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A SURVEY OF SELECTED BUSINESS OCCUPATIONS IN CRESTON, IOWA 

CHAPTER I 

INTRODUCTION 

1 

This study seeks to determine what business occupational oppor­

tunities exist for high school graduates in Creston, Iowa, and to de­

termine what curriculum changes or modifications should be made .in the 

business education department in order to better meet the requirements of 

both the high school graduate and the business firms of Creston, Iowa. 

Creston is located 75 miles southwest of Des Moines in Union County 

in the midst of a vast agricultural area. The population of Creston is 

approximately 10,000. It is a railroad center for the Burlington Rail­

road. The main business activity is that of shipping and processing 

agricultural products. 

Purpose of the study. The general purpose of this study is to deter­

mine what business occupational opportunities exist for high school graduates 

and what curriculum changes or modifications in the business education 

department need b~ made in order t o better meet the need of the high school 

graduate and the business firms o,f Creston. 

Specifically, this study seeks answers to the follo~ing questions: 

1. What is the approximate number of (l) part-time and (2) full­

time employees in office and store occupations in Creston? 

2. What are t he educational requirements for office and store 

positions in Creston? 

J. Is experience required for initial employment in these positions? 

4. Do the employers prefer male or female employees? 

S. Is there a minimum age requirement for these positions? 
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6. What is the turnover in these positions? 

7. - What business machines are used by employees in these positions? 

8. \'(hat percentage of present employees are graduates of Creston 

High School? 

9. What modifications should be ma.de in the curriculum of the 

business education department of Creston High School in the light of 

the fiIKl:ings of this study? 

Need for the study. No occupational survey has even been made in 
~ ~- ---- ~~--

Creston. It is believed that the needs of business are of importance in 

planning a revised curriculum and that there is justification for a 

study to determine the nature and extent of these needs. 

McKee Fisk statess 

Teachers of business subjects should become acquainted 
with the business community they serve, and should not rely 
solely upon an advisory connnittee of business men to funiish 
them with.necessary instructional materials and practices. 

The business community of the school contains a wealth 
of teaching materials available to the personnel of the business 
education department of the high school. Some of the material 
can be obtained by a survey of the business community. Such a 
survey should seek (1) to find, within certain classifications, 
what business occupations are represented in the town, as a 
basis for cooperation and planning between school and business, 
(2) to obtain reliable information as to the oapacity1of business 
for absorbing personnel in specified occupations,·-·· 

R. G. Walters, director of public relaMons at Grove City College, 

states that: 

••• in justice to local business firms that help maintain local 
school by paying taxes, and who perhaps cooperate with the 
schools by offering part-time employment facilities for students, 
local business needs s~ould be given first consideration in 
planning a curriculum. 

1 McKee Fisk, National Business Education outlook, Ninth Year­
book, National Business Teachers-Association, 1943, p. 61. 

2 . 
R. G. Walters, The Community Survey Monograph, Number 58, 

Southwestern Publishing Company, Cincinnati, p. 6. 
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B. Frank Kyker states: 

If graduates of vocational business programs are to 
secure employment, the kinds of vocational business train­
ing offered in any school should be determined by the kinds 
of business occupations in the school service areas that are 
open to graduates ~f the age and educational levels of those 
being trained. • • 

In the pl.anning of a practical business education curriculum it 

is necessary to determine what types of positions are available to high 

school graduates. Up-to-date employment data are needed to help the 

hig.11 school student determine what possible jobs will be available to 

him upon graduation. 

scope and Delimitation. This study includes all the retail 

stores, wholesale firms, and of fices that employ one or more individuals 

outside of t he i mmediate family and that are located within the corporate 

limits of Creston, Iowa. Taverns, restaurants, and filling stations were 

purposely left out of this study. 

No attempt was made to determine the salaries of t he employees. 

The writer felt that t he ini'ormation obtained would be of little value 

and t hat t his question might antagonize t he employer and make him re­

luctant to co-operate in this study •. 

Source of Data. The primary source of data used in this study was 

interview schedules completed during personal interviews with the business 

men of Creston, Iowa. 

Definition of Terms. The terms used in t his study are to be undeI'­

s tood as follows: 

3 B. Frank Kyker, "Factors that Contribute to the Achievement 
of standards in Vocational Business Training", The National Business 
Educational Quarterly, XII (March, 1946), p. 6.-



A stenographer is one who takes dictation from business executives 

and transcribes it and who does other routine office duties, 

A secretary is one who may take dictation from some executive and 

who performs other duties which are semi-executive or administrative in 

nature. 

A bookkeeper is one who records entries in books of entry but does 

not make final reports. 

An accountant is one skilled in keeping, examining, and adjusting 

financial records and in making reports from t hese records. 

Employee 's position is one in which he performs the majority of 

his duties and to which he devotes most of his working time. 

A full-~ employee is one who is employed thirty or more hours 

per week for pay. 

A part-~ employee is one who is employed less than thirty hours 

per week for pay. 

~~employee is a person who was hired during the last twelve 

months in a position selected for the survey. 

4 

An employer is an individual or business or6anization which employs 

personnel in the specified store and office positions selected for this 

study. 

Turnover is 11the number of persons · ired within a given period to 

replace those leaving or dropped; also, the ratio of this number to that 

of the average force maintained.n4 

4 weg,ster, s International Dictionary, Second Edition, Abridged. 



The percentage of labor turnover is calculated by dividing the 

actual number of replacements durin g t he last twelve months, represented 

by t he number of separations or accessions, whichever is smaller, by the 

average employment fi 6'1lre for the year.5 

An accession is "the hiring of a new employee or t he rehiring of an 

old employee. 1•6 

A separation is na termination of employment of any of the three 

followin g kinds: Quits, layoffs, and discharges. "7 

5 

Procedure. A study was made of other interview schedules used in 

similar surveys conducted in communities in Oklahoma. A tenative inter­

view schedule was prepared and presented for criticism in the 1949 summer 

business education seminar in Oklahoma Agricultural and Mechanical College. 

After several revisions, t he questionnaire was approved and permission was 

granted by the Chairman of the Thesis Committee to begin the survey. A 

copy of the interview schedule used in the survey is included in the 

Appendix. 

A map was drawn of the business district of Creston, Iowa. This map 

was then checked against t he classi fied section of the Creston Telephone 

Directory to determine that no business firms were omitted from the study. 

Just before i:.he survey was to be gin, the investigator made a talk be­

fore the Rotary Club and also was interviewed by the local radio station. 

During these talks the purposes and objectives of the survey were discussed. 

The local newspaper and the school newspaper also carried stories publiciz­

ing the survey. 

5 Dale Yoder, Personnel and Labor Relations, pp. 214-17. 
6 Ibid., p. 21.5. 

7 Ibid. 



The interviewing was started on February 2, 1950. The data were 

collected by t he investigator t hrough personal interviews during the 

period from February 2 to May 15, 1950. 

6 

Present Curriculum. The curriculwJ1 of Creston Hi gh School is being 

revised at the present time and it is hoped that this study will aid in 

the revis i ng of the curriculum of the Business Education Department 

At the present time the business education program includes: 

Bookkeeping (1 year) 
Typing (:.t year) 
Shorthand I (1 year) 
Shorthand II (1 year) 
Office Practice (1 year) 
Business Law (1 semester) 
Salesmanship (1 semester) 
Part-Time Cooperative Distributive 

Education (1 year) 
Part-Time Cooperative Office 

Training (1 year) 



CHAPTER II 

GENERAL RESULTS OF THE STUDY 

Firms Surveyed. A total of 225 firms were surveyed. Eighty-five 

of these firms had no employees outside of the immediate family and were 

not included in this survey. One hundred forty firms hired employees out­

side of the immediate family and these err~loyees were included in this 

survey. 

Size of Firms. Most of the business firms of Creston are small. 

Table I shows that 74.6 per cent of the 140 business firms included in 

the study had not more than 5 employees. Firms with not more than 5 

employees employed 240, or 37.2 per cent of the total. Thirty-nine, or 

28.6 per cent, of these business firms had only one employee; 28, or 20 

per cent, had 2 employees; 12, or 8.6 per cent, had 3 employees; 16, or 

11 per cent, had 4 employees; and 9, or 6.4 per cent, had 5 employees. 

Firms with more than 5 employees employed a total of 402 employees, or 

62.8 per cent of the total. The largest firm in Creston had 25 employees. 

In Table II, a detailed classification of the 140 firms according to 

number of full-time and part-time employees is presented. 

Classification of Employees ~ ~ Firms. ·rhe data collected were 

tabulated to determine the number of employees employed by various types 

of firms. The firms were placed into 48 classifications. Grocery stores 

employed t he largest number of full-time employees, a total of 70. Depart­

ment stores, with 50, and clothing stores, with 46, were second and third 

in number of full-time employees. 

Grocery stores and clothing stores each employed 19 part-time employees, 

which was the largest munber . employed by one type of business . ~iln.ety 

stores were next in number of part-time employees hired, with a total of 
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TABLE I 

FIRMS CLASSIFIED ACCORDING TO NUMBER OF FULL-TIME EMPLOYEES 

Firms with Number Number of Percentage Percentage 
of Employees Firms of Total Total of Total 

Specified Represented Firms Employees Employees 

Firms with one employee 39 28.6 39 6.o 
Firms with two employees 28 20.0 56 8.7 
Firms with three employees 12 8.6 36 5.6 
Firms with four employees 16 11.0 64 9.9 
Firms with five employees 9 6.4 45 1.0 
Firms with six employees 6 4.3 36 S.6 
Firms with seven employees 4 2.8 28 4.4 
Firms with eight employees 7 5.0 56 8.7 
Firms with nine employees 2 1.4 18 2.9 
Firms with ten employees 1 . t · 10 1.6 
Firms with eleven employees 3 2.1 33 5.2 
Firms with twelve employees 2 1.4 24 3.7 
Firms with thirteen employees 3 2.1 39 6.2 
Firms with fourteen employees 1 .7 14 2.3 
Firms with fifteen employees 1 .7 15 2.3 
Firms with seventeen employees 1 .7 17 2.6 
Finns with twenty employees 1 .7 20 3.1 
Firms with twenty-one employees 1 .7 21 3.3 
Firms with twenty-two employees 1 .7 22 3.4 
Firms with twenty-four employees 1 • 7- 24 3.7 
Firms with twenty-five employees 1 .7 25 3.9 

Total 140 100.0 642 100.0 

This table s hould be read as follows: Thirty-nine, or 28.6 per cent, of 
the firms have only one employee each. These firms employ 39, or 6.0 per 
cent, of the total number of employees. 



17 part-time employees. This information is swnmarized in detail in 

Table II. 

9 

Number of Employees by Positions. The 140 firms of Creston employ a 

total of 642 full-time and part-time employees. Table III lists these 

employees by position. It will be noted from the table that of the 642 

employees, 3 20 were in retail selling and 3 2 were in wholesale selling. 

Fifty-four and nine-tenths per cent of the total were in sales positions. 

Sixty-nine, or 10.6 per cent, were in record-keeping positions, 67, or 

10.4 per cent, in administrative positions, 66, or 10.4 per cent, in 

secretarial positions, 47, or 7.3 per cent, in clerical and 41, or 6.4 

per cent, in miscellaneous office and store occupations. 

Education Requirements for!!=!~ Employees. Table IV shows that 

high school graduation is the minimum education requirement for new men 

employees in 260, or 78.2 per cent, of the positions now held by men. 

Education Requirements for New women Employees. Table V shows that 

high school graduation is the minimum education requirement for new women 

employees in 237, or 77 per cent, of the p~sitions now held by women. 

Experience Requirements for New Employees. Table VI presents data 

pertaining to experience requirements for new employees. Of 642 positions, 

426, or, 66.3 per cent, ·did not require experience of new employees; while 

' '216, or 33~7 per cent, required experience .of new employees. Those posi-

tions which required experience for new employees were as follows: Sales 

Positions: 89, or 27.7 per cent; Record Keepers: 33, or 47.8 per cent; 

Secretarial Positions: 18, or 27.9 per cent; Administrative Positions: 

57, or 82 per· cent; Clerical Pos~tions: 8, or 17 per cent, and .Miscel­

laneous Positions: 11, or 26.8 per cent. 

Sex Preference~ The data in Table ·VII show that employers preferred 

men in 250 0£ the positions. women were preferred .in 179 of the positions 

·and no preference was indicated for 213 of the positions. 



TABLE II 

NUMBER OF EMPLOYEES EMPLOYED IN SELF.CTED STORE AND OFFICE 

POSITIONS BY VARIOUS TYPES OF FIRMS IN CRESTON, IOWA 

Number of Employees 

Type of Finn Number of Firms Full Time Part-Time 
Men women Men women 

Abstract 1 1 1 
Accounting Office 1 1 1 
Agriculture Office 2 6 
Appliance 2 2 1 2 4 
Attorney 6 1 6 2 
Auto Sales & Service 10 31 5 2 1 
Auto Supplies 5 15 3 1 
Bakery 1 3 
Banks . 3 9 11 1 
Beverage Distillers 1 10 2 
Business Services 1 2 
City Offices 2 4 
Cleaners 2 2 
Clothing stores 6 7 20 1 18 
Coal 2 3 2 1 
county Office 7 1 9 1 
Cornice works 1 1 1 
Dairy 2 7 1 1 
Department Store 3 12 28 1 9 
Doctor, Dentist & Hospital 6 2 5 
Drugs 5 12 14 3 3 
Electrical Service 1 3 
Farm Implement 5 12 l 
Farm Loan 2 1 3 1 
Feed stores 3 12 2 1 
Florist 1 1 2 2 
Furniture 3 13 3 2 
Grocery 14 39 12 16 3 
Hardware 3 23 14 
Insurance 5 2 6 3 
Jewelry 1 1 
Laundry 1 1 
Lumber Company 3 8 2 
Manufacture of Metal Parts 1 3 4 
Newspaper 1 4 3 1 
Paint and Home Decorating 3 1 2 1 2 
Printing Company 2 2 
Processing of Poultry ~ Eggs 2 8 7 
Real Estate 2 1 1 

10 

Total 

2 
2 
6 
9 
9 

39 
19 
3 

21 
12 

2 
4 
2 

46 
6 

11 
2 
9 

50 
7 

32 
3 

13 
5 

15 
5 

18 
70 
37 
11 

1 
l 

10 
7 
8 
6 
2 

15 
2 



TABLE II (CONTINUED) 

NUMBER JF EMPLOYEES EMPLOYED IN SELECTED STORE AND OFFICE 

POSITIONS BY VARIOUS TYPES OF FIRMS IN CRESTON, IOWA 

Number of Employees 

Type of Firm Number of Firms Full Time Part Time 
Men women Men women 

Sewin g Shop l l 
Shoe stores 3 4 l 3 l 
State Offices 2 2 2 
Telephone · office 1 1 3 
Theatre l 1 1 2 
Transportation 2 5 l 
Utilities Office 2 6 7 1 
variety stores 2 2 23 17 
Wholesale Grocery 4 25 9 1 1 

Total 140 292 234 42 74 

This table should be read as follows: There was 1 abstract firm which 

11 

Total 

l 
9 
4 
4 
4 
6 

14 
42 
36 

642 

hired 1 full ... time female and 1 part-time male. A total of 2 employees. 



TABLE III 

NUMBER AND SEX OF EMPLOYEES 

Full Time Part Time 
Positions 

Men women Total Men women 

Sales Positions 
Retail 130 104 234 33 53 
Wholesale 30 1 31 1 

Record Keepers 
Accountants 7 4 11 1 
Bookkeepers 13 39 52 5 

Secretarial Positions 
Stenographer l 33 34 6 
Secretary 1 20 21 3 
Typist l 1 l 

Administrative Positions 
Manager 36 1 37 
Department Manager 28 28 
Circulation Manager l l 
Asst. Circulation Manager l 1 

combined 

Total Men women 

86 163 157 
1 31 1 

1 7 5 
5 13 44 

6 1 39 
3 1 23 
1 2 

36 1 
28 
l 
1 

Total -
Number 

320 
32 

12 
57 

40 
24 
2 

37 
28 
1 
1 

Per 
Cent 

49.9 
5.0 

1.9 
8.7 

6.3 
J.8 
.J 

5.8 
4.3 
.15 
.15 

I-' 
I\) 



TABLE III (CONTINUED) 

NUMBER AND SEX OF EMPLOYEES 

Full Time Part Time Combined Total 
Positions - Per 

Men women Total Men women Total Men Women Number Cent 

Clerical Positions 
General Office 8 15 23 1 3 4 9 18 27 4.2 
Shipping Clerk 6 1 7 2 2 8 1 9 1.4 
Parts Clerk 2 2 2 2 .3 
Mailing Clerk 1 1 1 1 .15 
Posting .Machine Operator 2 2 2 2 .3 
Proof Clerk 1 1 1 1 .15 
Vault .~ Transit Clerk 1 1 1 1 .15 
stock Clerk 2 2 2 2 .3 
IBM Varitype Operator 2 2 2 2 .3 

Miscellaneous Positions 
cashier 3 6 9 2 2 3 8 11 1.8 
Teller 4 3 7 4 3 7 1.0 
Warehousemen 8 8 8 8 1.3 
Interviewer 1 1 1 1 .15 
Display 1 1 1 1 .15 
Delivery 8 8 4 4 12 12 1.9 
Abstractor 1 l 1 1 .15 

Total 292 234 526 42 74 116 334 308 642 100.0 

This table should be read as follows: In retail sales positions, 130 men and 104 women were employed full-
time, 33 men and 53 women were employed part-time. A total of 163 men and 157 women were employed in retail 
sales positions. 

I-' w 



TABLE J.V 

MINIMUM EDUCATION REQUIREMENTS FOH NEW MEN EMPLOYEES 

IN VARIOUS POSITIONS NOW B.ELD BY MEN 

High 
Total No 10th School 2 Years 4 Years 

Positions 
Positions Minimum 8th Grade Grade Graduation College college 

Per Per Per Per Per Per Per 
No. cent No. cent No. cent No. cent No. cent No. cent No. cent 

Sales positions 
Retail 163 100 37 22.7 12. 7.4 l .5 113 69.4 
Wholesale 31 100 5 16.1 24 77.4 2 6.5 

Record Keepers 
Accountants 7 100 7 100.0 
Bookkeepers 13 100 11 84.6 2 15.4 

Secretarial Positions 
Stenographer l 100 l 100.0 
Secretary l 100 1100.0 

Administrative Positions 
Manager 36 100 3 8.4 33 91.6 
Department Manager 28 100 5 17.8 23 82.2 
Circulation Manager l 100 1100.0 
Asst. Cir. Manager 1 100 1100.0 

Clerical Positions 
General Office 9 100 9 100.0 
Shipping Clerk 8 100 l 12.5 7 87.5 
parts Clerk 2 100 2 100.0 
Mailing Clerk l 100 1100.0 
vault and Transit 1 100 1100.0 
stock Clerk 2 100 2 100.0 

~ 



Positions 

Miscellaneous Positions 
cashier 
Teller 
warehousemen 
Interviewer 
Display 
Delivery 

Total 

Percentage 
of Total 

TABLB I.V (CONTINUED) 

MI NIMUM EDUCATION REQUIREMENTS FOR NEW MEN EMPLOYEES 

IN VARIOUS POSITIONS NOW HELD BY MEN 

Total 
Positions 

No 
Minimum 8th Grade 

10th 
Grade 

High 
School 

Gr aduation 
2 Years 
College 

4 Years 
College 

Per Per Per Per Per Per Per 
No. cent No. cent No. cent No. cent No. cent No. cent No. cent 

3 100 
4 100 
8 100 
1 100 
1 100 

12 100 

334 

100 

3 25.0 

S6 12 

16.4 3.6 

3 100.0 
4 100.0 
8 100.0 
l 100 •. 0 
1100.0 
9 75.0 

1 260 

.3 78.2 

3 2 

.9 .6 

This table should be read as follows: Of 163 retail sales positions, there was no mini mum education require­
ment for 37, or 22.7 per cent; 8th grade was minimum age requirement for 12, or 7.4 per cent; 10th grade 
for 1, or .5 per cent; high school graduation was the minimum a ge requirement for 113, or 69.4 per cent. 

~ 



TABLE V 

MINI MUM EDUCATION REQUIREMENTS FOR NEW WOMEN EMPLOYEES 

IN VARIOUS POSITIONS NOW HELD BY WO.MEN 

High 
Total No 10th School 2 Years 

Positions Positions Minimum Grade Graduation College 
Per Per Per Per Per 

No. cent No. cent No. cent No. cent No. cent 

Sales Positions 
Retail 157 100 58 36.9 1 .6 98 62.5 
Wholesale 1 100 l 100.0 

Record Keepers 
Accountants 5 100 5 100.0 
Bookkeepers 44 100 5 11.3 38 86.4 1 2.3 

Secretarial Positions 
Stenographer 39 100 3 7.7 36 92.3 
Secretary 23 100 23 100.0 
Typist 2 100 2 100.0 

Administrative Positions 
Manager 1 100 1 100.0 

Clerical Positions 
General Office 18 100 2 11.1 16 88.9 
Shipping Clerk 1 100 1 100.0 
Posting Machine Operator 2 100 2 100.0 
Proof Clerk 1 100 1 100.0 
IBM varitype Operator 2 100 2 100.0 

~ 



Positions 

Miscellaneous Positions 
cashier 
Teller 
Abstractor 

Total 

Percentage 
of Total 

TABLE V (CONTINUED) 

MI NIMUM EDUCATION REQUIREMENTS FOR NEW WOMEN EMPLOYEES 

IN VARIOUS POSITIONS NOW HELD BY WOMEN 

Total No 10th 
High 

School 
Positions Minimum Grade Graduation 

Per Per Per Per 
No. cent No. cent No. cent No. cent 

8 100 8 100.0 
3 100 3 100.0 
1 100 1 100.0 

308 69 1 237 

100 22.4 .3 77.0 

2 years 
College 

Per 
No. cent 

1 

.3 

This table should be read as follows, Of 157 retail sales positions, there was no minimum education 
requirement for 58, or 36.9 per cent; 10th grade was minimum age requirement for 1, or .6 per cent; 
high school graduation was the minimum age requirement for 98, or 62.5 per cent • . 

/ 
____ } -·- ------ ---'---

I-' 
-..J 
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TABLE VI 

EXPERIENCE REQUIREMENTS FOR NE\V EMPLOYEES 

Total Experience Experience 
Positions Positions Required Not Required 

No. Per Cent No. Per Cent No. Per Cent 

Sales Positions 
Retail 320 100 70 21.8 250 78.2 
Wholesale 32 100 19 S9.3 13 40.7 

Record Keepers 
Accountants 12 100 7 58.3 5 w.. 7 
Bookkeepers 57 100 26 45.7 31 S4.3 

Secretarial Positions 
Stenographer 40 100 10 25.0 30 75.0 
Secretary 24 100 7 29.l 17 70.9 
Typist 2 100 1 ,o.o l so.o 

Administrative Positions 
Manager 37 100 30 81.l 7 18.9 
Department Manager 28 100 26 92.9 2 7 .1 
Circulation Mana~r 1 100 1 100.0 
Asst. Circulation Manager 1 100 1 100.0 

Clerical Positions 
General Office 27 100 6 22.2 21 77.8 
Shipping Clerk 9 100 9 100.0 
Parts Clerk 2 100 2 100.0 
Mailing Clerk 1 100 l 100.0 
Posting Machine Operator 2 100 2 100.0 
Proof Clerk l 100 1 100.0 
Vault and Transit Clerk 1 100 1 100.0 
Stock Clerk 2 100 2 100.0 
IBM varitype Operator 2 100 2 100.0 

Miscellaneous Positi ons 
Cashier 11: 100 3 27.2 8 72.8 
Teller 7 100 1 14.3 6 8S.7 
warehousemen 8 100 8 100.0 
Interviewer l 100 l 100.0 
Display 1 100 1 100.0 
Delivery 12 100 4 33.3 8 66.7 
Abstractor 1 100 l 100.0 

Total 642 100 216 33.7 426 66.3 

This table should be read as follows: There. were 320 retail sales positions 
and experience was required for 70, or 21.8 per cent of the retail sales 
positions and experience was not required for 2SO, or 79.2 per cent, of the 
retail sales positions. 



TABLE VII 

SEX PREFERENCE EXPRESSED BY EMPLOYERS 

FOR 642 STORE AND OFFICE POSITIONS 

Positions Total M:in women 

Sales Positions 
Retail 320 9S 80 
Wholesale 32 32 

Record Keepers 
Accountants 12 10 2 
Bookkeepers S7 10 31 

Secretarial Positions 
stenographer 40 29 
Secretary 24 17 
Typist 2 2 

Administrative Positions 
Manager 37 34 l 
Department Manager 28 28 
Circulation Manager 1 1 
Asst. Circulation Manager 1 1 

Clerical Positions 
General Office 27 2 12 
Shipping Cleric 9 7 1 
Parts Clerk 2 2 
Mailing Clerk 1 1 
Posting Machine Operator 2 
Proof Clerk l 
vault and Transit Clerk 1 
Stock Clerk 2 2 
IBM Vari type Operator 2 

Miscellaneous 
Cashier 11 2 4 
Teller 7 1 
warehousemen 8 8 
Interviewer 1 1 
Display 1 1 
Delivery 12 12 
Abstractor 1 

Total 642 2SO 179 

19 

No Pref'erence 

14S 

16 

ll 
7 

2 

13 
1 

2 
l 
1 

2 

s 
6 

l 

213 

This table should be read as follows: In 320 retail sales positions, men were 
preferred for 9S positions; women, for 80 positions; and no preference was 
mentioned for 145 positions. 
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Minimum Age Requirements for Men Employees . Table VIII shows the 

minimum age requirements for men employees. Of 334 positions., 230, or 

69 per cent, had minimum age requirements of not more than 18 years. 

Fifty-seven, or 17 per cent had minimum age requirements of 20 and 21 

years, and 47, or 14 per cent, had minimlllll age requirements of 22 to 30 

years. 

Minimum Age Requirements for~ Women Employees. Table IX shows 

the minimum a ge requirements for women employees for the positions in 

this study. For the 308 positions in which women were employed, employers 

gave the minimum employment a ge of 18 or Wlder for 274, or 88.9 per cent. 

Employers gave minimum age requirements from 19 to 25 years for 34, or 

11.1 per cent, of the posit.ions. 

Gain In Employment and Estimated Job Turnover. Table X gives data 

concerning gain or loss for full-time and part-time employees in all posi­

tions during the past year. 

In this study, job turnover was computed by the net labor turnover 

rate. The net labor turnover rate is defined as ttthe number of replace­

ments ••• in the average working force."l 

The formula used to obtain the average labor force is: (1) Present 

number of employees plus separations minus accessions equals number of 

employees at the beginning of the 12-month period. (2) Present number 

of employees plus nwnber at beginning of 12-month period, divided by 2 

equals average labor force. 

Gain In Employment and Estimated Job Turnover of Full-Tiroo Employees •. 

During the past year, 78 men were added to the business firms and 43 were 

dropped, a gain of JS. One hundred and two women were added and 66 dropped, 

1 . Dale Yoder, Personnel and tabor Relations, p •. 214 



TABLE VIII 

.MINIMUM AGE REQUIREMENTS FOR MEN EMPLOYEES 

Positions No Age 
Minimum 16 17 18 20 21 22 

Sales Positions 
Retail 60 43 5 25 24 5 
Wholesale 9 10 5 7 

Record Keepers 
Accountants 1 
Bookkeepers 7 1 3 2 

secretarial Positions 
Stenographer 1 
Secretary 1 

Administrative Positions 
Manager 9 5 
Department Manager 5 13 
Circulation Manager 
Asst. Circulation Manager 1 

Clerical Positions 
Genera! Office 4 l 2 2 
Shipping Clerk 7 1 
Parts Clerk 2 
Mailing Clerk 1 
vault and Transit 1 
Stock Clerk 1 1 

25 28 30 

1 

6 

13 9 
10 

1 

Total 

163 
31 

7 
13 

l 
1 

36 
28 
1 
1 

9 
8 
2 
1 
1 
2 

I'\) ..., 



TABLE VIII (CONTINUED) 

MINIMUM AGE REQUIREMENTS FOR MEN EMPLOYEES 

Positions NO Age 
Minimum 16 17 18 20 21 22 25 28 30 Total 

Miscellaneous Positi ons 
cashier l 2 3 
Teller 4 4 
warehousemen 8 8 
Interviewer l 1 
Display 1 1 
Delivery 3 4 5 12 

Total 104 56 5 65 3 54 5 .32 10 .334 

This table should be read as follows: For new men employees, there was no minimum education requirement 
for 60; 16 years was t he minimum for 43; 17 years for 5; 18 years for 25; 21 years for 24; 22 years for 
5; and 2S years for 1. 

N 
t\) 



Positions 

Sales Positions 
Retail 
Wholesale 

Reoord Keepers 
Accountants 
Bookkeepers 

Secretarial Positions 
Stenographer 
Secretary 
Typist 

Administrative Positions 
Manager 

Clerical Positions 
General Office 
Shipping Clerk 
Posting .Ma.chine Operator 
Proof Clerk 
IBM Vari type Operator 

TABLE IX 

MINIMUM AGE REQUIREMENTS FOR lfOMEN EMPLOYEES 

-
No Age 

Minimum 16 17 18 21 22 24 

45 70 5 22 6 6 
1 

1 3 
9 9 18 7 

16 5 18 
10 10 3 

2 

l 

6 1 10 1 
l 
2 

l 
2 

25 

3 

1 
l 

Total 

157 
1 

5 
44 

39 
23 
2 

l 

18 
1 
2 
1 
2 

N 
\.,J 



TABLE IX (CONTINUED) 

MINIMUM AGE REQUIREMENTS FOR WOMEN EMPLOYEES 

Positions No tr Minimum 17 18 21 22 24 25 Total 

Miscellaneous Positions 
cashier 4 3 1 8 
Teller 2 1 3 
Abstractor l 1 

Total 96 88 5 85 18 6 3 7 308 

This table should be read as follows: For new women employees there was no lTll.nimum age requirement 
for 45; 16 years for 70; 17 years for 5; 18 years for 22; 21 years for 6; 22 years for 6; and 25 
years for 3. 

~ 



TABLE X 

~IN OR LOSS IN EMPLOYMENT DURING THE LAST TWELVE MONTHS 

Number Employed Number Dropped Gain and Los8* in Emplo~ent 
Positions Full Time Part Time , Full Time Part Time Full Time Part Time Combined 

)( w M w :M w M \f }.{ w T M w T M w T 

Sales Positions 
f Retail 49 57 30 56 22 35 21 47 27 22 49 9 9 18 36 31 67 

. ~\ Wholesale 9 5 4 4 4 4 

Record Keepers 
Accountants i 2 1 1 2 l 1 1 l 1 
Bookkeepers 5 14 4 4 7 1 7 8 4 4 1 11 12 

Secretarial Positions 
Steno graph'.er 1 14 7 11 4 1 3 4 3 3 1 6 7 
Secretary 7 4 6 1 1 1 3 3 4 7 

AdminiS,trative Positions 
Manager 2 2 
Department Manager 2 2 

Clerical Positions 
General Office 2 9 1 2 2 5 1 4 4 2 2 6 6 
Shipping Clerk l 1 -1 -1 1 1 1 -1 0 
Parts Clerk 2 1 1 1 1 1 
IBM Varitype Operator 1 1 1 1 1 

~ 



TABLE X (CONTINUED) 

GllIN OR LOSS IN EMPLOYMENT DURING THE LAST TWELVE MONTHS 

Nwnber Employed Number Dropped Gain and LOSS* in Employment 
Positions Full Time Part Time Full Time part Time Full Time Part Time Combined 

}.{ w M w M w }a{ w M w T M w T M w T 

Miscellaneous Positions 
Cashier l l l l l l -1 -1 1 l 1 -1 0 
warehousemen l l 0 
Delivery 2 6 1 8 1 l -2 -2 -1 -1 

Total 78 102 40 75 43 66 31 53 35 36 77 9 22 31 44 58102 

* Loss indicated by minus sign(-) 

This table should be read as follows, During the last twelve months 49 full-time male salespersons 
were employed and 22 full-time ma.le salespersons were dropped; therefore, there was a gain of 27 full­
time male salespersons. 

~ 
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an increase of 36. The above information is given in Table XI. 

The estimated turnover for full-time employees in store and office 

positions was 20.7 per cent. The turnover was figured by dividing the 

number gained or dropped, whichever was the smaller, by the average work­

ing force. 

Gain In Employment and Estimated Job Turnover of Part-Time Employees. -- - - ----
During the past year, 40 part-tiIIY3 male employees were added and 31 part­

time male employees were dropped by the business firms. This is an in­

crease of 9. During the year, 75 part-time female employees were added 

and 53 part-time female employees were dropped. This is an increase of 22. 

There was a total of 31 part-time male and female employees added to the 

working force. 

The turnover was 83.5 per cent. These data are given in Table XII. 

The turnover was figures by dividing the number gained or dropped, which­

ever was the smaller, by the average working force. 

Business Machines Used by Store and Office Employees. Table XIII 

lists the business machines used by employees in various positions. Two­

hundred se¥enty-nine employees used adding machines, 252 used typewriters, 

and 212 used cash registers. These were the most frequently used business 

machines. Other machines used were the calculator, posting machine, mimeo­

graph, comptometer, IBM Proof Machine, addressograph, bookkeeping machine, 

spirit process ditto machine, change maker, billing machine, varitype, 

multilith, dictaphone, wire recorder, and Recordak. 

Educational Achievements~ store and Office Employees. Table XIV 

gives data shoring the number of present full-time and part-time employees 

who are high school graduates. This table also shows the number of these 

high school graduates who are graduates of Creston High School. Of the 642 
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TABLE XI 

GAIN IN EMPLOYMENT At1D ESTIMATED 

TURNOVER IN FUU..-TIME POSITIONS 

Newly Gain in Turn-
Positions Employed Separated Employ- over 

14en women Total Men women Total ment Per Cent 

Sales Positions 
Retail 49 57 106 22 35 57 49 27.2 
Wholesale 9 9 5 5 4 15.6 

Record Keepers 
Accountants 2 2 2 2 0 18.1 
Bookkeepers 5 14 19 4 7 11 8 21.1 

Secretarial Positions 
Stenographer 1 14 15 11 11 4 34.4 
Secretary 7 7 6 6 1 29.3 

Administrative Positions 
Manager . 2 2 2 2 0 5.4 
Department Manager 2 2 2 2 0 7.1 

Clerical Positions 
General Office 2 9 11 2 5 7 4 30.0 

. Shipping Clerk 1 1 -1 o.o 
Parts Clerk 2 2 1 l 1 50.0 
IBM Varitype Operator 1 1 1 o.o 

Miscellaneous Positions 
cashier 1 1 1 l 2 -1 11.l 
warehousemen 1 1 l l 0 12.5 
Delivery 2 2 1 1 1 8.3 

Tot,al 78 102 180 43 66 109 71 20.7 

This table should be read as follows: Forty-nine men and 57 women were newly 
employed during the last year and 22 men and 35 women were separated from 
their jobs in retail sales positions. There was a turnover of 27.2 per cent in 
full-time sales positions. 



TABLE XII 

GAIN IN EMPLOYMENT AND ESTIMATED 

TURNOVER IN PART-TIME POSITIONS 

Gain in 
Positions 

Newly 
Employed Separated Employ-

Men women Total Men women Total ment 

Sales Positions 
Retail 

Record Keepers 
Accountants 
Dookkeepers 

Secretarial Positions 
Stenographer 
Secretary 

Clerical Positions 
General Office 
Shipping Clerk 

Miscellaneous Positions 

30 56 

1 

1 
1 

1 
4 

7 
4 

2 

86 

2 
4 

7 
4 

3 
1 

Cashier 1 1 2 
Delivery 6 6 

Total 40 75 115 

21 47 

1 

1 

8 

4 
1 

1 

31 53 

68 

1 

4 
1 

1 

1 
8 

84 

18 

1 
4 

3 
3 

2 
1 

l 
-2 

31 

Turnover 
Per cent 

79.0 

100.0 
Bo.a 

88.8 
66.6 

25.0 
o.o 

50.0 
150.0 

83.5 

This table should be read as follows: Thirty men and 56 women were employed 
during the last year and 21 men and 47 women were separated from t heir jobs 
in retail sales positions. There was a turnover of 79 per cent in part-time 
retail sales positions. 
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Sales Positions 
Retail 119 68 155 s 
Wholesale 3 3 

Record Keepers 
Accountants 9 6 2 4 
Bookkeepers 38 42 14 15 

Secretarial Positions 
Stenographer 33 40 6 12 
Secretary 18 24 6 6 
Typist 2 2 2 

Administrative Positions 
Manager 18 14 13 1 
Department Manage r 4 6 2 2 
Circulation Manager 1 1 
Asst. Circulation Manager 1 1 
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TABLE XIII (CONTINUED) 

BUSINESS MA.CHINES USED 
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Clerical Positions 
General Office 22 22 3 4 3 7 1 1 2 3 1 
Shipping Clerk 3 
Parts Clerk 2 2 1 
Mailing Clerk 1 
Proof Clerk 1 
Vault and Transit Clerk 1 1 
IBM Vari type Operator 2 2 2 
Posting Machine Operator 1 

Miscellaneous positions 
Cashier 3 7 9 
Teller 6 1 1 6 6 3 
Interviewer 1 

Total 279 252 212 51 22 21 17 9 7 7 5 3 2 2 2 1 l 1 

This table should be read as follows: One hundred nineteen persons in retail sales positions used the 
adding machine; 68 used the typewriter; 155 used a cash register; S used the calculator; and l used a 
posting machine. 

\.,.) 
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TABLE XIV 

NUMBER OF PRESENT EMPLOYEES WHO ARE HIGH SC HOOL GRADUATES 

AND THE NUMBER OF THESE GRADUATES WHO ARE GRADUATES OF CRESTON HIGH SCHOOL 

Number of Creston Per cent of 
Total High School Per Cent of Hi gj1 School C.H.S. Graduates 

Positions Positions Graduates Graduates Graduates in Positions 

To- To- To- To- To-
Men women tal Men women tal Men women tal Men women tal Men women tal 

Sales Positions 
Retail 163 157 320 116 113 229 71.2 72.6 71.5 41 46 87 25. 2 29.2 27.2 
Wholesale 31 1 32 30 1 31 93.7 100.0 96.8 17 17 54.8 53.1 

Record Keepers 
Accountants, 7 5 12 7 4 11100.0 80.0 91.6 
Bookkeepers 13 44 57 8 41 49 61.5 93.2 85.9 4 20 24 30.1 45.4 42.1 

Secretarial Positions 
Stenographer 1 39 40 1 39 40 100.0 100.0 100.0 1 21 22 100.0 52.5 55.0 
Secretary 1 23 24 1 23 24 100.0 100.0 100.0 15 15 62.5 65.2 
Typist 2 2 2 2 100.0 100.0 2 2 100.0 100.0 

Administrative Positions 
Manager .36 1 37 31 1 32 86.1100.0 88.8 6 6 16.6 16.1 
Department Manager 28 28 23 23 82.1 82.1 9 9 32.1 32.1 
Circulation Manager 1 1 1 1100.0 100.0 
Asst. Cir. Manager 1 1 1 1100.0 100.0 

\..v 
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TABLE XIV (CONTINUED) 

NUMBER OF PRESENT EMPLOYEES WHO ARE HIGH SCHOOL GRADUATES 

AND THE NUMBER OF THESE GRADUATES WHO ARE GRADUATES OF CRESTON HIGH SCHOOL 

Number of Creston Per cent of 
Total High School Per cent of High School C.H.S. Graduates 

Positions Positions Graduates Graduates Graduates in Positions 

To- To- To- To- To-
Men women tal Men women tal Men women tal Men women tal Men women tal 

Clerical Positions 
General Office 9 18 27 9 17 26 100.0 94.4 96.3 6 12 18 66.7 66. 7 66.7 
Shipping Clerk 8 1 9 8 8 100.0 88.8 8 8 100.0 88.8 
Parts Clerk 2 2 2 2 100.0 100.0 1 1 50.0 50.0 
Mailing Clerk 1 1 1 1100.0 100.0 
Postin g Mach. Op. 2 2 2 2 100.0 100.0 2 2 100.0 100.0 
proof Clerk 1 l 1 l 100.0 100.0 1 1 100.0 100.0 
vault and Transit 1 l 1 l 100.0 100.0 1 1100.0 100.0 
stock Clerk 2 2 2 2 100.0 100.0 
IBM varitype Op. 2 2 2 2 100.0 100.0 2 2 100.0 100.0 

Miscellaneous Positions 
Cashier 3 8 11 3 6 9 100.0 75.0 81.7 l 3 4 33.3 27.2 36.2 
Teller 4 3 7 4 3 7 100.0 100.0 100,0 2 1 3 so.o 33.3 42.8 
warehousemen 8 8 8 8 100.0 100.0 s s 62.s 62. 5 
Interviewer 1 l 1 l 100.0 100.0 
Delivery 12 12 6 6 50.0 50.0 4 4 33.3 33.3 
Display l l l 1100.0 100.0 
Abstractor 1 l 1 l 100.0 100.0 1 1 100.0 100.0 

Total 334 308 642 265 256 521 79.3 83.4 81.1106 126 232 31.7 40.9 36.1 

This table should be read as follows: Of 163 men and 157 women, 116 men and 113 women were high school 
graduates. Seventy-one and two-tenths per cent of the men and 72.6 per cent of the women were high school 
graduates. Forty-one men and 46 women were graduates of Creston Hi gh School. Twenty-five and two-tenths 
per cent of the men and 29.2 per cent of the women were Creston High School graduates. \,,-) 

\,,-) 



employees included in this study, 265 men, or 79.3 per cent of the 

total men, and 2S6 women, or 83.4 per cent of the total women, were 

high school graduates. One hundred six men and 126 women, a total of 

34 

232, of the high school graduates were graduated from Creston High School. 

Table XV shows other educational achievements of store and office 

employees of Creston. Sixteen had completed one year of college, 15 had 

completed two years, 2 had completed 3 years, and 12 were college graduates. 

Twenty-four employees had attended business college. Two employees had 

attended a cosmetic school and one had spent 15 weeks in night school. 



35 

TABLE XV 

OTHER EDUCATIONAL ACHIEVEMENTS OF STORE AND OFFICE EMPLOYEES 

Business 
Positions College College other 

1 2 3 4 2 

Sales positions 
Retail 10 5 1 4 2 2 attended 
Wholesale 1 2 2 cosmetic 

school 
Record Keepers 

Accountants 1 1 4 
Bookkeepers 1 1 1 4 1 attended 15 

Secretarial Positions 
weeks night 
school 

Stenographer 4 3 
Secretary 2 1 6 
Typist 1 

Administrative Posi tions 
Manager 1 2 1 
Department Manager 1 1 2 

Clerical Positions 
General Office 1 2 1 

Total 16 1S 2 12 24 

This table should be read as follows: Ten persons in retail sales posi tions 
had attended. college for 1 year; S had attended for 2 years; 1 for 3 years; 
and 4 had at tended college for 4 years. Two had at tended business college 
and 2 had attended cosmetic school. 



CHAPTER III 

SALES POSITICNS 

36 

Number and Sex of sales Personnel. Table IVI shows a total of 352 

persons employed in sales positions in Creston. This is 54.8 per cent 

or the total persons employed in store and office positions. Three hund­

red twety persons were employed in retail sales positions. One hm1dred 

thirty men, comprising 40.6 per cent ot all persons employed in retail 

sales positions, am 104 women, comprising 32.5 per cent, were in tull­

time sales positions. Thirty-three men, comprising 10. 3 per Qent. of all 

persons empl.o;red in retail sales positions, and 53 women, comprising 16.6 

per cent, were in part-time sales positions. 

Thirty-two persons were in wholesale sales positions. Thirty .men, 

or 93_ .. -B per cent, and 1 woman, or J.l per cent, were in full-time whole­

sale sales positions and 1 man, or J.l per ~nt, was in part-time whole­

sale sales positions. 

F.ducatipnal RequLt"~eri~--l ~r !!! !!!! !mp1ozees. ·Table IV:II ·shows 
~ . " ( .. ,. ' < 

the .·no.nimum education requirements tor nn men employees in the retail 

and wholesale sales positions. now held by man.. For men, in 163 retail 

positions, there was no nd.nimlJJl ,education requirement tor 37, or 22.7. 

Completion ot the eighth gr~d~was ~he minimum requirement for 12, or 

7.4 per cent; 10th grade was minimum requirelll8nt for 1, ~r • .5 p~r cent; 

and high school graduation was the minimum requiremant for ll3, or 69.4 

per cent, of these positions. For men, in 31 wholesale sales positions, 

there was no minimum education requirement for t he positions held by 5, 

or 16.1 per cent; high school graduation was requirement for 24, or 77 .4 

per cent; and college graduation was the minimum requirement for 2, or 

6. 5 per cent. 



TABLE XVI 

NUMBER AND SEX OF EMPLOYEES INS~ POSITIONS 

Full..lfima Part-Tima Combined 

Sales Positions 
Total )(en woman )(en women Min IJ<>men 

Per Per Per Per Per 
No. cent No. Cent No. Cent No. cent No. cent No. Cent No_. cent 

Retail .3.20 100 -130 40.6 104 32.; 33 10.3 53 16.6 16.3 50.9 157 49.1 
Wholesale 32 100 ,30 93.8 l 3.1 l 3.1 Jl· 96.7 l 3.3 

Total 352 160 10, 34 53 194 158 

Percentage of 
Total 100 4;.; 29.8 9.7 15 ;;.2 44.a 

f .. 
This table e•ould be read as .followsa Of 320 persona in sales positions, 130 man and 104 wo~n were in 
full-ti.a. sales positions; 33 men and 53 women were in part-time sales positions. 

\.,.) ...... 



Salee Positions 

Retail 
Wholesale 

Total 

Percentage or 
Total 

Total 
Positions 

Per 
No. Cent 

163 100 
31 100 

194 

100 

TABLE XVII 

MINIMUM EDUCATION REQUIREMENTS FOR NEW MEN EMPLOYEES 

IN 194 SALES POSITIONS NOW HELD BY MEN 

Higp 
No 8th 10th School College 

Minimum Grade Grade Graduation Graduation 
Per Per Per Per Per 

No. Cent No. Cent No. Cent No. Cent Ho. cent 

37 22.7 12 7.4 l s 113 69.4 
; 16.1_ 24 77.4 2 6.5 

42 12 l 137 2 

21,7 6.2 .$ 10.6 1.0 

This table should be read as follows, ror nn employees in 163 retail sales positions now held by men, 
the :minimum education requirements ares Ho minimum-for 37, or 22.7 per cent; 8th &rad• for 121 or 7.4 
per cent; 10th grade for l, or., per cent; and high school graduation for ll3, or 69,4 per cent. 

\.J 
co 
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Edueationaµ Requirements £2! !!!! women Employees. The minimum 

education requirements tor women replacements in retail sales positions 

now held by 1,7 womim are · g1.V'8n in Table XVIII. There was no minimum 

education requirement tor new women eDployees speci!ied for ,a, or 36.9 

per cent., ot the retail sales positions held by women. Tenth grade was 

the minimum requirement for 1., or .6 per cent., and high school gradua­

tion was the minimum requirement for 98., or 62.5 per cent .• 

There was no minimum education requirement specified for ,the whole­

sale sales position held by a woman. 

Although employers stated there were no minimum educational require­

ments for 101., or 28.7 per cent, of the 3$2 sales positions, it should 

be noted that enployers stated that other factors such as personality and 

experience would be more i111p9r.t.nt to them than educational requirements. 

This attitude should not be interpreted to mean that high sehool gradua­

tion is of little or no importance to persons in sales positions. High 

schools can offer training that would be of value to anyone desiring to 

enter the retail selling field. 

Experience RequireDl8nt.s !!!!_ ,!:! Employees.. Table XIX shows that 

experience is required for replacements .in 70, or 21.8 per cent., of the 

retail sales positions and is not required for '250, or 78.2 per cent. In 

wholesale sales positions, 1.9, or .59.3 per cent, of replacements nre 

required to have experience, and 13, or 40.7 per cent, were not required 

to have experience. 

These findings indicate that initial employment for high school 

graduates in most retail sales positions is not limited by experience 

requirelients., but that experience is necessary for a large percentage of 

the wholesale positions. 



Sales Positions 

Retail 
Wholesale 

Total 

Perbentage of 
Total 

TABLE XVIll 

MINI.MUM EDUCATION REQUIREMENTS FOR NEW WOMEN EMPLOYEES 

IN 158 SALES POSITIONS NOW HELD BY WOMEB 

Total uo 8th 10th High Sohool 
Positions Kinimum Grade Grade Graduation 

Por Per Per Per Par 
No. Cant No. Cant No. cent No. Cent NO •. Cent 

15'7 100 58 36.9 1 .6 98 62.5' 
l 100 1 100.0 

158 59 1 98 

lQO 37.3 .6 62.1 

This table should be read as followss For nEnr women employees in 1$7 retail sales positions now 
held by women, the minimum education requirements are, No minimWll tor 58, or ,36 .. 9 per cent; 10th 
gr~e for l, or .6 per cent; and high school graduation for 98, or 62.5' per cent. 

;. 

~ 
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Sal.es Positions 

Bttail 
Wholesale 

Total. 

T,AJ3LE III 

EXPERIENCE REQUIREJENTS FOR NEW EMPLOYEES 

IN 352 SALES POSITIONS 

Total Experience · 
Positions RQquired 

No • . Per Cent No. Per Cent 

320 . 100 79 2L8 
32 100 19 59.3 

352 100 89 25.3 

EJcperience 
Not Required 

No. Per Cent 

250 78.2 
13 40.7 

263 74.7 

This table should be read as follows: Seventy, or 21.8 per cent, of the retail 
sales positions require experience for~ employees; 250., or 78.2 per cent, 
ot the retail sales positions do not require experience. 



sex preference .. )(en were preferred in 95, or 29.6 per cent, o.r 

the retail sales positions; women were preferred in 80, or 25 per cent; 

and no preference was indicated. for 145, or 45.4 per cent, as shown in 

Table XI. Men were preferred for all 32 of the wholesale sales positions. 

One hundred sixty-:-three man and 157 women were employed in retail s-alea 

positions. The present ratio seems to be consistent with the sex prefer­

ences stated by employers. 

These findings indicate that men and women haye almost equal opportun­

ity to obtain employment in re.tail sales positions in so tar as sex is 
concerned. 

Minimum Age Reqairement ~!!!~Employees~ Sales Positions. 

Table III gives the minimum age requirements for nn .:men employees in 

the 163 sales positions now held by men. The minimum age requirements . •;. 

are: ~, no mininnm for 60, or ,36.8 per cent; 16 years for 43, or 26.4 per 

cent; 17 years for 5, or 3 per cent; 18 years for ,25, ·or ~~.4 per cent; 

21 years for 24, or 1.4.8 per cent, 22 years for 5, or 3 per- ~t.; and 25 

years for 1, or .6 per cent. 

Table xn also shows- ;t.he minimum age requirements. for new men employees 

in the 31 wholesale sales positions now held by men. For 9, or 29 per 

cent,. empl.oyers specified no minimum age requirement.. There was a .mini-

mum age req,.drement of 16 ·years·· for 10, or J2.J per cent; 18 years for 5, 

or 16.1 per cent; and 21 years tor 1, or 22.6 per cent. 

The minimum age requirement tor new man employees in sales positions 

now held by men is 18 years or less in lJl or 81.6 per cent of the 163 

sales positions. These findings indicate that opportunities for male 

high school graduates are not, for the most part, limited be-cause of age. 

Kinimum Age Requirement For New ll'Omen Employees in Sal.es Positions. --- - .. -- - -- - --- -----
Table XIII shows that for new women employees tor sales positions held by 
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TABLE II 

PREFERENCE OF EMPLOYERS FOR SALESPEOPLE BY SEX 

Total 11m 'f(>men No 
Sales Positions Positions Preferred Pref'arred Preference 

No. Per Cent No. Per Cant No. per Cent No. Per Cent 

Retail .320 100 95 29.6 80 25.0 145 45.4 
Wholesale J2 100 J2 100.0 

Total .352 100 127 J6.l 80 22.7 145 41.2 

This tabla should be read u !ollon.a ot 320 retail aales positions, mn 
nre preferred tor 95. or 29.6 per centJ women w~ preferred tor ao. or 
2S per cent; and no preference was expressed tor 145, or 45.4 per cent, or 
the-positions. 



TABLE XII 

MINIMIJU AGE REQUIREMENT FOR NEW MEN EMPLOYEES IN 194 SALES POSITIONS HELD BY MEN 

Sales Positions No Per Age Per Per Per Per Per Per 
)d.nimum cent 16 Cent 17 Oent 16 Cent 21 Cent 22 . cent 25, Cent Total 

Retail 60 36.6 43 26.4 5 .3.0 25 15.4 24 14.8 5 ~3.0 1 .6 163 
Wholesale 9 29.0 10 .32 • .3 5 16.1 1 22~6 31 

Total 69 ;3 5 )0 )1 5 1 194 

Percentage )5.6 27.3 2.6 15.5 15.9 2.6 .. s or Total 

This table should be read as followss In 60 retail sales positions now held by men, no min1mum age 
requirement was specified for new man employees. 

i= 



TABLE XIII 

MINIMUM AGE REQUIREMENT FOR NEW WOMEN EMPLOYEES IN 158 SALES POSITIONS HELD BY WOMEN 

Sales Positions No Per Age Per Per Per Per Per Per 
Kinilll'um cant 16 Cent 17 cent 18 Cent 21 cent 22 Cant 25 cent · total 

Retail 4; 28.7 70 44.6 , 3.2 22 14.Q 6 3,.8 . 6 3.8 3 1.9 1;7 
Wholesale l 100.0 1 

Total 45 70 ; 22 1 6 3 158 

Percentage 28.7 44.6 J.2 14.o 4-.4 . J.8 1.9 ot Total 

This table ahould be· read u f'ollowss For 45 retail sales positions now held by women., no minimum 
age requir8ll8nt was specif'ied tor new woman emp1oyees. 

~ 
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157 women employees, no minimum age requirement was stipulated fo.r 4,, 

or 28.6 per cent; 16 years was required tor 70, or 44.7 per cent; 17 

years tor 5, or 3.2 per cent; 18 years tor 22, or 14 per cent; 2l tor 6, 

or 3.8 per cent; 22 for 6, or 3.8 per cent; and 25 for 3, or 1.9 per cent. 

For 142, or 90 per cent, of the 157 positions, the minimum. age require­

ment for riew women employees was 18 or less. In veey few cases are employ­

ment opportunities for women high school graduates limited because or 
minimum age requirements. 

Turnover ~ ~-Time Sales Emplozees. Table XXIII shows that US 

persons were newly employed and 62 were separated from their .tun-time 

sales positions during the last 12 months. This is an increase of 5.3 

full-time sales positions. 

Table IIIII also shows that in retail sales positions there was a 

turnover of 27. 2 per cent during the last .12 months. In wholesale sales 

positions there was a turnover of 1$.6 per cent. 

Turnover for Pa~ Sala.a !5>loyees. Table I.XIV shows that 86 

persons were newly employed and 68 were separated from their part-tillia 

aaleS' positions during the ·past year. This is a gain of 18 part-time 

sales employees • . 

Data given in Table XXIV also reveals that the tumover in part-time 

retail sales positions was 79 per cent for the past year. There was no 

turnover in part-time wholesale sales positions. 

Buainess Machines Used. Table XXV shows that 68 retail aal.ea----------
persons used typewri~rs on their jobs, 15S used cash registers, 119 

used adding machines, 5 used calculators and l used a posting machine. 

Three wholesale salespersons uaed typewriters, 3 used adding 

machines, and 2 used billing machines. 
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TABLE XIII! 

TURNOVER IN FULL-TIME SALES POSITIONS 

sales Positions N•ly Gain in 
Employed Separated Employ- Turnover 

ll8n woman Total Men women Total ment Percent 

Retail 49 S7 106 22 .35 ,1 49 27.2 
Wholesale 9 9 5 ) 4 15.6 

Total 58 57 115 27 35 62 53 23.h 

This table should be read as f'ollows s :,ort.y-nine men and 57 women were 
newly employed during the last year and 22 men ·and 35 women were separated 
from their jobs in retail sales positions. There was a turnover ot 27.2 
per cent in full-time retail sales positions. 

TABLE XXIV 

TURNOVER IN PARr-TildE SALES POSITIONS· 

Sales Positions 
Newl,y Gain in 
lmployad Separated EmploT- Tumover 

.Men women Total )(en women Total ment Percent . 

Retail 30 56 86 21 47 68 18 79.0 
Wholesale 

Total 30 56 86 21 47 68 18 79.0 

This table should be read as .f'ollowss ThirtT men and 56 women were emploT­
ed during t he last Tear and 21 , men and 47 women were separated from their 
jobs in retail sales positions. There was a turnover of 79 per cent in 
part-time retail sales positions. 
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TABLE llV 

BUSINESS MA.CHINES OPERATED BI PERSONS IN SALES POSITIONS 

sales Positions Type- Cuh Adding Calcu- Posting Billing 
writer Register Kaehina lator Machine Machine 

Retail 68 155 119 5 1 
Wholesale 3 .3 2 

Total 71 155 122 l 2 

Thia table should be read as follows, Sixty-eight persons in sales positions 
used the typewriter, 155 U88d the cash register, 119 used. the adding machine, 
5 used the calculator, and l used the posting machine. 



Educational Achievement 2.£ Present Employees. or the 320 persons 

in retail sales positions, 229, or 71.5 per cent, lPlra high school 

graduates. or these, ll6 were men and 113 were women. It is interest­

ing to note that although 71.5 per cent of the present employees are . 

high school graduates, the minimum education requirement tor replace­

ments in these positions was high school graduation for only 64 per cent. 

Of the .)2· persons in wholesale sales positions> 31, or 96.8 per 

cent, were high school graduates. Of these, JO were man and 1 was a 

woman. 

Table XXVI also shows that of the 229 graduates, 87, or 37.9 per 

cent were graduates of Creston High School. Forty-one men and 46 women 

in sales positions 1P1re graduates of Creston High School. 

Tabla XXVII shows that 10 persons in retail sales positions had 

completed l year of college, 5 had completed 2 years, 1 had completed 

J years am. 4 were college graduates. Two retail salespersons had 

attended business college and. 2 had attended a cosmetic school. 

Comparison. Tables IIVIII, Xlll, XXX, XIII, and XXIII compare 
. 1 

findings of this study with the findings of ·stmies made by Davis, 

in Pryor, Oklahoma; •ormington,2 in )(()nett, Missouri; and Barton;3 

in Blackwell, dklahoma. 

1 
Davis, Zoe V~lma, "Survey ot Selected Businees .Occupations in 

Pryor, Oklahoma." Unpublished Master•s thesis» Oklahoma Agricultural and 
llechanical College, 1949. · 

2 Wormington, l,ueUle, "A Survey of Selected Of t:i~ca and Store 
Occupations in Monett, Missouri." Unpublished )laster's thesis, Oklahoma 
Agricultural aid Mechanical College, 1949. 

· J Barton, Jessie Lee, •An Occupational Opportunity Survey of Black­
well, Oklahoma." Unpublished ](aster• s thesis, Oklahoma Agricultural 
and l(eehanical College, 1949. · 



TABLE XXVI 

NUMBER OF PRESENT EMPLOYEES IN SALE POSITIONS WHO ARE HIGH SCHOOL 

GRADUATES AND GRADUATES OF CRESTON HIGH SCHOOL 

TOTAL O!W)UATES O.H.S. GRADUATES 
sales POSITIONS 
Positions Per Per Per Per Par Per 

Man women Total Ken cent women Cent Total cent Men cent women Cent Total cent 

Retail 163 ]$7 320 116 71.2 113 72.6 229 11., 41 2,.2 46 29.2 87 27.~ 
Wholesale Jl 1 32 30 93.7 1 100.,0 31 96.8 17 54.8 17 ,J.1 

Total 194 1,s 352 146 114 260 58 46 104 

Percentage 41., 32.4 73.9 16.4 13.1 29.5 
of Total 

This table should be read as f'ollowss Of the 163 men and 1S7 women in retail sales positiona, . 116 
men, or 71.2 per cent, and 113 women, or 72.6 per cent, or a total of' 229, or 71.5 per cent, were 
high school graduates •. or these graduates, 41 men, or 25.2 par cent, and 46 women, or 29.2 per eent, 
or a total of' 87, or 27 •. 2 per cent, graduated from Creston High School. 

V\ 
0 



TABLE XXVII 

OTHER EDUCATIONAL ~CHIEVEMEN'l'S OF EMPLOYEES IN 

SlLES POSITIONS 

Business 
Sales Positions Colle~ College Other 

l 2 3 4 2 

Retail 10 5 1 4 2 2 attended 
Wholesale l 2 2 Cosmetic School 

Total 10 6 1 6 4 2 

This table should be read as tollowss Tt,n persona in retai}. sales positions 
had cowpleted 17ear ot college, 5 had completed 2 7ears, 1 bad completed 
3 years, and 4 had completed 4 7ean. 



Education Requirements. Table XXVIII shows that aducation require­

ments for new employees 1n sales positions are higher in Pryor and 

Creston than in ~nett and Blackwell. 

Experience Requirements. Table XIII shows that experience require­

ments for new employees are very similar tor retail and wholesale sales 

positions in the 4 communities compared. 

Sex Preference. Table XIX shows the sex preferences expressed by 

employers for employees in sales positions. The preference for men retail 

sales employees is more extensive in Pryor, Monett., and Blackwell than in 

Creston. Men are preferred in all 4 communities for all wholesale sales 

positions-

Turnover. As shown by Table XIII., turnover varies greatly from one 

community to another. 

Minimum !i! Requiremnt.. Table XXIII shows the percentage of sal.es 

positions in which 18 years of age or under is the minimum age for new 

employees. 



TABLE XXVIII 

PERCENTAGE OF SALES POSITIONS FOR WHICH HIGH 

SCHOOL GRADUATION IS MINIMUM EDUCATION REQUIREMENT FOR NEW EMPLOYEF.S 

Sales Positions Pry"Or )(Onett Blackwell Creston 
Per Cent .Per Cent Per Cent Per cent 

Retail 1s.4 43.9 49.) 6S.9 
Wholesale 10.0 100.0 81.5 1,.0 

This table should be read as follows, High school graduation was the 
minimum education requirement in 75.4 per cent of the retail sales positions 

· in Pryor. 

Sales Positions 

Retail 
Wholesale 

. TABLE XIII 

EXPERIENCE REQU;µtEMEWfS FOR NEW EMPLOYEES IN 

SALES .POSITIONS 

Per Cent 

31.6 
,4.0 

)(Onett 
Par Cent 

· 28. 7 
,o.o 

Blackwell 
Per Cent 

21.5 

Creston 
Per cent 

21.8 
59.J 

This tal;>le should be· read as followat Experience !or new amployeea was 
required for 31,6 per cent of the retail sales positions in Pryor. 



Sales 
Positions 

Men 

Retail 41.2 
Wholesale 100.0 

TABLE XIX 

SEX PREFERENCE EXPRESSED BY EMPLOYERS 

FOR EMPLOYEES IN SALES POSITIONS 

Pzyor Monett Blacknll 

No No No 
women Pref. Men women Pref. )(en women Pref. 

17.8 41.0 54.8 36.8 8.4 46.J 19.1 34.6 
100.0 100.0 

Creston 

No 
.lfen wonen Pref. 

29.6 25.0 45.4 
100.0 

This table should be read as follows: Men were preferred by employers in 41.2 per 
cent of the sales positions in pryor, women in 17.8 per cent and no preference was 
axpressed for 41 par cent. 

Sales 
Positions 

Retail 
Full-t:l.me 
Part-Tim 

Total 

Wholesale 
Full-time 
Part-time 

Total 

TABLE XIII 

TURNOVER IN SALES POSITIONS 

Pryor 

Per Cent 

26.2 
96.3 
66.6 

44.4 

Jt>nett 

Per cent 

76.6 

Blackwell 

Per Cent 

26.6 

33.9 

Creston 

Per Cent 

27.2 
79.0 
43.6 

This table should be read as follows, There w~ a labor turnover of 26. 2 per cent 
in full-time retail sales positions in Pryor. 



Sales 
Positions 

Retail 
Wholesale 

TABLE XXXII 

PEOOENTAGE OF POSITIONS FOR WHICH THE MINIMUM AGE 

REQUIREMENT FOR NEW EMPLOYEES IS 18 YEA.RS OR LF.SS 

Pryor )IOnett Blackwell Creston 

Men women Men women Mm women )(en women 
62.1 61.9 47.4 . 35.2 ;;.2 71.9 81,6 90.q 
9.0 87.5 66.7 

,. . ,,, .. 
this table should be read as follc:nr~i For new employees, a mihimum age or 16 

. or-· lus was required tor 62.1 ~ / c.en\:,:or the positions now held bf me11 and 
61.9 or the positions now held by women in pry-or. 



CHAPTER IV 

RrnOBD-KEEPINO POSITIONS 

Number Employed ,!!! Reeord-lCeeping Positions. Table XXXIII shows 

56 

that there were 69 persons employed ·as record keepers in the business 

firms of Creston. Sixty-three nre employed full time and 6 were employed 

part time. Tw'elve were employe4 as accountants and 57 as bookkeepers. 

Minimum Education Requirements for New .!!.!! Employees. High school 

graduation was the minimum education requirement for new men employees 

in all 7 accounting positions now held by men, as shown in Table :xnrv. 

For new men employees in 13 bookkeeping positions now held by men, high 

school graduation was the minimum education requirement tor 11 positions, 

or 84.6 per cent, and 2 years of college was the minimum requirement for 

2 positions., or 15.4 per cent. 

Minimum Education Requirements ~ !!! women Employees. Table XXXV 

shows high school graduation was the minimum education requirement for all 

new women employees in the 5 accounting positions now held by women. 

The minimum education requirements for newwomn employees in the 

44 bookkeeping positions now hel.d by women wer~J • No minimum education 

requirement for 5, or 11.J per 'cent; high school graduation for 38, or 

86.4 per cent; and 2 years college for 1, o .. • 2 .. 3 ft8r cent. 

Experience Requirements. Experience was required for new employees 

in 7, or 58.J per cent., of the 12 accounting positions and was not requir-­

ed in 5, or 41.7 per cent, of the accounting positions. 

For mnr employees in bookkeeping positions, experience was required 

for 26, or 45.? per cent, ot the 57 positions; and experience was not ~e­

quired tor 31, or 54.'l per cent. Table XXXVI summarizes the data concern­

ing experience requirements for new employees in record-keeping positions. 



TABLE XXXIII 

NUMB!Jl AND SEX OF EMPLOYEES m R.ECOaD-KEEP!NO POSITIOOS 

H~ Cent 
Record Keeping JPul.1~1- Parb-Tilll combined ot Total 
Poait.ione 

Mlm woaen Total •n wou,en total .1111n· women Total FUll-'1'1- Parl,-T11111 

Accountant• 7 4 11 1 l 7 s 12 91.7 8.3 
BooklcNpers 1) 39 S2 s s lJ 44 S7 91..J s.1 

Total 20 43 6) 6 6 20 49 69 91.4 6.6 

Thia table should be read. u tollon t seven •n and 4 woman were employed u tull-t-1119 accountants 
and l woman was employed ae part-t,1.JN aocomtant.. 

~ 



TABLE XXXIV 

MINilWll EDUCATION REQUIREMENTS FOR NEW MEN EMPLOYEES IN RECORD-KEEPING POSITIONS 

Record-Keeping 
Positions 

Aooountants 
Bookkeepers 

Total 

Percentage 
ot Total 

Total 
Positions 

No. Per Cent 

7 100 
1.3 100 

20 

100 

High school 2 Years 
Oraduat.ea Colle§! 

Ro. Per cent No. Per Cent 

7 100.0 
11 84.6 2 15.4 

18 2 

90,0 10.0 

This table should be read as follows, High school graduation is the minimum eduo.ation require­
ment for men replacements in 7, or 100 per cent, ot the positions for aooountants now held by men. 

'6} 



Record-ICeeping 
Positions 

Accountants 

Bookkeepers 

Total 

Percentage 
ot Total -

TABLE nxv 
MINIWJ( EDUCATION REQUIREMENTS FOR NEW IQ.MEN EMPLOYEES 

IN RECORD-KEEPINO POSITIONS 

Total No High 
Positions Minimum School 

No. Per Cent No. Per Cent No. Per Cent 

5 100 s 100.0 

44 100 ' 11.3 J8 86.4 

49 ' 4.3 

100 10.2 a1.1 

2 Years 
collee 

No. Per cent 

l 2-J 

l 

2.1 

This table -should be read as follows, High school graduation is the minimum education requirement 
tor women replacements in 5, or 100 per cent, of the positions !or accountants now held by women. 

~ 



60 

TABLE XIXVI 

EXPERIENCE REQUIREMENTS FOR NEW EMPLO~ IN 

RECOI{)-KEEPINO POSITICliS 

Total :Experience Elq>erience 
Record-Keeping Positions Required Not Required 
Positions 

No. Per Cent No. Per Cent No. Per cent 

Accountants 12 100 7 ,s.3 ' 41.7 
Bookkeepers S7 100 26 4,. 7 31 54.3 

To-tal 69 33 

Percentage 100 47.8 ,2.2 or Total 

This table should be read as follows, For runr employees in the 12 account­
ing positions., 7, or 58,.3 per cent., ot the employers require experience and 
S, or 41.7 per cent., of the employers do not require experience. 
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Experience is required .for replacements in 33, or 47.8 per cent, 

of the record-keeping positions. Employment opportllllit-ies are somewhat 

limited for high school graduates because of experience requirements. 

Sex Pre.ference. Table IDVII gives sex preterence !or employees in 

the 69 aceomting and bookkeeping positions as expressed by employers. 

For accounting positions, men were preferred for 10, or 83.3 per cent, 

am women for 2, or 16.7 per cent. For bookkeeping positions, man were 

preferred for 10, or 17.5 per cent; women for 31, or 54.3 per cent; and 

no preference was expressed for 16, or 28.l per cent. 

Seven men ar.d 5 women were employed as accountants in Creston. 

Thirteen men ard 44 women were employed in bookkeeping positions. The 

ratio of men and women employees is fairly consistent with the sax 

preferences expressed by employers. Employment opportunities in account­

ing positions are better for men than for wolll8Il. In bookkeeping positions, 

employment opportwrl:ties are better for women than for men in so tar as 

sax preference is concerned. 

Minimum !I! Requiremn~s !2!_ !!!! ~ Emplozaes. Table XXXVIII gives 

data pertaining to minimum age requirements for new men employees in 

accounting and bookkeeping positions now held by men. Employers specified 

a minimum age of 18 years tor new employees in 1 position tor an account­

ant, and 25 years tor 6 positions for accountants. For bookkeeping 

positions, a minimum age of 18 years or le~s was specified for 11 and a 

minimum age or 21 years was speci.fied tor 2. 

Employment opportunities in accounting positions are limited for men 

high school graduates because of age requirements, but opportl.Ulities 

in bookkeeping positions are not llmi.t.ed by this factor. 

Jlinimum !§.! Requirements- !2,! Rew Wo•n Employeea. Table IXIIX ahowa 

the minimum age requireJJlf:lnts tor new women employees in accounting and 



Record-Keeping 
Positions 

Accountants 
Bookkeepers 

Total 

Percentage 
ot Total 

TABLE XXXVII 

SEI PREFERENCE EXPmSID BY EMPLOYERS 

FOR EMPLOYEES IN RECORD-KEEPING POSITIONS 

Tota1 Men Wo•n 
Positions Preferred Preferred 

Per Per Per 
No. Cent No. Cent No. Cent 

12 100 10 8).J i 16.7 
S7 100 10 11.s Jl 54.) 

69 20 33 

100 29.9 47.8 

IQ 
Preferences 

· Per 
No. Cent 

16 28.l 

16 

23.3 

This t .able should be read as foll~: For employees in 12 accounting 
poaitio.na, men nre preferred for 10 positions and women were preferred 
for 2. 
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TABLE XXXVIII 

MINIMUM AGE REQUIREMENTS FOR MEN REPLACEMENTS 

IN RECORD-KEEPINO POSITIONS HELO BY MEN 

Record-leaping 
Positions No Age 

J4in1mum 16 

Accol.Dltants 
Bookkeepers 1 1 

Total 1 1 

18 21 

1 
3 2 

4 2 

6 

6 

Total 

7 
13.: 

20 

Thia table should be read as tollowss or the 7 accounting positions held 
by men, 1 required a mini.Jlum age or 18 years tor new men 9J11Ployeea and 6 
required a minimum age of 25 years. 
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TABLE llXII 

MINIMUM AGE REQUIREMENTS FOR WOMEN REPLACEMENTS IN 

RECORD-KEEPING POSITIONS HELD BI WOJEN 

Record-Keeping 
P<>aitions 

Account.ants 
Bookkeepers 

Total 

No 
Kini mum 

l 
9 

10 

Age 
16 

9 

9 

18 

18 

18 

21 

3 
7 

10 

l 
1 

2 

Total 

s 
44 

49 

Thia t.able should be read as foll0ir81 Five woman were employed as accountants. 
No .minimum age was specified for wo•n replacements 1n one ot these positions. 
A minimum age ot 2179ars ·was specified tor 3 positions and a minimum age of 
25 years was specified tor 1. 
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bookkeeping positions now held by woman. For accounting positions the 

minimum age requirements were, No minimum age requirement for l; 21 

ye:;.rs for 3; and 25 yea.rs tor 1. For bookkeeping positions the minimum 

age requiremants were s No minimum age requirement tor 9; 16 years tor 

9; 18 years tor 18; 21 years for 7 J and 25 years tor 1. 

Employment opporttmitiea tor woman high school graduates are 

lim:i ted in accounting positions because ot minimum age requirements but 

employment opportunities in bookkeeping positions are not limited be­

cause ot mi.nimum age requirements. 

Tumover _!!! ~-:I!!! Positions. Table IL shows that 7 •n am 14 

women were newly employed during the past year as record keepers am 

that 6 men and 7 women were separated from their jobs. This is an in­

crease ot 8 persons in record-keeping posi tiona~ 

There was an estimated turnover of 22 per cent in tull-time record.­

keeping positions. 

Turnover ~ ~-~ Positions. Table XLI shows that in part.-time 

record-keeping positions., l man and 5 women were employed and l man was 

.separated. 

There was an estimated turnover ot 28.8 par cent in part-time record­

keeping positions. 

Business Machines Used. Table XLII shows business machines operated 

by persons in record-keeping positions. 

'l'h• adding machine, typewriter., and cash register were the machines 

used by the largest number or record keepers. Persona plaming to enter 

into record-keeping positions should familiarize themselves with these 

3 machines. A business machines training course would be of' value to 

students planning to seek ~mployment in record-keeping positions. 
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TABLE XL 

TURNOVER OF FULL-TIME EMPLOYEES IN RECORD-KEEPING POSITIONS 

Reoord-Keeping Newl.y ~r 

Positions 
Employ-ad. Dropped Tumovar 
»eh women . Total )(an WOJD8Jl . Total Gain Percent 

A.ccountante· 2 2 2 2 0 18~1 
:Bookkeepers · .. s . 14 19 4 7 ll 8 2Ll 

total 1 14 21 6 7 13 8 22.0 

This table. ahollld be read as tollcnnfr Two man and no woman were n•ly · employed 
during the last year and 2 men . and, no .. women were separated .from thei..r jobs aa . 
accountants. There was a turnover ot 18.l per cent in full-time aoeounting 
positions. · 

TABLE XLI 

TURNOVER OF PART-TIME EMPLOYEES IN RECORD-KEEPING POSITIONS 

Record-Keeping 
Positions 

Accountants 
Bookkeepers 

Total 

1 

l 

l 
4 

5 

Number 
Dropped 

Total Men Yo•n Total Gain 

l 

6 l 

0 

0 

l 

l 

1 
4 

Turnover 
Per Cent 

100.0 
80.0 

28.6 

Thie table should be read as tollans One man and 1 woman nre employed 
during the last year 1 man and no women were separated trom their Jobs in 
accounting po.si tions. There was a turnover of 100 per cent in part-tima 
accounting positions. 
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TABLE XLII 

BUSINESS lllCHIN&S USED BY RECORD-KEEPERS 

• ~ a, !1 0 

I J.i ~ ..cl I -i 
., ., .... e ~s Record-Keeping ~ 

..., 
J 3 bl) 

t ., s.. ~ 
Positions I -. 1il, .s I 

.... i~ +> I i bl) 
.... I ~ 

tlD 

1' !1 3 s.. 
!1 ..d C) ..., t ~ 3..-1 
'O 

~ = 'iii IQ :;'it 0 ..., i 
'tj 2. ~ 0 

.... _ 
,if( 0 0 0 ~ A 

Accountants 9 6 2 4 4 
Bookkeepers 38 42 14 1S 3 6 l 2 2 

Total 47 48 16 19 3 10 l 2 2 

This table should be read as !c;,llowas Nine persons in accoun.ting positions 
used the adding machine, 6 used the typewriter, 2 used a cash register, 4 
used the calculator, and 4 used the comptometer. 
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Educational. Achievement 2!_ Record Keepers. Table XLIII shows that 

6o, or 86.9 per cent, of the 69 persons now employed in record-keeping 

positions haTe completed high school. TWenty-four, or 34.9 per cent, of 

the total employed in reeord-keeping positions were graduate&- or Creston 

High School. 

Table XLIV g:i.Tes other educational achievements or record-keeping 

employees. One record keeper had completed 1 year of college, 1 had 

completed 2 years, l had completed 3 years, and 2 had completed 4 years. 

Eight record keepers had attended business college and l. had attended 

night school for 15 weeks .• 

Comparison With other studies. Table XLV shows that high school 

graduation was stated as the specific minimum education requirement for 

new account.ants in 33.3 per cent of the positions tor accountants in 

Pryor; 66.6 per cent, in Monett; 64.3 per cent, in Blackwell; and 100 

per cent, in Creston. 

High school graduation was raentioned. as t.he mim.mUlll education re­

quil"9JD9nt for new employees in 73.6 per cent of the poaitions tor book­

keepers in Pryor; 82 .• 8 per cent, in Monett; 75.5 per cent, in Blackwell; 

and 85.9 per cent, in Creston. 

In interpreting the data presented in Table. XLV, it. should be noted 

that mini.mum education requirements tor new employees were higher in 

nearly all record-keeping jobs not included in the percentages shcnpt. 

EXperience Requirement. Table XLVI shows there is a great ditfarence 

in experience requirements tor ·new employees in acco1.mting positions. 

In Pr,yor *· 100 per cent of the positions required experience for nq em­

ployees in accounting positions* while in Creston onl.y hl..7 per cent re­

quired experience. 



TABLE XLIII 

NUMBER OF PRESENT RF.CORD KEEPERS WHO ARE HIGH SCHOOL GRADUATES 

AND THE NUMBER OF THESE GRADUA~ WHO ARE GRADUATES OF CRESTON HIGH.SCHOOL 

~'~ . ::t1 

Record-Ite•ping Total 
Positions Positions 

Ho. of High 
School Grad­
uates 

Per Cent ot 
Graduates 

Creston 
High School 
orad,uatea 

Per cent ot 
o.H.s. Graduat•s 
in Positions 

)[en women Total Ken women Total Men women Total Mm women Total llln wo•n Total 

Accountants 
Bookkeepers 

Total 

Percentage 
of Total 

7 5 
13 44 

20 49 

• 

12 
S7 

69 

7 4 
8 41 

15 4S 

11 100~0 80,0 91~6 
49 61.S 93.2 a;.9 

60 

1,.0 91.8 86.9 

0 0 
4 20 

4 20 

0 0 G 0 
24 30.7 4$.4 42.l 

24 

;.a 2s.9 34.-9 

This table should be read as follows, ·ot the 1·2 persona 1n accounting positions, 7 men, or 100 per 
cent, and 4 women, or 80.0 per cent, nre high school graduates. or these graduates, none ot the 
men or women were graduates of Creston High School. 

°' 'O 



Record-Keeping 
Positions 

Accountants 
Bookkeepers 

Total 

1 Year 

1 

1 

TABLE XLIV 

EDUCATIONAL ACHIEVEMENT OF RECORD KEEPERS 

COLLEGE 

2 Years 3 Years 

1 
1 

l 1 

4 Years 

l 
1 

2 

Business College 

4 
4 

8 

Other 

1 attended 15 weeks 
night school 

l 

This table should be read as follows: One person in an accounting position had completed 3 years of 
college, 1 had completed 4 years, and 4 had attended a business college, 

-.J 
0 
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TABLE XLV 

PERCENTAGE OF RECORD-KEEPING POSITIO~rs FOR WHICH 

EMPLOYERS SPECIFY T-:~GH SC HOOL GRADUATION AS THE MINIMUM EDUCATION REQUIREMENT 

Record-Keeping Pryor Monett Blackwell Creston 
Positions 

Per Cent Per Cent Per cent Per Cent 

Accountants 33.3 66.6 64.3 100.0 
Bookkeeping 73.6 82.8 75.5 85.9 

This table should be read as followss High school graduation was the minimum 
education requirement for replacements in 33.3 per cent of the acco1U1ting 
positions in Pryor. 

Record-Keeping 
Positions 

Accountants 
Bookkeepers 

TABLE XLVI 

EXPERIENCE REQUIREMENTS FOR NE"IV EMPLOYEES 

IN RECORD-KEEPING POSITIONS 

Pryor Monett Blackwell 

Per Cent ~r-10ent Per Cent 

100.0 66.6 42.8 
34.4 45.7 35.8 

Creston 

Per Cent 

41.7 
54.4 

This table should be read as follows: Experience for new employees was 
required for 100 per cent of the acco1U1ting positions in Pryor. 
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sex Preference. Table XLVII shows that in the four commID1ities 

men were preferred for most accounting positions and women were preferred 

for most of t he bookkeeping positions. 

Minimum Age Requirements. Table XLVIII shows the percentaees of 

positions for which t he minimum employment age requirement was 18 years 

or less. Opportunities for employm!3nt of high school graduates would be 

more limited for accounting positions in Pryor and creston ·than in Monett 

and Blackwell, in so far as rninim-wn age requirements are concerned._ 

Estimated Turnover. Table XLIX shows the estimated turnover for 

the different communities. The record-keeping positions have a low rate 

of turnover in all communities. 



Record-Keeping 
Positions 

Men 

A.ocountants 66.7 
Bookkeepers 28.9 

TABLE XLVII 

SEX PREFERENCE EXPRESSED BY EMPLOYERS 

FOR EMPLOYEES IN RECORD-KEEPING POSITIONS 

Pryor Monett Blackwell 

No No No 
women Pref. Men women Pref. Men women Pref. 

33.3 66.7 33.3 71.4 28.6 
34.2 36.9 5.7 ao.o 14.3 18.9 69.8 11.3 

Creston 

No 
Men women Pref. 

83.3 16.7 
17.5 54.3 28.1 

This table should be read as follows; Men were preferred by employers in 66.7 per cent of the 
accounting positions in Pryor, and no preference was expressed for 33.3 per cent. 

--3 
vJ 



TABLE XLVIII 

PERCENTAGE OF POOITIONS FOR WHIC H THE MINIMUM AGE 

REQUIREMENT FOR NE\1 EMPLOYEES IS 18 YEARS OR LESS 

Pryor Monett Blackwell Creston 

Record-Keeping 
Positions 

Accountants 
Bookkeepers 

Men 

Per 
Cent 

33.3 
30.0 

women 

Per 
Cent 

42.8 

Men women 

Per Per 
Cent Cent 

100.0 
100.0 74.3 

Men women ~n Women 

Per Per Per Per 
Cent cent Cent Cent 

100.0 100.0 14,.3 20.0 
61.5 85.0 76.9 81.8 

74 

This table should be read as follows: For new employees, a minimum age of 18 
or less was required for 33.J per cent of the positions for accountants now 
held by men in Pryor. 

TABLE XLIX 

PERCENTAGE OF TURNOVER IN RECORD-KEEPING POSITIONS 

Record-Keeping 
Positions 

Acc01mtants 
Full-Time 
Part-Tim3 

Total 

Bookkeepers 
Full-Tine 
Part-Time 

Total 

Total Turnover 

Pryor 

Per Cent 

Monett 

Per Cent 

19.0 

17.4 

Blackwell 

Per Cent 

7.1 

34.0 

28.4 

Creston 

Per Cent 

18 .. 1 
100,.0 

21.1 
80.0 

22.4 

This table should be read as follows:: There was a labor turnover of 18.1 
per cent in full-time acco1m.ting positions in Creston. 



CHAPTER V 

SECilli'TARIAL POSI'rIONS 

Number and Sex of se~retarial Employees. Table L shows that (x:, --------

75 

persons were employed i n secretarial positions. Fifty-six, or 84.6 per 

cent, were employed full time and 10, or 15.4 per cent, were employed 

part time. Forty were employed as stenographers, 24 were employed as 

secretaries and 2 as typists. Only 2 of the 66 persons employed in 

secretarial positions were men. 

Miniml.Ull Education Requirements for~ Men Employees in secretarial 

Positions. Table LI shows that for new men employees in secretarial 

positions now held by men, 2 years of college is the minimum education 

requirement for 1 position as stenographer and high school graduation 

is t he minimum education requirement for l position as secretary. 

Uinimum Education Requirement for New Women Employees in Secretarial. 

Positions. Table LII shows t hat hi gh school graduation is the minimum 

education requirement for new women employees in 61, or 95.3 per cent, 

of the secretarial positions now held by women. No minimum education 

requirement was specified for t he other 3, or 4. 7 per cent, of the secre­

tarial positions now held by women. 

Experience Requirements. Table LIII shows that employers would 

require experience for new employees in secretarial positions f or 18, 

or 27.3 per cent, and would not require experience for 48, or 72.7 per 

cent. 

Sex Preference. Table LIV reveals t hat employers preferred women 

in 48, or 72.7 per cent, of t he secretarial positions, and expressed no 

preference in the remaining 18, or 27.3 per cent, of the positions. 



TABLE L 

NUMBER AND SEX OF EMPLOYEES DI SECRETARIAL POSITIONS 

Secretarial Per Cent 

Positions Full-Time Part-Time Combined of Total 

Men women Total Men women Total Men women Total Full-Time Part-Time 

Stenographer 1 3.3 34 6 6 l 39 40 85.o 15.o 
Secretary 1 20 21 3 3 1 23 24 87.5 12.5 
Typist 1 1 1 1 2 2 ,o.o 50.0 

Total 2 64 56 10 10 2 64 66 84.6 .15.4 

This table should be read as follows: Of 40 persons in stenographic positions, 1 man and 33 women 
were in full-time stenographic positions; no men and 6 women were in part-time stenographic 
positions. 

~ 



TABLE LI 

MINIMUM EDUCATION REQUIREMENTS FOR NEW MEN EMPLOYEES 

IN SECRETARIAL POSITIONS NO\V HELD BY MEN 

secretarial 
Positions 

Total 
Positions 

High School 2 Years 
Graduation College 

No. Per Cent No. Per Cent No., Per cent 

stenographer 
Secretary 
Typist 

1 
1 

Total 2 

100 
100 

Percentage 
of Total 100 

1 100 
1 100 

1 1 

50 50 

This table should be read as follows: For new men employees in the 1 
stenographic position now held by a man, the minimum education require­
ment is 2 years in college. 
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TABLE LII 

MINIMUM EDUCATION REQUIREMENTS FOR NEW 1ilOIAEN EMPLOYEES 

IN SECRETARIAL POSITIONS NOW HELD BY WOMEN 

Total No High School 
Secretarial Positions Minimwn Graduates 
Positions 

No. Per cent No. Per Cent N:). Per Cent 

stenographer 39 100 3 7.7 36 92.J 
Secretary 23 100 23 100.0 
Typist 2 100 2 100.0 

Total 64 3 61 

Percentage 
100 4.7 95.3 of Total 

This table should be read as follows: For new woman employees in 39 
stenographic positions now held by women., the minimum education require­
ments are: No minimum for 3., or 7. 7 per cent; and high school graduation 
for 36, or 92.3 per cent. 
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TABLE LIII 

EXPERIENCE REQUIREMENTS FOR NEW EMPLOYEES 

IN SECRETARIAL POSITIONS 

Total secretarial 
Positions 

Positions 

Steno gr;'apher 
Secretary 
Typist 

No. 

40 
24 
2 

Total 66 

Percentage 

Per Cent 

100 
100 
100 

of Total 100 

Experience Experience 
Required Not Required 

No. Per Cent No. Per Cent 

10 25.0 30 75~0 
7 29.1 17 70.9 
1 so.o 1 so.o 

18 48 

This table should be read as follows: Ten, or 25.0 per cent, of the 
stenographic positions req1L1.re experience for new employees; 30, or 
75.0 per cent, of t he stenographic positions do not require experience. 
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Secretarial 
positions 

Stenographer 
s.ecretar-.r 
Typist 

Total 

Percentage 
of Total 

TABLE LIV 

SEX PREFERENCE EXPRESSED BY EMPLOYERS 

FOR EMPLOYEES I N SECRETARIAL POSITICTiS 

Total 
Positions 

Men 
Preferred 

women 
Preferred 

No 
Preference 

80 

No. Per cent No. Per Cent No. Per Cent No. Per cent 

40 
24 

2 

66 

100 
100 
100 

100 

0 

0 

29 
17 

2 

48 

72.5 
70.8 

100.0 

11 
7 

18 

This table should be read as follows: In 40 stenographic positions, women 
were preferred for 29, or 72.5 per cent; and no preference was expressed for 
11, or 7/. 5 per cent. 



Minimum Age Requirement for New Men Employees in Secretarial ----- ------ -
positions. Table LV shows that 18 years was the minimum age require­

ment for new men employees in the 2 secretarial positions now held by 

men. 
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Minimum Age Requirement for~ women Employees in Secretarial 

positions. Table LVI reveals that in only 3 of the 64 secretarial 

positions was a minimum age of over 18 years required for new women 

employees. In very few cases are secretarial employment opportllllities 

for women high school graduates limited because of minimum age require-

ments. 

Turnover of Full-Time Employees. Table LVII shows that during the 

last 12 months 1 man and 21 women were newly employed and 17 women were 

separated from their full-time jobs in secretarial positions. A gain of 

S employees in secretarial positions resulted. 

There was an estimated turnover of 26.8 per cent in full-time secre­

tarial positions. 

Turnover of Part-Time Employees. Table LVIII shows that 11 persons 

were newly employed and 5 were separated from their secretarial positions. 

This resulted in a gain of 6 secretarial positions. 

The estimated rate of turnover was 83.3 per cent. 

Business Machines Used. Table LIX shows that persons employed in 

secretarial positions used a variety of business machines. The typewriter, 

adding machine, calculator and t he mimeograph were the machines used by 

t he largest number of persons in secretarial positions. These data suggest 

that a business machines course would be of value to many persons who plan 

to seek employment in secretarial positions. 

Educational Achievements of Present Employees. Table LX shows that 

all persons who were employed in secretarial positions at the time of the 



Secretarial No Positions Ati,nimum 

Stenographer 
Secretary 

Total 

TABLE LV 

MINIMUM AGE REQUIREMENTS FOR MEN REPLACEMENTS 

IN SECRETARIAL POSITIONS NOW Hl!."LD BY MEN 

Age 
16 lI ____ 18 20 21 22 25 28 

1 
1 

2 

30 Total 

l 
l 

2 

This table should be read as follows: In t he l stenographic position now held by men, 18 years 
was the age requirement specified for new men employees. 

CD 
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Secretarial 
Positions 

stenographer 
Secretary 
Typist 

Total 

No 
Minimum 

16 
10 

26 

TABLE LVI 

MINIMUM AGE REQUIREMENT FOR WOMEN REPLACEMENTS 

IN SECRETARIAL POSITI ONS NOW HELD BY WOMEN 

Age 
16 

s 

s 

17 18 

18 
10 

2 

30 

21 22 24 

3 

3 

25 28 Total 

39 
23 

2 

64 

This table should be read as follows: In 16 stenographic positions now held by women, no minimum 
age requirement was specified for new women employees .• 

co 
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TABLE LVII 

TURNOVER IN FULL-TIME SECRETARL~L POSITIONS 

Secretarial Newly Gain in 
Positions Employed Separated Employ- Turnover 

Men women Total Men women Total ment Per cent 

stenographer 1 14 15 11 11 4 34.4 
secretary 1 1 6 6 1 29.3 

Total l 21 22 17 17 s 26.8 

This table should be read as follows: One man and 14 women were newly employ­
ed during the last year and no men and 11 women were separated from their jobs 
in stenographic positions. There was a turnover of 34.4 per cent in full-time 
stenographic positions. 

TABLE LVIII 

TURNOVER IN PART-TIME SECRETARIAL POSITIONS 

Secretarial 
Newly 

Gain in 
Positions 

Employed Separated 
Employ- Turnover 

Men women Total Men women Total ment Per Cent 

Stenographer 7 1 4 4 3 88.8 
Secretary 4 4 1 l 3 66.6 

Total 11 11 5 5 6 83.3 

This table should be read as follows: No men and 7 women were employed during 
the last year and no men arid 4 women were separated from t heir jobs in 
stenographic positions. There was a turnover of 88.8 per cent in part-time 
stenographic positions. 



TABLE LIX 

BUSINESS MAC HINES OPERATED BY SECRETARIAL EMPLO YEES 

~ 
Q) 

-~ 
•rl ..c: 

Q) a ..c: 0 
0 i i::: M •rf i Q) ........ H 

secretarial. •rl .s ..c: ]! Q) ..c: (J H b!) 'O Positions CJ M Cll M !i ..Cl (I) Wl i::: Q) H 
~ Q) ·51, 0 ft +> i::: •rf ~ 0 +> +> ~ •rf 0.. 

i+> 
0 CJ •rl ~ c1' tu) S1, Cl) Q) ..c: Q) b.O 

~ g i::: 0 Cl) Q) 
0 -~ ~ i:i:! ~ •rl 0 +> Q) ;:g :a ..c: C) +> m i ! +> ·rf +> e ~ ~ ~ Cll 0 +> P.. C) 

~ 0 ~ 0 0 ..... Cl) •rl •rl 0 0 p... 0 ~ A'-" A ~ 

stenographer .33 40 6 12 6 8 4 2 2 1 
Secretary 10 24 6 6 2 5 1 1 1 1 
Typist 2 2 2 

Total 5.3 66 12 24 8 13 s 2 1 3 1 1 

This table s hould be read as follows: Thirty-three persons in stenographic positions used the 
adding machine, 40 used the typewriter, 6 used a cash register, 12 used the calculator, 6 used 
a posting machine, 8 used a mimeograph, 4 a comptometer, 2 used an addressing machine, 2 used 
a ditto machine (spirit type), and 1 used a wire recorder, 

&. 



Secretarial 
Positions 

Stenographer 
Secretary 
Typist 

Total 

Percentage 
of Total 

TABLE LX 

NUMBER OF EMPLOYEES IN SECRETARIAL POSITIONS WHO ARE HIGH SCHOOL GRADUATES 

AND NUMBER OF THESE GRADUATES WHO ARE GRADUATES OF CRESTON HIGH SCHOOL 

Total 
Positions Graduates C.H.S. Graduates 

Per Per Per Per Per Per 
Men women Total Men Cent women Cent Total Cent Men Cent women cent Total Cent 

1 39 40 1 100 39 100 40 100 1 100 21 52.S 22 55.o 
1 23 24 1 100 23 100 24 100 0 0 15 62.s 15 65.2 

2 2 2 100 2 100 2 100.0 2 100.0 

2 64 66 2 64 66 1 38 39 

100 100 100 100 59.4 59.0 

This table should be read as follows: Of the 40 persons in stenographic positions, 1 man, or 
100 per cent, and 39 women, or 100 per cent, were high school graduates. Of these graduates, 
1 man, or 100 per cent, and 21 women, or 52.5 per cent, graduated from Creston Hi gh School. 

~ 
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study, were higµ school graduates and that 59 per cent of the total 

employees in secretarial positions were graduates of Creston High School. 

Table LXI shows that 3 persons who were employed in secretarial 

positions had completed one year of college , 5 had completed 2 years, 

and 9 had attended business college. 

comparison With Other studies. 

llinimum Education Requirements. Table LXII shows that high school 

graduation is the minimum education requirement for all new secretarial 

employees in Pryor and for most of the secretarial employees in MOnett, 

Blackwell, and Creston. 

Experience Requirements. Table LXIII shows that experience require­

ments for new employees in stenographic, secretarial, and typist positions 

va:rJ a great deal in the 4 communities. There were no positions for 

stenographers in Pryor that required experience for new employees. Six­

teen and six-tenths per cent of stenographic posi tions in Monett required 

experience for new employees, 33.3 per cent in Blackwell, and 25 per cent 

in Creston. There was also considerable variation in experience require­

ments for typists. variation was least in t he case of secretaries. 

Sex Preference. Table LXIV shows that Blackwell was the only 

community in which any employer expressed a preference for men employees 

in secretarial positions, and t he employers there expressed a preference 

for men in 9.1 per cent of the secretarial positions. Several employers 

in the other communities stated that, t hey had no preference. These find­

ings seem to indicate that, with the exception of Blackwell, little opport­

unity exists for men in secretarial positions in t hese communities. 

Minimum A.ge Requirements~ !!=!! Employees. Table LXV s hows that 

employers in the 4 communities would hire new employees 18 years of age 

or less in most secretarial positions. 



Secretarial 
Positions 

Stenographer 
secretary 
Typist 

Total 

TABLE LXI 

OTHER EDUCATIONAL ACHIEVEMENTS OF PRESENT 

EMPLOYEES IN SECRETARIAL POSITIONS 

College 

1 Year 2 Years Business College 

4 3 
2 1 6 
1 

3 5 9 

This table should read as follows: Four persons in stenographic positions 
had completed 2 years of college, and 3 had attended business college. 
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TABLE LXII 

PERCENTAGE OF SF.CRETARIA.L POSITI ONS FOR WHICH HIGH SCHOOL 

GRADUATION IS MINDIUM EDUCATION REQUIREMENT FOR NEW EMPLOYEES 

secretarial Pryor 
Positions 

Per Cent 

Stenographer 100 
Secretary 100 
Typist 100 

Monett 

Per Cent 

100.0 
(:h.6 

100.0 

Blackwell 

Per Cent 

77.8 
78. 8 

Creston 

Per Cent 

90 
100 
100 

This table should be read as follows : High school graduation was t he 
minimum education requirement in 100 per cent of the stenographic 
positions in Pryor. 

TABLE LXIII 

EXPERIENCE REQUIREMENTS FOR NEW EMPLOYEES IN 

SECRETARIAL POSITIONS 

Secretarial Pryor Monett Blackwell Creston 
Positions 

Per cent Per Cent Per Cent Per cent 

Stenographer 16.6 33.3 25.0 
Secretary 55.5 44.4 33.3 29.0 
Typist 57.1 20.0 50.0 

This table should be read as follows: Experience for new employees was 
required for 16.6 per cent of t he stenographic positi ons in Monett. 

89 



90 

TABLE LXIV 

SEX PREFERENCE EXPRESSED BY EMPLOYERS FOR NEW E aPLOYEES 

IN SECRETARIAL POSITIO~S 

Secretarial 
positions 

stenographer 
Secretary 
Typist 

Pryor 
Per Cent 

No 
Men Women Pref. 

88.8 11.2 
77.7 21.J 
J6.4 63.6 

Monett 
Per Cent 

No 
Men Women Pref. 

100 
100 
100 

Blackwell 
Per Cent 

No 
Men women Pref. 

100.0 
9.1 87.9 3.0 

Creston 
Per Cent 

No 
Men women Pref. 

72.5 27.5 
70.8 29.2 

100.0 

This table should be read as follows: Women were preferred by enrployers 
in 88.8 per cent of the stenographic positions in Pryor, and no preference 
was expressed for 11.2 per cent. 

TABLE LXV 

PERCENTAGE OF POSITIONS FOR WHICH THE MINIMUM 

AGE REQUIREMENT F'OR NEW EMPLOYEES IS 18 YEA.RS OR LESS 

Secretarial Pryor Monett Blackwell Creston 
Positions 

Per Cent Per Cent Per Cent Per Cent 

Stenographer 58.8 75.0 88.9 100.0 
Secretary 77. 7 88 .• 8 75. 7 86.9 
Typist 57.1 100.0 100.0 

This table should be read as follows: For new employees, a minimum age 
of 18 or less was required for 58.8 per cent, of posi tions now held by 
stenographers in Pryor. 
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Turnover. Table LXVI shows the estimated turnover for secretarial 

positions in t he 4 communities. Estimated turnover was very similar in 

Pryor, Blackwell, and Creston but was almost twice as high in Monett. 
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TABLE LXVI 

TURNOVER IN SECRETARIAL POSITIONS 

Secretarial Pryor Monett Blackwell Creston 
Positions 

Per Cent Per Cent Per Cent Per Cent 

Stenographer 
Full-TiDB 53.8 34.4 
part-Time 88.8 

Total 33.3 

Secretary 
Full-Time 12., 29.3 
Part-Time 66.6 

Total 42.4 

1'1Jpist 
Full-Time 14.3 
Part-Time 66.6 

Total 

Total Turnover 
Full-Time 32.1 26.8 

Total Turnover 33.9 69.4 39.2 33.3 

This table should be read as follows: There was a net labor turnover of 
53.8 per cent in full-time stenographic positions in Pryor. 



CHAPTER VI 

ADMINISTRATIVE POSITIONS 

Number and Sex of Employees in Administrative Positions. As 

shows in Table LXVII, a total of 67 persons, including 66 men and one 

woman, were employed in administrative positions. There were 37 man­

agers, 28 department managers, 1 circulation manager, and 1 assistant 

circulation manager. 
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Mininn.un Education Requirements for New ~ Employees in Administra­

tive Positions. There was no minimum education requirement specified 

for new men employees in 8, or 12.2 per cent, of the administrative 

positions now held by men; high school graduation was required for 58, 

or 87.8 per cent. These dat a are shown in Table LXVIII. 

Minimum Education Requirements ~ New women Employees in Administra­

tive Positions. Table LXIX shows that hi gh school graduation was the 

minimum education requirement for a new woman employee in the 1 adminis­

trative position now held by a woman. 

Experience Requirements for~ Employees. Table LXX shows that 

experience was required for new employees in 85 per cent of administra­

tive positions. 

Sex Preference. Table LXXI shows that men were preferred in 64, 

or 95.6 per cent, of the administrative positions. Women were preferred 

in 1, or 1.5 per cent, and no preference was stated for 2, or 2.9 per 

cent. 

Minimum Age Requirement for New Employees in Administrative Positions. 

Table LXXII shows the minimum a ge requirements for new men employees 

in administrative positions. No minimum age requirement was stated for 
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TABLE LXVII 

NUMBER AND SEX OF EMPLOYEES IN ADMI NISTRATIVE POSITIONS 

Administrative Full-Time 
Positions 

Total .Men women 

.Manager 36 1 31 
Department Manager 28 28 
Circulation Manager 1 1 
Asst. Circulation Manager 1 1 

Total 66 1 67 

This table should be read as fol lows: Of 37 persons who were managers, 36 were 
men and l was a woman. 



TABLE LXVIII 

MINI MUM EDUCATION REQUIRE.'MENTS FOR NEW MEN EMPLOYEES IN 

ADMI NISTRATIVE POSITIONS NOW HELD BY MEN 

Administrative 
positions 

Manager 
Department Manager 
Circulation Manager 
Asst. Cir. Manager 

Total 

Percentage 
of Total 

Total 
Posi tions 

Per 
No. Cent 

36 
28 

l 
1 

66 

100 
100 
100 
100 

100 

No 
Minimum 

Per 
No. Cent 

3 
5 

8 

8.4 
17.8 

12.2 

High 
School 

Per 
No. Cent 

33 
23 
l 
1 

58 

91.6 
82.2 

100.0 
100.0 

This table should be read as follows: For new men employees in 36 posi­
tions for managers, there was no minimum education requirement for 3, 
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or 8.4 per cent, and hi gh school graduation was the minimum education re­
quirem3nt for 33, or 91.6 per cent. 

TABLE LXIX 

MINI MUM EDUCATION REQUI REMENTS FOR NEW WOMEN EMPLOYEES 

IN ADMINISTRATIVE POSITIONS NOW HELD BY WOMEN 

Administrative 
Posltions 

Manager 

High School 

No. Per Cent 

1 100 

This table should be read as follows: For a new woman employee in the 
1 manager's position now held by a woman, high school graduation is t he 
minimum education requirement. 



TABLE LXX 

EXPERIENCE RE(;.LUIREMENTS FOR NEW E!v'iPLOYEES IN 

Administrative 
positions 

Manager 
Department Manager 
Circulati on Manager 
Asst. Cir. Manager 

Total 

Percentage 
of Total 

ADMINISTRATIVE POSITIONS 

Total Experience 
Positions Required 

No. Per Cent No. Per Cent 

37 100 JO 81.1 
28 100 26 92.9 
1 100 1 100.0 
1 100 

67 57 

100 85.0 

96 

Experience 
Not Required 

No. Per cent 

7 18.9 
2 7.1 

1 100.0 

10 

1.5.0 

This table should be read as follows: Of 37 positions for managers, 
JO, or 80.0 per cent, require experience for new employees; 7, or 20.0 
per cent, do not require experience. 
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TABLE LXXI 

SEX PREFERENCE EXPRESSED BY E!Il)LOYERS FOR 

EMPLOYEES IN ADMINISTRATIVE POSITIONS 

Administrative Total Men women No 

positi ons Positions Preferred Preferred Preference 

No. Per Cent No. Per Cent No. Per Cent No. Per Cent 
-

Manager 37 100 34 91.9 l 2.7 2 5.4 
Department Manager 28 100 28 100.0 
Circulation Manager 1 100 l 100.0 
Asst. Cir. Manager 1 100 1 100.0 

Total 67 64 l 2 

Percentage of 100 95.6 1 • .5 2.9 Total 

This table should be read as follows: There were 37 positions for managers. 
V~n were preferred for 34, or 91.9 per cent; women were preferred for 1, 
or 2.7 per cent; and no preference was expressed for 2, or .5.4 per cent. 



TABLE LXXII 

MINI MUM AGE REQUIREMENT FOR NEW MEN EMPLOYEES IN ADMINISTRATIVE POSITIONS 

Administrative 
Positions No Per Age Per Per Per Per Per Per 

Minimum Cent 18 Cent 20 Cent 21 cent 22 cent 25 cent 30 Cent Total 

Manager 9 25.0 5 13.9 13 36.0 9 25.0 36 
Department Manager s 17.8 13 46.4 10 35.7 28 
Circulation Manager l 100.0 1 
Asst. Cir. Manager 1 100.0 

This table should be read as follows: For new men employees in managerial positions, no minimun age 
requirement was given for 9 positions; 18 years was the minimum a ge requirement for S positions. 

'-0 
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14, or 21.2 of the administrative positions. Eignteen years was the 

minimum age specified for 5, or 7.6 per cent; 20·,years for 1, or 1.s 
I 
\ 

per cent; 21 years for 13, or 19.6 per cent; 2S y~~s for 23, or 34.9 
'I• 

' \ 

per cent; and 30 years for 10, or 15.2 per cent 'of' ~e positions. 
/ \ 

In only 19 of the administrative positions was \a 'minimum age 
I ' 

requirement of 18 years or less specified for /hew employees. 
; 1\ \ 
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Minimum Age Requirements~ New Women !f?loyees ~ Administrative 
• I 

Positions. Table LXXIII shows that 18 year~ ,as the minillUm age re-

quirement for the one administrative positipn1 now held by a woman. 
i ; \ 
: I • ' 

Turnover for Full-Time Administrative/ :Employees. T1bl~ LXXIV 
I .\ \ 

an estimated turnover of 6.1 per cent in ·,. adA\i.nistrati,..-e shows t here was 

positions. 

Business Machines Used. Table LXXV s:lµows that the ad4ip.g mac~ine., 
f \ 

typewriter, and cash register were the business machines used fh? the 
I 

largest number of administrative employees, although several other 

machines were used by sone administrative employees. 

Educational Achievem:3nts of Present Employees in Administ~ative 

Positions. Table LXXVI gives data s howing that 57, or 85 per cent, 

of the present employees in administrative positions.,;-,are high school 

graduates. 
0 

Fifteen, or 22.4 per cent, of those irt adininistrative 

positions are graduates of C.reston High School. 

Table LXXVII shows that one person in an a~istr~tive ~osition 

had completed 1 year in college, 3 had completed 2 year$ in co\1.-lege, 

2 were college graduates, and 2 had attended business cd.;Llege. 
;1) 



TABLE LXXIII 

MINIMUM AGE REQUIREMENT FOR NIDV WOMEN EMPLOYEES 

IlT ADMIN ISTRATIVE POSITIONS 

Administrative 
Age Positions 
18 

Manager 1 

Total 

1 

This table should be read as follows: Eighteen years of age wa.s the 
minimum age requirement for a new woman e mployee in t he 1 managerial 
position now held by a woman. 

100 
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TABLE LXXIV 

TURNOVER IN FULL-TIME ADMINISTRATIVE POSITIONS 

Administrative Newly 
Employed Separated Positions 

Turnover 
Men Women Total Men women Total Gain Per Cent 

Manager 2 2 2 2 0 
Department Manager 2 2 2 2 0 

Total 4 4 4 4 0 

This table s hould be read as follows; Two men managers were newly 
employed and 2 rnen managers were separated from their jobs during 
the last year. There was a turnover of 5.4 per cent in full-time 
positions for managers. 

5.4 
7.1 

6.1 
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TABLE LXXV 

BUSINESS .MA.CHINES OPERATED BY PERSONS IN ADMI NISTRATIVE POSITIONS 

Q) 
I:: J.. ..c: 

Administrative 
•ri Q) §' .c: +> J.. 
() J.. (I) J.. ..c: Q) bi Positions ~ Cl) ·r-1 0 fJ' +> 

+> b.O +> Q) 0 
·ri &: m J.. e 11) 

b.O 
~ ~ 

tu) 0 rt) 

I:: 0 +> Q) 
·r-1 Q) .c: () fl fil' J.. 
"O ti 

(I) e-1 

~ "O ro m ·; 0 
< c.) c.) c.) 

Manager 18 14 13 1 1 1 
Department Manager 4 6 2 2 
Circulation Manager 1 1 1 
Asst. Cir. Manager 1 l 1 

Total 24 22 15 3 1 l 2 

This table should be read as follows : Eighteen managers used t he adding 
machine, 14 used t he typewriter, 13 used t he cash re gister, 1 used t he 
calculator, 1 used t he mimeo graph , and 1 used t he comptometer. 



TABLE LXXVI 

NUMBER OF PRESENT EMPLOYEES IN ADMI NISTRATIVE POSITIONS WHO ARE 

HiqH SCHOOL GRADUATES AND NUMBER OF THESE WHO ARE GRADUATES OF CRESTON HIGH SC HOOL 

Number of Creston Per Cent of 
Total High School Per Cent of High School Creston Hi gh School 

Administrative Positions Graduates Graduates Graduates Graduates in Positions 
Positions 

To- To- To- To- To-
Men women t,al Men women tal Men women tal .Men women tal Men women tal 

Mana€,-er 36 1 37 31 1 32 86.1100 88.8 6 6 16.6 16.1 
Department Manager 28 28 23 23 82.l 82.l 9 9 32.1 32.1 
Circulation Mana ger 1 1 1 1100.0 100.0 
Asst. Cir. Mana ger 1 1 1 1100.0 100.0 

Total 66 1 67 56 1 57 15 15 

Percentage 
of Total 84.9 100 85.0 22.7 22.4 

This table should be read as follows: Of the 37 managers, 31 men, comprising 86.1 per cent of the 
managers who were men, were high school graduates. Six men, comprisin ; 16.6 per cent of the 36 managers 
who were men, were graduates of Creston Hi gh School. 

I-' 
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TABLE LXXVII 

OTBER EDUCATIO NAL ACHIEVEMENTS OF EMPLOYEES IN 

Administrative 
Positions 

Manager 
Department Manager 

Total 

ADMINISTRA.TIVE POSITIONS 

College 
1 2 3 4 

1 2 1 
l 1 

1 3 2 

Business 
College 

2 

2 

2 

Thi~ table s hould be read as follows: One manager had completed l year 
in college , 2 had completed 2 years, and 1 had completed 4 years. 
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CHAPTER VII 

CLERICI\L POSITIONS 
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Number .31.d Sex of Clerical Employees. Table LXXVIII shows a total 

of 47 employees in clerical positions. Nineteen men, or 40.5 per cent, 

and 21 women, or 44.6 per cent, wer3 employed in full-time positions, 

and 4 men, or 8.5 per cent, and 3 women, or 6.4 per cent, were employed 

in part-time positions. Twenty-seven were employed as general office 

clerks. 

Minimum Education Requirement for New ~ Employees in Clerical 

Positions. Table LXXIX shows that for new men employees in 23 clerical 

positions now held by men, there was no minimum education requirement 

in 3, or 13 per cent, and hi gh school graduation was the minimum educa­

tion requirement in 20, or 87 per cent. 

Minimwn Education Requirement for~ Women Employees in Clerical 

Positions. Table LXXX s hows that in 24 clerical positions now held by 

women t here was no minimum education requirement for new women employees 

in 2, or 8.3 per cent, and high school graduation was t he minimum educa­

tion required in 22, or 91.7 per cent. 

Experience Requirements~~ Employees in Clerical Positions. 

Table LXXXI shows t hat employers required experience for new employees 

in 8, or 17 per cent of t,he clerical positions, and did not require exper­

ience in 39, or 83 per cent, of t he clerical positions. 

Sex Preference. Table LXXXII shows t hat employers preferred men for 

14, or 29.8 per cent of t he clerical positions, women for 13, or 27.6 per 

cent, and expressed no preference for 20, or 42.6 per cent. These data 

indicate t hat men and women have equal opportunity for employment in 

clerical positions in so far as sex preference is concerned. 



TABLE LXXVIII 

NUMBER AND SEX OF EMPLOYEES IN CLERICAL POSITIONS 

Full Tiim Part Time Combined 
Clerical Total Men women Men women Men women - - -Positions 

Par Per Per Per Per Per Per 
No. Cent No. Cent No. Cent No. Cent No. Cent No. Cent No. Cent 

General Office 27 100 8 29.6 15 55.5 1 3.7 3 11.2 9 33.3 18 66. 7 
Shipping Clerk 9 100 6 66.7 1 11.1 2 22.2 8 88.8 l 11.2 
Parts Clerk 2 100 2 100.0 2 100.0 
.Mailing Clerk l 100 1 100.0 1 100..0 
Posting Machine Op. 2 100 2 100.0 2 100.0 
Proof Clerk 1 100 1 100.0 1 100.0 
vault and Transit 1 100 1 100.0 1 100.0 
Stock Clerk 2 100 2 100.0 2 100.0 
IBM Varitype Operator 2 100 2 100.0 2 100.0 

Total 47 19 21 4 3 23 24 

Percentage 100 40.5 4)~.6 8.5 6.4 49.0 51.0 of Total 

This table should be read as follows: Twenty-seven persons were employed in General Office positions. 
Eight men, or 29.6 per cent, and 15 women, or 55.S per cent, were employed full time. one man, or 3.7 
per cent, and 3 women, or 11.2 per cent, were employed part time. 

.... 
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TABLE LXXIX 

MINIMUM EDUCATION REQUIREMENTS FOR NE'v'/ MEN EMPLOYEES 

IN CLERICAL POSITIONS HELD BY MEN 

Total No 
Clerical Positions Minimum High School 
Positions 

Per Per Per 
No. Cent No . Cent No. Cent 

General Office 9 100 9 100.0 
Shipping Clerk 8 100 1 12.5 7 87 .5 
Parts Clerk 2 100 2 100.0 
Mailing Clerk 1 100 1 100.0 
Vault and Transit 1 100 1 100.0 
stock Clerk 2 100 2 100.0 

Total 23 3 20 

Percentage 
100 13.0 87 .0 of Total 

This table should be read as follows: Hi gh school graduation was t he 
minimum education requirement for new men employees in 9, or 100 per cent, 
of the general office positions now held by men. 
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TABLE LXXX 

MINIMUM EDUCATION REQUIRE~lli:NTS FOR NEW 

WOMEN EMPLOYEES IN CLERICAL POSITIONS HELD BY WOMEN 

Total No High School 
Clerical Positions Minimum Graduation 
Positions Per Per Per 

No. Cent No. Cent No. Cent 

General Office 18 100 2 11 •. 1 16 88.9 
Shipping Clerk 1 100 1 100.0 
Posting Machine Op. 2 100 2 100.0 
Proof Clerk 1 100 1 100.0 
IBM varitype Op. 2 100 2 100.0 

Total 24 2 22 

Percentage 100 8.3 91.7 
of Total 

This table should be read as follows : For new women employees in General 
Office positions now held by women, there was no minimwn education require­
ment for 2, or 11.1 per cent of the positions, and hi gh school graduation 
was the minimum education requirement for 16, or 88.9 per cent of t he posi­
tions. 



TABLE LXXXI 

EXPERIENCE REQUI REMENTS FOR NEW 

EMPLOYEES IN CLERICAL POSITI ONS 
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Clerical Total Experience Experience Not 
Positions Positions Required Required 

Per Per Per 
No. Cent No. Cent No. Cent 

General Offi ce 27 100 6 22.2 21 77.8 
Shi pping Clerk 9 100 9 100.0 
Parts Clerk 2 100 2 100.0 
Mailing Clerk 1 100 l 100.0 
Posting .Machine Op. 2 100 2 100.0 
Proof Clerk 1 100 l 100.0 
Vault and Tr ansit 1 100 l 100.0 
stock Cler k 2 100 2 100.0 
IBM varitype Op. 2 100 2 100.0 

Total 
L. 

47 8 39 

Percentage 
100 17.0 BJ.O of Total 

This table should be read as follows: Of 27 General Office positions, 
experi ence was required for 6, or 22.2 per cent, and experience was not 
required for 21, or 77. 8 ·per cent. 



TABLE LXXX II 

SEX PREFERENCE EXPRESSED BY EMPLOYERS FOR EMPLOYEES IN CLERICAL POS I TIONS 

Total Men Women No 
Clerical Positions Preferred Preferred Preference 
Positions 

Per Per Per Per 
No. Cent No. Cent No. Cent No~ Cent 

General Office 27 100 2 7.4 12 44.4 13 48.2 
Shi pping Clerk 9 100 7 77.8 1 11.1 1 11.1 
Parts Clerk 2 100 2 100.0 
Mailing Clerk 1 100 1 100.0 
Postin g Machine Op. 2 100 2 100.0 
Proof Clerk 1 100 1 100.0 
vault and Transit 1 100 1 100.0 
Stock Clerk 2 100 2 100.0 
IBM varitype Op. 2 100 2 100.0 

Total 47 14 13 20 

Percentage 100 29.8 27.6 42.6 of Total 

This table should be read as follows: There were 27 General Office posi tions. Employers express-
ed a preference for men in 2, or 7 .4 par cent of t he general office positions; t hey preferred 
women in 12, or 44.4 per cent; and t hey expressed no preference for 13, or 48.2 per cent. 

~ 
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Minimum Age Requirement for New Men Errtployees in Clerical Positions. ---- -·- -- - -- --
Table LXXXIII gives minimum a ge requirements for new men employees in the 

23 clerical positions now held by men. There was no minimum a ge require­

ment for 6, or 26 per cent; 16 years was t he minimum a ge requirement for 

2, or 8. 7 per cent; 18 years for 12, or 52.2 per cent; 20 ye ars for 1, or 

4.4 per cent; and 21 years for 2, or 8.7 per cent. 

The minimum employment a ge for new men employees was 18 years or 

less for 86.9 per cent of t he clerical positions now held by men. 

Minimum Age Requirement for ~ women Employees ~ Clerical Positions. 

Table LXXXIV gives minimum age requirements for new women employees in 24 

clerical positions now held by women. There was no minimum a ge require­

ment for 9 , or 37.S per cent; 16 yea.rs was the minimum a ge requirement for 

1, or 4.1 per cent; 18 years for 13, or 54.3 per cent; and 21 years for 1, 

or 4.1 per cent. 

The minimum employment age for new women employees was 18 years or 

less in 9S. 9 per cent of t he clerical positions now held by women. 

Estimated Turnover in Full-Tine Clerical Positions. Table LXXXV 

shows t hat a total of 14 men and women were newly employed during the 

past year and 9 men and women were separated from their jobs. The result 

was a gain in employment of 5 people in clerical positions. 

The estimated turnover in full-time clerical positions was 24 per 

cent. 

Estimated Turnover in Part-Time Clerical Positions. - -- - ---- ----- Four persons 

were newly employed in part-time clerical positions and 1 person was 

separated from his job in a clerical position. The result was a gain of 

3 persons i n part-time clerical positions. 

There was an estimated turnover in part-time clerical positions of 

12. 7 per cent. These data are given in ·rable LXXXVI. 



TABLE LXXXIII 

MIN'IMlJM AGE REQUI REMENTS FOR NEW ~N EMPLOYEES 

I N CLERICAL POSITIONS HELD BY MEN 

Clerical 
Positions 

General Office 
Shippin g Clerk 
Parts Clerk 
Mailing Clerk 
Vault and Transit 
Stock Clerk 

Total 

Percentage 
of Total 

No 
Minimum 

4 

1 
1 

6 

26.0 

Age 
16 

1 

1 

2 

18 20 21 

2 2 
7 1 
2 

1 

11 1 2 

8.7 

Total 

9 
8 
2 
1 
1 

.2 

23 

112 

This table should be read as follows: No rru.nimum a ge requirement was 
g-lven for 4 positions as general office cler ks; 16 years was t he minimum 
age requirement for l position; 18 years was the minimum a ge requirement 
for 2 positions; and 21 years was t he minimum a ge requirement for 2 positions. 



TABLE LXXXIV 

MINIMUM AGE RE~UIREMENTS FOR NEW WOMt"N EMPLOYEES 

IN CLERICAL POSITIONS 

Clerical 
Positions No 

Minimum 16 18 21 

General Office 6 1 10 1 
Shipping Clerk 1 
Posting Machine Op. 2 
Proof Clerk 1 
IBM Vari type Op. 2 

Total 9 1 13 1 

Percentage 37.5 4.1 54.3 4.1 
of Total 

ll3 

Total 

18 
1 
2 
1 
2 

24 

This table should be read as follows: There was no minimum age require­
ment for new women employees in the 6 general office positions held by 
women. 



TABLE LXXXV 

ESTIMA.TED TURNOVER IN FULL-TIME CLERICAL POSITIONS 

Newly Employed Separated Clerical 
Positions Turnover 

Men Women Total Men Women Total Gain Per cent 

General Office 
Shipping Clerk 
Parts Clerk 
IBM Varitype Op. 

Total 

2 

2 

4 

9 

1 

10 

11 

2 
1 

14 

2 

1 

3 

* Minus sign(-) indicates loss in employment. 

s 
l 

6 

7 
1 
l 

9 

4 
-1* 

1 
1 

s 

30.0 
0 

50.0 
0 

24.0 

This table should be read as follows: Two men and 9 women were newly 
employed in general office positions durin g the last year and 2 men and S 
women were separated from their jobs in general office positions. There 
was a turnover of 30.0 per cent in full-time general office positions. 

TABLE LXXXVI 

ESTIMA.TED TURNOVER IN PART-TIME CLERICAL POSITIONS 

Clerical Newly Employed Separated 

Positions Turnover 
Men Women Total Men Women Total Gain Per Cent 

General Office 1 2 3 l 1 2 2,.0 
Shipping l 1 1 0 

Total 2 2 4 l l 3 12.7 
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This table should be read as fallows: One man and 2 women were employed in 
general office positions during the last year and l man was separated from 
his general office position. There was a turnover of 25.0 per cent in part­
time general office positions. 



Business Machines Used. Table LXXXVII shows that 13 various 

business machines were used by persons in clerical positions. The 

addi ng machine and typewriter were the machines used by most clerical 

employees. 

Educational Achievement of Present Clerical Employees. Table 

LXXXVIII s hows that 43, or 91.2 per cent, of t he present clerical 

employees were high school gradllates. Thirty-five of t hese graduates 

are graduates of Creston Hi gh School. 

Table LXXXIX shows t hnt one clerical worker had completed one year 

of college, 2 had completed 4 years of college, and 1 had attended 

business college. 



TABLE LXXXVII 

BUSINESS Mi\CHINES USED BY CLERICAL EMPLOYEES 
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General Office 22 22 3 4 3 7 1 1 2 3 1 
Shipping Clerk 3 
Parts Clerk 2 2 1 
Mailing Clerk 1 
Proof Clerk 1 
vault & Transit 1 1 
IBM Varitype Operator 2 2 2 
Posting Machine Operator 1 

Total 24 30 4 4 4 7 1 2 3 4 2 2 1 

This table should be read as follows: Twenty-two persons in general office positions used 
t he adding machine. 
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Clerical 
Positions 

Gene r al Office 
Shipping Clerk 
Parts Clerk 
Mailing Clerk 
Posting Mach. Op. 
Proof Clerk 
Vault & Transit 
Stock Clerk 
IBM Varitype 

Total 

Percentage 
of Total 

TABLE LXXXVIII 

NUMBER OF PRESENT CLERICAL EMPLOYEES WHO ARE HIGH SC HOOL GRADUATES AND THE 

NUMBER OF THESE GRADUATES WHO ARE GRADUATES OF CRESTON HIGH SC HOOL 

Total 
Positions 

Number of 
Hi gh School 
Graduates 

Per Cent of 
Graduates 

Creston High 
School 
Graduates 

Per cent of 
CHS Graduates 
in Positions 

Men Women Total Men Women Total Men Women Total Men women Total Men \'(omen Total 

9 
8 
2 
1 

l 
2 

18 
1 

2 
1 

2 

23 24 

27 
. 9 

2 
l 
2 
l 
l 
2 
2 

47 

9 
8 
2 
l 

1 
2 

17 

2 
l 

2 

21 22 

26 
8 
2 
1 
2 
l 
l 
2 
2 

43 

100 94.4 
100 
100 
100 

100.0 
100.0 

100 
100 

100.0 

96.3 
88.8 

100.0 
100.0 
100.0 
100.0 
100.0 
100.0 
100.0 

91.2 91.6 91.2 

6 
8 
1 

l 

12 

2 
l 

2 

16 19 

18 66.7 66.7 66.7 
8 100.0 88.8 
1 so.o 50.0 

2 
l 
l 100.0 

100.0 100.0 
100.0 100.0 

100.0 

2 100.0 100 .0 

35 

69.5 . 79.1 74.4 

This table should be read as follows: Nine men and 18 women, a total of 27 employees, held general 
office positions. Of t hese 27 employees , 9, or 100 per cent, of the men and 17, or 94.4 per cent, of 
t he women were hi gh school graduates. Of t hese graduates, 6 men, comprising 66.7 per cent of all men 
general offi ce employees, and 12 women, comprisin6 66.7 per cent of all women general offi ce employees 
were GI"aduates of Creston High School. 
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T A.BLE LXXX IX 

OTHER EDUCATIONAL A,CHIEVEMENTS OF CLERICAL WORKERS 

Clerical 
Positions 

General Office 

1 2 

1 

3 4 

2 

Business 
College 

1 

118 

This table should be read as follows: One person in a general offi ce 
position had completed 1 year of college, 2 had completed 4 years 
of college, and 1 had attended business college. 



CHAPTER VIII 

MISCELLANEOUS POSITIONS 

ll9 

Number and Sex of Employees in Miscellaneous Positions. Table XC 

shows a total of 41 persons were employed in various miscellaneous posi­

tions. Miscellaneous workers included cashiers, tellers, warehousemen, 

interviewers, display workers, delivery men, and abstractors. In all, 

there were 29 men and 12 women in miscellaneous positions. 

Thirty-five of t he persons in miscellaneous positions were full-time 

employees and 6 ware part-time employees. 

Minimum Education Requirements for New Men Employees in Miscellaneous 

Positions. Table XCI shows the minimum education requirements for new 

men employees in 29 miscellaneous positions now held by men. There was 

no minimum education requirement for 3, or 10.J per cent of these positions, 

and high school graduation was required for 26, or 89.7 per cent. 

Minimum Education Requirements for New~ Employees in Miscellaneous 

Positions. Table XCII shows the minimwn education requirement for new 

women employees in 12 miscellaneous positions now held by women. High 

school graduation is t he minimum education requirement for new women employ­

ees in all miscellaneous positions. 

Experience Requirements for New Employees in Miscellaneous Positions. 

Table XCIII s hows that experience is required of new employees in 11, or 

26. 8 per cent, of the miscellaneous positions. Experience was not required 

for replacements in JO, or 73.2 per cent of t hese positions. 

Sex Preference. Table XCIV shows t hat employers preferred men for 25, 

or 60.9 per cent, of miscellaneous positions, women for 4, or 9.7 per cent, 

and expressed no preference for 12, or 29.4 per cent. 



TABLE XC 

NUMBER AND SEX OF EMPLOYEES IN MISCELLANEOUS POSITIONS 

Miscellaneous 
Positions 

Men women Total Men Women Total Men women Total Full-Time Part-Time 

cashier 3 6 9 2 2 3 8 11 82.0 18.0 
Teller 4 3 7 4 3 7 100.0 
ware houseman 8 8 8 8 100.0 
Interviewer 1 1 1 1 100.0 
Displayman 1 1 1 1 100.0 
Deliveryman 8 8 4 4 12 12 66.7 33.3 
Abstractor 1 1 1 1 100.0 

Total 25 10 35 4 2 6 29 12 41 85.3 14.7 

This table should be read as follows; Three men and 6 women were employed as full-time cashiers, 
and 2 women were employed as part-time cashiers. 

..... 
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TABLE XCI 

MINIMUM EDUCATION RE<.aU IREMENT FOR NEW MEN EMPLOYEF..S 

IN MISCELLANEOUS POSITIONS NOW HELD BY MEN 

Total No High School 
Miscellaneous Positions Minimum Graduation 
Positions Per Per Per 

No. Cent No. Cent No. Cent 

cashier 3 100 3 100 
Teller 4 100 4 100 
warehouseman 8 100 8 100 
Interviewer 1 100 1 100 
Displayman 1 100 1 100 
Deliveryman 12 100 3 25 9 75 

Total 29 3 26 

Percentage 
of Total 100 10.3 89.7 
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This table should be read as follows: High school graduation is required 
for men replacements in all 3 positions as cashiers now held by men. 



TABLE XCII 

MINIMUM EDUCATION REQUIREMENTS FOR NEW WOMEN EMPLOYEES 

IN MISCELLANEOUS POSITIONS NOW HELD BY WOMEN 

Miscellaneous 
Positions 

cashier 
Teller 
Abstractor 

Total 

Percentage 
of Total 

Total 
Positions 

Per 
No. Cent 

8 100 
3 100 
1 100 

12 

100 

High School 
Graduation 

Per 
No. Cent 

8 100 
3 100 
1 100 

12 

100 

This table should be read as follows: High school graduation is 
required for new women employees in all 8 positions for cashiers now 
held by women. 
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TABLE XCIII 

EXPERIENCE RE<.i!JIREMENT FOR NEW EMPLOYEES 

IN MISCELLANEOUS POSITIONS 

Total Experience Experience 

Miscellaneous 
Positions Required Not Required 

Positions Per Per Per 
No. Cent No. Cent No. Cent 

Cashier 11 100 3 27.2 8 72.8 
Teller 7 100 1 14.J 6 85.7 
warehouseman 8 100 8 100.0 
Interviewer 1 100 1 100.0 
Displayman 1 100 1 100.0 
Deliveryman 12 100 4 33.3 8 66. 7 
Abstractor 1 100 1 100.0 

Total 41 11 30 

Percentage 100 26.8 73.2 of Total 

This Table should be read as follows: There are 11 positions for 
cashiers. For 3, or 27.2 per cent, of these positions, experience is 
required of new employees; for the remaining 8, or 72.8 per cent, 
experience is not required~ 
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TABLE XCIV 

SEX PREFERENCE EXPRESSED BY EMPLO YERS FOR 

EMPLOYEES IN MI SCELLANEOUS POSITIONS 

Miscellaneous 
Positions 

cashier 
Teller 
warehouseman 
Interviewer 
Displayman 
Deliveryman 
Abstractor 

Total 

Percentage 
of Total 

Total 
Positions 

11 
7 
8 
1 
1 

12 
1 

41 

Men 

Per 
No. Cent 

2 18.2 
1 14.3 
8 100.0 
1 100.0 
1 100.0 

12 100.0 

25 

60.9 

women 

Per 
No. cent 

4 36.4 

4 

No 
Preference 

Per 
No. Cent 

5 45.4 
6 85.7 

1 100.0 

12 

29.4 

This table should be read as follows : There were 11 posi tions for 
casni ers. Employers preferred men for 2 of these positions, women 
for 4. For t he remaining 5 positions employers expressed no preference 
for either men or women employees. 
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MinillllllJ A.ge Requirement fol".. New ~ Employees. Table XCV gives 

data showing t he minirnwn a ge requirement for new men employees in 29 

miscellaneous positions now held by men. There was no minimwn age re­

quirement for 8, or 27.6 per cent, of these positions. Eighteen years 

was the minimum a ge for 12, or 41.3 per cent, of the miscellaneous posi­

tions; 20 years for 1, or 3.5 per cent; 21 years for 6, or 20.7 per cent; 

and 25 years for 2, or 6.9 per cent. 

Minimum Age Requirement for New Women Employees. Table XCVI gives 

data s howing t he minimum age requirement for new women employees in the 

12 miscellaneous positions now held by women. There was no minimum a ge 

requirement for 6, or 50 per cent. Sixteen years was t he minimum a ge 

requirement for 3, or 25 per cent; 18 years for 1, or 8.3 per cent; and 

25 years for 2, or 16.7 per cent. 

Turnover in Full-Time Positions. Table XCVII shows that a total of 

4 persons were employed and 4 were separated from t heir jobs during the 

preceding 12 months. There was no gain in these positions. 

There was an estimated turnover of 11.4 per cent in the miscellaneous 

positions. 

Turnover in Part-Time Positions. Table XCVIII shows that 8 persons ---------
were employed in part-time miscellaneous positions and 9 persons were 

separated from t heir positions. There was a decrease of one employee in 

miscellaneous positions. 

There was a turnover .of 123 per cent in part-time ¢scellaneous posi-

tions. 

Business Machines Used. Table XCIX s hows that persons in miscellaneous 

posi tions used adding machines, typewriters, cash re gisters, posting ma.chines, 

I BM Proof Machines, and change makers. 



TABLE XCV 

MINIMUM AGE RE~UIRE,,lENTS FOR NEW MEN EMPLOYEES I N 

MISCELLANEOUS POSIT IONS 

Miscellaneous 
Positions No Age 

Minimum 18 20 21 25 

cashier 1 2 
Teller 4 
warehouseman 8 
Interviewer 1 
Display 1 
Delivery J 4 5 

Total 8 12 1 6 2 

Percentage 27.6 41.3 J.5 20.7 6.9 of Total 

Total 

3 
4 
8 
1 
1 

12 

29 

This table s ho .u.d be read as follows: No minimum a ge requirement was 
specified by employers for one of the positions for cashiers; for the 
other 2, employers specified a minimum age of 25 years. 
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TABLE XCVI 

MINI .MUM AGE REQUIREMENTS FOR NEW WOMEN EMPLOYEES IN 

.MISCELLANEOUS POSITIONS HELD BY WOMEN 

Miscellaneous 
Posi t ions No Age 

Minimum 16 18 25 Total 

cashier 4 3 1 8 
Teller 2 1 3 
Abstractor 1 1 

Total 6 3 1 2 12 

Percentage 
50 25 8.J 16.7 of Total 

This table s hould be read as follows! Of t he 8 positions for cashiers 
held by women, there were 4 for which no minimum age requirement was 
specified for new women replacements; a nun1mum a ge of 16 years was 

127 

required in 3 of these positions, and a minimum age of 25 years was required 
in 1. 
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TABLE XCVII 

TURNOVER IN FULL-TIME MISCELLANEOUS POSITIONS 

Newly 
Employed Separated Miscellaneous 

Positions Turnover 
Men women Total Men women Total Gain Per Cent 

cashier 
warehouseman 
DeliverJman 

Total 

1 
1 
2 

4 

1 
1 
2 

4 

1 
1 
1 

3 

1 

l 

2 
1 
1 

4 

-1 
0 
l 

0 

11.l 
12.5 
8.3 

ll.4 

This table should be read as follows; One man and no women were newly 
employed during the last year and 1 man and 1 women were separated from 
t heir jobs as cashiers. There was a turnover of 11.1 per cant in full­
time positions for cashiers. 

TABLE XCVIII 

TURNOVER IN PART-TIME MISCELLANEOUS POSITIONS 

Miscellaneous Newly Separated 
Positions Employed Turnover 

Men women Total .Men Women Total Gain Per Cent 

cashier 1 1 2 l 1 l 50.0 
Deliveryman 6 6 8 8 -2 lSO.:O 

Total 7 1 8 8 1 9 -l 123.0 

This table should be read as follows: One man and 1 woman w3re employed 
as cashier during the last year and no men and 1 woman w~~~ separated 
from t heir jobs as cashiers. There was a turnover of 50.0 per cent in 
part-time positions for cashiers. 



Miscellaneous 
Positions 

cashier 
Teller 
Interviewer 

Total 

TABLE XCIX 

BUSINESS ,'.!ACHI NES USED 
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3 7 9 
6 7 1 6 6 

1 

9 15 10 6 6 

This table should be read as follows: Three 
adding machine, 7 used the typewriter, and 9 
register. 
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Educational Achievements of Present Employees. Table C shows 

that 23 men and 10 women employees in the 41 miscellaneous positions 

were high school graduates. A_ total of 80.5 per cent of all employees 

in miscellaneous positions were hi gh sc?ool graduates. Seventeen of 

the 33 hi gh school graduates employed in miscellaneous positions were 

graduates of Creston Hi gh School. Creston Hi gh School graduates held 

41.4 per cent of the miscellaneous positions. 
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None of t he employees in miscellaneous positions had attended any 

sc hool other than hi gh school. 



Miscellaneous 
Positions 

cashier 
Teller 
warehouseman 
Interviewer 
Deliveryman 
Displayman 
Abstractor 

Total 

Percentage 
of Total 

TABLE C 

NUMBER OF PRESENT EMPLOYEES WHO ARE HIGH SCHOOL GRADUATES 

AND THE NUMBER OF THESE GRADUATES WHO ARE GRADUATES OF CRESTON HI GH SCHOOL 

Number of Creston Per Cant of 
Total Hi gh School Per Cent of Hi gh School CHS Graduates 
Positions Graduates Graduates Graduates in Positions 

To- To- To- To- TO-
Men Women tal Men women ta1 Men women tal Men women tal Men women tal 

3 8 11 3 6 9 100 75 81.7 1 3 4 33.3 27.2 36.2 
4 3 7 4 3 7 100 100 100 2 1 3 so.o 33.3 42. 8 
8 8 8 8 100 100 s s 62.s 62.s 
1 1 1 1 100 100 

12 12 6 6 so so 4 4 33.3 33.3 
l 1 l 1 100 100 

1 1 l 1 100 100 1 1 100.0100.0 

29 12 41 23 10 33 12 s 17 

79.3 83.3 so.s 41.3 41.6 41.4 

This table should be read as follows: Of the 11 persons in cashier positions, 3, or 100 per cent, of 
the men and 6, or 75 per cent, of t he women were hi gh school gr aduates. Of t hese graduates, 1 man, 
comprisi ng 33.3 per cent of all men cashiers, and 3 women, comprising 27.2 per cent, of all women 
cashiers, were graduates of Creston Hi gh School. 

I-' 
\.,J 
I-' 
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CHAPTER IX 

SUMMARY OF Fnmnms AND CONCLUSIONS 

This study seeks to determine what business occupational oppor­

tunities exist for high school graduates in Creston, Iowa, and to 

determine what curriculum changes or modifications should be made in 

the business education department in order to better meet the require­

ments of both the higp school graduates and the business firms of 

Creston, Iowa. 

The data for this study were collected by means of interview 

schedules completed during personal interviews with the businessmen 

of Creston, Iowa. 

General Findings 

1. Of the 225 business firms on the original list, 85 employed 

no employees other than members of the owners• immediate families. 

2. Of the 140 firms visited, 39, or 28.6 per cent, employed only 

1 employee. 

). The 140 firms employed a total of 642 persons in sales and 

office positions, S26 of whom were full-time employees and 116 of whom 

were part-time employees. 

4. Hig.~ school graduation was the minimum education requirement 

for new men employees in 78.2 per cent of the store and office positions 

held by men. 

S. High school graduation was the minimum education requirement for 

new women employees in 77 per cent of the store and office positions held 

by women. 

6. Experience was required for nevf employees in 33. 7 per cent of the 

store and office positions. 



7. Of the 642 positions, men were preferred for 250 positions, 

women for 179, and no preference was expressed for 213. 

1.33 

8. Employers would employ persons 18 years of age or less in 504 

of the 642 positions. 

9. During the last 12 months, 180 employees were added by the busi-

ness firms, and 109 were dropped. Thd.s resulted in an increase of 71 

full-time employees. During the last year, ll5 part-time employees were 

addeQ to the business firms, and 84 wcira dropped. This is an increase of 

31 part-time employees. 

10. There was an estimated turnover of 20.7 per cent in full-time 

positions and an estimated turnover of 83.S per cent in part-time positions .. 

11 .. Five hundred twenty-one of the employees were high school 

graduates. 

12. Of the 521 high school graduates employed in sales and office 

positions, 232, or 44.5 per cent, were graduates of Creston High School. 

13. Sixteen of the present employees had attended college for l year, 

15 had attended college 2 years, 2 had attended college 2 years and 12 had 

attended collage for 4 years. Twenty-four had attended business college, 

2 had attended a cosmetic school and i had attended night school for 15 

weeks. 

14. Eighteen different business machines were used by store and office 

employees. The ad.ding machine, typewriter and cash register were the 

machines used by t he greatest number of employees. 

Sales Positions 

l. Three hundred fifty~two persons were employed in sales positions. 

This was 54.8 per cent of the total persons employed in store and office 

positions in Creston. 



2. High school graduation was the minimum education requirement 

for new men enployees in 69.3 per cent of retail sales positions now 

held by men. 

J. High school graduation was the minimum education requirement 
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for new women employees in 62.S per cent of retail sales positions now held 

by women. 

4. Experience is required for new employees in 21.B per cent of the 

retail sales positions, and experience is required for new employees in 

59.3 per cent of wholesale sales positions. 

S. Men were preferred for 95, or 29.6 per cent, of retail sales 

positions; women for 80, ~r 25 per cent; and no preference was indicated 

for 145, or 45.4 per c~nt. Men were preferred for al.l wholesale sales 

positions •. 

6. A minimum age requirement of 18 years or less for new men empl<>y­

ees was specified by employers for 81.6 per cent of sales positions now 

held by men. 

7. A minimwn a ge requirement of 18 years or less was specified by 

employers for new women employees for 90 per cent of sales positions 

now held by women. 

8. There was an estimated turnover of 27.2 per cent in full-time 

sales positions and an estimated turnover of· 79 per cent in part-time 

sales positions. 

9. One hundred and fifty-five persons in sales positions used cash 

registers, 122 used typewriters, 5 used calculators, 2 used billing 

machines, and 1 used a posting machine. 

10. Seventy-three and nine-tenths per cent of the employees in sales 

positions were high school graduates. Twenty-nine and five-tenths per 

cent of the total employees in sales positions were graduates of Creston 

Hi gh School. 
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Record-Keeping Positions 

1. Sixty-nine persons were employed as record keepers. Twelve of 

these were employed as accountants and 57 as bookkeepers. 

2. High school graduation was t he minimum education requirement 

for new men employees in 90 per cent of the record-keeping positions now 

held by men. 

3. High school graduation was the minimum education requirement 

for new women employees in 87.7 per cent of the record-keeping positions 

now held by women. 

4. Experience is required for new enployees in 47.8 per cent of 

the record-keeping positions. 

S. Men were preferred for 20 record-keeping positions, women for 

33, and no preference was expressed for 16. 

6. A minimum age requirement of 18 years or less for new men 

employees was specified by employers for 11 of the 20 record-keeping 

positions now held by rren. 

7. A minimum age requirement of 18 years or less for new women 

employees was specified by employers for 37 of the 49 record-keeping 

positions now held by women. 

8. There was an estimated turnover of 22 per cent in full-time 

record-keeping positions and 213 . 8 per cent in part- time record-keepin g 

positions. 

9. The adding machine, typewriter, and cash register were t he 

business machines used by the largest number of record keepers. 

10. Si..-cty, or 86.9 per cent, of the 69 persons employed in record­

keepin g positions had completed high school. Twenty-four, or 34.9 per 

cent, of the total record-keeping employees were graduates of Creston 

High School. 
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Secretarial Positions 

1. Two men and 64 women were employed in secretarial positions. 

Forty of these persons were employed as stenographers, 24 as secretaries, 

and 2 of these as typists. 

2. The minimum education requirement for new men employees in secre­

tarial positions now held by men is 2 years of college for 1 position, 

and high school graduation for the other position. 

3. High school graduation is the minimum education requirement for 

new women employees in 95.3 per cent of the secretarial positions now 

held by women. 

4. Employers would require experience for new employees in 27.3 per 

cent of secretarial positions. 

5. Employers expressed a preference for women in 72.7 per cent of 

the secretarial positions and expressed no preference for 27.J per cent 

of the secretarial positions. 

6. Eighteen years was the minimum age requirement for new men employ­

ees in t he 2 secretarial positions now held by men. 

7. Eighteen years or less was the minimum age requirement specified 

for new employees in 61 of the 64 secretarial positions. 

8. There was an estimated turnover of 26.8 per cent in full-time 

secretarial positions and an estimated turnover of 83.J per cent in part­

time secretarial positions. 

9. The typewriter, adding machine, calculator, and the mimeograph 

were business machines used by the largest nwnber of secretarial employees. 

10. All present employees in secretarial positions are high school 

graduates and 59 per cent of the present employees are graduates of Creston 

Fi gh School. 
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Administrative Positions 

1. Sixty-six men and 1 woman were employed in administrative 

positions. 

2. High school graduation was the minimum education requirement 

for new men employees in 87.8 per cent of the administrative positions 

now held by men and high school graduation was required for new women 

employees in the 1 administrative position now held by a woman. 

). Experience was required for B,5 per cent of new employees in 

administrative positions . 

4. Men were preferred for 95.6 per cent of the administrative 

positions, women in 1.5 per cent, and no preference was stated for 2.9 

per cent. 

S. For new men employees in administrative positions, a minimum 

age of 21 years or more was stated for 60.9 per cent. Eighteen years 

was the minimum age required for women replacements in the l administra­

tive position held by a woman. 

6. There was an estimated.turnover of 6.1 per cent in administra­

tive positions. 

7. The addin g machine, typewriter, and cash re gister were the 

business machines used by most of those employed in administrative 

positions. 

8. Eighty-five per cent of present employ~es in administrative 

positions are high school graduates; and 15, or 22.4 per cent, are grad­

uates of Creston Hi gh School. 

9. One person in administrative positions had completed l year of 

college, 3 had completed 2 years of colle ge, 2 were colle ge graduates 

and 2 had attended business college. 
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Clerical Positions 

1. Forty-seven persons were employed in clerical positions, with 

40 in full-time positions and 7 in part-time positions. 

2. Hi gh school graduation was t he minimum education requirement 

for new men employees in 87 per cent of the positions held by men, and 

for new women employees in 91.7 per cent of the positions held by women. 

3. Experience was required for only l7 per cent of new clerical 

employees. 

4. Men were preferred for 14, or 29. 8 per cent of the positions; 

women for 13, or 27.6 per cent; and no preference was expressed for 20, 

or 42.6 per cent. 

5. The minimum age requirement for new men employees was 18 years 

or less in 86.9 per cent of clerical positions now held by men. 

6. The minimum age requirement for new women employees was 18 years 

or less for 95 . 9 per cent of the clerical positions now i,eld by women. 

7. There was an estimated turnover of 24 per cent in full-time 

clerical employees. 

8. There was an estimated turnover of 12.7 per cent in part-time 

clerical positions . 

9. Thirteen different business mac hines were used by clerical 

employees. 

10. Ninety-one and two-tenths per cent of the present clerical 

employees are high school graduates. Thirty-five, or 74.4 per cent, of 

the clerical employees are graduates of Creston High School. 

Miscellaneous Positions 

1. Forty-one persons were employed in miscellaneous positions. 
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2. High school graduation was the minimi.un education requirement 

for new men employees in 89.7 per cent of the miscellaneous positions held 

by men. 

3. High school graduation was the minimum education requirement for 

new women employees in all miscellaneous positions held by women. 

4. Experience was required for new employees in 26.8 per cent of the 

miscellaneous positions. 

5. Men were preferred for 25, or 60.9 per cent of the miscellaneous 

positions; women for 4, or 9.7 per cent; and no preference was stated for 

12, or 29.4 per cent. 

6. Th~ minimum age requirement for new men employees was l U or less 

in 73.9 per cent of the positions held by men. 

7. The minimum age requirement for new women employees was 18 years 

or less in 83. 3 per cent of the positions held by women. 

8. There was an estimated turnover of 11.4 per cent in full-time 

miscellaneous positi ons and an estimated turnover of 12) per cent in part­

time rrdscellaneous positions. 

9. Persons in miscellaneous positions used 9 different business 

machines. 

10. A total of 33, or 80.5 per cent, of all employees in miscellaneous 

positions were hi gh s chool graduates. 
,. 



140 

Conclusions 

In the light of the findings of the survey, the following conclusions 

appear to be warranted: 

As only 7 of the 140 business firms in Creston employ 15 or more 

employees, it appears that most employees will perform many different 

duties; therefore students who plan to obtain employment in store and 

office positions should obtain varied rather than narrowly specialized 

business training. 

As approximately one-half of the total employees were in sales 

positions, it seems apparent that there are more employment opportunities 

in the selling field for both men and women than in any other type of 

store or office position. The cooperative part-time distributive educa­

tion program appears to be justified as t here are more employment oppor­

tunities in sales positions than in any other type of position. 

· Since experience is required for 33. 7 per cent of new employees, 

the cooperative part-time trainin g program in distributive education and 

office training is fillin g a need in providing experience for high school 

students who are planning to seek employment in store or office positions. 

As .)6.1 per cent of all employees in store and off ice positions were 

graduates of Creston High School, it apµears that a large number of Creston 

Hi gh School graduates obtain employment in Creston. Therefore the train­

in g given to the students of Creston Hi gh School should prepare them for 

employment in Creston. 

More than two-thirds of the employees who have graduat,ed from. high 

school have not continued t heir formal education beyond high school gradua­

tion. The .fact that their high school training has proved to be terminal 

for these employees-up to the present time, at least--.indicates a need 

for thorough and adequate preparation for employment on the high school 

level. 
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As 34.9 per cent of persons empl oyed i n record-keeping positions 

were graduated from Creston Hi gh School, it appe ars t hat the teacher of 

bookkeeping should become f amiliar with bookkeeping methods and procedures 

employed by t he business firms in Cres ton in order t o better prepare 

students who plan to obtain employment in Record-keeping positions. 

As employers stated t hat high school gradua tion is t he minimum educa­

tion requirement for 77.4 per cent of new employees in store and office 

positions, it is important to counsel student,s as to ~he importance of 

completing high school in order to obtain positions in stores or off ices. 

Although there are almost twice as many men accountants as t here are 

women accountants, women bookkeepers outn~ber men bookkeepers three to one. 

Nearly all administrative positions are held by men. Only one woman 

held an administrati ve position. 

The businesses included in the study employ approximately a third 

more men t han women in sales positions. 

In cler ical positions, as a group, the number of opportunities for 

men is apProximately the same as the number £or women. 

As no employer stated a preference for men in any secretarial position, 

it appears t hat little employment opportunity exists for men in secretarial 

positions. 

Employers stated t hat t hey would emvloy persons 18 years of age or 

less in 78.5 per cent of the store and office positions. It appears that 

hi gh school graduates would not, for the most part, be limited in employ­

ment opportunities because of a ge requirements. 

There is considerable variation in turnover rates for full-time employ­

ees in different groups of positions, ranging from 27.2 per cent for sales 

positions to 6.1 per cent for administrative positions. 



Since a large number of employees use various business machines, 

business machine training should be of value to many persons planning 

to seek employment in store or office positions. 

As 69 per cent of employees in record-keeping positions use the 

typewriter, students who plan to obtain employment in record-keeping 

positions should take training in typewriting. 
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APPENDIX 



Date of interview ----------Tit 1 e of person interviewed: 

Name of person interviewed: 

A SURVEY OF SELECTED OFFICE Alto STOro! ocmIP~IOllS 
in 

Creston, Iowa, 19SO 

Name of Firm Address ________________ ...... ----------
Retail. ____ Wholesale ___ Nature of Business _________ _ 

Definitions: 

Stenographer - One who takes dictation from business e :.,ecutives and 
transcribes it and does other routine office duties. 

,:Iii' 
§~cretarx - :e:ne who llU:cy' take dictat~on from some exectutive and per-
form oth~r duties which are semi-executive or administrative in nati.,reo 

:Boo~~- One who records ~ntri~ into books of original entry but 
-ioee ti:fi ·$1!,ke final reports. 

•~I. One skilled in the keeping, examination, adjusting and 
making reperts from financial records, 

Business Ma.chines U'sed 
l. ~ypewriter 
2, Cash Register 
J. Adding Maahine 
4. Calcula.t or 
5. :Bookkeeping Ma.chine 
6. Comptometer 

(Qheck numb~~s o~ questiona.ire) 
7, Posting Uachine 
8, Mitneogra~ 
9, Ditto Machine (gelatin) 

10• Ditto Machine (spirit) 
11. 
12. 
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