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CHAPTER I 

Il'ifT f/ODUCT ION 

Statement of the Problem 

This study unde.rt$lrns to summarize the comparable data provided by business 

occupational surveys of towns in Oklahoma 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 !_.1:e Study 

The purposes of this problem are as follows: 

1 .. To bring together in one study inf'ormation that will be helpful in re• 

visi:ng the business education curriculum. and in guidine; the student into those 

areas that offer the greatest employment opportunities. 

2. To det0rmine the number and geographical distribution of men and women 

employees in each of the various business occupations. 

3. To ascertain employers' sex preferences for employees in the different 

classifications of business positions. 

4. To determine the turnover1 of business employees. 

5. To determine the minimum age requirements .for new employees in the store 

and off'ice occupations represented. 

6. To determine whe-t;her or not experience is required for employee replace-

ments in the various business occupations. 

1For the dei'ini tion of n,turnover, u see page 5. 



7. To determine the education requirements for new employees in the posi-

tions represented in the studies. 

a. To determine the number of workers newly employed in the various business 

occupations during a 12-month period. 

9. To determine £or each classification the number of employees performing 

certain duties and the number operating certain machines. 

10. To determine what modifications and improvements need to be made in fu-

ture business ocoupa;bional surveys. 

Need £!:!!_ ~ Study 

During ·!;he last few years, a number of business opportunity surveys have 

been made in Oklahoma in order to provide current information upon which to base 

the course offerings of business education curricula. Thus f'ar, no attempt has 

been made to correlate the findings of the several studies into one usable body 

of facts. It is believed that such a collection of data will be both interest• 

ing and help.ful to business teachers and school administrators in planning their 

programs and in guiding their students. 

It is further believed that this at·l::empt to summarize 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 _2£ ~ Study 

This study seeks to compile the results of the business occupational surveys 

of towns in Oklahoma. Only those studies completed sinoe 1945 were included be-

cause. the results of' available studies ma.de prior to tha-t date would reflect the 

of'feots of' a war-time economy. The toi.vns, together ·with their populations, for 

which surveys were included in this study are; 

Blackwell • . . .. 
Bristow. 
Enid ••• 

• • 
• • 

• • 
• • 

9,218 
5,404 

35,976 



McAlester • • • • 
Pryor •••••• 
Seminole ••••• 

17,809 
4,441 2 

11,853 

In addition to these surveys which included a variety of business oocupa• 

tions, specialized sur veys which covered several specific business employment 

fields were also regarded as pertinent. These latter studies include Culver's 

survey of 15 oil companies i n Bartlesville, Ponca City, and Tulsa to determine 

employment standards of beginning secretaries and stenographers; Holtman.n's sur-

vey of 14 oil companies in Bartlesville, Ponca City, and Tul s a 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. and • College, a par-

tial list ot' 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 sunnnarized in this study 

are as follows: 

Barton, Jessie, An Occupational Opportunity Survey.2.f Blackwell, Oklahoma. 
Unpublished master's thesis, Oklahoma A. and M. College, 1949. 

Cape, Billie Taylor, .Im Occupational Opportunity Survet of Bristow, Oklahoma, 
Unpublished master's thesis, Oklahoma A. and M. College, 19 8 • 

. Culver, Gordon, Survey of Selected Oil Companies in Oklahoma~ Determine 
Minimum Emaloyment Standards Required of Beginning Secretaries and Stenographers, 
Unpublishe master's thesis, Oklahoma ""i:: and M. College, 1948. ~-

2The populations given are the figures contained in the Preliminary Reports 
of the 1950 Census. 
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Dark, Marian, _! Survey~~ Educational Backgrounds, Previous Employment 
Experience, and Duties~ School Secretaries in Oklahoma Public School Systems, 
Unpublished master's thewia, Oklahoma A. and M. College, 1948. 

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

Holtmann, E. J., ! Survey 2.£_ Selected Oil Companies in Oklahoma to Determine 
Requirements and Practices in Employing Accountants, Accounting Clerks,~ 
Recordkeepers., Unpublished master's thesis, Oklahoma • and M. College, 1950. 

Parker, Bernice B., A itudy of Office Employment Opoortuni ties in the Ciiy 
of McAlester., Oklahoma, Dur ng theYear 1947., Unpublishe~ master's thesis, Un -
- l ' ---· varsity of Oklahoma, 1948. 

Quinn, Mary E • ., ! Survey of Selected Office ~ Store Occupations ~ ~. 
Oklahoma., Unpublished master's thesis, Oklahoma A. and M. College, 1950. 

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

Work, Moorman R., A Survey ~ Bookkeepers and Bookkeeping Systems ~ Sel eoted 
Retail Merchandise Stores in the City of Stillwater, Unpublished master's thesis, 
Oklahoma A. and M. College-;-194§'.~ ~ 

It was hoped that the Census Reports of 1950 would be available for use in 

and comparison wi.t the results of this study, but only sketchy preliminary aum-

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

Definition of Terms 

To formulate reliable conclusions from a summary of a number of studies, it 

is imperative that there be no misunderstandings about the terminology used. In 

a study such as this where al 1 of the data are derived from secondary sourcee, 

the only definitions which could accurately describe the terms used are those 

which were used by the original investigators themselves. Fortun tely, there 

was fairl y general agreement among the 10 studies on a majority of the terms in-

volved. For this study, then, the following definitions will appl y. 

Full-time employee. A full-time employee is a 'Person who work s 30 or more 

hours a week for pay. 

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

30 hours a week for pay. 
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Turnover. Turnover is the ratio of the actual number of replacements dur­

ing the last twelve months, represented by the number of separations or additions. 

whichever is smaller, to the average employment figure for tho year for a given 

position. 

Record-keeping positions. Ilecord-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 em loyees represented in this study 

are accountants, bookkeepers, and ledger clerks. 

Secretarial positions. Secretarial positions include all positions per­

taining to the secretarial field regardless of the nwnber or degree of secre­

tarial skills required in a position. The 4 types of secretarial employees 

represented in this study are secretaries, stenographers, Ediphone,/Dictaphone 

operators, and typists. 

Clerical positions. Clerical positions include all of those business posi­

tions in which the work 11clerk" forms a part of ·the job title. The 10 types of 

clerks represented in this study are billing, ontry, file, general office, opera­

tion, order, payroll, shipping, stock, a.nd time clerks. 

Sales positions. The sales positions included in this study are r.etail 

salesman, wholesale salesman, insurance salesm.an, and departmont man1tger. 

Miscellaneous positions. Miscellaneous positions include all those office 

and store positiona l'hioh do not fall under one of the following headings: 

record-keeping, secretarial, clerical, or sales. The 8 types of miscellaneous 

positions represented in this study are cashier~ collector, delivery boy/girl, 

machine operator, messenger, office boy/girl, receptionist, and switchboard 

operator. 

This author realizes that the last five of the preceding definitions leave 

much to be de~ired, but variations among the several studies prohibited the use 

of more specific definitions. 
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Procedure 

A search was me.de 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. !fter a complete list of the business surveys made in Oklahom~ had been 

compiled, those surveys which could be obtained at ·the College Library were 

checked out. A citre.f'ul analysis as made of the studies available and theh"' 

similarities and differences were noted. In a conference with the Chairman of 

the Thesis Committee,. the following cd teria were set up to aid in the selection 

of the survey s to be included in the summary: 

1. The survey must have included ono or more business ocou ations in Okla­
homa. 

2. The survey must have been made sinoe 1945 . 

3. The report of the survey must contain data concerning (1) existing con• 
ditions in business occupations and ( 2) job qualifications required of business 
em loyees. 

4. The gurvey must have been made by en investigator who classified the 
business employees according to their major duty. 

After the criteria for the seleotion of the pertinent surveys were worked 

out. a letter w s sent to the Heads of the Departments of Business Education at 

the University of Oklahoma and the University of Tulsa to inquire whether any 

research had been reoentlv completed or was under way which might hnve some bear-

ing on this summary . There were no a.ddi tion~l studie s available from Tulsa, but 

2 studies at the University of Oklahoma app ared to be pertinent. These ere 

obtained through the Inter-Library Lenn Service, and their results wer9 dded 

to the findings being compiled from the studies made at the Oklahoma Agricultural 

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 
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enough data. to warrant using; a table; in this oase both the data and their inter­

pret1ition appear in the context.. :J:i'ino.lly, after the su..~uar;y of the results of 

the surveys had been completed, reoo:mm.endations were made for the ir,rpro,rement of 



CHAPTER II 

REV! , OF RELATED STUDIES 

Several studies of an occupational-survey nature have been completed in 

Oklahoma that appear to be somewhat related to this study. Al though it was 

not possible to incorporate the findings of these studies into the findings 

of this swmnary, 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 concerned with office \rorkers in the petro-

leum industry; one is concerned with office workers and office occupations 

in a particular town; and one is concerned with the educational background 

end occupation 1 history of business workers in a particular town. A brief 

abstract of each of these 3 studies is presented in this chapter. 

The Levels 2£ Skills 2.£ Specialized Clerical 
Employees in~ Petroleum Induetrl 

Because '1the petrole"Um industry is representa.ti ve of all ind us t ry in 1 ts 

need for an increasing number of efficient clerical workers,"1 it 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, s;id business in-

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

1Frances Lauderdale,!!!! Levels 2£. Skills:!.£. Specialized Clerical~ 
ployees in~ Petroleum Indust!'Y• Doctor's thesis, University of Oklahoma, 
Norman, Oklahoma, 1950, P• 5. 
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suggestions would improve the quality of cl erice.l training, employment oppor-

2 
tunities for students, and promotional opportunities for employees. 

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, Oklahoma City, 

3 Ponca City, and Tulsa. These employees were representative of the sixteen 

types of clerks employed in oil company offices: billing, payroll, coding-

analys-c, accou..'lting, s tatis tical, file, mail, duplication, r eceptionis t , per-

sonnel forms, clerk-typist, transcription, comptometer, key-punch, reading 

verification, end ma.chine verification. 4 Ea.ch of' the sixteen categories is 

used as defined in the Dictionary~ Occupational Titles. 

Personal interviews with and observation of the eighty-one employees . 
yielded information concerning five areas in the field of olorical training: 

(1) the levels of skills used in the performance of specific primary duties, 

(2) related duties which accompany these primary duties, (3) production time 

rates for the performance of various clerical duties, (4) opinions of spe-

ci~lized clerical employees concerning the skills, abilities, and knowledges 

which are most important to the successful perfonnanoe of their work, and 

(5) the relative amount of time consumed by specialized clerical employees 

in the performance of primary duties and of related duties.5 

Findings and Recommendations 

The skills of the sixteen types of specialized clerical employees were 

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

2 Ibid., P• 6. 
~ 
4Ibid., p. 12. 
Ibid., pp. 29-30. 

5 Ibid., p. 203. 
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skills. Each type of clerical position was then ranked a requiring either 

a high, an average, or a low degree of skill i n each of the three aforemen-

tioned skill classifications. It was recol!lll1ended that instruction be pro-

vided in clerical training courses which would develop the manual, mental, 

6 or social skill to the required level for the position desired. 

The work activities of many of the specialized employees consisted of 

related duties as v.ell e.s primary duties. These related duties were identi• 

fied s to frequency of perfonnance 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. uch additional training should increase the 

prospective employee's efficiency and enhance his possibilities fo~ advence­

ment.7 

Production time rates were es tablished for a number of the specialized 

tasks, but the time varied considerably from worker to worker because of in-

terruptions. Related duties, such as answering the telephone, and having to 

look up information needed in the work being timed were two factor s upon 

which the production time rate depended. Nevertheless, it wns recommended 

that the clerical training program of the school seek to determine production 

time rates for various positions and then build the skills of the students to 

an employable level. 8 

The opinions of specialized clerical employees concerning the skills, 

abilities. and knowledges which they bel ieved 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 training program 

9Ibid •• 
s¥>ia., _., 

p. 216. 
p. 221. 
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 attention. 9 

Observation of the specialized clerical employees revealed that certain 

classifications of clerks spent all of their work hours performing primary du-

ties, whil e other classifications of clerks spent as little as one-third of 

t heir time performing primary duties. It was recommended that the clerical 

training program of the school give emphasis to the primary duties and es-

peeially so in courses training for jobs in which the primary duties consume 

all of a clerk's work ho~rs.10 

_ Study to Determine ~ Basis for~ 
Office Practice Course in Nowata, Oklahoma 

When Nowata High School decided to add an office practice course to the 

commercial curriculum to give the students an opportunity to better prepare 

themselves for actual job si tuations, the task of assembling and 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 muoh training 

shoul d be given in each 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? 11 (5) What office abilities should be taught? 

Method of Research 

The data for this study were gathered from a number of sources; namely, 

a survey of the office occupations Blld office equipment in Nowata, Oklahoma; 

the results of r elated surveys in business educat ion; the opinions of cur-

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

9Ibid., p. 225. 
lOibid., P• 226. 
llEiither Bernice Bricker, A Study to Detennine the Basis for an Office 

Practice Course in Nowata, Oklahoma. Mas ter's thesis, Oklahoma A. and !. 
College, Stillwater, Oklahoma, 1948, p. 3. 
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in the current literatureJ 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 

12 offices; and an analysis of selected state courses of study. 

The survey of the office occupations and office equipment in Nowata was 

conducted by personal interview. Sixty representatives of firms employing 

more than one person were questioned to determine (a) how many and what kinds 

of office positions existed in local business firms, (b) dut ies 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) whioh employers would be interested 

in a part-time employment program for students of office pract ice, (k) em-

ployers' opi nions with reference to e s irabl e and undesirable personality 

traits of employees, and (1) employers' opinions concerning subject matter 

13 weaknesses of employees. 

The survey of the graduates of Nowata High School for the years 1944-1947 

who, with no further training, went to work in offices was conducted by means 

of a mimeographed questionnaire designed to yield information on some of the 

same questions as were included in the business occupational survey.14 Thirty 

of the forty-three graduates included in the survey responded to the question­

naire.15 

l 2Ibid., PP• 7-8. 
13Ii;'ra., P• 9. 
141bfc!., P• 10. 
15Ibid., P• 48. 
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The results of these two surveys were compiled and then supplemented end 

compared with the literature of che field, and their implications adapted to 

the conmunity of Nowata, Okl ahoma , in determining the basis for a course in 

office practice for Nowata High Schoo1.16 

Findings and Recommendations 

Both the current literature in business education and the findings of the 

survey of the local businessmen agre~d that remedial work i n English, s elling, 

speech, arithmetic, and penmanship should be given in the office practice course. 

Both also agreed that training in personality development should receive empha­

sis in the course.17 

The duties per formed by the largest number of employoes ·ere meeting and 

handling people, answeri ng the tel ephone, handling mail, ruid filing. These 

and other frequently arformed duties should have a ~ignificl!Ult bearing on the 

units which are to be included in 8ll offiee practioe oourse.18 

The business machines used most rrequently in Nowata were the typewriter, 

the adding~ ohine, and the calculator, in that order. While practically all 

of the employers felt that the beginning workers should know how to typewrite , 

most of them agreed that the adding machine and the calculator could be learned 

satisfactorily on the job although a working knowledge of these maohines would 

prove benefieial . 19 The investigator concluded that i nst ruction in typewrit-

i ng should be provided in the office practice courseJ and, if possible, a 

short unit on the adding machine and the calculator should be included.20 

16Ibid., p. 11. 
17'1Eid •• P• 89 . 
18Ibid., p. 90. 
19!'6Ia'., pp. 90-91. 
20Ibid., P• 97. 



! Survey of' Selected Business Occupatio~ 
in Chandler, Oklahoma 
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In order that the educators in charge of curriculum revision at Chandler 

High School might have up-to-date information on which to base evaluations of 

the course offerings in business education, Westfall undertook to survey the 

business employees in Chandler to determine exist ing conditions. It was hoped 

that the results of' t he survey would be used in improving the school program 

and in vocational guidance and in placement of' graduates. 21 

Method of Research 

Fi~y-five workers employed in the general fields of management. selling, 

record keeping, and stenography were interviewed by the investigator to dis-

cover their educational background a.nd occupational history. The r esults of' 

the interviews with t he 65 employeos were tabulated to provide answers to the 

following specific questions: 

1. Jha.t educational background have the workers? 

2. Was their tr ining received a~ the loo 1 hieh school? 

3. l'Jhe.t business educat ion s:ubject matter has been of vocational value 

to the orkers? 

4. At what age was the worker first employed? 

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

6. l~at specific tasks are performed on the present job? 

7. Does the worker feel a need for additional business training? 22 

Findings and Recommendations 

The findings of this s~idy may be presented in orderly fashion as answers 

to the seven specif'ic questions listed under "Method of Re search": 

21Leahn 'estfall. ! Survey of Selected Business Occupations ~ Chandler, 
Oklahoma. Master's thesis, Oklahoma A. and M. College, Stillwater, Oklahoma, 
1949~ PP• 2-3. 

2tbid., pp. 3-4. 
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1. Of the 55 workers included in the s tudy, 1 had left ,chool in grades 

1 to 8, 13 had left school in gr des 9 to 11, 29 had left school e.t high school 

graduation, 9 had attended college but did not graduate , and 3 had attended a 

business college. 1 of the 55 workers had left school between the ages of 

14 and 20 0 23 

2. Forty-two of the 55 workers had attended high schools locat ed within 

the same county a s Chandler, with 29 actually a ttending the local hi gh school . 

The remaining 12 workers who had attended high school had attended out-of-

state high schools or h i gh schools in other counties vd thin the s tate. 24 

3. coording to the 46 workers who had studied one or more business sub-

jects in high school, the 3 subjects i"fh.ich had the great t vocational value 

of the subject s s t udied ere typo,riting, bookkeeping, and general business. 25 

4. The average o.ge t i nitial empl o yDtent for all employeea was 19; for 

the 25 men, 19 . 4; and for the 30 '\'omen, 19.5 years. 20 

5. Of the 55 interviewees, 15 were manager, 20 er e salespersons , 11 

were record keepers, ar.d 9 were stenogr pher-clerks. Most of the ~~rkers were 

employed in government oft'ices, department l'! tores, grocery stores, service sta­

tions, or gar ges. 27 

6. fi fty-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 55 workers indicated selling as one of their major 

duties. Filing and composing business letters were , in that order, the next 

most frequently mentioned duties .28 

23Ibid., PP• 47- 48. 
24:Ibid., p. 48. 
25Ibid., pp . 48-49. 
26Ibid., p. 49 . 
27Ibid., PP• 47, 50 . 
28Ibid., P• 50 . 
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7. Only 21 of the employees wanted additional business training . The 

subjects mentioned most frequently as being desired by these workers were book­

keeping and shorthand. 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 t'l.ade available for students who wished to go 

into selling positions. The author .further reconnnended a continuous follow-up 

30 program for the graduates of Chandler High School. 



CHAPTER III 

GENERAL RESULTS OF THE SU'J&LARY 

In this chapter are compiled the general results of the next 5 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 empl oyees surveyed. Table I 

includes all employees about whom information is given anywhere in this study. 

The fact that there are an unusually large number of employees and only 

a few employee classifications in Bartlesville, Ponca City, nd Tulsa may be 

accounted for by ex l aining that only large oil companies 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 fac t that t he 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 6tudy made in Stillwater contain data regarding 

onl y 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 pa.rt-time positions were in­

cluded in the surveys. Al though it may be true in a few instance s that part­

time employees were excluded from a s t udy, it is more probable that there actu­

all y are only a few part-time positions i n existence in a majority of the towns. 



TABLE I 

GEOGRAPHICAL DISTRIBUT ION. NUMBER. AND TYPES 
OF EMPLOYEES SURVEYED 

Nmnber of EmpToyees Iii 
Position Bar- Mc- Sem-

tles- Black- Bris- Ales- Ponca Public in- Still-
ville well tow Enid ter City -~r School a ole wa ter Tulsa Total 

Record Keeping 
Accountant 
Bookkeeper 
Ledger Cl erk 

Secretari al 

89 
149 
137 

Secretary 111 
Stenographer 336 
Edi phone/Dictaphone 

Operator 
Typist 

Clerical 
Billing Clerk 
Entry Clerk 
File Clerk 
General O·ffice Cl erk 
Operation Clerk 
Order Clerk 
Payroll Clerk 
Shipping Clerk 
Stock Clerk 
Time Clerk 

14 (l} 
53 (3), 42 (7) 

33 
18 

13 

3 

13 (2) 

4 
3 (l) 

l 

l 

(2) 

23 (1) 
145 (8) 30 

20 

66 (1) 10 
41 35 

1 7 
42 21 

31 (6) 

e 
98 25 

6 
9 

10 
62 (2) 

" ~ 

39 (5) 5 202 
202 32 (6) 131 40 (5) 424 
15 i 

37 9 82 (5} 17 
10 18 13 

9 (2) 2 

6 (1) 

2 
13 (2) 

1 
2 

27 

14 
1 

251 

180 
702 

372 (5) 
1248 (29) 

624 

549 (6) 
1236 C.) 

17 
74 (2) 

31 (6) 
1 

11 
169 (1) 

l 
9 
9 

12 
102 (8) 

3 

Note: The num.ber of' part-time employees is shown in parentheses following the number of full-time employees. 

This table should be read as follows: There were 89 accountants in Bartl esville about whom informat ion is 
i ncluded in the su:mn:ary. 

I-' 
o:> 



Position. Bar-

TABLE I (Concluded) 

GEOGRAPHIC.AL DISTRI BUTION, NU!ffiER,. !JW TYPES 
OF EMPLOYEES SURVEYED 

Number of Employees in 
!Jc- Sem• 

tles- Black- Bris- Al es- Ponca Publi c in- Stiil-
ville well tow Enid t er City~- _ft~.!- School s ole y.::~te~_!:ti!!~_! o_t_a_l __ 

Salos 
Retail Salesman 
Wholesale Salesman 
Department Manager 
Insurance Sal esman 

Miscellaneous 
Cashier 
Collec t or 
Delivery Boy/ Girl 
Machine Operator 
Messenger 
Office Boy/Girl 
Receptionist 
Switchboard Operetor 

205 (27) 105 (49) 
27 

32 

8 

6 

2 

21 

10 (4) 

2 (9) 

11 

440 (57) 
47 
59 
13 

63 (1) 
7 (1) 

22 (2) 
40 (2) 

2 
5 (1) 
6 

17 

106 (30) 
11 

3 

14 

1 

4 
16 

214 
9 

4 

7 
1 

12 

3 
1 
l 

TOTALS 822 427(33) 200 (72 ) 1 301 (8 2) 121 56 3 251(44) 82(5)465 40(6) 1759 

1070 {163} 
94 
83 
17 

1 26 (5) 
8 (1) 

43 0.1) 
48 (2) 

2 
14 (1) 
22 
36 

6031 (241) 

-

t; 
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Three employee classifications - bookkeeper, stenographer, and retail 

salesman - contain over a thousand employees each. The large number of book­

keepers and stenographers represented is due in no small part to the 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 .!?z~· 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 di ff erenee may be 

accounted for by the fact that not all of the studies gave the sex of the 

employees surveyed. 

eluded in Table II: 

For this reason the following employees could not be in-

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 f'ull-time employees and 38 part-time employees. 

From an examination of Table II, it is apparent that, although 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 all 

of the record keeping positions there are more men represented than there are 

1romen, while exactl y the opposite is true of the secretarial positions in 

which women considerably outnumber the men. 

The total number of men and the total number or women employed in clerical 

positions are almost equal; however there is considerable 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 



TABLE II 

DIVISIO N OF THE VARIOUS TYPES OF EMPLOYEES ACCORDING TO SEX 

Full-Time 
Men Women 

Record Keeping 
Accountant 
Bookkeeper 
Ledger Clerk 

Secretarial 
Secretary 
Stenographer 
Edi phone/Dictaphone 
Operator 

Typist 

Clerical 
Billing Cl erk 
Entry Clerk 
File Clerk 
General Office Clerk 
Operation Clerk 
Order Clerk 
Payroll Clerk 
Shipping Clerk 
Stock Clerk 
Time Clerk 

Sales 

353 
769 
426 

33 
13 

6 
7 

8 

1 
52 

1 
2 
1 

12 
93 

2 

Retail Salesman 550 
Wholesale Salesman 94 
Department Manager 73 
Insurance Salesman 17 

Mi so ell aneous 
Cashier 41 
Collector 6 
Delivery Boy/Girl 42 
Machine Operator 14 
Messenger 2 
Office Boy/Girl 6 
Reoeptionist 
Switchboard Operator 

TOTALS 2624 

19 
449 
198 

424 
1188 

11 
46 

23 
1 

10 
92 

7 
8 

9 
1 

520 

10 

85 
2 
l 

34 

8 
22 
36 

3204 

Part-Time 
Men Women 

4 
6 

6 

49 

2 
l 

11 

l 

80 

20 

1 
1 

2 

6 

1 

87 

3 

2 

123 

Combined 
Men Women 

357 
775 
426 

33 
13 

6 
7 

8 

1 
52 
l 
2 
1 

12 
99 

2 

599 
94 
73 
17 

43 
7 

53 
14 

2 
7 

2704 

19 
569 
198 

425 
1189 

11 
48 

29 
l 

10 
93 

1 
8 

9 
1 

607 

10 

88 
2 
1 

36 

8 
22 
36 

3327 

21 

Total 

376 
1244 

624 

458 
1202 

17 
55 

37 
1 

11 
145 

1 
9 
9 

12 
108 

3 

1206 
94 
83 
17 

131 
9 

54 
50 

2 
15 
22 
36 

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 
accountants; a total of 357 men and 19 -women, or a total of 376 accountants, are 
included in this sununary. 
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oi'ten than women, fill the positions of shipping clerk and stock clerk. Women, 

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 man~ger, and insurance salesman. 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 and sales positions, considerable variation exists among the various types 

of miscellaneous positions. Considering only those positions which are 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/girl are about 

equally divided between the sexes, and that women predominate in the positions 

for cashiers, machine 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 here otherwise indicated. 

Preferences ~ ~ Various Types 2!_ Emplores ~ ~- 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 faot 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 

Total Emplo1ers Men Women No 
Positions Replying Pre.ferred Preferred Preference 

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

Record Keeping 
Accountant 24 100 15 62.5 4 16.7 5 20.s 
Bookkeeper 193 100 51 26.4 104 55.9 38 19.7 
Ledger Clerk 14 100 1 50.0 1 50 .0 

Secretarial 
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/Dictaphone 

Operator 2 100 l 50 .0 1 50.0 
Typist 22 100 15 68.2 7 51.8 

Clerical 
Billing Clerk 22 100 1 4.5 17 77.3 4 18.2 
Entry Clerk 1 100 1 100.0 
File Clerk 8 100 l 12.s 5 62.5 2 25.0 
Gen. Office Clerk 43 100 8 18.6 Z7 62.8 8 18.6 
Order Clerk 4 100 2 60.0 1 25.0 1 25 . 0 

f\yroll Cl erk 5 100 1 20.0 S- 60.0 1 20.0 
Shipping Clerk 1 100 6 85 . 7 l 14.3 
Stock Clerk 35 100 . 30 85.7 3 8. 6 2 5.7 
Time Clerk 4 100 3 75.0 1 25.0 

Sales 
Retail Salesman 156 100 86 55 .1 41 26.3 29 18.6 
Wholesale Salesman 15 100 15 100 .0 
Department an ager 20 100 15 75.0 3 15.0 2 10.0 
Insurance Salesman. 5 100 5 100.0 

Miscellaneous 
Cashier 40 100 7 17.5 24 60.0 9 22 . s 
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 33.3 
Messenger 2 100 2 100.0 
Offioe Boy/Girl 8 100 6 76.0 2 25 . o 
Receptionist 10 100 10 100.0 
Switchboard Op•r. 12 100 12 100.0 

TOTALS 888 100 290 32.7 445 50.l 153 17.2 

1In this table each employer was counted as a separate employer each time he sup-
plied information concerning the sex preference for any type of position listed. 
This table should be read as follows: Of the 24 employers expressing a prefer -
enoe for accountants by sex~ 15, or 62.5 per cent, preferred men accountants. 
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accounting positions; for all secretarial positions; tor all clerical positions 

except those for order clerks, shipping clerks, s tock clerks, and time clerks; 

and for the miscellaneous 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, 

collector, delivery boy, messenger, and office boy. 

In Table IV a total of 735 jobs in Pryor and Blackwell are distributed 

according to the preference by sex specified by the employers. The data tabu­

lated in Table IV lead essentially to the same conclusions as were arrived at 

from an 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 ap roximate the number of 

positions affected; neither does the number of re lies 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 an employer is given; there is nothing, 

however, to indicate the number 0£ employers or businesses involved. Both 

tables are useful, of course; but if there were some way of accuratel y com­

bining the two types of information, the resulting data should be of even 

greater value. 

~~ Turnover 2.£. Business Employees. The rate of turnover in the vari­

ous types of' positions for men, for women, and for men and women combinad is 

shown in Tables V, VI, and VII, respectively. The employees represented in 

Tables V and VI are f'rom Blackwell and Enid, while Table VII contains data re­

garding the business employees o.f 3 to'Wlle - Bl ckwel 1, Enid, and Pryor. 
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TABLE IV 

DISTRIBUTION OF JOBS HELD BY THE VARIOUS TYPES OF EMPLOYEES 
CCORDING TO PREFERENCE BY SEX SPECIFIED BY EMPLOYERS 

Positions 
Total Posi tioys 

Represented 
Per 

No. Cent 

Reeord Keeping 
Accountant 
Bookkeeper 
Ledger Clerk 

Secretarial 

17 
91 
1 

Secretary 42 
Stenographer 36 
Typist 11 

Clerical 
~en. orfioe Clerk 20 
Order Clerk 3 
Shipping Clerk 2 
Stock Clerk 41 

Sales 
Itetail Salesman 341 
Wholesale Salesman 38 
Department Manager 3 

Miscellaneous 
Cashier 46 
Delivery Boy/Girl 7 
Machine Operator 8 
Office Boy/Girl 6 
Receptionis t 4 
Switchboard Op' r. 18 

TOTALS 735 

100 
100 
100 

100 
100 
100 

100 
100 
100 
100 

100 
100 
100 

100 
100 
100 
100 
100 
100 

100 

Men 
Preferred 

Per 
No. Cent 

12 
21 

70.6 
23.l 

3 7.1 

6 30.0 

2 100.0 
26 63.4 

151 44.3 
38 100.0 

3 100.0 

28 60.9 
1 100.0 
4 50 .0 

301 41.0 

Women 
Pre.fer red 

Per 
No. Cent 

4 
50 

23.5 
54.9 

37 88.1 
32 88.9 
4 36.4 

12 60.0 
2 66.7 

14 34.1 

64 18.8 

17 37 .o 

3 37.5 
6 100.0 
4 100.0 

18 100.0 

267 36.3 

No 
Preference 

Per 
No . Cent 

l 6.9 
20 22.0 
l 100.0 

2 
4 
7 

2 
1 

l 

1 26 

l 

1 

167 

4.8 
11.1 
63.6 

36.9 

2.1 

12.5 

22.7 

1 In this table are included 9 part-time record keeping positions, 2 art-time 
secretarial positions, 3 part-time clerical positions, and 30 part-time sales 
positions, or a total of 44 part-time positions, nich could not be separated 
from the f'ull-time positions. 

This table should be read as follows: or the 17 accounting positions for whioh 
a preference by aex 11.-as s pecified, men aocountants were preferred for 1 2, or 
70.6 per cent. 
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TABLE V 

RA'.l'E OF' TURNOVER IN THE VARIOUS TYPES OF MEN EMPLOYEES 

Total 
Turnover Newly Average 1 2 

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 0 0 

Secretarial 
Secretary 0 0 2 0 0 

diphone/Dictaphone Op'r.O 0 6 0 0 
Typi s t 3 1 2 1 50,.0 

Clerical 
Billing 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 l 50.0 
?ayroll Clerk 0 0 1 0 0 
Shipping Clerk 1 0 11 0 0 
Stock Clerk 16 9 65 9 13.8 
Time Clerk 2 1 1 1 100.0 

Sales 
Retail Salesman 77 58 313 58 18.6 
Wholesale Salesman 15 11 73 11 15. 1 
Department Manager 0 0 50 0 0 
Insurance Salesman 1 1 13 1 1.1 

Miscellaneous 
Cashier 2 3 26 2 7.7 
Collector 1 0 6 0 0 
Delivery Boy 9 7 21 7 ss.s 
Machine 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 

1aotual number of replacements during 12-month period. represented by t ot al 
newly employed or total separated, whichever is smaller. 

2Peroentage 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 separ~ted from their jobs, resulting in a 6. 9 per cent turnover . 
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In only 5 positions did the turnover rate of men exceed 30 per cent. In 

2 of these positions, file clerk and ti.me clerk, there was an average of only 

one employee each during a 12-month period; and in another 2 positions, typist 

and order clerk, there was an ~verage of 2 employees each during a 12-month 

period. The other position, however, that of delivery boy, had an average of 

21 employees during a 12-month period. Aside from the 5 instances just men­

tioned, the position having tho highest turnover rate of men was that of retail 

salesmen. In 11 of the :positions for men there was no turnover; the 11 posi­

tions h~ving no turnover were fairl y evenl y distributed among the 5 types of 

employees . 

Women had a turnover rate approximately ~ times that of the men. In two 

pod tions, retail salesman and office girl, the turnover rate l'las considerabl y 

higher than 50 per cent. Of the 5 types of' em loyees, 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 Wlich w:)men were employed had a 

turnover rate of greater than 20 per cent. ~nich is low when compared with 

34.6 per cent, the over-all turnover rate for women. 

In Table VII ia rovided a owmnary of Tables V and VI. It shows the rate 

of turnover of all workers in all positions to be 25 . 7 er 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. 

·'iinimum _2 Requiremants ~ ~ Employees. Nine hundred seven jobs f'or 

men are distributed in Table VIII according to mini.mum age requirements speci­

fied by employers. Data from the Blaokwell, the Enid, and the ?ryor studies 

comprise Table VIII . 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 I N THE VARIOUS TYPES OF 'WO mN EMPLOYEES 

Newly 
Positions Employed 

Record Keeping 
Accountant 1 
Bookkeeper 50 
Ledger Clerk 1 

Secretarial 
Secretary 35 
Stenographer 24 
Edi phone/Dictaphone 
Operator 1 

Typist 19 

Clerical 
Bill fug Cl erk 
File Clerk 
General Office Clerk 
Order Clerk 
Payroll Clerk 
Stock Clerk 
Time Clerk 

Sales 
Reta.il Salesman 
Department M ager 

Miscall aneous 
Cashier 
Collector 
Machine Operator 
Off ice Girl 
Receptionis t 
Sm tchboard Operator 

TOTALS 

3 
3 

21 
0 
0 
3 
0 

2)7 
1 

28 
0 
8 
5 
l 
9 

420 

Total 
Average 

Separated Number 
Employees 

l 1 
40 131 
1 13 

30 95 
15 55 

O 11 
12 36 

5 
1 
8 
1 
0 
6 
0 

168 
0 

24 
0 
4 
5 
l 
5 

328 

25 
6 

75 
1 
8 
9 
l 

304 
9 

68 
2 

34 
8 
6 

17 

927 

Turnover 
No.1 Per eent2 

1 1 4. 3 
40 30.5 

1 'l . 7 

30 31.6 
15 27 .z 

0 0 
12 33.3 

3 
1 
8 
0 
0 
3 
0 

168 
0 

24 
0 
4 
5 
l 
5 

321 

12. 0 
16.7 
10.7 

0 
0 

33.3 
0 

55.3 
0 

35.4 
0 

11.8 
6 2.5 
16.7 
29.4 

34.6 

1Aetual number of replacements during 12-month period, re resented by total 
ne~ly employed or total separated, whichever is sna ler. 

2Percentage of net turnover based on average number of em~loyees during 1 2-
month period. 

This table should be read as follows : One naw w.:>man e.coountant was hired and 
one was separated :from her job, resulting in e. 14. 3 per cent; turnover . 
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TABLE VII 

RATE OF TURNOVER IN THE VARIOUS TYPES OF EMPLOYEES 

Mewly 
Positions Employed 

Record Keeping 
Aooountant 6 
Bookkee er 78 
Ledger Clerk 2 

Secretarial 
Secretary 38 
Stenographer 41 
Ediphone/Dietaphone 

Operator 1 
Typist 2'1 

Clerical 
Billing Clerk 3 
File Clerk 4 
General Oi'fioe Cl erk 25 
Order Clerk 1 
Payroll Clerk 0 
Shipping Clerk 1 
Stock Clerk 19 
Time Clerk 2 

Sales 
Retail Salesman 337 
Wholesale Salesman 23 
Department Manager 2 
Insurance Salesman 1 

Miscellaneous 
Cashier 30 
Collector 1 
Delivery Boy/Girl 9 
Machine Operator 8 

ssenger 0 
Office Boy/Girl 8 
Receptionist 1 
Swi tohboard Opera tor 9 

TOTALS 677 

Total 
verage 

Separat ed Number 
Emplo;yees 

3 ~ 

50 216 
1 20 

31 106 
22 68 

0 17 
14 45 

7 
2 

10 
2 
0 
0 

15 
1 

250 
15 

l 
1 

27 
0 
7 
4 
0 
5 
1 
5 

474 

33 
7 

104 
9 
9 

10 
73 

2 

710 
82 
62 
13 

94 
7 

21 
47 

2 
10 

2 
17 

1822 

Turnover 
No. 1 Per oent2 

3 S.3 
50 23.1 

l s.o 

31 29.2 
22 32. 4 

0 0 
14 31.1 

3 
2 

10 
1 
0 
0 

15 
1 

250 
15 
1 
l 

'Z1 
0 
7 
4: 
0 
5 
1 
5 

469 

9.1 
28.6 

9 . 6 
11.1 

0 
0 

20.5 
so.o 

35.2 
18.3 
1.6 
7. 7 

28. 7 
0 

33.3 
8.5 
0 

50 . 0 
so .o 
29 . 4 

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

2Peroentaga of net turnover b&sed on average number 0£ employees during 12-
month period. 

This table should be read as follows: Six new accountants were hired and 5 
were separated from their jobs, resulting i n an 8. 3 per cent turnover. 



30 

TABLE VIII 

DISTRIBUTION OF JOBS HELD BY THE VARIOUS TYPES OF :MEN EMPLOYEES 
CCORDING '!\) MINIMU _ AGE REQUIREMENTS SPECIPIED BY EMPLOYERS 

Minimum .A~e S_eecified by Empl o;ters 
30 No re-

Posi tions1 25- and qu:ire-1.rotel 
14 15 16 17 18 19 a) 21 22 23 24 29 over mont 

ing 
i lo cunt; nt 10 1 z 2 l 13 2 l 33 
Bookkeeper 18 27 19 6 2 7 2 
Ledger Clerk 5 1 2 8 

Secr-tarial 
Secretary 1 1 2 
Edi phone/Dicta-

phone Operator 6 6 
Typist 1 2 4 1 

Clerical 
Billing Clerk 4 2 2 8 
File Clerk 1 1 
Gen. Office Clerk 22 6 3 31 
Order Clerk l l 2 
Payroll Clerk l 1 
Shipping Cl erk 1 1 2 3 l 1 l l 11 
~tock Clerk 1 4 54 4 8 3 l 4 3 82 
Time Clerk 1 1 

Sales 
Retail Salesman 5 31 5 213 3 40 39 3 4 25 2 27 397 
Wholesale S?lesman 1 31 a, l 27 5 85 
Dept. l!i.tmager 2 5 5 39 51 
Ins. Salesman 13 13 

Miscellan~ous 
Cashier 21 11 5 37 
Collector 2 1 l 1 5 
Delivery Boy 1 7 3 17 1 29 
Machine Op'r. 16 4 20 
Messenger 1 1 2 
O.ffice Boy l 2 3 

TOTALS 1 6 44 9 425 3 96 117 10 10 1 88 60 37 907 

Per cent of 
907 .1 .1 4 . 8 l 46.9 . 3 10 . 6 12.9 1.1 1.1 .1 9.7 6. 6 4.1 100 

1 In this tabl e are included 4 part-time r ecord keeping positions, 2 part-time 
clerical positions, and 10 part-time sales positions which could not be sepa-
rated .from the i'ull-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. 



T.ABLE IX 

:r•nruIBER OF EMPLOYERS SPECIFYING CERTAIN MINIMUM AGE 
REQUIREMENT FOR THE VARIOUS TYPES OF .MEN EMPLOYEES 

Minimum Age Specified by Employers? 

31 

30 No re-
Positions 

14 15 16 17 18 19 20 21 
25- and quire-Total 

22 23 24 29 over ment 

Record Keeping 
Acoount&nt 
Bookkeeper 
Ledger Clerk 

Secretarial 
., ecretary 
St enoerapher 
Typist 

Clerical 
Billing Clerk 
File Clerk 
Gan. Off'. Clerk 
Or de r Clerk 
Sh i ping Clerk 
Stoo Clerk 1 
Time Clerk 

S.ue~ 

1 

1 
2 3 

15 2 17 
9 1 2 

1 
5 
2 

1 1 
1 1 
1 8 1 

1 
l l 4 1 
1 l 11 1 3 

1 1 

2 2 1 
21 2 2 

2 

2 
1 
1 

l 

1 
2 

6 
2 7 
l 

1 l 

2 
1 

l 1 

9 1 
1 

2 

Retail 'ale sman 3 14 5 37 2 14 14 1 1 17 2. 
7 Wholesal e Salesman 1 4 2 1 

1 l)opt. Manager 
Ins. Salesman 

Miscollaneous 
--Ca s 1iar 

Collector 
olivary Boy 

J.f8.chine Op' r. 
Jl ess e.nger 
Office Boy 

TO T LS 

er cent of 

l 

4 
1 1 

l 12 2 10 
2 

3 1 l 

l 
l 

2 

1 

1 

4 

1 

4 33 14 119 7 48 66 7 

1 
1 

16 
1 

8 44426 

1 22 
2 74 
3 18 

4 
9 
3 

5 
2 

14 
2 
1 

30 
3 

110 
15 
17 

2 

10 
4 

25 
4 
1 
6 

6 387 

387 .z LO 8.5 3 . 6 30 . 7 1.8 12.4 17.l 1.8 2.1 1 11. 4 6.7 l.? 100 

l 1n this table each employer -v,, s c unted e.s s e parate employer e a ch Mme he 
supplied information concerning the age requirements for any type of position 
listed. 

This table should be read as follo~s: nr the 22 instances in which employers 
hi red new men accountants, iA 2 instances employer s stated they ,uuld hire new 
men accountants at the age of 18 years. 
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years, 21 years. and 25-29 years ...ere each specified as the minimum age re­

quired for ap roximately 10 per cent or the jobs. 

Table IX shows the number of employers ecifying any given ge for bhe 

varfous typEis of erriployees. The employers , ho gave the information recorded 

in Table IX were from Enid, l'ryor, and Seminole. lt is not known ho m my 

positions ere affected by each reply tabulated in Table IX: however. it is be­

lieved that essentially the s ame concl usions may be drawn from Table IX as were 

dral'ill from Table VIII since th~ percentages of employers s ecifying certain 

ages are quite similar to the percentages concerning job distribution. 

Minimum Age Requirements for Women Employees. · Over half the 1125 jobs dis­

tributod in Table X according to minimum age requirements for women have 18 

years as the minimum age requirement spEi cified by employers h 1 Blaokw 11, Enid ,. 

and ryor. 'l'wenty yea.rs is tho only other age specified fo r e significnnt num­

ber of the positions for "WOman, it being required for 14.7 per cent of' tho po­

sitions. 

In Table XI are shown data given by 526 employers in Enid, Pryor , and 

Seminole concerning the minimum age requirements for women in the variou& types 

of p si tions . he same tendenoies as were noted in Table X · also revail :for 

Table XI. Again, 18 years is specified as the minimum age much more frequently 

than i any other age. 

The minimum age requirements for ~~men business employees are quite simi-

1--r to those for men business employees as revealed by fill exruninat.ion of Tables 

VIII .. hrough XI. Eighteon yes.rs was specified as the :minimum age required more 

frequently th n any o-cher for both men ancl ViOmen. 

Experience Requirements for the Various Types of Employees. Whether or 

no t e r_t>e r ience is requir• d f or repl acamer t a in 2270 jobs i s sho m in Table XII . 
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TABLE X 

DISTRIBUTION OF JOBS HELD BY 'l'HE VARIOUS TYPES OF WOMEN EMPLOYEES 
ACCORDING TO MINIMUM AGE REQUIREMENTS SPECIFIED BY EMPLOYEES 

itlnimum Age Specified by Employers 
!o No re-

25- and quir&4btal 
24 29 over ment 

Positions1 
14 15 16 17 18 19 20 

Record Keeping 
Accountant 
Bookkeeper 
Ledger Clerk 

Secretarial 
Secretary 
Stenographer 
Ediphone7Dicta-

phone Operator 
Typist 

Clerical 
Billing Clerk 
File Clerk 
Gen. Office Clerk 
Order Clerk 
Payroll Cl erk 
Shipping Clerk 
Stock Clerk 

Sales 
Retail Sales-

4 
1 1 89 

9 
2 25 
l 3 

2 1 63 
3 1 40 

1 13 
2 17 

1 

2 

10 
4 37 4 2 

20 2 1 
1 

69 1 6 
3 
6 2 
4 
3 1 1 

man 6 15 60 176 5 80 
1 Dept. Manager 

21 

17 

16 
12 

1 
l 

22 

4 5 

8 
1 

23 

3 

4 

Miscellaneous 
Cashier 
Collector 
Machine Op'r. 
Office Girl 
Receptionist 
Switchboard Op'r. 

1 6 33 3 8 13 1 
1 

20 2 10 2 
l 5 1 1 

6 1 2 1 
16 16 3 

2 
3 19 

4 

1 

2 

2 

1 

1 2 

1 

1 
2 

1 

1 

7 
164 

13 

106 
75 

11 
48 

24 
1 

88 
7 
8 
4 
8 

14 8 12 384 
8 10 

5 2 

1 

72 
1 

35 
8 

10 
35 

TOTALS 6 15 81 13 622 24 165 84 8 8 3 48 24 18 1126 

Per cent of 
1125 .5 1.3 7.7 1.2 55.3 2.1 14.7 7.5 .7 .7 .3 4.3 2.1 1.6 100 

l 
In this table are included 4 part-time record keeping positions, 2 part-time 

secretarial positions, 1 part-time clerical position. and 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 age requirement was 18. 
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TABLE XI 

NUMBER OF EMPLOYER SPECIFYING CERTAIN MINIMUJI 
AGE REQUIREMENTS FOR THE VARIOUS TYPES OF V.OMBN EMPLOYEES 

Minimum Age Specified by EmploYt?rsl 
30 No re-

ositions 
14 15 16 17 18 19 20 21 22 23 

25- and quire.l!'o tal 
24 29 over ment 

Record Keeping 
locormtant 
Bookkeeper 
Ledger Clerk 

1 3 1 5 
1 142 
2 22 

3 2 56 5 34 19 1 2 2 15 2 

Secretarial 
Secretary 
Stenographer 
Edi phone/Dicta-

phone Operator 
Typist 

Clerical 
Billing Clerk 
Entry Clerk 
File Clerk 
Gen. Office Clerk 
Order Clerk 
Payroll Cl erk 
Stock Clerk 
Time Clerk 

Sales 
Retail Sales-

1 11 2 4 2 

1 l 28 1 15 15 
3 4 28 3 11 8 

1 
l 2 12 2 2 l 

1 

1 

10 3 
1 
6 

22 1 
1 
3 
3 1 

1 2 

5 3 l 

2 
1 

1 

2 
1 

man 2 3 16 2 28 2 4 5 
Dept. anager 

Misoell aneous 
Cashier 
Collector 
Delivery Girl 
Machine Operator 
Office Girl 
Receptionist 
Switchboard Op'r. 

1 14 1 
2 
3 
5 

l l 
2 4 l 

1 11 

l 

2 4 1 

2 2 2 

2 1 

TOTALS 2 3 28 15 249 23 86 60 5 1 

Per cent of 

6 2 

1 

2 
1 

3 2 
1 2 

5 1 

2 34 10 

69 
58 

l 
a:> 

17 
1 
6 

35 
2 
5 
6 
1 

67 
4 

27 
2 
3 

11 
2 

10 
12 

4 528 

528 .4 .6 5. 3 2.8 47.l 4.4 16.3 11.4 .9 1.3 .4 6.4 1.9 .s 100 

1In this table each employer was counted as a separate employer each time he 
supplied inf'ormation concerning the age requirements for any type of position 
listed. 

This table 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. 



TABLE XII 

DISTRIBUTION OF J OBS ACCORDI NG TO EXPERIENCE 
REQUIREMENTS FOR NEW EMPLOYEES 

Posi tions1 
Total Jobs 
Represented 
No . Per cent 

Record Keeping 
Accountant 40 
Bookkeeper 323 
Ledger Clerk 21 

Secretarial 
Secretary 112 
Stenographer 80 
EdiphonelDiotaphone Op'r. 17 
Typist 53 

Clerical 
Billing Clerk 31 
File Clerk 9 
Gen•ral Office Clerk 118 
Operation Clerk l 
Order Clerk 9 
Payroll Clerk 9 
Shipping Clerk 12 
Sto ck Clerk 92 
Time Clerk 2 

Sales 
Retail Salesman 886 
Wholesale Salesman 85 
Department Manager 83 
Insurance Salesman 13 

Miscellaneous 
Cashier 119 
Collector 1 
Delivery Boy/Girl 31 
Ma.chine Operator 48 
Mes senger 2 
Office Boy/Girl 11 
Receptionist 21 
Swi tohboard Operator 35 

TOTALS 2270 

100 
100 
100 

100 
100 
100 
100 

100 
100 
100 
100 
100 
100 
100 
100 
100 

100 
100 
100 
100 

100 
100 
100 
100 
100 
100 
100) 
100 

100 

Experience 
Requi r ed 

No . Per cent 

22 
170 

11 

66 
32 
16 

6 

3 
2 

14 
l 
2 
4 
4 

22 

320) 

42 
82 
13 

77 
4 
2 

29 

l 
14 

3 

961 

55 . 0 
5 2. 6 
52. 4 

58.0 
40.0 
94.1 
11.3 

9.7 
22.2 
11.9 

100.0 
22.2 
44.4 
33.3 
23.9 

36.1 
49.4 
98.B 

100.0 

64.7 
57.1 

6 . 5 
60.4 

9.1 
66. 7 

8. 6 

42.3 

35 

Experience 
Not Required 
No . Per cent 

18 
153 
10 

47 
48 
l 

47 

28 
7 

104 

1 
5 
8 

70 
2 

566 
43 
1 

42 
3 

29 
19 

2 
10 

7 
32 

1309 

45 .0 
47.4 
47.6 

42.0 
60.0 
5 . 9 

88.7 

90.3 
77.8 
88.l 

77.8 
65 . 6 
66 . 7 
76.1 

100.0 

63.9 
50 . 6 
1.2 

35.3 
42.9 
93.5 
39.6 

100.0 
90.9 
33.3 
91 .4 

57 . 7 

1In this t able are included 14 part-time record keeping posi tions, 2 part,..time 
secretarial positions, 3 part-time clerical positions, and 30 sales part-time 
posi tions which could not be separated from the full- time positions. 

This table should be read as follows! Of the 40 accounting positions for wh:idl 
the experience requirements were given, 22, or 55 .0 per oent require experi­
ence. 



The data concern 2221 full-time positions and 49 part-time positions in Black­

well, Bris tow, Enid, and Pryor. In slightly less than half, 42.3 per cent, of 

the total positions represented, experience was required of ne employees. How­

ever, variations existed among the various types of employees. Experience was 

required of new employees in over half of all types of record keeping positions. 

In 2 types of secretarial positions, secret ary and Ecliphone/Dictaphone operator, 

experience was required more than 60 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. Ce.shiers, collectors, machine operators , and 

receptionists were the only miscellaneous employees who must have experience 

in over half the cases. 

Table XIII gives the number of employers in Enid, Pryor. and Seminole 

who specified exper ience requirement s for new employees. Only a few more than 

half, 52. 5 per cent, of the employers specified any experience requirements 

for ne business workers. fl.th very few exceptions, the same conclusions 

ap ly to Table XIII as apply to Table XII. Almost al ays when one table seems 

to contradict the other, there is an inadequate sample either of employers' 

opinions or of positions represented. 

Education Requirements~~ Employees. A brief examination of either 

Table XIV or Table XV reveals that for most business positions included in 

this summary a high school education is the minimum educati on required by the 

employers. Table XIV gives the distribution of 44 part-time and 2098 ful l- time 

jobs i n Blackwell, Enid, McAlester. and Pryor according to the minimum 
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TABLE XIII 

NUMBER OF EMPLOYERS SPECIFYING EXPERIENCE REQUIREMENTS FOR NEW OYEES 

Total Employers! Experience Experience 
Positions Re;eresented Re9uired Not Re~uired 

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

Record-Keeping 
!__ccoun tan t 26 100 22 84.6 · 4 15.4 
Bookkeeper a)4 100 135 66.l 69 ~3.9 
Ledger Clerk 28 100 13 46.4 15 53.6 

Secretarial 
Secrete.ry 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 
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 l 25.0 3 75.0 
Payroll Clerk 5 100 1 20.0 4 80.0 
Shipping Clerk 7 100 4 57.l 3 42.9 
Stock Clerk 35 100 18 51.5 17 48.5 
Time Clerk 4 100 1 25.0 3 75.0 

Sal ea 
Retail Salesman 162 100 79 48.8 83 51.2 
Wholesale Salesman 15 100 11 73.3 4 26.7 
Department Manager a) 100 18 90.0 2 10.0 
Insurance Salesman 5 100 5 100.0 

Mi soell aneous 
Cashier 37 100 25 67.6 12 32.4 
Collector 6 100 4 66.7 2 33.3 
Delivery Boy/Girl 25 100 3 12.0 22 88.0 
.Machine Operator 15 100 8 5Z.3 1 46.7 
Messenger 2 100 2 100.0 
Office Boy/Girl 8 100 8 100.0 
Receptionis t 10 100 3 3().0 7 10.0 
Switchboard Operator 12 100 2 16.7 10 83.Z 

TOTALS 867 100 45·5 52.5 412 47.5 

1In this table eaeh employer was ·counted as a separate employer each time he 
supplied information concerning the experi ence requirement s for any t ype of 
position listed. 

This table should be read as followsr Of the 26 employers hiring new aeooun-
tants, 22» or 84.6 per oent , required experience of new accountants. 



TABLE XIV 

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

1 Positions 

Record Keeping 
Aocountant 
Bookkeeper 
Ledger Clerk 

Seore.tarial 
Secretary 

2 

Stenographer 
Ediphone/Diotaphone Op'r. 
Typist 

Clari cal 
n!iling Clerk 1 
File Clerk 
General Office Clerk 2 
Order Clerk 
Payroll Clerk 
Shipping Clerk 1 
Stock Clerk 4 
Time Clerk 

Sales 

New Employee Must Have Completed 

37 

10 
140 

8 

60 
78 

70 

26 
5 

121 
7 
9 
8 

44 
1 

3 13 14 
5 2 7 64 

4 
3 

2 
2 

13 

54 
31 
17 

4 

4 
3 

16 

3 
2 
1 

Retail Salesm 26 48 2 14 5 572 5 11 
Wholesale Sales-

4 

man 
Dept. ager 
Insurance Salesman 

Miscellaneous 
Cashier 
Collector 
Delivery Boy/Girl 
Machine Operator 
Messenger 
Office Boy/Girl 
Receptionist 
Switchboard Op'r. 

1 

15 

1 

5 

7 

16 

56 
40 
13 

99 
~ 

7 
36 

2 
10 
10 
18 

13 
14 

4 
3 

6 
5 
2 

6 
l 

12 

l 

1 

3 

94 

5 

TOTALS 26 75 2 79 5 1453 5 111 50 253 103 

Per cent of 
2142 1.2 s.s .1 s.1 .2 67.8 .2 s .2 1.4 n. s 4.8 

38 

40 
266 

21 

118 
112 
17 
74 

31 
B 

141 
9 
9 

12 
90 

2 

781 

85 
62 
13 

109 
7 

29 
48 

2 
11 
10 
35 

100 

l rn 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 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 EMPLOYER.'31 S ECU'YING CERTAIN INIMU:M 
EDUCATION REQUIREMENTS FOR NEW MPLOYEES 

New Em.ploy.ta Must Have Completed 
High Sohool College Positions Grade 

6 8 ! 2 3 4 1 2 4 

Record Keeping 
ooountant 

Bookkeeper 
Ledger Clerk 

Secretarial 
Secretary 
Stenographer 
Ediphone/Dictaphone Op1 r. 
Typist 

Clerical 
Billing Clerk 
Entry Clerk 
File Clerk 
General Office Clerk 
Order Clerk 
Payroll Clerk 
Shipping Clerk 
Stock Clerk 
Time Clerk 

Sales 

l 

1 
5 l 

Retdl Salesman 
'Wholesale Salesman 
Department Manager 
Insurance Se.l esman 

2 11 1 
2 

Miaeellaneous 
Cashier 
Collector 
Delivery Boy/Girl 
Machine Operator 
Messenger 
Office Boy/Girl 
Receptionist 
Switchboard Operator 

11 

2 

1 

l 2 
1 

l 
3 

4 
12.0 

26 

40 
48 

17 

10 
1 
5 

28 
s 
2 
4 

27 
2 

12 2 117 
2 8 

l 

4 

1 
1 

2 

8 
4 

32 
2 
6 
7 
l 
5 

10 
10 

2 11 
3 19 7 
2 2 

l 
l 

1 

l 

1 

1 

5 
1 

1 

l 

9 
2 
7 
l 

2 

2 

l 

4 

39 

Bus. Total 
Col. 

9 26 
57 2.06 

4 34 

22 
10 

2 
4 

ll 

2 
12 

2 
l 
1 
2 

1 
l 

3 
2 

6 

68 
60 

2 
22 

22 
l 
8 

46 
4 
5 
7 

55 
4 

155 
15 
20 
5 

37 
6 

21 
15 

2 
8 

10 
12 

TOTALS 2 31 2 30 4 547 11 54 23 152 856 

er cent of 
856 .2 3.6 .2 s.s .s 65-9 1.s s.s 2.1 11.a 100 

l1n this table each employer was counted as a separate employer each time he 
sup lied 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 ccountants 
to have at least a high school education. 
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education specified by employers. Table XV is a compilation of the education 

requirements of 856 employers in Enid, Pryor, nnd Seminole. 

Fewer than ten per cent o:f the positions and/or employers have a. m1nillll.l1n 

education requirement of less than 4 years of high school. Business college 

training is required for 11.8 er cent of the jobs and by 17.8 per cent of the 

employers. One or more years of college education is required for approxi­

mately ten per cent of the business positions and by about the same er cent 

of omplo;vers. The type of positions which have the highest education require­

ments is the record keeping positions, over half of which require further 

training after high school graduation. 

Number ~ !!!! Employees During !. 12-Month Period. The number of new em­

ployses hired during a 12-month period in Blackwell, Enid, Pryor, and t he oil 

companies is given in Table XVI. The table includes all workers who were newly 

employed, whether for replacements or for newly created positions. Aotual 

dates of the 12-month period covered in Table XVI varied with eaoh study from 

which information ·was obtained. In Blackwell and Enid the 12-month period 

began late in 1948 and ended in 1949; the Pryor st udy 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. 11 Several of the personnel managers of the oil 

com anies named 1948 and 1949 as 11normal, n but the majority of them did not 

desi[nate a specifio year. 

Although onl y 15 oil companies were surveyed and only 2 types of employees 

considered, almost as many ~orkers were hired in the oil industry as in the 3 

to'Wlls of Blackwell, Enid, and Pryor combined. For the person wishing to enter 

the record keeping or secretarial field. t his fact should be of significance. 

In Blackwell, Enid, and Pryor thG position for which ~he greatest number of 



41 

TABLE XVI 

NUMBER OF NEW EMPLOYEES DURilfG A 12-IDNTH PERIOD 

Positions 
Bl okwell 

Record Keeping 
Accountant 
Bookkeeper 
Ledger Clerk 

Secre,ta.ri .1 

1 
18 

Secretary 14 
Stenographer 6 
EdiphonelD1ctaphone Op'r. 
Typist 

Clerical 
Bill fng Clerk 
File, Clerk 
General Office Clerk 
Order Clerk 
Shipping Clerk 
Stock Clerk 
Time Clerk 

Sales 
Retail Salesman 
Wholesale Salesman 
Department Manager 
Insurance Salesman 

Mi scellaneous 
Cnahier 
Collector 
Delivery Boy/Girl 
Machine Operator 
Office Boy/Girl 
Reoeptioni st 
Switchboard Op' r . 

TOT S 

Per cent of 
1335 

3 

8 

58 
10 

7 

1 
5 

2 

133 

10.0 

Ne'?ily Employed in 

Enid Pryor 

5 
50 

2 

21 
18 

1 
22 

3 
4 

22 
1 
1 

11 
2 

226 
5 
1 
1 

23 
1 
9 
7 
3 
l 
7 

447 

12 

3 
17 

5 

2 

1 
6 

53 
8 
1 

1 

8 

l 
6 

124 

'.l.'otsl 
Oil Nu..~ber of 

Companies ~ ew Employees 

11 
92 

143 

27 
356 

629 

47.2 

11 
172 
145 

65 
397 

l 
27 

3 
4 

27 
1 
2 

25 
2 

337 
23 

2 
1 

31 
1 

17 
8 
8 
2 

15 

13S3 

100 

This table should be read as follows , One accountant was newly employed in 
Blackwell, 5 accountants were newly employed in Enid. and 11 &ccountants were 
newly employed by the oil companies during a 12-month period, making a total 
of 17 newly employed accountants for a 12-month period. 
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new employees was hired was the position of retail salesman. There was al so a 

considerable num_ber of newl y employed bookkeepers, secretaries, and stenogr&ph­

ers 1n these towns. Probe.bl great many of the newly employed retail sales­

men, secretaries, and stenographers oan be accounted for by the fact t h t the 

turnover rate f or these position~ is considerably &b ~~ the averag~. 

Number or Emeloyees Performing Selected Duties. Table XVII shows the num­

ber and ercentage of the various types of employees in Blackwell, Enid, Pryor, 

and the public schools who pe.rform selected duties. Each duty mentioned in the 

table was 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. Tnking dictation and transcribing was performed by terwer employees than 

any of the other duties. 

It may be concluded from Table XVII that most business employee perform 

a variety of duties, some of ·hich ara not necessarily related to their Job 

title. The faot that so meny of the employees sell and typewrite should be of 

special signif'ioance. 

Number of Employees Operating Certain Machines . The number and percen­

tage of 2061 employees o ernting certain machines is given in Table XVIII. 

Data in the table were t~ken from the surveys in Black1Vel l. Enid, Pryor, ~na 

the public schools. Inform tion is given about only the machines oollX'llon to 

all 4 surveys. 

Two ma.chines, the adding machine and the calculator, were used by a sig­

nificant number o~ the empl oyees represented . Ap roximately half the employees 

used the adding machine, and what is perhaps of even more importance, at least 

a few em: loyees of every elassifioation used it. Th calculator was used by 

29 .. 5 per eent of t he em.ployeos. The other ·three machines, the addressing machine. 



'l'ABLE XVII 

UUMBER .NlD PERCENTAGE 0 1'~ 'l'HE V~R.IOUS 'rYPES OF EMPLOYEES PEP.FORMI NG SELECTED DUTIES 

Appfy 
. 

Knowledge 
of 

Take Bookkeeping 
Total Dictation Principles 

1 
Employees and and 

Posi·tion Represented Tl2e File 'frans oribe Practices Sell 
Per Per Per Per Per Per 

No. Cent No. Cent No. Cent No. Cent No. Cent No. Cent 

Record Keeping 
Accountant 37 100 26 70.3 15 40.5 2 5.4 37 100.0 2 5 .4 
Bookkeeper 275 100 216 76.1 177 64.4 24 8.7 269 97.8 88 32.0 
Ledger Clerk 21 100 21 100.0 13 61.9 21 100.0 4 19.0 

Se er et ari al 
Secretary 190 100 190 100.0 187 98.4 163 85.8 167 87.9 2 1.1 
Stenographer 11 100 77 100.0 77 100.0 77 100.0 38 49.4 
Ediphono/Diot aphone Op'r. 17 100 17 100.0 12 70.6 
Typist 51 100 51 100.0 4:5 88.2 7 13.7 

Clerical 
Billing Clerk · 31 100 31 100.0 12 38.7 
File Clerk 8 100 8 100.0 8 100.0 2 26.0 
General Office Cl erk 117 100 117 100.0 102 87.2 20 17.l 88 75.2 36 30.8 
Order Clerk 9 100 7 77.8 6 66.7 2 22.2 8 88.9 
Payroll Cl erk 9 100 9 100.0 9 100.0 9 100.0 
Shipping Clerk 12 100 3 25.0 1 8.3 2 lG.7 
Stock Clerk 88 100 45 51.l 9 10.2 3 3.4 16 18. 
Time Clerk "" G 100 2 100.0 2 100.0 2 100.0 

lThh t&ble includes 5 part .. time bookkeepers l'lhich could not be separated from the f'ull•time employees. 

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



TABLE XVII 

MOMBER .AND PERCENTAGE OF TE!E VARIOUS TYPBS OF EMPLO YEES .PERFORMING SELECTED DUTIF.S 
( OONCLUDED) 

Appl y 
Knowledge 

of 
Take Bookkeeping 

Total Dictation Principles 
Employees and and 

Position Re:eresented TZEe File Transcribe Practices 
Per Per Per Per Per 

No. Cent No. Cent No . Cent No . Cent No . Cent 

Sales 
Retail Salesman 751 100 62 a.s 78 10.4 77 10.2 

Wholesale Salesman 85 100 24 28.2 13 15.5 2 2.4 
Department Manager 6 2 100 35 56 . 5 3 4.9 3 4.9 
Insurance Salesman 13 100 10 76.9 z 23.l 

Mi soel i aneous 
Cashier 109 100 67 52.3 37 33.9 4 3.7 41 37.6 
Collector 1 100 5 11.4 
Delivery Boy/Girl 29 100 
Machine Operator 48 100 48 100.0 31 64.6 2 4.2 28 68.3 
Office Boy/Girl 11 100 9 81.8 8 72.7 3 27 .3 6 54.6 
Receptionist 10 100 6 so .o 8 80.0 2 20.0 
Switchboard Operator 35 100 5 14.3 6 17.l. l 2.a 

TOTALS 2106 100 1070 so.a 850 40 .3 295 14.0 803 58.1 

Sell 
Per 

No. Cent 

751 100.0 
85 100.0 
43 69.4 
13 100.0 

60 55.0 
3 42.9 

16 55.2 
4 8.3 
1 9.1 

1148 54.5 

~ 
~ 



T.i.BLE XVIII 

NUMBER AND PERCENT.AGE 0-F '.l.'fil; VARIOUS TYPES OF EMPLOYEES OPERATING CERT!Ili Jii4.CHINES 

'fotal 
Employees Adding Addressing Edi phone 

Represented Machine Caloula:tor Machine Mimeo5raEh DiotaEhone 
Position Per Per Per .Per Per Per 

No . Cent No. Cent No . Cent No . Cent No . Cent No. Cent 

Recor d Keeping 
Acco,mtant 37 100 26 70.3 30 81.l 
Bookkeeper 230 100 223 97.0 159 69.l 21 9.1 
Ledger Clerk 21 100 21 100.0 20 95.2 5 2~.8 

Seore tarial 
§a(}:rets ry 190 100 39 20.6 62 32.6 15 7.9 96 50.5 23 12.1 
Stenographer 77 100 42 54.5 25 32.5 6 7.8 17 22.1 10 l~. 9 
Ediphone/Dictaphono Op'r. 17 100 5 29 .4 3 17.7 17 100.0 
Typist 51 100 33 64.7 18 35.4 11 21.6 

Clerical 
Billing Cl erk 31 100 20 64.5 'Z7 87 .1 21 61.1 
File Clerk 8 100 1 12.5 
General Office Clerk 117 100 53 45.3 40 S4.2 3 2.6 22 18.8 
Order Clerk 9 100 4 44.4 5 55.6 
Payroll Cl erk 0 100 3 33.3 .., 
Shipping Clerk 12 100 4 33.3 
Stock Clerk 88 100 67 64:.8 26 29 . 5 1 1.1 
Time Clerk 2 100 2 100.0 2 100.0 

Thia table should be read as follows: Twenty- six. or 70.3 par oent. of the 37 accountants represented 
operated the adding machine. 

~ 
(n 



,.,ABLE XVIII 

tTUMBER MTD PERCENT.AG"£ OF THE V A.F.lOUS TYPES OF· F.llPLOYE.ES OPERATING CERT AI ~ Uh.CHINES 
( CONCLUDED ) 

Total 
Employees Adding .Addressing Edi phone 

Re,eresented Machine Calculator Maohirte Mimeo~ra;eh Dictaeho~!_ 
Position Per Per Per Per Per Per 

No. Cent No . Cent No. Cent No . Cent No. Cen.t No . Cent 

Sales 
Retail Salesmen 751 100 296 39.4 68 9. 1 1 .1 
Wholesale Salesman 86 100 19 22. 4 7 8.2 
Department Manager 62 100 53 85 . 5 23 37.1 6 8,.l 
Insurtinoe Sal esmen 13 100 7 53 . 8 3 23.l 

Miseel laneous 
Cashier 109 100 62 56 . 9 45 41 . 3 
Collector 1 100 2 28.6 3 42.9 
Machine Operator 48 100 51 64.6 33 68.8 
Office Boy/Girl 11 100 4 36.4 1 9.1 
Receptionist 10 100 3 30.0 
s~itchboard Operator 35 100 2 5.6 2 5.6 

TOTALS 2061 100 1012 49 .l 608 29.5 71 Z.4 148 7.2 55 2.7 

~ 
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the :mimeogria<ph, and the Rdiphone or Dictaphon.e, w0re each used by fevJer than 

ten per cent of the employees. The table :shows that these latter machines 

Ji m.or0 detailed 8ll8"lysis of the implieat;ions of the va:dous re(luix-eme:r1ts 

and duties of each Ohssificat:i.on ,>f employee is made in the f'ollowing chap-

t-ers. 



CHAPTER IV 

RECORD KEEPING POSITIONS 

Eight occupational studies covering 10 different towns comprise the 

data from lllhieh thi s chapter was constructed. Seven of these 8 surveys were 

made of business opportunities in medium-sized Okl ahoma 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 and the reoord keeper s of the smaller 

towns are noted in the context as they arise. 

Terminology. In a majority of the s tudies included i n this summary the 

term "Record Keeping" was used as a broad term to include all posi tions per­

taining to that field regardless of the skill required in the pos ition. All 

of the s tudies designated the highest ranking record keepi ng posi tion to be 

that of " ccountant"; and with one not able exception they all agreed that 

the next ranking position was that of "Bookkeeper" and that the lowest rank­

ing position was that of "Ledger Clerk. 1·1 The exception was the study of the 

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

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

For practical purposes , the meanings of' nBookkeeper u and "Accounting Cl erk 

are so nearly alike that the terms could be used interchangeably as could 

the terms 'Ledger Clerkn and "Record Keeper," which also have meanings that 

are practically identical. To avoid confusion, however , the rule of the 

majority will be i'ollowed; and the terms "Accountant," "Bookkeeper," and 
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''Ledger Clerk" will be used to represent the 3 levels of record keeping em­

ployees throughout this study. 

Distribution 2!_ Reoord Keepers. Tables XIX and XX show the geographical 

distribution of' f'ull-time and part-time record keeping employees., respective­

ly., with a division as to specific position. The data in Table XIX indicate 

that a majority 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 accountants. Since the total 

number of employees is rather large, 2.,. 244., it is believed that the data in 

this chapter represent a fairly reliable sampling of record keepers in Okla­

homa. 

Table XX reveals that opportunities for part-time record keepers are 

apparentl y 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 simpl y disregarded all part­

time workers. ith the exception of Table XXII, all f'urther tables in thi s 

chapter contain information concerning full-time workers only, except where., 

i n one or two instances., the original investigator failed to make a distinc­

tion between f'ull-time and part-time workers. 

Division of Record Keepers 2l ~· A division of the record keepers 

according to sex is made 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 0£ Table XIX. The 4 part­

time record keepers from Blackwell - 1 accountant and 3 book eepers - were 

not divided as to sex, so they had to be omitted from Table .xXI:X,which is a 

breakdown of Table XX. 



T.ABLE XIX 

GEOGRAPHICAL DISTRIBUTION OF FULL-TIME RECORD KEEPING 
EMPLOYEES IN SP CIFIC RECORD KEEPING POSITIONS 

Bartlesville 

Blackwell 

Bristow 

Enid 

McAlester 

Ponc·a City 

Pryor 

Seminole 

Stillwater 

Tulsa 

TOTALS 

Per cent of 
2244 

Number of 
Businesses 
Surveyed 

2 

124 

10,7 

101 

75 

1 

87 

136 

45 

11 

689 

Number of Employees 
Account- Ledger 

ants Bookkeepers Clerks 

89 

14 

23 

39 

5 

372 

16.6 

149 

53 

42 

145 

202 

32 

131 

40 

424 

1248 

55.6 

137 

215 

1 

251 

624 

27.8 

50 

Total 

375 

67 

42 

188 

456 

33 

136 

40 

877 

2244 

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 total of 375 full-time record keepers. 
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TABLE XX 

GEOGRAPHIC.AL DISTRIBUTION OF PART-TIME RECORD KEEPING 
EMPLOYEES IN SPECIFIC RECORD KEEPING POSITIONS 

Number of Number of Em2loiees 
Businesses Account-

Surveyed ants Bookkee,2ers Total 

Blackwell 124 1 3 4 

Bristow 107 1 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 Blaokwell in­
cluded in this survey em.ployed 1 part-time accountant and 3 part-time book­
keepers, or a total of 4 part-time record keepers. The studies mentioned 
no part-time ledger olerks. 



.l.lU)J...l!I AA.I. 

DIVISION OF FULL-TIME RECORD KEEPERS ACCORDING TO SEX 

Number of Em2loiees 
Accountants Bookkeepers Ledger Clerks Total 

Location Com- Com- Com- om-
Men Women bined Men Women bined Men Women bined Men Women bined 

Bartlesville 84 6 89 124 26 149 107 zo 137 315 60 375 

Blackwell 9 5 14 13 40 53 22 45 67 

Bristow 5 37 42 6 37 42 

Enid 21 2 23 49 96 145 7 13 20 77 111 188 

Ponca City 39 39 177 25 202 170 45 215 386 70 456 

Pryor 9 23 32 1 1 10 25 33 

Seminole 3 2 5 39 92 131 42 94 156 

Stillwater 5 35 40) 5 35 40 

Tulsa 197 5 202 348 76 424 141 110 251 686 191 877 

TOTALS 353 19 372 769 449 1218 426 198 624 1548 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 Z0.1 100 

Totals without oil 
company employees 33 9 42 120 323 443 8 13 21 161 345 506 

Per cents without oil 
company employees 78.6 21.4 100 27 .1 72.9 100 38.1 61.9 100 :n.s 68.2 100 

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

(11 
N 



Bristow 

Enid 

Pryor 

Stillwater 

TOTALS 

Per cent of 
men and women 

TABLE XXII 

DIVISION OF PART-TIME RECORD KEEPERS ACCORDING 'ID SEX 

~-~· Number or Em2loiee1 
Accountants ____ Bookkee~ers 

Com- Com-
Men Women bined Men Women b1ned 

1 6 7 

1 1 l 7 8 

3 3 1 5 6 

3 2 5 

4 4 6 20 26 

100 100 23.1 76.9 100 

Total 
Com-

Men Women bined 

1 6 7 

2 7 9 

4 5 9 

3 2 5 

10 20 ~ 

33.3 66 .7 100 

This table should be read as rollowss There were no part-time accountants employed in Bristow. or the 
1 part-time bookkeepers, 1 was a man and 6 were women. The studies mentioned no part-time ledger clerks. 

01 
CA 
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The data in Table XXI lead one to the oonclusion 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 pract ice 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 i n the oil companies a bookkeeper does nothing but 

"keep books" and perhaps uses the bookkeeping position as a stepping stone 

to one as an aooountant, a position for which men are preferred even in small 

businesses. In order that the difference in the division of record keeper$ 

might be clearly observed, 2 extra lines wer e added at the bottom of Table 

XXI. The first added line shows the total s 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 small h.tsinesses. The 2 sets of percentages presented i n the 

t able and their differences should be of interest to a person planning 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 26 part-time 

bookkee ers, 20 are women. In all part-time record keeping positions , 1VOmen 

outnwnber men 2 to 1. 

Preferences for Record Keepers ..!:l ~· Table XXIII presents the prefer­

ences for men and for omen r ecord keepers as compiled from opinions expressed 

by 231 employers i n Enid, Seminole, and ryor . Most of the employers who gave 

a sex preference for their accounting positions preferred men for those posi• 

tions. However, women were preferred by a majority of the employers f or all 

other types of record keeping positions. 
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TABLE XXIII 

EMPLOYERS' PREFERENCES FOR RECORD KEEPING EMPLOYEES BY SEX 

Total Emplorrs Men Women No 
Re:elyin~ Preferred Preferred Preference 

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

Accountant 24 100 15 62.5 4 16.7 5 20.8 

Bookkeeper 193 100 61 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 

l1n this table each employer was counted as a separate employer each 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
enoe for accountants by sex, 15, or 62.5 per cent, preferred men accountants. 
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In Table XXIV are given data regarding the nUlllber of reoord keeping posi­

tions for whioh omen 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 part-time and 100 full-time positions. 

Since the dat a in Table XXIII do not give any indication a s to how many 

positions are represented by each employer's preference, the information is 

not as valuable a s 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 s imilar situation exi$ts in 

a number of the tabies in thi s 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 , as in the case of the data presented in Table XXIII, 

the discrepancy between the number of positions and the number of preferences 

expressed is not likely to be very great; however, as will be pointed out 

l~ter, in the cases of the 14 large oil companies, the difference i s so large 

as to be entirely misleading. 

Although 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 preferenoe given for the remaining 20 

per cent. The position of accountant is the onl y 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 l ines at the bottom of 

Table XXI. 

Rate of Turnover of Record Keepers. omen record keepers have a turn­

over rate that is approximately two and one half time s the turnover rate for 
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TABLE XX.IV 

DISTRIBUTION OF JOBS HELD BY RECORD KEEPERS 
ACCORDING TO PREFERF...NCE BY SEX SPECIFIED BY EMPLOYERS 

Total Positiofa Men Women No 
Ref resented Preferred Preferred Preference 

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

.Accountant 17 100 12 70.6 4 23.5 1 5 .. 9 

Bookkeeper 91 100 21 23.1 50 54.9 20 22.0 

Ledger Clerk 1 100 l 100.0 

TOTALS 109 100 33 30.3 54 49.5 22 20.2 

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

This table should be read as follo'ffll: Of the 17 accounting positions for 11hich 
a preference by sex ~as 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-

canoe. 

Tables XXV and XXVI present data from 2 towns - Blackwell and Enid; while 

Table XXVII contains information from 3 towns - Blaok:Yiell, Enid, and Pryor. 

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

di stribution of 113 record keeping positions according to minimum age require­

ments for men specified by employers in Pryor, Blackwell, and Enid . There are 

4 part-time positions included in this table which could not be separated from 

the f'ull- time positions. A majority of the accounting positions have an age 

requirement of 21 years or older, with 13 of the 33 positions requiring that 

the applicant be in the 25- to 29- year-old group. Thi s ould seem to indi­

cate that a considerable amoun·b of training and/or experience after leaving 

high school is required of accountants . majority of the bookkeeping posi-

tions carry an age requirement of 20 years or younger, with a considerable num­

ber al so having the requirement of 21. Very f ew 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 oases 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 are given the minimum age requirements for men record keepers 

as expressed by 114 empl oyers in Pryor, Seminole, Enid, Ponca City, Bartlesville, 

and Tuls a. The s ame tendencies as were shown to exist in Table XXVIII may also 

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

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

Total 
Turnover Newly .Average 

No.1 oent2 Position Employed Separated Number Per 
Employee.i, 

Accountant 5 2 29 2 6.9 

Bookkeeper 18 a 58 8 13.8 

Ledger Clerk 1 8 0 0 

TOTALS 24 10 95 10 10 . 5 

1 Actual number of replacements during 12-month period, represented by total 
newl y employed or total separated, whichever is smaller. 

2Percentage of net turnover based on average number of employees during 12-
m.onth 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 oent turnover. 
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TABLE XXVI 

RATE OF TURNOVER IN KJJAE!i RECORD KEEPERS DURING 12-M:>NTH PERIOD 

ota 
Average Turnover 

Newly Number 
No .1 Employed Seoarated Enq,loyees Per cent2 

t 

Position 

Accountant l l 7 1 14.3 

Bookkeeper 50 40 131 40 30.5 

Ledger Clerk 1 1 13 1 1.7 

TOTALS 52 42 151 42 27.8 

1Aetual number of replacements during 12-month period, represented by total 
newly employed or botal separated, whichever is smaller. 

2Percontage of net turnover based on average number of employees during 12-
month eriod. 

This table should be read as follows: One new woman accountant was hired and 
one was separated from her job, resulting in a 14.Z per oent turnover. 
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TABLE XXVII 

RATE OF TURNOVER IN RECClRD KEEPERS DURING 12-M:>NTH PERIOD 

otal 
Newly Average 'l'urnover 

Position Employed Separated Number No . 1 Per cent2 
Employees 

Accountant 6 3 36 3 8.3 

Bookkeeper 78 60 216 60 23.l 

Ledger Clerk 2 1 20 l s.o 

TOTALS 86 54 272 54 19.8 

1 Aotual number of replacements during 12-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. 

'l'his table should be read as f ollows : Six ne i'I accountants were hired and 3 
were separ ated from their jobs, resulting in an 8.3 per cent turnover. 



TABLE XXVIII 

DISTRIBUTION OF JOBS HELD BY MEN' RECORD KEEPERS 
CCORDnm TO MI Nil!UM GE REQUIREMENTS SPECIFIED BY EMPLOYERS 

Minim.um A~e Specified bl Em.plo~rs 
1 30 No re-

Position 25- and quire-
18 a:> 21 22 23 29 over ment 

Accountant 10 1 3 2 1 13 2 I 

Bookkeeper 18 27 19 6 2 

Ledger Clerk 5 1 2 

TOTALS 33 29 24 2 1 19 4 1 

Per cent f 
113 29.2 25.7 21.2 1.8 .9 16 .8 5.5 .9 

62 

Total 

33 

72 

8 

113 

100 

1 In this table are included 4 pnrt- time record keeping positions which could 
not be separated from the f'ull-time positions. 

This tabl e should be read as foll ows: In 10 of the 33 jobs for which employers 
hired new men accountants the minimum age r equirement was 18. 
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still have progressively lower age requirements. al.though the age requirement 

s read is considerably wider. It should be noted that, since the 14 oil oom-, 

panies are each counted as but one employer each. the figures in Table XXIX 

do not approximate the actual number of positions. 

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

distribution of 184 record keeping positions according to minimun1 age require­

ments for ·.:omen s ecified by employers in Pryor• Blackwell, and Enid. There 

are 5 part-time positions included in this table \\t1ich could not be separated 

from the full-time positions. The number of accounting positions for hich 

data were available is so sma11 that any conclusions which might be drawn 

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 somewh t 

lower than that for the men bookkeepers. The greatest number of the positions 

for women ledger clerks has a mi nimum age requirement of 101 a fact which was 

also true reg;e.rding the positions for men ledger clerks. A comparison of the 

2 sets of data given in Tables XXVIII and XXX indicates that, i nsofar as mini­

mum age requirements are concerned, the opportunity for women high sch ol 

graduates who, with no further training, seek employment in the record keeping 

field is oonside-r a.bly greater than it is f'o r men. 

In Table XXXI is presented a t abulation of the minimum age requirements 

for women record keepers as s pecif ied by 169 employers in Pryor, Seminole, 

Enid, Ponca City. Bartlesville, and Tul sa. 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 

an accurate picture. Fifty-six of the 142 employers giving a minimum age re­

quirement for women bookkeepers specified a minimum age of 18, but almost as 
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1'.ABLE XXIX 

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

Position 
17 

Accountant 

Bookkeeper l 

Ledger Clerk 

TOTALS l 

Per cent of 
114 .9 

18 

2 

15 

9 

26 

llinimum Age S2ecified by Employers1 

19 20 21 

3 2 

2 17 21 

l 2 2 

3 22 25 

22 23 24 

2 l 

2 2 2 

l 

4 3 

25-
29 

8 

7 

15 

30 No re-
and quire- Total 
over ment 

3 1 22 

3 2 74 

18 

6 6 114 

22.9 2.6 19.3 21. 9 3.5 2.6 2.6 13.l 5.3 5.3 100 

1In this table each employer 'Was counted as a separate employer each time he 
supplied information concerning the age requirements for any type of record 
keeping position listed. 

This table should be read as follows: Of the 22 instances in which employers 
hired new men accountants, in 2 instances employers stated they would hire new 
men accountants at the age of 18 years. 
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TABLE XXX 

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

Minimum Age S~ecified bl Emplo~rs 
!o No re-

Position1 25- and quire• Total 
16 17 18 19 21 23 24 29 over ment 

.Accountant 4 2 1 7 

Bookkeeper l 1 89 2 25 17 · 3 19 2 2 164 

Ledger Clerk 9 1 3 13 

TOTALS 1 1 102 28 17 3 21 2 3 184 

Per cent of 
184 .6 . 6 55. 4 1 .6 15.2 9.3 1.6 1.6 11.4 1.1 1.6 100 

1In this table are i ncluded 4 part-time record keeping positions which oould 
not be separated from the full-time positions. 

This table s~ould be read as follows : In 4 of the 7 jobs for which employers 
hired new women accountants the minimum age requirement was 18. 
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TABLE XXXI 

NUMBER OF EMPLOYERS SPECIFYING CERTAIN MINIMUM AGE 
REQUIRF.MENTS FOR WOMEN RECORD KEEPERS 

Minimum Age SEeoified bl Employers! 
30 No re-

Position 25- and quire-Total 
16 17 18 19 00 21 22 23 24 29 over ment 

Accountant 1 3 1 5 

Bookkeeper 3 2 66 5 34 19 1 2 2 15 2 1 142 

Ledger Clerk 1 11 2 4 2 2 22 

TOTALS 3 3 67 7 39 21 1 2 2 18 2 4 169 

Per cent of 
169 1 . 8 1.8 39.6 4.1 23.1 12.4 . 6 1.2 1.2 10.6 1.2 2.4 100 

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

This table should be read as follows: Of the 5 instances in which employers 
hired new women accountants, in l instance the employer stat ed 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 XX.XI 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 w.d the employers' age specifications would 

correlate perf ectly 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~!!! Record Keepers. Table XXXII contains 

information regarding whether or not experience is required for replacements 

in 384 record keeping jobs, 14 of vilich 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, Bl ackwell, Stillwater, and Bristow. The one outstanding fea­

ture of this table 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 r equirements for record 

keeping positions as expressed by 258 employers in Pryor, Enid, Seminole, 

Ponca City, Tulsa, and Bartlesville. Approximately tllo-thirds of the employ­

ers specified some experience for new record kee ers. 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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T.ABLE XXXII 

DISTRIBUTION OF JOBS ACCORDING TO EXPERIENCE REQUIREMENTS 
FOR NEVvL Y EMPLOYED RECORD KEEPERS 

Position1 
Total Jobs Experience Experience 

ReEresented Re~uired Not Re~uired 
No. Per cent No. Per cent No. Per cent 

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 

TOTALS 384 100 a)3 52.8 181 47.2 

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

This table should ba read as follows: Of the 40 acoounting positions for 
which the experience requirements were given. 22. or 55.0 per cent. require 
experience. 
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NUMBER OF EMPLOYERS SPECIFYING EXPERIENCE REQUIREMENTS 

Position 

Accountant 

Bookkeeper 

Ledger Clerk 

TOTALS 

FOR [. Y EMPLOYED RECORD KEEPERS 

Total Employers1 
Represented 

No . Per cent 

26 100 

204 100 

28 100 

258 100 

Experience 
Required 

No. Per cent 

22 84.6 

135 66.l 

13 46.4 

170 65.9 

Experience 
Not Required 
No. Per cent 

4 15.4 

69 

15 53.6 

88 

1In this table each employer was counted ss 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 amount end kind of experience desired would be muoh more helpful because 

of its specificity. 

Education Requirements for New Reoord 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 Blackwell, Enid, 

Pryor, and 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 graduation in approximately one-third of the 21 positions and of busi­

ness college training in the remainder of the jobs represented. 

lt would be interesting, and perhaps of some significance, if t.he 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 pr ove interesting is a oomparison 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 X:XX.V gives the minimum education requirements for record keepers as 

expressed by 266 employers in Seminole, Enid, 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 oases. 

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" 
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TABLE XXXIV 

DISTRIBUTION OF JOBS HEt.D BY RECORD KEEPERS ACOORDING 
TO MINIMUM EDUCATION REQUIREMENTS SPECIFIED BY EMPLOYERS 

llew Emplol!e Must Have ComEleted 
Grade H.i.gh Business College 

8 Sohool Colle~e 2 4 None 

Aocountant 10 14 3 13 

Bookkeeper 2 140 64 52 7 1 

Ledger Clerk 8 13 

TOTALS 2 158 91 55 20 1 

Per cent of 
327 .6 4 .4 27.8 16.8 6.1 .3 

71 

Total 

40 

266 

21 

327 

100 

1 In this table are included 9 art-t.ime record keeping positions which could 
not be separated from the full-time positions. 

This te bl e should be read as follows: Of the 40 aoooun ting positions for which 
minimum eduoation requirements were given, 10 had the minimum requirement of 
high school graduation. 



TABLE XXXV 

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

New Employee Must Have Com:2leted 
Position High Business Colle~e 

School College l 2 4 

Accountant 4 9 2 11 

Bookkeeper 100 57 3 19 7 

Ledger Clerk 26 4 2 2 

TOTALS 150 10 5 23 18 

Per cant of 
266 56.4 26 .3 1.9 8.6 6 .8 

72 

Total 

26 

206 

34 

266 

100 

1m this table each employer was counted as a separate employer each time he 
supplied information 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~ 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-m.onth period, the actual dates of v.hioh varied with the time of the origi­

nal investigation. The surveys of Enid and Blackwell covered 12-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 companies gave the number 

of newly employed record keepers in a "norm.al business yeo.r," which was con­

sider d to be 1949 by about one-third of the companies, whil e the rest of the 

companies did not name a s ecific year. The term "newly employed" includes 

the total number of' newly hired. record keepers regardless of whethe1· they were 

hired e.s replacements or hired to fill newly created positions • 

.App rently. the beginning record keeper1 s greatest opportunity in small 

businesses is in obtaining e bookkeeping position, while in the oil companies 

his best chance would be in obtaining a job as ledger clerk. Considerin~ the 

education and experience r equirements 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 

gradua~1on seems justified. 

Methods by Vmich Vacancies .Are Filled. Al though the survey of the 14 oil 

oompanies was the only study in this smnmary which included information regard­

ing the methods which were used in filling vacancies, 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 companies for a 

year is large enough to be of importance. 
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T BLE XXXVI 

NUMBER OF NEVL Y EMPLOYED RECORD KEEPERS 
DURING A 12- MONTH PERIOD 

Newll Em:12lored in Total 
Oil Newly Employed 

Blackwell Enid Pryor Companies Record KeeEers 

Accountant 1 5 11 17 

Bookkeeper 18 50 12 92 172 

Ledger Clerk 2 143 145 

TOTALS 19 57 12 246 334 

Per cent of 
334 5.7 17.0 3.6 73. 7 100 

This table should be read as follows: One accountant was newly employed in 
Blackwell, 5 accountants ere newly employed in Enid, and 11 Accountants were 
newly employed by the oil companies dur ing a 12-month period. making a total 
of 17 newly employed accountants for a 12-month period. 
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In the case of filling vacancies existing in accounting, all of the 14 

companies, as first choice, filled them by promoting 01· shifting present em­

pl oyees. Even as a second choi ce, only 2 companies 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 empl oyee could hope to be promoted to accountant included various classifi• 

cations of clerks. I/hen accountants ere promoted, it was usually to the 

position of section head or chief accountant or some other supervisory posi­

tion. 

Vacancies occurring for bookkeepers were filled, as first choice, by 

promoting or shifting present employees in 1 2 comp!lnies nd by hiring new 

employees in 2 companies . Seven companies would~ as a second choice, employ 

na bookkeeper if none of their present emploJ~es were available for promot­

ing or shii'ting. The emplo~rees who huve ·the greatest possibili ·bies for pro­

motion to bookkeeper ~re those who hold posi'tions as junior clerks or ledger 

olerks. When a bookkeeper is promoted, it is most frequently to the pozition 

of accounta..'lt. 

One half' of the 14 companies hire only new ledger clerks; the other one­

half promote or shift present employees or hire new ones with equal frequency 

in .filling their vacancies for ledger clerks. In the 7 companie s in whioh 

promotion to ledger clerk may occur, it is usually from the position of mail 

clerk or junior clerk . When a. ledger clerk is promoted., it is most freq.uently 

to the position of bookkeeper. 

In 11 of the 14 oil companies the first medium used in l ocating new em­

ployees is the company employment department. The other 3 companies prefer 

to use private employment agencies. The most frequentl y used second medium 

was school placement bureaus. 



Number ot Record Keepers Performing Selected Duties. The number of 

record keeping employees performing selected business duties is given in 
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Table XXXVII. Represented in this table are 333 employees in Blackwell, Pryor, 

Enid, and 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 

comm.only provided in the business educat ion department. Every duty about 

which information is given in the table w~s included in the check list of 

eaeh of the four studies so that the pereent$ge 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 record 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 th 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 eent of the record keepers using it. The only posi ion in which the cal­

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 and the calculator's greater 

versatility are considered. 

The machines about which information i s given in Table XXXVIII are those 

whioh 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 machi,ne not mentioned by one study would t end to 

present a distorted picture of its use. 



TABLE XXXVII 

NUMBER A.ND PERCENTAGE OF RECORD KEEPERS PERFORMING SELECTED DUTIES 

Apply 
Knowledge 

of 
Take Bookkeeping 

Total Dictation Principles 
Employees and and 

Represented Type File Transcribe Practices Sell 
Per Per Per Per Per Per 

Positionl 

No. Cent No. Cent No . Cent No. Cent No. Cent No. Cent 

Accountant 37 100 26 70.3 15 40.5 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 21 100.0 4 19.0 

TOTALS 333 100 263 79.0 205 61.6 26 7.8 327 98.2 94 28.2 

1Th1s table includes 5 part-time bookkeepers which could not be separated from the full-time bookkeepers. 

Thia table should be read as follows, Twenty-six, or 70.3 per cent, of the 37 accountants represented 
performed typewriting duties . 

...;i 

...;i 
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TABLE XXXVIII 

NUMBER AND PERCENTAGE OF FULL- TI ME RECORD KEEPERS OPERATING CERTAIN MACHINES 

otal 
Employees Adding Addressing 

Represented Machine Calculator Machine 
Position Per Per Per Per 

No . Cent No . Cent No. Cent No . Cent 

Accountant 37 100 26 70.3 30 81.1 

Bookkeeper 230 100 223 97.0 159 69.l 21 9.1 

Ledger Clerk 21 100 21 100.0 20 95.2 5 23.8 

TOTALS 288 100 270 93. 8 209 72.6 26 9.0 

This table should be read as followss 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 about 'Which information was g:i. ven in 

at least 2 studies was the check writer, with 83 employees using it. 

One other machine is probably worthy of mention although 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 11bookkeeping machine 

operator" as a distinct 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 operators in the chapter on "Miscellaneous Employees. 11 

a practice which was also followed by this author. 

The oil companies in Tulsa, Bartlesville. and Ponca 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 8 occupational surveys. Six of these surveys were made of 

business opportunities in medium-sized Oklahoma towns; one we.a a specialized 

study of a particular type of secretarial employee. the school secretary. 1n 

the public schools or the Stat e; and one was a specialized study of secre­

tarial employees in 15 oil companies in 5 or Oklahoma's larger cities. Ex­

cept for 2 companies. the oil companies that employed the secretarial employees 

about whom information is given in thi s 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 any 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 

regar ing the top "Secretarial Position. " which was designated to be that of 

"Secretary." The specialized s tudy of the school secretaries naturally con­

sidered just tha t one classification of secre t arial employee. The rest of 

the studies. however, contained information regarding the secretarial posi­

tion just below that of secretary, which ,vas 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 "Edi phone/Dictaphone Operator. 11 Throughout the 
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rest of this chapter, then, the terms "Secretary," 11Stenographer, " uTypist," 

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 Tul sa was limited 

to the positions of secretary and stenographer and because the study of the 

publio school secretarial employees was limited to the position of secretary 

alone, 2 lines were added at the bottom of Table 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 2 s tudies 

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. 'While it is true in the oil companies 

that there are approximately twice as many stenographer as there are secre­

~aries, it i s also true that there are a large number of typists and Ediphone/ 

Dictaphone operators about wiioh 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 typi sts and Ediphone/Diotaphone operators 

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

A more aocurete division of secretarial employees into specific occupa­

tions is given in the last line of Table XXXIX where secretaries make up SS.8 

per cent and stenographers 36.8 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 a> per cent of the 



TABLE XXXIX 

GEOGRAPHIC.AL DISTRIBUTION OF FULL-TIME 
SECRETARIAL EMPLOYEES IN SPECIFIC SECRET.ARIAL POSITIONS 

Location 

Bartlesville 

B1aok1'ell 

Bristow 

Enid 

.McAlester 

Ponca City 

Pryor 

Public Schools 

Seminole 

Tulsa 

TOTALS 

Per cent of 
1876 

Totals Excluding 
2 Specialized 

Studies 
Per cent of 

358 

Number 
of Seo-

Businesses re­
Surveyed t aries 

2 111 

124 33 

107 4 

101 66 

75 10 

1 37 

87 9 

83 82 

136 17 

12 180 

728 549 

29.2 

630 139 

38.8 

Number of Employees 
Edi phone/ 

Stenog- Dictaphone Typ­
raphers Operators i sts 

336 

18 

41 17 42 

21 

70 

18 9 

13 2 

702 

1236 17 74 

65. 9 .9 4.0 

128 17 74 

35.8 4.7 20.7 

82 

Total 

447 

51 

7 

166 

66 

107 

82 

32 

882 

1876 

100 

358 

100 

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 Ediphone/Dictaphone opera­

tors indicates that there are few positions for this type of work or whether 

Ediphone/Dictaphone 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 true, it is proba­

ble that the former explanation is the more likely reason for the l ack of 

information regarding Ediphone/Dictaphone operators. 

According to the data revealed in Table XL, opportunities for part-time 

secretarial employees are practically non- existent. There were only 9 part­

time secretarial workers in a total of 295 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 make a distinotion between full- time and art­

time workers. 

Division of Seoretarial Employees by~· 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 

seoretaries from the public schools and the 10 secretaries. 35 stenographers, 

and 21 typists from McAlester had ti.> be omitted because the original investi­

gators failed to distinguish between the sexes. 

The data given in Table XLI leave little doubt as 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 olassifioations of 
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TABLE XL 

GEOGRAPHICAL DISTRIBUTION OF P RT-TI 
SECRET RI.AL EMPLOYEES IN SPECIFIC SECRETARIAL POSITIONS 

Number Number of Employees 
of 

Businesses Sec re- Stenog-
Surveyed taries raphers Typists Total 

Bristow 107 1 l 

Enid 101 1 l 

Pryor 87 2 2 

Public Schools 83 5 5 

TOTALS 378 6 l 2 9 

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 st enographer. 



TABLE XLI 

DIVISION OF FULL-TIME SEC,RE T.ARIAL EMPLOYEES ACCORDING '.l'O SEX 

Edi phone/ 
Dictaphone 

Seoretaries Steno~ra.-ehers O;eerators Tl£ista Total 
Location Com- Com- Com- Com• Com-

Men Women bined Men Women bined Men Women bined Men °ft>I!Bl bined Men Women bined 

Bartlesville 11 100 111 l 335 336 12 435 447 

Blackwell 2 31 33 18 18 2 49 51 

Bristow 4 4 3 3 1 7 

Enid 66 66 41 41 6 11 17 3 39 42 9 167 166 

Ponoa City 1 30 37 10 70 7 100 107 

Pryor 9 9 18 18 4 5 9 4 32 36 

Seminole 17 17 2 11 13 2 2 2 30 32 

Tulsa 13 167 180 10 692 702 23 859 882 

TOTALS 33 424 457 13 1188 1 201 6 11 17 7 46 53 59 1669 1728 

Per oent 7.2 92.8 100 1.1 98.9 100 35.3 64.7 100 13.2 86.8 100 3.4 96.6 100 

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

~ 



86 

secretarial employees contained more than 10 per oent men. These 2 classit'i­

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, and 2 typists were women. The other 5 part-time 

secretarial employees were 5 school secretaries who were not divided as to 

sex. 

Preferences for Secretarial Employees by~· 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 was 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 e.nd of 

,romen preferred are quite similar. In Table XLIII, men are preferred in 3.4 

per cent of the positions and women, in 82.0 per oent; as compared with 1.9 

per cent of the employers in Table XLII who preferred men, and 81.4 per cent 

who preferred women. 
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TABLE XLII 

EMPLOYERS' PREFERENCES FOR SECRETARIAL EMPLOYEES BY SEX 

Total E:mplo1era iten Wo::nen No 
Replying Preferred Preferred Pre.ferenoe 

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 

Edi phone/Di eta hone 
0 er tor 2 100 1 50.0 l 50.0 

Typist 22 100 15 68.2 7 31.8 

'.rOTALS 210 100 4 1.9 171 81.4 35 16.7 

1In this table eaoh employer ws.s counted as a separate employer each time he 
supplied information concerning the sex preference for any type of secretarial 
position 11 sted. 

This table 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. 
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TABLE XLIII 

D1STRU3UTIO,S OF JOBS HELD BY SECRETARIAL EMPLOYEES 
ACCORDING TO P F.EF .ENCE BY SEX SPECIFIED BY EMPLOYERS 

Total 
Positions 1 Men Women No 

Represented Preferred Preferred Preference 
Positions Per Per Per Per 

No. Cent No. Cent No. Cent No . Cent 

Secret ry 42 100 3 7.1 37 88.1 2 4.8 

Stenogra her 36 100 32 88.9 4 11.1 

Typist 11 100 4 36.4 7 63.6 

TOTT s 89 100 3 3.4 7~ 82.0 13 14.6 

1 In this table ere inoluded 2 part-time seoretarial 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 
1'hich a preference by sex was specified. men secretaries were preferred for 3, 
or 7.1 per cent, of the positions. 
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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. 

~ .£!: Turnover ,££ Secretaria~ Employees. Tab~s XLIV and XLV give the 

rate of turnover of men and of women secrel;arial employees from 2 towns, Black­

well and Enid. •¥Omen secretarial employees have a turnover rate of 28 . 9 per 

cent, and men secretarial emplo ees have a turnover rata o .f 10 per cent, al­

though the total average number of men secretarial employees represented is 

too small for any definite conclusion to be reached reg rding the rate of 

turnover for men in this field. The rates of turnover for menftnd for women 

seoretari 1 employees are quite similar to the rates of turnover for men and 

for women record keepers, hich were 10.5 and 21.8 er cent. respeotively. 

The rate of turnover 0£ all secretarial wor~er s from Blackwell, Enid, 

and Pryor is sho to be 28. 4 per cent in XL VI. The fact that the rate of 

turnover of all secretarial workers is nearly the same as the rate of turn­

over of cmen socratarial workers is easily explained by recalling that 96.6 

per cent of all the workers in the secret arial field are women. The rate of 

turnover of all record keepers as only 19.8 per oent; and, since there are 

fe'ler ~omen in the record keeping field than there are women in the secre­

tarial field ., the higher rate of turnover of the secretarial employees may 

be the result of the lesser degree of stability of women employees. 

\1inimum £ Requirements~~ Secretarial EmploY;?es. The distribu­

tion of 15 secretarial positions according to minimum age requirements for 

men specified by employers in Pryor, Blackwell, and Enid is sho\lJil in Table 

XLVII. Seven of the 15 positions, 6 for Ediphone/Dictaphone operators, and 

1 for typist, have a minimum age requirement of 18 years; and 6 of the 16 



Position 

Secretary 

TABLE XLIV 

RATE OF TU NOVER IN MIDI SECRETARIAL EMPLOYEES 
DURING 12-00NTH PERIOD 

ot 
.Average 

Newly Number 
Employed Separated Employees No . 

0 0 2 0 

Edi phone/Dictaphone 
Operator 0 0 6 0 

Typi t 3 1 2 1 

'l'OT.ALS l 10 l 

90 

Turnover 
1 Per cent2 

0 

0 

50 

10 

1Aotual number of replacements during 12- month period represented by totru. 
newly employed or total separat ed, 'Whichever is smaller. 

2Peroentage of net t urnover based on average number ot employt')es during 12• 
month ariod. 

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



Position 

Seoretary 

Stenogr pher 

TABLE XLV 

RATE OF TURNOVER I ViOM.EN SECRET.ARIAL EMPLOYEES 
DURING 12-IDN'l'H PERIOD 

Total 
Average 

Newly Number 
l 

Employed Separated Employees No. 

35 30 95 30 

24 15 55 15 

Edi phone/Dictaphone 
Operator .1 0 11 0 

Typist 19 12 36 12 

TOTALS 79 57 197 57 

Per cent 

31.6 

27 .3 

0 

35.3 

28.9 

1 Aotual number of replacements during 12-month period represented by total 
newly omployed or total separated, whichever is sm~l ler. 

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

month period. 

Thia 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. 

2 
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TABLE XLVI 

RATE OF TURNJVER IN SECRET RI.AL EMPLOYEES DURING 12- ONTR PERIOD 

Total 
Average 

Position Newl y Number 
No . 1 Per cent2 Employed Separated Employees 

Secretary 38 31 106 31 29.2 

Stenographer 41 22 68 22 32.4 

Ediphone/Diotaphone 
Operator 1 0 17 0 0 

Typist 27 14 45 14 31.l 

TOTALS 107 67 236 67 28.4 

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

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

This table should be read as follows: ThirtY""eight new secretaries were hired 
and 31 were separated from their jobs , r esulting in a 29.2 per cent turnover. 

/ 



T.ABLE XLVII 

DISTRIBUTION" OF JOBS HELD BY MEN SEC RET RI.AL EMPLOYEES 
ACCORDING TO MINIMUM GE REQUIREMENTS SPECIFIED BY EMPLOYERS 

Minimum A5e Seeoified bl EmEloyers 
No 

Position require-
18 20 21 ment 

Secret ary l l 

Ediphone/Diotaphone Operator 6 

Typist 1 2 4 

TOTALS 7 2 6 l 

93 

Total 

2 

6 

7 

15 

This table should be read as follows: In 1 of the 2 jobs for which emplo rs 
hired new men secret aries the minimum age requirement was 21. 
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positions, l 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 t which they w,uld 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 data 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 !5!!.. l omen Secretarial Employees. Table XLIX 

shows the distribution of 238 full-time and 2 part-time secretarial positions 

according to minimum age requirements for women specified by employers in 

Pryor, Blackwell, and Enid . Over half the positions in each classif ication 

of secretarial workers have a minimum age requirement of 18 years. Twenty 

and 21 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 Tul sa 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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T BLE XLVIII 

NUMBER OF EMPLOYERS SPECIFYING CERT IN MINI.MUM AGE 

Position 

Secretary 

Stenographer 

Typist 

TOTALS 

REQUIREMENT FOR MEN SECRETARIAL EMPLOYEES 

Minimum Age Specified by Employeral 
16 18 21 2~ 

1 

1 5 

2 

1 8 

2 

1 

1 

4 

l 

2 

3 

95 

Total 

9 

3 

16 

In this table each employer was counted as a separate employer each time he 
supplied information concerning the age requirement s for any type of secre­
tarial position listed. 

Thia table should be read as follows: Of the 4 instances in which employers 
hired new men secretaries, in l 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 ViOMEN SECRETARIAL EMPLOYEES 
:ACCO,RDING TO .MINIMUM AGE REQUIREMENTS SPECIFIED BY EMPLOYERS 

Minimum ~e ~Eeeitled bz EmElo~ers 
30 No re-

Positional 25- and quire-Total 
16 17 18 19 ~ 21 23 29 over ment 

Secretary 2 l 63 l 13 16 4 4 l 1 106 

Stenographer 3 l 40 2 17 12 75 

Edi phone/Dicta-
phone Operator 10 1 11 

Typist 4 37 4 2 1 48 

TOT.Ats 5 6 150 1 32 30 4 1 l 240 

Per cent of 
240 2.1 2.5 62.5 2.9 13.3 12.5 1.7 1.7 .4 .4 100 

1In this table are included 2 part-time secretarial positions which could not 
be separated from the .f'ull-time positions. 

Th.is table should be read a.s follows: In 2 of the 106 jobs fbr mich employ­
ers hired new women secretaries, the minimum age requirement was 16. 



TABLE L 

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

Minimum Age Specified by Employers 

97 

30 
Pod tion 25- and Total 

Secretary 

Stenographer 

Edi hone/Dictaphone 
Operator 

Typist 

TOTALS 

Per cent of 
148 

16 17 18 19 

1 1 28 1 

4 28 3 

1 

1 2 12 2 

5 7 69 6 

21 

15 13 

11 8 

2 1 

28 22 

23 29 over 

2 6 2 

1 

6 2 

69 

58 

l 

20 

14:S 

3.5 4.7 46.6 4.1 18.9 14.8 2 4 1.4 100 

1In this table each employer was counted as a separate employer each 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 w,men 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 f'or both men and v.iomen 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 EmploY'?es. Information re­

garding whether or not experience is r equired for replacements in 260 full­

time and 2 part-time jobs loc ated in Pryor, Enid, Bristow, and Blackwell is 

given in Table LI. Considerable variation es to whether experience is re­

quired exists among the 4 classifications of secretarial employees. Almost 

all. 94. 1 per cent, of the Ediphone/Dictaphone operators and slightly more 

than half. 58. 0 per cent, of the secretaries are required to have ex erience 

while only 40 per cent of the stenographers w.d 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 vd th only slight modification. The 

per cent of employers specifying experience for beginning seeretaries 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 
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TABLE LI 

DISTRIBUTION OF JOBS ACCORDING TO EXPERIENCE REQUIREMENTS 
FOR NEWLY EMPLOYED SECRET.ARIAL EMPLOYEES 

Position1 

Secretary 

Stenographer 

Ediphone/Diotaphone Op'r. 

Typist 

TOTALS 

Total Jobs 
Represented 

No. Per cent 

112 100 

80 100 

17 100 

53 100 

262 100 

Experience 
Required 

No. Per cent 

65 58.0 

32 40.0 

16 94.1 

6 11.3 

119 45.4 

Experience 
Not Required 
No. Per cent 

47 42.0 

48 60.0 

l 5.9 

47 88.7 

143 54.6 

1 
In this table are included 2 part-time position~ which could not be separated 

from the full-time positions. 

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

-
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TABLE LII 

NUMBER OF EMPLOYERS SPECIFYING EXPERIENCE REQUIREMENTS 
FOR NEWLY EMPLOYED SECRET RIAL EMPLOYEES 

Total Employerel Experience Experience 
Position Re2resented Re9.uired Not Re9.uired 

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

Secretary 76 100 54 71.1 22 28.9 

Stenographer 60 100 25 41.7 35 58.3 

Edi phone/Dictaphone 
Operator 2 100 1 50.0 l 50 .0 

Typist 22 100 3 13.6 19 86.4 

TOTALS 160 100 83 51.9 77 48.l 

1In this table each employer 'WSS oounted 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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1eoretaries 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 Tables 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 $ecretarial w,rkers, and 48.1 per cent 

do not require experience, an almost equal division of the secretarial field 

as a whole. 

Education Requirements ~ ~ Secretarial Employees. Table LIII shows 

the minimum education requirements for 319 .full-time and 2 part-time secre­

tarial positions found in Enid, Blackwell, Pryor, and McAlester. In the 118 

positions tor secretaries, new employees must have a high school education in 

60 oases 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 Ediphone/Dictaphone 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 classi.fications of sec­

retarial work except that of Ediphone/Dictaphone operator. a posi tion .for which 

business college training is required. 



TABLE LIII 

DISTRIBUTION OF JOBS Hm..D BY SECRETARIAL EMPLOYEES CCOlIDING 
TO MINIMUM EDUCATION REQUIREMENTS SPECIFIED BY EMPLOYERS 

Position1 
ilew Empio~e Must Have ComEleted 

High Business 2 years Total 
School College College 

Secretary 60 54 4 118 

Stenographer 78 31 3 112 

Ediphone/Dictaphone Operator 17 17 

Typist 70 4 74 

TOTALS a:>8 106 7 321 

Per cent of 
321 64.8 53.o 2.2 100 

102 

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

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



TABLE LIV 

NUMBER OF EMPLOYERS SPECIFYING CERTAIN MINIMUM EDUCATION 
REQUIREMENTS FOR NEW SECRET RIAL F.MPLOYEESl 

New ElnElo~e Must Have Com;ele ted 
Position High Business 1 year 2 years 

School College College CoUege 

Seoretary 40 22 1 5 

Stenographer 48 10 1 1 

Edi phone/Dictaphone 
Operator 2 

Typist 17 4 l 

TOTALS 105 38 3 6 

Per cent ot 
152 69 . 0 25.0 2.0 4.0 

103 

Total 

68 

60 

2 

22 

152 

100 

1In this table each employer was counted as a separate employer each time he 
supplied information concerning the education requirements tor any type or 
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 tot als and per oents of' the positions and of the employer.a,. it is ob­

served that approximatel y two-thirds of the positions and/or employers have 

minimum eduoation requirements of hi gh school graduation only. one-third of 

the positions and one-fourth of the employers require further training in 

business college. 

Number of Newly Employed Seoretari al 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 

oil companies, all of which gave the total number of secretarial employees 

who were newly hired during a 12-month period regardless of whether the em­

ployees were hired for replacements or for newly created positions. The 

exact dates of the 12-month period covered naturally varied somewhat with each 

study. The surveys of Enid and Blackwell covered 12-month periods beginning 

late in 1948 nnd ending in 1949 1 and the Pryor survey oovered the cal~ndar 

year of 1948. The data in Table LV oolleoted from the study or the 15 oil 

companios wer e for a "normal business year," considered by several personnel 

managers to be 1948. In small businesses, the greatest possibilities for 

employment seem to be in stenographic positions, al though almost as many sec­

retaries as stenographers are employed during the course of a year. In the 

oil companies the number of newl y em loyed stenographers compleid.y eclipses 

the number of' secretaries who are newly employed. This fact is caused by the 

practice most oil companies have of promoting stenographers 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 elassif'ioations 

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

NUMBER OF NEWLY EMPLOYED SECRET .ARI.AL E.MPLO YEES 
DURING A 12-MONTH PERIOD 

Total 
Newl;z'.: Emeloyed in Newly Employed 

Position Black- Oil Seoretarial 
well Enid Pryor Companies Employees 

Seoreta.ry 14 21 ~ 27 65 

Stenographer 6 18, 17 356 397 

Edi phone/Dictaphone 
Operator 1 1 

Typist 22 5 27 

TOT.ALS 20 62 25 383 490 

er cent of 
490 4.1 12.6 5.1 78.2 100 

This tabl~ should be read as followsi Fourteen secretaries were newly em­
ployed i~ Blackwell, 21 ~ere newly employed in Enid, 3 were newly employed 
in Pryor. and 27 were newly employed in t-he oil companies during a 12-month 
period. making a total of 64 secretaries v.ho were ne ly employed during a 
12-month period. 
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and experienoe requirements for each classification, the eonolusion that the 

high school graduate who enters the secretarial field immediately upon gradua­

tion, without further training or experience, will find the best chances for 

employment to be as stenographer seems justified. 

ethods ~ Vlb.ioh Vacancies~ Filled. Because 78.2 per cent of the 

newly em~loyed secretarial emnloyees represented in Table LV took positions 

"With 15 large oil companies, the emDloyment practices of these companies 

assume a rather high degree of importance in the present study. For this 

reason, information concerning the methods of selecting new secretaries and 

stenographers is given here. 

All of the 15 companies secured persons for the osi tion of sec:t~etary 

by promoting present qualified employees; and only 7 companies Y()uld, 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 transcriber, mentioned by 

only 1 company. Secretaries received increments in their salaries but very 

seldom chgnged their job classification when they were promoted. 

Vacancies occurring for stenographers were filled by new employees only 

by r 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 occur ere clerk-typist, typist, file clerk, 

transcriber, duplicating machine operat or, and mail clerk. The position to 

which stenographers who er e 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 agenoies, and United States employment agencie s, used by 5, 4, and 

4 of the companies, respectively. 

Number of Secretarial Employees Performing Selected Duties. In Table LVI 

is given the nwnber of secretarial employees performing selected business du­

ties. The 401 employees represented i n t he table are from Enid, Bl ackwell, 

Pryor, and the public schools. The fact that a duty is not listed here does 

not mean that none of the employees perform it. I t was obviously impractical 

for a detailed analysis to be made of each job so most of the original investi­

gators rovided 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, ho ever, in her study of the ublic school secretary, did 

make a detai l ed analysis which resulted in 5 single-spaced typewritten pages 

of duties. It was deemed advisable to limit this l engthy 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, and 98.4 per cent 

and 85.8 per cent did filing end t ook dictation, respectively • .Another duty 

performed by more th6Il half of the secretarial E:lllployees was bookkeeping. 

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 

s tenographers were required to take dictation and t r anscribe. Some of the 

companies required their secretaries and stenographers to do fil ing 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 Table LVII. The 335 employees represented are the s ame as those 



TABLE LVI 

NUMBER Mm PF.RCENTAGE OF FULL- TIME SECRE'l'ARLAL EMPLOYEES PERF1)RJHNG SELECTED DUTIES 

--··-···-- ----- --- -----

Apply 
Knowledge 

of 
Take Bookkeeping 

Total Diotation Principles 
Employees and and 

Position Re:ere sen ted TlJ2e File Transcribe Practices Sell 
Per Per Per Per Per Per 

No . Cent No. Cent No . Cent No. Cent No. Cont No . Cent 

Seoreta.ry 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 

Edi phone/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 63.5 2 .6 

This table should be read as follows: One hundred and ninety, or 100 p1:,r cen t, of the 190 secretaries 
represented performed typewriting duties. 

.... 
0 
CD 
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represented in Table LVI. being from Blackwell. Enid. and Pryor. and the pub­

lic schools. The machines about which information is presented in the table 

are those 'Which were common to the Blackv,,ell. Enid. and Pryor surveys. As 

was mentioned under the preceding heading. a detailed analysis of the duties of 

school secretaries was made; and, since the operation of t he machines found in 

the check lists of the 3 other surveys was included in the list of duties of 

school secretaries, it seemed appropri ate that the data gathered in the public 

school survey be included along with that of the Blackwell, Enid. and Pryor 

surveys. Information about only the machines common to all 4 eurveys 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 mimeogrnph. 

Each of these machines was used by approximately one-third of the employees 

represented. The l~rge number of secretaries using the mimeograph may be 

accounted 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 liquid process dupli­

cator, the eomptometer, the cash register, and 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. 

Two of the 15 oil companies required secretaries to operate duplicating 

machines. and 3 oil companies required stenographers to operate duplicating 

machines. Stenographers are also required to operate adding machines in 2 

comp~nies and calculating machines in 1 company. None of the oil companies 

require secretaries or stenographers to operate the addressing machine. Since 



TABLE LVII 

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

Total 
Employees Adding Addressing Edi phone/ 

Represented Machine Cal oulator Machine Mimeograph Dictaphone 
Position 

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

Secretary 190 100 39 20.6 62 32.6 15 7.9 96 50.5 23 12.1 

Stenographer 11 100 4 2 54.5 26 32. 5 6 7.8 17 22.1 10 12.9 

Ediphone/Diotaphone 
Operator 17 100 5 29.4 3 17.7 17 100.0 

Typist 51 100 33 64.7 18 35.4 11 21.6 

TOTALS 335 100 119 35.5 108 32.2 21 6.3 124 37.0 50 14.9 

This table should be read as follows, Thirty-nine, or 20.6 per cent, of the 190 secretaries represented 
operated the adding machine. 

.... .... 
0 
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tho exact number of' erri:?lOy$eZ involvad was not kno·wn, these data could no·\:; be 

included in Table LVII. 



CHAPTER VI 

CLERIC.AL POSITIONS 

The data compiled in this chapter are taken from 6 occupational surveys 

made in 6 different medium-.sized Oklahoma tovm.s. No speciali zed studies of 

clerical positions in Oklahoma were available for inclusion in this chapter; 

consequently the to·tal number of clerical positions represented is consider-

ably below the total number of record keeping positions and total number of 

secretari al positions which are represented in the 2 preceding chapters. 

Terminology. In the 6 studies included in this sunnnary .. 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 considera.blG va.ria-

tion among the studies as to the job titles v.hich were listed under the 

general heading 11Clerical, 11 and none of the studies attempted to define its 

classifications of clerks. pparently 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, pay:r-oll, chipping .. stock , and time - .mentioned by the 6 

studies ~~th several types being mentioned in only one study. \Vhile some of 

the job titles are descriptive and in general usage, some of them are so 

uncommon that a definition is required if one is t.o find the data regarding 

them of any value. It is regrettable that such clarifica ti.on was not provi-

ded; for as Liles says, 

•••• a definite and logical classification of clerical duties into 
specific clerical job titles and .. further, into related groups is 
imperative if confusion is to be eliminated in clerical terminology, 



113 

if satisfactory progress is to be achieved in job preparation for 
clerical work, if the placement function of the nchool is to operate 
properly, and , in ,general , if the schools are to meet ef'fectively 
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 r garded as only approximately correct, however, since job titles are a 

matter of employer judgment v.hich varies with each employer. 

Distribution of Cleric 1 .Employees. The geographical distribution of 

f'ull-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 

oler£ and of stock clerk not only require the greatest number of employees 

but also are mentioned as existing in more towns than any of the other classi-

fica.tions of clerics! positions. While it is not known with any degree of 

oertain-cy whether the very snall number of some types of clerks indic tes that 

there are few positions for that particular type or whether it merely indi-

cates 111ployer differences in job classification, the data in Ta.ble LVIII,. 

nevertheless, probably are fairl y accurate il1 presenting a general distribu-

tion of the workers in the cleri0al field. 

Table LIX indicates that the opportunities for pa.rt-time clerical work 

are rather limited. Only 15 part-time ~.urkers are anployed in 419 businesses 

in 4 towns. Most of these 15 are employed as stock clerks, with the rest 

being employed either as billing clerks or as general offi.ce clerks. All 

further tables in this chapter concern full-time clerks only except where, as 

indicated, the original investigator did not make a distinction between full-

time and part-time workers. 

lAlton B. Parker Liles, ~ Factors in the Training of' Clerical Workers. 
Doctor's dissertation, University of Kentucky, Louisville, Kentucky, 1947. 
Published by Oklahoma A. and M. College, Stillwater, Oklahoma, 1949. P. 26. 



TABLE LVIII 

GEOGR!APHICAL DISTRIBUTION OF FULL-TIME CLERICAL EMPLOYEES IN SPECIFIC CLERICAL POSITIONS 

Number of EmElo~es 
Number of Bill- General Opera- Pay- Ship-

Location Businesses ing Entry File Office tion Order roll ping Stock Time 
Surv!Zed 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 12 102 3 348 

Per cent of 
348 8.9 .3 3.2 48.5 .3 2. 6 2.6 3.4 29.3 .9 100 

This table 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. 

.... .... 
""' 



Location 

Blackwell 

Bristow 

Enid 

Pryor 

TOTA.LS 

Per cent 
15 

TABLE LDC 

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

Number of Em:elo;l!es 
Number or General 

Businesses Billing Office Stock 
Surveyed Clerks Clerks Clerks 

124 2 

107 2 

101 6 2 

87 1 2 

419 6 1 8 

of 
40.0 6.7 53.3 

115 

Total 

2 

2 

8 

3 

15 

100 

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 part.­
time clerks. 
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Division or Clerical Employees by~· Table LX shows a division of 

the full-time clerical em loyees 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 approximately equal division between the sexes, with men being slightly 

in the majority. 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 separa te 

table was not constructed to show their division according to sex. The 6 

billing clerks and the 1 general office clerk were women; 6 stock clerks 

were men; and 2 stock clerks were not divided as to sex. 

Preferences for Clerical Employees by~· 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 t ype s 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 1VOmen are preferred, and the 



T..ABLE LX 

DIVISION OF FULL- TIME CLERICAL EMPLOYEES ACCORDING TO SEX 

Number of Em2lo~ea 
Bill- General Opera- Pay- Ship-

Loo a- ing Entry File Offioe t ion Order roll ping Stook Time Total 

tion Clerk a Cl'erks Clerks Clerks Clerks Clerks Clerks Clerks Clerks Clerks 
M w 'iw ii w i w 1Tw fl w M w g w M w M w )( w 

Blackwell 4 9 · 3 12 1 16 13 

Bristow l 1 1 1 

Enid 8 23 1 7 26 72 2 4 1 8 10 56 6 1 1 105 121 

Pryor 6 2 12 1 14 1 

Seminole 1 2 22 5 13 1 1 ~ 9 

TOTAL 8 23 . l 1 10 52 92 1 2 7 1 8 12 93 9 2 1 172 151 

This t able should be read as follows: Four men and 9 women were empl oyed as full- time general office 
olerks in Blaokwell~ 

Com-
bined 

29 

2 

226 

21 

45 

323 

.... ..., 

..;i 
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TABLE LXI 

EMPLOYERS' PREFERENCES FOR CLERICAL EMPLOYEES BY SEX 

Positions 

Billing Clerk 

Entry Clerk 

File Clerk 

Total Ernplo1ers Men 
Repl¥1;g Preferred 

er Per 
No. Cent No. Cent 

22 100 1 

1 100 

8 100 1 12.5 

General Office Clerk 43 100 8 18.6 

Order Clerk 4 100 2 50.0 

Payro 11 Cl erk 5 100 l 2.0.0 

Shipping Clerk 1 100 6 85.7 

Stock Clerk 35 100 85.7 

Time Clerk 4 100 3 75.0 

TOTALS 129 100 52 40.3 

'omen 
Preferred 

Per 
No. Cent 

17 

1 100.0 

5 62 .. 5 

27 62.8 

1 25.0 

3 60.0 

8.6 

57 44.2 

No 
Preference 

Per 
No. Cent 

4 

2 

8 

l 

1 

1 

2 

1 

20 

18.2 

25.0 

18.6 

25.0 

20.0 

14.3 

6.7 

25.0 

15.5 

1In this table each employer was counted as a separate employer each time he 
suppl ied information concerning the sex preference for eny 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, l, or 4.5 per cent, preferred men billing 
clerks. 



TABLE LXII 

DISTRIBUTION OF JOBS HELD BY CLERICAL EMPLOYEES 
ACCORDING TQ. PREFERENCE BY SEX SPECIFIED BY EMPLOYERS 

Total 
Positions Men Women 

119 

No 
Positions Represented1 Preferred Preferred Preference 

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

General Office Clerk 20 100 6 30.o 12 60.0 2 10.0 

Order Clerk 3 100 2 66.7 1 33.5 

Shipping Clerk 2 100 2 100.0 

Stock Clerk 41 100 26 63.4 14 34.1 1 2.5 

TOTALS 66 100 34 51.5 28 42.4 4 6.1 

1In 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, Of the 20 general office clerical posi­
tions for which a preference by sex was specified, men general office clerks 
were preferred for 6, or 30.0 per cent. 
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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 again the difference is not great. Men are preferred more often 

than women for the positions of shipping clerk and s+..ock clerk, while women 

are preferred for the positions of general office clerk and order clerk. 

It may be noted both in Tables I.XI 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. Women 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 i s probably 

dur to the fact that the clerical positions for which men are preferred or­

dinarily involve a good deal of manual labor, ?mile the positions for which 

'WOmen are preferred are usually considered to be routine office jobs. for 

v.hich there is an increasin~ tendency to employ women. 

~ of Turnover of' Clerical Employees. Both men and women clerical em­

ployees have very lo rates of turnover when considered in relation to other 

types ot business occupations. The rate of turnover in men clerks was 11 . 8 

per cent, the rate of turnover in women clerks was 11.5 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 revealed no satisfactory explanation of why 

the rate of turnover of clerical employees. both men and wcmen, should be so 



Position 

Billing Clerk 

File Clerk 

General Office 

Order Clerk 

Payroll Clerk 

Shipping Clerk 

Stock Clerk 

Time Clerk 

TOTALS 

1 Actual number 
newly employed 

TABLE LXIII 

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

Total 
Average 

Newly Number 
No.1 Employed Separated :Employees 

0 1 9 0 

1 1 1 1 

Clerk 4 2 29 2 

1 l 2 1 

0 0 1 0 

l 0 11 0 

16 9 65 9 

2 1 1 l 

25 15 119 14 

121 

Turnover 

Per cent 2 

0 

100.0 

6.9 

50.0 

0 

0 

13.8 

100.0 

11.8 

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

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

This table 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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TABLE LXIV 

RATE OF TURNOVER IN WOMEN CLERICAL EMPLOYEES DURING 12,...IDNTH PERIOD 

Total 
verage 

Turnover Position Newly Number 
I Per oent2 Employed Separated Employees No. 

Billing Clerk 3 6 25 3 12.0 

File Clerk 3 1 6 1 16.7 

General Of'f'iee Clerk 21 8 75 8 10.7 

Order Clerk 0 1 7 0 0 

Payroll Clerk 0 0 8 0 0 

Stock Clerk 3 6 9 3 33.3 

Time Clerk 0 0 1 0 0 

TOTALS ~ 22 131 15 ll.5 

1Aotual number of replacements during 12-month period, represented by total 
newly employed or total separated, vJh.ichever is smaller. 

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

This table should be read as follows, Three new w:>men billing clerks were 
hired and 6 were separated f'rom their jobs, resulting in a 12.0 per cent 
turnover. 
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TABLE LXV 

RATE OF TURNOVER IN CLERICAL EMPLOYEES DURING 12-MONTH PERIOD 

fatal 
Average Turnover 

Position Newly NUlllber 
No.1 cent2 Employed Separated Em;eloyees Per 

Billing Clerk 3 7 33 3 9.1 

File Clerk 4 2 7 2 28.6 

General Office Clerk 25 10 104 10 9.6 

Order Clerk 1 2 9 l 11.1 

Payroll Clerk 0 0 9 0 0 

Shipping Clerk 1 (';) 10 0 0 

Stook Clerk 19 15 73 15 20.5 

Time Clerk 2 1 2 1 60.0 

TOTALS 55 37 247 32 12.9 

1Actual number of replacements during 1 2-month period represented by total 
newly employed or total separated, whichever is smaller. 

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

This t abl e should be read as follows: Three new billing clerks were hired 
and 1 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 1VOuld be obtained. The faets presented in Tables 

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

nimum Age Requirements ~ ~ Clerical Employees. In Table LXVI is 

shown the distribution of 135 full-time and 2 part-time clerical positions 

for men according to minimum age requirements specified by employers i n Pryor, 

Blackwell, and Enid. ~ 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 f'rom the 18-year minimum age requirement 

may be noted. The l posit ion each for file clerk , payroll clerk, md time 

clerk has a minimum age requirement of 20 years, and a majority of the posi­

tions for shipping clerks have a minimum age requirement of 20 years or older; 

otherwise, 18 years seems t o 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 

speci.fied minimum age requirements of 18 years or younger, as was also shown 

to be true in Table LXV!J however, a significant per cent, 23.2, of the em­

ployers whose opinions a re represented in Table LXVII specified a minimum age 

requirement of 21 years, a fact hioh was not sho'WD. in Table LXVI. No other 

significant differences exist between the 2 sets of data. 

Minimum Age Requirements for Women Clerical Employees . The distribution 

of 145 .f'ull-time and 1 pa.rt-time clerical positions for women aooording to 

minimum age requirements specified by employers in Pryor, Blackwell, and Enid 

is g iven in Table LXVIII. Eighteen years was the minimum age requirement spe­

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



TJBLE LXVI 

DISTRIBUTION OF JOBS HELD BY MEN CLERIC.AL EMPLOYEES 
ACCORDillG TO MINIMUM AGE REQUIREMEMTS SPECI FIED BY EMPLOYERS 

Minimum :!ge SEecified bi ED!Eloyera 
30 No re-

Position1 25- and quire-
14 16 17 18 20 21 22 24 29 over ment 

Billing Clerk 4 2 2 

File Clerk 1 

General Office Clerk 22 6 3 

Order Clerk 1 l 

Payroll Clerk 1 

Shipping Clerk 1 1 2 3 1 l 1 l 

Stock Clerk 1 4 54 4 8 3 1 4 3 

Time Clerk 1 

TOT.ALS 1 5 1 83 18 15 4 1 5 1 3 

Per oent of 
137 .7 3.7 .1 60 . 6 13.110.9 2.9 .7 3.7 .7 2.3 

125 

Total 

8 

1 

31 

2 

1 

11 

82 

1 

137 

100 

. 1rn this table are included 2 part-time clerical posi tions 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 age requirement was 18. 



Position 

Billing Clerk 

File Clerk 

TABLE LXVII 

NUMBER OF EMPLOYERS SPECIFYING CERTAIN .MIN IMUM 
GE REQUIREMENTS FOR MEN CLERICAL EMPLOYFIBS 

Minimum Age S ecified by Employers1 

126 

14 16 17 18 19 20 21 
25- and Total 

22 23 24 29 over 

1 

1 

1 

1 

1 l 1 5 

2 

General Office Clerk 1 8 1 2 1 1 14 

Order Clerk 

Shipping Clerk 

Stock Clerk 

Timf', Clerk 

TOTALS 

Per cent of 
63 

l 1 2 

1 1 4 1 1 

1 1 1 11 1 9 1 

1 1 1 3 

1 2 4 26 2 7 14 1 1 1 3 1 63 

1.6 3.2 6.3 41.2 Z.2 lW. 22.2 1.6 1.6 1.6 4 . 8 1.6 100 

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

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

DIS 1RIBUTION OF JOBS HELD .B'f V.OMEW CLERICAL EMPLOYEES 
ACCORDING TO MINI1111JM AGE REQUIREMEN TS SPECIF! D BY EMPLOYERS 

Posi tions1 

Billing Clerk 

File Clerk 

General Office Clerk 

Order Clerk 

Payroll Clerk 

Shipping Clerk 

Stock Clerk 

TOT S 

Per cent of 
146 

Minimum Age Specified by Employers 
So No re-

16 18 19 
25- and quire- Total 

a:> 21 22 29 over ment 

2 1 l 24 

7 7 

1 69 1 6 4 5 2 88 

3 1 2 1 1 

6 2 8 

4 4 

2 3 1 1 1 8 

3 112 4 10 4 5 4 3 1 146 

2.1 76.7 2.7 6.8 2.7 3.5 2.7 2.1 . 7 100 

1:n this table is included 1 pnrt-time clerical position which could not be 
separ ted 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 age requirement was 18. 



TABLE LXIX 

NUMBER OF EMPLOYERS SPECIFYING CERTAI N MINIMUM AGE 
REQUIREMENTS FOR 'OMEN CLERIC.AL EMPLOYEES 

Minimum Age Specified by Employers 

130 

So 
Position 25- and Total 

16 18 19 21 22 29 over 

Billing Clerk 10 3 1 2 1 17 

Entry Clerk l l 

File Clerk 6 6 

General Office Clerk 1 22 1 5 3 l 2 35 

Order Clerk 1 1 

Payroll Clerk 3 2 5 

Stock Clerk l 5 1 1 6 

Time Clerk l 1 

TOT S 2 46 5 9 6 1 1 73 

· Per cent or 
73 2.7 63.0 6.8 12.3 8.2 1.4 4 .2 1.4 100 

l 
' !l this ·cable each empl oyer was counted as a separate empl oyer each time he 

supplied informat ion ooneerning 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 1'«:>men billing clerks, i n 10 instances employers stated that they 
would hire new omen billing clerks at the age of 18 years. 
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represented. For all of the different types of clerical positions about 

which information was avai lable. 18 years was specified as the minimum age 

requirement more often than any other age. 

Table LXIX shows the minimum age requirements of women clerical emplol19 e8 

expressed by 73 employers in Pryor, Seminole, and Enid. The data in Table LXIX 

appear prac t ically the same as those presented in Table LXVIII, the only dif­

ference being in the sli ghtl y greater per cent of employers who specified 19, 

20, and 21 years as the minimwn age requirements for omen clerks. 

From Tables LXVI. LXVII, LXVIII, and LXIX, it is apparent that the most 

prevalent minimum age requirement fo r 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 f'ull-time and 3 part-time clerical jobs found in Pryor, Enid. 

Blackwell, and 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 oent. 

Table LXXI presents data concerning the experience requirements for cleri• 

cal positions specified by 132 employers in Pryor, Enid, and Seminole. One­

third of the employers s pecified some experience for new clerks, while two­

thirds specified no experience. The only positions for whi ch 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 clerks. 

The facts that mos t of the clerical positions do not have an experience 

requirement and that 18 years is the minimum age requirement in a majority of 

the cases lead to the conclusion that most clerical positions are available 

to the high school graduate. 
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TABLE L:XX 

DISTRIBUTION OF JOBS ACCORDING TO EXPERIENCE REQUIREMENTS 
FOR NE Y EMPLOYED CL RIC.AL EMPLOYEES 

Position1 

Billing Clerk 

File Clerk 

General Office Clerk 

Operation Clerk 

Order Clerk 

Payroll Clerk 

Shipping Clerk 

S~ok Clerk 

Time Clerk 

TOTALS 

Total Jobs 
Represented 

No. Per cent 

51 100 

9 100 

118 100 

1 100 

9 100 

9 100 

12 100 

92 100 

2 100 

283 100 

Experience 
Required 

No . Per cent 

9.7 

2 22.2 

14 11.9 

1 100.0 

2 22.2 

4 44.4 

4 

22 23.9 

52 18.4 

Experience 
Not Re~uired 

No. er oent 

28 90 .• 3 

7 77 .8 

104 88.l 

7. 7'l . 8 

5 55 . G 

8 66.7 

70 76 . l 

2 100.0 

231 81 .6 

1In 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 odtions for billing clerks 
for which the experience requirements were given, 3, or 9.7 per cent, require 
exp~ri~nce. 
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TABLE LXXI 

NUMBER OF EMPLOYERS SPECIFY-ING EXPERIENCE REQUIREMENTS 
FO.R N Y EMPLOYED CLERICAL EMPLOYEES 

otal 1 Employers Experience Experience 
Position Re;eresented Re9.uired Not Required 

No. Per cent No. Per cent No. Per 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 Of'fioe Clerk 46 100 13 28.3 35 71.7 

Order Clerk 4 100 l 25.0 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 51.5 17 48.5 

Time Clerk 4 100 1 25.0 3 75.0 

TOTALS 1 32 100 44 33.3 88 66.7 

1 In this table each employer was counted as a separate employer each time he 
supplied information concorning the experience requirements for any type of 
clerical position l 1sted. 

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. 



134 

Education Requirements for,!!! Clerical Employees. In Table LXXII are 

given the minimum education requirements for 299 .f'ull-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 Ymich a significant 

number of the positions had a lo~r 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 clerk, Table LXXIII, which gives the 

minimum education requirements for clerical employees as expressed by 132 

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 training; 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 acce t the young person who has just 

completed high school. 

Humber of Newly Employed Clerical Employees. Table LXXIV gives the nwn­

ber and type 0£ clerical employees who were newly hired, whether for repl ace­

ments or for newly created positions, i n Enid, Blackwell, and Pryor during a 

12-:rnonth period. s mentioned previously, the 12-month period covered in 

Pryor was the calendar year 1948, and the 12-month period covered in Enid and 

Blackwell began late in 1948 and nded in 1949. From the table, it i s ap­

parent t hat 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: 
MINIMOJ.f EDUC TION REQUIREMENTS SPECI FIED BY EMPLOYERS 

Bew Emplo~e .Must Have ~omEleted No 
Position1 8th High School Business 2 years requir&ll'otal 

Grade 2 4 College College ment 

Billing Clerk 1 26 4 ~ 

File Clerk 5 3 a 

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 90 

Time Clerk 1 1 2 

TOTALS 8 37 221 29 4 3 302 

Per cent of 
302 2.6 12.2 73.3 9.6 1.3 1.0 100 

1In this table are included 3 part-time clerical positions which could not be 
separated f'rom the f'ull-time positions. 

This table should be read as follows: Of the 31 positions for billing clerks 
for "Mli ch minimum education requirement s ,vere given. 1 had the minimum re­
quirement of an eight-grade education. 



TABLE LXXIII 

NUMBER OF EMPLOYERS SPECIFYING CERTAIN MINIMUM 
EDUCATION REQUIREMENTS FOR NEW CLERICAL EMPLOYEES1 

Position Grade 
8 

New Employee Must Have Completed 
High School Business College 

2 3 4 College l 2 1 

Billing Clerk 1 10 11 

Entry Clerk 1 

File Clerk 5 2 l 

Gen. Office Clerk 1 1 2 28 12 1 

Order Clerk 1 

Payroll Clerk 2 2 1 

Shipping Clerk l 1 4 1 

Stock Clerk 3 1 3 21 1 

Time Clerk 2 2 

TOTALS 5 1 7 2 82 31 1 2 

Per cent of 
132 5.8 . s 5 .3 1.5 62.1 25.4 . a 1.s 

136 

Total 
4 

22 

1 

8 

1 46 

4 

5 

7 

35 

4 

1 152 

.a 100 

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

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

NUMBER OF NEWLY EMPLOYED CLERIC!AL EMPLOYEES 
DURING .A 12-MONTH PERIOD 

otal 
Newly Employed in Newly Employed 

Position Clerical 
Blackwell Enid Pryor Emplo~ea 

Billing Clerk 3 3 

File Clerk 4 4 

General O.ffice Clerk 3 22 2 27 

Order Clerk 1 l 

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 read 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 

clerk. 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 .f'ull-time clerical employees in Enid, Black1Vell, and Pryor 

performing selected duties are given in Table LXXV. The duties shown in the 

table are those vhich were included in the check lists provided in the inter­

view schedules of· each of the three studies. Only one duty, typewriting, was 

checked as being performed by :roore than half of the employees. The only 

classification of clerical employee represented in v.hich 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 transcribing. Only one type of clerk, the general 

office clerk, performed this duty. 

Number of Clerical EmploY!es Operating Certain Machines. Data Concerning 

the machines operated by clerical employees are given in Table LXXVI. The 276 

employees represented in Table LXXVI ere the same 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 ma.chine was reported as being used by a significant 

number of clerical employees. Out of 266 clerks in these 2 towns, 35 used the 

cash register. O,ver hnlf of the 35 reported using the cash register were 

classified as billing clerks. It also might be 111ell to note that of the 98 

general office clerks in Enid, 24 were reported a s using the liquid process 

duplicator. 



TABLE LXXV 

NUMBER AND PERCENTAGE OF FULL-TIME CLERIC.AL EMPLOYEES PERFORMING SELECTED DUTIES 

Apply 
Knowledge 

of 
Take Bookkeeping 

Total Dicta.ti on Principles 
Employees and and 

Position Reeresented TlEe File Transcribe Praotioes Sell 
Per Per Per Per Per Per 

No. Cent No . Cent No. Cent No . Cent No . Cent N~ . Cent 

Billing Clerk 31 100 31 100.0 12 38.7 

File Clerk 8 100 8 100.0 8 10'0.0 2 25.0 

General Office Clerk 117 100 117 100.0 102 87.2 20 17.1 88 75.2 36 30.8 

Order Clerk 9 100 1 77.8 6 66.7 2 22.2 8 88.9 

Payroll Clerk 9 100 9 100.0 9 100.0 9 100.0 

Shipping Clerk 12 100 3 26.0 1 8.5 2 16.7 

Stock Clerk 88 100 45 51.1 9 10.2 3 3.4 16 18.2 

Time Clerk 2 100 2 100.0 2 100.0 2 100.0 

Totals 276 100 222 80.5 137 49.6 20 7.2 104 37.7 16 27.5 

This table should be read as follows: Thirty-one. or 100 per cent, of the 31 billing olerks represented 
performed typewriting duties. 

.... 
CA co 



TABLE LXXVI 

NUMBER AND PERCENTAGE OF FULL- TIME CLERICAL EMPLOYEES OPERATING CERTAIN MA.CHINES 

ota 
Employees .Adding Addressing 

Represen,t~ Machine Calculator Machine Mimeo~raEh 
Per Per Per Per Per 

No. Cent Net. Cent No. Cent No . Cent No. Cent 

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 63 45.3 40 34.2 3 2.6 22 18.8 

Order Clerk 9 100 4 44.4 5 55.6 

Payroll Clerk 9 100 3 33.3 

Shipping Clerk 12 100 4 33.3 

Stock Clerk 88 100 57 64.8 26 29.5 l 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 8.3 

This table should be read as follows: Twenty. or 64.5 per cent, of the 31 billing clerks represented 
operated the adding machine. 

.... 
t 



CHAPTER VII 

SiALES 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 

Oklahoma towns. No specialized studies of sales employees were available 

for inclusion in this cha ter. 

Terminology. Four classifications of sales employees were mentioned by 

the 5 studies whioh contained information regarding sales positions. These 

4 classificat ions were retail salesmen, wholesale salesmen, department mana­

gers, and insurance salesmen • .tAll of the surveys supplied data concerning 

retail salesmen; 4 supplied information concerning wholesale salesmen; 3 

supplied information concerning depar'bnent managers; and 2 supplied inform.a .. 

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 f'aot that the position did not exist in a particular 

town or due to the fact that the original investigator may not have ga.'thered 

data pertaining to a certain classification of_ employee. The latter explana­

tion seems more likely. The 4 job titles included under the classifioation 

of "Sales Positions II were not defined or otherwise explained by any of the 5 

original studies. With the possible exception of department manager, however, 

the job titles for sales positions ap ear to be self-explanatory. 

Distribution 2.f. 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 

GEOGRAPHIC.AL DISTRIBUTION OF FULL-TIME SALES EMPLOYEES 
IN SPECIFIC SALES POSITIONS 

Number of Humber of Empl O;l!es 
Location Businesses Retail Wholesale tepartment Insurance Total 

Surveyed Salesmen Salesmen Managers Salesmen 

Blackwell 124 ros 27 232 

Bristow 107 105 21 126 

Enid 101 440 47 59 13 559 

Pryor 87 106 11 3 120 

Seminole 1!6 214 9 4 227 

IDTALS 555 1070 94 83 17 1264 

Per c.,ent of 
1264 84.7 7.4 6.6 1.3 100 

This table should be read as follows: The 124 businesses in Blackwell inclu­
ded in this survey employed 205 retail salesmen and 27 wholesale salesmen, or 
a total of ~2 sales employees. 



TABLE LXXIX 

GEO,GRAPfilCAL DISTRIBUTION OF PART•TIME S.ALES EMPLOYEES 
IN SPECIFIC SALES POSITIONS 

143 

Number ot Number of Total Part-
Location Businesses Retail Time Sales 

Surveyed Salesmen Emplo~es 

Blackwell 124 ~ 27 

Bristow 107 49 49 

Enid 101 57 57 

Pryor 87 zo 30 

'.l'OT:AL 419 163 163 

.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 than 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 salesman, department manager, and insurance sales­

man eaoh have fewer than 8 per eent of the total number of' sales employees, 

while the position of retail salesman has 84. 7 per cent of the total, or 1070 

workers. 

All of the part-time llOrkers in sales positions were employed as retail 

salesmen. The total of 163 part-time sales employees is greater than the 

number of part-time l'JOrkers 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 and part-time workers are concerned. 

Division of' Sales Employees by~· 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 department manager is fill ed by men in 88 per cent of the 73 

jobs represented. The retail sales positions, however, are al.most equally 

divided between the men m d the women with the men maintaining only a slight 

edge. Fifty•eight per cent of the total sales employees are men. 

In Table LXXXI, 136 of the 163 part-time retail 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 .oi' the 

part-time retail salesmen were "W:>men, a tendency which differs :from the al­

most equal number of men and women f'ull-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 Em2lo~es 
Retail Wholesale Department Insurance 

Salesmen Salesmen .Mana~ers Salesmen Total 
Location Com- Com• Com- Com- Com• 

Men Women bined Men Women bined Men Women bined Men Women bined Men Women bined 

Blackwell 116 89 ::05 27 27 143 89 232 

Bristow 47 58 105 21 21 68 58 126 

Enid 207 233 440 47 47 50 9 59 13 13 317 242 559 

Pryor 64 42 106 11 11 2 l 3 11 43 120 

Seminole 116 98 214 9 9 4 4 129 98 227 

TOTALS 550 520 1070 94 94 75 10 83 17 17 7M 530 1264 

Per cent of 
Men and 51 .4 48.6 100 100 100 88 12 100 100 100 58 42 100 

Women 

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 f'ull - t ime retail salesmen in Blackwell. 

.... 
~ 
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TABLE LXXXI 

DIVISION OF PART-TIME SALES EMPLOYEES ACCORDING 10 SEX 

Number 
ot 

Looation Retail Salesmen 
Men Women Combined 

Bristow 33 16 49 

Enid 6 61 57 

Pryor 10 20 30 

TO-T..ALS 49 87 156 

Per cent of 
Men and 64 100 

Women 

This table should be reed as follows: Thirty-three men and 16 women. or n 
total of 49 persons, were employed es part- t ime retail salesmen i n Bristow. 
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All further tables in this chapter concern full7 time employees exoept 

where, as indicated, the original investigator did not distinguish between 

.f'ul.1-time and part-time v,,orkers. 

Preferences !2!:_ Sales Employees 2.l2..!:· The preferences of 196 employers 

in Enid, Seminole, and Pryor for sales employees by sex are given 1n Table 

LXXXII. Men are preferred more often than women by the employers for all types 

of positions. Men exclusively are pret'erred for the positions of wholesale 

salesman and insurance salesman. Women are P,referred by only 3 of the 20 

employers of' department managers 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 are 

included in the table since they could not be separated from the full-time 

positions. Men are pre:rerred again 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 1n 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 osi tions and 

department manager sales positions. 

~ of Turnover 2.!_ Sales Employees. The rate of turnover in men sales 

employees in Black~~ll and Enid is given in Table LXXXIV. One position, that 

of department manager, had no turnover; and the turnover in e ach 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 retail salesman. 
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TABLE LXXXII 

EMPLO YERS' REFEaENCES FOR SALES EMPLOYEES BY SEX 

Total Men Women No 
Employers Prei'erred Preferred Preference Replying1 

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

Retail Salesman 156 100 86 55.l 41 26.3 29 18.6 

Wholesale Salesman 15 100 15 100.0 

Department Manager 20 100 15 75.0 3 15.0 2 10.0 

Insurance Salesman 5 100 5 100 .0 

TOTALS 196 100 121 61.7 44 22.4 31 15.9 

1 In this table each employer was ooun·ced s a separa te employer each time he 
supplied information concerning the sex preference for eny type of sales po­
d tion listed. 

This table should be read as follows: or the 166 employers expressing • 
preference for retail salesmen by 2ex, 86, or 56.l per cent, preferred men 
retail sal esmen . 



T BLE LXXXIII 

DISTRIBUTION OF JOBS HELD BY SALES EMPLOYEES .ACCORDING TO 
PREFER NCE BY SEX SPECH'IED BY EMPLOYEP.S 

Total 
Positione Men Women 
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No 
Representedl Preferred Preferred Preference 

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

Retail Salesman 341 100 151 44.3 64 18.8 126 :36.9 

Wholesale Salesman 38 100 38 100.0 

Department Manager 3 100 3 100.0 

'roTALS 382 100 192 50 .2 64 16.8 126 33. 0 

1m this table are included 30 part-time retail sales posit ions which could 
not be separated from -the full-time posi'l;ions. 

Thb table should be read a s f'ollovrs: Of the 341 retail salesman p<>si tions 
for which n preference by sex was specified, men retail salesmen were pre­
ferred for 151, or 44.3 per cent, of the positions. 
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T~LE LXXXIV 

RATE OF TUROO.VER IN MEN SALES EMPLOYEES DURING 12-MONTR PERIOD 

Total 
Average Turnover 

Position Newly Number 
Employed Sepe.rated Employees No. Per cent2 

Retail Salesman 77 58 313 58 18.5 

Wholesale Salesman 15 11 73 11 15.l 

Department Manager 0 0 50 0 0 

Insurance Salesman 1 l 13 1 1.1 

TOT~LS 93 10 449 70 15.6 

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

2 Percent~ge of net turnover based on averate number of employees during 12-
mont.b. period. 

This table should be read as follows: Seventy-seven new men retail salesman 
were hired and 58 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. One position. that of' departmen t manager. had no 

turnover; but the turnover of' v.omen retail salesmen was 55.3 per cent. which 

is very high in comparison to the turnover of women in the other 4 fields 

summarized in this s tudy . These data were taken from the surveys made in 

Enid and Blackwell. 

The turnover of all sales employees in Enid. Blackwell . and Pryor is 

shown in Table LXXXVI. As was expected. the highest rate of turnover for 

any sales position. 35 . 2 per cent. occurred in the retail sales position. 

The high turnover in the retail sales position is probably due to tho rather 

large turnover of women employed as retail salesmen. The rat e of turnover 

of 11 men and ,IDmen salea employees combined is 30.8 per cent. 

Minimum A6e Requirements £9!. Men ales Employees. In Table LXXXVII is 

given t he distribution of 546 sales positions for men in Pryor, Enid. e.nd 

Blackwell according to mini~um age requirements specified by employers. Ten 

part-timo retail sales posi tious are included in the table. Over half the 

total positions have the minimum age requirement of 18 years or younger. 

Ho?ever. for 3 types of sales positions the minimum age required is consi­

derably higher than 18. Over half the v.holesale salesmen must be 21 or 

older; over half the department managers must be 30 or over; and all of the 

insurance salesmen must be 30 or over. 

Employers or men eales employees in Pryor. Enid. and Seminole specified 

the minimum age requirements tha.; are shown in able 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 requir(.'ld 21 years or older as the minimum age for 
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T.ABLE U.XXV 

RATE Or' 'lURNOVBR IN V MEN S.ALES EM.PLO YEE ; DURI G 12-MONTH PERIOD 

Total 
Average Turnover 

Position Newly Number 
N l 2 

Hmployed SeE rated Em:eloyeee o. Per cent 

Retail Salesman ';JJ7 168 304 168 55.3 

Department Manager 1 0 9 0 0 

TOTALS roa 168 313 168 53.7 

1 .ctual number of repla cements during 12-month period, represented by total 
newly employed or total sepnrated whichever is smal ler. 

2 
Percent ~e of net turnover based on aver~ge number or employees during 12-

month p~riod. 

This table should be raad as follows: Two hundred and seven new women retail 
salesmen .ere hired and 168 were separated from their jobs, r e sulting in a. 
55.3 per cent turnover. 
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TABLE LXXXVI 

RATE OF TU ·oVER IN S..ALF,S EMPLOYEES DURING 12-MOHTH PERIOD 

Tote.I 
Average Turnover 

Po s tion Newly Number 1 Per c ent2 Emelo~d Se :eare.ted Em;elo1.,ees No . 

Retail Salesman 337 250 710 250 35~2 

'Wholesal e Salesman 23 15 82 15 18.3 

Depe.rtmen t Manager 2 1 6 2 l 1.6 

Insu1•ance Salesman , 1 13 1 7.7 ... 

IDTALS 3-63 267 867 267 30.8 

l Actual number of repla cement s during 12-month period r epresented by total 
newly employed or total separated. whichever is 8lllaller. 

2 
Percentage of not turnover based on nvernge number of e mployees during 1 2-

month period. 

This t able should be read ae follows: Three hundred and thirty-seven new 
retail salesmen were hired and 250 were separa t ed from their jobs, resulting 
in a 35.2 per cent turnover. 
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T..ABLE LXXXVII 

DISTRIBUTION OF JOBS HELD BY MEN SALES EMPLOYEES ACCORDING ID 
MINIMUM AGE REQUIREMENTS SPECIFIED BY EMPLOYERS 

Pos1tion1 

Retail 
Salesman 

Wholesale 
Salesman 

Department 
Manager 

Insurance 
Salesman 

TOT..ALS 

Per cent or 

Minimum Age Specified by Employers 
!o No re-

25- and qui re-Total 
15 16 17 18 19 20 21 22 23 29 over ment 

5 31 5 213 3 40 39 3 4 25 2 27 397 

1 31 20 1 27 5 85 

2 6 6 39 51 

13 13 

5 32 5 244 3 40 61 4 9 57 54 32 546 

546 .9 5.9 .9 44. 7 .6 7 .3 11. 2 .7 1.6 10.4 9.9 5 .9 100 

l 
In 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 position$ for which 
employers hired new men retail salesmen, the minimum age requirement was 15. 



155 

TABLE LXXXVIII 

NUMBER OF EMPLOYERS SPECIFYING CERTAIN MINIMUM AGE REQUIREMENTS 
FOR MEN SALES EID'LOYEES 

Position 

Retail Salesman 

Wholesale Salesman 

Department Manager 

Insurance Salesman 

!UT.ALS 

Per cent of 
144 

Minimum .Age Specified by Employersl 
30 

15 16 17 18 19 
25- and Total 

21 22 23 29 over 

3 14 5 37 2 14 14 1 1 17 2 110 

1 4 2 1 1 15 

1 16 17 

1 1 2 

3 15 5 41 2 14 18 2 l 24 19 144 

2.1 10.4 3.5 28.4 1.4 9.7 12.5 1.4 .7 16.7 13.2 100 

1In 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 stat ed they 1110uld hire 
new men retail salesmen at the age of 15 years. 
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wholesale salesmen, and all of the employers required that replacements for 

department managers and insurance salesmen be 21 or older. 

Minimum Age Requirements for omen Sales Employees. Table LXXXIX showa 

the distribution of 374 full-time and 20 part-time sales positions for women 

according to minimum age requirements specified by employers in Pryor, Enid. 

and 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. age requirement of 20 years. Eight of the 10 positions for women de­

partment managers require a minimum age of ro or over. 

Seventy-one employers of women sales employees in Pryor, Enid. and 

Seminole gave the information concerning minimum age requirements sho1m. 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 Tables LXXXVII, LXXXVIII, LXXXIX, and XC are observed collectively, 

the conclusion that most retail sales positions are available a t 18 years or 

younger may be reached. It may also be concluded that wholesale sales posi­

tions, department manager sales positions, and insurance sales positions have 

minimum age requirements that are considerably higher than those for retail 

salesmen. 

Experience Requirements for Ne Sales Employees. Whether or not experi­

ence is required for replacements in sales 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 positionsJ about half of 

the positions for wholesale salesmen require experience; and alDX>st all of 



TABLE LXXXll 

DISTRIBUTIO.N OF JOBS HELD BY \10MEN SALES EMPLOYEES ACCORDING ro 
MINIMUM AGE REQUIREMENTS SPECIFIED BY EMPLOYERS 

Minimum A,e Sfecified bl EiiiElo~rs 
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30 No re-
Posi tionl 25- and quire-Total 

14 15 16 18 19 20 21 29 over ment 

Retail Salesman 6 15 60 176 5 80 8 14 8 12 384 

Department Manager 1 1 8 10 

TOTALS 6 15 60 177 5 80 9 14 16 12 394 

Per cent of 
394 1.5 3.8 15.2 44. 9 1.3 ro.3 2.3 3.6 4.1 z.o 100 

l In thia table are included ro part-tillM3 retail sales positions ...ti.ich could 
not be separated from 1:h.e full-time positions. 

This table should be read as follows: In 6 of the 384 jobs for which employ­
ers hired new women re~ail salesmen, the minimum age requirement was 14. 



TABLE XC 

NUMBER OF EMPLOYERS SPECIFYilqG CERTAIN MINIMUM .AGE REQUIREMENTS 
FOR IDMEN SALES EMPLOYEES 

Minimum Age Specified by Employers1 
30 

Position 25- and 
14 15 16 17 18 19 20 21 23 29 over 

Retail Salesman 2 3 16 2 28 2 4 5 3 2 

Deparbnent Manager 1 1 2 

TOT.ALS 2 3 16 2 28 2 4 5 1 4 4 

Per oent of 
71 2. 8 4. 2 22.5 2.8 39.4 2.8 5.7 7.1 1.5 5.6 5.6 
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Total 

61 

4 

71 

100 

1 m. this table each employer was counted as a separate employer each time he 
sup lied information concerning the age requirements for any type of sales 
position listed. 

This table should b~ read as follows: Of the 67 instances in which employers 
hire new women retail salesmen, in 2 instances employers stated they would 
hire new w:>men retail salesmen at the age of 14 years. 
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1 

TABLE XCI 

DISTRIBUTION OF JOBS CCOF.DING TO EXPERIENCE REQUIREMENTS 
FOR NEWLY EMPLOYED SALES EMPLOYEES 

Total Experienoe Experience 
Jobs 

159 

Represented R!3uired Not Required 
No. l5er oent No. Per cent No . Per cant 

Retail Salesman 886 100 32.() 36.1 566 63.9 

Wholesale Salesman 85 100 42 49.4 43 50.6 

Department Manager 83 100 82 98.8 l 1.2 

Insurance Salesman 13 100 13 100.0 

TOTALS 1067 100 457 42.8 610 57.2 

1In -this table are included 30 part-time retail sales positions v.hich could 
not be separated from the full-time positions. 

This table should be r9ad as follows: Of the 886 positions for retail sales­
men for which the experience requirements were given. 320. or 36.l per cent. 
require experience. 
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the positions f'or department managers and insurance salesmen require experi-

enee. 

The same tendencies as were observed in Table XCI me.y also be observed 

in Table XCII, wiich represents the opinions of 202 employers in Pryor, Enid, 

and Seminole regarding experience requirements for replacements in sales 

positions. 

Education Requirements .!2!:. 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 full-time and ZO part-time sales positions in Enid, Pryor, and Black­

well. 

T ble XCIV, which is a compilation of the opinions of 195 employers in 

Seminole, Enid, and Pryor concerning minimum education requirements for sales 

employees , reveals practically the same things as does Tabl& XCIII. 

It is perhaps of some significance to note that, although the age and 

experience requirements for 'Wholesale salesmen, department managers, and 

insurance salesmen are higher than they are for retail salesmen, the educa­

tion requirements are not noticeably higher for any one class of sales 

employee. 

Number of 11ewly Employed Sales Employees . Table XCV shows the number 

of sales employees mo were newly employed, whether for replacements or for 

newly created positions, in Enid, Pryor, and Blackwell during a 12-month period 

in the years 1948 and 1949. Almost all of the 363 new employees were for the 

position of retail salesman. This position would seem to afford the greatest 

opporuinity 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 PECIFYING EXPERIENCE REQUIREMENTS 
FOR NEWLY EMPLOYED SALES EMPLOYEES 

Total 
Employera1 Experience Experience 

Position Re2resented Re9.uired Not Required 
Ho. Per cent No. Per cent No. Per cent 

Retail Salesman 162 100 79 48.8 83 51.2 

Wholesale Salesman 15 100 11 73.3 4 26.7 

Department Manager a> 100 18 90.0 2 10.0 

Insurance Salesman 5 100 5 100.0 

TOTALS 202 100 113 55.9 89 44.1 

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

This table should be read as follows: Of the 162 employers hiring new retail 
snlesmen, 79, or 48.8 per cent, required experience of new retail aalesaen. 
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TABLE XCIII 

DISTRIBUTION OF JOBS HELD BY SALES EMPLOYEES ACroRDING TO 
MINIMUM EDUCATION REQUIREMENTS SPECIFIED BY EMPLOYERS 

Position1 

Retail Salesman 

Wholesale Salesman 

De arment Manager 

Insurance Salesman 

'IDTALS 

er cent of 
941 

New Employee Must Have Completed No re-

Grade 
6 8 

High School Bus. College quire- Total 
l 2 3 4 Col. 1 2 4 ment 

26 48 2 14 5 572 5 11 4 94 781 

1 5 56 5 13 5 85 

40 2 14 6 62 

13 13 

26 49 2 19 5 681 7 5 38 10 99 941 

2.8 5.2 .2 2 .s 72.4 .a .s 4 1.1 l0.5 100 

1In this table are included 30 part-time retail sales posi ti ens w ich coul d 
not be separated from t he full-time positions. 

This table should be read as follows, or ttie 781 positions for re-1:;ail sales­
man f or which minimum educat ion requirement s were given~ 26 had the minimum 
requirement of a sixth-grade education. 



TABLE XCIV 

NUMBER OF EMPLOYERS SPECIFYING CERTAIN MINIMUM 
EDUCATION REQUIREMENTS FOR NEW SALES EMPLO.YEES1 

Position 

Retail Sal esm.an 

Wholesale Salesman 

Department Manager 

Insurance Salesman 

TOTALS 

Per eent of 
195 

New Employee Must Have Completed 
Grade High School Bus. College 
6 8 1 2 3 4 Col. l 2 4 

2 11 1 12 2 117 l 9 

2 8 1 2 

8 1 7 4 

4 1 

2 13 1 14 2 137 2 1 19 4 

1 6.7 .5 7.2 1 70.3 l .5 9 .7 2.1 

163 

Total 

155 

15 

20 

5 

195 

100 

1In this table each employer is counted as a separate employer each time he 
supplied information eonceming education requirements for any type of sales 
position listed. 

This t able should be read as follows: Of the 155 employers hiring new retail 
salesmen and specifying minimum. education requirements, 2 require new retail 
salesmen to have had a sixth-grade education. 
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TABLE XCV 

NUMBER OF NEWLY EMPLOYED SALES EMPLOYEES DURING 12-}.K)NTH PERIOD 

Newl;z: Em;eloyed in Total 
Position Blaok- Newl y Employed 

well Enid Pryor Sales Employees 

Retail Salesman 58 226 55 337 

'Wholesale Salesman 10 5 8 23 

Department Manager 1 1 2 

Insurance Salesman 1 

TOTALS 68 233 62 363 

Per cent of 
363 18.7 64.2 17.l 100 

This table should be read as follows: Fifty-eight retail salesmen wi,re 
newly employed in Blackivell, 226 were newly employed in Enid, and 53 were 
newly employed in ~ ryor during a 12-month period, making a total o:f' 337 re­
tail s alesmen who ere ne?1ly employed during a 12-month period. 
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requirements for employment in the other sales positions are considerably 

higher than 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 'Mlo perform 

selected du ties are shown in Table XCVI. The duties mentioned are the ones 

listed by each of the studies in its interview schedule. ,As was to be expec­

ted. selling was performed by almost all. 97.9 per cent. of the sales employees. 

All of the workers in the classifications of retail salesman. wholesale sales­

men. end insurance salesman perf'ormed selling duties. Tho fact that only 69.4 

per cent of the deparun.ent managers sold is probably due to the remaining de­

partment managers' devoting full-time to supervisory duties. Each of the 

other duties listed in Table XCVI is mentioned as being performed by fewer 

than 10 per cent of the sales employees. 

Number 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 ma.chines. The machines listed in the table re those 

which were mentioned by all 3 of the surveys in their respective check lists. 

The adding machine was the machine 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 Bl ckwell and Enid studies. Approximately two-thirds of the 205 re­

tail sa lesman in Blackwell used the cash register. There were no other clas­

sifications of sales employees given for Blackwell. In Enid, slightly over 

35 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 PERFOHMING SELECTED DUTIES 

Apply 
Knowledge 

of' 
Bookkeepo.ng 

Total Principles 
Employees and 

Position ReEresented 'l'lJi!e File Practices Sell 
Per Per Per Per Per 

No. Cent No. Cent Ne . Cent No . Cent No. Cent 

Retail Salesman . 751 lQQ,, 62 8.3 78 10.4 77 10 .2 751 100 

Wholesale Salesman 85 100 24 28.2 13 15 . 5 2 2.4 85 100 

Department :Manager 62 100 35 56 . 5 3 4 . 9 3 4.9 43 69.4 

Insurance Salesman 13 100 10 76.9 3 23.l 13 100 

'roTALS 911 100 131 14.4 97 10.6 82 9.0 892 97 .9 

This table should be read as follows, Sixty-two, or 8. 3 per cent . of the 751 retail salesmen represented 
performed typewriting duties. 

.... 
m 
O') 



TABLE XCVII 

NUMBER AND PERCENT.AGE OF FULL- TIME SM.ES EMPLOYEES 0,PERATING CERTAIN MACHINES 

Total Edi phone 
Employee a Adding or 

ReEresen ted Machine Calculator Mimeo~ra;eh Diota;ehone 
Position Per Per Per Per Per 

Mo. Cent No. Cent No . Cent No . Cent No . Cent 

Retail Salesman 751 100 296 39.4 68 9.1 1 .1 

Wholesale Salesmen 85 100 19 22.4 7 8.2 

Department Manager 62 100 53 85.5 ·23 37.1 5 8.1 

Insurance Salesman 13 100 7 53.8 3 23.1 

TOTALS 911 100 375 41.2 101 11.1 1 .1 5 .5 

This table should be read as ~ollows 1 Two hundred and ninety-six, or 39.4 per cent, of the 751 retail 
salesmen represented operated the adding machine. 

..... 
m 
~ 



CHAPTER VIII 

MISCELLANEOUS POSITIONS 

Five occupational surveys furnish the data which this chapter summarizes. 

These 5 studies were made in 5 different medium-sized Oklahoma t.owns; there 

were no specialized studies of miscellaneous positions in Oklahoma which could 

be included in this chapter. 

Terminology. The 5 studies summarized in this chapter used the term 

"llfiscellaneous" as a broad term t.o describe these off'ice and store positions 

which did not fall under one of the following headings: record-keeping, 

secretarial, clerical, or sales. More specifically, the job titles 'Which were 

included under the Miscellaneous heading were cashier, collector, delivery 

boy/girl, machine operator, messenger, office boy/girl, recept ionist, and 

switchboard operator. None of the original investigators attempted to de­

fine his various classifications of misoell aneous positions; however, most 

of the job titles are descriptive and rather comm.only used so it would proba­

bly be safe t.o assume that, in most oases, the employers who originally gave 

the information regarding the posit ions 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 olassi£ications of miscellaneous employees. 

The omission of a job title in a study may indicate that no positions of that 

type existed in a particular town or it may simply indicate that the employers 

who gave the original 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 chapter, although in one or two instances the job title was 

mentioned in only one study. 

Distribution of Miscellaneous 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 w:,rkers employed 

in the position of cashier but that the position of cashier is also the only 

position that is mentioned as existing in all 5 of the towns surveyed. The 

positions of delivery boy/girl, receptionist, and swi tchboard 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 girlsJ 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. '.!his information regarding the part-time 

miscellaneous positions may be regarded as practically correct since all of 

the studies which contained dat a concerning miscellaneous employees except one 

gave the number of both full- and part-time miscellaneous workers. The excep­

tion was the survey of Seminole which considered only full-time employees 

throughout. 

Division;!! Miscellaneous Employees .£l ~· 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. i t is seen 

that 37.l per cent are men and 62.9 per cent are woman. If each position is 



TABLE XCVIII 

GEOGRAPHICAL DISTRIBUTIO'N OF FULL-TIME MISCELLANEOUS EMPLOYEES I N SPECIFIC MISCELLANEOUS POSITIONS 

Number Number of Em:elol!es 
of Delive7 Office Reoep- Swi toh-

Location Businesses Col lee- Boys Machine Mess en- Boys/ tion- board 
Surveyed Cashiers tors Girls Operators gers Girl a ists Operators Total 

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 1 4 16 41 

Seminole 136 7 1 12 3 1 l 25 

TOTALS 555 126 8 43 48 2 14 22 ZS 299 

Per cent of 
299 42.2 2.1 14.4 16.1 .1 4.7 1.2 12.0 100 

This table should be read as follows, The 124 businesses in Blackwell included in this survey employed 
32 cashiers, 8 maohine operators, 6 offioe boys or girl s, and 2 switohboard operators, ore total of 48 
misoellaneous employees. 

... 
~ 
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TABLE XCIX 

GEOGRAPHICAL DISTRIBUTION OF PART-TIME MISCELLANEOUS EMPLO.YEES 
IN SPECIFIC MISCELLANEOUS POSITIONS 

Number of Fimplo~ea 
Number of Delive7 Office 

Location Businesses Collec- Boys Machine Boya/ 
Surveyed Cashiers tors Girls Operators Girls Total 

Bristow 107 4 9 13 

Enid 101 1 1 2 2 1 1 

'.roTALS 208 5 1 11 2 1 2.0 

Per cent of 
20 25 5 56 10 5 100 

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 and 9 part -time delivery boys/girls. 



TABLE C 

DI VISION OF FULL- TI ME MISCE:LLANF.OUS EMPLOYEES ACCO·RDI NG TO SEX 

Number of Emelol!es 
Delive7 Of.fioe Recep- Sw1 toh-

Col~eo- Boys Machine Messen- Boys/ tion- board 
Location Cashiers tors Girls Operators ~ Girls iats Op' rs. Total Com-

Men Women Men Women Men Women Men Women en Men Women Women Women Men Women bined 

Blackwell 12 ro 4 4 6 2 16 32 48 

Bristow 3 7 2 11 5 18 23 

Enid 13 50 5 2 22 10 30 2 3 2 6 17 55 107 16 2 

PrJ10r 12 2 7 4 16 19 22 41 
J 

Seminole 1 6 l 11 l 3 1 1 16 9 25 

TOTALS 41 85 6 2 42 l 14 34 2 6 8 22 36 111 188 299 

Thia table shoul d be read as £ollows1 Twelve and 20 women were employe d as full-time cashiers in Blackwell. 

.... 
~ 

"' 
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considered separately, it is seen that men are more prevalent in 3 types of 

miscellaneous positions and that women are more prevalent in 5 types. Men 

are employed almost exclusively in the positions of delivery boy and messenger 

and in three-fourths of the positions for collector. Women, exclusively, were 

employed in the positions of receptionist and switchboard operator. Women 

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 miscellaneous workers 

according 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 pert-time 

women miscellaneous workers were cashiers, and 2 were machine operators. All 

further tables in this chapter concern only full-time workers. 

Preferences for Miscellaneous Employees by Sex. Table CII presents the 

preferences of 122 employers found in Enid, Seminole, and Pryor for miscel-

laneous employees by sex. omen are preferred by almost half, 47.5 per cent, 

of the employers, 1Vhile men are preferred by 38.5 per cent of the employers. 

No preference was expressed by the remaining 14 per cent of the employers. 

Men are preferred more often than women in the positions for collectors, de­

livery boys, messengers, and office boys. Women 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 the position of office boy/girl, 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 s ecified by employers is shown in Table CIII. 
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TABLE Cl 

DIVISION OF P RT-TIME MISCELLANEOUS EMPLOYEES ACCORDING TO SEX 

Number of Emelozees 
De1ive7 

Oollec- Boys Machine Office Total 
Location Cashiers tors G·irls O:e'rs. Boys Com-

Men Women Men 1ieii Women Men Men Women bined 

Bristow 2 2 9 11 2 13 

Enid 1 1 2 2 1 4 3 7 

TO T.ALS 2 3 1 11 2 1 15 5 

This table should be read as follows: Two men and 2 women were employed as 
part-time cashiers in Bris tow. 

' 
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TABLE CII 

EMPLOYERS' PREFERENCES FOR MISCELL_ANEOUS EMPLOYEES BY SEX 

Employers Men Women No 
Re;elyingl Prefer:r"ed Preferred Preference 

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

Cashier 40 100 1 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 3.4 

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 1.2 100.0 

TOTALS 122 100 47 38.6 58 47.5 17 14.0 

1 
In this table each employer was counted as a separate employer each time he 
supplied information concerning the sex preference for any type of misoellane-
ous position listed. 

This table should be read es follows: Of the 40 employers expressing a prefer-
ence for cashiers by sex, 7, or 17 . 5 per cent, preferred man cashiers. 
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TABLE CIII 

DISTRIBUTION OF JOBS HELD BY MISCELLANEOUS EMPLOYEES ACCORDING TO 
PREFERENCE BY SEX SPECIFIED BY EMPLOYERS 

Positions Men Women No 
Re:eresented· Preferr6d 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 1 100.0 

Machine Opera tor 8 100 4 50.0 5 37.5 1 12.5 

Office Boy/Girl 6 100 6 100.0 

Reeeptionist 4 100 4 100.0 

Switchboard Operator 18 100 18 100.0 

TOT.ALS 89 100 39 43.8 48 63.9 2.3 

This table should be read as follows: or the 46 cashier positions ror which 
a preference by sex Yms specified, men cashiers were preferred for 28, or 
60.9 per cent, of the positions. 
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Probably because of the lack of adequate representation of all of the posi­

tions, some discrepancies exist between Table CIII and the t.endencies 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 \\Omen are preferred for all of the posi­

tions for receptionist and sw.i.tchbo rd 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 ioost of the other classifications of business employees. 

In Table CIV., the only 2 positions for men miscellaneous employees in 

which there was any turnover whatsoever were the positions of cashier and 

delivery boy. The only position for women miscellaneous employees in which 

there s not a turnover was the position for collector. The highest rs.te 

of turnover occurred in the position of office girl. Miscellaneous women 

em loyees as a group had a turnover rate of 28.9 per cent as compared to 

12.2 per cent for the men . The rate of turnover of men and women miscellane­

ous employees combined ,vas 24.5 per cent. 

Minimum .Age Requirements~~ Miscellaneous Employees. Table CVII 

shows the distribution of 96 misoellaneou positions for men in Enid, Pryor, 

and Blackwell with respect to the minimum age requirements specified by em­

ployers. Sixty end five-tenths per oent 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 mos·t often .for all types of miscellaneous 

positions in which men were employed except that of office boy, a position 
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T BLE CIV 

RATE OF TURNOVER IN MEN MISCELL.ANEOUS EMPLOYEES DURING 12-MONTH PERIOD 

Total 
,Average 

Turnover Position Newly Number 
Employed Separated Employees Ifo .1 Per cent2 

Cashier 2 3 26 2 7.7 

Collector 1 0 6 0 0 

Deli very Boy 9 1 21 1 33.3 

Machine Operator 0 0 14 0 0 

Messenger 0 0 2 0 0 

O:t'fioe Boy 3 0 5 0 0 

TOTALS 15 10 74 9 12.2 

1Aotue.l number of replaoements during 12-month ~riod represented by total 
newly employed or total separated, whichever is smaller. 

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

This table should be read as follo s: Two men cashiers wero hired and 3 were 
separated from their jobs resulting in a 7.7 per eent turnover. 
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TABLE CV 

RATE OF TURNOVER I ~MEN MISCELLANEOUS EAfi>LO YEES DURING 12-MONTH PERIOD 

Total 
Average Turnover 

Position Newly Number 
N ;l Em.ployed Sepa.ra.ted Employees o. Per oent 

Cashier 28 24 68 24 35.4 

Collector 0 0 2 0 0 

Machine Operator 8 4 34 4 11.8 

Office Girl 5 5 s 5 6 2.5 

Receptionis t l 1 6 1 16.7 

Switchboard Op'r. 9 5 17 5 29.4 

TO'rALS 51 39 135 39 28.9 

1Actual number of replacements during 1 2-month period represented by total 
newly employed~ or total separated, whichever is s.maller. 

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

This tabl e should be read a s follows: Twenty-eight new women cashiers were 
hired and 24 were separated f'rom their jobs, resulting in a 35.4 per cent 
turnover. 

2 
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TABLE CVI 

&ATE OF TURNOVER IN MISCELLANEOUS EMPLOYEES DURH G 12-IDJ-lTH PERIOD 

Total 
. verae;e 

Turnover 
Position Newly Number I 2 

Em£1oyed Se;eara.ted Employees No. Per cent 

Cashier ~ 27 94 27 28.7 

Collocbor l 0 7 0 0 

Delivery Boy/Girl 9 1 21 7 33.3 

Machine Operator 8 4 47 4 8.5 

Hessimger 0 0 2 0 0 

Office Boy/Girl 8 5 10 5 50.0 

Receptionist 1 1 2 l 50 .0 

Switchboard. Op'r. 9 5 17 5 29.4 

TOTALS 66 49 roe 49 24.5 

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

2 
Percentage of net turnover based on average number of ez,ployees during 12,.. 

month period. 

This table should be read as follows : Thirty new cashiers were hired and 27 
were separated fi'om their jobs, resulting in a 28.7 per cent turnover. 
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TABLE CVII 

DISTRIBUTION OF J OBS HELD BY MEN ISCELLANB)US EMPLOYEES ACCORDING TO 
MlNIMm AGE REQUIREMENTS SPECIFIED BY EMPLOYERS 

Min!iiiiini ~e seeoif'ied bz Emelo~rs 
, 30 

Position 15 16 17 18 2.0 21 25- and Total 
29 O,ver 

Cashier 21 11 5 S7 

Collector 2 1 l 1 5 

Delivery Boy 1 7 17 1 29 

Machine Operator 16 4 2.0 

Messenger 1 1 2 

Office lloy l 2 3 

TOTALS 1 7 58 7 12 7 1 96 

Per cent of 
96 1 7.3 3.1 60.5 7.3 12.5 7.3 1 100 

This table should be read as follows: In 21 of the 37 jobs f'or which employers 
hired new men cashiers, fue minimum age requirement was 18 .. 
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in which the minimum age requirement was 20 for a majority of the cases repre• 

aented. 

Fifty employers of men miscellaneous v,orkers in Pryor, Enid, and Seminole 

supplied inf'ormation concerning their minimum age requirements as shown in 

Table CVIII. From this table it may be ob erved 'that 18 years is mentioned by 

the la rgest nuniber of' employers as the minimum age at which they will hire 

miscellaneous employees . However, 30 per cent of the employers specified only 

16 years a the minimum age requirement. The 2 position& 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 ~ Women Miscellaneous Employees . Table Cll 

sho'\'ls the distribution of 161 miscellaneous positions for women in Pryor, 

Blaokv:ell, and Enid according to minimum age requi.rements 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 _o­

quired minimum age more often then any other in &11 classifio t ions of mis­

cellaneous positions. 

Dat given by 67 amploy~rs concerning the minimum age requirements for 

\\'Omen miscellaneous employee s in Pr~Jr, Enid , and Seminole are shoim in Table 

CX. As was also true in Table CL~, 18 years is the minimum age specified most 

often. 'Iwenty end 21 are the next 2 most frequently men.tioned required mini­

mum. ages. 

Tables CVII, CVIII~ CIX, end CX indicate that 18 years or less is the 

minimum age requirement for consider8.bly over half of tl1e miscellaneous posi­

tions for both men and women. 
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'.!:'ABLE CVIII 

NUMBER OF EMPLOYERS SPECIFYING CERT.UN MINIMUM GE RE UI REMENTS 
FOR MEN MI ~CELL ANEX).US EMPLOYEES 

Minimum ~e SEecified br Em2loyers 
25-Position Total 

15 16 17 18 20 21 29 

Cashier 4 l 4 l 10 

Collector 1 1 1 1 4 

Del i very Boy 1 12 2 10 25 

Machine 0 er tor 2 2 4 

Mes. nger 1 1 

Of'f:fce Boy 1 1 l 6 

TO 'rALS 1 15 4 18 5 5 2 50 

Per cent of 
60 2 30 8 10 10 4 100 

1 In this table each employer -was counted as a separate employer each tine he 
supplied information concerning the age requirements for any type of miscellan­
eous position listed. 

This table should be r d as follows: Of the 10 instances i n 1\hich employers 
hire new men cashiers~ in 4 instances e:.1.ployers stated they 'IIOUld hire new 
men oa.shiers t the age o f 18 years. 
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TABLE CIX 

DISTRIBUTION O'F JOBS HELD BY WOMEN MISCELLANEOUS EMPLOYEES .ACCORDING TO 
MINIMUM AGE REQUIREMENTS SPECIFIED BY EMPLOYERS 

Position 

Cashier 

Collector 

Machine Operator 

Office Girl 

Receptionist 

Minimum Age Specified by Employers 
30 No re-

25- and quire- Total 
16 17 18 19 20 21 22 23 29 over ment 

1 6 33 3 8 13 1 5 2 72 

1 1 

2 10 2 1 35 

1 5 l 1 8 

6 l 2 1 10 

Switchboard Op'r. 16 16 3 35 

TOTALS 

Per cent of 
161 

18 6 81 5 15 24 3 l 5 2 1 

11.2 ll.7 50.3 3.J. 9.3 15 1.9 .6 ll.l 1.2 .6 

161 

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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?ABLE ex 

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

Position 

Cashier 

Collector 

Delivery Girl 

Machine Operator 

0.f't'ice Girl 

Receptionist 

Switchboard Op'r. 

TOTALS 

Per cent of 
67 

Minimum Age Specified by Employers 

25- and Total 
16 17 18 19 20 21 22 23 29 over 

1 14 1 2 4 1 3 1 27 

2 2 

3 

5 2 2 11 

1 1 2 

2 4 1 2 1 10 

1 11 12 

2 39 6 6 1 l 61 

~ 4.5 58.2 4.5 8.9 8.9 4.5 1.5 4.5 1.5 100 

1 In this table each employer was counted as a separate employer each time he 
supplied information concerning the age requirements for any type of' misoel• 
laneous position listed. 

This table should be read as follows, 01' the 21 instances in which employers 
hire new women cashiers, in l instance employers stated they would hire new 
women cashiers at the age of 17 years. 
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Experience Requirements for!!! Miscellaneous Employees. Table CXI 

presents data concerning mether or not experience is required for replace­

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 often than not are those for cashiers. collectors, machine 

operators, and receptionists. 

The number of employers in Pryor, Enid, and Seminole who do or do not 

require experience for replacements in miscellaneous positions is given in 

Table CXII. With one exception, the same tendencies as were observed in 

Table CXI may be also observed in Table CUI. The exception is in the position 

of receptionist. In Table CXII fewer -than half o:f the employers Sf& cify 

experience as a requirement, while in Table CXI two-thirds of the positions 

for receptionists had the requirement of experience. 

Education Requirements for ,!!! 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 

oases. The data presented in Table CXIII are for 251 miscellaneous positions 

found in Blackwell, Enid, and Pryor. 

Table CXIV presents the minimum education requirements for miscellaneous 

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 ':ro' EXPERIENCE REQUIREMENTS 
FOR NEWLY EMPLOYED MIS CELL.ANEOUS EMPLOYEES 

Total Joba Experience Experience 
Position Represented Re9.uired Not Reguired 

No. Per cent No. :i;er cent No. Per cent 

Cashier 119 100 77 64.7 42 35.3 

Collector 7 100 4 57.1 s 42.9 

Delivery Boy/Girl 31 100 2 6.5 29 93.5 

Ma.chine 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 7 33.3 

Switchboard Operator 35 100 3 8.6 32 91.4 

TOTALS 274 100 1~ 47.4 144 s2.s 

This table should be read as follows, or 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 
F<)R NEWLY EMPLOYED ISCELLANEOUS EMPLOYEES 

otal 1 Employers Experience Experience 
Position Re2resented Re9.uired Not Re9.uired 

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

Cashier 37 100 25 67.6 12 32.4 

Collector 6 100 4 66.1 2 33.3 

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 

0:ffioe Boy/Girl 8 100 8 100.0 

Receptionist 10 100 3 30.0 7 10.0 

Switohboerd Operator 12 100 2 16.7 10 83.3 

TOTALS 115 100 46 39.l 70 60.9 

1In 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 88 f'ollows1 Of the 37 employers hiring ne 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 CCORDING TO 
MINIMUM EDUCATION REQUIREMENTS SPECIFIED BY EMPLOlERS 

E'ew Emp!o~e Must Have ~omeleted 
Position Grade filgh Schoo! Bus. Colle~e Total 

8 2 4 Col. 2 

Cashier 99 6 4 109 

Collector 3 1 3 7 

Delivery Boy/Girl 15 7 7 29 

Machine Operator 36 12 48 

Messenger 2 2 

Of:fice Boy/Girl 10 1 11 

Receptionis t 10 10 

Switchboard Op'r. 1 16 18 35 

'IDT.AL$ 16 23 185 20 7 251 

Per cent of 
251 6.4 9. 2 73.7 s.o 2.7 100 

This table should be read as followsa or the 109 positions for cashier for 
which minimum education requirements were gi~~n. 99 had the minimum require-
ment of a high-school education. 
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TABLE CXIV 

NUMBER OF EMPLOYERsl SPECIFYING CERT IN MINIMUM EDUCATIO ~ REQU IREMENTS 
FOR NEW MISCELL,ANEOUS EMPLOYEES 

lew Em:elo~e Must Have ~ompleted 
Position Grade High School Bus. Colle~e Total 

8 2 4 Col. I ~ 

Cashier l 32 3 1 37 

Collector 2 2 2 6 

Delivery Boy/Girl 11 4 6 21 

Machine Operator 7 6 2 15 

Messenger 1 l 2 

Office Boy/Girl 2 1 5 8 

Receptionist 10 10 

Swi tohboard Op'r. 2 10 12 

'IDTALS 1.3 9 73 11 1 4 111 

er cent of 
111 11.7 8.1 65.8 9.9 .9 3.6 100 

1 In this table eaoh employer was counted as a separate employer each time he 
supplted information concerning education requirements for any type of miscel­
laneous position listed. 

This table should be read as follows: Of 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 2..£. Newly Employed Miscellaneous Employees. In Table CXV is shown 

the number or miscellaneous 11JOrkera who were newly employed, whether for re­

placements or for newly created positions, during a 12-month period in Enid, 

Blackwell, and Pryor. The 12-month period in Pryor was the cal endar year 

1948, nd in Enid and 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 emplo es in 

the delivery boy/girl and the switchboard operator positions. rae fao t that 

these 3 positions have the greatest number of new employees during a year 

may be partly due to the relatively high rate of turnover in them. A tot al 

of 82 new miscellaneous workers were newly employed during the period covered 

in the 5 studies. 

Number of Miscellaneous Employees Performing Selected Duties. The number 

and percent.age of 251 miscellaneous employees in Enid, Blackwell, and Pryor 

performing selected duties are given in Table CXVI. The "selected duties" are 

the ones col!lllon to the interview schedules used in the 3 studies. None of 

the duties listed was performed by more than 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. 
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TABLE CXV 

NUMBER OF NEWLY EMPLOYED MISCELLANEOUS EMPLOYEES 
DURING A 12-IDNTH PERIOD 

Position Newly ~loyed 
Blackwell id 

Cashier 7 23 

Coll$ctor 1 

Delivery Boy/Girl 9 

Machine Operator 1 7 

Offloe Boy/Girl 5 3 

Receptionist 1 

Switchboard Op'r. 2 7 

TO!ALS 15 51 

er cent of 
82 18.3 62.2 

in 
Pryor 

l 

8 

1 

6 

16 

19.5 

Total 
Newly Employed 
Miscellaneous 

Employees 

1 

17 

8 

8 

2 

15 

82 

100 

This table shoula be read as followsa Seven cashiers were newly empl oyed in 
Blackwell, 23 cashiers were newly em loyed in Enid, and 1 cashier was newly 
employed in Pryor during a 12-month period, making a total of' 31 cashiers who 
were newly employed during a 12-month period. 



T~BLE OXVI 

NUMBER AND PERCENTAGE OF FULL-TIME MISCELLA.NF.OUS EMPLOYEES PERFORMING SELECTED DUTIES 

Apply 
Knowledge 

of 
Take Bookkeeping 

Total Dic·l:ation Principles 
Elnployees and and 

Position Represented Type File Transcribe Praotioes Sell 
- Per Per Per Per Per Per 
No. Cent No. Cent No. Cent Uo . Cent No . Cent No. Cent 

Cashier 109 100 57 52.S 37 33.9 4 3.7 41 37.6 60 55 .0 

Collector 1 100 5 71.4 3 42.9 

Delivery Boy/Girl 29 100 ' 16 55 .2 

Maohine Operator 48 100 48 100.0 31 64.6 2 4. 2 28 58.3 4 8.3 

Office Boy/Girl 11 100 9 81.8 8 72.7 3 27. 3 6 54. 6 l 9.1 

Receptionist 10 100 5 50.0 8 80.0 2 20.0 

Switchboard Operator 35 100 5 14.3 6 17.1 1 2.8 

'IOTALS 251 100 119 47.6 90 36.0 9 3.6 78 31.2 84 33.6 

This table should be read as followsa Fifty-aeven, or 52. 5 per oent, of the 109 cashiers represented 
performed typewriting duties. 

~ 
OI 
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Number:!!._ Miscellaneous Employees Operating Certain Machines. Informa­

tion about only two machines, the adding machine and the caloulator, was found 

in each of the 3 surveys made in Blaek111ell, 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 95 cashiers in these 2 towns. Secqnd, 

the bookkeeping machine was used by 25 of the 48 machine operators in the 

2 to-Y.ins. 

A breakdown of the 48 machine operators reveals the following different 

classifications. Each class., of course, indicates that that machine is used 

by the number of employees who a.re so classified. There were l adding machine 

operator,. 4 I. B. M:. operators, 8 bookkeeping machine operators, 1 addressing 

machine operator, 14 calculator operators, 5 oomptometrists, 1 mimeograph 

operator, and 14 posting machine operators. 
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TABLE CXVII 

NUMBER AND PERCENTAGE OF FULL-TIME MISCELLANEOUS EMPLOYEES 
OPERATING CERTAIN M ORINES 

Total 
Employees Adding 

Re2resen ted Machine Calculator 
Position Per Per Per 

No. Cent No. Cent No. Cent 

Cashier 109 100 62 56.9 45 41.3 

Collector 1 100 2 28.6 3 42.9 

Machine Operator 48 100 Zl 54.6 33 68.8 

Office Boy/Girl 11 100 4 U . 4 1 9.1 

Receptionht 10 100 3 30.0 

Sw1 tchboard Operator 35 100 2 5.6 2 5 .6 

'lvT.ALS 251 100 104 41.4 84: 33.6 

This table should be read as follows: Sixty-two. or 56.9 per cent. of the 109 
cashiers represented operated the adding machine. 



CHAPTER IX 

SUMMARY,.. CO'NCLUSIONS,. AND RECOMMENDATIONS 

It is the purpose of th.is 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 Oklahoma. lhe general studies sum­

marized included surveys of the to111Ils of Blackwell. Bristow, Enid, Mc.A.lester, 

Pryor, and Seminole; and the specialized studies sunnnarized included a survey 

of record keepers and a survey of secretarial employees in 15 oil companies 

in Bartlesville, Ponca City, and Tulsa; a survey of bookkeepers in Stillwater; 

and a survey of secretaries in the public schools. 

'The findings of this study are s ummarized below and on the following pages. 

General Findings 

1. The ten surveys summarized in this s tudy provided information concern­

ing 6031 full-time and 241 part-time positions. 

2. Three classifications of employees contained over a thousand employees 

each. The se classif'ications were bookkeeper, stenographer, and retail salesman. 

It should be pointed out. however. that the large number of bookkeepers and 

s tenographers was due largely to the inclusion of 2 specialized surveys of the 

record keeping and secretarial employees of the oil indus try. 
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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 

153 instances, or 17.2 per cent, no preference was s tated. 

5. A distribution or 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 ware 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 and 106 men were separated 

from their jobs, making 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 12-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 a turnover of 321 women, or a 34.6 per cent turn­

OVM" based on the average number of 927 v.omen employees. The largest turnover 

for Y«>men was in the positions of office girl and retail s alesman in which there 

was a turnover of 62. 5 per cent and 55.3 per cent respectively. 
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s. There were 677 employees hired and 474 employees separated from their 

jobs during a 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-avorage turnover were those for secretaries, s t enographers, 

typists, file clerks, time clerks, retail salesmen, cashiers, delivery boys/girls, 

office boys/girls, receptionists, and switohboard operators. 

9. 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. Twenty years was the minimum age 

required for 96 , or 10.6 per cent, of the positions; and 21 years v.re.s the minimum 

age required for 117, or 12.9 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 instances in which employers specified minimum age require­

ments for men employees, in 119, or 'YJ.7 per cent, of the instances 18 years was 

the minimum age 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.l per cent, of the instances 

21 years was the required age; and in 44, or 11.4 per cent, of the instances 

25-29 years was the minimum age requirement. No other one age was required i 

more than 10 per cent of the instances. 

11. A distribution of 1125 jobs for women aooording 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 years was 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 par cent, of the instances 18 years was the 

minimum age 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 c nt of the ins tances. 

13. Information regarding whether or not experience was required for re­

placements was given for 2270 jobs. Experience was required in 961, or 42.5 

per cant, 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 em loyees, in 455, or 52.5 per cent, of the 

instances experience was required; and 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 th t for 1453, or 67.8 per cent, of the jobs high school gradua­

tion was required. For 253, or 11.8 per cent, of the jobs business college 

training was required. No other ones eoific type of education was required 

for more than 10 per cent of the total positions represented. 

16. Of the 856 instances in which employers specified the minimum eduoa­

tion requirements for new employees, in 547, or 63.9 per cent, of the instances 

high school graduation was specifiod as the minimum education required. In 

152, or 17.8 per cent, of the instances blsiness 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 oent of the instances. 

17. During a 12 month period. there were 133 new employees hired in Blaok­

well, 447 hired in Enid, 124 hired in Pryor, and 629 hired in the oil companies. 

The two posit ions in which there was the greatest number of new employees were 

steno~rapher and retail salesman. There were over 300 new employees in each of 

the se positions during a 12-month period. 
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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, to ok dictation and transcribed; 803, or 

38.1 per cent, ap lied e knowledge of bookkeeping principles and practices; 

and 1148, or 54.5 per cent, performed selling duties. 

19. Of the 2061 employees about whom information wa s given regarding the 

machines operated, 1012, or 49.l per cent, operated the adding machine; 608, 

or 29.5 per cent, operated 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~ Record Keeping Positions 

1. Eight studies included in this summary provided information concern-

ing record keeping positions. The 8 studies were comprised of 6 general surveys 

of Blackwell, Bristow, Enid, .cAl.ester, Pryor, and Seminole; and of 2 special­

ized surveys, one of bookkeepers in Stillwater and one of record keeping employees 

in 14 oil companies in Bartlesville, Ponca City, and Tulsa. 

2. The 8 surveys containing information regarding record 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 69.9 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 251 instances in which employees expressed a preference fo~ 

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 instances women were preferred; and 

in 50, or 21.6 per cent, of the instances no preference was stated. 

1. A distril:ntion of 109 record keeping positions according to the pre­

ference by sex specified by the employers showed that men were preferred for 

33, or 30.3 per cent, of the jobsJ women were preferred for 54, or 49.5 per 

cent, of the jobs; and no preference was given for 22, or 20.2 per cent, of 

the jobs. 

8. During a 12-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 turnover occurred in the position of bookkeeper in which there was a 

turnover of 13.8 per cent. 

9. During a 12-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 bas~d on the average number of 151 women record kee ers. 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 12-month period, resulting in a turnover of 54 recor~ keepers, 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 kee ers 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 em loyers. In 2 , or 19. 3 per cent, of the in-

stances 20 years was the required age; in 25, or 21.9 per cent, of the instances 

21 years was the required age; and in 15, or 13.l 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. distribution of 184 jobs for women record keepers according to mini-

mum age requirements specified by employers showed that 18 years was the minimum 

age required for 102, or 55.4 per cent, of the positions. Twenty years was the 

minimum age required for 28, or 15.2 per cent, of the positions; and 25-29 years 

was the minimum age required for 21, or 11.4 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 woman record keepers, in 67, or 39.6 per cent , of the instances 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 wa s the r equired ageJ in 21, or 12.4 per cent, of the 

instances 21 years was the required age; and in 18, or 10.6 per cent, of the 

instances, 25-29 years · s the minimum age requirement for omen record keepers. 

No other one age was required in more than 10 per cent of the instances. 

15. Information regarding whether or not experience as r equired for re­

placements a s given for 384 record keeping positions. Experience was required 

in 205, 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 empl oyers 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 327 record keeping positions for which education 

requirements were given revealed that for 158 , or 48.4 per cent, of the posi­

tions high school graduation was required. For 91 , or 27.8 per cent, of the 

positions business college training was required; and for 55, or 16.8 per cent, 

of the positions two years of college was required. No other one specific type 

of education was required for more than 10 per cent of the total positions 

represented. 

18. Of the 266 inst nee in hich employers specified the minimum education 

requirements for new record kee ers, in 150, or 56.4 per cent, of the instances 

high school graduation as sp cified as the minimum education required. In 70 , 

or 26 . 3 per cent, of the instances business college training was the minimum 

education r equired by the em layers. 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 h red in 

Blackwell, 57 hired in Enid , 12 hired in Pryor, and 246 hired in the oil 
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companies. There were more newly employed bookkeepers during the 12-month 

period than any other classification of record keeping employee. 

20. Vacancies 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 typewritingJ 205, or 61.6 per cent, 

did filing; 26, or 7.8 per cent, took dictation and transcribedJ 327, or 98.2 

per cent, applied a knowledge of bookkeeping principles 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 operat ed, 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. 

Findings Pertaining to Secretarial Positions 

l. 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, McAlest er, Pryor, and SeminoleJ and of 2 special­

ized surveys, one of secretaries in the public schools of Oklahoma and one of 

seoretarial employees in 15 oil companies in Bartlesville, Pone City, and 

Tulsa. 

2. The 8 surveys containing information regarding secretarial employees 

provided data concerning 1876 full-time end 9 part-time secret arial employees. 

pproximately four-fifths of the secretarial employees represented were em­

ployed by the oil companies. 

3. or the 1876 full-time employees represented, 549, or 29.2 per cent, 

were secretaries, 1236. or 65.9 per cent., -were stenographersJ 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 3.4 per cent, were men and 1669, or 96.6 per cent, were 

women. Women predominated in all types of secretarial positions. 

5. Ot 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 81.4 per cent, of the instances women were preferredJ 

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 wer e 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. 

1. During a 12-month period, 3 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. '!he only posi­

tion in which there was a turnover of men secretarial employees was the position 

of typist in vhich there was a turnover of 50.0 per cent. 

8. During a 12-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 tlle average number of 197 1VOmen secretarial employees. 

The highest rat e of "tllrnover ocourred in the position of typist in whi ch there 

was a turnover of 33.3 per cent. 

9. There were 107 secretari al 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 oent turnover based on the average number of 235 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 oent. 
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10. A distribution of 15 jobs for men secretarial employees according to 

minimum age 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 

was the minimum age required for 2, or 13.3 per cent, of the posi tions; 21 

years was the minimum age required for 5, or 53,3 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 W1.ich employers specified minimu.~ age require­

ments for men secret rial 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 cen·t, 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 shoved that 18 years was the 

minimum age required for 150, or 62.5 per cent, or 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 fuan 

10 per cent of the secretarial positions for women. 

13. Of the 148 instances in which employers specified minimum age require­

ments for -women secret arial 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 

instances, 21 years was the minimum age requirement for women secretarial em­

ployees. No other 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 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 lllh.ich employers specified whether or not ex­

perienc• was required for new secretarial employees, in 83, or 51.9 per cent, 

of the instances experience 'Was requiredJ and in 77, or 48.l per cent, of the 

ins.tances experience was not required. 

16. A distribution of 321 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 requiredJ and for 7, or 2.2 per oent, of 

the positions two years of college was required. 

17. Of the 152 instances in which employers specified the minimum educa,­

tion requirement s for new secretarial employees. in 105, or 69.0 per cent, of 

the instances high school graduation was specified as the minimum education re­

quired. In 38, or 25.0 per cent, of the instanoes business college training 

was the minimum education required by the employers; in 6, or 4.0 per cent, of 

the instances 2 years of college was the required minimum education ; and in 3, 

or 2.0 per cent, of the inst&noes l year of college was the required minimum 

education. 

18. During a 12-month period, there were 20 new secretarial employees 

hired in Blackwell, 62 hired in Enid, 25 hired in Pryor, and 383 hired in the 

oil companies. There were more ne ly employed stenogra hers during the 12-

month period than any other classification or secretarial employee. 

19. Vacancies for secretarie 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. 

20. 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 71.6 per cent, took dictation and 

transcribed; 212, or 63.3 per cent, applied a knowledge of bookkeeping prin-

ci les and practices; and 2, or .6 per cent, performed selling duties. 

21. Of the 335 secretarial employees about 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 calcul tor; 21, or 6.3 per cent, op:irated 

the addressing machine; 124, or 37 .0 per cent, operated the mimeograph; and 50, 

or 14.9 per cent, operated the Ediphone or Dictaphone. 

Findings Pertaining ~ Clerical Employees 

1. Six studies included in this summary provided inf'onnation concerning 

clerical positions. The six studies were comprised of 6 general surveys of 

Blackwell, Bristow, Enid, McAlester, Pryor, and Seminole. 

2. The 6 surveys containing information regarding clerical employees pro­

vided data concerning 348 full-time and 15 part-time clerical employees. 

3. Of the 348 full-time employees represented, 31, or 8.9 per cent, were 

billing clerksJ 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; 9, or 2.6 per cent, were order clerks; 9, or 2.6 

per cent, were payroll olerksJ 12, or 3.4 per cent, were shipping olerksJ 102, 

or 29.3 per cent, were stock clerks; and 3, or .9 per cent,, ,vere 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, fil e 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 er cent, of the instances men were 

preferred; in 57, or 44.2 per cent, of the instances women were preferredJ and 

in 20, or 15.5 per cent, of the instances no preference was stated. 

6. distribution of 66 clerical 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; and no preference was given for 4, or 6.1 per cent, of the jobs. 

1. During a 12-month period, 25 men clerical employees were hired and 

15 were separated .from their jobs, making a turnover of 14 men, or an 11.8 per 

cent turnover based on the average number of 119 men clerical 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 

olerioal 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 w:>men. or an 11.5 

per cent turnover based on the average number of 131 women clerical employees. 

The highest rate of ttirnover occurred in the position of stJ:>ok clerk in which 

there was a turnover of 33.3 per cent. 

9. There ere 55 clerical employees hired and 37 separ ted from their 

jobs during e. 12-month period, resulting in a turnover of 32 clerical employees, 

or a 12.9 per oent turnover based on the average number of 247 clerical employ­

ees during the 12-month period. Exoe t for those positions in whioh there was 

an average of 2 or fewer em loyees during the 12-month period, the highest rate 
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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 amployeos according to 

minimum age requirements speoified by employers showed that 18 years was the 

minimum age required for 83, or 60 . 6 per cent, of the positions. Twenty years 

wes the minimum age required for 18, or 13.1 per cent, f the positions; and 

21 years was the minimum age specified for 15, or 10.9 per cent, of the cleri­

c 1 positions for men. No other one age was required for more than 10 per cent 

of the clerical positions ror men. 

11. Of the 63 instances in which employers specified minimum. age require• 

ments for men clerical employees, in 2.6, or 41.2 per cent, of the instances 18 

years was the minimum age required by employers. In 7, or 11.l 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

s tances . 

12. A distribution of 146 jobs for women clerical employees according to 

minimum age requirements specified by employers showed that 18 years was the 

minimum age required for 112, or 76.6 per cent, of the positions . No other 

one age was required for mo~e than 10 per cent of the positions for women 

clerical employees. 

13. Of the 73 instances in which employers specifi ed minimum age require­

ments for -w:,men clerical employees, i n 46, or 63.0 per cent, or 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 than 10 per cent of the instances. 
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14. Information regarding whether or not experience was required for re­

pl cements was given for 283 clerical positions. Experience was required in 

52, or 18.4 per cent, of the po itions; and experience was not required in 231, 

or 81.6 per cent, of the p sitions. 

15. or the 132 instances in which employers specified mether or not ex­

perience was required for new clerical employees, in 44, or 33.3 per cent, of 

the inst nces experience ms required; and in 88, or 66.7 per cent, of the in­

stances experience was not required. 

16. A distribution of 302 clerical positions tor which education require­

ments were given revealed tha.t for 221, or 73.5 per cent, of the positions high 

school graduation was required. For 37, or 12.2 er cent, of the positions 

only 2 years ot high school was required. No other one specific type of educa­

t ion s required for more than 10 per oent of the total positions represented. 

17. Of the 132 instances in whioh employers specified the minimum eduoa.­

tion requirements for ne-,, clerical employees, in 82, or 62.1 per cent, of the 

instances high school graduation was specified as the minimum education required. 

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,. and 9 hired in Pryor. There were more newly 

employed general office clerks and stock clerks during the 12-month period than 

any other classification of clerical employee. 

19. Of the 276 clerical employees about whom information was given con­

cerning their duties, 222, or 80.5 per cent, did typewritingJ 137, or 49 .6 

per cent, did filing: 20. or 7.2 per cent, took dictation and transoribedJ 104, 

or 37.7 per cent, applied a knowledge of bookkeeping principles and pract ices; 

and 76, or 27.5 per cont, perfonned 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 celcu at.or; 24, or 8.7 per cent, 

operated the addressing machine; end 23, or 8.3 per cent, o erated the mimeo­

graph. 

Findings Pertaining~ 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, end Seminole. 

2. The 5 surveys containing information regarding sales employees ro­

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 68.0 per cent, were men and 6SO, 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 w:>men. 

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 .-:>men were preferred; and in 

31 1 or 51.9 per cent, of the instances no preference was stated. 

6. tA distribution of 382 sales positions according to the preference by 

sex specified by the employers showed that men 1'19re preferred for 192, or 50.2 



215 

per cent. of the jobs; women were preferred for 64, or 16.8 per cent, of the 

jobs; and no preference was given for 126, or 33.0 per cent, of the jobs. 

1. During a 12-month period, 93 men sales employees were hired and 70 

vrere sep rated from their jobs, making a turnover of 70 men, or a 15.6 per cent 

turnover bas don the average number of 449 men s&l es employees. The highest 

rate of turnover of men sal s employees occurred in the position of retail sales­

men in which there was a turnover of 18.6 per cent. 

8. During a 12-month period, 208 romen sales employees were hired and 

168 v,ere separated from their jobs, making a turr..o"tTer of 168 women, or a G3.7 

per cent turnover based on the average number of 313 women sales employees . 

The highest rate of turnover occurred in the position of retail salesman in 

which there was a turnover of 55. 3 per cent. 

9. There were 363 sales employees hired and 267 separated from their 

jobs during 12-month period, resulting in a turnover of 267 sal es employees, 

or a 30.8 per oent turnover based on the average number of 867 sales employees. 

The highest rat e of turnover of sales employees occurred in the position of 

retail salesman in which there was a turnover of 35. 2 per cent. 

10. A distribution of 546 jobs for men sales employees according to mini­

mum age requirements specified by employers showed that 18 years was the mini­

mum age required for 244, or 44. 7 per cont, of the positions. Twenty-one year s 

was the minimum age required for 61, or 11.2 per cent, of the positions; and 

25-29 years was the minimum age specified for 67, or 10 . 4 per cent, of the snles 

pcsi tions for men. No other one age was required for more than 10 per cent of 

the sales positions for men. 

11. Of the 144 instanoes in wh.ioh empl oyers specified minimum age require­

ments for men sales employees, in 41, or 28.4 per cent, of the instances 18 

years was the minimum age required by employers. In 15, or 10.4 per cent, of 
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the instanoes 16 years was the required age; in 18, or 12.5 per cent, of the 

instanoes 21 years was the required age; in 24, or 16.7 per oent, of the in­

stanoes 25-29 years was the r equired ageJ and in 19, or lZ.2 per cent, of the 

instances 30 or over as 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 

was the minimum age required for 80, or 2:).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 wa s 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· oent, of 

the instances 16 years was the required minimum age for women sales employees. 

No other one age was required in more than 10 per oent of the instances. 

14. Information regarding whether or not experience was required for re­

placements was given for 1067 sales positions. Experience was required in 457, 

or 42 . 8 per cent of the positions; and experience was not required in 610, or 

57. 2 per oent, of the positions. 

15. Of the 202 instances in which employers specified whether or not ex­

perience was required for new sales employees, in 113, or 55. 9 per oent, of 

the instanoes experience was requiredJ 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 72.4 per cent, of the positions high sohool 
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graduation was required. For 99, or 10.5 per cent, of the positions there 'WS.S 

no minimum education requirement. No other one specific type of education was 

required for more than 10 per oent of the total positions represented. 

17. Of the 195 instances in whioh employers s pacified 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 required. 

No other one speoifio type of education was required in more than 10 per oent 

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 retail salesmen during the 12-month period than any other classifica­

tion of sal es employee. 

19. Of the 911 sales employees about mom 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 principl es 

and practices; and 892, or 97.9 per cent, performed selling duties. 

a>. Of the 911 sales employees about whom information was given concerning 

the machines operated, 375, or 41.2 per cent, operated the adding machinei 101,. 

or 11.1 per cent, operated the calculator; 1, or .1 per cent, operated the mimeo­

graph; and 5, or .5 per cent, operated the Ediphone or Dictaphone. 

Findings Pertaining~ Miscellaneous Employees 

1. Five studies included in this summary provided information concerning 

miscellaneous positions. The 5 studies were comprised of 5 general surveys of 

Blackwell, Bristow, Enid, Pryor, and Seminole. 

2. The 5 surveys containing information regarding miscellaneous employees 

provided data oonoerning 299 full-time and 20 part-time employees. 
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s. Of the 299 full-time employees represented, 126, or 42.2 per cent, 

were cashiers; 8, or 2.7 per cent, were collect ors; 43, or 14.4 per cen~were 

delivery boys/girls; 48, or 16.1 per oent, were machine operators; 2, or .7 

per cen~ were messengers; 14, or 4. 7 per cent, were of'fice 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. Men predominated in the positions of collector, delivery boy. and 

messenger. Women predominated in the remainder of the positions whioh i ncluded 

those for cashiers, machine operators, o.f'f'ice girls, recept ionists,. and switch­

board operators. 

5. Of the 122 instances in which employers expressed a preference tor 

miscellaneous 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 s tated. 

6. distribution o.f' 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; lUOmen were preferred for 48, or 53.9 par cent, 

of the jobs; and no preference was given for 2, or 2.3 per oent, of the jobs. 

7. During a 12-month period, 15 men miscellaneous employees were hired 

and 10 were separated from their jobs, making turnover of 9 men, or a 1 2.2 

per cent turnover based on the average number of 74 men miscellaneous employees. 

The highest rate of turnover of men miscellaneous employees occurred i n the 

position of deli very 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 59 were separated from their jobs, making a turnover of 39 v.omen, or a 
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28.9 per cent turnover based on the average 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 49 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 average number of 200 

miscellaneous employees. The highest rate of turnover of miscellaneous employ­

ees occurred in the positions of office boy/girl and receptionist in each of 

which there was a turnover of 50.0 per cent. 

10. A distribution of 96 jobs for men miscellaneous employees according 

to minimum age requirements specified by employers showed that 18 years was the 

minimum age required for 58, or 60.5 per cent, of the positions . Twenty-one 

years was the minimum age required for 12, or 12.5 per cent, of the positions. 

No other one age was required for more than 10 per cent of the miscellaneous 

positions for men. 

11. Of the 50 instances in whioh employers specified minimum age require-

ments for men miscellaneous employees, in 18, or 36 per cent, of the instances 

18 years was the mi.nimum 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 age requirement in 5, or 10 per cent, of ~~e 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 accord• 

ing to minimum age requirements specified by Ellllployers sho~d 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; 

and 16 years was the minimum age 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 miscellaneous employees. i n 39. or 58 .2 per cent, of the instances 

18 years we,s the minimum age required by employers. No other one age was required 

in more than 10 per cent of the instances. 

14. Information regardine; whether or not experience l'ras 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 instanees in which employers specified whether or not ex­

perience was required for new miscellaneous employees. in 45, or 39.1 per cent. 

of the instances experience was required; and in 70, or 60.9 per cent.of the 

instances experience was not required. 

16 •• distribution of 251 miscellaneous ositions for v.hieh educat ion re­

quirements were given revealed thet for 185, or 73.7 per cent, of the positions 

high school gr duation was required. No other one specific typo of education 

was required for more than 10 per cent of the tota.1 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 p~r cent, of 

the instances high school graduation was s pecified as the minimum education re­

quired. In 13, or 11. 7 per cent, of the instances only an eighth-grade eduoa.­

tion w s required. No other one specific typo of education was required in 

more than 10 per cent of the instances. 

18. During a 12-month eriod, there were 15 new miscellaneous employees 

hired in Blackwell, 51 hired in Enid, and 16 hired in Pryor. There were more 

newly em loyed cashiers during the 12-month period t.~an any other classifica­

tion of miscellaneous employee. 
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19. Of the 251 miscellaneous employees about whom information was given 

concerni ng thei r duti es , 119, or 7. 6 per cent , did typewri t ing; 90, or 36 .0 

per cent, di d f i l i ng; 9, or . 6 per oent , took dicta t ion and t ranscribedt 78, 

or 31. 2 per cent, pplied a knowledge of bookkeeping princi pl6s and prac t ices; 

and 84, or 33.6 per cent, performed selling dut ies. 

20. Of' the 251 miscellaneous employee s about v-m.om informat ion was given 

concernini the machines operated , 104, or 41. 4 per cent, operat ed the adding 

machine; a.no. 84., or 33.6 per cent., operated t he calcul ator • 

• 
Conclusions 

On the basis of the findings of this study, the following conclusions seem 

justified: 

1. The investigations summarized in this st udy indica.te that the oppor­

tunity for part-time 1'10rk is app arently quite limited in the business occupa­

tions in Oklahoma. 

2. The oil companies in Oklahoma employ a large number of ledger clerks 

and stenographers each year. 

3. The largest number of opportuni t ies 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 secretarial positions, and in most of the clerical and miscellane­

ous pod tions •. 

5. The rate of turnover of men 11!1 greatest in the positions of delivery 

boy and retail 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, and education requirements for a position the higher 

the rate of turnover. 

, 6. Eighteen years is the minimum age required more often than eny other 

for business positions for both men and women. 

7. Experience is required for slight ly fewer then half of the business 

positions. 

8. The minimum education required for a majority of the jobs for both 

men and women is high school graduation. 

9. The 2 duties performed by the greatest number of employees are type­

writing and selling. However, most employees perform a variety of duties, a 

fact whioh indio tes a ~eed for reparation in more than one subject area. 

10. The 2 machines mentioned as being used by the largest number of em­

ployees are the adding m ohine and the c leulator. 

Recommendations 

1. The results o.f this and other studies of a business-occupational-survey 

nature should be used to guide, not to dictate the decisions of, sohool advisers 

and students of the high schools and junior colleges in the State. This end 

similar studies should serve to indicate in what occupational areas 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 accuratel y 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 meaningful comparisons can be made among various .fu­

ture surveys, it is reconunended that the investigators exercise greater 
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uniformity in their choice of' i tams about 1J hioh data are to be collected. A 

basic list of duties and machines, for instance, would insure against over-

looking possible valuable information a.bout a. particular duty or machine. 

This recommendation is not meant to imply th tell occupational surveys should 

be made in exactly the same way. Each investig~tor will, of course, have to 

vary his technique to meet the needs ·which prompted him to undertake the survey. 

4. In tables showing tabulations of the ''number of employers specifying, 

etc . , 11 it is recommended that some procedure be developed for showing the mun-

ber of positions affected by each reply included in the table. 

5. In the cases in \'dlioh experience is required for new em loyees, it is 

recommended that future investigators mako on effort to dete.rt:1ine the amount 

and kind of experience required. 

6. Sinoo the qualifications often differ for men and for w:,men employees, 

it is recommended that not only age requirements, but also education and experi-

1 
ence requirements be presented separately for men and for women. 

7. It is recommended that future investigators make a comparison of the 

qualifications specified by the employers for new employees with the qualifica-

tions of the employeos who actually re filling the positions for Nhich infor-

mation is given. 

S. It is recommended that other business occupational sur veys be made in 

order that current information may be availabl to interested persons. It is 

suggested th tone or two other studies be made of the oil industry to deter-

mine what types of em loyees, other than record keepers and secretaries and 

stenographers, are to be found in the oil company offices. 

1 
The author is awn.re that several of the studies did this; however, since 

not all of the surveys made suoh a division, it was impossible to do so in -the 
present study without eliminating a considerable annunt of datn. 
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