Clerk 2 14.3 11 78.6 i 'k 14 100.0
liachine
Operator 8 20,6 31 79.5 0 38  100.0
Office Boy 3 100.0 0 0 3 100.0
P. B. X.
Operator 0 5 100.,0 ¢ 5 100.0
Reporter ¢] 22 91.7 2 8.3 24 100.0
Special
Clerk T 4647 T 46.7 1 6.7 15 100,0
Teller 11  91.7 1 8.3 0 12 100.0
Typist 1 5«3 18 94.7 0 18  100.0
Others 40 123 9 172 100.0
Total S 245 13 3856 100.0
TOTAL WORKERS 181 _25.2 516 71.8 22 3.1 718 100.0

NOTE: This table should read as follows: of the 81 workers in the
executive, managerial and supervisory group, 48 or 58.3 per
cent were men, 31, or 38.3 per cent were women; 2, or 2.5
per cent, did not state sex.



TABLE VI

ATTENDAXCE OF EIGH SCHOCL DEOPOUTS

Group ani ma ﬁ ﬁﬁ ce ' e oo

Pogition 6=9 10-14 15~18 19-23 24-27 28=-32 33-36 N.S. Total

EXECUTIVE,
MANAGER, AND
SUPERVISOR 2 3 2 )’ 9

BOOKKEEPER

Bookkeeper,

Accountant,

and Auditor 1 1 1 2 2 7
Bookkeeper

and Cashier 1 1
Bookkeeper

and Steno- .

grapher . 1 1
Bookkeeper

end Others 1 3 1 1 1 7

SECRETARY AND
Secretary 1
Stenographer 1 b 3

0o =

GENERAL CLERK
Cashier 1 1 1 1 2
Pile Clerk 1
Machine
Operator 3 1 1 1
Office Boy 1
P. B. x.

Operator

Reporter

Special Clerk

Teller :

Typist

LOthers - S 2 1

= O = o,

(4] L B
—
Lol

DO N

TOTAL OF ALL
WORKERS 7 2 10 2 21 10 O e
Per Cent  10¢3 250" 14.7 2.9 3049 14.7 7.4 16,2 100

T WOTZ: This table should be read as follows: OF the J in the
executive, managzeriel, and supervisory group who had dropped
out of high schocl 2 had attended between 6 and 9 months as
did 10«3 per cent of all the workers who dropped out.



TABLE VII

ATTENDANCE OF COLLEGE DROP=QUTS

~ Group end Honths in Attendence
Position  1-5 6=~0 10=14 15=18 1923 2427 28«32 33-36 N.S. Tobal

EXECUTIVE,
MANAGER, AND
SUPERVISOR S Tl - .1 5 2 L 32

BOOKKEEPER

Bookkeeper,

Accountant

and Auditor 1 3 4 1 4 1 14
Bookkeeper

and Cashier 1 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 > S 1 6
Stenographer 3 8 6 8

-
i
L)
€A
(]

GENERAL CLERK
Cashier -2 1  § 2 1
File Clerk 2

-+ Machine
Operator 3 2 1 4 1 1
Office Boy 1 1
Po Be X
Operator 1 1
Reporter
Speciel
Clerk
Teller

Typist 1
Others 7T 3

Sl ol 1
P
N o
-
[
] Load
o W oM™ - -3 @0

DS = 0O
9 o

TOTAL OF ALL
WORKERS 22 57 25 69 13 35 5 9 20 25656
Por Cent 8,622%4 09,8 27,1 5B.l 13.7 2,0 3.6 7.8 100

WOTE: This table should be reao &s follows: Of the executive,
menagerial, and supervisory group who had dropped out of college
1 had attended between 1 and 5 months as had 5.6 per cent of

a2ll the werkers who had dropped out.




TABLE VIII

MAJORS OF WORKERS WHO ATTENDED COLLEGE

Agri-= Arts - Edu- Engi- Home
Group and Total ecul- and Com= ca= neer- Econ- Not

Position ture Seience merce tion in omics Stated
Wmmmﬁm

EXiCUTIVE,
MANAGER, AND
SUPERVISOR " 2 % -y 1 £ 3 5.8

BOOEKEEPER
Bookkeeper,
Accountant,
and Auditor 22 B BF SR T 2 9
Bookkeeper ;
and Cashier 4 1 2 1
Bookkeeper
and Steno- ;
grapher 5 - 1 _ 4
Bockkeeper i ¥
and Others 45 e AL O 2 1 & 31 16
. :

SECRETARY AND

STENOGRAPHER
Secretary 31
Stenographer 42

o
Lo
L]

GENLRAL CLERK
Cashier 11
File Clerk 9
Machine
Operator 14 2
Office Boy 2
P. Be Xo
Operator 2
Reporter 9
Special Clerk 9

Teller 9

8
3

Ll
Lo 28 o
[
-t
[
Lo

Typist
Others T

O B
€1 &3 e e
TR

o
5 :
IR S S U
(=]
=]

3

TOTAL OF ALL
WORKERS WHO 26 -
ATTENDED 346 2 5644 32657 316 1 2 2 8 16 128
Per Cent 0e6 10,1120 9.2165 0,946 03 05 046 23 446 370
T NOIE: This table should be read as follows: Of Uhe bl executives,
managers, and supervisors who attended cocllege 1 had e degree in
agriculture; of the 7 mejoring in arts and science 7 had degrees.




TABLE IX

NUMBER OF BOOEKKEEPERS ATTENDING EVENING PUBLIC SCHOQOL AND
UACHINE SCHOOL

Attended Evening Attended
Position Total Publiec School __Mechine School
e F. ma T_Ot&l Me Fe Esﬁ"#i IEE :

Bookkeeper,
Accountant,
and Auditor 57 3 2 0 5 1 Qo 6] 1
Bookkeeper
and Cashier 9 0 2 0 0 0 0 et L0
Bookkeeper
s
Stencgrapher 12 0 0 0 0 0 1 0 1
Bookkeeper
and QOthers 90 0 2 0 2 0 1 0 1

TOTAL 168 3 4 0 7 1 2 1 0 3

Per Cent 100 640 345 _ 4.2 2.0 17 1.8

HOTE: This table is to be read as follows: Of the §7 book=-
keepers, accountants, and auditors 3 men and 2 women attended
evening public school; one man attended machine school. Of
all the men in the group 3 or 6.0 per cent had attended even-
ing publie schools

TABLE X

HUMBER OF SECRETARIES AlID STENOGRAFHERS ATTENDING EVENING FUBLIC |
SCHOOL AND HMACHINE SCIIOCL

— —
Attended Evening Attended

Fosition Total Public School Wachine School
Lle ?_. m. Total H. ?—o mo TM
Secretary i) "0 2 E¢) 3 0 0 K] 0
Stenographer 86 0 8 0 8 0 1 o 1
TUTAL 135 o 30 0 10 0 3 o 1
Per Cent 100 840 Ted 0.8 0.8

KOTE: This table is to be read as follows: Of the 49 secre-
taries 1 woman had attended evening public school and no men
had attended. Of all the women in the group 10, or 8.0 per
cent had attended evening public school.



TABLE IX

NUMBER OF GENERAL CLERKS ATTENDING EVENING PUBLIC SCHOOL AND MACHINE

SCHOCL
i Attended Bvening Attended
Position Total Public School Machine School
¥. N.5, Total Me Fe Ne Se Total

Cashier 0 6 S 0 0
File
Clerk 14 1 3 0 4 0 1 0 1
Mechine
Operator » @ 7 0 7 . 0o 19
Office
Boy p 0 0 0 0 0 0 0 0
Pe Bs X
Operator b 0 0 0 0 0 2 0 2
Reporter 24 0 0 0 0 0 1 0 1
Special
Clerk 15 0 4 0 2 0 0 1 1
Teller 12 2 0 0 2 0 0 0 0
Typist RS R 0 1 0 © 0 0
Hiscel-
laneous 172 8 1N 1 20 0 5 1 6

TOTAL 33 12 29 1 42 i 2 30

Per Cent 100 646 546 4.5 12.5 0.5 5.2 9.0 8.9

HOTE:
evening publioc schools

This table should be read as follows: Of all the men in
the general clerical group 12, or 6.6 per cent had attended

Only 1 man and 5 women holding positions

as cashiers had attended.
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