A SURVEY UF SELECTED BUSINESS UCCUPATIONS

IN CRESTON, IOWA

By
ELWYN KYLE DE VORE
Bachelor of Science
Northwest Missouri State Teacliers Collégg
laryville, Missouri
1942

Submitted to the Faculty of the Graduate School of
the Oklahoma Agricultural and Mechanical College
in Partial Fulfillment of the Requirements
for the Degree of
MASTER OF SCIENCE

1951



iii

pH!
AGRICULTURAL & MiCHANICAL COLLEGE
’ LIBRARY

B MAY 9 1951

!,'T".'.':"

A SURVEY OF SELECTED BUSINESS OCCUPATIONS

IN CRESTON, IOWA

ELWYN KYLE DE VORE
MASTER OF SCIENCE

1951

T APPROVED:

Ity Representdtive

Dean he Graduate Scnoo

273886



ACKNOWLEDGEMENTS
The investigator wishes to express his sincere thanks to
Mr. Robert A. Lowry, Associate Professor of Business Education,
Oklahoma Agricultural and Mechanical College, for his invaluable
guidance and assistance :Ln. the preparation of this study, and to

the business firms of Creston who gave of their time and information,

iv



DEDICATION
This study is dedicated to my wife, Mrs. Bmma I. De Vore,
whose encouragement and confidence helped to make this study
possible.

E. K. D.



, LIST OF
Chapter

I.

II.

IIT.

TABLE OF CONTENTS

T&BLE‘; ® & @& & & ® 5 & T s B W s s T 3 s s s e

I}TmOD UCT I ON L] Ll - - - - L] - Ll - - - L] - - - - - -

Purpose of the Study .
Need for the Study . »
Scope and Delimitation
Source of Data . . . .
Definition of Terms. .
Procedure. « « « « « «

« & 8 8 & @
e & ® s = ®
. L] L] LI 1

« & 8 8 s »
- - - - .

* e & & @ 8
« & 8 8 8 @
* & 8 " s
. s 8

PR I

CENERAL RESULTS OF THE STUDY « o « o o « o « « + &«

Firms Surveyed « « « ¢ « « o ¢ o o o « o @
SiZze Of FirmsS. « o« ¢ « ¢ o ¢ ¢ o o ¢ ¢ o «
Classification of Employees as to Firms. .
. Number of Employees by Position. . « . . .
Education Requirements for New Men Employees
Education Requirements for New Women Employees
Experience Requirements for New Employees. . . .
SeX Profarence « » s & o & & 58 o ® @ w8 & s
Minimm Age Requirements for Men Employees . . .
Minimum Age Requirements for New Women Employees
Gain in Employment and Estimated Job Turnover. .
Gain in Employment and Estimated Job Turnover of
Full-Time EMPlOYyeES. « o o o s o o o« a s o » »
Gain in Employment and Estimated Job Turnover of
Part-Time EMPlOy@eSs « s + o o s- o 2 o s = &
Business jfachines Used by Store and Qffice Emplo,

L] L] L] .
L] L] L] L] L]
L] . L] L] - L]

Educational Achievements of Store and Office Employeas

SALES POSITIONSO = & s & = = . = - = & 8 = = . = =

Number and Sex of Sales Personnel. . « « ¢ o« « &«
Educational Requirements for New Men Employees .
Educational Requirements for New Women Employees
Experience Requirements for New Employees. . . .
Sex Preference « « o« o« o » s o o s s o & s & o
Minimum Age Requirement for New lfen Employees in

Sales PositionS. « « « ¢ ¢ o o = o o o & s o &

s = 0w LI ] L] L] L . »
L] . L] L] L] L] . . L] . .

ees

L] Ll L] . L]
L] L] . L] L]

-« =

Minimum Age Requirement for New Women Employees in

Saleg Posibtions. « o« o o« ¢ &« o s o 0 o s o
Turnover for Full-Time Sales Employees « « « «
Turnover for Part~Time Sales Employees . . «
Business Machines Used « « « o « ¢ o ¢ o &« o »
Educational Achievement of Present Employeea .
COmMPArison s s s & o & s & 5 % & & % & & & & &

L L] L] L] L] L]

. L] L] L] L]

“« & @ & 8 8

L] L] - L] - . . Ll L] . L]

L] - L] . L] L]

-Page

=

BYBEEEEFEq~~ v viuuwunk

27
27
27

36

39
39
42

42

L2
46

L6
L9
)



Iv.

Ve

VI.

Education Requirements . .
Experience Requirements. .
Sex Preference . « « « « +
TAINOVEL « s = & o & & & a
Minimam Age Requirement. .

L] L] . L] .

.
L]

RECORD-KEEPING POSITIONS -«

L] . - . .

. & % 8 @

. L] L] L]

Number Employed. in Record-Keeping Positions. . . . .
Minimum Education Requirements for New Men Employees
sur i Education Requirements for New Women Employees
Experience Requirements. « o+ o« o« o ¢ o o ¢ ¢ o & « o
36X Proference . « o a. s 6 s & # s 0, 5% .8 s @
Minimum Age Requirements for New lien Employees .
iinimum Age Requirements for New Women Employees
Turnover in Full=Time Positions. . « « o« + &« + &
Turnover in Part-Time Positions. . . . . .
Business Machines Used « ¢ o « ¢ « ¢ « « &
Educational Achievement of Record Keepers.
Comparison With Other Studies. . . . . . .

Experience Requirement . . . .
Sex Preference « « « « + + +
Minimum Age Requirements . . .

SECRETARIAL POSITIONSe + « « « .

-

-
-
-

L] - - -

.

Number and Sex of Secretarial Employees. .
Minimum Education Requirements for New Men Employees
Secretarial Positions. . « ¢« « « & « « &
Minimum Education Requirements for New Women Employees
Secretarial Position8S. « « o« ¢« ¢« ¢ o ¢ ¢ o ¢ ¢ o »
Experience Requirements. « « « « « ¢« « ¢ ¢ ¢ o & o
SeX Proferente . « « « « = s o s o o s » @« s » & @
Minimum Age Requirement for New Men Employees in
Secretarial PositionS. « o« ¢« ¢ o & « ¢ ¢ s o o« &«

Minimum Age Requirement for New Women Employees in

-

in

L] L] L] L] L] L] L] - L ] L] - - . - L]

- - - - - . -

Secretarial PositionsS. « « &« =« =« ¢« & & & o &
Turnover of Full-Time Employees. « « « « « « «
Turnover of Part~Time EmployseS: « « o« o« « o «
Business Machines Used « « « ¢ « « ¢ ¢« ¢ o « &
Educational Achievements of Present Employees.
Comparison With Other Studies. . . . . . . . .
Minimum Education Requirements . « « « « « « -
Experience Requirements. « « « &« « o« = . &
Sex Preference . « « « ¢ o o 2 s & o « o &

Minimum Age Reqguirements for New Employees

TUIMOVEI ¢« « o ¢ o « = & s » o

= & s = s =

. & @

-
-
-
-

-

- L] L] . - L] - - . - (]

- - ] - - - - . . . -

ADMINISTRATIVE POSITIONS « & o « o o o o o o o o« « o = &

in

Number and Sex of Employees in Administrative Positions.
Minimum Education Requirements for New ien Employces in
Administrative Positions s 4 & & & ® 8 & ® & ®8 ® s @& =



VII.

VIII.

IX.

Minimum Education Requirements for New Women Employees
in Administrative Positions. « ¢« ¢« ¢« ¢« ¢« ¢ ¢« ¢ ¢ &« & &
Experience Requirements for New EmployeesS. « « « « « « &«
Sex Preference , « « ¢« o« o o = o o o s s s ¢« o a o o & o
Minimum Age Requirements for New Employees in
Administrative PosSitions « « « « « o o ¢ ¢ o o ¢ o o »
Minimum Age Requirements for New Women Employees
in Administrative PositionS. « « =« o« « o « o « o « & &
Turnover for Full=Time Administrative Employees. . « + »
Business jjachines UsSed o+ « « o s o o ¢ o o s o o =« o o o
Educational Achievements of Present Employees in
Administrative POSitions « « o o ¢ o o o ¢ ¢ ¢ o o o &

CLERICAIJ POSITIONS - - - - - - - Ll L - L] - L4 - - - - . . -

Number and Sex of Clerical EmplOoyees « o « o = o s « » «
, Minimum BEducation Requirements for New lfen Employees
inClerical Positions8: » « ¢ = o » ¢ & o o o o o & & »
Kinimum Education Requirements for New Women Employees
in Clerical PosltionSe « « o ¢ o « ¢ ¢ o ¢ o ¢« & « o
Experience Requirements for New Employees in Clerical
Pos it ..Lons. - - - L] - . - - - L] - . - - - - - L - - - .
SeX Preference « « « « « « « o o o o 2 o o a o a o o o »
Minimum Age Requirements for New Men Employees in
Clerical PoOSitions « « « o « o o o 4 s s o s s & s »
Minimum Age Requirements for New Women Employees in
Clerical PoSitions® « « o o ¢ v & & & ¢ o & & ¢ &%
Estimated Turnover in Full-Time Clerical Positions .
Estimated Turnover in Part-Time Clerical Positions .
Business Machines Used « s « ¢ ¢ « 2« o ¢« s « o o « &
Educational Achievement of Present Clerical Employees.

. - L] .

-« = 8 @ @

MISCELLANEQUS POSITIONSe o « ¢ o = o o o o « & « o s o« & =

Number and Sex of Employees in Miscellaneous Positions .
Minimum Education Requirements for New Men Employees in
Miscellaneous PositionSe « « « « ¢ ¢ o o ¢ ¢ ¢ o « o &
“ininum Education Requirements for New Women Employees
in Miscellanzous PoSitions « « « o o ¢ ¢ o « o s ¢ o o
Experience Requirements for New Employees in liscellan—
eous PoSIitiONSs « o ¢ ¢« o ¢ ¢ ¢ o o o ¢ ¢ ¢ o ¢ &
SeX ProferenCe « o« o ¢« s « s o ¢ o o s 2 ¢ ¢ & s »
Minimum Age Requirements for New ien Employees . .
Minimam Age Requirements for New Women Employees .
Turnover in Full-Time PositionsS. « « « « « o « « &
Turnover in Part-Time PositionS. . « « « « - o + « »
Business Machines Used « « « s o o ¢ o s ¢ ¢ o o &
Educational Achievements of Present Employees. . .

LI R R D D I
L R R R S T
. B & & & & ° »

SUMMARY OF FINDINGS AND CONCLUSIONS. . ¢« ¢« « o « s « « « &

Ganeral Fil‘djngs - - - - - L - - - . - - . - - - - - -
S&_LBS POSitiOl’lS. * & & ® & & = =2 &2 8 &8 W & T 5 = B = = »

Page

105
105

105
105

111

115
115

119
119



Page

Record-Keeping Positions 135

Secretarial Positions, o « ¢ s s 4 s s 9 o066 & 4 # s . 135
Administrative PosSitions « + « ¢« ¢ ¢ o « « o = o ¢ « « & 137
Cleérical Posibions ¢ « o 5 o 0 4 & s e s @ o @ & » » o = . 138
Miscellaneous POSLItiONSe o « o o ¢ o« o« o o o o o« « » « o« 138
CONCLUSIONSe ¢ ¢ o « o o o o o « o o o« o o« s o o « « « « 140

BIBLIOGRAPE’Y « ® 4 & & & & s © & 8 ' 8 = 8 & & ® & & 8 & & 8 © & @ 1’43

A PPE‘”‘D IX ® ® ® @ & @ & @& 8 & @& & & @ @& & E @& @ ® & & € @ @ @ =+ & @ mh



Table

I.
IT.

I1I.

Iv.
V.

VI.

VII.
VIII.
IX.
XI.
XIT.
XIII.
XIV.
Xv.

XVI.

XVII.

XVIII.

LIST OF TABLES

Firms Classified According to Number of Full-Time
Employe e 5 - - - - - - - - - - - - - - - - - - - - - - - -

Number of Employees Employed in Selected Store and Office
Positions by Various Types of Firms in Creston, Jowa. . .

Number and Sex of Employees « o« o o o o o « o o o o« o = &

Minimum Education Requirements for New lien Employees in
Various Positions Now Held by Men « « « « o « o o« & « « &«

Minimum Education Requirements for New Women Employees in
Various Positions Now Held by Women « « +« « « ¢ « & « . &

Experience Requirements For New Employees . . « « « « + «

Sex Preference Expressed by Employers for 642 Store and
Office PositionB. - - - - - - L] - - - - - - - - L] - - - -

Minimum Age Requirements for lMen Employees. . « « + « + .
Minimum Age Requirements for Women Employees. . « + « « «
Gain or Loss in Employment During the Last Twelve Months.

Gain in Employment and Estimated Turnover in Full-Time
Po si tions - - - - - - - - - - - - - - - - - - - - - - - -

Gain in Employment and Estimated Turnover in Part-Tize
Po Sitions - - - - - - - - - - - - - - - L] - - - - - - . -

Business Machines Used. « « « « o o o o o o o = o s s s &
Number of Present Employees Who Are High School Graduates

and the Number of These (Graduates Who Are Craduates of
Creston High SChOOLl &« o o o o o & o « o o o » o o s « &

Other Educational Achievements of Store and QOffice
Employaes v & o e wie e & & & % @ e e @ B o« @ @ @ e e

Number and Sex of Employees in Sales Positions. . . . . .

Minimum Education Requirements for New ifen Employees
in 194 Sales Positions Now Held by Men. « « « « o o « «

Minimum Education Requirements for New Women Employees
in 158 Sales Positions Now Held by Women. . « « « « « « .

16
18

19
21
23
25

28

30

32

35
37

38

Lo



Table

XIX.

XX.

XXI.

XXII.

XXIIT.

XXIV.

XXvV.

XXVI.

XXVII.

XXVIII.

XXIX.

XXX.

XXXT.

XXXII.

XXXIII.

XXX1IV.

XXXV,

XXXVI.

Experience Requirements for New Employees in 352
Sales POSitioNSe o« o o e o o o o ¢ o o o o & o o« o « o

Preference of Employers for Salespeoply by Sex . « « .

Minimum Age Requirement for New llen Employees in 19l
Sales Positions Held by Mene « « o o« ¢ o o o o = = + &

Minimum Age Requirement for New Women Employees in 158
Sales Positions Held by Women. « « o« =« « o o« o « o o« =«

Turnover in Full-Time Sales Positions. « . o« o « « « =«

Turnover in Part-Time Sales POSitidns. o el R @ W

Business Machines QOperated by Persons in Sales Positions

Number of Present Employees in Sales Positions Who are
High School Graduates and Graduates of Creston High
S c hool - - - - - - - - - - L - - - - - - - - - - - - -

Other Educational Achievements of Employees in Sales
Pogition8e o o o s o o 4 o o o s s a s ¥ 5 o 5 & » & @

Percentage of Sales Positions for Which High School
Graduation is Minimum Education Requirement for New
mplojre e s . - - - - L] . L] - - - Ld L] - . . . . L] L] L] - .

Experience Requirements for New Employees in Sales
PO Si tio nS - - L - L - - - - - - - - L] - - - - L - - - -

Sex Preference Expressed by Employers for Employees in
Sales Positions. « =« 2 o e ¢ ¢ o o 0 6 s 0 0 0 s s o @

Turnover in Sales Positions. « « ¢ ¢« ¢ o« ¢ o o & o o &

Percentage of Positions for which the Minimum Age
Requirement for New Employees is 18 Years or Less. . .

Number and Sex of Employees in Record-Keeping
Positions - - - - - - - - - - - - - - - - - - - - - - -

Minimum Education Requirements for New Men Employces
in Record-Keeping Positions. « « v ¢ « o « « o = « & &

Minimum Education Requirements for New Women Employeses
iﬂ RBCOI‘d-KBBPing POSitiOﬂS- ® ® ® ®= 8 s = * @8 @& & = »

Experience Requirements for New Employees in Record-
Keeping PositionS8: +« « o« o« ¢ o o ¢ ¢ o 2 o o o s o o &

Page

L3

L5
L7
L7
L3

51

53

53

2 B

55

57

58

59

60

xi



Table

XXXVII.

XXXVIIT.

XXXIX,

XL.

XLI.

XLII..

XLIII.

XLIV.®

XLV.

XLVI.
XLVII.
XLVIII,

XLIX.
L.

LI.
LII.
LIII.

LIV,

Sex Preference Expressed by Employers for Employees
in Record=Keeping POSitions « « « o o o « « = o = s + &

Minimum Age Requirements for Men Replacements in
Record-Keeping Positions Held by Mene: « o« « o o « » &+ &

Minimum Age Requirements for Women Replacements in
Record-Keeping Positions Held by Women. « « « o « « o &

Turnover of Full-Time Employees in Record-Keeping
POBILIONG o 0w o » 5 o @ 000 6 6 @ & = i @ & e e e &

Turnover of Part-Time Employees in Record-Keeping
Positions - L - - - - - - - - - - - - - - - - - - - - -

Business Machines Used by Record-Keepers. « « « « « . .
Number of Present Record Keepers Who Are High School
Graduates and the Number of These Graduates Who Are
Graduates of Creston High School. « « o ¢ ¢« & =« & & & .
Educational Achievement of Record Keepers . . « « « . .
Percentage of Record-Keeping Positions for Which
Employers Specify High School Graduation as the Minimum

Education Requirement . « « ¢« ¢ o« ¢ ¢ ¢ ¢ ¢ o o ¢ o o« &

Experience Requirements for New Employees in Record-
Keepin_; POSitiOﬂS L - L - - - - . - - - L - - - - - - -

Sex Preference Expressed by Employers for Employees
in Record-Keeping Positions « « « ¢« ¢ ¢ 4 ¢ & o & &« o« .

Percentage of Positions for Which the Minimum Age
Requirement for New Employees is 18 Years or Less . . .

Percentage of Turnover in Record-Keeping Positions. . .
Number and Sex of Employees in Secretarial Positions. .

#inimum Education Requirements for New Men Employees in
Secretarial Positions Now Held by Men « « « « o« « o « &

Minimum Education Requirements for New Women Employees
in Secretarial Positions Now Held by Women. . . . . « .

Experience Requirements for New Employees in
Secretarial Positions « = « ¢ = ¢ ¢ ¢ o ¢ « ¢ = o & « &

Sex Preference Expressed by‘Employers for Employees in
Secretarial Positions ¢« « « ¢ o o o ¢« « ¢ ¢ « o o o« o @

Page

62

63

6L

67

69

70

71

71

73

7L
7h
76

7

78

79

80

xii



Table

Lv.

LVI.

LVII.
LVIII.
LIX.

LX.

LXI.

LXII.

LXIII.

LXIV.

XV,

LXVI.
LXVII.

IXVIII.

LXIX.

LXX.

LXXI.

LXXII.

Minimum Age Requirements for Men Replacements in
Secretarial Positions Now Held by Men « « « « « « .+ . .

Minimum Age Requirement for Women Replacements in
Secretarial Positions Now Held by Women . « « « « « « &

Turnover in Full~Time Secretarial Positions « « « « « &«
Turnovzsr in Part-Time Secretarial Positions . . . . . .
Business lachines Operated by Secretarial Employees . .
Number of Employees in Secretarial Positions Who Are
High School Craduates and Wumber of These Graduates
Who Are Graduates of Creston High School. « « &« &« « . &

Other Educational Achievements of Present Rumployees
in Secretarial Positions. . « « « ¢« ¢ ¢ ¢ ¢ 2 « « . . .

Percentage of Secretarial Positions for Which Hi:u School

Graduation is Minimum Educalion Requirement for New
ENDIOYEO8 s o « o o s o o o 5 s o s a s 5 « & 5 s s & »

Experience Requirements for New Employees in
Secretarial Positions « « ¢ ¢ o ¢ ¢ ¢ ¢ ¢ o c s o o o o

Sex Preference Expressed by Employers for New Employees
in Secretarial PositionsS. « « « o« « ¢ ¢ « ¢ o o ¢ o « &

Percentage of Positions for Which the Minimum Age
Requirement for New Employees is 18 Years or Less . . .

Turnover in Secretarial Positions « « « o o ¢« o o « « &
Number and Sex of Employees in Administrative Positions

iinimm Education Requirements for New Men Employees in
Administrative Positions Now leld by Men. . . « « « « &

Minimum Education Requirements for New Women Employees
in Administrative Positions Now Held by Women . . . . .

Experience Requirements for New Employees in
Administrative Positions. « o ¢« 4o o ¢ ¢ ¢ ¢« o ¢ ¢ o o &

Sex Preference Expressed by Employers for Employees
in Administrative PoSitions « « o« ¢« ¢ o « ¢ o o s + o &

Minimum Age Requirement for New Men Enmployees in
Administrative Positions. « « o o « o o o o o o « « o o

xiii

Page

82

83
8l
8l
85

86

88

39

89

90

90
92
9k

95

95

96

7

98



Table

LXXIII.

LXX1V.

LXXV.

LXXVI.

LXXVIT.

LXXVIII.

LXXIX.

LXXX.

LXXX1I.

LXXXTII.

LXXXITI.

LXXXIV.

LXXXV.
LXXXVI.
LXXXVII.

LXXXVIII.

LXXXIX.
XC.

XCI.

dinimum Age Requirement for New Women Employees
in Administrative Positions . « « ¢ ¢ ¢ ¢ ¢ ¢ & & o o &

Turnover in Full-Time Administrative Positions. « . . .

Business Machines Operated by Persons in Administrative
Po si tions - - - - - - - - - L - - - - - - - - - - - - -

Number of Present Employees in Administrative Positions
Who Are High School Graduates and Number of These Who
Are Qraduates of Creston High School. « « o o« ¢« & &« « &

Other Educational Achievements of Employees in
Administrative PositionSe « o« o o o o o o o o ¢ ¢ o o &

Number and Sex of Employees in Clerical Positions . . .

Minimum Education Requirements for New AMen Employees
in Clerical Positions Held Dy MeN « « « « ¢ ¢ o o o o«

jiinimum Education Reyuirements for New Women Employees
in Clerical Positions Held by Women . « « « « « « « « =«

Experience Requirements for New Employees in Clerical
Positions.....-....--...........

Sex Preference Expressed by Employers for Employee in
Clerical PoSitionS: « o o o o « ¢ o o ¢ o ¢ o o o o o &

Minimum Age Requirements for New ifen Employees in
Clerical Positions Held by MeNe « « o« o o« o = o + o o &

yinimum Age Requirements for New Women Employees
in Clerical Positions o« « « o« = ¢ s o o o o 5 o o » &

Estimated Turnover in Full-Time Clerical Positions. . .
Extimated Turnover in Part-Time Clerical Positions. . .
Business jjachines (sed by Clerical Employees. . . . . .
Number of Present Clerical Employees Who Are High

School Graduates and the Number of Tnese Graduates Who
Are Oraduites of Creston Hih School. &« ¢« ¢ ¢ ¢ &« o « &
Qther Educational Achievement of Clerical Workers . . .

Number and Sex of Employees in [iscellaneous Positions.

Minimum Education Requirement for New lien Employees
in Miscellaneous Positions Now Held by MenN. « « « o « =«

xiv

100

101

102

103

104
106

107

108

109

110

112

113
114
11y
116

117
118

120

121



Table

XCII.

XCIII.
XCIV.
Xcv.
XCVI.

XCVII.
XCVIII.
XCIX.

Ce

Minimum Education Requirements for New Women
Employees in Miscellaneous Positions Now Held by
womn . . - - L] - - - - - - - - - L] - - - - - - - -

Experience Requirement for New Employees in
Miscellaneous POSIitiOoNs « « o « o o 2 ¢ o = s o o »

Sex Preference Expressed by Employers for Employees
in Miscellaneous PosSitionSe « « « « o o « o o « « &

Minimum Age Requirements for New Men Employees in
Miscellaneous Positions « « « o« ¢ ¢ ¢ ¢ o o ¢ o « &

Minimum Age Requirements for New Women Employees in
Miscellaneous Positions « o « ¢« o o ¢ o o ¢ o o o« &

Turnover in Full-Time Miscellaneous Positions . . .
Turnover in Part-Time Miscellaneous Positions . . .
Business Machines Used in Miscellaneous Positions .
Number of Present Employees Who Are High School

Graduates and the Number of These Graduates Who Are
Gradu“:lt»BS Of cmston High SChDOl- L] - - » - - a - -

Page

122

123

124

126

127
128
1238

129

131



A SURVEY OF SELECTED BUSINESS OCCUPATIONS IN CRESTON, IOWA
CHAPTER I

INTRODUCTION

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 oécupational opportunities exist for high school graduates
‘and what curriculum changes or modifications in the business education
department need be made in order Lo better meet the need of the high school
graduate and tﬁe business firms of Creston.

Specifically, this study secks answers to the following questions:

1. what is the approximate number of (1) part-time and (2) full=-
time employees in office and store occupations in Creston?

2. What are the educational requirements for office and store
positions in Creston?

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

4. Do the employers prefer male or female employees?

5. Is there a minimum age requirement for these positions?



6. What is the turnover in these positions?

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

8. what percentage of present employees are graduates of Creston
High School?

9. What modifications should be made in the curriculum of the
business education department of Creston High School in the light of
the findings 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 committee of business men to furnish
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 capacity of business
for absorbing personnel in specified occupations,es..

Re G. Walters, director of public relations at Grove City College,
states that:

e« « o 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 sBould be given first consideration in
planning a curriculum.

1 McKee Fisk, National Business Education Qutlook, Ninth Year- .
book, National Business Teachers Association, 1943, ps Ol.

; R. G. Walters, The Community Survey lonograph, Number 58,
Southwestern Publishing Company, Cincinnati, p. O.




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 3f the age and educational levels of those

being trained. « »

In the planning 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
high 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 offices that employ one or more individuals
outside of the immediate 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 the employees.
The writer felt that the information obtained would be of little value
and that this question might antagonize the employer and make him re—
luctant to co-operate in this study.

Source of Datas 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 this study are to be under-

stood 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 these records.

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

his duties and to which ne devotes most of his working tiue.

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

per week for pay.
A part-time employee is one who is employed less than thirty hours
per week for pay.

A new employee is a person who was aired during the last twelve

months in a position selected for the survey.

An employer is an individual or business oranization which employs
personnel in the specified store and office positions selected for this
study.

Turnover is "the number of persons hired within a given period to
replace those leaving or dropped; also, the ratio of this number to that

b

of the average force maintained.n

~ Webster's International Dictionary, Second Edition, Abridged.




The percentage of labor turnover is calculated by dividing the
actual number of replacements during the last twelve months, represented
by the number of separations or accessions, whichever is smaller, by the
average employment fizure for the yaar.s

An accession is "the hiring of a new employee or the rehiring of an
old enployee.“é

A separation is "a termination of employment of any of the three
following kinds: Quits, layoffs, and discharges.n’

Procedure., A study was made of other interview schedules used in
similar surveys conducted in communities in QOklahoma. 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, the 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 the classified section of the Creston Telephone
Directory to determine that no business firms were omitted from the study.

Just before the survey was to begin, 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. 21L-17.
6

Ibid., p. 215.

! Ibid.



The interviewing was started on February 2, 1950. The data were
collected by the investigator through personal interviews during the
period from February 2 to May 15, 1950.

resent Curriculume. The curriculum of Creston High School is being

revised at the present time and it is hoped that this study will aid in
the revising of the curriculum of the Business Education Department
At the present time the business education program includes:

Bookkeeping (1 year)

Typing (1 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

CGENERAL 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 employees were included in this
survey.

Size 2£ Firms. Most of the business firms of Creston are small,

Table I shows that 7L.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; 23, or 20
per cent, had 2 employees; 12, or 8.6 per cent, had 3 employees; 16, or
11 per cent, had L 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 as to Firms. The data'collected were

tabulated to determine the number of employees employed by various types
of firms., The firms were placed into L8 classifications. Grocery stores
employed the largest number of full-time employees, a total of 70. Depart—
ment stores, with 50, and clothing stores, with L6, were second aﬁd third
in number of full-time employees.

Grocery stores and clothing stores each employed 19 part-time employees,
which was the largest number employed by one type of business. yariety

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



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 6.0
Firms with two employees 23 20.0 56 8.7
Firms with three employees 12 8.6 36 5.6
Firms with four employees 16 11.0 6L 9.9
Firms with five employees 9 6.4 Ls 7.0
Firms with six employees 6 .3 36 5.6
Firms with seven employees I 2.8 28 bl
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 .7 10 1.6
Firms with eleven employees 3 2, 33 5.2
Firms with twelve employees 2 1.4 2L )
Firms with thirteen employees 3 % | 39 642
Firms with fourteen employees 1 % 14 2.3
Firms with fifteen employees 1 oT 15 2.3
Firms with seventeen employees 1 " ) i 2.6
Firms with twenty employees 1 T 20 3.1
Firms with twenty-one employees L o7 2% 3.3
Firms with twenty-two employees 1 .7 22 3.4
Firms with twenty-four employees 1 oT 2L 3.7
Firms with twenty-five employees 1 o7 25 3.9
Total 140 100.0 6L2 100.0

This table should be read as follows: Thirty-nine, or 28.6 per cent, of
the firms have only one employee each. These firms employ 32, or 6.0 per
cent, of the total number of employeses.



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

Table II.

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 6L2
employees, 320 were in retail selling and 32 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 L1, or 6.4
per cent, in miscellaneous office and store occupations.

Education Requirements for New Men 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 positions now held by women.

Experience Requiremeqﬁs'for New Employees. Table VI presents data

pertaining to_experienca 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 expefience for new employees were as follows: Sales
Positions; 89,Ior 27.7 per cent;_Racord Keepers: 33, or 47.8 per cent;
Secretarial Positions: 18, or 27.9 per cent; Administrative Positions;

57, or 82 per cent; Clerical Pbsiﬁiona: 8, or 17 per cent, and ifiscel~-

laneous Positions: 11, or 26.8 per cent.

Sex Preference. The data in Table VII show that employers preferred
men in 250 of the positions.  Women were preferred in 179 of the positions

. ‘and no preference was indicated for 213 of the positions.
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TABLE II
NUMBER OF 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
Mfen Women len Women Total

Abstract i B
Accounting Office
Agriculture Office
Appliance

Attorney

Auto Sales & Service

Auto Supplies

Bakery

Banks

Beverage Distillers
Business Services

City Offices

Cleaners

Clothing Stores

Coal

County Office

Cornice Works

Dairy

Department Store

Doctor, Dentist % Hospital
Drugs

Electrical Service

Farm Implement

Farm Loan

Feed Stores

Florist

Furniture

Grocery

Hardware

Insurance

Jewelry

Laundry

Lumber Company

Manufacture of Metal Parts
Newspaper

Paint and Home Decorating
Printing Company
Processing of Poultry 2% Eggs
Real Estate
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TABLE II (CONTINUED)
NUMBER OF 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 Total

Sewing Shop 1 1 1
Shoe Stores 3 N 5 3 1 9
State Offices 2 2 2 L
Telephone Office 1 1 3 L
Theatre 1 1 & 2 I
Transportation 2 5 1 6
pgtilities Office 2 6 7 1 1
yariety Stores 2 2 23 17 L2
wholesale Grocery L 25 9 1 1 36

Total 140 292 234 k2 4 642

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

Combined Total
Positions Per
ifien Women  Total Men  Women Total Men  Women Number Cent

Sales Positions

Retail 130 10l 23L 33 53 86 163 157 320 L9.9

Wholesale 30 1 31 1 i) 31 i 32 5.0
Record Keepers

Accountants 7 L 11 1 1 7 5 12 1.9

Bookkeepers 13 39 52 5 5 13 Lk 57 8.7
Secretarial Positions

Stenographer 1 33 34 6 6 1 39 Lo 6.3

Secretary 1 20 21 3 3 1 23 2l 3.8

Typist 1 1 1 1 2 2 .3
Administrative Positions

llanager 36 1 37 36 2 | 37 Se8

Department lanager 28 28 28 28 Le3

Circulation Manager 1 1 3 : «15

Asst. Circulation Manager 1 - 1 v i 1 «15

¢t



TABLE III (CONTINUED)

NUMBER AND SEX OF EMPLOYEES

= ==

Full Time Part Time Combined Total
Positions T Per

fen Women  Total Men Women  Total Men  Women Number (Cent

Clerical Positions

Gensral OIffice 8 15 23 1 3 L 9 18 27 he2
Shipping Clerk 6 1 7 2 2 8 1 9 1.h
Parts Clerk 2 2 2 2 3
Mailing Clerk 1 i 1 1 .15
Posting Machine QOperator 2 2 2 2 o3
Proof Clerk ' 3 1 1 1 .15
Vault % Transit Clerk 1 1 1 1 «15
Stock Clerk 2 2 2 2 o3
IBM Varitype Operator 2 2 2 2 o3
liscellaneous Positions
Cashier 3 6 9 2 2 3 8 11 1.8
Teller L 3 7 L 3 7 1.0
Warehousemen 8 8 8 8 13
Interviewer 1 1 1 1 .15
Display 1 1 1 1 +15
Delivery 8 8 b L 12 12 1.9
Abstractor 1 1 1 1 <15
Total 292 234 526 L2 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.

€T



TABLE IV
MINIMUM EDUCATION REQUIREMENTS FOR NEW MEN EMPLOYEES

IN VARIOUS POSITIONS NOW HELD BY MEN

High
Total No 10th School 2 Years i Years
e Positions Minimum 8th crade (rade Graduation College College
Positions
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 1. 1 .5 113 69.4
Wholesale 31 100 5  16.1 2 77.L 2 6.5
Record Keepers
Accountants 7 100 7 100.0
Bookkeepers 13 100 11 8L.6 2 15.4
Secretarial Positions
Stenographer 1 100 1 100.0
Secretary 1 100 1 100.0
Administrative Positions
Manager 36 100 3 8.4 33 91.6
Department Manager 26 100 5 17.8 23 82,2
Circulation Manager 1 100 1 100.0
Asst. Cir. Manager 1 100 1 100.0
Clerical Positions
Ceneral 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



TABLE IV (CONTINUED)
MINIMUM EDUCATION REQUIREMENTS FOR NEW MEN EMPLOYEES

IN VARIOUS POSITIONS NOW HELD BY MEN

High
Total No 10th School 2 Years Iy Years
Positions Positions Minimum 3th Grade Grade Craduation College College
Per Per Per Per Per Per Per

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

Miscellaneous Positions

Cashier ﬁ 100 3 100.,0

Teller 100 Ly 100.0

Warehousemen 8 100 8 100.0

Interviewer 1 100 1 100.9

Display 1 100 1 100,0

Delivary 12 100 3 25.0 9 175.0
Total 334 56 12 1 260 3 2
PEYCAntA RS 100 16.1; 3.6 3 78,2 9 6
of Total b ¥ ’ ¥ : .

This table should be read as follows: Of 163 retail sales positions, there was no minimum 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 age requirement for 113, or 69.4 per cent.

qt



TABLE V

MININUM EDUCATION REQUIREMENTS FOR NEW WOMEN EMPLOYEES

IN VARIOUS POSITIONS NOW HELD BY WOMEN

High
Total No 10th School 2 Years
Positions Positions Minimum Grade Graduation College
Per Per Per Per Per
No. cent Noe cent No. cent No. cent NO. cent
Sales Positions
Retail 157 100 58  36.9 1 6 98  62.5
Wholesale 1 100 1 100.0
Record Keepers
Accountants 5 100 5 100,0
BOOkkBSPEI'S hll. 100 5 11.3 38 86-)4 1 2.3
§Egretarial Positions
Stenographer 39 100 3 1.7 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 Ofifice 18 100 2 il 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

91



TABLE V (CONTINUED)

MINIMUM EDUCATION REQUIREMENTS FOR NEW WOMEN EMPLOYEES

IN VARIOUS POSITIONS NOW HELD BY WOMEN

i
Total 10th Sghszl 2 Years

Positions Rogitiony liinimun Grade Graduation _College

Per Per Per Per Per

NOe cent No. cent No. cent No. cent No. cent

Miscellaneous Positions
Cashier 8 100 8 100,0
Teller 3 100 3 100,0
Abstractor 1 100 1 100.0
Total 308 69 1L 237 1
rcentage
gg Tor’;alg 100 22.1 3 77.0 o3

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.

LT



EXPERIENCE REQUIREMENTS FOR NEA EMPLOYEES

TABLE VI

13

Total Experience Experience
Positions Positions Required Not Required
No. Per Cent No. Per Cent No. Per Cent

Sales Positions

Retall 320 100 70 21.8 250 782

Wholesale 32 100 19 59.3 13 L0.7
Record Keepers

Accountants 12 100 7 58.3 5 1.7

Bookkeepers 57 100 26 45.7 31 54.3
Secretarial Positions

Stenographer Lo 100 10 25.0 30 75.0

Secretary 2L 100 7 29.1 17 70.9

Typist 2 100 B 50.0 i § 50.0
Administrative Positions

Manager 37 100 30 81.1 7 18.9

Department Manager 28 100 26 92.9 2 Tsd

Circulation Manager L 100 1 100.0

Asst. Circulation Manager 1 100 1 100.0
Clerical Positions

General Oifice 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 1 100.0

Posting Machine QOperator 2 100 2 100.0

Proof Clerk 1 100 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 Positions

Cashier 11 100 3 27.2 8 72.8

Teller 7 100 1 l}-h 3 6 85. T

Warehousemen 8 100 8 100.0

Interviewer 1 100 1 100.0

Display 1 100 1 100.0

Delivery 12 100 N 33.3 8 6647

Abstractor 1 100 1 100.0

Total 6L2 100 216 33.7 426 66.3

This table should be read as follows:

and experience was required for 70, or 21.8 per cent of the retail sales
positions and experience was not required for 250, or 79.2 per cent, of the

retail sales positions.

There were 320 retail sales positions
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TABLE VII
SEX PREFERENCE EXPRESSED BY EMPLOYERS

FOR 642 STORE AND OFFICE POSITIONS

Positions Total ien Women No Preference

Sales Positions

Retail 320 95 80 145
Wholesale 32 32
Record Keepers
Accountants 12 10 2
Bookkeepers 57 10 31 16
Secretarial Positions
Stenographer Lo 29 11
Secretary 2l 17 7
Typist 2 2
Administrative Positions
Manager 37 34 1 2
Department lanager 28 28
Circulation Manager 5 1
Asst. Circulation Manager 1 1
Clerical Positions
General Office 27 2 12 13
Shipping Clerk 9 T 1 1
Parts Clerk 2 2
Mailing Clerk 1 1
Posting Machine Operator 2 2
Proof Clerk 1 1
Vault and Transit Clerk 1 1
Stock Clerk 2 2
IBM Varitype Operator 2 2
Miscellaneous
Cashier 11 2 L [
Teller 7 1 6
Warehousemen 8 8
Interviewer 1 1
Display i ! 1
Delivery 12 12
Abstractor 1 1
Total 6L2 250 179 213

This table should be read as follows: In 320 retail sales positions, men were
preferred for 95 positions; women, for 80 positions; and no preference was
mentioned for 1LS positions.
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Minimum Age Requirements for ljen Employees. Table VIII shows the

minimun age requirements for men employees. Of 33l 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 1 per cent, had minimum age requirements of 22 to 30
years.

Minimum Age Requirements for New Women Employees. Table IX shows

the minimum age requirements for women employees for the positions in

this study. For the 308 positions in which women were employed, employers
gave the minimum employment aze of 18 or under for 274, or 83.9 per cent.
Employers gave minimum age requirements from 19 to 25 years for 3}, or
11.1 per cent, of the positions.

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

concerning gain or loss for full-time and part-time employses 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 "the 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 number at beginning of 12-month period, divided by 2
equals average labor force.

Gain In Employment and Estimated Job Turnover.gg Full-Time Employees.

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

dropped, a gain of 35. One hundred and two women were added and 66 dropped,

uE
Dale Yoder, Personnel and Labor Relations, p. 214




TABLE VIII
MINIMUKM AGE REQUIREMENTS FOR MEN EMPLOYEES

I

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

Sales Positions

~Retall 60 L3 5 25 2l 5 ¥ 163
Wholesale 9 10 g 7 31

Record Keepers
Accountants 5§ 6 7
Bookkeepers 7 1 3 2 13

Secretarial Positions

~ Stenographer 1 1
Secretary 1 1l

Administrative Positions
llanager 9 5 &3 9 36
Department Manager 5 13 10 28
Circulation Manager 1 2
Asst. Circulation l{anager 3 I

Clerical Positions

~General Oifice N 1 2 2 9
Shipping Clerk T 1 8
Parts Clerk 2 2
Mailing Clerk 1l 1
Vault and Transit 1 1
Stock Clerk i 8 1 2



TABLE VIII (CONTINUED)
MINIMUM AGE REQUIREMENTS FOR MEN EMPLOYEES

Positions

No Age
Minimum 16 17 18 20 21 22 25 20 30 Total

itiscellaneous Positions

Cashier : 8 2 3
Teller L L
Warehousemen 8 8
Interviewer 1 1
Display 1 1
Delivery 3 N 5 12

Total 10l 56 5 65 3 5k 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 the minimum for 43; 17 years for 5; 18 years for 25; 21 years for 2l; 22 years for

5; and 25 years for 1.

(44



TABLE IX
MINIMUM ACE REQUIREMENTS FOR WOMEN EMPLOYEES

e e --

——
—

- R

' No Age
Positions Minimm 16 17 18 21 22 24 25  Total

8ales Positions

Retall L5 70 5 22 6 6 3 157

Wholesale 1 1
Record Keepers

Accountants 1 3 1 5

Bookkeepers 9 9 18 7 1 Ll
Secretarial Positions

Stenographer 16 5 18 39

Secretary 10 10 3 23

Typist 2 2
Administrative Positions

Manager 1l : )
Clerical Positions

Ceneral OIlice 6 s A 10 1 18

Shipping Clerk 1 1

Posting Machine Operator 2 2

Proof Clerk 1 1

IBM Varitype Operator 2 2

€2



TABLE IX (CONTINUED)

MINIMUK AGE REQUIREMENTS FOR WOMEN EMPLOYEES

No A
EON S winimm 16 17 18 20 22 2 25  Total
Miscellaneous Positions
Cashier L 3 1 8
Teller 2 1 3
Abstractor 1 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 minimum age requirement
for Ij5; 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.



Posgitions

TABLE X
GAIN OR LOSS IN EMPLOYMENT DURING THE LAST TWELVE MONTHS

Full Time Part Time Full Time Part Time Full Time Part Time Combined
M W M L M w M W M W T KM W T M W

T

Sales Positions
Retail
Wholesale

Record Keepers
Accountants
Bookkeepers

Secretarial Positions
Stenographer
Secretary

Administrative Positions

Manager
Department lanager

Clerical Positions
GCeneral Office
Shipping Clerk
Parts Clerk
IBM Varitype Operator

b9 57 30 5 22 35 21 L7 27 22 Ly 9 9 18 36 31 67
L L L L

9 5
2 R ? 2 ) 5 Ul | 1
5 1 N N 7 1 7 8 L 4 1 11
1 1 7 11 k I 3 &k 3 3 1. 6
7 L 6 1 1 1 3 3 N
2 2
2 2
2 9 1 2 2 5 : | L L 2 2 6
1 1 -1 -1 1 1 1 -1
2 1 1 ;! 1
1 1 1 1

HHOON
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TABLE X (CONTINUED)
GAIN OR LOSS IN EMPLOYMENT DURING THE LAST TWELVE MONTHS

Number Employed Number Dropped Gain and Loss* in Employment
Positions Full Time Part Time Full Time Part Time PFull Time Part Time Combined
M W M W M w M W M W T M W T M WT

Miscellaneous Positions

~TCashier 1 1 1 1 1 i <1 <1 1 1 1 -1 0
Warehousemen 1 1 0
Delivery 2 6 1 8 X 1 -2 -2 =1 -1

Total 78 102 o 75 U3 66 31 53 35 36 77 9 22 31 L 58102

# Loss indicated by minus sign (-)

This table should be read as follows: During the last twelve months L9 full-time male salespersons
were employed and 22 full-time male salespersons were dropped; therefore, there was a gain of 27 full-
time male salespersons.

92
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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.

puring the past year, 4O part-time 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 EI Store and 0ffice Employees. Table XIII

lists the business machines used by employees in various positions. Two-
hundred seventy-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 liachine, addressograph, bookkeeping machine,
spirit process ditto machine, change maker, billing machine, Varitype,
multilith, dictaphone, wire recorder, and Recordak.

Educational Achievements of Store and Office Employees. Table XIV

gives data showing 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 AND ESTIMATED

TURNOVER IN FULL-TIME POSITIONS

Newly Gain in Turn-
Positions Employed Separated Employ- over
lien Women Total Men Women Total ment Per Cent

Sales Positions

Retail L 57 106 22 35 57 L9 2742

Wholesale 9 9 5 5 L 15.6
Record Keepers

Accountants 2 2 2 2 0 18.1

Bookkeepers 5 14 19 L 7 11 8 21.1
Secretarial Positions

Stenographer 1 14 15 11 Ek L 3kl

Secretary 7 T 6 6 1 29.3
Administrative Positions :

Manager - 2 2 2 2 0 Sely

Department Manager 2 2 2 2 0 Tl
Clerical Positions

General Office 2 9 11 2 5 7 N 30.0

-Shipoing Clerk 1 : | -1 0.0

Parts Clerk 2 2 1 1 1 50.0

IBM Varitype Operator 1 1 1 0.0
lfiscellaneous Positions

Cashier i § 1 1 1 2 -1 113

Warehousemen 1 1 1 : ] 0 12.5

Delivery 2 2 . 1 1 8.3

Total 78 102 180 L3 66 109 11 20.7

This table should be read as followss Forty-nine men and 57 women were newly
employed during the last year and 22 men and 35 women were separated fronm

their jobs in retail sales positions. There was a turnover of 27.2 per cent in
full-time sales positions.
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TABLE XII
GAIN IN EMPLOYMENT AND ESTIMATED

TURNOVER IN PART-TIME POSITIONS

Newly Gain in
Positions Employed Separated Employ-  Turnover
Men Women Total HMen Women Total ment Per Cent
Sales Positions
Retall 30 56 86 21 L7 68 18 79.0
Record Keepers
Accountants 1 1 2 5 1 5 3 100.0
Bookkeepers L L L 80.0
Secretarial Positions
Stenographer 7 7 L L 3 88.8
Secretary N N 1 1 3 66.6
Clerical Positions
General OIfice 1 2 3 1 ) 2 25.0
Shipping Clerk 1 1 1 0.0
Miscellaneous Positions
Cashier 1 1 2 1 1 1 50.0
Delivery 6 6 8 8 -2 150.0
Total b 75 115 31 53 8L 31 83.5

This table should be read as follows: Thirty men and 56 women were employed
during the last year and 21 men and L7 women were separated from their jobs

in retail sales positions. There was a turnover of 79 per cent in part-=time
retail sales positions.



TABLE XIII

BUSINESS MACHINES USED
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Sales Positions
Retall 119 68155 5 1
Wholesale 3,43 2
Record Keepers
Accountants 9 6 2 L L -
Bookkeepers 38 L2 14 15 3 6 1 2 2
Secretarial Positions
Stenographer 33 b0 6 12 6 8 L4 2 2 1
Secretary 18 24, 6 6 2 5 1 7 A 1
Typist 2 2 2
Administrative Positions
Manager 18 14 13 1 1 1
Department Manager L 6 2 2
Circulation Manager 1 1 1
Asst. Circulation Manager 1 1 1

ot



TABLE XIII (CONTINUED)

BUSINESS MACHINES USED
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Clerical Positions
General Oifice 22 22 3 4 3.7 1-1 2 1 3
Shipping Clerk 3
Parts Clerk 2 2 1 _
Mailing Clerk 1
Proof Clerk 1
Vault and Transit Clerk 1 1
IBM Varitype Operator 2 2 2
Posting Machine Operator 1
Miscellaneocus Positions
Cashier 3 1T 9
Teller 6 7 1 6 6 3
Interviewer 1
Total 279 252 212 51 22 21 17 9 1 1 % 3 & 2 2% 3 %

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; 5 used the calculator; and 1 used a
posting machine.

T€



NUMBER OF PRESENT EMPLOYEES WHO ARE HIGH SCHOUOL GRADUATES

TABLE XIV

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

Total

Positions

Positions
To-

Men Women tal

Number of
High School Per Cent of
Graduates Graduates

To- To=-

Creston

High School

Graduates

Per cent of
C.H.S8, Graduates
in Positions

To-

Men Women tal Men Women tal Men Women tal

To=-
Men Women tal

Sales Positions

~ Retail 163
Wholesale 31

Record Keepers
Accountants 7
Bookkeepers 13

Secretarial Positions
Stenographer p ¢
Secretary 1
Typist

Administrative Positions
Manager
Department Manager 28
Circulation Manager 5
Asst. Cir. Manager 7

157
1

5
Lh

39
23
2

320
32

12
57

Lo
2l
2

37
28
: I
1

116
30

31
23

113
1

I
L1

39
23
2

229 71.2 T72.6
31 93.7 100.0

71.5
96.8

11 100,0 80,0
L9 61.5 93.2

91.6
85.9

4O 100,0 100,0 100,0
24 100,0 100,0 100.,0
2 100,0 100,0

32 86.1 100,0 88.8

23 B82.1 82,1
1 100.0 100.0
1 100,0 100.0

L1
17

1

O On

L6

21
15

87
17

2l

22 100,0 52.5

15
2

25,2 29.2
5L.8

30,7 LS.4 k2.1

55.0
62.5 6542
100.0 100.0

16.6
32.1

16. l
32,1

2€



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 OITice 9 18 27 9 17 26 100,0 9h.L 96.3 6 12 18 66,7 66.7 6647
Shipping Clerk 8 p 3 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 1 100.0 100,0
Posting Mach. Op. 2 2 2 2 100,0 100.0 2 2 100.0 100.0
Proof Clerk 1l 1 1 d 100.0 100.0 1 1 100.0 100.0
vault and Transit 1 1 1 1 100.0 100,00 1 1 100,0 100.0
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 1 3 h %3 272 B2
Teller L 3 7 Ly 3 7 100,0 100,0 100,0 2 1 3 50,0 33.3 42.8
Warehousemen 8 8 8 8 100.0 100,0 5 5 62.5 62.5
Interviewer 1l 1 1 1 100.0 100.0
Delivery 12 12 6 6 50,0 50,0 L b 33.3 33.3
Display ' 1 1 1 1 100.0 100.0
Abstractor 1 1 1 1 100,.0 100.0 5 § 1 100.0 100.0
Total 334 308 642 265 256 521 79.3 83,4 61,1106 126 232 31.7 LO.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 High School., Twenty-five and two-tenths
per cent of the men and 29.2 per cent of the women were Creston Higzh School graduates, -

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

total men, and 256 women, or 83.4 per cent of the total women, were

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

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.
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TABLE XV

OTHER EDUCATIONAL ACHIEVEMENTS OF STORE AND OFFICE EMPLOYEES

Business
Positions gg}}ggg EEEEE%E_ Other
i o 2 3 I 2
Sales positions
Retall 10 5 y & i 2 2 attended
Wholesale 1 2 2 cosmetic
school
Record Keepers
Accountants 1 1 L
Bookkeepers 1 .| 1 L 1 attended 15
weeks night
Secretarial Positions school
~ Stenographer L 3
Secretary 2 1 6
Typist 1
Administrative Positions
Manager 1 2 1
Department HManager 1 1 2
Clerical Positions
General Oifice 1 2 1
Total 16 15 2 12 24

This table should be read as follows; Ten persons in retail sales positions
had attended college for 1 year; 5 had attended for 2 years; 1 for 3 years;
and L had attended college for U years. Two had attended business college
and 2 had attended cosmetic school.
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CHAPTER III
SALES POSITIONS

Number and Sex of Sales Personnel. Table XVI shows a total of 352

persons employed in sales positions in Creston, This is S4.8 per cent
of the total persons employed in store and office positions. Three hund-
red twenty persons were employed in retail sales positions. One hundred
thirty men, comprising 40.6 per cent of all persons employed in retail
sales positions, and 104 women, comprising 32.5 per cent, were in full-
time sales positions. Thirty-three men, comprising 10.3 per cent of all
persons employed 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 93.8 per cent, and 1 woman, or 3.1 per cent, were in full-time whole-
sale sales positions and 1 man, or 3.1 per cent, was in part~time whole-
sale sales positions.

Educational Requirerents for New Men Employees. Table XVII shows

the minimum education requirements for new men employees in the retail
and wholesale sales positions now held by men. For men, in 163 retail
positiona, there was no minimum education requirement for 37, or 22.7,
Completion of the eighth grade was the minimum requirement for 12, or
7.4 per cent; 10th grade was minimum requirement for 1, or .5 per cent;
and high school graduation was the minimum requirement for 113, or 69.L
per cent, of these positions. For men, in 31 wholesale sales positions,
there was no minimum education requirement for the 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 IN SALES POSITIONS

Sales Positions Total len Women Men Women Men Women
Per Per Per Per Per

No. C.nt No. Cent No. Cmt No. Cent No. Cent No. Cent No. Cent
Retail 320 100 130 40.6 104 32,5 33 10,3 53 16.6 163 50.9 157 k9.1
Wholesale 32 100 30 93.8 1 3.3 1 3.1 31 96.7 1 3.3
Total 352 160 105 34 53 194 158
Percentage of '
Total lm ll5-5 29.8 9-7 15 5502 hh.B

This table should be read as follows: Of 320 persons in sales positions, 130 men and 104 women were in
full-time sales positions; 33 men and 53 women were in part-time sales positions.

LE



TABLE XVII
MINIMUM EDUCATION REQUIREMENTS FOR NEW MEN EMPLOYEES

IN 194 SALES POSITIONS NOW HELD BY MEN

High

Total No 8th | 10th School College
Sales Positions Positions Minimum Grade Grade Graduation  Graduation
Per Per Per Per Per Per
No. Cent No. Cent No. Cent No. Cent No. Cent No. Cent
Retail 163 100 37 22,7 12 Tk 1 5 113 69.4
Wholesale 31 100 0 5 161 24 77.4 2 6.5
Total 194 k2 12 1 137 2
Percentaga of
Total 100 21.7 6.2 .5 70.6 1.0

This table should be read as follows; For new employees in 163 retail sales positions now held by men,
the minimum education requirements are:; No minimum for 37, or 22.7 per cent; 8th grade for 12, or T.4
per cent; 10th grade for 1, or .5 per cent; and high school graduation for 113, or 69.L4 per cent.

419
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Educational Requirements for New Women Employees. The minimum

education requirements for women replacements in retail sales positions
now held by 157 women are given in Tsble XVIII. There was no minimum
education requirement for new women employees specified for 58, or 36.9
per cent, of the retail sales positions held by women. Tenth grade was
the minimum requirement for 1, or .6 pér 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 352 sales positions, it should
be noted that employers stated that other factors such as personality and
experience would be more importsnt to them than educational requirements.
This attitude should not be interpreted to mean that high school 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 Requirements for New Employses. 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, 19, or 59.3 per cent, of replacements were
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
requirements, but that experience is necessary for a large percentage of
the wholesale positions.



TABLE XVIII
MINIMUM EDUCATION REQUIREMENTS FOR NEW WOMEN EMPLOYEES

IN 158 SALES POSITIONS NOW HELD BY WOMEN -

Tom SO m LSs a i 1
‘Positions Minimum Grade Grade Graduation
Sales Positions . '
Per Per Per Per Per
No. Cent No. Cent No. Cent No. Cent No. Cent
Retail 157 100 58  36.9 1 b 98  62.5
Wholesale 1 100 1 100.,0
Total 158 59 1 98

Percenta f
‘Total o i 100 37.3 6 62.1

This table should be read as follows: For new women employees in 157 retail sales positions now
held by women, the minimum education requirements are; No minimum for 58, or 36.9 per cent; 10th
grade for 1, or .6 per cent; and high school graduation for 98, or 62.5 per cent.

of



TABLE XIX
EXPERIENCE REQUIREMENTS FOR NEW EMPLOYEES

IN 352 SALES POSITIONS

— — ——
B

Total Experience Experience

Sales Positions Positions Required Not Required
No.. Per Cent No. Per Cent No. Per Cent
Retail 320 100 79 21.8 250 78.2
Wholesale 32 100 19 59.3 13 40.7
Total 352 100 89 25.3 263 TheT

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



Sex Preference. Men were preferred in 95, or 29.6 per cent, of

the retail sales positions; women were preferred in 80, or 25 per cent;
and no preference was indicated for 145, or L5.4 per cent, as shown in
Table XX. Men were preferred for all 32 of the wholesale sales positions.
One hundred sixty-three men and 157 women were employed in retail sales
positions. The present ratio seems to be consistent with the sex prefer-
ences stated by employers.

These findings indicate that men and women have almost equal opportun-
ity to obtain employment in retail sales positions in so far as sex is
concerned.

Minimum Age Requirement for New Men Employees in Sales Positions.

Table XXI gives the minimum age requirements for new ‘men employees in
the 163 sales positions now held by men. The minimum age requirements
are: no minimum for 60, or 36.8 per cent; 16 years for 43, or 26.l4 per
cent; 17 years for 5, or 3 per cent; 18 years for 25, ‘or 15.4 per cent;
21 years for 24, or 14.8 per cent, 22 years for 5, or 3 per mt; and 25
years for 1, or .6 per cent.

Table XXI also shows the minimum age requirements for new men employees
in the 31 wholesale sales positions now held by men. For 9, or 29 per
cent, employers specified no minimum age réquimmant. There was a mini-
mum age requirement of 16 years for 10, or 32.3 per cent; 18 years for 5,
or 16.1 per cent; and 21 years for 7, or 22.6 per cent.

The minimum age requirement for new men employees in sales positions
now held by men is 18 years or less in 133 or 31.6 per cent of the 163
sales positions. These findings indicate that opportunities for male
high school graduates are not, for the most part, limited because of age.

Minimum Age Requirement For New Women Employees in Sales Positions.

Table XXIIshows that for new women employees for sales positions held by



TABLE XX

PREFERENCE OF EMPLOYERS FOR SALESPEOPLE BY SEX
—_—-]

Total Men Women No
Sales Positions Positions Preferred Preferred Preference

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

Retail 320 100 9% 29.6 80  25.0 145  LS.h
Wholesale 32 100 32 100.0

Total 352 00 127 36.1 80 22.7 145 k.2

This table should be read as follows; Of 320 retail sales positions, men
were preferred for 95, or 29.6 per cent; women were preferred for 80, or
25 per cent; and no preference was expressed for 145, or 45.4 per cent, of
the positions.



TABLE XXI

MINIMUM AGE REQUIREMENT FOR NEW MEN EMPLOYEES IN 154 SALES POSITIONS HELD BY MEN

e —— e

Sales Positions No Per A Per Per Per Per Per Per
Minimum Cent 1 Cent 17 Cent 18 Cent 21 Cent 22 Cent 25 Cent Total
Retail 60 36,8 43 264 S5 3.0 25 154 24 148 S5 3.0 1 .6 163
Wholesale 9 29‘0 10 32.3 5 1601 7 22.6 31
Total 69 53 g 31 5 1 194
Pernentags 35.6 27.3 2.6 15,5 15.9 2.6 5

of Total

This table should be read as follows: In 60 retail sales positions now held by men, no minimum age

requirement was specified for new men employees.



TABLE XXII
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

Minimum Cent 16 Cent 17 Cent 18 Cent 21 Cent 22 Cent 25 (Cent Total
Retail U5 28,7 70 L6 5 3,2 22 14,0 6 3.8 6 3.8 3 1.9 157
Wholesale 1 100.0 1
Total L5 70 5 22 7 ) 3 158
g e 28.7 L6 32 14.0 ol 3.8 1.9

This table should be read as follows; For 45 retail sales positions now held by women, no minimum
age requirement was specified for new women employees. _

s
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157 women employees, no minimum age requirement was stipulated for L5,
or 28,6 per cent; 16 years was required for 70, or L4.7 per cent; 17
years for 5, or 3.2 per cent; 18 years for 22, or 1L per cent; 21 for 6,
or 3.8 per cent; 22 for 6, or 3.8 per cent; and 25 for 3, or 1.9 per cent.
For 12, or 90 per cent, of the 157 positions, the minimum age require-
ﬁa‘nt for new women employees was 18 or less. In very few cases are employ-
ment opportunities for women high school graduates limited because of
minimu:ﬁ age requirements.

Turnover for 'Full-:l'ima Sales Employees. Table XXIII shows that 115

persons were newly employed and 62 were separated from their full-time
sales positions during the last 12 months. This is an increase of 53
full-time sales positions.

Table XXIII also shows that in retail sales positions there was a
tumover of 27.2 per cent during the last 12 months. 1In wholesale sales

positions there was a turnover of 15.6 per cent.

Turnover for Part~Time Sales Employees. Table XXIV Ishowa that 86
persons were newly employed and 68 were salparated from their part-=time
sales positions during the past year. This is a gad.n of 18 part-time
sales employees. .

Data given in Table XXIV also reveals that the turnover in part-time
retail sales positions was 79 per cent for the past year. There was no
turnover in part-time wholesale sales positions.

Business Machines Used. Table XXV shows that 68 retail sales-

persons used typewriters on their jobs, 155 used cash registers, 119
used adding machines, 5 used calculators and 1 used a posting machine.
Three wholesale salespersons used typewriters, 3 used adding

machines, and 2 used billing machines.
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TABLE XXIII
TURNOVER IN FULL~TIME SALES POSITIONS

— o
—

Newly Gain in

1I

Sales Positions Employed Separated Emloy- Turnover
len Women Total Men Women Total ment Percent
Retail b 57 106 22 35 57 L9 27.2
wholesale 9 9 S S L 15.6
Total 58 57 115 27 3% 62 53 23.h

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 jJobs in retail sales positions. There was a turnover of 27,2
per cent in full-time retail sales positions.

TABLE XXIV
TURNOVER IN PART-TIME SALES POSITIONS

. Newly Gain in
Sales Positions  pu,yoved Separated Employ- Turmover
Men Women Total Men Women Total ment Percent
Retail 30 56 86 21 47 68 18 79.0
Wholesale
Total 30 656 86 21 L7 68 18 79.0

This table should be read as follows; Thirty men and 56 women were employ-
ed during the last year and 21 men and L7 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 XXV
BUSINESS MACHINES OPERATED BY PERSONS IN SALES POSITIONS

Ssales Positions Type- Cash Adding Calcu~-

Posting Billing

writer Register Machine lator lMachine Machine
Retail 68 155 119 5 1
Wholesale 3 3 2
Total 71 155 122 5 1 2

This table should be read as follows: Sixty-eight persons in sales positions
used the typewriter, 155 used the cash register, 119 used the adding machine,
S used the calculator, and 1 used the posting machine.
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Educational Achievement of Present Employees. Of the 320 persons

in retail sales positions, 229, or 71.5 per cent, were high school
graduates. Of these, 116 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 for replace-
ments in these positions was high school graduation for only 6l per cent.

0f the 32 persons in wholesale sales positions, 31, or 96.8 per
cent, were high school graduates. Of these, 30 were men 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 L6 women
in sales positions were graduates of Creston High School.

Table XXVII shows that 10 persons in retail sales positions had
completed 1 year of college, 5 had completed 2 years, 1 had completed
3 years and L4 were college graduates. Two retail salespersons had
attended business college and 2 had attended a cosmetic school.

Comparison. Tables XXVIII, XXIX, XXX, XXXI, and XXXII compare
findings of this study with the findings of studies made by Davis,™
in Pryor, Oklahoma; lormington,z in Monett, Missouri; and Bart«on;B
in Blackwell, (klahoma.

X
Davis, Zoe Velma, "Survey of Selected Business Occupations in
Pryor, Oklahoma.® Unpublished Master's thesis, Oklahoma Agricultural and
Mechanical College, 1949.

* Wormington, Lucille, "A Survey of Selected Office and Store
Occupations in Monett, Missouri.” Unpublished Master's thesis, Oklahoma
Agricultural and Mechanical College, 19L9.

3 Barton, Jessie Lee, "An Occupational QOpportunity Survey of Black=-
well, Oklahoma.” Unpublished Master's thesis, Oklahoma Agricultural
and Mechanical College, 1949. '



TABLE XXVI
NUMBER OF PRESENT EMPLOYEES IN SALE POSITIONS WHO ARE HIGH SCHOOL
GRADUATES AND GRADUATES OF CRESTON HIGH SCHOOL

TOTAL GRADUATES C.H.S. GRADUATES
Salgzi POSITIONS
Pos o Per Per Per Per Per Per

Men Women Total Men Cent Women Cent Total Cent Men Cent Women Cent Total (ent

Retail 163 157 320 116 T71.2 113 72.6 229 71,5 L1 25.2 L6 29.2 87 27.2

Wholesale 31 1 32 30 93.7 1 100,0 31 96.8 17 5L.8 17 53.1
Total 194 158 352 146 114 260 58 16 104
Percentage

b h1.5 32.4 73.9 16.4 13.1 29.5

This table should be read as follows: Of the 163 men and 157 women in retail sales positions, 116
men, or 7l.2 per cent, and 113 women, or 72,6 per cent, or a total of 229, or T1l.5 per cent, were
high school graduates. Of these graduates, L1 men, or 25.2 per cent, and 46 women, or 29.2 per cent,
or a total of 87, or 27.2 per cent, graduated from Creston High School.

0s



TABLE XXVII

OTHER EDUCATIONAL ACHIEVEMENTS OF EMPLOYEES IN

Sales Positions College College Other

1 233 & 2 i
Retail 10 5 1 4 2 2 attended
Wholesale 1 2 2 Cosmetic School
Total 10 6 1 6 L 2

This table should be read as follows: Ten persons in retail sales positions
had completed 1 year of college, 5 had completed 2 years, 1 had completed
3 years, and 4 had completed l years.
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Education Requirements. Table XXVIII shows that education require-

ments for new employees in sales positions are higher in Pryor and
Creston than in Monett and Blackwell.

Experience Requirements. Table XXIX shows that experience require-

ments for new employees are very similar for retail and wholesale sales
positions in the L4 communities compared.

Sex Preference. Table XXX 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 li communities for all wholesale sales
positions.

Turnover. As shown by Table XXXI, turnover varies greatly from one
community to another,

Minimum Age Requirement. Table XXXII shows the percentage of sales

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

employees.
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TABLE XXVIII
PERCENTAGE OF SALES POSITIONS FOR WHICH HIGH

SCHOOL GRADUATION IS MINIMUM EDUCATION REQUIREMENT FOR NEW EMPLOYEES

r——- - —
JEm—— —e e

Sales Positions Pryor Monett Blackwell Creston
Per Cent Per Cent Per Cent Per Cent
Retail 75.4 h3.9 k9.3 65.9
Wholesale 70.0 100.0 81.5 75.0

This table should be read as follows: High school graduation was the
minimum education requirement in 75.L4 per cent of the retail sales positions

in Pryor.

TABLE XXIX
EXPERIENCE REQUIREMENTS FOR NEW EMPLOYEES IN
SALES POSITIONS

—
—

Sales Positions Monett Blackwell Creston
Per Cent Per Cent Per Cent Per Cent
R‘t‘il 31.6 28- 7 21- 5 210 8
Wholesale 54.0 50.0 59.3

This table should be read as follows:; Experience for new employees was
required for 31,6 per cent of the retail sales positions in Pryor.



TABLE XXX
SEX PREFERENCE EXPRESSED BY EMPLOYERS
FOR EMPFLOYEES IN SALES POSITIONS

Pryor Monett Blackwell Creston

No No No No
Men Women Pref. Men Women Pref. Men Women Pref. Men Women Pref.

Sales
Posgitions

Retail 41.2 17.8 L41.0 548 36.8 8.4 L6.3 19.1 3h.6 29.6 25.0 LS.k
Wholesale 100,0 100.0 100.0 100.0

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
expressed for 41 per cent.

TABLE XXXI

TURNOVER IN SALES POSITIONS

Sales Pryor Monett Blackwell Creston
Positions
Per Cent Per Cent Per Cent Per Cent
Retail
Full-time 26.2 27.2
Part-Time 96.3 79.0
Total 66.6 76.6 26.6 Lh3.6
Wholesale
Full-time Llily 15.6
Part-time
Total 33.9 13.3

This table should be read as follows: There was a labor turnover of 26.2 per cent
in full-time retail sales positions in Pryor.
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TABLE XXXII
PERCENTAGE OF POSITIONS FOR WHICH THE MINIMUM AGE

REQUIREMENT FOR NEW EMPLOYEES IS 18 YEARS OR LESS

sales Pryor Monett Blackwell Creston
Positions Men Women Men Women Men Women Men Women
Retail 62,1 61,9 LT7.h 35.2 55.2 T71.9 B8lLi6  90.4
Wholesale 900 87.5 66.7

This table should be read as follows: For new employees, a minimum age of 18
or less was required for 62,1 per cent of the positions now held by men and
61.9 of the positions now held by women in Pgyor.
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CHAPTER IV
RECORD-KEEPING POSITIONS

Number Employed in Record-Keeping Positions. Table XXXIII shows

that there were 69 persons employed as record keepers in the business
firms of Creston. Sixty-three were employed full time and 6 were employed
part time, Twelve were employed as accountants and 57 as bookkeepers.

Minimum Education Requirements for New Men 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 XXXIV.
For new men employees in 13 bookkeeping positions now held by men, high
school graduation was the minimum education requirement for 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 for New 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 new women employees in the
Ll bookkeeping positions now held by women were; No minimum education
raquj:remant. for 5, or 11,3 per cent; high school graduation for 38, or
86.4 per cent; and 2 years college for 1, o 2.2 per cent.

Experience Requirements. Experience was required for new employees

in 7, or 58.3 per cent, of the 12 accounting positions and was not requir-
ed in 5, or 41.7 per cent, of the accounting positions.

For new employees in bookkeeping positions, experience was required
for 26, or 45.7 per cent, of the 57 positions; and experience was not re-
quired for 31, or 54.3 per cent. Table XXXVI summarizes the data concern-

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



TABLE XXXIII

NUMBER AND SEX OF EMPLOYEES IN RECORD-KEEPING POSITIUNS

g::;ﬁ Keeping  pullerime Part~Time Combined of Total
m e e sl e it e e s et e a
Men Women Total len Women Total Men Women Total Full-Time Part~Time
Accountants 7 N b & S 1 1 | S 12 91,7 8.3
Bookkeepers 13 39 52 5 5 13 u4 57 91.3 8.7
Total 20 43 63 6 6 20 L9 69 91.4 8:6

This table should be read as follows: Seven men and 4 women were employed as full-time accountants
and 1 women was employed as part-time accountant,



TABLE XXXIV
MINIMUM EDUCATION REQUIREMENTS FOR NEW MEN EMPLOYEES IN RECORD-KEEPING POSITIONS

'roul_ s High School 2 Years
Record-Keeping
vesitions Positions Graduates College
No. Per Cent No. Per Cent No. Per Cent

Accountants 7 100  { 100.0
Bookkeepers 13 100 11 8.6 2 15.4

Total 20 18 2

Percentage

of Total 100 90,0 10.0

This table should be read as follows: High school graduation is the minimum education require-
ment for men replacements in 7, or 100 per cent, of the positions for accountants now held by men.
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TABLE XXXV
MINIMUM EDUCATION REQUIREMENTS FOR NEW WOMEN EMPLOYEES
IN RECORD-KEEPING POSITIONS

Total No High 2 Years

Record-Keeping
Positions Positions Minimum School College
No. Per Cent No. Per Cent No. Per Cent No. Per Cent
Accountants 5 100 ; 5 100.0
Bookkeepers Ll 100 5 11,3 38 86.4 1 2.3
Total L9 5 L3 1
Percentage
of Total 100 10.2 87.7 2,1

This table should be read as follows; High school graduation is the minimum education requirement
for women replacements in 5, or 100 per cent, of the positions for accountants now held by women.
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TABLE XXXVI
EXPERIENCE REQUIREMENTS FOR NEW EMPLOYEES IN
RECORD-KEEPING POSITIONS

Y

Total Experience Experience
Record-Keeping Positions Required Not Required
Positions iyt
No. Per Cent No. Per Cent No. Per Cent
Accountants 12 100 7 58.3 . B 1.7
Bookkeepers 57 100 26 4S.7 31 543
Total 69 33 36
Percentage -
of Total 100 47.8 52.2

This table should be read as follows; For new employees in the 12 account-
ing positions, 7, or 58.3 per cent, of the employers require experience and
S, or 41.7 per cent, of the employers do not require experience.



Experience is required for replacements in 33, or 47.8 per cent,
of the record-keeping positions. Employment opportunities are somewhat
limited for high school graduates because of experience requirements.

Sex Preference. Table XXXVII gives sex preference for employees in

the 69 accounting and bookkeeping positions as expressed by employers.
For accounting positions, men were preferred for 10, or 83.3 per cent,
and women for 2, or 16.7 per cent. For bookkeeping positions, men 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 28.1 per cent.

Seven men arnd 5 women were employed as accountants in Creston.
Thirteen men and L} women were employed in bookkeeping positions. The
ratio of men and women employees is fairly consistent with the sex
preferences expressed by employers. Employment opportunities in account-
ing positions are better for men than for women. In bookkeeping positions,
employment opportunities are better for women than for men in so far as
sex preference is concerned.

Minimum Age Requirements for New Men Employees. 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 for new employees in 1 position for an account-
ant, and 25 years for 6 positions for accountants. For bookkeeping
positions, a minimum age of 18 years or less was specified for 11 and a
minimum age of 21 years was specified for 2.

ﬁmploymnt- opportunities in accounting positions are limited for men
high school graduates because of age requirements, but opportunities
in bookkeeping positions are not limited by this factor.

Minimum Age Requirements for New Women Employees. Table XXXIX shows

the minimum age requirements for new women employees in accounting and



TABLE XXXVII
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SEX PREFERENCE EXPRESSED BY EMPLOYERS

FOR EMPLOYEES IN RECORD-KEEPING POSITIONS

Record-Keeping Positions Preferred Preferred Preferences
Positions Per Per Per Per
No. Cent No. Cent No. Cent No. Cent
Accountants 12 100 10  83.3 2 16.7
Bookkeepers 57 100 10 17.5 31 543 16 28.1
Total 69 20 33 16
Percentage
of Total 100 29.9 47.8 23.3

This table should be read as follows: For employees in 12 accounting
positions, men were preferred for 10 positions and women were preferred

for 2.



TABLE XXXVIII

MINIMUM AGE REQUIREMENTS FOR MEN REPLACEMENTS

IN RECORD-KEEPING POSITIONS HELD BY MEN

63

Record-Keeping
Positions No Age
Minimum 16 18 21 25 Total
Accountants 1 6 7
Bookkeepers 7 1 3 2 13
Total 7 1 A 6 20

This table should be read as follows: Of the 7 accounting positions held

by men, 1 required a minimum age of 18 years for new men employees and 6
required a minimum age of 25 years.



TABLE XXXIX
MINIMOM AGE REQUIREMENTS FOR WOMEN REPLACEMENTS IN
RECORD-KEEPING POSITIONS HELD BY WOMEN

Record-Keeping No Age

Popitions Minimm 16 18 21 25 Total

Accountants 1 3 1 5

Bookkeepers 9 9 18 7 1 bl
Total 10 9 18 10 2 L9

This table should be read as follows; Five women were employed as accountants.
No minimum age was specified for women replacements in one of these positions.
A minimum age of 21 years was specified for 3 poait.i.ona and a minimum age of
25 years was specified for 1,
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bookkeeping positions now held by women. For accounting positions the
minimum age requirements were: No minimum age requirement for 1; 21
vesrs for 3; and 25 years for l. For bookkeeping positions the minimum
age requirements were:; No minimum age requirsment for 9; 16 years for
9; 18 years for 18; 21 years for 7; and 25 years for 1.

Employment opportunities for women high school graduates are
limited in accounting positions because of minimum age requirements but
employment opportunities in bookkeeping positions are not limited be-
cause of minimum age requirsments.

Turnover in Full-Time Positions. Table XL shows that 7 men and 14

women were newly employed during the past year as record keepers and
that 6 men and 7 women were separated from their jobs. This is an in-
crease of 8 persons in record-keeping positions.

There was an estimated turnover of 22 per cent in full-time record-
keeping positions.

Turnover in Part-Time Positions. Table XLI shows that in part-time

record-keeping positions, 1 man and 5 women were employed and 1 man was
separated.

There was an estimated turnover of 28.8 per cent in part-time record-
keeping positions,

Business Machines Used. Table XLII shows business machines operated

by persons in record-keeping positions.

The adding machine, typewriter, and cash register were the machines
used by the largest number of record keepers. Persons plamming 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 employment in record-keeping positions.



TABLE XL
TURNOVER OF FULL-TIME EMPLOYEES IN RECORD-KEEPING POSITIONS

: Newly Number
Record-Keeping pped
Positions M . Dropped Turnover
Men Women Total JMen Women Total Gain Per Cent
Accountants 2 2 2 2 0 18.1
Bookkeepers 5 14 19 b 7 11 8 251
Total T 14 21 6 7 13 8 22.0

This table should be read as follows: Two men and no women were newly employed
during the last year and 2 men and no women were separated from their jobs as
accomntants. There was a turnover of 18.1 per cent in full-time accounting

positions,.

TABLE XLI
TURNOVER OF PART-TIME EMPLOYEES IN RECORD-KEEPING POSITIONS

Record-Keeping e pd
Fositions Employed Drop Turnover
Men Women Total lMen Women Total Gain Per Cent
Accountants 1 1 2 1 0 1 R 100,0
Bookkeepers L h Iy 80.0
Total 1 5 6 L 0 1 5 28.6

This table should be read as follows: One man and 1 woman were employed
during the last year 1 man and no women were separated from their jobs in
accounting positions. There was a turnover of 100 per cent in part-time
accounting positions,
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TABLE XLII
BUSINESS MACHINES USED BY RECORD-KEEPERS

_q
: 3
1]
8 s
: 5 3 i & 3F
Record-Keeping S ki B % ; 3 & ]
Positions E s ‘E}) 3 2 o b | B g.p
B SER E§ o
e
3 3 94 ¢ s B & =z#°
Accountants 9 6 2 L L
Bookkeepers 38 k2 1wy 15 3 é 1 2 2
Total L7 W8 16 19 3 10 1 2 2

This table should be read as follows: Nine persons in accounting positions
used the adding machine, 6 used the typewriter, 2 used a cash register, 4
used the calculator, and L used the comptometer.
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Educational Achievement of Record Keepers. Table XLIII shows that

60, or 86.9 per cent, of the 69 persons now employed in record-keeping
positions have completed high school. Twenty-four, or 34.9 per cent, of
the total employed in record-keeping positions were graduates of Creston
High School.

Table XLIV gives other educational achievements of record-keeping
employees. One record keeper had completed 1 year of college, 1 had
completed 2 years, 1 had completed 3 years, and 2 had completed 4 years.
Eight record keepers had attended business college and 1 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 accountants in 33.3 per cent of the positions for 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 mentioned as the minimum education re-
quirement for new employees in 73.6 per cent of the positions for 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 minimum education requirements for new employees were higher in
nearly all record-keeping jobs not included in the percentages shown.

Experience Requirement. Table XLVI shows there is a great difference

in experience requirements for new employees in accounting positions.

In Pryor, 100 per cent of the positions required experience for new em—
ployees in accounting positions, while in Creston only L41.7 per cent re-—
quired experience.



TABLE XLIII
NUMBER OF PRESENT RECORD KEEPERS WHO ARE HIGH SCHOOL GRADUATES
AND THE NUMBER OF THESE GRADUATES WHO ARE GRADUATES OF CRESTON HIGH SCHOOL

—————— — T e e

No. of High Creston | Per ceﬁt of

Record-Keeping Total School Grad- Per Cent of High School C.H.S. Graduates
Positions Positions uates Graduates Graduates in Positions

Men Women Total Men Women Total Men Women Total JMen Women Total Men Women Total

Accountants 7§ 5 12 7 4 11 100,0 80,0 91.6 . O 0 0 0 0 0
Bookk"pﬁrﬂ 13 hh 5 T 8 lll 1‘9 61- 5 93.2 asc 9 h 20 2’4 300 T hS . h 1[2- 1
Total 20 L4 69 15 k5 60 L 20 2h
Percentage
of Tom : 75-0 91.8 8609 5.8 28.9 3’-‘.9

This table should be read as follows; Of the 12 persons in accounting positions, 7 men, or 100 per
cent, and L women, or 80,0 per cent, were high school graduates. Of these graduates, none of the
men or women were graduates of Creston High School.



TABLE XLIV

EDUCATIONAL ACHIEVEMENT OF RECORD KEEPERS

Record-Keeping COLLEGE
Positions

1 Year 2 Years 3 Years L Years Business College Other

Accountants 1 1 -l .
Bookkeepers 1 1 1 L 1 attended 15 weeks
night school
Total 1 1 1 2 8 1

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

ol
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TABLE XLV
PERCENTAGE OF RECORD-KEEPING POSITIONS FOR WHICH

EMPLOYERS SPECIFY HIGH SCHOOL GRADUATION AS THE MINIMUM EDUCATION REQUIREMENT

Record-Keeping Pryor Jonett Blackwell Creston
Positions

Per Cent Per Cent Per (Cent Per Cent
Accountants 33.3 66.6 6.3 100.0
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 accounting
positions in Pryor.

TABLE XLVI
EXPERIENCE REQUIREMENTS FOR NEW EMPLOYEES

IN RECORD-KEEPING POSITIONS

Record-Keeping Pryor Monett Blackwell Creston
Positions

Per Cent Per-Qgent Per Cent Per Cent
Accountants 100.0 66.6 h2.8" .7
Bookkeepers 3Lk LS.7 35.8 Shely

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

men were preferred for most accounting positions and women were preferred
for most of the bookkeeping positions.

Minimum Age Requirements. Table XLVIII shows the percentages of

positions for which the minimum employment age requirement was 18 years
or less. Opportunities for employment of high school graduates would be
more limited for accounting positions in Pryor and Creston than in Monett
and Blackwell, in so far as minimum 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.



TABLE XLVII
SEX PREFERENCE EXPRESSED BY EMPLOYERS

FOR EMPLOYEES IN RECORD-KEEPING POSITIONS

Pryor Monett Blackwell Creston
Record-Keeping
Positions No No No No
Men Women Pref., Men Women Pref. Men Women Pref. Men Women Pref.

Accountants 66'7 33!3 66.? 33.3 ?l-h 28-6 83.3 16.7
Bookkeepers 28,9  3Le2 36.9 5.7 80,0 1L4.3 18.9 69.8 11.3 17.5 She3 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.

€L
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TABLE XLVIII
PERCENTAGE OF POSITIONS FOR WHICH THE MINIMUM AGE

REQUIREMENT FOR NEW EMPLOYEES IS 18 YEARS OR LESS

Pryor Monett Blackwell Creston
Record-Keeping len Women iden Women lien Women len Tomen
Positions
Per Per Per Per Per Per Per Per
Cent Cent Cent (Cent Cent (Cent Cent Cent
Accountants 33.3 100.0 100.0 100,0 1L.3 20,0
BOOkkeeperS 30. 0 ).52. 8 100.0 Tht3 6105 85. 0 ?6.9 61.8

This table should be read as follows: For new employees, a minimum age of 18
or less was required for 33.3 per cent of the positions for accountants now
held by men in Pryor.

TABLE XLIX

PERCENTAGE OF TURNOVER IN RECORD-KEEPING POSITIONS

Record-Keeping Pryor Monett Blackwell Creston
Positions
Per Cent Per Cent Per Cent Per Cent
Accountants
Full-Time 1841
Part~Time 100,0
Total Tal
Bookkeepers
Full=Time Tsl 19.0 21.1
Part-Time 80.0
Total 3L.0
Total Turnover Sl 17.4 28.L 22.4

This table should be read as follows: There was a labor turnover of 18.1
per cent in full-time accounting positions in Creston,
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CHAPTER V
SECRETARIAL POSITIONS

Number and Sex of Secretarial Employees. Table L shows that 66

persons were employed in secretarial positions. Fifty-six, or 8L.6 per
cent, were employed full time and 10, or 15.4 per cent, were employed
part time, Forty were employed as stenographers, 2l were employed as
secretaries and 2 as typists. Only 2 of the 66 persons employed in
secretarial positions were men.

Minimum Education Requirements for New len 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 the minimum education requirement for 1 position as secretary.

Minimm Education Requirement for New Women Employees in Secretarial

Positions. Table LII shows that high school graduation is the minimum
education requirement for new women employees in 61, or 95.3 per cent,

of the secretarial positions now held Ly women. No minimun education
requirement was specified for the other 3, or L.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 poéitions for 13,
or 27.3 per cent, and would not require experianﬁe for 48, or 72.7 per
cent.

Sex Preference. Table LIV reveals that employers preferred women

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

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



TABLE L
NUMBER AND SEX OF EKPLOYEES IN SECRETARIAL POSITIONS

— e —— —e — —
— — — —— —— — —

i Per Cent
S i ®  pullerine Part~Tine Gombined of Total
Men wWomen Total Men Women Total Men Women Total Full-Time Part-Time
Stenographer 1 33 3L 6 6 : 4 39 L0 85.0 15.0
Secretary 1 20 21 3 3 1 23 2L 87.5 12.5
Typist 1 1 1 b 2 2 50,0 50,0
Total 2 6l 56 10 10 2 6L 66 8le6 15.4

This table should be read as follows: Of 4O 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.

9L
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TABLE LI
MINIMUM EDUCATION REQUIRELENTS FOR NEW MEN EMPLOYEES

IN SECRETARIAL POSITIONS NOW HELD BY MEN

) Total High School 2 Years
Secretarial Positions Graduation College
Positions e —_ . bt i

No. Per Cent No. Per Cent No. Per Cent
Stenographer 1 100 1 100
Secretary 1 100 1 100
Typist
Total 2 z 1
Percentage
of Total 100 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 WOMEN EMPLOYEES

IN SECRETARIAL POSITIONS NOW HELD BY WOMEN

e e e e e e e e —————

i Total No High School
Secretarial Positions Minimum Graduates
Positions A i i s I e

No. Per Cent NOa Per Cent Noe« Per (Cent
Stenographer 39 100 3 sl 36 92.3
Secretary 23 100 23 100.0
Typist 2 100 2 100.0
Total 6l 3 61
Percenta
e 100 L7 95.3

This table should be read as follows: For new women 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.



TABLE LIII

EXPERIENCE REQUIREMENTS FOR NEW EMPLOYEES

IN SECRETARIAL POSITIONS

79

. Total Experience Experience
Secretarial $i4 -
Sositions Positions Required Not Required

Noe Per Cent Noe Per Cent NO. Per Cent
Stenographer 40 100 10 25.0 30 75.0
Secretary 2l 100 7 29.1 17 70.9
Typist 2 100 A 50.0 1 50.0
Total 66 18 48
Percentage

This table should be read as follows:

Ten, or 25.0 per cent, of the

stenographic positions require experience for new employees; 30, or
75.0 per cent, of the stenographic positions do not require experience.
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TABLE LIV
SEX PREFERENCE EXPRESSED BY ELPLOYERS

FOR EMPLOYEES IN SECRETARIAL POSITIONS

Total Jfen Women No
Secretarial Positions Preferred Preferred Preference
Positions
No. Per Cent No. Per Cent No. Per Cent HNo. Per Cent
Stenographer Lo 100 29 72.5 11 27.5
Secretary 2L 100 17 70.8 7 29,2
Typist 2 100 2 100.0
Total 66 0 48 18
Percentage
of Total 100 0 72.7 27.3

This table should be read as follows: In 4O stenographic positions, women
were preferred for 29, or 72.5 per cent; and no preference was expressed for
11, or 27.5 per cent,
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Minimum Age Requirement for New lien Employees in Secretarial

Positions. Table LV shows that 13 years was the minimum age require-
ment for new men employees in the 2 secretarial positions now held by
men.

Jinimum Ace Requirement for New Women Employees in Secretarial

Positions, Table LVI reveals that in only 3 of the 6l secretarial
positions was a minimum age of over 18 years required for new women
employees. In very few cases are secretarial employment opportunities
for women high school graduates limited because of minimum age require-
ments.

Turnover of Full-Time Eumployees. 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
5 employees in secretarial positions resulted.

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

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 the mimeograph were the machines used by
the 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 2£ Present Employees. Table IX shows that

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



TABLE LV
MINIMUM AGE REQUIREMENTS FOR MEN REPLACEMENTS

IN SECRETARIAL POSITIONS NOW HELD BY MEN

Secretarial A
Positions ' No ge
Minimum 16 17 18 20 21 22 25 28 30  Total
Stenographer 1 1l
Secretary 1 1
Total 2 2

This table should be read as follows: In the 1 stenographic position now neld by men, 18 years
was the age requirement specified for new men employeces.

(4]



TABLE LVI

MINIMUM AGE REQUIREMENT FOR WOMEN REPLACEMENTS

IN SECRETARIAL POSITIONS NOW HELD BY WOMEN

il

- — ——
Secyz?arial No Age
Pofliions Yinimum 16 17 18 21 22 2l 25 28 Total
Stenographer 16 5 18 39
Secretary 10 10 3 23
Typist 2 2
Total 26 5 30 3 6l

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.

€8



TABLE LVII

TURNOVER IN FULL-TIME SECRETARIAL POSITIONS

.
=

i Newly b
Secretarial Gain in
Positions Employed Separated Employ-  Turnover
Men Women Total Men Women Total ment Per Cent
Stenographer 1 1 15 11 11 L 3.l
Secretary 7 7 6 6 1 29.3
Total 1 21 22 17 17 5 26.8

This table should be read as follows: One man and 1) 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.L per cent in full-time
stenographic positions.

TABLE LVIII

TURNOVER IN PART-TIME SECRETARIAL POSITIONS

Newly .
Secretarial wslcivad eparated Gain in
Positions Employ Sep Employ=  Turnover
Men Women Total 1lien Women Total ment Per Cent
Stenographer 7 7 L L 3 88.8
Secretary L L : 1 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 and lj women were separated from their jobs in
stenographic positions. There was a turnover of 88.8 per cent in part-time
stenographic positions.



TABLE LIX

BUSINESS MACHINES OPERATED BY SECRETARIAL EKPLOYEES

)
y
. : 2 3
& : ot -
Secretarial :E K| -% 8 é 1o _3 3
Positions & 3 by 8 5{ 4 3 té:n -5 % g o E
=q -r_:' '§3 42 i %’ g o (=) g g 8
L E = o o & o o d et 2
: o 5 yel o It 4 o B &
g & § 9§ 3 & ® o§ % 4% 2
<t (&] (&) iy 8 = :% E': 53 E’ E
Stenographer 33 o) 6 12 6 8 L 2 2 1
Secretary 18 2l 6 6 2 1 1 1 1
Typist 2 2 2
Total 53 66 12 2l 8 13 5 2 1 3 £ 1

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

S8



TABLE LX
NUMBER OF ELPLOYEES IN SECRETARIAL POSITIONS WHO ARE HIGH SCHOOL GRADUATES

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

Total
SecyeFarial Pogitions Graduates C.H.S. Graduates
Positions Per Per Per Per Per Per
Men Women Total Men Cent Women Cent Total Cent Men Cent Women Cent Total Cent
Stenographer 1 39 40 1 100 39 100 40 100 1 100 21 52,5 22 55,0
Secretary 1 23 2, 1 100 23 100 24 100 O 0 15 62.5 15 65.2
Typist 2 2 2 100 2 100 2 100,0 2 100,0
Total 2 64 66 2 6L 66 1 38 39
Percenta
of Totalge 100 100 100 100 59.4 59.0

This table should be read as follows: Of the LO persons in stenographic positions, 1 man, or
100 per cent, and 39 women, or 100 per cent, were high school graduates. O0f these graduates,
1 man, or 100 per cent, and 21 women, or 52,5 per cent, graduated from Creston High School.
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study, were high 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.

Hinimum 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 Honett,
Blackwell, and Creston.

Ixperience Requirements. Table IXIII shows that experience require-

ments for new employees in stenographic, secretarial, and typist positions
vary a great deal in the 4 communities. There were no positions for
stenographers in Pryor that required experience for new employess, Six-
teen and six-tenths per cent of stenographic positions 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 the 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 the employers there expressed a preference
for men in 9.1 per cent of the secretarial positions. Several employers

in the other communities stated that they 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 these communities.

Kinimm Age Requirements for New Employees. Table LXV shows that

employers in the L commmities would hire new employees 138 years of age

or less in most secretarial positions.
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TABLE LXI
OTHER EDUCATIONAL ACHIEVEKENTS OF PRESENT

EMPLOYEES IN SECRETARIAL POSITIONS

Secretarial College
Positions
1 Year 2 Years Business College
Stenographer L 3
Secretary 2 1 6
Typist 1
Total 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.



TABLE LXII
PERCENTAGE OF SECRETARIAL POSITIONS FOR WHICH HIGH SCHOCL

GRADUATION IS MINIMUM EDUCATION REQUIREMENT FOR NE# EMPLOYEES

Secretarial Pryor Monett Blackwell Creston
Positions )

Per Cent Per Cent Per Cent Per Cent
Stenographer 100 100.0 77.8 90
Secretary 100 66.6 78.8 100
Typist 100 100.0 100

This table should be read as follows: High school graduation was the
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
Secmt&ry 55.5' ’-lhoh 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 the stenographic positions in Monett.



TABLE LXIV
SEX PREFERENCE EXPRESSED BY EMPLOYERS FOR NEW ENPLOYEES

IN SECHETARIAL POSITIONS

Pryor Monett Blackwell Creston

Secretarial Per Cent Per Cent Per Cent Per Cent

Positions No No No No
¥en Women Pref. Men Women Pref. lfen Women Pref. Men Women Pref.
Stenographer 88,8 11.2 100 100.0 T2.5 27.5
Secr‘e‘bary ??t? 2103 100 901 87.9 3.0 ?0.8 29. 2

This table should be read as follows: Women were preferred by employers
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 FOR NEW EMPLOYEES IS 18 YEARS 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 71T 88.8 75.7 86.9
Typist 571 100.0 100,0

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 positions now held by
stenographers in Pryor.
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Turnover. Table LXVI shows the estimated turnover for secretarial
positions in the L communities. Estimated turnover was very similar in

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



TABLE IXVI

TURNOVER IN SECRETARIAL POSITIONS

Secretarial Pryor Monett Blackwell Creston
Positions
Per Cent Per Cent Per Cent Per Cent
Stenographer
Full-Time 53.8 3.4
Part-Time 88.8
Total 33.3
Secretary
Full-Time 12.5 29.3
Part~Time 66.6
Total Lh2.L
Typist
Full-Timne 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.

92
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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, 23 department managers, 1 circulation manager, and 1 assistant
circulation manager.

Minimmm Fducation Requirements for New Men Employees in Administra-

tive Positions. There was no minimum education requirement specified

for new men employees in 3, 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 data are shown in Table LXVIII.

Minimum Education Requirements for New Women Employees‘iﬁ Administra-

tive Positions. Table LXIX shows that high 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 New 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 6,

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 age 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 ADMINISTRATIVE POSITIONS

Administrative Full-Time

Positions
Men Women  Total

Manager 36 1 37
Department Manager 28 28
Circulation Manager 1 1
Asst. Circulation jfanager 1 1

Total 66 1 67

This table should be read as follows: Of 37 persons who were managers, 36 were
men and 1 was a woman.
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TABLE LXVIII
MINIMUM EDUCATION REQUIREMENTS FOR NEW MEN EMPLOYEES IN

ADMINISTRATIVE POSITIONS NOW HELD BY MEN

Total No High
Administrative Positions lininmm School
No. Cent No. Cent No. Cent
Manager 36 100 3 8.4 33 91.6
Department Manager 28 100 5 17.8 23 82.2
Circulation ifanagzer 1 100 1 100.0
Asst. Cir. Manager 1 100 1 100.0
Total 66 8 58
Percentage
of Total 100 12.2 87.8

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,

or 8.4 per cent, and high school graduation was the minimum education re-
quirement for 33, or 91.6 per cent.

TABLE LXIX
MINIMUM EDUCATION REQUIREMENTS FOR NEW WOMEN EMPLOYEES

IN ADMINISTRATIVE POSITIONS NOW HELD BY WOMEN

Administrative High School

Positions NO. Per Cent

Manager 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 the
minimum education requirement.



TABLE LXX

EXPERIENCE REQUIREMENTS FOR NEW EMPLOYEES IN

ADMINISTRATIVE POSITIONS

96

) ) Total Experience Experience
Admnj‘_stratlve Positions Required Not Required
Positions et p——————

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

Manager 37 100 30 81.1 7 18.9
Department Manager 28 100 26 92.9 2 7.1
Circulation Manager 1 100 1 100.0
Asst. Cir. Manager 2 8 100 i | 100.0

Total 67 57 10

Percentage

of Total 100 85.0 15.0

This table should be read as follows:

Of 37 positions for managers,

30, 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 EMPLOYERS FOR

EMPLOYEES IN ADMINISTRATIVE POSITIONS

3 : Total ien Women No
min at
ggsittgzz e Positions Preferred Preferred Preference

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

Manager 37 100 34 91.9 1 2.7 2 S.ly
Department Manager 28 100 28 100.0
Circulation Manager 1 100 1 100.0
Asst. Cir. Manager 1 100 1 100.0
Total 67 6L 1 2

Percentage of
Total 100 95.6 1.5 2.9

This table should be read as follows: There were 37 positions for managers.
Men 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 LXXTI

MINIMUK AGE REQUIRELENT FOR NEW MEN EMPLOYEES IN ADMINISTRATIVE POSITIONS

Adninistrative

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 5 17.8 13 Lé.L 10 35.7 28

Circulation Manager 1 100.0 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 age requirement for S positions.

86
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1, or 21.2 of the administrative positions. Eighteen years was the
minimum age specified for 5, or 7.6 per cent; 20 years for 1, or 1.5
per cent; 21 years for 13, or 1§.6 per cent; 25 yqérs for 23, or 34.9
per cent; and 30 years for 10, or 15.2 per cent of the positions.

In only 19 of the administrative positions was a minimum age
requirement of 18 years or less specified for new employees.

Minimum Age Requirements for New Women Euployees in Administrative

Positions. Table LXXIII shows that 18 years was the minimum age re-
quirement for the one administrative position now held by a woman.

Turnover for Full-Time Administrative Employees, Tabfa LXXIV

shows there was an estimated turnover of 6.1 ber cent in administrative

positions.

Business Machines Used. Table LXXV shows that the addisg machine,
typewriter, and cash register were the business machines ue;ed by\ the .
largest number of administrative employees, although several cther
machines weré used by some administrative employees.

Educational Achievements of Present Employees in Administrative

Positions. Table LXXVI gives data showing that 57, or 85 per cent,
of the present employees in administrative positions;;are high school
graduates. Fifteen, or 22.l per cent, of those in adgiﬁistrative
positions are graduates of Creston High School. |

Table LXXVII shows that one person in an administrative position
had completed 1 year in college, 3 had completed 2 years in college,

2 were college graduates, and 2 had attended business college.



TABLE LXXIII
MINIMUM AGE REQUIREMENT FOR NEW WOMEN EMPLOYEES

IN ADMINISTRATIVE POSITIONS

Pe——
—_—

Administrative .

ositions

E 18 Total
fanager

Manag n i 1

This table should be read as follows: Eighteen years of age was the
minimum age requirement for a new woman employee in the 1 managerial
position now held by a woman,

100
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TABLE LXXIV

TURNOVER IN FULL-TIME ADMINISTRATIVE POSITIONS

Administrative Newly

POSitionB Employed Separated
Turnover
Men Women Total Ilen Women Total (ain  Per Cent
Manager 2 2 2 2 0 5.4
Departument Menazer 2 2 2 2 0 Tsl

Total L L L L 0 6.1

This table should be read as follows; Two men managers were newly
employed and 2 men managers were separated from their jobs during

the last year. There was a turover of 5.l per cent in full-time

positions for managers.
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TABLE LXXV

BUSINESS MACHINES OPERATED BY PERSONS IN ADMINISTRATIVE POSITIONS

£ ; 2
Administrative 5 i + - P & E
Positions ) 2 g 3 & ® )
ar (1] [} |9 B [7]
& o) (s>t .g td o 0
5 § g 3 8§ 3 ¢

[} g
T & &8 & 4 8§ =

lfanager 18 1L 13 1 1 1

Department Manager L 6 2 2

Circulation iznager 1 g & 1
Asst. Cir. Manager 1 1 1
Total 2l 22 15 3 1 1 2

This table should be read as follows: Eighteen managers used the adding
machine, 1l used the typewriter, 13 used the cash register, 1 used the
calculator, 1 used the mimeogzraph, and 1 used the comptometer.



TABLE LXXVI
NUMBER OF PRESENT EMPLOYEES IN ADMINISTRATIVE POSITIONS WHO ARE

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

Number of Creston Per Cent of
) Total High School Per Cent of High School Creston High School
Administrative Positions graduates Graduates graduates Graduates in Positions
Positions YL L
To- To- To- To- " o=
Men Women tal Men Women tal Men Women tal Men Women tal jfen Women tal

Manager 36 1 37 31 1 32 B86.110088.8 6 6 16.6 16.1
Department Manager 28 28 23 23 82.1 82.1 9 9 32.1 324
Circulation Manager 1 1 1 1 100.0 100.0
Asst. Cir. Manager 1 1 1 1 100,0 100.0

Total 66 1. 67 5 1 57 15 15

Percentage

of Total 84.9 100 85,0 22:7 22.h

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, comprisinj; 16.6 per cent of the 36 managers
who were men, were graduates of Creston High School.

€0t
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TABLE LXXVII
OTHER EDUCATICUNAL ACHIEVEMENTS OF EMPLOYEES IN

ADJINISTRATIVE POSITIONS

Administrative Business

Positions College College
1 2 .3 K 2

Manager 1 2 1

Department Manager 1 1 2

Total 1 3 2 2

This table should be read as follows: One manager had completed 1 year
in college, 2 had completed 2 years, and 1 had completed L years.
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CHAPTER VII

CLERICAL POSITIONS

Number and Sex of Clerical Employees. Table LXXVIII shows a total

of 47 employees in clerical positions. WNineteen men, or 0.5 per cent,
and 21 women, or 4.6 per cent, wer: employed in full-time positions,
and L men, or 8.5 per cent, and 3 women, or 6.4 per cent, werz employed
in part-time positions. Twenty-seven were employed as general office
clerks.

jiinimun Education Requirement for New Men Ewployees 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 high school graduation was the minimum educa-
tion requirement in 20, or 87 per cent.

Minimum Education Requirement for New Women Employees in Clerical

Positions. Table LXXX shows that in 2} clerical positions now held by
women there was no minimum education requirement for new women employees
in 2, or 8.3 per cent, and high school graduation was the minimum educa-
tion required in 22, or 91.7 per cent.

Experience Requirements for New Employees in Clerical Positions.

Table LXXXI shows that employers required experience for new employees
in 8, or 17 per cent of the clerical positions, and did not require exper—
ience in 39, or 83 per cent, of the clerical positions.

Sex Preference. Table LXXXII shows that employers preferred men for

14, or 29.3 per cent of the clerical positions, women for 13, or 27.6 per
cent, and expressed no preference for 20, or 42.6 per cent. These data
indicate that 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 Time Part Time Combined
Clerical Total len Women lien Women Men Women
Positions
Per 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 1l.2 9 33.3 18 66.7

Shipping Clerk 9 100 6 66.7 1 1.1 2 222 8 88.8 Y 1.2

Parts Clerk 2 100 2 100,0 2 100.0

Mailing Clerk 1 100 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 L7 19 21 L 3 23 2l
Percentage 100 10.5 Lhe6 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 2%.6 per cent, and 15 women, or 55.5 per cent, were employed full time. One man, or 3.7
per cent, and 3 women, or 1ll.2 per cent, were employed part time,

90T



TABLE IXXIX

MINIMUM EDUCATION REQUIREAMENTS FOR NEW MEN EMPLOYEES

IN CLERICAL POSITIONS HELD BY MEN

107

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
of Total 0 AcieD G0

This table should be read as follows:

High school graduation was the

minimum education requirement for new men employees in 9, or 100 per cent,
of the general office positions now held by men.



MINIMUM EDUCATION REQUIREMENTS FOR NEW

TABLE LXXX

108

WOUEN EMPLOYEES IN CLERICAL POSITIONS HELD BY WOMEN

Total No High School
Clerical Positions Minimum Graduation
Positions Per Bar P
No. Cent No. Cent No. Cent
General Office 18 100 2 1121 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
Total 2L 2 22
Percentage
Of Total 100 8'3 910?

This table should be read as follows:

tions.

For new women employees in General
Office positions now held by women, there was no minimum education require-
ment for 2, or 1ll.1 per cent of the positions, and high school gradustion
was the minimum education requirement for 16, or 88.9 per cent of the posi-



TABLE LXXXI

EXPERIENCE REQUIREMENTS FOR NEW

EMPLOYEES IN CLERICAL POSITIONS

109

Clerical Total IExperience Experience Not
Positions Positions Required od
Per Per Per
No. Cent No. Cent NOW Cent
neneral 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 1 100.0
Posting 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 L7 8 39
Percentage
of Total 100 17.0 83.0

This table should be read as follows:

0f 27 General Office positions,
experience was required for 6, or 22.2 per cent, and experience was not
required for 21, or 77.8 per cent.



TABLE LXXXII

SEX PREFERENCE EXPRESSED BY EMPLOYERS FOR EMPLOYEES IN CLERICAL POSITIONS

Total Men Women No
Clerical Positions Preferred Preferred Preference
Positions
Per Per Per Per
No. Cent No. Cent No. Cent NOe Cent
General Office 27 100 2 Tl 12 LL.L 13 48.2
Shipping Clerk 9 100 T 77.8 5 § 11.1 : | < 5 s
Parts Clerk 2 100 2 100,0
Mailing Clerk 1 100 1 100.0
Posting 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
IB¥ Varitype Op. 2 100 2 100.0
Total L7 1l 13 20
herofntage 100 29.8 27.6 42,6
of Total * * 4

This table should be read as follows: There were 27 General Office positions. Employers express-
ed a preference for men in 2, or 7.4 per cent of the general office positions; they preferred
women in 12, or Ll.4 per cent; and they expressed no preference for 13, or L8.2 per cent.

OTT
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Minimum Age Requirement for New ien Employees in Clerical Positions.

Table LXXXIII gives minimum age requirements for new men employees in the
23 clerical positions now held by men. There was no minimum age require-
ment for 6, or 26 per cent; 16 years was the minimum age requirement for
2, or 8.7 per cent; 18 years for 12, or 52.2 per cent; 20 years for 1, or
L.l per cent; and 21 years for 2, or 8.7 per cent.

The minimum employment age for new men employees was 18 years or
less for 86.9 per cent of the clerical positions now held by men.

Minimum Age Requirement for New Women Employees in Clerical Positions.

Table LXXXIV gives minimum age requirements for new women employe=s in 24
clerical positions now held by women. There was no minimum ags require-
ment for 9, or 37.5 per cent; 16 years was the minimum age requirement for
1, or 4.1 per cent; 18 years for 13, or 54.3 per cent; and 21 years for 1,
or L.1 per cent.

The minimum employment age for new women employees was 18 years or
less in 95.9 per cent of the clerical positions now held by women.

Estimated Turnover 32 Full-Time Clerical Positions. Table LXXXV

shows that a total of 1l 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 S 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 in part-time clerical positions.

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

12.7 per cent. These data are given in Table LXXXVI.
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TABLE LXXXIII
MINIMUM AGE REQUIREKENTS FOR NEW MEN EMPLOYEES

IN CLERICAL POSITIONS HELD BY MEN

Clerical
Positions No Age
Minimum 16 18 20 21 Total

General Office L 1 2 2 9
Shipping Clerk 7 1 8
Parts Clerk 2 2
Mailing Clerk 1 1
Vault and Pransit 1 1
Stock Clerk 1 1 72

Total 6 2 11 i | 2 23

Percentage

of Total 26.0 3.7 52.2 L.l 8.7

This table should be read as follows: No minimum age requirement was

given for L positions as general office clerks; 16 years was the minimum

age requirement for 1 position; 18 years was the minimum age requirement

for 2 positions; and 21 years was the minimum age requirement for 2 positions.



TABLE LXXXIV
MINIMUM AGE REQUIREMENTS FOR NEW WOMLEN EMPLOYEES

IN CLERICAL POSITIONS
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Clerical
Positions No
Minimum 16 18 21 Total

fieneral Office 6 1 10 p 18
Shipping Clerk 1 1
Posting Machine Op. 2 2
Proof Clerk 1 1
IBM Varitype Op. 2 2

Total 9 1 13 1 2L

Percentage 3 Lol x ST

of Total 37.5 S5he3 L

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
WOonnen.



TABLE LXXXV

ESTIMATED TURNOVER IN FULL-TIME CLERICAL POSITIONS

11

Clerical Newly Employed Separated
Positions Turnover
Men Women Total Men Women Total Gain Per Cent
General Office 2 9 11 2 5 7 L 30.0
Shipping Clerk 1 1 -1 0
Parts Clerk 2 2 1 1 1 50.0
IR Varitype Ope. X 1 1 0
Total L 10 1L 3 6 9 5 2.0

#*

Minus sign (=) indicates loss in employment.
This table should be read as follows:

Two men and 7 women were newly

employed in general office positions during the last year and 2 men and 5

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

ESTIMATED TURNOVER IN PART-TIME CLERICAL POSITIONS

]

———

Clerical Newly Employed Separated
Sy Turnover
Pozitions Men Women Total Men Women Total (Gain Per Cent
General Office 1 2 3 1 1 2 25.0
Shipping 1 1 1 0
Total 2 2 L 1 1 3 12:7

This table should be read as follows: One man and 2 women were employed in
general office positions during the last year and 1 man was separated from

his general office position.
time general office positions.

There was a turnover of 25.0 per cent in part-



Business Machines Used. Table LXXXVII shows that 13 various

business machines were used by persons in clerical positions. The
adding machine and typewriter were the machines used by most clerical
employees.

Educational Achievement of Present Clerical Employees. Table

LXXXVIII shows that L3, or 91.2 per cent, of the present clerical
employees were high school graduates. Thirty-five of these graduates
are graduates of Creston High School.

Table LXXXIX shows that one clerical worker had completed one year
of college, 2 had completed L years of college, and 1 had attended

business college.



TABLE LXXXVII

BUSINESS MACHINES USED BY CLERICAL EMPLOYEES

a. g o
o Eg;
> E §
-E d&; £ ﬁdﬂm
Clerical u:.?:;..é_c’é; %ED..’.‘;& &
Positions g % ® S ok E‘E‘S & B & Exr .8 5 e
R EEEEEEE DR
=E -dOP&EﬁOb-HdE
L84 8% Fz8:5z33
e 8% 24 382 R HEE FH 2
General Office 22 22 3 L 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 L4 L L 7 1 2 3 L 2 2 1

This table should be read as follows: Twenty~two persons in general office positions used
the adding machine.

9Tt



TABLE LXXXVIII
NUMBER OF PRESENT CLERICAL EMPLOYEES WHO ARE HIGH SCHOUL GRADUATES AND THE

NUMBER OF THESE CRADUATES WHO ARE GRADUATES OF CRESTON HIGH SCHOOL

Number of Creston High Per Cent of
Clerical Total Hizh School Per Cent of School CHS Graduates
Positions Positions Graduates fraduates Craduates in Positions

Men Women Total Hien Women Total Ien Women Total Men Women Total Men Women Total

General Office 9 18 27 9 17 26 100 94 96.3 6 12 18 66,7 66.7 66,7
Shipping Clerk 8 1 9 8 8 100 88.8 8 8 100.0 88.8
Parts Clerk 2 2 2 2 100 100,0 1 1 50.0 50.0
Mailing Clerk 1 1 1 1 100 100.0
posting Mach. Op. 2 2 2 2 100,0 100.0 2 2 100.0 100.0
Proof Clerk 1 1 1 1 100.0 100.0 1 1 100,0 100.0
Vault % Transit 1 3 1 1 100 100.0 b 1 100,0 100.0
Stock Clerk 2 2 2 2 100 100,0
IBM Varitype 2 2 2 2 100,0 100.0 2 2 100.0 100.0
Total 23 24 L7 21 22 L3 16 19 35
Percentage 91.2 91.6 91,2 69.5 . 79.1 7Th.h

of Total

This table should be read as follows: Nine men and 18 women, a total of 27 employees, held general
office positions. Of these 27 employess, 9, or 100 per cent, of the men and 17, or 94.L per cent, of
the women were high school graduates. Of these graduates, 6 men, comprising 66.7 per cent of all men
general office employecs, and 12 women, comprisinz: 66.7 per cent of all women general office employees
were graduates of Creston High School. .

LTT
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TABLE LXXXIX

OTHER EDUCATICNAL ACHIEVEMENTS OF CLERICAL WORKERS

Clerical —
Positions 1 2 3 L Collegs
feneral Office 1 2 1

This table should be read as follows; One person in a general office
position had completed 1 year of college, 2 had completed L years
of college, and 1 had attended business college.
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CHAPTER VIII

MISCELLANEQUS POSITIONS

Number and Sex of Employees in Miscellaneous Positions. Table XC

shows a total of U4l persons were employed in various miscallaneous posi-
tions. Miscellaneous workers included cashiers, tellers, warehousemen,
interviewers, display workers, delivery men, and abstractors. 1In all,
there were 29 men and 12 women in miscellaneous positions.

Thirty-five of the persons in miscellaneous positions were full-time
employees and 6 were part-time employees.

kinimum Education Requirements for New iden 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 10.3 per cent of these positions,
and high school graduation was required for 26, or 89.7 per cent.

Minimum Education Requirements for New Women Employees in ifiscellaneous

Positions. Table XCII shows the minimum education requirement for new
women employees in 12 miscellaneous positions now held by women. High
school graduation is the minimum education requirement for new women employ-
ees in all miscellaneous positions.

Experience Requirements for New Employees E Miscellaneous Positions.

Table XCIII shows 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 30, or 73.2 per cent of these positions.

Sex Preference. Table XCIV shows that employers preferred men for 25,

or 60.9 per cent, of miscellaneous positions, women for L, or 9.7 per cent,

and expressed no preference for 12, or 29.L4 per cent.



TABLE XC

NUMBER AND SEX OF EMPLOYEES IN LISCELLANEQOUS POSITIONS

—— = =

ifiscellaneous
Positions
Men Women Total Men Women Total lMen Women Total Full-Time Part-Time

cashier 3 6 9 2 2 3 8 11 82.0 18.0
Teller Iy 3 7 L 3 7 100.0
Warehouseman 8 8 8 8 100.0
Interviewer 1 1 1 1 100.0
Displayman 16 ) 4 1 1 100.0
Deliveryman 8 8 N N 12 12 66.7 33.3
Abstractor 1 1 X 1 100.0

Total 25 10 35 L 2 6 29 12 Ll 85.3 1h.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,

0et
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TABLE XCI
MINTMUM EDUCATION REQUIREMENT FOR NEW MEN EMPLOYEES

IN MISCELLANEOUS POSITIONS NOW HELD BY MEN

—_———
Total No High School
Miscellaneous Positions Minimum Graduation
Positions Par Per Per
No. Cent No. Cent No. Cent

Cashier 3 100 3 100
Teller L 100 l 100
Warehouseman 8 100 8 100
Interviewer 1 100 1 100
Displayman 1 100 4 100
Deliveryman 12 100 3 25 9 75

Total 29 3 26

Percentage

of Total 100 10.3 89.7

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 POSTITIONS NOW HELD BY WOMEN

Total High School
Miscellaneous Positions Graduation
Positions Per Per
No. Cent No. Cent
Ccashier 8 100 8 100
Teller 3 100 3 100
Abstractor 1 100 1 100
Total 12 12
Percentage
of Total 100 100

This table should be read as follows; High school graduation is
required for new women employess in all 8 positions for cashiers now
held by women.
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TABLE XCIII

EXPERIENCE RE.UIREMENT FOR NEA EMPLOYEES

IN MISCELLANEOUS POSITIONS

123

Total Experience Experience
i Positions Required Not Required
Miscellaneous
Positions Per per Per
No. Cent No. Cent No. Cent
Cashier 11 100 3 27.2 8 72.8
Teller 7 100 1 14.3 6 85.7 .
Warehouseman 8 100 8 100.0
Interviewer 1 100 1 100.0
Displayman Y I 100 1 100.0
Deliveryman 12 100 i 33.3 8 66.7
Abstractor 1 100 1 100.0
Total L1 11 30
Percentage
of Total 100 26.8 73.2

This Table should be read as follows:
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.

There are 11 positions for
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TABLE XCIV
SEX PREFERENCE EXPRESSED BY EMPLOYERS FUR

EMPLOYEES IN MISCELLANEOUS POSITIONS

No
Hiscellaneous Men Women Prefercnce
Positions Total Per Per Per
Positions NO. Cent No. Cent No. Cent
Cashier 11 2 18.2 N 36.14 5 L5.4
Teller 7 1 4.3 6 35.7
Warehouseman 8 8 100.0 '
Interviewer 1. 1 100.0
Displayman 1 1 100.0
Deliveryman 12 12 100.0
Abstractor 1 1 100.0
Total L1 25 L 12
Percentage
of Total | 60.9 9.7 29.h

This table should be read as follows: There were 11 positions for
cashiers. Employers preferred men for 2 of these positions, women

for 4. For the remaining 5 positions employers expressed no preference
for either men or women employees.
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Minimua Age Requirement for New ifen Employees. Table XCV gives

data showing the minimum age requirement for new men employees in 29
miscellaneous positions now held by men. There was no minimum age re-
quirement for 8, or 27.6 per cent, of these positions. Eighteen years
was the minimum age for 12, or Ll.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. b

Jinimum Age Requirement for New Women Employees. Table XCVI gives
data showing the minimum age requirement for new women employees in the
12 miscellaneous positions now held by women. There was no minimum age
requirement for 6, or 50 per cent. Sixteen years was the minimum age
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

l; persons were employed and l were separated from their jobs during the
preceding 12 months. There was no gain in these positions.

There was an estimated turnover of 1l.l 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 their positions. There was a decrease of one employee in
miscellaneous positions.

There was a turnover of 123 per cent in part-time miscellaneous posi-

tionse.

Business Machines Used. Table XCIX shows that persons in miscellaneous

positions used adding machines, typewriters, cash registers, posting machines,

IBi Proof idachines, and change makers.
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TABLE XCV
MINIMUM AGE REGUIREMENTS FOR NEW MEN EMPLOYEES IN

MISCELLANEOUS POUSITIONS

Miscellaneous No Age
ositions '
Position Minimum 18 20 21 25 Total
Cashier 1 . 3
Teller b L
Warehouseman 8 8
Interviewer 1 .
Display 1 :
Delivery 3 b | 5 Le
Total 8 12 1 6 2 27
Percentage 27.6 41.3 3.5 20.7 6.9
of Total i B

This table shoild be read as follows: No minimum age 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
MINIMUM AGE REQUIREMENTS FOR NEW WOMEN EMPLOYEES IN

MISCELLANEOUS POSITIONS HELD BY WOMEN

—

Miscellaneous
Positions No Age
Minimum 16 18 25 Total
Cashier !-l- 3 1 8
Teller 2 1 3
Abstractor : 1 1
Totad 6 3 1 2 12
Percenta
of Totalge 50 25 8.3 16.7

This table should be read as follows: O0f the 8 positions for cashiers

held by women, there were L for which no minimum age requirement was
specified for new women replacements; a minimum age of 16 years was

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
Miscellaneous Employed Separated
Positions Turnover

Men Women Total Men Women Total 0ain Per Cent

Cashier 1 1 1 1 2 -1 11.1
warehouseman 1 1 1 1 0 12.5
Deliveryman 2 2 1 1 1 8.3

Total L L 3 1 L 0 11.L

This table should be read as follows: (ne man and no women were newly

employed during the last year and 1 man and 1 women were separated from
their jobs as cashiers. There was a turnover of 1l.1 per cent in full-
time positions for cashiers.

TABLE XCVIII

TURNOVER IN PART-TIME MISCELLANEOUS POSITIONS

Newly

Miscellaneous Separated
Positions Employed Turnover
Men Women Total Men Women Total (Gain Per Cent
Cashier 1 a 3 2 1 1 1 50.0
Deliveryman 6 6 8 8 -2 150,0
Total 7 1 8 8 1 9 -1 123.0

This table should be read as follows: One man and 1 woman ware employed
as cashier during the last year and no men and 1 woman werg separated
from their jobs as cashiers. There was a turnover of 50.0 per cent in
part-time positions for cashiers.



TABLE XCIX

BUSINESS MACHINES USED

1]
-1
o g =
e £ o o
o | o o g 3
o 2 3] )
Miscellaneous 2 S 2858 g
Positions = *,f'. %} 0 8
{o0)] b e = £ 1]
§ F o &1 = 2
= 5 B = g
o 5; « o m
< O A H (3]
cashier 3 7 9
Teller 6 7 1 6 6 3
Interviewer 1
Total 9 15 10 6 6 3

This table should be read as follows:
adding machine, 7 used the typewriter, and 9 used the cash

register.

Three cashiers used the

129
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Educational Achievements of Present Employees. Table C shows

that 23 men and 10 women employees in the L1 miscellaneous positions
were high school graduates. A total of 80.5 per cent of all employees
in miscellaneous positions were high school graduates. Seventeen of
the 33 high school graduates employed in miscellaneous positions were
graduates of Creston High School. Creston High School graduates held
41.L4 per cent of the miscellaneous positions.

None of the employees in miscellanéoug positions had attended any

school other than high school.



TABLE C
NUMBER OF PRESENT EMPLOYEES WHO ARE HIGH SCHOOL GRADUATES

AND THE NUMBER OF TI!ESE GRADUATES WHO ARE GRADUATES OF CRESTON HIGH SCHOOL

Number of Creston Per Cent of
wiscell Total High School Per Cent of High School CHS Graduates
WARESLADORMD Positions Graduates Graduates Graduates in Positions
Positions

To- To- To=- To~- To-
Men Women tal Men Women tal Men Women tal Men Women tal ifen Women tal
Cashier 3 8 11 3 6 9 100 75 8l.7 1 3 L  33.3 27.2 36.2
Teller 4 3 7 b 3 7 100 100 100 2 1 3 50,0 33.3L42.8
Warehouseman 8 38 8 8 100 100 5 5 62.5 62.5
Interviewer 1 1 1 1 100 100
Deliveryman 12 12 6 6 50 50 L L 33.3 33.3
Displayman 1 1 4 1 100 100
Abstractor 1 1 1 y I 100 100 1 1 100.0 100.0
Total 29 12 h1 23 10 33 12 5 17
t
i 79.3 83.3 80.5 b1.3 L1.6 L1k

This table should be read as follows; Of the 1l persons in cashier positions, 3, or 100 per centy of
the men and 6, or 75 per cent, of the women were nigh school graduates. Of these graduates, 1 man,
comprising 33.3 per cent of all men cashiers, and 3 women, comprising 27.2 per cent, of all women
cashiers, were graduates of Creston High School.

TET
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CHAPTER IX

SUMMARY OF FINDINGS 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 high school graduates and the business firms of
Creston, Iowa.

The data for this study were collected by means of inferview
schedules completed during personal interviews with the businessmen

of Creston, Iowa.

General Findingg

1. Of the 225 business firms on the original list, 05 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.

3. The 140 firms employed a total of 642 persons in sales and
office positions, 526 of whom were full-time employees and 116 of whom
wers part—time employees.

Lo High 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.

5. 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 new employees in 33.7 per cent of the

store and office positions.
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7. Of the 642 positions, men were preferred for 250 positions,
women for 179, and no preference was expressed for 213.

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. This resulted in an increase of 71
full-time employees. During the last year, 115 part-time employees were
added to the business firms, and 84 were dropped. This is an increase of
31 part=time employées.

10. There was an estimated turnover of 20.7 per cent in full-time
positions and an estimated turnover of 33.5 per cent in part-time positions.

11l. Five hundred twenty-one of the employees were high school
graduates.

12, 0Of the 521 high school graduates employed in sales and office
positions, 232, or L4.5 per cent, were graduates of Creston High School.

13. Sixteen of the present employees had attended college for 1 year,
15 had atténded college 2 years, 2 had attended college 2 years and 12 had
attended college for L years. Twenty-four had attended business college,
2 had attended a cosmetic school and 1 had attended night school for 15
weeks.

14. Eighteen different business machines were used by store and office
employees. The adding machine, typewriter and cash register were the

machines used by the greatest number of employees.

Sales Positions

l. Three hundred fifty«twd persons were employed in sales positions.
This was 5L.8 per cent of the total persons employed in store and office

positions in Creston.
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2. High school graduation was the minimum education requirement
for new men erployees in 6.3 per cent of retail sales positions now
held by men.

3. High school graduation was the minimum education requirement
for new women employees in 62.5 per cent of retail sales positions now held
by women.

L. Experience is required for new employees in 21.8 per cent of the
retﬁil sales positioﬁa, and experience is required for new employees in
59.3 per cent of wholesale sales positions.

5. Men were preferred for 95, or 29.6 per cent, of retail sales
positions; Qomen for 80, or 25 per cent; and no preference was in&icatad
for 145, or LS.L per cent. Men were preferred for all wholesale sales
positions.

‘ 6. A minimum age requirement of 18 years or less for new men employ-— .
ees was specified by eﬁployers for 81l.6 per cent of sales positions now
held by men.

/. A minimum age 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

High 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 the 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.

L. Experience is required for new employees in 47.8 per cent of
the record-keeping positions.

S. Hen 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 men.

7. A minimum age requirement of 13 years or less for new women
employees was specified by employers for 37 of the 9 record-keeping
positions now held by women.

8. There was an estimated turnover of 22 per cent in full-time
record-keeping positions and 28.8 per cent in part-time record-keeping
positions.

9. The adding machine, typewriter, and cash register were the
business machines used by the largest number of record keepers.

10. Sixty, or 86.9 per cent, of the 69 persons employed in record-—
kaeping positions had completed high school. Twenty-four, or 3L.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 6l women were employed in secretarial positions.
Forty of these persons were employed as stenographers, 2 as secretaries,
and 2 of these as typists.

2. The minimum education requirement for new men employees in secre-
tarial positions now neld by men is 2 years of college for 1 position,
and hizh 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.

L. 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 27.3 per cent
of the secretarial positions.

6. Eighteen years was the minimum age requirement for new men employ-—
ees in the 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 6l secretarial positions.

8. There was an estimated turnover of 26.8 per cent in full-time
secretarial positions and an estimated turnover of 83.3 per cent in part-
time secretarial positions.

9. The typewriter, adding machine, calculator, and the mimeograph
were business machines used by the largest number of secretarial employees.
10. All present employees in secretarial positions are high school
graduates and 59 per cent of the present employess are graduates of Creston

Iigh 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.

3. Experience was required for 85 per cent of new employees in
administrative positions.
| L. 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.

5. 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'raplacements in the 1 administra-
tive position held by a woman.

6. There was an estimated turnover of 6.1 per cent in administra-
tive positions.

7. The adding machine, typewriter, and cash register 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.) per cent, are grad-
uates of Creston High School.

9. One person in administrative positions had completed 1 year of
college, 3 had completed 2 years of college, 2 were college graduates

and 2 had attended business college.
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Clerical Positions

1, Forty-seven persons were employed in clerical positions, with
4O in full-time positions and 7 in part-time positions.

2. High school graduation was the 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 17 per cent of new clerical
employees.

. Men were preferred for 1k, or 27.83 per cent of the positions;
women for 13, or 27.6 per cent; and no preference was expressed for 20,
or 2.5 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 13 years
or less for 95.9 per cent of the clerical positions now 1eld by women.

7. Thers 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 machines 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 Th.lL per cent, of

the clerical employees are graduates of Creston High School.

Miscellaneous Positions

l. Forty-one persons were employed in miscellaneous positions.
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2. High school graduation was the minimum 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 employeess in all miscellaneous positions held by women.

li. Experience was required for new employees in 26.8 per cent of the
miscellaneous positions.

5. }en were preferred for 25, or 60.9 per cent of the miscellaneous
positions; women for L, or 9.7 per cent; and no preferenca-was stated for
12, or 29.L4 per cent.

6. The minimum age requirement for new men employees was 13 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 ll.4 per cent in full-time
miscellaneous positions and an estimated turnover of 123 per cent in part-
time miscellaneous 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 high school graduates.
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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 there 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 training program in distributive education and
office training is filling a need in providing experience for high school
students who are planning to seek employment in store or office positions.

As 36.1 per cent of all employees in store and office positions were
graduates of Creston High School, it appears that a large number of Creston
High School graduates obtain employment in Creston. Therefore the train-
ing given to the students of Creston High School should prepare them for
employment in Creston.

More than two-thirds of the employees who have graduated from hizh
school have not continued their 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 3L.9 per cent of persons empioyed in record-keeping positions
were graduated from Creston High School, it appears that the teacher of
bookkeeping should become familiar with bookkeeping methods and procedures
employed by the business firms in Creston in order to better prepare
students who plan to obtain employment in Record-keeping positions.

As employers stated that high school graduation is the minimum educa=-
tion requirement for 77.L per cent of new employees in store and office
positions, it is important to counsel students as to the importance of
completing high school in order to obtain positions in stores or offices.

Although there are almost twice as many men accountants as there are
women accountants, women bookkeepers outnumber men bookkeepers three to one.

Nearly all administrative positions are held by men. Only one woman
held an administrative position.

The businesses included in the study employ approximately a third
more men than women in sales positions.

In clerical positions, as a group, the number of opportunities for
men is approximately the same as the number for women.

As no employer stated a preference for men in any secretarial position,
it appears that little employment opportunity exists for men in secretarial
positions.

Employers stated that they would employ persons 13 years of age of
less in 78.5 per cent of the store and ofiice positions. It appears that
high school graduates would not, for the most part, be limited in employ-
ment opportunities because of age 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.
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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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Date of interview

Title of person interviewed:

Name of person interviewed:

A SURVEY OF SELECTED OFFICE AI'D STORZ OCCUPATIONS
in
Creston, Iowa, 1950

Name of Firm Address

Retail Wholesale Nature of Business

Definitions:

Stenographer — One who takes dictation from business e mcutives and
transcribes it and does other routine office duties,

Secretary - %’he who may take dictation from some exectutive and per-
form other duties which are semi-executive or administrative in natuvre.

0 -~ One who records entries into books of original entry but
does not make final reports.

m -~ One skilled in the keeping, examination, adjusting and
making reperts from financial records.

Business Machines Used (Check mumbers on questionaire)

1. Typewriter 7. Posting Hachine

2., Cash Register 8+ Mimeograph

3. Adding Machine 9+ Ditto Machine (gelatin)
L, CGCalculator 104 Ditto Machine (spirit)
5. Bookkeeping Machine 11,

6. Comptometer 12,
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