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The problem of this thesis 1s to determine the 
requirements of beginning office workers in representative 
business offices of Portland, Oregon, and, further, to 

determine the extent to whIch these requirements are being 
filled by beginning employees. 

Questionnaires were sent to 19.5 office managers, 150 
of whom were members of the National Office Management 
Association. Telephone calls and personal interviews were 
additional methods employed in the survey, which resulted. 
in a return of 4.i per cent. 

The study revealed that a wide variety of duties is 
required of the beginning office workers in these Portland 
offices. The duties which were performed by the largest 
number of workers were: using the typewriter, using the 
telephone, using the adding machine, and meeting the public. 

A large majority of office managers contacted indicated 
that beginning workers were deficient in accuracy. Three 
fourths of the office managers found workers lacking in 
initiative. Office managers also found. workers deficient in 

personality and in attitude. 

Clerical workers were found to lsck a basic under- 
standing of business. Typists were indicated as being 
deficient in proofreading and In careful erasing and 
correcting of copy. Stenographers were found to be unable 
to compose letters, to transcribe accurately or to spell 
correctly. Office managers stated that accuracy is far 
more important than speed in all phases of office work. 

The survey also included questions regarding the 
machines in use in business offices and the amount of 
training required to ooerate them. 



Q.ueEtions were also asked. regarding the amount of 
school ed.ucation requirec5 for beginning workers In various 
office positions. It was found that, in general, the more 
reEponib1e ooitions required more specialized trining. 

It was found that the moEt common basir for selection 

of employees wss that of the personal interview. When 

securing information about applicants, office managers were 

most interested in learning about their intelligence, 
character, anö personality. 

Asked. to express their opinions on the subjects of 

a cooperative work program for students, the use of 

business entrance examinations, and the value of office 
experience for business teachers, office managers stated 
their approval of these programs. 

On the basis of the information compiled in this 
study, certain recormnenations are made. The findings of 
the survey should be made available to interested persons, 
such as prospective business workers, vocational counselors, 
business educators, and administrators. An attempt should 

be made to set uo a cooperative work program for business 
students, to encourage the use of business entrance tests, 
and.. to recommend office experience for business teachers. 

It is further recommended that a city supervisor of 
business education be appointed to coordinate the activities 
of business and the schools of Portland. 
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BUSINESS OFFICE SURVEY 
OF 

REPRESENTATIVE PORTLAND FIRMS 

CHAPTI I 

I NTRODTJCTI ON 

Over two million tudent in the United States today 

are enrolled in busine eubjects. (20, p.6L') How well 

are these courses preparing them for the buinesE world? 

For more than one hundred years, business education 

j_n the United States has attempted to keep pace with bud- 

neds itpelf. From the very beginning of budinesd education 

in a Bodton high school in l8224, dtudentd have continued to 

enroll in budiness courdes In ever-increacing numbers 

throughout the yeard. It Id evident that this traIning Id 

fulfilling a very definite need. 

The United Stated, with it unique system of private 

enterrise, its heritage of self-sde men, its knowledge 

of manufacturirg technIques, its vast resources and inven- 

tive genius, has established the greatest industrial nation 

in the history of the world. It has accomplished this in 

150 yesrs. Over sixty million persons are employed today 

in the United States. (2, p.159) 

This phenomenal growth of business and industry has 

been accompanied by a similar and even rr ore remarkable 

growth in a field which was har1y consIdered in the 
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bus1nee world fifty yee rs ago--that of the busine 

office. In the office are emp1oye. oersons who are not 

directly concerned with the manufacture, the saie, or the 

distribution ot' the product. These peroni are concerned 

colely with the keeping of records, the handling of corn- 

municatlons, and the preparation of taternents and reportp 

whIch interpret the activitier of the busineE to the 

officere of the company or the stockholders. These are 

the office or clerical workers, more popularly known as 

'1the white-collar class.tt It is with this category of 

workers that this survey will be concerned. 

Twenty-five per cent of the persons gainfully em- 

oloyed in the United States were in th±s category in l9LO. 

(Lij, p.272) In the last ten-year perIod, it i estimated 

that this group of workers has greatly increased, not only 

in actual numbers, but also in proportion to the total 

number of workers. 

One reason for the increased number of offIce workers 

is the expansion of business after the second World 

During the short interim between that war and the outbreak 

of the Korean war, offices operated on a peace-time basis 

and attempted to restore office staffs to normalcy. Still 

another reason for the increased number of offIce workers 

is a decrease in efficiency hich is due to lack of 

training and to an Indifferent attitude on the part of the 

worker. The result of this is that amore office workers 
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are required now (l9L'6) than before the war to do exactly 

the same amount of work."(19, p.12) In fa±rnes to the 

office workers and. thore who train them, it must be 

pointed out that office workers are not alone in receiving 

thip criticism. Nearly every type of worker in all phases 

of Droduction and distribution of goods has also revealed. 

thIs same lowered efficiency and indifferent attitude 

toward work. 

The third reason for the increased number of workers 

in business offices is the increase in governmental regu- 

lation of business, which requires the keeping of addition- 

al records and. the preparation of countless forms and. 

papers. 

Those men who have been concerned. with the selection 

and supervision of office workers have continually faced. 

the problems of dismissals and resignations and have inter- 

viewed. and trained new employees to fill existing vacancies. 

Approximately 200,000 clerical vacancier ere to be filled 

each year. Today over 90 per cent of these office vacan- 

cies are to be filled by women. And to the amazement of 

the 1950 census taker, married women who are working out- 

number single women by a seven-to-five ratio. (16, p.L57) 

This new group of workers is presenting problems which are 

just beginning to be recognized. by management. 

However, today the office manager is facing a situ- 

ation similar to the last war period.. There is real 



competition among business' firms for que1it'ie ?erEonne1, 

as increased demands upon the manpower poo1 are made by 

the armed forcee, eential war work, and. the government. 

The quality, as well as the number of office workers which 

is available for civilian office emoloyment, is being de- 

creased.. Portland businessmen are becoming increasingly 

aware of the shortage of qualified clerical workers in 

this area. 

Business can look to two sources for the solution of 

the office labor-shortage problem. First, there is the 

potential grouo of older women workers, not now employed, 

who may return to office jobs. Whether they will return, 

and. ±n sufficient numbers, is debatable. The second group 

of rotental workers, and. one In whIch businessmen are 

becoming more and more interested., is the group now being 

trained in business in the choo1s. 

Just how satisfsctory is the beginnIng, school-traIned 

worker in the business office? Are the secondary schools 

doing a good job of preparing students for work in today's 

business offices? Are these schools preparing an adequate 

number to fill the need? 

In order to answer these and similar questions, It is 

necessary to take them directly to the experts in that 

field, the businessmen themselves. 

Where this has been done, and It has been done in many 

cities all over the country, the results have been 



5 

surprising. An exchange of id.eas between the educator anö. 

the busineseman has asiteci. ln the satisfactory e1ectì3n, 

anö placement of tuöent . Euine' men , t eachers , admini e- 

trators, studente, and. the general public have come to 

realize the ifficultiee which the echools face in training 

prospective wor ers in a changing business world. There 

has been a realization that in order to do that job well, 

there must be close cooperation among all partie$ concerned 

with that training program. 

That a costly employee-trainIng progran must now be 

provided by the com3any for inexperienced workers is the 

cause of much criticism of busInes education today. One 

educator who has conducted resesrch in thIs field points 

out that there Is a need for vocational objectives in the 

business-skill subjects that will meet head on the produc- 

tion requirements in offices. He points out further that 

until some plan I devIsed to fcilltate the training of 

young people to handle their initial jobs more errectively 

than has been the case in the past, business education will 

continue to suffer Drestige with the public that suoports 

it. (20, P.73) 

It is evident that business education must be as 

flexible as business itself, in order to adjust to develop- 

mente which are takIng place in the business world. The 

business traIning program must be constantly evaluated, 

improved, and revIsed. Businessmen must be consulted 



frequently in order to ascertaIn the exact requirements of 

business, and to discover modern business methods and 

pro cedures. 

Statement of the Problem 

The purpose of th1 thesis is to determine the 

requirements of beginning office worhers in reoresentative 

business officer of Portland, Oregon, In the period from 

1950 to 1951, and to discover how well there requirements 

are being filled by beginning office employees. 

It is recognIzed that not all beginning employees are 

coming into the business world direct from the schools. 

Little can be done to train the members of the heterogenous 

grouo returning to the business world after a period of 

time, except in company-sponsored training programs. How- 

ever, the preparation of school-trained office workers is 

adjustable to meet the demands of business. 

Values of the Study 

When asked about their experiences with beginning 

office workers, office managers can and do relate many 

tales of inadequately trained and misinformed applicants. 

For example, there I one tale about a young girl who 

answered an advertisement for a recetionist, but was 
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amazed to discover that he woUld be expected. to type, to 

file, nd even to du t the employer's dek. 

Another manager telle of a ne filing clerk who 

arrived at her job öresed In her finest, only to discover 

that the filing work included stapling voluminous stacks 

of carbon copIes, wrapping packages for the mail, climbing 

a ladder to the top warehouse files. "I always thought 

filing clerks had a desk and a private office»' she moaned. 

"If I had known 'hat the job was like, I never would have 

applied. And the manager could have saved his firm the 

expense of hiring and training this girl, and of hiring and 

training someone to take her place. 

Beginning workers seem to lack correct information 

about the duties of the various office jobs. They seem to 

form their Imoressions of glamourous secretaries at the 

movies. 

One of the values of this thesis will be to provide 

re1±stic 1nformtion as to the duties Derformed on each of' 

fifteen different office jobs. Thls information should be 

of interest not only to the prospective emoloyee, but to 

the teacher and the vocational advIsor as well. 

A second value of the thesis will be to discover the 

deficiencIes of beginning office workers. A list of common 

deficiencies in knowledges and deficiencIes as poInted out 

by office managers will show the necessity for additional 

training in certain fields. Discovering the personality 
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deficiences of beginning office workers will be even more 

valuable, for it is in this area that we find the reasons 
for 90 per cent of all dismissals. (3, p.16) 

A third value will be to discover the importance of 

office machines in business offices today, to discover 

which mach±nes are in common use, and if tra±ning is re 

auired to operate them. 

A fourth value will be to learn the amount of formal 

education which businessmen require of their beginning 

employees. 

A fifth value will be to ascertain how office or 

personnel managers select new employees, and upon what 

basis these selections are made. 

The sixth and final value will be to collect the 

reactions and opinions of Portland businessmen upon various 

plans which are now under experimentation or in actual 

practice in some localities--plans such as a cooperative 

work program for students, summer work program for teachers 

of business subjects, and a standardized testing plan for 

business students. 

Location of the Study 

Portland, Oregon, is the largest cIty in the state, 

with a population of s . lmost a half million people. It is a 



center of cornerce, shipping, and manufacturing, although 

many of it industrial ootentialìt1e are still unrealized. 

A compare tively small number of national manufacturing 

industrieE choose to make Portland their home, but there is 

a large number of local firms producing nat±onally-known 

products. 

The residents of Portland are noted for their above- 

average cIvic pride in their famed City of Roses, and for 

an amazing nurrber of organizations--civic, social, techni- 

cal, professional, etc., to which it residents belong. 

There are nine high schools withIn the city limits, 

with numerous new schools, being constructed In the rapidly- 

growing suburban areas. PublIc Interest in education is 

evidenced by the ever-increasing number of P.T.A. groups 

in the city. 

Subjects Employed in the Study 

The Portland Chapter of the Ntional Office Manage- 

ment Association is a professIonal organization of office 

managers and those closely connected with business, such as 

business educators, business supplies salesmen, and 

business machine representatives. This alert :roup became 

Interested in the possibility of a survey of Portland 

business offices, and made their roster available to the 

writer for mailing purposes. 
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Copies of the survey questionnaire were mailed to all 

of those whose aresses appeared. in the Portland NOMA 

roster, over 200 indIviduals, representing 150 firms. 

The NOMA president, Mr. Ray Keefer, also attempted to 

interest another local group of businessmen, the Personnel 

Management Association, in the survey. Their roster was 

made available to the writer, and after due checking, 

copies of the questionnaire were sent to 0 firms which had 

not already been included in the survey. 

The writer selected an additional five firms for 

contact, as they were not included In the above rosters, 

and were of special interest due to type or size of the 

b u s In e s s. 

Methods Employed in the Study 

Early in 1951, following the Christmas rush season, 

when business was gradually begInning its return to normal- 

cy, the writer began a teleDhone check of all those persons 

who had not returned questionnaIres. Many persons pointed 

out that they had lostu or their copies. New 

copies were maIled them. A number of office managers 

replIed that theIr copies were ready and would be returned 

at once. A number of managers also indicated that they 

were too busy and did not intend to complete the question- 

ns.ire. Others stated ths.t theirs was an unusual firm, and 

they could not adapt their firm to the questionnaire. In 
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those ceEes, the writer found it advisable to call on the 

latter persons for a personel interview, a t±me-consuming 

but grati±'ying proceciure. The interviews in every case 

resulteci in a completed. questIonnaire, a pleasant ac- 

quaintanceship, and an interesting tour oÍ' the business 

office itself. 

On January 24', 1951, NOMA held a meeting dIrected 

toward. Business and. Education. Teachers in the Portland 

area were invited to attend. The main speakers of the 

evenIng, representing Business on the one hand. s..nd. 

Education on the other, discussed theIr respective view- 

oints. r. William Sharpe, offIce manager of Meier and 

Frank Company, expressed his opinion of what business 

educe -tion in the high schools should. be, and pointed. out 

what he considered the weaknesses to be. Dr. George Eby, 

Assistant Superintendent of Schools In Portland, outlined. 

the schools business education programs, admitted that they 

were not perfect, and urged the businessmen to make their 

ideas and. suggestions known. 

In the lively discussion which followed the meeting, 

many office managers who heretofore had. shown no Interest 

in the survey suddenly asked. for copies of the question- 

naire, apparently feeling that this was the means of 

expressing their Ideas and suggestions. Returns poured in 

rapidly in the weeks following the meeting, and the many 

mt eresting comment s which accompani ed the quest lonnaires 
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revealed the vital interest which these businesrnen have 

in business education. 

Not all buinernen who expressed theinse1ve o 

strongly during the meeting reßponded with a filled-in 

questionnaire, however. In some cases, it was a disap- 

pointment to note that those who were most critical oÍ' the 

schools were the last to offer suggestions for the im- 

provement of the training program. 

On January 26, a second letter was sent to all those 

who had not returned questionna±res, reminding them of the 

deadline date, March 1, 1951. 

Limitations of the Study 

One limitation to this study, and the factor which 

keeps the survey from being a complete report on business 

firms in Portland, was the fact that not all office 

managers in the city were contacted. The only point of 

contact was the membership of the two groups, the National 

Office Management Association and the Personnel Management 

Association of Portland. 

The study is further limited because not all the 

office managers who were contacted replied with a completed 

questionnaire. That the questionnaire itself might have 

contributed to this limitation .s a possibility pointed out 

by two managers. In the first place, on each questionnaire, 

a space appeared for the name of the firm and the office 
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manager. This information was used only for identification 

purposes. One manager felt, however, that businessmen 

prefer to remain incognito when expressing their opinions. 

Another manager pointed out that on the first page of 

the questionnaire appeared a question which was rather 

difficult for most managers to answer without some research 

in the company1s files. That question was to list the 

total number of office employees and the total number of 

all employees in the firm in l9O and 1950. The fact that 

this difficult question appeared on the first page might 

have influenced the office managers against completing the 

remaining pages of the questionnaire, which actually 

required only check marks for answers. 

At any rate, it must be noted that e. limitation of 

the study i that it is based on only a sampling of 

business offices in Portland. 

The major contributing factor to this latter limi- 

tation i that only one person actually conducted this 
survey. In order to take a complete survey of such a large 

community, a fairly good-sized committee is felt necessary. 

Still another factor limiting the study was the 

attitude of the busnesmen themselves. They were, in many 

cases, unable to take the long point of view of the present 

situation in business education in Portland, and to real- 

ize that a better business education program could result 
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in an increased irofit for the firm, a decrease in turn- 

over, and a more efficient office force. 

It is felt that the questionnaires whIch were re- 

turned, however, were filled out by the office managers who 

are most interested in business education, and that theIr 

comments and suggestions represent the sincere opinions of 

these men. 

In making comparisons and forming a clesr picture of 

the business and personnel situation in Portland, the 

process was limited due to the fact that the returns from 

the 1950 Federal census were not available for Portland. 

No figures on the total number of office workers in 1950 

could be obtained. Thus it was impossible to judge the 

actual percentage of growth which this group of workers 

had experienced since l9L'0. 



CHAPT II 

PREVIOUS STUDIES 

Although many studies of beginning office workers have 

been ma.e throughout the country, there i ctlll a great 

need. for such research. The needs of the community must be 

studied. an evaluated. before the school business training 

program can be intelligently planned. 

There are many sources of informat±on which can be 

used. Recent school graduates who are employed as be- 

ginning office em'loyees are one euch source of infor- 

mation. 

A follow-up study of commercial graduates of Salem 

High School, Salem, Oregon, was made between 1935 and 1939 

by Miss Gertrude Roenice. (23, p.1L) A large percentage 

of graduates reported that they had felt deficiencies in 

their vocabularies for everyday use in business, in accu- 

racy in pe11ing, paragraphing, and punctuation, and in 

theIr understanding of grammar. They also felt that more 

E'oeeö. training in shorthand would be beneficial, that 

income-tax reporting in bookkee±ng was essentIal, and that 

the tying course should ïnclude more practice in legal 

forms and numbers. They felt that training in office 

appliances would be helpful. Such is an evaluation of the 

high school business trainIng program by recent graduates. 
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In other ±'ollow-up ßtudies, such a one conducted by 

Miss Katherine Murphy (8, p.58) in Portland. and Miss Mary 

Withycombe, (23, p.73) also in Port1an, it was revealed 

that the high school graduates found typing the most 

valuable high school course. 

Although such follow-up studies provide valuable 

information as to the opinions of the former students, 

they do not provide a complete picture of the situation in 

any comniunity. 

A second source of informat±on is the businessmen 

themselves. Roy L. Patrick (23, p.16) in 1933 questioned 

merchants and businessmen in Napa, Oregon, as to their 

opinions regarding the graduates of Napa Union High School 

as employees. These businessmen, in listing deficiencies, 

indicated character traits and personalities rather than 

school subjects as being the weak points of their be- 

ginning employees. 

Businessmen can aleo provide information as to the 

types of work performed by office workers. In a survey of 

Q,uincy, Illinois, in 1936, it was discovered that 70 per 

cent of the women workers were required to take dictation 

and to transcribe; 59 per cent kept books requiring a 

knowledge of debits and credits; and 80 per cent used the 

typewriter on the job. 01' the men employed in these same 

offices, 12 per cent used shorthand on the job; L9 per 

cent kept books, and 53 per cent were required to type. 
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Contathed in this same report, a survey of business 

offices of Wilmington, Delaware, in 1935, included an 

analysis of the duties of employees in small off±ces. 

It was shorn that 93 per cent of these workers used the 

typewrIter, 75 per cent used shorthand, and 56 per cent 

used. bookkeeping on the job. (22, 

In 19L!8 a survey was made among 500 personnel 

directors of firms in the metropolitan area of New York to 

discover what the average employer required of job 

applicants. (iL, p.37L) This survey was conducted by a 

business school whIch was attempting to plan a training 

program to meet the demands of business. A total of 38 

per cent of the personnel directors surveyed said that they 

preferred hIgh school graduates with business school 

trainIng, while 26.2 per cent saId. they preferred. college 

graduates with business school training. As to skills and 

training desired in applicants, 91.1 per cent recommended 

bookkeeping, shorthand, typIng, and. office machines. A 

majorIty of personnel dIrectors indIcated. that business 

schools were not paying enough attention to personality 

development, good grooming, and proper dress. 

In l9-7, an office practice class in the Community 

High School of Granite City, IllinoIs, conducted a survey 

of twenty-eight offices in the community, asking employers 

what a begInning employee should be expected to know. 

Employers indIcated that personality traits are more 
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important than skill. Personaitty trait$ which are most 

important are: first, abi1ty to get along with others, 

and second, loyalty to one's employer. As to essential 

skills, employers classed the following as important: 

tying, shorthand, using the duplicator, spelling, punctu- 

ation, grammar, tiling, useof the adding machine, use of 

the telephone, accuracy with figures, penmanship, use of 

the transcribing machine, filling in forms, proofreading, 

use of the comptometer, use of IBM machines, bookkeeping, 

and simple record keeping. (9, p.215) 

Another school, the Albany Business College, in 

Albany, New York, surveyed five hundred top business 

executives throughout the country in 19L1'7. (u, p.SO) 

Executives reported that in public relations, it was 

important for secretaries to avoid personal phone calls, 

friends calling at office, and flirting with male help. 

Under business procedure, items checked as most objection- 

able were: impoliteness to callers, poor personality, and 

lack of initiative. As to personal habIts, executives 

objected to the following: frequent or prolonged trips to 

the ladies' room, gossiping at water cooler, weeping, or 

hot-headedness. It appears that businessmen are very much 

concerned with the personal habits and public relations of 

their secretaries. 

In another business office survey, (21, p.7) 

businessmen were asked: "In what respects do you find your 
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new employees d.eficlent?" The deficiences were divided 

into two categories: training and personal. Businessmen 

have found workers deficient in both these categories. 

But, which category is most important to the employer? 

11A survey of the dismissal of more than 12,000 steno- 

graphers and secretaries by 6L companies indicated that 31 

per cent were dismissed for inefficiency and 69 per cent 

were dismissed for personality defects.'t (21, p.7) It 

would thus appear that the office manager more often dis 

misses an employee because of a personality defect than 

because of inefficiency in skills. However, it must be 

recognized that inefficient workers are often screened out 

in the application process, and thus never reach the 

øemployeelt stetus. 

Mr. Henry E. Schuld (18, p.396) interviewed business- 

men in Illinois in 1949 to discover the employers' 

opinions of the high school graduates. The employers' 

opinions indicated that the following were lacking in 

high school graduates: 

1. Knowledge of English usage 
2. Knowledge of office machines 
3. Knowledge of how to apply for a job 
Lij. Knowledge of simple arithmetic 
5. Knowledge of proper office conduct 
6. Knowledge of how to follow directions 
7. Knowledge of a proper attitude 
8. Accuracy 

In 1950, a survey was conducted by OElamour magazine 

(lo, pp. LIl6_L1l7) among the three groups most closely 



associated with the work of a secretary: the ecret.rie 

themselves, the peo1e ror whom they work, an the choo1 

where they receive their training. All these groupe were 

asked whether Ehorthand nd typing ski1l were the factors 

most resionible ±'or ucce'E as a secretary. A large 

majority of each group answered UnoU to this question. 

They felt that the one fector most often responsible for 

secreterial success was the quality of goo6. judgment and 

intelligence, with personality running a close second. 

This is imoortant information for the schools concerned 

with the preparation of secretaries. 

However, in communities today, there is a noticeable 

trend toward greater numbers of general office workers. 

In l96, a survey made in York, Pennsylvania showed that 

out of 85 office jobs, 630, or approximately 75 per cent 

were of a general clerical nature. (7, p.399) To the 

educator, this information should present a definite 

challenge. I the curriculum designed to meet the needs 

of the student who is preparing for these office jobs? 

Even though the educator may answer this questIon in the 

affirmative, what will he discover fIve years hence? 

Undoubtedly, business conditiofl are undergoing constant 

changes. But will the school keep pace with these changes? 

In some wide-awake comiun1ties, a def±n±te plan for 

continuous study of local conditions and a re-establishment 

of objectives for the busIness training program has been 
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made. In Lovelanö, Coloredo, a urirey of businee 

(i, p.110) wa mad.e in 191+LL nd again in 193. A comparì- 

on of the two studies revea1 certein changes . nd trende 

which are, obviously, not possible when only one study of 

any comrunity is made. In this Loveland survey, it was 

noted that the largest group of em1oyees was that of 

clerks, with per cent of all office workers in that 

classification in This group had increased in 19148 

to 59 per cent of all workers. The second largest group of 

employees was the.t of general office workers, with about 30 

per cent of all office workers in that classification in 

both l9L4 and l9L3. The third largest group of employees 

is found among business record keepers. 

In analyzing work requirements, it wss revealed that 

standards for stenographers and tyists were lowered 

during the war, when there was a shortage of trained 

workers in these fields. The Loveland surveys both re- 

vealed that the duty of "answering the telephone" w.s the 

most common duty performed by workers in the office. The 

duties. of receiving callers, filing, and ordering supplies 

were next in importance. In 19J+L, spelling and responsi- 

bility were both rated first In imoortance. Four years 

later, the second survey revealed that office managers 

listed responsibility alone as of first in importance to 

office workers, while spelling ability had dropped to 

ninth place. Both surveys indicated that the character 
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tra1t of prospective office workers should. be developed 

just as the mechanical skills of shorthand and type- 

writ i ng. 

In l9L9, a survey was made of 118 firms in Dowagiac, 

Michigan, by the Central High School (13, pp.26-28) to 

evaluate occupational training, placement, and adjustment 

of students enrolled in the busIness department of the high 

school. It was discovered that almost twice as many 

persons were employed In the general clerical field than in 

either the stenographic or bookkeeping occuoations. De- 

spite thIs fsct, so often revealed in community surveys, 

high schools continue to offer shorthand and typing as the 

most common business training" courses. The Dowagiac 

survey also revealed that there is a trend. tows .. rd a large 

turnover in the stenographic field, and a stabIlIzation of 

employees in the bookkeeping occupations. Asked to list 

serious weaknesses in employees, businessmen 1sted ±n 

first place a weakness in spelling, then a lack of interest 

in work. Arithmetic and computational deficiencies were 

also indicated. Employers stated that 'ian employable 

personality° is of more importance than occupational 

competency for a successful office worker. 

In e. similar study (12, p.2L), made in 1950 by the 

Green Bay Public High Schools of Green Bay, WIsconsin, and 

reported by Amanda H. Schuette, supervisor of business 

education in that city, significant facts were brought out. 
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It was found that most busines firms prefer that their 

employees be at least high school graduates. Some of the 

conclusions which may be drawn from the findings of this 

survey are as follows: 

"1. That more than 50 per cent of 1372 employees 
representing 21 different jobs are employed 
as general clerks, stenogrs phers, book- 
keepers, and clerk-typists, 

2. That certain jobs in the office require 
many different types of skills in addition 
to the regular skills associated with the 
particular job, 

3. That the tyewriter is rated the most 
essential machine in the office, 

L, That accuracy, dependability, and co- 
operativeness are considered the most 
important personality traits of an em- 
ployee by most of the business firms, and 

s. That the knowledges and abIlIties ranked 
highest by most of the business firms are 
arithmetical fundaientals, following 
directions, logical thiniing, spelling, 
and bookkeeping and accounting. U 

Although numerous community surveys have been made in 

add±tion to those mentioned above, a comare.tively new type 

of occupational survey has recently attracted much at- 

tention all over the country. These surveys have been 

conducted by Education Committees. of various local chapters 

of the National Office Management Association. Members of 

the committees include local businessmen and business 

teachers, who confer and carry on research regarding 

business education. 
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Toronto, St. Louis, Hartford, Akron, Cincinnat±, and 

Chicago, among others, have already rep orted the reu1ts of 

their joint ventures in either conference or research. 

Here on the West Coast, two such surveys, one in Seattle in 

1946, and in Yakima in 1949, are of specIal interest. 

The Seattle survey (19,pp.1-7) studied both the 

schoo1 and the business firms of the city. The schools 

were studied In order to ascertain the number of graduates 

in the comrrercial field. Business firms were surveyed 

(161 in all) to discover the current demand for office 

workers in 1945. It was revealed that the schools were not 

training a sufficient number oÍ' office workers to fill the 

demands of business in the city. 

It was also apparent that, in some areas, inadequate 

preparation for business was being offered in the schools. 

Knowledges and abilities in which beginning office workers 

were deficient were: arithmetic fundamentals, algebra, and 

bookkeeping and accounting. Typists were deficient in 

accuracy, speed, and arrangement of material. Stenogra- 

phers were deficient in the ability to read shorthand notes 

rapidly and accurately, the ability to arrange letters, and 

the ability to compose a letter. 

Four traits which Seattle businessmen considered most 

essential to office workers were: accuracy, deoendability, 

cooperativeness, and acceptance of resonsibi1ities. 
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On the basis of these and. other significant facts, 

recommendations were made by the Seattle Educstion 

Committee, whIch were carried out to an encouraging extent. 

The Seattle school curriculum was revised, an expendi- 

ture for the modernization of equipment in the high choo1s 

was recommended, a cooperative educational plan to provide 

work experience for business students was inaugurated, a 

standardized testing program and the awarding of certifi- 

cates of proficiency based on NOMA standards were speci- 

fied, a director of business education for the city was 

suggested, and it was agreed that there should be closer 

cooperation and collaboration between educators and 

business organizations. 

Three years later, a similar survey of the community 

of Yakima, Washington, covered 76 business firms. 

(22+, pp.l-1+7) It was discovered that the most common 

deficiency of all beginning office workers, as indicated by 

Yakima buEinessmen, is that of inaccuracy. Beginning 

office workers were also found deficient in the following 

personality traits willingmess to assume responsibility, 

initiative, adaptability, and interest in work. OffIce 

workers were also found to be deficient in certain 

knowledges and abilities. They were considered by office 

managers to lack the following: a general business under- 

standing, bookkeeping and accounting training, an 
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understanding of common business forms, the ability to 

follow directIons, and the abilIty to make clear statements 

of thought. 

Stenographers were criticized as being unable to tran- 

scribe accurately, to compose a letter, to arrange letters, 

to read back shorthand notes, and to take dictation rapidly. 

Office managers found that tyit were 

unable to erase and correct copy carefully, unable to 

arrange material neatly, unable to proofread, and unable to 

care for the typewriter. 

It was discovered also that a large variety of duties 

was required of workers In small business offices. The 

most common duties required of all types of office workers 

were the following: to use the typewriter, to use the 

adding machine, to use the telephone, to file, and to meet 

the public. 

It was revealed that the adding machine Is the most 

common busIness machine in use In Thkima. The full key- 

board adding machine IS used In greeter numbers than the 

ten-key machine. 

Office managers stated the t employees were most often 

selected on the basi of their performance and appearance 

at a personal Interview, and that a high school education 

was necessary for a majority of office jobs. 

On the basis of these and other significant findings, 

the Yakima committee recomnended that all high school 
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students be given a basic buineE background., that 
terminal education be set up jfl the junior college, that .n 

office management couree be 1nsta11e, that a cooperative 

work experience program be expanded, that buines teachers 
have actual office exer±ence, that standaröized. office 
entrance tests be given by the schools, and that an ad- 

visory committee of office managers, business educators, 
and a vocational guidance director be employed. 

Dr. T. C. Holy, (5, p.39) in his digest of the Study 

of Public Elementary and Secondary Education in Oregon, 

reported that 
"In the opinion of sorne 580 parents, employers, 
high school students, and dropouts, the hIgh 
school should provide...rnore vocational learn- 
ing in trades and crafts. in particular. 
People in these groups were as a rule not 
satisfied that all high school subjects would 
be useful tD graduates in their later life 
and work. 

It was recommended in the digest of the sbove study 

that because the public in general favors more vocational 
education in the high school, the high school curriculum 

should be studied °for the purpose of makin the curriculum 

of maximum utility to the individual student in terms of 

hIs future needs and resonsibilitie, and the needs of 

society. U 



CHAPTER III 

AITALYSIS OF THE DATA 

The latter part of the year 195O proved to be an 

epecta11y difficult time in which to contact buinermen 

in Portland. Although the questionnaires were sent out the 

first week in December, the Chrtmas rush season was al- 

ready at hand. Many firms were a10 involved with the 

unusually heavy buying on the part of the public, as a 

result of the Korean war. All firmas were concerned wIth 

the preparation of end-of-the-year inventories and annual 

financial statements. As a result, offIce managers who did 

not answer the questionnaIre at once found themselves under 

incres sed pressure of work as the month orogressed. 

The new year brought lIttle change in the pIcture, as 

far as the office manager .. s were concerned. Additional 

paper work, such as the preparation of withholding tax 

statements for employees, required the attention of office 

managers. 

Some firms, too, were greatly affected by critics.l 

shortages which developed after the first of the year: 

the limitation of uses of etal in non-essentIal indus- 

tries, for example, or again, the tightening u in 

distribution of paper and other office supplies. Trained 

employees were already dIfficult to fInd. 



Such was the situation when the survey of Portland 

business firms was made. 

These facts tend to explain, in part, why not all 

office managers responded to the survey, and why those who 

did. respond were especially concerned with keeping dotrn 

office costs and with getting the maximum from every 

' employee dollar. 

The data which were compiled from the returned 

questionnaires divided itself into the major fields of 

interests wh±ch were touched upon in the survey itself: 

First of all, a general discussion of the returns from 88 

office managers, followed by the duties reouired of be- 

ginning office employees on fifteen different jobs, the 

deficiencïes in knowledges and ab±lties of beginning 

office workers, the deficiencies In personality of be- 

ginning office workers, the number and types of machines 

in use in these offices, the educational requirement for 

each job, the basis for selection of new employees, and the 

comments o± the businessmen upon suggested procedures for 

coordinating business and education. Finally, a sectIon 

will be devoted to the additional suggestions and comments 

received from office managers, concerning other phases of 

the same problem. 
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A Study of the Returns 

A total of 195 off±ce managers of business firms in 

Portland., Oregon, were mailed. copies of the questionnaire. 

The firms which were contacted in the survey represent a 

cross section of types of businesses carried on in Portland. 

Questionnaires were returned by 88 office managers, or 

45.i per cent of those contacted. 

Classification of Firms 

The firms which returned questionnaires were segre- 

gated into categories for the purpose of tabulation. 

Table I shows the number of firms which replied in each 

cat egory. 

TABLE I 

Returns of Questionnaires by Categories 

No. of Per cent 
Categories firms of total 

Finance ...... . 9 ..... 10.2 
Government ....... 1 L.6 
Manufacturing ...... 20 ..... 22.7 
Education ........ 3 ..... 3.24 

Retail-Wholesale . 31 ..... 35.2 
Service ....... ..16 . . . 18.2 
Transportation ..... 5 . . . 5.7 

88 100.00 
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Table I shows that the largest number of office 

managers who answered the questionnaire were in the cate- 

gory of Retail-Wholessle firms, with Manufacturing firms 

and Service firms next in frequency. Together these three 

categories prov±ded 76.1 per cent of the returns. This 

fact will be important as the findings of the survey are 

examined later. 

It is, also interesting to note the number of employees 

represented by these 88 firms in the six ty'es of 

businesses covered in the survey, as shown in Table II. 

TABLE II 

Employees Represented in Each Category 

No. of Per cent 
Categories Employees of total 

Finance l29 31.8 
Government 121 3.1 
Manufacturing 720 18.2 
Education 223 5.6 
Retail-Wholesale 826 20.9 
Service 627 15.8 
Transportation 182 

3958 100.0 

Table. II shows that the largest number of employees 

were found in the category of Financial firms. Almost one 

third of the total number of employees covered in the sur- 

vey were in this cls sification, in spite of the fact that 

only 10 per cent of tie questionnaires were returned by 

financial institutions. This is explained by the fact that 

Portland's two largest banks sent in complete reports for 
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their employees, almost one thousand in number. Table II 

also shows that the categories of Retail-Wholesale, Manu- 

facturing, and Service firms, which had 76.1 per cent of 

the returns, represent but 5L.9 per cent of the employees 

covered by the survey. 

It is evident that there is a wide variation in the 

size of the office force of the various firms represented 

in the survey. Table III shows the average number of 

office workers in firms in each category. 

TABLE III 

Average Number of Office Workers 
in Each Firm Category 

No. of No. o Average No. 
Category Workers Firms of Workers 

Finance 1259 9 139.9 
Government 121 30.2 
Manufacturing 720 20 36.0 
Education 223 3 7L.3 
Retail-Wholesale 326 31 26.6 
Service 627 16 39.2 
Transportation 182 5 35.L 

3958 88 

Table III shows that the average number of office 

workers in the Financial firms covered in the survey is 

139.9 workers per office, that the Education institutions 

are next in size with 7L3 employees in the average office, 

and Service firms third in size, with an average number of 

39.2 office employees per firm. 
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However, averages do not always reveal a complete 

picture. The survey actually revealed a far greater vari 

ation in the size of the office force, as will be seen when 

the firms are classed according to the size of their office 

force. Table IV shows the number and per cent of offices 

in each size classification. 

TABLE IV 

Size of Office Forces 

No. of Per Cent 
Size of Office Force Offices of Offices 

1 L office workers 18 2O,Li 

5 -. 9 11 12.5 
10 L 

I' 15 17.1 
15- 19 8 9.1 
20- 2LI 2 2.3 
25 L 14.9 1' 18 2O.14 
50L- 99 U ii 6 6.8 
over 100 u 10 11.14 

88 100.0 

Table IV hOW that the size of office force which 

occurred most frequently in the offices covered by the 

survey were the two categories, 1 to /4. office workers, and 

25 to 14.9 office workers. In these two categories are found 

140.8 per cent of the offices. Next in frequency was the 

office force of 10 to 1/4' workers, which was the case in 

17.1 per cent of the offices. 

When an array of the number of office workers in each 

firm was made, it was discovered that the smallest office 

employed one worker, and the largest office had an office 
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force numbering 566. It was also apparent that the 

average number of workers per office was although the 

median (the middle number in the range of numbers) Indi- 

cated 15 workers to an office. The comparatively low 

median tends to indicate that there is a preDonderance of 

small-sized office forces. Table V shows the frequency of 

certain sizes of off±ces. 

TABLE V 

Sizes of Offices Occurring Most Frequently 

No. of Per cent 
Rank Size offIces of total 

1 2 office workers 9 10.3 

3 1 office worker 5 5.7 
3 lO office workers 5 5.7 
5 6 office workers L L.5 

5 lL office workers L 

27 30.7 

Table V shows that the size of office force occurring 

most frequently (sine times) was the firm having two 

office eiipDloyees. Five offices had one employee, 

another five employed ten office workers. Other sizes 

of offices occurring frecuently were those having six and 

lL. employees. There were 27 offices of these sizes, or 

30.7 per cent of the offices in the survey. The fact that 

the survey included a large number of small-sized offices 

will be important when the duties of office workers are 
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considered later, for it is in the small-sized office that 

a wide variety of duties must be performed by each worker. 
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PART II 

C1asif1cations oÍ' Entoloyees 

The returns were tuLied in order to ascertain the 

various types of em-oloyees in the bu1nes office, the 

number now empioye, arid the number and per cent of re- 

p1acement. Thr next year. Returns were also examined, to 

determine the relationship, in number, of the office force 

to the entire working force of the business firms, in both 

19LIO and. 1950. 

Office managers were asked. to ind.icate the number of 

employees. in each classification in 1950, and. the number 

they expected. to hire next year, either to replace or in 

ad.dit±on to 'resent employees. From these figures, the 

percentage of replacement for the ent±re group of office 

workers, and for each classificstion of workers was 

determined, as shown in Table VI. 
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TABLE VI 

Number of Office Employees in All C1asif1cations 

No. now No. to Percentage of 
Clac ifi cat ion Ernoloyed Replace Replacement 

Receptionict 38 .5 13.5 
PEX Operator 71 1 
General Clerks 901 89 9.9 
Clerk-Typists 519 ¡48 9.3 
Bookkee-er-Acct. 16L4- i14 8.5 
Filing Clerks 7L4 10 13.5 
Mail & ShIp. Clerks 7 13 17.6 
Stock Clerks 119 10 8.L 

Cashier 300 83 27..7 
Office Boy-Gir]. 33 33 100.0 
Bkkg. Mach. Operator 220 65 29.5 
DuDlicator Operator 31 5 16.1 
Stenographer-Secretary 83 79 
Voice TranEcriber .55 7.3 
Calculator Operatore 287 15.3 

3369 529 
Others (Dept. Heads, 

Aest. Managers) 589 

3958 

Table VI shows that the classifIcation of enmloyee 

which has the highest percentage of replacement is that of 

Office Boy-Girl, in which 100 per cent of the em1oyees now 

in that category will be hired in 1951. This high r . te of 

replacement might be explained by the fact that in many 

firme, the OffIce Boy-Girl i the first posit±on for be- 

±nning employees. From that position they are often 

promoted to positions of greater reroonsib1lity. The 100 

per cent replacement rate thus indicates that this oition 

i often a temporary one, somewhat similar to an apprentice- 

hi p. 
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Although a rather high replacement rate i also noted 

in the claseifications of Bookkeeping Machine Operator, 

29.5 per cent; and Cashier, 27.7 per cent, it muet be 

pointed out that 14'5 of the 65, or 69.2 per cent, new 

Bookkeeping Machine Operators and 62 of the 83 new 

Cashiers, (7L7 per cent) are to be hired by one comsny, 

a large bank which is opening a new branch. The actual 

turnover for resent Bookkeeping Machine Operators and 

Cashiers is thus not great. 

The turnover or replacement rate for PBX Operatore, 

Voice Transcribers, Stock Clerks, and Bookkeeper- 

Accountants is the lowest indicated. 

The turnover rate Cor all office employees in the 

survey is 16 er cent. Office managers themselves Indi- 

cated In conversations that they estimated the rate of 

turnover in their own offices to be as high as 30 per 

cent. One firm stated that their indicated high turnover 

rate was merely based on speculatIon that the war situ- 

ation would result in many changes In the office 

personnel. 

Emloyment Trends 

The returns were also examined in order to determine 

the trends of employment, and to make comparisons between 

the trends in employment of offIce workers and workers of 

all types. Table VII gives a picture o1 that comparison. 
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TABLE VII 

Employment Trend.s 

No. in l9O No. in 1950 Per cent of 
rowt h 

Office workers 128t4' 2052 Li7.5 

All 1L1orker 6868 lOLl2 

Table VII howE that Office Workers have shown a 

groîth in numbere of 7.5 per cent, a reporteã. by 58 firms. 

At the same time, in the last ten-year period, the total 

number of workers employeö by 5& firms has increased. 4 .1 

per cent. This indicates a trend. of growth in the em- 

ployment of office workers. It appears that there is an 

increasing demand for this type of worker, an even greater 

demand than for other tye of workers. 

It is also of interest to compare the ratio of offIce 

workers to all workers, as shown In Table VIII. 

TABLE VIII 

Rtio of Office Workers to All Wor1er 

Office Worers 

l9LO l28'- 

1950 2052 

Ali Woers Per Cent 

6868 18.7 

l0Ll2 19.7 

Table VIII shows that ten years ago, Office Workers 

comprised. 18.7 per cent of all workers. Toöay, Office 

Workers comprise 19.7 er cent of all workers. In other 

worce, a staff of almost 20 persons is neecleö. in an office 



to keep the records of a business employing 80 other 

employees. One office employee is thus required for every 

four employees. 

Comparison of Classifications 

As to the Office Workers themselves, a study of their 

numbers reveals information as to the types of workers 

found in business offices today. Table IX shows the 

numbers of employees found in each classification, ranked 

in order of size of group. 

TABLE IX 

Rank of Classifications of Office Workers 

Classification Number Per cent 
of total 

General Clerks 901 26.8 
Clerk-Typists 519 15.Li' 

Stenographer-Secretary Ll83 lLi.3 
Cashier 300 8.9 
Calculator Operators 287 8.5 
Bkkg. Mach. Operator 220 6.5 
Bookkeeper-Acct. l64 
Stock Clerks 119 
Filing Clerks 7k 2.2 
Mail & Ship. Clerks 72+ 2.2 
PEX Operator 71 2.1 
Voice Transcribers 55 1.6 
Receptionist 38 1.1 
Office Boy-Girl 33 1.0 
Duplicator Operator 31 .9 

3369 99.9 

Table IX shows that the largest classIfication of 

office workers in 'the study is that of General Clerks, 

which represent 26.8 per cent of the workers studied. 



The C1erk-Typit an Stenographer-Secretary c1aifications 

are the next 1arget groupE, representing 15.14' per cent and 

1L.3 per cent, respectIvely, of the total number of offIce 

em1oyees. Together, these three classificatIons account 

for 56.5 per cent of the office workers. 

The fifteen classifications which were used were the 

same as those used in reports by the U. S. Bureau of Labor 

Statistics. It was not always possible for office managers 

to classify employees according to the classification list. 

For example, many times it was revealed that the Reception- 

it was also the PEX Oerator in the firm. Office managers 

who found that situation existing were asked to classify 

the employee according to her more important duty. Oc- 

cesionally, too, classifIcation titles were not the ss . me as 

those used in the firm. For example, banking institutions 

contacted in the survey found no classification of 'Tel1er," 

and thus, listed the employees in that group under the 

title of Nearly every office manager who 

replied to the survey was able to classIfy his employees 

according to the list provided. 



PART III 

DutleE of Workers 

The findings of the survey were stuìed In order to 

acerta±n the ö.egree of pecia1izat±on required in buEines 

offices today. It was discovered that there is compara- 

tively little specializatIon in office positIons, and that, 

on the contrary, most office workers perform a wide variety 

of dutles. 

Despite this fact, which seems to be borne out by the 

returns on this study, one office manager recommended that 

students should specialize--should be an expert tyIt, or 

an expert at shorthand and typing. He suggests that lt Is 

best not to try to be an expert In all phases of office 

work at the same time, and his advIce to prospective 

business workers is this: "Stick to popular combinations-- 

typist and. switchboard operator, or typist and calculator 

operator, or typist and recet1onist--these are always in 

demand. ° 

On the questionnaires, office managers were asked to 

check a list of thirteen duties which were requIred of 

each type of office worker in their offices. Table X gives 

their tabulated replies. 



TABLE X 

Duties of Workers 

No. answering 36 50 69 61 54 44 31 26 47 13 37 20 61 13 36 

Recep. PBX Gen. Clerk Bkkn Fil. Mail Stock Cash. 0ff. Bkkg Dup. Steno Voice Gale. 

Clerk Typ. Acct Clerk Clerk Mach Oper Tren. Oper. 

Duties 

Use telephone 
File 
Use typewriter 
Use duplicating mach. 
Use voice transcriber 
Use adding listing 
Use key-driven cale. 
Use rotary calculator 
Use bkkg. machine 
Take dictation 
Make bkkg. entries 
Meet the public 
Type stencils 
Other duties 

36 50 49 
17 19 46 
32 28 48 

5 313 
3 3 5 

6 7 53 

4 2 23 
1 15 

4 
7 3 8 

1 3 21 

36 29 20 

13 7 16 
6 6 12 

35 39 21 
38 24 44 
49 35 26 
16 3 5 

4 1 

32 47 lO 
II 20 1 
6 27 
1 23 1 
12 3 1 
12 50 4 
18 14 4 
29 4 4 
8 6 4 

24 18 3 8 20 7 53 4 16 
10 14 16 12 17 9 50 4 17 

17 15 33 7 23 14 61 13 19 

4 3 2 2 20 22 2 

2 2 17 13 
6 6 28 7 25 3 23 1 15 
1 1 15 6 2 5 29 

2 9 5 2 5 11 

4 :37 

4 1 1 52 5 1 

1 4 21 1 23 1 8 7 

6 6 29 3 5 35 
1 1 1 11 33 8 

8 3 8 1 2 7 1 6 

J) 



Table X reveals certain interesting 'acts. The number 

of office managers replying under each classificatIon is 

given in order to provide a basis for interpreting the data. 

For example, in the 36 offices which employ Receptionists, 

all 36 Receptionists use the telephone, 17 do filing, and 

32 use the typewriter, as indicated in the first column. 

Similar comparisons may be made for each of the fifteen 

classifications of workers studied in the survey. 

It will also be noted that three of the job classi- 

fications were checked in every one of the Duty columns. 

Those three classifications were General Clerks, Clerk 

Typists, and Cashiers. This might indicate that the work 

of these three workers is quite similar, but significant 

differences appear when percentages of workers performing 

the various duties are examined. Table XI shows the per 

cent of each type of worker performing the most frequently 

required duties. 



TABLE XI 

Per Cent of Workers 

Performing Five Most Common Duties 

Workers Duties 

Using Using AthL Meet 
Typewriter Telephone Filing Mach. Public 

Receptionist 88.9 100.0 L7e2 16.7 100.0 
PBX Oterator 56.0 100.0 38.0 58.0 
General Clerks 70.0 71.0 66.7 76.8 29.0 
Clerk Typists 00 57.l4 62.3 52.5 29.0 
Bookeeier-Acct. 60.3 67.2 L1.1+ 81.0 29.S 
Filing Clerks 59.1 L77 100.0 22.7 9.1 
Mail & Ship. Clerks 514.8 77L 32.3 19»4 19.L 
Stock Clerks 57.7 69.2 53.8 23.1 23.1 
Cashier 70.2 80.9 3L1'.O 59.6 61.7 
Office Boy-G-in 53.9 61.5 92.3 53.9 23.1 
Bkkg. Mach. Oper. 62.2 5L.1 L6.o 67.6 13.5 
Duplicator Operator 70.0 35.0 1+5.0 15.0 
Steno.-Secretary 100.0 86.9 82.0 37.7 57.1+ 

Voice Transcriber 100.0 30.8 30.8 7.7 
Calculator Operator 57.8 1+7.2 1+1.7 

Examining the three classifications of workers (0-eneral 

Clerks, Clerk-Typists, and Cashiers) on Table XI, lt is 

evident ths .. t there is difference in the emphasis on duties 

performed on these jobs. For example, although all c1asi- 

fications use the typewriter, it is used by 80 per cent of 

Clerk-Typists, but by 70 and 70.2 per cent of G-enenal Clerks 

and Cashiers, respectively. The telephone i . 
used by 80.9 

per cent of Cashiers, 71 per cent of G-eneral Clerks, and 

57.1+ per cent of Clerk-Typists. The duty of filing is per- 

formed by 66.7 'cer cent of 0-eneral Clerks, 62.3 per cent of 



Clerk Typists, and only 3U. per cent of Cashiers, Similar 

variations may be noted for each of the classifications of 

workers listed. 

It is interesting too, to note the three classifi- 

cations of workers which most frequently perform each of 

these five duties, as shown in Table XII. 

TABLE XII 

Job Classifications Ranked as to Performance 

of Five Most Common Duties 

Duties First Second Third 

Use Typewriter Stenographer Receptionist Clerk-Typists 
Voice Trans. 

Use Telephone Receotionist Steno.-Sec. Cashier 
PBX Operator 

Filing File Clerk Office Boy-Girl Steno.-Sec. 

Use Add. Mach. Bkkr.-Acct. General Clerk Bkkg. Mach. 
Operator 

Meet Public Receptionist Cashier PBX Operator 

Table XII shows that Stenographers and Voice Tran- 

scribers use the typewriter more than any of the other 

office workers, followed by the Receptionist, and Clerk- 

Typists. 

Receptionists and PBX Operators use the telephone most 

frequently, as one might expect. The Stenographer- 

Secretary also uses the telephone frequently, and in third 

place is the Cashier. 
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Filin irr ??erformed most frequently by the File Clerk, 

the Office Boy-Girl, and the Stenographer-Secretary. 

Those who most often use the Adding Machine are the 

Bookkeeper-Accountant, the General Clerk, and the Book- 

keeping-Machine Operator. 

Those who most often meet the ub11c are the Re- 

cemtionist, the Cashier, and the PEX Operator. 

Table XIII shows the frequency of the duties performed 

by all office wor'ers (602) in the fifteen classifications. 

The dutjes+ are ranked in order of their frequency. The 

number and per cent of workers performing each duty is also 

recorded. 

TABLE XIII 

Frequency of Required Duties 

Rank Duties Mo. Workers Per Cent 

i Use typewriter 4'2O 69.8 
2 Use telephone l7 69.3 
:3 

L 

File 337 56.0 
TJe adding-l1ting mach. 269 

.5 Meet the oublic 20Ç 3Lz-.l 

6 Type stencils 128 21.3 
7 Make Bkkg. entries, post 157 26.1 
8 Use key-driven calculstor 120 19.9 
9 Ue duplicating machine 100 16.6 

10 Take dictation 98 16.3 
11 Use rotary calculator 83 13.8 
12 Use bookkeeoing machine 70 11.6 
13 Use voice transcriber O 8.3 

Table XIII shows that the most common duty of all 

office workers is that of using the typewriter, which was 

checked as a required duty for 69.8 per cent of sil 



employees. As shown earlier on Table X, the typewriter was 

used by loo per cent of the Stenographer-Secretaries, by 

88.9 per cent of Receptionlete, by 80 per cent of Clerk- 

Typists, and by 70 per cent of all General Clerks, 

Cashiers, and Duplicator Operators. 

The second most frequently required duty of office 

workers is that of using the telephone, which was required 

by 69.3 per cent of all office workers. On Table X it was 

shown that the telephone is used by 100 per cent of Re- 

ceptionists and PBX Operators, by 86.9 per cent of all 

Stenographer-Secretaries, by 80.9 per cent of Cashiers, 

and 77»4' per cent of Mail and Shipping Clerks. 

In third placein the list of most common duties is 

that of filing, which is required by 56 per cent of all 

office workers. Filing is, of coursç, performed by 100 

per cent of the Filing Clerks, by 92.3 percent of Office 

Boys or Girls, 82 per cent of Stenographer-Secretaries, by 

66.7 per centof G-eneral Clerks, and 62.3 per cent of 

Clerk Typists. 

The three above-mentioned duties are required of 

members in every classification of office worker, and are 

the only duties which are required by a majority of the 

total number of employees in each classification. 

Used by )4k.7 per cent of all office workers was the 
adding-listing machine, the most frequently used office 



149 

in . chine, nexl to the tyewriter. The ain rnach±ne wa 

uecI, to corne extent, by workers in every c1aeific2tion. 

Over per cent of the office workere were requIred. 

to meet the public in sorne caoaclty. The only workers which 

d.Id not -oerforrn this activity were the vólce transcribers, 

the duollcator ooerators, and the calculator operators. 

On the questionnaires, a space was provided for list- 

ing other duties of office workers. This list indicated 

the wide variety of tasks erforrned in today' s business 

offices. Sorne of the other dutIes mentioned were as 

follows: billing, handle cash, sorting, giving placement 

exams and grading, check billing, purchase recording, 

dictate letters, Kardex posting, tabulating, prepsre reorts, 

credit control, payroll, crice orders, statistical work, 

invoices, accounts payable, prepare cost statements, 

banking, collections, postage machine, addressograph 

machine, Multigraph machIne, run errands, order stock, 

ìDrep .- re advertising, fill supply orders, check physical 

stock, prepare tax reports, approve and pay bills, and 

service equipment. 

All of the above duties were performed by office 

workers in business offices. The duties, of course, sre 

determined by the nature of the busIness and the size of 

the office force. 

While the above list of other duties is long, these 

duties were not mentioned more than two or three times by 
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office managers. It is possible, of course, that had space 

been given to euch a list on the questionnaire, answers 

might have been more numerous. 

The thirteen different duties which were listed on the 

questIonnaire for checking appeared to be the most 

frequently performed duties in business offices. 
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PART IV 

Personality Traits 

in which Beginning Office Workers are Deficient 

The returns of the survey were studied carefully in 

order to ascertain the deficiencies of personality in be- 

ginnIng offIce workers, as indicated by the office managers. 

In recent years, the fact that personality is an Important 

basis for success in business has come to be realized. 

According to some authorities, deficiencies In personality 

or personality weaknesses are the cause of as many as 90 

per cent of employee dismissals. Since personality i so 

important, the replies of the office mane gers to the 

question, "iat deficiencies do you discover in beginning 

office workers?tI are of special interest. 

Table XIV shows the deficiencies which were checked by 

83 office managers, listed in order of frequency. 
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TABLE XIV 

PerEonality Traite 

in whicI Beginning OffIce Workers, are Deficient 

Rank Trait No. Tirnee Per Cent 
Mentioned 

i Accuracy 71 85.5 
2 Initiative 62 7L7 
3 AdaptabilIty L6 55.2+ 
2+ Willingness to Assume 

Responsibility 2+3 51.8 
5 Neatness +2 50.6 
6 Dependability 38 2+5.8 
6 WillIngness to Perform 

Unpleasant Tasks 38 
8 AggresEiveness 33 39.8 
9 Interest In Work 0 6.i 

10 Emotional Stability 22+ 28.9 
11 Attendence 2 27.7 
12 Perseverance 21 25.3 
13 Punctuality 18 21.7 
14 Per'ona1 Appearance 17 20.5 
15 Courtesy . 12+ 16.9 
16 Cooperativeness 8 9.6 
17 Cheerfulness 6 7.2 

Table XIV p . howe that beginning office rorkers are most 

often deficient in accuracy, according to 71 or 85.5 per 

cent of the 83 office managers who answered that question. 

As one office manager stated on his questionnaire, UMany 

youngsters are turned out of our schools feeling they muet 

make haste. If we could stress accuracy as one of the all- 

Important essentials, and not s . peed, it would make for 

better foundations. ' 

Another office manager urged that students be in- 

structed that the preparation of accurate records is 
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essential, while speeö. is only eeconary." Office managers 

also ind.icated that inaccuracy was found not in just one 

office position, but all through the office. 

Typical comments from office managers are: '1Clerical 

workers are not accurs . te with numbers;" "Stenographers not 

only make errors in typing, but they fail to correct those 

errors neatly; I cannot fInd a school-trained file clerk 

who fast and accurate; and 1On nearly every application 

blank, I find at least one spelling error. One offIce 

manager recommends that pupils be graded on the work they 

do or turn in. "If It ±s not perfect, require them to turn 

in perfect work before the grade is granted. It has to 'be 

T)erfect for us ° 

Lack of initiative is the second most comraan person- 

ality deficiency of beginning office workers, according to 

75 per cent of the office managers. Non-adatabilIty was 

third in frequency, as listed by 56.3 per cent of office 

managers. Unwillingness to assume responsibility was in 

fourth place, being checked as a deficiency by 5l. per 

cent of office managers. 

It is in the ares of Initiative, deendability, the 

assumption of responsibility that office managers voice the 

most vociferous complaints about todays office worker. 

A typical complaint is one voiced. by an office manager 

who supervises the work of almost 30 employees. be- 

ginning workers, the main trouble seems to be that they 
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ee1 they earn their pay by being present at a place of 

busine$s. Some take no interest in theIr work, and. as a 

reeult need constant or c1oe suoerviion. A 1ackad±Eica1 

attituce Is one thing I dielike the most. ' Another office 

manager euggeets that future office ernp1oyee be irnpresied 

with the fact that success comes from hard. work, and that 

it cannot be accomplished in a few months. So many of the 

younger folks think that they are qualified. workers after 

a few short months on the job. 

These and similar comments are forthcoming whenever 

the subject of beginnIng workers i discussed.. Here is 

another such statement, "The greatest fault I find. with 

post-war employees is a complete lack of desire to do a 

da» s work. The idea seems to be to get by with the least 

amount of honest effort for the largest salary posrible. 

don't understand. it, but most of them like to kill time, 

and are perfectly willing to sit at a desk and 'day dream' 

unless you keep crowding them with added work. I like to 

have employees come to me for extra work when they are 

I caught up' and. I know the time would go faster and be more 

enjoyable for them.' 

Other office managers have concrete sugeetions for 

business educators. ttlnform the student of the fact that 

employees have to earn, not draw a wage. All companies 

make a profit only from production, snd all wages come from 

profits. Wages are never paid by a company that i out of 
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business» And a further suggestion, "The biggest tilIng to 

instruct the students In is that they should understand 

that they must give the employer 4i lorth of work for every 

l paid them. 

Another office manager remarked, "Students should be 

taught that the business world is highly competitive and 

that jobs cannot be retained, nor promotions earned except 

by demonstrating one's right to them through initiative and 

ability. Too many beginners seem to think the owes 

them a living' and do not feel that extra effort is 

necessary." 

One office manager suggests that the cause of this 

lack of initiative is that too many students come from 

homes where there is "union" influence which seems to en- 

courage students to take the attitude of laziness and 

carelessness. He feels that the schools have a responsi- 

bility to perform in training students to be dependable, 

and to desire to work. 

Although a number of office managers commented upon 

deficiencIes in courtesy, cooperativeness, and cheerfulness, 

these three personality traits were considered as defIcient 

by the smallest number of office managers, by 16.9 per 

cent, 9.6 per cent, and 7.2 per cent, respectively. 

Arperently the beginning worker has these three traits in 

hIs favor. 
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Many office managers mentioned the fact that the 

ability to get along with others is of great importance. 

UQff ice harmony is an important fe. ctor in obtaining pro- 

duct ion in office work," says one manager. 

Another offIce manager remarked, "A cheerful, cooper- 

stive ettitu.cìe toward all tasks assigned is a big asset to 

any beginner. If hIred as a typist, he may still have 

filing, assembling, and other lees attractive duties to 

perform. They are all a part of the job, e .. nd unless the 

proper attitude is reflected, it may seriouely handicap the 

employee. Too many express the attItude 'Eut I was hired 

as a stenographer ' 

Another manager recommended that more emphasis be 

placed on manners and the common courtesies necessary in 

everyday life and that business students be instructed in 

courteous telephone conversation. 

One office manager stated that in his office cheerful- 

ness and the ability to get along with others is much more 

imDortant than skill. Students should be trained in office 

discipline. 

Several office managers mentioned the fact that women 

office workers were sometimes troublesome. One manager 

reported that new women employees have a difficult time 

adapting themselves to the offIce. "They want to change 

everything. They can' t get along with the older girls." 
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He also remarked. that women were never hIred for "etepping- 

etone" jobs (jobs leadIng to higher posìtion). 

Another manager observed critically, "Female employees 

and prospective employees should. be taught that they have 

an ob11ation to their job as well as their home -- if they 

intend. to work. Moet frecuently, women will swear their 

interest to a job, and pledge their loyalty to it during an 

interview. After they get the job, and it becomes necee- 

nary to secure their cooperation in occasional overtime 

work to meet a deadline, it will generally develop that 

theIr husbands require their presence or they have made a 

Drior committment, etc. In other words, women ere generally 

insincere toward their work. They arent Darticularly 

interested in their job, only the extra pay brought home. ' 

it is apparent the..t come members of the business world 

today are prejudiced against women workers, and with some 

justification. The business-trained woman, who honestly 

desIres to work, may have difficulty in convincing business- 

men of her sincere intentions as to her job. 



PART V 

Knowledges and Abilities 

in which Clerical Workers are Deficient 

Since clerical workers are the largest group of office 

employees, it of interest to examine that group of 

workers from the standpoint oÍ' the office manager. Office 

managers were asked to list the deficiencies which were 

common in this group. Table XV lists the deficiencies of 

these workers in order of their frequency, as indicated by 

80 per cent, or 63 of the 80 office managers who answered 

this question. 

TABLE XV 

Knowledges and Abilities 

in which Clerical Workers are Deficient 

Rank Knowledge and Ability Per cent 

1 G-eneral businessunderstanding 80.0 
2 Logical thinking, clearly stated 75.6 
3 Arithmetic fundamentale 70.0 
3 Following directions 70.0 
5 Use of common business forms 68.8 
6 Spelling 66.3 
7 Penmanship 57.5 
8 English 50.0 
9 Bookkeeping and Accounting 

lO Vocabulary 4'3.O 
11 Plerant speech 25.0 
12 Reading 12.5 

Table XV shows that present-day beginning office workers 

do not possess a clear understanding of the business world, 

since a definite majority or 80 per cent of the office 
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managers checked this deficiency. A peronne1 manager who 

plans the training program for new emp1oyee in one of 

Portland1E largest banks recommended that the choo1 make 

the student aware of the place of free enterprise and Its 

contribution to our standard of living, In order that the 

student might ee more clearly his own role in 'businesE. 

"Schools must tie theory a little more closely to actual 

practice» said another manager. 

Office managers indicated, as shown on Table XV, that 

clerical workers are also unable to think logically or to 

make clear statements of thought. 

One manager indicated. that prospective employees should 

be taught to think for themselves. "If they could just do 

that, it would go a long way toward solving the other 

problems. 

Another remarked, "I would like to see more stress put 

ori the individual to develop his analytical ability, using 

his own common sense. Too many young people have an 

education, but cannot adapt it to ordinary business 

practice." 

"Students should be taught," said another manager, "to 

think at their job, and to plan their day's work. This is 

especially important on tasks that have some freedom of 

operation»' One experienced office manager urges teachers 

to "Teach students to think clearly and use sound judgment 

when doing a job, horse sense' and flexible 



thinking, rather than the attitude 'This is the way the 

books say to do it ' " 

It is apparent that businessmen today, as always, 

prefer intelligent young workers who can think clearly, 

organize their thoughts, and express themselves well. 

Table XV shows that businessmen consider clerical 

workers deficient in arithmetic fundamentals, and in 

ability to follow directions, since these two were both 

checked by 70 per cent of the managers. 

One office m.nager urged that greater emphasis in 

schools be provided on simple and business arithmetic. 

Another urged that business mathematics and accounting, as 

used ±n business offices, be stressed in schools. 

As to following directIons, one long-suffering office 

manager wrote the following single suggestion for business 

educators at the end of hi completed questionnaire, 

teach obedience to instructions L" 

Over half of the office managers auestioned indicated 

that office workers were defIcient in spelling, penmanship, 

and English training. 

One manager declared that the greatest deficiency of 

all office employees is in the area of English -- punctu- 

ation, sentence construction. He felt that there should be 

a greater emphasis in the "Three tpI in the schools. 
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According to the State Civil Service office in Port- 

land, the greatest weaknesses of office workers are in 

arithmetic, spelling, and vocabulary. 

A common complaint in offices Is the poor penmanship 

of beginning workers, which is, of course, a frequent cause 

of inaccuracy. "Workers are especially inaccurate in writ- 

ing figures," says one office manager. 

Thus it i apparent that office managers do discover 

their beginning employees deficIent in several respects. 

The most common deficiency which the managers indicated, 

that of a lack of general business understanding, is in- 

directly responsible for the other weaknesses. Students 

are not aware of the demands of business, and thus fail to 

prepare themselves accordingly. 

Their business training needs to be rounded out, so 

that a broader background will be provided. It was pointed 

out by several managers that there is a lack of speciali- 

zation in small offices euch as are numerous in the Portland 

area. This means that a knowledge of one type of office 

job is not sufficient. The worker needs a variety of 

skills, and above all, a better understanding of business 

itself. 

One manager pointed out, for example, "A knowledge of 

bookkeeping is very valuable in practically every job in 
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our oÍ'fice»' And again, "Everyone in this office does some 

filing, and needs a good background in spelling and, pen- 

manship, and needs to know the alphabet t" 
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PART VI 

Knowledges and Abilities 

in which Beginning Typists are Deficient 

According to the findings of the study as indicated on 

Table XIII, 69.8 per cent of the office workers use the 

typewriter. It seemed wise to separate the classification 

of typists from that of general clerical workers in order 

to ascertain the deficiencies of typists. 

However, the most frequent deficiency in typists was 

the same deficiency indicated as most common in all clerical 

workers -- inaccuracy. Table XVI shows the deficiencies of 

beginning typists, ranked in order of their frequency, as 

checked by 77 of the 88 office managers surveyed. 

TABLE XVI 

Knowledges and Abilities 

in which Beginning Typists are Deficient 

Rank Knowledges and Abilities 

1 Accuracy 
2 Proofreading 
3 Careful erasing and correcting of copy 
1+ SpellIng 
,5 Punctuation 
6 Speed 
7 Arrangement of typed material 
8 EffIcient organization and handling of 

paper and carbons 
9 Care of typewriter 

lo Total production 
li Numbers 
12 Typing from rough draft 
13 Tabulation 

Per Cent 

92. 14' 

714.7 

63.3 
60.8 
59. .5 
.57.0 
514 . 

51.9 
148 . i 
L6 .8 
32.9 
26.6 
12.7 
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It is evident that accuracy is by far the most common 

deficiency of beginning typists, since it was checked by 

92.L per cent of the office managers. It was checked almost 

20 per cent more times than the next most frequent de- 

ficiency, that of proofreading. 

In third place was Careful Erasing and Correcting of 

Copy, which was listed as a deficiency by 63.3 per cent of 

office managers. These three deficienc±es are by far the 

most important deficiencies in the judgment of the office 

heads. 

Then these three deficiencies are analyzed, it will be 

seen that they are closely related. Beginning typists 

apparently make frequent errors, then fail to proofread 

carefully enough to find those errors, and, finally, are 

not careful in erasing and correcting the errors which they 

do find. 

Spelling and punctuation are also checked as common 

deficiencies, being checked by 60.8 per cent and 59.5 per 

cent respectIvely. It might thus be interpreted that the 

typist does not know enough about spelling or punctuation 

to know when he has made an error in those areas. So, 

perhaps, it is in these two areas that there is a serious 

need for better training. 

Although schools frequently emphasize tteed and. 

Accuracy's in the skill subjects such as typing and 



shorthand, it is evident that the office manager attaches 

less importance to speed than to accuracy. Speed is listed 

in sixth place, by 57 per cent of the managers. 

As one manager indicated, 'Speed is of no value to us 

in the office, unless it is speed with accuracy.1' 

Typing from rough draft, and typing tabulations are 

apparently not too important in the minds of office managers 

who answered this question. This does not mean, however, 

that typists are proficient in these skills, as was pointed 

out by one manager who said, "We are unable to assign this 

type of work to beginning typists--they are hardly able to 

turn out straight-copy material without error." 

That begInning typists cannot arrange typed material 

on the page is indicated by 5L.4 per cent of office heads. 

Typists are also deficient in efficient handling arid 

organization of paper and carbons. 

Almost one half (2+8.1 per cent) of the managers felt 

that typists did. not take proper care of the typewriter. 
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Knowledges anö. Abilities 

in which BegInning Stenographers are DefIcient 

As already observed. (see Table IX) the classification 

of Stenographer-Secretary includes lL.3 per cent of all 

office workers. Thus approximately one out of every seven 

employees in the office is either a stenographer or a 

secretary. Office managers indicated that stenographers 

were more numerous than secretaries, for each office might 

have several stenographers, with only one private 

secretary. 

Office managers were asked to check the most common 

deficiencies of beginning stenographers. Table XVII showe 

the knowledges and abilities in whIch office managers 

found stenographers deficient, ranked in order of frequency 

of mention. 



TABLE XVII 

Knowledges and. Abilities 

in which Beginning Stenographers are Deficient 

Rank Trait 

i Ability to compose a letter 
2 Ability to transcribe accurately 
3 Soelling 
k Ability to discover typing errors 
k Knowledge of English 
6 Punctuation 
7 Letter arrangement 
8 Ability to read back shorthand notes 
9 Total production 
9 Ability to transcribe rajidly 

li speed 
12 Ability to type well 

67 

Per Cent 

80.0 
78.6 
68.6 
6k.3 
6k.3 
62.9 
58.6 
52.9 
35.7 
35. 7 
3k.3 
31. k 

An analysis of the replies received in answer to the 

question, hlThat are common deficiencies in beginning 

stenographers»' provided a real surprise. Eighty per cent 

of the office managers indicated that the most common 

deficiency in beginning stenographers was inability to 

compose letters That stenographers are expected to coma- 

pose letters at all might be a surprise to many prospective 
stenographers, who seek training in shorthand and typing, 

but leave Business English strictly alone. 

It was not surprising to discover that office managers 

felt that the lack of ability to transcribe accurately was 

an important deficiency, for inaccuracy has been indicated 

as a common deficiency for all types of workers. It was 

surprising, however, to find that inaccuracy took second 



place, being checked as a deficiency by 73.6 per cent of 

office managers. 

Spelling ranked third as the most common deficiency in 

beginning stenographers, being checked by 68.6 per cent of 

office heads. 

Other common deficiencies were the inability to dis- 

cover typing errors and a lack of knowledge of Eng1sh, 

which were checked by the same number of office heads, 6L.3 

per cent. Punctuation was listed as a deficiency by 62.9 

per cent. 

These deficiencies in spelling, English, punctuation, 

and the ability to discover typing errors all contribute to 

the deficiency of being unable to transcribe accurately, 

which was the second most common deficiency. Those same 

deficiencies are responsible for the most common deficiency 

of all, that of ability to compose a letter. A good 

background in spelling, English, and punctuation, is 

essential In either composition of letters or transcription 

of letters from shorthand notes. 

It was evident that the office manager is far more 

concerned about accuracy than about 

listed as eleventh in importance in 

deficiencies, being checked by only 

managers. 

The ability to type well was i: 

One office manager pointed out that 

speed. Speed was 

the list of common 

3L.3 per cent of office 

Lsted last in importance. 

a stenographer was 



1texpected to be able to type well. He indicated that most 

stenographers who fall to succeed on the job are weak in 

spelling and correction of errors. 

Another office manager indicated that he had found 

stenographers deficient in taking rapId dictation and in 

readIng back notes. He felt that schools should train 

stenographers to take dictation for long periods of time, 

rather than for short sourts. Actually, only 52.9 per cent 

of the of fIce managers indicated that the Inability to read 

back shorthand notes was an important deficiency. 

One office manager felt that the stenographer of today 

lacked a sense of responsibility and a sense of pride in 

accomplishment. He suggested that the schools might foster 

in the student these proper attitudes for work. 



PART VIII 

Minimum Educational Reauirement s 

for Office Workers 

With the present hIgh rate of employee turnover, and 

the increased demand for office workers, it is of interest 

to note the demands of business as to educat1on1 re- 

quirements. It was hoped that the study would provide 

sorne indication as to the point of view of the office 

manager in his advice to the high school student. Would 

the office manager urge the student to leave school and 

take one of the many jobs available, or would he recommend 

that the student complete his education? 

Office managers were asked to check the minimum amomt 

of formal educstion which they would require for es.ch 

positIon in the office. Table XVIII shows the number of 

office managers who indicated the minimum educational 

requ±rement for each office position. 
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TABLE XVIII 

Minimum Ed.ucational Reauirernent 

Íor Office Workers 

Less H.S. & H.S. & 
then one two 
H.S. H.S. year years College 

Receptionist 2 9 36 14 i 
PBX Operator 6 12 k2 5 
General Clerks 14' 13 L5 9 1 
Clerk Typists 3 12 L15 11 
Bookkeeper-Acct. 9 13 28 16 
Filing Clerks 8 1J4 O 3 
Mail & Ship. Clerks 21 11 26 
Stock Clerks 15 14 23 3 2 
Cashier 8 21 23 8 
Office Boy-Girl 29 9 11 3 
Bkkg. Mach. Oper. 5 10 26 21 1 
Duplicator Operator 12 9 27 6 
Stenographer-Sec. 8 21 37 10 
Voice Transcriber 3 5 26 15 1 
Calculator Operator 10 30 21 1 

In the positions of certain office workers, office 

managers felt that less than high school education might be 

satisfactory. Mail and. shipping clerks were required to 

have a minimum of less than high school by 21 office 

managers. Office boys and girls were given the same 

minimum of less than high school by 12 office managers. 

For the positions of Filing Clerks and Stock Clerks, 

1i office managers indicated a minimum requirement of a 

high school education. 

According to L5 office managers, high school and one 

year is the minimum requirement for General Clerks and 

Clerk-Typists. PBX Operators also require a hIgh school 
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education plus an additional year, according to L2 office 

heads. Filing Clerks also need this additional year, 

according to LQ office managers. 

High school plus two years is required for the 

positions of Bookkeeper-Accountant, according to 28 office 

managers; for Cashiers, according to 23 office managers; 

and for Stenographer-Secretaries, according to 37 office 

managers. 

Some office managers feel that these three positions 

require even more education, and indicate that a college 

education is a minimum. Sixteen office managers have this 

minimum for Bookkeeper-Accountants, eight have this minimum 

for Cashiers, and ten have that minimum for Stenographer- 

Secretaries. 

Table XIX shows the number and percentage of times 

office managers indicated each minimum requirement. 

TABLE XIX 

Percentages of Minimum Requirements 

Less than H.S. and H.S. and 
H.S. H.S. one year two years College Total 

No. 112 153 1432 199 4-1 937 

PerC; 12. 16.3 246.l 21.2 L,j 99.9 

Office managers listed high school and one year as 

the most frequent minimum educational requirement for office 

employees. This minimum was checked L432 times out of the 



73 

total number of 937 checks, or 6.i per cent of the time. 

High school anö, two years was checked 21.2 per cent of the 

time. 

High school was checked as a minimum requ±rement 16.3 

per cent of the total checks. Less than high school was a 

minimum 12 per cent of the time. College was required for 

only L3 per cent of the positions. 

However, one office manager pointed out that although 

his company's minimum requirement is high school, they 

prefer college graduates. Only college graduates receive 

promotions to upper bracket positions in the company. 

Several office managers indIcated that the educational 

requirement was not always the deciding factor in hiring an 

employee. Age and experience'e also considered. 

One company prefers to train its own employees up 

through the ranks, and believes that the company training 

program is best for their employees. Still the office 

manager said, "I believe that young people should complete 

their school tra.ning and get all the education possible. 

The more you have, the better equipped you are for the 

future." This office manager is definitely not urging 

young students to quit school to take Jobs now. He feels 

that they will be of more value to the business world later 

on, when their educatIon is complete. 

In some cases, it was dIscovered that college 

graduates are not always preferred. Several office managers 
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indicated that their experiences with recent college 

graduates had led them to believe that the college-trained 

person had a superior attitude, and that he was difficult 

to train for routine jobs. High school graduates or 

business college students are sometimes preferred. 

One office manager stated, UWhile college education 

is creditable, it would not be a decid±ng factor to us in 

selecting an employee. Our high schools and business 

college s are turning out youngsters with more 

iveness' than many of our colleges.H 

While a college education is still not required for a 

majority of office jobs, neither do we find many office 

managers accepting large numbers of job applicants with 

less than high school educations. Office managers remark, 

"High school or its equivalent is a minimum. Not that 

others could&t do the job, but I believe that to get along 

a pergon5 education should be well-rounded." And another 

interesting comment was, UWe do not hIre beginners for any 

job except that of receptionist -- and even then we have 

trouble." 

In studying the returns on this question of es- 

tablishing a standard minimum education requirement, it was 

discovered that six of the office managers recommended that 

all office positions have a minimum requirement of a high 

school education. Three felt that high school plus one 

year (business college or reilar college) was a minimum 
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for all pocitions, and three indicated a minimum of high 

school plus two years for all oition. 

It Is apparent that office standards are increasing, 

and that more and. more education is being required. of 

beginners. 
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PART IX 

Business Machines Used in Portland Offices 

Table XX shows the number of machines now in use, 

both electric and manual, as reported by 76 office managers; 

and the number of machines which will be added in the next 

2/+ months. Also indicated is the total number of each 

machine which will be in operation by 1952, listed in the 

order of frequency. 

TABLE XX 

Business achines Used in Portland Offices 

Now in Use To Add. Total 

Elec. Manual Elec. Manual 1952 

Typewriters 121+ 1669 30 156 1979 
Full Keyboard Add. 363 73 82 1 519 
Key-driven Caic. 201+ 135 2 1 1+1+2 

Rotary Type Caic. 188 37 20 21+5 

High Key.Bkkg. Mach. 168 3 1+8 219 
Ten-Key Add. Mach. 111+ 1+8 12 3 177 
Voice Trans. Mach. 120 1+0 160 
Tabulating Mach. 61 1 3 65 
Key Punches 53 2 8 63 
Stencil Duplicator 29 21+ 3 56 
Addressing Machine 39 11+ 53 
Type. Ten-Key Bkkg. 35 12 1+7 

Fluid Dup. Mach. ?2 21 1 1 1+5 

Mailing Machine 30 11+ 1+1+ 

Type. Full-Key Bkkg. 2/+ 1+ 28 
Photocopy Machine 12 12 

1+151+ 

According to the 76 office managers who replied to the 

question, 'tHow many business machines are in use in your 
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office at the present time?" and many do you expect to 

add next ye8.r?" the tyewriter was the machine listed most 

often. 

In the 76 firms, there were a total of 1793 typewriters 

now in upe, of which 12Ll or 7k per cent are electric. They 

expect to add 186 typewriters, of which 30 or 19.2 per cent 

will be electric. Many office managers mentioned that their 

workers preferred electric machines, and that they would 

eventually replace old machines with electric ones. The 

trend seems to be toward the use of electric typewriters in 

Portland offices. 

Table XXI shows the Dercentage of employees using the 

typewriter, ranked in order of frequency. 

TABLE XXI 

Use of TypewrIter by Emoloyees 

Rank Employee Per Cent 

i Stenographer-Secretsry 100.0 
1 Voice Transcriber 100.0 
3 ReceptIonist 88.9 
L Olerk-Typists 80.0 
.5 Cashier 70.0 
5 Duplicator Operator 70.0 
7 Bikg. Machine Operator 62.2 
3 Bookkeeper-Accountant 60.3 
9 Filing Clerks 59.1 

10 Calculator Operator 57.8 
il Stock Clerks 57.7 
12 PEX Operator 56.o 
13 Mail & Ship. Clerks 54.8 
14 Office Boy-Girl 53.9 
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The typerrriter was use[ by the largest number of 

emp1oyee. It i used by 100 per cent of all Voice Tren- 

ecriberE anö Stenograher-Secretaries. It i alp.o used by 

88.9 per cent of the Receptionistp. In addition, the type- 

writer is used by over 50 per cent of all other workers in 

the office, including the Filing Cler':s, the Bookkeeoer- 

Accountants, and the Cashiers. 

A shown on Table XX, the second most prevalent machine 

was the full keyboard adding machine, of which 36 are now 

in use, with an additional 83 exjected to be added next 

year. Of these expected additions, 32 will be electric, 

indicating again a definite trend toward electrically 

opers..ted. machInes. 

The addIng machine and the tyewriter together are 

found in greater numbers than all other office machines. 

Together they account for 2Lk98 or 60.1 er cent of all 

office machines in 76 Portland offices. 

The ten-key adding mach±ne was in sixth place in the 

list of most common business machines. There were 162 

ten-key adding machines in use in 1950, wIth an additional 

15 machines to be added next year, making a total of 177 

machines for the 76 business offices. 

The use of the adding machines ( either full keyboard 

or ten-key) was one of the five most common dutIes of office 

workers, as indicated on Table XI. Table XXII shows the 
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Dercentage of employees using addinR ma chines in Portland 

offices, ranted in order of frequency. 

TABLE XXII 

Use of Adding Machines by Employees 

Rank Employee Per Cent 

1 Bookkeeper-Accountant 3 1.0 
2 General Clerk 76.a 
:3 Bkkg. IIachin e Operat or 6 7 . 6 
1+ Cashier 59.6 
5 Office Boy-G-irl 
6 Clerk-Typists . 52.5 
7 Calculator Operator J4'l.7 

B Stenographer-Secretary 37.7 
9 tock Clerks 23.1 

10 Filing Clerks 22.7 li iai1 & i:o. Clerks 19.L 
12 Receptionist l.7 
13 DuPlicetor Operator 15.0 
l2_ PEX Operator 1L.O 
15 Voice Transcriber 7.7 

As shown on Table XXII, the adding machines are used 

by 1. per cent of all Bookkeeper-Accountants, by 76.8 per 

cent of the G-encrai Clerks, and by 67.6 per cent of the 

Bookkeeping Machine Operators. Adding machines are also 

used by large numbers of Cashiers, Office Boys or Girls, 

and Clerk-Typiets. Every classification of worker uses the 

adding machines to sorne extent. 

The third most prevalent machine in 76 Portlsnd 

business offices is the key-driven calculator. By 1952 

there will be L2 of these machines in use in these offices. 



Table XXIII shows the percentage of each type of 

worker in the office who uses the key-driven calculator, 

ranked in order of frequency. 

TABLE XXIII 

Use of Key-Driven Oalculs.tor by Emloyees 

Rank Employee Per Cent 

i Calcule.tor Operators 80.5 
2 Bookkeeoer-Accountant L5.5 
:3 General Clerk :33.3 
L CashIer 31.9 
5 Clerk-Typist 1.o 
6 Bkkg. Mechine Operator 16.2 
7 Receptionist 11.1 
a Duplicator Operstor 10.0 
9 Stenogra.her-5ecrets . ry 8.2 

10 PEX Oçerator 
il Stock Clerk 3.8 
12 Mail & Ship. Clerk 3.2 
13 Filing Clerk 2.3 
lL Office Boy-Girl 0.0 
lL Voice Transcriber 0.0 

The key-driven calculator is used by 80.5 er cent of 

Calculator Operators, as shown on Table XXIII. About half 

as rns.ny, 2+5.5, Bookheeoer-Accountants use the key-driven 

calculator. Aproximate1y one out of every three General 

Clerks and Cashiers also use the key-driven calculator. 

Smaller ercents..ges of the other employees in the 

office use the key-driven calculs . tor. The Office Boy or 

Girl and the Voice Trsnscriber in these offices apparently 

did not use the key-driven cs . iculator at all. 

The rotary type cslculator (Ms.rchant, Friden, and 

Monroe) was listed fourth on Table XX, close behind the 



key-driven calculator in popularity. There will be 2!15 

rotary type calculators in use in 1952. 

The two calculators (key-driven and rotary type) 

together number 687, which is 16.5 per cent of the total 

number of business machines used in the 76 offices. There- 

fore, approxImately one out of every six office machines in 

use in these 76 offices is a calculator. 

Table XXIV shows the Dercentage of emDloyees who use 

the rotary type calculator, ranked in order of frequency. 

TABLE XXIV 

Use of Rotary Type Calculator 'by Employees 

Rank Employee Per Cent 

1 Bookkeeper-Accountant 6l»4 
2 Calculator Operator 30.6 
3 General Clerk 21.7 
J4 Cashier 19.2 
5 Bkkg. Machine Operator 13.9 
6 Duplicator Operator 10.0 
7 Clerk-Typist 9.8 
8 Stenographer-Secretary 8.2 
9 Stock Clerk 7.7 

10 PEX Operator 2.0 
il Receptionist 0.0 
il Filing Clerk 0.0 
11 Mail & Ship. Clerk 0.0 
11 OffIce Boy-Gir1 0.0 
11 Voice Transcriber 0.0 

According to Table XXIV there are twice as many 

Bookkeeper-Accountants (6l. per cent) using the rotary 

type calculator in connection with their work than 

C1culator Operators themselves, 30.6 per cent. Consider- 

ing the large number of Calculator Operators using the 



key-driven calculator, 80.5 per cent, as indicated on Table 

XXIII, this shows that the largest Dercentage of' Calculator 

Operators use the key-driven calculator. 

Rotary calculators are used by 21.7 per cent of General 

Clerks, by 19.2 per cent of Cashiers, and by 13.9 per cent 

of the Bookkeeping Machine Operators. No workers in the 

following classificationsuse the rotary type calculator in 

their work: Receptionist, Filing Clerk, Mail and Shipping 

Clerk, Office Boy-G1r1, Voice Transcriber. 

The high keyboard bookkeeping machine ranked fifth in 

the list of most common business machines, as checked by 

76 office managers. See Table XX. There will be2l9 of 

these machines in use in 1952 in these 76 offices. 

The typewriter ten-key bookkeeping machine was less 

prevalent, ranking twelfth on the list, with Li7 such 

machines to be in use in 1952 in these same offices. 

The typewriter full-keyboard bookkeeping machine was 

the fifteenth most prevalent machine. There will be 28 of 

them in use in 1952. 

The three types of bookkeeping machines, the high 

keyboard bookkeeping machine, the typewriter ten-key 

bookkeeping machine, and the typewriter full keyboard 

bookkeeping machine, give a total of out of the total 

number of )+15L office machines in 76 business offices. 

Together they provide 7.3 per cent of the total number of 

office machines. 



As shown on Table IX, there were 220 full-time Eook- 

keeping Machine Operators covered in the survey. Since 

there are 0L machines in these offices, it would appear 

that there are other persons in the office who use book- 

keeping machines to some extent. 

Table XXV shows the percentage of each type of employee 

using the bookkeeping machines, ranked in order of the 

frequency. 

TABLE XXV 

Use of Bookkeeping Machines by Employees 

Rank Employee Per Cent 

1 Bkkg. Machine Operator 100.0 
2 Bookkeeper-Accountant 52.3 
3 Cashier 8.5 
24 enera1 Clerk 5.8 
5 Filing Clerk 2.3 
6 Clerk-Typist 1.6 
7 Receptionist 0.0 
7 PBX Operator 0.0 
7 Mail & Ship. Clerk 0.0 
7 Stock Clerk 0.0 
7 Office Boy-Girl 0.0 
7 Duplicator Operator 0.0 
7 Stenographer-Secretary 0.0 
7 Voice Transcriber 0.0 
7 Calculator Operator 0.0 

AccOrding to Table XXV, every Bookeeping Machine 

Operator operates a bookkeeping machine, as one might 

expect. It is interesting that over half (52.3 per cent) 

of the Bookkeeper-Accountants also operate bookkeeping 

machines in connection with their work. 

Small percentages of Cashiers, General Clerks, Filing 

Clerks, aná Clerk-Typists also use bookkeeping machines. 



The nine other classifications of employees do not use the 

bookkeeping machines. This would indicate that the oper- 

ation of the bookkeeping machines is a specialized duty, 

since a comparatively small number of the total workers In 

the office use the machine. 

Referring again to Table XX lt can be seen that voice 

transcribing machines are the seventh most common business 

machines in 76 Portland offIces. There were 120 voice 

transcribing machines in use in 1950, with an expected 

purchase of /40 machines for 1951, an increase of per 

cent. There will be 160 voice transcription machines in 

use in these 76 offices by 1952. 

Te.ble XXVI shows the percentage of employees using the 

voice transcribing machines, arranged in order of frequency. 

TABLE XXVI 

Use of Voice Transcribing Machines by Employees 

Rank Employee Per Cent 

i Voice Transcriber 100.0 
2 Stenographer-Secretary 27.9 
3 Duplicator Operator 10.0 
L Receptionist 
5 eneral Clerk 7.2 
6 Clerk-TypIst 6.5 
7 PBX Operator 6.0 
8 CashIer 
9 Filing Clerk 2.3 

10 Bookeeper-Accountant 0.0 
10 Mail & Ship. Clerk 0.0 
10 Stock Clerk 0.0 
10 Office Boy-irl 0.0 
10 Bkkg. Machine Operator 0.0 
10 Calculator Operator 0.0 
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While all the Voice Transcribers in the office ue 

voice transcription rnachine, it is alBo revealed on Table 

XXVI that 27.9 per cent of Stenographer-Secretaries also use 

the voice transcription machines. Ten per cent of the 

Duplicator Operators also operate voice transcribing 

machines. There are sIx classifications of office worere 

which do not use these machInes , which indicates that the 

machine is a rather specialized one, although it is not as 

highly specialized in use as the bookkeeping machïnes. 

At this point, it is interesting to compare the 

employees who use the transcribing machines with those who 

take dictation. Table )C(VII makes this comparison, showing 

the percentage of employees using the voice transcribing 

machine and the percentage taking dictation. 



TABLE XXVII 

Cornpar1on o' the Ue of Voice Tranecrlption Machines 

'rith the TakIng of Dictation 

Em1oyee Using Voice Taking 
Trans. Machine Dictation 

Per Cent Per Cent 

Receptionist 3.3 19»4- 
PBX Operator 6.0 6.0 
General Clerk 7. 2 11.6 
Clerk-Typist 6.5 19.7 
Bookkeeper-Accountant 0.0 6.8 
Filing Clerk 2.3 2.3 
Mcii & Shipoing Clerk O. O 0.0 
Stock Clerk 0.0 0.0 
Cashier 25 
Office Boy-Oirl 0.0 7.7 
Bkkg. Machine Operator 0.0 2.7 
Duplicator Operator 10.0 5.0 
Stenographer-Secretary 27.9 85.2 
VoIce Transcriber 100.0 38.5 
Calculator Operator 0. 0 2.3 

172.5 216.2 

According to Table XXVII, it is aparent that in these 

76 Portland business offices more employees t 1 ze dictation 

than use the voice transcription machines. Of the total 

number of employees, taking dictation is e. duty performed 

by 55.7 per cent of the employees, while L'L.3 per cent use 

the transcription machines. 

These two duties are performed most often by Voice 

Transcribers and Stenographer-Secretaries . Although every 

one of the voice transcriber employees use the voice trsn- 

scribing machines, 38.5 per cent of these employees also 

take dictation. 
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As Íor Stenographer-Secretaries, 27.9 per cent of them 

use the voice transcrIption machines, while 5.2 per cent 

take d.ictation. 

According to the findings of the survey of 76 ofices 

as reported on Table XX, the stencil duplice . ting machine 

was the tenth most common business machine. There will be 

.56 such machines in use in 76 offices by 1952. The fluid 

duplicating machines were in thirteenth place in frequency. 

There wili be L5 of these machines in use by 1952. Together 

there will be 101 duplicating machines ofthe two types in 

use, or approximately 2.L' per cent of the total number of 

business machines in 76 offices. 

Although many offices have Duplicating Operators whose 

principi duty is the operation of duplicating machInes, 

many other employees in the offIce also operate these 

machines. 

Table )QCIX shows the percentage of each employee cate- 

gory who use the duplicating machines, ranked in order of 

frequency. 



TABLE XXIX 

Use of Duplicating Machines by Employees 

Rank Employee Per Cent 

i Duplicating Operator 100.0 
2 Stenographer-Secretary 36.1 
3 Clerk-Trpist 26.2 
I4 General Clerk 18.8 
5 Office Boy-01r1 
.5 Voice Transcriber l5.k 
7 Receptionist 13.9 
8 Mail & Shipping Clerk 12.9 
9 Filing Clerk 1l.14 

10 Bookkeeper-Accountant 6.8 
11 Cashier 6.+ 
12 PBX Operator 6.0 
13 Bkkg. Machine Operator 5.L 
l Stock Clerk 0.0 
114 Calculator Operator 0.0 

According to Table )O(IX, the duplicating machine is 

used by nearly every employee in the office. All Duplicator 

Operators of course use the du1icating machines, but, in 

addition, it is used by 36.1 per cent of the Stenographer 

Secretaries, or about one out of every three employees in 

this classification. 

Duplicating machines are also operated by 26.2 per 

cent of all Clerk-Typists and 18.8 per cent of General 

Clerks. The only two classifications of workers who do not 

use the duplicatIng machines in these 76 offices are the 

Stock Clerk and the Calculator Operator. Apparently the 

use of the dupl±cating machInes is not a highly specialized 

skill, as so many types of workers are expected to be able 

to operate these machines. 



PART X 

Training for Operation of Business Machines 

Having been asked. which machines were in use in 

business offices, office managers were next asked their 

opinions on training for the use of these machines. They 

were asked to check for each machine whether training was 

essential, desirable, or not necessary for beginning workers 

who would be expected to use these machines. Their replies 

are compiled on Table XXX ranked in order of preference for 

training, by percentage of affirmative answers. 

TABLE XXX 

Training for Operation of Business Machines 

Train. Train. Not No. of 
Machine Essen. Desir. Total Neces. Offices 

Key-Driven Calculator 7l.14 2O.14 91.8 E.2 49 
Rotary Type Calculator 45.5 41.8 87.3 12.7 55 
Type.Ten-Key Bkkg.Mach. 47.8 34.8 82.6 17.4 23 
High Key. Bkkg. Mach. 53.8 26.9 80.7 19.3 26 Electric Typewriters 20.3 39.7 80.0 20.0 59 Type.Full Key.Bkkg.Mach. 50.0 30.0 80.0 20.0 30 
Stencil Duplicating Mach. 19.1 59.6 78.7 21.3 47 
Ten-Key Adding Mach. 39.3 39.3 78.6 21.4 56 
Voice Trans. Mach. 37.7 37.8 75.5 24.5 53 
Full Key. Add. Mach. 33.9 41.1 75.0 25.0 56 
Key Punch Machine 57.7 7.7 65.4 34.6 26 
Fluid Dup. Mach. 8.1 .57.3 65.4 34.6 37 
Tabulating Mach. 48.0 12.0 60.0 Q.O 25 
Addressing Mach. 15.2 41.3 56.5 43.5 56 
Mailing Machine 6.8 40.9 1+7.7 52.3 44 
Photocopy 8.3 8.4 16.7 83.3 24 

35.2 34.9 70.1 29.9 



The key-driven calculator Is the machine which, in the 

opinion of 91.8 per cent of the office managers, requires 

training. Training is also either eeential or desirable 

on the rotary type calculator, according to 87.3 per cent of 

the office heads. Apparently the calculators, in the 

opinions of these businessmen, are the. machines which 

require training before a beginner is able to operate them. 

Training on the bookkeeping machines is either es- 

sential or desirable in the opinions of over ao. per cent 

of the office managers. 

A total of 82.6 per cent of the office managers in- 

dicated that training on the typewriter ten-key bookkeeping 

machine was either essential or desirable. A total of 80.7 

essential or desirable responses were counted for the high 

keyboard bookkeeping machine, and 80. per cent for the 

typeiter full keyboard bookkeeping machine. Eighty per 

cent of the office managers also felt that training on 

electric typewriters would be either essential or desirable. 

A majority of office managers in nearly every instance 

recommended that training precede the operation of business 

machines. However, only 16.7 of the managers felt that 

training would be important to the operation of the photo- 

copy machine. 

Table XXXI shows the machines for which training is 

indicated as being essential, ranked in order of frequency 

of mention by office managers. 



TABLE XXXI 

Machines for which Training is Essential 

Rank Machine Per Cent 

1 Key-Driven Calculator 71.L 
2 Key Punch Machine 57.7 
J High Keyboard. Bookkeeping Machine 53.8 
L4 Typewriter Full Keyboarô.. Bkkg. Machine 50.0 
5 Tabulating Machine 8.0 
6 Typewriter Ten-Key Bookkeeping Machine 7.8 
7 Rotary Type Calculator /45.5 

8 Ten Key Adding Machine 39.3 
9 Voice Transcription Machine 37.7 

10 Full Keyboard Adding Machine 33.9 
11 Electric Typewriter 20.3 
12 Stencil Duplicating Machine 19.1 
13 Addressing Machine 15.2 

Photocopy 8.3 
15 Fluid Duplicating Machine 8.1 
16 Mailing Machine 6.8 

According to 7l»- per cent of the office managers in 

k9 offices, training is essential on the key-drIven calcu- 

lator. Training is also required on the key-punch machine, 

as reported by 57.7 per cent of the office heads. The 

bookkeeping machines also require previous training accord- 

ing to a majority of the office managers. Less than 10 per 

cent of the office managers felt that training was essential 

on the photocopy, the fluid duplicating machine or the 

mailing machine. 

Table XXXII shows the machines for which training is 

indicated as being desirable, ranked in order of frequency. 
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TABLE X)QCII 

Machines for which Training is Desirable 

Rank Machine Per Cent 

i Electric Typewriters 59.7 
2 Stencil Duplicating Machine 59.6 
3 Fluid Duplicating Machine 57.3 
24 Rotary Type Calculator 4l.8 

5 Addressing' Machine 1.3 
6 Full Keyboard Aö.öing Machine l. i 

7 Mailing Machine ¡+0.9 

a Ten-Key Adding Machine 39.3 
9 Voice Transcription Machine 37.8 

10 Typewriter Ten-Key Bookkeeping Machine 
11 Typewriter Full Keyboard Bkkg. Machine 30.0 
12 High Keyboard Bookkeeping Machine 26.9 
13 Key-Driven Calculator 20.L 

Tabulating Machine 12.0 
15 Photocopy 8»+ 
16 Key Punch Machine 7.7 

Table XXXII shows that 59.7 of the office managers felt 

that training in electric typewriters was desrab1e. Only 

20.3 per cent felt that training on this machine was 

essential. Training on the stencil duplicating machine was 

also indicated as desirable by 59.6 per cent of office 

managers. Only 19.1 per cent of the managers, however, ha 

indicated that training on the stencil duplicating machine 

was essential. Another 57.3 per cent recommended that 

training on the fluid duplicating machine be provided, 

while only 8.1 per cent of these managers felt that this 

training was essential. 

Training was also indicated by a large percentage of 

office managers as being desirable for the following 

machines: rotary type calculator, addressing machine, full 
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keyboard adding machine, mailing machine, ten-key adding 

machine, and voice transcription machines. There were only 

two machines for whIch less than lo per cent of the managers 

Indicated that training was desirable. Those machInes were 

the photocopy and the key punch machine. 

Table O(XIII shows the percentage of office managers 

who Indicated that training on machInes is not necessary, 

ranked in order of frequency. 

TABLE XXXIII 

Machines for which Training is not Necessary 

Rank Machine 

1 Photocopy 
2 Mailing Machine 
3 AddressIng Machine 
1+ TabulatIng Machine 
5 Fluid Duplicating Machine 
s Key Punch Machine 
7 Full Keyboard Adding Machine 
a Voice Transcription Machine 
9 Ten-Key Adding Machine 

10 Stencil Duplicating Machine 
li Typewriter Full Keyboard Bkkg. Machine 
11 Electric Typewriter 
13 High Keyboard Bookkeeping Machine 
l4 Typewriter Ten-Key Bookkeeping Machine 
1.5 Rotary Type Calculator 
16 Key-Driven Calculator 

Per Cent 

83.3 
52.3 

O 

3.6 
3-.6 
25.0 
24'. 5 
21 . 
21.3 
20.0 
20.0 
19.3 
17. k 
12.7 
3.2 

Table XXXIII shows that the photocopy machine does not 

require training for beginners to operate, according to 83.3 

per cent of the managers. A majority of managers also feel 

that training Is unnecessary for the mailing machine. 

It will be noted that 25 per cent of the office 

managers feel that training is unnecessary to operate the 



full keyboard adding machine. Seventy-five per cent, how- 

ever, indicate that training i either essential or 

de s i rab le. 

As one office manager commented, "Beginners have not 

learned how to use an adding machine. It is necessary for 

most employees to use an adding machine to some extent, and 

they should at least know how to use it with a fair degree 

of speed and accuracy." 

Only 8.2 per cent of the managers felt that training 

was unnecessary on the key-driven calculator, which left 

91.8 per cent who recommended that previous training be 

provided. Only 12.7 per cent of the managers felt that 

training was not required to operate the rotary type calcu- 

lator. The remaining 87.3 per cent favored previous 

training. 

There was frequent mention made of the inability of 

most calculator operators to use percentages and to find. 

decimal places. One manager pointed out that these weak- 

nesses in calculator operators indIcated that they lacked 

a basic knowledge of mathematics. 



PART XI 

Selection of Office Personnel 

In ord.er to ascertain the basis for selection of 

employees which was used. most frequently by office managers, 

the questionnaire provid.ed. this question: In selecting 

personnel, what is your basis for selection? Five tyolcal 

bases for selection were provid.ed, and. the managers. were 

asked. to number these bases in ord.er of imtortance to them. 

Table XXXIV shows the bases for selection of personnel, 

ranked. in the five positions by office managers. 

TABLE XXXIV 

Bases for Selection of Personnel 

Bases First Second. Third. Fourth Fifth Sixth 

Application Blank 28 l- 11 3 6 
Entrance Tests 6 13 15 10 8 
Personal Interview 69 10 2 1 
References 5 25 17 13 5 9 
School Record.s 1 L' 15 13 20 6 
Teacher2 s Recomm. i L j 12 15 21 

86 3L 66 60 51 

Table XXXIV shows that in the first place in the 

selectIon of employees, 69 of the 86 employers refer the 

personal interview. The personal interview, then, is con- 

siciereci of prime importance by 80.2 er cent of the 

managers. Over one-third. listed. the application blank as 

second. in importance, though it was explained. thus by one 



manager, "The aD?licatlon blank screens out applicants, so 

that I actually interviei only the most promising appli- 

cants. U 

References were third in importance in the selection 

of personnel, accord.ing to 17 or 25.7 per cent of the 66 

managers checking a th±rci choice. selected references, 

such as former employers or company employees were indicated. 

as being of special importance. References in some cases 

were considered an integral part of the application blank. 

Ecual numbers of checks for the fourth most important 

basis for selection were assigned to References and to 

School Records. School records were also checked most often 

in fifth place, while Teachers Recommendations received the 

most checks as least important in determining factors for 

selecting personnel. 

Table )QXV shows the number of checks which were 

assigned to each basis of selection, ranked in order of 

rrequency. 

TABLE C(XV 

Popular Bases for Selection of Employees 

Rank Bases of Selection No. Times Checked 

Per Cent 

1 Personal Interview 2 95.L 

2 References 74- 86. 

:3 Applics.tion Blank 66 76. 7 
L School Records 59 68.6 

.5 Entrance Tests 56 65. 

5 Teacher's Recommendations 56 65. 
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Ta11e XXXV shows that the Personal Interview is the 

most frequently used determinant in the selection of 

employees, with References and the Application Blank also 

considereö important. 

Least important of all to the office managers are 

Entrance Tests and. Teacher's Recommendations. Several 

office managers pointed out that they had. never used either 

source of information before. Business teachers, it would. 

seem, should inform the businessmen of the potential value 

of these last-named bases. 

Although the Natona1 Office Management Association 

itself has provided. excellent entrance tests, based on 

office standards, many of the members of the organIzation 

admitted that they had never attempted to use these tests. 

However, many office managers indicated that they 

could not use just one method for judging applicants. 

Several office heads declared that all the above-mentioned 

determinants were important in order to do a fair job of 

selecting employees. 



PART XII 

School Information Desired 

by Office Managers about Employees 

Although only a small majority of the office managers 

indicated that they attempted to secure information from 

school recorde about an applicant, it was felt that it 

would be of interest to learn what information the office 

manager attempts to obtain from the school. 

Table )OcXVI shows the number and percentage of total 

checks which 82 office managers used to indicate which 

information they obtained from schools, ranked in order of 

frequency. 

TABLE XXXVI 

School InformatIon Desired 

by Office Managers about Employees 

Rank Information No. Per Cent 

i Intelligence 65 23.6 
2 Character 50 18.2 
3 Personality L6 16.7 
k General Background 39 1L.2 

.5 Actual Accomplishment 
in Subjects 38 13.8 

6 Specific Commercial 
Subjects Studied 37 13.5 

275 100.0 

Table XXXVI shows that employers most often seek 

information from the schools in regard to the intelligence 

of the applicant, since 23.6 per cent of the checks listed 



were in this area. Character was next in importance, being 

checked 13.2 per cent of the time, while :oersonality was 

checked next in importance, by 16.7 per cent. 

General background was considered important, lL'.2 er 

cent of the total checks. Office managers were less inter- 

ested in the E:)ecific commercial subjects studied, and the 

actual accompli shment in them. 

One offIce manager remarked that the most important 

information to him was to learn how the applicant got along 

with others while in school, which would be indicative of 

his office personality. 

Another manager said, "All information from the school 

is important»' This same manager, who ha over 90 employees 

under his supervision, reported that he always considers an 

applicants family background. In his business, which is 

insurance, he considers that the ability to think on ones 

feet is essential. For this reason, he is interested in 

knowing whether an applicant has had training in speech and 

debate. 

It is apparent, however, that the office manager is 

Interested first in the intelligence of an employee. If the 

a7jpllcant is intelligent , he can quickly learn what Is 

required of him, even if he has not had extensive formal 

training in certain areas. It seems likely that the 

applicant who is intellIgent and who has a good character 
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and perEonailty has an excellent chance of 6btaining a 

position, regardless of his actual school record. 

Only one office manager remarked that he felt that the 

school record was of prime importance. He said, "Intelli- 

gence would be considered the most important informatIon, 

except that great intelligence would be worthless if 

studies had not been completed»' 



PART XIII 

Difficulties in Filling Positions 

So far, the study has revealed, the emoloyer s beses for 

selecting employees, and, the type of information which the 

emDloyer secures from the schools. Also, 'by discovering the 

weaknesses of beginning workers as indicated by these office 

managers, the survey has indirectly revealed the knowledges 

and abilities and. personality traits which the emDloyer 

desires in beginning workers. 

The office managers seem to have well-defined standards 

for tue workers in their offices. Will these standards be 

maintained? Is it difficult to find adequ tely trained 

beginning office workers to fill positions in the office? 

Table XXXVII shows the compilation of answers to this 

question. 

TABLE XXXVII 

Filling Positions with Adequately Trained 

Beg'innin Office Workers 

No. Per Cent 

Do you have difficulty in 

securing trained employees? Yes 46 55.7 
. 

No 39 

Tots , 1 85 100.0 
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Table XXXVII shows that a majority, 55.7 per cent, of 

the 85 office managers who answered th1 question do have 

ifficu1ty in f11in po . ition with adequately trined. 

beginning office workers. Although L43 per cent of the 

rnanaer indicated. that they ha no Lifficu1ty in securing 

these trained employees, nearly every office manager listed 

at least one position when answering the question, 'For 

which office position do you find beginners least adequately 

trained?" 

Table XXXVIII shows the positions which office managers 

have difficulty in filling with adequately trained em- 

ployees, listed in order of frequency of mention. 

TABLE XXXVIII 

Office Positions which are Difficult to Fill 

No. of Per Cent 
Rank Position Offices of Offices 

i Stenographer 21 38.2 
2 Bookkeeper 15 27.3 
2 Trnist l5 27.3 
¿4 Oeneral Clerk 10 18.2 
Lk Oaiculator ODers tor 10 18.2 
L Adding MachiJie Operfl .. tor 10 18.2 
7 Bookkeeping Machine Ooerator 5 9.1 
7 Filing Clerks 5 9.1 
9 Cashier 3 

10 Duplicator Operator 2 3.7 
11 Recetionist 2 3.7 
12 Teletype Operator 1 1.8 

The Pos . ition of Stenographer is most difficult to fill 

with adequately trained beginning workers, according to 

38.2 per cent of the office managers. About one office 
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heaö. in every three voicer this difficulty. One office 

manager felt that the etenographer ehortage in Portland was 

due to the great demand for this type of worker in govern- 

ment offices. 

About one of every four offIce managers, 27.3 per cent, 

found it difficult to secure beginning bookkeepers and 

typists who were adecuately trained. One office manager was 

very much aware of the dIfficulties of Portland businessmen. 

HIs comment was Jobs such as those of secretary or book- 

keeper are most difficult to fill. They recuire some back- 

ground for accuracy and responslbility»' 

In evaluating the work of beginning typists, one office 

head comments, "Typists are slow and inaccurate. I have yet 

to find a girl out of high school or business college who 

can look at copy and know how to piace it on the page in 

order to give a balanced letter or form. We heve to do a 

great deal of proofreadIng. New girls cannot read accu- 

retely. They have not read aloud for so long that they say 

all kinds of words that are not in the copy and misread 

what is there. t 

General clerks, calculator operators, and adding 

machine operators who are adequately trained are also 

difficult to find, according to 18.2 per cent of the 

managers. 
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One office manager reported that it wa impoib1e to 

fina a trained teletype operator n the cIty. 
Apparently the schools are not Droviding business with 

a sufficient number 0±' adequately trained beginning 

employees to satisfy the demand. 
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PART XIV 

Attitude of Office Managers 

Toward Coop erat ive Work Program 

Businessmen have indicated that there is a lack of 

well-trained beginiing office workers in the Portland area. 

In other localities, where such a shortage has deve1oed, 

businessmen heve cooperated with the schools in an attempt 

to provide better training. 

One of the experimental programs which has been carried 

on successfully in other cities is that of the Cooperative 

A1ork Program. Under this plan, high school students who 

are majoring in business, spend a part of their senIor year 

at work in business offices, getting actual business ex- 

erience. For their work they receive compensation and 

school credit. 

Would. Portland businessmen favor such a program? 

Would Portland firms be willing to cooperate in such 

program? These were questions which the study attempted to 

answer. 

Table XXXIX shows the number and percentage of office 

managers who favored the Cooperative Work Program. 
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TABLE XXXIX 

Attitude of Office Managers 

Toward CooDer8tive Work Program 

No. Per Cent 

Do you favor the Coorative 

Work Program? Ye 59 72.8 

No 22 27.2 

Total 81 100.0 

As shown on Table XXXIX, 59 of the 81 office managers, 

or 72.8 per cent, felt that the Cooperative Work Program 

would be a good plan. Four of these office manager in- 

dicated that they are already practicing some sort of 

training program in their firms, in one case, however, 

without compensation. 

Since Portland businessmen seem to fevor the Coorer- 

ative Work Program, would they also be willing to partici- 

pate in such a program? 

Table XXXX shows the number and. percentage of office 

managers who favored the Cooperative Work Program. 
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TABLE XL 

Willingness to Participate 

in Cooperative Work Program 

No. Per Oent 

Is your firm willing to Yes 37 52.1 
participate in the 
Cooperative Work Program? No 34 47.9 

Total 71 100.0 

According to Table XL, only a bare majority of the 

office managers were willing to participate in the program, 

if it were organized. It is noted too that only 71 managers 

replied to this question, while 81 had answered the question 

concerning their opinion of the program. 

Office managers who did not favor the program felt, in 

some cases, that the plan was impractical for their firm, 

or felt that their decision would depend entirely on how the 

program was organizçd, and how much cooperation would be 

given by the school. 

Several office managers pointed out that euch a 

decision would be up to the top management, and that they, 

as office managers, were not in a position tocommit the 

firm. Perhaps this is the reason why 20 per cent of the 

managers failed to answer this question on the question- 

naire. 

It is evident, however, that a majority of those 

managers who answered the question would favor the 
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Cooperative Work Program. As one office manager stated, 

ttWe feel that ire can do a better job of training a future 

worker for our firm than the school»' When it was pointed 

out tb this manager that the schools did. not attempt to 

train a student for a specific job, but did attempt to 

provide the basic principles which could be applied to any 

job that the student might meet, the manager admitted that 

the schools were fulfilling that purpose. But he still 

felt that business would prefer to short out that edu- 

cational process by training on the job, for the job. 

One manager who indicated that he was in favor of the 

program felt that it would solve the problem for the high 

school student who was not mature enough to fully realize 

the wonderful opportunity of advanced education. He 

further remarked that the prospective office worker should 

spend one or two years at a company where he can work close 

by or can watch persons who are actuallydoing the job he 

is considering for his future livelihood. 

Cleveland High School carried on a cooperative work 

program some years ago. One manager was heartily in favor 

of this plan, since they have profited by later hiring some 

of the trainees as employees. This manager commented, "In 

our experience, the cooperative work program between schools 

and employers has brought us in years past several of the 

finest employees, who in turn were not only more willing to 
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learn but equally self-reliant, intelligent, anö showed 

great initiative." 
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PART XV 

Attitude of Office Managers regarding Office Experience 

for Business Teachers 

According to not business educators, business teachers 

who have had. office exìerience are better teachers of 

business Ubject. Some cities are already requiring that 

buiness t eachers have actual business experience before 

t eaching. 

The survey attemrted to discover what businessmen have 

to say in answer to the question, ould business teachers 

have actual office exerience?U 

Table XLI shows the number and percentage of office 

managers who favored office experience for business teachers, 

and the number and. percentage of those who did not favor it. 

TABLE XLI 

Attitude of Office Managers regarding Office Experience 

for Business Teachers 

l'ro. Per Cent 

Should business teachers have 

actual office ex:oerience? Yes 2 96.L 

No 3 3.6 

Total 85 100.0 

A shown on Table XLI, offIce managers were over- 

whelmingly in favor of business.-tra±red bus±ness teachers, 
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since 96.L- per cert of the 5 managers indicated. a favorable 

attitude. One office head. felt tbt the teaching procedure 

would. be much more practical if the teacher had had some 

office exoerlence. 

Another office manager answered very definitely tbt a 

business teacher should have offl.ce experience. He said, 

'A very difficult task is to teach something to others about 

which you are not familiar yourself. Oonsequently, a 

teacher having actual business experience is definitely ±n 

a better position to instill in the minds of students those 

things of which they have a definite nowled.ge. Also the 

best managers are those who know the employee's side as well 

as the emoloyer' s side. The same holds true vherein 

t eachers are concerned. H 

Several other managers pointed. out that the question 

was unnecessary, that the only posEible answer to the 

question 1tShould. business teachers have actual office 

exerience?" was 

How many of these same managers, however, ere able to 

provide summer work positions for business teachers? 

Table XLII shows the number and Dercentage of office 

managers whose firms had, summer positions available for 

teachers, and the number and ìer cent of those who did. not 

have positions available. 
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TABLE XLII 

Summer Work Posibi1itie for BusineE Te2cher 

No. Per Cent 

Does your firm h8ve openin Yes 13 20.9 
for 'ouiness techers in 
summer work? No 68 79.1 

Total 86 100.0 

Thus, according to Table XLII, only 20.9 per cent of 

the office managers, or one out of five, are able to proviae 

openings for busines teachers in summer work. Certain 

firms ö.o not hire temporary help, others do not have steno- 

graphic relief work, others were too small to require 

additional summer help. 

0portunities for summer work seemed to be best in the 

larger firms. One firm reported that it would 3refer 

teachers for summer replacement, but had not been able to 

secure t1e services of a teacher t One office manager felt 

that teachers would demand a higher wage than he could 

afford to pay for office work. 

Another office manager indicated tIit he could not 

spare the time to train a tescher, who would be only tempo- 

rary, for summer work. 

One office manager qualified his acceptance of the 

summer work idea by remarking that his firm hires only 

qualified personnel, and that a teacher wo' . d be expected 

to meet the same qualifications before emoloyment. He also 
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po±nted out that a teacher would be expected to do the gerne 

amount of work a the others in the office. 

In the Portland area, there is apparently some oppor- 

tunity for summer work should business teachers desire that 

experience. A coordinate program between the businemen 

and the schools would help to make the purposes of the 

program clear to everyone. It is possible that such a 

program might be worked out as successfully in Portland as 

it has eis ewh ere. 
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PART XVI 

Attitude of Office Managers Toward 

Business Entrance Tests 

Businessmen have tried to eliminate, by various means, 

the employment of unqualified Dersonnel. One way to de- 

crease the possibility of hiring a worker who is unable to 

do therequired work is to give an ab!lity test prior to 

employment. 

In recent years, attempts have been made to standardize 

these ability tests. The NatIonal Council for Business 

Education (UBEA) and the National Office Management Associ 

ation llave established a permanent clerical ability testing 

program. This program provides standardized tests for 

beginning applicants in the positions of stenographer, 

machine transcrIber typist, bookkeeper, file clerk, and 

key-driven calculating machine operator. There is also a 

general ±nformation test and. a test In fundamentals. 

Those who pass the tests, revealing that they are 

capable of filling a position in which this skill i used, 

are awarded a Certificate of Proficiency. 

It was this testing program which the survey question- 

naire mentioned in the question, Wou1d you be in favor of 

standardized office entrance production tests given by the 

schools? 
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Table III shows the compilation of the replies of 

the office managers in answer to that question. 

TABLE XLIII 

Attitude of Office Managers Toward 

Business Entrance Tests 

No. Per Cent 

Do you favor standardized es 66 83.5 
office entrance production 
tests iven by the schools? No 13 16.5 

Total 79 100.0 

Standardized office entrance production tests, given 

by the schools, were favored by 66 out of 79, or 83.5 per 

cent of the office managers answering that 

However, several of the managers indicated that they 

are not familiar with these tests, which are devised by 

NOMA (to which most of the managers belong. ) 

One manager felt that the tests were of questionable 

value, that he was much more interested in the personality 

and character of an applicant than in his speed or skill. 

It was pointed out by one manager that the tests are 

of value only in cases here much hiring of new personnel 

is done. In small offices, he feels, there is no need for 

a standardized testing program. 

Another manager felt that the tests were not realIstic 

enough to be of value to the office manager, although they 



116 

might be good. to et standards for the student while in 

s cho ol. 

The survey did. not ask hotr many managers were now using 

entrance tests, nor how many were consïdering the NOMA 

Certificates of Proficiency as verIfication of the ability 

of an applicant. One manager, however, volunteered that 

in his insurance f±rm office, all applicants were given a 

test which was raded to the job being applied. for. Typing 

tests were also given to applIcants for every position. 

This manager was the only oné, however, who indicated. that 

entrance tests were in use. DespIte the fact that 83.5 

per cent of the managers favor the use of entrance tests, 

it would appear that further information on these tests 

should e provided before the tests wIll fulfill their 

purpose. 
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CHAPTER IV 

StThLIvIARY AND REOOENDATIONS 

Summary 

This study is based upon a survey which had for its 

purpose the determination of the requirements of beginning 

office workers in repres:entative business offices of 

Portland, Oregon, and., further, the determination of the 

extent to wh±ch these requirements are being filled by 

beginning employees. 

The questionnaire was sent out to the members of the 

National Office 

150 fIrms, to O 

AssocIation, and 

were not members 

Three weeks 

anagement Association, who represented. 

members of the Personnel Management 

to five additional office managers who 

of either organization. 

later, every office manager who had not 

returned a questionnaire was telephoned. to ask him to 

return the questionnaire. In some oases, additional copies 

of the questionnaire were maIled. Two weeks later, follow- 

ing the Education meeting of the National Office Management 

Association, a followup letter was mailed. to those who had. 

not yet responded. Personal interviews with ten office 

managers were made during this period. 

A total of 88 replies, or about Li5 per cent, were 

received. 



The 1arget number of questionnaIres were returned by 

office raanaers in the field of Retail-Wholesale business. 

Thirty-one questionnaires were returneö. by these raen. 

The 88 office managers who replied to the survey 

questionnaires were supervisors of a total of 3953 

employees. The largest number of employees, 1259 or 31.8 

per cent were in the category of Financial firms. Actually, 

only nine FinancIal firms were included ±n the study, but 

two of these firms employed over 1000 office workers. 

The returns revealed a wide variat±on in the size of 

the business office. Many offices had but one employee, 

whIle the largest office had 566 employees. In the study, 

the office which had. two workers was the most numerous. 

It was found that the replacement of employees was 

highest tn the position of Office Boy or GIrl. Every one 

of the 33 Office Boys or Girls was to be replaced next year. 

This does not mean that they are all to be released, but 

that many of these workers are to be promoted, Thr this is 

a starting or training position In many firms. 

A comparatively high turnover was Indicated for 

Bookkeeping Machine Operators and for Cashiers. Since 

these two categories are the ones for which the office 

manager considers it difficult to find. adequately trained 

beginners, it would seem that the office managers are 

planning to hire new Bookkeeping Machine Operators and 

Cashiers, rather than to replace present ones. The 
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turnover rate for all office employees in the survey is 

approximately 16 per cent. Office managers felt that the 

turnover rate would. e higher, as war will result in many 

changes in office personnel. 

The returns verified the nation-wide trend toward 

increased employment of office workers, since there was a 

growth in number of office wor:ers of L75 per cent from 

l9O to 1950 in these 38 Portland offices. The numbers of 

other kinds of workers, on the other hand, increased J4'24.1 

per cent ±n the same period. Today office workers in 

Portland offices comprise almost 20 per cent of all workers. 

In other words, one out of five employees in these firme is 

an office worker. 

It was found that the classification of General Clerks 

included. the largest number of employees inthe survey, 

about 27 per cent. Clerk-Typists were the second largest 

group, and StenographerSecretaries third. Together these 

three classifications accounted for almost 7 per cent of 

the total number of employees covered in the survey. 

The study revealed that there was a wide variation in 

the duties performed by office workers. Only in the larger 

offices was there a high degree of secializs.tion. 

The dut±es wiiich were performed by the largest numbers 

of worl:ers were usIng the tyewriter, using the telephone, 

filing, using the adding machine, and meeting the public. 
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Stenographer-Secretaries use the typewriter most of 

all, Receptionists use the typewriter almost as much, anö.. 

Clerk-Typists are third. 

Receptionists and PEX Operators use the telephone most 

frequently, as might be expected. The Stenographer- 

Secretary also uses the telephone frequently, as does the 

Cashier. 

Filing is performed most often by the File Clerk, the 

Office Boy-G-in, and the Stenographer-Secretary. 

The adding mach±ne is used most frequently by Book- 

keeper-Accountants, next by General Clerks, and third by 

Bookkeeping 1Iachine Operators. 

The Receptionist most often meets the public, as do 

the Cashiers and the PBX Operators. 

Actually, the trpewriter is used by 69.3 per cent of 

all office employees. The telephone is almost as widely 

used., since 69.3 per cent of the employees use the telephone 

j_n connection with office work. Filing is performed by 56 

per cent of the employees. Almost half of the office 

employees (L.7 per cent) use the adding machines, while 

over one third (314.l per cent) meet the public. 

Other duties, listed in order of frequency, were found 

to be the following: make bookkeeping entries, post; type 

stencils; use key-driven calculator; use dulicat1ng 

machine; take dictation; use rotary calculator; use 
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bookkeeping machine; use voice transcriber. These, ho-rever, 

were not the only duties performed by office workers, since 

a list of 30 additional duties were listed by office 

managers under duties.0 

Tue greatest deficiency of beginning offIce workers was 

found to be maccur a. cy, according to 85.5 per cent of the 

office managers. A lack of initiative was also reported 

by almost three-fourths of the managers. Other important 

deficiencies were lack of adaptability, of wïllingness to 

assume responsibility, and of neatness. 

On the other hand, begInnIng office workers are less 

deficient in the traits of courtesy, cooperativeness, and 

cheerfulness, for they were checked as deficiencies by less 

than 17 per cent of the managers. 

Since a large majority of the employees who are dish 

missed are dismissed because of a personality defect, the 

deficiencies which were indicated by the study are of 

special importance. Office managers brought forth the 

greatest amount of criticism. about employees in the area of 

personality and attitude. The managers felt that employees 

were more interested in remuneration than in a good day1s 

work, and tbat this attitude resulted in a poor quality 

of work. 

Office managers pointed out the fact that women 

employees were sometimes troublesome in the office. It was 
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apparent, by he number of unsolIcited remarks on the 

subject, that there was sorne prejudice agaInst women workers 

A study of the know1edge and abilities in 'rhich 

clerical workers are deficient reveaiea. the.t a lack of 

general business undertan1ng is the most common 

ficiency. Worker were also rerorted to be deficient in 

the ability to think clearly, to organize thoughts, and to 

express themselves clearly. About 70 per cent of the 

managers found workers deficient in a knowledge of' arith- 

metic and in ability to follow directions. 

Inaccuracy is the most common deficIency of beginning 

typists, according to 92»4 per cent of' the managers. The 

office managers were almost unanimous in this opinion. It 

was also discovered that typists were deficIent in proof- 

reading and in careful erasing and correcting of' copy. 

Speed was far less important to the office heads than was 

accuracy. 

The stud.y revealed that stenograhers are expected to 

compose letters, and that they are not always able to do 

so. 

Stenographers were also unable to transcribe accurately 

or to spell words correctly. Again speed was found to be 

far less important than accuracy for stenographers. 

The minimum educational requirement for office jobs i 

high school and one year of either business college or 
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college. A1inot one-half of the office managers indicated. 

this minimum for all office jobs. 

For some posit±ons, especially BookI:eeper-Accountant, 

Cashier, an St eno grapher-Secretary, a college eucat ion 

was required. by a large percentage of managers. 

Mall and. Shipping Clerks, Office Boys or Girls, and. 

DuplIcator Operators, on the other hand., were occasionally 

hired with less than high school ed.ucation. 

In most cases it was shom that the more responsible 

positions required. more school training. 

The total number of office machines used. in 76 of the 

offices was L15L. The typewriter was found. to be the most 

common business machine. Ari increased. percentage of 

electric machines were to be purchased in the Tutu'e. 

The second. most prevalent machine was found. to be the 

full-keyboard ad.d.ing mach±ne, while the ten-key adding 

machine was the sixth most common machine. 

It was round. ti-at about one out of every six machines 

in the office is a calculator. The key-d.r±ven calculator 

is more prevalent than the rotarytye calculator. Emp1oye 

who are Calculator Operators use the key-driven calculators, 

while more Bookkeeper-Accountants use the rotary type 

calculators than do Calculator Operatore. 

While all the Bookkeeping Machine Operators used the 

bookI:eeing machine, over one-half of the Eookkeeper. 
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Accountants were found to use the bao1eepin- machine in 

connection with theIr 'ork. 

Vo ce trancrit±on rnachinec an uo1icatin machines 

were also common in Portland of fices. 

Almost three-fourths of the office managers inöicated 

in the survey that they thought training for machines was 

either essential or d.esirable. 

Training is essential for euch machines as the hey- 

driven calculator, the hey punch machine, the high-heyboarci. 

bookheeping machine, and. the typewriter full-heyboarci booh-. 

keeping machine, according to the majority of office 

managers who took part in the survey. 

Training was found to be desirable for the electric 

typewriters, the stencil duplicating machine and the fluid 

duplicating machine, by a majority of the managers. 

Training on the photocopy or mailing machine was not 

felt to be necessary. 

A study of the replies showed. that the personal inter- 

view was the most common bas±s for selection of personnel. 

The application blanh was found to be second most common. 

References were also important. Teachers recommendations 

were revealed to be the least used source of information 

for selection of emPloyees by these offIce managers. 

Entrance tests were likewise used infrequently. 

It was found that the office managers who secured 

information from schools in regard to the qualifications 
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of an apDlicant were most interested. in learning the in- 

telligence of the applicant. 1rext, they were interested 

in the character and personality of the applicant. Office 

managers were found to be less interested in the specific 

commercial subjects studied by an applicant or the actual 

accomplishment in those subjects. 

A study of the returns revealed that a majority of 

office managers have had difficulty in securing adequately 

trained beginning office workers. The position which was 

found to be the most difficult to fill was that of Steno- 

grapher. Adequately trained Bookkeepers and Typists were 

also indicated. as being diffIcult to find in the locality. 

The responses of the office managers concerning their 

attitude toward a Cooperative Work Program showed that the 

businessmen were in favor of such a program, for about 73 

per cent answered that question in the affirmative. 

However, only a bare majority of the managers were 

found to be willing to participate in the program. A 

variety of reasons prevented them from making committments 

for their firms. There seemed to be some possibility for a 

Cooperative Work Program in Portland. 

It was found that the office managers were in almost 

unanimous agreement that business teachers should have 

actual office experience, for about 96 per cent indIcated 

a favorable attitude toward thIs suggestion. It was found 
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that about 21 -oer cent of the office mana'erB woulò. have 

openings for busines teachers in summer orh. 

A study of the replies of the office managers ss to 

their opinion of office entrance roduction tests revealed 

that they were in favor of the tests, since over 33 per 

cent indicated a favorable attitude. 
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Recommendations 

On the basis of the information compiled in this study, 

it is believed that the following recommendations for the 

office manager, the school administrator, and the business 

teacher of Portland. are justified.. 

1. The findings of the survey should. be made public. 

2. A descr±ption of the duties required for each tyDe 

of position should be made available to vocat±onal coimee- 

lors and to prospect±ve business employees. 

3. Prospective business workers should be advised to 

prepare themselves basically for office work by learning to 

type, to ue the telephone, to file, to use the adding 

machines, and to meet the public. 

L Steps should be taken to provide a sufficient 

number of prospective stenographers, bookkeepers, and. 

typists to meet the demand. 

5. Prospective business workers and their teachers 

should be informed that inaccuracy is the greatest de- 

ficiency of beginning workers. An effort must be made to 

stress the importance of accuracy in all school work. 

6. Prospective business workers and their teachers 

should be informed that a lack of initiative is considered. 

a great detriment to an employee. A good attitude toward 

work is important. 
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7. Prospective clerIcal workers should. be informed 

that theIr job will require a general understanding of 

busIness. Their business training course should provide 

a broad background. in addition to specific skill courses. 

8. Prospective typists should be informed. that their 

job will require proofreading ability, and the ability to 

erase and correct copy in order to produce accurate work. 

These skills are more important than speed. 

9. Stenographers should be informed that one of their 

dutIes will be to compose letters. They will also be 

expected to transcribe accurately and to spell correctly. 

10. Prospective business workers should be informed 

that they will need. at least a high school education in 

order to meet the minimum requIrements of business. For 

certain positions as Bookkeeper-Accountant, Cashier, and 

Stenographer-Secretary, a college education is recommended. 

11. Prospective business workers should. be informed 

that the typewriter is an essential tool of business. The 

full keyboard adding machine i.s also in common usage. 

12. Students who desire to become Calculator Operatore 

or Bookkeeping Machine Operators should understand that 

training is required on these machines. 

1:3. Students should. be trained. in the procedure of 

representing themselves correctly in a personal interview. 



129 

lL. Schools should be Informed that businessmen will 

be interested in securing information about an applicants 

Intelligence, personality, and character. 

15. An attempt should be made to set up a cooperative 

work program foi' Portland. 

16. An attempt should be made to set up a summer work 

program for business teachers. 

17. An attempt should be made to encourage the use of 

the Business Entrance Tests. 

18. A city supervisor of business education should be 

appoInted to coordinate the activitIes of business and the 

schools of Portland and to arrange for the three above- 

mentioned programs. 

The following are recommendations for further study: 

1. A study to determine the extent to which the 

Portland school business training program fulfills the 

needs of business. 

2. A future study of representative Portland business 

firms to ascertain business trends. 

3. A study to determine the replacement plan of 

business machines in offices, and to determine the trends 

in purchases of machines. 

A study of the company training programs which are 

now being carried on in Portland firms. 

5. A study to determine the amount of business 

experIence which Portland business teachers have had. 
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APPENDIX A 

QUESTIONNAIRI TO OICE MPNPGERS 

1. Firm name 

Type of business (Check one) 
Finance 
Government 

_____Manufacturing 
Education 

In.formation given by 

No. of office employees l91O 
19 SO 

j, 
-- -, 

Branch office_________ 
Home office____________ 

_____Retail 
______Service 

_____Wholesale 
_____Other (Please describe) 

_______________Title___________________ 

Total No. of employees 19LO 
(In Portland) 19S0 

2. How many of each kind of employee listed below do you have now 
(1950)? Dae to turnover or to change in your requirements, how many 
beginners do you expect to hire next year (1951)? 

1950 1951 
Receptionist 
PBX Operator 
General Clerks 
Clerk-Typists 
Bookkeeper-Acct. 
Filing Clerks 
Mail and Shipping 
Stock Clerks 

Cashier 
Office Boy.-Girl 
Bkkg. Mach. Operator 
Duplicator Operator 
Stenographer-Sec. 
Voice Transcribers 
Calculator Operators 
Other jobs (specify) 

1950 1951 

3. What are the various duties performed by each type of worker in 
your office? Check the duties performed under each job. 

Duties 

IJse telephone 
File 
Ilse typewriter 
Use duplicating mach. 
Use voice transcriber 
Use adding-listing mach. 
Use key-driven caic. 
Use rotary calculator 
Use bookkeeping mach. 
Take dictation 
Make bkkg. entries, post 
Meet the public 
Type stencils 
Other duties (specify) 

Recep- PBX Op- Generai Clerk Bkkr. Filing 
tionist erator Clerks Typists Acet. Clerks 
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3. Duties of office vorkers continued. Check duties perfornied under 

each job. 

Duties Mail & Stock Office Bkkg. Mach. 

Shipping Clerks Cashier Boy-Girl Operator 

Use telephone 
File 
Use typewriter 
Use duplicating mach. 
Use voice transcriber 
Use adding-listing mach. 
Use key-driven caic. 
Use rotary calculator 
Use bookkeeping mach. 
Take dictation 
Make bkkg. entries, post 
Meet the public 
Type stencils 
Other duties (specify) 

Duties Duplicator Stenographer Voice Tram- Caic. 
Operator Secretary scriber Operator 

Use telephone 
me 
Use typewriter 
Use duplicating mach. 
Use voice transcriber 
Use adding-listing mach. 
Use key-driven caic. 
Use rotary calculator - 
Use bookkeeping mach. - 
Take dictation 
Make bkkg. entries, post 
Meet the public 
Type stencils - - 
Other duties (specify) - - - 
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. Check the personality traits listed below in which you most often 
find beginning office workers deficient. Rank 7 in order of 
frequency. Give the number hTin to the most frequent, "2" to the 
second most frequent, etc. 

Accuracy 
Adaptability 
Aggressiveness 
Attendance 
Cheerfulness 
Cooperativeness 
:couesy 
Dependability 

notional stability 
Initiative 
Interest in work 
fleatness in work 
:Perseverce 
Personal appearance (grooming) 
Punctuality 
Willingness to assume responsibility 
Willingness to perform unpleasant tasks 

. Check the imowiedges and abilities listed below in which you most 
frequently find beginning clerical workers deficient. Rank 7 in 
order of frequency, as before. 

_____Arithmetic fundamentals 
_____Bookkeeping and account- 

ing 
_____English 
_____Following directions 

General business 
understanding 

_____Logical thinking, 
clearly stated 

_____Penmanship 
_____Pleasant speech 
_____Reading 
_____Spelling 
_____Use and understanding of common 

business forras 
_____Vocabulary 

6. Check the Imowledges and abilities listed below in which you 
most frequently find beginning typists deficient. Rank 7 in order 
of frequency, as before. 

_____Accuracy 
_____Arrangement of typed 

material 
_____Careful erasing and 

correcting of copy 
_____Efficient organization 

and handling of paper 
and carbons 

_____Proofreading 
_____Punctuation 
_____Speed 
_____Spelling 
_____Tabulation 

Total production 
_____Typing from rough draft 

Numbers 
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7. Check the Imowledges and abilities listed below in which you 

most frequently find beginning stenographers deficient. Rank 7 

in order of frequency,as before. 

_____Ability to compose a letter 
_____Ability to discover typing errors 
_____Ability to read back shorthand 

notes 
_____Ability to transcribe accurately 
____Ability to transcribe rapidly 
_____Ability to type well 

_____Knowledge of glish 
- _Letter arrangement 

Punctuation 
_____Speed in taking 

dictation 
_____Spelling 

Total production 

f3. Give the number of machines listed below which are used in your 
firm, and the number you expect to add in the next 2L months. 

'Jow in use Expect to add 

Voice transcribing machines 
Photocopy 

Noin use Expect to add 
Electric Manual Electric Manual 

Typewriters ____ ____ 
Mailing machine ____ 
Addressing machine ____ 
Stencil duplicating machine ____ ____ 
Fluid duplicating machine ____ ____ 
Punched card equipment: 

Key punches ____ ____ 
Tabulating machines ____ ____ 

Adding machines: 
Full keyboard ____ 
Ten-key ____ ____ 

Calculators: 
Key-driven ____ ____ 
Rotary type ____ ____ 

Bookkeeping machines: 
High keyboard ____ ____ 
Typewriter ten-key ____ ____ 
Typeviriter full keyboard ____ ____ 
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9. Check after the following machines which you use in your office 
those on wiüCh training is Essential, Desirable, or Not Necess for 
beginners who would be expected to use them. 

Essential Desirable Not Necessary 
Electric typewriters 
Photocopy 
Voice transcribing machines 
Mailing machine 
Addressing machine 
Stencil duplicating machine 
E1uid duplicating machine 
Punched card equipment: 

Key punches 
Tabulating machine 

Adding machines: 
uill keyboard 
Ten-key 

Calculators: 
Key-driven 
Rotary type 

Bookkeeping machines: 
High kerboard 

rpewriter ten-key 
Typewriter full keyboard 

10. Indicate with a check mark what you feel is the niinirnuin educa- 
tional requirement for each type of position, assuming that all have 
had business training. 

Receptionist 
PBX Operator 
General Clerks 
Clerk-Typists 
Bookkeeper-Accountant 
Filing Clerks 
Mail and Shipping 
Stock Clerks 
Cashier 
Office Boy-Girl 
Bkkg. Mach. Operator 
Duplicator Operator 
Stenographer-Sec. 
Voie e Transcribers 
Calculator Operators 

Less than High school High school 
High school & one year & two years College 
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1]_. In selecting personnel,vthat is your basis for selection? Number 
:i.n order of importance to you. Give the rank "1" to the most 

important, "2" to the second most important, etc. 

_____Application blank 
_____Performance on Entrance tests 
_____Personal interview 
_____Referenc es 

School Records 
Teachers' Recommendations 

12. When securing information from a high school or college about an 
applicant for an office position, what are you most interested in 
learning? Indicate with check mark. 

_____Specific commercial subjects studied. 
_____Actual accomplishment in each 

General background of Iwwledge 
______Intelligence 
_____Personality 

Character 

13. Do you have difficulty filling positions with adequately trained 
beginning office workers? Circle your answer. Yes No 

For which type of office position do you find beginners least 
adequately trained? Be as specific as you can. 

1I. Are you in favor of a cooperative work program in which students 
go to school part time and work part time in business offices, for 
which they receive compensation and school credit? Circle your 
answer. Yes No 
Would your firm be willing to participate? Yes No 

l!. Should business teachers have actual office experience? Circle 
your answer. Yes No 

Does your firm have summer openings for teachers? Yes No 

16. Would you be in favor of standardized office entrance production 
tests given by the schools? Circle your answer. Yes No 

17. Indicate on this sheet specific recommendations you would make 
to the school which would serve to improve business education. Feel 
free to comment on various phases of this questionnaire or on any 
problem not covered herein. 
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LETTER OF TPANITTAL 

December 7, 1950 

Dear Office Manager: 

139 

Would. you like to know what other office managers and 
businesmen have to ay about their office workers -- the 
bai for their e1ection, their training and educational 
requirements, their ability to perform acslgned duties? 

Would you like to make suggestions about how these 
workers can be properly trained at school? 

The Portland chapter of the National Off±ce Management 
Association is sponsoring this survey in order to obtain 
just such information. We pian to make available to you 
and to buiness educators the findings of this survey. 
Through mutual cooperatIon, both business and education 
will benefit. 

Similar surveys have already been conducted in such 
cities as Chicago, St. Louis, Toronto, Seattle, Akron, 
Hartford and Cincinnati. Portland too can undertake such a 
project and carry it to a successful conclusion. 

Mr. John Miller, office manager of May Hardware 
Company, fIlled in the questionnaire last week in Just a 
half hour. We hope that you can spare 30 minutes of your 
time to give us the Information we need. 

One word of instruction: when classifying workers 
under the various job headings, be sure to list only one 
for each employee. If, for example, your receptionist is 
aleo your PEX operator, classify her as either Receptionist 
or PEX operator, (depending upon her most important duty) 
but not both. You will indicate that combination of job 
as you check the duties listed under that heading. Feel 
free to comment on any phase of the questionnaire. Your 
opinions are of great interest to us. 
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March 1, l91 has been set as a deadlIne for compiling 
the findings of this questionnaire, and we would appreciate 
your rettning your copy by that date. Thank you for your 
cooperation. 

Sincerely yours, 

J. R. Keefer, President 
Portland chapter of the 
Nat ions.l Office Management 
Association 

Elizabeth Bryant Orem 
Survey Chairman 

Enclosures: 
u es t i o nna i r e 
Self-addresed, stamped 

envelope 
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THE FOLLOW-UP ITTER 

NATIONAL OFFICE MANAGEMENT ASSOCIATION 

Portland Chapter 

January 26, 1951 

Dear Fellow Member: 

lLa 

At the last Wednesday night meeting, Dr. George E1y, 
Aesletant Superintendent of Portland Public Schools, told 
us that the choo1 admin1strator would be bapy to pro- 
vide htgh school studente with the training which buines- 
men want. The administrators at present, however, are "in 
the darkli p to just what businessmen want. 

Our obvious duty i to provIde the school adminis- 
trators with that information. Just what iE it that 
businessmen want in prospective employees? What school 
training should be given to equip them for their future 
in the business world? 

This survey is being sent to the real authorities on 
this subject, the businessmen themselves. 

Your cooperation in completing the questionnaire and 
returning it promptly will be greatly appreciated. Over 
50 MOMA members have already returned their questionnaires. 
We will be looking for yours soon. 

Sincerely yours, 

Elizabeth Orem, Survey Chairman 


