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The Purpose of the Study

Abstract approved:

The primary purpose of this study was to compare the clerical

office occupations teachers' and business employers' perceptions of

the competencies important for a high school graduate to possess for

an entry-level clerical office job in Oregon. A secondary purpose

was to determine the best instructional strategy for preparing a

high school student enrolled in clerical office occupations program.

The major objectives were to compare (1) the teachers' and employers'

responses, (2) small and large business employers' responses, and

(3) the responses from rural and urban counties.

Procedures

A mail questionnaire containing ten demographic items and 153



competencies was used to collect the data. The F statistic with the

critical value set at .05 was used to compute the analysis of variance.

Chi-Square was used to test the hypothesis that the teachers' and

employers' responses were independent of each other.

Selected Findings and Conclusions

The five criteria business employers consider when hiring begin-

ning clerical office workers were (1) personal interview, (2) attitude,

(3) personal appearance, (4) cooperative work experience, and (5)

personality. The five clerical office occupations for which business

employers in Oregon most frequently hire high school graduates without

prior full-time work experience were (1) general clerk, (2) clerk typist,

(3) receptionist, (4) mail clerk, and (5) switchboard operator. The

top five clerical office occupations employers in Oregon anticipated

will be in the greatest demand in five years included: general clerk,

clerk typist, receptionist, word processor, and general bookkeeping.

Although the teachers and employers in the sample basically agreed on

the competencies important for an entry-level clerical office job, they

statistically disagreed on the extent of importance. The small urban

business employers rated the record-keeping competencies at a higher

level of importance than the others in the group. There was no statis-

cally significant rural or urban effect in the teachers' and employers'

responses. The two groups had different opinions concerning the

instructional strategy for individual competencies. The teachers and

employers favored a combination of formal course work and cooperative

work experience as the best instructional strategy for preparing a

student enrolled in the clerical office occupations program.
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A COMPARATIVE ANALYSIS OF CLERICAL OFFICE OCCUPATIONS TEACHERS' AND
BUSINESS EMPLOYERS' PERCEPTIONS OF THE COMPETENCIES IMPORTANT

FOR A HIGH SCHOOL GRADUATE OF CLERICAL OFFICE OCCUPATIONS
PROGRAM TO POSSESS FOR AN ENTRY-LEVEL JOB IN OREGON

CHAPTER 1

INTRODUCTION

Nature of the Problem

One of the principles upon which vocational education is built,

according to Prosser and Quigley (1950), is that the program

will be effective in proportion as it trains the indi-
vidual directly and specifically in the thinking
habits and the manipulative habits required in the
occupation itself (p. 20).

Based on this principle, vocational education programs should be

designed and implemented to meet the job competencies and standards

needed in the world of work. Two factors--the growing labor force

and rapidly changing technology--have combined to give increased

importance to the problem of matching peoples' thinking habits and

manipulative habits with jobs. For some time, the problem has been

receiving increased attention, but its solution is more difficult now

than in the past because inflation forces employers to seek only

highly skilled clerical workers with specific competencies for the

available jobs (Pinckney, 1966). Thus, effectively training manpower

to meet the requirements of changing technologies and new product

lines presents one of the most difficult challenges in the
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administration of vocational education programs. This study

addresses the perceived importance of specific thinking and

manipulative habits by business employers and clerical office

occupations teachers at the senior high school level in Oregon.

Calhoun and Finch (1982) observe that education in the past

was undemocratic because, although it prepared people in the

three Rs, it did not prepare them with specific thinking and

manipulative habits to meet occupational requirements. Guzzardi

(1975) agrees

Students, parents, educators, employers, labor
leaders, and legislatures . . . all concur that
education has failed in the job of preparing
students to move from the world of schooling to
the world of work. At a time of recession and
high unemployment, there is ample evidence that
the two worlds are out of phase (p. 124).

From these historical points of view, the expectations of society

concerning the roles of education in preparing individuals for

useful lives have, for the most part, been inadequately fulfilled.

It is also important to recognize that adherence to traditional

notions of vocational education--that vocational education is in-

tended for less academically prepared students--also tend to

obscure the present problems that confront education (Pinkney, 1966).

Because of contradictions between these traditional notions of

vocational education and the actual capabilities and needs of

students, vocational education programs have always been subject

to conflicts and controversies over their goals, objectives,

strategies, and emphases (Wenrich and Wenrich, 1974). In addition,
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vocational education programs have had to cope with the problem of

change and matching people to jobs (Pinckney, 1966).

Most experts and laymen readily agree that much of the

dynamism which has driven the American economy and standard of

living,to unprecedented heights comes from the country's "demo-

cratic philosophy of education" (Calhoun and Finch, 1982, p. 59),

particularly its vocational training programs. The ability of

vocational education to help individuals gain the specific skills

and knowledge required in the labor market depends on (1) constant

revision of the program's curriculum; and (2) the development of

appropriate instructional strategies through which learning

experiences can be delivered (Huggins, 1973).

The instructional techniques generally considered to be

effective in preparing youth to meet the demands of the labor

market for skilled office workers include (1) formal course work,

(2) cooperative work experience, or (3) a combination of both.

Whether or not an approach, by itself, is adequate to fulfill the

objectives of an occupational program is an issue yet to be

resolved by persons directly involved and affected (Stadt and

Gooch, 1977).

Oregon has devised an approach aimed at developing skills and

knowledge in related families of occupations known as "clusters"

(Oregon Department of Education (ODE), 1980). One such example is

the "clerical occupations cluster," which is devoted to the

training of clerical office workers. Related clerical occupations

having common teachable skills and knowledge requirements are



4

clustered in logical groups (ODE, 1971). The implication of

clustering is that a high school student's formal course work and

occupational experiences are centered around competencies similar

to those demanded in jobs which comprise a cluster. This system

not only has motivational effect in that it orientates students

in various essential skills and knowledge they need to do their

job effectively, but it also prepares them for entry into a broad

range of occupations required by the labor force (Miguel, 1977).

To be able to make vocational education programs relevant,

as well as to combat the problems that impinge upon the clusters,

two things need to be emphasized: (1) the elimination of outdated

content from curriculum guides, and (2) the development of new

curricula based on the competencies required by business employers

in the real world of work.

As in other states in the United States, Oregon has

recognized three factors influencing the inability of vocational

education programs to match people to jobs. One is the rapid

obsolescence of materials, tools, machines, and processes

(Occupational Manpower and Training Needs, 1976). Another factor

is the elimination of some processes, combined with a simultaneous

need for manpower competencies in occupations practically unknown a

few decades ago (U.S. Department of HEW, 1963). The third factor

is the geographic movement of business corporations and the changes

in product lines, which result in the need for persons with basic

vocational skills and abilities who can be retrained quickly.

These factors make it essential that discontinuities and disruptions



5

resulting from increasingly rapid changes and technologies be dealt

with promptly through systematic curriculum revision.

The Purpose of the Study

The primary purpose of this study was to compare business em-

ployers' and clerical office occupations teachers' perceptions of

the competencies important for a high school graduate of clerical

office program to possess for an entry-level clerical office job

in Oregon. A secondary purpose was to determine whether formal

course work only, cooperative work experience only, or a combination

of both is the best strategy for preparing a high school student for

an entry-level clerical office position. Specifically, the

objectives were

1. To compare the responses of clerical office occupations

teachers and business employers concerning the competen-

cies important for a high school graduate of clerical office

occupations program to possess for an entry-level job.

2. To compare the responses of urban and rural clerical office

occupations teachers and urban and rural business employers

concerning the competencies important for a high school

graduate of clerical office occupations program to possess

for an entry-level job.

3. To compare the responses of small and large business

employers concerning the competencies important for

a high school graduate of clerical office occupations



program to possess for an entry-level job.

4. To compare the responses of urban and rural small

businesses and urban and rural large businesses concern-

ing the competencies important for a high school graduate

of clerical office occupations program to possess for an

entry-level job.

5. To compare the responses of clerical office occupations

teachers and business employers to determine whether

formal course work only, cooperative work experience

only or a combination of both is the best instructional

strategy for preparing a high school student enrolled in

clerical office occupations program for an entry-level

job.

Significance of the Study

The rationale for this study was based on the fact that a

healthy vocational education program should be revised periodically

to determine its relevance to the standard and requirements of jobs

available in the labor market (Worthen and Sanders, 1973). The

occupational task analyses upon which the present clerical office

occupations curriculum guide for Oregon high schools was developed

in 1971 (ODE, 1971). It has not been systematically reviewed or

revised since then, indicating a need for this study.

The statewide Enrollment Summary Report for the year ending

June, 1981 indicates that the State served a population of 32,479



7

vocational education students in grades 11 and 12 (Oregon Department

of Education, 1981). Of these, approximately 14,040 students, or

43 percent of all those enrolled in vocational education programs

that year, were enrolled in the three business education clusters

(secretarial, accounting, and clerical). It is estimated that of

14,040 students enrolled in business education clusters, 5,347, or

38 percent of these students, were in the clerical office occupations

cluster. Approximately an equal number of students were enrolled

in the secretarial cluster, while 24 percent were enrolled in the

accounting cluster. The significance of these statistics seems

clear; given the percent of students enrolled in the clerical office

occupations cluster, developing an up-to-date curriculum is

paramount.

Carey (1981) reports that the employment of clerical office

occupations workers is expected to grow faster than the average rate

of employment between the years 1980 and 1990. A further prediction

is that

. . . although automation will enable office personnel
to accomplish more work in less time and change skill

requirements for some jobs, increases in the demand for
new workers are anticipated in most occupations (p. 46).

The projected growth of employment in office occupations fields not

only indicatesthat the need for clerical office workers will continue

to grow, but also that greater expectations will be placed upon

schools to produce a marketable work force. Based on this

employment forecast, schools and the business community should make
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young people aware that this type of education is needed and that

it can provide them with lasting careers. This awareness has not

always been the rule, as "students generally fail to recognize

the importance and applicability of clerical office skills" for

their future careers (Miguel, 1977, p. 8). To be able to counsel

students effectively, clerical office occupations teachers need to

know the competencies required by business employers for available

jobs. Educators unanimously agree that the identification of

competencies useful for employment should always be made in

cooperation with business employers and that teachers by themselves

cannot accomplish the task (Wine, 1979).

The importance of this study can be summarized in a statement

by Calhoun and Finch (1978)

. a vocational and technical curriculum soon
becomes outdated when steps are not taken to keep it
from remaining static . . . it must be recognized
that the vocational and technical curriculum thrives
on relevance. The extent to which a curriculum
assists students to enter and succeed in the world
of work spells out success (p. 13).

Statement of the Problem

The problem facing clerical office occupations program in

Oregon's public senior high schools is the need to match the

competencies taught in classrooms with those required by business

employers in these occupations.
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Delimitation

This study was delimited to the competencies needed for

clerical office occupations program graduates for entry-level jobs

in Oregon.

The study was also delimited to teachers in clerical office

occupations program in public senior high schools in Oregon.

The competencies required in the following clerical office

occupations areas were studied:

1. General office clerk

2. Clerk typist

3. Receptionist

4. Transcriptionist

5. File clerk

6. Business machines operator

7. Switchboard operator

8. Bookkeeping clerk

9. Record-keeping clerk

10. Mail clerk

The above occupations were included in the study because they

represent the key occupations found in the clerical office

occupations cluster guide developed by Oregon Department of

Education, Division of Vocational Education, 1971.

Definition of Terms

1. Competencies: Those tasks, skills, attitudes, values and
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appreciations that are deemed critical to successful employ-

ment (Finch and Crunkilton, 1979), or the specific

activities performed by a worker to a certain standard

(Popham et al., 1975).

2. Curriculum guide: A counterpart of the rather detailed

course outline which includes an introductory statement

of the course, objectives, scope and sequence, unit or

topic breakdown, suggested learning activities, suggested

learning materials and references, and suggested evaluation

techniques (Wright and Thornton, 1963).

3. Cluster: Related jobs grouped into a family of occupations

(ODE, 1971).

4. Entry-level employment: Employment for which there is no

requirement for prior experience, education, or training

exceeding six months beyond high school graduation (DOT,

1965).

5. Clerical office occupations teacher: A certified instructor

of vocational business subjects, including business machines,

business mathematics, communication skills, filing, general

office procedures, record-keeping, typewriting, and human

relations skills in business (ODE, 1971).

6. Job attitudes: Those feelings held by an employee which

contribute to the success or lack of it in a beginning

office worker, including interest in self- and job-
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improvement, adaptation to office environment, willingness

to help co-workers, absenteeism and tardiness, sincerity,

feelings toward the company and/or employer, and concern

for productivity.

7. Large business: A manufacturing facility employing more

than 200 persons or a non-manufacturing facility employing

more than 50 persons (Oregon Small Business Economy (OSBE),

1980).

8. Small business: A manufacturing facility employing fewer

than 200 persons or a non-manufacturing facility employing

fewer than 50 persons (OSBE, 1980).

9. Rural county: An administrative subdivision of 20,000 or

fewer people outside a. Standard Metropolitan Statistic

Areas (S.M.S.A.) or an administrative subdivision of 10,000

or fewer people inside an S.M.S.A. (Williams, 1979).

10. Urban county: An administrative subdivision of 20,000 or

more people outside a S.M.S.A. or an administrative sub-

division of 10,000 or more people inside a S.M.S.A.

(Williams, 1979).

11. Business community: A group of people sharing economic

activities, such as the production or exchange of goods,

or rendering financial or other services to the public for

profit (Sloan and Zurcher, 1970).

12. Fixed design: A model "in which the experimenter
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arbitrarily sets or fixes the levels of the factors which

are to be studied" (Courtney and Sedgwick, 1972, p. 2).

13. In-service program: The concept includes courses of short

durations such as an internship, a workshop, and summer

school programs.

14. Cooperative work experience: The concept denotes the

learning experience in a real work situation "planned and

supervised by the school and employers so that each

contributes to the student's education and employability"

in clerical office occupations (Oades and Deed, 1978,

p. 22).

15. Task: Job components common to a number of occupations

(ODE, 1971).

16. Task analysis: A process of determining the skill and

knowledge (competencies) requirements (ODE, 1971).
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CHAPTER II

LITERATURE REVIEW

If clerical office occupations teachers in the public secondary

schools are to adequately help young people become employable and

contributing members of society, they must learn from the employing

community the qualifications and competencies individuals should

possess to meet entry-level employment.

Studies completed over the past two decades in clerical office

occupations have yielded useful information concerning criteria that

business employers use in selecting entry-level clerical office

workers.

Literature which supports the rationale for this study has been

subdivided into four major areas: (a) clerical office occupations

competencies and activities, (b) business employers' and clerical

office occupations teachers' perceptions of entry-level competencies,'

(c) instructional strategies, and (d) differences between urban and

rural counties.

Clerical Office Competencies
and Activities

Speaking of developing skills for occupational transferability,

Miguel (1977) states that

The most fundamental skills for transferability can
be found in what employers, educators, and the
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general public expect, or would like to expect, any
worker to have to function in this type of society

(P. 7).

Vocational teachers are advised to look to the business

community to obtain information regarding criteria for hiring

beginning clerical office workers (Wine, 1979). Because it is the

business employers who decide whether or not students have been

realistically prepared to take up their positions in the job

market, it is imperative that lines of communication be established

between those who conduct occupational instruction and those who

manage business.

As business has expanded and demands have increased for compe-

tent office workers, business people have tended to criticize the

schools, saying that the problem is simply that too many applicants

are found to be unacceptable (Campbell, 1980).

A lack of competent workers is generally cited as the primary

reason employers cannot find the people to fill the vacancies in

their offices. And indeed there are many people looking for work

who are not qualified or do not meet the requirements of business

employers. As more and more young people come out of the public

high schools each year, this situation could become worse if a

solution is not found and implemented soon.

Employers of office occupations give further reasons for

rejecting entry-level applicants entering the work force from high

schools (Brown, 1976). Reasons frequently cited are immature

personality, poor health, and insufficient skills. While there are
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certain medical handicaps that cannot be cured or lessened

sufficiently to allow a person to become adequately employable,

personality and skills can be improved for most people. If.most

of these placement problems are to be resolved effectively,

cooperation between business people and schools is indispensable

(Tonne, 1976).

Indeed, current advances in technology and the resulting

demands for greater skills suggest that the clerical worker, more

than ever before, needs a better education, more preparation for

the job, and the capacity to learn and adapt in the face of

progress (Olivas, 1981).

Studies in clerical office occupations requirements show that

although business employers demand high skills and knowledge for

entry-level clerical jobs, many employers lack standards to measure

a worker's ability to perform office tasks even in areas where

specific skills are involved (Medley, 1970). Instead, they use the

hit-or-miss method; they neither administer pre-employment tests

nor require formal applications. These employers hire workers to

serve a probationary period, and if they do not measure up, they are

terminated. As a result, business employers "lose faith in the

schools' abilities to send qualified workers out into the business

world" (pp. 19-20).

When some employers insist on having no standard measures for

their workers, educators' tasks are made more difficult because

there are no realistic learning objectives. Learning activities
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without objectives or goals are technically of no value because they

are simply unattainable (Mager and Beach, 1967). Therefore, school

administrators should encourage business people to become involved

and to support institutions in their attempts to educate youths to

become useful members of society.

Educators in the field indicate that while most employers base

their hiring criteria on skills and knowledge acquired by high

school graduates, others are more "impressed with personality and

attitudes than specific skills" (Tonne, 1976, p. 104). Employers

who favor personal attributes over skills do so on the assumption

that employees hired for such qualities would eventually adjust to

job requirements later on the job, although this is seldom the case.

The personal traits of a clerical worker which are generally

demanded by employers include confidentiality, punctuality and

attendance, courtesy, ability to work with others, and a sense of

responsibility (Cluck, 1979).

From a statewide survey to which 1,695 employers responded,

Brown (1976) concluded that business people value the employee's

"concern for productivity, pride of craftmanship and quality of

work as well as the ability to follow through on an assigned task"

(p. 7).

Brown further reports that employers required public schools to

place emphasis on

(a) assisting students in developing the ability to apply
theoretical knowledge gained in the classroom or
laboratory to real life situations, and
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(b) providing students with opportunities for confirming
their interests, abilities, and aptitudes . . . through
simulated 'hands-on' work experience in that field
(p. 31).

An independent study conducted by high school clerical office

occupations teachers in the metropolitan area of Portland, Oregon,

determined employers' needs, expectations, and opinions about the

necessary skills in that geographic area. A random sample was

selected and 500 questionnaires were sent to local businesses

(Robertson, 1975). The results of the study showed that skills and

personal attributes received top ratings by business people.

A further area of competency generally preferred by most

employers is that of typing. O'Brien (1972) studied 210 companies

in the Chicago area to determine entry requirements for beginning

typists. He explains that business representatives expected the

typist to possess the ability to (1) compose at the typwewriter and

have experience in typing from rough drafts; (2) proofread, erase

neatly, and organize work; (3) go quickly from one task to another

with minimum loss of time; (4) properly organize the desk and

working materials; (5) type common business forms such as letters,

memoranda, and tables; and (6) follow directions, make decisions,

and carry out other non-typing routines.

Another independent study (Borden, 1981) used 110 question-

naires to determine whether or not the clerical occupations program

at the high school was current in teaching competencies required

in modern offices. Borden reported that business people required

prospective employees to be taught skills in the use of copying
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machines, ten-key electric calculators, postage meters, and machines

for microfilm/microfiche. In addition, the wide use of switchboards

by the respondents indicated the importance of telephone training

in the clerical occupations cluster program.

Borden concluded that the same basic clerical skills important

to business people in the past are valued today.

A further study in clerical office occupations requirements was

completed by Donovan (1969). The purpose of her study was to deter-

mine employment needs in beginning clerical positions by classifying

areas regarded as important by respondents. Donovan reported that

employers were interested in personal-oriented qualities and

attitudes; job-oriented aptitudes, capabilities and skills; and

education as well as specific subjects studied in related areas.

The results of the same study further revealed that the employers

required beginning clerical office workers to be trained to do

mathematical computations with speed and accuracy; that stress be

placed on knowledge of alphabetical filing; and that office practice

instruction in clerical programs should incorporate, among other

things, a unit on automation and time management.

Huffman (1961) categorizes the roles and activities clerical

office workers are often called upon to fulfill in a business office.

He states that a business person generally regards a clerical

employee in relation to the business as the

1. Brain: A businessman looks on his clerical workers as
the brain of the business. They preside over facts,

figures, and information. They are the nerve center

of a business.
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2. Memory: A businessman depends on facts about last year's
purchases, production, sales, and payroll to plan for
this year. His clerical workers "remember" the facts
on the paper for him.

3. Ears and Eyes: Clerical workers are "listeners" and
"lookers" of a business office. The businessman expects
them to gather information about what is going on, put
it on paper, and store it in books and files.

4. Pipeline: Every transaction starts "things" going. The

cash register prints a tape, the cash is proved, the
cash journal gets an entry, a deposit ticket goes to the
bank, a bank statement is reconciled, and a balance sheet
tells the cash balance. This is an example of the "flow

of data" through the business.

5. Paper Worker: Clerical workers are navigators of

business. They chart the course of the business on
paper. The businessman pilots his business by the
"records" prepared by his paper producers.

6. Trouble Shooter: "What is going wrong?" "What is going

right?" Clerical workers find the answers to these
questions by supplying facts and figures accurately,
swiftly, and in quantity. Clerical workers also
constantly look for shortcuts to expedite this informa-
tion handling.

7. Forms Designer: The clerical worker organizes business
information in columns and rows so that "story" is sharp
and clear. He designs new forms to give more and better

information.

8. Double Checker: Clerical workers always take a "second

look" at everything they do. Is it what is wanted? Is

it accurate? Could there be an error? are questions
they answer about every piece of their work.

9. Machine Operator: Today's clerical workers use machines
for nearly all kinds of office work--figuring, copying,
posting, checking, folding, stapling, verifying,
computing, and so on.

10. Record-keeper: Clerical workers are the producers,
keepers, and managers of the records of business. If

the records of business are destroyed, the business
is destroyed (p. 29).
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A study completed at the University of Wisconsin by Detert

(1975) on cooperative education for high school business students

confirms Huffman's conceptions of the roles and activities of a

clerical office worker. Detert reports that most of the routines

carried out by students who participated in the study were mainly

clerical in nature. Some of the activities reported included, in

order of frequency, typewriting, filing, doing clerical work

(collating and running errands), communicating (answering the

telephone, acting as a receptionist, and conferring with others

on work problems), record-keeping, handling the mail, operating

office machines (other than typewriters or transcribing or

duplicating machines), and duplicating.

Frame (1972) used a questionnaire to compare tasks performed

by office employees and high school students enrolled in clerical

office occupations program. Frame was mainly interested in deter-

mining whether or not students were learning skills related to

those performed in business offices. He found that while

communicating and working with people were the tasks most fre-

quently performed by office employees, tasks often performed by

students in their various learning activities involved working

with business machines, typing, record-keeping, and performing

mathematical problems.

Because clerical activities seem to dominate office routines,

it is understandable that so many office employees are categorized

as clerical workers (Blackburn, 1975).
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Business Employers' and Clerical Office
Occupations Teachers Perceptions

of Entry-level Competencies

Over the past several decades, researchers have made various

attempts to study employers' and clerical office occupations

teachers' perceptions with regard to the requirements and standards

for entry-level positions in clerical office jobs.

Endicott (1976) studied 255 employers in business and industry.

He found that the most important single factor considered when

companies hire an entry-level office worker was personal traits.

The traits required are emotional maturity, initiative, enthusiasm,

poise, and the ability to work with others.

In an effort to improve the clerical occupations program at

Chester Area Vocational Center, Blackburn (1975) determined

employment opportunities for beginning clerical employees. She

interviewed 30 businesses selected from the Chamber of Commerce

membership.

Blackburn's study revealed that the majority of the businesses

specified typewriting skills, but were inconsistent as to the speed

required. Clerical duties expected of new employees included, in

order of the frequency with which they are performed, filing

alphabetically, receiving callers, handling mail, making appoint-

ments, sorting materials, and making requisitions for office

supplies.

Deficiencies reported by employers in Blackburn's survey were

in personal areas such as interest in the job and willingness to do
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"extras" as well as in checking work for accuracy, writing legibly,

organizing work, spelling, and vocabulary.

Applying a different approach to the same study, Ballard

(1975) used an interview form to determine the training needs of

75 selected clerical and secretarial employees. The purpose of

Ballard's study was twofold: (a) to ascertain the frequency of

performance of specific job tasks, and (b) to identify the areas

in which training would benefit employees.

An examination of Ballard's findings revealed that tasks

performed often included sorting, filing, retrieving, typing,

checking, computing, and operating business machines. A further

finding was that oral and written communications were considered

important by respondents.

Focusing his study on office occupations teachers' and

employers' perceptions of competencies considered important for

entry-level office workers, Willinsford (1975) found that

educators and employers differed as to the skills and knowledge

which should be expected. The study showed that employers were

more interested in a new employee's ability to perform general

duties rather than the specialized tasks stressed by the educators.

In addition, employers emphasized a higher degree of proficiency

in clerical skills than was expected by the educators. Employers

further expressed concern about absenteeism and tardiness and named

these as the outstanding causes of dismissal.

Human relations competency is also an area that the business

employers would like to be incorporated effectively into the
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clerical occupations curriculum. Abbot (1974) studied human

relations skills which contribute to the success or lack of

success in beginning clerical office workers. He reported that

employers found beginning clerical workers lacking in interest in

self- and job-improvements, in adaptation to office environment,

and in willingness to help co-workers. They were also often

inadequate as hosts.

A further study in human needs was carried out by Wandmacher

(1975). He reported that business employers required instructional

improvement in the area of office behavior, especially in getting

along with co-workers.

Weyrich (1976) used a questionnaire to determine if clerical

education programs were preparing high school students in South

Dakota to meet clerical work requirements. She reported that

approximately one-third of the respondents ranked entry-level

employees below average both in human relations and in technical

skills. A further finding was that while smaller offices

emphasized personality and appearance as their hiring criteria,

larger offices stressed pre-employment tests.

The study by Toy (1970) confirmed most of the results stated

in an earlier finding by Blackburn concerning deficiencies in

entry-level clerical workers. Toy's respondents, employers based

in the Los Angeles area, reported incompetence in telephone usage,

failure to get to work on time, difficulty in completing work

under pressure, difficulty in operating unfamiliar business

machines, and trouble understanding and following directions.
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In a study to determine the competencies which strongly in-

fluence employability in beginning clerical jobs, Szilagyi (1974)

found that applicants with typing and shorthand skills could almost

be assured of obtaining jobs in business offices. Applicants with

a bookkeeping course in high school or with office machines skills

could not always be placed in business offices, but they had

more chance of being placed than graduates with no skills.

Of benefit to job seekers was previous part-time employment either

in an office or in other areas related to business.

A further competency which has received much attention from

clerical occupations teachers in recent years is ability in job

seeking/finding, interviewing, and getting and holding a job. Gregg

(1975) learned that applicants were found to lack confidence in

themselves and knowledge about the jobs sought. He further noted

that beginning clerical office workers lacked the proper skills

needed to write effective job applications.

Monson (1973) agreed with Gregg's findings in a related study

when he reported that business employers considered an applicant's

attitude one of the most important factors in hiring new employees.

Employers also included competencies in personal interviews,

appearance, personality, and recommendations of former employers.

Medley (1970) administered a survey instrument to 200

business employers to determine employment requirements for high

school graduates in the Los Angeles area. Her survey revealed

four main trends. First, employers looked for skills such as good
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spelling, the ability to read and follow directions, good telephone

techniques, the ability to file alphabetically, the proper use of

business vocabulary, and proficiency at an electric typewriter.

Second, the interview impression of the applicant was considered

the most important single factor when hiring. Others included test

scores in pre-employment testing, letters of recommendation, and

school records. Third, desired personality attributes included

appearance, cooperation, and dependability. And last, the most

objectionable qualities of applicants were poor spelling, immaturity,

lack of word power, and poor vocabulary and language skills in

general.

Medley concluded that although businesses agreed that they

hired high school graduates, many were unwilling to take the time

and trouble to train them on the job.

Instructional Strategies

Teachers ought to recognize that people in clerical occupations

are often called upon to perform various tasks which require diverse

skills and knowledge (Huffman, 1961). Teachers should strive for

more skills and knowledge so that students can benefit from their

expertise. It is a fallacy to expect high performance or standards

from students in activities which the teacher is incapable of

demonstrating.

Henderson (1979) points out that "one of the primary purposes

of vocational education teachers is to help students to adjust and

live their lives fully and to instill in them work ethics" (p. 8).
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She further observes that a successful teacher makes classroom

learning activities practical in a manner worthwhile to students by

using skillful and up-to-date instructional strategies.

Many vocational education administrators and industrial

psychologists--Wenrich and Wenrich (1974), Evans and Herr (1978),

Roberts (1971), and Tonne (1961)--agree that competencies for

effective use of instructional strategies also require the

individual to qualify first as a worker and, second, as a teacher

in the particular area taught or to be taught. In addition, a

vocational education teacher should be occupationally qualified in

the area taught or to be taught. Nicholls (1970) explains that

students generally listen with greater respect and satisfaction to

a teacher who can quickly tell them what does and does not work in

the office.

There are some vocational business education educators who do

not believe that occupational qualification should be a criterion

for employment. Tonne (1961) contends that occupational work

experience should be made flexible. He states that work experience

should not "be demanded at the expense of all other elements in the

training of a teacher" (p. 486). Evans and Herr (1978) justify

this view by asserting that the occupational work experience need

not "necessarily be in the occupation taught" (p. 279). But Miller

(1982) strongly objects to these claims by pointing out that

although professional certification is needed "to maintain

standards for preparation and employment of persons who teach,

. . . the cornerstone of certification of vocational teachers
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is a valid occupational work experience" (p. 27).

While a teacher's occupational experience enables the

individual to select and use relevant teaching materials similar

to those used in the real world of work, professional preparation

provides the person with the ethics and knowledge needed to

accept and appreciate the responsibility of educating youth.

Professional preparation also helps teachers become familiar with

the planning and presentation of materials in a satisfactory

manner.

Educators generally concede that a teacher who has pedagogic

skills uses diverse instructional strategies to elicit students'

unique individual differences and abilities to learn (Clinkscale,

1979). Since one of the causes of the turnover among vocational

educators has been related to inadequate professional preparation,

the importance of a teacher's professional training cannot be

overemphasized (Gorman, 1971).

Many educators also feel that a vocational education teacher

should possess technical skills (Evans and Herr, 1978; Roberts,

1971; and Tonne, 1961). According to these educators, a

vocational business education teacher who is technically competent

directs a student's learning potentials through effective and

reliable instructional strategies.

How then can a high school office occupations teacher secure

these qualifications? Golen (1978 and 1980) offer a

simple but effective suggestion: strive to become relevant.

Clerical office occupations teachers can achieve this relevance
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through professional development programs such as in-service, work-

shops, internships, or summer school short courses (Wenrich and

Wenrich, 1974). Inman (1976) has supported this particular

view by emphasizing that "the effective teacher must continue to

study in the business community" (p. 7).

Although professional development programs for clerical

education teachers may take different forms, their values are

relatively the same. Generally, they provide opportunities to

discuss the problems of clerical subjects with people who have

already given them considerable attention.

In presenting her view on instructional strategies useful in

teaching a vocational business education student, Ealy (1973)

comments

In the classroom, the teacher must provide a variety
of ways for learning. The use of individual
instruction, simulation--the model office, learning
packets, projects, word processing--and audiovisual
equipment can be utilized in such a manner that we
can reach the slow learner as well as the most
talented student. Too, we must not forget the many
resources available in the community. There is
nothing more stimulating to a high school student
than to listen to an employer tell about the oppor-
tunities in his particular company or to tour an
office or factory. Utilize the businessmen in your

locality. You, as a teacher, have an obligation to
instruct your students to meet the requirements of
the world of work (p. 99).

Ealy's contention is that learning should be made practical. It

should also be made to train the individual specifically in the

manner acceptable by the business community.

How then can office occupations teachers make clerical office
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training more practical, businesslike, and satisfying to individual

learners? It is generally accepted that different teachers have

their own approaches to various types of learning based on what

apparently works or does not work for them. For this reason, the

manner in which a teacher might respond to this particular question

can be expected to be individualistic. Despite these individual

differences, Smith (1973), Sabin (1973), and Hamly (1979) have

proposed techniques that are universally recognized by most

practitioners in the field.

According to Smith, simulation is an approach which enables

the participants to learn to think and act, as well as to plan

office tasks effectively. Sabin, on the other hand, recommends

the use of an organized model office appropriately embedded within

the vocational business education department and integrated to serve

the clerical needs of the school. As for Hamly, in-basket

activities can provide students with various "hands-on" exercises,

thus promoting different types of learning abilities through simple

and clear instructions.

Burke (1981) has emphasized the need for an approach which

would help teach high school youths the importance of work

organization. She states that employees become disorganized at

work "because nobody taught them how to organize themselves"

(p. 32). Although teachers find it difficult to effectively teach

certain competencies, Burke explains one method which has often

worked for her in teaching organization to students enrolled in
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clerical office occupations subjects. She says that students are

required to

. . . keep all returned papers in the binders. In

this way, students can keep track of their progress
throughout the year. At the end of the year,
students display their folders at an awards program
and open house for the parents and community members
(p. 32).

Burke concludes by strongly emphasizing that although most teachers

do not recognize the need to incorporate non-skill subject areas

such as personal and work organization in their classroom activities,

a disorganized worker is not only a liability to business people,

but also costly in terms of time management.

According to Evans and Herr (1978), vocational education in

itself is a direct method of instruction. They clarify this

particular point by saying

The effectiveness of vocational education as a method
of instruction depends on such factors as (a) teachers
who are genuinely interested in the success of
students, (b) an atmosphere of responsible freedom
rather than regimentation, and (d) content that is
viewed as a means to an end, not an end in itself
(p. 50).

In addition to the suggested in-school or formal course work

instructional strategy, cooperative work experience program for

students involving the business community and the school is

considered essential. The cooperative work experience program was

"organized on the secondary school level as early as 1908"

(Kimbbrell and Vineyard, 1972, p. 273). The primary purpose of the
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program was to enable the participants to ". . . receive

instruction by alternation of study in school with a job in any

occupational field . . ." (Stadt and Gooch, 1977, p. 21). The

student's participation in cooperative work experience program

requires that certain conditions be met by the cooperating school

and employers. Examples of such conditions are the provisions of

(1) related formal course work by the school and (2) cooperative

work experience on the job by the employer.

When students are allowed to alternate formal course work

which helps to consolidate their theory on a particular skill or

knowledge with a job in the real world of work, the students, the

cooperating school, and the business employer benefit. The

business employer benefits from a cooperative work experience

program in terms of reduced costs of training and worker turnover,

while the school benefits in terms of reduced expenditure on

expensive materials and equipment. How does a student participant

benefit? According to a national survey of the values realized by

students in the cooperative education program, Tyler (1978) found

that

For many of the students, the work experience
contributed to an increased sense of responsibility
for their own efforts, greater independence in
their own judgments, and a corresponding develop-
ment of maturity (p. 69).

To enable the parties (the student participant, the teacher

coordinator, and the employer) involved in a cooperative education

program to fully benefit, there must be plenty of lead time during



32

planning stages (Stadt and Gooch, 1977). For example, there must

be a willing business employer to provide a training station; a

dedicated and qualified teacher coordinator to teach related

formal courses, coordinate classroom learning with the skills

practiced on-the-job, and explain the goals and objectives of the

program to the business community; and an enthusiastic student

ready to take the challenge.

Clerical office occupations teachers, through effective

teaching strategies; can enhance the student's ability to learn

lasting skills. According to Witherow (1982), every competency

required of clerical office workers by employers should be accommo-

dated in classroom instruction through the various techniques of

teaching. Witherow explains this point when she says

We should present some scenarios showing poor
employee's attitudes, improper use of time, and
lack of cooperation among co-workers. With
teacher guidance, discussion on these topics
may be more meaningful than any reading
assignment (p. 32).

According to Stadt and Gooch (1977), Mitchell (1977), and

Wanat and Snell (1980), the rationale for educational cooperation

between the business community and the school should be

strengthened so that what ought or ought not be taught through

formal course work and how much the school should teach may be

agreed upon.

Business employers can become involved in the training of

students in a number of ways: (a) identifying values, attitudes,
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and traits desired for job success; (b) providing information

concerning office occupations available in the labor market; (c)

identifying specific competencies schools should instill in

students; (d) setting realistic standard measures for the

competencies taught; and (3) judging whether or not a school's

instruction has been fair and appropriate (Finch and Crunkilton,

1979).

A study completed in 1975 concerning important clerical office

competencies that schools should teach (Blackburn, 1975) indicated

that business employers prefer to teach specifics of bookkeeping

on the job after recruitment. The employers argue that since

bookkeeping procedures vary from one employer to another, no school

can meet the requirements of all employers in the subject. Roberts

(1957) also claims that

A difference of opinion exists among business educators
relative to the desirability of including general
clerical courses in the secondary school. Some

educators insist that most of these types of compe-
tencies can be best learned on the job . . . (p. 249).

Differences between Urban and Rural Counties

A review of the literature over the past several decades

reveals that although a few researchers have attempted to determine

business employers' (small and large) and clerical office

occupations teachers' perceptual differences concerning the

competencies important for entry-level clerical office employment,

no attempt has been made to compare the differences regionally. The



34

purpose of this study was to compare the views of business employers

and clerical office occupations teachers in urban and rural

counties concerning the skills and knowledge a high school graduate

should have for initial employment in a clerical office position

in Oregon.

One of the principles of vocational education on the regional

level was stated by Roberts (1957). According to this principle,

"the needs to be met, the individuals to be served, and the

facilities to be used must be local in origin" (p. 533). Smith

(1980) also adds that

The challenge of the vocational system is to respect
the culture and build upon its traditions, while at
the same time equipping the students with skills and
with knowledge of the required working patterns

(p. 19).

If these theories are accepted as the guidelines for an occupa-

tional program, it follows that business employers and clerical

office occupations teachers can be expected to present different

views based on their regional needs and resources.

Focusing on regional differences by counties (urban and rural),

Rosenfeld (1981) agrees that "whether rural schools are one-room,

three-room, or consolidated, they are generally smaller than their

urban counterparts" (p. 3). He adds that size and population

density can favor or restrict the services a teacher can offer.

Rosenfeld further notes that school size and lower population

density have implications for the number of programs or courses

that can be supported in a particular county by state or federal
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government. Other regional circumstances that have substantial

effect on the success of a vocational education program are the

local economic conditions and resources, student participants with

strong occupational interests, adequate employers' facilities and

training stations, sufficient number of instructional personnel,

local support, and plenty of local jobs relevant to program offering.

Smith (1980) further observes that rural high school vocational

education programs are generally known to be inadequately operated,

supplied, and staffed. She reiterates that rural communities lack

the population for the kind of occupational specialization possible

in large urban centers.

Clerical office occupations teachers in rural areas are often

assigned to manage and teach all the subjects that may be offered by

the program. Urban teachers, on the other hand, tend to specialize

in specific occupational areas such as record-keeping or word

processing. Further, urban clerical office occupations teachers

have more options and opportunities for personal or professional

improvement in the local business community. Because of the

limitations imposed by geographical isolation, a rural clerical

office occupations teacher is not only overworked, but also is

less informed on current changes of office technology and acceptable

instructional strategies.

It is necessary to determine the perceptions of urban and

rural clerical office occupations teachers and business employers

to ensure that
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1. rural and urban high school graduates are
equipped with salable competencies and standards
required in the labor market,

2. uniform curriculum is being offered in clerical
office occupations programs in urban and rural
communities, and

3. employers' confidence is secured about rural
education and training.

Despite the differences that may result from demographic

conditions, Prosser and Quigley (1950) stress the need to match

students to jobs and the fact that participants should possess

competencies required in the occupation itself. The implication

for this notion is that teachers and employers should work together

to identify skills and knowledge important for entry-level clerical

office workers. The individuals should also be prepared to function

successfully in a community, whether it be urban or rural.

Rask (1978) studied the mobility of high school students in

Nevada. He reports that approximately 48 percent of all the rural

youth anticipated leaving their community after graduation.

As Smith (1980) points out

The absence of vocational opportunities in rural areas
is, first of all, a failure to meet the needs of
individuals. The dilemma for rural communities is
rooted in the lack of employment opportunities which
are financially rewarding, provide careers which
employ people at their full productive capacity, and
which contribute to the well-being of the community
(p. 21).

She further adds:
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The dilemma of rural communities which lose their
young people because there are no jobs is a familiar

one. They suffer from a decline in productive
capacity and leadership, especially since the bright-
est, most promising young people are the most likely
to leave. At the same time, in the urban communities
to which they go, these young people find themselves
poorly prepared, unable to compete for the most
skilled jobs and often consigned to jobs with no
future and barely adequate incomes. They may have
come to the city with a high school diploma, but they
have come with few skills, since a variety of
vocational training options is still a rarity in the
small high school or within commuting distance of
many rural communities (p. 16).

Like urban and rural clerical office occupations teachers, urban

and rural business employers may have different perceptions, based

on the principle of "local community collaboration." The location

and economic condition of a county certainly has much to do with

both the success of vocational education programs and employment

opportunities.

The ability of a vocational education staff to implement an

effective, successful program in a county depends substantially on

the ability or willingness of local business establishments or in-

dustries to provide abundant employment opportunities as well as

material and financial support. On the other hand, a business

establishment's ability to provide jobs, for which a vocational

education curriculum is offered, is influenced by a county's

economic viability and resources. Consequently, business employers

in economically favorable regions would provide more support to the

program than would those undermined by economic underdevelopment.

As Smith (1980) puts it, "rural communities lack the population
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for the kind of occupational specialization that is possible in

large urban centers" (p. 26). Rosenfeld (1981) also adds that

"despite the rural industrial renaissance, rural economies remain

largely dependent on small busineses" (p. 37). Since there is

ample evidence that urban centers, unlike rural areas, are better

supported because of favorable economic resources and population

density, employers in these two regions could perceive different

competencies to be important for entry-level clerical office

workers.

Teal (1980) studied 82 small businesses in Maine. He reports

that small firms were usually not very labor-intensive, had little

working capital, and had a small investment in equipment. He adds

that the average employment in the survey was 4.4 employees, half

of whom were unpaid family members. In another study, Gordon

(1980) found that although they had fewer employees, the smallest

businesses did not pay lower-than-average wages, but that the

largest firms in the sample did pay lower wages.

These studies have two implications for the training of people

for work in small businesses. First, the job requirements of small

businesses are by necessity more diverse than those of large

businesses. Small businesses, like small counties and school

districts, do not have the luxury of hiring specialists. To

compensate, a broader range of skills is demanded of the workers;

hence, we find the description "general office clerk."

Furthermore, the social relations are generally more formal and

the "production line" mentality is less likely to exist in a. small
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business. Second, there are fewer opportunities for someone in a

given occupation in rural counties; often there is not enough

demand to justify a specific program and, thus, specialized

occupational programs may have to be merged into more generic

programs, such as business education, instead of clerical office

occupations.

Jesenius and Ledebur (1977) also observe that most rural small

business establishments are service industries which tend to be

less labor-intensive and are more apt to hire into low-paying

clerical jobs, such as women and youths not previously in the labor

market. Jones and Mook (1980) confirm this particular view by

concluding that smaller business firms in urban counties employ a

higher percentage of female supervisors for both clerical and

product ion work than do larger business employers. They further

report that employers in urban counties feel that both male and

female employees lack non-technical work skills.

To determine whether or not there was any difference in the

perceptions of business employers and office occupations teachers in

rural and urban areas, Joshi (1979) compared the opinions of the

two groups concerning the competencies important for initial

employment in the Kathmandu Valley, Nepal. He reports that

employers placed more emphasis on work experience than on skills

while teachers emphasized the acquisition of skills. He also

found that larger organizations demanded younger personnel with

typing skills and placed greater emphasis on routine office tasks
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in the position of "section officer," but considered non-routine

tasks such as writing office correspondence not important.

According to Smith and Thole (1966), educational and skill

requirements of industries are directly related to the types of

manufacturing processes used. For example, present business

office trends show that most urban business employers use computers

and reprographics. These machines may not be available to rural

small business employers.

Rosenfeld (1981) stresses the fact that the urban city worker

is frequently a specialist, while the rural worker is a jack-of-all-

trades.

As far as hiring new employees is concerned, Rosenfeld further

reports that the methods of recruiting new clerical office employees

also differ among rural and urban business employers. He states

Rural job-seekers generally do not go to employment
offices or rely on newspaper advertisements. Usually,
they know what is available by word of mouth and,
therefore, are more likely to be discouraged workers
(p. 38).

Smith and Thole (1966)also add that "smaller companies lack the

facilities and resources for the selection, testing, and training

necessary for successful apprenticeship courses" (p. 172).

The literature reviewed in this chapter also provides a picture

of the hiring methods used by most urban business employers. These

methods include employment tests, interviews, letters of application,

resumes, newspaper ads, and references.

Evidence presented in this section indicates that economic
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conditions and resources seem to favor urban counties. Both rural

individuals and rural communities would be better served by an

approach to vocational education which combines a focus on the

needs of the community, by supplying services it lacks, and on the

needs of the individual, by offering remunerative and satisfying

employment. Preservation of the community's character and

traditions is an important goal of this approach. Sher (1977) has

suggested adapting the community development corporation concept- -

using the rural school as its center.

Summary

It appears that there will always be changes and improvements

in methods and procedures used in clerical work. For the benefits

of clerical office occupations' students, educational programs need

to use all possible means for keeping abreast of these developments.

Several major conclusions about the competencies required by

business employers for entry-level clerical office workers can be

drawn from the literature reviewed. First, the office activities

performed by a clerical worker suggest that educators should

adequately prepare individuals to meet the requirements of business

people. Second, most vocational occupations administrators agree

that clerical education teachers should have not only technical

skills, but also work experience and professional training in the

field taught. In addition, they should strive for professional

development in the business community. Third, although educators
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champion various strategies of teaching, they do favor the idea that

learning should be made practical and that the practice should be

relevant to activities in the real world of work. Fourth, because

it is the business people who decide whether or not an individual

is adequately prepared to take up a position in the job market,

there is a consensus that their involvement in training youth is

indispensable. Fifth, economic deprivation and lower population

density can cause a vocational education program in any region to

fail. Observers unanimously agree that rural communities ought to

be supplied the services they lack to serve the needs of the local

people.

This study will be of value to the State of Oregon by presenting

facts about the employment requirements of clerical office occupa-

tions majors graduating from public high schools. It will also give

clerical office occupations' teachers in urban and rural counties

actual information as to the competencies these students will be

expected to have when they apply for clerical office positions

throughout the state. With this knowledge, the clerical office

occupations teachers can update the curricula for students and

thereby better prepare them for the jobs available.
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CHAPTER III

DESIGN OF THE STUDY

The primary purpose of this study was to compare clerical

office occupations teachers' and business employers' perceptions

of the competencies a high school graduate should possess for an

entry-level clerical office job in Oregon. A secondary purpose

was to determine whether formal course work only, cooperative work

experience only, or a combination of both is the best strategy of

preparing high school students for successful employment in

clerical office jobs.

Selection of the Sample

To test the hypotheses, the study required a sample of business

employers and clerical office occupations teachers. Lists obtained

from (a) the Oregon area Chambers of Commerce and (b) the Directory

of Oregon Manufacturers, 1980, yielded a total of 1,374 business

employers. From lists provided by the Oregon Department of Education,

Division of Vocational Education, and the Oregon Business Education

Association (OBEA) Handbook, 1981, a total of 514 clerical office

occupations teachers were identified. The samples were stratified

according to whether a business or a school was located in an urban

or rural county (see Appendix A). A simple random sampling method

(Snedecor and Cochran, 1978) was then employed within each group to
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select the participants, using a table of random numbers. Cohen's

Power Analysis was used to determine the minimum number that should

be accepted within each group in order to make the study statistical-

ly sound (Cohen, 1979). The effect size selected was .20 at .80

power level. An urban county was defined as an administrative sub-

division of 20,000 or more people outside a Standard Metropolitan

Statistic Areas (S.M.S.A.) or an administrative subdivision of

10,000 or more people inside a S.M.S.A. (Williams, 1979). Seven

Oregon counties were identified as urban. A rural county was defined

as an administrative subdivision of 20,000 or fewer people outside

a S.M.S.A or an administrative subdivision of 10,000 or fewer people

inside a S.M.S.A. Twenty-eight rural counties were identified.

The selection process yielded a total sample of 300 business

employers and 200 high school clerical office occupations teachers

who were asked to participate in the study. Table 1 provides a

breakdown of the participants by type of county.

TABLE 1. TWO-WAY ARRANGEMENT SAMPLING TECHNIQUE.

Sample Urban County Rural County

Clerical office occupations
teachers

Business employers

100 100

150 150

Data Collection Instrument

A mail questionnaire was used to collect the data for the study.
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The technique was chosen becaue it is effective for securing

information involving large samples (Norheim, 1973; Sanders, 1977;

Carstein, 1973; and Roberts, 1975). Kerlinger (1964) defines survey

research as

. . . that branch of social scientific investigation
that studies large and small populations (or universe)
by selecting and studying samples chosen from the
populations to discover the relative incidence,
distribution and interrelations of sociological and
psychological variables (p. 393).

To accomplish the purpose of this study, the questionnaire was

developed using information and materials obtained from the Oregon

Department of Education (ODE), Division of Vocational Education

(1980), the State of Florida, Division of Vocational Education

(1978), and the State of Virginia, Division of Vocational Education

(1975).

The initial research questionnaire contained 105 competencies.

It was subsequently revised as a result of suggestions from

specialists in an evaluation panel composed of two high school

clerical office occupations teachers, two business employers, two

laypersons, two vocational teacher educators, the chairperson of

OBEA, and the state specialist for business education, Division of

Vocational Education. The questionnaire was evaluated for content

validity.

The evaluation experts were instructed either to eliminate

the competencies or statements which appeared to be redundant and

inappropriate or to add items and provide suggestions for
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improvement. A copy of the letter sent to the participants and the

form used for revision can be found in Appendices B and C,

respectively. Two forms--one for clerical office occupations

teachers and the other for business employers--requesting demographic

information were also developed (see Appendices D and E). The final

revised questionnaire comprised 153 competencies (Appendix F). The

competencies were grouped in ten clerical office occupations task

categories. These were (1) general office procedures, (2) business

machines operations, (3) filing, (4) communication skills, (5)

business mathematics, (6) typewriting, (7) record-keeping, (8) work

organization and planning, (9) human relations, and (10) mail

processing.

Collection of the Data

Data were gathered by mailing a cover letter, a questionnaire,

and a pre-paid return envelope to each of the selected respondents in

the sample. Copies of the cover letters for clerical office

occupations teachers and business employers can be found in

Appendices G and H, respectively.

A follow-up letter and a questionnaire were sent to each of

the respondents who did not return the first copy by the date

requested. The copy of the follow-up letter is in Appendix H.

Null Hypotheses

The desired end-product of the study was twofold: (1) deter-

mination of the competencies important for an entry-level clerical
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office job in Oregon, and (2) the retention or rejection of the

following null hypotheses:

1. There is no significant difference between the responses of

clerical office occupations teachers and business employers

concerning the competencies important for a high school

graduate of clerical office occupations program to

possess for an entry-level job.

2. There is no significant difference between the responses of

urban and rural clerical office occupations teachers and

urban and rural business employers concerning the

competencies important for a high school graduate of

clerical office occupations program to possess for an entry-

level job.

3. There is no significant difference between the responses of

small and large business employers concerning the compe-

tencies important for a high school graduate of clerical

office occupations program to possess for an entry-level

job.

4. There is no significant difference between the responses

of small urban and rural business employers and large

urban and rural business employers concerning the

competencies important for a high school graduate of

clerical office occupations program to possess for an

entry-level job.
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5. There is no significant difference between the responses

of clerical office occupations teachers and business

employers concerning whether formal course work only,

cooperative work experience only, or a combination of

both is the best instructional strategy for preparing a

high school student enrolled in a clerical office

occupations program for successful employment in a

clerical office job.

Statistical Design

The primary purpose of this study was to compare the clerical

office occupations teachers' and business employers' perceptions

concerning the competencies important for a high school graduate

to possess for an entry-level clerical office job in Oregon. A

secondary purpose was to determine whether formal course work only,

cooperative work experience only, or a combination of both is the

best strategy of preparing a high school student enrolled in a

clerical office occupations program for an entry-level job.

The data collected through the questionnaire were compiled by

using resources at Oregon State University's Milne Computer Center.

There were two dependent variables to the study. The first

variable dealt with the level of importance for each competency

based on a four-point interval scale (4,3,2,1). The second was

concerned with the best strategy for preparing a high school

student enrolled in a clerical office occupations program for an

entry-level job. The latter variable was based on a nominal scale
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so that each respondent placed a check mark (./) in the column under

the strategy preferred.

Each of the 153 competencies was rated by the study participants

according to the following four-point interval scale (Erickson and

Wentling, 1976):

1. This competency is NOT IMPORTANT for a high school graduate's

employment in an entry-level clerical office job.

2. This competency is SLIGHTLY IMPORTANT for a high school

graduate's employment in an entry-level clerical office job.

3. This competency is IMPORTANT for a high school graduate's

employment in an entry-level clerical office job.

4. This competency is VERY IMPORTANT for a high school graduate's

employment in an entry-level clerical office job.

The analysis of variance (ANOVA), fixed design (Courtney and

Sedgwick, 1972), was used to test the null hypothesis that there

was no significant difference among the responses (Table 2).

The test of Least Significant Difference was used to determine

where specific differences existed between adjacent means of the

alternate hypothesis for each of the main effect levels. The L.S.D.

test was conducted using a priori hypotheses in comparing mean

scores. The following a priori statements were tested:

M
1

M
2

M
2

M
3

M
3

M
4
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TABLE 2. TWO-WAY ANOVA ARRANGEMENT (FIXED DESIGN).

Source of Variation DF SS MS

Teachers/Employers X1
1

A A/X1 MS--/MS
it Error

Urban/Rural X
2

B B/X2 MS--UK /MS
-Error

Interaction X
3

C C/X
3

MS
I
mr/MS

Error

Error/Within Y D D/Y

Total Z E

TE = Teachers/Employers
UR = Urban/Rural
INT = Interaction

In addition to the four-point, interval scale, a nominal

response scale (Martuza, 1977) was included to elicit the second

variable--a check mark response indicating the best instructional

strategy for preparing a high school student in a clerical office

occupations program. The strategies were presented in the following

statements:

1. The proficiency for this competency could best be prepared

for by FORMAL COURSE WORK only.

2. The proficiency for this competency could best be

prepared for by COOPERATIVE WORK EXPERIENCE only.

3. The proficiency for this competency could best be prepared

for by BOTH FORMAL COURSE WORK AND COOPERATIVE WORK

EXPERIENCE.
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The Chi-Square statistic, a test for determining statistically

significant differences between the response frequency of independent

samples (Courtney and Sedgwick, 1972), was used to determine if there

was any statistically significant difference in the responses of busi-

ness employers and clerical office occupations teachers concerning the

best instructional strategy for preparing students enrolled in clerical

office occupations program for entry-level jobs.

The first returned questionnaires were checked to determine if

there were apparent scoring patterns. An examination of these indicated

inconsistency in scoring. The respondents tended to score the com-

petencies in the categories placed at the front of the questionnaire

with more precision than they did score those at the back. Consequent-

ly, a decision was made to reverse the order of the categories during

the second mailing so that those originally placed at the back of the

questionnaires were moved to the front, and those in front placed at

the back.

The Student's "t" statistic (Runyon and Haber, 1980) was used

to determine if there was any significant order effect difference.

The standard deviation, the most stable index of variability

(Runyon and Haber), was determined for every competency in each office

task category.
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CHAPTER IV

ANALYSIS OF DATA

This chapter presents the findings of the study concerned with

clerical office occupations teachers' and business employers'

perceptions of the competencies important for a high school

graduate of clerical office occupations program to possess for an

entry-level job. The chapter also contains the detailed procedures

and statistical techniques used to test the hypotheses. The

analysis of the data collected for the study is presented in five

sections: Demographic Data of the Sample, The Analysis of Variance

Tests, Findings Related to Instructional Strategies, Findings

Related to the Order Effect, and the Summary of the Findings.

Demographic Data of the Sample

The data for this study were provided by clerical office occu-

pations teachers and business employers in rural and urban counties

in Oregon. Of the total questionnaires mailed--200 to clerical

office occupations teachers and 300 to business employers--64% (n =

128) were returned from clerical office occupations teachers and 60%

(n = 180) were returned from business employers (see Table 3a).

Ninety-eight percent (n = 125) of the 128 questionnaires

obtained from clerical office occupations teachers were usable.

Two percent were invalid because the answers were incomplete
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(Table 3b). Of those teachers whose questionnaires were usable,

49.6 percent (n = 62) were from rural and 50 percent (n = 63) were

from urban counties. Sixty-six percent (n = 118) of the business

employers' questionnaires provided usable data. Eighteen percent

of the questionnaires (n = 33) were returned by business employers

who did not hire high school clerical office occupations graduates.

Those questionnaires were not used in the statistical analysis but

the results were reported in Table 4. The remaining 23 percent

(n = 42) were invalid because they were incomplete. Of those

business employers whose questionnaires were usable, 44 percent

(n = 52) were from urban and 56 percent (n = 66) were from rural

counties (Table 3b).

Clerical Office Occupations
Teachers Demographic Data

Many of the teachers participating in the study taught in more

than one of the vocational business education clusters. Thirty-

three percent of the teachers responding from urban counties

reported they were presently teaching in the clerical office

occupations cluster, 40 percent were teaching in the secretarial

cluster, 21 percent were teaching accounting, and 7 percent were

teaching DE/Marketing. Response data obtained from rural teachers

indicated that 44 percent were teaching clerical; 46 percent, teach-

ing secretarial; 30 percent, teaching accounting; and 3 percent,

teaching DE/Marketing.

The clerical office occupations teachers responding from urban
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TABLE 3. SUMMARY OF RESPONSES OBTAINED AND USED.

(a) A summary of responses obtained

Respondents

Number of Number of
Questionnaires Questionnaires

Mailed Returned

Teachers:

Rural

Urban

Employers:

Rural

Urban

Total

Total

100 63

100 65

200 128

150 97

150 83

300 180

64

60

(b) A summary of responses used

Respondents

Number of Number of

Questionnaires Invalid Total %

Returned Questionnaires Usable

Teachers:

Rural 63 1 62 49.6

Urban 65 2 63 50.4

Total 128 3 125 100.0

Employers:

Rural 97 36 65 56.0

Urban 83 15 53 44.0

Total 180 51+ 118 100.0

+Includes 18 percent (n = 33) business employers who reported

that they did not hire high school clerical office occupations

graduates.
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and rural counties indicated that they were certified to teach

the cluster program in which they were involved.

The data obtained concerning teachers' participation in in-

service programs revealed that 79 percent of those responding from

rural counties had participated in the programs within the past

two years, while 21 percent had not. On the other hand, 82

percent of those responding from urban counties stated that they had

participated in in-service programs within the past two years;

18 percent had not.

When requested to indicate whether or not they had gained new

and useful skills and knowledge in the in-service programs that

had helped in solving classroom problems, 91 percent of the rural

clerical office occupations teachers responded positively and nine

percent responded negatively. Ninety-seven percent of the urban

clerical office occupations teachers reported that they had gained

new skills and knowledge, while three percent said they had not.

When asked to provide suggestions for improving the in-service

programs in Oregon, the rural and urban clerical office occupations

teachers made the following comments:

1. Have a maximum of two week-long workshops.

2. Have instructors teach and share their ideas instead of

having students present or teach.

3. Provide curriculum suggestions and discuss strategies

for teaching word processing at workshops.

4. Make allowances for different backgrounds and levels of

expertise.
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5. Provide information on how to implement computer

competencies.

6. Screen speakers intended for in-service sessions to

ascertain that material(s) to be presented are current

and will meet the needs of high school clerical office

occupations teachers.

7. Incorporate computer hands-on experience in the in-

service programs.

8. Update information in the word processing field and other

subject areas to help high school teachers stay current.

9. Have only those experts who have taught in high schools

within the last ten years teach workshop programs.

10. Hold workshops at which teachers teaching the same

subjects can participate in a round-table discussion- -

comparing and sharing strategies, grading, methods,

materials, curriculum guides, and outlines used.

11. Provide materials for actual use in classrooms.

12. Make learning meaningful, and avoid repetition of

material(s).

13. Use a realistic approach designed for the high school level

and classroom.

14. Provide an opportunity to visit exemplary programs in other

schools during the workshops.

15. Provide examples of problem situations and possible

remedies.
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The response data obtained from the rural and urban clerical

office occupations teachers concerning occupational work

experience in the cluster area(s) they teach indicated that 87

percent of the rural teachers had had occupational experience in the

cluster(s) taught, while 13 percent had not. Similarly, response

data from the urban clerical office occupations teachers indicated

that 92 percent had had occupational experience in the area taught,

while eight percent had not.

In response to the question as to whether or not a cooperative

work experience program was offered by the school, 60 percent of

the rural teachers responded that it was provided, while 40 percent

indicated that it was not. On the other hand, data from urban

clerical teachers revealed that 74 percent had cooperative work

experience program in their schools, while 26 percent did not.

Business Employers' Demographic
Data

As has been stated in the first section of this chapter, 60

percent (n = 180) questionnaires were returned from the business

employers in the sample who hire clerical office occupations

graduates. Of this figure, 66 percent (n = 118) were usable. Of

the business employers' usable questionnaires, 56 percent of the

responses were from rural counties, while 44 percent were from the

urban counties in Oregon (Table 3a). Fifty-one percent (n = 60)

of the business employers returning the questionnaires indicated

that their businesses were small, while 49 percent (n = 58) reported
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that their businesses were large. Fifty-one percent (n = 31) of the

small businesses were from rural and 48 percent (n = 29) were from

urban counties. Forty-eight percent (n = 28) of the large businesses

were from rural counties and 52 percent (n = 30) were from urban

counties.

Eighteen percent (n = 33) of the business employers indicated

that they did not hire beginning office employees with high school

clerical office training. Of this figure, 10 percent (n = 18) of the

responses were from rural and eight percent (n = 15) were from.urban

counties. Table 4 presents the reasons cited by business employers

for not hiring high school graduates of clerical office occupations

program.

The business employers were requested to indicate criteria

they use in hiring beginning clerical office workers graduating

from high schools. Table 5 provides the criteria business employers

use in hiring youth with high school clerical office training.

According to the results business employers in Oregon consider the

personal interview as the most important criterion used when

hiring entry-level clerical office workers. Other important

criteria included attitude, personal appearance, cooperative work

experience, and personality. Age was regarded as a relatively

minor criterion.
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TABLE 4. SUMMARY OF REASONS BUSINESS EMPLOYERS DO NOT HIRE HIGH

SCHOOL CLERICAL OFFICE OCCUPATIONS GRADUATES (n = 33).

Rank Reasons

Urban
Employers

Rural

Employers

1 Lack experience for the jobs available 15.0 9.6

2 No office positions for high school

graduates

13.2 7.0

3 Immature
9.6 6.1

4 Work is too specialized
9.6 4.4

5 Work requires post-high school training 9.6 4.4

6 On-the-job training is too long and/or

expensive

5.3 2.6

7 Inadequate preparation in high schools 2.6 .9

8 Insurance costs are too high 0 0

TABLE 5. CRITERIA BUSINESS EMPLOYERS USE IN HIRING BEGINNING CLERICAL

OFFICE WORKERS GRADUATING FROM HIGH SCHOOLS IN OREGON

(n = 118).

Criterion

Total
Response

Total
Response

1 Personal interview 94 17.3

2 Attitude 90 16.5

3 Personal appearance 67 12.3

4 Cooperative work experience 61 11.2

5 Personality
58 10.7

6 Scholastic records 56 10.3

7 References
37 6.8

8 Employment tests 33 6.1

9 Good attendance records from

school

31 5.7

10 Letter of application 12 2.2

11 Age
5 0.9

Total
544 100.0
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Employers were also requested to specify clerical office jobs

for which a high school graduate without prior full-time employment

might be hired. Table 6 presents the clerical office jobs for which

employers will hire high school graduates of clerical office

occupations program. The results indicate that the top three

office jobs for which beginners were hired included (1) general clerk,

(2) clerk typist, and (3) receptionist. Other occupations cited were

mail clerk, switchboard operator, business machines operator, secre-

tary (without shorthand), keypunch operator, bookkeeper, and data

processor.

TABLE 6. CLERICAL OFFICE OCCUPATIONS FOR WHICH BUSINESS EMPLOYERS
MOST FREQUENTLY HIRE HIGH SCHOOL GRADUATES WITHOUT PRIOR
FULL-TIME EMPLOYMENT (n = 118).

Occupation Responses

1 General clerk 74 18.1

2 Clerk typist 70 17.1

3 Receptionist 67 16.4

4 Mail clerk 49 12.0

5 Switchboard operator 35 8.6

6 Business machines operator 27 6.6

7 Secretary (without shorthand) 20 4.9

8 Keypunch operator 19 4.6

9 General bookkeeper 15 3.7

10 Data processor 12 2.9

11 Steno-secretary 11 2.7

12 Word processor 8 1.9

13 Transcriptionist 2 0.5

Total 409 100.0
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Evans and Herr (1978) noted that business employers were still

the best source of information concerning future employment needs.

Based on this notion, the questionnaire requested Oregon business

employers to name the five entry-level clerical office occupations

which will be in the greatest demand in five years. Table 7 presents

the clerical office occupations reported. The results indicate that

the top three occupations predicted by business employers were (1)

general clerk, (2) clerk typist, and (3) receptionist, followed by

word processor and general bookkeeper.

TABLE 7. FIVE ENTRY-LEVEL CLERICAL OFFICE OCCUPATIONS AREAS WHICH
BUSINESS EMPLOYERS ANTICIPATE WILL BE IN THE GREATEST
DEMAND IN FIVE YEARS (n = 118).

Occupation
County Total

Urban-Rural
Responses

Total

Urban-Rural
Urban Rural

1 General clerk 21 30 51 29.8

2 Clerk typist 21 25 46 26.9

3 Receptionist 22 17 39 22.8

4 Word processor 10 9 19 11.1

5 General book-
keeper

7 9 16 9.4

Total 81 90 171 100.0
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Analysis of Variance

The 153 clerical office occupations competencies were grouped

into ten categories for hypotheses testing. The groups were tested

using the F statistic with a rejection level set at .05.

The first hypothesis tested was that

There is no significant difference between the responses
of clerical office occupations teachers and business

employers concerning the competencies important for a

high school graduate of clerical office occupations

program to possess for an entry-level job.

The F statistic was used to compare the means for clerical

office occupations teachers'and business employers' responses. The

results presented on Table 8, categories 1 through 10, indicate

that the null hypotheses were rejected in nine clerical office task

categories, suggesting that there was a statistically significant

difference in the views of the two groups. The null hypothesis was

retained in the human relations category (F = 3.794, p > .05).

Table 9 presents the teachers' and employers' means and the

standard deviation for each competency. A competency statement with

a mean score of 4 was considered very important; 3, important; 2,

slightly important; and 1, not important.

The bar graphs (Fig. 1, p. 143) provide visual comparisons

of the percent of the teachers' and employers' responses for each

category based on the four-point interval scale. The results illus-

trated by the bar graphs indicate that in the majority of the

categories, the percent of the teachers' responses at each level

of importance was higher than those of business employers. The
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TABLE 8

ANALYSIS OF CLERICAL OFFICE OCCUPATIONS TEACHERS' AND

BUSINESS EMPLOYERS' RESPONSES CONCERNING THE COMPETENCIES

IMPORTANT FOR AN ENTRY-LEVEL CLERICAL OFFICE JOB

CATEGORY 1: Two-way ANOVA for General Office Procedures.

SOURCE OF
VARIATION SS DF MS p

Teachers/Employers 1.938 1 1.938 13.138 .001*

Rural/Urban .327 1 .327 2.219 .138

Interaction .021 1 .021 .144 .705

Error 35.401 240 .148

Total 37.772 243 .155

CATEGORY 2: Two-way ANOVA for Business Machines Operation.

SOURCE OF
VARIATION SS DF MS p

Teachers/Employers 2.617 1 2.617 10.249 .002*

Rural/Urban .006 1 .006 .024 .877

Interaction .107 1 .107 .418 .519

Error 57.703 227 .255

Total 60.703 230 .264

a .05
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TABLE 8: Continued

CATEGORY 3: Two-way ANOVA for Filing..

SOURCE OF
VARIATION SS DF MS

Teachers/Employers 1.772 1 1.772 5.742 .017*

Rural/Urban 776 1 .776 2.516 .114

Interaction .001 1 .001 .004 .947

Error 71.278 231 .316

Total 73.919 234 .316

CATEGORY 4: Two-way ANOVA for Communication Skills.

SOURCE OF
VARIATION SS OF MS

Teachers/Employers 3.849 1 3.849 25.656 .001*

Rural/Urban .282 1 .282 1.882 .171

Interaction .056 1 .056 .374 .541

Error 35.101 234 .150

Total 39.384 237 .166
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TABLE 8: Continued

CATEGORY 5: Two-way ANOVA for Business Mathematics.

SOURCE OF
VARIATION SS DF MS F p

Teachers/Employers 31.282 1 31.282 79.282 .001*

Rural/Urban .176 1 .176 .450 .503

Interaction .001 1 .001 .002 .962

Error 91.927 235 .391

Total 123.606 238 .519-

CATEGORY 6: Two-way ANOVA for Typewriting.

SOURCE OF
VARIATION SS DF MS F p

Teachers/Employers 13.121 1 13.121 47.186 .001*

Rural/Urban .421 1 .421 1.515 .220

Interaction .278 1 .278 1.000 .318

Error 65.345 235 .278

Total 97.412 238 .278
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TABLE 8: Continued

CATEGORY 7: Two-way ANOVA for Record-keeping.

SOURCE OF
VARIATION SS OF MS F p

Teachers/Employers 15.902 1 15.902 32.075 .001*

Rural/Urban .222 1 .222 .448 .504

Interaction .521 1 .521 1.050 .307

Error 113.972 228 .496

Total 129 231 .563

CATEGORY 8: Two-way ANOVA for Work Organization and Planning.

SOURCE OF
VARIATION SS DF MS F p

Teachers/Employers 1.313 1 1.313 6.499 .011*

Rural/Urban .031 1 .031 .153 .696

Interaction .002 1 .002 .012 .912

Error 47.088 233 .202

Total 48.456 236 .205
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TABLE 8: Continued

CATEGORY 9: Two-way ANOVA for Human Relations.

SOURCE OF
VARIATION SS DF MS

Teachers/Employers .590 1 .590 3.794 .052

Rural/Urban .080 1 .080 .512 .475

Interaction .279 1 .279 1.791 .182

Error 36.878 237 .156

Total 37.856 240 .158

CATEGORY 10. Two-way ANOVA for Mail Processing.

SOURCE OF
VARIATION SS DF MS p

Teachers/Employers 2.849 1 2.849 6.762 .010*

Rural/Urban .000 1 .000 .001 .978

Interaction .077 1 .077 .182 .670

Error 98.595 234 .421

Total 101.534 237 .428



TABLE 9

CLERICAL OFFICE OCCUPATIONS TEACHERS' AND BUSINESS EMPLOYERS' MEANS AND STANDARD DEVIATION FOR

INDIVIDUAL COMPETENCY

COMPETENCY
COMPETENCY

NUMBER

MEAN STANDARD
DEVIATION

TEACHERS EMPLOYERS

GENERAL OFFICE PROCEDURES

1. Use the telephone for local and long distance calls. 3.431 3.221 .766

2. Record messages accurately. 3.650 3.795 .402

3. Schedule appointments. 2.992 2.541 .989

4. Order and maintain adequate office supplies. 2.593 2.377 .846

5. Follow office routines, e.g. safety. 3.098 3.279 .816

6. Make travel arrangements. 2.366 1.705 .906

7. Prepare and fill-in forms. 3.439 3.090 .872

8. Operate switchboard. 2.130 2.246 1.180

9. Maintain office machines, e.g. typewriter. 2.878 2.484 1.030

10. Meet all deadlines. 3.667 3.574 .738

11. Maintain bulletin board. 1.691 1.402 .735

12. Use suitable equipment to perform tasks. 3.203 2.975 .787

13. Notify superior of appointments and meetings ahead
of time. 3.146 2.975 1.024

14. Be confidential in office matters. 3.772 3.836 .487

NOTE: 4 Very important

3 Important
2 Slightly important
1 Not important



TABLE 9: Continued

COMPETENCY
NUMBER

COMPETENCY

BUSINESS MACHINES OPERATION

15. Operate CRT display.

16. Use equipment instructions manuals.

17. Use safety precautions.

18. Arrange for equipment service.

19. Operate electric typewriter.

20. Operate 10-key adding machine.

21. Operate electronic calculator.

22. Operate duplicating equipment.

23. Operate collating machine.

24. Operate mall processing machines, e.g. postage
meter.

25. Perform on-line data entry activities:

(a) Prepare machine for operation.

26. (b) Sign on and prepare system for on-line
transmission of data.

27. (c) Select and display programs that are in
storage.

28. (d) Enter data from source documents into
storage, update source documents into storage,
refer to display to check the accuracy of the
keyed material and, make the necessary
corrections

29. (e) Recognize normal delays in response time.

30. (f) Sign off.

MEAN STANDARD
DEVIATION

TEACHERS EMPLOYERS

2.724 2.607 1.257

3.098 2.795 1.021

3.073 3.098 1.063

2.341 2.090 1.029

3.642 3.344 .898

2.984 3.172 .877

3.455 3.025 .991

2.772 2.566 1.106

2.236 1.787 1.070

2.325 2.410 1.066

2.724 2.500 1.344

2.618 2.492 1.368

2.650 2.434 1.402

2.634 2.557 1.460

2.512 2.451 1.324

2.593 2.467 1.409



TABLE 9: Continued

COMPETENCY
COMPETENCYNUMBER

MEAN
STANDARD
DEVIATIONTEACHERS EMPLOYERS

FILING

31. Maintain an index file. 2.813 2.869 1.178

32. Code, file, and retrieve documents by following
systems, such as:

(a) Alphabetic. 3.398 3.418 1.832

33. (b) Geographic. 2.813 2.230 1.291

34. (c) Numeric. 3.008 3.066 1.096

35. (d) Subject. 2.929 2.820 1.164

36. Transfer and store documents according to
established procedures. 2.992 3.131 .944

37. Choose and use correct system for filing different
materials, such as, cards, etc. 2.935 3.090 .936

38. Make decisions on suitable filing system accord-
ing to type of office, e.g. Legal, Autoparts,
Insurance, Real Estate, etc. 2.618 2.639 1.156

39. Store microfische records. 2.309 2.164 1.101

40. Maintain files according to types of records,
such as:

(a) Computer printouts. 2.528 2.746 1.095

41. (b) Computer tapes. 2.496 2.475 1.221

42. (c) Word-processing documents. 2.626 2.270 1.286

43. Maintain log or register of filed materials. 2.724 2.459 1.107

44. Check and follow-up on due materials. 2.829 2.730 1.099

45. Make tickler cards for appropriate documents. 2.740 2.385 1.124

46. Open new files and close old ones. 2.780 2.803 1.026



TABLE 9: Continued

COMPETENCY
NUMBER

COMPETENCY

MEAN STANDARD
DEVIATION

TEACHERS EMPLOYERS

47. Use cross-reference and index files 2.959 2.762 1.029

COMUNICATION SKILLS

ORAL:

48. Use appropriate. concise, and up-to-date

terminology.
3.358 3.156 .891

49. Understand and verify instructions. 3.699 3.566 .813

50. Participate effectively in a job interview. 3.683 3.041 1.101

51. Give simple instructions to another worker. 3.358 2.926 .981

52. Give formal and informal reports. 2.780 2.377 .1.063

53. Use proper procedures for delivering messages. 3.317 3.336 .933

54. Use voice effectively on the telephone. 3.472 3.557 .772

55. Understand and use business vocabulary. 3.447 3.246 .846

WRITTEN:

56. Write legibly.
3.650 3.508 .973

57 Compose simple memos or letters. 3.455 2.992 .958

58. Spell correctly.
3.837 3.664 .734

59. Complete forms.
3.528 3.287 .913

60. Punctuate effectively. 3.740 3.451 .863

61. Edit or proofread effectively. 3.740 3.270 1.029

62. Compose letters. memos or resumes. 3.390 2.779 1.110

SILENCE:

63. Respect others' need for quiet. 3.325 3.213 .947



TABLE 9: Continued

COMPETENCY
COMPETENCY

NUMBER

MEAN
STANDARD
DEVIATION

TEACHERS EMPLOYERS

64. Use and translate body language. 2.805 2.475 1.070

65. Read and understand written instructions. 3.707 3.582 .851

BUSINESS MATHEMATICS

66. Add, subtract, multiply, and divide. 3.764 3.705 .689

67. Calculate percentage. 3.520 3.426 .822

68. Convert problems using the standard U.S. unit of
measure and the metric unit of measure. 2.463 1.836 1.055

69. Compute cash discounts. 3.333 2.393 1.217

70. Compute interest. 3.276 2.721 1.248

71. Round numbers to designated decimal places. 3.407 2.869 1.091

72. Prepare sales slips. 3.024 1.885 1.122

73. Round mixed number to whole numbers. 3.195 2.393 1.175

74. Convert mixed numbers to improper fractions and
improper fractions to mixed numbers. 2.837 1.975 1.040

75. Convert percents to proper fractions. 3.016 2.189 1.159

76. Convert decimals to proper fractions and proper
fractions to decimals. 3.122 2.311 1.136

77. Solve math problems consisting of mixed numbers,
e.g. decimals, whole numbers, fractions, and
percentages. 3.211 2.352 1.113

78. Convert weight, capacity, and length to
percentages. 2.610 1.934 1.190



TABLE 9: Continued

COMPETENCY COMPETENCY
NUMBER

MEAN STANDARD
DEVIATION

TEACHERS EMPLOYERS

TYPEWRITING

79. Type reports from machine transcription. 3.333 2.607 1.168

80. Type accurately at (state) words per minute. 3.545 3.328 .895

81. Choose and use appropriate style for kinds of

documents. 3.171 2.844 1.076

82. Correct errors by appropriate method for originals

and copies. 3.650 3.270 .863

83. Use word processing systems for various documents. 2.976 2.246 1.235

84. Type in acceptable form:

(a) Letters. 3.813 3.451 .728

85. (b) Envelopes (ordinary and window). 3.691 3.295 .789

86. (c) Inter-office correspondence. 3.520 3.115 .946

87. (d) Forms. 3.569 3.164 .936

88. (e) Indexing cards. 3.106 2.721 1.039

89. (f) Manuscripts. 3.350 2.352 1.239

90. (g) Business reports. e.g. minutes of meetings. 3.293 2.934 1.089

91. (h) Statistical tables. 3.220 2.730 1.186

92. (i) Outlines. 2.967 2.377 1.123

93. (j) Originals for duplication. 3.439 3.098 .983

94. (k) Materials for display. 2.959 2.410 1.238

95. (1) Corrected or altered typed copy. 3.553 3.016 1.143

96. (m) Newspaper notice. e.g. ads, posters, etc. 2.593 2.082 1.210

97. Arrange and type materials in alphabetical order. 3.130 2.541 1.254



TABLE 9: Continued

COMPETENCY
COMPETENCYNUMBER

MEAN
STANDARD
DEVIATIONTEACHERS EMPLOYERS

RECORD-KEEPING

98. Prepare payroll register. 3.000 2.279 1.338

99. Compute and maintain simple records. 3.252 3.041 .885

100. Maintain usual office record-keeping systems. e.g.
costs, petty cash accounts, etc. 2.927 2.762 1.053

101. Maintain accuracy and neat corrections. 3.512 3.590 .747

102. Prepare bank deposits, maintain checkbook and
reconcile bank statements. 3.285 2.943 1.248

103. Record purchases transactions in the purchases
journal.

2.821 2.213
. 1.228

104. Post purchases journal entries to the account
payable ledger and general ledger. 2.821 2.328 1.249

105. Prepare billings to customers. 3.008 2.590 1.238

106. Prepare checks and stubs. 3.228 2.484 1.306

107. Prepare invoices. 3.114 2.434 1.226

108. Record sales transactions in the sales journal. 2.862 2.123 1.283

109. Post sales journal entries to the account receiv-
able and general ledger. 2.870 2.156 1.330

110. Process time cards. 2.911 2.393 1.270

WORK ORGANIZATION AND PLANNING

111. Organize time and needs for self. 3.244 3.377 .816

112. Plan employer's job needs. 2.488 2.402 1.065

113. Maintain work station. 3.333 3.311 .693



TABLE 9: Continued

COMPETENCY COMPETENCY
NUMBER

MEAN STANDARD
DEVIATION

TEACHERS EMPLOYERS

114. Organize work according to priority. 3.545 3.533 .718

115. Organize and report data. 3.016 3.098 .776

116. Adapt to new situations. 3.439 3.467 .718

111. Be flexible to meet unexpected situations. 3.439 3.525 .718

118. Maintain employee information directory. 2.285 2.090 1.037

119. Locate necessary supplies and information. 2.992 2.639 .919

120. Keep reception area in order. 2.927 2.902 1.007

121. Maintain bulletin board. 1.919 1.648 .899

122. Organize recorded materials/documents. 2.821 2.770 1.097

HUMAN RELATIONS

123. Show good judgment. 3.520 3.746 .437

124. Groom self and dress for business situations. 3.610 3.623 .550

125. Maintain business-like attitude and behavior. 3.626 3.770 .441

126. Respect the time and properties of others. 3.602 3.689 .482

127. Work well with authority, co-workers, and clients. 3.642 3.852 .356

128. Make introductions. 3.057 2.738 .831

129. Screen callers or calls effectively. 3.122 3.033 .852

130. Greet office callers: use their names when known. 3.244 3.262 .780

131. Maintain attendance. 2.512 2.279 1.080

132. Keep appointments on time. 3.569 3.246 .973

133. Understand the need for loyalty. 3.585 3.525 .578



TABLE 9: Continued

COMPETENCY COMPETENCY
NUMER

MEAN STANDARD
DEVIATION

TEACHERS EMPLOYERS

134.
Understand the need to keep certain information

private.
3.667 3.844 .498

135. Carry out a job to completion.
3.699 3.770 .422

136. Demostrate commitment of healthful living. 2.797 2.754 .939

137. Analyze direction of career goal.
3.049 2.762 .900

138. Assess self abilities and disabilities.
3.236 2.902 .948

139. Exhibit maturity.
3.325 3.541 .645

140. Put visitors at ease and show appropriate interest/

concern in their situations.
3.187 3.328 .698

141. Use pleasant tone of voice.
3.350 3.574 .559

142. Display courtesy and pleasant manner.
3.439 3.656 .477

MAIL PROCESSING

143. Maintain postage meter.
2.366 2.549 1.069

144. Open and process incoming wail.
3.098 2.984 .900

145.
Determine correct postage and process outgoing

mail.
2.911 3.025 .876

146. Use U.S. postal manual.
2.667 2.475 .972

147. Follow-up lost items through the mail. 2.366 2.344 1.051

148. Wrap, tie, and seal packages.
2.390 2.115 1.014

149. Handle confidential mail.
3.081 3.369 864

150. Re-address mails.
2.512 2.475 .964



TABLE 9: Continued

COMPETENCY
NUMBER

COMPETENCY

MEAN

151. Attache pertinent information,
make filing

and/or calendar notations.

152. Decide on least expensive
and most desirable

method of delivery.

153. Fold and insert letter(s)
of different size(s)

in appropriate envelopes.

STANDARD
DEVIATION

TEACHERS EMPLOYERS

2.846 2.623 .973

2.829 2.541
1.077

2.894 2.721
.947
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categories which received a rating of fifty or more percent by both

the teachers and employers were (1) typewriting, (2) communication

skills, and (3) human relations.

The second hypothesis tested was that

There is no significant difference between the responses
of urban and rural clerical office occupations teachers
and urban and rural business employers concerning the
competencies important for a high school graduate of
clerical office occupations program to possess for an

entry-level job.

Table 8 contains the two-way ANOVA for clerical office occupa-

tions teachers' and business employers' responses concerning the

competencies important for an entry-level clerical office job. The

null hypothesis was retained in all the ten office task categories;

there was no statistically significant difference between the teachers

and employers responding from rural and urban counties.

The urban and rural clerical office occupations teachers and

urban and rural business employers were also requested to state the

typing speed a high school graduate of clerical office occupations

program should possess for employment. The typing speeds suggested

ranged from 40 to 75 words per minute for urban teachers, 40 to 60

words per minute for rural teachers, 35 to 75 words per minute for

urban employers, and 25 to 80 words per minute for rural employers.

To determine if there was any significant difference in the

typing speeds stated, an unweighted analysis of means was employed.

The results of.the test reported on Table 10 indicate that the

teachers and employers were in agreement on the average typing (rural
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TABLE 10. THE ANOVA OF UNWEIGHTED MEANS FOR SUGGESTED AVERAGE

TYPING SPEED A HIGH SCHOOL GRADUATE SHOULD POSSESS FOR
AN ENTRY-LEVEL CLERICAL OFFICE JOB

Source of
Variation SS DF MS F P

Teachers/employers 1.800 1 1.800 1.210 .273

Rural/Urban .530 1 .530 .360 .549

Interaction .610 1 .610 .41 .527

Error 212 1.490

a= .05

teachers' mean was 51.99, s = 7.78; urban teachers' mean was 52.04,

s = 7.74; rural employers' mean was 54.11, s = 10.58; and urban

employers' mean was 52.60, s = 9.37).

The third hypothesis tested was that

There is no significant difference between the responses of
small and large business employers concerning the com-
petencies important for a high school graduate of clerical
office occupations program to possess for an entry-level

job.

The F statistic was employed to test the means for small and large

businesses. According to the results of the ANOVA (Table 11), the null

hypothesis was retained in eight office task categories. The categories

for which the hypothesis was retained included general office procedures,

business machines operation, filing, communication skills, business

mathematics, typewriting, work organization and planning, and human

relations. The categories for which the hypothesis was rejected were
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TABLE 11

ANALYSIS OF SMALL AND LARGE BUSINESS EMPLOYERS' RESPONSES

CONCERNING THE COMPETENCIES IMPORTANT FOR AN ENTRY-LEVEL

CLERICAL OFFICE JOB

CATEGORY 1: Two-way ANOVA for General Office Procedures.

SOURCE OF
VARIATION SS DF MS

Small/Large .000 1 .000 .000 .985

Rural/Urban .255 1 .255 1.433 .234

Interaction .093 1 .093 .521 .472

Error 21.024 118 .178

Total 21.373 121 .177

CATEGORY 2: Two-way ANOVA for Business Machines Operation.

SOURCE OF
VARIATION SS DF MS p

Small/Large .271 1 .271 .821 .367

Rural/Urban .053 1 .053 .162 .688

Interaction .043 1 .043 .130 .719

Error 36.978 112 .330

Total 36.323 115 .325

a= .05
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TABLE 11: Continued

CATEGORY 3: Two-way ANOVA for Filing.

SOURCE OF
VARIATION SS OF MS F p

Small/Large .362 1 .362 .932 .336

Rural/Urban .429 1 .429 1.105 .295

Interaction 1.015 1 1.015 2.614 .109

Error 44.676 115 .388

Total 46.413 118 .398

CATEGORY 4: Two-way ANOVA for Communication Skills.

SOURCE OF
VARIATION SS DF MS F p

Small/Large .018 1 .018 .103 .749

Rural/Urban .284 1 .284 1.666 .199

Interaction .047 1 .047 .275 .601

Error 19.455 114 .171

Total 19.813 117 .169
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TABLE 11: Continued

CATEGORY 5: Two-way ANOVA for Business Mathematics.

SOURCE OF
VARIATION SS DF MS p

Small/Large 1.247 1 1.247 2.520 .115

Rural/Urban .031 1 .031 .062 .804

Interaction 1.050 1 1.050 2.122 .148

Error 57.391 116 .495

Total 59.764 119 .502

CATEGORY 6: Two-way ANOVA for Typewriting.

SOURCE OF
VARIATION SS DF MS p

Small/Large .336 1 .336 .889 .348

Rural/Urban .767 1 .767 2.029 .157

Interaction .146 1 .146 .386 .536

Error 43.484 115 .378

Total 44.657 118 .378
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TABLE 11: Continued

CATEGORY 7: Two-way ANOVA for Record-keeping.

SOURCE OF
VARIATION

SS DF MS F p

Small/Large 3.407 1 3.407 5.736 .018*

Rural/Urban .452 1 .452 .762 .385

Interaction 2.481 1 2.481 4.176 .043#

Error 66.126 112 .636

Total 73.126 115 .636

#Interaction effect

CATEGORY 8: Two-way ANOVA for Work Organization and Planning.

SOURCE OF
VARIATION SS DF MS F P

Small/Large .133 1 .133 .577 .449

Rural/Urban .004 1 .004 .017 .897

Interaction .423 1 .423 1.834 .178

Error 26.779 116 .321

Total 27.344 119 .320
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TABLE 11: Continued

CATEGORY 9: Two-way ANOVA for Human Relations.

SOURCE OF
VARIATION SS DF MS

Small/Large .019 1 .019 .141 .708

Rural/Urban .025 1 .025 .187 .666

Interaction .163 1 .163 1.203 .275

Error 15.962 118 .135

Total 16.174 121 .134

CATEGORY 10. Two-way ANOVA for Mail Processing.

SOURCE OF
VARIATION SS DF MS

Small/Large 2.504 1 2.504 5.756 .018*

Rural/Urban .096 1 .096 .221 .639

Interaction .067 1 .067 .153 .696

Error 50.895 117 .435

Total 53.499 120 .446
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record-keeping (F = 6.736, p < .05) and mail processing ( F =

5.756, p < .05). An interaction effect was also indicated in the

record-keeping category.

The Least Significant Difference (L.S.D.) test was employed to

identify where the difference occurred among the means of the four

variables for the hypothesis that was rejected. The L.S.D. of .37

(Table 12) using .05 level of significant revealed that the mean

for small urban business employers was significant.

The test for interaction effect to determine how large the dif-

ference of the small business employers' mean responses is presented

in Fig. 2, p. 148. Based on the results obtained, the mean for

urban small business employers was found to be statistically large

or disordinal, suggesting no further investigation for the data.

The fourth hypothesis tested was that

There is no significant difference between the responses

of rural small and large business employers and urban

small and large business employers concerning the

competencies important for a high school graduate of

clerical office occupations program to possess for an

entry-level job.

The result of the F test for rural small and large business

employers and urban small and large business employers is presented

on the ANOVA Table 11. The null hypothesis was retained in all the

ten office task categories.

Table 13 provides a brief summary of the results of the F tests

conducted in this study. The table presents the results of the



TABLE 12

LEAST SIGNIFICANT DIFFERENCE TEST FOR RECORD-KEEPING CATEGORY

VARIABLE# MEAN DIFFERENCE
COMPUTED
L.S.D.

DECISION

M
2

M3

M4

2.4263

2.6133

2.6996

3.1053

.1870

.0860

.4057*

.370

.370

.370

M
1

= M
2

M
2
= M

3

M
3

< M
4

a= .05

'Variable MI denotes mean for large urban businesses; Variable M2 denotes

mean for large rural businesses; Variable M3 denotes mean for small rural

businesses; and Variable M4 denotes mean for small urban businesses.
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TABLE 13

A SUMMARY OF THE TWO-WAY ANOVA RESULTS

A. Clerical Office Occupations Teachers and Business Employers (Table 9).

CATEGORY TEACHERS/EMPLOYERS RURAL/URBAN INTERACTION

General Office Procedures # = None

Business Machines Operation # = None

Filing # = None

Communication Skills # x None

Business Mathematics # = None

Typewriting 0 = None

Record-keeping # = None

Work Organization and Planning # = None

Human Relations = = None

Mail Processing # = None

B. Suggested typing speed (Table 11).

COMPETENCY TEACHERS/EMPLOYERS RURAL/URBAN INTERACTION

Typing speed
w None

C. Small and Large businesses (Table 12).

CATEGORY SMALL/LARGE RURAL/URBAN INTERACTION

General Office Procedures = None

Business Machines Operation = None

Filing = None

Communication Skills
w None

Business Mathematics = = None

Typewriting. = = None

Record-keeping # Yes

Work Organization and Planning = None

Human Relations - m None

Mail Processing # = None

# Significant difference

= No significant difference
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primary effects and the interaction effects based on the ten office

task categories and the stated typing speeds.

Findings Related to Instructional
Strategies

The Chi-Square test for independence of categorical variables

was applied to each of the 153 competency statements at a = .05 level

of significance for the fifth hypothesis tested, which stated that

There is no significant difference between the responses
of clerical office occupations teachers and business
employers concerning whether formal course work only,
cooperative work experience only, or a combination of
both is the best instructional strategy for preparing
a high school student enrolled in clerical office occu-
pations program for successful employment in clerical

office job.

Table 14 presents the competencies on which the teachers and

business employers agreed and disagreed in terms of instructional

strategy. Five or more competency statements were rejected in each

category. A retained competency statement indicated agreement; a

rejected competency statement disagreement. The competencies

retained were those with p > .05, while those rejected had p < .05

level of statistical significance. The summarized results of the

retained and rejected competencies based on each category are pre-

sented in Table 15.

The visual comparisons of the teachers' and employers' response

percentages concerning the best instructional strategy for each

office task category are presented in Figure 3, p.149, 11 through

20. The results illustrate that both clerical office occupations



TABLE 14

RESULTS OF THE TEACHERS' AND EMPLOYERS' RESPONSES CONCERNING THE BEST INSTRUCTIONAL STRATEGY

FOR INDIVIDUAL COMPETENCY

COMPETENCY
NUMBER COMPETENCY p

NULL
HYPOTHESIS

GENERAL OFFICE PROCEDURES

1. Use the telephone for local and long distance calls. .0000 Rejected

2. Record messages accurately. .0000 Rejected

3. Schedule appointments. .0031 Rejected

4. Order and maintain adequate office supplies. .0589 Retained

5. Follow office routines, e.g. safety. .0711 Retained

6. Make travel arrangements. .0001 Rejected

7. Prepare and fill-in forms. .0000 Rejected

8. Operate switchboard. .0999 Retained

9. Maintain office machines, e.g. typewriter. .0566 Retained

10. Meet all deadlines. .0001 Rejected

11. Maintain bulletin board. .0007 Rejected

12. Use suitable equipment to perform tasks. .0514 Retained

13.' Notify superior of appointments and meetings ahead of time. .2428 Retained

14. Be confidential in office matters. .0008 Rejected

BUSINESS MACHINES OPERATION

15. Operate CRT display. .9692 Retained

a = .05



TABLE 14: Continued

COMPETENCY
NUMBER COMPETENCY p

NULL
HYPOTHESIS

16. Use equipment instructions manuals. .5476 Retained

17. Use safety precautions. .0128 Rejected

18. Arrange for equipment service. .7042 Retained

19. Operate electric typewriter. .0166 Rejected

20. Operate 10-key adding machines. .0176 Rejected

21. Operate electronic calculator. .0262 Rejected

22. Operate duplicating equipment. .0762 Retained

23. Operate collating machine. .0358 Rejected

24. Operate mail processing machines, e.g. postage meter. .0268 Rejected

25. Perform on-line data entry activities:

(a) Prepare machine for operation. .4325 Retained

26. (b) Sign on and prepare system for on-line transmission of data. .6913 Retained

27. (c) Select and display programs that are in storage. .6893 Retained

28. (d) Enter data from source documents into storage; update source
documents in storage; refer to display to check the accuracy
of the keyed material and make the necessary corrections. .7552 Retained

29. Recognize normal delays in response time. .2683 Retained

30. Sign off. .7027 Retained

FILING

31. Maintain and index files. .0824 Retained

32: Code, file and retrieve documents by following systems, such as:

(a) Alphabetic. .0002 Rejected
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COMPETENCY
NUMBER COMPETENCY p

NULL
HYPOTHESIS

33. (b) Geographic. .0004 Rejected

34. (c) Numeric. .0002 Rejected

35. (d) Subject. .0002 Rejected

36. Transfer and store documents according to established procedures. .0462 Rejected

37. Choose and use correct system for filing different materials, e.g.
cards. .0107 Rejected

38. Make decisions on suitable filing system according to the type of
office, such as, Legal, Autoparts, Insurance, Real Estate, etc. .2828 Retained

39. Store microfische records. .1910 Retained

40. Maintain files according to type of record, such as:

(a) Computer printouts. .6984 Retained

41. (b) Computer tapes. .3431 Retained

42. (c) Word-processing documents/materials. .8217 Retained

43. Maintain log or register of filed materials. .5479 Retained

44. Check and follow-up on due materials. .1560 Retained

45. Make tickler cards for appropriate documents. .5540 Retained

46. Open new and close old files. .7612 Retained

47. Use cross-reference and index files. .0053 Rejected

COMMUNICATION SKILLS

ORAL:

48 Use appropriate, concise and up-to-date terminology. .0056 Rejected



TABLE 14: Continued

COMPETENCY
NUMBER COMPETENCY p

NULL
HYPOTHESIS

49. Understand and verify instructions. .0000 Rejected

50. Participate effectively in a job interview. .0117 Rejected

51. Give simple instructions to another worker. .0007 Rejected

52. Give formal and informal reports. .0000 Rejected

53. Use proper procedures for delivering messages. .0064 Rejected

54. Use voice effectively on the telephone. .0012 Rejected

55. Understand and use business vocabulary. .0036 Rejected

WRITTEN:

56. Write legibly. .2409 Retained

57. Compose simple memos or letters. .0052 Rejected

58. Spell correctly. .3085 Retained

59. Complete forms correctly. .0159 Rejected

60. Punctuate effectively. .1841 Retained

61. Edit or proofread effectively. .0194 Rejected

62. Compose letters, memos, or resumes. .0409 Rejected

SILENCE:

63. Respect others' need for quiet. .0029 Rejected

64. Use and translate body language. .2679 Retained

65. Read and understand written instructions. .0123 Rejected



TABLE 14: Continued

COMPETENCY
NUMBER

COMPETENCY

p

NULL

HYPOTHESIS

BUSINESS MATHEMATICS

66. Add, subtract,
multiply, and divide.

.0834
Retained

67. Calculate percentage

.0328 Rejected

68. Convert problems
using the standard

U.S. unit of measure and the

metric unit of measure.

.4781
Retained

69. Compute cash discounts.

.0106
Rejected

70. Compute interest. .

.0045 Rejected

71. Round numbers to designated decimal places.
.0187

Rejected

72.
Prepare sales slips.

.0919 Retained

73.
Round mixed numbers

to whole numbers.

.0019
Rejected

74.
Convert mixed numbers to improper

fractions and improper fractions

to mixed numbers.

.0118 Rejected

75.
Convert percents to proper fractions.

.0114 Rejected

76.
Convert decimals to proper fractions

and proper fractions
to

decimals .

.0038
Rejected

77. Solve maths problems
consisting of mixed numbers, e.g. decimals,

whole numbers, fractions,
and percentages.

.0028 Rejected

78. Convert weight,
capacity, and length to percentages.

.0088 Rejected

TYPEWRITING

79. Type reports from
transcription machine.

.0112
Rejected

80. Type accurately at
(state) words per minute.

.0046
Rejected



TABLE 14: Continued

COMPETENCY
NUMBER COMPETENCY p

NULL

HYPOTHESIS

81. Choose and use appropriate style for kinds of documents. .0012 Rejected

82. Correct errors by appropriate method for originals and copies. .0052 Rejected

83. Use word processing systems for various documents. .8923 Retained

84. Type in acceptable form:

(a) letters. .0149 Rejected

85. (b) Envelopes (ordinary and window). .0000 Rejected

86. (c) Inter-office correspondence. .0000 Rejected

87. (d) Forms (business). .0000 Rejected

88. (e) Indexing cards. .0000 Rejected

89. (f) Manuscripts. .0000 Rejected

90. (g) Business reports, e.g. minutes of meetings. .0000 Rejected

91. (h) Statistical tables. .0000 Rejected

92. (I) Outlines. .0001 Rejected

93. (j) Originals for duplication. .0002 Rejected

94. (k) Materials for display. .0046 Rejected

95. (1) Corrected or altered typed copy. .0027 Rejected

96. (m) Newspaper notice, e.g. ads. and/or posters. .0002 Rejected

97. Arrange and type materials in alphabetical order. .0005 Rejected

RECORD-KEEPING

98. Prepare payroll register. .0000 Rejected



TABLE 14: Continued

COMPETENCY
NUMBER COMPETENCY p

NULL
HYPOTHESIS

99. Compute and maintain simple records. .0000 Rejected

100. Maintain usual office record-keeping systems. e.g. costs,

petty cash account, etc. .0024 Rejected

101 Maintain accuracy and neat corrections. .0000 Rejected

102. Prepare bank deposits, maintain checkbook and reconcile bank

statements.
.0000 Rejected

103. Record purchases transactions in the purchases journal. .0000 Rejected

104. Post purchases journal entries to the account payable ledger

and general ledger. .0005 Rejected

105. Prepare billings to customers. .0001 Rejected

106. Prepare checks and stubs. .0000 Rejected

107. Prepare invoices.
.0000 Rejected

108. Record sales transactions in the sales journal. .0037 Rejected

109. Post sales journal entries to the account receivable and general

ledger.
.0052 Rejected

110. Process time cards. .0033 Rejected

WORK ORGANIZATION AND PLANNING

111. Organize time and needs for self. .0052 Rejected

112. Plan employer's job needs. .9505 Retained

113. Maintain work station. .0005 Rejected

114. Organize work according to priority. .0000 Rejected



TABLE 14: Continued

COMPETENCY COMPETENCY

NUMBER 13

NULL
HYPOTHESIS

115. Organize and report data. .0032 Rejected

116. Adapt to new situations. .1072 Retained

117. Be flexible to meet unexpected situations. .0062 Rejected

118. Maintain employee information directory. .4959 Retained

119. locate necessary supplies and information. .0086 Rejected

120. Keep reception area in order. .5714 Retained

121. Maintain bulletin board so that specific information can be found. .0613 Retained

122. Organize recorded materials/documents. .0600 Retained

HUMAN RELATIONS

123. Show good judgment. .0018 Rejected

124. Groom self and dress for business situations. .0002 Rejected

125. Maintain business-like attitude and behavior. .0004 Rejected

126. Respect the time and properties of others. .0003 Rejected

127. Work well with authority, co-workers, and clients. .0460 Rejected

128. Make introductions. .4658 Retained

129. Screen callers or telephone calls effectively. .0830 Retained

130. Greet office callers: use their names when known. .4604 Retained

131. Maintain attendance records. .5483 Retained

132. Keep appointments on time. .0240 Rejected

133. Understand the need for loyalty. .0004 Rejected



TABLE 14: Continued

COMPETENCY
NUMBER COMPETENCY p

NULL
HYPOTHESIS

134. Understand the need to keep certain information private. .0015 Rejected

135. Carry out a job to completion. .0021 Rejected

136. Demonstrate commitment of healthful living. .0212 Rejected

137. Analyze direction of career goal. .0010 Rejected

138. Assess self abilities and disabilities. .0040 Rejected

139. Exhibit maturity. .0022 Rejected

140. Put visitors at ease and show interest/concern for their
situations. .4132 Retained

141. Use pleasant tone of voice. .0015 Rejected

142. Display courtesy and pleasant manner. .0009 Rejected

MAIL PROCESSING

143. Maintain postage meter. .2114 Retained

144. Open and process incoming mail. .0034 Rejected

145. Determine correct postage and process outgoing mail. .0667 Retained

146. Use U.S. postal manual. .4359 Retained

147. Follow-up lost item through the mail. .2717 Retained

148. Wrap. tie. and seal packages. .5801 Retained

149. Handle confidential mail. .0140 Rejected

150. Re-address mails. .8321 Retained



TABLE 14: Continued

COMPETENCY
NUMBER COMPETENCY p

NULL
HYPOTHESIS

151. Attach pertinent information or notations. .0191 Rejected

152. Decide on lease expensive and most desirable method of delivery. .0071 Rejected

153. Fold and insert letter(s) of different size(s) in appropriate
envelopes correctly. .0000 Rejected



TABLE 15

A SUMMARY OF THE TEACHERS' AND EMPLOYERS' RESPONSES CONCERNING THE BEST INSTRUCTIONAL STRATEGY

FOR INDIVIDUAL CATEGORY

OFFICE TASK CATEGORY
NUMBER OF

COMPETENCIES
RETAINED

NUMBER OF
COMPETENCIES

REJECTED
TOTAL

General Office Procedures 6 42.86 8 57.14 100

Business Machines Operation 10 62.50 6 37.50 100

Filing 10 58.80 7 41.20 100

Communication Skills 4 22.20 14 77.80 100

Typewriting 1 5.26 18 94.74 100

Business Mathematics 7 53.80 6 46.20 100

Record-keeping 0 0.00 13 100.00 100

Work Organization and Planning 7 58.30 5 41.70 100

Human Relations 5 25.00 15 75.00 100

Mail Processing 6 54.50 5 45.50 100
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teachers and business employers favored a combination of formal

course work and cooperative work experience. The two groups also

agreed that the competencies pertaining to business mathematics

would best be acquired through formal course work only. The teachers

and employers indicated that cooperative work experience alone was

not an effective instructional strategy, and that it should be intro-

duced after a student has learned enough theory for the skills and

knowledge to be practiced on the job. The summarized results of the

teachers' and employers' response percentages on each instructional

strategy for the ten categories is provided on Appendix J, p. 141.

Findings Related to Order Effect

The tendency of the respondents to score the items in the front

pages of the questionnaire with more precision than those placed at

the back was considered as probable. Based on this assumption, mailing

of the questionnaire was divided into two groups. The second group

of the questionnaire had the categories reversed so that those

originally in front were placed at the back and those at the back

were placed in front.

Tables 16 through 19 present the findings with regard to order

effect. The Student's "t" test results found two office task cate-

gories to be statistically significant in the rural teachers' data,

five categories in the urban teachers' data, no category in the

rural employers' data, and one category in the urban employers'

data.



TABLE 16

RESULTS OF ORDER EFFECT TEST

FOR THE RURAL CLERICAL OFFICE OCCUPATIONS TEACHERS' DATA

OFFICE TASK CATEGORY t p

General Office Procedures -1.030 .305

Business Machines Operation -2.030 .047*

Filing -3.020 .004*

Communication Skills - .120 .908

Business Mathematics - .760 .449

Typewriting -1.630 .108

Record-keeping -1.180 .244

Work Organization and Planning .280 .779

Human Relations .780 .440

Mail Processing - .430 .666

a = .05



TABLE 17

RESULTS OF ORDER EFFECT TEST

FOR THE URBAN CLERICAL OFFICE OCCUPATIONS TEACHERS' DATA

OFFICE TASK CATEGORY t p

General Office Procedures 3.110 .003*

Business Machines Operation .030 .976

Filing - .520 .604

Communication Skills 2.600 .012*

Business Mathematics 2.270 .027*

Typewriting - .370 .715

Record-keeping
2.520 .015*

Work Organization and Planning 1.320 .193

Human Relations 3.230 .002*

Mail Processing -1.100 .277

a= .05



TABLE 18

RESULTS OF ORDER EFFECT TEST

FOR THE RURAL BUSINESS EMPLOYERS' DATA

OFFICE TASK CATEGORY t p

General Office Procedures -1.250 .216

Business Machines Operation .210 .833

. Filing .460 .648

Communication Skills .340 .732

Business Mathematics .270 .789

Typewriting 1.580 .120

Record-keeping - .140 .889

Work Organization and Planning 1.920 .059

Human Relations 1.650 .104

Mail Processing - .470 .641

at= .05



TABLE 19

RESULTS OF ORDER EFFECT TEST
FOR THE URBAN BUSINESS EMPLOYERS' DATA

OFFICE TASK CATEGORY t p

General Office Procedures .230 .823

Business Machines Operation -1.000 .322

Filing -1.440 .157

Communication Skills -1.070 .291

Business Mathematics - .750 .459

Typewriting - .710 .480

Record-keeping .110 .910

Work Organization and Planning 2.530 .014*

Human Relations 1.160 .250

Mail Processing .020 .986

a = .05
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Summary of the Findings

1. The five top reasons cited by business employers for not hiring

high school graduates were (a) lack of experience for jobs

available, (b) no clerical office positions for workers with

high school training, (c) immature personality, (d) work is too

specialized, and (e) work requires post-high school training

(Table 4).

2. The five top criteria business employers consider when hiring

beginning clerical office employees were (a) personal interview,

(b) attitude, (c) personal appearance, (d) cooperative work

experience, (e) personality (Table 5).

3. The first five clerical office occupations for which business

employers most frequently hire high school graduates without prior

full-time work experience include: general clerk, clerk typist,

receptionist, mail clerk, and switchboard operator (Table 6).

4. Five entry-level clerical office occupations which business

employers anticipate will be in the greatest demand in five years

were (a) general clerk, (b) clerk typist, (c) receptionist, (d)

word processor, and (e) general bookkeeper (Table 7).

5. The hypothesis of no statistically significant difference

between the teachers' and employers' responses concerning the

competencies important for a high school graduate of clerical

office occupations program to possess for an entry-level job was

rejected in nine of the ten clerical office task categories.

The null hypothesis was retained in the human relations category

(Table 8).
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6. In the majority of the competencies, the teachers' mean

scores on the four-point interval scale were higher than

those of business employers (Table 9).

7. The clerical office task categories which received fifty

percent or more response by the two groups of respondents

were (a) human relations, (b) typewriting, and (c) com-

munication skills (Fig. 1).

8. The hypothesis of no significant difference between the

rural and urban responses concerning the competencies

important for a high school graduate of clerical office

occupations program to possess for an entry-level office

job was retained in all the categories (Table 8 and 11).

9. The clerical office occupations teachers and business

employers agreed on the average typing speed a high

school graduate of clerical office occupations program

should possess for an entry-level clerical office job

(Table 10). The minimum typing speed recommended was

50 words per minute.

10. The hypothesis of no significant difference between small

and large business employers' responses concerning the

competencies important for a high school graduate of

clerical office occupations program to possess for an

entry-level job was retained in eight out of the ten

office task categories. The hypothesis was rejected

in the record-keeping and mail processing categories.

The results also indicated that the record-keeping
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category had an interaction effect difference.

11. The results indicated the mean for small urban business employers

to be statistically significant (Table 12).

12. The test for the interaction effect indicated that the mean for

small urban business employers in the record-keeping category

was larger than those of the other variables (Figure 2).

13. The results indicated that clerical office occupations

teachers and business employers favored a combination of formal

course work and cooperative work experience (Appendix J and

Fig. 3).

14. The clerical office occupations teachers and business employers

agreed that formal course work only be used to prepare a student

for the competencies pertaining to business mathematics.

15. The teachers and employers felt that cooperative work experience

only was not a suitable instructional strategy by itself,

but suggested it should be implemented in conjunction with

in-school instruction.

16. The results indicated that there was order effect difference in

the urban clerical office occupations teachers' data (see

Table 17).

18. The clerical office occupations teachers expressed the need

to improve in-service programs in Oregon (see pp. 54 and 56).
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CHAPTER V

DISCUSSION AND SUGGESTIONS FOR FURTHER STUDIES

The primary purpose of this study was to compare clerical

office occupations teachers' and business employers' perceptions of

the competencies important for a high school graduate of clerical

office occupations program to possess for an entry-level job in

Oregon. A secondary purpose was to determine whether formal course

work only, cooperative work experience only, or a combination of both

is the best instructional strategy for preparing a high school

student enrolled in clerical office occupations program.

Discussion

This study was based on the principle that a vocational educa-

tion program is effective only if it prepares an individual with

specific competencies required to perform an occupation available

in the world of work (Prosser and Quigley, 1950).

Eighteen percent of the business employers who returned the

questionnaires indicated that they did not hire high school graduates

of clerical office occupations program. The reasons cited by busi-

ness employers for not hiring high school graduates had to do with

their lack of experience and the need for post-secondary training.

Perhaps providing more work experience activities and expanding the

time devoted to high school occupational instruction would increase
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the number of business employers who employ high school graduates

in Oregon.

The business employers and clerical office occupations teachers

in the sample were also very concerned with students' human relations

competencies. Business employers have reiterated a lack of human

relations skills in beginning clerical office workers (see Abbot, 1974,

p.23; Wandmacher, 1.75 p.23; and Cluck, 1979, p.16) during the past few

decades. As human relations competencies, example: getting along with

co-workers, willingness to help others, mature personality, courtesy,

and pleasant manner, seem to be critical in the opinion of both the

teachers and employers for successful employment of high school gra-

duates, they should continue to be emphasized in classroom instruction

and activities'and their importance made clear to students.

Although the teachers and employers in the sample basically

agreed on the competencies important for an entry-level clerical

office job, they statistically disagreed on the extent of importance.

The teachers consistently rated the competencies higher than the

business employers. This finding agrees with those reported by

Willinsford (1975, see p.22) and Joshi (1979, see p. 39), in which

teachers emphasized higher standard for technical skills than did

business employers. Perhaps the differences could be compromised

through an active advisory committee that would determine the com-

petencies and standards at which skills should be attained for beginning

clerical office employment. The teachers can also learn more about

the employers' job requirements by collaborating with them (employers)

through an effective cooperative work experience program (Wine, 1979).
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Additionally, teachers should be encouraged to hold positions

in local business offices to keep up with technological changes in

office equipment and materials. Similarly, business employers should

be invited to classroom as guest-speakers or part-time teachers.

Wentling (1980) emphasizes the importance for a holistic approach in

the curriculum revision process in which everyone concerned and affec-

ted by the program would collaborate to alleviate the problem of mat-

ching peoples' thinking and manipulative habits with those required

in specific occupations. Based on this concept, the data for revising

an occupational curriculum should be obtained not only from those who

hire high school graduates for jobs, but also the teachers who must

prepare the students with the competencies required to do the jobs.

The analysis of regional differences indicated that the location

of a vocational education program did not affect the competencies

required for jobs by different employers. Based on this finding,

leadership in developing and improving clerical office occupations

curriculum guides should continue to be provided at the state rather

than the regional level. However, particular aspects of a program, such

as implementation and revision, will be determined by local resources.

Job opportunities at the local community for which a student is

being trained tend to be the main justification for a program.

Small urban business employers tended to require more technical

skills than those of their large business counterparts. Perhaps

because small urban business employers are often faced with marketing

competition from large businesses in metropolitan centers, they need



111

highly qualified clerical office workers in a variety of areas of

clerical office work as they cannot afford to hire specialists.

Information obtained from the teachers and business employers

indicated that the two groups favored a combination of formal

course work and cooperative work experience as the instructional

strategy that should be used in preparing a student enrolled in the

clerical office occupations program. As cooperative work experience

tends to be an important component of occupational instructions, its

management and expansion should be intensified.

Formal course work only as an instructional strategy was recom-

mended for the competencies in the business mathematics category

by the two groups of respondents (Fig. 3). As employers' profits

depend on accurate calculations, they need employees with mathematical

abilities for their financial accounting.

Although word processing subject has not been introduced in the

public high schools' clerical office occupations curriculum guide in

Oregon, the business employers in the sample predicted it to be one of

the top office jobs which will be in the greatest demand in five years.

Based on this conclusion, the competencies which pertain to word pro-

cessing should be determined and incorporated in the high schools'

clerical office occupations curriculum guide.

Oregon clerical office occupations teachers indicated that

in-service programs should be improved to serve the needs for high

school occupational instruction (see pp. 55 and 56). Perhaps the

problem could be reduced by consulting with prospective program parti-

cipants so that their needs are used as the basis upon which the
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in-service program is planned and implemented. Failure to

observe this approach may increase the problems such as

repetition of subjects or materials and others; it would also

waste time for most participants.

Based on the findings, conclusions, and recommendations

stated, perhaps the Oregon Department of Education, Division of

Vocational Education, needs to restructure the processes and/or

decisions in revising clerical office occupations curriculum

guide and in-service programs to serve the objectives of occupa-

tional training at the senior high school level.

Suggestions for Further Study

1. A similar study should be replicated within the

next five years to confirm that the findings of

this study hold true in Oregon.

2. A survey of business office equipment used by

rural and urban business employers should

be conducted to determine their similarities

and differences.

3. A survey should be conducted to determine the

competencies and standards required for

entry-level clerical office job in

word processing.
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APPENDIX B

Vocational-Technical Education Dept.
Batcheller Hall, Room 100
Oregon State University
Corvallis, OR 97331

April 15, 1982

Dear

We are currently conducting a study to determine the clerical
office occupations curriculum needs for entry-level clerical office

occupations students graduating from public high school in Oregon.

Please help us revise the enclosed questionnaire by making
suggestions and/or comments, for example:

1. Does it communicate?

2. Are the questions and instructions clear?

3. Are the questions relevant to the purpose of the

study?

Revision form is enclosed for your convenience. If you prefer,

you may make such suggestions or comments on the questionnaire itself.

Your willingness to participate is greatly appreciated.

Please return the revised questionnaire and the form to me

at the above address.

Sincerely yours,

Valerie T. Akeyo
Data Coordinator

Enclosure.



FROM:

APPENDIX C

QUESTIONNAIRE EVALUATION FORM

122

Name Position Institution/
Business

SUBJECT: Suggested revisions to the questionnaire listing office
occupations competencies required for high school graduates
seeking positions as beginning clerical office workers.

ITEM NO: COMMENTS OR SUGGESTED REVISIONS

SUGGESTED ADDITIONS

(new items)

ITEM NO: SUGGESTED DELETIONS

(identify by item no.)

NOTE: If additional space is needed, please attach sheet to this memo.

*
Baltimore, Jimmy Ray. A study of professional education competencies
of public school vocational education leaders. (Ed.D. dissertation,

Oregon $tate University, 1972), p. 101.



APPENDIX D

CLERICAL OFFICE OCCUPATIONS TEACHERS' FORM FOR

DEMOGRAPHIC INFORMATION



SECTION A

TEACHER'S BACKGROUND/PERSONAL INFORMATION

Date:

I. Wage of your school

2. Address

Phone number

3. Please, place nen in the spece(s)
provided next to the program cluster(s) you

teach at the high school:

I. Sec lal

2. DE/Marketing
3. Clerical
I. Accounting

4. Are you certified to teach the
subject(s) in the cluster(s) you have indicated above?

I ) YES

I ) NO

S. Have you participated in an internship, workshop, an in-service, or
summer school program during the past two years?

I )1 YES

1 I NO

6. If YES, did you gain any new knowledge
and skills that have been of help to you

in solving your classroom problems?

I I YES

I I NO

7. If WO, list THREE suggestions
(briefly) you think should be done to

improve any such program(s) you have attended.

I)

II)

III)

9. Have you had occupational (Work)
experience in the subject(s) or cluster

program(s) that you teach at the high school?

I ) YES

I I NO

9. Does your school have
supervised cooperative work experience

for students enrolled In office occupations programs?

1 YES

I I NO

In. Is your school located WITHIN or
OUTSIDE the urban city in your area? ( I WITHIN, 1 I OUTSIDE



SECTION A

EMPLOYER'S BACKGROUND/PERSONAL INFORMATION

Date:

I. Name of your business (employer)

2. Address Phone number

3. What Is your position in this business?

4 What Is the approximate total number of employees are in this business? Please, place a check () in ONE of the spaces

provided below: (Please, include all branch installations, divisions, and departments. etc.)

Less than 50
Between 51 and 100
Between 101 and 150
Between 151 and 200
Between 201 and 250
More than 250

5. Is your business/employer--at the plate your are now working--located WITHIN or OUTSIDE the urban city in your area?

( ) WITHIN

OUTSIDE

6. Do you hire beginning office employees with high school education? (That is, education not more than all meths beyond

high school).

[ ) TES

I NO

(a) If TES, plow proceed to the neat question.

(b) If NO, please plots "a" in the spece(n) provided neat to the resson(s) high school graduates are not employed for
beginning clerical office positions, then return the questionnaire in the pre-paid, self-add d envelope enclosed.

They are is
They lack experience for the jobs available
On-the-Job training Is too long and /or expenelve
We do not have office positions
They are Inadequately prepared in high schools ..

Insurance coats are too high
Work is too specialited
Work require post-high echoed education and training

OtImrst (please. list.)



BACKGROUND/PERSONAL INFORMATION Cont'd.

7. If any of the following criteria are used in selecting
beginning office employes from high school, which

FIVE are considered most impo by your emptoyer/businesst Begin with "1" as the first most important,

Tiln-is the next most important, and so on.

Scholastic record .. . .

Personal interview

References ..

Employment test results
Personal appearance
Cooperative work experience
Good attendance record from school attended

Professional attitude
Letter of application

Others: (Please list)

B. Place "a" next to the occupetion(s) your employer hires high school
graduates without prior full-time employment.

Receptionist .. .. .. .. .. Nall clerk .. .. Others: (Please list).

Data processor ..

General clerk .. .. .. .. Nord processor ..

Clerk typist .. .. .. .. .. Switchboard operator

business machines operator .. .. Transcriptionist --
Steno-secretary (without shorthand) Keypuch ope

Steno-secretary (with shorthand) ..

9. Write In the spaces provided below, FIVE areas of clerical position your
business/employer anticipate the greatest

need for entry-level workers In the next five years.

1.

2.

3.

4.

S.

10. Is your employer (1) manufacturing or (2) Nonmanufacturing first j Manufacturing; ( Nonmanufac iiiii g. Place

"a" In ONE box.

NOTE: Continuo to Question No. 11--Section B, next pogo.



APPENDIX F

ENTRY-LEVEL CLERICAL OFFICE CaAPETENCIES FOR HIGH SCHOOL GRADUATES

Explanatory Sheet

PURPOSE OF QUESTIONNAIRE:

The purpose of this questionnaire is to seek your
assistance in providing information which will be useful In the

development of curricula for secondary schools. This study is particularly concerned with office occupations compe-

tencies at the senior high school level.
Occupational titles' competencies included are general office clerk, business

machines operator, clerk typist, receptionist, mail clerk,
bookkeeper, switchboard operator, transcriptionist, file

clerk and record-keeping clerk.

INSTRUCTIONS:

This questionnaire contains competencies generally required In business offices. It contains two sections as follows:

SECTION A:

SECTION 8:

SCORING EXAMPLE:

Background or Personal information.

Competency inventory. In this Section. you are required to CIRCLE the number (4, 3, 2, or I)

to indicate how IMPORTANT you feel each competency is to a high school graduate in securing an

initial (or a a clerical office worker, see Column 1. In Column two, you are to

place a CHECK ( ) under ONE method you strongly believe a
potential clerical office worker

enrolled in a high school office occupations progrmemightbest
be prepared. See scoring example

for this Section below:

COLUMN 1
COLUMN 2

I. Not important

2. Slightly important

3. Important

4. Very important

3 2

Formal

Course Work
only

Cooperative
Work experience
only

Combination of
Course Work
and Cooperative
Work experience

GENERAL OFFICE PROCEDURES COMPETENCIES:

0.)
- Verify information if in doubt.

NOTE: After you have completed filling out this Questionnaire,
please fold the entire document into two, staple and Just drop It

in the mail. No stamp is required.



SECTION COMPETENCY INVENTORY

COLUMN 1 COLUMN 2

Please state how IMPORTANT every competency listed below is to the successful performance of Place a check (v) in the space hat nearly reflects
the method wh ch best PREPARES a high school student
enrolled in an office occupation program for every
competency listed in Column 1.

a high school graduate's initial employment in a clerical position by circling 4.3,2

1. Not important

2. Slightly important

3. Important

4. Very important
.

4

or 1.

3 2 I

Formal

Course Work
only

Cooperative

Work experience
only

Combination of
Course
and CooWorkperative
Work experience

GENERAL OFFICE PROCEDURES COMPETENCIES:

4 0 2 1 lerExample:D. Locate information in reference books

I. Use the telephone for local and long distance calls. 4 3 2 I

2. Record messages accurately. 4 3 2 I

3. Schedule appointments. 4 3 2 1

4. Order and maintain adequate office supplies. 4 3 2 1

5. Follow office routines. e.g. safety. 4 3 2 1

6. Make travel arrangements. 4 3 2 I

7. Prepare and fill-in forms. 4 3 2 1

8. OpO.ate switchboard. 4 3 2 1

9. Maintain office machines. e.g. typewriter. 4 3 2 I

10. Meit all deadlines. 4 3 2 1

11. Maintain bulletin board. 4 3 2 1

12. Use suitable equipment to perform tasks. 4 3 2 1

13. Notify superior of appointments end meetings ahead of time. 4 3 2 1

14. Be confidential in office matters. 4 3 2 1

Others: please list.

- 4 3 2 1

- 4 3 2 1

NOTE: If you add, please do not forget to circle ONE figure in Column I and to place a CHECK In Column 2.



SECTION 8: COMPETENCY INVENTORY

COLUMN 1 COLUMN 2

1. Not important

2. Slightly important

3. Important

4. Very important
.

4 3 2 1

Formal
Course Work
only

Cooperative
Work experience
only

Combination of
Course Work
and Cooperative
Work Experience

BUSINESS MACHINES OPERATION COMPETENCIES:

4 3 2 11. Operate CTR display.

2. Use equipment instructions manuals. 4 3 2 1

3. Use safety precautions. 4 3 2 1

4. Arrange for equipment service. 4 3 2 1

S. Operate electric typewriter. 4 3 2 I

6. Operate 10-key adding machine. 4 3 2 I

7. Operate electronic calculator. 4 3 2 1

8. Operate duplicating equipment. 4 3 2 1

9. Operate collating machine. 4 3 2 1

10. Operate mail processing machines. e.g. postage meter. 4 3 2 1

11. Perform on-line data entry activities:

(a) Prepare machine for operation. 4 3 2 1

12. (b) Sign on and prepare system for on-line transmission of data. 4 3 2 1

13. (c) Select and display programs that are in storage. 4 3 2 1

14. (d) Enter data from source documents into storage; update source
documents into storage; refer to display to check the accuracy
of the keyed material and make the necessary corrections.

4 3 2 1

IS. (e) Recognize normal delays in response time. 4 3 2 1

16. (f) Sign off. 4 3 2 1

Others: please list.

- 4 3 2 1

- 4 3 2 1



SECTION B: COMPETENCY INVENTORY

COLIMI I COLUMN 2

1. Not important

2. Slightly important

3. Important
.

4. Very Important

4 3 2 1

Formal

Course Mork
only

Cooperative
Work experience
only

Combination of
Course Work
and Cooperative
Work experience

BUSINESS MATHEMATICS COMPETENCIES:

4 3 2 11. Add, subtract, multiply and divide.

2. Calculate percentage. 4 3 2 I

3. Convert problems using the standard U.S. unit of measure and
the metric unit of measure. 4 3 2 1

4. Compute cash discounts. 4 3 2 1

5. Compute interest. 4 3 2 1

6. Round numbers to designated decimal places. 4 3 2 1

7. Prepare sales slips. 4 3 2 1

B. Round mixed numbers to whole numbers. 4 3 2 I

9. Convert mixed numbers to improper fractions and improper
fractions to mixed numbers. 4 3 2 1

10. Convert percents to proper fractions. 4 3 2 1

II. Convert decimals to proper fractions and proper fractions to
decimals. 4 3 2 1

12. Solve maths problems consisting of mixed numbers, e.g. decimals.
whole numbers, fractions, and percentages. 4 3 2 1

13. Convert weight, capacity, and length. 4 3 2 I
.

Others: please list.

_ 4 3 2 1

- 4 3 2 1



SECTION B: COMPETENCY INVENTORY

COLUMN 1
COLUMN 2

1. Not important

2. Slightly important

3. Important

4. Very important

4 3 2 1

Formal
Course Work

only

Cooperative
Work experience
only

Combination of
Course pork
and C rative
Work Experience

TYPEWRITING COMPETENCIES:
.

4 3 2 1
1. Type reports from machine transcription.

2. Type accurately at (state) words per minute. 4 3 2 1

3. Choose and use appropriate style for kinds of documents. 4 3 2 I

4. Correct errors by appropriate method for originals and copies. 4 3 2 1

5. Use word processing systems for various documents. 4 3 2 1

6. Type in acceptable form:

(a) Mailable letters. 4 3 2 1

7. (b) Envelopes (fold and insert). 4 3 2 1

B. (c) Inter-office correspondence. 4 3 2 1

9. (d) Forms.
4 3 2 1

10. (e) Indexing cards.
4 3 2 1

11. (f) Manuscripts.
4 3 2 I

12. (g) Business reports, e.g. minutes of meetings. 4 3 2 I

13. (h) Statistical tables.
4 3 2 1

14. (i) Outlines.
4 3 2 1

15. (j) Originals for duplication. 4 3 2 I

16. (k) Materials for display. 1 3 2 I

17. (1) Corrected typed copy. 4 3 2 I

10. (m) Newspaper notice, e.g. advertisements and/or posters. 4 3 2 I

19. Arrange and type materials in alphabetical order. 4 3 2 1



SECTION B: COMPETENCY INVENTORY

COLUMN I COLUMN 2

1. Not important

2. Slightly important

3. Important

4. Very Important

4 3 2 1

Formal

Course Work
only

Cooperative
.. .cork experience

only

Combination of
Course Work
and Cooperative
Work Experience

COMMUNICATION SKILLS COMPETENCIES:

4 3 2 1
1. Use appropriate, concise and up-to-date terminology.

ORAL: 2. Understand and verify instructions. 4 3 2 1

3. Participate effectively in a job interview. 4 3 2 1

4. Give simple instructions to another worker. 4 3 2 I

S. Give formal and informal reports. 4 3 2 1

6. Use proper procedures. 4 3 2 I

7. Use voice effectively on the telephone. 4 3 2 1

11. Understand and use business vocabulary. 4 3 2 1

WRITTEN:9. Write legibly.
4 3 2 1

10. Compose simple memos or letters. 4 3 2 I

11. Spell correctly. 4 3 2 I

12. Complete forms. 4 3 2 I

13. Punctuate effectively. 4 3 2 1

14. Edit or proofread. 4 3 2 1

IS. Compose letters, memos or resumes. 4 3 2 1

SILENCE:18. Respect others need for quiet. 4 3 2 1

17. Use and translate body language.
4 3 2 I

18. Read and understand written instructions.
4 3 2 1

Others: please list.
- 3 2 1



SECTION B: COMPETENCY INVENTORY

COLUMN I
COLUMN 2

I. Not important

2. Slightly Important

3. Important

4. Very important

4 3 2 I

Formal
Course Work
only

Cooperative
Work experience
only

Combination of
lore Work

Cooperative
Wort r,erenc.

FILING COMPETENCIES:
4 3 2 I

Maintain an Index file.

Code, file and retrieve documents by following systems, e.g.

(a) Alphabetic.
4 3 2 I

(b) Geographic.
4 3 2 I

(c) Numeric.
4 3 2 1

(d) Subject.
4 3 2 1

Transfer and store documents according to established procedures. 4 3 2 I

Choose and use correct system for filing different materials. e.g.

cards, etc.
4 3 2 1

Make decisions on suitable filing system according to type of

office, e.g. Legal, Autoparts. Insurance, Real Estate. etc. 4 3 2 I

Store microfiche records.
4 3 2 I

Maintain files according to types of records, such as:

(a) Computer printouts.
4 3 2 I

(14 Computer tapes.
4 3 2 1

crilori-prig cliWiWias. 4 3 2 I

Maintain log or register of filed materials.
4 3 2 1

Check and follow-up on due materials.
4 3 2 I

Make tickler cards for appropriate documents.
4 3 2 1

Open new files and close old ones.
4 3 2 I

Use cross-reference and Index files.
4 3 2

Others: please list. 4 3 2 I



SECTION 8: COMPETENCY INVENTORY

COLUMN I
COLUMN 2

I. Not important

2. Slightly important

3. Important

4. Very important

4 3 2 I

Formal

Course Work
only

Cooperative

Work experience
only

Combination of
Course Work
and Cooperative
Work experience

RECORD-KEEPING COMPETENCIES:

4 3 2 1

1. Prepare payroll register.
.

2. Compute and maintain simple records.
4 3 2 I

3. Maintain usual office record-keeping systems, e.g. costs, etc. 4 3 2 I

4. Maintain accuracy and neat corrections.
4 3 2 1

S. Prepare bank deposits, maintain checkbook and reconcile bankstatements.
4 3 2 I

6. Record purchases transactions in the purchases journal. 4 3 2 I

1. Post purchases journal entries to the account payable ledger and
general ledger.

4 3 2 1

8. Prepare billings to customers.
4 3 2 I

g. Prepare checks and stubs.
4 3 2 1

10. Prepare invoices.
4 3 2 I

11. Record sales transactions in the sales journal.
4 3 2 1

12. Post sales journal entries to the account receivable and generalledger.
4 3 2 I

13. Process time cards.
4 3 2 I

Others: please list.

-

4 3 2 I

-

4 3 2 1

-

4 3 2 I

4 3 2 I



SECTION 8: COMPETENCY INVENTORY

COLUMN 1
COLUMN 2

I. Not important

2. Slightly important

3. Important

4. Very important

4 3 2 1

Formal
Course Work
only

Cooperative
No experience
only

Combination of
ourse Work
and Cooperative

Work experience

WORK ORGANIZATION AND PLANNING COMPTENCIES:

4 3 2 1
1. Organize time and needs for self.

2. Plan employer's job needs. 4 3 2 1

3. Maintain work station. 4 3 2 1

4. Organize work in priority order. 4 3 2 1

5. Organize and report data. 4 3 2 I

6. Adapt to new situations.
4 3 2 1

7. Be flexible to meet unexpected situations. 4 3 2 I

8. Maintain employee information directory. 4 3 2 1

9. locate necessary supplies and information. 4 3 2 I

10. Keep reception area in order. 4 3 2 1

11. Maintain bulletin board. 4 3 2 I

12. Orginize recorded materials/documents. 4 3 2 1

Others: please list.

-
4 3 2 1

-
4 3 2 1

-
4 3 2 I

-
4 3 2 I



SECTION B: COMPETENCY INVENTORY

COLUPZI 1 COLUMN 2

1. Not important

2. Slightly important

3. Important

4. Very important

4 3 2 1

Formal
Course Work
only

Cooperative
Work experience
only

Combination of
Course Work
and Cooperative
Work experience

NUMMI RELATIONS COMPETENCIES:

4 3 2 1
1. Show good judgment

2. Groom self and dress for business situations. 4 3 2 1

3. Maintain business-like attitude and behavior. 4 3 2 1

4. Respect the time and property of others. 4 3 2 1

5. Work well with authority, co-workers, and clients. 4 3 2 1

6. Make Introductions. 4 3 2 1

7. Screen callers or calls effectively. 4 3 2 1

8. Greet office callers: use their names where appropriate. 4 3 2 1

9. Maintain attendance records. 4 3 2 1

10. Keep appointments on time. 4 3 2 1

11. Understand the need for loyalty. 4 3 2 1

12. Understand the need to keep certain information private. 4 3 2 1

13. Carry out a job to completion. 4 3 2 1

14. Demonstrate commitment of healthful living. 4 3 2 I

IS. Analyze direction of career goal. 4 3 2 1

16. Assess self abilities and disabilities. 4 3 2 1

17. Exhibit maturity. 4 3 2 1

18. Put visitors at ease and show appropriate interest/concern in
their situations. 4 3 2 1

19. Use pleasant tone of voice. 4 3 2 1

20. Display courtesy and pleasant manner. 4 3 2 1

Others: please list.
. 4 3 2 1



SECTION 9: COMPETENCY INVENTORY

CRUM 1

COLUMN 2

I. Not Important

2. Slightly important

3. Important

4. Very important
4 3 2 I

Formal
Course Work

only

Cooperative
Work experience

only

Combination of
Course Work
and Cooperative
Work experience

MAIL PROCESSING COMPETENCIES: A 3 2 1

1.
Maintain postage meter

2. Open and process
incoming mail.

4 3 2 I

3.
Determine correct postage

end process outgoing
mail.

4 3 2 1

4. Use U.S. postal manual.

A 3 2 1

S.
Follow-up lost items

through the mail.

4 3 2

6.
Wrap, tie, seal packages.

4 3 2 1

1.
Handle confidential Mali.

4 3 2 1

IL Re-address malls.

4 3 2 1

9. Attach pertinent
%formatter, make filing and /or calendar

notations.

4 3 2 1

10. Decide on least expensive
and most desirable

method of delivery.
4 3 2 1

11. Fold and insert
letter(s) of different

sizes) in appropriate

envelopes.

4 3 2 1

Others: please list.

-

4 3 2 1

-

4 3 2 1

-

4 3 2 1

-

4 3 2 1

Please fold the
Questionnaire into two to that the "BUSINESS

REPLY" side is showing on the outside.
Staple at both ends

and Is the middle, them drop

It in the mail.
No stomp is required.

Thank you very such for your assistance.
It is greatly appreciated.
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Vocational-Technical Education Dept.
Batcheller Hall, Room 100
Oregon State University
Corvallis, OR 97331

April 18, 1982

Dear Educator:

As a dedicated business education teacher, you know the impor-
tance of changing classroom activities to keep up with changing
technologies and job requirements. Now is your chance to provide
information that is vital to the development of the clerical office
occupations curriculum.

We are currently c nducting a study at Oregon State University,
Department of Vocational-Technical education, to identify the changes
which should be made in the clerical office occupations curriculum.
We also believe that business education teachers in our high schools
should not be asked to teach outdated skills and knowledge, nor should
they be required to cater to non-existing job requirements.

To help us arrive at a consensus, please take the necessary time
to answer the enclosed survey questionnaire. The purpose of the
questionnaire is to identify the competencies (skills and knowledge)
that should be taught to 11th- and 12th-grade students enrolled in
the clerical office occupations cluster.

Briefly, we ask simply that you indicate whether every competency
listed is important (i.e. how important) to the successful performance
of a student graduate in a clerical office occupations program seeking
an entry-level job as a clerical office worker.

Please carefully read the attached explanatory sheet for the
general procedures for scoring, and complete the enclosed question-
naire (or ask some other appropriate person to do so). To return the
questionnaire, please fold it in half and staple it at the edges so
that the Business Reply Mail Label is showing on the outside. No

envelope or stamp is required; just drop the questionnaire in the
mail by May 28, 1982.

Be assured that your response will be kept confidential; for this
reason, a code number has been used. Individuals will not be identi-

fied in the final report. A summary of the findings, however, will be
returned to each participant.
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Educator (2) April 18, 1982

We shall very much appreciate your assistance with this study.

Sincerely

Dr. Helen C. Hall Valerie T. Akeyo

Vocational-Technical Education Dept. Coordinator of Data

Enclosure.
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Vocational-Technical Education Dept.
Batcheller Hall, Room 100
Oregon State University
Corvallis, OR 97331

May 21, 1982

Dear Personnel Manager:

As a business person, you may have heard that the difference
between progress and stagnation lies in research. The need for
research is especially important in business and clerical education,

where progress is imperative. Our schools have an obligation to pro-

vide you with competent, employable people who can keep pace with the

progress your company or organization is making.

In an attempt to provide your organization with better qualified

office workers, we are conducting a research study. The purpose is to

identify specific competencies required by employers for entry-level

clerical office workers graduating from public high schools in Oregon.

Briefly, the information needed from you is simple. We want to

know whether or not you employ high school office occupations graduates

without prior full-time experience in office work, and if so, what

skills and knowledge you consider to be important (i.e. how important).

That is, in your view, what are the requirements for securing clerical

office jobs.

Please read the attached explanatory sheet for the general pro-
cedures of scoring, and complete the enclosed questionnaire (or ask

some other appropriate person to do so). To return the questionnaire,
please fold it in half and staple it at the edges so that the Business

Repl,k, Mail Label is showing on the outside. No envelope or stamp is

required; just drop the questionnaire in the mail by June 4, 1982.

Be assured that your response will be kept confidential; for

this reason, a code number has been used. Individuals will not be

identified in the final report. A summary of the findings, however,

will be returned to each participant.

We shall very much appreciate your assistance with this study.

Sincerely,

Dr. Helen C. Hall Valerie T. Akeyo

Vocational-Technical Education Dept. Coordinator of Data

Enclosure.
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Vocational-Technical Education Dept.
Batcherller Hall, Room 100
Oregon State University
Corvallis, OR 97331

Dear

A letter and questionnaire were recently mailed to you request-
ing your help in evaluating a list of competencies for clerical
office occupations program.

If you have already completed and returned the questionnaire,
please consider this reminder an expression of oUr appreciation. If

you have not done so, we are reminding you to take the necessary time

to complete the enclosed questionnaire.

We at Oregon State University believe it is critical to know
which clerical office occupations competencies are in demand by
employers of high school graduates. The competencies you consider
important should be incorporated into the high school programs which
would be developed as a result of this study.

To return the questionnaire, please fold it in half and staple
it at the edges so that the Business Reply Mail Label is showing on
the outside. No envelope or stamp is required; just drop the

questionnaire in the mail as soon as you can.

We shall very much appreciate your assistance with this study.

Sincerely,

Dr. Helen C. Hall Valerie T. Akeyo

Vocational-Technical Education Coordinator of Data

Enclosure.
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A COMPARISON OF THE TEACHERS' AND EMPLOYERS' RESPONSES

OF THE INSTRUCTIONAL STRATEGY PREFERRED FOR INDIVIDUAL OFFICE TASK CATEGORY

OFFICE TASK CATEGORY

RURAL AND URBAN
TEACHERS

RURAL AND URBAN
EMPLOYERS

TOTAL

FORMAL COURSE
WORK ONLY

COOPERATIVE
WORK EXPERI-
ENCE ONLY

COMBINATION
OF BOTH

FORMAL COURSE
WORK ONLY

COOPERATIVE
WORK EXPERI-
ENCE ONLY

COMBINATION
OF BOTH

,

% % % % % % %

General Office Procedures 26.00 15.21 58.79 17.35 31.06 51.59 100

Business Machines Operation 35.58 14.70 49.70 31.55 15.80 52.65 100

Filing 33.40 15.15 51.45 26.47 22.08 51.45 100

Communication Skills 42.22 1.96 55.82 31.80 10.35 75.85 100

Business Mathematics 74.03 1.05 24.92 59.92 3.01 37.61 100

Typewriting 59.80 1.62 38.58 38.30 10.60 51.10 100

Record-keeping 51.12 2.23 46.65 29.90 14.85 55.25 100

Work Organization and Planning 21.64 14.23 64.13 16.55 27.79 55.66 100

Human Relations 21.65 23.64 49.71 22.61 32.24 45.15 100

Mail Processing 26.65 23.64 49.71 22.61 32.24 45.15 100

-1>
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CODING OF DATA CARDS

Codes
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1

Note: All missing data is blank

Code: 1 Urban Teacher
2 Rural Teacher
3 Urban Employer
4. Rural Employer

2-4 Serial ID Number

5

6

Question order codes: 0 Original order (1st mailing)
2 Reversed order (2nd mailing)

Card Number (1-6)

THESE FIRST SIX COLUMNS ARE REPEATED FOR ALL SIX CARDS PER

QUESTIONNAIRE

Card One:
Card Two:

Card Three:
Card Four:
Card Five:
Card Six:

Demographic/Personal Information
General Office Procedures/Business Machines

Operation
Filing/Communication Skills
Business Mathematics/Typewriting
Record-keeping/Work Organization and Planning
Human Relations/Mail Processing



Figure 1: A COMPARISON OF THE TEACHERS' AND EMPLOYERS' RESPONSE PERCENTAGES CONCERNING

THE COMPETENCIES IMPORTANT FOR AN ENTRY-LEVEL CLERICAL OFFICE JOB BASED ON
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Figure 1: Continued
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GRAPHIC PRESENTATIONS



Figure 2: INTERACTION EFFECT FOR RECORD-KEEPING CATEGORY

SIZE OF BUSINESSES

o-------o Urban small and large businesses

* Rural small and large businesses
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Figure 3: A COMPARISON OF THE TEACHERS' AND EMPLOYERS' RESPONSE PERCENTAGES FOR

INDIVIDUAL INSTRUCTIONAL STRATEGY
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Figure 3: Continued
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