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CHAPTER I

INTRCDUCTICR

This is a study of selected office occupations in Muskogee, Cklahoma,
for the purpose of determining what occupational opportunities exist for
the placement of graduates in local business offices., This study endeavors
to secure such information as may be used to advantage by the business educa-
tion teachers and administrators of Central High School, Muskogee Junior
College, Draughon's Business College, and Bacone College.

Muskogee, with a population of 40,000, is the third largest city in
the state., It is located in the northeastern section of the state in the
heart of three river bottoms, the Arkansas, Grand, and Verdigris, Today the
corporate limits of the city include 6,144 acres, or nine and six-tenths
square miles,

Muskogee, seat of the Five Civilized Tribes Indian Agency, has been
known for the past sixty years as the "Indian Capital of the World."
Indians, numbering over 100,000 and comprising members of the Cherokee,
Creek, Seminole, Choctaw, and Chickasaw tribes, conduct their business
through the Agency located in the Federal Building in Muskogse.

Agriculture and livestock play an important part in the economic life
of Muskogee, Muskogee's industry is highly diversified, with 90 plants
manufacturing such products as glass, fabricated iron, structural steel,
furniture, pfper and glass containers, processed food, and manufactured farm

feeds,



The educational facilities for white students in Muskogee consist of
eleven elementary schools, two junicr-high schools, one senior-hich school,
and one junior college,

Central Hirh, the senior-high school, has an average enrollment of
over 1100 students, many of whom are enrolled in business education courses,
Enrollment in the business courses during the 1952-'53 school year was as
follows: first-year typewriting, 256; second-year typswriting, 89; first-
year shorthand, 114; second-year shorthand, 53; business arithmetic, 196;
first-year bookkeeping, 68; second-year bookkeaping, 9; and business law, 22,
The total enrollment in all business subjects was 807.

This study endsavors to determine whether the present business educstion
curriculum at Central High Schocl is adequately preparing students for
employment irn local business offices. If not, what chanegas or modifications
need to be made in the curriculum?

Purpese of the Study. "Business and education shculi get torether,”

is a statement frequently heard., In general, the purrose of this study is
to make a survey cf the occupational opportunities for office workers in
Mus¥ogee, The data supplied by businessmen are to be used as a realistic
basis on which to make curriculum evaluations and modifications. As a result
of such revision, the husiness education dapartment should be hetter oraparsd
to provide business and industry with workers who meet their standards,

Specifically, the study atteampts to securs information ralative to the
following qu=stions:

1. How many employees are now ermployed in esach classification cof office
workers included in this study?

2, What is the nat lahor-turnover rate, and how may it he sxpected to

affect emplcvment opnortunities for prospective bhusiness sraduatas?



3. Is there a sex preference in the various classifications of office
workers?
4o What is the minimum employment age for new employees?
5. On what jobs is employment experience a prerequisite of employment?
6, What minimum educational requirement is specified for beginning
employees in each of the job classifications?
7. What methods are followed in the hiring of new office employees?
8., What duties are workers in the various classifications expected to
perform?
9. What types of office machines are in use in the local business
offices?
10. Do the local employers have definite standards in regard to rates
of speed in typewriting and shorthand?
11. Are employment tests given prospective employees? If so, what is
the nature of the tests?
12, What are the apparent weaknesses of beginning office workers?
13, How do local business standards compare with present standards in
the business sdugation department?

Need for the Study. Authorities in the field of business education

emphasize the importance of an occupational survey in establishing an
effective business training program., A study of the local business houses
of a community furnishes the business educator with a realistic basis on
which to evaluate and modify the existing curriculum,

It is the responsibility of the secondary school to provide a business
education program which will insure vocational competency. "If business

education is worthy of the name, or if business education is education for




buginess, then vocational preparation as an objective must rank at or near
the top in importance."l

Hamden L. Forkner states that progressive high schocls have taken the
necessary steps to make the high-schoocl program serve the needs of pupils and
the business community:

Business education 1s a businaess and, like a business, it must meet
the specifications of these who want tc use its service. Young people must
be prepared to meet business standards if the school is to be a eredit to
the community.?

The Course of Study in Business Eiucaticn, prepared by bhusiness educaters
in the state of (klahoma for the use of Cklahoma business teachers, recosnizes
the value of occupational surveys in determining the types of johs available
and the num“er of students that can be placed in such jobs., "No pre-enploy-
ment occupational rrosram should b2 considered complete without such stulies
made perio’?ically."3

Dr. McKee Fisk emphasized the importance of the cccupational survey in
astablishing a close relationship hatween business and education. The first
atep in the ceonstruction of a vocational businese curriculum is the "deter-
minaticn of the business occupaticns which arn found within the community."4

This concept is further strengthoned by the remarks of Dr. J. Evan

Armstrong, President of Armstrong College, Berkeley, Califcernia:

lParver Liles, "Business FEducation Centributes to Voeatlicnal Ccrpetency,”

The Pulletin of the Naticnal Associaticn of Seccndary-Schcel Principals,
Vol. 33, (November, 1949), Pe 24.

2

Hamden L. Forkner, "Characteristics of a Good Business Education
Program," The Pulletin of the National Assceciation of Seccniary—Schocl
Frincipals, Vol. 33, (November, 1949), p. 7.

3Cc-urse of Study in Business Education, Bulletin 42-C-4, Departrent of
Education, State of Cklahoma, 1943, p. 8.

4ycKee Fisk, "Principles of Curriculur Construction in Vocaticnal
“usiness Education,™ The American Business Education Yearbocok, Vel. 4, v. 39.




If our teachers in the business department of the seccndarv school are
to give to husiness and industry workers with these necessary understandings
and strengths, they need to maintain professional contacts with all those
leaders who pive directicns toc the forward movement of their phase of business
education., Certainly they need tc work more closely with the businesses in
the community in which they serve,

Past studies have shown that approximately 5C per cent of the cradusates
of Central High School enter collage., A number of thase graduates will later
baccme employess of local firms. In all probability, a large number of the
remaining 50 per cent will seek immediate employmwent in the leecal comrunity,

There are numerous oppertunities for office employment in Muskogee. It
is believed that high=school graduates should have little difficulty in
securing initial employment, providing their high-school prorrams have been
wisely planned., In order to be of greater assistance to high school students,
the business teachers and adwinistrators must have informaticn concerning
local job opportunities and business standards, This knowledge is a pre-
requisite of a wiselv and adeguately planned business curriculum. The data
obtained in this study should provide information needed for the planning of
a curriculum with consideraticn for the needs of business, as well as the
individual,

Scurce of Data. The interview techniqua of nermative-survey rasearch
was the primarv means of securing data for this study.

By means of the interview it is possible to secure many data that
cannot be obtained through the less personal procedures of distributing a
reply blank ., , . Again, the interview permits the interviewer to gain an
impression of the person who is g%ving the facts, and to 'read hetwesen the
lines,' things that ars not said,

Additional data were obtained by the study of related literature in the

fi=ld of business education.

5J. Evan Armstrong, "Business and Educaticn, An Imperative Partnership,"
Business Education Digest, Vol. VIII, (March, 1944), p. 7.

6Carter V. Good, A. S, Barr, and Douglas E. Scates, The Methodology
of Educational Research, p. 373.




Scope and Delimitation: This study is a survey of cne hundred selected

business offices in Muskogee., BEach of the cffices s2lectad erploys at

least cne individual outside of the immediate family of the owner or

operator., Negro firms are not included ir the study.

Information was secured from 100 husinassses in the following classifi-

cations:

Accounting Firms
Air-Conditioning Firms
Auto Agencies

Auto Supply Stores

Banks

RBeauty Colleges

Bottling Cempanies

Box Mfg. Companies
Concrete Blocks Companies
Construction Companies
Dairies

Department Stores
Electrical Appliance Stores
Feed and Grain Companies
Five-and-Ten-Cent Stores
Finance Ccmpanies
Florists

Furniture Mfg, Companies
Furniture Stores

Glass Mfg, Cempanies

Grocery Companies
Insurance Companies
Ladies' Clothing Stores
Law Cffices

Lumber Yards
Mail-Crder Houses
Men's Clothing Stores
Music Stores

Newspaper Companies
Cptometrists

Paint Stores

Poultry Processors
Public Utilities

Real Estate Companies
School Supplies Stores
Schools

Shoe Stores

Theatres, Inc,

Tile & Marble Companies
Tire Equip. Mfg. Companies

The 100 businesses included in the study employed a total of 399

office workers,

Definiticns., To clarify the interpretation of data, the following terms

are defined as usad in this study:

Labor Turnover-——iovement of parsonnel into and out of the company.7

The percentage of nat labor turnover is calculated by dividing the

actual number of replacements during the last twslve months, repressnted by

the number of separations or accessions, whichever is smaller, by the average

erployment ficure for the year.8

7Paul Pigors and Charles A, Myesrs, Personnel Administration, p. 96.

80&19 Yoder, ferscnnel and Labor Relations, pp. 214-217,




Accessicn--The hiring of a new employee or the rehiring of an old

amployee.9

Separation——A termination of empleyrent by any one of the following
means: quit, layeff, or discharge.lo

Secretary--ferforms general office work in relicving executives and
cther company officials of minor executive and clerical duties, Takes
dictation, using shorthand or a Stenotype machine. Transcribes dictaticn
or the recorded information reproduced on a transcribing machine, Makes
appointments for executives and reminds him of them., Interviews people
coring into the office, direeting to other workers those who do not warrant
seeing the executive, Answers and makes phone calls, Handles personal and
important mail, writing rountine correspondence on own initiative, iay
supervise other clerical weorkers, May keep perscnnel reccris, 1

Stenographer--Takes dictation in shorthand of correspondence, repcrts,
and other matter and transcribes dictated material, writing it out in lcng-
hand or using a typewriter, May be required to be versed in the technical
language and terms used in a particular profession., May perform a variety
of clerical duties. May take dictation on a Stenotype machine or may
transcribe information from a sound-producing record,l

Procedure, The first step in the organizaticn of this study was the
preparation of a tentative outline stating the major purposes of the survey.
Ralated literature was then examined to determine vhat procedures had been
used in the preraration of similar studies conducted in the past,

After examining a number of instruments which had heen used in similar
surveys, an information blank toc be used in the oceccupaticnal survev of office
workers in Mus¥ogee was nrepared, This instrument was submitted for arproval

to the chairman of the thesis committee at the Cklahoma Agricultural and

¥achaniecal Collepe., After the inforration “lank had been revised to ccnform

IInid., p. 215.

101 144., p. 225.

Lpictionary of Cccupational Titles, Vol. I, Second Edition, March,
1949, p. 1171.

121vi4., p. 1284,



with the su-gestions received, copies of the final draft were mimeographed
to be used in the study. A copy of the intervisw schedule is included in
the appendixes,

It was determined to include in the survey the business offices of one
hundred firms. In compiling the list of firms to be included, an attempt
was made to include a variety of businessss, The final list, which included
businesses in 40 classifications, was composed of firms selected from the
classified section of the Muskogee Telenhone Directory. Information made
available through the Chamber of Commerce and the Retail Merchants' Assoelation
was helpful in the selection of firms to be visited, The name of the firm,
the classification of the busines;, the address, and the telephone number
were tvped on index cards. These cards were then arranged accerdings to the
location of the business, a procedure which proved to be most time saving,

Advance publicity was given the survey through the local newspa ers,
the scheool paner, and the weekly radio program sponsored by the speaech
departrent of Central High School.

A perscnal letter, explsining the purposes of the study, was mailed
each emplcyer a few days hofore he was to ha interviewsed. A copy of the
letter is included in the appendixes, In most instances, the employer was
telaphoned the day preceding the interview so as toc set a time for the
interview which wcul? be most convenient for him, If the day sugpested was
unsatisfﬂétory, an appointmant was mgde for a later date,

The Muskoges businessrwen were interviewed hatween the dates cf June 5
and June 19, The first three days ware devoted to the interviewines of office
manarers of manufacturing =sstablishments, most of which were located ocutside
the downtown area., Consequantly, fewsr interviews were made during the

first three days of the study.



Upon completion of the interviewing, the data were evamined, analyzed,

and in‘erpreted in keeping with the purposes of this study.



CHAFTER II

GENERAL RESULTS COF TilE STUDY

As stated in the introduction, the survey of selected business offices
in Muskogea, Cklahoma was made during the early part of June, The business-
men cf the eity were very receptive to the study. Many employers answered
the letter of the writer in which permission was asked to discuss employment
standards with them. In some instances, the businessmen were merely
directing the interviewer tc ancther person more closely asscciated with the
office perscnnel; but, as a general rule, the purpose of their letters was
to welcome the opportunity to participate in the study.

Several businessmen remarked that the study indicated progressive
teaching., They aopeared very pleased that the business departrment of the
loczal high school was making an affort to prepare prospectivs employees to
more adequately meet the needs of employers in Muskogee., Both negative and
pesitive criticisms were made of the trainine offered by the loeal high
school; hcwever, the favorable comments outwsi-hed by far the unfavorable ones,

Distribution of Cffice Employees in Firms Surveyed, There were 108

firms visited, As 2 of these firms did not hire office employees outside
of the immediate family of the owner or oparater, they were excluded from
the study in keeping with the delimitation stated in the introduction, and
the study was based on data furnished by the other 100 firms,
Approximatelyv one=half of the firms surveyed had only one office
employee. (f the 399 office workers in the study, 53, or 13.3 per cent,

vere employees of firms which employed only one office employee cutside of

10
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the immediate family of the owner or operator. The greatest number of

office personnel in any one business was 48, The total number of office
emplcyees in the onae business firm which employed 48 office workers almost
squalled the number of office employzes in all 53 firms which employed only
one office employse., Four office employces was the avarage for the 100

firms visited, The three banks, with a total of 60 office employees, employ~d
more office workers than were employed by firms in any other sinrle classifi-
cation,

Tabla I shows the number of firms surveyed and the number of office
workers in each firm, Table II shows the nature of business of firms
included in the study and the number of office workers employed by firms in
each classification,

Classification of (ffice Employees by Job Title. BEach office positicn

included in this studj was classified as a record keeping, secrotarial,
clerieal, or miscellanecus position. All acccuntants, bookkaepers, and
ledger clerks were clas=zified in the category of record keaepers, The
secretarial positions included all secretaries, stenographers, and typists.
Clerical positions consisted of those positions which carried the job title
of billing clerk, payroll clerk, and general office clerk., Fositions which
could not be classified as record keaping, secretarial, or clerical were
refarred to as miscellaneous positions. Machine operators, recertionists,
and switehhoard overators were in the classification of miscellanecus office
workers,

In manv instances it was rather difficult to deterrmine the job title a
particular position should have, For axample, in the event that an office
employee performed hoth bookkeeping and stencgrachic duties, his job title
was determined by the majority cf duties perfecrmed and the type of werk to

which he devoted the major portion of his werking time,
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TABLE I

DISTRIBUTICN CF CFFICE EMPLCYEES IN 100 BUSINESS FIRMS

Number of Firms Uffice Employees

Uffice Employees No. Per Cent No. Per Cent
1 Erployee 53 53.0 53 13,3
2 Employees 12 12,0 2/ 6.0
3 Employees 9 9.0 27 6.8
4 BEmployees 6 6.0 24 6.0
5 Employees 2 2,0 10 2e5
6 Employees 3 3.0 18 4e5
7 Employees 3 3.0 21 543
8 Employees 2 2.0 16 4.0
12 Employeaa' 1 1.0 12 3.0
13 Employeas 2 2.0 26 6.5
14 Employees 2 2,0 28 7.0
15 Employees : 1 1.0 15 3.7
21 Employ-es 1 1.0 21 5e3
25 Employees 1 1.0 25 6.3
31 Employees 1 1.0 31 7.8
48 Employees 1 1.0 48 12.0
TOTALS 100 100.0 399 100.0

This tables should be read as follows: Fifty-thres, or 53 per cent, of the
100 firms in the study employed only one office employee, Fifty-three, or
13,3 per cent, of the 399 employees irn the study were empleyed by firms which
employed cnly cne office employas,
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TABLE II

CLASSIFICATICN (F FIRMS BY NATURE (F BUSINESS
AND NUMBER CF CUFFICE EMFLCYEES

Wisibas Numbar of
Al i )
Nature of Business of Firms Uffice

Employaes

=
=

Accounting Firms
Air-Conditioning Firm

Auto Agencies

Auto Supply Store

Banks

Beauty College

Bottling Companies

Box Manufacturing Company
Concrete Blocks Mfg, Corpany
Construetion Companies

MHFWHFWH NN

Dairy

Department Stores

Electrical Appliance Companies
Feed and Grain Company
Five=znd-Ten-Caent Store

Finance Companies

Florist

Furniture Manufacturing Company
Furniture Store

Glass Manufacturing Companies

W
w2 &‘WO‘\JHS!—'FM

S

IR S SRR
N &~
Vi DB OO

Grocery Manufacturing Company
Insurance Cemranies

Ladies' Clothing Stores

Law Cffices

Lumber Yarks

Mail-Crder House

Men's Clothing Store

Music Stcre

Newspaper Company
Optometrists

[
38

[
N R Sl SRS
[
MW W W

=

Paint Stores

Poul try Processors

Public Utility

Real Estate Companies

School and Uffice Supplies Stores
Schools

Shoe Store

Theatres, Inc.

Tile and Marble Company

Tire Equipment Manufacturing Company

e

[l e el sl 1% O RS S S Y
NOWHRBWWNOW

TOTALS

3
8
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The record keapers, with a total of 148, outnumbsred all cther classifi-
cations of office workers, There were 109 secretarinl wcrkers, 1ll clerical
workers, and 31 office employees who were classified as miscellaneous office
employees,

Table I1I presents data concerning the classification of office
employees by job title,

Classification of Cffice Smployees Accordinz to Sex. The number of

women in office rositions far exceeded the number of men in such positions,
Cf the 399 office emnloyees in the study, 358, or 89,7 per cent, were women;
only 41, or 10.3 per cent, were men, The cnly classification in which men
outnurhered women was in the field of accounting. Eighty por cent of the
accountants in this study were men.

In all secretarial positions, which included secretaries, stenographers,
and typists, only wemen were employed, Likewise, wemen were employed in
all instances as machine operators, recepticnists, and switchhoard ozeratcrs,
Further information relative tc the number and sex of office erployees in thas
study is given in Table III.

Rate of Turnover in Uffice Employees. In speaking of labor turnover,

reference is made to the movement of personnsl into and cut cof the company.
The hiring of a new employee, or the rehiring of an old employee, is known

as accession; the tarmination of an employment is referred to as a ssparation.
The percenta~a of net labor turnover is computed by dividing the actual
number of replacements durine the last twslve months, r=presented by the
number of separations or accessions, whichever is smaller, hy the average
eplcyrent figura for the vear,13 The average employment figure for the

12=month pericd was determined by adding the opresent numqu of employees to

13Dale Yoder, Personnel and Labor Relations, pp. 214-217,
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TABLE III

CFFICE AMPLUYEES CLASSIFIGD BY JCB TITLE AND SEX

Men Wemen Combined
No., Per Cent No. Per Cent No. Per Cent

Position

Record Keeping

Accountant 20 80.0 5 20,0 25 100,0

Bookkeaper 1C j & 1 20 88.9 90 10C.0

iﬂdgﬂr C].erk 3 9-1 m %-9 33 100.0
Secretarial

Secretary 53 100.0 53 100.0C

Stenographer 37 100,0 37 100.0

Typist 19 1c00,.0 19 1c0.0
Clerieal

Billine Clerk 1 16,7 5 83.3 6 100,0

Gen, Off, Clerk 5 5.1 93 94.9 98 1co.0

Payroll Clerk 2 28.6 5 T4 7 100.0
Miscell=necus

Machine Unsrater 19 100.0 19 10C.0

Receptionist 7 100.C 7 100.0

Switchboard Uperator 5 100,0 5 100.,0

TOTALS 41 1C.3 358 89,7 399 100,0

This table should be read as follows: Twenty, or 80 per cent, of the
accountants included in this study were men,
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the number of employees at the heginning of the period and dividing by 2,
The number of employeass at the beginning of the 12-month period was corputed
by adding the number of separations and subtracting the number of newly
employed from the present number of employees,

As shown in Table IV, there were 112 women newly employed during the
last twelve months, During the same interval, there were 97 separated from
their jobs, Therefore, there was a net turnover of 97, When the net
turnover of 97 is divided by the average number of women smployees for the
same veriod, 351, the rate of turnover for the period, which, in this
instance, is 27,6 per cent, is determined,

There was a turnover of 55,5 per cent in wcmen typists, a higher
percentare ¢f turnover than in any other classification of office employees,

In a similar manner, labor turnov=r and rate of turnover was computed
for men office employses., Table V shows that there was a turnover of 5
men employces, or 12,2 per cent,

Table VI gives information relative to labor turnover without regard to
the sex of the erployees, The net turnover was greatest among the book-
keaepers as there was a turnover of 21 for an average number of 28 hookksepers,
However, the rate of turnover was ereatest for the typists as the turnover
rate during the 12-month period was 55.5 per cent,

The average total number of employees for the preceding twelve months
was 392, with a net turnover of 102 employees, or 26,0 par cent,

Gain in Employment. During the last twelve-month period there was a
gain in employment of 1 man and 15 women office amployses. This gain of
16 ernleyeas includes 5 bookkeepers, 2 ledger clerks, 2 sacretaries, 2
stenorraphers and 5 general office clerks,

Sex Preference as Expressed by Employers. An employer was counted as

a separate employer each time he supplied information ccncerning sex
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TASBLE IV

RATE OF TURNOVER IN WOMEN COFFICE EMPLCYEES DURING 12-MUNTH PZRICD

Average
Newly Total Turnover
Positiecn Employed  Separated Number No.* FPer Cent##*
Employees
Record Keeping
Accountant ; 5
Rookkaeper 25 21 78 21 2649
Ledger Clerk 12 1C 29 10 34.5
Sescretarial
Secratary 17 17 53 17 32.1
Stenographer 12 10 36 10 27.8
Typist 12 10 18 10 55.5
Clerical
Billing Clark 5
Gen, Off, Clerk 33 28 91 28 30.8
Payroll Clerk >
Miscellaneous
Machine Cparator 19
Receptionist 1 1 T 1 14.3
Switchboard Uperator 5
TCTALS 112 7 351 o7 27.6

#  Actual number of replacements during 12-month periocd, represented by
total newly employed or total separated, whichever is smaller,

#* Percentaze of net turncver hased on average number of employees during
12-mconth peried.

This table should be read as follows: No women accountants were hirel and
ncne separated from their joba, therefore, there was no turnover in woren
accountants; twenty-five new women hookkeepers were hirad and 21 weras
separated fror their jobs, resulting in a 26.9 per cent turnover of women
bcokkeepers,
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TABLE V

RATE COF TURNCVER IN MEN CYFICE EMPLCYUES DURING 12-MCNTH PERICD

Average
Newly Total Turnover
Pesiticn Emplocyed  Separated Number No.* Jler Cent
Employses
Record Keeping
Acccuntant 1 1 20 1 5.0
Bookk=aper 1 10
Ledger Clerk | 1 3 1 33.3
Secrstarial
Secretary
Stenograrsher
Typist
Clerical

Billing Clerk 1
Gen. Cff., Clerk 3 3 5 3 60.0
Payroll Clerk 2

Miscellanecus

Machine Uperator
Receptionist
Switehbcard Cperator

TCTALS () 5 41 5 12,2

% Actual number of replacements during 12-month period, repressnted by total
newly employed or total separated, whichever is smaller,

% Percentage of net turnover hased on average number of employees during
12-month peried,

This tabls should be read as follows: O(ne man acccuntant was newly emplcyed
and cne was separated from his job, resulting in a 5.0 per cent turnover.
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RATZ CF TURNCVER 15 CFFICE EMrLUYKES DURING 12-MUNTH PERICUD

Average
Newly Total Turnovar
rosition Employed Separated Number No.®* FPer Cant#*
Employces
Record Keeping
Accountant 1 1 25 1 4.0
Bookkeeper 26 21 88 21 23.9
Ledger Clerk 13 11 32 7 3 } 34
Secretarial
Secretary 17 17 53 17 32.1
Stenographer 12 10 36 10 27.8
Typist 12 10 18 10 5545
Clerical
Billing Clerk 6
Gen. Off. Clerk 36 31 96 31 32,3
Fayrell Clerk 7
Miscellanecus
Machine CUperator 19
Raceptionist 1 1 7 1 14.3
Switchboard COperator 5
TUTALS 118 102 392 102 26,0

¥  Actual number of replacements during 12-month rertod, represented by
total newly employed or total ssparated, whichever is smaller,

¥#* Percentage of nst turnover based on average nurber of employees during

12-month period.,

This table should he read as follows:

OUne new sccountant was hired and 1

was separated from his Joh, resulting in s 4.0 per cent turnover,
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TABLE VII

GAIN IN EMPLCYMENT DURING I AST TWELVE MUNTHS

Number Number
Position Employed Separated Gain in Employment
M W M W M W Combined
Record Keeping
Accountant 1 1l
Bookkeeper 1 25 21 1 4 5
Ledger Clerk 1 12 1 10 2 2
Secretarial
58 cra tr 317 1’? 17
Stencgranher 12 10 2 2
Typrist 12 10 2 2
Clerical

811ling Clerk
Gen., CGff, Clerk 3 33 3 28 5 5
Payroll Clerk

Miscellaneous
Machine Cperatcr 4 FA
Recepticnist 1 1
Switchhoard Cperator
TCOTALS 6 116 5 - 10k 1 15 16

This tahle should he read as follows: During the last twelve-menth period
one man accountant was newly employed and one man accountant was soparated
from his job; consequently, there was nc gain in the employment of men
accountants,



preference for any type of office position listed in the study. Thus in
Table VIII it appears that there are 217 employers instead of the actual 100.
Of the 217 preferences expressed, 120, or 83,0 per cent, wore for wcmen; and
26, or 12,0 par cent, were for men, In 11, or 5.0 per cent, of the instances
nc praference as to sex was indicated,

In all instances vomen ware praferred as secretariss, stenographers,
typists, machine operators, receptionists, and switch'card operators, In
most instances women ware preferred as bookkeepers, ledger clerks, billing
clorks, zoneral office clerks, and payroll clerks, The only exception to the
arnloyers! preferences for women employeas was in the field of accounting
in which men were preferred hy 72.2 per cent of the emnlcyers replying.

Detailed information concerning employers! praferences for office

erloyaes by sex is shown in Table VIII.

Experience Requirements for New Employees. An employer was counted sas

a saparate employer each time he suoplied information concerning the
experience requirements for any type of office position, Cf the 217
emplovare replying, 69, or 31.8 per cent, required experience; 148, or 63,2
par cent, d4id not require experience, The fact that such a large number of
employers did not require work exparience should be a favorable factor in
the placement of high school graduates,

Accounting was the only category in which over half of the employers
required axperience of their new employees; 72.2 per cent of the employers
required experience when employing accountants,

Table IX lists in detail the axperisnce requirements specified hy

employers.,

Mintrum Employment Ags. As a general rule, ampleyers will amploy women
office employees at an earliar apge than they will empley men, Cf the 124

empleyers replying, 105, or 57.1 per cent, stated that 12 was the minimur age
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TABLE VIII

EMPLCYERS! PREFZRENCES FOR CFFICE EMPLCYEES BY SEX

Total Employers Men Women No
Replying* Preferred Preferred Ffreference
Position No. PFer No. Per [No. Prer No. Per
Cent Cent Cent Cent
Record Keeping
Accountant 13 100 13 7.2 2 1.1 3 16.7
Bookkeeper 47 100 5 10.6 39 83.0 3 6.4
Ledpger Clerk 13 1oc 2 15,4 10 76,9 1 7.7
Secretarial
Secretary VA 100 44 100,0
Stenographer 23 100 23 100.0
Typist 7 100 7 100,0
Clerical
Billing Clerk 3 100 1 33,0 2 67,0
Gen., Office Clerk 38 100 L, 10.5 30 T79.0 4 10.5
Payroll Clerk 5 100 1 2.0 4 80,0
Miscellaneous
Machine OUperator 8 100 g 100,0
Receptionist T 100 7 100.0
Switehbeard Cperator 4 100 4 100.0
TCTALS 217 100 26 12,0 180 83.0 11 5.0

¥ In this table each emplcoyer was counted as a separate employer each time
he supplied inforrmation concerning the sex preference for any type of office
position listed,

This table should be read as follows: (f the 12 employers expressing a
preference for accountants by sex, 13, or 72,2 per cent, preferred men
accountants,
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TABLE IX

EXPERIENCE REQUIREMENTS FCR NEW EMPLUYEES
AS SPECIFIED BY EMPLUYERS

Total Employers#® Experience Experience
Position Represented Required Not Required

No. Per Cent [No. Per Cent lNo. Per Cent

Record Keeping

Accountant 18 100 13 72,2 5 27.8

Rookkeeper 47 100 23 48.9 24, 51.%

Ledger Clerk 13 100 3 23,0 10 77.0
Secretarial

Secretary I¥A 100 14 31.8 30 68,2

Stenographer 23 100 4 17.4 19 82.6

Tvpist 7 100 7 100.0
Clerical

Billing Clerk 3 100 1 33.3 2 66,7

Gen, Cff, Clerk 33 100 6 15.8 32 8L42

Payroll Clerk 5 100 2 40,0 3 60.0
Miscellsneous ’

Machine (perator 8 100 2 25,0 6 75.0

Receptionist 7 100 1 14.3 6 85.7

Switehhoard Cperator 4 100 4 100.0

TCTALS 217 100 69 31.8 148 62,2

¥ In this table each employer was counted as a separate employsr each time
he supplied information concerning the experience requirements for any type
of office rositicon listed.

This table should be read as follows: C(f the 18 employers who empley
accountants, 13, or 72,2 per cent, require experience of newly emplovad
accountants,
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for women. On the other hand, of the 35 employers hiring men office employees,
only 8, or 22.2 per cent, will employ a man at 18; and, 45.7 per cent of the
employers require that a new male employee be at least 25 years cof age. This
difference in minimum age requirements may be partially accounted for by the
fact that approximately one-half of the men office employses inecluded in the
study are classified as accountants. Accountants are usually required to be
older regardless of sex.

Table X gives further information regarding the minimum employment
ages for women in the varicus office classificaticns, Table XI presants
similar data for men coffice emplcyees.

Minimum Educational Requirements. An employer was counted as a separate

employer sach time he supplied information concerning the educaticnal
requirements for any pcsition in the study. Cn this basis, there were 217
employers who stated their educational requirements for the various office
positions., (f the 217 employers replying, 199, or 91.7 per cent, stated
that they would employ high school eraduates,

In every instance a high school education was considered adequates formal
education for the various classifications of jobs, with the exception of
bookkeapers and accountants, However, 93,6 per cent of the employers
hiring bcokk=epers said that a high scheol education was sufficient formal
education to permit an employ=e to assume the responsibility of a bookkeeping
position, '

Many empleoyers remarked that they were not so much concerned with the
amount cf formal education a prospective office employee had received as
they were with the adequacy of his training for the specific duties he
would ba expected to perform.

Duties Performed by Uffice Employees. In studying the duties performed

hy the office employeses in the selected business offices in Muskogee, it is



TABLE X

MINIMUM EMPLOYMENT AGE FCR WCMEN CFFICE EMPLCYEES
AS SPECIFIED BY EMPLLYERS

———- e
— ———

Total
Minimum Age Specified by Bmployers ployers#
17 18 19 20 21 25 3¢ 35 Replying

Fosition

Record Keeping

Accountant 3 2 4
Bookkeeper 15 2 2 7 7 3 2 38
Ledger Clerk 13 1 1 15
Secretarial
Secretary 1 23 1 3 5 7 4 A
Stenographer 2 14 2 1 2 2 23
Typist 6 1 7
Clerical
Billing Clerk 2 2
Gen. CGff, Clerk 2 18 1 A 3 2 30
Payroll Clerk A 4
Miscellaneous
Machine Cperator 1 3 1 1 6
Receptionist 2 3 1 1 7
Switchboard Cperator A 4
TCTALS g 105 7 7 18 25 10 4 184
Per cent of
184 4.3 57.1 3.8 3.8 9.8 13.6 5.4 2,2 100

*# In this table each employer was counted as a separate employer each time
he supplied information ccncerning the age requirements for any type of
cffice position listed,

This table should be read as follows: Cf the 4 employers who employ women
accountants, 3 stated that 25 was the minimum age at which they would hire
an accountant.



TABLE XI

MINIMUM EMPLOYMENT AGE FCR MEN (FFICE EMPLUY:ES
AS SPRCIFIED BY EMPLUYERS

26

Position Minimum Age Specifiod by Employers* No age
18 21 22 25 30 35 require- Total
ment
Record Keeping
Accountant 1 1 10 : 2 1 16
Bookkoeper 6 3 1 10
Ledger Clerk 2 1 3
Secretarial
Secratary
Stenczrapher
Typist
Clerical
Billing Clerk 1 1
Gen, Cff, Clerk 2 2 A
Payroll Clerk 1 1
Miscellaneous
Machine Gperator
Recentionist
Switehboard Cperator
TCOTALS 8 5 1 16 2 2 1 35
rer cent of
35 22,8 1443 2.9 45.7 5.7 5.7 2.9 100

* In this table each employer was counted as a separate employer each time

he supplied information ec-ncerning the age requirements for any tvpe of
position listed.

This table should be read as follows: Of the 16 employers who employ men
accountants, 1 stated that 21 was the minimum age at which he would hire an

accountant,



TABLE XII

MINIMUM EDUCATICNAL REQUIREMENTS FUR NEW EMPLOYEES
AS SPECIFIED BY EMFLCYERS

Total Employers High School Bus. Col. College

Replying* Graduate Training Graduste
Position No. Fer llo. Per No., PFer Ne. ler
Cent Cent Cent " Cent
Racord Keeping
Accountant 18 100.0 3 16,7 2 11.1 13 72,2
Bookkesper L7 100.0 A 93.6 2 4.3 1 2,1
Ledger Clerk 13 100.0 13 100,0
Secreatarial
Seeretary L, 100.0 L 100.0
Stencgrapher 23 100,0 23 100,0
Typist 7 100.C 7 100.0
Clerical
Billing Clerk 3 100.0 3 100.0
Gen. Uff. Clet‘k 38 100 -0 38 10000
Payroll Clerk 5 100.0 5 100.0
Miscellaneocus
Machine (perator g8 100.0 2 100.0
Receptionist 7 100.0 7 100,0
Switchbhoard (perator 4 100.0C 4 100.0
TCTALS 217 100,0 199 91.7 4 l.8 14 5.5

¥ In this table esach employer was counted as a seaparate emplcyer each time
he supplied data concerning the educational requirements for any position
listed.

This table should be read as follows: C(f the 12 employers who employ
accountants, 3, or 16.7 per cent, specified that a newly-employed accountant
must be at least a high school graduate,
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readily seen that the businessmen expect their employees to be versatile
workers, Very few of the emnlovees perform only one or two duties, but, as
a ganeral rule, the office workers perform many duties. For example, two-
thirds of the bookkeepers performed typewriting duties; one-third of the
hookkeepers composed business letters., Similar illustrations could be given
in each of the other classifications of office employees, Several business-
men had difficulty in deciding whether an employee was, for example, a
bookkeeper or stencerapher as dutieé relatineg to both positions were
performed,

Typewriting was the duty performed by the greatest number of the total
office workers, followed closely by filing and bookkeeping duties, Cf the
399 employees in the study, 342, or 85,7 per cent, used the typewriter; 324,
or 81,2 per cent, performed filing duties; and, 260, or 65.2 per cent, applied
a knowlsdge of bookkeeping principles and practices,

Table XIII lists the number and percentage of office employees performing
selected duties,

Cn the basis of the varied duties performed by office employees, it
appears that business students in the local high school should be encouraged
to broaden their business trainine as much as possible.

Machines Uperated by Office Employees. The adding machine and cal-

culator were operated by a preater number of office employees than any of
the other office machines, The adding machine was oparated by 78.0 per cent
and the calculator by 37.1 per cent of all office workers,

Table XIV shows the number and percentage of office workers in the
various classifications who operated adding machines, calculators, comp-
tometers, dictaphones, and mimeograph machines,

Media for Locating Prospective Employees. In attempting to locate a

prospective employee, the medium most frequently used by the Muskogee



NUMBER AND PERCENTACE CF CFFICE EMPLLYEES PERFCRMING SELECT®D DUTIES

Take Apply
; Dictation Knowledge
Total and of Bkpg. Compose
Position _Employses Typs File Transcribe Principles _Letters _
Ne. Per No. PFer No, Per No., Per No. Per No. Per
Cent Cent Cent Cent Cent Cent
Record Keeping
Accountant 25 100,0 11 44,0 7 28,0 2 8.0 25 100,0 11 44,0
Bookkeeper 90 1000 60 66.7 81 90.0 9 10,0 90 100.0 28 31.1
Ledger Clerk 33 100,0 25 76,0 1. 30,3 33 100.0 3 9.1
Secratarial
Secratary 53 loc.0 53 100.0 53 100.0 51 96,2 30 56,6 31 58¢5
Stenogranher 37 lo0.0 37 100.,0 37 100.0 37 100.0 10 27,0 9 13.5
Typist 19 100.¢ 19 100.0 18 94,7 1 5.3 1 53 i 5.3
Clerical
3illing Clerk 6 100.,0 6 100,0 6 100.0 6 100.0
Payroll Clerk 7 100,0 7 1C0,0 5 Tl.4 7 1c0,0
Miscellaneous
Machine (perator 19 100.0 19 100.0 7 34,8 12 63,2 2 10,5
Receptionist 7 100,0 3 42,9 3 42,9 1 14.3
Switchhoard (perator 5 100.0 4 80,0 2 40,0 1l 20,0
TCTALS 399 100.0 342 85,7 324 21,2 121 30,3 260 65.2 100 25,0
This table should be read as follows: Of the 25 accountants in this study, 11, or 44,0 per cent,

performad typewriting dutiss,



NUMBER AND PERCENTAGE OF THE VARICUS TYPES COF EMPLCYEES CI'ERATING CERTAIN MACHINES

Total Adding
Position Employees Machine Calculator Comptometer Dictaphone Mimeograph
No. Per No. Per No, Per No. ter No. Per No. Per
Cent Cent Cent Cent Cent Cant
Record Keeping
Accountant 25 100 25 100.,0 10 40,0 7 28,0 i | 4.0 2 8.0
Bookkeeper 90 100 80 88,9 40 IVANA 10 11,1 X 1.1 7 7.8
Ledger Clerk 33 100 23 70.0 21 63,6 5 5.6
Secretarial
Secretary 53 100 33 62,3 10 18,9 4 7:5 9 17,0 11 20.8
Stenographer 37 100 25 67.6 9 2443 3 8.1 4L 10,8 9 2443
Typist 19 100 8 42,1 1 5e3 1 53 1 543 10 52,6
Clerical
Billing Clerk 6 100 4 66.7 3 5040
Gen, Cff, Clerk 98 100 90 90.8 42 42,9 5 5.1
Payroll Clerk 7 100 6 85.7 3 42,9
Miscellaneous
Machine Operator 19 100 17 89.5 8 421 4 2141 5 26,3
Receptionist 7 100 1 14.3 : | 14.3 y 14.3
Switchboard Uperateor 5 100
TCOTALS 399 100 311 78,0 148 37.1 40 1¢.0 16 4.0 45 11.3

This table should be read as follows: (f the 25 accountants in this study, 25, or 100 per cent,
operated the adding machine,
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businessmen was the contacting of personal acquaintances who might be able
to supggest a desirable prospect., Of the 100 employers reprlying, 40 relied
on this method of contacting perscnal acquaintances; 25 stated that they
called the faderal employment bureau; and, 20 believed that they had been
more successful in securinc éesirahle emplcovees by calling the loeal high
school. (thar media less frequently used were advertising in the newspapers,
referring to current applications on file, and contacting the business
collare,

Table XV 1ists the media most frequently used by employers in locating

prosnective office employees.

Pre-employment Tests. Table XVI shows that 23, or 23 per cent, of the

17C employers included in the study gave pre-employment tests to applicants
for some of the positions included in the study.

Table XVII indicates the nature of pre-employment tests given, Type-
writing tests on straicht-copy material wers csiven by 7 employsrs., Ccnsider-
ation was given to both speed and accuracy in 4 of the typeswriting tests, but
the purpese of the remaining 3 tests was merely to check the aceuracy of the
applicant's typewriting,

A dictation test was glven by G employers and a transcription test by 7
erployers. Two employers asked the applicants to read their shorthand
notes rather than transcribe on the typewriter, The material dictated
consisted of lelters in all instances except cre, in which case lapal
matter was dictated by the employer.

Aptitude tests were given by # erployers, intelligence tests by 5, and
clerical tasts by 3. Une smployer rave a handwriting test.

Tyoswriting and Shorthand Speed Standards. Even though 1% erolcyars

stated they required their employees tc have a minimum typewriting speed,

only 4 actually test~d for spesed. Likewise, 7 employers remarked that they
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TABLE XV

MEDIA MCST FREQUGNTLY USED BY EMFPLCUYERS
IN LOCATING PRUSPECTIVE CFFICE EMrLUYEES

Medium Number Per Cent#
Business College 2 2,0
Current Applications 4 4.0
Local High School®* 20 20.0
Newspaoer 9 9.0
Perscnal Acquaintances 40 40,0
U. S. Employment Bureau 25 25.0
TCTALS 100 100.0

# Percentage computed on the basis of the 10C employers who stated the
media which they most frequently used in loecating prospective employ=es.

%% Although only 20 employ=rs stated that contacting the local high school
was the medium they most frequently used in locating a orospactive arployza,
48 employers stated that contacting the local high school was s2ither their
first, second, or third most frequently-used medium in locating a prespactiva
employee.

This table should be read as follows: Two, or 2 per cent, of the 170
erployers in this study stated that ccntacting the business college was the
medium that they most frequently usad in locstineg preospective employess,
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TABLE XVI

EMPLUYERS GIVING FRE-EMPLUYMENT TESTS

Total Employers Employers Emplcyers Not
Replving Giving Tests Giving Tasts
Ko. Per No. Per No. ler
Cent Cent Cent
100 100.C 23 23.0 il 77.0
TABLE XVII

TYrES CF PRE-EMPLUYMENT TESTS GIVEN BY EMPLCYERS

Type of Test Number of Employers¥
Giving Test

Typing 7
(Speed % Accuracy--4; Accuracy—3)

Dictation =]
(Letter—8; Legal Work—-1)

Transcription 7
(Letter—=6; Legal Work--1)

Apti tude 6

Intelligance 5

Clerical 3

Handwriting 1
TCTAL 38

% Each employer was counted as a separate employer sach time he supplied
information relative to any type of pre-employrent tast used,
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expected their stenographers and secretaries to have a definite dictation
speed; vet, applicants were nct tosted for speed.

Eicht of the 14 employers who said they had a speed standard expected
employees to type at 50 words per minute, Eighty words a minute was the
dictation rate for 5 of the 7 employers whe stated that thev had speed
standards,

Generally speaking, employers merely asked the applicant at what speed
he could type and take dictation. In the event that an employee had been
secured through the federal employment bureau, an employer scmetimes checked
with that agency to secure results of typewriting and stenographic speed
tests,

Weaknesses of Beginning Cffice Emplcoyees. In discussinc the weaknesses

of bersirning office workers with the Musvbgee businessmen, it was found that
many had no comment tc make cther than that they had been pleased with the
beginning employees. (n the other hand, several welcomed the opportunity to
discuss at length the shortcomings of beginning office workers,
In regard to the technical skills, the most frequent ccomplaint made
by the employers was that beginning office workers are unable to spell
correctly., Thirty-three, or 33 per cent, of all employers in this study
stated that beginning office employ=es were usually weak in spelling. The
-rammar and punctuation of beginning employees wsre also criticized,
Althcugh several employers criticized beginning employees for s .ch
personal traits as lack of initiative and loyalty, they appeared to be
much better satisfied, as a whele, with the persocnal traits of beginning
employees than with their technical skills, Yet, several employers
remarked that tooc many beginning office employees of today expect to start
at the top of the ladder and are entering the business world with the

"world-owes-me-a-living" attitude.
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Technical skills and personal traits of beginning office employees that
were most often criticized by employers are listed in Table XVIII,

The chapters which follow will be devoted to a further analysis and
interpretation of data &s applied tc record-keeping, secretarial, clerical,

and miscellaneous positicns,



TABLE XVIII

WEAKNESSES (F BECGINNING CFFICE EMPLOYEES
AS SPECIFIED BY EMPLCYERS

Employers Stating that
Beginning Employees are
Usually Weak

Toohnical Skills tiew el
Spelling 33 33.0
Punctuation 24 24.0
Grarmar 20 20.0
Shorthand 9 9.0
Filing 8 8.0
Simple Mathematics 7 70
Handwriting 3 3.0
Personal Traits

Initiative 7 7.0
Loyalty 5 5.0
Ability to Get Along with Cthers FA 4.0
Ability to Follow Directions 4 4.0
Dependability 3 3.0
Personal Appearance 2 2,0
Courtesy 1 1.0

This table should he read as follows: Thirty-three, or 33 per cent, of all
emplcyers in this study stated that, as a general rule, beginning employ~es
are wea in spelling,



CHAPTER III

RECCRD-KEEXING PCSITICNS

The term, "record-keeping position," as used in this study, refars
to any position held by an accountant, bookkeeper, or ledger clerk., A
position as an accountant was considered the highest level of record-keeping
position, followed by the positions of bookkeeper and ledger clerk, in that
order. Slightly over one-third of all employees in this study were classified
as record keepers,

Classification of Record-Kecping Zmployces According to Sex. There

were over three times as many women as men employed in record-keeping
positions. However, in the field of accounting, the men outnumbered the
women by four to one., Of the 25 persons employed as accountants, only 5
were women, On the other hand, of the 90 bookkeeping positions, 80, or
88.9 per cent, were held by women, The large number of women bookkeepers
may be partially accounted for by the fact that many of the employers
require their bookkeepers to perform sscretarial duties.

Thirty of the 33 ledger clerks, or 90.9 per cent, were women; thus,
the percentage of women ledger clerks was even greater than the percaentape
of women bookkeepers., As in the case of the bookkeepers, the ledger clerks
are often asked to perform limited secretarial duties.

A rmore complete presentation of data regarding the classification of
record-keeping employees according to sex is given in Table XIX.

Rate of Turnover in Record Keepers During 12-Month Period. A

comparison of data given in Table XX and Table XXI reveals that the rate of
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TABLE XIX

RECURD KEEFING EMPLOY SES
CLASSIFIZD BY JCE TITLE AND SEX

Men Women Combined
Position No. Per Cent No. Per Cent KRo. Per Cent
Accountant 20 80,0 5 20.0 25 1c0.,0
Bookkeaper 10 11,1 80 88.9 90 100.0
Ledger C].f?rk 3 9.1 30 9009 33 100.0

TOTALS 33 22,3 115 T7.7 148 100.0

This table should be read as fcllows: Twenty, or 80 per cent, of the
accountants in this study were men,
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turncver for wcmen record keepérs was much greater than the turnover rate
for men in similar positions. According to Tahle XX, there was a turnover
of 31, or 27.7 per cent, among wcmen record keepers; Table XXI, presenting
similar data for the same 12-mcnth period, shows the turnover for men record
keepers to have been only 2, or 6,7 par cent.

It is interesting to note that there was nc turnover among women
accountants and men bookkeerers,

The rate of turnover for men and women ledper clerks was higher than
the rate cf turnover for bockkeepers and accountants,

Table XXII reveals the rate of turnover for all record-keeping employees
regardless of sex, The total number of record keepers for the 12-mont
nericd averaged 145, There was a net turnover of 33 record keepers, or 22,8
ver cent,

The data presented in Tables XX, XXI, and XXII reveal that there was
much less mobility among aceccuntants than amcng the perscnnel in other
racord-keaping positions, Apparently, this is dues in part to the faect that
employers hiring accountants have more stringent employment standards,

Gain in Employment., Data presented in Table XXIII indicate a gain in

emplovment in the various classifications of record-keeping positions. There
was no increase in the number of acccuntants, but there was an increase of
5 bookkeepers and 2 ledger clerks, This gain, with the exce tion of one man

bookkeanar, rapresented women employees,

Sex Preferences as Expressed by Employers of Record Kespers, An
emnloyer was counted és a senarate emplover each time he supplied information
concerning the sex prefsrence for any type c¢f record-keeping position,
Consaquently, there was a total of 78 preferences expressed. Twenty of the
738 ernloyers preferred men record keepers; 51 preferred women; and 7 stated

that they had nc preference as to the sex of their record keepsrs. In
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TABLE XX

RATE CF TURNCVER IN WUMEN RECURD KEEPERS
DURING 12-MCNTH PERICD

Average
Newly Total Turnover
Position Employed Separated Number No.* FPer Cent¥®
Employeces
Accountant 5
Bookkeeper 25 21 78 21 26,9
Ledger Clerk 12 10 29 10 3445
TCTALS 37 31 112 3 27.7

®# Actual numbar of replacements during 12-month period, represented by
total newly employed or total separated, whichever is smaller,

#% Percentage of net turnover based on average number of employees during
12-month period.

This table should be read as follows: No women accountants were newly
employed and none were separated from their jobs; therafore, there was no
turnover in women accountants,
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TABLE XXI

RATE OF TURNCYER IN MEN RECORD KEEFERS
DURIRG 12-MCUNTH PERICD

Average
Newly Total Turncver
Position BEmployed Separated Number No.* Per Cent##*
Employaes
Accountant 1 1 20 1 5.0
Bookkeaper 1 10
Ledger Clerk 1 1 3 1 33.3
TCTALS 3 2 33 2 6.7

% Actual number of replacements during 12-month period, represented by
total newly erployed or total separated, whichever is smaller.

%% Percentaze of net turnover based con average number of employees during
12-mcnth period.

This table should be read as follows: C(ne man accountant was newly
employed and one was separated from his job, resulting in a 5.0 per cent
net turncover,
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TARLE XXII

RATE OF TURNCVER IN RECCRD KEEPERS
DURING 12-MCHTH PERICD

Average
Newly Total Turnover
Position Employed Separated Number No.*  lPer Centk#
Employees
Accountant 1 1 25 1 4.0
Bookkeerper 26 21 88 21 23.9
Ledger Clerk 13 11 32 35 | 3hed
TCTALS 4C 33 145 33 22.8

*#  Actual number of replacements during 12-month period, represented by
total newly employed or total separated, whichever is smaller.

k% Percentage of net turncver based on average number of employees during
12-month period,

This table should be read as follows: One accountant was newly employed
and 1 was separated from his job, resulting in a 4.0 per cent net turnover,



43

TABLE XXIII

GAIN IN EMPLOYMENT OF RECCRD KEEPERS
DURING LAST TWELVE MCNTHS

Positi Number Employed Number Separated Gain in Employment

MRS, M W M W M W  Combined

Accountant 1 1

Bookkeerper i d 25 21 1 A 5

Ledger Clerk ] 12 1 10 2 2
TCTALS 3 37 2 31 1 6 7

This table should be read as follows: During the last twelve-month period
one man accountant was newly employed and 1 man accountant was separated
from his job; therefore, there was no pain in the employment of men
accountants,



Lty

regard to the three classifications of record keepers, men were favored as
accountants by a large majority of the employers, while women were favored
by an even larger majority of the employers as bookkeepers and ledger
clerks, Table XXIV presents findings regarding sex preferences for record-
keepine employees as expraessed by employers,

Experience Requirements for Newly Emploved Record Keapers. Cf the

total number of businessmen smploying record keepers, exactly 50 per cent
required work exnerience of their newly employed record keepers, About
three-{ourths of the employers cof acccuntants required their newlv-employed
acccuntants to have experience. Approximately one-half of the emplovers of
bookkseners required work experience of their newly-employed bookkeervers,
ht only sbout cne-fourth of the employers of ledger clerks required previous
work axnerience of employees in that classification,

In Table XXV are given data relative to experience requirements for
newly employed record keepers.

Minimum Employment Age. Table XXVI presents findings relative to the

minimum employment age for women record keepers as specified by emplovers,
Table XXVII lists similar information for men record keepsrs, A compariscn
of the data given in Table XXVI and Table XXVII reveals higher minimum
employment age for men record keepers, in general, than fcr women., One-
half of the employers replying will employ wocmen at 18, while approximately
the same number require men to be at least 25, The large mmber of men
acccuntants had a direct effect upon the minimum age requirement for men
record keepers, as accountants were reguired to be older regardless of sex,
No employer will hire an acccuntant whe is under 21, and most employers
require that a newly employed accountant, whether man or woman, he at least

25 years of age. From information given in Tables XXVI and XXVII, the



EMPLCYERS' PREFERZN(

TABLE ZXIV

3 FOR RECCRD KEEPING EMPLCYEES BY SEX

=
Ut

Total Employers Men Women Mo
Poittion Replying* Preferred Preferred Preference
No. Per No. Per No. Per No. ler

Cent Cent Cent Cent

Accountant 12 100 13 72,2 2 11.1 3 16,7
Bookkeeper 47 100 5 10,6 39 83.0 3 6.4
Ledger Clerk 13 100 2 15,4 10 76.9 T T
TCTALS 78 100 20 25,6 51 65.4 7 9.0

¥ In this table each employer was ccunted as a separate employer each time
he supplied informaticn concerning the sex preference for any type of

record keeping position.

This table should be read as follows:

Of the 12 employers expressing a

preference for accountants by sex, 13, or 72,2 per cent, preferred men

accountants,
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TABLE XXV

EXPERIENCE REQUIREMENTS FUR NEWLY EMPLCYED
RECORD KEEPERS AS SFECIFIED BY EMPLCYERS

Total Employers# Experience Experience
Position Represented Required Not Required
No. Per Cent No. Per Cent lo. Per Cent
Accountant 18 100 13 N2:2 5 27.8
Bookkeener 47 100 23 4L8.9 24, 51.1
Ledger Clerk 13 100 3 23.0 10 770
TOTALS 78 100 39 50.0 39 50.0

¥ In this tabls each employer was ccunted as a separate employer each time
he supplied information concerning the experience requirements for any type
of record-keeping position listed,

This table should be read as follows: Of the 18 employers who employ
accountants, 13, or 72,2 per cent, require experience of newly employed
accountants,
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TABLE XXVI

MINIMUM EMPLCYMENT AGE FCR WOMER RECCRD KEEPERS
AS SPECIFIED BY EMPLCYERS

Minimum Ace Specified by Employers*

Position 13 19 20 21 25 3C 35 Total
Accountant 3 1 A
Bookkeaper 15 2 2 7 7 3 2 38
Ledger Clerk 33 1 1 15
TOTALS 28 2 2 8 11 4 2 57

Per cent of

57 49.1 3.5 3.5 1l4.1  19.3 7.0 3.5 10C

¥ In this table each employer was counted as a separate employer each time
he supplied information concerning the age requirements for any type of
record-keeping position listed,

This table should be read as follows: Cf the 4 employers who employ women
accountants, 3 stated that 25 is the minimum age at which they would hire
an accountant,



TABLE XXVII

MINIMUM EMPLOYMENT AGE FCR MEN RECORD KEEPERS
AS SPECIFIED BY EMPLCYERS

Minimum Age Specified by Employers* No age

Position 18 21 22 25 30 35 require- Total
ment
Accountant 1 1 10 1 2 i | 16
Rookkeeper 6 3 1 10
Ledger Clerk 2 1 3
TUTALS 2 1 1 14 2 2 1 29

Per cent of
29 27.6 3.5 3.5 48.1 6,9 6.9 3.5 100

¥ In this table each employer was counted as a saparate employer each time
he supplied information concerning the age requirements for any type of
record-keepine position listed.

This table should be read as follows: Cf the 16 employers who employ men
accountants, 1 stated that 21 is the minimum age at which he would hire an
accountant,
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minimum employment ages for men and wemen in record-keeping positions of
the same level anpear tc be about the same,

Minimum Educaticnal Regquirements. An emplcyer was counted as a separate
employer each time he supplied data concerning the educational requirements
for any record-keeping position. OUver three-fourths of the 78 employers
replying stated that they would enploy record keepers whose formal educsation
was lirmited to hicgh school graduaticn. All employers believed that a high
school graduate whosa prosram of study had been wisely planned should ha
capable of assuming responsibility as a ledger clerk. Likewise, 44 of the
47 businessmen who employed becokkeepers stated that a high schoel education
was usually considered adequate formal education for the bookﬁeepinf posi=
tions, as 83,3 per cent of the employers remarked that an individual with
only a high school education would not have the training necessary to
perform the duties of an accountant., Table XAVIII presents detailed
information on minimum educatioﬁal requirements for newly-emploved record
keeners,

Selected Duties Performed by Record Keerers. Table XXIX presents

data which indicate that Muskogee businessmen desire employees who ean

per form varied duties, regardless of the job title that may be given a
particular position. As an illustration, 44 per cent of the accountants
were required to type; 28 per cent to file; 8 per cent to take dictation

and transcribe, and 44 per cent to compose business letters. The percertage
of bookkeepers and ledger clerks performing secretarial duties was con-
siderably grester than that of accountants. Twe—thirds of the hookkeerers
performed typing duties; nine-tenths were requirsd to file; one-tenth took
dictation and transcribed; and one-third composed business letters. Type-
writing duties were parformed by 76,0 per cent of the ledger clerks and

filing duties by 30.3 per cent.
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MINIMUM EDUCATICNAL REJUIRTMENTS
FCR NEWLY EMFLCYED RECCRD KEEPERS
AS SrECIFIED BY EMPLUYERS

Total Employers High School Bus. Col, College

Position Replying* Graduate Training Graduate

No. FPer No. ter Ho. Por No. [Isr
Cant Cent Cent Cent
Accountant 18 100 3 16,7 2 11.1 13 72.2
Bookkeeper L7 100 yAA 93.6 2 43 1 293

Ledger Clerk 13 100 13 100.0

TCTALS 78 100 60 76.9 4 5.1 14 18,0

* In this table each emplcyer was ccuntsd as a serarate employer each time
he supplied data erncerning the educational requirements for any position
listed,

This table should be read as follows: Cf the 18 employers who employ
accountants, 3, or 16,7 per cent, specified that a newly-employed accountant
must be at least a high school graduate.



TABLE XXIX

NUMBER AND FERCENTAGH CF RECURD K“EPERS PRRFCRMING SELECTED DUTI®S

Take Apply
Dictation Knowledge

Total and of Bkpg,. Compose

Position Employees Type __ Flle Transcribe I'rinciples Letters

No. lYer No, Ier Ne. Per No. Per No. Fer No. Fer
Cent Cent Cent Cent Cent Cent
Accountant 25 100.0 11 44,0 7 28,0 2 8.0 25 - 100.0 11  44.0
Bookkee ner 90 100.0 60 66,7 g8l 90,0 9 10,0 g0 100,0 28 3,1
Ledger Clerk 33 100.0 25 76,0 10 30,3 33  100.0 3 9.1
TCTALS 148 100,0 9 6449 98 66,2 1 7o 148  100.0 42 28,4

This table should be read as follows: Cf the 25 accountants in this study, 11, or 44,0 per cent,
parformed typewriting duties,

16
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Machines Cperated by Record Keepers, A greater percentage of reccrd

keepers operated the adding machine than any other office machine, The
adding machine was used by all cf the accountants, by 88.0 per cent of

the bookkeepers, and by 70.0 per cent of the ledger clerks., The calculator
was operated by about one-half of the record keepers, Cther machines

listed in the order of the number cof record keepers operating them were

the cash rezister, the posting machine, the comptemeter, the check protector,
and the check writer, Table XXX prarents information concerning the various

office machines operated by record kespere in the study,



NUMBER AND PERCENTAGE COF RECCURD KEEPERS OPERATING MACHINES

TABLE XXX

53

Accountant Bookkeeper Ledger Clerk Total _

Machine Used No. Per¥* No. Per## No., Per## No.,  Perxx#
Cent Cent Cent Cent
Adding Machine 25 100.0 80 88,9 23 70.0 128 86.5
Calculator 10 40,0 40 44.4 21 63.6 71 48,0
Cash Register 6 24,0 17 18.9 6 18,2 29 19.6
Check Protector 17 18.9 17 11.5
Check Writer 6 24.0 8 8.9 1 3.0 15 10.1
Comptometer 7 2.0 10 11.1 5 5.6 22 14.9
Dictaphone 1 4.0 1l 1.1 2 1.4
Liquid Duplicator 5 | 1.1 & 0.7
Mimeograph 2 8.0 7 7.8 9 5,1
Posting Machine 2 g.0 25 27.8 27 18,2
Sales Analysis 1 X,1 1 0.7

* Percentage computed on the basis of the 25 accountants represented in

this study.

¥%  Percentage computed on

this study.

##% Percentage computed on

in this study.

¥%%#¥ Pearcentage computed on

This table should bhe read as follows:

the basis

the basis

the basis

of the

of the

of the

90 bookkeepers represanted in

33 ledger clerks represented

total of 148 record keepers.

Adding machines were used by 25, or
100 per cent, of the accountants in this study.



CHAFTER IV

SECRETARIAL FPUSITICNS

All positions in which office emplcyees are engaged as secretaries,
stenoeraphers, or typists are referred to as "secrstarial positions." Cf
the 399 employees included in the survey, 109, or 27.3 per cent, were employed
in secretarial positions.

The number of secretaries almost equalled the combined number of
stenogravhers and typists., Fifty-three of the 109 secretarial positions
were held by employees classified as secrstaries,

Classification of Secretarial Employces According to Sex. All of the
109 secretarial positions were held by women employees. The limited number
of men in this study who performed secretarial duties spent the pgreater
porticn of their time in the performance of clerical or record-keeping duties;
consequently, they were included in other classifications of office workers.

Rate of Turnover in Secretarial Employees During 12-Month Fericod.

There was a creater turnover in sscretarial employees than for office
workers in any other classificaticn. During a 1l2-month period thers were 41
newly employed in secretarial positions and 37 separated from their jobhs,
resulting in a net turnover of 37, or 34.6 per cent.

The rate of turnover for the typists was 55.5 per cent, the highest
turnover rate for secretarial employees in any classification. There was
less mobility among the sacretaries and stenographers whose rates of turn-

over were 32,1 per cent and 27.8 per cent, respectively.
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TABLE XXXI

SECRETARIAL EMPLOYEES
CLASSIFIED BY JCB TITLE AND SEX

Men Women Combined

Fositlon No. Per Cent No. Per Cent No. Per Cent
Secretary 53 100.0 53 100.0
Stenographer 37 100.0 35 100.0
Typist 19 100.0 19 100.0
TCOTALS 109 1co0.0 109 1co0.0

This table should be read as follows: Fifty-three, or 100 per cent, of the
secretaries included in this study were women,
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Table XXXII shows the rate of turnover in secretarial employees for
the preceding l2-month period.

Gain in Employment of Secretarial Employses, Although the net

turnover rate for secretarial employees was higher than for office workers
in other classifications, the gain in emplcyment of secretarizl workers
was less than that of record-keeping or clerical employees. During the
twelve-month period there was a gain of 2 stenographers and 2 typists,
resulting in a total gain of 4 secretarial empleoyees,

Table XXXIII presents information relative tc gain in employment of
secretarial workers,

Sex Preferences as Expressed by Employers cof Secretarial Employces.

An employsr was counted as a separate employer sach time he supplied informa-
tion ccncerning the sex preference for any type of secretarial position.
Forty-four sex preferences were expressed for secretaries, 23 for stenogra-
phers, and 7 for typists., Of the 74 preferences expressed, women were
preferred in all instances as secretarial employees.

Exparience Requirements for Kewlv Emplcyed Secretarial Workers. Three-

fourths of the employers did not require work experience of newly-employed
secretarial workers, The fact that so many employers did not require
experience should be significant in the placement of high-schcool students
in secretarial positions.

More employars fequired work exnerisnce of newly-employed secraetaries
than of stencgrarhers. Worl experience was required of 31.8 per cent of
the secretaries and of only 17.4 per cent of the stenograrhers,

Table XXXV presents data concerning exverience requirements for newly-
ernloyed secretarial employees,

Minimum Employment Age for Secretarial Emplovees. An employer was

counted as a separate employer each time he supplied information ccne=rring
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TABLE XXXII

RATE OF TURNCVER IN SECRETARIAL EMPLOYEES
DURING 12-MCNTH PERICD

Average
Newly Total Turnover
Position Employed Separated Number No.¥ Per Cent##
Emplcoyees
Secretary 17 17 53 17 32.1
Stenographer 12 10 36 10 27.8
Typist 12 10 18 10 55.5
TOTALS 41 37 107 37 34.6

* Actual number of replacements during 12-month period, representad by
total newly employed or total senarated, whichever is smaller,.

%¥# Percentage of net turnover hased on average number of employees during
12-month period.

This table should be read as follows: Seventeen secretaries were newly
employed and 17 were separated from their jobs, resulting in a net turnover
of 17, or 32,1 per cent.
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TABLE XXXIII

GAIN IN EMPLCOYMENT CF SECRETARIAL EMPLOYEES
DURING LAST TWELVE MONTHS

Number Number
Position Employed Separated Gain in Employment
M W M W M W Combined
Secretary 17 17
Stenographer 12 10 2 2
Typist 12 1C 2 2
TOTALS 41 37 A 4

This table should be read as follows: Durine the last twelve-meonth period
17 secretaries were newly emnloyed and 17 secretaries were separated from
their johs; consequently, there was nc gain in the employment of secretaries.
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TABLE XXXIV

EMPLCYERS' PREFERENCES FCUR SECAETARIAL EMPLOYEES BY SEX

Total Employers Men Women No

Replying# Preferred Preferred Preference

Position No. Per No. Per No. FPer No. Per

Cent Cent Cent Cent
Secretary L4, 100.0 44 100.0
Stenographer 23 100,0 23 100.0
Typist 7 100.0 7 100,0
TOTALS T4 100.0 74 100,0

# In this table each employer was counted as a separate employer cach time
he supplied information concerning the sex preference for any type of office
position listed,

This table should be read as follows: f the 44 emplcoyers expressing a
preference for secretariss by sex, 44, or 100.0 per cent, preferred women
secretaries,



TABLE XXXV

EXPERIENCE REQUIREMENTS FCR NEWLY EMPLUYED
SECRETARIAL EMPLUYEES AS SPECIFIED BY EMPLCYERS

Total Employers* Experience Experience
Position Represented Required Not Required
Ne. Per Cent No. Per Cent No. Per Cent
Secretary 44 100.0 14 31.8 30 68,2
Stenogravher 23 100.0 A 17.4 19 82,6
Typist i 100.0 7 100.0
TOTALS 74 100.0 18 24,3 56 75.7

¥ In this table each employer was counted as a separate employer each time
he supplied information concerning the experience requirements for any type
of office position listed.

This table should bs read as follows: Of the 44 employers who employ
secretaries, 14, or 31,8 per cent, require experience of newly employed
secretaries.
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the age requirements for any type of secretarial position. Of the 74
employers specifyin- a minimum age requirement, slightly over cne-half stated
that a secrstarial employee must be at least 12 years of age. Threo
employers of secretarial workers said that they would employ a girl at the
age of 17, the lowest age specified,

Most employers will employ typiste at the age of 128, ard in no instance
are they required to be over 19 years of age, OUn the other hand, a minimum
age requirement of 21 or older was specified by over cne-third of the
employers of secretaries,

Detailed information repgarding minimum employment age for secretarial
workers is given in Table XXXVI.

Minimum Educational Requirements for Secretarial Workers., Emnloyers

of secretarial workers stated that high school graduation was the minimum
educational requirement for all secretarial positions., Although high scheol
graduation was the minimur formal education required, several employers
preferred secretarial worers who had had additional training, and employed
such workers whenever possible., As stated in previous chapters, employers
wara generally more ccncerned with a prospective emploves's training for
the spacific duties he would be expected to perform than with the amcunt of
his formal educaticn,

Table XXXVII lists the minimum educational requirements for newlv-
employed secretarial workers as specified by emplovers,

Selected Duties FParformed by Secrstarial Employees. All of the 109

secretarial smployees performed typeuriting duties; and, with the excevtion
of cne typist, they all performed filine duties., Eighty-nine, or 31.7 per
cent, of the employees in secretarial positions tcok dictation and tran-
scribed; 41, or 37.6 per cent, anrplied a ¥nowlsdge of bookkeepinc; and, 37,

or 33,9 per cent, composed business letters,



TAELE XXXVI

MININUM EMPLOYMENT AGE FUR WOMEN SECRETARIAL EMPLOYZES
AS SPECIFIED BY EMFLOYERS

Minimum Age Specified by Employers#

Position 17 18 19 20 21 25 30 Total
Secretary 1 23 1 3 5 7 4 4L,
Stencperanher 2 14 2 1 2 2 23
Tynist 6 1 7
TOTALS 3 43 4 4 5 9 6 74
Per Cent of
74 4.0 58.1 5.4 5.4 6,8 12,2 8.1 1l00.0

¥ In this table each employer was counted as a separate employer each time
he supplied information concerning the age requirements for any type of
office position listed.

This tahle should be read as follows: Cf the 44 employers who employ
women secretaries, 1 stated that 17 was the minimum age at which he would
employ a secretary,
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TABLE XXXVII

MINIMUM EDUCATICNAL REQUIREMEKNTS
FOR NEWLY EMPLOYED SECRETARIAL WCRKERS
AS SPECIFIED BY EMPLOYERS

Total Employers High School Bus. Col. College

Replying# Graduate Training Graduate

Forition No. Per No. Per No. Per No. Per

Cent Cent Cent Cent
Secretary L 100.0 44, 100.0
Stenogra-her 23 100.0 23 100.0
Typist 7 100.0 7 100.0
TUTALS T4 1cc.C 74 100.0

# In this table each employsr was counted as a separate emplover each time
he supplied data concerning the educational requirements for any secretarial
position listed,

This table should be read as follows: Cf the 44 employers whe employ
secretaries, 44, or 100,0 per cent, specified that a newly employed secretary
must be at least a high school graduate,
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The fact that such a large number of secrataries and stenographers
performed hookkeeping duties is significant, Cver one-half of the secretaries
were responsible for specific bookkeeping tasks, Likewise, hookkeeping
duties were rerformed by more than one-fourth of the stenographers,

Table XXXVIII lists the nurber and percentage of secretarial employzes
performing selected dutles,

Machines (parated by Secretarial Emplcyces. The adding machine was

used by a greater number of stenographers and secretaries than was any
other office machine. Approximately two-thirds ef the secrotaries and
stenographers operated the adding machine,

The office machine used by the greatest number of typists was the
mimsograph. The mimecograph was operated by 52.6 per cent of the typists,
and the adding machine by 42.1 rer cent,

The four office machines operated by the greatest number of employees
in the three classifications cof secretarial positions ware the adding
machine, the mimeograph, the caleculator, and the dietaphcne, The number
and percenlage of secretarial workers operating office machines iz ziven

in Table XXXIX.



TABLE XXXVIII

NUVBER AND PERCENTAGE UF SSCRETARIAL EMPLCYEES PERFURMING SELECTED DUTIES

Take Apply
Dictation Knowledgs

Total and of Bkpg,. Compose

fosition Employees Tv File Transcribas Principles Letters

No. Fer No., Per No. Per No. Ver No. Per No. ler
Cent Cent Cent Cent Cent Cent
Secretary 53 100.0 53 100.0 53  100.0 51 96,2 30 56,6 31 58.5
Stanographer 37 100,0 37 100,0 37 100.,0 37 100,0 10 27.0 5 135
TOTALS 109 100.0 109 100,0 108 99,1 29 8l.7 41 37.6 37 33.9

This table should be read as follows: Cf ths 53 secretaries in this study, 53, or 100.C per cent,

performed typewriting duties,

$9
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NUMBER AND PERCENTAGE CF SECRETARIAL EMPLCYEES CPERATING MACHINES

Secretary Stenographer Typist Total
Machine Used No. Per® No., Per#* No. Per##® No, Per##x#
Cent Cent Cent Cent
Adding Machine 33 62,3 25 67.6 8 42.1 66  60.6
Calculator 10 18.9 9 2.3 X 5¢3 20 18.3
Cash Register 2 3.8 2 1.8
Check Writer 3 5.7 3 2.8
Comptome ter 4 745 3 8.1 % 5.3 8 73
Dictaphone 9 17.0 4 10.8 1 5.3 1, 12.8
Liquid Duplicating 2 3.8 2 2.7 3 2.8
Mimeograph 11  20.8 9 2.3 10 52,6 3 27.5
Posting Machine 1 2.7 A | 0.9
* Percentage computed on the hasis of the 53 secretaries represented in
this study.

¥%  Percentage
in this study.

###% Percentage
this study.

®xx# Percentage
emplcyees,

computed on the basis

computed

computed

on the bhasis

on the basis

This table should be read as follows:
62,3 per cent, of the secretaries in this study.

of the 37 stenographers represented

of the 19 typists represented in

of the total of 109 secretarisal

Adding machines were used by 33, or



CHAPTER V

CLERICAL FUSITIOUNS

Of the total of 399 office workers employed by the firms in the study,
11, or 27.8 per cent, were clerical employees, The three classifications
of clerks included in the study were billing clerks, general office clerks,
and payroll clerks. A large majority of the clerical employszes were classi-
fied as general office clerks, There were only 6 billing clerks and 7
payroll clerks,

Classification of Clerical Erployees According to Sex. Women ocut-

numbered the men in each of the three classifications of clerical employees.
Of the 111 clerical positions, 103 were held by women employees, Table XL
classifies clerical employmes by sex.

Rate of Turnover in Clerical Employees. There was no net turnover in

either billing clerks or payrcll clerks for the preceding 12-mcnth period.
However, there was considerable turnover for both men and women smploved as
general office clerks, There were 33 women nawly employed as general office
clerks and 28 were separated from their jobs, resulting in a net turnover of
28, or 3C.8 per cent. The average number of men employed as general office
clerks was 5, and the net turnover for the same period was 3, Therefore,
the rate of turnover for men employed as general office clerks was 60 per
cent,

Tables XLI, XLII, and XLIII present information relative to labor

turnover in clerical employeas,
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TABLE XL

CLERICAL EMFLOUYEES
CLASSIFIED BY JOUB TITLE AND SEX

Men Women Combined

Position No. Per Cent No. Per Cent No. Per Cent
Billing Clerk 1 16.7 5 83.3 6 100.0
Gen, Off, Clerk 5 51 93 94.9 98 100.0
Payroll Clerk 2 28.6 5 71.4 7 100.0
TUTALS 8. R 103 92.8 111 100,0

This table should be read as follows: One, or 16,7 per cent, of the
billing clerks included in this study was a man,



69

TABLE XLI

RATE CF TURNCVER IN WOMEN CLERICAL EMPLCYEES
DURING 12-MCONTH PERIQD

Average
Newly Total Turnover
Position Empl oyed Separated Number No.,%* Per Cent#®
Employees
Billing Clerk 5
Gen, Off. Clerk 33 28 ; 91 28 30.8
Payroll Clerk 5
TUTALS 33 28 101 28 P P 4

*# Actual number of replacements during 12-month period, represented by
total newly emplcyed or total separated, whichever is smaller.

¥# Percentage of net turnover based on average number of employees during
12-month pericd.

This table should be read as follows: Thirty-three women general office
clerks were newly employed and 28 were separated from their jobs, resulting
in a turnover of 28, or 30.8 per cent.
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TABLE XLII

RATE OF TURNCVER IN MEN CLERICAL EMFLOYEES
DURING 12-MCNTH PERICD

il

Average
Newly Total Turnover
Position Employed Separated Number No.* Per Cent##
Employees
Billing Clerk 1
Gen, Off, Clerk 3 3 5 3 60.0
Payroll Clerk 2
TOTALS 3 3 8 3 37.5

% Actual number of replacements during 12-month period, represented by
total newly employed or total separated, whichever is smaller,

##% Percentage of net turnover based on average number of employees during
12-month period,

This table should be read as follows: Three men general office clerks were
newly employed and 3 were separated from their jobs, resulting in a turnover
of 3, or 60,0 per cent,



TABLE XLIII

RATE OF TURNOVER IN CLERICAL EMPLLYEES
DURING 12-MONTH rERICD

Average
Newly Total Turncver
Positicn Employed Saeparated Number No.¥ Per Centx#
Employees
Billing Clerk 6
Gen, Off, Clerk 36 31 96 31 32,3
Payroll Clerk 7
TOTALS 36 31 109 31 2.4

®*  Actual nurber of replacements during l2-month period, represented by
tctal newly amployed or total separated, whichever is smaller.

¥* Percentage of net turncver hased on average number of emplcynes during
12-month period.

This table should be read as follows: Thirty-six general office clerks
were newly employed and 31 were separated from their jobs, resulting in a
net turnover of 31, or 32,3 per cent,



Gain in Employment of Clerical Employees. Thers was no increase in the

pumhar of male clerical emnloyses during the preceding twelve-month period.
The only employment gain was in the number of women employed as gaeneral
office clerks. During the preceding year there ware 33 women general office
clerks newly employed and 29 separated from their jobs, resulting in a gain
in emrloyment of 5 women,

Sex Preferences as Expressed bv Emplcyers of Clerical Workers, Over

three-fourths of the sex preferences exprassed favored women clerical
workars, An emplcyer was counted as a separate employer each tims he
supplied information concerning the sex prefsrence for clerical werkers,
Of the 46 employers replying, 6, or 13,0 per cent preferred men; 36, or
78.3 per cent, preferred wcmen; and 4, or 2,7 per cent, had no prefarence

as to the sex of their clerical employces.

Experience Requirements for Newly-BEmployed Clerical Workers.,

Approximately four-fifths of the employers did not require work experisnce
of their newly-employed clerical workers, Cf the 46 employers who supplied
information concerning their experience requirements, only 9, or 16,7 par
cent, stated that an applicant must have work experience ba=fore he would

he emnloyed as s clerical worker, The percentace of employers requiring
axperience for payroll clerks was slightly hirher than for other clerical
positions, Table XLVI lists experience requirements for cleriecal workers,

Minimur Employment Age for Clerical Erployses. As a general ruls,

employers had a lower minimum age requirement for women clerical erployses
than for men in similar positions. However, in rare instances women
clariecal emplcyees were required to be at least 35 years of age.

Table XLVII shows that two-thirds of the employers replying stated
that 12 was the minimum age at which they would employ women clerical

employees, Table XLVIII, which presents similar data for men, lists 21 years
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TABLE XLIV

GAIN IN EMPLCYMENT GOF CLERICAL EMFLCYEES
DURING LAST TWELVE MONTHS

Numher Number
Position Erployed Separated Gain in Employment
M W M W M W Combined
Pilling Clerk
Gen., Off., Clerk 3 33 3 28 5 5
Payroll Clerk
TCTALS 3 33 3 28 5 5

This table should be read as follows: During the last twelve months 3 men
and 33 women were newly ermployed as general office clerks, and 3 men and 28
women were separated from their jobs as general office clerks; consequently,
there was a gain of 5 women general office clerks.
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TABLE XLV

EMFLCYERS'Y PREFEREKRCES FOR CLERICAL EMFLOUYEES BY S8EX

Total Employers Men Wemen No
Replving® Proferrad Frefarred Prefarence
i'gsition WO, Fer NO. f[ar lloe tér o, rer
Cant Cent Cent Cent
2iiling Clerk 3 1ro,0 1 33.3 2 h6,7
Payroll Clerk 5 1nQ.0 3: 20,0 4 80,0
TCTALS 46 100.0 6 13.0 36 78,3 4 8.7

# In this table each emplcyer was counted as a separate emplcoysr each time
he supplied infcrmation ccncerning the sex preferance for any type cf cffice
pesition listed.

This %able should be read as follows: (f the three employers expressing a
preference for billing clerks by sex, 1, or 33.3 per cent, preferred men
billing clerks,



75

TABLE XLVI

EXPERIENCE REQUIREMENTS FOR NEWLY EMPLCUYED
CLERICAL WORKERS AS SPECIFIED BY EMFLOYERS

Total Employers#* Experience Experience
Position Represented Required Not Required
No. Per Cent No. Per Cent No. Per Cent
Billing Clerk 3 100.0 1 33.3 2 66,7
Gen, Off, Clerk 38 100,0 6 15.8 32 84.2
Payroll Clerk 5 100.0 2 40,0 3 60.0
TOTALS L6 100.0 9 19.6 37 80.4

# In this table each employer was counted as a s-parate employer each time
he supplied information concerning the experience requirements for any
type of office position listed.

This table should be read as follows: (f the 3 employers who employ
billing clerks, 1, or 33.3 per cent, requires experience of newly-employed
billing clerks,



MINIMUM EMPLOYMENT AGE FOR WUMEN CLERICAL EMPLCYEES
AS SPECIFIED BY EMPLOYERS

TABLE XLVII

76

Minimum Age Specified by Employers Total
Positicon 17 18 19 21 25 35 Employers*
Replving
Billing Clerk 2. 2
Gen, Off, Clerk 2 18 1 A 3 2 30
Payroll Clerk 4 4
TOTALS 2 24 1 4 3 2 36
Per Cent of
36 5.6 (-‘607 2.7 11.1 8-3 5.6 100.0

¥ In this table each employar was counted as a separate employer each time
he supplied information ccncerning the ape requirements for any type of
clerical position listed.

This table should be read as follows:

Of the 2 employers who employ
billing clerks, 2 stated that 18 was the minimum age at which they would
employ a weman billing elerk,
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TABLE XLVIII

MINIMUM EMPLOYMENT AGE FCR MEN CLERICAL EMPLCYEES
AS SPECIFIED BY EMPLUYERS

Minimum Age Specified by Employers Total
Position 21 25 Employers#
Replying
Billing Clerk 1 1
Gen. Cff. Clerk 2 2 VA
Payroll Clerk 1 1
TOTALS 4 2 6
Per Cent of
6 66.7 33.3 100.C

¥ In this table each employer was counted as a separate employer each time
he supplied information concerning the age requirements for any type of
clerical position listed.

This table should be read as follows: The one employer who employed men
billing clerks stated that 21 was the minimum age at which he would hire a
man billing clerk,
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as the minimum age required by two-thirds of the employers of men cleriecal
workars, The remaining one-third of the emnloyers required men clerical
workers to be at least 25 years of age.

Minimum Educational Requirements for Clarical Workers. An employer was

counted as a separate employer each time he supplied data ccncerning the
educational requirements for any clerical position, All of the 46
employers replying stated that high schcol graduation was the minimum
formal education required for the various clerical positions. In some
instances additional education was desirable, but not required.

Selected Duties Performed by Clerical Employees. Typewriting duties

were performed by all of the clerieal employses. Cf the 111 clerical workers,
106, or 95.6 per cent, performed filing duties; and, 58, or 52,3 per cent,
applied & knowledge of bookkeeping principles and practices,

Of the 98 general office clerks, 20 took dictation and transcribed,
and 19 composed business letters. Table L lists the number and percentapge
of clerical employees performing selected duties,

Machines (perated by Clerical Employees. Ninety per cent of all

clerical employees operated the adding machine., The calculator was used by
48, or 43,2 per cent, of the clerieal employees, OUther machines listed in
the order of the number of clerical workers operating them were the
mimeograph, the cash register, and the billing machine.

Table LI gives detailed information ccncerning the number and parcentare

of clerical employees operating various office machines,
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TABLE XLIX

MINIMUM EDUCATIUNAL REQUIREMENTS
FOR NEWLY EMPLCYED CLERICAL WORKERS
AS SPECIFIED BY EMPLUYERS

Total Employers High School Bus. Col. College
Replyving* Graduate Training Graduate
Position No. Per No. Per No. Per No. Per
Cent Cent Cent Cent

Billing Clerk 3 100.0 3 100.0
Gen, CGff, Clerk 38 100.0 38 100.0
Payroll Clerk 5 100.0 5 100.0
TCTALS 46 100.0 46 100.0

# In this table each employer was counted as a separate employer each time
he supplied data concerning the educational requirements for any position
listed,

This table should be read as follows: Of the 3 employers who employ billing
clerks, 3, or 100.0 per cent, specified that a newly-employed billing clerk
must be at least a hirh school graduste.



TABLE L

NUMBER AND PERCENTAGE CF CLERICAL EMPLOYSES PERFCRMING S®LECTED DUTIES

Apply
Knowledge
Total of Bkpg. Compose
Position Employees Type File Transcribe Frincirles Letters
No, ler Ko, Per No., Per Ho. Per NHo. Par No., Per
Cent Cent Cent Cent Cent Cent
Billing Clerk 6 100,0 6 100,0 6 100.0 6 100,C
Payroll Clerk 7 100.0 7 100.0 5 1.4 7 1n00.0
TOTALS 111 100.0 111 100,0 106 95.6 20 18.C 58 52:3 19¢ 17.1

This table should be read as follows: Of the 6 billing clerks in this study, 6, or 100.0 per cent,
parfermed typewriting duties,

o8
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TABLE LI

NUMBER AND PERCENTAGE CF CLERICAL EMPLCYEES CPERATING MACHINES

General
Billing Uffice Payroll
Machine Used Clerk Clerk Clerk Total
No. Per# Nc. Per#x No. Per#x# No. Fer®uuk
Cent Cent Cent - Cent
Adding Machine 4 66,7 90 90.8 6 85.7 100 90.1
Billing Machine 6 100.0 1 1.0 7 6.3
Calculator 3 50.0 42 42,9 3 42.9 48 43,2
Cash Register 14 14.3 14, 12,6
Check Writer 2 2.0 & 5l 6 5.4
Corptemeter 5 5.1 5 4e5
Mimeograph 15 15.3 15 13.5
Posting Machine 5 5.1 5 4.5

* Percentage computed on the bhasis of the 6 billing clerks represented
in this study.

¥%  Percentage computed on the basis of the 98 gensral office clerks
represented in this study,

#%¥ Percentage computed on the basis of the 7 payroll clerks represented
in this study.

k%% Percentage computed on the basis of the total of 111 clerical employees.

Tris table should be read as follows: Adding machines were used hy 4, or
66,7 per cent, of the billing clerks in this study.



CHAFTER VI

MISCELLANECUS PUSITICNS

The office positions which could not be classified as record-keeping,
secretarial, or clerical are referred to as "miscellaneous positions."
Slightly over 7.0 per cent of the total positions in the study are classi-
fied as miscellaneous positions, The miscellaneous office workers consist
of machine operators, receptionists, and switchboard operators,

Classification of Miscellanecus Emplcyees According to Sex. There

were no men engared in any one of the three classifications of miscellanecus
employees, In every instance women were employed as machine operators,
recepticnists, and switchhoard operators,

Table LII classifies miscellaneous employeses by joh title and sex,

Rate of Turnover in Miscellaneous Employses. The rate of turnover was

much less for coffice workers engaged in the miscellanecus positions than
for employees in any of the cther three major classifications., Thers was
no turnover in machine operaters or switchboard operatcrs. The average
total number of recentionists for the year was 7, with a net turnover of 1,
or 14.3 per cent,

Gain in Emplcoyment, During the précoding twelve-menths period, there
were nc switchhoard operators newly employed and none was separated from
the job, Therefcre, there was no gain in employment of switchboard
operators or receptionists, as the total newly employed exactly equalled

the total separated from their jobs,

82
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TABLE LII

MISCELLANECUS EMPLUYEES
CLASSIFIED BY JOB TITLE AND SEX

Men Women Combined
Position No., Per Cent No., Per Cent No. Per Cent
Machine Operator 19 100.0 19 100.0
Receptionist 7 100.0 ¥ 100.0
Switchboard Uperator 5 100.0 5 100.0
TCTALS 31 100,0 31 100.0

This table should bo read as follows: Nineteen, or 100 per cent, of the
machine operators in this study were women,
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TABLE LIII

RATE OF TURNGVER IN MISCELLANECUS EMPLCYEES
DURING 12-MCNTH PERICD

Average
Newly Total Turnover
Fosition Employed Saparated Number Ho.,*  Per Cent#
Employees
Machine COperator 19
Receptionist 1 1 7 1 14.3
Switchboard Cperator 5
TCTALS 1 1 31 1 3.2

# Actual number of replacements during 12-month period, represented by
total newly employed or total separated, whichever is smaller,

## Parcentage of net turnover based on average number of employ~es during
12-month period,

This table should be read as follows: Uns receptionist was newly employed
and 1 was separated from the job, resulting in a net turnover of 1, or 14,3
per cent,
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TABLE LIV

GAIN IN EMPLCYMENT CF MISCELLANECUS EMFLCYEES
DURING LAST TWELVE MCNTHS

Number Number
Position Employad Separated Gain in Employment
M W M W M W Combined
Machine Uperator 4 4
Receptionist 1 i
Switchboard Uperator
TOTALS 5 5

This table should be read as follows: During the last twelve-month period
4 women were newly emplcyed as machine operators and 4 women were separated
from their jobs as machine operators; consequently, there was no gain in
employment of machine operatoers.
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Sex Preferences as Expressed by Employers of Miscellaneous (ffice

Workers. Nineteen employers supplied infcrmation ccncerning the sex pre-
farence for office workers in miscellaneous positions. In every instance
wemen were preferred as machine operators, switchhoard coperators, and
receptionists,

Exparience Requirements for Newly-Employed Miscellanecus Office Workers.

An employer was counted as a saeparate employer each time he supplied informa-
tion ccncerning the exnerience requirements for anv of the miscellareous
office »nositions, Of the 19 employers represented, only 3, or 15.3 per cent,
require work experience of newly-smployed office workers in the miscellaneocus
positions. In no instance was experience required of switchboard operators,
and in only one instance was experience required for the position of
recepticnist, Of the 8 employers hiring machine operators, 2, or 25.0 per
cent, required previous work experience,

Table LVI lists experience requirements for newly-employed miscellaneocus
office employeses as specified by employers.

Minimum Bmplcyment Age for Miscellanecus Employees. The minimum
employment age for women employed in miscellaneous positions ranged from
17 years to 25 years,

Eighteen was the minimum employment age expressed by all employors of
switechboard operators. Appreximately one-half of the empleyers of machine
orerators and recentionists also specified 18 years as the minimum employ-
ment ape,

Table LVII presents information concerning the minirum emplovment ape

for women in miscellanecus positions,

Minimum Educational Requirements for Miscellaneous Uffice Workers.

High school graduation was the minimum education required by all of the

employers of office workers in the miscellaneous positions.
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TABLE LV

EMPLCYERS' PREFERENCES FCOR MISCELLANECUS EMPLCYEES BY SEX

Total Employers Men Women No

Replying# Preferred Preferred Preference

Position No. Per No, Per No. Per No. Per

Cent Cent Cent Cent
Machine (perator 8 100.0 g 100.0
Receptionist 7 100.0 7 100.0
Switchboard Cperator 4 100.0 4 100.0
TOTALS 19 100.0 19 100.0

¥ In this table each employer was counted as a saeparate employer each time
he supplied information concerning the sex preference for any type of
office position listed.

This table should be read as follows: Of the 8 employers expressing a
preference for machine operators by sex, &, or 100.0 per cent, prefarred
women machine operators.,
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TABLE LVI

EXPERIENCE REQUIREMENTS FCR NEWLY EMPLOYED
MISCEILANECUS EMPLCYEES AS SPECIFIED BY EMPLCYERS

Total Employers* Experience Experience
Fosition Represented Required Not Required
No. Per Cent No. Per Cent No. Per Cent
Machine Uperator 8 100.0 2 25.0 6 75.0
Receptionist 7 100.0 1 14.3 6 85.7
Switehboard Cperator 4 100.0 4 100.,0
TCTALS 19 100.0 3 15.8 16 84.2

¥ In this table each employer was counted as a separate employer each time
he supplied information concerning the experience requirements for any type
of office position listed.

This table should bes read as follows: Of the 8 employers who employ machine
operators, 2, or 25.0 per cent, require experience of newly employed machine
operators,
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TABLE LVII

MINIMUM EMPLCYMENT AGE FCR WOMEN MISCELLANECUS EMPLCYEES
AS SPECIFIED BY EMPLOYERS

Position Minimum Age Specified by Employers iptal
T L. iS 0 7 5 Employer sk
5 Replying
Machine Gperator 4 § 3 1 1 6
Receptionist 2 3 1 1 7
Switchhoard Cperator 4 4
TOTALS 3 1C 1 1 2 17
Per Cent of
17 17.7 58.8 5.9 5.9 11.7 100.0

¥ In this table each employer was counted as a separate employer each time
he supplied information concerning the age requirements for any type of
miscellaneous office position listed.

This table should be read as follows: Of the 6 employers who employ women
machine operators, 1 stated that 17 was the minimum age at which he would
hire a woman machine operator,



TABLE LVIII

MINIMUM EDUCATICNAL REQUIREMENTS
FOR NEWLY EMPLCYED MISCELIANZCUS WCRKERS
AS SPECIFIED BY &MILCYERS

Total Employers liigh School Bus, Cel. Collsge

Position Replying® Graduate Training Graduate

No. Per No. Par Xo. Fer No. Per

Cent Cent Cent Cant
Machine Cperator 8 100,0 8 100.,0
Receptionist 7 100.0 7 1co0.C
Switehboard Cperator 4 100.0 4 1c0,.0
TCTALS 19 100.0 19 100.0

# In this table each employer was counted as a separate employver each time
he supplied data concerning the educational requirements for any position
listed,

This table should be read as follows: (f the 2 employaers who employ machine
operators, 2, or 100,C per cent, specified that a newly-smployed machine
operator must be at least a high scheol graduate,
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Selected Duties Performed by Miscellaneous Employees. Table LIX shows

the number and percentage of miscellansous office employees performing
selected duties,

Of the 31 miscellaneous employees in the study, 26, or 84.0 per cent,
performed typewriting duties; 13, or 41.9 per cent, applied a knowledge of
bookkeeping; and 12, or 38,7 per cent, performed filing duties.

All of the 12 machine operators used the typewriter, and approximately
two-thirds of them performed bookkeeping duties,

Three of the 7 receptionists performed typewriting and filing duties,
but in no instance was a receptionist expected to assume responsibility of
bookkeeping duties,

Four of the 5 switchboard operaters used the typewriter, and two per-
formed filing duties. One employer required that his switchboard operator
be trained in the principles of bookkeeping as she must perform minor
bookkeeping duties.

Machines Uperated by Miscellanecus Office Workers., The numbar and

percentage of miscellaneous emplcoyees operating office machines is shown in
Table LX.

The adding machine, the posting machine, and the calculator were used
by the greatest number of machine operators. Of the 19 machine operators,
17, or 89,5 per cent, operated the adding machine; 14, or 73.7 per cent,
operated the posting machine; and €, or 42,1 per-cent, operated the
calculator,

About one=fourth of the machine operators used the mimeograph machine.
Other machines used by at least 3 or 4 machine operators were the address-
ograph, the cash register, the check protector, the check writer, the

payroll machine, the postage meter, and the proof machine.



TABLE LIX

NUMPER AND PERCENTAGE (F MISCELLANECUS EMPLCOYEES PERFURMING SELECTED DUTIES

Take Apply
Dictation Knowledre
Total and of Bkpz. Compose
Employess Tvpe File Trangeribe Principles Letters
Fosition No. Per No. Per No. Per o, FPer No. Par No, Per
Cent Cent, Cent Cant Cant Cent
Machine (peratocr 19 1C0.0 19 100,0 7 34,8 12 63,2 2 10,5
Receptionist . 7 1c0,0 3 42,9 3 42,9 1 14.3
Switchboard Cperator 5 100.C 4 20,0 2 40,0 1 20.0

This table shoul! be rsad as follows: OCf the 19 machine operaters in this study, 19, or 100.0 per

performed typewriting duties,

26
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TABLE LX

NUMBER AND PERCENTAGE CF MISCELLANECUS EMPLUYEES COPERATING MACHINES

Machine Switchboard
Machine Used Operator Receptionist Operator Total

No. Per# No. Per#s No., Perxxx No, Perxsxi

Cent Cent Cent Cent

Adding Machine 17 89.5 . 17  54.8
Addressograph 3 15.8 3 9.7
Calculater 8 42,1 1 14.3 9  29.0
Cash Register 3 15.8 3 9.7
Check Protector 3 15.8 3 37
Check Writer 3 15.8 3 9.7
Comptometer 4L 21,1 1 14.3 5 16.1
Mimeogranh 5 26,3 1 14.3 6 19.4
Payroll Machine 3 15.8 3 9.7
Postage Meter Zt0 15:8 2 40.0 5 16,1
Posting Machine 14 73.7 1y 45,2
Proof Machine 3 158 . 9.7
Switchboard 5 100.0 5 16,1
® Percentage computed on the basis of the 19 machine operators repre-

sented in this study.

®#%  Percentapge computed on-the basis of the 7 receptionists represented in
this study.

®x% Percentapge computed on the basis of the 5 switchhoard operators
included in this study.

xx#% Percentage commuted on the basis of the total of 31 miscellaneous
office worlrers,

This table should be read as follows: Adding machines were used by 17, or
89.5 ver cent, of the machine operators in this study.



The use of machines by receptionists and switchboard operators was

very limited.

9%



CHAPTER VII

SUMMARY, CONCLUSIUNS, AND RECCMMENDATICKS

This study of selected office cccupaticns in Muskogee, Cklahoma, was
made for the purpose of determinine what opportunities exist for the
placement of high school graduates in local business offices., The data
supnlied by loeal employers of office.workers are to be used as a hasis
on which to make curricnlum evaluations and modifications,

The 1CC employers interviewed supplied data regarding the number and
sex of office workers in each classification; the number of office positions
available during the last 12 months; the minimum employment apge for both
men and women employees, the experience requirements for the various office
positions; the methods fellowed in hiring new employses; selscted duties
performed by the various erployees; the kinds of office machines operated
by office emnloyees, and the apparent weaknesses of beginning office
workers,

The principal findings of the study are summarized in the following

statements:

General Findings

1. Tha 100 firms included in the study employ 399 full-time office
workers,

2, Of the 100 firms included in the study, 53 employ only cns office
worker,

3. Four office workers was the average number employed by the 100
firms visited.

95
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L, Men were emplcyed in 41, or 10.3 per cent, of thes 399 office
positions in the study; women were employed in 352, or 89.7 per cent,

5. During the last 12-month period there was a net turnover of 102,
or 26,0 per cent of the total average number of office employees.

6, The net turnover in women office employees during the 12-month
period was 97, or 27,6 par cent of the total average number of women office
employeses,

7. The net turnover in men office employees during the 12-month
period was 5, or 12,2 per cent of the total average number of men office
employees,

8. There was a rain in emplovment of 16 office workers during the
preceding 12-month pariod. This increase represented 1 man and 15 women
office employeses.

9 (On the bhasis of the 217 preferences expressed by emplovers for
office workers by asex, 26, or 12,0 per cent, preferred men; 130, or 33.0
per cent, preferred women; and 11, or 5.0 per cent, indicated no preferance.

10, Men were preferred as accountants, but women were preferred =2s
office workers in all other classifications cof positions.

11, Of the 217 employers supplying data, 148, or 62.2 per cent, did
not require work experience of newly-emplcyed office workers.

12, A minimum employment age of 17 years was specified for new women
employses bv 105, or 57.1 per cent, of the 184 employars expressing age
requirements for women employaes,

13, Cf the 35 employers expressing a minimum age requirement for men,
16, or 45.7 por cent, required newly-employad men office workers to be at
least 25 years of age,

14. Of tha 217 employers specifyine minimum educational requirements

for new emoloyees, 199, or 91.7 per cent, stated that the minimum educational
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requirement was high school graduation, Hish school rranation was the
minimum educaticn required of office workers in alllof the classificaticns,
except accountants and bookkeepers, who in some instances were required to
have more formal education.

15, Cf the 399 office employses in the studv, 342, or 85,7 per cent,
parformed typewriting duties; and 224, or 81.2 per cent, performed filing
duties,

16, Aoproximately twoe=thirds of all office employees included in the
study were in posiiidns which required them to apply a ¥nowledge of book-
keening orineciples and practices,

17. Cne-fcurth of all office workers included in the study ccrpcgnd v
business letters, and anpproximately one-third took dictation and trnnscéibed.

18, The adding machine was operated by 311, or 78,0 par cent, of the
399 office workers, The calculatcr was operated by 148, or 37.1 per cent,
of the office employees,

19, Forty, or 10.0 per cent, of the 399 employses operated the
comptometer; 45, or 11,3 per cent, the mimeograph; and 16, or 4.0 per cent,
the dietaphone,

20, OContacting perscnal acquaintances was the medium most frequently
used by employers in locating prospective emplcovses, Forty per cent of the
empleoyers used this mediur more often than any other,

21, As frequently-used media in locating prospective employees, the
U. S. Employment Bureau and the local high school ranked second .and third,
respectively.

22, Cf the 100 employers in the study, 23, or 23,0 per cent, gave soms
type of pre-smnloyment test for one or more positions included in tha study,

23. The number of emplceyers giving variocus types of pre-erployment
tests were: typewriting, 7; dictation, 9; transcription, 7; aptitude, 6

intelligence, 5; clerical, 3; and handwriting, 1.
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2,. Fourteen employers stated that they had definite typewritingz spa=d
standards, yet only 4 actvally tested for speed. In no Instance did an
employer test for speed in dictation.

25, Employers stated that beginning employees are more often weak in
technical skills than in personal traits.

26, Thirty-three per cent of the 100 employers stated that their
beginning employees are usually weak in spelling,

27. The boginning employee's lack of initiative was the personal

trait most frequently criticized by employers,

Record-Keaping rositions

1. Of the 392 office employees included in the study, 148, or 37.1
per cent, wera emplcyed in record-keeping positions.
2, The 148 record keepers included 25 accountants, 90 bookkeepers,

and 33 ledper clerks.

3. Cf the 148 record keepers, 33, or 22.3 per cent, were men; 115,
or 77.7 per cent, were women,

Lo Thirty-seven women record keepers were newly employed and 31 were
separated from their jobs, resulting in a net turnover of 31, or 27.7 per
zent of the average number of women record kecpers for the preceding 12
nonths,

5. Three men record keapers were nawly employed and 2 were saparated
rom their jobs, resulting in a net turnover of 2, or 6.7 per cent of the
wvarage nurber of men record keepers for the preceding 12 menths,

6. The net turnover for men and women record keepers combined was
13, or 22,2 per cent of the average number of record keepers for the 12-

eonth peried,

7. There was no turrcver in women accountants or men bookkeepers,

b



99

8. There was a gain in erployment of 1 man and é women record keepers.

9., (f the 78 emplcyers who supplied information regsarding sex pre-—
forences for record keepers, 20, or 25,6 per cent, prefaerred men; 51, or
65.4 per cent, preferred women; and 7, or 9.0 per cent, indicated no
praference as to the sex of their record keevers,

10. Cne-half of the employers whe hire reccrd keepers required work
experience of newly-employed record keepers.

11. The minimum employment age for wemen record kespers ranged from
18 years to 35 years. However, approximately cne-half of the 57 ampleyars
replying stated that 13 years was the minimum ape at which they would
emplcy women record kespers,

12, The minimum employment age for men record keepers ranged from
18 years to 35 years. Approximately ons-half of the 29 employers replying
spacified 25 years as the minimur age for emplovine men record keapers,

13, Cf the 78 employers replying, 60, or 76,9 per cent, statad that
high school graduation was the minimum education required for a record-
keeping position,

14, Cf the 148 record keepers, 96, or 64.9 per cent, were required to
typewrite; 98, or 66,2 per cent, to file; 42, or 28,4 per cent, to compose
letters; and 11, or 7.4 per cent, tc take dictation and transcribe.

15, The adding machine was used by 128, or 86,5 per cent, of the
record keepers. The calculator was used by 71, cor 48.0 per cent, cf the

recerd keepers,

Secretarial Pcsitions
1. Of the 399 émaloyeas included in the study, 109, or 27.3 per cent,
were emploved in secretarial positions,
2, The 109 secretarial emplcyces included 53 secretaries, 37

stenographers, and 19 typists.
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3. Women were employed in all of the 109 secretarial positions.

4. Forty-one secretarial smployess were newly employed and 37 were
separated from their jobs, resulting in a net turnover of 37, or 34.6 per
cent of the average number of secretarial employees for the preceding 12
months,

5. The typists, with a turnover rate cf 55,5 per cent, had a higher v
rate of turnover than office workers in any other classification.

6. During the last 12 months there was a gain of 2 stenographers and
2 typists, or a total of 4 secretarial amplqveés.

7. Women were preferred as secretarial employees by all of the 74
erployers whc expressed sex preferences.

8. (f the 7. employers who supplied data repgarding experience re-
quirements, 56, or 75.7 ver cent, did not require work experience of nswly-
employed secretarial workers,

9. In no instanee was work expaerience required of newly employed
typists,

10, The minimum employment age for secratarial emplcyees ranged frem
17 years to 30 years. Cf the 74 employers whc supolied data, 43, or 52.1
per cent, specified 12 years as the minimur ape at which they would employ
secretarial workers.,

11, High school graduation was the minimum @ducational requirement
stipulated by employers of all secretarial workers,

12, Typewriters were operated by 109, or 100.C per cent, cf the &
secratarial employees.

13. Filing duties were performed by 108, or 99.1 per cent, of the
secretarial emnloyees,

14, Cf the 109 secretarial werkers, 29, or 81.7 per cent, too: dictation
and transcribed; 41, or 37.6 per cent, applied a knowledrs of bookkeeping

principles; and 37, or 33.9 per cent, composed business letters.
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15, The adding machine was operated by 66, cr 60.5 per cent, of all
secratarial emplovoes,

16, Slightly over one-fourth of all sacrestarial employ=es operated the
mimeoeraph, and almost one-fifth of the secretarial employees operated the

calculatcer,

Clerical Positions

1. Cf the 399 office smplcyees included in the study, 111, or 27.8
per cent, were employed in clerigal positions.

2. The 111 clerical employees included 6 billing clerks, 98 ceneral
office clerks, and 7 payroll clerks.,

3. Women were employed in 103, or 92,8 per cent, of the clerical
positions; men were employed in 2, or 7.2 per cent, of the clerical
positions,

4. The net turnover in women clerical employees was 28, or 27,7 per
cent of the average number of 1C1 women clerical employees for the
praeceding 12 months,

5. The net turnover in men clerical emplcyses was 3, or 37.5 per cent
of the average total of ¢ emplovees for the preceding 12 mcnths,

6., The average total of clerical employees for the preceding 12
mcnths was 109, There was a net turncver of 31, or 28,4 per cent,

7. There was a gain in employment of 5 women peneral office clerks,

2. Of the 46 employers who supplied information recarding sex pro-
ferences for clerical employees, 6, or 13.0 per cent, preferred men; 36,
or 78,3 per cent, preferred women; and 4, or 8,7 per cent, indicatad no
preference,

G. Of the 46 empleyers who supplied data recarding axperience
requirements, approximately four-fifths did not require work experience of

newly-employed clerical weorkers,



102

10, The minimum emplovment age specified for women clerical employs=es
rangad from 17 years to 3% yaars.’ Two=thirds of the emplcyers who supplied
data required a minimum age of 12 years for women clerical workers,

11, Twenty-cne years was the minimum ags specified by two-thirds of
the emplovers of men clerical workers, OUne-third of the employers required
a minirmum ace of 25 years.

12, High schcol graduation was the minimum education required by
erployers of all clerical workers,

13. Cf the 111 clerieal emplcyees, 111, or 100.0 per cent, operated
the typewriter; 106, or 95.6 per cent, performed filing duties; and 58, or
52,3 per cent, applied a knowledge of bookkeeping principles,

14. The two machinas used by the largest number of clerieal workers
were the adding machine and the calculator, The adding machine was
operated by 90,1 per cent of all clerical employeses, and the calculator was

operated by 43.2 par cent,

Miscellaneous Positions

1. Of the 399 office employees included in the study, 31, or 7.7 per
cent, were employed in miscellanecus positions.

2, The 31 miscellanecus office workers included 19 machine operators,
7 recepticnists, and 5 switchboard operators,

3. Women were employed irn all of the 31 miscellansous office
positions,

L. There was no labor turnover in maschine operators and switchbecard
operators for the preceding 12-month period. The net turnover for racep-
tionists during the same period was 1, or 14.3 per cent of the averase
numher of recepnticnists for the precedinec twelve months,

5« There was no gain in employment of miscellanacus employees,
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6. Women were preforred for the miscellaneous positions by all of the
19 employers who supplied data regarding sex prefarences,

7. Of the 19 employers who supplied data regarding expsrience re-
quirements, 16, or 84.2 par cent, did not requirs work experience of
employees in the miscellaneons nositioné.

2. The minimum employment age for miscellaneous office workers ranged
from 17 to 25 years. Slizhtly over cne-half of the employers who supplied
data specified 12 ysars as the minimum age requirement,

9, High school graduation was the minimum education required by all
employers cf miscellaneous office workers,

10, All of the 19 machine operators used the typewriter, and 12
performed bookkeeping duties.

11, Three of the 7 receptionists paerformed typewriting and filing
duties,

12, Four of the 5 switchhoard cperators operated the typewriter, 2
performed filing duties, and 1 applied a knowledge of bookkeeping,

13, ©f the 19 machine operators in the study, 17, or £9.5 per cent,
operated the adding machine; 14, or 73,7 per cent, operated the posting michine;

and 8, or 42.1 per cent, operated the calculator,

Conclusions
1. Mors women than men should continue to prepare for office positions
as there wore almost 9 timss as many women as men employed in office
positions, and the percentage of net lahor turnover for women in office
positions was twice as high as for men in similar positions.
2, In general, men who desire local office employment should prepare
for record-keeping positicns, as nc men were employed in the secretarial or

miscellaneous positions and only 2 men were employsd in clerical positions.
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3, Students desiring to beccme accountants should plan to take
advanced training in the field of acecounting, as college graduation was
specified as the minimum education acceptable by 72,2 per cent of the
employers,

4. The placement of adequately-trained girls in local business offices
should be simplified by the fact that a majority of employers will hire high
school graduates without work experience, The minimum age requiremeﬁt of
17 or 18 years expressed by over cne-half of the empleyers is alsc a
significant factor.

5. Cpportunity for the placement of boys in local office vositions
at the time of their graduation from high school is limited by the fact
that over fecur-fifths of the employsrs specified 21 years as the minimum
employment apge for men.

6. Loeal businessmen desire office employees who are capable of
performing varied office duties, Consequently, business students should he
encouraged to broaden their business training.

7. Clerical training should be included in the business curricnlunr,
as more than one-fourth of all office employeces in the study were clagsified
as office clerks,

2. The study revealad that one-fourth of all office employ=zes in the
study compos=d business letters, and other office emplcy~es would have heen
given similar responsibility if they had demonstrated the ability to write
acceptable letters. Therefore, a course in business correspondence shonld
be taught in the local high school.

9, Students in the business department should be given an opportunity
to learn the coperation of various office machines, particularly the adding
machine and ealculater., The adding machine was used by 311, or 78.0 par cent,

of the 399 employees; the calculator was operated by 148, or 37,1 por cent,
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10, A large majority of the employers do not give pre-employment tests.

11. In view of tha fact that 48,0 per cent of the employers stated
that they consider the local high school a source of prospective emplcyees
for their offices, a file with complete information concerning the qualifi-
cations of each business student should be kept up-to-date and made
accessible tc all business teachers who reccmmend students to employers.

12, An attempt should be made to improve the various technical skills
in which employers stated that beginning office workers are usually weak,
Spacial emphasis should be placed on spelling, as one-third of all emplcyers

stated that berinning office workers have difficulty with spelling.

Recommendations

From a study of the findings and conclusions, the following recommenda-
tions are sugrested:

1. As the study revealed a need for more training in spelling,
grammar, punctuation, and the composition of letters, it is recommended
that the existing business education curriculum be revised to include a
course in husiness English and correspondence,

2. In view of thea fact that office machines were coperated by a large
percentage of local office erployces, it is recommended that an office
machines course be added to the business curriculum, As the adding machine
was usad by over three-fourths and the calculater by more than one-third of
the office worvers, it is recommended that these machines be included in
the initial purchase and that other machines be added as schocl finances
will permit,

3. It is recommended that husiness students be encouraged to rursus
a broad business tralning program, as Muskogee businessmen desire erployzes
capable of performing varied duties, Girls in the business education

department should study both bookkeeping and stenosgraphy.
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4, It is recommended that a complete and up=-to-date record of each
business student be maintained in a placement file. This file should he
easily accessible to all business teachers recommending students to
employers,

5 It is recommended that the significant facts of this study be made
available to faculty advisers and present business students.

6. It is recommended that a follow-up study be made of the recent
business graduates in an attempt to gain additional data to he used in

evaluating and improving the existing curriculum,
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@entral High Schonl
Muskogee, Oklahnma
June 1, 1953

fice of the Principal

Mr. John Doe, Personnel Director
The Doe Manufacturing Corporation
3100 West Broadway Avenue
Muskogee, Oklahoma

Dear Mr. Doe:

As an employer, you will be interested to learn
that a study 1s being made of the occupational oppor-
tunities for office workers in the city of Muskogee.
This study endeavors to determine whether the present
business education curriculum at Central High School
is adequately preparing students to meet the needs of
local business offices. If not, what changes should
be made?

You have been selected to participate in this
study. Some time in the very near future, I shall
telephone asking your permission to come in and dis-
cuss employment standards with you. It is believed
that the information furnished by local businessmen
will make it possible to train office workers who
more adequately meet the standards of business and
industry.

The questions to be discussed are of a very im-
personal nature. Neither your name nor the name of
the firm will be mentioned in the study. May I assure
you that this study will require only a little of your
time and thaet your cooperation will be greatly appre-
ciated.

Very truly yours,

(Miss) Mary E. Whitley
Business Education Teacher
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A SURVEY OF SELECTED OFFICE OCCUPATIONS 11C
In
Muskogee, Oklahoma, 1953

ame of Firm: Kind of Business:

ame of Person Interviewed: Title:

Number of Employees | Number of Employees | Number of Employees
at Present Time Hired Last 12 Mo.'s. | Dropped Last 12 Mo.
(M) (F) (M) (F) (M) (F)

Position

iccountant

Jookkeeper

.edger Clerk

ten. Off. Clerk

jecretary

‘tenographer

‘ypist

teceptionist

| SR S

achine Operator

I
‘I

Is YWork Experience

Minimum Age Sex Minimum Educational Ordinarily Required
Requirement| Preference Reguirements of New Employees?
™ ) [ (F) : Than| H.S.|Bus. Col. :
| | H.S.|Grad}Col. Grad. 1S Ne
. Grad ] H i
| i T H
iccountant i i
{
Jookkeeper i i

.edger Clerk

en. Off. Clerk

yecretary

stenographer

‘ypist

teceptionist

fachine Operator
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What media do you use in locating prospective office employees?
Indicate order of frequency:
Newspaper Advertisement -— Local High School -
Company Employment Bureau College Employment Bureau
Personal Acquaintances

Private Employment Agencies

U. S. Employment Agencies Other:

Are employment tests given to prospective employees? Yes No

If answer is "yes," what is the nature of the tests?

Typing Aptitude
Dictation Personality
Transcription Other:
Intelligence

Are beginning typists, stenographers, and secretaries expected to meet definite
speed standards? Yes No If answer is "yes," what speed is required

and how is ability of applicant to meet each standard determined?

Typing Shorthand Transcription
Stenographer
Secretary
Typist

As a general rule, are beginning office workers that you employ weak in any of

the following traits and/or abilities?

Technical Ability Personal Traits
Spelling Personal Appearance
Grammar Dependability
Punctuation Loyalty

Typing Ability
Shorthand Ability
Filing

Ability to Follow Directions
Ability to Get Along with Others
Initiative

Courtesy

[T

Comment :




ool | B | Bl r el té g e ot
. W ] 0] ct H
W g g H o) P} o [ —
o] d 3 . - D =] [
é? H =g @ H ct o
[} 1)] ] (] 1 =
g ct e | g‘ -~
g ]
o =
]
Type
File

Take Dictation
and Transcribe

Apply Knowledge
Bkpg. Principles

Compose Business
Letters

Operate:
Adding Machine

Mimeograph

Liquid Duplicating
Process

Dictaphone or
Ediphone

Calculator

s

Comp tometer

Cash 'egister

Check Writer

Others ;
el
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