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INTRODUCTION

Concept of Automation

Automation is a relatively new word and concept.
Many people today do not understand or at least have a
misconception of what automation means and the effects
it is having on the American economy. Some are choosing
to ignore that automation exists and is increasingly an
integral part of the ecbnomy. A

Automation is not merely & process by which new and
improved machines are added to an old business for the
purpose of reducing the number of employees necessary,
resulting in a decrease in labor costs. It is an entirely
new concept which requires, in many cases, a complete
reorganization of the business system for proper utiliza-

tion.
act Automatio the Econom

Automation is sometimes thought of &s an extension
of the Industrial Revolution; however, it differs in one
bajor respect. The Industrial Revolution relieved man
from many of the physircal or manual aspects of the labor

task, Automation, in addition to relieving man from
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electronic invasion of the office, as one phase of
automation, indieates ehanges not only in the offices
themselves, but also in those sc¢hools concerned with
training office personnel. Certainly the business
curriculum will be among the first to reflect this trend
if it is to continue its present voecational function in
the high school. TIndeed, its role in the formal educa-
tional process should ultimately inerease in importance

with the inérease in use of asutomation!

Purposes of This Report

This paper will examine some of the general effects
of automation as they apply to high school business
education in its fﬁhction of preparing high school
students to meet the evef-changing requirements for
employment. It is not intended to make any definite
predictions as to what the ewventual outeone of the
"automation revolution" will be; for togao so at this
time would be mere speculation: A few generaiizations :
of interest to business teachers, school administrators,
and personnel managers will be made in the third chapter

of this paper.
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GENERAIL INFLUENCE OF AUTOMATION

The introduction of automated processes to the

Americgn economy is producing noticeable and sometimes
radical changes in occupational opportunities and
requirements. Some of the old familiar jobs are being
eliminatéd, and many new Jjobs requiring different train-
ing are being created., A look at the influence automated
processes are having on current johs and requirements
will give some indication of the purpose of business

education in the future,
Impact on employment and unemployment

A common answer to a question concerning the effects
of automation on the American economy would be increased
unemployment, But is increased unemployment mainly due
to automation? Many authorities feel the answer would
be negative. . "The impact of computers on present-day
employees and on opportunities open to boys and girls

now graduating from schools seems to be mild."

lvpevolution in Office Work--Meaning for Jobs,
Businesses," U.S. NEWS & WORLD REPORT, May 13, 1963, p.88.



o

is not a reduction in the use of automated equipment.
The key to job security is education and technicsl
training.

Those employees categorized as office workers and
the duties they perform will be the ones chiefly affected
by automation. The occupations least affected will be
those that require considerable judgment and those that
involve dealing with people. The use of computers by
office workers will continue at an increasihg rate to
"take up the burdens of those clerical duties which are
monotonous, repetitive, well-defined, and which demand
nothing of the unique human quality called crestiveness.“6
The indication is that routine duties such as pgsting,
sorting, filing, and checking tend to disappear as the
office becomes automated.

Several trends have been noted in recent studies
concerning the effect of sautomation on office employment.
A recent study by NOMA indicated an average anticipated
increase of 25 percent in 14 office job classifications.
While the 14 job elassifications were not specifically

listed in this source, an increase is expected in all

garola Benvienmua, "Economic Change and Basic Business,"
BUSINESS EDUCATION FORUM, January, 1960, p. 4.



‘duplicating machine operator.

i,

classifications except those of hookkeeping machire
operator, calculating machine operator, and general
clerk, in which the demend is expected to decline.7

_ A study made in Syracuse, New York, indicated that
of 14 job titles invéstigated, one out of every four.
workers is employed as & stenog?apher. The four Jjob
classifications employing the greatest numbers of workers
were stenographer, general clerk, typist, and accounting
clerk. 'These four élaséifications included 63 percent
of the office employees reported. As predicted from this
study, the greatest demand for new workers is expected
amohg the elassifications of stenographer, general eclerk,
typist, and accounting clerk, The smallest indicated
demand for new workers was in thé classifications teléphone
opérator, payroll clerk, messenger-meail clerks, and

8

A study conducted by Doris H. Crank and Floyd L.

' Crank in 1962 indicated that the grestest incresses in

opportunities will be in the elerical positions of general

clerk, accounting elerk, tabulating machine' operator, and

"Doris H. Crank snd Floyd L. Crank, NEW PERSPECTIVES

IN EDUCATION FOR BUSINESS, (Washington: National Business
Edueation Association, 1963), p. 13.

8Ibid., o P v A
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key punch operator. An increase in stenographic and
secretarial positions was also indicated, especially in
the position of secretary.9

While some persons have been and will continue to
be displaced as a result of automation, & great number
of new jobs have been and will continue to be created.
Great demands will still be present for many of the old
jobs that are familiar to the present business office.
The myth that offices will be operated automatically is
far from realistic. The new systems will require office
workers with duties directed toward successful operation

of the electronic eguipment.
Influence on requirements for office jobs

Shifts in Jjob requirements that are now showing up
refleet just the first decade of the use of computers
in the natioﬁ's business office. }In the process of
automating, companies are providing better jobs for ﬁhose
clerical workers who possess superior skills necessary
to deal with technological changes. Future office workers

mist be trained in new and different job categopries, with

T PR |
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an emphasis on job traits and skills, especially accurécy.

At least a high school education will be essential
to qualify for office jobs. Training in mathematics in
high.school will become more impeortant as.a means of
developing the skill and precision needed in working with
components of automated office systems.

General education for nffise workers is becoming
increasingly more important for satisfactory performance
of the office duties. "™Mathemstiecs, science, logical
thiﬁking,,and,cére'and accuracy are important general
edueation requirements for the automated office worker
of the future."10 The office 'employee, by virtue of his
acquiring additional specialized skills, will beecome more
important to the company's proceésing of data relating
to current operations.

The future is almost unlimited for the office
worker who is well trained and prepared for change.

There is no doubt that many changes are needed in office
education and that because educators and others concerned
with office education are growing aware of the need,

many changes will be made.11

10Kriegbaum, B0 cit. A pe 098

s L (e UL BN ) cit., p. £59.
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John K. Swearingen, Computer Systems Mznager for
General Electrie Company, Louisville, Kentucky, in an
address at the Data Processing and Automsted Business
Systems Workshop at the University of Dayton during the
summer of 1961 summarized the need for superior training
of office employees by stating:

"The most important ingredient in a sucs=
cessful data processing operation is people.

Until machines can think better than people,

decide. . what work they want to do, and how they

are going to do it, we can consider them of

secondary importance. Our only concern for

the machine is that it be asdequate, but the

people need to be more than adequate., They

mast be resourceful, ingenious,; objective.

They must be analytical and creative,"12

For those students with less talent,, automated
offices have many less demanding Jjobs available, such
as tape handlers, coders, console operators, etec. The
inereasing use of electronic data processing (EDP)
equipment does not mean that business educators will
have no room in their elassrooms for those students with
only average ability. It means that more of the superior
students will have to be attracted to the business
classrooms to be prepared for those jobs demanding

above average ability.

laKriegbaum, lgee git., pi 398



e

Influence on the Equipment and Facilities Needed in the
High School ;

Need for more tréining on electrified office equipment

EDP equipment must be made avaiiable if the high
echool and the business currieculum in particular are
to be adequate in veoeational preparation of workers for
antomated offices. The increasing use of dictating
machines, calculators and EDP equipment in every office
situation will forece the high school to give more attention

to training in these areas.
High school's responsibility for machine training

It has been noted that tremendous changes are
occuring in menufacturing and personnel processes as a
result of the use of EDP equipment. New equipment that
is less expensive and more efficient is heing developed
at a rapid rate, meking present machines obsolete. Much
experimenting with electronic equipment has made standard-
ization of future equipment and the training necessary
to operate it a bit vague. This, plus the relatively
high cost of electrified machinery, has forced the training
program in the high school to remain at the exploration

level, This leaves the major portion of the training
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burden on the employing companies, to be done either
by sending trainees to speéial schools or by on-the-job
training.

The cost factor, which certainly warrants consider-
ation, should not be the major determining factor in
determining the kind of training on electronic equipment
to.be incorporated in thenhigh school curriculum. The
ma jor concern should be whether or not the high school
can properly give machine training to the students so
as to leave further training required by the employer at
& minimum. Until a decision can be made as to how much
training the high school should give and on what machines,
the high schools will be slow in accepting the responsi-
bility for such training.

Effect of standardization on the training role of the
high school |

It is within the pattern of the asutomation revolution
that standardization is coming. It won't be long until
the high school will be called upon to train EDP personnel
mach as they have trained typists in the past. Enoch J.
Haga states,

"Tn my opinion the problem of training
electronic data processing technicians will
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in time become no more difficult,...., as

training typists. It certainly will be far

%Zii ggggégzigeg?ig developing skilled compe-

Communities must give more attention to the possi-
hilities of new types of automated equipment becoming
available to the high schools. The high school must be
prepared to initiate the proper actions--acquiring
proper equipment, maintaining a sufficiently trained
instructional staff, etc.--to begin efficient prepa-
ration of the students when and if the business world
decides what training the high school should provide.
This ealls not only for community awareness, but also

for close cooperation between the high school and the

business community.

15Enoch J. Haga, "What Do Business Educators Think
About Data Processing," BALANCE SHEET, May, 1959, p. 395.
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I ence on Teachers
Present implication to teachers

The business teacher cannot choose to ignore the
impact of the automation revolution on the American
business system. To ignore automation would soon bring
obsolescence to the knowledge taught by business teacher's
classroom activities.

It is ‘the duty of the business educator to prepare
his students either te work in an automated office or
to seék additional education or fraining that will
qualify him for employment in such an office. He must
teach students to think and to solve the problems that

are within their present knowledge and ability.
Need for change in teacher training and preparation

A definite change is needed in the teacher's training
to meet the changes brought about by the use of automation.
The change needs to start on the éollege level in the
preparation of business teachers, but it will also mean
that present high séhool teachers will have to adapt to
these changes. "Teachers must be willing to give up .

easy, well-known routines and study the new, There can
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be no place in the age of automation for teachers
unwilling to change, to study, and to 1mpro've."14

Ford Robinson, viece-president of Curtis Publishing
Company, reported to Eastern Business Teachers Association
in April, 1960; that, in order to prepare students for a
business world that is driving toward automation, the
teacher himself should (1) understand basic principles
of automation, (2) know, moderately well, some of the
applications, (3) have learned some techniques of reasoning,
and (4) abandon to some extent the teaching of knowledge
and strive to educate the mind to think.1®

Teachers must keep conversant with current»liter—
ature about office automation for purposes of vocational
guidance and to keep office-~training instruction sbreasst
of the changing requirements. Visitations to business
conecerns having data-processing departments would be
enlightening to business teschers. Studying new courses
in electronic computer programming, conducting surveys

of the businegs~-employment community, studying "help

4
1‘Jane Clem, "The Influence ‘of Automation on the
Teaching of Typewriting," BUSINESS EDUCATION FORUM, April,
1960, p. 22, :

15 ‘
John C. Roman; "Automation's Challenge to Business
Educetion," BUSINESS EDUCATION WORLD, November, 1961, p. 22.
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wanted" sections of large metropolitan newspapers, will
aid the teacher in keeping infdfméd on automation and the
changes that are being broughtabout by its use.

Business teachers must realize the needs of business-
men and relate these needs to classrodm teaching. . "If
business. education is to. continue its role in educational
leadership, it cannot wait for businessmen to communicate
to the schools concerning the autemation impact and. its
effect on the total.training progrem. .We business, teachers
must first become well. informed and then be ready. and
willing to make the necessary..changes. in. our program."l6

All teachers, as well as business teachers, mustr
make every effort to gain some insight into automation
so they will be in a better position to decide how to
train students "for new Jjobs that have been created; the
overall curriculum changes which might be required; and
the ability to recognize truisms and fallacies attributed

to automation".17

16Thomas E. Holstead, "Preparing Students for the
Automated Offices--the Role of the High School," AMERICAN
BUSINESS EDUCATION, March, 1962, p. 151.

1

7Kriegbaﬁm; Toe,. ¢1t., pe 99%.
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need to be supplemented by the skills needed for auto-
mation, which require a different approach. For example,
keypunching is a variation of typing and ten-key adding
machine skill, but it requires a different emphasis.
Precision and accuracy are vital in keypunch operation.
An error in typing can be cauvght early, but errors in
keypunching can lead to a multiplication of the original

errors.
Requirements for a successful business curriculum

It will be necessary to attract the better students
to the business curriculum. The business curriculum will
become more complex, requiring a higher level of proficiency
in various areas of learning. The business teacher
should not have major responsibility for teaching English,
mathematics, logical thinking, ete., for others trained
in these areas are better qualified than the business
teacher for this task. He should demand a ressonable
proficiency in these areas before a student is allowed
to enter the business curriculum. It will definitely
take courage to make such demends at a2 time when pressures
from secience, mathematics, and entrance requirements to

universities are threatening to limit the business



«21%

education curriculum, but it is fundamental to the
survival of the curriculum thst these demands be made .20

The business curriculum must be projected ahead of
the current needs so as to inelude future requirements
and fulfill its obligation to the students. The
curriculum must constantly be modernized and upgraded.

In general, tﬁe responsibilities of any business
department might be simply stated to:

"A, Keep up to date on the trends in automation.

B. Continue to do a good job of teaching the
skills, but with more reference to application
in an automated office.

C. Help keep the entire student body informed on
the oppsgfunities available in the modern .
office.

The impact of automation on the high school business
curriculum has resulted in confusion among business
educators. This situation is beginning to clear up as
business educators are getting a elearer insight into
the nature of the problem they are facing. The need for

a continuing business edueation program in the high

schools is becoming increasingly more apparent.

2OEdward J. Laurie, "Implications of Computers for

Business Edueation," BALANCE SHEET, March, 1963, p. 295.
2lgo1stead, loe. eit., p. 150.
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Influence on Specific Courses

BOOKKEEPING
Importance of bookkeeping knowledge for employment

Ls automation becomes more and more prevalent in
the business office, 2 knowledge of bookkeeping and
accounting by the skilled office worker will become
more important. The process of antomation involves the
adaptation of the work of the bookkeeping eyecle to
machine methods. The processes may be modified some-
what, but the reasons for the processes will change
very gradually and very slightly.

Automated office machines are not capable of
thinking for themselves without the aid of defailed
programs. The entire bookkeeping cyecle must, therefore,
be;programmed into the machine in a manner that will
produce useful financial statements and supplementary
reyorts. Students and teachers of business must realize
thét, "amazing changes have occured in modern machine’
bookkeeping, but this in no way eliminates the need for

a thorough knowledge of double entry”bookkeeping."zz

221h1d., p. 151.
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As yet, no one has devised a plan to tezch the
various steps in the bookkeeping process, wﬁether the
data are to be programmed for hand recording or on
automated equipment, except through the study of book-
keeping principles and the applicatioh of those princi-
ples through vocabulary building exercises,‘drills,
cases for discussion, problems and ‘practice sets that
apply the principles learned to hand data processing.
Continued emphasié on the mastery of bookkeeping funda-
mentals is constantly urged.

"Because industry requires that office
antomation and aeccounting be co-ordinated with
management, there is a great need for high

school students to prepare for such pog%tions
with good, solid bookkeeping courses."

Need for teaching new concepts and ideas

Bookkeeping teachers will need to apply modern
terminology of z2utomation on their bookkeeping classes
so that sueh terms as data processing, electronic data
processing, and programming become a part of the daily
vocabulary of the students. If the students realize

that every bookkeeping operation is data processing,

zsRoman, loc. cit., p. 22.
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Tnereased attention should be given to the development
of fundamental skills, concepts, understandings, &and

principles in the bookkeeping classroom.

TYPEWRITING

Greater demands for better typists

Automation has not eliminated the need for typing
skill, nor is it likely to do so. The typewritten
message remains the most important means of communication
in the business world.

"EDP will result in an upgrading of

typists, among other things, because it would

appear that in many cases the typist will be

making the original entries."

The typist's job will change &as routine typing is
done by high speed printers. Much of the typist's work
will consist of capturing data as they enter the business.
Pertinent and reusable information will probably be
collected on paper tape to be fed into an electronic

typewriting device that would read the punched paper

tape and produce the typed copy of the information.

The typewriting student must be 2 more proficient

26Haga, Ioe. ¢clli, Ppe -3596:
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typist. This means he must not only develop typewriting
skill but he must develop the ability to apply the skill
to the production of usable typewritten material.

The electronic age will demand more speed, more
accuracy, and more production skill to keep up with
automation. "We must send more students from beginning
typing inﬁo the advanced typing classes, and then work
herder with them when they get there."<”

Changes needed in typewriting instruction

Typewriting ability will continue to be one of the
most used skills of an office workef. Automation is
ereating a great demand for aeccurate, skillful typists
who might be trained as electronic typists. Since the
typewriter will provide much of the raw data for the
electronic machines, accuracy is of prime importance.
In the classroom, "major emphasis should be given to
numbers, rough dfafts, and the use of a great variety

of forn:as."z8

27E.‘A. Patechen, "Automation Effects Secondafy‘
Business Edueation," JOURNAL OF BUSINESS EDUCATION,
February, 1962, p. 193,

'28lestead, To04/88%., 15k
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"On the high school level, there are
new types of zbilities and skills that must
be developed in students. Perhaps the
greatest of these is the abildity to think
logically for themselves from.facts. - This
can. be taught in the typewriting class through
the development of problem-solving ability in
connection with the completion of problems
and projects."29 ‘

Typists will have to learn to use the electronic
data processing machines in the performance of their
doties. Manual typists can learn to use these machines,
but operators trained on electric typewriters seem to
have less trouble,

"This need for ability to operate the

electric typewriter coupled with the fact

that & business can obtain more and better

typewriting with less fatigue from an operator

of an electriec typewriter, and one can see a

trend toward teaching typing on electric

machines,"30

Marion Wood looks at the influence of automation
on the teaching of typewriting as a broadening of the
objectives.

"T{pewriting instruction will improve.
The keyboard will be introduced in less time.

Word level response will start in the very
beginning lessons. More emphasis will be

regclem, loc. eit., p. 22.

EQE. Dana Gibson, "Automation and Business Education,"
BUSINESS EDUCATION FORUM, January, 1960, p. 32,
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given to the short timed drills: one-two=-
three minute writing. Improved typewriting -
technique will be emphasized in all periods,
not. just in the first six weeks. Accuracy
and rhythm will be stressed. Students will
be encouraged to develop maximum utility from
the service keys and the special devices
built into the typewriter,"3l

Among those educators who feel that automation will
 have little effect on typewriting instruction, especially
concerning the emphasis given to accuracy, are T. James
Crawford and J. Marshall Hanna. Crawford observed,
"Accuracy is not stable; we should have this objective
now and not be forced by automation to have this ob-
jective.ﬂ"g’2 Hanna stated, "I assume we have always had
emphasis on accuraey. It may be that we will put a little

less emphasis on Speed."33

Blyerre E. Gratz, MAJOR ISSUES IN BUSINESS EDUCATION,
("Mggograph 106"; South-Western Publishing Co., April, 1962),
De p

PR teta, i pl oL,

b, . Ok
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SHORTHAND
Effeets on value of shorthand skill

Mueh concern has been given to the future of
shorthand as a necessary skill of the future secretary
and ultimately as a part of the business curriculum.

E. Dana Gibson feels that the computer and other
equipment will not change shorthand itself except as
new words and concepts come into general use. But for
the secretary, dictation will be an increasingly smaller

‘:} part of her work. Gibson feels that most dictation
will eventuslly be done on dictation machines of one
type or another because:of lower expense and versatility.54
Gibson, in another writing, goes a}little further
by stating, "Vocationally shorthand is a dead duck. No
office today can afford the cost of dictating a letter

to an expensive worker, when the same or better results

can be obtained by diectating to 2 low-cost machine .92

34Gibson, loc. ecit., p. 12.

35E. Dana Gibson, "Automation: Revolution in Business
Education," BUSINESS EDUCATION WORLD, March, 1959, p. 24.
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On the other hand, many business educators feel
that the shorthand course must be expanded and acceler-
ated. Higher calibre students must be sought. Automation
seems to have created a grester demand for more, and
better trained stenographers. ILloyd V. Douglas reminds
business educators that, "MANY people turn to the
machine ONLY because they cannot get shorthand writers

who can do the job."56
Effect of dictating machines on shorthand instruction

The increasing use of the dictating machine by
executives will mean that more attention will have to
be given to proficient use of the voice-recording
machine along with shorthand instruction. The machine
pool will most likely eontinue to expand, and because
of this, the stenographer or secretary will have to be
able to handle proficiently the various transeribing
machines.

Nolan and Hayden reported in their book, PRINCIPLES
AND PROBLEMS OF BUSINESS EDUCATION, that it is true
that tens of thousands of dictators are using diectation

%6Gratz, loc. cit., p. 75.




N

machines for routine letters, but a suprisingly large
proportion of dictators prefer to dictate to stenographers.37
Other business educators seem to feel that automation
will have little or no influence on shorthand instruction.
Some business educators and stenographers have expressed
the opinion that dietating machines will replace the
use of shorthand. George A. Wagoner states,
"In spite of the fact that dictating
machines are increasing in use, no evidence
is available that the demand for_ shorthand-
trained students 1is decreasing."
Herbert A. Tonne defends shorthand instruction by
saying, '
"Dictating machines have been in use
for many years, but there is little evidence
that they will replace completely the use
of manual shorthand."29
It seems to be the consensus of opinion among
business educators that for the present, shorthand

instruetion will not be greatly affected by automation

371v4d., p. T4s

8 ,
George A. Wagoner, "Shorthand: Past, Present,
and Future," BUSINESS EDUCATION FORUM, May, 1957, p. 18.

; 39Hervert A. Tonne, "The Present and Future of
Shorthand," BUSINESS EDUCATION FORUM, October, 1960,
Palle
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except that requirements as to speed and accuracy
might be inerezsed. For many years, dictating machines
and other related equipment have been used, but the
number of stenographers employed has continued to grow

rapidly.

GENERAL BUSINESS
Nature of the course in relation to automation

The genefal business course has always been a
difficult course to confine to the covers of a text-
book. There are units to be taught that can be more
effectively presented if outside references are used.

General business is probably the most flexible
ecourse in the high school business pfogram. For this
reason, the general business course would be an ideal
pleace 1n which to introduce a unit on automation--
what it means, what it can and cannot do, and an
explanation of common technical terms that students
might come in contaet with in their daily life.

Concepts and effécts of automation could be
effeectively taught énd expanded in a general or basie

business elass. This does not, and should not, mean




L A

that data processing and business system information
should not be incorporated into other classes as con-

ducive situations arise.
Effects of automation on the purpose of the course

Milton C. Olson has suggested that there might be
two effects of automation on general business courses
depending on the objectives of the students.

*"If the course is a basic business course

for students who will later specialize in

"business, an introduction to a study of the

funetions of machines in the office is im-

portant, If pone of the purposes of the course

is to provide & vehicle for educational and

vocational guidance, it is dimportant that a

new set of job possibilities opened up by

automation be annsiderad,n40 '

A general business course should definitely include
some general information on automation to be considered
up-to-date-. However, because of the uncertainty of
the purpose of a general bhusiness course it has been
difficult for business educators teo azgree on the effects

of automation on the course content and method of teaching.

40yi1ton C. Olsen, "The Effect of Automation on
Business Teachers,® BALANCE SHEET, February, 1958, p. 254.
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"An interpretation of the responses to
this issue that automation will have little
or no effect at the present time seems to
foster a 'let's wait and see'.atti{ude.
Perhaps this is as it should be."

A If the above statement is indicative of the true
attitude among business educators today, then it remains
for the business teacher to become familiar with the
implications of the automated activities of businesses

and relay this infdrmation on to the students.

41Gratz, loe. cit., p. 40.
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CONCLUS IONS

General Implications of Automation

Tt is not hard to find business educators who have
definite convictions concerning the influence that
automation of office activities has had on business
education at the present and the influence that it will
have in the future. At the same time, there seems to
be no consensus of opinion.

The increased use of automation by businessmen
has, however, clearly indicated that there 1is a great
demand for more and better qualified office personnel.
Continued emphasis seems to be on typewriting, shorthand,
and bookkeeping skills, but the application of automation
is requiring more than these skills of successful office
workers. Future employees in automated offices will be
required to possess a thorough understanding of business
and economic brinciples and procedures. Greater im-
portance will be placed on a high level of literacy,
ability to reason abstractly, and to think logically.
Business educators will be responsible for developing
students who are humanly warm, responsive, responsible,

and intelligently curious.
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Tasks for Business Edueators

The primary task of educators, business educators
in particular, is to prepare students for life in a |
rapidly changing world in which it is impossible to
predict with any great degree of accuracy what that
world will be like when they are adults. This diffieult
task requires that business educators initiate a change
of perspective in the business curriculum so that more
attention is given to problem solving, research, leader-
ship, self-discipline, self-direction, decision making, -
and creative thinking. Teachers must be cautious so
as not to prepare students for jobs that will be out-
moded by the time they are ready to enter their chosen
occupation.

There is a stronger need than ever before for
students to be aware of the technical processes being
used in modern society. Throughout their schooling,
students should be kept abreast of the vast technological
world and the changes being made in it. Closer co-oper-
ation will be required between business educators and
business if this information is to be effectively and

reliably supplied.
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It is becoming apparent that businessmen will
depend more and more on business edueators to meet
the increasing demands for well qualified workers
trained in clerical skills with sound concepts of the

business world and how it is operating.-
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