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CHAPTER 1
INTRODUCTION

Business education has an important role to play in the
vocational guildance of youth because of the high proportion
of high school graduates who go into buslness occupatlons.
As of 1960, approximately one out of four of the gainfully
employed was engaged in some form of business.
The largest whlte-collar occupation is still

the clerical group. MNumbering nearly 10 million

today, 1t 1s expected that this group willl grow

to 14 million by 1975. Almost half agaln as many

persons wlll be earning their livings as clerical

workers in 1975 as compaged with the number doing

this type of work today.

Every young person, regardless of the size of his school
and community, is entitled to the opportunity of becoming
competent in the vocational and economic fields of today.
Because the levels of work in modern businesses are so varied,
most young people in high school can be prepared for one of
these levels if the school is alert to the loecal situation and

is prepared to adjust traditional patterns to new needs.3

1United Business Educatlon Association, This We Belileve
About Business Education in the High School, A Heport by the
olicles Commlsgion for Business and Economic Education
(Washington, 1963), p. 3.

ZEleanor Maliche, "Changing Patterns in Office Work,"
Business Education Forum, XX (February, 1966), 15,

3Hamden L. Forkner, “Characteristics of Business Education
in Our High Schools," The Bulletin of the National Agsoclatlon
of Secondary-School Principals, XLI (January, 1957), 13-1%.
1



The value of an education program lies in its contri-
bution to those for whom it 1s intended and to the society of
which they are a part. Many people do not continue thelr
education beyond high school before seeking full-time employ=-
ment, Out of every ten students 1ln grade school in the United
States, three will not finish high school. Out of the seven
who finish high school, three will go to work and four will
continue thelr education. Of the four who.continue in school,
only two will graduate from college.

Since many high school students will seek immedlate fulle
time or part-time clerical employment upon graduation, business
teachers need to be aware of the opportunities avallable in
the community and of the standards students wlll be expected
to meet in their initlal positions of employment. Businessmen
look to the high school business department for more and
betfer-tralned students who are equipped to help operate
offices efficiently. Before students can be adequately trained
to teke their places in the business world, business teachers
must know the specific needs of the community. Realistic
information about the Jobs and industries in a community can
contribute much to educational planning. Many schools have

conducted community surveys and have set up speclal educational

L

Education for a Changing World of Works Summary Report
of the Panel of Consultants on Vocational Education, Office
Education Publication No. 80020 IWashington. 1962), 2«3,
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prograﬁs to equlp students with clerical skills and knowledges
required by local firms.

Prior to the 196B8-69 school year, Belton High School of
Belton, Texas, offered the following business subjects:

Typing I, Typing II, bookkeeping, and shorthand. In September
of 1968, the school initiated an additional course; the voca=-
tional office education program. The steps taken in setting
up the program, the federa; requirements, the purposes, and

the curriculum for the program are covered in Chapter III.

The program was designed to prepare senior students in clerical
office skills so that they could seek employment upon their
graduatioh from high school.

The students involved in the new program received
intensive training on the electric typewriter, duplicating
machines, transcribers, adding and calculating machines, and
a posting machine; and they received instruction in the
subject areas of business mathematics, business English,
Tiling, telephone techniques, job seeking, grooming, and
business ethics. Some of the students were employed in the
community on a part-time basis; others worked in a school lab.

Because many graduates of Belton High School seek employ-
ment in Belton or the nearby city of Temple, the vocational
office education teacher realized that a study of office
requirements and procedures in the two citles would be helpful

in determining whether the training units included in the new
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program were practical in relation to the business practices
of the community. A knowledge of the type of cleriocal workersxmf
hired, the standards required by local firms, and the different 3
kinds of machines used by the employees would aid signirloantly«k
in planning the business program,

Belton itself 1s a small town in Central Texas with a
population of approximately 9,000 people. The business area
of town includes approximately fifteen major private business
firms, the oity offlices, and the county offices for Bell
County. Temple, which is located approximately eight miles
from Belton, is a city of approximately 34,000 people. The
business area of town covers approximately four square blocks,
'and a& number of firms are located in shopping centers throughe

out the city.

The Problem and its Purpose

This study was an analysis of the hiring procedures and
Job requirements for beginning clerical workers in selected
firms in Belton and Temple, Texas. The study specifically
attempted to determine the minimum employment standards for
clerical workers and to determine the procedures used in
screening applicants for employment.

The purpose of the study was to complle data to assist
in the development of the units to be included in the curri-

oulum for a vocational of'fice education program in Belton High
School,



Hypotheses of the Study

It was hypothesized that most firms in Belton and Temple
would use methods other than testing in soreening appliocants
for employment. It was further hypothesized that.

l. Training, rather than experience, would be considered
essential for employment.

2, Aoocuracy, rather than speed, would be considered
esgsential in the skill areas such as typing and shorthand.

3, The typewriter would be the machine used most fre-

quently in Belton and Temple firms.

Delimitations
The study was limited to information obtained through
personal interviews with employers and personnel directors
of fifty selected Belton and Temple firms. The study was
limited to a sampling of the various types of business firms
in Belton and to a sampling of Temple firms with more than
twenty-five employeess The study was further limited to

those {irms employing cleriocal workers.

Souroces of Data
Background information on office standards for beginning
office workers was obtained from business periodicals. Related
studies were analyzed as to purpose, procedures, and findings.
The data for this study were obtained through personal intere

views with personnel directors and employers in Belton and



6

Temple’rirms. Manuals for vocational office educatlion programs
were also studied to ald in determining the ourrioulum for the

Belton High School vocatlonal office program.

Definition of Terms ’

The following terms are used throughout this report:

A beginning worker 1s one who 1s just starting to work
for a firm. The person may or may not have had previous
work experience.

A clerical worker 1s an employee who does offlice work in
a business firm. The person's Job title may be that of typist,
clerk, stenographer, secretary, bookkeeper, receptionist, or
a combination of the above titles,

An employer is one who 1s responsible for hiring cleriocal
workers. His title may be that of owner, personnel director,
office manager, president, or other titles indicating a
position of management. :

Gross words & minute (gwam) is the term for the total
number of words typed & minute without any deduction for errors.

Net words a minute (nwam) is the term for the number of
words typed a minute after a deduction for errors has besn
made.

VOE is the term used to designate the voocational office
education programe

OEA 1s the term used to designate the Office Education

Asgooclation for vocational office education students.



Vocational office educatlon student is a senlor student
enrolled in VOE in elther the cooperative or the laboratory
program. |

Cooperative program is a program in which the students
have an hour of VOE class a day and work a minimum of three
hours a day in the office of a local business firm,

Laboratory program is a program in which the students
have an hour of VOE class a day and spend an additional hour
a day in laboratory class. The laboratory class consists of
three activities: a continuation of the VOE oclass training,
the provision of typing and duplicating services for teachers,

and the experience of working in school offices,

Related Studies

Through library research, several studies were found
relating to hiring procedures and standards for beginning
clerical workers. Of the related studies reviewed, four were
closgely related o this study.

In 1960, the business education teachers of the Unified
School District of San Francisoco, in cooperation with the San
Francisco chapter of the National Office Management Association,

5
surveyed thirty-four companies, The study was undertaken to

5Charles Ee Ginder, “Businessmen Questioned on Amount of
Training They Expect Be%inning Clerlical Workers to Have,"
Office Exeoutive, XXXV (November, 1960), 5455,



determine the standards for beginning clerical workers in San
Franoisco. Over three-fourths of the respondents required at
least a high school diploma for all clerical workers. In
addition, higher education was required of the senlor secre=-
taries, accounting olerks, and senlor clerks. For the latter
three classiflcations, half of the firm required a junior
college education.

A number of the firms let the employment agency conduct
tests for them, and a few firms administered the Wonderlic
testas or the Minnesota Clerical Tests themselves. Although
nearly all of the firms checked to see whether an applicant
had taken business courses in high school, less than half of
them checked to see what the grades were.

The majority of responding San Francisco firms required
a typing speed of 50 net words a minute on a five-minute
test with ten words deducted for each error. Though a few
firms listed 90 to 100 words & minute.as the minimum shorthand
speed, the majority required 80 words a minute. Competency
was expected of beginning workers in operating typewriters and
transcribing machines, but no training was required on the
ten-key and full-key adding machines. Partial training was
accepted on the stencil duplicators and on the printing and
rotary calculators. Although no tests were given in Engilish
and spplling, a proficiency in these areas was listed as a

requirement by a majority of the respondents.



A survey of selected manufacturing firms in Dallas, Tgxas.
was conducted by Dodd in 1967 through mall questionnaires.
The survey revealed that f&rty-three of the forty-eight firms
required a high school education, and only twelve required
previous office experience. In determining an appllcant's
abllities, thirty-three firms administered tests themselves,
nineteen accepted test scores from employment agencles, ten
checked the high school grades, forty considered recommenda=-
tions, and nineteen accepted information supplied by the
applicant.

About 48 per cent of the firms required applicants to be
able to operate office machines, and 13 per cent required a
-~ knowledge of bookkeeping. The typing speed required varled
from 35 to 85 gross words a minute, and the shorthand speed
required ranged from 60 to 120 words a minute. Forty-four
of the forty-eight firms reported that electric typewriters
were used by some or all of thelr &ffice workers. The
degirable attltude and personality traits listed by the greatest
nunber of firms were grooming, ability to get along with co-
workers, accuracy, stability, initiative, responsibility, coop-
eration, punotuality, adaptability, and willingness to learn.

6Diane Be Dodd, "A Comparison of Employment Standards for

Beginning Typists, Stenographers, and Secretaries in Selected
Manufacturing Firms in the Dallas Area," unpublished research
paper, Department of Business Education, School of Business,

North Texas State University, Denton, Texas, 1967, pp. 39-42,
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A survey was conducted by Conway in 1964 to study the
opportunities and requirements for beginning office workers
in Scheneotady, New York.7 The purpose of the study was to
ald in the revision of the currioculum of Notre Dame High
Schools A secondary purpose was to establiish a link between
the school and the business community,

Over half of the firms surveyed employed between one
and fifty employees. Approximately one-fourth had betwsen
50 and 100 employees, and the remainder had over 100 employees.
.The total number of firms surveyed was eilghty-six., PFre-
employment tests were administered by sixty-two firms, and
performance tests were used by forty-three of those firms.,
Eleotric adding machines were used by 92 per cent of the firms,
and electric calculators were used by 78 per cent. However,
more manual typewriters than electric typewriters were used
by the responding firms. ,

Rather than asking for desirable’traits in an office
worker, the study asked for areas of complaint. In the area
of personal qualities, the businessmen listed complaints as

a lack of common sense and judgment and a lack of enthnsiasn,

7$1ster Saint Catherine Denise Conway, "A Study of Begine-
ning Office Employment Opportunities and Requisites in Selected
Business Offices of Schenectady, New York, with Implications
for Curriculum Revision at Notre Dame High School, 1964,"
unpublished master®s thesis, Catholio University of America,
Washington, D. C., 1965,
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resourcefulness, and dependabllity. <Complaints listed in the
area of performance were poor spelling, érammar. and punctuationg
poor abllity to compose letters; poor typewrliting speed; poor
abllity to answer the telephone; and poor ability to follow
directions.

Glessner's study in 1965 was a survey of Cedar Rapilds,
Iowa, business firms to determine olerical opportunities for
high school graduates.a The survey 1nolud§d 10 firms with
more than 25 employees and 101 firms with less than 25
employees. Three-fourths of the respondents stated that a
high school education was adequate training for clerical
workers, but the majority desired that their employees have
previous experience.

The most widely owned office machine was the typewriter.
Adding machines, dictating machines, and calculators followed
the tjpewriter in frequency of use.

The majority of the respondents preferred an accurate
worker to & fast one. The firms interviewed recommended that
business teachers instruct their students in the areas of
business letter composition, alphabetisc filing, and office
machines. The machines mentioned were manual and electrie

typewriters, adding machines, ocaloculators, and transcribing

machines,

8Faye Renner Glessner, "A Survey of Selected Cedar
Rapids, Iowa, Business Firms to Determine Office Job Oppor=
tunities for High School Graduates,” unpublished master's
thesis, State College of Iowa, Cedar Falls, Iowa, 1966.
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Opportunities for a high school student applying for a
¢clerical position are summarized by Perry in the following
gstatement

Job opportunlitles at the beginning office and
clerlcal level seem to be numerous and increasing in
number., Employment requirements, whlle selectlve as

to baslic intelligence and quite flexlible even in the

skill areas, are certalnly not impossible to satisfy

by those wlith a reasonably good command of the English

language and with the abllity to use numbers in the

reasoning process. Clerical skill and previous ex-
perience, however, willl lmprove an applicant's chance

of securing employment. The company wants the em=

ployee with sufficient 1ntegligence and innate ability

to learn, adjust, or adapt.
Procedures

A pllot study was conducted in June of 1968, The findings
of the pilot study are presented in Chapter II. The present
study was conducted during the 1968-69 school year, including
the months of September through April., Besides the ten
Belton firms included in the pilot study, twenty-five addi-
tional private business firms in Belton, Texas, were included
in this study. A4 list of the Belton firms was secured
with the cooperation of the Retall Merchants Associstion.
Since the present study was to include twenty-five Belton
firms, a like number of Temple firms was included. A 1list

of companies employing twenty-five or more employees

9R1chard S. Perry, "Standards and Related Factors
Pertaining to Beginning Office and Technical Positions at
Lockheed, California,” Business Education Forum, XVII
(Mays 1963) y 100
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was secured from the Temple Chamber of Commerce. A number
was asslgned to each firm, and a table of random numbers was
used to select the twenty~five companies to be surveyed.

Library research was done to provide a background of
knowledge about the subject. The Texas Education Agency
manuals for vocational offioce education programs and Office
Education Assooiation activities were studied for additional
material,.

A personal Ainterview with employers was selected as
the best way to obtaln data for this study. The question=-
naire used for the pilot study was also used for this study.
The questionnaire had been presented in B. A, 545, a summer
graduate research course at North Texas State University in
Denton, Texas. On the basis of the suggestions received

there, the questionnaire was then revised before being used,

The interviews were arranged by telephone, and the nature

of the study was explained to the participating businessmen,
The interviews were conduoted at times convenient to the
businessmen, at which time the interviewer further explained
the nature and purpose of the study and of the vocational

office education program.

After the data received from the interviews were compiled

and analyzed, the findings were summarized. On the basis of

the findings of the study, recommendations were made,



14

Treatment of Data

In Chapter II, the results of the pllot study are
presented. The description of the vocational office education
program of Belton Hlgh School is presented in Chapter III,
and the results of the Belton and Temple survey conducted
during 1968 and 1969 are presented in Chapter IV, In
Chapter II and Chapter 1V, the information is arranged in
the followlng groups: classifica@iona of clerical workers,
sources of applicants, general employment réquirements.
standards of employment and testing, use of part-time
employees, and characteristics consldered most desirable
in clerical workers,

A summary of the findings, the conclusions drawn, and

recommendations made are presented in’' Chapter V.



CHAPTER 11
PILOT STUDY

A pilot study was conducted during the first sumumer
term of 1968 at North Texas State University in Denton, Texas.
The survey was conducted in partial fulfillment of the require=-
ments of B. A. 545, a graduate research course. In this study,
an analysis was made of the hiring procedures and job require-
ments for beginning clerical workers in selected firms in
Belton, Texas. The study specifically attempted to determine
the minimum employment standards for olerical workers and the
procedures used in soreening applicants for employment. The
purpose of the study was to complle data to assist in the
development of the units to be included in the curriculum
for & vocational offloce education program in Belton High
School.

Delimitations
The pllot study was limited to information obtained
through personal interviews with employers of ten selected
Belton firms: Ime to the limitation of time, the study was
limited to a sampling of the various types of business firms.
The study was further limited to those firms employing oclerical

workers,

15



16

Procedures

Beocause the study was limited to a period of six weeks,
only ten representative firms were selected from the major
business firms in Belton. The study involved a Judgment
sampling of the varlous types of firms, including a bank, a
savings and loan assoclation, an insurance firm, a law firnm,

a school tax office, a utility oompany, a department store,
an office equipment manuracturing‘company. an agricultural
equipment manufacturing company, and a credit bureau.

A personal interview with employers and personnel
managers was selected as the best way to obtailn data for this \
study. After a questlonnalre was devised to collect the
information needed for this study, the questionnaire was
presented in B. A, 545 at North Texas State University. On
the basis of the suggestions received, the questionnaire was
then revised. |

The interviews were arranged by telephone, and the nature
of the study was explained to the parfioipating businessmen.
The interviews were conducted during the month of June, 1968,
at times oconvenlent to the businessmen. At the time of ths
appointments; the interviewer further explained the nature
and purpcse of the study and of the vocational office education
programe

After the data receilved from the interviews were compiled
and analyzed, the findings were summarized. On the basis of

the findings of the study, recommendations were made.
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Findings of the Pllot Study

All ten of the surveyed firms were highly cooperative
in supplying the requested information. The data recelved
from the interviews were grouped into the following categories:
classifications of clerical workers, sources of applicants,
general employment requirements, standards of employment and
testing, use of part-time employees, and characteristios

considered most desirable in clerical workers.

Classifications of Clerical Workers
The number of full-time clerical workers employed by the

firms surveyed ranged from one to sixteen. One firm employed
sixteen clerical workers, one had fourteen, one had nine,
three had three, one had two, and two employed one such worker,
The firms surveyed were asked to list the different
classifications of oclerical workers employed in their offices.
The type of clerical worker employed by the most firms was
the bookkeeper, which was listed by five of the ten firms
surveyed. The Jjob titles listed by three firms each were
olerk-typist and secretary. Two firms listed a combination
receptionist and clerk-~typist, a combination cashier and
clerk-typist, a clerk-gstenographer, and an executive seoretary.
The other job titles; listed by only one firm each, included
receptionist, receptionist-secretary, olerk-bookkeeper,

bookkeeper-teller, teller, duplicating olerk, key-punch
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operator, and reporter. Some of the foregoing job oclassifl-
cations could have been combined, but they were kept separate
go that the job titles would provide an indlcation of the
duties of the wvarlous workers.

Of the rifty=-two cleriocal workers employed by the ten
firms, thirteen were bookkeepers, seven were tellers, six
were clerk-typists, five were secretarles, four were comblie
nation cashiers and olerk-typists, and four were olerk-
stenographers. The other job titles were held by only one or
two workers. Each job title, the number of firms using the
title, and the total number of employees in the ten firms
having the title are listed in Table I.

TABLE I

JOB CLASSIFICATION OF CLERICAL WORKERS OF SELECTED
BELTON, TEXAS, BUSINESS FIRMS IN JUNE, 1968

WW
Job Title No. of Firms No., of Employees

Using Job Title | Having Job Title

Bookkeeper

Clerk-Typist

Secretary

Clerk-Stenographer
Clerk-Typist and Cashier
Receptionist and Clerk-Typisd
Executlive Secretary
Teller

Key-Punch Operator
Bookkeeper~Teller
Receptionist
Receptionist-Secretary
Clerk-Bookkeeper
Duplicating Clerk
Reporter

=
¢ L)

R RN D D AW
HHEHMEFMNDODN £ 480N
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Sources of Applicants

The firms surveyed were asked from what source they
obtained most of thelr applicants for olerical employment.
Of the ten firms, slx obtalned their applicants mainly through
the public schools, and 8ix kept a file of past applicants
to consider when an opening occurred. Four firms accepted
recommendatlions from present employees, and one of those
four firms checked with similar firms in town to see whether
the others had a good applicant but no opening. One firm had
previously used the public employment agency and newspaper
advertising but now used the public schools and recommens=
datlons of present employees. Only one firm occasionally
used a private employment agency. Several of the ten firms
frequently used more than one source in seeking oclerical

workers.

General Employment Requirements
The general employment requirements included minimum

education and previous experience required by the firms.
Minimum Education.--Of the ten firms surveyed, all ten
listed at least a high school education as the minimum edu-
cation requirement. One firm added that & person would be
employed if he could complete his high school education within
81lx months. Another firm required two years of college
education for a bookkeeper and a high school eduocation for

all other employees,
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Previous Experience.--When asked whether previous experi=-
ence was necessary for the beginning office workers, ten firms
replled that 1t was not required of the general offlce workers,
but two added that such experience was preferred. One firm
required that only the secretaries have previous experience,
and one firm preferred that its bookkeepers have some prior

work experience,

Standards of Employment and Testing
The participating Belton firms were asked to disclose

how they determined the abillitles of applicants and what the
standards for the different positions were,

Method of determining abilities.-~Of the ten firms
surveyed, seven consildered recommendations from previous
employers 1f the applicant had worked before. Six acocepted
the grades of the applicant and talked to the principal or
business teacher for an over-all impression of the applicant.
Three firms administered tests, one used test scores obtained
by an employment agency, and one considered the impression
made by the applicant during the interview in addition to
considering the applicant’s grades or previous employer's
recommendétion.

Iypewriting.~-Two Belton firms administered a five-
minute typing test to determine the abilities of applicants,
One did not have a maximum number of errors allowed; the other

allowed one error but preferred none. Neither firm deducted
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any words per error in determining the applicant's score. One
firm used a manual typewrlter for the test; the other used an
electric typewrlter.

When asked to specify minimum typing speeds, one firm
indicated that the clerk-cashlers were required to type 60
gross words a minute, The second firm required all employees
except the bookkeepers to be able to type 50 words a minute.
The other employees of the firm included a receptionist, clerk-
typists, clerk-stenographers, and secretaries. The remaining
elght firms replied that they had no minimum speed require-
ment and that they considered accuracy more important than
speed. Several employers added that since they had consldered
the recommendation of the busliness teachers, they did not
feel that a minimum score was necessary.

| Of the ten firms surveyed, two had only manual type=
writers, three had only electric, and four had both manual
and electric typewriters. One of the four firms with both
types also had a Seleotric typewriter. The remaining firm
used manuals only for fill-ins with all other typewriters
being electric; including one Selectric,

Shorthand.-~When asked whether employees were required
to be able to take shorthand, four firms answered yes, and
81x answered no. Of the six firms not requiring shorthand,
two preferred 1t, and one had pald for an employee to take a

course in shorthand at a loocal college. Of the four firms
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requiring shorthand, two required it of clerk-stenographers
and secretaries; one required 1t of clerk-cashiers; and one
required 1t of executive secretarles, olerk-typlsts, and
combination receptionists and olerk-typists.

Of the four firms requiring shorthand, two administered
a test, and two did not. One firm gave a three-minute test,
and the other gave a five-minute test; both firms used tests
that consisted of letter dictation. Both firms graded on
grammar, spelling, and format; but neither firm had a specific
number of errors allowed on the test. One firm had no minie
mum speed requirement and felt that accuracy was more important.
The other had a specific minimum only for executive secre=-
taries, who were expected to take dictation at a minimum of
100 words & minute. The two firms that did not administer
shorthand tests had no minimum speed requirements and con-
sildered accuracy more important than speed. One of the firms
requlring shorthand at the time of the interview was consider-
ing buying a dlctating-transeribing unit instead of continuing
to utilize shorthand.

Office machineg.,--When asked whether beginning office
workers should be able to operate office machines in addition
to typewriters, all ten firms answered no, but three added
that they preferred a knowledge of the machines. Several
indicated that they did not require applicants to have some

acquaintance with certain office machines only beoause most
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applicants who had not worked previously had not recelved
such training in school.

Typewriters were used in the firms of all ten respondents.
The office machines other than typewriters used most fre-
quently by the ten Belton business firms surveyed were printing
caloculators, coplers, and posting machines, whlch were each
used by six firms. Full-key adding machines were used by five
firms, and ten-key adding machines were used by four firms.

The mimeograph machine was used by three firms; and the trans=
¢ribing machine, check signer, and postage meter were used by
two firms. Machines used by only one firm included the rotary‘
ocalculator, spirit duplicator, proof machline, printing machine,
card sorter, card verifler, card punch, electric mall opener,
addressing machine, and offset printing press. No firm
reported using a key-driven calculator.

In the number of machines used of any one type, the
full-key machine ranked first with seventeen machines, the
printing calculator was second with fifteen machines, and the
- ten-key adding machine was third with thirteen machines. The
firms used a total of nine posting machines and seven copying
machines. A4ll other categories had a total of three or fewer
machines. The types of machines listed, the number of firms
using each type; and the total number of each type of machine
used by the ten firms combined are indicated in Table II.
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OFFICE MACHINES USED BY TEN SELECTED BELTON,
TEXAS, BUSINESS FIRMS IN JUNE, 1968

Type of Machine No. of Firms | Total Noe. of Machines
Using Machlnes Used by Ten Firms

Printing Calculstor 1
Copier

Posting Machine
Full-Key Adding Machine
Ten-Key Adding Machine
Mimeograph Machine
Transcribing Machine
Check Signer

Postage Meter

Card Punch

Rotary Calculator
Spirit Duplicator
Proof Machline

Card Sorter

Card Verifier

Electrlic Mail Opener
Addressing Machine
Offset Printing Press

[y
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Bookkeeper.=--Seven firms did not require a knowledge of
bookkeeping, but three of these firms did prefer such knowle
/edge obtained either through experience or through a formal
course in bookkeeping. The other three firms did require
a knowledge of the subject: One firm required it of only
the bookkeeper, one required it of all clerical employees,
and one required it of the clerk-stenographer,

General tests.--Two of the ten business firms administered

their own Antelligence and aptitude tests. One of these firms
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used the SRA Short Tests of Clerlcal Ability.l The sectlons

included were business vocabulary, filing, mathematics, codlng,
checking, and the verbal form,coverlng general vocabulary and
mathematics. The personnel director stated that the person
with the highest score dld not necessarily get the Job that
was open. If an opening called for routine, repetltive work,
the application of the person with a high score was filed for
future consideration in case a more demanding positlon became
avallable.

The second firm administered a mimeographed test that
included general vocabulary, mathematics, and reasoning abllity.
The owner of this firm also stated that the person with the
highest score did not get the job because the nature of the
clerical work of this firm was mostly routine. In scoring
the tests, for example, the owner consldered 21 to 25 as good,
26 to 28 as excellent, and 29 to 30 as too high. She added
that people scoring high on the test would not be satlsfied

doing the repetitive work demanded by her firm,

Use of Part-time Employees

At the time of the interviews} four firms employed part-
time clerical workers. Two of these flrms employed two part-
time workers, and two employed one. The other six firms had
no part-time employees at the time. Of the six firms, how-

ever, two planned to hire a part-time employee in September,

1
Jean Maler Palormo, Short Tests of Clerical Abilit
(Chicagos Science Research Associates, Inc'. 1959)
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one had used part-time help in the past for summer vacation
relief, two had used summer help and distributive education
students in the past, and three agreed to use a vocatlonal
office eduoation student beginning in September of 1968. The
positions held by part-time employees with the firms included
bookkeepers, clerk-stenographers, olerk-typists, IBM card
sorters, and clerk-receptionists,

One firm planning to hire a part-time worker in September
preferred to hire an adult so that they would have two trained
adult employees in the event that one needed to resign. A
second firm sometimes used an adult ex-employee for summer
vacation relief. The other firms that had used part-time
help or planned to in the future all utilized student help.

When asked whether they would consider hiring a high
school vocatlon#i‘office education student as a part-time
worker, all ten firms replied that they would. Seven stated
that they would hire a student if they had a need for a
worker at the time, and three firms agfeed to hire a VOE
student beginning in September of 1968.

Charaocteristics Considered Most Desirable
in a Clerical Worker

EBach employer interviewed was asked to 1list five of the
characteristics he oconsidered most desirable in a clerical
worker. The traits were not ranked since the people inter-
viewed named the traits as they came to mind and did not list
and then rank the traits,
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The three traits listed most often were neatness or good
grooming, listed by seven firms; abllity, listed by seven;
and ability to get along with others, listed by six., Depend=
abllity and honesty were each listed by four persons, and
rleasing personality and attitude were listed by three.
Ability and desire to learn, willingness to work, ability to
meet the public well, efflciency, and charaoter were each
listed by two persons. The following traits were each listed
by one persont ability to keep work confidential, desire to
do a good Jjob, sincerity, courtesy, ability to work well
under supervisors, and abllity to stay with a project until

it is finished.

Results of the Pilot Study
A report of the pilot study was presented to the Belton
superintendent of schools in July of 1968. The 4i-page report
included the findings, conclusions, and recommendations of the
study. Portions of the report were used in setting up the

new vocational office education program in Belton High School.

Purchase of Equipment
One of the recommendations 6f the pilot study was that

students in Belton High School should receive training on
eleotric typewriters. Of the ten firms surveyed, &ll ten
owned typewriters. Two firms owned only manual typewriters,

three had only eleotric, four had both manual and electric,
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and one used manuals only as fill-in machines, Two of the
ten firms also owned a Selectric typewriter. Eight of the
ten firms surveyed used electrioc typewriters for part or all
of their clerlcal workers. The new office education program
was authorized to purchase ten electric typewriters, three
of which would be 3electrics.

Ordinarily, only schools in metropolitan areas are
authorized to purchase posting machines under the federal plan
for vocatlional offioce education, One of the recommendations
of the report on the pilot study was that Belton students
should be given training on posting machines. Because the
Pllot study showed that a high percentage of Belton firms
used posting machines, Belton High School was authorized to
include such a machine in its new program.

The report also recommended that Belton High School
should offer training on printing calculators and adding
machines, In September of 1968, the school purchased two
printing calculators and one ten-key adding machine for the
vocational office education program. Because the survey
s8howed that only one of the ten firms owned a rotary calculator,

the sohool did not inoclude such & machine in the new program,

Curriculum Guide

On the basis of statements made by the employers inter=-
viewed, the report recommended that sections on grooming and

business ethics should be included in business oourses in the
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high school. During the first few weeks of the 1968 school
year, the teacher of the vocational office education course
conducted a unit outlining the qualities necessary for a
successful office worker. These qualities included good
grooming, necessary abilities, and desirable personal character-
istics. A record set was also used to portray different
situations involving business ethics, The list of traits
considered most desirable by the persons interviewed was also

stressed during the unit.

Employment of Students
Of the ten firms surveyed, three agreed to hire a voca-

tional office education student in the fall of 1968. By the
end of September, however, five of the ten firms had hired a
total of six students for part-time cleriocal help, and a sixth
firm had pledged to hire a student in January of 1969,

The survey also helped to establish contact between the
teacher and the business community. Shortly after the survey
was completed, a Belton businessman called the teacher and
asked for a student in the VOE program to work for him on a
part-time basis; he stated that he had learned about the
- program from one of the ten businessmen interviewed for the
pilot study. The survey, therefore, introduced the teacher to
businessmen who might be interested themselves or who might be
able to interest other businessmen in partiocipating as employers

in the vocational office education program of Belton High School.



CHAPTER III
VOCATIONAL OFFICE EDUCATION IN BELTON HIGH SCHOOL

VIn December of 1963, vocatlonal office education became
eligible for federal assistance under the provisions of the
Vocational Education Act of 1963.} The provision of federal
ald for furniture, equipment, and teachers' salaries made
posslble vocational office tralning that had been economically
unattainable before.

\/The importance of vocational office training is shown
by the fact that one year after high school graduation, 70
per cent of the young women and over 10 per cent of the young
men are employed in office oocupatlons.2 By 1968, only five
years after the 1963 act, the VOE program was the second
largest of the vocational education programs. There were
approximately twe million people in offlce education in the

United States in 1968.3

lupne Vocational Act of 1963 and Suggested Lines of Action
Relating to Vocational Education for Business and Office Occuw
pations," a special report by the Policies Commission for Busle
negs and Economlic Education, Business Education Forum, XVIII
(January, 1964), 30-31.

ZLouise Price, Area Supervisor, VOE, Denton, Texas,
"Developing a Vocational Office Education Unit," printed
materlials distributed in VOE workshop in Denton, Texas, 1968,
P @

3Everett We Fuller, Director, VOE, Texas, material pre-
pared for the Fourth Annual Vocational Office Education
Teaoher-Training Conference, Houston, Texas, 1968, Pe 26

30
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N The VOE program is a combination of courses and practical
experiences organized into programs of instruction "to provide
opportunities for persons to prepare for and achieve career
objectives in offilce oocupatlons."u "The over=all purpose
of education for office occupations 1s to provide individuals
with skills and abilities to meet looal, state, and natlional
needs for office workers."

*"Office ococupations laboratorlies are innovative approaches

6
to the world of office work." Going beyond the traditional
educational methods, such classrooms seek to shorten the
bridge between school and work. The VOE class was conceived
a8 a finishing course in offloce work.
The VOE program 1s designed to prepare students

for employment in clerical office work, including the

areas of general ¢lerical, bookkeeping, and stenographiec

skills. Tralning will be given in operation of the

varlous office machines, such as duplicating, adding

and calculating, posting, and transcribing machines.

Subject areas will include business English, business

math, record keeping, filing, personality development,

grooming, oleriaal typing, and job appllcation.

VOE=~-=2 credits. .

\Orsanization of Belton VOE

Prior to the 1968-69 school year, Belton High School,

located in Belton, Texas, had offered the following commercial

subjJects:s shorthand, bookkeeping, Typing I, and Typing II.

¥1p1d., pe 3 5Ibide, Pe 2e

6Arnold Jacobson and Bruno Zachary, "Office Ococupations
Laboratory,” The Balance Sheet, L (January, 1969), 209,

7Handbook, Belton High School, Belton, Texas, 1968, P. 13.
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In the spring of 1968, the school was approved and funded for
a vocational office education programe A teacher was hired
early 1n‘June, and plans were made and purchases arranged
during the summer months.

"The model office must oreate the office atmosphere 1in
fact as well as in the mind of the stndent."a Furniture and
equipment purchased, therefore, were representative of the
furnishings found in the Belton-Temple business community.
All office furniture purchased was manufactured in a Belton
manufacturing plant. The furnishings included an L-shaped
office manager's desk for the teacher, a receptionist's desk
to be placed near the entrance to the room, and elighteen
typing desks for the students. Two large tables were built
along one wall of the room, one for the two duplicating
machines and one for the three adding and calculating machlnes.
Two padded swivel chairs were chosen for the office manager‘'s
and receptionist's deska. The students® desks had eilghteen
plastic swivel chalrs, and the work tables had six straight
plastic chairs.

The VOE room was a converted classroom which already had
a large storage cabinet for small supplies. A large storage
unit was also designed by the teacher to hold dailly work and
textbooks. The top half of the cabinet consisted of forty-
five letter-size slots, five across and nine down. Each slot

was labeled with a student's name and became the place where

8acobson and Zachary, ope cite, pe 209,
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her folder and daily work was kept. The bottom half of the
cabinet consisted of large shelves with cabinet doors; this
sectlion was used to store workbooks and textbooks.

The equipment purchased included ten electrlic typewriters,
three of which were Selectrics; four transceribing machines,
one of which was a combination dilctating=-transcribing unit;
one mimeograph machine; one spirit duplicator; one ten-key
adding machine; two printing calculators; and one posting
machine., Usually, only schools located in a metropolitan
area are allowed to purchase a posting machine for a VOE
program, However, because the community survey conducted by
the Belton VOE teacher in the summer of 1968 indicated that
a large number of Belton and Temple firms owned posting
machines, Belton High School was approved for the purchase
of thls type of machine.

The converted classroom had a strip of electrical outlets
at table height across one side of the room. The machine tables
were bullt along this walle For the operation of the type-
wrlters and transoribers, strips of outlets were placed across
the length of the room on the floor on opposite sides of the
room. The desks and machines were arranged into "departments,"
including the Typing Department, Transcribing Department,
Filing and Duplicating Department, and Calculating Department.
The office manager's desk was located in the center of the

floor toward the back of the room. From this point, the
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teacher had an over-all view of all activities in the room

and had easy accessibility to all departments.

Selection of Students for 1968=69

For the first year of VOE, all students who signed up to
teke the course were allowed to enter VOE if they had com-
pleted one year of typewriting and would be seniors the
following year. The princlpal spoke to the Jjunlor students
in the spring of 1968 and explalned the new program. During
August, the VOE teacher met with the students and further
explained the program. The teacher-coordinator spent the
months of August and September seeking part-time office Jobs
for the students.

In September, the students were given clerical aptitude
tests and typing tests to determine their abllities. The
clerical aptitude tests were mlmeographed tests used by a
local business firm and included general vocabulary, mathematiocs,
and reasoning ablility. The teacher then tried to match the
abllity of the student to the requirements of the Jjob. During
the 1968~69 school year, fourteen students were in the coop-
erative work program and worked three or more hours a day in
a Belton or Temple business firm. Ten students were in the
laboratory program and spent an hour a day in further VOE
training or in working in a school office for practical exper-
ience. All students in both programs were in the VOE class

an hour a day and received the same basic instruction.
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Publicity for the New Program

The first contact between the new VOE program and the
Belton business ocommunlity was the pillot study conducted by
the VOE teacher in June of 1968, At that time, the teacher
explained the new program to the employers of the ten selected
firmse In order to introduce the new program to a.larger
number of Belton businessmen, the VOE teacher spoke to the
two Belton service clubs, the Llons Club and the Rotary Club,
in September of 1968, At a luncheon meeting of each of the
two clubs, the teacher spoke about the purposes, set-up, and
operation of the VOE program. The businessmen receilved the
program enthuslastically and offered to help in any way they
coulde Throughout the 1968-69 school year, some of then
offered advice in setting up the program, some offered to
conduct tours of their plants for the VOE classes, and others
provided part-time jobs for students enrolled in the program.

The local newspaper, the Belton Journal, was also very

cooperatlve in publiclzing the new program, The paper
published a number of storles explaining the program at the
beginning of the year and deseribing its activities through-

out the year.

bCurriculum of the VOE Program

The class experience for both the cooperative work

program and the laboratory program was basiocally the same,
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Several weeks were spent in lecture and problem solving, but
the majority of time was spent in an atmosphere of an offlce
at work. The classroom was dilvided into departments, and
each student spent approximately six weeks in each department.
At the beginning of the year, the teacher opened the
class with a unit concerning job applicatlion and grooming,
since most of the students would have to be lnterviewed for
a part-time clerical posltion as part of the VOE program,
Qualities emphasized during this unit included the items
listed by Belton employers in the pilot study conducted during
9

the summer., During the next four six-weeks periods, the
classes were on a rotation schedule. Most of the days were
spent on Jobs on the various machines, with occaslonal days
devoted to business mathematics problems, business English
worksheets,; or business ethics records and problems,

Before beginning the first rotation unit, the teacher
explained and demonstirated each of the machines to the entire
class. Then she started the groups on their particular
machines. The students who held part-time jobs were started
on machlines that they would be expected to use early on their

Jobs. After the students had learned the basic operations of

the machines, they were given lists of all the jobs they were

9Gay1e Re. Crain, "A Survey of Hiring Procedures and Job
Requirements for Beginning Clerical Workers in Selected Firms
in Belton, Texas," unpublished research paper, Department of
Business Education, School of Business Administration, North
Texas State University, Denton, Texas, 1968.
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to complete on esach of the machines., The students cheoked
the 1list for each day's Jjobs and then recorded their scores
when the graded papers were returned.

From that point, there was more of an employer-employee
relationship than of a teacher-student relationship. During
a rotation perlod, the students came to slass each day, set
up thelr machines and materials, and began work. The teacher,
functioning as the offlce manager, coordinated activities
and helped with individual problems. After being tested at
the end of the rotation, the students helped the teacher in
showing the next group of students how to operate the machines.
Since the entire class had seen the teacher demonstrate all
machines earlier, the familiarization period took only one
or two class periods each six weeks. On each rotation,
the students' assignments involved less training and more
doing as they progressed untll they were ready to begin
work on a new machine.

The materlals selected for class use on machines were
practical and realistic rather than repetitive. Instead of
simply performing the basic operations on the calculator,
for example, the students figured payroll sheets, mark-up
on merchandise, and discounts. Instead of copying letters
from a typing book, the students in the typing rotation
recelved information and composed their own letters in
response. Students in the duplicating section often typed

and duplicated materials for teachers in other departments
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of the school and, therefore, were doing actual work rather
than "busy" work.

The last six weeks period included a review of buslness
mathematics and business English, a brief research paper, and
a brief review unit on job application. During the last unit,
each student was required to turn in a complete personal data
sheet to be retained in the teacher's permsnent files for
future reference and job recommendations, At the end of
the term, school regulations required only those students
with an average of less than 85 per cent to take the compre-
hensive final examination.

The VOE program should equlp students with salable skills,
both intellectual and manipulative, and should give them a
"base of occupational experience that will add relevance and
adaptabllity to thelr vocational goal achievement.“lo The
VOE teacher must be sensitive to the performance standards
of employers.and, correspondingly, to‘the students' needs for
Job placement. Curriculum development, therefore, is an ende
less line of planning, application, evaluation, revision,
application, evaluation, and so on. The Belton VOE teacher,
therefore; planned to do further study in business education
workshops and to revise the VOE curriculum whenever more

efficlent teaching methods or materials were found.

10Gordon I. Swanson, Howard F. Nelson, and Warren G.
Meyer, "A Conceptual Framework," American Vocational Journal ,
XLIV (March, 1969), 24,
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Office Education Assoclation Actlvities

Every VOE student in Belton High School automatlcally
becomes a member of the Office Educatlion Associatlon on the
local, state, and national levels. The Belton High School
VOE students had a number of OEA activities during the
1968-69 school year., At Christmas, the students held an
open house in the VOE room and invited employers, faculty
members, and adminlstrators. Coffee and homemade cookies
Wwere served to over sixty guests. As a Christmas project,
the students collected camxed foods, clothing, toys, and a
Christmas tree. These ltems were taken by the students to
a low-income Belton family with eight children.

In January, the OEA published a student directory,
which contailned the name, address, and phone number of every
gstudent in school, The directories also contailned original
cartoons depicting various groups in schools.

In PFebruary, the OEA sold origlnal, personalized
valentine cards to students, faculty members, and administrae-
tors. Also in Pebruary, the association held the first
annual employer appreciation banquet. Fifty-two people were
present, including the students, their employers, and school
administratorss The VOE coordinator introduced special guests
and then introduced each student, who in turn introduced her
employer. A charm was presented to Miss OEA and to the first
and second runners-up. The students had voted earlier in the

month for Miss OEA on the basis of ability, attitude,
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personéllty, and performance at school and on the Jjob. The
identity of the three finallsts was kept secret until the
night of the banquet.

An Area VOE Contest was held in Houston on February 28
and March 1, 1969. The teacher, seven students, and one
parent attended. The students entered the areas of tran-
scribing, business math, record keeping, spelling, ten-key
adding machines, and job application. The student entered
in the job application contest was rated first in her section
durlng the first round of tryouts. In the finals, she placed

seventh out of forty contestants.

Selection of Students for 1969-70

Curriculum planners should "thoroughly investigate the
nature and qualifications of those for whom the instruction
is planned. The student must be able to react and respond at
an acceptable level to the instruction provided."11 The VOE
teacher, therefore, carefully screened the fifty-one applicants
for the 1969-70 school year to be sure that they could benefit
from the VOE curriculum. '

In the spring of 1969, the VOE teacher held a meeting of
all junior students interested in signing up for the VOE course '
during the next school year. She explained the nature of the

Program and the requirements for enrollment. Students were

11Ga L. O'Kelley, Jr., "Curriculum Planning, a Consuming
Demand," American Vocatlonal Journal, XLIV (March, 1969), 31.
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asked to fill out and return applicatlion blanks for admlittance
to the programs At the bottom of the form was the following
statementsl2

If you enter the VOE program, will you do your

very best to be present in class and at work, to do

all work to the best of your ability, to maintain an

acceptable personal appearance, and to represent the

program well at all times at school, at work, and in

the oommunity?

The statement was followed by a blank in which the students
were to answer yes or no and a blank for the students®
slgnature.

The VOE coordinator took the names of the fifty-one
interested students and checked them as to ability, attendance,
attitude, and appearance. Of the applicants, forty-one were
accepted into the program, The ten students who were not
accepted had either extremely poor attendance records, ex-
tremely poor attitudes toward school work, or. an occupational
intent other than the field of business.

In April, the VOE students held a breakfast meeting for
the next year's students and gave talks about the varlous
areas of VOE and OEA. The talks concerned the VOE class ltselfr,
the reglonal contest, having a part-time Job, OEA activities,
and prlde in being a VOE student. Of the forty-one students
approved for the 1969-70 school year, forty were girls and

one was a boy.

12Application form devised by Gayle R. Crain, VOE

Teacher-Coordinator, Belton High School, for the 1969=70
school year, Belton, Texas, spring, 1969.
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Evaluation

The employers® response for the first year of VOE was
enthusiastic. Office jobs were provided for fifteen students,
and additional businessmen stated that they would have hired
students if they had known about the program in time to include
the salaries in their budget. Many businessmen stated that
although they did not have the facilities to be able to utillze
a VOE student, they thought the program would be an asset to
the community. The businessmen's opinion of the program was
further indicated by the fact that a number of businessmen
began calling the VOE teacher in the spring of 1969 concerning
employing the students upon their graduation in May.

Student reaction to the program was also good. Thirty
students signed up for the first year, and the number of
applicants increased to fifty-one the second year.

The following evaluation questionnaire on office practice
was appllied by the VOE teacher to the Belton High School VOE
programs |

The content of this subject 1s specifically concelved

to 1include an understanding of office procedures,

indexing and filing techniques, general clerical in-

formation, and a working knowledge of machines commonly
found in the business office.

YES NO

1. At least one year of typewriting is a
prerequisite for offlce practice.

1
3Will1am Selden, Robert D, Edwards, and Kenneth A. Swatt,

"Evaluating a Business Education Program,"” The Balance Sheet,
L (March, 1969), 298-99,
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2. The use of reference books (telephone
directory, city directory, zlp code dlirec-
tory, secretary's handbook, dictlonary, etc.)
is part of the instructlon.

3. A unit on job information, application
forms, letters, interviews, and employment
testing is included.

L4, Pupils are oriented about business
conduct and grooming, and the necessity of
cooperation with fellow-workers is empha-
sized.

5. Puplls are given instruction in the
handling of mall, the use of the telephone
and telegraph services, and the handling
of travel arrangements.

6. Pupils' classwork is evaluated similar
to on-the=job work performed by beglinning
office employees.

7. A short "offlce staff" meeting (includ-
ing teacher and all pupils) is held periodi-
cally to discuss quality of work, organlzae-
tion of work, room appearance, and other
matters that can be discussed in a group
neeting.

8. Enough machines are housed in the office
practice room so that each pupil has a
machine to operate when the class is con-
cerned with this type of work.

9« The transcribing machines are located
as far away from the other machines as
possible to insure the greatest degree of
quletness,

10, There is a rotation plan of organizatlion
whereby each pupll operates a machine for
a stated period of time,
For each of the ten questions in the above checklist, the
Belton VOE teacher was able to answer yes. In its filrast year
of operation, therefore, the VOE program met the standards set

by business educators for a simllar course.
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A study by Purser in 1966 reported the strengths of VOE
programs listed by coordinators in Texas schools. The Belton
VOE coordinator felt that the following strengths llsted by
Purser were among the most important aspects of the new Belton
programol4 From the wvlewpolint of the student, the VOE pro=
gram offers on~the-~job training and experience, alds the
student in seeking and holding a Job, glves training in the
student's area of interest, alds the student financially, gives
the student the opportunity to gain self-confidence in working
with the publie, provides motivation and student interest,
glves the student an overview of a career in office work,
provides classroom training with job reinforcement, gives the
' student an opportunity to mature and learn responsibility,
and alds the student in the transition from school to job.

From the viewpoint of the school, VOE promdtes good
public relations and keeps potential dropouts in school.

From the viewpolnt of the community, the program provides
part-time office help and offers it at.a reduced rate since
the students in the program may legally be paid three-fourths
of the minimum wage requirement for a job. Thus, the VOE
progran 13 beneflcial to all those involved, including the

students, the school, and the community.

1“Joyoe Purser, "A Study of the Vocational Office Educa-
tlon Programs in Texas Secondary Schools, School Year 1965«
1966," unpublished research paper, Department of Business
Educatlion, School of Business Administration, North Texas State
University, Denton, Texas, 1966, ppe. 82~8i.



CHAPTER 1V
SURVEY RESULTS AND COMPARISONS

To ald in the development of the units to be included
in the new VOE program, the Belton coordinator conducted a
survey at local business firms. In order to determine the
hiring procedures and job requirements for beginning cleriocal
workers in Belton and Temple, Texas, interviews were held
with employers of twenty-five firms in each of the two cities.
Belton 18 a small town in Central Texas with a population of
approximately 9,000 people. Most of the business firms are
located in the downtown area, which also includes the city
offices and the offices for Bell County. Temple, which is
located approximately eight miles from Belton, 1s & city of
approximately 34,000 people. The downtown area covers approxi-
mately four square blocks, and a number of firms are located
in shopping centers throughout the city.

A pilot study, conducted in June of 1968, was based on
a Judgment sampling of ten selected business firms in Belton,
Texase Twenty-five additional Belton firms and a random
sampling of twenty-five Temple firms with more than twenty=-five
employees were included in the present study. Data were
colleocted through personal interviews with the employers of

the fifty firms.
ks
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The survey was conducted during the 1968-69 school term,
including the months of September through April. All fifty
of the surveyed firms were very cooperative in supplying the
requested information. The data received from the interviews
were grouped into the followlng categorlies: classifications
of olerical workers, sources of applicants, general employment
requirements, standards of employment and testing, use of
part-time employees, and characteristics consldered most

desirable in clerlical workers.,

Classifications of Clerlcal Workers

The business firms interviewed included a wide range 1ln
the number of full-time clerical workers employed. As would
be expected, the larger firms were found in Temple, the
larger of the two citles. The twenty-five Belton firms
employed a total of 90 workers, and the twenty-five flirms
employed a total of 410 workers. In Belton, one firm employed
twenty-nine clerical workers, three firms employed six, two
employed five, and the rest of the firms employed three or
fewer clerical workers. In Temple, one firm employed 148
clerical workers, and the rest of the firms employed 49 or
fewer such workers. Five of the twenty-five Temple firms
employed more than twenty-~five oclerical workers. The number
of clerical workers employed by the Belton and Temple firms
is indicated in Table III, page 47.
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NUMBER OF CLERICAL WORKERS EMPLOYED BY SELECTED
BELTON AND TEMPLE FIRMS, 1968-69

Number of Clerical Number of Firms

Employees in Firm Belton Temple Total

148 . o 1 1

L9 o . 1 1

Ly T 1 1

35 « . 1 1

29 1 o . 1

28 ® ) 1 1

22 .o 1 1

12 * 1 1

1l - 1 1

9 o o 1 1

8 o o 1 1

6 3 1 L

5 2 1 3

4 1 2 3

3 3 6 9

2 5 2 7

1 10 3 13

Total 25 25 50

Job Classgifications of Belton Firms

The firms surveyed were asked to 1list the different

classifications of clerical workers employed in their offices.

The type of clerical worker employed by the most firms in

Belton was the clerk-typist, which was listed by ten of the

twenty-five firms surveyed.

firms, and the secretary was listed by six firms.

The bookkeeper was listed by nine

All other

classifications were listed by four or fewer firms. Of the
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ninety‘clerical workers employed by the twenty-five firms,
thirty-nine were clerk-typists, fourteen were bookkeepers,
eleven were cashiers, and seven were secretaries., The other
Job titles were held by five or fewer employees. Each job
title listed, the number of firms using the title, and the
total number of employees in the firms who had the title are

indicated in Table 1V, page 49.

Job Classifications of Temple Firms

The type of clerical worker employed by the most firms
in Temple was the bookkeeper, which was listed by sixteen
firms. The oclerk-typist was employed by twelve firms, the
secretary by nine firms, the receptionist by eight firms,
and the executive secretary by seven firms. All other
classiflcations were employed by four or fewer firms. Of the
410 clerical workers employed by the twenty-five Temple firms,
218 were clerk-typists, 57 were bookkeepers, 48 were secre-
taries, 17 were tellers, 16 were cashlers, 14 were executive
secretaries, and 12 were general office clerks, The other
Job titles were held by six or fewer employees. A complete
list of Job titles is contained in Table IV, and the per-
centages are indicated in Table V, page 50,
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TABLE V

PERCENTAGES OF SELECTED BELTON AND TEMPLE BUSINESS
FIRM3 USING LISTED JOB CLASSIFICATIONS, 1968-69

Job Title* ~ | Per Cent of Firms Using Job Title
Belton Temple Total
Bookkeeper 36 64 50
Clerk-Typist 40 438 4y
Secretary 24 36 30
Receptionist L 32 18
Executive Secretary .« 28 14
Clerk-Stenographer 16 8 12
Receptlonist and Clerk- 12 12 12
Typist
Cashier 8 12 10
General Office Clerk . o 16 8
Machine Operator b4 8 6
Receptionist and Clerk= L L 4
Stenographer
Secretary-Bookkeeper o« o 8 4
Teller e o 8 4
Typist 8 e @ L
Receptionist-Secretary o« o L 2
Receptionist-Stenographer o b 2
Secretary-Dispatcher 4 o« . 2

*Items are listed in numeric order according to the total
percentage of business firms using the Job title,
Sources of Appliocants
The firms surveyed were asked from what source they
obtained most of their applicants for clerical employment.,
Most of the firms listed more than one main source of appli=
cants: Of the twenty=-five Belton firms, fourteen obtained

most of their cleriocal workers through a file of previous
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applicants. Five firms used newspaper advertising, five
considered recommendations of present employees, three used
a private employment agency, one used a public employment
agency, one contacted business schools, and one asked other
firms whether they knew of any good applicants,

Of the twenty-five Temple firms, fourteen used the
publlic employment agency in obtailning applicants for clerical
positions, twelve firms had a file of previous applicants,
nine used newspaper advertising, elght contacted a private
employment agency, and three considered recommendations of
present employeese.

A total of twenty-six firms kept a file of previous
applicants, fifteen checked with a public employment agency,
and fourteen used newspaper advertising. It would be practical,
therefore, for a high school graduate to leave a data sheet
and applicatlion blank with selected firms, to register with
the public employment agency, and to watoh the local newse

paper advertlsements for Job openings.

General Employment Requirements
The general employment requirements included minimum

education and previous experlence required.

Minimum Education
Of the twenty-five Belton firms surveyed, two had no
minimunm education requirement, and one required either edu-

cation at a business college or two years of ocollege. The
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remalning twenty-two firms required a minimum of a high school
education. Of these twenty-two firms, however, one flrm
stated that it preferred persons with one or two years of
college education.

Of the twenty-five Temple firms, two had no minimum
education requirement, one requlred business college or two
years of college, and one required elther business college or
& high school education plus experience. The remalning
twenty-one firms required a high school education. One of
the twenty=-one firms requiring a high school education pre-
ferred a business college education.

A total of forty-three firms, or 86 per cent of the
Belton and Temple firms surveyed, required a high school
education for clerical workers. The Ginder study, in com-
parison, found that over three-fourths of the respondents

1
required a high school diploma, 3

Previous Experience

When asked whether previous experience was necessary
for the beginning office worker, five of the Belton firms
surveyed replied that it was required, and one firm replied
that the requirement depended upon the amount of education

the applicant had. Nineteen Belton firms stated that

150harles E. Ginder, "Businessmen Questioned on Amount
of Training They Expeoct Beginning Clerical Workers to Have,"
Office Executive, XXXV (November, 1960), S54=55.
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experlence was not required, but five of these firms added
that they did prefer experienced workers.

Of the twenty-five Temple firms, eleven required previous
experlence of all thelr clerical workers, one firm required
1t of the secretary only, and one required it of the book=
keeper only. Twelve firms stated that experience was not
necessary, but six of these firms added that they preferred
experienced workers,

Only 20 per cent of Belton firms surveyed required pre-
vious experience of all clerical workers hired, but 44 per
cent either required or preferred experience. Of the Temple
firms, 44 per cent required experlence of all workers, and
76 per cent either required experience of some or all of their
workers or preferred it. A total of 60 per cent of Belton
and Temple firms required or preferred experience. Dodd,
in comparison, found that only 25 per cent of Dallas firms
surveyed in 1967 required experience of beginning office
workers.16 The difference 1ﬁ requirements i1s probably due
to the law of supply and demand. In smaller cities such asg
Belton and Temple, clericsal Job openings are limited, and
there are usually a number of applicants for each opening,

Business firms, therefore, can be very selective in hiring.

16D1ane B. Dodd, "A Comparison of Employment Standards
for Beginning Typists, Stenographers, and Secretaries in
Selected Manufaocturing Firms in the Dallas Area," unpublished
research paper, Department of Business Education, School of
Bus;gess. North Texas State University, Denton, Texas, 1967,
Pe .




54

The fact that 60 per cent of Belton and Temple firms
surveyed elther require or prefer experlence 1ls significant
for high school graduates seeking initlial oclerical positions.
Vocational Office Educatlion students in the cooperative work
program, however, have the advantage of nine months of parte
time office experlience when they graduate from high school,
VOE students in the laboratory program have an advantage over
the other high school graduates because they have completed
intensive tralnling on various offlce machines, in office
procedures, and in business ethics. In addition, the laborae-
tory students have completed an hour a day as school office

asslstants in order to galn some practical experience.

Standards of Employment and Testing
The partlcipating Belton and Temple firms were asked
to disclose the standards for the different office positions
in thelr companies and the methods used in determining whether
the Jjob applicants possessed the abilities required to meet

these standards.

Methods of Determining Abilities
Of the twenty-five Belton firms, twenty-two considered

recommendations from previous employers, seven accepted the
word of the applicant, three administered tests, two used a
trial period, and one acocepted the grades of the applicant,
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Of the two firms using a trial perliod to determine abllities,
one used a one=week perlod and the other used a six-weeks
kperiod.

Of the Temple firms surveyed, twenty-two considered
recommendations from previous employers, ten administered
tests, five accepted the word of the applicant, and three

used test scores obtalned by the employment agencye.

Typewrlting Requirements
The fifty participating firms were asked whether they

adminlstered a typing test to applicants for clerical positions
and what standards of performance they had for these workers.
They were also asked to llst the kind of typewriter their
employees used.

Typewriting requirements of Belton firms.--Of the twenty=-
five Belton firms, twenty-two did not administer a typing
test, one gave a production test, and two gave a timed writing.
All three firms giving typing tests gave a five-minute test
to applicantse None of the three firms had a specific maximunm
number of errors allowed on the test. One firm deducted one
word for each error on the tests, and the other two deducted
ten words per error. Two firms used a manual typewriter for
the test, and one firm used an electrio typewriter,

When asked to specify minimum typing speeds required,
seventeen Belton firms replied that they had no minimum require-

ments Six of these seventeen firms added that they preferred
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accuracy to speed. The other elight firms did have specific
minimunm speeds required for one or more clerical employees.
The lowest minimum speeds required were 30 to 40 net words a
minute, required of the typists and secretarles by one firm,
and 40 net words a minute, required of the clerk-typlsts by
a second firme. The receptionist and clerk-typist in one

firm was required to type 50 gross words a minute, and the
clerk-typists and clerk-stenographers in another firm were
required to type 50 net words a minute. One firm required
the typlists and clerk-typists to be able to type 60 net words
a mlnute, and a second firm required 60 net words a minute
of its clerk~-typists and clerk-stenographers. For secretaries,
one firm required 50 to 60 net words a minute, and a second

firm required 60 net words a minute.

Two Belton firms required a typing speed of 40 words
a minute, two required 50 words a minute, and four required
60 net words a minute. Ginder, in comparison, found that
a majority of San Franocisco firms required a typing speed of
50 neﬁ words per minute on a five-minute test when ten

words were deducted per error.

Of the Belton firms, thirteen owned only manual type-

writers, slx owned only electric, and two owned only Selectric

17Ginder, Oop. cit.

St
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typewriters. One of the six firms with all electric typewrlters
owned a Selectric. One firm owned all electric typewriters
except for one manual, one owned all manual except for one
electric, one owned both manual and electric typewriters, and
one new firm d4id not own any typewriters at the time of the
interview.

Iypewriting requirements of Temple firms.-~O0f the twenty-

five Temple firms surveyed, seventeen did not administer a
typing test, seven gave a production test, and one gave a
timed writing. Of the eight firms glving typlng tests, two
gave ten-minute writings and six gave five-minute writlings.
Three of the firms did not have a maximum number of errors
allowed but compared papers of clerical applicants. One firm
had no maximum number of errors for general clerical workers
but allowed only three errors for secretarial appl}cants. of
the remaining three firms giving tests, one firm allowed ten
errors on a ten-minute test, two allowed five errors on a five=
minute test, and one allowed five erfors on a ten-minute test.
Three firms deducted one word per error, one deducted ten per
error, and one did not deduct any words for each error. For
the typing test, one firm used a manual typewriter, six used
electric typewriters, and one used a Selectric,

When asked to specify minimum speed requirements, seven-
teen firms replied that they had no required speed for typing.
The other eight firms had requirements ranging from 40 to
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60 net words a minute. For clerk-typists, two firms required

LO net words a minute, one required 45 gross words a mlnute,

and two required 45 net words a minute. For clerk-~-stenographers,
one firm required 60 gross words a minute, and one required

60 net words a minute. For secretaries, one firm requlred

40 net wdrds a minute, two required 50 net words a minute, one
required 60 gross words a minute, and one required 60 net

words a minute., One firm also required 60 net words a minute

of its executive secretaries. 4 total of six firms required
typing speeds of 40 to 45 words a minute, two required 50 words

a minute, and five required 60 words a minute.

Of the twenty-five Temple firms, elght owned only manual
typewriters, eleven owned only electrics, one had only
Selectrics, and five owned both manual and electric type=-
writers. Whereas a majority of Belton firms owned manual

typewriters, a majority of Temple firms owaed electrlic type-

writers.

Shorthand Reguirements
The fifty participating firms were asked whether they
required clerical workers to be able to take shorthand. If
the firms did require shorthand, they were also asked whether

they gave a shorthand test to applicants and whether they had

a minlmunm speed requirement,
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Shorthand regquirements of Belton firms.--Eighteen of the

Belton firms stated that they did not requlre shorthand, but
three of these firms added that they did prefer 1t. Of the
seven firms requiring shorthand, three firms required it of
the clerk~-stenographers, and four required it of only the
secretaries. Three of the seven firms did not administer a
shorthand test, and four of them did glve a five-minute test
to applicants. All four firms gave a test that consisted of
the dictation of letters. Two firms did not have a specifioc
number of errors allowed on the test, one firm allowed five
errors on the test, and the remaining firm required a malle
able copye

When asked to specify the minimum speed requlrement for
shorthand, five of the firms stated that they had no minimum
but preferred accuracy to speed. One firm specified 65 words
& minute as the requirement for secretarles, and the remain-
ing firm specified 90 to 120 words a minute as the requirement
for secretaries. In comparison, Dodd found that Dallas shortie
hand requirements ranged from 60 to 120 words a minute.l

Shorthand requirements of Temple firms.--Twelve of the
Temple firms did not require shorthand, and thirteen did have
the requirement. Clerk-stenographers were expected to be

able to take shorthand in two of the firms, secretaries in

8
1 DOd.d. ODe clte
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eight firms, executive secrebarles in five firms, and the
receptionist-secretary in one firm. Of the thirteen flrms
requiring shorthand, ten did not adminlster a shorthand test.
Of the three giving tests, one gave a three-minute test, and
two gave a flve-mlnute test. All three firms gave a test
that consisted of the dictation of letters. Two flrms had

no maxlmum number of errors allowed on the test, and one firm
allowed three errors per letter. Eleven of the firms did not
have a minimum speed requirement for shorthand, and two firms
required 60 words a minute of its secretaries. Ginder, in
comparison, found that San Franclsco shorthand requirements
ranged up to 90 or 100 but that the majority of responding

19

firms required 80 words a minute.

Offlce Machines

The respondents in both citles were asked whether they
required beglnning clerical workers to be able to operate office
machines other than typewriters. They were also asked to list
the number of the different kinds of office machines they

used in their firms.

Office machines Ain Belton firms.--Of the twenty-five

Belton firms, nineteen dld not require beginning office workers
to be able to operate office machines other than typewriters.

Of the six firms that did have‘this requirement, five firms

19Ginder. op. cit.
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requirédthér clerk-typlsts to be able to operate other machines,
and one firm required 1ts receptionist-dispatcher to be able
to operate other machlnes.

Typewriters were used by twenty-four of the twenty-flve
respondents at the time of the interview. The offlce machlnes
other than typewriters used most frequently by Belton flrms
were the ten-key adding machine, used by fifteen firms, and
the copler, used by ten firms. The full-keyboard adding
machine was listed by nine firms, the printing calculator by
eight firms, the posting machine by seven firms, and the
mineograph by five firms. Transcribing machines were used
by two firms, and the rotary calculator was listed by only
one firm. No firms reported owning a key~drliven calculator
or a spirlilt duplicator.

In the total number of machines owned by the twenty-five
Belton firms, the full-keyboard adding machine was reported
first with thirty-slix machines. The ten~key adding machlne
was second with eighteen machines, and the printing calculator
was third with sixteen machines.s The firms owned a total of
ten coplers, eight posting machines, five mimeograph machines,
and three transcribing machines. Only one of each of the
other kinds of machines was listed by the firms. The number
of firms using each kind of machine and the total number of

machines of each kind in Belton and Temple firms are indicated

in Table VI,
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Office machines in Temple firms.--O0f the particlpating

Temple firms, sixteen stated that they did not require begin-
ning éffice workers to be able to operate office machines
other than typewriters, but four of these firms added that
they preferred a worker with such an ability. Of the nine
firms requiring the ablility to operate machines, eight firms
required this ability of the bookkeepers, three required it
of the clerk-typists, and one required it of the secretaries.

All twenty-five Temple firms owned typewriters. The
office machines other than typewriters used most frequently
by Temple firms were the printing calculator, used by eighteen
firms; the ten-key adding machine, used by seventeen firms
‘and the copler, also used by seventeen firms. The full-
keyboard adding machine and the transcribing machine were each
listed by nine firms, and the rotary calculator and the mimeo-
graph were each listed by six firms. Posting machines were
listed by three firms, and the spirit duplicator and the key=
driven calculator were each listed by two firms. Machines
listed by only one firm included an addressing machine, an
electronic calculator, an offset press, a multilith, and a
multigraph,

The types of machines used most frequently by Belton and
Temple firms were the full-keyboard and ten-key adding machines,

printing calculators, and transcribing machines. Gleasner,
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in comparison, also found that the office machines used most
frequently in Cedar Raplids, lowa, were the adding machines,
transcribing machines, and calculators.zo

In the total number of machines other than typewriters
used by. Temple firms, the ten-key adding machine ranked first
with elghty-nine machines, while the full-keyboard adding
machine was a close second with elghty-five machines. Seventy-
four transcribing machines and seventy-three printing cal=-
culators were listed. 4 total of twenty-two copiers was
reported, and twelve rotary calculators were listed. The
total number of all other kinds of machines owned was six or
fewer. A complete 1list of the office machines owned is

indicated in Table VI, page 64,

Bookkeeping
The participating firms were asked whether they required

a knowledge of bookkeeping of their beginning clerical workers.
Of the Belton firms, fifteen firms stated that they did not
require such knowledge, but five of these firms added that

they dld prefer it. Of the ten firms requirling such a knowledge,
three required it of the clerk-typists; three, of the clerk-

stenographers; one, of the dispatcher; one, of the bookkeepers;

zoFaye Renner Glessner, "A Survey of Selected Cedamr Raplds,
Iowa, Business Firms to Determine Job Opportunities for High
School Graduates," unpublished master's theslis, State College
of Iowa, Cedar Falls, Iowa, 1966, pe 90.
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one, of the bookkeepers and tellers; and one, of the bookkeepers
and clerk-typists.

Of the Temple firms, thirteen stated that they did not
require a knowledge of bookkeeping, but four added that they
did prefer such a knowledge. Of the twelve that required a
knowledge of bookkeeping, ten required it only of bookkeepers,
one requlred it of clerk-typists, and one required it of

general office clerks.

General Tests

The Belton and Temple firms were asked whether they
administered tests in the areas of intelligence, aptitude,
interest, personality, English, filing, spelling, mathematics,
or any other area. If they did give tests, they were asked
whether they gave standardized or company-devised tests,

General tests by Belton firmse.=-=-Twenty-four of the

twenty-five firms stated that they did not gilve a test in
any of the listed areas., One of the twenty~four firms stated
that 1t did give a handwriting test. The remaining firm
stated that 1t administered the Wonderlic Aptitude Test.21

General tests by Temple firms.--Fourteen of the twenty-

five Temple firms surveyed stated that they did not give any

1959)21E' Fo Wonderlic, Personnel Test (Northfield, Illinois,
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general tests. Of the eleven firms that did adminlster tests,
two gave company-devised intelligence tests, and four gave
company~devised aptitude tests. Of the standardized tests
23

given, the Occupational Interest Survey,22 SRA nonverbal

24
Wonderllic aptitude, Minnesota Clerical Test,25 Factored

26
Aptitude Series of perception and dexterity, and The Short
27

Employment Tests each were given by only one firm. Two

other firms reported using standardized tests, but the em-
ployers did not reveal the names of the tests. One of the
firms used an intelligence test; the other used an aptitude
test. In comparison, the few firms in San Francisco that
reported administering tests used the Wonderlic tests or

the Minnesota Clerical Test,

22G. Frederic Kuder, QOccupatdonal Interest Survey
(Chicago, 1959).

2
3Robert N. HMelMurry and Joseph E. King, SRA Nonverbal
Form (Chicago, 1949).

zqunderlic, Ope cit.

25Dorothy M, Andrew, Donald G. Paterson, and Howard P.
Longstaff, Minnesota Clerical Test (New York, 1959).

1956)25Joseph E. King, Factored Aptitude Series (New York,

27George K. Bennett and Marjorie Gelink, The Short
Employment Tests (New York, 1956).

28Ginder, op. cit.
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Use of Part-time Employees
The participating firms in both citlies were asked
whether they employed any part-time clerical workers. If
the firms did have part-time help, they were asked what
positions the part-time workers held and whether they were
students or adults. The firms were also asked whether they
would consider hiring a vocational office education student

if they needed a part-time clerical worker.

Use of Part-time Employees in Belton Firms

At the time of the interviews, nine Belton firms did have
part-time clerical workers. Seven firms employed part-time
clerk—tybists, one employed a part-time receptionist-
dispatcher, and one employed a part-time assistant cashler.
Four of the firms utilized adults for part-time help, four
used students, and one firm used both.

When asked whether they would consider hiring a high
school vocational office education student as a part-time
clerical worker, twenty-four of the twenty-five firms answered
that they would. Only one employer stated that he would not
hire a high school student for office work; the reason given

was that a hlgh school student does not stay with a firm long

enough.
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Use of Part-time Employees in Temple Flrms

At the time of the interviews, nine Temple firms employed
part-time clerical workers; three other firms had employed
such help in the past. Of the nine firms utilizing part-time
help, five employed such help as clerk-typlsts, three as
general office clerks, one as tellers, and one as bookkeepers.
Six of the firms used students as part-time office help, one
used adults, and two used both students and adults.

When asked whether they would consider hiring a high
school vocational offlce education student as a part-time
clerical worker, twenty~two of the twenty-five firms stated
that they would. One employer stated that he doubted that he
would hire a high school student because he preferred the
maturity of a college student. Only two firms stated that
they would not hlre a high school student for part-time officé
work. One of the firms stated that high school students are
not permanent and frequently move away when they finish school.
The other firm stated that 1t takes too much time to train an
employee and that a student i1s not able to be at work enough
time each day.

Characteristics Considered Most Desirable
in a Clerical Worker

Each employer interviewed was asked to list five of the
characteristics he considered most desirable in a clerical

worker. The traits were not ranked since the people who were
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interviewed named the tralts as they came to mind and did not

list and then rank the tralts.

Desirable Tralts Listed by Belton Firms

The desirable characteristic listed by the most Belton
filrms was a neat appearance, which was named by nineteen firms,
A pleasing personality and the ability to meet the public well
were each listed by ten firms. A4bility and honesty were
listed by nine firms; ability to get along with co-workers
was listed by elght; and wlllingness to work and initiative
were each listed by seven firms., Punctuality and regular
attendance were listed by six firms; and interest in work,

a good telephone volce, and accuracy were each listed by
 four firms. The other traits were each listed by three or
fewer firms. The number of firms listing each trait is
indicated in Table VII,

Desirable Tralts Listed by Temple Firms

The desirable characteristics listed by the most Temple
firms were a neat appearance, listed by fifteen firms; ability,
listed by thirteen; and a pleasing personallty and the ability
to meet the public well, listed by twelve firms each. Depend-
abllity and the ability to get along wlth fellow employees
were each listed by eight firms; honesty and the desire and
ability to learn were listed by seven firms; and willingness
to work was listed by six firms. All other tralts were listed

by four or fewer firms. A complete 1list of the traits named

by Temple firms is included in Table VII.
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CHARACTERISTICS CONSIDERED MOST DESIRABLE IN A CLERICAL
WORKER BY SELECTED BELTON AND TEMPLE FIRMS, 1968-69

Tralts Desirable in Belton Firmsi Temple Hirmsi Total Firms
a Clerical Worker Noo,! Per Centl No,|Per Centj No,|Per Cent
Neat Appearance 19 76 15 60 34 68
Pleasing Personality 10 Lo 12 48 22 Ly
Ability to Meet Public 10 Lo 12 48 22 Ll
Well
Abllity 9 36 13 52 22 Ly
Honesty 9 36 7 28 16 32
Ability to Get Along 8 32 8 32 16 32
with Co=Workers
Willingness to Work 7 28 6 24 13 26
Initiative 7 28 i 16 11 22
Dependability 2 8 8 32 10 20
Desire and Ability 3 12 7 28 10 20
to Learn
Punctuality and Regular | 6 24 2 8 8 16
Attendance
Accuracy b 16 2 8 6 12
Loyalty 3 12 2 8 5 10
Efficiency 1 L L 16 5 10
Interest in Work L 16 ¢ o .« o b 8
Good Telephone Voice 4L 16 . e . o L 8
Ability to Understand and 1 4 12 [ 8
Follow Directions
Perseverance 1 4 8 3 6
Neat Work 2 8 o o o« 2 L
Ability to Communicate 1l 4 1 2 4
with Others
Permanent Hesident 2 8 o o . oe 2 L
Good Health 2 8 . o o o 2 4
Common Sense 2 8 . . 2 L
Maturity 2 8 o o o o 2 L
Patience 1 4 1 b 2 4
Ambitious 1 L 1 L 2 L
General Intelligence 1 4 1 L 2 L
Ablility to Keep Matters | 1 4 1 L 2 4
Confidential
Legible Handwriting o« o o 2 8 2 4
Basic Knowledge o« o o« o 2 8 2 4
Energy 1 4 . o . o 1 2
Regularity of Church 1l 4 . 1 2
Attendance
Background . P — 1 L 1 2
Tact e » s 0 1 4 1 2
Quiet ¢ & ) 1 4 1 2
Cleanliness o o o 1 4 1 2
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The ten characteristics listed most frequently byéBelton
and Temple employers were a heat appéaranée. a pleasiné per-
sonality, the ability to meet the public well, abillty, honesty,
ability to get along with co-workers, willingness to work,
initiative, dependability, and the desire and abllity to
learn. Dodd, in the study of Dallas firms, found that the
ten desirable attitude and personallity tralts listed by the
greatest number of firms were grooming, ability to get along
with co-workers, accuracy, stability, 1lnitlative, responsi-
bility, cooperation, punctuality, adaptability, and willing-
ness to learn.

All twenty-five Belton employers listed five desirable
characteristics, making a total of 125. One Temple firm
listed only two tralts, and one Temple firm listed only three
traits, making a total of 120 characteristicse.

29D0dd. QRe Cite, Do 41,



CHAPTER V
SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS

As stated in Chapter I, this study was proposed to
determine the hiring procedures and job requirements for
beglnning clerical workers in selected firms in Belton and
Temple, Texas, during the school year of 1968-69, The
study specifically attempted to determine the minimum employ-
ment standards for clerical workers and the procedures used
in screening applicants for employment. The purpose of the
materlal was to complle data to assist in the development of
the unlts to be included in the curriculum for a vocational
office education program in Belton High School,

A questionnaire was devised and tested for the study.

A pllot study including a Judgment sampling of ten Belton
firms had been conducted during the summer of 1968, and the
remalning twenty-five Belton firms were surveyed for the
present study, Since twenty-five Belton firms were included,
a random sampling of a like number of Temple firms were used.
The data were obtained through personal interviews with the
fifty employers of the Belton and Temple firms. These data

were presented in Chapter IV,
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Summary of Findings

The summary of the main findings of this study includes
the followlng information:

1. The number of clerical workers in each firm varied
from 1 to 148, 1In Belton firms, the number varied from 1 to
29; and in Temple firms, the number varied from 1 to 148,

2. The types of clerical workers utilized most frequently
were the bookkeeper, listed by twenty-five firms; the clerk-
typist, listed by twenty-two firms; and the secretary, listed
by fifteen firms. Of the twenty-five firms employing book=-
keepers, nine were in Belton, and sixteen were in Temple.
0f the twenty-two firms employing clerk-typlsts, ten were
in Belton and twelve in Temple. Of the fifteen firms listing
secretaries, slx were in Belton and nine in Temple.

3. Twenty-six firms, including fourteen in Belton and
twelve in Temple, secured many of their clerical workers
through a file of previous applicants. Fourteen Temple firms
used a public employment agency to secure applicants, but no
Belton firms listed this source. Fourteen firms, including
five in Belton and nine in Temple, used newspaper advertising,
Eleven firms, inciuding three in Belton and eight in Temple,
contacted a private employment agency. Five Belton firms
and three Temple firms considered the recommendations of

pPresent employees.,
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4, TForty-three firms, including twenty-two in Belton
and twenty-one in Temple, required a high school educatlion
as the general minimum educatlon requirement. Two firms in
each city had no minimum education requirement, one firm in
each city required either two years of college or a business
college education, and one Temple firm required elther a
business college education or a high school education plus
experience,

5« Thirty-one of the fifty firms, including nineteen
in Belton and twelve in Temple, did not require previous
office experlence. Slxteen firms, including five in Belton
and eleven in Temple, dld require previous office experience,
' One Belton firm stated that the requirement depended upon
the amount of education the applicant had. One Temple firm
required experience of the secretary only, and one Temple
firm required it of the bookkeeper only.

6. Forty-four firms, twenty-two in each of the two
cltlies, consldered recommendations froh previous employers
in determining abilitles of applicants. Three Belton firms
and ten Temple firms administered tests. Twelve firms,
including seven in Belton and five in Temple, accepted the
word of the applicant. One Temple firm used test scores
secured by an agency, two Belton firms used trial periods,

and one Belton flrm checked the appllicant's grades in school.
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7. Only three Belton firms and elght Temple flrms admine
istered a typling test.

8. Only eight Belton firms had minimum typing speed
requirements, which varied from 30 to 60 words a minute.

Only elght Temple firms had mlnlmum typing speed requirements,
which varied from 40 to 60 words a minute. The remaining
thirty—fouﬁ firms stated that they had no minimum speed
requirement for typing.

9. Thirteen Belton firms and eight Temple firms owned
only manual typewriters; six Belton firms and eleven Temple
firms owned only electric typewriters. One Belton firm had
five Temple firms owned both manual and electric typewriters,
two Belton firms and one Temple firm owned only Selectrics,
one new Belton firm did not own a typewriter yet, one Belton
firm owned all manuals except for one electric, and one
Beiton firm owned all electrics except for one manual type-
writer,

10, Seven Belfon firms and thirteen Temple firms required
shorthand of one or more clerical employees.

11, PFour Belton firms and three Temple firms administered
shorthand test consisting of letter dictation.

12. Of the seven Belton firms requiring shorthand, five
had no minimum speed requirements and stated that they pre-
ferred accuracy to speed. One firm required 65 words a minute,

and the remaining firm required 90 to 120 words a minute,
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Of the thirteen Temple firms requiring shorthand, eleven
firms had no minimum speed requirements, and two firms
required 60 words a minute,

13. Nineteen Belton firms and sixteen Temple firms did
not require previous experience in operating office machlnes
other than the typewriter. The remaining firms required
previous experience of bookkeepers, clerk-typists, and
secretaries.

14, Typewriters were the office machines‘used most fre-
quently by the fifty Belton and Temple firms; only one
Belton firm did not own a typewriter'at the time of the survey.

15. Other than the typewriter, the office machine used
most frequently was the ten-key adding machine, which was
listed by a total of thirty-two firms, including fifteen in
Belton and seventeen in Temple. The copler was listed by
twenty-seven firms, lncluding ten in Belton and seventeen in
Temple; and the printing calculator was listed by twenty-six
firms, including eight in Belton and éighteen in Temple. The
full-keyboard adding machine was listed by eighteen firms, half
of which were in each city.

16. In the number of machines used, the full-keyboard
ranked first with 121 machines, 36 in Belton and 85 in Temple.
The ten~key adding machine ranked second with 107 machines, 18
in Belton and 89 in Temple. The printing calculator was third
with 89 machines, 16 in Belton and 73 in Temple; and the
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transcribing machine was fourth with 77 machines, 3 in Belton

and 74 in Temple.

17, Ten Belton firms and twelve Temple firms required a
knowledge of bookkeeping. In addition, five Belton firms
and four Temple firms that did not have the requirement did
prefexr that workers have such a knowledge.

\18. One Belton firm adminlstered an aptitude test; the
remaining twenty-four firms 4id not administer any general
tests. Eleven of the twenty-five Temple firms administered
tests. TFour firms gave company-devised aptitude tests, and
two gave company-~devised lntelligence tests. One firm gave
a standardized interest test, one gave a standardized intelli-
gence test, and five gave standardized aptitude tests,

19, Nine Belton firms and nine Temple firms employed
part-time clerical workers at the time of the survey. Three
additional Temple firms had utilized part-time help in the
past.

20. Four Belton firms used adults for part-time clerical
help, four used students, and one firm used both adults and
students. Six Temple firms used students, one used adults,

and two used both students and adults.

Y

2l. Twenty-four Belton firms stated that they would con-
sider hiring a VOE student for part-time clerical help. Only

one employer stated that he would not hire a student.
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Twenty-two Temple firms stated that they would consider hiring
a VOE student. Two firms stated that they would not hire a
student, and one employer stated that he probably would not
hire a student.

Y 22, The six most desirable traits in a clerical worker
according to frequency of listing were a neat appearance,
named by a total of thirty~four firms; a pleasing personality,
the abllity to meet the public well, and general clerical
abllity, all listed by twenty-two firms; and honesty and the
abllity to get along with co-workers, each listed by sixteen

firms.

Hypotheses

Based on the findings of this study, all of the hypo-
theses were accepted. It was hypotheslized that most firms
in Belton and Temple would use methods other than testing in
screening applicants for employment. Since only three Belton
firms and ten Temple firms administered tests in screening
applicants for employment, the first hypothesis was accepted.

It was further hypothesilzed that

1. Training, rather than experience, would be considered
essentlial for employment. Since only sixteen of the fifty
Belton and Temple firms required previous experience of all
clerical workers, the hypothesis was accepted,

2. Accuracy, rather than speed, would be considered

essentlal in the skill areas such as typing and shorthand.
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Since only sixteen of the fifty firms had minimum typing speed
requirements and only four firms had minimum shorthand speed
requlrements, the hypothesls was accepted.

3« The typewriter would be the machine used most fre-
quently in Belton and Temple firms. Since forty-nine of the
fifty firms owned typewrlters at the time of the survey, the

last hypothesls was also accepted.

Conclusions

The conclusions in thls study are limited by the data
presented in Chapter IV. Since the concluslons are based on
the information obtained from Belton and Temple firms only,
they should not be applied to firms in other cities.

; le A person with a high school educatlion can secure a
cle;ical position in Belton and Temple, Texas.

2. The positions most likely to be available include
bookkeepers, clerk-typists, and secretaries.

3« A person who flles an spplication blank with companies
lncreases hls chances of employment. Reglistering with public
and private agencies and watching newspaper advertisements
will also lincrease an applicant's opportunities for employ=
ment.

4, Beginning clerical workers may work in a small firm

employing 1 to 12 workers or in a large firm employing 22 to

148 clerical workers.



80

55. A high school graduate with no prevlous experlience
can obtain a clerical position in Belton or Temple, but pre=-
vious experience or training will increase his chances of
securing a Jjob.

6., High school graduates with work experience will be
evaluated according to thelr recommendations from previous
employers. Those without experience will usually be con-
sidered according to the impression they make upon the inter-
viewer., Only a few applicants will have to take tests to
secure employment.

7« The applicant will probably not be required to take
a typlng test or to meet a specific minimum speed require-
ment, but he will be expected to maintain a high level of
accuracy.

ﬁi8. In a small town, offices will probably be equipped
with manual typewriters. In a larger city, the offices will
more likely be equipped with electric typewriters,

9. An applicant does not have ﬁo be able to take short-
hand,lbut having the skill will increase chances of securing
a position.

10. If an applicant does take shorthand, about one-third
of the firms will administer a letter-dictation test. How=

ever, the applicant will not 1likely have to meet a specific

minimum speed requlirement,
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11; An applicant will not have to have previous exper-
ience on offlice machines other than typewriters, but either
e¢xperlence or school training will ilmprove chances of employ-
mente.

12, The clerical worker who operates office machines
other than typewrlters will most likely operate the ten-key
adding machine, copier, printing calculator, full-keyboard
adding machine, or transcribing machine,

13+ An applicant does not have to héve a knowledge of
bookkeeping to secure a clerical position, but such a knowle
edge wlll greatly increase his chances for obtaining a job.

14. In a small town, very few offices will requlire an
applicant to take a general test in order to secure a clericel
position. In a large city, however, the firms are more likely
to require applicants to take an aptitude or intelligence
test.

15« There 1s an opportunity for high school students in
a relatively small quantity to obtain.part-time clerical work
and galn experience while they are still in school.

16s In order to secure and hold a position as a clerical
worker, an applicant should have the following qualities: a
neat appearance, a pleasing personality, the abllity to meet
the public well, general clerical abllity, honesty, and the
abllity to get along with co-workers.
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Recommendatlons

The following recommendations were drawn from the find-
ings of thls study:

l. Belton High School should provide intensive training
in clerical office practice and vocational office educatlon
courses to prepare students for olerlcal employment.

2. Students should recelve training on electric type-
writers as well as manual typewriters,

3« Training on office machines frequently used in
Belton and Temple firms should be offered to business students.
The courses should include training on the ten~key adding
machine, copier, printing calculator, full-keyboard adding
machine, and transcribing machine.

4, The importance of the subjects of bookkeeping and
shorthand should be stressed to business students.,

5« Units on grooming and business ethics should be
included in business courses such as vocatlonal office edu~
catlion and clerical office practice. |

6« Further study of Belton and Temple business firms
should be done periodically by business teachers to determine
current hiring procedures, Job requirements, and types of
machines used. The school’'s business curriculum should be
revised accordingly to meet current job standards Belton

students and graduates will be expected to meet.



APPENDIX

PARTICIPATING FIRMS IN BELTON, TEXAS

Albriton-Boren Forde--Mrs. Frances Campbell, Office Manager
Bell County Abstract Company--William A. Stephens, Owner
Belton Journal-~James Russell, Owner

Britt Drug--Kelly M. Britt, Jr., Owner

Chamber of Commerce--Gene Linn, Manager

City of Belton~--George Ferrell, City Manager

County Clerk's Office-~-Mrs. Ruby McKee, County Clerk

County Juvenile Probation Office-~Walter Minlca, Probatlon
Officer

County Tax Office--Leland T. Duke, Tax Assessor-Collector

District Attorney's Office--Dennis Holle, Assistant Dlstrilct
Attorney

District Clerk's Office--Hugh Taggart, District Clerk
Edwards Clinic--Dr. T. P. Edwards, Doctor

First National Bank--Owen P. Carpenter, President
Fred Bandas & Son--Fred Bandas, Owner

Inman Pharmacy-=-Richard Inman, Owner

J & W Loan Company--Lane Webb, Manager

Johnson's Insulation--Mrs. John F. Adams, Office Manager
Lone Star Gas Company--Jesse Johnson, Local Manager
Monteith Abstract Company--Frank Turner, Sr., Owner
Potts Brothers Hardware--Arthur N. Potts, Owner
Powell Supply Company=-~Charlie Powell, Owner

State Farm Insurance Company--Royce Smythe, Agent
Teas Clinic--Dr. Sam Teas, Dentist

Texas Rockwool--0liver Gould, President

Western Auto--~Mrs. Leonard M. Hancock, Owner

83
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PARTICIPATING FIRMS IN TEMPLE, TEXAS

American Desk-~James Haymer, Manger of Personnel Administration
Chupik Manufacturing Company--Ira Davlis, Office Manager

E. Hs Carpenter Company--Joe York, Personnel Director

First National Bank--Bob Nobles, Asslistant Cashler
Gresham's--James L. Gray, Office Msnager

Je M. Wood Manufacturing Company--Mrs. Dean Brown, Office Manager
Kings Daughters Hospital-~R. L. Epperson, Administrator
Kress--Charles Morgan, Assistant Manager

Lum-AyNatiqn Plastic Sign Company--D. M. Chandler, President
Maxfield's~~Lawrence G. Maxfleld, Owner

Montgomery Ward--Willlam Roy Lea, Assistant Manager

Oak Farms Dalries--Gerald Ferguson, Manager

Paymaster 0il Mill Company--He G. Morris, Office Manager

Ralph Wilson Plastics--Frank Williams, Personnel Coordinator
Scott and White Hospital--Richard Vulgamore, Personnel Director
Sears--Bill Devine, Assistant Managerh

Southwestern Bell Telephone--E, C. Crittendem, Jr., Manager
Taylor Manufacturing Compeny--Billy G. Reaves, Office Manager
Temco Feed-~-ClAff Mars, Controller

Temple Dally Telegram--Afton Schultz, Manager

Temple National Bank--Roman Blerschenk, Vice-President

Temple Products--Johnny Chupik, Assistant General Manager
Wendland Grain--Erroll Wendland, Vice-President

Western Hatcheries~-Nrs. Janlice Wright, Office‘Manager
Woolco~-Mrs. Mary Owen, Office Manager



Name of the business firm

l.

2

3

4o

5

7o

8.

9.
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QUESTIONNAIRE

What types of clerlcal workers are employed by your firm?

receptionlst stenographer
clerk-typist secretary

typlst executlive secretary
clerk-stenographer other

What is the minimum education required of your office
workers?
high school college no. of years
business college other

Is prior office experience necessary for beginning offlce
workers?
yes no

Through what source do you find most of your clerical
workers?

public employment agency public schools
private employment agency business schools

newspaper advertising recommendations of
file of previous present employees
appllicants

How do you determine the abilitles of prospective employees?
administer tests

use test scores obtalned by the employment agency
accept the grades of the applicant

consider recommendations from previous employers
accept the word of the applicant

other

What kind of typlng test do you administer?
speed production none

If you administer a speed test, what is the length of the
test?

3 minutes 5 minutes 10 minutes

Ehat?ls the maximum number of errors allowed on the typing
est »

How many words do you deduct for each error?
one ten none




10.

1l.

12,

13.

14,

15.

16.

17.

18.

19.
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What is the minimum typing rate for the following employees?
(Indicate gwam or nwam,)

receptionist stenographer
clerk-typist secretary

typist executive secretary
clerk-stenographer other

What kind of typewriter wlll the applicant use for his

test?
manual electric Selectric

What kind of typewrliter will the employee use for his Jjob?
manual electric Selectric

Do you require employees to be able to take shorthand?
yes no
If so, which employees have this requirement?

Do you administer a shorthand test?

yes no
If so, what length of test do you give?
3 minutes 5 minutes 10 minutes

Is the dictation in manuscript or letter form?

How many errors are allowed on the test?

What is the minimum speed required for each classification
of employee?

Do you require beginning office workers to be able to
operate office machines?

yes no
If so, which employees have this requirement?

Which machines are used by your employees?

ten-key adding machine

full-keyboard adding machine

printing calculator

rotary calculator

key-driven calculator

transcribing machine

duplicating machine mimeograph splrit

coplier duplicator
other

]
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20. Do you administer any tests in the followlng areas?

intelllgence English
aptitude filing
interest spelling
personality math

What tests are glven in the above areas?

2l. Is & knowledge of bookkeeping necessary for a beginning
worker?
yes no
If so, which employees have this requirement?

22, Do you employ any part-time employees?
yes “ no
If so, in what positions are they employed?

Are the part-time employees adults or students?

23. Since September of 1968, Belton High School has operated
a vocational office education program. The students
involved in the program receive training in all areas of
clerical work and are employed on a part-time basis in
business firms in the community.

Would you consider hiring a high school vocational office
education student as a part-time worker?
yes no

24, List five characteristics you consider most desirable in
an office worker.
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