A SUMMARY OF THE FINDINGS OF SELECTED BUSINESS OCCUPATIONAL

SURVEYS COMPLETED IN OKLAHOMA SINCE 1945

By
JEAN STOVER EHQUARY
Bachelor of Science
Kansas State Teachers College
Pittsburg, Kansas

1950

Submitted to the Faculty of the Graduate School of
the Oklahoma Agrieultural and Mechanical College
in Partial Fulfillment of the Requirements
for the Degree of
MASTER OF SCIENCE
May, 1952



S
ABRICULTURAL & HECuewnel eRULSE
~ LIBRARY

JUL 31 jese

A SUMMARY OF THE FINDINGS OF SELECTED BUSINESS OQCCUPATIONAL

SURVEYS COMPLETED IN OKLAHOMA SINCE 1945

Thesis dpyproved:

S Dean of %he Graduate School

LD
£
e
L)
o
. B



ACENOVILEDGEMENT

The writer wishes to express her appreciation to lir. Robert A. Lowry,
under whose sponsorship this study waes made, for his assistance and guidence.
She also wishes to acknowledge the financiasl aid given her by the Cklshoms
Agricul tural and Mechanical College in the form of a graduate fellowship in
the Department of Business Education.

J. T.



CHAPTER

i

11,

TABLE OF CONTENTS

E}TRODUCTIGEI @ PCI ORGP OO ELOOOROI0AR0OOOOPIOIERPOAOROPERCHEBOQECCS

Statement of the Problem e.cecevececvsscosscoceccssssescssn
Purposes of the SﬁUdy e INV0006000AUISANNDIVO0OPECOCIVEGFODT
Keed for the Study 88080080000 CAIRAEIIGODUEVEIGREUSNETIREROGD O
The Scope of the Study cscessessscscessccsccavscscssvvosone
Source of Dats T PP EEECILOERBUONEOIROEREOLHO00S0800GC0ROB0CRE P
Definition of Terms ecosscccsssscevossccsceovococasasevcanss

Procedure P VO OATCOVBO6O6PINOOTEAICEIERAOCDIQRIEVOCOELFIIEOIBIOEOEDIEO

PLEJ IMOF RELL&J‘TED STUDIES S ROCS S EDOIFROTRIEIDROO0GRVGROIERENSIOENODOEBOR

The Levels of Skills of Specislized Clerical Employees in
the Petroleum INAUSLIY (LAUGSIrdale) cceesssesssvssonccess
Hothod of Besearch soccecsccesscecsscecsevsecscncescecossa
Findings and Hocommuendatlions cececessssceosevsssscssvccse

A Study to Determine the Basis for an Office Practice

COUTSé_Eh HOWﬁta’ 0kl shoma (Bricker) 06EOPEOBAOCEIOOITTODCD®

?geth.od -gf: Researc}’. B0 20O IEGEORIISTONEDIOIOO0E09IDBFEEIENSPONOEE

Findings and Recormendations cececssssecccssessscascencas

A Survey of Selected Business Qccupations in Chandler,
Oklahoma (“‘es‘tfall) ORGP IO OOODDEOPIIE POREOISTOSEOOCPOT O
Mothod of Research VDV LI POORIIPODOORCOEIOARIOOFEOOEERREO
Findings gad Recommendations 80000 OCBEEBEEEO00000CELCOOIEE

GEE{EEB!\,IJ RES{D;!TS OF E{E SU’ES}:’SKARY RO PP BIOOHECRVOIOEO0LO00000OTICREVESOES

DistributiOﬂ of Employees 0B O0DPPOLOOCOVOEQRE00B00ORVOE0B00E
Civision of Business Erployses by 58X eescessccscecscccosns
Preferences for the Verious Types of Employees by S€X ceeee
Bate of Turnover of Business EmployBeS sescscessccsesessscs
¥iniwmum Age Requirements for Men Employees cececvsececcesvescs
Hinimum Age FRequirements for Women Fmployees csesocsssscsesce
Experience Requirements for the Various Types of Bmployees..
Education Requirements for Hew BEwployees cesecescsaccassens
Humber of Wew Fmployees During s 12-Month Period sseescesss
Number of Puployees Performing Selected Duties eseseeseccsces
Humber of Employees Operating Certain Machines «ceecssceces

RECORD ;{EEPEI\YG POSITIOEJS 908 0O UDOE OGS OIODOOO0NOOGPBOEOORBDOGCEO O

Terminology 00 0 6O VI VOOSSAVDEIDEOCOORE00 060 CL00COETOIROP 0GEEDHED

Distribution of Record Keepers P OV EEOR00000EOOBBT00ORIOCEE
DiViSiOR of Record Keepers by‘SeX RC0C000009EILEB00000008EED D

iv

PAGE

ot

2 e G2 DS DG =

D W

11
11
13

14
14
14
17

17
20

24



CHAPTER

v.

VI.

VII,

Preferences for Record Keepers by 86X sceevesccscssecssccss
Bate of Turnover of Record Keepers 899 EC0O0HOEVEORICGOCOG0UD0 0
Yinimum Age Requirements for Men Record Keepers esecesccesss
Minimum Age Requirements for TWomen Record Xeepers oseesscecs
Bxperience Hequirements for New Becord Keepers cescscessces
Education Requirements for New Record Keepers ceeccesesccssse
Number of Hewly Employed leocord Keepers oeossesssesccessssscs
Methods by Which Vacancies Are Filled cesescesvsscccvecoase
Number of Record Keepers Performing Selected Duties esscses
Number of Record Keeopers Operating Certain Machines scescee

SEGPKETARI;iL POSITIONS D60 00D OGOOROGIFOIREOES® EV0O0CIOCPODOEOIOBES S

TerminOlOgy 000000200 00GOEBDF00PADEPOECO0SIAINACIOIBRBROO0 VD
Distribution of Secretarial Employoes seceescesssssscscnses
DiVisiGﬂ of Secretarial Employees by Sex 9620000000680 00@
Preferences for Secretarial Employees by SeX seseccorvscsaua
Bate of Turnover of Secretarisl Employees sseeeeccesscosces
Minimum Age Requirements for Men Secretarial Bmployees cese
Minimum Age Requirements for Women Secretarial Employees .
Experience Requirements for New Secretarisl Employees seeoe

. Education Regquirements for New Secretarial Employees eceece

Humber of Newly Employed Secretarial Employee8 cevesscsococse
Hethods by Which Vacancies are Filled CRNOSENOONOOROLILECTEE
Number of Secretarial Employoes Performing Se¢lected Duties..

. Humber of Secretarial Bumployees Operating Certain HMachines.,

GIJERIC&L POSITIOLqS 0889660.'00'0..50580.0.0..0090..0.0...0090.‘0

Tel‘minology PLOOOLOALIGOOBT SORNUBSOOEOTOOEHSIANEDICOOOOGOSINSEEITE
Pistribution of Clerieal Employees 00 CEEOOUNPEIOOO HOORGEOOTE
Pivision of Clericsal Employees by Sex so80c0eees0ec0ERaBOOTRS
Preferences for Clerical Employees by S6X ssesceccecsssscce
Rate of Turnover of Clerical Employees $I600E85C000EBDORCTEDS
Minimum Age Requirements for Men Clerical BEmployees ccesess
Minimum Age Requirements for Women Clericel Employees .eaee
Experience Requirements for New Clerical Employoes soevscss
Education Requirements for New Clerical Employees cececocsse
Number of Newly Employed Clerical Employe6s ceccescesscosese
Number of Clerical Employees Performing Selected Dubties ...
Number of Clerical Employees QOperating Certain Machines ...

SALES POSITIONS BROO0O0S0IOTOEIGEREOOINSIIBDBOOGHDONVRAVGOROCGCESEOS TR

Terminology 0800000000000 80660PPCEE00ITIAEIOCERNAEDO000OR0OE6S
Distribution of Sales Employees 0889800008 00500066800008606680
DiViSion of Sales Employees by Sex e B00CERI000090300C8GCGGOG O
Preferences for Sales Employees DY SeX eeseosscccosseeccass
Rate of Turnover of Sales Employeos esecccscecevecsossoosce
Minimum Age Requirements for Hen Sales Employees eesosccsas
Minimum Age Requirements for Women Sales Fmployees secoeces
Bxperience Requirements for New Sales Employees cesecsesecos

v

PAGE

54
56
58
63
87
70
73
78
76
76

80

2y
Q,

83
86
89
89
94
58
101
104
106
107
107

112

112
113
118
118
120
124
124
131
134
184
138
138

141

141
141
144
147
147
151
156
156



CHAPTER

YIil.

IX,

Education Reguiremen®s for New Sales Employees cecccscocncs
Number of Newly Employed Sales Enployees eecsecesccacsscccs
Humber of Sales Employees Performing Selected Duties ocseess
Number of Smles Employees Operating Certaln Hachines eescse

EESCELLAREGES PQSITIOHS Qe 0V O ULOOUOEPOENINTEAPOOLDIIBD DGO DLD D &

Terminology eesssccssscsscseavssesccassuosncosascesansoncos
Distribution of Hiscellaneocus Employees ecesessasessscascas
Division of :iliscellanecus BEmployess DY 58X sceesssessscsoes
Preferences for Miscellaneous Employees by 86X seesesecoses
rate of Turnover of iiscellaneous Employess .cceessessssccoo
Minimum Age Requirements for Men Hiscellaneous Employees 4.
Mininum Age Requirements for Vomen Miscellaneous Employees .
Experience ERequirements for Hew liscellaneous Employees ...
Bducation Requirements for Hew liiscellanecus Employess seee
Number of Newly Employed Miscellaneous Employees ssccsossss
Nunber of Miscellaneous Employees Performing Selected Duties
Humber of Miscellenecous Employees Operating Certain Machines

SUMMARY, COWCLUSIONS, AND RECOMMENDATIONS eovcsvecsecccasecccs

General Findings se.cescsssecscccacoccsssssnssssssacseseonnss
Tindings Perteining to Record EKeeping Positions cecsesssccs
Findings Pertaining to Seoretarial Positions .seceessssscees
Findings Pertaining bto Clerical Employees seceseseecsccsses
Findings Pertaining to Sales Employees ssveovesssscecssosnse
Findings Pertaining to Miscellaneous Employees eeecevenccss

COHGlUSionS S0 EDDOEOASIDTOOOITOEODCI LS RIOINOCNOOOBDEOLIOINOSSOSO D

&

Eecommﬁndatioﬂs LA ERENESEEERENNEN SR RN NERNNIRN NN NN NI RN RN TN

“TOT D AR
DIDLICUhAidf ® 5320500008 COBORIPURETOTETCOLODNCID S IO HGPIEGYEROIT®OLOG

168
169
169
173
177
177
18z
186
186
191
191
194

196

196
<00
204
208
212
215
219
ge]

DS
k]
fav]



TABLE

11,

ITI.

Iy,

V.
VI.
VII,

Viii,

XII.

XIII.

X1V,

LIST OF TABLES

Gecgraphical Distribution, Number, end Types of Employees

Surveyeda--nnaeossaonoo'-GOGsaau-aoaeeoens--uaoascaosoocoul
Division of the Various Types of Employees According to Sex..

Employers' Preferences for the Various Types of Employees

by seX¢¢woaDe'v.ocvuboe..o'o.o.o-n&oacﬁ'a-aaouboatwﬁweooeoa

Distribution of Jobs ileld by the Various Types of Employees
According to Preference by Sex Specified by EmployerSeseess

Rgte of Turnover in the Variocus Types of Hen FmployseSceccoss
Rate of Turnover in the Various Types of Viomen EmployeeSceces
Rete of Turnover in the Various Types of EmployeeSccecsccosss

Distribution of Jobs Held by the Various Types of llen Em-
ployees According to Winimum fge Requirements Specified by

EmployETSooenuueonoo-oe'otoacocoe.'.oo-ooaooeceesnse@oosnoo

Number of Employers Specifying Certain Minimum Age Hequire~
ments for the Various Types of Men Fmployeesiccecsssacnsscos

Distribution of Jobs Held by the Various Types of Vomen Em-
ployses According to Miunimum Age Requirements Specified by
ployeesueﬂ.elﬁdtlﬂhné&ﬁﬂﬁ.Uoﬂﬁﬂﬁeﬂslill‘ﬁﬁ‘l’b‘&m(«ﬁﬁdCGGB(LOH

Humber of Employers Specifying Cerfain Hinimum Age Reguire-
ments for the Various Types of Women Employees.scescecscson

Distribution of Jobs According to Experience Reguirements
for I}Eev«? Exnployees.seﬂ&"’ﬂ"..OOQOi..IOQDGO.D.OOG‘DQBQI‘G&‘G

Number of Fmployers Svecifying Experience Requirements for New

Em?loyeeS-an-‘ootooooeou.ooouocop..o.-cen.oo'aotwocatceoaao

Distribution of Jobs Held by the Various Types of Employees
According to lMinimum Education Requirements Specified by

. -
EmployerS.oooieooeﬁoao.ooe'o.oneao-ooocﬁ;otoenooeocoeosence

Humber of BEmployers Specifying Certasin Minimum Edueation
Requirem@ﬂts for New'EmPloyeeSanaoooutuoesneecaoo.e.nonscuo

Number of New Employees During a 12-Fonth Periodeecccsscccces

PAGE

18

21

02
(£

i
o



TABLE

XVIL,

XVIII,

XIX.

XXI,
XXI1T.
FXILI.

XTIV,

XXVi.

XXVII.

XXVIII,

FXIX,

XX,

XEXI.

XXXIT.

IXXITT,

XIXXIV,

XXy,

Humber and Percentage of the Various Types of Employees
Performing Selected DutleSeeavecscescacssceccsssscecnscssss

Number snd Percentage of the Various Types of Employees
Ope?ating Certain MachinesS.csecessosssosonnccsssscssucnocnco

Geographiecal Distribution of Full-Time Record Keeping
Employses in Specific Record Keeping PositionSsscecccscsass

Geographical Distribution of Part-Time Record Kesping
Employees in Specific Record Keeping PositionSssceccecsssce

Division of Full«Time Record Keepers According % SeXsessseoe
Division of Pari-time Record Keepers According %o SeXececsoes
Employers'! Preferences for Hecord Keeping Frmployees by SeXeoe

Distribution of Jobs Held by Record Keepers According *o
Preference by’Sex Specifisd by Emplcyers.on'oo-oae-aoaeesoo

Rate of Turnover in lMen Record Keepers During 12-Month Period

Rate of Turnover in Women Record Keepers During 1Z-lonth

Periodolﬁbe’w.'oﬂoﬂﬂﬂﬂﬁIBBC'IGGQ.D.IGDI00050.00009@U9ﬁ09003
Rate of Turnover in Record Keepers During l2-lonth Periodec..

Distribution of Jobs Held by lMen Record Keepers According bo
Minimum Age Requirements Specified by FmployerSessscesssaco

Number of Employers Specifying Cerbain Minimum Age Regquire-
ments for Men Record Keep@rs..uwcooooea-oesoooeaoquav&ocac'

Distribution of Jobs Held by Women Record Xeepers According
to Minimum Age Requirements Specified by Employerseecseccce

Number of Employers Specifying Certain Minimum Age Require-
ments for Tomen Record KeeporSeesssceccceossssessacssovscnce

Distribution of Jobs According to Bxperience Requirements
for Hewly Employed Record KeepersScesecssscesssssescsnsceococs

Number of Employers Specifying Experience Requirements for
N6W1y'Emp10yed Record K@G?Grsewo'tocosneeebaioeo.a-awaamaao

Distribution of Jobs Held by Record Keepers According to
Minimum Bducation Requirements Specified by Employerseccsss

Humber of Employers Specifying Certain ilinimum Fducation
R@quiremeﬂts for Now Record I{eepeI‘St‘;oo&nooa-taonacte.eoeaoeo

viii

PAGE

43

45

50

87

59

60

61

62

84

66

68

71

72



TABLE

XXALVT.

XVIT.

XXVIIT.

XIXIX,

L.

XLI.
LI,

X111,

ZLIV.

}C[)I‘Ir e

DARS

ALVII,

ALVIIT,

XLIX,

=

I.

LI,

LIII,

Kumber of Newly Employed Record Keepers During a 1l2-Month

Y
Perlodaaoaeenueoooo-aaah-ﬁ'-qsoo'-onon.n'-o-ta'htnec.aconme

Humber snd Percenbtage of Record Keepers Performing Selected

s
Dutles..ao-aoan.o-oana.--no-oenmn--t-n-anoueoqc-c---ssaunw-

Humber and Percentage of Full-Time Record Kespers Operating

Cortainl MachineSecesccosencaosossosenacocnosnasscnanesaceass

Geographicel Distribution of Tull=Time Secretariasl Employees
in Specific Secretarial PositionS,..ceesecsvvssesccosscsncs

Geographical Distribution of Pert-Time Secretarial Employses
in Specific Secretarial PositionS...e.cesssncsccecasscsacas

Division of Full=Time Secretarisl Tmployeses According bto Sex.
Employers' Preferences for Secretarial Bmployees DY SeXeeeoeo

Distribution of Jobs Held by Secretarisl Employees According
to Preference by Sex Specified by Employersc.ccscscsoscasss

Rate of Turnover in Men Secretariel Employees During 1l2-lonth

P r' d
O OO0 e coacoreusesoanscntosteet 58080600 GR02 cBEsavoCacsvesenass

Bate of Turnover in Vomen Secrstarial Employees During
12-Lioﬂ’th PeriodﬁceGt@@.'ﬁDI'G.QD.D.C@H..GGBOQI‘kﬁ'l)&a.'hﬂb.

Rate of Turnover in Secretarial Fmpnloyees During lz-lonth

Vewdadl
FErl0Uccasoavossonontooscetoeatsnsosdodessosobesodoeocheonsoss

Distribution of Jobs Held by Men Secretariel Bmployees Accord-
ing to Minimuwm Age Hequirements Specified by EmployerScecese

Number of Bmployers Specifying Certain MHinimum Age Require-
ments for len Seoretarial EmployeeScccesceccecsscasoasossoe

Distribution of Jobs Held by Women Secrstarial Employess
According to Hinimum Age Requirements Specified by

Employers...ooen.euooaca»-.-.cooaqooonosn-eﬁn-couceoeossoﬁa

Number of Employers Specifying Certain Minimum Age Require-
ments for Women Secretarial Employees.....csacescacsvoncocs

Distribution of Jobs According to Baperience Requirements
for Newly Employed Secretarial EmployeesS...ccsescsscccccsce

Humber of Employers Specifying Experience Requirements for
Newly Employed Secretarial EmployeeScecccsvsccessscssoccosen

Distribution of Jobs Held by Secretarisl Employees According
to Minimum Education Regquirements Specified by BEmployers...

[N
»

77

78

82

84
85

87

83

90

91

92

23

96

g7

96

100

102



=
e
[t
(%]
g
=
D
ea]

LIV, Number of Employers Specifying Certain Minimum Education
Heguirements for Few Secretarial Employees.....ceeeveecoes 103

LYV, Humber of Hewly Employed Ssoretarial Fmployees During a
lzﬁmbnth Periodansnzeaoyoaounwaoo-n---n-vnna-oeaoc‘snuaaca 105

-t

VI, Humber end Perc eQ*age of Full=Time Secoretarial Employees
N

Perfornming Seleocted Thutles..ciusvonsscenncovsassnconsvonso 108

LVII., Humber and Percentage of Full~Time Secrebarial Employses
Operating Certoin MachinesS..cveecvononscoscccanasssssossan 110

LVIII, Geogrephical Distribution of Full-Time Clerical Fuployees
in Specific Clerical PositionS.sseececscscsscssonsssscnces  1l4

LIX. Ge phical Distribution of Par t~Time Clerical Employees

a
81 CifLe C7€ 10%1 DOSlLlOnSo-tn-oa»sonaueeonanmaeobu-ae 115

LX. Uivision of Tull-Time Clerical Employees According to SeXaee 117
LXI. Employers' Preferences for Clerieal Employees by SeXacessvess 118

LXII. TDTdistribution of Jobs Held by Clerical Employees According to
Preference by Sex Specllled by EmployersScecseccvsasnsoesnes 119

LXIII. Rate of Turnmover in Men Clericsl Employess During lZ-Honth

Period 121
FOF1l00 e o000 00am8oets6écscbescoceoscastseeonacssonoessssossssss <

LXIV. ERave of Turnover in ¥omen Clericsl Employees During 12-
Honth Poriodecssccecescsrsesscccoocnssconsncossssnsssnasace 1zz

LIV, Rate of Turnover in Clerical Employees During 12-lounth
D en
e

. 5 73
«
LIOC¢panoonihntﬁﬁbﬂﬁﬁéuﬂB.tﬂ-ivnoo-‘nsoil.otueslasooo..w 120

LZVI. Distribution of Jobs Held by Men Clerical Employees Accord-
J F
ing to Minimum Age Requirements Specified by Bmployers.... 125

LIVII, DNumber of Employers Speci
ments for Men Clericsal

ving Certein Kinimum Age Heguire-
.PlG&QGS-oa.s:..sa.a.a-oaen.oe»..a 126

:‘*H:

LXVIII., Distribution of Jobs Held by Vomen Clerical Employeses idccord-
ing to Hinimum Age Requircments Specified by Employers.... 127

LXIX, Bumber of Employers Specifying Certain Minimum Age Require=-
ments for Yomen Clerical FmployeeSicicccsccescossscscssvse 130

LXX, Distributiorn of Jobs According to Experience Requirements
For Newly Employed Clerical EmMployeesS..sceovcscsecnsanoass 132

LXXI, Humber of Employers Specifying Bxperience Requirements for
Newly Fmployed Clerical Employees..c.eosvesssvessscscccvsea 133



TABLE

LEXII.
LXXIIX,
LIV,
LEXV.
LXXVI,
LXXVII,
LEXIX.

it
3L 8

LIXXT,
LIXXII,

LEHIIT,
LIXXIV.

LEXXV,

LEIXVII.
LEEXVIII.
LIOXXIZX.

xC.

Distribution of Jobs Held by Clerical Employees According
to Minimum Edueation Requirements Specified by Employers...

Number of Employers Specifying Certain Minimum Education
Requirements for Wew Clerical Employees.:..o-n.etocoooeun-.

Number of Newly Employed Clerical BEmployees During a l2-

Month. Period...t.I....'."...OC..'OD.B.'.“5‘!‘.'?...00"0"

Number and Percentage of Full-Time Clerical Employees
Performing Selectod DutieBececcsecssscessocssesvoasncsscosns

Number and Percentage of Full-Time Clerical Employees
Operating Certain MQChiﬂeS-..c.-oaoo.nn‘ncoocao.so-novooooa

Geographical Distribution of Full-Time Sales Employees in
Specific Sales POSitiQnSﬁ.ooaoooq-oooo..ono-e;.--e.u---osoo

Geographlcal Distribution of Part-Time Sales Employees in
specifio Sales Positi@ns.ﬂﬁﬁ0.BO&GI‘D....Q.O..BI‘.‘...'IOOG

Division of Full-Time Sales Imployees According to SeXeescsee
Division of Part=Time Sales Employees According w S56Xe.eeeess
Employers®! Preferences for Ssles Employees bY SeXsaeseocnosse

Distribution of Jobs Held by Ssles Employees According to
Preference by Sex Specified by EmployorScecscessrasccsconss

Rate of Turnover in Men Ssles Employees During 12-Month

ko) 2
Aerlodn.wene'c'nvuooeooob.n‘loa.q.o.loo.oiome-o.ncO..oo.ooe

Rate of Turnover in VWomen Sales Employees During 12Z-Month

'y
PerlodoloﬂiQoo.'otl.ooo'c.oonn'-eeaoeeno.ce.eveo..ootnuea.o

Rate of Turnover in Sales Employees During l2Z<Month Period...

Distribution of Jobs Held by Men Sales Employees According
to Minimum Age Requirements Specified by EmployerSesessscee

Number of BEmployers Specifying Certain Minimum Age Require-
ments for ien Sales FmnloyeeSecoocesarssccnssscesccncsocesnse

Distribution of Jobs Held by Women Sales Bmployees According
to Minimum Age Requirements Specified by Employerseecsoescs

Number of Employers Specifying Certain Minimum Age Require-
ments for Tomen Sales IMpPloyeeS.csccccscocveesvocssvocscens

xi

PAGE

135

136

137

139

140

142

143

146

143

149

150

152

159

154

165

157

158



TABLE

XCI.

XCII.

XCIII.

XCIV.

ICV,

XCVI.

XCVII,

XCVIII.

XCIX,

Ce
CI.
Cii,

CIII.

CIV.

(M

CVI.

CVII.

CVIII.

CIZ.

Distribution of Jobs According bto Experience Requirements
for Hewly Employed Sales EmployeeSccccessssccsssovscessscson

Number of Employers Specifying Experience Reguirements for
Hewly Bmployed Sales Employee@Scesecssccscevescssancoccsnvooas

Distribution of Jobs Held by Sales Employess According to
¥inimum Education Requirements Specified by Employers.c..cse.

Number of Employers Specifiying Certain Minimum Education
Requirements for New Ssles EmployeeSecosveccsccscsscavecsave

Wumber of Newly BEmployed Sales Employees During a lzZ-Month

Pveriod.oﬂﬂD‘.ﬁﬂsu’.’oeoﬁﬁiﬂ.ﬂ&aGGGGOOOOGGGO'I'@BOID.B.QODBBGQ
Number of Full-Time Ssles Employees Performing Selected Duties

Number and Percentage of Full-Time Sales Tmployees Operating
Gertai:‘.ﬂk ﬂachines.o.0@&@&0’@0'0&009006QDQOQOﬁQODGCDGOOOGGOQOO

Geographical Distribution of Full-Time Miscellaneous Employsos

in Specific Miscellaneous PositionS.ceescssososncevsncvsnnos

Geographical Distribution of Part-Time Miscellzneous Employees
in Specifile Hiscellanecous PoSitioNSccescovonsvoscnscocovoacs

Division of Full-Time Miscellaneous Employees According to Sex
Division of Part-Time Miscellansous Fmployees According o Sex
Fmployers'! Preferences for Hiscellaneous Employees by SeXeseso

Distribution of Jobs Held by Miscellaneous Employees According
to Preference by Sex Specified by EmployersSccccscsscosccescs

Rate of Turnover in Men lfiscellsneous Employees During 12«
I‘Jonth Periodtaoaooseuooooboaeecn-oaoonneaaaewaeo--oeeoacaonc

Rate of Turnover in VWomen Miscellaneous ¥mployees During 12«

Month Period.noaabot'eonoonl‘...ﬁlen‘.o-leounwneeeeouee0ﬂv.ﬂ

Rate of Turnover in Miscellaneous Employses During 12«Nonth

- °
Perlodicun-cDsuoo-.awaaoocaa-n--atuo-o.oaaoaooooﬁcogcmmﬂa-o.

Distribution of Jobs Held by Men Miseellaneous Employees
According to Minimum Age Requirements Specified by Employers

PAGE

182

183

164

176

173

179

180

181

Number of Bmployers Specifying Certain Minimum Age Requirements

fOr Hen Miscellaneous E}nployeeSonoeaoonaoee.nuae-oe-owoeaﬁoe

Distribution of Jobs Held by Women Miscellaneous Employees
According to Minimum Age Requirements Specified by Employers

xii

183

184



TABLE

CX,

CXI,

CXII.

CXIIi,

CXIV,

CXV,

CXVI.

CXVII.

Number of Fuployers Specifying Certain Minimum Age Requiree
ments for Yomen Mlscellancous FmployeeSe.eccsssscoscvsccovces

Distribution of Jobs According to Experience Requirements
for Newly Employed Hiscellaneous EmployeeSecececocscssssccs

Humber of Employers Specifying Ezperience Requirements for
Newly Erployed Hisecellaneous EmployeeS.ceceaccsssucsvsvcase

Disgtribution of Jobs Held by Misecsllanecous Employees Accordw
ing +to Minimum Education Reguiremsnts Specified by Em~

plOyerSeo-n-oen-o.-o'svoeaneno...ua-.n-ucab.loa.-'eonwlouhna

Humber of Employers Specifying Certesin Minimum Education
Beguirements for Wew Miscellaneous EmployeOSe.essccoccscsess

Number of Newly Employed Miscellaneous Employees During =
lz-M-Ont11 Period‘leaﬁﬁﬂﬁbGD'Q'..IQOODBW..GAGOOOGDQIDGIOEB\!GG

Fumber and Percentage of Full-Time Miscellsneous Employees
Performing Svlected DutieSssesecscscocacocosscascnconcnsose

Humber eand Percentage of Full-Time [fiscellsneous Employees
Operating Certain Machinesesccesvcaceosneonsecoonssrssoccose

xiii

185

187

188

189

190

182

193

198



CHAPTER I

INTRODUCTIOR

Statement of the Problem

This study undertskes to summarize the comparable data provided by business
oceupational surveys of towns in Oklshoma completed since 1945, The study will
offer suggestions that may be of value in conducting and recording the results

of future occupational surveys.

Purposes of the Study

The purposes of this problem are as follows:

1. To bring together in one study information that will be helpful in re-
vising the business education curriculum and in guiding the student into those
areas thsat offer the greatest employment opportunities.

2, To dotermine the number and geographical distribution of men and women
employees in each of the various business occupstions.

de To ascertain employers' sex prefsrences for employees in the different
classifications of business positions.

4, To determine the turnoverl of business employees.

6., To determine the minimum age requirements for new employees in the store
and office occupations represented,

8o To determine whether or not experience is required for employee replace=

ments in the various business occupations.

1

¥

Tor the definition of "turnover," see page 5.
> (e

/



7. To determine the education requirements for mew employees in the posi-
tions represented in the studies.
8. To determine the number of workers newly employed in the various business
occunations during a lZ-month period.
9, To determine for sach classification the number of employees performing
certain duties and the number operating certain machines.
10. To determine what modifications snd improvements need toc be made in fu-

ture business occupational surveys.

Heed for the Study

During the last few years, s number of business opportunity surveys have
been made in Oklahoma in order to provide éurrent information upon which to base
the course offerings of business education curricula, Thus far, no attempt has
been made to correlate the findings of the several studies into one usable body
of feets, It is believed that such a collection of daba will be both intereste
ing and helpful to business teachers and school administrators in plaming their

programs ant in guiding their students.

&

It is further believed that this attempt to surmarize the data appearing in
the surveys already completed will bring to light areas in which improvement can

be made in surveys which may be made in the near future.

The Scope of the Study

This study sseks to compile the results of the business occupsational surveys
of towns in Oklahoma. Only those studies complebed since 1945 were ineluded be-
cause. the results of available studies made prior to that date would reflect the
effects of a war-time economy. The towus, together with their populations, for
which surveys were included in this study ars;

Blackweil . s 8 e 9,218

Brictow « o« o o 5,%4
Enide « o ¢ ¢ o 35,976



McAlester « « « « 17,8089

Pryor « « ¢ ¢ o« « 4,441

Seminole. « « « « 11,853 2

In addition to these surveys which included a variety of business occupa-

tions, specielized surveys which covered several specific business employment
fields were also regarded as pertinent. These latter studies include Culver's
survey of 15 oil companies in Bartlesville, Ponca City, and Tulsa to determine
employment standards of beginning secretaries and stenographers; Holtmann's sur-
vey of 14 oil companies in Bartlesville, Ponca City, and Tulsa to determine em=-
ployment practices in hiring record-keeping employees; Dark's survey of public
school secretaries; and Work's survey of bookkeepers and bookkeeping systems in

Stillwater.

Source of Data

From the Bibliography of Research Studies in Business Education, 1941-1948,

and from the card catalogue of the library of Oklahoma A. end M. College, a par-
tial list of pertinent business occupational surveys was developed. Additional
studies were added to the list after consulting the Heads of the Business Educa-
tion Departments of the three Oklahoma institutions of higher learning that offer
graduate work in business education - Oklahoma A. and M. College, the University
of Oklahoma, and the University of Tulsa. The surveys summarized in this study
are as follows:

Barton, Jessie, An Occupational Opportunity Survey of Blackwell, Oklahoma,
Unpublished master's thesis, Oklahoma A. and M. College, 1949.

Cape, Billie Taylor, An Occupational rtunity Survey of Bristow, Oklahoma,
Unpublished master's thesis, OETEEEEE A. end M. College, iQiB.

Culver, Gordon, Survey of Selected 0il Companies in Oklahoma to Determine
Minimum Employment Standards Required of Egﬁ Secretaries and Stenographers,
Tnpublished master's thesis, Oklahoma A, and M. College, 1948,

2The populations given are the figures contained in the Preliminary Reports
of the 1950 Census.



Dark, Marian, A Survey of the Educational Backgrounds, Previous loyment
Experience, and Duties of School Secretaries in Oklahoma Public School Systems,
Unpublished master's thesis, Oklahoma A. and M. College, 1948,

Davis, Zoe Velma, A Survey of Selected Business Occupations in Pryor, Okla-
homa, Unpublished master's thesis, Oklshoma A, and M. College, 1949.

Holtmann, E. J., A Survey of Selected 0il Companies in Oklahoma to Determine
Requirements and Practices in Employing Accountants, Accounting Clerks, and
Recordkeepers, Unpublished mester's thesis, Oklahoma A. and M. College, 1950.

Parker, Bernice B.,, A Study of Office loyment Opportunities in the Cit
of McAlester, Oklshoma, ﬁrﬁ{%h?’foar I§4§, Epu%IIaheE master's thesis, 'ﬂiﬁ
versity of Oklahoms, 1948,

Quinn, Mary E., A Survey of Selected Office and Store Occupations in Enid,
Oklahoma, Unpublished master's thesis, Oklshoma A. and M. College, 1950.

Steinle, Sam, Business Occupational Opportunity Survey of Seminole, Oklahoma,
Unpublished master's thesis, Oklahoma A, and M, College, 1948,

Retail Merchandise Stores in the City of Stillwater, Unpublished master's thesis,
Oklahoma A, and M. College, 1940,

Work, Moormen R., A Survey of Bookkeepers and Bookkeaging Systems in Selected

It was hoped that the Census Reports of 155C would be available for use in
and comparison with the results of this study, but only sketchy preliminary sum-

maries had been received by the college library at the time of writing.

Definition of Terms

To formulate reliesble conclusions from a summary of a number of studies, it
is imperative that there be no misunderstendings about the terminclogy used, In
a study such as this where all of the data are derived from secondary sources,
the only definitions which could accurately describe the terms used are those
which were used by the original investigators themselves. Fortunately, there
was fairly general agreement among the 10 studies on a majority of the terms in-
volved. For this study, then, the following definitions will epply.

Full-time employee., A full-time employee iz a person who works 30 or more

hours a week for pay.

Part-time employee. A part-time employee is a person who works fewer than

30 hours a week for pay.



Turnover., Turnover is the ratio of the actual number of replacements dur-
ing the last twelve months, represented by the number of sepsrations or additioms,
whichever is smaller, to the average employment figure for the year for a given
position,

Record-keeping positions. Record-keeping positions include all positions

pertaining to the record-keeping field regardless of the skill required in the
position. The three types of record-keeping employees represented in this study
are accountants, bookkeepers, and ledger clerks.

Secretarial positions. Secretarial positions include all positions per-

taining to the secretarisl field regardless of the number or degree of secre-
tarisl skills required in a position. The 4 types of secretarial employees
represented in this study are secretaries, stenographers, Ediphonc/biotaphona
operators, and typists.

Clerical positions. Clerical positions inelude all of those business posi-

tions in which the work "clerk" forms a part of the job title. The 10 types of
clerks represented in this study are billing, entry, file, general office, opera=-
tion, order, payroll, shipping, stock, and time clerks.

Sales positions. The sales positions included in this study are retail

salesman, wholesale salesman, insurance salesman, and department manager.

Miscellaneous positions. Miscellaneous positions include all those office

end store positions which do not fall under one of the following heasdings:
record~keeping, secretarisl, clerical, or sales. The 8 types of miscellansous
positions represented in this study are cashier, collector, delivery boy/kirl,
machine operator, messenger, office boy/hirl, receptionist, and switchboard
operator.

This author realizes that the last five of the preceding definitions leave
much to be desired, but variations smong the several studies prohibited the use

of more specific definitions.



Procedure

A search was mede of the various business education indices and of the card
catalogue of the Oklahoma Agricultural and Mechanical College Library to locate
all business occupational surveys which might be pertinent to the purpose of this
study. After a complete list of the business surveys made in Oklahoma had been
compiled, those surveys which could be obtained at the College Library were
checked out, A cereful analysis was mede of the studies available and their
similarities and differences were noted. In a conference with the Chairman of
the Thesis Committee, the following coriteria were set up to aid in the selection
of the surveys to be included in the summary:

1. The survey must have included one or more business occupations in Okla=-
homa.

2. The survey must have been made since 1945.

8. The report of the survey must contain data concerning (1) existing con-
ditions in business occupations and (2) job qualifications required of business
employees.

4, The survey must have been mede by an investigator who classified the
business employees according to their major duty.

After the criteria for the selection of the pertinent surveys were worked
out, a letter was sent to the Heads of the Departments of Business Education at
the University of Oklahoma and the University of Tulsa to inguire whether any
research had been recently completed or was under wey which might have some bear-
ing on this summary. There were no additionsl studies available from Tulsa, but
2 studiee at the University of Oklehoms eppeared to be pertinent. These were
obtained through the Inter-Library Lean Service, and their results wers added
to the findings being compiled from the studies made at the Oklahoma Agricul tural
and Mechanical College.

Most of the data summarized were set up in tables. These tables were then

analyzed and interpreted in the context. In a few instances there were not



+

anough data to werrsnt using a 3sble; in this case both the data and their intere

pretetion spuear in the context. Fluaslly, after the summary of the results of
2 12 ¥ » R’

the surveys had been completed, recommendations were msde for the imwrovement of

fubure asurvers,



CHAPTER II
REVIEW OF RELATED STUDIES

Several studies of an occupational-survey nature have been completed in
Oklshoma that appear to be somewhat related to this study. Although it was
not possible to incorporate the findings of these studies into the findings
of this summary, the studies are considered important enough to warrant a re-
view of their purpose, method of research, and findings and recommendations.
One of these studies is primarily concermed with office workers in the petro-
leum industry; one is concerned with office workers and office occupations
in a particular town; and one is concermed with the educational background
and occupational history of business workers in a particular town. A brief
abstract of each of these 3 studies is presented in this chapter.

The Levels of Skills of Specialized Clerical
“Employees in the Petroleum Industry

Because "the petroleum industry is representative of all industry in its
need for an increasing number of efficient clerical workers, "l 3t was chosen
by Lauderdale as a field for investigation. Her study sought to determine the
levels of skills at which experienced clerical workers in the petroleum in-
dustry perform in order to make suggestions which might be applied to three
areas: academic procedures, vocational guidance services, =m d business in-

service training programs, It was hoped that the application of these

¥rances Leuderdale, The Levels of Skills of Specialized Clerical Em-
ployees in the Petroleum Industry. Doctor's thesis, University of Oklahoma,
Norman, Oklshoma, 1950, p. 5.




suggestions would improve the quality of clerical training, employment oppor-

tunities for students, and promotional opportunities for employaea.z

Method of Research

Eighty-one clerical employees in eleven major oil companies provided the
primary data for this study. The offices of the selected oil companies are
located in six cities in three states: Dallas, Denver, Houston, Oklehoma City,
Ponca City, and '.'l"ulla‘..3 These employees were representative of the sixteen
types of clerks emploved in oil company offices: billing, payroll, coding-
analyst, aeccounting, statistical, file, mail, duplication, receptionist, per-
sonnel forms, clerk-typist, transcription, comptometer, key-punch, resding
verification, end machine verificatitm.4 Each of the sixteen categories is

used as defined in the Dictionary of Occupational Titles.

Personal interviews with and observation of the eighty-one employees
yielded information concerning five areas in the field of clericel training:
(1) the levels of skills used in the performesnce of specific primary duties,
(2) related duties which accompeny these primary duties, (3) production time
rates for the performence of various cleriecal duties, (4) opinions of spe-
cialized clerical employees concerning the skills, abilities, and knowledges
which are most important to the successful performance of their work, and
(5) the relative amount of time consumed by specialized cleriecal employees

in the performance of primary duties and of related dutiea.s

Findings and Recommendations
The skills of the sixteen types of specialized clerical employees were

grouped into three classifications: manual skills, mentel skills, and social

zIbid., Pe 6.
ey Po 12,

5Tbid
m. » pp. 29-% -
TE.‘LE. s Pe 203.
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skills. Each type of clerical position was then ranked as requiring either
a high, an average, or a low degree of skill in each of the three aforemen-
tioned skill classifications. It was recommended that instruction be pro-
vided in clerical training courses which would develop the manual, mental,
or social skill to the required level for the position desired.s

The work activities of many of the specialized employees consisted of
related duties as well as primery duties. These related duties were identi-
fied as to frequency of performance and skill required in each of the six~
teen types of clerical positions. It was recommended that the clerical
training program of the school include instruction in the more frequently
performed related duties. Such additional training should inerease the
prospective employee's efficiency and enhance his possibilities for advance=-
mnt.7

Production time rates were established for a number of the specialized
tasks, but the time varied considerably from worker to worker becasuse of in-
terruptions. Related duties, such as answering the telephone, and having to
look up information needed in the work being timed were two factors upon
which the production time rate depended. Nevertheless, it wans recommended
that the clerical training program of the school seek to determine production
time rates for verious positions and then build the skills of the students to
an employable level.®

The opinions of specislized clerical employees concerning the skills,
abilities, and knowledges which they believed to be most important to the
successful performance of their work were secured and tabulated. It was re-

commended that the instructional material of the clerical treining program

81bid., p. 216.
IEIa. Pe 221,
®Te1d.. p. 223.
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of the school be organized so that the skills, abilities, and knowledges con-
sidered important by several types of clerks would receive special attantion.g

Observation of the specielized clerical employees revealed that certain
classifications of clerks spent all of their work hours performing primary du-
ties, while other classifications of clerks spent as little as one-third of
their time performing primary duties. It was recommended that the clerical
training program of the school give emphasis to the primary duties end es-
pecially so in courses training for jobs in which the primary duties consume
all of a clerk's work honrn.lo

A Studxig Determine the Basis for an
Office Practice Course in Nowata, Oklahoma

When Nowata High School decided to add an office practice course to the
cormercial curriculum to give the students an opportunity to better prepare
themselves for actual job situations, the task of essembling end interpreting
the data necessary for the planning of such a course was undertaken by Bricker,
Her study sought to answer the following questions: (1) How much training
should be given in easch phase of office work? (2) Which office machines should
pupils be trained to operate? (3) Which tasks should be learned "on the job™?
(4) How much time, relatively speaking, should be given to each division of

office work? (5) What office ebilities should be taught?u

Method of Research
The data for this study were gathered from a number of sources; namely,
a survey of the office occupations and office equipment in Nowata, Oklahomaj
the results of related surveys in business education; the opinions of cur-

riculum experts and leaders in the field of business education as expressed

9Ibid., p. 225.

1 ey Pe 226,

11 sther Bernice Bricker, A Study to Determine the Basis for an Office
Practice Course in Nowata, Oklahoma, Master's thesis, Oklehoma A. end M,
College, Stillweter, Oklahoma, 1948, p. 3.
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in the current literature; a follow-up study of the graduates of Nowata High
School for the years 1944-1947 who, with no further training, went to work in
offices; and an analysis of selected state courses of study.lz
The survey of the office cccupations and office equipment in Nowate was
conducted by personal interview, Sixiy representatives of firms employing
more than one person were questioned to determine (a) how many end what kinds
of office positions existed in local business firms, (b) duties performed by
the employees, (c¢) whether or not businesses would employ high school gradu-
ates with no post-~high school training, (d) experience requirements, (e) age
preference for beginning workers, (f) machine equipment used in the business
offices, (g) the number of employees who use the machines in the business of-
fices, (h) whether or not the operation of a particular machine can be learned
satisfactorily on the job, (i) the degree of ability required of the begin-
ning worker to operate the machines, (j) which employers would be interested
in a parte-time employment program for students of office practice, (k) em-
ployers' opinions with reference to dssirsble snd undesirable personality
traits of employees, and (1) employers' opinions concerning subject matter
weaknesses of employeos.l3
The survey of the graduates of Nowata High School for the years 1944-1947
who, with no further training, went to work in offices wes conducted by means
of a mimeographed questionnaire designed to yield information on some of the
same questions as were included in the business occupational aurvey.14 Thirty
of the forty-three graduates ineluded in the survey responded to the gquestion-

n‘ireuls

121p3d., pp. 7-8.
’ ey Do 9.

lm., Pe 10.
lsm.. Pe 48,
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The results of these two surveys were compiled and then supplemented end
compared with the literature of the field, and their implications adapted to
the community of Nowata, Oklahome, in determining the basis for a course in

office practice for Nowata High School .18

Findings and Recommendations

Both the current literature in business education and the findings of the
survey of the local businessmen sgreed that remedial work in English, spelling,
speech, arithmetic, and penmanship should be given in the office practice course.
Both also agreed tha% training in personality development should receive empha-
sis in the eoursa.17

The duties performed by the largest number of employses were meeting and
handling people, esnswering the telephone, handling mail, and filing. These
end other frequently performed duties should have a significant bearing on the
units which are to be included in an office prectice oourso.ls

The business machines used most frequently in Nowata were the typewriter,
the adding machine, and the caleculstor, in that order. While prasctically all
of the employers felt that the beginning workers should know how to typewrite,
most of them agreed that the adding machine and the calculstor could be learned
satisfactorily on the job although a working knowledge of these machines would

prove banetloial.lg

The investigator concluded that instruction in typewrite
ing should be provided in the office practice course; and, if possible, a

short unit on the adding mechine and the calculator should be included.Z

161p14., p. 11,
imi Isia-. Pe 89.

ey Pe 90.
19751d., pp. 90-91.

20Tbid., p. 97.
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A Survey of Selected Business Occupations
in Chendler, Oklahoma

In order that the educators in charge of curriculum revision at Chandler
High School might have up~to-date informetion on which to base evaluations of
the course offerings in business education, Westfall undertook to survey the
business employees in Chandler to determine existing conditions. It was hoped
that the results of the survey would be used in improving the school program

and in vocational guidance and in placement of graduates.zl

ilethod of Research

Fifty-five workers employed in the genersl fields of management, selling,
record keeping, and stenography were interviewed by the investigeator to dis-
cover their educational background and occupaticnal history. The results of
the interviews with the 65 employees were %tmbulated to provide answers to the
following specific questions:

l. Vhat educational background have the workers?

2. Was their treining received at the local high school?

3. What business education subject matter has been of wvocational value
to the workers?

4, AL what age was the worker first employed?

5. What type of work is done on the present job?

6. Vhat specific tesks are performed on the present job?

7. Does the worker feel a need for additional business training?zz

Findings and Recommendations

The findings of this study may be presented in orderly fashion as answers

to the seven specific questions listed under "Method of Research”:

2lLeahn Westfall, A Survey of Selected Business Occupations in Chandler,
Oklahoma. Master's thesis, Oklahoma A, and M. College, Stillwater, Oklahoma,
1949, pp. 2-3.

21p14d., pp. S-4.
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1, Of the 55 workers ineluded in the study, 1 had left schecol in gradses
1 to 8, 13 had left school in grades 9 to 11, 29 had left school et high school
graduation, 9 had attended college but did not graduate, and 3 had attended a
business college., All of the 55 workers had left school between the ages of
14 and 20,2%

2. Forty-two of the 556 workers had attended high schools located within
the same county as Chandler, with 29 actually attending the loeal high school.
The remaining 12 workers who had attended high school had attended out-of-
state high schools or high schools in other counties within the state.2*

e According to the 46 workers who had studied one or more business sub-
jects in high school, the 3 subjects which had the greatest vocationsl wvalue
of the subjects studied were typewriting, bookkeeping, end general husinals.zs

4. The average age at initisl employment lfor all employees was 15; for
the 25 men, 19.4; snd for the 30 women, 18.6 yoars.zﬁ

6. Of the 55 interviewees, 15 were managers, 20 were salespersons, 11
were record keepers, and O were stenogrepher-clerks. Most of the workers were
employed in government offices, depsrtment stores, grocery stores, service sta-
tions, or gsrages.27

6. Fifty-three of the 55 workers used some kind of business machine on
their present job, with the largest number, 37, using the cash register. Next
in the order of frequency of mention were the adding machine and the typewriter.

Thirty-eight of the 505 workers indicated selling as one of their major
duties., Filing and composing business letters were, in that order, the next

most frequently mentioned duties.za

3511@14. , DDs 47-48,

LE ] p. 480
257bid., pp. 48-49,



16

7. Only 21 of the employees wanted additionsl business training. The
subjects mentioned most frequently as being desired by these workers were book-
keeping and thorthand.29

On the basis of his findings, Westfall recommended that typewriting, book-
keeping, and general business should have no less emphasis put on them and that
organized preparation should be made available for students who wished to go
into selling positions. The suthor further recommended a continuous follow-up

program for the graduates of Chandler High School.ao




CHAPTER III
GENERAL RESULTS OF THE SUMMARY

In this chapter are compiled the general results of the next & chapters,
each of which pertains to one of the 5 types of business employees surveyed -
record keeping, secretarial, clerical, sales, and miscellaneous.

Distribution of Employees. The data for this study were collected from

business occupational surveys made in the Oklahoma Towns which are given in
Table I, together with the number and types of employees surveyed. Table I
includes all employees about whom information is given anywhere in this study.

The fact that there are an unusuelly large number of employees and only
a few employee classifications in Bartlesville, Ponca City, and Tulsa may be
accounted for by explaining that only large oil compenies were surveyed in
these cities, and the record keeping and secretarial fields were the only
business occupational areas surveyed. In McAlester the comparatively small
number of employees represented is due to the fact that the original investi-
gator did not report the actual number of employees in business occupations,
except in the 5 instances which are-given in the table. The study made in
the public schools and the study made in Stillwater contain data regarding
only one type of employee because both of these studies were specialized sur-
veys, each covering a single occupation.

According to the data in Table I, only a few part-time positions were in-
cluded in the surveys. Although it may be true in a few instances that parte-
time employees were excluded from a study, it is more probable thet there actu-

ally are only a few part-time positions in existence in a majority of the towns.



TABLE I

GEOGRAPHICAL DISTRIBUTION, NUMBER, AND TYPES
OF EMPLOYEES SURVEYED

_ 1=

Position “Bar-
tles- Black- Bris- Ales- Ponca Public in- Still-
ville well tow Enid ter City Pryor Schools ole water Tulsa Total

Record Keeping

Accountant 89 14 Q) 28 (1) 59 (3) 5 202 372 ()
Bookkeeper 149 58 (9 42( 145@® 30 202 32 (9 151 40 (5) 424 1248 (29)
.Ledger Clerk 137 20 216 1 261 624
Secretarial
Seorefary 111 33 4 66 ) 10 37 9 82 (5) 17 180 549 ()
Stenographer 336 18 3Q) 41 36 70 18 13 702 1238 ()
Ediphone/Dictaphone
Operator e 17
Typist 42 21 9 (2 2 74 (2)
Clerical
“Eiliing Clerk 31 (6) 31 (8)
Entry Clerk " 4 1
File Clerk 1 8 2 11
General Office Clerk 13 98 25 6 (1) 27 1869 (1)
Cperation Clerk - ! |
Order Clerk 3 6 9
Payroll Clerk g 9
Shipping Clerk 10 2 12
Stock Clerk 13 (2) 2 62(2 13 (2 14 102 (8)
Time Clerk 2 1 3

Note: The number of part-time employees is shovn in parentheses following the number of full-time employees.

This table should be read as follows: There wore B89 sceountants in Bertlesville about whom informetion is
included in the summary.

81



GEOGRAPHICAL DISTRIBUTION, NUMBER, AND TYPES

TABLE I (Concluded)

OF ENPLOYEES SURVEYED

Number of inployeos in

Position “Bar- Tic- Sem=
tles~ Black- Bris- Ales- Poneca Publie in- Still-
ville well tow Enid +ter City Pryor Schools ole water Tulsa To tal
Sales
Retail Selesman 205 (27) 105 (49) 440 (57) 106 (30) 214 1070 (163)
Wholesale Salesman 27 47 11 e 94
Department Manager 21 59 8 83
Insurance Salesman 13 4 17
Miscellaneous
ashier 32 10 @4 63 (1) 14 7 126 (5)
Collector 7 @) 1 8 ()
Delivery Boy/Girl 2 (90 22 (2 7 12 43 (1)
Machine Operstor 8 40 (2 48 (2
Messenger 2 2
Of fice Boy/Girl 6 5 (1) 3 14 (1)
Receptionist 11 6 - 1 22
Switchboard Opersator 2 17 16 1 36
TOTALS 822 427 (33) 200 (72) 1301(82) 121 563 251 (44) 82(5) 465 40 (5) 1759 6031 (241)

e ——




Three employee classifications = bookkeeper, stenographer, end retail
salesman - contain over a thousand employees each. The large number of book=-
keepers and stenographers represented is due in no small part %o thé special=-
ized studies of the oil industry made in Bartlesville, Ponca City, and Tulsa.
In the case of the stenographers, for instance, it may be noted that over 700
of the stenographers are from Tulsa alone. The retail salesmen represented,
however, are from towns where surveys were made of all 5 classifications of
business employees.

Division of Business Employees by Sex. Table II shows the number of men

and the number of women in each of the various types of positions. Table I
contained information regarding a total of 6,272 employees, while Table II
shows the division according to sex for only 6,031. The difference may be
accounted for by the fact that not all of the studies gave the sex of the
employees surveyed. For this reason the following employees could not be in-
cluded in Table II: 82 full-time and 5 part-time school secretaries, 121
full-time employees in McAlester, and 33 part-time employees in Blackwell,

or a total of 203 full-time employees and 38 part-time employees.

From an examination of Table II, it is apparent that, al though the total
number of men is not far below the total number of women, there is a predomin-
ance of either one sex or the other in almost all of the positions. In ell
of the record keeping positions there are more men represented than there are
women, while exactly the opposite is true of the secretarial positions in
which women considerably outnumber the men.

The total number of men and the total number of women employed in clerical
positions are almost equal; however there is considersble variation among the
several types of clerical positions. If only those positions in which there

are reported more than ten employees are considered, it is found that men, more
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TABLE II

DIVISION OF THE VARIOUS TYPES OF EMPLOYEES ACCORDING TO SEX

Mien  Viomen Wen Ven Viomen Total

Record Keeping

Accountant 353 19 4 357 19 376
Bookkeeper 769 449 6 20 775 569 1244
Ledger Clerk 426 198 426 198 624
Secretarial
Secretary 33 424 1 33 425 458
Stenographer 13 1188 1 13 1189 1202
Ediphone/Dictaphone
Operator 6 11 6 R 17
Typist : 46 2 7 48 56
Clerical
T Billing Clerk 8 23 6 8 29 37
Entry Clerk 1 1 1
File Clerk 1 10 " 3 10 11
General 0ffice Clerk 52 92 1 52 93 145
Operation Clerk 1 1 1
Order Clerk 2 7 2 7 9
Payroll Clerk 1 8 1 8 9
Shipping Clerk 12 12 12
Stock Clerk 93 9 6 99 9 108
Time Clerk 2 1 2 1 3
Sales
Retail Salesman 550 520 49 87 599 607 1206
Vholesale Salesman 94 94 94
Department Manager 73 10 73 10 83
Insurance Salesman 17 17 17
Miscellaneous
Cashier 41 85 2 3 43 88 131
Collector 6 2 1 7 2 9
Delivery Boy/Girl 42 1 11 53 1 54
Machine Operator 14 34 2 14 26 50
Messenger 2 2 2
0ffice Boy/Girl 6 8 1 7 8 15
Receptionist 22 22 22
Switchboard Operator 36 36 36
TOTALS 2624 3204 80 123 2704 3327 6031

This table should be read as follows: Three hundred and fifty-three men and 19
women were employed as full-time accountants; 4 men were employed as part-time

accountantsy; a total of 357 men and 19 women, or a total of 376 accountants, are
included in this summary.
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often then women, fill the positions of shipping clerk and stock clerk. TVomen,
on the other hand, predominate in the positions of billing clerk, file clerk,
and general office clerk.

Men almost exclusively occupy the positions of wholesale salesman, depart-
ment manager, and insurance salesmen. The remaining type of sales position,
retail salesman, is represented by an almost equal number of men and women.

So far as the total number of employees in miscellaneous positions is con-
cerned, women appreciably outnumber the men. But, as was true among the cleri-
cal end seles positions, considerable variation exists among the various types
of miscellaneous positions. Considering only those positions which ere repre-
sented by more than ten employees, it is found that men predominate in the
positions for delivery boy, that the positions for office boy/gi.rl are about
equally divided between the sexes, end that women predominate in the positions
for cashiers, mechine operators, receptionists, and switchboard operators.

Since the number of part-time workers is so small, all further data in
this chapter concern full-time employees only, except where otherwise indicated.

Preferences for the Various Types of Employees by Sex. In Table III are

given the preferences of 888 employers in Enid, Pryor, Seminole, and the pub-
lic schools for men and for women in the various types of positions. The data
show that there are more men than women employed as bookkeepers; while in
Table III over half the employers expressing a preference for either men or
women bookkeepers preferred women. This difference is due to the fact that
in Table II there was included a large number of oil company bookkeepers who
are mostly men and who are not included in Table III.

Women were preferred by slightly over half of the total employers who
expressed a preference for the various employees by sex. Specifically, women

were preferred for the record keeping positions, with the exception of the
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TABLE III

EMPLOYERS* PREFERENCES FOR THE VARIOUS TYPES OF EMPLOYEES BY SEX

Positions Eopljigg Pref@rrod Preferred Preference

Per Per Per “Per
Yo . Cent No . Cent No. Cent No . Cent

Record Keeping

Accountant 24 100 15 6245 4 16.7 5 20,8
Bookkeeper 193 100 51 2644 104 53.9 38 19.7
Ledger Clerk 14 100 7 50.0 7 50,0
Secretarial
cretary 141 100 2 1.4 115 8l.6 24 17.0
Stenographer 45 100 2 4.4 40 88,9 3 6.7
Ediphone/Dictaphone
Operator 2 100 1 50.0 1 50.0
Typist 22 100 15 68.2 7 31.8
Clerical
T Billing Clerk 22 100 1 4,5 17 77.3 4 18.2
Entry Clerk 1 100 1 100.0
File Clerk 8 100 1 12,5 5 62.5 2 26,0
Gen, Office Clerk 43 100 8 18.6 27 62.8 8 18.6
Order Clerk 4 100 2 50.0 1l 25.0 1 2540
Payroll Clerk 5 100 1 20.0 3 60,0 1 20.0
Shipping Clerk 7 100 6 86.7 - 5 1 14,3
Stock Clerk 35 100 30 35.7 ) 3.-6 2 5.7
Time Clerk &4 100 3 75.0 1 26.0
Sales
Retail Salamm 156 100 86 55.1 41 26,3 29 18.6
Wholesale Salesmsn 15 100 15 100.0
Department Manager 20 100 16  75.0 3  15.0 2 10.0
Insurance Salesman 5 100 5 100.0
Miscellaneous
Ceshier 49 100 7T 17.5 24 60.0 9 22,6
Collector 6 100 4 66.7 1 16.6 1 16,7
Delivery Boy/Girl 29 100 28  96.6 1 3.4
Machine Operator 15 100 10 66.7 5 38.3
Messenger 2 100 2 100.0
Office Boy/Girl 8 100 6 75.0 £ 280
Receptionist 10 100 10 100.0
Switchboard Op*'r. 12 100 12 100.0
TOTALS 888 100 290 32,7 445 50.1 153 17.2

1t thic tablo each employur wes oounted as a aaparato employer each tima he sup-
plied information concerning the sex preference for eny type of position listed.

This table should be read as follows: Of the 24 employers expressing a prefer-
ence for accountants by sex, 15, or 62.5 per cent, preferred men accountents,
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accounting positions; for all secretarial positions; for all clerical positions
except those for order clerks, shipping clerks, stock clerks, and time clerks;
and for the miscellasneous positions of cashier, machine operator, receptionist,
and switchboard operator. The employers preferred men for the following posi-
tions: accountant, shipping clerk, stock clerk, time clerk, all sales positions,
eollector, delivery boy, messenger, and office boy.

In Table IV a total of 7356 jobs in Pryor and Blackwell are distributed
according to the preference by sex specified by the employers. The data tsbu-
lated in Table IV lead essentially to the same conclusions as were arrived at
from en analysis of Table III.

It should be pointed out that the tabulations in Table III consist of
employer opinions. The number of replies does not approximate the number of
positions affected; neither does the number of replies approximate the actual
number of employers giving information since each employer was counted as a
separate employer each time he supplied information concerning the sex prefer-
ence for any type of position mentioned. In Table IV, the number of jobs
affected by the sex preference of sn employver is given; there is nothing,
however, to indicate the number of employers or businesses involved. Both
tables are useful, of course; but if there were some way of accurately com=
bining the two types of information, the resulting data should be of even
greater value.

Rate of Turnover of Business Employees. The rate of turnover in the vari-

ous types of positions for men, for women, snd for men and women combined is
shown in Tables V, VI, and VII, respectively. The employees represented in
Tables V and VI are from Blackwell and Enid, while Table VII contains data re-

garding the business employees of 3 towns = Blackwell, Enid, snd Pryor.



TABLE IV

DISTRIBUTION OF JOBS HELD BY THE VARIOUS TYPES OF EMPLOYEES
ACCORDING TO PREFERENCE BY SEX SPECIFIED BY FMPLOYERS

Total Positiops len Women To
Positions Represented Preferred Preferred Preference
Per Per Per Per

No . Cent No. Cent No. Cent o . Cent

Record Keeping

Accountant 17 100 12 70.6 & 2345 1 5,9

Bookkeeper 91 100 21 23.1 50 54.9 20 22.0

Ledger Clerk 1 100 1 100.0
Secretarial

Secretary 42 100 3 Tel 37 88.1 2 4.8

Stenographer 56 100 32 88.9 % 1l.1

Typist 11 100 & 36.4 7 63.6
Clerical

Gen, Office Clerk 20 100 6 30.0 12 60.0 2 10.0

Order Clerk 3 100 2 66.7 1 33,3

Shipping Clerk 2 100 2 100.0

Stock cl‘rk 41 100 26 35.4 14 54-1 1 205
Sales

Retail Salesman 41 100 151 44,3 64 18.8 126 36.9
Wholesele Salesman 38 100 $8 100.0

Department Manager 3 100 3 100.0
Miscell aneous
“Cashier 4 100 28  60.9 17  87.0 1 2.1
Delivery Boy/Girl 7 100 7 100.0
Mschine Operator 8 100 4 50.0 3 37.5 1 12,6
Office Boy/Girl 6 100 6 100.0
Receptionist e 100 4 100.0
Switchboard Op'r. 18 100 18  100.0
TOTALS 786 100 S01 4.0 267  36.3 167 22,7

1mn this table are included 9 part-time record keeping positions, 2 part-time
secretarial positions, 3 part-time clerical positions, and 30 part-time sales
positions, or a total of 44 parte-time positions, which could not be separated
from the full-time positions.

This table should be read as follows: Of the 17 accounting positions for which
a preference by sex was specified, men asccountants were preferred for 12, or
70.6 per cent.



TABLE V
RATE OF TURNOVER IN THE VARIOUS TYPES OF MEN EMPLOYEES

— o e
———

o Total
Newly Average lrurnovar -
Positions Employed Separated Number No. Per cent
Employees
Record Keeping
Accountant 5 2 29 2 6.9
Bookkeeper 18 8 58 8 13.8
Ledger Clerk 1 0 8 o 0
Secretarial
Secretary 0 0 2 0 0
Ediphone/Dictaphone Op'r.0 0 6 0 0
Typist 3 1 2 1 50,0
Clerical
g Clerk 0 1 9 0 0
File Clerk 1 1 1 1 100.0
Gen. Office Clerk 4 2 29 2 6.9
Order Clerk 1 1 2 2 5040
Payroll Clerk 0 0 ; (6] 0
Shipping Clerk 1 0 11 0 0
Stock Clerk 16 8 65 9 13.8
Time Clerk 2 1 1 1 100.0
Sales
Retail Salesmsn 77 58 813 58 18.6
Vholesale Seslesman 15 11 7% 11 18.1
Department Manager 0 0 60 0 o
Insurance Salesman 1 1 13 1 Ta7
Miscellaneous
Cashler 2 3 26 2 Te7
Collector 1 0 6 0 0
Delivery Boy 9 7 21 7 33.5
Mechine Operator 0 0 14 0 0
Messenger 0 0 2 0 0
Office Boy 3 0 5 0 0
TOTALS 160 106 747 104 13.9

- - - - -
- — ——_— -

llotutl number of replacements during lZ2-month period, represented by total

newly employed or total separated, whichever is smaller.

2Paroentago of net turnover based on average number of employees during 12«
month period.

Thie table should be read as follows: Five new men sccountants were hired and
2 were separated from their jobs, resulting in a 6.9 per cent turnover.



In only 5 positions did the turnover rate of men exceed 30 per cent. In
2 of these positions, file clerk and time clerk, there was an average of only
one employee each during a lZ-month periecd; and in another Z positions, typist
and order clerk, there was an average of 2 employees each during a 1Z-month
period. The other position, however, that of delivery boy, had en average of
21 employees during a 1l2-month period, Aside from the 5§ instances just men-
tioned, the position having the highest turnover rate of men was that of retail
salesman, In 11 of the positions for men there was no turnover; the 1l posi-
tions having no turnover were fairly evenly distributed among the 5 types of
employees,

Women had a turnover rate approximately 2% times that of the men. In two
positions, retail salesman and office girl, the turnover rate was considerably
higher than 50 per cent, Of the 5 types of employees, the one having the low=-
est turnover rate for women was the clerical employees. With the exception of
stock clerk, none of the clerical positions in which women were employed hed a
turnover rate of greater than 20 per cent, which is low when compared with
34,6 per cent, the over-all turnover rate for women.

In Table VII is provided a summary of Tebles V and VI. It shows the rate
of turnover of all workers in all positions to be 25.7 per cent. Of the 5 types
of employees, the clerical employees had the lowest over-all rate of turnover,
while the sales employees had the highest.

Minimum Age Requirements for Men Employees. Nine hundred seven jobs for

men are distributed in Table VIII according to minimum age requirements speci=-
fied by employers. Data from the Blackwell, the Enid, and the Pryor studies
comprise Table VIII. A number of part-time jobs are included in the table since
they could not be separated from the full-time positions. The minimum age spe-

cified by the employers for almost half of the positions was 18 years. Twenty
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TABLE VI
RATE OF TURNOVER IN THE VARIOUS TYPES OF WOMEN EMPLOYEES
“ Total
Hewly Average i Ternevay 5
Positions Employed Separated Eumber No. Per cent
Employees
Record Keeping
Accountant 1 1 7 1 14,3
Bookkeeper 50 40 131 40 0.5
Ledger Clerk 1 1 13 1 7.7
Secretarial
Secretary 35 30 95 30 1.6
Stenographer 24 15 55 16 2743
Ediphone/Dictaphone
Operator 1 0 11 0 0
Typist 19 12 36 12 33.3
Clerical
g Clerk 3 6 25 3 12.0
File Clerk 3 1 6 1 16.7
General Office Clerk 21 8 78 8 10.7
Order Clerk 0 1 7 0 0
Payroll Clerk 0 (¢} 8 0 0
Stock Clerk 8 6 9 3 5843
Time Clerk 0 0 1 0 0
Sales
Reteil Salesman 207 168 304 168 55.3
Department Manager 1 0 9 0 o]
Miscellaneous
Cashier 28 24 68 24 35.4
Collector 0 0 2 0 0
Machine Operator 8 & 54 & 11.8
Office Girl 5 5 8 5 62.5
Receptionist 1 1 8 1 16.7
Switchboard Operator 9 5 17 ] 29.4
TOTALS 420 328 927 321 4.6

—
- — -

lictusl number of replacements during l2-month period, represented by total

newly employed or total separated, whichever is smaller,

2Peroent¢ge of net turnover based on average number of employees during 12«

month period,

This table should be read as follows: One new women accountant was hired and
one was separated from her job, resulting in a 14.3 per cent turnover.



TABLE VII
RATE OF TURNOVER IN THE VARIOUS TYPES OF EMPLOYEES

?otal

Yewly Averesge __Turnover i
Positions Employed Separated Number No.™ Per cent”
Employees
Record Keeping
Accountant 6 3 36 3 Be3
Bookkeeper 78 50 216 50 28.1
Ledger Clerk Z 1 20 1 5.0
Secretarial
Secretary 38 31 106 31 29.2
Stenographer 41 22 68 22 3244
Ediphone/Dictaphone
Operator 3 0 17 0 0
Typist 27 14 45 14 3l.1
Clerical
~ Billing Clerk 3 7 33 3 9.1
File Clerk s 2 T 2 28.6
General Offiee Clerk 25 10 104 10 9.6
Order Clerk 1 2 ) 1 11,1
Payroll Clerk 0 0 9 0 0
Shipping Clerk 1 0 10 0 0
Stock Clerk 19 15 73 15 20.5
Time Clerk 2 1 2 1 50.0
Sales
Retail Salesman 337 250 710 250 35.2
Wholesale Salesman 23 15 82 15 18.3
Department Manager 2 1 62 1 1.6
Insurance Salesman 1 1 13 1 To7
Miscellaneous
Cashier %0 27 94 27 28,7
Collector p 2 0 i i 0 0
Delivery Boy/Girl 9 7 21 7 33.3
Machine Operator 8 4 47 kS 8.5
liessenger 0 0 2 0 0
office Boy/Girl 8 5 10 5 50.0
Receptionist 1 > § 2 1 50.0
Switchboard Operator 9 5 17 5 28,4
TOTALS 677 474 1822 469 25.7

lictusl number of replacements during l2-month period, represented by total
newly employed or total separated, whichever is smaller.

2Parcentage of net bturnover bssed on average number of employees during 12-
month period.

This table should be read as follows: Six new accountants were hired and 3
were separated from their jobs, resulting in an 8.% per cent turnover.



TABLE VIII

DISTRIBUTION OF JOBS HELD BY THE VARIOUS TYPES OF MEN EMPLOYEES
ACCORDING TO MINIMUM AGE REQUIREMENTS SPECIFIED BY EMPLOYERS

-
— -

¥inimun Aso_sgpciff§d by Employers

No re-
Positions’ 25 and quirefotal
14 15 16 17 18 19 20 21 22 23 24 29 over ment

Record Keeping

fccountant 10 1 o ol R 1 2 1 33
Bookkeeper 18 271 19 g 2 72
Ledger Clerk 5 1 2 8
Secretarisl
Secretary 1 1 2
Ediphone/Dicta-
phone Operator 6 6
Typist 1 2 4 7
Clerical
Clerk & 2 2 8
File Clerk 1 - §
Gen. Office Clerk 22 6 3 31
Order Clerk 1 1 2
Payroll Clerk 1 1
Shipping Clerk i 2 S ; Rt ; h e 11
Stock Clerk 1 4 54 & 8 3 1 4 3 82
Time Clerk 1 1
Seles
Retail Salesmen 5 31 § 213 3 40 39 3 4 25 2 21 9897
Vholessle Sslesman 1 31 o 1 27 g B85
Dept. Manager 2 5 5 39 51
Ins., Salesman 13 13
Miscellaneous
Cashier 21 11 5 37
Collector 2 1 PR - 5
Delivery Boy -7 i X 1 29
¥echine Op'r. 16 4 20
Messenger 1 1 2
Office Boy 1 2 3

TOTALS 1 6 44 9 426 3 96 117 10 10 1 88 60 37 907

Per cent of
807 ol o7 448 1 4649 o3 10.6 12,9 1ol 1ol o1 9.7 6.6 4.1 100
- ——_
1In this teble are included 4 part-time record keeping positions, 2 part-time
clerical positions, and 10 parte-time sesles positions which could not be seps-
reted from the full-time positions.

This table should be read as follows: In 10 of the 3% jobs for which employers
hired new men accountants the minimum age requirement was 18,
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TABLE IX

NUMBER OF EMPLOYERS SPECIFYING CERTAIN MINIMUM AGE
REQUIREMENTS FOR THE VARIOQUS TYPES OF MEN EMPLOYEES

e Spec y oyers

80 No re-
Positions 25- and quire-Total
4. 36 38 17" ¥I8-I0 &2 22 25 24 29 over ment

Record Keeping
Accountant 2 3
Bookkeeper e | N O
Ledger Clerk RN A

22
74
18

Nmt\a
o
L8]
n
-3
e«

(0 U

Secretarial
Socretary
Stenographer 1
Typist

PO O
)
]
o0 O i

Clerical
Billing Clerk
File Clerk
Gen. Off. Clerk
Order Clerk
Shipping Clerk 1
Stook Clerk 1 R
Time Clerk

et

[l o - v <] -
i

aSapeno

[
=~ 0D

Sales
Retail Salesmen 3 14 § 37 2 1% 1
Vholesale Salesman 1 4
Dept, Manager
Ins. Salesman

= o
=
-3

Miscellaneous
Tashier s 1 & 1
Collector 1 1 1
Delivery Boy I X5 & 3}0
Machine Op'r. 2 2
Messenger 1
Office Boy B 1 i

orpd a0

TOTALS I 4 3 1% 130 T S 8 T F & 4N 6 387

Per cent of
387 o8 10 8,6 3.6 0.7 18 12.4 I17.1 1.8 2.1 1 1l.4 6.7 18 100

11 this table each employer was counted as & seperate employer esch time he
supplied information concerning the age requirements for eny type of position
listed,

This teble should be read as follows: Of the 22 instences in which employers
hired new men accountants, in 2 instences employers stated they would hire new
men accountants at the age of 18 years.
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years, 21 years, and 256-2¢ years were each specified as the minimum age re-
quired for approximetely 10 per cent of the jobs.

Table IX shows the number of employers specifying any given age for the
varicus types of employees. The employers who geve the information recorded
in Table IX were from Enid, Pryor, snd Seminole. It is not known how meny
positions were affected by each reply ftebulated in Teble IX; however, it is be=
lieved that essentially the ssme conclusions may be drawn from Table IX as were
drewn {rom Table VIII since the percentages of employers specifying certesin
ages are quite similar to the percentages concerning job distribution.

Minimum Age Requirements for Viomen Employees. Over half the 1126 jobs dis-

tributed in Table X according to minimum ege requirements for women have 18
years as the minimum age requirement specified by employers in Blackwell, Enid,
and Pryor, Twenty years is the only other age specified for e significeant num-
ber of the positione for women, it being required for 14.7 per cent of the po-
sitions.

In Table XI are shown data given by 528 employers in Enid, Pryor, end
Semincle concerning the minimum age requirements for women in the vsrious types
of positions. The seme tendencies as were noted in Table X also prevail for
Table XI. Agein, 18 years is specified as the minimum age much more frequently
than is any other age.

The minimun age requirements for women business employees are quite simi-
lar to those for men business employees &8 revealed by &an examinalion of Tables
VIII through XI, Eighteen yesrs was specified ss the minimum age required more
frequently than eny otcher for both men and women.

Experience Requirements for the Various Types of Employees. Whether or

not experience is reguired for replacements in 2270 jobs i1s shown in Table XII.
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DISTRIBUTION OF JOBS HELD BY THE VARIQUS TYPES OF WOMEN EMPLOYEES
ACCORDING TO MINIMUM AGE REQUIREMENTS SPECIFIED BY EMPLOYEES

Minimum Age Specified by fﬁioyorn

o re-

Positions! 26- snd quiredbtal
14 156 16 17 18 19 20 21 22 23 24 29 over ment
Record Keeping
Accountant 4 2 1 7
Bookkeeper -0y B R RE AT L 2 164
Ledger Clerk 3T B 13
Secretarial
Secretary X 3 88 1 35 1N . S 1 106
Stenographer AW Ay 1= 75
Ediphone/Dicta~
phone Operator 10 1 11
Typist 4 37 & 2 1 48
Clerical
~ Billing Clerk . S TR § 1 24
File Clerk 7 7
Gen., Office Clerk 1 g 1 6 i 2 88
Order Clerk 3 1 2 1 7
Payroll Clerk 6 2 8
Shipping Clerk 4 4
Stock Clerk 2 &  fu 1 8
Sales
Retail Sales-
man 6 15 60 118 & B0 8 14 8 12 384
Dept. Manager 1 1 8 10
Miscellaneous
Cashier I 5.'% 3.% 13 5 -2 72
Collector i | 1
Machine Op'r. 20 g 10 1 35
Office Girl ) T 1 8
Receptionist | R SR 10
Switchboard Op'r. 16 16 3 35
TOTALS 6 15 87 13 622 24 165 84 48 24 18 1125

Per cent of
1125

e85 143 7.7 1.2 563 2.1 14.7 7.5

3 4.3 21 1.6 100

— e —_——

1

In this table are included 4 part-time record keeping positions, 2 part-time
secretarial positions, 1 part-time clerical position, snd 20 part-time sales
positions which could not be separated from the full-time positions.

This table should be read as follows:

In 4 of the 7 jobs for which employers

hired new women accountants the minimum sge requirement was 18.



TABLE XI

NUMBER OF EMPLOYERS SPECIFYING CERTAIN MINIMUM
AGE REQUIREMENTS FOR THE VARIOUS TYPES OF WOMEN EMPLOYEES

—_lAnimum Age Specified by Employerst

No re-
Positions 25- and quiredotal
14 15 16 17 18 19 20 21 22 23 24 29 over ment
Record Keep
Accountant 1 3 1 5
Bookkeeper e B8 -5 XY X Rk 2. 2 1 142
Ledger Clerk s 4 X s 2 2 22
Secretarial
Secretary 1 T 28 I 38 I8 2 6 2 69
Stenographer el Ape R S ;W 1 68
Ediphono/Diota—
phone Operator s § 1
Typist X R I8 2 - i 7 20
Clerical
g Clerk 10 3 : - 1 17
Entry Clerk 1 1
File Clerk 6 6
Gen. Office Clerk 1 2E X ) o 2 35
Order Clerk . 1 2
Payroll Clerk -1 2 5
Stock Clerk 1 & % 1 6
Time Clerk 1 1
Sales
" Retail Sales-
man - R T S G - R 4 b5 3 B 67
Dept. Manager 1 T )
Miscellaneous
Cashier : A% X e % 2 IR 27
Collector 2 2
Delivery Girl 3 3
Machine QOperator 5 g 'R 11
Office Girl 1 1 2
Receptionist 2 4 X 2 3 10
Switehboard Op'r. 1 11 12

TOTALS 2 3 28 156 249 23 86 60 S5 7 2 ¥ 10 4 528

Per cent of
528 od 6 5.3 %8B 471 44 165 1le4 9 1.3 4 6.4 19 .8 100
'In this table each employer was counted as a separate employer each time he
supplied information concerning the age requirements for any type of position
ligted.

This table should be read as follows: Of the & instances in which employers
hired new women accountents, in 1 instence the employer stated he would hire
new women accountants at the age of 18 years.




TABLE XII

DISTRIBUTION OF JOBS ACCORDING TO EXPERIENCE
REQUIREMENTS FOR NEW EMPLOYEES

Total Jobs Experience Experience
Positions® Represented M%red Not Required
No. Per cent No., Per cen Wo. Per cent
Record Keeping
Accountant 40 100 22 55.0 18 45,0
Bookkeeper 323 100 170 52.6 153 47.4
Ledger Clerk 21 100 11 52.4 10 47.6
Secretarial
Secretary 112 100 65 58.0 47 42,0
Stenographer 80 100 32 40.0 48 60.0
Ediphone/Dictaphone Op'r. 17 100 16 94,1 1 5.9
Typist 53 100 6 11.3 47 88,7
Clerical
Clerk 31 100 3 9.7 28 90.3
File Clerk 9 100 2 22,2 7 77.8
General Office Clerk 118 100 14 11.9 104 88,1
Operation Clerk 1 100 1 100.0
Order Clerk 9 100 2 2242 7 77.8
Payroll Clerk 9 100 4 44.4 5 55.6
Shipping Clerk 12 100 4 3343 8 66.7
Stock Clerk 92 100 22 23,9 70 7641
Time Clerk 2 100 2 100.0
Sales
Retail Salesman 886 100 320 36.1 566 63.9
Wholesale Salesman 85 100 42 49.4 43 50.6
Department Manager 83 100 82 98.8 1 1.2
Insurance Salesman 13 100 13 100.0
Miscellaneous
Cashier 119 100 77 64.7 42 3543
Collector 7 100 4 57.1 3 42.9
Delivery Boy/Girl 3 100 2 6.5 29 93.5
Machine Operator 48 100 29 60.4 19 39.6
Messenger 2 100 2 100.0
Office Boy/Girl 11 100 1 9.1 10 90.9
Receptionist 21 100 14 66.7 T 33,3
Switchboard Operator 35 100 3 8.6 32 91.4
TOTALS 2270 100 961 42,3 1308 577

—_ ]

11n this teble are included 14 part=time record keeping positions, 2 part-time
secretarial positions, 3 part=time clerical positions, and 30 sales part-time
positions which could not be separated from the fulletime positions.

This table should be read as followsi Of the 40 accounting positions for whih
the experience requirements were given, 22, or 55.0 per cent require experi-
ence,



The data concern 2221 full-time positions and 49 pert-time positions in Black-
well, Bristow, Enid, end Pryor. In slightly less than half, 42,3 per cent, of
the total positions represented, experience was required of new employees. How=
ever, variations existed among the various types of employees. Experience wss
required of new employees in over half of all types of record keeping positions.
In 2 types of secretarial positions, secretary and Ediphone/Dictaphone operator,
experience was required more than 50 per cent of the time. With the exception
of the position of operation clerk, over half of all types of clerical posi-
tions were available to persons without experience. Of the sales positions,
retail salesmen were required to have experience 36.1 per cent of the time;
wholesale salesmen were required to have experience almost exactly half the
time; and department managers and insurance salesmen practically always were
required to have experience. Cashiers, collectors, machine operators, and
receptionists were the only miscellaneous employees who must have experience
in over helf the cases.

Table XIII gives the number of employers in Enid, Pryor, and Seminole
who specified experience requirements for new employees., Only a few more than
half, 52,5 per cent, of the employers specified any experience requirements
for new business workers., With very few exceptions, the same conclusions
apply to Table XIII as apply to Table XII, Almost always when one table seems
to contradict the other, there is an inadequate sample either of employers!
opinions or of positions represented.

Education Requirements for New Employees. A brief examination of either

Teble XIV or Table XV reveals that for most business positions included in
this summary a high school education is the minimum education required by the
employers. Table XIV gives the distribution of 44 part-time and 2088 full-time

Jobs in Blackwell, Enid, MoAlester, and Pryor according to the minimum
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TABLE XIII
NUMBER OF EMPLOYERS SPECIFYING EXPERIENCE REQUIREMENTS FOR NEW EMPLOYEES

~ Total Employersl Experiemce Experience
Positions Represented Required Not Required
NWo. Per cent No, Per cent No. Per cent

Record-Keeping
Accountant 26 100 22 84.6 . 4 15.4
Bookkeeper 204 100 135 66.1 69 389
Ledger Clerk 28 100 13 46.4 15 53.6

Secretarial
Eeorsfary 76 100 54 71.1 22 28.9
Stenographer 60 100 25 41.7 35 58.3
Ediphone/Dictaphone Op'r. 2 100 1 50.0 1 50,0
Typist 22 100 3 13.6 19 86,4

Clerical

T Billing Clerk 22 100 3 13.6 19 86.4
Entry Clerk 1 100 1 100.0
File Clerk 8 100 2 25.0 6 75.0
General Office Clerk 46 100 13 28,3 33 T1.7
Order Clerk 4 100 1 2540 3 75.0
Payroll Clerk 5 100 1 20.0 4 80.0
Shipping Clerk 7 100 4 57.1 3 42,9
Stock Clerk 35 100 18 61.5 17 48.6

Sales
Retail Salesman 162 100 79 48.8 8% 51l.2
Tholesale Salesman 15 100 11 73.3 4 26.7
Department Menager 20 100 18 90.0 2 10.0
Insurance Salesman 5 100 6 100.0

Miscellaneous
Cashier 37 100 25 67.6 12 324
Collector 6 100 < 66.7 2 33,8
Delivery Boy/Girl 26 100 3 12,0 22  88.0
Machine Operator 15 100 8 5%3.3 T 46.7
Messenger 2 100 2 100.0
office Boy/Girl 8 100 8 100.0
Receptionist 10 100 3 30.0 7 70.0
Switchboard Operator 12 100 2 16.7 10 83.3

TOTALS 867 100 455 52,5 412 47.5

Im this table each employer was counted es a separate employer each time he
supplied information concerning the experience requirements for any type of
position listed.

This table should be read as follows: Of the 26 employers hiring new accoun=
tants, 22, or 84.6 per cent, required experience of new accountants.
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TABLE XIV

DISTRIBUTION OF JOBS HELD BY THE VARIOUS TYPES OF EMPLOYEES
ACCORDING TO MINIMUM EDUCATION REQUIREMENTS SPECIFIED BY EMPLOYERS

1 Tew Employee Must Have Completed

Positions Grade hool College Bus. Total
! RGB! 1 2 4 Col. None
Record Keeping
Accountant 10 d 1% 14 40
Bookkeeper 2 140 52 7 64 1 268
Ledger Clerk 8 13 21
Secretarial
ecretary 60 4 54 118
Stenographer 78 3 31 112
Ediphone/bictaphona Op'r. 17 17
Typist 70 4 74
Clerical
Clerk 1 26 & &1
File Clerk 5 3 8
Generel Office Clerk 2 121 2 16 141
Order Clerk T 2 9
Payroll Clerk 9 9
Shipping Clerk 1 8 3 12
Stock Clerk L 37 A4 2 3 20
Time Clerk 1 1 2
Sales
Rotail Salesman 26 48 2 14 5 572 5 1 4 g 781
Vholesale Sales-
man 1 5 56 13 ] 5 85
Dept. Manager 40 14 6 2 62
Insurance Sslesman 13 13
Miscellaneous
Cashier 99 4 6 109
Collector 3 3 1 7
Delivery Boy/Girl 15 7 7 29
Hachine Operator 36 12 48
Messenger 2 2
office Boy/Girl 10 1 11
Receptionist 10 10
Switchboard Op'r. 1 16 18 35
TOTALS 2B 75 2 T 5 14 5 111 3 2% )03 2142
Per cent of
2142 1,2 358 Jd BT 2 67,8 2 5.2 L4 N8 &8 100

y—
——r

l1m this teble are included 9 part-time record keeping positions, 2 part-time
secretarial positions, 3 part-time clericel positions, and 30 part-time sales
positions which could not be separated from the full-time positions.

This table should be read as follows: Of the 40 accounting positions for which
minimum education requirements were given, 10 had the minimum requirement of
high school graduation.




TABLE XV

NUMBER OF EMPLOYERS® SPECIFYING CERTAIN MINTMUM
EDUCATION REQUIREMENTS FOR NEW EMPLOYEES

ew ° % Have Completed
Pogitions rede ohool College Bus. Total

T 8. R 3 i 1 I  Col.
Record Keeping
Accountant 4 e 11 9 26
Bookkeeper 120 S 19 7 57 206
Ledger Clerk 26 2 2 4 4
Secretarial
ecre 40 1 5 22 68
Stenographer 1 1 10 60
Ediphone/Dictaphone Op'r. 2 2
Typist 17 1 & 22
Clerical
Clerk 4 10 11 22
Batry Clerk 1 1
File Clerk 5 1 2 8
General Office Clerk 1 - 28 1 1 12 46
Order Clerk 1 3 4
Payroll Clerk 2 1 2 5
Shipping Clerk 1 1 4 1 7
Stock Clerk > 1 3 27 1 /85
Time Clerk 2 2 4
Seles
Retail Selesman T RE wR 3% % BT 1 9 155
Wholesale Selesman 2 2 8 2 p i 15
Department Manager 8 7 4 1 20
Insurance Selesman & 1 5
Miscellaneous
Cashier 1 52 1 3 7
Collector 2 2 2 6
Delivery Boy/Girl 11 ¢ 6 2
Machine Operator 7 2 6 16
Messenger 1 1l 2
Office Boy/Girl 2 1 5 8
Receptionist i0 10
Switehboard Operator Z 10 12
TOTALS 2 & 2 %W 4 5% 11 bH4 2B 162 866
Per cent of
856 2 B8 42 B5 5 6589 1.3 6.3 27 178 100

1mn this teble each employer was counted as a separate employer each time he
supplied information concerning the education requirements for any type of po=-

sition listed.

This table should be read as follows: Of the 26 employers hiring new account-
ants and specifying minimum education requirements, 4 require new accountants
to have at least a high school education,



education specified by employers. Table XV is a compilation of the education
requirements of 856 employers in Enid, Pryor, and Seminole.

Fewer than ten per cent of the positions and/or employers have a minimum
education requirement of less then 4 years of high school. DBusiness college
training is required for 1l.8 per cent of the jobs and by 17.8 per cent of the
employers. One or more years of college education is recuired for approxi=-
mately ten per cent of the business positions and by about the same per cent
of employers. The tﬁo of positions which have the highest education require-
ments is the record keeping positions, over half of which require further
treining after high school graduation.

Number of New Employees During a l2-Month Period. The number of new em-

ployses hired during a l2-month pericd in Blackwell, Enid, Pryor, end the oil
companies is given in Table XVI. The table includes all workers who were newly
employed, whether for replacements or for newly created positions. Actual
detes of the l2-month period covered in Table XVI varied with each study from
which information was obtained. In Blackwell and Enid the 1l2-menth pericd
began late in 1948 and ended in 1949; the Pryor study covered the calendar
year of 1948, Both of the surveys made of the oil companies gave the number
of newly employed secretarial workers or record keepers for what was considered
to be a "normal business year." Several of the personnel managers of the oil
companies nemed 1948 and 1949 as "normal,” but the majority of them did not
designate a specifio year.

Although only 15 oil companies were surveyed and only Z types of employees
considered, almost as many workers were hired in the oil industry as in the 3
towns of Blackwell, Enid, snd Pryor combined., For the person wishing to enter
the reccrd keeping or secretarisl field, this fact should be of significance.

In Blackwell, Enid, and Pryor the position for which the greatest number of



TABLE XVI

NUMBER OF NEW EMPLOYEES DURING A 12-MONTH PERIOD

Newly Employed in Total
Positions 0il Fumber of
Blackwell PEnid Pryor  Companies New Employees
Record Kespi
Lceoimtmntﬁ 1 5 11 17
Bookkeeper 18 50 12 92 172
Ledger Clerk 2 143 145
Secretarial
~—Seerstary 14 21 3 27 65
Stenographer ] 18 17 356 897
Ediphone/Dictaphone Op'r. 1 1
Typist 22 5 27
Clerical
g Clerk 3 3
File Clerk 4 4
General 0ffice Clerk 3 22 2 27
Order Clerk 1l 1
Shipping Clerk 1 1 2
Stock Clerk 8 11 6 25
Time Clerk 2 2
Sales
T Retail Salesman 58 226 53 337
Vholesale Salesman 10 5 8 23
Department Manager 1 1 2
Insurence Salesman 1 1
Miscelleneous
Cashier T 23 1 .81
Collector 1 1
Delivery Boy/Girl 9 8 17
Machine Operstor 1 7 8
Office Boy/Girl 5 3 8
Receptionist 1 1 2
Switchboard Op'r, 2 7 6 16
TOTALS 133 447 124 629 1333
Per cent of :
1333 10.0 3345 9.3 47.2 100

This table should be read ss follows: One accountant wes newly employed in
Bleckwell, § eccountants were newly employed in Enid, and 11 accountants were
newly employed by the oil companies during a 12-month period, meking a total
of 17 newly employed accountents for a lZ2-month period.
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new employees was hired wes the position of retail salesman. There was also a
considerable number of newly employed bookkeepers, secretaries, and stenograph-
ers in these towns. Probably e great many of the newly employed retail seles-
men, secretaries, snd stenogrephers can be accounted for by the fact that the
turnover rate for these positions is considerably sbove the average.

Number of Employees Performing Selected Duties, Table XVII shows the num-

ber and percentage of the various types of employees in Blackwell, Enid, Pryor,
end the public schools who perform selected duties, FEach duty mentioned in the
table wes included by all four studies in their respective interview schedules,
Selling was the duty performed by the largest number of the total employees,
54,5 per cent, with typewriting being performed by about the same per cent,
50.8. Taking dictetion end transeribing was performed by fewer employees than
any of the other duties.

It may be concluded from Table XVII that most business employees perform
e veriety of duties, some of which are not necessarily related to their job
title. The fact that so meny of the employees sell end typewrite should be of
special significance,

Number of Employees Operating Certain Machines. The number end percen=

tage of 2061 employees operating certain mechines is givem in Table XVIII.
Data in the table were taken from the surveys in Bleckwell, Enid, Fryor, =nd
the public schools, Information is given about only the machines common to
ell 4 surveys.

Two machines, the adding machine and the calculator, were used by a sige
nificent number of the employees represented. Approximately half the employees
used the adding machine, and what is perhaps of even more importance, at least
e few employees of every classification used it. The caloulator was used by

29,5 per cent of the employees. The other three machines, the addressing machine,



TABLE XVII

NUMBER END PERCENTAGE OF THE VARIOUS TYPES OF EMPLOYEES PERFORMING SELECTED DUTIES

o - -
e ——— s

e

|

Apply
Knowledge
of
Take Bookkeeping
Total Dictation Prineciples
1 Employees and and
Position Represented Type File Transeribe Practices Sell
Per Per Per Per Per Per

No., Cent No. Cent No. Cent DNoe. Cent No. Cent No. Cent

Record Keeping

Accountent 87 100 26 70,3 15 40.6 2 5.4 87 100.0 , R
Bookkeeper 275 100 216 78,1 177 64.4 24 8,7 269 97.8 88 22,0
Ledger Clerk 21 100 21 100,0 13 61.9 21 100.0 4 19.0

Secretarial

~Secretary 190 100 190 100.0 187 98.4 163 85.8 167 87.9 5
Stenographer 77 100 77 100.0 77 100.0 77 100.0 38 49.4
Ediphone/Dictaphone Op'r. 17 100 17 100.0 12 70.6
Typist 51 100 51 100.0 45 88,2 T 18.7

Clerical

T Billing Clerk , 31 100 31 106.0 _ 1z 38.7
File Clerk 8 100 8 100.0 8 100.0 2 25,0
General Office Clerk 1LY 206 117 1000 102 87,2 B 174 &8 12 % 30.8
Order Clerk 9 100 7 T7.8 6 6647 X 8 88.9
Payroll Clerk 9 100 9 100.0 9 100.0 9 100.0
Shipping Clerk 12 100 5 ' 28.0 1 8.3 2 16.7
Stock Clerk 88 100 45 51,1 9 0.2 $ 8.4 16 18.2
Time Clerk 2 100 2 100.0 2 100.0 2 100.0

1This table includes 5 part-time bookkeepers which could not be separated from the fulletime employees.

This table should be read as follows: Twenty-six, or 70.3 per cent, of the 37 accountants repressented per-
formed typewriting duties.

144



TABLE XVI1I

NUMBER AND PERCENTAGE OF THE VARIOUS TYPES OF EMPLOYEES PEXRFORMING SFLECTED DUTIES

( CONCLUDED)
Apply
Enowledge
of
Take Bookkeeping
Total Dictation Principles
Employees and and
Position Represented Type File Transcribe Practices Sell
Per Per Per Per Per Per

No. Cent No. Cent No. Cent No. Cent No. Cent Noe Cent

Sales
Retail Salesman 761 100 62 8.8 78 10.4 77 10.2 761 100.0
Wholesale Salesmen 86 100 24 28.2 13 15.5 2 2.4 86 100.0
Department Mensger 62 100 35 66.5 3 4.9 3 4,9 43 6S.4
Insurance Salesman 13 100 10 76.9 3 231 15 100.0
Miscellaneous
Cashier 109 100 67 52,3 37 85,9 4 ST 41 376 60 55.0
Collectoer 7 100 5 Tl.4 S 42,9
Delivery Boy/Girl 29 100 18 55,2
Kachine Oporntor 48 100 48 100.0 31 8406 2 4,2 28 68,3 4 Bed
Office Boy/Girl 11 100 9 8l.8 8 72.7 3 2.3 6 54.6 S S |
Receptionist 10 100 5 50.0 8 80.0 2 20.0
Switchboard Operator 86 100 5 14,3 6 17.1 1 2.8
TOTALS 2106 100 1070 50.8 850 40,3 295 14,0 803 38,1 1148 54,5




TABLE XVIII
NUMBER AND PERCENTAGE OF THE VARICUS TYPEE OF EMPLOYEES OPERATING CERTAIN MACHINES

?otﬁ

Pmployees Adding Addressing Ediphone
Renresented Mechine Calculator Machine Himnoﬁgagh Dietaphone
Position Per Per Per Per Per Per

No. Cent No. Cent No, Cenit No. Cent No. Cent No e Cent

Record Keeping

Accountant 37 100 26 T70.3 0 8l.1
Bookkeeper 2% 100 228 97.0 159 69,1 21 9.1
Ledger Clerk 21 100 21 100.0 20 96.2 5 23,8
Secretarial
Secretary 1%0 100 39 20.6 62 32.6 15 7.9 96 B0.6 28 12,1
Ediphone/Dictaphone Op'r. 17 100 5 29.4 S 17.7 17 100.0
Typist 51 100 33  64.7 18 35.4 11 21.6
Clerical
Billing Clerk 31 100 20 64.5 27 87.1 21 67.7
File Clerk 8 100 1 12,5
General Office Clerk 117 100 53 45,3 40 34,2 3 2.6 22 18.8
Order Clerk 8 180 4 44,4 6 5b6.6
Payroll Clerk ¢ 100 3 38.3
Shipping Clerk 12 109 4 38,3
Stock Clerk 88 100 67 ©64.8 26 2045 1 1,1
Time Clerk s 100 2 10040 2 100,0

This table should be resd as follows:

Twenty-six, or 70.3 per eent, of the 3
bonste sy oo gl i ’ p » O e 37 sccountants represented



NUMBER AND PERCENTAGE OF THE VARIOUS TYPES OF EMPLOYREES OPERATING CERTAIN NMACHINES

TABLE XVIII

(CONCLUDED)
-Tg-m —
Employees Adding Addressing Ediphone
Represented Machine Calculator Machine Mimoogragh Dictephone
Position Per Per Per Per Per Per
No. Cent No. Cent No. Cent No. Cent HNo. Cent Noe Cent
Sales
Retail Salesmen 761 100 2908 89.4 68 fel 1 el
Vholesale Salesman 856 100 19 22,4 4 8.2
Department Msnager 62 100 58 856.6 23  37.1 6 8,1
Ingurance Salesmsn 13 100 T 53,8 $ 25,1
Miscellaneocus
Cashier 109 100 62 5649 45 41,3
Collector T 166 2 28,6 3 42,9
Machine Operator 48 100 81 64.6 3% 68.8
Office Boy/Girl 11 100 4 3644 1 9.1
Receptionist 10 100 3 30.0
Switchboard Operator % 100 2 5.6 2 5.6
TOTALS 2061 100 1012 49,1 608 29.5 71 3.4 148 7.2 55 27

H

e e e e e e
e e e . . e .

i




the mimeograph, snd the Ediphone or Dictaphone, were each used by fewer than
ten per cent of the employees, The table shows that these latter machines

:

wore more commonly used by cerbain types of employses thun by others.

& more delballed enslysis of the implieations of the veriocus requiremsnis

and dubties of each classification of employee is made in the following chap-



CHAPTER IV
RECORD KEEPING POSITIONS

Eight occupational studies covering 10 different towns comprise the
data from which this chapter was constructed., Seven of these 8 surveys were
mede of business opportunities in medium~sized Oklshoma towns; the eighth
was a specialized study of record keeping employees in 14 oil companies lo=-
cated in 3 of Oklahoma's larger cities. Any significant differences occur-
ring between the oil company employees snd the record keepers of the smaller
towns are noted in the context as they arise.

Terminology. In a majority of the studies included in this summary the
term "Record Keeping" was used as a broad term to include all positions per-
taining to that field regardless of the skill required in the position. All
of the studies designated the highest ranking record keeping position to be
that of "Accountant"; and with one notable exception they all agreed that
the next ranking position was that of "Bookkeeper"” and that the lowest rank=-
ing position was that of "L.edger Clerk." The exception was the study of the

0il companies, which used the terms "Accounting Clerk" and "Record Keeper"

to describe the second ranking and the lowest ranking positions, respectively.

For practical purposes, the mesnings of "Bookkeeper" and "Accounting Clc:ur'it:'1
are so nearly alike that the terms could be used interchangeably as could
the terms "Ledger Clerk" and "Record Keeper," which also have meanings that
are practically identical. To avoid confusion, however, the rule of the

majority will be followed; and the terms "Accountant," "Bookkeeper," and



"Ledger Clerk" will be used to represent the 3 levels of record keeping em-
ployees throughout this study.

Distribution of Record Keepers. Tables XIX and XX show the geographical

distribution of full-time and part-time record keeping employees, respective-
ly, with a division as to specific position. The date in Teble XIX indicate
that a mejority of the record keepers in the Oklahoma Towns represented are
employed as bookkeepers, There are one~-half as many ledger clerks as there
are bookkeepers and an even smaller number of asccountents. Since the total
number of employees is rather large, 2,244, it is believed that the data in
this chapter represent a feirly reliable sampling of record keepers in Okla-
homa,

Table XX reveals that opportunities for part-time record keepers are
apparently quite limited. Practically all of the part=time record keeping
positions that do exist are for bookkeepers. The small number of part-time
record keepers may indicate either that there are very few part-time workers
in this field or that the original investigators simply disregarded all part-
time workers, With the exception of Table XXII, all further tebles in this
chapter contain information concerning full-time workers only, except where,
in one or two instances, the original investigator failed to make a distinc-
tion between full-time and part-time workers,

Division of Record Keepers by Sex. A division of the record keepers

according to sex is mede in Tables XXI and XXII. Since the 30 bookkeepers
in McAlester were not divided as to sex, they could not be included in Table
XXI, which otherwise is merely a further breakdown of Table XIX., The 4 part-
time record keepers from Blackwell - 1 accountant and 3 bookkeepers - were
not divided as to sex, so they had to be omitted from TableXXII, which is a

breaekdown of Table XX,



TABLE XIX

GEOGRAPHICAL DISTRIBUTION OF FULL-TIME RECORD KEEPING
EMPLOYEES IN SPECIFIC RECORD KEEPING POSITIONS

lumbe;=:r """'?ﬁiﬁiifhr Employees

Businesses Account- Ledger
Surveyed ants  Bookkeepers Clerks Total
Bartlesville 2 89 149 137 375
Blackwell 124 14 53 67
Bristow 107 42 42
Enid 101 23 145 20 188
McAlester 76 30 30
Ponea City 1 39 202 215 456
Pryor 87 32 5 33
Seminole 136 5 13 136
Stillwater 45 40 40
Tulsa 11 202 424 251 877
TOTALS 689 372 1248 624 2244

“Per cent of

2244 16.6 56.6 27.8 100

This table should be read as follows: The 2 businesses in Bartlesville in-
cluded in this survey employed 89 accountants, 149 bookkeepers, and 37 ledger
clerks, or a totel of 376 full~time record keepers.
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TABLE XX

GEOGRAPHICAL DISTRIBUTION OF PART-TIME RECORD KEEPING
EMPLOYEES IN SPECIFIC RECORD KEEPING POSITIONS

Number of Number of Employees
Businesses Account-
Surveyed ants Bookkeepers Total

Blackwell 124 1 3 4
Bristow 107 ' 7 7
Enid 101 1 8 9
Pryor 87 3 6 9
Stillwater 45 5 5

TOTALS 464 5 29 34
Per cent of

34 14.7 85.3 100

This table should be read as follows: The 124 businesses in Blackwell in-
cluded in this survey employed 1 part~time accountant end 3 part-time book-
keepers, or a total of 4 part-time record keepers. The studies mentioned
no pert-time ledger clerks.



AADLLD AAL

DIVISION OF FULL-TIME RECORD KEEPERS ACCORDING TO SEX

Number of Employees
Accountants Bookkeepers Ledger Clerks Total

Location Come= Com= Com= Com~

Men Viomen bined HMen Viomen bined Men TViomen bined Men Vomen bined

e e T o e - ——
—_— = —— e -_— e —— e t——

Bartlesville 84 5 89 124 25 149 107 30 137 3156 60 3756
Blackwell 9 5 14 13 40 53 22 45 67
Bristow b 37 42 b 37 42
Enid 21 2 23 49 96 1456 7 13 20 77 111 188
Poneca City 39 39 177 25 202 170 45 215 386 70 456
Pryor 9 23 32 1 1l 10 23 33
Seminole 3 2 5 39 92 131 42 94 136
Stillwater n 5 36 40 5 36 40
Tulsa 187 b 202 348 76 424 141 110 2561 686 191 877
TOTALS 353 19 372 769 449 1218 428 198 524 15648 666 2214

~ Per cent of

men and women 94,9 5,1 100 63.1 36.9 100 68.3 31.7 100 69.9 30.1 100

o s ut o

company employees 33 9 42 120 323 443 8 13 2l 161 345 506
Per cents without oil

company employees 78.6 21.4 100 27.1 72,9 100 38,1 61.9 100 3l.8 68.2 100

= — e ——— T - e ———— -
p— — e ————— e e e ——— e e e st = — —_—

This table should be read as follows: Of the 89 accountants employed in Bartlesville, 84 were men and
5 were women.

2s



TABLE XXII

DIVISION OF PART-TIME RECORD KEEPERS ACCORDING TO SEX

— —
-

il

Humber of Employees

Accountants ~Bookkeepers Total

Com= Com- Com=-

Men Tomen bined Men Women bined Men Women bined
Bristow ) | 8 7 1 6 7
Enid 1 1 1 7 8 2 7 9
Pryor 3 3 1 5 6 4 5 9
Stillwater 3 2 5 ] 2 6
TOTALS s X 6 20 26 10 20 20

Per cent of

men and women 100 100 23,1 76.9 100 333 66.7 100

o -

This teble should be read as followss There were no part-time accountants employed in Bristow. Of the
7 part-time bookkeepers, 1 was a men and 6 were women, The studies mentioned no part-time ledger clerks,

29
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The date in Table XXI lead one to the conclusion that far more men than
women are employed in the record-keeping field. However, if the oil company
employees are not included, the picture is exactly reversed insofar as the
bookkeepers and ledger clerks are concerned., This is probably due in no small
part to the practice that smaller businesses have of hiring as bookkeeper
someone who can also do secretarial work and the tendency to use women for
secretarial work; while in the o0il companies a bookkeeper does nothing but
"keep books" and perhape uses the bookkeeping position as a stepping stone
to one as an acoountant, a position for which men are preferred even in small
businesses. In order that the difference in the division of record keepers
might be clearly observed, 2 extra lines were added at the bottom of Table
XXI. The first added line shows the totals of the divisions of record keepers
excluding the oil company employees of Bartlesville, Ponca City, and Tulsa.
The second added line shows corresponding percentages for the record keepers
who work in smaell tusinesses. The 2 sets of percentages presented in the
table and their differences should be of interest to a person plamning to
enter the record keeping field.

The data for the part-time record keepers in Table XXII show that, while
only 4 part-time accountants are employed, all are men, Of the 28 part-time
bookkeepers, 20 are women, In all parte-time record keeping positions, women
outnumber men 2 to 1.

Preferences for Record Keepers by Sex. Table XXIII presents the prefer-

ences for men and for women record keepers as compiled from opinions expressed
by 231 employers in Enid, Seminole, and Pryor. Most of the employers who gave
a sex preference for their accounting positions preferred men for those posie-
tions. However, women were preferred by a majority of the employers for all

other types of record keeping positions.



EMPLOYERS' PREFERENCES FOR RECORD KEEPING EMPLOYEES BY SEX

TABLE XXIII

56

2 oyers Viomen Wo
nglyin§ Preferred Preferred Preference
er Per Per Per
No. Cent No. Cent No. Cent No. Cent
Accountant 24 100 15 82.5 4 16.7 5 20.8
Bookkeeper 193 100 51 26.4 104 53.9 38 19.7
Ledger Clerk 14 100 7 50.0 7 50.0
TOTALS 231 100 66 28,6 115 49.8 50 21.6

l11n this teble each employer was counted as & separaste employer esch time he
supplied information concerning the sex preference for any type of record keep-

ing position listed.

This table should be read as follows:

Of the 24 employers expressing a prefer-

ence for accountants by sex, 15, or 62.5 per cent, preferred men accountants.
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In Teble XXIV are given data regarding the number of record keeping posi-
tions for which women are preferred on each employment level, the number for
which men are preferred, and the number for which no preference was expressed.
This information was available for the 109 record keeping positions found in
Pryor and Blackwell, which include 9 partetime and 100 full-time positions.

Since the data in Table XXIII do not give any indication as to how many
positions are represented by each employer's preference, the information is
not as valusble as it would be were the number of positions involved known,
This omission is overcome in Table XXIV, but here there is nothing that would
indicate the number of employers represented. A similar situation exists in
a number of the tables in this and succeeding chapters. It would seem that
an effort should be made to combine the 2 types of information. In the sur-
veys of smaller businesses, ss in the case of the data presented in Tasble XXIII,
the diserepancy between the number of positions and the number of preferences
expressed is not likely to be very great; however, as will be pointed out
later, in the cases of the 14 large oil companies, the difference is so large
as to be ont;irély misleading.

Al though they represent employers from different towns, Tables XXIII and
XXIV set forth findings of a surprisingly similar nature. In both instances,
men are preferred for approximately 30 per cent of the positions and women,
for approximately 50 per cent, with no preference given for the remaining 20
per cent. The position of accountant is the only one for which there are
more preferences for men than for women. These facts are entirely in keeping
with the employee distribution found in the 2 added lines at the bottom of
Table XXI.

Rate of Turnover of Record Keepers., Women record keepers have a turn-

over rate that is approximately two and one half times the turnover rate for
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TABLE XXIV

DISTRIBUTION OF JOBS HELD BY RECORD KEEPERS
ACCORDING TO PREFERENCE BY SEX SPECIFIED BY EMPLOYERS

Total Positions Ten Women To
Represented Preferred Preferred Prefergnco
Per Per Per Per
No. Cent No. Cent Ho. Cent No. Cent
Accountant 17 100 12 706 4 23.5 1 5.9
Bookkeeper ) § 100 21 23.1 50 54,9 20 22.0
Ledger Clerk 1 100 : 100.0

TOTALS 109 100 33 0.3 54 49.5 22 20.2

.- - — = g
- - — —

]'In this table are included 5 part-time record keeping positions which could
not be separated from the full=time positions.

This table should be read as follows: Of the 17 accounting positions for which

a preference by sex was specified, men accountants were preferred for 12, or
70.6 per cent.
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men, as revealed in Tables XXV and XXVI, The position of bookkeeper has the
highest rate of turnover for both men and women; and the position of ledger
clerk has the lowest, although the total average number of ledger clerks repre-
sented is so low as to render this per cent of turnover of doubtful signifi-
cance,

Tebles XXV and XXVI present data from 2 towns - Blackwell and Enid; while
Table XXVII contains information from & towns - Blackwell, Enid, and Pryor.

Minimum Age Requirements for Men Record Keepers., Table XXVIII shows the

distribution of 113 record keeping positions according to minimum sge require-
ments for men specified by employers in Pryor, Blackwell, and Enid., There are
4 partetime positions included in this table which could not be separated from
the fulletime positions. A majority of the asccounting positions have an age
requirement of 21 years or older, with 13 of the 33 positions regquiring that
the applicant be in the 256« to 29-year-old group. This would seem to indi-
cate that a considerable amount of training and/or experience after leaving
high school is required of accountants. A majority of the bookkeeping posi-
tions carry en age requirement of 20 years or younger, with a considerable nume
ber also having the requirement of 21. Very few bookkeeping positions have
an age requirement greater than 21, The greatest number of the positions for
ledger clerks have a minimum age requirement of 18, The lower minimum age
requirements in the cases of the positions for bookkeepers and ledger clerks
are probably due to the fact that these positions do not require as high a
level of skill as that of the accountant.

In Table XXIX ere given the minimum age requirements for men record keepers
as expressed by 114 employers in Pryor, Seminole, Enid, Ponca City, Bartlesville,
and Tulsa. The same tendencies as were shown to exist in Teble XXVIII may also

be observed here. The positions of accountent, bookkeeper, and ledger clerk
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TABLE XXV

RATE OF TURNOVER IN MEN RECORD KEEPERS DURING 12-MONTH PERIOD

Total

Newly Average T Turnover
Position Employed Separated Number No. Per cent?
Employees
Accountant 5 2 29 2 6.9
Bookkeeper 18 8 58 8 15.8
Ledger Clerk 1 8 0 0
TOTALS 24 10 95 10 1045

1actual number of replacements during 12-month period, represented by total
newly empleoyed or total separated, whichever is smaller,

2Porcentage of net turnover based on average number of employees during 12-
month period.

This table should be read as follows: Five new men accountants were hired
and 2 were separated from their jobs, resulting in a 6.9 per cent turnover.



TABLE XXVI

RATE OF TURNOVER IN WOMEN RECORD KEEPERS DURING

- —

12-MONTH PERIOD

Il

e ~ Total =~
Position Newly g T
Employed Separated Employees No.l Per cent?
Accountant 1 1 7 1 14,3
Bookkeeper 50 40 131 40 30.5
Ledger Clerk 1 1 13 1 77
TOTALS 52 42 151 42 27.8

- —— -
—— —

IAct'ual number of replacements during 12-month period, represented by total
newly employed or total separated, whichever is smaller,

2Percentaga of net turnover based on average number of employees during 12-

month period.

This teble should be read as follows:

One new woman accountaent was hired snd

one was separated from her job, resulting in a 14.3 per cent turnover.
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RATE OF TURNOVER IN RECORD KEEPERS DURING 12-MONTH PERIOD

—_— — = = > g —— == —
Newly Average Turnover "
Position Employed Separated Number Eo:r Per cent
Employees

Accountant 6 3 36 3 8.3

Bookkeeper 78 50 216 50 238.1

Ledger Clerk 2 1 20 1 5.0
TOTALS 86 54 272 54 19.8

e e

—— e e — -

1

Actual number of replecements during lZ2-month period, represented by total
newly employed or total separated, whichever is smaller.

zPemntage of net turnover based on average number of employees during 12-

month period,

This table should be read as follows: Six new accountants were hired and 3
were separsted from their jobs, resulting in an 8.3 per cent turnover.
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TABLE XXVIII

DISTRIBUTION OF JOBS HELD BY MEN RECORD KEEPERS
ACCORDING TO MINIMUN AGE REQUIREMENTS SPECIFIED BY EMPLOYERS

- Winimm Age Specified by Lmployers

1 No re-
Position 25«- and quire- Total

18 20 21 22 23 29 over ment
Accounteant 10 1 3 2 1 13 2 1 33
Bookkeeper 18 27 15 6 2 72
Ledger Clerk 5 1 2 8
TOTALS 33 29 24 2 i 18 4 . 113

Per cent of

118 20.2 5.7 D2 A8 9 188 3,6 .9 100

]

11 this table are included 4 part=time record keeping positions which could
not be separeted from the full-time positions.

This table should be read as follows: In 10 of the 33 jobs for which employers
hired new men accountants the minimum age requirement was 18.
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still have progressively lower age requirements, al though the age requirement
spread is considerebly wider, It should be noted that, since the 14 oil com=
panies are each counted as but one employer each, the figures in Table XXIX
do not approximate the actual number of positions.

Minimum Age Requirements for Women Record Keepers. Table XXX shows the

distribution of 184 record keeping positions according to minimum age require-
ments for women specified by employers in Pryor, Blackwell, and Enid, There
are b part-time positions included in this table which could not be separated
from the full-time positions. The number of accounting positions for which
data were available is so smel 1 that sny conclusions which might be drawm
from such an inadequate sampling would be of very doubtful value. The mini-
mum age at which most of the bookkeeping positions, of which there is a much
better representation, are available is 18, a requirement that is somewhat
lower than that for the men bookkeepers. The greatest number of the positions
for women ledger clerks has a minimum age requirement of 18, a fact which wss
also true regarding the positions for men ledger clerks. A comparison of the
2 sets of data given in Tables XXVIII end XXX indicates that, insofar es minie
mun age requirements are concermed, the opportunity for women high school
graduates who, with no further tralning, seek employment in the record keeping
field is considerably greater then it is for men.

In Table XXXI is presented a tabuletion of the minimum ege requirements
for women record keepers as specified by 165 employers in Pryor, Seminols,
Enid, Ponca City, Bartlesville, and Tulsa., Generally, Tables XXX and XXXI
show the same age requirement tendencies. Again, however, in the case of
the accounting positions, there are not enough employers represented to give
en accurate picture. Fifty-six of the 142 employers giving s minimum age re=

quirement for women bookkeepers specified a minimum age of 18, but almost as
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TABLE XXIX

NUMBER OF EMPLOYERS SPECIFYING CERTAIN MINIMUM AGE
REQUIREMENTS FOR MEN RECORD KEEPERS

Winimum Age Specifled by Fmployers:
No re-
Position 26- end quire- Total

17 18 19 20 2 22 23 26 29 over ment
Accountant 2 3 2 2 1 8 3 1 22
Bookkeeper 1 15 2 17 21 2 2 2 7 3 2 74
Ledger Clerk 8 1 2 2 2 3 18

TOTALS 1 26 3 22 25 & 3 3 15 6 6 114

Per cent of
114 «9 2.9 20 18,3 2.9 3:5 2.6 2.8 131 5% 5.2 100

1rn 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 teble should be read as follows: Of the 22 instances in which employers
hired new men accountants, in 2 instances employers stated they would hire new
men accountents at the age of 18 years.
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DISTRIBUTION OF JOBS HELD BY WOMEN RECORD KEEPERS
ACCORDING TO MINIMUM AGE REQUIREMENTS SPECIFIED BY EMPLOYERS

Minimum Age Specified by Employers

1 %0 No re=
Pogition 25- end quire-~ Total

16 17 18 .19 20 2. 28 & 29 over ment
Accountant 4 2 1 7
Bookkeeper 1 2 89 2 25 17 3 3 19 2 2 164
Ledger Clerk 9 1 3 13
TOTALS 1 1 102 3 28 j B 3 3 21 2 3 1384

Per cent of

184 .6 «6 56.4 1.6 15.2 9.3 1.6 1.6 11.%4 1,1 1.6 100

11n this table are included 4 part-time record keeping positions which could
not be separated from the full-time positions.

This table should be read as follows:

In 4 of the 7 jobs for which employers

hired new women sccountents the minimum sge requirement was 18.
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TABLE XXXI

NUMBER OF EMPLOYERS SPECIFYING CERTAIN MINIMUM AGE
REQUIREMENTS FOR WOMEN RECORD KEEPERS

e

“Jiinimum Age Specified by Employers:
o re=

Position 26~ end quire-Total
16 17 18 19 20 21 22 2% 24 29 over ment

Accountant 1 3 1 5
Bookkeeper S R 88 -8 % 1 B 232 2 3 142
Ledger Clerk > B | AR A 2 2 22

TOTALS - S T SENE RS SRR JURE SRS JONE BN ¢ REE RV 169

“Per cent of
169 1.8 1.8 39,6 41 231 124 .6 l.2 1.2 10.6 1.2 24 100

1in this table each employer was counted as a separate employer each time he
supplied information concerning the age requirements for eny type of record
keeping position listed.

This teble should be read as follows: Of the 5 instances in which employers
hired new women accountants, in 1 instance the employer stated he would hire
new women accountants at the age of 18 years,
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many specified either 20 or 21 as the minimum, If the average minimum age
requirement for women bookkeepers in Table XXXI is taken, it is found to be
between 20 and 21, which is approximately 2 years higher than that found in
Table XXX and, incidentally, much closer to the minimum age requirement for
men bookkeepers., It was not expected, of course, that the job distribution
according to age requirements md the employers' age specifications would
correlate perfectly since the jobs in Table XXX are, for the most part, in
towns different from the ones which the employers in Table XXXI represent.
The minimum age requirements for women ledger clerks are practically iden-
tical in both Table XXX and XXXi and are quite similar to the minimum age
requirements for men ledger clerks.

Experience Requirements for New Record Keepers. Teable XXXII contains

information regarding whether or not experience is required for replacements
in 384 record keeping jobs, 14 of which were part-time but could not be sepa-
rated from the full-time ones. The data were obtained from the studies made
in Pryor, Enid, Blackwell, Stillwater, and Bristow. The one outstanding fea-
ture of this teble is that it reveals that slightly more than one-half of the
record keeping positions at each of the 3 levels require experience and that
slightly less than one~half have no such requirement.

Table XXXIII gives data concerning experience requirements for record
keeping positions as expressed by 258 employers in Pryor, Enid, Seminole,
Ponea City, Tulsa, and Bartlesville. Approximately two-thirds of the employ-
ers specified some experience for new record keepers. The only position for
which fewer than one-half of the employers specified experience was that of
ledger clerk,

It is likely that the bare statement that experience is required is too

broad to be of much assistance to prospective employees. Information about
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TABLE XTI

FOR NEWLY EMPLOYED RECORD KEEPERS

i
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1 Total Jobs Experience Experience
Position __Represented ____Required Not Required
No. Per cent No. Per cent No. Per cent

Accountant 40 100 22 55.0 18 45.0
Bookkeeper 23 100 170 52.6 153 47 .4
Ledger Clerk 21 100 11 52.4 10 47.6

TOTALS 584 100 203 52.8 181 47.2
1

This table should be read as follows:

In this table are included 14 part-time record keeping positions which could
not be separated from the full-time positions.

Of the 40 accounting positions for

which the experience requirements were given, 22, or 55.0 per cent, require

experience,
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TABLE XXXIII

NUMBER OF EMPLOYERS SPECIFYING EXPERIENCE REQUI REMENTS
FOR NEWLY EMPLOYED RECORD KEEPERS

Total BEmployers- Tper Lence Experience
Position Represented Required Not Required
0. Per cent No.  Per cent No.  Per cent
Accountant 26 100 22 84,6 4 15.4
Bookkeeper 204 100 135 66.1 69 33.9
Ledger Clerk 28 100 13 46.4 15 53.6
TOTALS 258 100 170 65.9 88 34,1

— e -——— - —
— e ———— -— -

1 this teble each employer was counted as a separate employer each time he
supplied information concerning the experience requirements for any type of po-
sition listed,

This table should be read as follows: Of the 26 employers hiring new accountants,
22, or 84.6 per cent, required experience of new accountants.
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the emount end kind of experience desired would be much more helpful because
of its specificity.

; Education Requirements for New Record Keepers. The minimum education re-

quirements for 327 record keeping positions, including 9 part-time ones which
could not be separated from the full-time positions, found in Bleckwell, Enid,
Pryor, snd McAlester are given in Table XXXIV, It is significant to note that
in three-fourths of the positions for accountants, new employees must have fur-
ther training after completing high school, while high school graduation alone
is the minimum education requirement for a majority of the bookkeeping posi~
tions, The position of ledger clerk carries with it the requirements of high
school gradustion in approximately one=-third of the 21 positions and of busi-
ness college training in the remainder of the jobs represented.

It would be interesting, and perhaps of some significamce, if the educa=-
tion requirements for men and for women were given separately. Since most of
the other information is presented for each sex separately, a separate presen-
tation here would certainly make for an easy and profitable comparison. An=-
other item that, no doubt, would prove interesting is a comparison of these
education requirements with those of the persons actually working in the posi-
tions. It is possible that some discrepancies might be shown to exist.

Table XXXV gives the minimum education requirements for record keepers as
expressed by 266 employers in Seminole, Fnid, Pryor, Tulsa, Ponca City, and
Bartlesville. The data reveal the same tendencies as did Table XXXIV except
that here the requirement for ledger clerks is only high school graduation in
over three~fourths of the cases.

Taken together, Tables XXXIV and XXXV seem to indicate that about half of
the total record keeping positions and/or employers have a requirement of only

high school graduation, a fact which fits in well with the "no experience”



TABLE XXXIV

DISTRIBUTION OF JOBS HELD BY RECORD KEEPERS ACCORDING
TO MINIMUM EDUCATION REQUIREMENTS SPECIFIED BY EMPLOYERS

1 New loyee lfust Have Completed
Position Grade ﬁfgmh Jsusineu College Total
8 School 0011050_ 2 4 None
Accountant 10 14 3 13 40
Bookkeeper 2 140 64 52 7 1 266
Ledger Clerk 8 13 A
TOTALS 2 158 g1 55 20 1 327

Per cent of
327 5 48 .4 27.8 16.8 841 e | 100

1t this teble are included 9 part-time record keeping positions which could
not be separated from the full-time positions.

This teble should be read as follows: Of the 40 eccounting positions for which
minimum education requirements were given, 10 had the minimum requirement of
high school graduation.
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TABLE XXXV

NUMBER OF EMPLOYERS SPECIFYING CERTAIN MINIMUM EDUCATION
REQUIREMENTS FOR NEW RECORD KERPERSL

e —-
pm—

New Employee Must Have Completed
Position "High  Business “College Total

School College 1 4
Accountant 4 9 2 11 26
Bookkeeper 120 57 3 19 7 206
Ledger Clerk 26 4 2 2 34
TOTALS 150 70 5 23 18 266

Per cent of
266 56.4 26,3 1.9 8.6 6.8 100

T e e T L L e e T L T e e e T,

1111 this table each employer was counted as s separate employer each time he
supplied informetion concerning the education requirements for any type of
record keeping position listed.

This table should be read as follows: Of the 26 employers hiring new account-
ants and specifying minimum education requirements, 4 require new accountants
to have at least a high school education.
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requirement for approximately one-half of the record keeping positions and with
the 18-year minimum age requirement of approximately one-half of the positions,

Number of Newly Employed Record Keepers. Each of the studies included in

the summary of the newly employed record keepers as shown in Table XXXVI covered
a 12-month period, the actual dates of which varied with the time of the origi-
nal investigation. The surveys of Enid end Blackwell covered lZ2-month periods
beginning late in the year 1948 and ending in 1949, and the Pryor survey covered
the calendar year of 1948, The survey of the 14 oil compenies gave the number
of newly employed record keepers in a "normal business year," which was con-
sidered to be 1548 by asbout one-third of the companies, while the rest of the
companies did not neme a specific year. The term "newly employed" includes

the total number of newly hired record keepers regardless of whether they were
hired &s replacements or hired to fill newly created positions.

Apparently, the beginning record keeper's greatest opportunity in small
businesses is in obtaining a bookkeeping position, while in the o0il companies
his best chance would be in obtaining a job as ledger clerk. Considering the
education and experience requirements in connection with the number of posi=-
tions available, the conclusion that accounting positions are not, as a rule,
open to the high school student who wishes to begin work immediately upon his
gradustion seems justified.

Methods by Which Vacancies Are Filled. Although the survey of the 14 oil

companies was the only study in this summary which included information regarde
ing the methods which were used in filling vacencies, it was deemed to be of
sufficient importance to warrant its inclusion here since, as shown in Table
XXXVI, the number of newly employed record keepers in the oil compenies for a

yeer is large enough to be of importance.
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TABLE XXXVI

NUMBER OF NEVLY EMPLOYED RECCRD KEEPERS
DURING A 12-MONTH PERIOD

Newly Bmployed in Total

0il Newly Employed

Blackwell Enid Pryor Companies Record Keepers
Accountant 1 5 11 17
Bookkeeper 18 50 8 - 92 172
Ledger Clerk 2 143 145
TOTALS 19 57 12 245 534

Per cent of

334 5.7 17.0 3.6 78.7 100

This table should be read as follows: One accountant was newly employed in
Blackwell, 5 accountants were newly employed in Enid, and 11 accountants were
newly employed by the oil companies during a l1Z-month period, making s total
of 17 newly employed accountants for a lZ-month period.
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In the case of filling vacencies existing in accounting, all of the 14
compenies, as first cholce, filled them by promoting or shifting present em-
ployees. Even as a second choice, only 2 compenies would consider new employ-
ees for the position of accountant. The position from which most of the
accountants were promoted was that of bookkeeper. Other positions from which
an employee could hope to be promoted to accountant included various classifi-
cations of clerks, When accountants were promoted, it was usually to the
position of section head or chief sccountant or some other supervisory posi-
tion,

Vacancies occurring for bookkeepers were filled, as first choice, by
promoting or shifting present employees in 12 companies sand by hiring new
employees in 2 companies. Seven companies would, as a second oho%oa, employ
new bookkeepers if none of their present employees were available for promot-
ing or shifting., The employees who have the greatest possibilities for pro-
motion to bookkeeper are those who hold positions as junior clerks or ledger
clerks, When a bookkeeper is promoted, it is most frequently to the pozition
of accountant.

One hslf of the 14 companies hire only new ledger clerks; the other one-
helf promote or shift present employees or hire new ones with equal frequency
in filling their vacancies for ledger clerks. In the 7 companies in which
promotion to ledger clerk may occur, it is usuelly from the position of mail
clerk or junior clerk. When a ledger clerk is promoted, it is most frequently
to the position of bookkeeper.

In 11 of the 14 oil companies the first medium used in locating new em=
ployees is the company employment department. The other ¥ companies prefer
to use private employment agencies. The most frequently used second medium

was school placement bureaus.
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Number of Record Keepers Performing Selected Duties. The number of

record keeping employees performing selected business duties is given in

Table XXXVII, Represented in this table are 335 employees in Blackwell, Pryor,
Enid, end Stillwater. The 3 most frequently performed duties were typewrit-
ing, filing, and, of course, bookkeeping. While the duties listed in the ta-
ble are not all-inclusive, they do include the ones for which training is
commonly provided in the business education depertment. Every duty about
which information is given in the table was included in the check list of

each of the four studies so that the percentage of employees given as per-
forming a certain duty may be regarded as reasonably reliable.

Number of Record Keepers Operating Certain Machines., The number of full-

time reccrd keepers operating certain machines is shown in Table XXXVIII. The
288 employees represented are from Blackwell, Enid, and Pryor. From the data
given, it is revealed that the adding machine is the machine most frequently
used, with over ninety per cent of the record keepers using it. The calcu~
lator was also reported as being used by a large number, with over seventy
per cent of the record keepers using it. The only position in which the ecal-
culator was mentioned as being used by more employees than used the adding
machine was that of accountant, a fact which might be explained satisfactorily
if the wider range of duties of the accountants snd the calculator's greater
versatility are considered.

The machines about which information is given in Table XXXVIII are those
which were found in the check lists of each of the studies. It was deemed
inadvisable to include any machines that were not common to the three studies,
since the inclusion of a machine not mentioned by one study would tend to

present a distorted picture of its use.



TABLE XXXVII

NUMBER AND PERCENTAGE OF RECORD KEEPERS PERFORMING SELECTED DUTIES

Apply
Knowledge
of
Take Bookkeeping
Total Dictation Prineciples
Employees and and
Position! Represented Type File Transcribe Practices Sell
Per Per Per Per er
No. Cent Nos Cent Noe Cent No. Cent No. Cent No. Cent
Accountant 37 100 26 70.3 15 40,6 2 5.4 37 100.0 2 5.4
Bookkeeper 275 100 216 78.1 177 64.4 24 8.7 269 97.8 88 32.0
Ledger Clerk 21 100 21 100.0 13 61.9 2l 100.0 4 19.0
TOTALS 333 100 263 79.0 205 61.6 26 7.8 327 98,2 94 28,2

17his teble includes 5 part-time bookkeepers which could not be separated from the full-time bookkeepers.

This table should be read as follows:

performed typewriting duties.

Twenty-six, or 70.3 per cent, of the 37 accountants represented

Li
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TABLE XXXVIII

NUMBER AND PERCENTAGE OF FULL-TIME RECORD KEEPERS OPERATING CERTAIN MACHINES

i o i
—

Total
Employees Adding Addressing
Represented Machine Calculator Machine
Position Per Per Per Per
No. Cent No. Cent No. Cent No. Cent
Accountant 87 100 26 70.3 30 8l.1
Bookkeeper 230 100 223 97.0 159 69.1 21 9.1
Ledger Clerk 21 100 2l 100.0 20 96.2 5 23.8
TOTALS 288 100 270 93.8 209 72.6 26 9.0

This table should be read as follows: Twenty-six, or 70.3 per cent, of the
37 accountants represented operated the adding machine,
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In addition to the machines listed in the table, information concerning
the use of several others was given in two of the studies ~ those made in
Blackwell and Enid. The cash register was used by 92 of the record keeping
employees, It is likely that many of the 92 employees using the cash regis-
ter perform selling duties, a supposition that is substantiated by the fact
that there are 94 record keepers reported as performing selling duties in
Table XXXVII, The only other machine sbout which information was given in
at least 2 studies was the check writer, with 83 employees using it.

One other machine is probably worthy of mention al though only one study
included it. That machine is the bookkeeping machine. Sixty-four of the
188 record keepers in Enid were reported as using it. However, the study
made in Blackwell and the one made in Pryor considered "bookkeeping machine
operator" as a distinet and entirely separate classification of employee.
There were no bookkeeping machine operators in Pryor, and there were 8 in
Blackwell. The original investigator of the Blackwell study included the 8
bookkeeping machine operstors in the chapter on "Miscellaneous Employees, "

a practice which was also followed by this suthor.

The o0il compenies in Tulsa, Bartlesville, and Poneca City did not men-
tion the number of employees operating certain machines; however, the number
of companies requiring the operation of the adding machine and the calculator
was given, Both of the 2 companies hiring new accountants require that they
be able to operate the adding machine and the calculator. Seven of the 9
companies hiring new bookkeepers require a knowledge of the adding machine
and the calculator, All 14 companies hire new ledger clerks, with 12 com-

panies specifying a knowledge of the adding machine, and 11, the calculator.



CHAPTER V
SECRETARIAL POSITIONS

Summarized in this chapter pertaining to secretarial positions is infor-
mation taken from B occupational surveys. Six of these surveys were made of
business opportunities in medium-sized Oklahoma towns; one was a specialized
study of a particular type of secretarial employee, the school secretary, in
the public schools of the State; and one was a specialized study of secre-
tarial employees in 15 oil companies in 3 of Oklshoma's larger cities, Ex-
cept for 2 companies, the oil companies that employed the secretarial employees
sbout whom information is given in this chapter are the same as the oil com-
panies that employed the record keeping employees about whom information was
given in the preceding chapter.

Terminology. More frequently than sny other word in the studies inclu-
ded in this chapter the term "Secretarial” was used as a broad term to de-
scribe all office positions of that nature regardless of the duties performed
or degree of responsibility assumed. All of the studies contained information
regarding the top "Secretarial Position," which was designated to be that of
"Secretary.” The specialized study of the school secretaries naturally con-
sidered just that one classification of secretarial employee. The rest of
the studies, however, contained information regarding the secretarial posi-
tion just below that of secretary, which was designated to be "Stenographer,”
Four of the 8 studies employed a third classification of secretarial positions
designated as "Typist.” One study gave information concerning one other type

of secretarial employee, the 'Ediphono/biotaphona Operator.” Throughout the
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rest of this chapter, then, the terms "Secretary," "Stenographer," "Typist,”
and "Ediphone/Dictaphone Operator™ will be used to represent the different
types of secretarial employees.

Distribution of Secretarial Employees. In Tables XXXIX and XL is shown

the geographical distribution of full-time and part-time secretarial employees,
respectively, with a division as to specific position. Because the study of
the oil company employees from Bartlesville, Ponca City, and Tulsa was limited
to the positions of secretary and stenographer and because the study of the
public school secretarial employees was limited to the position of secretary
alone, 2 lines were added at the bottom of Teble XXXIX showing the totals and
per cents of secretarial employees excluding these 2 specialized studies. It
may be readily observed that inclusion of the employees of these Z studies
would lead one to the erroneous conclusion that stenographers make up approxi-
mately two-thirds of all secretarial workers and that most of the remaining
one-third are made up of secretaries. \‘I'Ih:l.le it is true in the oil companies
that there are approximately twice es many stenographers as there are secre-
taries, it is also true that there are a large number of typists and Ediphone/
Dictaphone operators about which there is no information here. Any conclusions
which might be made based on the data from the oil companies would, then, have
to include this unknown number of typists and Ediphone/Dictaphone operators

in order to present a true picture of the division of secretarial employees.

A more accurate division of secretariel employees into specific occupa=
tions is given in the last line of Table XXXIX where secretaries make up 3.8
per cent and stenographers 35.8 per cent of the total secretarial employees.
Positions for typists are not quite so numerous as are positions for secre-

taries and stenographers, although the fact that some 20 per cent of the
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TABLE XXXIX

GEOGRAPHICAL DISTRIBUTION OF FULL-TIME
SECRETARIAL EMPLOYEES IN SPECIFIC SECRETARIAL POSITIONS

Number Number of ﬁ-g;oxios
of Sec- Ediphone/
Location Businesses re- Stenog-Dictaphone Typ-
Surveyed taries raphers Operators ists Total
Bartlesville 2 111 336 447
Blackwell 124 33 18 51
Bristow 107 L 3 7
Enid 101 66 41 17 42 166
McAlester 75 10 35 21 66
Ponca City 1 37 70 107
Pryor 87 9 18 9 36
Public Schools 83 82 82
Seminole 136 17 13 2 32
Tulsa 12 180 702 882
TOTALS 728 549 1236 17 74 1876
Per cent of
1876 29.2 65.9 o9 4,0 100
Totals Excluding
2 Specialized 630 139 128 17 74 358
Studies
Per cent of

358 38.8 35.8 4,7 20.7 100

e e ]

This table should be read as follows: The 2 businesses in Bartlesville in-
cluded in this survey employed 111 secretaries and 336 stenographers, or a
total of 447 full-time secretarial employees.
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total secretarial employees are typists should be of some significance. It
is not known whether the extremely small number of Ediphona/Dictaphono opera=
tors indicates that there are few positions for this type of work or whether
Edi.phone/motaphone operators were classified as some other type of secre-
tarial employee, perhaps stenographer, by the original investigators. It is
known, however, that there were no employees classified as Ediphone/Dictaphone
operators in Blackwell, Pryor, or Seminole. Since this is trﬁe, it is proba-
ble that the former explanation is the more likely reason for the lack of
information regarding Ediphone/Dictaphone operators.

According to the data revealed in Table XL, opportunities for part-time
gecretarial employees are practically non-existent. There were only 9 part=
time secretarial workers in a total of 235 businesses and 83 schools. Since
the number of these part-time employees is so small, all further tables in
this chapter concern full-=time secretarial employees only, except where the
original investigator did not meke a distinction between full-time and part-
time workers,

Division of Secretarial Employees by Sex. In Table XLI is presented a

division of the full-time secretarial employees according to sex., This ta-
ble contains the same employees as does Table XXXIX except that the 82
secretaries from the public schools and the 10 secretaries, 35 stenographers,
and 21 typists from McAlester had to be omitted because the original investi-
gators failed to distinguish between the sexes.

The data given in Table XLI leave little doubt 2s to which is the pre-
dominant sex in the secretarial field. Perhaps in no other large business
occupational area do women so far outnumber men. In this particular table,
which represents 1728 secretarial positions, only 59 positions are filled

by men - only a little more than 3 per cent. Only 2 classifications of



TABLE XL

GEOGRAPHICAL DISTRIBUTION OF PART-TIME
SECRETARIAL EMPLOYEES IN SPECIFIC SECRETARIAL POSITIONS

———-__T———T_———“

of Number of Employees
Businesses Secre~ Stenog-
- Surveyed taries raphers Typists Total
Bristow 107 1 1
Enid 101 1 1
Pryor 87 2 2
Public Schools 83 5 5
TOTALS 378 6 1 2 ]
Per cent of
9 66,7 11.1 22,2 100

This table should be read as follows: The 107 businesses in Bristow inclu-
ded in this survey employed 1 part-time stenographer.



TABLE XLI

DIVISION OF FULL-TIME SECRETARIAL EMPLOYEES ACCORDING TO SEX

~ Ediphone/

Diectaphone
Secretaries Stenographers Operators Typists Total
Location Com= Com~ Com= Com= Com=

Men Women bined Men Women bined Men VWomenbined MenVbmen bined Men “omen bined

Bartlesville 11 100 111 1 335 386 12 435 447
Blackwell 2 31 33 18 18 2 49 51
Bristow 4 4 3 3 7 7
Enid 66 66 41 38 13 317 §F W 9 167 166
Ponoca City 7 30 37 70 70 7 100 107
Pryor 9 9 18 18 4 5 9 4 32 36
Seminole 17 17 2 11 13 2 2 2 S0 32
Tulsa 13 167 180 10 692 702 23 869 882
TOTALS 53 424 457 1% 1188 1201 6 11 17 7 46 5% ©569 1669 1728

Per cent 7.2 92.8 100 l.1 98,9 100 35.3 64.7 100 13,2 86.8 100 5.4 96.6 100

e —

This table should be read as follows: Of the 111 secretaries employed in Bartlesville, 11 were men and
100 were women.,



secretarial employees contained more than 10 per cent men. These 2 classifi-
cations were for the positions of Ediphone/Dictaphone operator and typist.

Since there were only 9 part-time secretarial employees, no table was
prepared to show a division according to sex of the part=time workers. One
secretary, 1 stenographer, end 2 typists were women, The other 5 part-time
secretarial employees were & school secretaries who were not divided as to
sex.

Preferences for Secretarial Employees by Sex. The preferences for men

and for women secretarial employees are given in Table XLII as expressed by
210 employers in Enid, Seminole, Pryor, and the public schools. As wes to
be expected, only a very small per cent, 1.9, of the employers preferred men
secretarial employees; while over 80 per cent preferred women secretarial
employees. Sixteen and seven-tenths per cent of the employers did not ex-
press a preference for either sex. Although the exact number of positions
involved is not known, it may be assumed that the number of positions is
not too different from the number of employers represented in Table XLII,
since only the surveys of the smaller businesses gave this information.
Table XLIII presents data pertaining to the number and classification of
secretarial positions for which men are preferred, those for which women are
preferred, and those for which no preference was given. These data were
available for 87 full=time and 2 part-time secretarial positions found in
Pryor and Blackwell., Even though the employers whose opinions are repre-
sented in Tables XLII and XLIII are different, the percentages of men and of
women preferred are quite similar. In Table XLIII, men are preferred in 3.4
per cent of the positions and women, in 82.0 per cent; as compared with 1.9
per cent of the employers in Table XLII who preferred men, and 8l.4 per cent

who preferred women.,
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TABLE XLII

EMPLOYERS' PREFERENCES FOR SECRETARIAL EMPLOYEES BY SEX

o Total ﬁlo- rs  Men - Vomen Yo
Replying™ Preferred Preferred Preference
Positions Per Per Per Per
No. Cent No. Cent No. Cent No. Cent
Secretary 141 100 2 1.4 115 81.6 24 17.0
Stenographer 45 100 2 4.4 40 88.9 3 6.7

Ediphone/Di ctaphone

Oper ator 2 100 1 50.0 : 50.0
TOTALS 210 100 4 1.9 171 8l.4 35 16.7

lln this table each employer wes counted as a separate employer each time he
supplied information concerning the sex preference for any type of secretarial
position listed.

This teble should be read as follows: Of the 141 employers expressing a pre-
ference for secretaries by sex, 2, or 1.4 per cent, preferred men secretaries.



TABLE XLIII

DISTRIBUTION OF JOBS HFELD BY SECRETARIAL EMPLOYEES
ACCORDING TO PREFERENCE BY SEX SPECIFIED BY EMPLOYERS

B — m;r____. — — ——
Positions Men Women No
Represented Preferred Preferred Preference
Positions Per Per “Per ~Per
No. Cent No. Cent No. Cent No. Cent
Seceretsry 42 100 3 7.1 37 88.1 2 4.8
Stenographer 6 100 32 88.9 4 11.1
TOTALS 89 100 3 3.4 73 82.0 13 14.6

-
——— -

11:1 this table ere included 2 part-time secretarial positions which could not
be separated from the full-time positions.

This table should be read as follows: Of the 42 positions for secretaries for
which a preference by sex was specified, men secretaries were preferred for 3,
or 7.1 per cent, of the positions.



In considering the data in Tables XLII and XLIII in connection with
those given in Table XLI, the conclusion that almost all of the positions for
which no preference as to sex was specified are filled by women seems justi-
fied,

Rate of Turnover of Secretariel Employees. Tables XLIV and XLV give the

rate of turnover of men and of women secretarial employess from 2 towns, Black=-
well and Enid. Vomen secretarial employees have a turnover rate of 28,9 per
ecent, snd men secretarial employees have s turnover rate of 10 per cent, al=-
though the total aversge number of men secretarial employees represented is
too smell for any definite conclusion to be reached regarding the rate of
turnover for men in this field. The rates of turnover for men and for women
seoretarial employees are quite similar to the rates of turnover for men and
for women record keepers, which were 10.5 and 27,8 per cent, respectively.

The rate of turnover of all secretarial workers from Blackwell, Enid,
snd Pryor is shown %o be 28.% per cent in XLVI. The fact that the rate of
turnover of all secretarial workers is nearly the same ss the rate of turn-
over of wmen secreterial workers is easily expleined by recelling that 96,6
per cent of all the workers in the secretarial field are women. The rate of
turnover of all record keepers was only 19.8 per cent; and, since there are
fewer women in the record keeping field than there are women in the secre-
tarial field, the higher rate of turnover of the secretariel employees may
be the result of the lesser degree of stability of women employees.

Minimum Age Requirements for Men Secretarial Employses. The distribu-

tion of 15 secretarial positions according to minimum age requirements for
men specified by employers in Pryor, Blackwell, and Enid is shown in Table
XLVII. Seven of the 15 positions, 6 for Ediphone/Dictaphone operators, snd

1 for typist, have a minimum age requirement of 18 years; and 6 of the 15



TABLE XLIV

RATE OF TURNOVER IN MEN SECRETARIAL EMPLOYEES
DURING 12-MONTH PERIND

e -
—

R s %0
Average Turnover
Position Newly Number 1 - Z
Employed Separated Employees No. Per cent
Secretary 0 0 2 0 0
Ediphone/Dictaphone
Operator 0 o} 6 0 0
Typist 3 1 2 1 50
TOTALS 3 1 10 i i0
1

Actual number of replacements during 1Z2-month period represented by total
newly employed or %totel separated, whichever is smaller.

zPermtage of net turnover besed on average number of employees during 12
month period.

This table should be read as follows: No men were newly employed or separated
from the position of secretary, resulting in no turnover.
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TABLE XLV

RATE OF TURNOVER IN WOMEN SECRETARIAL EMPLOYEES
DURING 12-MONTH PERIOD

- e
Average
Position Newly - Eumber 1
Employed Separated FEmployees No. Per cent
Secretary 35 30 96 30 31.6
Stenographer 24 15 55 15 27,3
Ediphone/Dictaphone
Operator 1 0 11 0 0

Typist 19 12 36 12 33.3

TOTALS 79 57 197 57 28.9
1

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

zPercmtage of net turnover based on average number of employees during 12-
month period.

This table should be read as follows: Thirty-five new women secretaries were

hired and 30 were separated from their jobs, resulting in a 31.6 per cent
turnover.
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TABLE XLVI

RATE OF TURNOVER IN SECRETARIAL EMPLOYEES DURING 12-MONTH PERIOD

o — -
e —— -

Tot;I_
Average
Pogition Newly Number 1 2
Employed Separated Employees No. Per cent
Secretary 38 31 106 31 29.2
Stenographer 4] 22 68 22 $2.4
Ediphone/Dictaphone
Operator 1 0 17 0 0
Typist 27 14 45 14 3l.1
TOTALS 107 67 236 67 28.4

llctual number of replacements during lZ-month period represented by total
newly employed or totel separated, whichever is smaller,

2Pero¢ntage of net turnover based on average number of employees during 1l2-
month p‘ri@do

This table should be read as follows: Thirty-eight new secretaries were hired
and 31 were separsted from their jobs, resulting in & 29,2 per cent turnover,
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TABLE ZLVII

DISTRIBUTION OF JOBS HELD BY MEN SECRETARIAL EMPLOYEES
ACCORDING TO MINIMUM AGE REQUIREMENTS SPECIFIED BY EMPLOYERS

Minimum Age §paeiﬁed by Emnloyers
o

Position require- Total
18 20 21 ment
Secretary 1 1 2
Ediphone/Dictaphone Operator 6 : 6
Typist 1 2 4 7
TOTALS 7 2 5 1 15

This table should be read as follows: In 1 of the 2 jobs for which employers
hired new men secretaries the minimum age requirement was 2l.



94

positions, 1 for secretary, and 4 for typist, have a minimum age requirement
of 21 years. Eighteen and 21 years were the 2 most frequently mentioned mini-
mum age requirements for men secretarial employees.

Table XLVIII shows the minimum age requirements for men secretarial em-
ployees as expressed by 16 employers in Enid, Pryor, Seminole, Ponca City,
Bartlesville, and Tulsa. One~half of the 16 employers specified 18 years as
the minimum age at which they would employ new men secretarial employees.
Twenty-one and 23 years were the next 2 ages most frequently mentioned by
the employers as the minimum age requirements for men secretarial workers.

The date in Tables XLVII and XLVIII indicate that, although opportunities
for men in the secretarial field are limited, most of the secretarial posi-
tions are available at age 18, the age at which most young men graduate from
high school.

Minimum Age Requirements for Vomen Secretarial Employees. Table XLIX

shows the distribution of 238 full-time and 2 part-time secretariel positions
according to minimum age requirements for women specified by employers in
Pryor, Blackwell, and Enid., Over half the positions in each classification
of secretarial workers have a minimum age requirement of 18 years. Twenty
and Z1 are the only 2 other ages which were specified as the required minimum
age for a significant number of positions, with 13.3 and 12.5 per cent of the
positions having 20 and 21, respectively, as their minimum age requirement.
There are no significant differences in minimum age requirements existing
among the various classifications of women secretarial positions.

The minimum age requirements of secretarial employees expressed by 148
employers in Pryor, Seminole, Enid, Bartlesville, Ponca City, and Tulsa are
presented in Table L. Again, as was true in Table XLIX, the minimum age re-

quirement of 18 years was given by more employers than was any other single
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TABLE XLVIII

NUMBER OF EMPLOYERS SPECIFYING CERTAIN MINIMUM AGE
REQUIREMENTS FOR MEN SECRETARIAL EMPLOYEES

T o - ;Enim e §pooi§.od b§ Eloiu! K

Secretary 1 2 1 %
Stenographer 1 5 1 2 9
Typist 2 1 3

TOTALS 1 8 4 3 16

1Ilm this table each employer was counted as a separate employer each time he
supplied information concerning the age requirements for any type of secre-
tariel position listed.

This table should be read as follows: Of the 4 instances in which employers
hired new men secretaries, in 1 instance employers stated they would hire new
men secretaries at the age of 18 years.
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TABLE XLIX

DISTRIBUTION OF JOBS HELD BY WOMEN SECRETARIAL EMPLOYEES
ACCORDING TO MINIMUM AGE REQUIREMENTS SPECIFIED BY EMPLOYERS

= Winimum Age Specified by Employers T

No re-
Positions! 25= and quire-Total
16 1Y 18 19 20 21 23 29 over ment

Secretary 2 1 63 1 13 16 4 e 1 1 106
Stenographer 3 1 40 2 17 12 75
Ediphone/Dicta-

phone Operator 10 1 11
Typist 4 57 4 2 1 48

TOTALS W T gt Rl ey TR SORE N GHE R
Per cent of
240 2al 2,6 626 2,9 18.T 12,5 1.7 1.7 &4 4 100

1 this table are included 2 part-time secretarial positions which could not
be separated from the full-time posi tions.

This table should be read as follows: In 2 of the 106 jobs for which employ-
ers hired new women secretaries, the minimum age requirement was 16.
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TABLE L

NUMBER OF EMPLOYERS SPECIFYING CERTAIN MINIMUM AGE
REQUIREMENTS FOR WOMEN SECRETARIAL EMPLOYEES

“MWinimum Age Specified bymloprli

Position 26= and Total
16 17 18 19 20 21 23 29 over
Secretary 1 1 28 1 15 13 2 6 2 69
Stenographer 3 E 28 3 11 8 1 58
Ediphone/Di ctaphone
Operator 1 1
Typist 1 2 12 2 2 1 20
TOTALS 5 7 69 6 28 22 3 6 2 148

Per cent of
148 3.5 4,7 46.6 4.1 18.9 l1l4.8 2 4 1.4 100

- -

- —
e —_————

lin this table each employer was counted as a separate employer esch time he
supplied information concerning the age requirements for any type of secre-
tarial position listed.

This table should be read as follows: Of the 69 instances in which employers
hired new women secretaries, in 1 instance the employer stated he would hire
new women secretaries at the age of 16 years,
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age. In the cases of the secretaries and stenographers slightly less than
one~half of the employers specified 18 as the minimum age requirement, and
in the case of the secretaries, the tendency toward a slightly higher mini-
mum age requirement than is required of the stenographers may be noted.
Consideration of Tables XLVII through L collectively leads to the con=-
clusion that the prevailing minimum age requirement for both men and women in
all classifications of secretarial positions is 18, This is approximately 2
years younger than the minimum age required of beginning record keepers.

Experience Requirements for New Secretarial Employees. Information re-

garding whether or not experience is required for replacements in 260 full=-
time and 2 part-time jobs located in Pryor, Enid, Bristow, and Blackwell is
given in Table LI. Considerable variation as to whether experience is re-
quired exists among the 4 classifications of secretarial employees. Almost
all, 94.1 per cent, of the Ediphono/Dictaphone operators and slightly more
than half, 58.0 per cent, of the secretaries are required to have experience
while only 40 per cent of the stenographers and 11.3 per cent of the typists
are required to have experience. Of the total secretarial positions repre-
sented, 45.4 per cent have an experience requirement.

A tabulation of the replies of 160 employers from Pryor, Enid, Seminole,
Bartlesville, Ponca City, and Tulsa concerning their experience requirements
for secretarial positions is presented in Table LII, The conclusions that
were based on Table LI also apply here with only slight modification. The
per cent of employers specifying experience for beginning secretaries is
considerably greater than the per cent of positions represented in Table LI
having such a requirement. Since the position of secretary is regarded by
most businessmen to be the position requiring the greatest degree of ability

in the secretarial field, it is only natural that the requirements for



TABLE LI

DISTRIBUTION OF JOBS ACCORDING TO EXPERIENCE REQUIREMENTS
FOR NEWLY EMPLOYED SECRETARIAL EMPLOYEES

P Y ~Total Jobs Experience Experience
Position _Represented Required Not Required
No.  Per cent No.,  Per cent No., Per cent

Secretary 112 100 65 5840 47 42,0
Stenographer 80 100 32 40.0 48 60.0
Ediphone/Dictaphone Op'r. 17 100 16 94.1 1 5.9
Typist 53 100 6 11.3 47 88,7

TOTALS 262 100 119 45,4 143 54.6

lIn this teble are included 2 part-time positions which could not be separated
from the full-time positions.

This table should be read as follows: Of the 112 positions for secretary for
which the experience requirements were given, 65, or 58.0 per cent, require
experience.



NUMBER OF EMPLOYERS SPECIFYING EXPERIENCE REQUIREMENTS

TABLE LII

FOR NEWLY EMPLOYED SECRETARIAL EMPLOYEES

100

-~ o loye perience Experience
Position Represented __Required Not Required
No. Per cent No.  Per cent HNo. r cent

Secretary 76 100 54 71.1 22 28,9

Stenographer 60 100 25 41.7 36 58.8
Ediphone/Dictaphone

Oporator 2 100 1 50.0 1 50.0

Typist 22 100 3 13.6 19 86.4

TOTALS 160 100 83 51.9 77 48.1

1In this table each employer was counted as a separate employer each time he
supplied information concerning the experience requirements for any type of

secretarial position listed.

This table should be read as follows:

Of the 76 employers hiring new secre=

taries, 54, or 71,1 per cent, required experience of new secretaries.
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secretaries be higher than those for stenographers and typists which are posi-
tions requiring progressively lesser amounts of ability - and having progres-
sively lower experience requirements, as shown in both Taebles LI and LII. If
all of the employers' opinions are considered together, it is found that 51.9
per cent of them require experience of secretarial workers, end 48,1 per cent
do not require experience, an almost equal division of the secretarial field
as 2 whole.

Education Requirements for New Secretarial Employees. Table LIII shows

the minimum education requirements for 219 full-time end 2 part-time secre-
tarial positions found in Enid, Blackwell, Pryor, end McAlester. In the 118
positions for secretaries, new employees must have a high school education in
60 cases and further training, either 2 years of college or business college,
in 58 cases. Out of 112 positions for stenographers, 78 require only high
school graduation and 34 require further training either in business college
or in college. All 17 of the positions for Ediphono/Diotaphono operators
require training in business college, while only 4 of the 74 positions for
typists require anything beyond a high school education. From these figures,
then, it may be surmised that the positions for secretaries and for Ediphone/
Dictaphone operators require somewhat more training than do those for stenog-
raphers and typists.

The data in Table LIV present the minimum education requirements for
secretarial employees as expressed by 152 employers in Seminole, Enid, Pryor,
Tulsa, Ponca City, and Bartlesville. Table LIV indicates that most employers
consider a high school graduate satisfactory for all classifications of sec-
retarial work except that of Ediplmno/D:lotaphone operator, a position for which

business college training is required.
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TABLE LIII

DISTRIBUTION OF JOBS HELD BY SECRETARIAL EMPLOYEES ACCORDING
TO MINIMUM EDUCATION REQUIREMENTS SPECIFIED BY EMPLOYERS

_l_'kpl oyee Must mlohd

Position! “Business 2 years Total
School College College
Secretary 60 54 & 118
Stenographer 78 31 3 112
Ediphone/Dictaphone Operator 17 17
Typist 70 4 74
TOTALS 208 106 y i 321
Per cent of

321 64,8 83.0 2.2 100

11n this teble are included 2 part-time secretarial positions which could not
be separated from the full-time positions.

This table should be read as follows: Of the 118 secretarial positions for
which minimum education requirements were given, 60 had the minimum require-
ment of high school graduation.
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TABLE LIV

NUMBER OF EMPLOYERS SPECIFYING CERTAIN MINIMUM EDUCATION
REQUIREMENTS FOR NEW SECRETARIAL EMPLOYEESL

R New En;g}oyee Must Have chhd
Position “High Business 1 year 2 years Total
School College College College
Secretary 40 22 1 ) 68
Stenographer 48 10 1 1 80
Ediphone/Dictaphone
Operator 2 2
Typist 17 & 1 22
TOTALS 105 38 3 6 152
Per cent of
152 69.0 25.0 2.0 4,0 100

IIn this table each employer was counted as a separate employer each time he
supplied information concerning the education requirements for eny type of
secretarial position listed.

This table should be read as follows: Of the 68 employers hiring new secre=-
taries and specifying minimum education requirements, 40 require new secre-
taries to have at least a high school education.
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If the data from Tables LIII and LIV are compared with reference to their
final totals and per cents of the positions and of the employers, it is ob-
served that approximately two-thirds of the positions and/or employers have
minimum education requirements of high school graduation only. One~third of
the positions and one-fourth of the employers require further training in
business college.

Number of Newly Employed Secretarial Employees. Since employment oppor-

tunities are of interest to most persons, the data in Table LV were compiled
from the occupational surveys of Blackwell, Enid, and Pryor, and of the 15

0oil compenies, all of which gave the totel number of secretarial employees
who were newly hired during a l2-month period regardless of whether the em-
ployees were hired for replacements or for newly creeted positions. The
exact dates of the lZ-month period covered maturally wvaried somevhat with each
studye The surveys of Enid and Blackwell covered l2-month periods begimming
late in 1948 and ending in 1949, and the Pryor survey covered the calendar
year of 1948, The data in Table LV collected from the study of the 15 oil

"

companies were for a "normal business year," considered by several personnel
manegers to be 1948. In small businesses, the greatest possibilities for
employment seem to be in stemographic positions, although almost as meny sec-
retaries as stenogrephers are employed during the course of a year. In the
oil companies the number of newly employed stenographers completdy eclipses
the number of secretaries who are newly employed. This fact is caused by the
practice most oil companies have of promoting stemographers to the position
of secretary rather than of hiring new employees for the position of secre-
tary, as will be pointed out under the next sub-heading.

If the number of persons newly employed in each of the classifications

of secretarial employees is considered in connection with the age, education,
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TABLE LV

NUMBER OF NEWLY EMPLOYED SECRETARIAL EMPLOYEES
DURING A 12-MONTH PERIOD

Total
Ex Newly Employed in 2y Newly Employed
Position Black= 0il Secretarial
well Enid Pryor Companies Employees
Secretary 14 21 3 27 65
Stenographer 6 18 . 17 356 o97
Ediphom/Dictaphone
Operator 1 1

Typist 22 5 27

TOTALS 20 62 25 383 490
~Per oent of

490 4.1 12.6 5.1 78.2 100

This table should be read as follows:

Fourteen secretaries were newly em=-

ployed in Blackwell, 21 were newly employed in Enid, & were newly employed
in Pryor, and Z7 were newly employed in the olil companies during a 12-month
period, making a total of 64 secretaries who were newly employed during a

12-month period.
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and experience requirements for each classification, the conclusion that the
high school graduate who enters the secretarisl field immediately upon gradua-
tion, without further training or experience, will find the best chances for
employment to be as stenographer seems justified.

Methods by Which Vacencies sre Filled. Because 78,2 per cent of the

newly employed secretarial employees represented in Table LV took positions
with 15 large oil companies, the employment practices of these compsnies
assume a rather high degree of importence in the present study. For this
reason, information concerning the methods of selecting new secretaries and
stenographers is given here.

All of the 15 compenies secured persons for the position of secretary
by promoting present qualified employees; and only 7 companies would, as a
second choice, hire new secretaries, The position from which most secretaries
were promoted was that of stenographer. The only other position from which
promotion to secretary might occur was that of transeriber, mentioned by
only 1 company., Secretaries received increments in their salaries but very
seldom changed their job classification when they were promoted.

Vacancies occurring for stenographers were filled by new employees only
by 7 companies; the other 8 companies promoted or shifted present employees
or hired new ones with equal frequency. The positions from which promotion
to stenographer was likely to ocour were clerk-=typist, typist, file clerk,
transeriber, duplicating machine operator, and mail clerk. The position to
which stenographers who were qualified were most often promoted was that of
secretary.

The most frequently used medium in locating prospective secretarial em-
ployees was the company employment bureau, used by 12 of the 15 companies.

The most frequently used second media were school employment bureaus, private
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employment agencies, and United States employment agencies, used by 5, 4, and
4 of the companies, respectively.

Fumber of Secretarial Employees Performing Selected Duties. In Table LVI

is given the number of secretarial employees performing selected business du-
tiess, The 401 employees represented in the table are from Enid, Blackwell,
Pryor, and the public schools. The fact that a duty is not listed here does
not mean thet none of the employees perform it. It was obviously impractical
for a detailed anelysis to be made of each job so most of the original investi-
gators provided check lists of the main duties of each position which were
then marked by the various employers. Only those duties which were common to
the check lists used in the Blackwell, the Enid, and the Pryor surveys ere
given here, Dark, however, in her study of the publiec school secretary, did
make a detailed analysis which resulted in § single-spaced typewritten pages
of duties., It was deemed advisable to limit this lengthy treatment of the
duties of the school secretary and include only the duties used by the other
investigators.

All of the 335 secretarial employees did typewriting, snd 98.4 per cent
and 85.8 per cent did filing end took dictation, respectively. Another duty
performed by mcre then half of the secretarial employees was bockkeeping.

The study of the 15 oil companies did not give the number of employees
performing certain duties; it did, however, state that all secretaries and
stenographers were required to take dictation and trenseribe. Some of the
companies required their secretaries and stenographers to do filing and book=-
keeping, but the exact number was not mentioned.

Number of Secretarial Employees Operating Certain Machines. The number

of secretarial employees operating certain machines other than the typewriter

is given in TableIVII., The 335 employees represented are the same as those



NUMBER AND PERCENTAGE OF FULL-TIME SECRETARIAL EMPLOYEES PERFORMING SELECTED DUTIES

TABLE LVI

Knowledge
of
Take Bookkeeping
Totel Dictation Prineciples
Employees and and
Position Represented Type File Transcribe Practices Sell
Per Per Per Per Per Per
No, Cent No. Cent Noe Cent No. Cent Noe Coent No. Cent
Secretary 190 100 190 100 187 98.4 163 85,8 167 87.9 2 1.1
Stenographer 77 100 77 100 77 100.0 77 100.0 38 49,4
Ediphone/Dictaphone
Operator 17 100 17 100 12 70.6
Typist 51 100 51 100 45 88.2 7 13,7
TOTALS 335 100 335 100 321 95.8 240 71.6 212 63,3 2 N

———— — e
m— — —

This table should be read as follows: One hundred and ninety, or 100 per cent, of the 190 secretaries
represented performed typewriting duties.

801
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represented in Table LVI, being from Blackwell, Enid, end Pryor, and the pub-
lic schools. The mechines about ﬂh.’.mh information is presented in the table
are those which were common to the Blackwell, Enid, and Pryor surveys. As

was mentioned under the preceding heading, & detailed analysis of the duties of
school secretaries was made; and, since the operation of the machines found in
the check lists of the 3 other surveys was included in the list of duties of
school secretaries, it seemed appropriate that the data gathered in the public
school survey be included along with that of the Blackwsll, Enid, and Pryor
surveys. Information about only the machines common to all 4 surveys is given
in Table LVII.

Three machines were used by a significant number of the secretarial em-
ployees, These were the adding machine, the calculator, and the mimeograph.
Esch of these machines was used by approximately one=third of the employees
represented, The large number of secretaries using the mimeograph mey be
eccounted for by the fact that seventy of the 96 reported as using it were
school secretaries who would, of course, be expected to have considerable dup=-
licating work.

There were a number of other machines, such as the liguid process dupli-
cator, the comptometer, the cash register, end the check writer, that were
mentioned in the Blackwell and Enid studies, However, fewer than one-~fourth
of the secretarial employees from these 2 towns were reported as using any
one of the machines just named. 3

Two of the 15 oil companies required secretaries to operate duplicating
machines, and 3 oil companies required stenographers to operate dupliceating
machines. Stenographers are also required to operate adding machines in 2
companies and calculating machines in 1 company. None of the oil companies

require secretaries or stenographers to operate the addressing mechine. Since



TABLE LVII

NUMBER AND PERCENTAGE OF FULL-TIME SECRETARIAL EMPLOYEES OPERATING CERTAIN MACHINES

e ——
= —

—
—

Total
Employees Adding Addressing Ediphone/
Represented Machine Caloulator Machine Mimeograph Dictaphone
Position
Per Per Per Per Per Per
Nos. Cent No. Cent No. Cent Nos. Cent No. Cent Fo. Cent
Secretary 190 100 39 20,6 62 32.6 15 79 96 50.6 23 12,1
Stenographer 77 100 42 54,5 25 32,5 8 7.8 17 22,1 10 12,9
Ediphone/Diotaphono
Operator 17 100 5 9.4 3 17.7 17 100.0
Typist 51 100 33 64.7 18 35.4 11 21.6
TOTALS 235 100 119 3545 108 32,2 21 6.5 124 37.0 50 14,9

—

This teble should be read as follows: Thirty-nine, or 20.6 per cent, of the 150 secretaries represented

operated the adding machine.

OoTt
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the exact numboer of emnloyses invelved was not known, these daba could not be

inelouded in Table LVII,



CHAPTER VI
CLERICAL POSITIONS

The data compiled in this chapter are taken from 6 occupational surveys
made in 6 different mediume-sized Oklahoma towms. No specialized studies of
clerical positions in Oklahoma were available for inclusion in this chapter;
consequently the total number of clerioal positions represented is consider-
ably below the totsl number of record keeping positions and total number of
secretarial positions which are repres.sntod in the 2 preceding chapters.

Terminology. In the 6 studies included in this summary, the term
"Clerical" was used as a broad term to include all business positions which
had the word "Clerk" as part of the job title, There was considersble varie-
tion among the studies as to the job titles which were listed under the
general heading "Clerical,"” and none of the studies attempted to define its
classifications of clerks. Appsrently each of the original investigators
accepted the employers' opinions as to the types of clerks which they em=
ployed. There were 10 types of clerks - billing, entry, file, general office,
operation, order, payroll, chipping, stock, and time - mentioned by the 6
studies with several types being mentioned in only one study. While some of
the job titles are descriptive and in genersl usage, some of them are so
uncommon that a definition is required if one is to find the data regarding
them of any value. It is regrettable that such clarification was not provi-
ded; for as Liles says,

ssssa definite and logical classification of clerical duties into

specific clerical job titles end, further, into related groups is
imperative if confusion is to be eliminated in clerical terminology,
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if satisfactory progress is to be schieved in job preparation for
clerical work, if the placement function of the school is to operate
properly, and, m,geneinl, if the schools are to meet effectively
the needs of business.
Despite this shortcoming, data concerning all of the clerical positions men-
tioned in any of the 6 studies are given in this chapter., The information can
be regarded as only approximately correct, however, since job titles are a
matter of employer judgment which varies with each employer.

Distribution of Clerical Employses. The geographiecal distribution of

full-time and part-time clerical employees, with a division as to specific
position, is given in Tables LVIII and LIX, respectively. From the data in
Table LVIII it may be seen that the clerical positions of general office

clerk and of stock eclerk not only require the greatest number of employees
but also are mentioned as existing in more towns than eany of the other classie
fications of clerical positions. Thile it is not known with any degree of
certainty whether the very small number of some types of clerks indieates that
there anre few positions for that particular type or whether it merely indi-
cates employer differences in job classification, the data in Table LVIII,
nevertheless, probably are fairly accurate in presenting a general distribu-
tion of the workers in the clerical field.

Table LIX indicates that the opportunities for pert-time clerical work
are rather limited. Only 15 part-time workers are employed in 419 businesses
in 4 towns. Most of these 15 are employed ss stock clerks, with the rest
being employed either as billing clerks or as gemeral office clerks. 4&ll
further tables in this chapter concern full=time clerks only except where, as
indicated, the original investigator did not mske a distinction between full-

time and part-time workers.

lilton B. Parker Liles, Some Factors in the Treining of Clerical Workers.
Doctor's dissertation, University of Kemtucky, Louisville, Kentucky, 1947,
Published by Oklshoma A. and M., College, Stillwater, Oklahoma, 1549, P, 26.




TABLE LVIII

GEOGRAPHICAL DISTRIBUTION OF FULL-TIME CLERICAL EMPLOYEES IN SPECIFIC CLERICAL POSITIONS

o Number of E@Eioxees i)
Number of Bill= General Opers- Pay- Ship-

Location Businesses ing Entry File Office tion Order roll ping Stock Time
Surveyed Clerks Clerks Clerks Clerks Clerks Clerks Clerks Clerks Clerks Clerks Total
Blackwell 124 13 3 13 29
Bristow 107 1 1 2
Enid 101 31 8 98 6 9 10 62 2 226
McAlester 75 25 25
Pryor 87 6 2 13 21
Seminole 136 1 2 27 14 1 45
TOTALS 630 31 1 11 169 1 9 9 12 lo2 3 348

Per cent of

348 8.9 3 3.2 48,6 .3 246 2.6 3.4 29.3 .9 100

This teble should be read as follows: The 124 businesses in Blackwell included in this survey employed
13 general office clerks, 3 order clerks, and 13 stock clerks, or a total of 29 full-time clerks.

71t



TABLE LIX

GEOGRAPHICAL DISTRIBUTION OF PART-TIME

CLERICAL EMPLOYEES IN SPECIFIC CLERICAL POSITIONS

116

Number of Employees

Number of General
Location Businesses Billing Office Stock
Surveyed Clerks Clerks Clerks Total
Bl ackwell 124 2 2
Bristow 107 2 2
Enid 101 6 2 8
Pryor 87 | 2 3
TOTALS 419 6 1 8 15
Per cent of
15 40,0 6.7 5343 100

e —— ]

This table should be read as follows:

The 124 businesses in Blackwell inclu-

ded in this summary employed 2 part-time stock clerks, or a total of 2 parte

time clerks.
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Division of Clerical Employees by Sex. Table LX shows a division of

the full-time clerical employees according to sex. Except for the 25 general
office clerks in McAlester, who were not divided according to sex, the em-
ployees represented in Table LX are the same as those represented in Table LVIII,

So far as the total number of clerical workers is concerned, there is
an spproximately equal division between the sexes, with men being slightly
in the mejority. It may be noted that there are more women than men in the
positions of billing clerk, entry clerk, file clerk, general office clerk,
order clerk, and payroll clerk, while men are predominate in the positions
of operation clerk, shipping clerk, stock clerk, and time clerk.

Because there were only 15 part-time clerical employees, a separate
table was not constructed to show their division according to sex, The 6
billing clerks and the 1 general office clerk were womeni 6 stock clerks
were meny and 2 stock clerks were not divided as to sex.

Preferences for Clerical Employees by Sex. In Table LXI are given the

preferences for men and for women clerical employees as expressed by 129 em=
ployers in Enid, Seminole, and Pryor., Women are preferred by a greater num-
ber of employers than are men, but the difference is not great. Forty and
three~tenths per cent of the employers prefer men; 44.2 per cent prefer
women, and 15,5 per cent did not specify a preference. The types of posi-
tions for which employers prefer men in a majority of the cases presented
are those for shipping clerks, stock clerks, and time clerks. Women are
preferred by the employers for the positions of billing clerk, file clerk,
general office clerk, and payroll clerk.

Table LXII presents data concerning the number of clerical positions for

which men are preferred, the number for which women are preferred, and the



TABLE LX

DIVISION OF FULL=-TIME CLERICAL EMPLOYEES ACCORDING TO SEX

Number of Employees

Bill- ~ Genersl Opera- Pay= Ship-
Loce- ing Entry File Office tion Order roll ping Stock Time Total

tion Clerks Clerks Clerks Clerke Clerks Clerks Clerks Clerks Clerks Clerks Com=
¥ W ¥ wi¥ ® W W ¥YwW¥ W ¥ w YW Ww W w W w x W bined
Blackwell A 9 3 p 1 (N | 186 13 29
Bristow 1l 1 1 1 2
Enid 8 23 1 y SRS TR N SRR SRl ARSL - NG St R e R i | 226
Pryor 6 2 g 1 14 7 2l
Seminole 1 z. 28 5 s L W T | 36 9 45
TOTAL 8 23 s A LA 1 R C AT A | ~ I AR ¢ . R 98 9 2 X - TTR A6l B2%

This table should be read as follows: Four men and 9 women were employed as full-time general office
elerks in Blackwell.

LTT
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TABLE LXI

EMPLOYERS* PREFERENCES FOR CLERICAL EMPLOYEES BY SEX

otal loyers o
Bbglxiggr Preforr;d Prefarr;d Preference
Positions er er Per
No. Cent No. Cent No. Cent No. Cent
Billing Clerk 22 100 1 4,5 17 773 E 18,2

Entry Clerk 1 100 1 100.0

File Clerk 8 100 1 12.5 5 62.5 2 25,0
General Office Clerk 43 100 8 18.6 27 62.8 8 18.6
Order Clerk 4 100 2 50.0 1 25.0 1 25.0
Payroll Clerk 5 100 1 20.0 3 60.0 1 20.0
Shipping Clerk 7 100 6 85.7 1 14.3
Stoek Clerk 35 100 80 85.7 3 B.6 2 5.7
Time Clerk 4 100 3 75.0 1 25.0
TOTALS 129 100 52 40,3 57 44,2 20 16.5

11n this table each employer was counted as a separate employer each time he
supplied information concerning the sex preference for any type of clerical
position listed.

This table should be read as follows: Of the 22 employers expressing a pre-
ference for billing clerks by sex, 1, or 4.5 per cent, preferred men billing
clerks.



DISTRIBUTION OF JOBS HELD BY CLERICAL EMPLOYEES

TABLE LXII
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ACCORDING TO PREFERENCE BY SEX SPECIFIED BY EMPLOYERS

Total
Positions 1 Men Viomen No

Positions Represented Preferred Preferred Preference
Per Per Per Per
No. Cent No. Cent No. Cent No. Cent
General Office Clerk 20 100 6 30.0 12 60.0 2 10.0
Order Clerk 3 100 2 66,7 1 33.3

Shipping Clerk 2 100 2 100.0
TOTALS 66 100 34 51,5 28 42,4 4 el

J'In this table are included 3 part-time clerical positions which could not be

separated from the full-time positions.

This table should be read as follows:

were preferred for 6, or 30.0 per cent.

-
—

Of the 20 generel office clerical posi-
tions for which a preference by sex was specified, men general office clerks
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number for which no preference was expressed., This information was available
for 63 full-time and 3 part-time clerical positions found in Pryor and Black-
well, Here, men are preferred for a greater number of the positions than are
women; but sgein the difference is not great. Men are preferred more often
than women for the positions of shipping elerk and stock clerk, while women
are preferred for the positions of general office clerk and order clerk,

It may be noted both in Tables LXI and LXII that information regarding
sex preference was not available for a number of the different classifications
of clerks. However, if Tables LXI and LXII are considered together with
Table LX, it becomes increasingly evident that men are preferred for certain
types of clerical positions and women are preferred for certain types of cleri-
cal positions. The positions for which men seem to be consistently preferred
are shipping clerk, stock clerk, and time clerk. Viomen seem to be consistently
preferred for the positions of billing clerk, file clerk, general office clerk,
order clerk, and payroll clerk. This rather clear-cut division is probeably
dur to the fact that the clerical positions for which men are preferred or-
dinarily involve a good deal of manual labor, while the positions for which
women are preferred are usually considered to be routine office jobs, for
which there is an increasing tendency to employ women.

Rate of Turnover of Clerical Employees. Both men snd women clerical em-

ployees have very low rates of turnover when considered in relation to other
types of business ocoupations. The rate of turnover in men clerks was 11.8
per cent; the rate of turnover in women clerks was 1ll.5 per cent; and the
rate of turnover of men and women clerks combined was 12 .9 per cent. A care=-
ful study of the original surveys revesled no satisfactory explanation of why

the rate of turnover of clerical employees, both men and wamen, should be so
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TABLE LXIII

RATE OF TURNOVER IN MEN CLERICAL EMPLOYEES
DURING 12-MONTH PERIOD

Total
Average Turnover
Position Newly Number 1 2
Employed Separated Employees No. Per cent
Billing Clerk 0 1 9 0 0
File Clerk i 1 1 1 100.0
General Office Clerk 4 2 29 2 6.9
Order Clerk 1 1 2 1 50.0
Payroll Clerk 0 0 1 0 0
Shipping Clerk 1 0 11 0 0
Stoek Clerk 16 9 65 9 13.8
Time Clerk 2 1 1 1 100.0
TOTALS 25 15 119 14 11.8

IAotual number of replacements during lZ-month period, represented by total
newly employed or total separated, whichever is smaller.

2Peroontago of net turnover based on average number of employees during 1l2-
month period.

This teble should be read as follows: No men were newly employed and 1 was
separated from the position of billing clerk, resulting in no turnover.
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RATE OF TURNOVER IN WOMEN CLERICAL EMPLOYEES DURING 12-MONTH PERIOD

Total
Average ™
Position Newly Number T 2 o B 5
Employed Separated Employees Noe Per cent
Billing Clerk 3 6 25 3 12.0
File Clerk - 1l 6 . 16.7
General Office Clerk 21 8 7% 8 10.7
Order Clerk 0 p § i 0 0
Payroll Clerk (s} 0 8 0 0
Stock Clerk 3 6 9 3 33.9
Time Clerk 0 0 i 0 0
TOTALS 30 22 131 15 11.5

1sotual number of replacements during 1Z-month period, represented by total

newly employed or total separated, whichever is smaller.

2Percentage of net turnover based on average number of employees during 12«

month period,

This table should be read as follows:

hired and 6 were separated from their jobs, resulting in a 12,0 per cent

turnover.

Three new women billing clerks were
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TABLE LXV

RATE OF TURNOVER IN CLERICAL EMPLOYEES DURING 12-MONTH PERIOD

e e e et ————

R o

Average Turnover
Position Newly Number 1 r
Employed Separated Employees No. Per cent
Billing Clerk b3 7 33 3 9.1
File Clerk 4 2 7 2 28.6
Genersal Office Clerk 25 10 104 10 9.6
Order Clerk 1 2 9 1l 11.1
Payroll Clerk 0 . 9 0 (6}
Shipping Clerk 1 0 10 0 0
Stock Clerk 19 15 73 15 20.5
Time Clerk 2 1 2 1 50.0
TOTALS 55 37 SN 82 12.9

_— — —
e - ——

1 pctusl number of replacements during lZ-month period represented by total
newly employed or total separated, whichever is smaller.

2Poreentage of net turnover based on average number of employees during 12-
month perioed.

This table should be read as follows: Three new billing clerks were hired
end 7 were separated from their jobs, resulting in a 9.1 per cent turnover.
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low. It may be that if data regarding a larger number of clerks in several
other towns were added to the existing data, shown in Tables LXIII, LXIV, and
LXV, different results would be obteined. The facts presented in Tsbles

LXIII, LXIV, and LXV are for full-time clerical employees in Blackwell and Enid.

Minimum Age Requirements for Men Clerical Employees. In Table LXVI is

shown the distribution of 135 full=time and 2 parte-time clericel positions
for men according to minimum age requirements specified by employers in Pryor,
Blackwell, and Enid. A& majority of the total clerical positions have a mini-
mum age requirement of 18 years, When each type of position is considered
separately, only slight variations from the l8eyear minimum age requirement
may be noted. The 1 position each for file clerk, payroll clerk, and time
clerk has a minimum sge requirement of 20 years, and a majority of the posi-
tions for shipping clerks have a minimum sge requirement of 20 years or older;
otherwise, 18 years seems to be the generally accepted minimum age requirement,

Sixty employers in Pryor, Enid, and Seminole specified the minimum age
requirements for men clerks tabulated in Table LXVII. Over half the employers
specified minimum age requirements of 18 years or younger, as was also shown
to be true in Table LXVI; however, a significent per cent, 23.2, of the em=
ployers whose opinions are represented in Table LXVII specified a minimum age
requirement of Z1 years, & fact which was not shown in Table LXVI. No other
significant differences exist between the 2 sets of data.

Minimum Age Requirements for Viomen Clerical Employees. The distribution

of 145 full=-time and 1 part=time clerical positions for women according to
minimum age requirements specified by employers in Pryor, Blackwell, and Enid
is given in Table LXVIII. Eighteen years was the minimum age requirement spe-

cified by the employers for over three-fourths of the total clerical positions
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TABLE LXVI

DISTRIBUTION OF JOBS HELD BY MEN CLERICAL EMPLOYEES
ACCORDING TO MINIMUM AGE REQUIREMENTS SPECIFIED BY EMPLOYERS

e Specified by loyers
———Haimm fee Spetilied by A lore Y

0 I't=

Positiont 26= snd quire- Total
14 16 17 18 20 21 22 24 29 over ment

Billing Clerk % 2 2 8
File Clerk 1 1
General Office Clerk 22 6 3 81
Order Clerk 1 1 2
Payroll Clerk 1 1
Shipping Clerk R RSY P Pk e ) 1
Stock Clerk : SR 54 B R S T 3 82
Time Clerk 1 . -

TOTALS I SR . IR .Uy X% 187

Per cent of

137 o7 BaT T 6046 13,1 1069 2.9 o7 3.7 o7 243 100

- =

In this table are included 2 part=time clerical positions which could not be
separated from the full-time positions.

This table should be read as follows: In 4 of the 8 jobs for which employers
hired new men billing clerks, the minimum sge requirement was 18.
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TABLE LXVII

NUMBER OF EMPLOYERS SPECIFYING CERTAIN MINIMUM
AGE REQUIREMENTS FOR MEN CLERICAL EMPLOYEES

= Vinimum Age Specified by Buployers:

Position 25= and Total
14 164 3T " 318 )9 o6 B 22 23 24 29 over

Billing Clerk 1 1 1 2 & )
File Clerk 1 1 2
General Office Clerk 1 8 2 2  TRE 14
Order Clerk 1 1 2
Shipping Clerk - e 4 1 7
Stock Clerk - SRS etk TR S R A 2 30
Time Clerk & 1 3

TOTALS - GG VR SRS GRS Th AR L T PG A Thak St 63

“Per cent of
63 1.6 3.2 6.3 41,2 32 11Jd 22,2 1.6 1.6 1.6 4.8 1.8 100

e e e e e —————

1IJ'J. this table each employer was counted as a separate employer each time he
supplied informetion concerning the age requirements for eny type of clerical
position listed.

This table should be read as follows: Of the 5 instances in which employers
hire new men billing elerks, in 1 instance employers stated they would hire
new men billing clerks at the age of 18 years.
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TABLE LXVIII

DISTRIBUTION OF JOES HELD BY WOMEN CLERICAL EMPLOYEES
ACCORDING TO MINIMUM AGE REQUIREMENTS SPECIFIED BY EMPLOYERS

ﬁﬁ Age Speciﬁed by ﬁioy‘ra
~ %0

Positions’ 25= and q:i::- Total
16 38, . 19 &0 21 22 2 over ment

Billing Clerk 20 2 X 1 24
File Clerk 7 7
General Office Clerk 1 69 1 (1 & ) 2 88
Order Clerk 3 1 2 1 7
Payroll Clerk 6 2 8
Shipping Clerk 4 4
Stock Clerk 2 3 1 1 1 8

TOTALS 3 112 P 10 4 5 4 3 1 146

Per cent of
148 Sk JELT 8T BB 2.7 b By 23 - &Y 100

——— —
- —

ltn this table is included 1 part-time clerical position which could not be
geparated from the full-time positions.

This table should be read as follows: In 20 of the 24 jobs for which employers
hired new women billing clerks, the minimum sge requirement was 18.
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TABLE LXIX

NUMBER OF EMPLOYERS SPECIFYING CERTAIN MINIMUM AGE
REQUIREMENTS FOR WOMEN CLERICAL EMPLOYEES

“Minimum Age Specified by Bmployers:

Position 25= and Total
16 18 19 20 21 22 29 over

Billing Clerk 10 3 1 2 1 17
Entry Clerk 1 1
File Clerk 6 6
General Office Clerk 1 22 (i 5 3 1 2 36
Order Clerk 1 1 2
Payroll Clerk 3 2 5
Stock Clerk 1 3 1 1 6
Time Clerk 1 1
TOTALS ey T T TR W ST Y 73

~ Per cent ol
73 2.7 ©63.0 6.8 12,83 8.2 1.4 4.2 1.4 100

]'Tn 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: Of the 17 instances in which employers
hire new women billing clerks, in 10 instences employers stated that they
would hire new women billing eclerks at the apge of 18 years.
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represented, For all of the different types of clerical positions about
which information was available, 18 years was specified as the minimum age
requirement more of'ten then any other age.

Table LXIX shows the minimum age requirements of women clerical employees
expressed by 73 employers in Pryor, Seminole, and Enid. The data in Table LXIX
appear practically the same as those presented in Table LXVIII, the only dif-
ference being in the slightly greater per cent of employers who specified 19,
20, and 21 years as the minimum age requirements for women clerks,

From Tables LXVI, LXVII, LXVIII, and LXIX, it is apparent that the most
prevalent minimum age requirement for all types of clerks is 18 years. This
is the same minimum age requirement as for the secretarial employees.

Experience Requirements for New Clerical Employees. In Table LXX is

given information regarding whether or not experience is required for replace-
ments in 280 full-time and 3 part-time clerical jobs found in Pryor, Enid,
Blackwell, end Bristow. In every type of clerical position in which more
than one job is represented, experience is not required in a majority of the
cases, Of the 283 clerical positions represented, experience is required

for only 52, or 18.4 per cent.

Table LXXI presents data concerning the experience requirements for clerie
cal positions specified by 132 employers in Pryor, Eﬁid, and Seminole. One-
third of the employers specified some experience for new clerks, while two-
thirds specified no experience. The only positions for which experience was
required by more than half of the employers who replied for that particular
position were those for entry clerks, shipping clerks, and stock elerks.

The facts that most of the clerical positions do not have an experience
requirement and that 18 years is the minimum age requirement in a mesjority of
the cases lead to the conclusion that most clerical positions are available

to the high school graduste.
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TABLE LXX

DISTRIBUTION OF JOBS ACCORDING TO EXPERIENCE REQUIREMERTS
FOR NEWLY EMPLOYED CLERICAL EMPLOYEES

. Total Jobs  Experiemce _ Experiemce
Positiont Represented Required Not Required
Wo.  Per cent TNo. Per cent No. T oent
Billing Clerk 31 100 3 9.7 28 90.3
File Clerk 9 100 2 22.2 7 778
General Office Clerk 118 100 14 11.9 104 88.1
Operation Clerk 1 100 1 100.0
Order Clerk 9 100 2 22,2 7 77.8
Payroll Clerk 9 100 4 44.4 5 55.6
Shipping Clerk 12 100 4 33,3 8 66.7
Stock Clerk 92 100 22 23.9 70 78.1
Time Clerk 2 100 2 100.0
TOTALS 283 100 52 18.4 231 8l.6

lm this table are included 3 part-time positions which could not be separated
from the full=time positions,

This table should be read as follows: Of the 31 positions for billing clerks
for which the experience requirements were given, 3, or 9.7 per cent, require
exp-riznce,
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TABLE LXXI

NUMBER OF EMPLOYERS SPECIFYING EXPERIENCE REQUIREMENTS
FOR NEWLY EMPLOYED CLERICAL EMPLOYEES

RiCiets RRNs Gty o=y

hpioyernl Experience Experience
Position Represented Required Not uired
Wo., DPer cent No., Per cent  No. er cent

Billing Clerk 22 100 3 13.6 19 86.4
Entry Clerk 1 100 1 100.0
File Clerk 8 100 2 25.0 6 75.0
General Office Clerk 46 100 13 28,3 33 71.7
Order Clerk 4 100 1 25.0 g 75.0
Payroll Clerk 5 100 1 20.0 4 80.0
Shippirg Clerk 7 100 4 57.1 3 42,9
Stock Clerk 35 100 18 51.6 17 48.5
Time Clerk & 100 1 25.0 3 75.0

TOTALS 132 100 44 33.3 88 6647

5 this table each employer was counted as a separate employer each time he
supplied information concerning the experience requirements for smy type of
clerical position listed.

This table should be read as follows: Of the 22 employers hiring new billing
clerks, 3, or 13,6 per cent, required experience of new billing clerks.
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Education Requirements for New Clerical Employees. In Table LXXII are

given the minimum education requirements for 299 full-time and 3 part-time
clerical positions found in Blackwell, Enid, McAlester, and Pryor. In all
types of clerical positions, high school graduation was the minimum education
required by the employers for a majority of the positions. The classification
of stock clerk was the only type of clerical position in which a significent
number of the positions had a lower minimum education requirement than com-
pletion of 4 years of high school. Thirty-seven of the 90 positions for stock
clerk required the completion of only 2 years of high school.

Except for the position of billing elerk, Table LXXIII, which gives the
minimum education requirements for clerical employees as expressed by 182
employers in Seminole, Enid, and Pryor, reveals the same tendency as Table
LXXII. One~half of the 22 employers hiring new billing clerks required busi-
ness college trainings otherwise a majority of the employers of each classi-
fication of clerk required only high school graduation,

Since most of the clerical positions do not require experience, are
available at the age of 18 years, and require only high school graduation,
and in a number of cases even less, it appears that the clerical field is
one in which employers are willing to accept the young person who has just
completed high school.

Number of Newly Employed Clerical Employees. Table LXXIV gives the num-

ber snd type of clerical employees who were newly hired, whether for replace-
ments or for newly created positions, in Enid, Blackwell, and Pryor during a
12-month period, As mentioned previously, the 12-month period covered in
Pryor was the calendar year 1948, and the 1Z2-month periocd covered in Enid end
Blackwell begean late in 1948 and ended in 1948. From the table, it is ap-

parent that the only 2 clerical positions for which a significant number of
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TABLE LXXII

DISTRIBUTION OF JOBS HELD BY CLERICAL EMPLOYEES ACCORDING TO
MINIMUM EDUCATION REQUIREMENTS SPECIFIED BY EMPLOYERS

& _ New oyee Nust Have Completed To
Position 8th gh School Business 2 years requirefotal
Grade 2 % College College ment
Billing Clerk 5 4 26 4 31
File Clerk 5 3 8
General Office Clerk 2 121 16 2 141
Order Clerk 7 2 9
Payroll Clerk 9 9
Shipping Clerk 1 8 3 12
Stock Clerk 4 37 44 2 3 90
Time Clerk 1 1 2
TOTALS 8 37 221 29 4 3 302
DR SET T e
302 2.6 12,2 733 9.6 1.3 1.0 100

11n this teble are included 3 part-time clerical positions which could not be
separated from the full-time positions.

This table should be read as follows: Of the 31 positions for billing clerks
for which minimum education requirements were given, 1 had the minimum re=-
quirement of an eightegrade education.
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TABLE LXXIII

NUMBER OF EMPLOYERS SPECIFYING CERTAIN MINIMUM 1
EDUCATION REQUIREMENTS FOR NEW CLERICAL EMPLOYEES

- s

o New Employee Must Have Completed

Position Grade “High School Business College Total
S Tl % K 4 College 1 E‘E 4
Billing Clerk 1 10 11 22
Entry Clerk 1 1
File Clerk 5 2 1 8
Gen. Office Clerk 1 1 2 28 12 1 1 46
Order Clerk 1 3 &
Payroll Clerk 2 2 1 5
Shipping Clerk 1 1 4 1 7
Stock Clerk 3 4 3 27 1 35
Time Clerk 2 2 &
TOTALS 5 1 T 2 82 31 1 2 i 132
Per cent of

132 Se8 o8 5.5 1.5 62,1 23.4 .8 1.5 «8 100

—— s

1In this table each employer was counted as a separate employer each time he
supplied information concerning education requirements for eny type of cleri-
cal position listed.

This table should be read as follows: Of the 22 employers hiring new billing
clerks and specifying minimum education requirements, 1 requires new billing
clerks to have had at least 2 years of high school.
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TABLE LXXIV

NUMBER OF NEWLY EMPLOYED CLERICAL EMPLOYEES
DURING A 12-MONTH PERIOD

- -

I

e “Total
Position TRy Wyl s H“]é{omi;wd
Blackwell Enid Pryor Employees
Billing Clerk 3 3
File Clerk % B
General Office Clerk 3 22 2 27
Order Clerk 1 1
Shipping Clerk 1 1 2
Stock Clerk 8 11 6 25
Time Clerk 2 2
TOTALS 11 44 9 64
Per cent of

64 17.2 68.7 14.1 100

This table should be reed as follows: Three billing clerks were newly em-
ployed in Enid during a 12-month period.
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new employees were hired were the positions of general office clerk and of stock
elerk, The fact that not a great many new clerks are hired during a year is
probably due to the relatively low rate of turnover of clerical employees.

Number of Clerical Employees Performing Selected Duties. The number and

percentage of 276 full-time clerical employees in Enid, Blackwell, and Pryor
performing selected duties sre given in Table LXXV, The duties shown in the
table are those which were included in the check lists provided in the inter-
view sohedules of each of the three studies. Only one duty, typewriting, wes
checked as being performed by more than half of the employees. The only
classification of clerical employee represented in which fewer than half of
the employees performed typewriting duties was the classification of shipping
clerk, The duty performed by the smallest number of employees was that of
taking dictation and transeribing. Only one type of clerk, the general
office clerk, performed this duty.

Number of Clerical Employees Operating Certein Machines. Data Concerning

the machines operated by clerical employees are given in Table LXXVI. The 276
employees represented in Table LXXVI are the seme as those represented in
Table LXXV, The table lists only those machines which were mentioned by each
of the 3 studies.

The adding machine is the only machine mentioned as being used by over
half the clerical employees; however, the calculator is also mentioned as
being used by a significantly large number of employees. In the Blackwell
and Enid surveys one other machine was reported as being used by a significent
number of clerical employees. Out of 256 clerks in these 2 towns, 35 used the
cash register. Over half of the 35 reported using the cash register were
classified as billing clerks. It also might be well to note that of the 98
general office clerks in Enid, 24 were reported as using the liquid process

duplicator.



TABLE LXXV

NUMBER AND PERCENTAGE OF FULL-TIME CLERICAL EMPLOYEES PERFORMING SELECTED DUTIES

——

Knowledge

of
Take Bookkeeping
Total Dictation Principles
Employees and and
Position Represented Type File Transeribe Practices Sell

Per Per Per Per er er
No. Cent No. Cent No. Cent No., Cent No. Cent No, Cent
Billing Clerk 31 100 31 100.0 12 38.7
File Clerk 8 100 8 100.0 8 100.0 2 25,0
General Office Clerk 117 100 117 100.0 102 87.2 20 17.1 88 76.2 36 30.8
Order Clerk 9 100 7 77.8 6 66.7 2 22,2 8 88,9

Payroll Clerk 9 100 9 100.0 9 100.0 8 100.,0
Shipping Clerk 12 100 3 26.0 1 8.3 2 16.7
Stock Clerk 88 100 45 51.1 9 10.2 3 3.4 18 18,2

Time Clerk 2 100 2 100.0 2 100.0 2 100.0
Totals 276 100 222 80.5 187 49,6 20 7.2 104 87.7 76 27.5

This table should be read as follows:

performed typewriting duties.

—_—
—

e

Thirty-one, or 100 per cent, of the 31 billing clerks represented

62T



TABLE LXXVI

NUMBER AND PERCENTAGE OF FULL-TIME CLERICAL EMPLOYEES QPERATING CERTAIN MACHINES

Total
Employees Adding Addressing
Represented Machine Calculator Machine Himaosragh
Per Per Per Per Per
No, Cent No. Cent Noe Cent Noe Cent No. Cent
Billing Clerk 31 100 20 64,5 27 87.1 21 67.7
File Clerk 8 100 1 12,6
General Office Clerk 117 100 53 45,3 40 34,2 3 2.8 22 18.8
Order Clerk 9 100 4 44,4 6 55.6
Payroll Clerk 9 100 3 33.3
Shipping Clerk 12 100 4 83.3
Stock Clerk 88 100 87 64.8 26 29,5 1 1,1
Time Clerk 2 100 2 100,0 2 100.0
Totals 276 100 144 52,2 106 38.4 24 8.7 23 8.9

——— e e e T e T T T e L T I T T

This table should be read as follows: Twenty, or 64.5 per cent, of the 31 billing clerks represented
operated the adding machine.

%1



CHAPTER VII
SALES POSITIONS

In this chapter pertaining to sales positions are summarized data con-
tained in 5 occupational surveys which were made in 5 different, medium-sized
Oklahome towns. No specialized studies of sales employees were available
for inclusion in this chapter.

Terminology. Four eclassifications of sales employees were mentioned by
the 5 studies which contained information regarding sales positions. These
4 clessifications were reteil salesmen, wholesale salesmen, depar iment mana-
gers, end insursnce salesmen. All of the surveys supplied data coneerning
retail salesmen; 4 supplied information concerning wholesale salesmen; 3
supplied information concerning department managers; and 2 supplied informa=
tion concerning insurance salesmen. It is not known whether the lack of
data in some of the studies regarding the various classifications of sales
employees is due to the faet that the position did not exist in a particular
town or due to the fact that the original investigator may not have gathered
data pertaining to 2 certain classification of employee. The latter explana~
tion seems more likely. The 4 job titles included under the classification
of "Sales Positions" were not defined or otherwise explained by eny of the 5
original studies. With the possible exception of department manager, however,
the job titles for sales positions appear to be self-explanatory.

Distribution of Sales Employees. A geographical distribution of full-

time and part-time sales employees with a division as to specific position

is made in Tables LXXVII and LXXVIII, respectively. The number of sales
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TABLE LXXVII

GEOGRAPHICAL DISTRIBUTION OF FULL-TIME SALES EMPLOYEES
IN SPECIFIC SALES POSITIONS

- Number of » 3 Number of Employees
Location Businesses Retail Wholesale lepartment Insurance Total
Surveyed Salesmen Salesmen Menagers Salesmen
Blackwell i24 2056 27 232
Bristow 107 106 21 126
Enid 101 440 47 59 13 559
Pryor 87 106 11 3 120
Seminole 136 214 9 4 227
TOTALS 556 1070 94 83 17 1264
Per cent of

1264 84.7 7.4 6.6 1.3 100

This table should be read as follows: The 124 businesses in Blackwell ineclu-
ded in this survey employed 205 reteil selesmen and 27 wholesale salesmen, or
a total of 252 sales employees.
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TABLE LXXIX

GEOGRAPHICAL DISTRIBUTION OF PART-TIME SALES EMPLOYEES
IN SPECIFIC SALES POSITIONS

Number of Number of Total Part~
Location Businesses Retail Time Sales
Surveyed Salesmen Empl oyees
Blackwell 124 27 27
Bristow 107 49 49
Enid 101 57 57
Pryor 87 30 30
TOTAL 419 163 163

— - e
p— -—

This table should be read as follows: The 124 businesses in Blackwell inclu-
ded in this survey employed 27 part-time retail salesmen.
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employees in the 5 towns included in this chapter is far greater then is the
number of workers in any other type of store or office occupation in the same
towns, Most of this large number of workers are employed as retail salesmen,
The positions of wholesale salesmsn, department manager, and insurance sales=
man each have fewer than 8 per cent of the total number of sales employees,
while the position of reteil salesman has 84,7 per cent of the total, or 1070
workers.

A1l of the part-time workers in seles positions were employed as retail
salesmen., The total of 163 part-time sales employees is greater than the
number of part-time workers in any of the other fields summarized in this
study, making the position of retail salesman the most prevalent so far as
both full-time end part-time workers are concermed.

Division of Seles Employees by Sex. The employees represented in Table

LXXVIII are divided as to sex in Table LXXX, From the table, it is evident
that men predominate in all 4 types of sales positions. The positions of
wholesale salesman and insurance salesman are filled entirely by men. The
position of depertment manager is filled by men in 88 per cent of the 73
Jjobs represented. The retail sales positions, however, are almost egqually
divided between the men md the women with the men maintaining only a slight
edge. Fifty-eight per cent of the total sales employees are men.

In Teble LIXXI, 136 of the 163 part-time reteil salesmen are divided
according to sex. The 27 part-time sales employees in Blackwell were not
divided as to sex md could not be included in Table LXXXI, Most of the
part-time retail salesmen were women, a tendency which differs from the al-
most equal number of men and women full-time employees who were retail sales=-
men. Of the 136 positions represented in Table LXXXI, 49 were filled by men

and 87 were filled by women.,



TABLE LXXX

DIVISION OF FULL-TIME SALES EMPLOYEES ACCORDING TO SEX

Number of Employees

Retail Wholesale Depar tment surance
Salesmen Salesmen Managers Salesmen Total
Location Com= om= Com- Com= Com=
Men Women bined Men Women bined Men Women bined Men Women bined Memn Women bined
Blackwell 116 89 205 27 27 143 89 232
Bristow 47 58 105 21 21 68 58 128
Enid 207 233 440 47 47 60 9 59 13 13 317 242 bB59
Pryor 64 42 106 11 11 2 1l 3 77 43 120
Seminole 116 98 214 9 9 4 4 129 o8 227
TOTALS 550 520 1070 94 94 73 10 83 17 17 784 530 1264
Per cent of
Men and 5l.4 42,6 100 100 100 88 12 100 100 100 68 42 100
Tomen

This table should be read as follows:

—_————

One hundred and sixteen men and 89 women, or a total of 205 per-
sons, were employed as fulle-time retail salesmen in Blackwell.

1 8
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TABLE LXXXI
DIVISION OF PART-TIME SALES EMPLOYEES ACCORDING TO SEX
imbor

of
Location Retail Salesmen
Men Tiomen Combined

Bristow 33 16 45
Enid 6 51 87
Pryor 10 20 30

TOTALS 49 87 136

Per cent of

Men and 36 64 100
Women

This table should be read ss follows: Thirty-three men and 16 women, or 2
total of 49 persons, were employed as part-time retail salesmen in Bristow.
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All further tables in this chapter concern full-time employees except
where, as indicated, the original investigator did not distinguish between
full-time and part-time workers.

Preferences for Sales Employees by Sex. The preferences of 196 employers

in Enid, Seminole, and Pryor for sales employees by sex are given in Table
LXXXII. Men are preferred more often than women by the employers for all tTypes
of positions. Men exclusively are preferred for the positions of wholesale
salesman and insurance salesman., Women are preferred by only 3 of the 20
employers of department mansgers and by slightly over one=-fourth of the 156
employers of retail salesmen.

Three hundred and eighty-two sales positions found in Pryor and Black-
well are distributed in Table LXXXIII according to the sex preference spe-
cified by the employers. Thirty part~time retail sales positions ars
included in the table since they could not be separated from the full-time
positions., Men are preferred sgain more often than women in the retail
sales positions, and they are preferred exclusively for the positions of
wholesale salesman and department manager.

The sex preferences given in Tables LXXXII and LXXXIII and the existing
situation presented in Table LXXX lead to the conclusion that men are pre-
ferred, and employed, exclusively for wholesale sales positions and insurance
sales positions and more often than women for retail sales positions snd
department maneger sales positions.

Rate of Turnover of Sales Employees. The rate of turnover in men sales

employees in Blackwell and Enid is given in Table LXXXIV. One position, that
of department maneger, had no turnover; and the turnover in each of the other
classifications of men sales employees was not excessive. The highest turn-

over rate, 18,5 per cent, was in the position of reteil salesman.
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TABLE LXXXII

EMPLOYERS* PREFERENCES FOR SALES EMPLOYEES BY SEX

Total Men “Women No
hﬁg;;m']_ Preferred Preferred Preference
Positions r Per Per Per
No. Cent Nos Cent Ko, Cent HNo. Cent

VWholesale Salesman 15 100 15 100.0

Department Manager 20 100 156 75.0 3 15.0 - 10.0
Insurance Salesman 5 100 5§ 100.0
TOTALS 196 100 121 61.7 44 22,4 31 15.9

lIn this table each employer was counted as a separate employer each time he
supplied informetion concerning the sex preference for any type of sales po-
sition listed.

This table should be read as follows: Of the 1566 employers expressing a
preference for retail salesmen by sex, 86, or 56.1 per cent, preferred men
retail selesmen.
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TABLE LXXXIII

DISTRIBUTION OF JOBS HELD BY SALES EMPLOYEES ACCORDING TO
PREFERENCE BY SEX SPECIFIED BY EMPLOYERS

e S . o e TR el e TR R YR

Positions Men Vomen o
anrcaentodl Preferred Preferred Preference
Positions Per Per Per Per
No. Cent No. Cent No. Cent No. Cent
Retail Salesman 341 100 151 44,3 64 18.8 128 36.9
Vholessle Salesmsn 38 10C 33 100.0
Department Manager 3 100 3 100.0
TO TALS 382 100 192 50.2 64 16.8 126 33,0

R - ey
- e e - ——— e

- ——
- ——

lin this teble are included 30 part-time retail sales positions which could
not be separated from the full-time positions.

This table should be read as follows: Of the ¥4l retall salesman positions
for which a preference by sex was specified, men retail sslesmen were pre-
ferred for 151, or 44,3 per cent, of the positions.
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TABLE LXXXIV

RATE OF TURNOVER IN MEN SALES EMPLOYEES DURINC 12-MONTH PERIOD

e e
———— o - ————

Total
Position Newly lmli: T — 2
Employed Seperated Employees No. Per cent
Retail Salesman 77 58 3138 58 1845
Wholesale Salesman 15 11 73 11 15,1
Department Manager 0 0 50 ¢} 0
Insurance Salesman 1 1 13 1 Ta7
TOTALS 23 70 449 70 15.6

1sctual number of replacements during 1lZ-month period represented by total
newly employad or total separated, whichever is smaller,

2Porcentago of net turnover based on average number of employees during 12-
month period.

This teble should be read as follows: Seventy-seven new men retail salesman
were hired and 68 were separated from their jobs, resulting in an 18.5 per
cent turnover.
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The rate of turnover in the 2 sales positions in which women were found
is given in Table LXXXV. Omne position, that of department menager, had no
turnover; but the turnover of women retail salesmen was 55.3 per cent, which
is very high in comparison to the turnover of women in the other 4 fields
summerized in this study. These data were fteken from the surveys made in
Enid and Blackwell.

The turnover of all sales employees in Enid, Blackwell, end Pryor is
shown in Table LIXXVI., As was expected, the highest rate of turnover for
any sales position, 36.2 per cent, ooccurred in the retail sales position.
The high turnover in the reteil sales position is probably due to the rather
large turnover of women emplcyed as retail salesmen. The rate of turnover
of 21l men and wmen sales employees combined is 30.8 per cent.

Minimum Age Requirements for Men Sales Employees. In Table LXXAVII is

given the distribution of 546 sales positions for men in Pryor, Euid, and
Blackwell esccording %o minimum age requirements specified by employers. Ten
part-time retail sales positions are included in the tables Over hslf the
totel positions have the minimum age requirement of 18 yesrs or younger.
Hovever, for 3 types of sales positions the minimum sge required is consi=
derably higher than 18. Over half the wholesale salesmen must be Z1 or
older; over half the department managers must be 30 or over; end all of the
insurance salesmen must be 30 or over.

Employers of men sales employees in Pryor, Enid, and Seminole specified
the minimum age requirements that are shown in Table LXXXIX. In this table
it is noted that over half the employers specified 18 years or younger as the
minimum age required for replacements in the retail sales positions. Two=-

thirds of the employers required 21 years or older as the minimum age for



152

TABLE LXXXV

RATE OF TURNOVER IN WOMEN SALES EMPLOYEES DURING 12-MONTH PERIOD

——
——

3 — Total
Position Newly A;Bu:giz i i 2
Employed Separated Employees Yo. Per cent
Retail Selesman 207 168 304 168 5543
Depar tment Manager 1 0 9 0 0
TOTALS 208 168 813 168 53.7

- - -
—-- - — e

lﬂ.etmal number of replacements during 12-month period, represented by totsl
newly employed or total separated whichever is smeller.

2Percentago of net turnover based on averuge number of employees during 12-
month period,.

This tabls should be read as follows: Two hundred and seven new women retail
salesmen were hired snd 168 were separated from their jobs, resulting in a
55.3 per cent turnover.



163

TABLE LXXXVI

RATE OF TURNOVER IN SALES EMPLOYEES DURIEG 12-MONTH PERIOD

Totel
Average Turnover
Position Newly Fumber 1 2
Employed Seperated Employees No. Per cent

Retail Salesmen 537 250 710 250 35.2
VWholesale Salesman 23 15 82 15 18.3
Department Manager 2 1 62 1 1.6
Insurance Salesmsn 1 1 13 1 77

TOTALS 363 267 867 267 0.8
1

Actual number of replecements during lZ-month period represented by total
newly employed or total separated, whichever is smeller.

2I‘eroentago of net turnover based on average number of employees during la-
month period.

This table should be read as follows: Three hundred and thirty-seven new
reteil salesmen were hired and 250 were separated from their jobs, resulting
in a 35,2 per cent turnover,
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TABLE LXXXVII

DISTRIBUTION OF JOBS HELD BY MEN SALES EMPLOYEES ACCORDING TO
MINIMUM AGE REQUIREMENTS SPECIFIED BY EMPLOYERS

Minimum Age Specified by Employers

30 No re-
Positionl 25-= end quire-Total
15 18 17 18 19 20 21 22 23 29 over ment
Retail
Salesman 5 31 b 213 3 40 %9 S 4 2 2T 397
Yholesale
Salesman 1 31 ., TR 27 -} 85
Department
Menager 2 6 5 39 51
Insurance
Salesman 13 13
TOTALS $ 3 .52 §F 9 WM L% 5 B 2 e

Per cent of
546 o9 5.9 &9 44,7 o6 Ted 11.2 JT 1.6 10.4 9.9 5.9 100

_————ee e . 0 0

lIn this table are included 10 part~time retail sales positions which could
not be separated from the full-time positions.

This table should be read as follows: In 5 of the 397 positions for which
employers hired new men retail salesmen, the minimum age requirement was 15.
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TABLE LXXXVIII

NUMBER OF EMPLOYERS SPECIFYING CERTAIN MINIMUM AGE REQUIREMENTS
FOR MEN SALES EMPLOYEES

Winimum gﬁo-gpeeiﬁed by Bmployers:t

Position 25~ and Total
35 368 32T 38 19 20 21 22 28 29 over

Retail Salesman - L T alehy - ¢ e R | L o W TR TR 2 110
Tholesale Salesman 1 4 - MR | 7 15
Depar tment Manager 1 16 17
Insurance Salesman 1 1l 2

TOTALS 5 B 5.0 2 1% XK 2. K -2 B 144

~ Per cent of
144 2.1 10.4 3.5 28,4 1.4 9.7 12.6 1.4 T 16.7 13.2 100

— - R —_——

IIn this table each employer was counted as a separate employer each time he

supplied information concerning the age requirements for any type of sales
position listed.

This table should be read as follows: Of the 110 instances in which employers
hire new men retail salesmen, in 3 instances employers steted they would hire
" new men retall salesmen at the age of 15 years.
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wholesale salesmen, and all of the employers required that replacements for

department menagers and insurance salesmen be 21 or older,

Minimum Age Requirements for Women Sales Employees. Table LXXXIX shows
the distribution of 374 full-time and 20 part-time sales positions for women
according to minimum age requirements specified by employers in Pryer, Enid,
snd Blackwell. Over half the retail sales positions have the minimum age re-
quirement of 18 years or younger, with a considerable number also having a
minimum ege requirement of 20 years. Eight of the 10 positions for women de-
partment managers require a minimum age of 30 or over.

Seventy-one employers of women sales employees in Pryor, Enid, and
Seminole gave the information concerning minimum age requirements shown in
Table XC. Over half the employers specified 18 or younger as the minimum
age required for replacement of retail salesmen, while all of the employers
employing department managers required a minimum age of 23 or older.

¥When Tebles LXXXVII, LXXXVIII, LXXXIX, and XC are observed collectively,
the conclusion that most retail sales positions are available at 18 years or
younger may be reached., It may also be concluded thaet wholesale sales posi-
tions, department manager sales positions, and insurence sales positions have
minimum age requirements that are considerably higher than those for retail
salesmen,

Experience Requirements for New Sales Employees. Whether or not experi-

ence is required for replacements in seles positions is shown in Table XCI.
The data given concern 1037 full-time and 30 part-time sales positions in
Pryor, Enid, Blackwell, and Bristow, Experience is required for considerably
fewer than half, 36.1 per cent, of the retail sales positions; about half of

the positions for wholesale salesmen require experience; snd almost all of
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TABLE LXXXIX

DISTRIBUTION OF JOBS HELD BY VOMEN SALES EMPLOYEES ACCORDIRG TO
MINIMUM AGE REQUIREMENTS SPECIFIED BY EMPLOYERS

— Mnimm Age Fpooifﬁi ‘gfkp‘loior;_ o
o re=-
Position! 26- and gquire-Total
14 15 16 18 19 20 2 29 over ment
Retail Sal esman & 45-60 WM & 80 8 14 8 12 384
Department Manager i 1 8 10
TOTALS 185 268 WA= IM.S8S B0 9 12 16 12 394
Per cent of
394 1.6 3.8 15.2 44.9 13 20.3 2.3 3.6 4.1 3.0 100
- ——— ]
1

In this table are included 20 part~time retail sales positions which could
not be separated from the full-time positions.

This table should be read as follows: In 6 of the 384 jobs for which employ=
ers hired new women revail salesmen, the minimum age requiroment was 14.
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TABLE XC

NUMBER OF EMPLOYERS SPECIFYING CERTAIN MINIMUM AGE REQUIREMENTS
FOR WOMEN SALES EMPLOYEES

Position 25- and Total
14 15 16 Y7 18 189 20 21 23 29 over
Retail Salesman E % 16 T T A Sl 3 - 67
Depar tment Manager ) S S 4
TOTALS 2= 5 18 : B 2 % B % 5 % 71

Per cent of
71 2.8 42 22.5 2,8 39.4 28 5,7 7.1 1.5 5.6 56 100

— - s e e
-

e
———

11n this teble each employer was counted as a separate employer each time he

supplied information concerning the age requirements for any type of sales
position listed.

This table should be read as follows: Of the 67 instances in which employers
hire new women retail salesmen, in 2 instances employers stated they would
hire new women retail salesmen at the age of 14 years,
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TABLE XCI

DISTRIBUTION OF JOBS ACCORDING TO EXPERIENCE REQUIREMENTS
FOR NEWLY EMPLOYED SALES EMPLOYEES

1 “To tal Experience “Experience

Position Jobs Represented Required Not Required
No. Per cent No. Per cent No, Per cent

Retail Salesman 886 100 320 36.1 566 63,9
Wholesale Salesman 85 100 42 49,4 43 50.6
Department Manager 83 100 82 98.8 1 1.2
Insurance Salesman 13 100 13 100.0

TO TALS 1067 100 457 42.8 610 57.2

_— = —

]'In this table are included 30 part=time retail sales positions which could
not be separated from the full=time positions.

This teble should be read as follows: Of the 886 positions for retail sales-

men for which the experience requirements were given, %20, or 3.l per cent,
require experience.
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the positions for department managers and insurance salesmen require experi-
ence.

The same tendencies as were observed in Table XCI may also be observed
in Teble XCII, which represents the opinions of 202 employers in Pryor, Enid,
and Seminole regarding experience requirements for replacements in sales
positions.

Education Requirements for New Sales Employees. Approximately two-thirds

of each class of sales position have the minimum education requirement of high
school graduation as shown in Table XCIII. This information was available
for 911 fulletime and 30 part-time sales positions in Enid, Pryor, and Black-
well.

Table XCIV, which is a compilation of the opinions of 195 employers in
Seminole, Enid, end Pryor concerning minimum education requirements for sales
employees, reveals practically the same things as does Table XCIII,

It is perhaps of some significance to note that, although the age and
experience requirements for wholesale salesmen, department managers, and
insurance salesmen asre higher than they are for retail salesmen, the educa-
tion requirements are not noticeably higher for any one class of sales
employee.

Number of Newly Employed Sales Employees. Teble XCV shows the number

of sales employees who were newly employed, whether for replecements or for
newly created positions, in Enid, Pryor, and Blackwell during a lZ2-month period
in the years 1948 and 1949, Almost all of the 363 new employees were for the
position of retail sslesman. This position would seem to afford the greatest
opportunity for employment for high school graduates. Not only are fewer

persons employed in the other sales positions, but also the minimum age
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TABLE XCII

NUMBER OF EMPLOYERS SPECIFYING EXPERIENCE REQUIREMENTS
FOR NEWLY EMPLOYED SALES EMPLOYEES

Total

hployarsl Experience Experience
Position Represented Required Not Required
o. Per cent No. Per cent No. Per cent
Retail Salesman 162 100 79 43.8 83 5l.2
Wholesale Salesman 15 100 11 73.3 4 26.7
Depertment Manager 20 100 18 90,0 2 10.0
Insurance Salesmen 5 100 5 100.0
TOTALS 202 100 113 55,9 89 44,1

1 this table each employer was counted as a separate employer each time he
supplied information concerning the experience regquirements for any type of
sales position listed.

This teble should be read as follows: Of the 162 employers hiring new retail
salesmen, 79, or 48,8 per cent, required experience of new retail salesmen.
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TABLE XCIII

DISTRIBUTION OF JOBS HELD BY SALES EMPLOYEES ACCORDING TO
MINIMUM EDUCATION REQUIREMENTS SPECIFIED BY EMPLOYERS

e
—

New Employee Must Have Completed

1 = No re~
Position Grade High School Bus. Colle quire- Total
6 $ 1% 2 o 4 Cols ) ment
Retail Salesman 26 48 3 14 & e 5 M1 4 094 781
Wholesale Salesman 1 5] 66 & 13 ] 856
Department Mansager 40 2 14 6 62
Insurance Salesman 13 13

TOTALS 26 49 T 319 &6 €81 7T & ® 10 99 941

Per cent of
941 2.8 5.2 2 2 S5 T4 B8 S5 4 1.1 X6 109

~-— .
—— ——————

11 this teble sre included 30 part-time retail ssles positions which could
not be seperated from the full-time positions.

This table should be read as follows: Of the 781 positions for retail sales~-

man for which minimum education requirements were given, 26 had the minimum
requirement of a sixth-grade education.
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TABLE XCIV

NUMBER OF EMPLOYERS SPECIFYING CERTAIN MIN
EDUCATION REQUIREMENTS FOR NEW SALES EMPLOYEES

. New mp__oF Eu__ st Have Comple gﬂ
Position rade School Bus. llege Total
T X o 4 Col. T 2 4

Retail Salesman 2 B X = £ ¥ 1 9 155
Wholesale Salesman 2 2 g 1 2 15
Depar tment Manager B - g 20
Insurance Salesman 4 1 5

TOTALS £ . ) 3% R 9 R WS 195

Per cent of
195 1 6.7 &5 .2 1 ToO.5% ¥ & 9.T 2Za1 100

R - — ey - -
—_— e — - = e

Imn this table each employer is counted as a separate employer each time he
supplied information conceming education requirements for any type of sales
position listed.

This table should be read as follows: Of the 155 employers hiring new retail
salesmen and specifying minimum education requirements, 2 require new retsil
salesmen to heve had a sixth~grade education.
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TABLE XCV

NUMBER OF NEWLY EMPLOYED SALES EMPLOYEES DURING A 12-MONTH PERIOD

Newly Employed in 2 “Total
Position Black- Newly Employed
well Enid Pryor Sales Employees
Retail Salesmen 58 228 53 337
Vholesale Salesman 10 5 8 23
Department Manager 1 1 2
Insurance Salesman : |
TOTALS 68 233 62 363
Per cent of
363 18,7 64.2 17.1 100

This table should be reed as follows: Fifty=eight reteil salesmen were
newly employed in Blackwell, 226 were newly employed in Enid, and 53 were
newly employed in Pryor during a l2-month period, making a total of 337 re-
tail salesmen who were newly employed during a 12-month period.
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requirements for employment in the other sales positions are considerably
higher then the age of the average young person when he graduates from high
school.

Number of Sales Employees Performing Selected Duties. The number and

percentage of 911 sales employees in Pryor, Enid, and Blackwell who perform
selected duties are shown in Table XCVI., The duties mentioned are the ones
listed by each of the studies in its interview schedule. 4s was to be expec-
ted, selling was performed by almost all, 97,9 per cent, of the sales employees.
A1l of the workers in the classifications of retail salesmasn, wholesale sales=-
men, and insurance salesman performed selling duties. The fact thet only 69.4
per cent of the depariment managers sold is probably due to the remaining de=-
partment menagers' devoting full-time to supervisory duties. Each of the

other duties listed in Table XCVI is mentioned as being performed by fewer

then 10 per cent of the sales employees.

Numbsr of Sales Employees Operating Certain Machines. Table XCVII gives

the number and percentage of 911 sales employees in Pryor, Enid, and Blackwell
who operate certain machines, The machines listed in the tsble are those
which were mentioned by all 3 of the surveys in their respective check lists.
The adding mechine was the mechine mentioned as being used by the greatest
number of employees, with 41.2 per cent of the sales employees reported as
using it. The number of sales employees using the cash register was given
in the Bleckwell and Enid studies. Approximately twoe-thirds of the 205 re-
tail salesmen in Blackwsll used the cash register. There were no other clas-
sifications of sales employees given for Blackwell. In Enid, slightly over
356 per cent of the 559 sales employees used the cash register. No other
machines were mentioned by any of the 3 studies except the check writer, and

2 Blackwell Employees were the only salespersons reported using it.



TABLE XCVI

NUMBER OF FULL-TIME SALES EMPLOYEES PERFORMING SELECTED DUTIES

Apply
Knowledge
of
Bookkeeping
To tal Prineciples
Employees end
Position Represented Type File Practices _ Sell
er Per Per Per Per
No. Cent No. Cent No, Cent No. Cent No. Cent
Retail Salesman 751 100 62 843 78 10.4 77 10.2 751 100
Wholesale Salesman 85 100 24 28,2 13 15.5 2 2.4 85 100
Department Maneger 62 100 36 5645 3 4.9 3 4,9 43 69.4
Insurance Salesman 13 100 10 7649 3 2%8.1 13 100
TOTALS 811 100 131 14,4 o7 10.6 82 9.0 892 87.9

This table should be read as follows:
performed typewriting duties.

as n
—

—
—

Sixty-two, or 8.3 per cemnt, of the 751 retail salesmen represented

991



TABLE XCVII

NUMBER AND PERCENTAGE OF FULL-TIME SALES EMPLOYEES OPERATING CERTAIN MACHINES

~To tal Ediphone
Employees Adding or
S Ragrugn 'begr Ma ohinopar Cal ou]ﬂo%r lﬁmosraE: Diotnghonor
No. Cent No. Cent Nos Cent No. Cent No. Cent
Retail Salesman 751 100 296 39.4 68 9.1 1 ol
Wholesale Salesmen 85 100 19 22.4 7 8.2
Department Manager 62 100 53 8545 23 37.1 5 8.1
Insurance Salesmen 13 100 7 53.8 3 23,1
TOTALS 911 100 875 4l.2 101 11.1 1 ol 6 o5

o
—_—

This table should be read as follows: Two hundred and ninety-six, or 39.4 per cent, of the 751 retail
salesmen represented operated the adding mechine.

L9T



CHAPTER VIII
MISCELLANEQUS POSITIONS

Five occupational surveys furnish the data which this chapter summarizes.,
These 56 studies were made in 5 different medium-sized Oklahoma towms; there
were no specialized studies of miscellaneous positions in Oklahoma which could
be included in this chapter.

Terminology. The 5 studies summerized in this chapter used the term
"Miscellaneous" es a broad term to describe these office and store positions
which did not fall under one of the following hesdings: record-keeping,
secretarial, clerical, or sales. More specifically, the job titles which were
included under the Miscelleneous heading were cashier, collector, delivery
boy/kirl, machine operator, messenger, office boy/kirl, receptionist, and
switchboard operator. .Hone of the original investigators attempted to de-
fine his various classifications of miscellaneous positions; however, most
of the job titles are descriptive end rather commonly used so it would proba-
bly be safe to assume that, in most cases, the employers who originsally gave
the information regarding the positions used the job titles in their accepted
sense, It must also be pointed out that not all of the studies included in-
formation regarding each of the 8 classifications of miscellaneous employees.
The omission of a job title in a study may indicate that no positions of that
type existed in a particuler town or it may simply indicate that the employers
who gave the originsl data differed in their choice of job titles. Neverthe-

less, information concerning all 8 classifications of miscellaneous employees
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is given in this chepter, although in one or two instances the job title was

mentioned in only one study.

Distribution of Miscellansous Employees. Tables XCVIII and XCIX show the
geographical distribution of full-time and part-time miscellaneous employees,
respectively, with a division according to specific position. From Table XCVIII
it may readily be seen that not only are more miscellaneous workers employed
in the position of cashier but that the position of cashier is also the only
position that is mentioned as existing in all § of the towns surveyed. The
positions of delivery boy/girl, receptionist, and switchboard operator were
each mentioned by 4 studies, and there are a significant number of miscellane-
ous employees in each of these positions. While there appear to be a rather
large number of machine operators, they are, for the most part, from only one
town.

In 419 businesses in 4 towns, there were only 20 part-time miscellaneous
workers, Over half, 11, of the 20 part-time miscellaneous positions were for
delivery boys or girls; there were 5 part-time positions for cashiers; and
the rest of the part-time miscellaneous positions were for collectors, machine
operators, and office boys or girls. This information regarding the part-time
miscellaneous positions may be regarded as practically correct since all of
the studies which contained data concerning miscellaneous employees except one
gave the number of both full- and pert-time miscellaneous workers. The excep=
tion was the survey of Seminole which considered only full-time employees
throughout.

Division 6f Miscellaneous Employees by Sex. The same employees as are

represented in Table XCVIII are divided according to sex in Table C. If the
total number of miscellaneous workers is considered as a whole, it is seen

that 37.1 per cent are men and 62.9 per cent are women. If each position is



TABLE XCVIII

GEOGRAPHICAL DISTRIBUTION OF FULL-TIME MISCELLANEOUS EMPLOYEES IN SPECIFIC MISCELLANEOUS POSITIONS

Tumber Number of Employees
of Deliver Office  Recep- Swi teh-
Location Businesses Collec-  Boys, Machine Messen- Boys/  tion- board
Surveyed Cashiers tors Girls Operators gers Girls ists Operators Totel

Blackwell 124 32 8 6 2 48
Bristow 107 10 2 11 23
Enid 101 63 7 22 40 2 5 6 17 162
Pryor 87 14 7 “ 16 41
Seminole 136 7 1 12 3 1 1 25

TO TALS 5565 126 8 43 48 2 14 22 36 299

Per cent of
299 42.2 27 14,4 16,1 N § 4,7 T:2 12,0 100

This table should be read as follows: The 124 businesses in Blackwell included in this survey employed
32 cashiers, 8 machine operators, 6 office boys or girls, and 2 switchboard operators, or a total of 48
miscellaneous employees,.

OLT
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TABLE XCIX

GEOGRAPHICAL DISTRIBUTION OF PART=-TIME MISCELLANEQUS EMPLOYEES
IN SPECIFIC MISCELLANEQUS POSITIONS

Number of Employees

Number of Deliver Office
Location Businesses Collec-  Boys/ Machine Boys/
Surveyed Cashiers tors Girls Operators Girls To tal
Bristow 107 % 9 13
Enid 101 1 1 2 2 1 7
TOTALS 208 5 1 11 2 1 20

Per cent of
20 25 5 511 10 5 100

—
-

— —— —
o a— —

This table should be read as follows: The 124 businesses in Blackwell included
in this survey employed no part-time miscellaneous employees. The 107 businesses
in Blackwell employed 4 part-time cashiers end 9 partetime delivery boys/girls.



TABLE C

DIVISION OF FULL-TIME MISCELLANEQOUS EMPLOYEES ACCORDING TO SEX

Number of Employees

~ Deliver Office Recep- owitoh-
Collec- Boys Machine Messen- Boys/ tion- board
Location Cashiers tors . Girls Operators gers Girls ists ‘rs, Total Com=
Wen TViomen Men Viomen Men Women Men  Women \Men Viomen Women Women Men Vomen bined
Blackwell 12 20 4 4 6 2 16 32 a9
Bristow 3 {4 2 31 5 18 23
Enid 13 50 5] 2 22 10 30 2 3 2 6 17 656 107 162
Pryor 12 2 7 ? 16 19 22 41
Semincle 1 3 v s R 3 1 1 16 9 25
TOTALS 141 85 6 2 42 1 14 34 2 6 B8 22 36 111 188 299

This table should be read as follows: Twelve and 20 women were employed as full-time cashiers in Blackwell.

2Lt
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considered separately, it is seen thet men are more prevalent in 3 types of
miscelleneous positions and that women are more prevalent in 5 types. lien

are employed almost exclusively in the positions of delivery boy and messenger
and in three-fourths of the positions for collector. Women, exclusively, were
oﬁ@loynd in the positions of receptionist and switchboard operator. TViomen
more often than men were also found in the positions of cashier, machine
operator, and office girl.

Table CI shows the division of the 20 part-time miscellsneous workers
eccording to sex. Three-fourths of the part-time workers were men, and men
exclusively filled the part-time positions of collector, delivery boy, and
office boy. There were also 2 part-time men cashiers. Three of 5 part-time
women miscellaneous workers were cashiers, and 2 were machine operators. All
further tables in this chepter concern only full-time workers.

Preferences for Miscellaneous Employees by Sex. Table CII presents the

preferences of 122 employers found in Enid, Seminole, end Pryor for miscel=-
~ leaneous employees by sex. Women are preferred by almost half, 47.5 per cent,
of the employers, while men are preferred by 58.5 per cent of the employers.
No preference was expressed by the remaining 14 per cent of the employers.
Men are preferred more of'ten than women in the positions for collectors, de-
livery boys, messengers, and office boys. TViomen are preferred more often
than men in the positions of cashier and machine operator; and women exclu-
sively are preferred for the positions of receptionist and switchboard opera-
tor. Except for éhe position of office boy/kirl, the employers' preferences
for men and for women agree rather closely to the existing situation as pre-
sented in Table C. |

The distribution of 89 miscellaneous positions in Pryor and Blackwell

according to preference by sex specified by employers is shown in Table CIII,
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TABLE CI

DIVISION OF PART-TIME MISCELLANEQUS EMPLOYEES ACCORDING TO SEX

Number of Employees

Delive
Collec~ Boys/ Machine Office Total
Location Cashiers tors Girls Op'rs. %ﬂ Com~
Men Viomen JMen  lNen Men Women bined
Bristow 2 2 9 4 | 2 13
Enid 1 3 2 2 ' 4 3 T
TOTALS 2 S 1 11 2 1 156 S5 20

——
—

i
I

This table should be read as follows: Two men and 2 women were employed as
part-time cashiers in Bristow.
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TABLE CII
EMPLOYERS* PREFERENCES FOR MISCELLANEOUS EMPLOYEES BY SEX
_&ployurt Wem  Women ~ Vo
Replying’ Preferred Preferred Preference
Positions Per Per Per Per
No. Cent No. Cent No. Cent No. Cent
Cashier 40 100 T 17.5 24 60.0 9 22,5
Collector 6 100 4 66.7 1 16.6 1 16.7
Delivery Boy/Girl 29 100 28  96.6 1 5.4
Machine Operator 15 100 10 66.7 5 33.3
Messenger 2 100 2 100.0
Office Boy/Girl 8 100 6 75.0 2 25,0
Receptionist 10 100 10 100.0
Switchboard Operator 12 100 12 100.0
TOTALS 122 100 47 38.5 58 47.5 3 4 14.0
S

lln this table each employer was counted as a separate employer each time he
supplied information concerning the sex preference for any type of miscellane-
ous position listed.

This table should be read as follows:
ence for cashiers by sex, 7, or 17.5 per cent, preferred men cashiers.

Of the 40 employers expressing a prefer-
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TABLE CIII

DISTRIBUTION OF JOBS HELD BY MISCELLANEOUS EMPLOYEES ACCORDING TO
PREFERENCE BY SEX SPECIFIED BY EMPLOYERS

‘il

Positions Men Women No
Represented  Preferred Preferred Preference
Positions Per Per Per Per
No. Cent No. Cent No. Cent No. Cent
Cashier 46 100 28 60.9 17 37.0 1 2.1
Delivery Boy/Girl 7 100 7  100.0
Machine Operator 8 100 & 50.0 3 37.5 1 12,5
Office Boy/Girl 6 100 6 100.0
Receptionist 4 100 4 100.0
Switchboard Operator 18 100 18 100.0
TOTALS 89 100 39 43.8 48 53.9 2 2.3

- —- — ——
— — —

This table should be read as follows: Of the 46 cashier positions for which
a preference by sex was specified, men cashiers were preferred for 28, or
60.9 per cent, of the positions.
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Probebly because of the lack of adequate representation of all of the posi-
tions, some discrepancies exist between Table CIII and the tendencies noted
in Table CII and C. For instance, in Table CIII men are preferred for over
half of the positions for cashiers. However, men are preferred for all of
the positions for delivery boy, and women are preferred for all of the posi-
tions for receptionist and switchboard operator - facts which seem to be
true in all tables concerning division as to sex and sex preference,

Rate of Turnover of Miscellaneous Employees. Tables CIV, CV, and CVI

give the rate of turnover of miscellaneous employees in Blackwell and Enid,
The rate of turnover of miscellaneous employees is quite similar to the rate
of turnover of most of the other classifications of business employees.

In Teble CIV, the only & positions for men miscellaneous employees in
which there was sny turnover whatsoever were the positions of cashier and
delivery boy. The only position for women miscellaneous employees in which
there was not a turnover was the position for collector. The highest rate
of turnover occurred in the position of office girl. Niscellaneous women
employees as e group had a turnover rate of Z8.9 per cent as compared to
12,2 per cent for the men. The rate of turncver of men and women miscellane-
ous employees combined was 24,5 per cent,

Minimum Age Requirements for Men Miscellaneous Employees. Table CVII

shows the distribution of 96 miscellaneous positions for men in Enid, Pryor,
and Blackwell with respect to the minimum age requirements specified by em-
ployers. Sixty end five-tenths per cent of the jobs have the minimum age re-
quirement of 18 years. The age of 21 was the next most frequently mentioned
minimum age requirement and was specified for 12.5 per cent of the positions.
Eighteen was the minimum age required most often for all types of miscellaneous

positions in which men were employed except that of office boy, a position
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TABLE CIV

RATE OF TURNOVER IN MEN MISCELLANEQOUS EMPLOYEES DURING 12-MONTH PERIOD

e

3 s e ey e T

Posi tion Newly — Deme e
Empl oyed Sepsrated Employees No.l Per eontz

Cashier 2 3 26 2 T.7
Collector 1 0 6 0 0
Delivery Boy 9 7 21 7 33.3
Machine Operator 0 0 14 0 0
Messenger 0 0 2 0 0
Office Boy 3 0 5 0 0

TOTALS 15 10 74 9 12,2

IAotunl number of replacements during lZ-month period represented by total
newly employed or total separated, whichever is smaller.

2Percontage of net turnover based on average number of employees during 12-
month period.

This table should be read as follows: Two men cashiers were hired and 3 were
separated from their jobs resulting in a 7.7 per cent turnover.
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TABLE CV

RATE OF TURNOVER IN WOMEN MISCELLANEQOUS EMPLOYEES DURING 12-MONTH PERIOD

Total
Average Turnover
Position Newly Number 1 3
Employed Separated Employees No. Per cent

Cashier 28 24 68 24 3644
Collector 0 0 2 0 0
Machine Operator 8 4 34 4 11.8
office Girl 5 5 8 5 62.5
Receptionist 1 1 6 1 16.7
Switchboard Op'r. 9 5 17 5 29.4

TOTALS 51 39 136 39 28.9

—— - —
m— —

sctusl number of replacements during 1l2-month period represented by total
newly employed, or total separated, whichever is smaller.

2Porccntngo of net turnover based on average number of emplcyses during 1l2-
month period.

This table should be read as follows: Twenty-eight new women cashiers were
hired and 24 were separated from their jobs, resulting in a 35.4 per cent
turnover.
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TABLE CVI

RATE OF TURNOVER IN MISCELLANEQUS EMPLOYEES DURING 12-MONTH PERIOD

e ———

.,k NS g T T P R e S
Position Newly A;::;g; T Tapnovir >
Employed Separated Employees Noe Per cent
Cashier 0 27 94 27 28,7
Collector 1 0 7 0 ¢}
Delivery Boy/Girl 9 7 21 7 33,3
Machine Operator 8 4 47 4 8.5
Hessenger 0 0 2 0 0
0ffice Boy/Girl 8 5 10 5 50.0
Receptionist 1 1 2 1 50.0
Switchboard Op'r. 9 5 17 5 29.4
TOTALS 66 49 200 49 24,5

e
P

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

zPorccntage of net turnover based on average number of employees during 12~
month period.

This table should be read as follows: Thirty new cashiers were hired and 27
were separated from their jobs, resulting in a 28.7 per cent turnover.
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TABLE CVII

DISTRIBUTIOR OF JOBS HELD BY MEN MISCELLANEOUS EMPLOYEES ACCORDING TO
MINIMUM AGE REQUIREMENTS SPECIFIED BY EMPLOYERS

~ Winimum Age Specified by Fmpl R
Age Spec 2'd oyers -

Position 15 16 17 18 20 Al 25- and Total
29 Over

Cashier 21 11 5 37
Collector 2 1 1 1 5
Delivery Boy 1 T 3 17 1 29
Machine Operator 16 4 20
Messenger 1 1 2
Office Boy 1 2 3

TOTALS 1 7 3 58 7 12 7 1 96

Per cent of
96 1 Tes 31 80.56 7.3 12.5 T8 i 100

This table should be read as follows: In 21 of the 37 jobs for which employers
hired new men cashiers, the minimum sge requirement was 18.
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in which the minimum age requirement was 20 for a majority of the cases repre~
sented,

Fifty employers of men miscellaneous workers in Pryor, Enid, and Seminole
supplied information concerning their minimum age requirements as shown in
Table CVIII. From this table it may be observed that 18 years is mentioned by
the largest number of employers as the minimum age at which they will hire
misesllaneous employees. However, 30 per cent of the employers specified only
16 years as the minimum sge requirement. The 2 positious in which 16 years
was the minimum age requirement more often than 18 years were those for delivery
boy and office boy. Only 24 per cent of the employers specified minimum ages
above 18 years.

Minimum Age Requirements for VWomen Miscelleneous Employees. Table CIX

shows the distribution of 161 miscelleneous positions for women in Pryor,
Blackwell, and Enid sccording to minimum age requirements specified by em-
ployers. Slightly over half of the positions have a minimum age requirement
of 18 years. Twenty-one years was the next most frequently mentioned minimum
age, with 15 per cent of the employers specifying it. Eighteen was the re-
quired minimum age mere often then any other in &ll classificatlons of mis-
cellansous positions.

Data given by 67 employers concerning the minimum age requirements for
women miscellaneous employees in Pryor, Enid, and Semincle are shown in Table
CX. As was also true in Table CIX, 18 years is the minimum sge specified most
often, Twenty and 21 are the next 2 most frequently mentioned required mini-
mum ages.

Tables CVII, CVIII, CIX, and CX indicate that 18 years or less is the
minimum age requirement for considerably over half of the miscellsnecus posi-

tions for both men and women,
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TABLE CVIII

NUMBER OF EMPLOYERS SPECIFYING CERTAIN MINIMUM AGE REQUIREMENTS
FOR MEN MISCELL ANEOUS EMPLOYEES

Minimum Aze Specified by Eloyerai

Position 5= Total
15 16 17 18 20 2l 29
Cashier 4 1 4 1 10
Cellector 1 1 1 1 4
Delivery Boy 1 12 2 10 25
Machire Operstor 2 2 4
Messenger 1 1
Of'fiece Boy 3 1 1 1 6
TOTALS 1 15 & 18 5 5 2 80
Per cent ol
50 2 30 8 36 10 10 4 100

—— -
— - -

1In this teble each employer was counted as a separate employer each time he
supplied information concerning the age requirements for any type of miscellen-
eous position listed.

This table should be read as follows: Of the 10 instances in which employers
hire new men cashiers, in 4 instances esployers stated they would hire new
men cashiers at the age of 18 years.
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TABLE CIX

DISTRIBUTION OF JOBS HELD BY WOMEN MISCELLANEOUS EMPLOYEES ACCORDING TO
MINIMUM AGE REQUIREMENTS SPECIFIED BY EMPLOYERS

Minimum Age Specified by Employers

No re-
Position 25« and quire- Total
16 17 18 19 20 21 22 23 29 over ment
Cashier 1 & B 3 8 13 1 & 2 72
Collector 1 1
Machine Operator 20 &Iy 2 - 35
Office Girl 1 5 I 1 1 8
Receptionist s 2 2 1 10
Switchboard Op'r. 16 16 3 35
TOTALS i & B 1 % 3'1T & 3 1 161

Per cent of
161 11,2 &7 50,3 3 83 16 1.9 B &1 L2 .8 100

This table should be read as follows: In 1 of the 72 jobs for which employers
hired new women cashiers, the minimum age requirement was 16,
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TABLE CX

NUMBER OF EMPLOYERS SPECIFYING CERTAIN MINIMUM AGE REQUIREMENTS
FOR WOMEN MISCELLANEOUS ENMPLOYEES

ﬁﬁ Age gpeciﬁeﬁ by hplowrs:o

Position 25= and Total
8 17 18 19 N B 22 23 29 over

Cashier 1 14 1 2 4 1 3 1 27
Collector 2 2
Delivery Girl 3 3
Machine Operator 5 2 2 2 11
Office Girl 1 1 2
Receptionist 2 4 1 2 1 10
Switchboard Op'r. 1 11 12

TOTALS 2 3 39 3 6 ] 3 1 3 1 67

Per cent of
67 3 4.5 8.2 4.5 8.9 8.9 4.5 1.6 4.5 1.6 100

J‘In this table each employer was counted as a separate employer each time he

supplied information concerning the age requirements for any type of miscel-
laneous position listed.

This teble should be read as followss Of the 27 instances in which employers
hire new women cashiers, in 1 instance employers stated they would hire new
women cashiers at the age of 17 years.
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Experience Requirements for New Miscellaneous Employees. Table CXI

presents data concerning whether or not experience is required for repl sce-
ments in 274 miscellaneous positions in Pryor, Enid, Blackwell, and Bristow,

It is revealed that experience is required in slightly fewer than half of

the positions represented. Positions in which replacements are required to
have experience more of'ten than not are those for cashiers, collectors, machine
operators, and receptionists,

The number of employers in Pryor, Enid, and Seminocle who do or do not
require experience for replacements in miscelleneous positions is given in
Table CXII. With one exception, the same tendencies as were observed in
Table CXI may be also observed in Table (XXII. The exception is in the position
of receptionist. In Table CXII fewer than half of the employers spe cify
experience as a requirement, while in Table CXI two-thirds of the positions
for receptionists had the requirement of experience.

Education Requirements for New Miscellaneous Employees. Except for the

position of delivery boy/girl, high school graduation was the minimum educa-
tion requirement for all types of miscellaneous positions in a majority of
the jobs represented, as shown in Table CXIII. Delivery boys or girls must
have completed school only through the eighth grade in a majority of the
cases., The data presented in Table CXIII are for 251 miscellaneous positions
found in Blackwell, Enid, end Pryor.

Table CXIV presents the minimum education requirements for miscellaneocus
employees as expressed by 111 employers in Seminole, Enid, and Pryor. The
conclusion that high school graduation is the minimum education required by
employers for a majority of all types of miscellaneous positions except that

of delivery boy/girl applies to Table CXIV as well as to Table CXIII,
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TABLE CXI

DISTRIBUTION OF JOBS ACCORDING TO EXPERIENCE REQUIREMENTS
FOR NEWLY EMPLOYED MISCELLANEOUS EMPLOYEES

Total Jobs Experience Experience

Jer e T set B s %R
Cashier 119 100 77 64.7 42 3543
Collector 7 100 4 57.1 3 42.9
Delivery Boy/Girl 31 100 2 8.5 29 93,5
Machine Operator 48 100 29 60.4 19 39.6
liessenger 2 100 2 100.0
Office Boy/Girl 11 100 1 9.1 10 90.9
Receptionist 21 100 14 66.7 7 3343
Swi tchboard Operator 35 100 3 8.6 32 9l.4
TOTALS 274 100 1%0 47.4 144 52.6

This table should be read as follows: Of the 119 positions for cashier for
which the experience requirements were given, 77, or 64.7 per cent, require
experience,
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TABLE CXII

NUMBER OF EMPLOYERS SPECIFYING EXPERIENCE REQUIREMENTS
FOR NEWLY EMPLOYED MISCELLANEQUS EMPLOYEES

R TR S S Ao 10 S [k SV e SRR S . Lo -

hplo;mru1 Experience Experience

Position Represen ted Required Not Reguired

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

Cashier 37 100 25 67.6 12 32.4
Collector 6 100 4 66.7 2 388
Delivery Boy/Girl 25 100 3 12.0 22 88.0
Machine Operator 15 100 8 53.3 7 46.7
Messenger 2 100 2 100.0
Office Boy/Girl 8 100 8  100.0
Receptionist 10 100 3 30.0 T 70.0
Switehboard Operator 12 100 2 16.7 10 83.3
TOTALS 115 100 45 39.1 70 60.9

ll‘n this table each employer was counted as a separate employer each time he

supplied information concerning the experience requirements for any type of
miscellaneous position listed.

This table should be read as follows: Of the 37 employers hiring new cashiers,
25, or 67.6 per cent, required experience of new cashiers.
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TABLE CXIII

DISTRIBUTION OF JOBS HELD BY MISCELLANEOUS EMPLOYEES ACCORDING TO
MINIMUM EDUCATION REQUIREMENTS SPECIFIED BY EMPLOYERS

. ow Employee Must Have Complebed -5
Position rade chool Bus. College Total
8 : Col. 2

Cashier 99 6 4 109
Collector 3 1 3 7
Delivery Boy/Girl 15 7 7 29
Machine Opersator 56 12 48
Hessenger 2 2
office Boy/Girl 10 1 11
Receptionist 10 10
Switehboard Op'r. 1 16 18 86

TOTALS 16 23 185 20 7 251

Per cent of
251 6.4 9.2 T3.7 8.0 2.7 100

This table should be read as follows: Of the 109 positions for cashier for
which minimum education requirements were given, 99 had the minimum require-
ment of a high-school education.
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TABLE CXIV

NUMBER OF EMPLOYERS' SPECIFYING CERTAIN MINIMUM EDUCATION REQUIREMENTS
FOR NEW MISCELLANEQOUS EMPLOYEES

ew oyee Must Have Comple

Position Er_;&g E‘lﬁh@ﬂ} E:: TEM'Z Total
Cashier 1 32 3 - 37
Collector 2 2 2 6
Delivery Boy/Girl 11 4 6 21
Machine Operator 7 6 2 156
Messenger 1 1 2
Office Boy/Girl 2 1 5 8
Receptionist 10 10
Swi tehboard Op'r. 2 10 12

TOTALS 13 9 73 11 A 4 111
~ Per cent of

111 11.7 8.1 65.8 9.9 «5 3.6 100

—
-

1mn this table each employer was counted as a separate employer each time he
supplied information concerning education requirements for any type of miscel-
laneous position listed.

This table should be read as follows: :Df the 37 instances in which employers
hire new cashiers, in 1 instance the employers required new cashiers to have
2 years of high school education.
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In view of the data regarding age, experience, and education required
for miscellaneous positions, it seems reasonable to assume that most of the
jobs in this field are available to the high school graduate without further
training and/or experience,

Number of Newly Employed Miscelleneous Employees. In Table CXV is showm

the number of miscellaneous workers who were newly employed, whether for re-
placements or for newly created positions, during a 12-month period in Enid,
Blackwell, and Pryor. The lZ-month period in Pryor was the calendar year
1948, and in Enid snd Blackwell it was the latter part of 1948 and the begin-
ning of 1949, More persons were newly employed in the position of cashier
than in any other. There were also a significant number of new employees in
the delivery boy/gzirl and the switchboard operator positions. The fact that
these 3 positions have the grestest number of new employees during a year
may be partly due to the relatively high rate of turnover in them. A total
of 82 new miscellaneous workers were newly employed during the period covered
in the 3 studies.

Number of Miscellaneous Employees Performing Selected Duties. The number

and perceantage of 251 miscellaneocus employees in Enid, Blackwell, and Pryor
performing selected duties are given in Table CXVI. The "selected duties" are
the ones common to the interview schedules used in the 3 studies. None of

the duties listed was performed by more then half of the employees. Type-
writing, however, was performed by one-half or more of all the miscellaneous
employees except those classified as delivery boys/girls, messengers, or
switchboard operators. Approximately one-third of all the miscellaneous
employees performed filing, bookkeeping, and selling duties. Only 3.6 per

cent of the total miscellaneous employees took dictation.



192

TABLE CXV

NUMBER OF NEWLY EMPLOYED MISCELLANEQUS EMPLOYEES
DURING A 12-MONTH PERIOD

“Total
Newly Employed
Position Newl loyed in Miscellaneous
Blackwell id Pryor Employees
Cashier 7 23 1 31
Collector 1 1
Delivery Boy/Girl 9 8 17
Machine Operator 1 7 8
Office Boy/Girl 5 3 8
Receptionist 1 1 2
Swi tehboard QOp'r. 2 7 6 15
TOTALS 15 61 18 82
Per cent of

82 18,3 62.2 19.5 100

—

This table should be read as follows: Seven cashiers were newly employed in
Blackwell, 23 cashiers were newly employed in Enid, and 1 cashier was newly
employed in Pryor during s 12-month period, msking a total of 31 cashiers who
were newly employed during a l2-month period.



TABLE CXVI

NUMBER AND PERCENTAGE OF FULL~TIME MISCELLANEOUS EMPLOYEES PERFCRMING SELECTED DUTIES

Apply
Enowledge
of
Take Bookkeeping

Total Dictation Principles
Employees and and
Position RcEraunt:: Type — File . Tranlori.bz Practioo;. - Sell .
No. Cent No. Cent No. Cent No. Cent No. Cent No, Cent
Cashier 109 100 57 52,8 37 33.9 4 3.7 41 37.6 60 55.0
Collector 7 100 5 Tl.4 3 42,9
Delivery Boy/Girl 29 100 16  56.2
Machine Operator 48 100 48 100.0 31 64.6 2 4.2 28 5843 B 8.3
Office Boy/Girl 11 100 9 81,8 8 72.7 8 27.3 6 654.6 1 9.1
Receptionist 10 100 5 5060 8 80.0 2 20.0
Switchboard Operator 35 100 6 14,3 6 17.1 1 2.8
TOTALS 251 100 119 47.6 90 36,0 9 3.6 78 81.2 84 33.6

s

—_— -
- -

This table should be read as follows:

performed typewriting duties,

Fifty-seven, or 52,3 per cent, of the 109 cashiers represented

261
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Number of Miscellsneous Employees Operating Certain Machines. Informe-

tion about only two machines, the adding machine and the calculator, was found
in each of the 3 surveys made in Blackwell, Enid, and Pryor. Both of these
machines were used by fewer than half of the miscellaneous employees.

Two other machines, mentioned in the Blackwell and Enid studies, were
used by a significant number of employees to be worthy of note. First, the
cash register was used by 58 of the 955 cashiers in these 2 towns. BSecond,
the bookkeeping machine was used by 25 of the 48 machine operators in the
2 towns.

A breskdown of the 48 machine operators reveals the following different
classifications. Fach class, of course, indicates that that machine is used
by the number of employees who are so classified. There were 1 adding machine
operator, 4 I. B. M. operators, 8 bookkeeping machine operators, 1 addressing
machine operator, 14 calculator operators, 5 comptometrists, 1 mimeograph

operator, and 14 posting machine operators.



NUMBER AND PERCENTAGE OF FULL-TIME MISCELLANEOUS EMPLOYEES

TABLE CXVII

OPERATING CERTAIN MACHINES
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- ——

Total %
Employees ddding
Represen ted Machine Calcul ator
Position Per er or
No. Cent No. Cent No. Cent
Cashier 109 160 62 56.9 45 41.3
Machine Operator 48 100 31 64.6 33 68.8
Office Boy/Girl 11 100 4 36.4 1 9.1
Receptionist 10 100 3 30.0
Switchboard Operator 35 100 2 5.6 2 5.6
TOTALS 251 100 104 41.4 84 38.6

This table should be read as follows:
cashiers represented operated the adding machine.

Sixty=two, or 56.9 per cent, of the 109



CHAPTER IX

SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS

It is the purpose of this study to summarize the comparable data provided
by business occupational surveys completed since 1945 for towns in Oklahoma.
The study also offers suggestions that may be of value to persons conducting
and recording the results of future occupational surveys.

The data for this study were collected from 6 general and 4 specialized
business occupational surveys of towns in Oklshoma. The general studies sum-
marized inocluded surveys of the towns of Blackwell, Bristow, Enid, McAlester,
Pryor, and Seminole; end the specialized studies summaerized included a survey
of record keepers and a survey of secretarisl employees in 15 oil companies
in Bartlesville, Ponca City, snd Tulsa; a survey of bookkeepers in Stillweter;
and a survey of secretaries in the public schools.

The findings of this study are summarized below and on the following peges.

General F’indi.ngg

1. The ten surveys summarized in this study provided information concern-
ing 6031 full-time and 241 part-time positions.

2. Three classifications of employees contained over a thousand employees
each. These classifications were bookkeeper, stenographer, and retail salesman.
It should be pointed out, however, that the large number of bookkeepers and
stenographers was due largely to the inclusion of 2 specialized surveys of the

record keeping and secretarial employees of the oil industry.
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3. The division of the employees by sex revealed that out of 6031 em-
ployees, 3327, or slightly over half, were women., Men predominated in the
record keeping positions, in the clerical positions of shipping clerk and stock
clerk, in all sales positions except retail salesman, and in the miscellaneous
position of delivery boy. Except for the retail sales positions in which there
was an almost equal division of positions between the sexes, women predominated
in the remaining positions.

4, Of the 888 instances in which employers expressed a preference for the
various types of employees by sex, in 290 instances, or 32,7 per cent, men were
preferred; in 445 instances, or 50.1 per cent, women were preferred; and in
163 instances, or 17.2 per cent, no preference was stated.

5. A distribution of 735 jobs according to the preference by sex specified
by the employers showed that men were preferred for 301, or 41 per cent, of the
Jobs; women were preferred for 267, or 36.3 per cent, of the jobs; and no prefer-
ence was given for 167, or 22,7 per cent, of the jobs.

6. During a 12-month period, 160 men were hired snd 106 men were separated
from their jobs, meking a turnover of 104 men, or a 13.9 per cent turnover based
on the average number of 747 men employees. Aside from those positions in which
the average number of employees during the l2-month period was only 1 or 2, the
highest rate of turnover occurred in the position of delivery boy in which there
was a turnover of 33.3 per cent.

7. During a 12-month period, 420 women were hired and 328 women were sepa-
rated from their jobs, making s turnover of 321 women, or a 34.6 per cent turn-
over based on the average number of 927 women employees. The largest turnover
for women was in the positions of office girl and retail salesman in which there

was a turnover of 62.5 per cent and 55.% per cent respectively.
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8. There were 677 employees hired and 474 employees separated from their
jobs during e 12-month period, resulting in a turnover of 469 employees, or a
25.7 per cent turnover based on the average number of 1822 employees. Positions
having a higher-than-average turnover were those for secretaries, stenographers,
typists, file clerks, time clerks, retall salesmen, cashiers, delivery boya/girla,
office boys/girls, receptionists, snd switchboard operators.

9. A distribution of 907 jobs for men according to the minimum age require-
ments specified by employers showed that 18 years was the minimum age required
for 425, or 46.9 per cent, of the positions. TIwenty years was the minimum age
required for 96, or 10.6 per cent, of the positions; and Zl years was the minimum
age required for 117, or 1%4.9 per cent, of the positions. No other one age was
required for more than 10 per cent of the positions for men.

10, Of the 387 instences in which employers specified minimum age require=-
ments for men employees, in 118, or 30.7 per cent, of the instances 18 years was
the minimum ege required by the employers. In 48, or 12.4 per cent, of the in-
stances 20 years was the required age; in 66, or 17.l1 per cent, of the instances
21 years was the required age; and in 44, or 11.4 per cent, of the instences
25-29 years was the minimum age requirement. No other one age was required in
more than 10 per cent of the instances.

11. A distribution of 1125 jobs for women according to the minimum age re-
quirements specified by employers showed that 18 years was the minimum age re-
quired for 622, or 55.3 per cent, of the positions. Twenty yeers wes the minimum
age required for 165, or 14,7 per cent, of the positions. No other one age was
required for more than 10 per cent of the positions for women.

12, Of the 528 instances in which employers specified minimum age requirements
for women employees, in 249, or 47.1 per cent, of the instances 18 years wes the

minimum sge required by the employers. In 86, or 16.3 per cent, of the instances
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20 years was the minimum age required; and in 60, or 11,4 per cent, of the in-
stances 21 years was the minimum age required. No other one age was required
in more than 10 per cent of the instances.

13. Information regarding whether or not experience was required for re-
placements was given for 2270 jobs. Experience was required in 961, or 42,3
per cent, of the 2270 jobs; and experience was not required in 1309, or 57.7
per cent, of the jobs.

14, Of the 867 instances in which employers specified whether or not ex-
perience was required for new employees, in 4656, or 52,5 per cent, of the
instances experience was required; end in 412, or 47.5 per cent, of the instances
experience was not required.

15. A distribution of 2142 jobs for which education requirements were
given revealed that for 1453, or 67.8 per cent, of the jobs high school gradua=
tion was required., For 263, or 11.8 per cent, of the jobs business college
training was required. No other one specific type of education was required
for more then 10 per cent of the total positions represented.

16. Of the 856 instances in which employers specified the minimum educa-
tion requirements for new employees, in 547, or 63.9 per cent, of the instances
high school graduation was specified as the minimum education required, In
152, or 17.8 per cent, of the instances business college training was the mini-
mum education required by the employers. No other one specific type of education
was required in more than 10 per cent of the instances.

17. During a 12-month period, there were 133 new employees hired in Black-
well, 447 hired in Enid, 124 hired in Pryor, and 629 hired in the oil companies.
The two positions in which there was the greatest number of new employees were
stenographer and retail selesman. There were over 300 new employees in each of

these positions during a 1Z-month period.



18, Of the 2106 employees about whom information was given regarding
their duties, 1070, or 50.8 per cent, did typewriting; 850, or 40.3 per cent,
did filing; 295, or 14.0 per cent, took dictation end transcribed; 803, or
38,1 per cent, applied s knowledge of bookkeeping principles and practices;
and 1148, or 54.5 per cent, performed selling duties.

19, Of the 2061 employees about whom information was given regarding the
machines operated, 1012, or 49.l1 per cent, operated the adding machine; 608,
or 29,5 per cent, opersted the calculator; 71, or 3.4 per cent, operated the
addressing machine; 148, or 7.2 per cent, operated the mimeograph; and 55, or

2.7 per cent, operated the Ediphone or Dictaphone.

Findings Pertaining to Record Keeping Positions

1. Eight studies included in this summery provided information concern-
ing record keeping positions. The 8 studies were comprised of 6 general surveys
of Blackwell, Bristow, Enid, McAlester, Pryor, and Seminole; and of 2 special=-
ized surveys, one of bookkeepers in Stillwater and one of record keeping employees
in 14 o0il companies in Bartlesville, Ponca City, and Tulsa.

2, The B surveys containing information regarding r‘;eoord keepers provided
data concerning 2244 full-time and 34 part-time record keepers. Approximately
three~fourths of the record keepers represented were employed by the oil com~
panies,

3. Of the 2244 full-time employees represented, 372, or 16.6 per cent, were
accountants; 1248, or 55.6 per cent, were bookkeepers; and 624, or 27.8 per cent,
were ledger clerks.

4. A division of the record keeping employees by sex revealed that out of
2214 employees, 1548, or 65.9 per cent, were men and 666, or 30.1 per cent, were

women. Men predominated in all types of record keeping positions.
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5. A division of the record keeping employees by sex excluding the oil
company employees revealed that out of 506 employees, 161, or 31.8 per cent,
were men and 345, or 68.2 per cent, were women. Men predominated in the account-
ing positions, and women predominated in the bookkeeping and ledger clerk
positions.

6. Of the 231 instances in which employees expressed a prefsre;co for
record keepers by sex, in 66, or 28.6 per cent, of the instances men were pre-
ferred; in 115, or 49.8 per cent, of the instences women were preferred; and
in 50, or 21.6 per cent, of the instances no preference was stated.

7. A distribution of 109 record keeping positions according to the pre-
ference by sex specified by the employers showed that men were preferred for
83, or %0.3 per cent, of the jobs; women were preferred for 54, or 48,5 per
cent, of the jobs; and no preference was given for <2, or 20.2 per cent, of
the jobs.

8. During a lZ2-month period, 24 men record keepers were hired and 10
were separated from their jobs, making a turnover of 10 men, or a 10.5 per cent
turnover based on the average number of 95 men record keepers. The highest
rate of turmover occurred in the position of bookkeeper in which there was a
turnover of 135.8 per cent.

9. During a lZ-month period, 52 women record keepers were hired and 42
were separated from their jobs, making a turnover of 42 women, or a 27.8 per
cent turnover based on the average number of 151 women record keepers. The
highest rate of turnover occurred in the position of bookkeeper in which there
was a turnover of 30,5 per cent.

10. There were 86 record keepers hired and 54 separated from their jobs
during a 1lZ-month period, resulting in a turnover of 54 recorqlkeepera, or a

19.8 per cent turnover based on the average number of 272 record keepers. The
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highest rate of turnover occurred in the position of bookkeeper in which there
was a turnover of 23.1 per cent.

11. A distribution of 113 jobs for men record keepers according to minimum
age requirements specified by employers showed that 18 years was the minimum age
required for 33, or 29,2 per cent, of the positions. Twenty years was the mini-
mum age required for 29, or 25.7 per cent, of the positions; 21 years was the
minimum age required for 24, or 21.2 per cent, of the positions; and 25-29 years
was the minimum age required for 19, or 16.8 per cent, of the positions for men
record keepers. No other one age was required for more than 10 per cent of
the record keeping positions for men.

12, Of the 114 instances in which employers specified minimum age require-
ments for men record keepers, in 26, or 22,9 per cent, of the instances 18 years
was the minimum age required by employers., In 2Z, or 19.3 per cent, of the in-
stances 20 years wes the required age; in 25, or Z21.9 per cent, of the instences
21 years wes the required age; end in 15, or 13,1 per cent, of the instances 25~
29 years was the minimum age requirement for men record keepers. No other one
age was required in more than 10 per cent of the instances.

13. A distribution of 184 jobs for women record keepers according to mini-
mum age requirements specified by employers showed that 18 years was the minimum
ege required for 102, or 55.4 per cent, of the positions. Twenty years was the
minimum sge required for 28, or 15.2 per cent, of the positions; end 26-29 years
was the minimum sge required for 21, or 1l.4 per cent, of the positions for women
record keepers. No other one age was required for more than 10 per cent of the
record keeping positions for women.

14, Of the 169 instances in which employers specified minimum age require-
ments for women record keepers, in 67, or 35.8 per cent, of the instences 18

years was the minimum age required by employers. In 39, or 23.1 per cent, of
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the instances 20 years was the required age; in 21, or 12,4 per cent, of the
instences 21 years was the required age; and in 18, or 10.6 per cent, of the
instances, 2529 years was the minimum age requirement for women record keepers,
No other one age was required in more than 10 per cent of the instances.

15. Information regarding whether or not experience was required for re-
placements was given for 384 record keeping positions. Experience was required
in 203, or 52.8 per cent, of the positions; and experience was not required in
181, or 47.2 per cent, of the positions.

16, Of the 258 instances in which employers specified whether or not ex-
perience was required for new record keepers, in 170, or 65.9 per cent, of the
instances experience was required; and in 88, or 34,1 per cent, of the instances
experience was not required.

17. A distribution of 827 record keeping positions for which education
requirements were given revealed that for 1568, or 48,4 per cent, of the posi-
tions high school graduation was required. For 91, or 27.8 per ocent, of the
positions business college training wes required; end for 55, or 16.8 per cent,
of the positions two years of college was required. WNo other one specific type
of education was required for more than 10 per cent of the totel positions
represented,

18. Of the 266 instances in which employers specified the minimum education
requirements for new record keepers, in 160, or 56.4 per cent, of the instances
high school graduation was specified ss the minimum education required. In 70,
or 26,3 per cent, of the instances business college training was the minimum
education required by the emplovers. No other one specific type of education
was required in more than 10 per cent of the instances.

19. During a 12-month period, there were 19 new record keepers hired in

Blackwell, 57 hired in Enid, 12 hired in Pryor, snd 246 hired in the oil



204

compenies. There were more newly employed bookkeepers during the 1l2-month
period than any other classification of record keeping employee.

20. Vecancies for accountants and bookkeepers in the oil companies were
usually filled by promoting or shifting present employees. Vacancies for led-
ger clerks were usually filled by hiring new employees.

21. Of the 333 record keepers about whom information was given concerning
their duties, 263, or 79.0 per cent, did typewriting; 205, or 61.6 per cent,
did filing; 26, or 7.8 per cent, took dictation and transeribed; 327, or 98.2
per cent, applied a knowledge of bookkeeping prineiples and practices; and 94,
or 28,2 per cent, performed selling duties.

22. Of the 288 record keepers about whom information was given regarding
the machines operated, 270, or 93.8 per cent, operated the adding machine; 209,
or 72,6 per cent, operated the calculator; and 26, or 9.0 per cent, operated

the addressing machine.

Findingz Partaining E Secretarial Positions

1. Eight studies included in this summary provided information concern-
ing secretarial positions. The 8 studies were comprised of 6 general surveys
of Blackwell, Bristow, Enid, MocAlester, Pryor, and Seminole; and of 2 specisl-
ized surveys, one of secretaries in the public schools of Oklshoma and one of
secretarial employees in 15 oil companies in Bartlesville, Ponca City, and
Tulsa.

2. The 8 surveys containing information regarding secretarial employees
provided deta concerning 1876 full-time and 9 part-time secretarial employees.
Approximately four-fifths of the secretarial employees represented were em-
ployed by the oil compsnies.

S. Of the 1876 full-time employees represented, 549, or 29.2 per cent,

were secretaries; 1238,} or 65.9 per cent, were stenographers; 17, or .9 per
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cent, were Ediphone or Dictaphone operators; and 74, or 4.0 per cent, were
typists.

4, A division of the secretarial employees by sex revealed that out of
1728 employees, 59, or &.4 per cent, were men and 1669, or 96.6 per cent, were
women., Women predominated in all types of secretarial positions.

5., Of the 210 instances in which employees expressed a preference for
secretarial employees by sex, in 4, or 1.9 per cent, of the instances men were
preferred; in 171, or 8l.4 per cent, of the instances women were preferred;
and in 35, or 16.7 per cent, of the instances no preference was stated.

6. A distribution of 89 secretarial positions according to the preference
by sex specified by the employers showed that men were preferred for 3, or 3.4
per cent, of the jobs; women were preferred for 73, or 82,0 per cent, of the jobs;
and no preference was given for 13, or 14.6 per cent, of the jobs.

7. During a lZ-month period, & men secretarial employees were hired and 1
was separated from his job, making a turnover of 1 man, or a 10.0 per cent turn-
over based on the average number of 10 men secretarial employees. The only posi-
tion in which there was a turnover of men secretarial employees was the position
of typist in which there was a turnover of 50.0 per cent.

8. During a l2-month period, 79 women secretarial employees were hired and
57 were separated from their jobs, making a turnover of 57 women, or a 28,9 per
cent turnover based on the average number of 197 women secretarial employees,

The highest rete of turnover occurred in the position of typist in which there
was a turnover of 33,3 per cent.

9. There were 107 secretarial employees hired and 67 separated from their
jobs during a 12-month period, resulting in a turnover of 67 secretarial employes,
or a 28,4 per cent turnover based on the average number of 236 secretarial employ-
ees. The highest rate of turnover occurred in the secretarial position of

stenographer in which there was a turnover of 32.4 per cent.
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10. A distribution of 15 jobs for men secretarial employees according to
minimum sge requirements specified by employers showed that 18 years was the
minimum age required for 7, or 46.7 per cent, of the positions. Twenty years
wes the minimum age required for 2, or 13,3 per cent, of the positions; 21
years was the minimum age required for 5, or 33,3 per cent, of the positions;
and no minimum age requirement was specified for 1, or 6.7 per cent, of the
secretarial positions for men.

11. Of the 16 instances in which employers specified minimum age require-
ments for men secretarial employees, in 8, or 50.0 per cent, of the instances
18 years was the minimum age required by employers. In 4, or 25.0 per cent, of
the instances 21 years was the required age; in 3, or 18.7 per cent, of the
instances 23 years was the required age; and in 1, or 6.3 per cent, of the
instances 16 years was the minimum age requirement for men secretarial employees.

12, A distribution of 240 jobs for women secretarial employees according
to minimum age requirements specified by employers shaved that 18 years was the
minimum age required for 150, or 62.5 per cent, of the positions. Twenty years
was the minimum age required for 32, or 13.3 per cent, of the positions; and 21
years was the minimum age required for 30, or 12,5 per cent, of the positions
for women secretarial employees. No other one age was required for more than
10 per cent of the secretarial positions for women.

13, Of the 148 instences in which employers specified minimum age require=-
ments for women secretarial employees, in 69, or 46.6 per cent, of the instances
18 years was the minimum age required by employers. In 28, or 18.9 per cent, of
the instances 20 years was the required age; and in 22, or 14.8 per cent of the
instences, 21 years was the minimum age requirement for women secretarial em-

ployees. No other age was reguired in more than 10 per cent of the instances.
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14, Information regarding whether or not experience was required for re-
placements was given for 262 secretarial positions. Experience was required
in 119, or 45.4 per cent, of the positions; and experience was not required in
143, or 54,6 per cent, of the positions.

15. Of the 160 instances in which employers specified whether or not ex-
perience was required for new secretarial employees, in 83, or 51.9 per cent,
of the instances experience was required; snd in 77, or 48.1 per cent, of the
instances experience was not required.

16. A distribution of 3521 secretarial positions for which education re-
quirements were given revealed that for 208, or 64.8 per cent, of the positions
high school graduation was required. For 106, or 33.0 per cent, of the posi-
tions business college training was required; end for 7, or 2.2 per cent, of
the positions two years of college was required.

17. Of the 152 instances in which employers specified the minimum educa=-
tion requirements for new secretarial employees, in 105, or 69.0 per cent, of
the instances high school graduation was specified es the minimum education re-
quired. In 38, or 25.0 per cent, of the instances business college training
was the minimum education required by the employers; in 6, or 4.0 per cent, of
the instences 2 years of college was the required minimum education; end in 3,
or 2,0 per cent, of the instances 1 year of college was the required minimum
education,

18, During a l2-month period, there were 20 new secretarial employees
hired in Blackwell, 62 hired in Enid, 25 hired in Pryor, end 383 hired in the
0il companies. There were more newly employed stenographers during the 12-
month period then eny other c¢lassification of secretarial employee.

19. Vacancies for secretaries in the oil companies were usually filled

by promoting or shifting present employees. Vacancies for stenographers were
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filled either by promoting or shifting present employees or by hiring new em-
ployees.

2. Of the 335 secretarial employees about whom information was given con-
cerning their duties, 335, or 100 per cent, of the employees did typewriting;
321, or 95.8 per cent, did filing; 240, or 71.8 per cent, took dictation and
transeribed; 212, or 63.3 per cent, applied a knowledge of bookkeeping prin-
ciples and practices; and 2, or .6 per cent, performed selling duties.

2l. Of the 335 secretarisl employees ebout whom information was given con=-
cerning the machines operated, 119, or 35,5 per cent, operated the adding machine;
108, or 32,2 per cent, operated the calculator; 21, or 6.3 per cent, operated
the addressing machine; 124, or 37.0 per cent, operated the mimeograph; end 50,

or 14.9 per cent, operated the Ediphone or DPictaphone.

Findings Pertaining to Clerical Employees

l. Six ltud..tes included in this summary provided information concerning
clerical positions. The six studies were comprised of 6 general surveys of
Bleckwell, Bristow, Enid, McAlester, Pryor, and Seminole.

2. The 6 surveys containing information regarding clerical employees pro=-
vided date concerning 348 full-time end 15 part-time clerical employees.

3« Of the 348 full-time employees represented, 31, or 8.9 per cent, were
billing clerks; 1, or .3 per cent was an entry clerk; 11, or 3.2 per cent, were
file clerks; 169, or 48.5 per cent, were general office clerks; 1, or .3 per
cent, was an operation clerk; 95, or 2.6 per cent, were order clerks; 9, or 2,6
per cent, were payroll clerks; 12, or 3.4 per cent, were shipping clerks; 102,
or 29,3 per cent, were stock olerks; and 3, or .9 per cent, were time clerks.

4. A division of the clerical employees by sex revealed that out of 323
employees, 172, or 53,3 per cent, were men and 151, or 46.7 per cent, were women.

Men predominated in the positions of shipping clerk and stock clerk; and women
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predominated in the positions of billing clerk, file clerk, general office
clerk, order clerk, and payroll clerk.

5. Of the 129 instances in which employees expressed a preference for
clerical employees by sex, in 52, or 40.3 per cent, of the instances men were
preferred; in 57, or 44,2 per cent, of the instances women were preferred; and
in 20, or 15.5 per cent, of the instances no preference was stated.

6. A distribution of 66 cleriecal positions according to the preference
by sex specified by the employers showed that men were preferred for 34, or
51,5 per cent, of the jobs; women were preferred for 28, or 42,4 per cent, of
the jobs; end no preference was given for 4, or 6.1 per cent, of the jobs.

7. During a l2-month period, 25 men clerical employees were hired and
15 were separated from their jobs, meking a turnover of 14 men, or an 11,8 per
cent turnover based on the average number of 119 men clericel employees, If
those positions in which there was an average of 2 or fewer men employees dur-
ing the 12-month period are disregarded, the highest rate of turnover of men
clerical employees occurred in the position of stock clerk in which there was
a turnover of 13.8 per cent. |

8. During a 12-month period, 30 women clerical employees were hired and
22 were separated from their jobs, making a turnover of 15 women, or an 11.5
per cent turnover based on the average number of 131 women clerical employees.
The highest rete of turnover occurred in the position of stock clerk in which
there was 2 turnover of 33,3 per cent.

9. There were 55 clerical employees hired and 37 separated from their
jobs during s 12-month period, resulting in a turnover of 32 clerical employees,
or s 12,9 per cent turnover based on the average number of 247 clerical employ-
ees during the l2-month period. Except for those positions in which there was

an average of 2 or fewer employees during the 12-month period, the highest rate



of turnover of clerical employees occurred in the position of file clerk in
which there was a turnover of 28.6 per cent.

10, A distribution of 137 jobs for men clerical employees according to
minimum age requirements specified by employers showed that 18 yeaers was the
minimum age required for 83, or 60,6 per cent, of the positions. Twenty years
was the minimum age required for 18, or 13,1 per cent, of the positions; and
2l years was the minimum age specified for 15, or 10,9 per cent, of the cleri-
cal positions for men. No other one age was required for more than 10 per cent
of the clerical positions for men.

11. Of the 63 instances in which employers specified minimum age require-
ments for men clerical employees, in 26, or 4l.2 per cent, of the instances 18
years was the minimum age required by employers. In 7, or 1l.l1 per cent, of
the instances 20 years was the required age; and in 14, or 22,2 per cent, of
the instances 21 years was the minimum age requirement for men clerical em=
ployees. No other one age was required in more than 10 per cent of the in-
stances.

12. A distribution of 146 jobs for women clerical employees according to
minimun ege requirements specified by employers showed that 18 yesrs was the
minimum ege required for 112, or 76.6 per cent, of the positions. No other
one sge was required for more then 10 per cent of the positions for women
clerical employees.

13, Of the 73 instances in which employers specified minimum age require-
ments for women clerical employees, in 46, or 63.0 per cent, of the instances
18 years was the minimum age required by employers. In 9, or 12,3 per cent, of
the instances 20 years was the required age. No other one age was required in
more then 10 per cent of the instances.
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14, Information regarding whether or not experience was requir&d for re-
placements was given for 283 clerical positions. Experience was reguired in
52, or 18.4 per cent, of the positions; end experience was not r;qu:lrod in 231,
or 81,6 per cent, of the positions.

15. Of the 132 instances in which employers specified whether or not ex-
perience was required for new clerical employees, in 44, or 33.3 per cent, of
the instances experience was required; and in 88, or 66.7 per cent, of the in-
stances experience was not reguired.

16. A distribution of 302 clerical positions for which education require-
ments were given revealed that for 221, or 73.3 per cent, of the positions high
school graduation was required. For 37, or 12.2 per cent, of the positions
only 2 years of high school was required, No other one specific type of educa-
tion wes required for more than 10 per cent of the total positions represented.

17. Of the 132 instances in which employers specified the minimum educa-
tion requirements for new clericel employees, in 82, or 62.1 per cent, of the
instances high school graduation was specified as the minimum education reguired.
In 31, or 23.4 per cent, of the instances business college training was the
minimum education required by the employers. No other one specific type of
education was required in more than 10 per cent of the instances.

18. During a 12-month period, there were 11 new clerical employees hired
in Blackwell, 44 hired in Enid, end 9 hired in Pryor. There were more newly
employed general office clerks and stock clerks during the 1Z-month period than
any other classification of clericel employee.

19. Of the 276 clerical employees about whom information was given con=-
cerning their duties, 222, or 80.5 per cent, did typewriting; 137, or 49.6
per cent, did filing; 20, or 7.2 per cent, took dictation and transeribed; 104,
or 37.7 per cent, applied a knowledge of bookkeeping principles and practices;

and 76, or 27.5 per cent, performed selling duties.
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20. Of the 276 clerical employees about whom information was given con-
cerning the machines operated, 144, or 52,2 per cent, operated the adding
machine; 106, or 38.4 per cent, operated the calculator; 24, or 8,7 per cent,

operated the sddressing machine; end 23, or 8,3 per cent, operated the mimeo-

graph,

Findings Pertaining to Sales Employees

1. Five studies included in this summary provided information concern-
ing sales positions. The 5 studies were comprised of 5 general surveys of
Blackwell, Bristow, Enid, Pryor, and Seminole.

2. The 5 surveys containing information regarding seles employees pro-
vided data concerning 1264 full-time and 163 part-time employees.

3. Of the 1264 full-time employees represented, 1070, or 84.7 per cent,
were retail salesmen; 94, or 7.4 per cent, were wholesale salesmen; 83, or 6.6
per cent, were department managers; and 17, or 1.3 per cent, were insurance
salesmen.

4, A division of the sales employees by sex revealed that out of 1264
employees, 734, or 58,0 per cent, were men and 530, or 42.0 per cent, were
women., Men predominated in the positions of wholesale salesman, department
manager, and insurance salesman; and there was an almost equal division of
the retail sales positions between men and women.

5. Of the 196 instances in which employers expressed a preference for
sales employees by sex, in 121, or 61.7 per cent, of the instances men were pre-
ferred; in 44, or 22,4 per cent, of the instances women were preferred; and in
91, or 51.9 per cent, of the instances no preference was stated.

6. A distribution 'or 382 sales positions according to the preference by

sex specified by the employers showed that men were preferred for 192, or 50.2
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per cent, of the jobs; women were preferred for €4, or 16.8 per cent, of the
jobs; and no preference was given for 126, or 53.0 per cent, of the jobs.

7. During a 1Z2-month pericd, S% men sales employees were hired snd 70
were separeted from their jobs, making a turnover of 70 men, or a 15.6 per cent
turnover based on the average number of 449 men salcs employees. The highest
rate of turnover of men sales employees cccurred in the position of reteil sales-
men in which there was a turnover of 18.5 per cent.

8. During a 12-month period, 208 women sales employees were hired and
168 were separated from their jobs, making a turrover of 168 women, or a 53.7
per cent turnover based on the aversge number of 13 women sales employees.

The highest rate of turnover occurred in the position of retail salesman in
which there was & turnover of 55.% per cent.

9. There were 36% sales employees hired and 267 separated from their
Jobs during = 12-month period, resulting in a turnover of 267 sales employees,
or a 30.8 per cent turnover based on the average number of 867 sales employees.
The highest rate of tumover of sales employees occurred in the position of
retail salesman in which there was a tumover of 35.2 per cent.

10. A distribution of 546 jobs for sales employees according to mini-
mum ege requirements specified by employers showed that 18 years was the mini-
mum age required for 244, or 44,7 per cent, of the positions. Twenty-one years
wag the minimum eage required for 61, or 11.2 per cent, of the positions; and
26-29 years was the minimum sge specified for 57, or 10.4 per cent, of the sales
pesitions for men, No other one age was required for more than 10 per cent of
the seles positions for men.

11, Of the 144 instances in which employers specified minimum age require=-
ments for men sales employees, in 4, or ZB.%4 per cent, of the instences 18

years was the minimum age required by employers. In 15, or 10.4 per cent, of
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the instances 16 years was the required age; in 18, or 12.5 per cent, of the
instances 21 years was the required asge; in 24, or 16.7 per cent, of the in-
stances 25-29 years was the required age; snd in 19, or 13.2 per cent, of the
instances 30 or over was the minimum age requirement for men sales employees.
No other one age was required in more than 10 per cent of the instances,

12, A distribution of 394 jobs for women sales employees according to
minimum age requirements specified by employers showed that 18 years was the
minimum age required for 177, or 44.9 per cent, of the positions. Twenty years
wes the minimum age required for 80, or 20,3 per cent, of the positions; and
16 years was the minimum age required for 60, or 15.2 per cent, of the positions
for women sales employees. No other one age was required for more than 10 per
cent of the sales positions for women,

13. Of the 71 instances in which employers specified minimum age require-
ments for women sales employees, in 28, or 39.4 per cent, of the instances 18
years was the minimum age required by employers. In 16, or 22,5 per cent, of
the instances 16 years was the required minimum sge for women sales employees.
No other one age was required in more than 10 per cent of the instances.

14. Information regarding whether or not experience was required for re-
placements was given for 1067 sales positions. Exper ience was required in 457,
or 42,8 per cent of the positions; and experience was not required in 610, or
57.2 per cent, of the positions.

15. 0Of the 202 instences in which employers specified whether or not ex-
perience was required for new sales employees, in 113, or 55.9 per cent, of
the instances experience was required; and in 89, or 44.1 per cent, of the in-
stances experience was not required.

16. A distribution of 941 sales positions for which education requirements

were given revealed that for 681, or 7Z2.4 per cent, of the positions high school
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graduation was required. For 99, or 10.5 per cent, of the positions there was
no minimum education requirement. No other one specific type of education was
required for more than 10 per cent of the total positions represented.

17. Of the 195 instances in which employers specified the minimum educa-
tion requirements for new sales employees, in 137, or 70,3 per cent, of the
instances high school graduation was specified as the minimum education regquired.
No other one specific type of education was required in more than 10 per cent
of the instances.

18, During a 12-month period, there were 68 new sales employees hired in
Blackwell, 233 hired in Enid, and 62 hired in Pryor. There were more newly
employed reteil salesmen during the l2-month period than any other classifica-
tion of sales employee.

19. Of the 911 sales employees about whom information was given concern=-
ing their duties, 131, or 14.4 per cent, did typewriting; 97, or 10.6 per cent,
did filing; 82, or 9,0 per cent, applied a knowledge of bookkeeping principles
and practices; and 892, or 97.9 per cent, performed selling duties.

2. Of the 911 sales employees about whom information was given concerning
the machines operated, 375, or 41.2 per cent, operated the adding machine; 101,
or 11.1 per cent, operated the caloulstor; 1, or .1 per cent, operated the mimeo-

graph; and 5, or .5 per cent, operated the Ediphone or Dictaphone.

Findings Pertaining to Miscellaneous Employees

l. Five studies included in this summary provided informetion concerning
miscellaneous positions. The 56 studies were comprised of 5 general surveys of
Blackwell, Bristow, Enid, Pryor, and Seminole.

2. The § surveys containing information regarding miscellaneous employees

provided data concerning 299 full-time and 20 part-time employees.
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3. Of the 299 full-time employees represented, 126, or 42.2 per cent,
were cashiers; 8, or 2.7 per cent, were collectors; 43, or 14.4 per cent, were
delivery boys/girls; 48, or 16.1 per cent, were machine operatorss 2, or .7
per cent, were messengers; 14, or 4.7 per cent, were office boys/girls; 22, or
7.2 per cent, were receptionists; and 36, or 12,0 per cent, were switchboard
operators.

4. A division of the miscellaneous employees by sex revealed that out
of 299 employees, 111, or 37.1 per cent, were men and 188, or 62,9 per cent,
were women. uMen predomineted in the positions of collector, delivery boy, and
messenger, Women predominated in the remainder of the positions which included
those for cashiers, machine operators, office girls, receptionists, and switch-
board opersators.

6. ‘0Of the 122 instances in which employers expressed a preference for
miscell aneous employees by sex, in 47, or 38.5 per cent, of the instances men
were preferred; in 58, or 47.5 per cent, of the instances women were preferred;
and in 17, or 14.0 per cent, of the instances no preference was stated.

6. A distribution of 89 miscellaneous positions according to the prefer-
ence by sex specified by the employers showed that men were preferred for 39,
or 43,8 per cent, of the jobs; women were preferred for 48, or 53.9 per cent,
of the jobs; and no preference was given for 2, or 2.3 per cent, of the jobs,

7. During a 12-month period, 15 men miscellaneous employses were hired
and 10 were separated from their jobs, making a turnover of 9 men, or a 12,2
per cent turnover based on the average number of 74 men miscellaneous employees.
The highest rate of turnover of men miscellaneous employees occurred in the
position of delivery boy in which there was a turnover of 33.3 per cent.

8. During a 12-month period, 51 women miscellaneous employees were hired

end 39 were separated from their jobs, meking a turnover of 39 women, or a
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28,9 per cent turnover based on the asverage number of 135 women miscellaneous
employees. The highest rate of turnover of women miscellaneous employees oc-
curred in the position of office girl in which there was a turnover of 62.5
per cent.

9. There were 66 miscellaneous employees hired and 48 separated from
their jobs during a 12-month period, resulting in a turnover of 49 miscellane-
ous employees, or a 24,5 per cent turnover based on the sverage number of 200
miscellaneous employees. The highest rate of turnover of miscellaneous employ-
ees occurred in the positlons of office boy/girl and receptionist in each of
which there was a tumover of 50.0 per cent.

10, A distribution of 96 jobs for men miscellaneous employees according
%o minimum age requirements specified by employers showed that 18 years was the
minimum age required for 58, or 60.56 per cent, of the positions. Twenty-one
years was the minimum sge required for 12, or 12,5 per cent, of the positions.
No other one age was required for more then 10 per cent of the miscellaneous
positions for men.

11. Of the 50 instances in which employers specified minimum age require-
ments for men miscellaneous employees, in 18, or 36 per cent, of the instances
18 years was the minimum age required by employers. In 15, or 30 per cent, of
the instances 16 years was the minimum age required; and 20 years and 21 years
were each the minimum ege requirement in 5, or 10 per cent, of the instances.
No other one age was required in more than 10 per cent of the instances.

12. A distribution of 161 jobs for women miscellaneous employees accorde
ing to minimum age requirements specified by employers showed that 18 years was
the minimum age required for 81, or 50.3 per cent, of the positions. Twenty-one
years was the minimum age required for 24, or 15.0 per cent, of the positions;

end 16 years was the minimum sge required for 18, or 11.2 per cent, of the
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positions for women sales employees. No other one age was required for more
than 10 per cent of the miscellaneous positions for women.

13, Of the 67 instances in which employers specified minimum age require-
ments for women miscelleneous employees, in 3¢, or 58,2 per cent, of the instances
18 years was the minimum age required by employers. No other cne =ge was required
in more than 10 per cent of the instances.

14, Information regarding whether or not experience was required for re-
placements was given for 274 miscellaneous positions., Experience was required
in 130, or 47.4 per cent of the positions; and experience was not required in
144, or 52,6 per cent of the positions.

15, Of the 115 instances in which employers specified whether or not ex-
perience was required for new miscellanesous employees, in 45, or 39.1 per cent,
of the instances experience was requireds and in 70, or 60.9 per cent,of the
instances experience was not required.

16. A distribution of 251 miscellaneous positions for which education re-
quirements were given revealed that for 185, or 73.7 per cent, of the positions
high school graduation was required. No other one specific type of education
was required for more than 10 per cent of the totel positions represented.

17. Of the 111 instances in which employers specified the minimum educa~
tion requirements for new miscellaneous employees, in 73, or 65.8 per cent, of
the instances high school gradustion was specified as the minimum education re-
quired. In 13, or 11.7 per cent, of the instances only an eighth-grade educa-
tion was required, No other one specific type of education was required in
more then 10 per cent of the instances.

18. During a 12-month period, there were 15 new miscellaneous employees
hired in Blackwell, 51 hired in Enid, and 16 hired in Pryor. There were more
newly employed ceshiers during the 12-month period than any other classifica-

tion of miscellaneous employee.
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19, Of the 251 miscellaneous employees about whom information was given
concerning their duties, 119, or 47.6 per cent, did typewriting; 90, or 36.0
per cent, did filing; S, or %.6 per cent, took dictation and transcribed; 78,
or %1.2 per cent, applied a knowledge of bookkeeping principles and practices;
and 84, or 33.6 per cent, performed selling duties.

20. Of the 251 miscellaneous employees about whom information was given
concerning the machines operated, 104, or 4l.%4 per cent, operated the adding

machine; and 84, or 33.6 per cent, operated the calculator.

Conclusions

On the basis of the findings of this study, the following conclusions seem
Justified:

1. The investigations summerized in this study indicate that the oppor-
tunity for partetime work is apparently quite limited in the business occupa-
tions in Oklshoma.

2. The oil companies in Oklahoma employ a large number of ledger clerks
and stenographers each year,

3. The largest number of opportunities for employment in the average-sized
town seems to be in the area of retail selling.

4., Men more often than women are employed in the positions for record
keepers, shipping and stock clerks, salesmen, and delivery boys. Women pre-
dominate in secretarisl positions, end in most of the clerical and miscellane-
ous positions.

5. The rate of turnover of men is greatest in the positions of delivery
boy eand retall salesman, and the rate of turnover of women is greatest in the
positions of office girl and retail salesman. In general, women tend to have

a much higher turnover rate than do men. It is also generally true that the
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lower the age, experience, snd education requirements for a position the higher
the rate of turnover,

6. Eighteen years is the minimum age required more often then eny other
for business positione for both men and women.

7. BExperience is required for slightly fewer then half of the businese
positions.

8. The minimum education required for a2 majority of the jobs for both
men and women is high school graduation.

9. The 2 duties performed by the greatest number of employses are type-
writing and selling. However, most employees perform a variety of duties, o
fect which indicates a peed for preparation in more than one subject erea.

10. The 2 machines mentioned es being used by the largest number of em=

ployees are the adding mechine and the caleuletor.

Recommendations

1. The results of this and other studies of a business-occupational-survey
nature should be used to guide, not to dictate the decisions of, school advisers
and students of the high schools and junior colleges in the State. This and
similar studies should serve to indiecate in what occupational sreas the greatest
opportunities for employment lie and what combinations of skills and knowledges
and personal qualifications are usually required for initial employment in a
given position.

2. It is recommended that future investigators try to define each type of
position more accurately and precisely than has been done in the past. A brief
statement outlining the major duties of each of the various kinds of positions
would be of considerable value.

3. In order that more mesningful comparisons can be made among various fu-

ture surveys, it is recommended that the investigators exercise greater
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uniformity in their choice of items about which data are to be collected. A4
basie ligt of duties and machines, for instance, would insure ageinst over-
looking poseible valuable information about a particulsr duty or machine.

This recommendation is not meant to imply thst ell occupational surveys should
be made in exaoctly the same way., Each investigstor will, of course, have %o
vary his technique to meet the needs which prompted him to undertake the survey.

4. In tables showing tabulations of the "number of employers speeifying,
ete,,"” it is recommended that some procedure be developed for showing the num-
ber of positions affected by each reply included in the table.

5. In the cases in which experience is required for new employees, it is
recomaended that future investigators mske an effort to determine the amount
and kind of experience required.

6. Since the gualifications often differ for men and for women employees,
it is recommended that not only age requirements, but also education and experi-
ence requirements be presented separately for men end for women.

7. It is recommended that future luvestigators make a comparison of the
qualificetions specified by the employers for new employees with the quelifica-
tions of the employees who actuslly ere filling the positions for which infor-
mation is given.

8. It is recommended thet other business occupational surveys be mede in
order that current informetion may be availeble to interested persons. It is
suggested that one or two other studies be made of the o0il imdustry to deter-
mine what types of employees, other than record keepers and secretaries and

stenographers, are to be found in the oil company offices.

1

The author 1s aware that several of the studies did this; however, since
not all of the surveys mede such a division, it was impossible to do so in the
present study without eliminsting e considerable emount of dats.
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