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Abstract approved:

The problem of thig thesis As to determine the
requirements of beginning office workers in representative
busginegs offices of Portland, Oregon, and, further, to
determine the extent to which these requirements are belng
filled by beginning employees.

Questionnaires were sent to 195 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 45.1 per cent.

The study revealed that a wide variety of duties is
required of the beginning office workers in these Portland
offices. The dutiee 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 workerg lacking in
initistive. Office managers also found workers deficlent in
personality and in attitude.

Clerical workers were found to lack a basic under-
standing of business. Typlsts were indlcated 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 menagers stated that accuracy 1ls far
more important than sgpeed in all phases of office work.

The survey also included questions regarding the
machinee in use in businegs offices and the amount of
training required to operate them.



Quesgtions were also asked regarding the amount of
gchool education required for beginning workers in various
office positions. It was found that, in general, the more
responsible positionsg required more specialized training.

It was found that the most common basgis for selection
of employees was that of the personal interview. When
gecuring information about applicants, office managers were
most interested in learning about their intelligence,
character, and personality.

Asked to express their opinions on the subjJects of
a cooperative work program for students, the use of
buginess 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 1in thils

gstudy, certain recommendations are made. The findings of
the survey should be made available to interested persons,
guch as prospective business workers, vocational counselors,
business educators, and administrators. An attempt should
be made to set up a cooperative work program for business
gtudents, to encourage the use of buslness entrance tests,
and to recommend office experience for business teachers.

It ig 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
OoF
REPRESENTATIVE PORTLAND FIRMS

CHAPTER I
INTRODUCTION

Over two million students in the United States today
are enrolled in business subjects. (20, p.64) How well
are these courses preparing them for the business world?

For more than one hundred years, business education
in the United States haes attempted to keep pace with busi-
ness itgelf. From the very beginning of business education
in a Boston high school in 1824, students have continued to
enroll in business courses in ever-increasing numbers
throughout the yesrs. It is evident that this training 1is
fulfilling a very definite need.

The United Stetes, with its unique system of private
enterprise, 1lts heritage of self-made men, its knowledge
of manufacturing techniques, its vast resources and inven-
tive genius, hacs established the greatest industrial nation
in the history of the world. It has accomplished thisg in
150 years. Over sixty million persone 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 more remarkable

growth in a field which was hardly considered in the



business world fifty yesrs ago--that of the business
office. In the office are employed persons who are not
directly concerned with the manufacture, the sale, or the
distribution of the product. These persons are concerned
golely with the keeping of records, the handling of com-
munications, and the preparation of statements and reports
which interpret the activities of the business to the
officers of the company or the stockholders. These are
the office or clerical workers, more popularly known ag
"the white-collar class." It is with this category of
workeres that this survey will be concerned.

Twenty-five per cent of the persons gainfully em-
ployed in the United States were in thie category in 1940.
(4, p.272) 1In the last ten-year period, it is estimated
that this group of workers has greatly increased, not only
in actual numberg, but also in proportion to the total
number of workers.

One reason for the increased number of office workers
ig the expangion of buginess after the second World War.
During the short interim between that war and the outbreak
of the Korean war, offices operated on a peace-time basgis
and attempted to restore office staffs to normaley. Still
another reason for the increased number of office workers
is a decreagse in efficiency which is due to lack of
training and to an indifferent attitude on the part of the

worker. The result of thig is that "more office workers
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are required now (1946) than before the war to do exactly
the same amount of work.": (19, p.12) In fairness to the
office workers and those who train them, it must be
pointed out that office workers are not alone in recelilving
this criticism. Nearly every type of worker in all phages
of production 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 formes and
papers.

Those men who have been concerned with the selection
and superviglon of office workers have continually faced
the problems of diemigsals and resignations and have inter-
viewed and trained new employees to fill existing vacancies.
Approximately 200,000 clerical vacancies are to be filled
each year. Today over 90 per cent of these office vecan—
cles are to be filled by women. And to the amazement of
the 1950 cencus taker, married women who are working out-
number egingle women by a seven-to-five ratio. (16, p.457)
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-

atlon similar to the last war period. There ig real
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competition among business firms for qualified personnel,
as increased demands upon the manpower pool are made by
the armed forces, essential war work, and the government.
The quality, as well as the number of office workers which
ig availlable for civilian office employment, is being de-
creased. Portland businesgemen are becoming lncreasingly
aware of the chortage of qualified clerical workers in
this area.

Business can look to two sgources for the solution of
the office labor-ghortage problem. First, there is the
potential group of older women workers, not now employed,
who may return to office Jobs. Whether they will return,
and in sufficient numbers, is debatable. The second group
of potential workerg, and one in which businessmen are
becoming more and more interested, is the group now being
trained in businesgs in the schools.

Just how satisfactory is the beginning, school-trained
worker in the business office? Are the gecondary schools
doing a good Job of preparing students for work in today's
busginese officesg? Are these schoolg preparing an adequate
number to £ill the need?

In order to enswer these and similar questions, it is
necegsary to take them directly to the experts in that
field, the businessmen themselves.

Where this has been done, and 1t hag been done in many

clties all over the country, the results have been
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surprising. An exchange of ideasg between the educator and
the businegsman has assigted in the satisfactory selection,
and placement of students. Businessmen, teachers, adminig-
trators, students, and the general public have come to
realize the difficulties which the schools face in training
prospective workers in a changing buginess world. There
has been a realization that in order to do that Job well,
there must be close cooperation among all parties concerned
with that training program.

That a costly employee-training program must now be
provided by the company for inexperienced workers is the
cause of much criticlsm of business education today. One
educator who has conducted research in this field pointe
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 is devised to facllitate the training of
young people to handle thelr initial Jobs more effectively
than has been the case in the past, business education will
continue to suffer prestige with the public that supports
26 (20, 9.73)

It is evident that business education must be ag
flexible as business iteelf, in order to adjust to develop-
ments which are taking place in the business world. The
buginess training program must be constantly evaluated,

improved, and revised. Buginessmen must be consulted
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frequently in'order to ascertain the exact requirements of
busginess, and to discover modern business methods and

procedures.

Statement of the Problem

The purpose of thig thesis is to determine the
requirements of beginning office workers in representative
business offices of Portland, Oregon, in the period from
1950 to 1951, and to discover how well these requirements
are being filled by beginning office employees.

It ie recognized that not 211 beginning employees are
coming into the business world direct from the schools.
Little can be done to train the members of the heterogenous
group returning to the business world after a period of
time, except in company-spongored training programs. How-
ever, the preparation of gchool-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 cen and do relate many
tales of inadequately trained and misinformed applicants.
For example, there is one tale about a young girl who

answered an advertisement for a receptionist, but wasg
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amazed to discover that she would be expected to type, to
file, and even to dust the employer's desk.

Another meanager tells of a new filing clerk who
arrived at her Jjob dressed in her finest, only to discover
that the filing work included stapling voluminous stacks
of carbon coples, wrapping packages for the mail, climbing
a ladder to the top warehouse fileg. "I always thought
filing clerks had a desk and a private office," she moaned.
"If I had known what 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 impresslons of glamourous secretaries at the
movies.

One of the values of this thesis wlll be to provide
realistic information as to the duties performed on each of
fifteen different office Jobs. This information should be
of interest not only to the prospective employee, but to
the teacher and the vocational advisor as well.

A gecond value of the thesis will be to discover the
deficiencies of beginning office workers. A list of common
deflciencles in knowledges and deficiencies as pointed out
by office managers will ghow the necessity for additional

training in certain fields. Discovering the personality



deficienceg of beginning office workers will be even more
valuable, for it 1e in this area that we find the reasons
for 90 per cent of 21l dismissals. (3, p.16)

A third value will be to discover the importance of
office machines in bueiness offices today, to discover
which machines are in common use, and if training is re-
quired to operate themn.

A fourth value will be to learn the amount of formal
educatlion which businessmen require of their beginning
employees.

A fifth value will be to ascertain how office or
personnel menagers select new employees, and upon what
basls these selections are made.

The gixth and final value will be to collect the
reactions and opiniong of Portland businessmen upon various
plans which are now under experimentation or in sctual
practlce in some localitles--plans such as a cooperative
work program for students, summer work program for teachers
of buelness subJects, and a standardized testing plan for

buginegs students.

Location of the Study

Portland, Oregon, 1s the largest city in the state,

with a population of almost a half million people. It is a
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center of commerce, shipping, and manufacturing, although
many of its industrial potentialities are still unrealized.

A comparatively small number of national manufacturing
industries choose to make Portland their home, but there is
a large number of local firms producing nationally-known
products.

The residents of Portland are noted for their above-
average cilvic pride in their famed City of Roses, and for
an amazing number of organizations—-civie, social, techni-
cal, profeesional, etc., to which its residents belong.

There are nine high schools within the city limits,
with numerous new schoolg beling 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.
Subjecte Employed in the Study

The Portland Chapter of the Netional Office Manage-
ment Assoclation 1s a professional organization of office
managers and thosge closely connected with buelness, such as
businesgs educators, businese supplies salesmen, and
bueiness machline representatives. Thig alert group became
interested in the possibility of a survey of Portland
businesg offices, and made their roster available to the

writer for melling purposes.
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Copies of the survey questionnaire were mailed to 21l
of those whose addresses appeared in the Portland NOMA
rogter, over 200 individuals, representing 150 firme.

The NOMA president, Mr. Ray Keefer, also attempted to
interest another local group of businessmen, the Personnel
Management Assocliation, in the survey. Theilr rogter wes
made avallable to the writer, and after due checking,
coples of the questionnaire were sent to 40 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

business.
Methods Employed in the Study

Early in 1951, following the Christmag rush season,
when busginess was graduelly beginning ites return to normal-
cy, the writer began a telephone check of all those persons
who had not returned questionnaires. Many persons pointed
out that they had "lost" or "misplaced" their copies. New
coples were malled 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-
naire. Ofhers stated that fheirs was an unusual firm, and

they could not adapt their firm to the questionnaire. In
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those cases, the writer found it advisable to call on the
latter persons for a personal interview, a time-consuming
but gratifying procedure. The interviews in every case
resulted 1n a completed questionnaire, a pleasant ac-
guaintanceship, and en interestipg tour of the business
office itself.

On January 24, 1951, NOMA held 2 meeting directed
toward Businege and Education. Teachers in the Portland
area were ilnvited to attend. The main speakers of the
evening, representing Business on the one hand and
Education on the other, discussed thelr respective view-
polnts. Mr. William Sharpe, office manager of Meler and
Frank Company, expressed his opinion of what business
education in the high schools sghould be, and pointed out
what he considered the weaknesses to be. Dr. George Eby,
Agsistant Buperintendent of Schools in Portland, outlined
the schoolg business education programs, admitted that they
were not perfeet, and urged the busginessmen to make their
ldeas and suggestiong known.

In the lively dlecussion which followed the meeting,
meny 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 meang of
expressing thelr ideas and suggestions. Returns poured in
rapidly in the weeks following the meeting, and the many

interesting comments which accompanied the questionnaires
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revealed the vital interest which these businessmen have
in buginess education.

Not all busginesgsmen who expressed themselves so
gstrongly during the meeting responded with a filled-in
questionnaire, however. In some cases, 1t was a disap-
pointment to note that those who were most critical of the
schools were the last to offer suggestions for the im-
provement of the training program.

On January 26, a2 second letter was sent to all those
who had not returned questionnaires, reminding them of the

deadline date, March 1, 1951.
Limitations of the Study

Cne limitation to this gtudy, and the factor which
keepe the survey from being a complete report on business
firms in Portland, was the fact that not 211 office
managers in the city were contacted. The only point of
contact was the membercship of the two groups, the National
Cffice Management Association and the Personnel Management
Agsoclation 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 is 2 possibility pointed out
by two managere. In the first place, on each questionnaire,

a space appeared for the name of the firm and the office
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manager. Thig information was usged only for identificaetion
purposes. One manager felt, however, that businessmen
prefer to remain incognito when expreseing thelr opinions.

Another manager pointed out that on the first page of
the questionnaire appeared a duestion which was rather
difficult for most menagers to answer without some research
in the company's files. That question was to list the
total number of office employees and the total number of
all employeee in the firm in 1940 and 1950. The fact that
this difficult questlion appeared on the first page might
have influenced the office managers against completing the
remaining pages of the duestlonnaire, which actually
required only check marks for answers.

At any rate, it must be noted that 2 limitation of
the gtudy ie thet it 1s basged on only a sampling of
business offices in Portland.

The major contributing factor to thie latter limi-
tation is 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 wae the
attitude of the businessmen themselves. They were, in meny
cageg, unable to take the long point of view of the present
situation in business educetion in Portland, and to real-

ize that a better business education program could result
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in an increased profit for the firm, a decrease in turn-
over, and a more efficient office force.

It 1s felt that the questionnaires which were re-
turned, however, were fllled out by the office managers who
are most interested In business education, and that their
comments and suggestions represent the sincere opiniong of
these men.

In making comparisons and forming a clear picture of
the business and personnel situetion in Portland, the
process wag limited due to the fact that the returns from
the 1950 Federal census were not availaeble for Portland.
No figures on the total number of office workers in 1950
could be obtained. Thus 1t was impossible to judge the
actual percentage of growth which this group of workers

had experienced since 1940.
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CHAPTER II

PREVIOUS STUDIES

Although many studlesgs of beginning office workers have
been made throughout the country, there is still a great
need for such research. The needs of the community must be
studied and evaluated before the school business training
program can be intelligently planned.

There are many sources of informetion which can be
used. Recent school graduates who are employed as be-
ginning office employees are one such source: of infor-
mation.

A follow-up study of commercial graduates of Salem
High School, Salem, Oregon, was made between 1935 and 1939
by Migse Gertrude Roenicke. (23, p.1%) A large percentage
of graduates reported that they had felt deficiencies in
thelr vocabularies for everyday use in business, in accu-
racy in epelling, paregraphing, and punctuation, and in
thelr understanding df grammar. They also felt that more
gpeed training 1n chorthand would be beneficial, that
income-tax reporting in bookkeeping was essential, and that
the typing course should include more practice in legal
forms and numbers. They felt that training in office
appliances would be helpful. Such ig an evaluation of the

high school businese training program by recent graduates.
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In other follow-up studiee, such as one conducted by
Miss Katherine Murphy (8, p.58) in Portland and Miss Mary
Withycombe, (23, ».73) also in Portland, 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 community.

A second source of information 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 lieting deficlencies,
indicated character traits and personalities rather than
school subjects as being the weak points of their be-
ginning employees.

Businessmen can also provide information as to the
types of work performed by office workers. In a survey of
Quiney, 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. Of the men employed in these geme
offices, 12 per cent used shorthand on the Job; 49 per

cent kept books, and 53 per cent were required to type.
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Contained in this game report, a survey of business
offlces of Wilmington, Delaware, in 1935, included én
analyels of the dutlies of employees in emall offices.

It was shown 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, pp.343-344)

In 1948 a survey waes made among 500 perconnel
directors of firms in the metropolitan area of New York to
discover what the average employer required of Jjob
applicants. (14, p.374) 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 directores 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 skillg end
training desired in applicants, 91.1 per cent recommended
bookkeepling, shorthand, typing, and office machines. A
majority of personnel directors indicated that business
schooles were not paying enough attention to personality
development, good grooming, and proper dress.

In 1947, 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 sghould be expected to know.

Employers indicated that personality traits are more
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important than skill. Personality traite which are most
important are: first, abllity to get along with others,
and cgecond, loyalty to one's employer. Acs to essential
skills, employers classed thé following as important:
typing, shorthand, using the duplicator, spelling, punctu-
ation, grammar, filing, use.of the adding machine, use of
the telephone, accuracy with figures, penmancship, 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 1947. (11, p.80)
Executives reported that in public relations, it was
important for secretarles to avoid personal phone calls,
friends calling at office, and flirting with male help.
Under buginess procedure, items checked as most objection-
able were: impoliteness to callers, poor personality, and
lack of initiative. Ag to personal habits, executives
objected to the following: freduent or prolonged trips to
the ladies' room, gossiping at water cooler, weeplng, or
hot-headedness. It apnears that businesemen are very much
concerned with the personal habits and public relationg of
their gsecretaries.

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

busineesmen were asked: "In what respects do you find your
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new employees deficient?" The deficiences were divided
1nto two categories: training and personal. Businegsmen
have found workers deficient in both these categories.
But, which category is most important to the employer?

"A survey of the diemissal of more than 12,000 steno-
graphers and gecretaries by 64 companies indicated that 31
per cent were dismisged for inefficiency and 69 per cent
were dilsmissed for personality defects." (21, p.7) It
would thus appear that the office manager more often dis-
migses 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
"employee" status.

Mr. Henry E. Schuld (18, p.396) interviewed bueiness—
men in Illinoie 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. EKnowledge of Englieh usage

2. Knowledge of office machines
3. Knowledge of how to apply for a Jjob
L. 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 Glamour magazine

(10, pp. 416-417) among the three groups most closely
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assoclated with the work of a sgecretary: the secretaries
themselves, the people for whom they work, and the schools
where they receilve their training. All these groups were
asked whether shorthand and typing skills were the factors
mogt responsible for success as a gecretary. A large
majority of each group answered "no' to this question.
They felt that the one factor most often responsible for
secretarial success was the quality of good judgmeﬁt and
intelligence, with personality running a close second.
This is'important information for the schools concerned
with the preparation of gecretaries.

However, in communities today, there 1g a2 noticeable
trend toward greater numbers of general office workers.
In 1946, a survey made in York, Penngylvania showed that
out of 835 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. Ie the curriculum designed to meet the needs
of the gtudent who 1s preparing for these office Jobs?
Even though the educator may answer thig question in the
affirmative, what will he dligcover five yearg hence?
Undoubtedly, business conditions are undergoing constant
changes. But will the school keep pace with these changes?

In some wide-awake communities, a definlite plan for
continuoug gtudy of local conditions and a re-establishment

of obJectives for the business training program has been
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made. In Loveland, Colorado, a survey of businesses
(1, p.110) wes made in 1944 and again in 1948. A compari-
son of the two gtudles reveals certein changes and trends
which are, obviously, not possible when only one study of
any community 1is made. In thie Loveland survey, it was
noted that the largest group of employees was that of
clerks, with 38 per cent of all office workers in that
clagegification in 1944, This group had increased in 1948
to 59 per cent of all workers. The second largest group of
employees was that of general office workers, with about 30
per cent of all office workers in that clasgsification in
both 1944 and 1948. The third largest group of employees
is found among businesgs record keepers.

In analyzing work redquirements, it wae revealed that
gtandards for stenographers and typlstes were lowered
during the war, when there wag a shortage of trained
workers in thege fields. The Loveland surveys both re-
vealed that the duty of "answering the telephone' wag the
most common duty performed by workers in the office. The
duties of recelving callers, filing, and ordering sﬁpplies
were next in importance. In 1944, gpelling and responsi-
bility were both rated first in importance. Four years
later, the eecond survey revealed that office managers
listed reeponsibility alone ag 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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tralts of prospective office workers should be developed
Just as the mechanical skillg of ghorthand and type-
writing.

In 1949, a survey wae made of 118 firme in Dowagleac,
Michigen, by the Central High School (13, pp.26-28) to
evaluate occupational training, placement, and adjustment
of studente enrolled in the business department of the high
gchool. It wasg discovered that almost twice ag many
persong were employed in_the general clerical fleld than in
either the gtenographic or bookkeeping occupations. De-
gsplte this fact, so often revealed in community surveys,
high schooles continue to offer ghorthand and typing as the
most common "business training' courses. The Dowagiac
gurvey alsgo revealed that there ig a trend toward a large
turnover in the stenographic field, and a sgtabilization of
employees in the bookkeeping occupations. Asked to liet
gserious weaknesses in employees, businesemen listed in
first place a weakness in spelling, then a lack of interest
in work. Arithmetic and computational deficilencles were
also indicated. Employere stated that "an employable
pergonality" is of more importance than occupational
competency for a guccegsful office worker.

In a gimilar study (12, p.248), made in 1950 by the
Green Bay Public High Schools of Green Bay, Wisconsin, and
reported by Amanca H. Schuette, gsupervisor of business

education in that city, esignificant facts were brought out.
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It wag found that most business firme prefer that their
employees be at least high school graduates. Some of the
conclusions which may be drawn from the findings of this
gurvey are as follows:
#1. That more than 50 per cent of 1372 employees
representing 21 different Jobs are employed
ag general clerks, stenographers, book-
keepers, and clerk-typlsts,
2. That certain Jobsg in the office require
many different types of ekills in addition
to the regular gkills asgsociated with the
particular Job,

3. That the typewriter ls reted the most
essential machine in the office,

L, That accuracy, dependability, and co-
operativeness are congsidered the most
important personality traits of an em-
ployee by most of the bueinese firmg, and

5. That the knowledges and abilities ranked
highest by most of the business firms are
arithmetical fundamentals, following
directions, loglcal thinking, spelling,
and bookkeeping and accounting.!

Although numerous community surveys have been made in
addition to those mentioned above, a comparatively new type
of occupational survey hag recently attracted much at-
tentlion all over the country. These surveys have been
conducted by Education Committees of various local chapters
of the National Office Management Assoclation. Memberg of
the committees include local businesesmen and businecs

teachers, who confer and carry on research regarding

businegs education.



24

Toronto, 8%t. Loulsg, Hertford, Akron, Cincinnati, and
Chilcago, among otherg, have already reported the results of
thelr Joint ventures in either conference or research.

Here on the West Coast, two such surveys, one in Seattle in
1946, and in Yakime in 1949, are of special interest.

The Seattle survey (19,pp.1-37) studied both the
gschools and the buslnegs firms of the city. The schools
were studied in order to ascertain the number of graduates
in the commercial field. Businege firme 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 of office workers to fill the
demands of busginess in the city.

It was also epparent 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 fundamentalg, algebra, and
bookkeeping and acc‘ounting. Typistes were deficient in
accuracy, speed, and arrangement of meterial. Stenogra-
pherg were deficlent 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
esgentlial to office workers were: accuracy, dependability,

cooperativenesg, and acceptance of respongibilities.
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On the basgls of these and other eignificant facts,
recommendations were made by the Seattle Education
Committee, which were carried out to an encouraging extent.

The Beattle school curriculum wees revised, an expendi-
ture for the modernization of equipment in the high schools
was recommended, a cooperative educational plan to provide
work experience for business students was inaugurated, a
gtandardlzed testing program and the awarding of certifi-
cates of proficilency based on NOMA gtendards were speci-
fled, a director of business education for the city was
suggested, and it was agreed that there sghould be cloger
cooperation and collaboration between educators and
buginess organizations.

Three years later, a similar survey of the community
of Yakima, Washington, covered 76 businegg firms.
(24, pp.1-47) It was discovered that the most common
deficlency of all beginning office workers, as indicated by
Yakima businessmen, is that of inaccuracy. Beginning
offlice workerg were also found deficient in the following
personality trailts: willlingmess to assume reesponsibility,
initiative, adaptability, and interest in work. Office
workerg were also found to be deflcient in certain
knowledges and abilities. They were congidered by office
managers to lack the following: a general bueiness under-

standing, bookkeeping and accounting training, an
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understanding of common businegs formsg, the ability to
follow directions, and the ability to meke 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 thet typiets were inaccurate,
unable to erage and correct copy carefully, unable to
arrange material neatly, unable to proofread, and unable to
care for the typewrlter. .

It wag discovered algo that a large variety of duties
was required of workers in small businesg offices. The
most common duties required of all types of office workers
were the following: %o use the typewriter, to usge the
adding mechine, to uge the telephone, to flle, and to meet
the publiec.

It was revealed that the adding machine ig the mosgt
common bugliness machine in uge in Yakima. The full key-
board adding machline 1s usgsed in greater numbers than the
ten-key machine.

Office managers stated that employees were most often
gselected on the basgls of thelr performance and appearance
at a pergsonal interview, and that a high school education
wag necesgary for a majority of office Jobs.

On the basglg of these and other sgignificant findings,

the Yakima committee recommended that all high school
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gtudents be given a2 basic businesgs background, that
terminal education be set up in the Junlor college, that an
office management cource be ingtalled, that a cooperative
work experience program be expanded, that business teachers
have actual offlice experience, thet gtandardized office
entrance teste be given by the schoolsg, and that an ad-
vigory committee of offlce managers, businegs 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 some 580 parents, employers,

high school students, and dropoute, the high
school should provide...more vocational learn-
ing in trades and crafts in particular. ...
People in these groups were as a rule not
setisfied that a2ll high school subjects would
be ugeful to graduates in their later life

and work,."

It was recommended in the digest of the above study
that because the public in general favors more vocational
education in the high school, the high school curriculum
ghould be gtudied "for the purpose of making the curriculum
of maximum utility to the individual student in terms of

hie future needs and responeibilities, and the needs of

goclety. "
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CHAPTER III

ANALYSIS OF THE DATA

The latter part of the year 1950 proved to be an
egpecially difficult time in which to contact businesesmen
in Portland. Although the questionnaires were sent out the
first week in December, the Christmas rush season was al-
ready at hand. Many firms were also involved with the
unugually heavy buying on the part of the public, as a
result of the Korean war. All firms were concerned with
the preparation of end-of-the-year inventories and annual
financial stetements. As a regult, office managers who did
not answer the questionnaire at once found themselveg under
increased pressure of work ag the month progressed.

The new year brought little change in the plcture, as
far as the office managers were concerned. Additional
paper work, such ag the preparation of withholding tax
statements for employees, required the attention of office
managers.

Some firms, too, were greatly affected by critical
shortages which developed after the firgt of the year:
the limitation of uses of metal in non-essential indus-
tries, for example, or agein, the tightening up in
distribution of paper and other office supplies. Trained

employees were already difficult to find.
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Such wag the situation when the survey of Portland
bueinesge firme was mede.

These factg tend to explain, in part, why not all
office managers responded to the survey, and why those who
did regpond were especlally concerned with keeping down
office cogts and with getting the maximum from every
"employee dollar.™

The date whichwere compiled from the returned
questlonnaires divided itself into the major fields of
interests which were touched upon in the survey itself:
Firet of all, a general discussion of the returns from 88
office managers, followed by the duties required of be-
ginning office employees on fifteen different Jobs, the
deflclencies in knowledges and abilitles of beginning
office workers, the deficiencies in personality of be-
ginning office workerg, the number and types of machines
in use in thege offices, the educational requirement for
each Jjob, the basls for selection of new employeesg, and the
comments of the businesemen upon suggested procedures for
coordinafing bueiness énd education. Finally, a2 section
will be devoted to the additional suggestions and commentg
recelved from office managers, concerning other phases of

the same problem.
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PART I

A Study of the Returns

A total of 195 office managers of business firme 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

L5.1 per cent of those contacted.
Clagsgification 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
category.

TABLE I

Returns of Questionnaires by Categories

No. of Per cent

Categories firms of total
Finance L A - . . - - . - 9 . - . - . lo‘ 2
fovermament . .. JULm LB LN, L.6
EEputasturing .\ . . B0 e Ay

T SR el DL N 3.4
Retail-Wholesale . . . . 31 . . . . . 35.2
BOEVR OO 0= s o m W w e B h e 18.2
Transportation . . , B R e 57

8§ 100.00
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Table I showe that the largest number of office
managers who answered the dquestionnaire were in the cate-
gory of Retail-Wholesale firms, with Manufacturing firms
and Service firms neit in frequency. Together these three
categories provided 76.1 per cent of the returns. This
fact will be important as the findings of the survey are
examined later. '

It 1s also interesting to note the number of employees
represented by these 88 firmg in thé six types of
bueineesses covered in the gurvey, as shown in Teble II.

TABLE II

Employees Represented in Each Category

No. of Per cent

Categories Employees of total
Finance 1259 31.8
Government 2L Deils
Manufacturing 720 18,2
Education 223 546
Retail-Wholesale 826 20.9
Service 627 15.8
Transportation 182 L.6
3958 100.0

Table II showes that the largest number of employees
were found in the category of Financisl firme. Almost one
third of the total number of employees covered in the sur-
vey were in thig classification, in spite of the fact that
only 10 per cent of the questionnaires were returned by
financlial ingtitutions. This is explained by the fact that

Portland's two largest banks gent in complete reports for
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their employeeg, almogt one thousand ip 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 54.9 per cent of the employees
covered by the survey.

It ieg evident that there is a wide variation in the
gslze of the offlce force of the various firmes represented
in the survey. Table III chows the average number of
office workerg in firmg in each category.

TABLE III
Average Number of Office Workers

in Each Firm Category

No. of No. of Average No.

Category Workers Firms of Workers
Finance 1259 9 139.9
Government 121 L 30.2
Manufacturing 720 20 36.0
Education 223 3 74,3
Retail-Wholesale 826 31 26.6
Service 627 16 39.2
Transportation 182 5 35.4

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 74.3 employees in the average offlce,
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-
atlion in the size of the office force, as will be seen when
the firmeg are clagsed according to the size of their office
force. Table IV ghows the number and per cent of offices
in each size classification.
TABLE IV

Size of Office Forcesg

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

1 - L4 office workers 18 20.4
5 - 9 o " b i & s 20
10 - 14 " " 15 h £ A
18 - 19 i i 8 9.1
20 = 2k U i 2 23
25 - 49 " u 18 20.L
50 - 99 " " 6 6.8
over 100 U " 10 11.4
88 100.0

Table IV ghowg that the gize of office force which
occurred most frequently in the offices covered by the
gurvey were the two categories, 1 to 4 office workers, and
25 to 49 office workers. In these two categorieg are found
L0.8 per cent of the offices. Next in frequency wae the
office force of 10 to 14 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 wae made, 1t wag 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 45, although the
median (the middle number in the range of numbers) indi-
cated 15 workeres to an office. The comparatively low
medlian tends to indicate that there l1lg a preponderance of
small-gized office forces. Table V cghows the frequency of
certain sizeg of offices.

TABLE V

Sizeg of Offices Occurring Most Frequently

No. of Per cent

Rank Size offices of total
4 2 office workers 9 10.3
3 1l office worker 5 57
3 10 office workers 5 547
5 6 office workers L L,5
5 14 office workers L 4.5
27 30,7

Table V chows that the gize of office force occurring
most frequently (nine times) was the firm having two
office employees. Five offices had one employee, and
another five employed ten office workers. Other gizes
of offices occurring frequently were those having six and
14 employees. There were 27 offices of these gizes, or
30.7 per cent of the offices in the survey. The fact that
the gsurvey included a large number of smell-sized offices

will be important when the duties of office workers are
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congldered later, for it ig in the small-gized office that

a wide variety of duties must be performed by each worker.
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PART I1

Clagsificationsg of Employees

The returng were studied in order to ascertain the
various types of employees in the business office, the
number now employed, and the number and per cent of re-
placements for next year. Returns were also examined to
determine the relationsghip, in number, of the office force
to the entire working force of the businegs firmg, in both
1940 and 1950.

Office managers were asked to indicate the number of
employees in each clagsgification in 1950, and the number
they expected to hire next year, either to replace or in
addition to present employees. From these figures, the
percentage of replacement for the entire group of office
workers, and for each clascification of workers was

determined, ag shown in Table VI.
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TABLE VI
Number of Office Employees in All Clagsifications

No. now No. to Percentage of

Clegeifications Employed Replace Replacement
Receptionist 38 b 13:5
PBX Operator 71 1 1.4
General Clerks 901 89 9.9
Clerk-Typists 519 L3 9.3
Bookkeeper-Acct. 164 14 8.5
Filing Clerks 7l 10 13.5
Mail & Ship. Clerks 74 13 16
Stock Clerks 119 10 8.4
Caghier : 300 83 27,7
Office Boy-Girl 33 33 100.0
Bkkg. Mach. Operator 220 65 29.5
Duplicator Operator 21 5 16.1
Stenographer-Secretary L83 79 16.4
Voice Transcribers 55 L 7.3
Calculator Operators 287 L 1553

3369 529
Others (Dept. Heads,
Aget. Managers) 589
3958

Table VI cghows that the clagsification of employee
which has the highegt percentage of replacement ig that of
Office Boy-Girl, in which 100 per cent of the employeeg now
in that category will be hired in 1951. Thisg high rate of
replacement might be explained by the fact that in many
firms, the Office Boy-Girl is the first position for be-
ginning employees. From that position they are often
promoted to positions of greater responsibility. The 100
per cent replacement rate thus indicates that this position
ig often a temporary one, somewhat esimilar to an apprentice-

ship.
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Although a rather high replacement rate is also noted
in the clasgsifications of Bookkeepling Machine Operator,
29.5 per cent; and Cashier, 27.7 per cent, it must be
pointed out that 45 of the 65, or 69.2 per cent, new
Bookkeeping Machine Operators and 62 of the 83 new
Casghiers, (74.7 per cent) are to be hired by one company,
a large bank which ig opening a new branch. The actual
turnover for present Bookkeeping Machine Operators and
Caghiers 1s thus not great.

The turnover or replacement rate for PBX Operators,
Voice Transcribersg, Stock Clerks, and Bookkeeper-
Accountants is the lowest indicated.

The turnover rate for all office employeeg in the
survey is 16 per cent. Office managers themselves indi-
cated in conversations that they estimaeted the rate of
turnover in thelr own offices to be ag high as 30 per
cent. One firm gtated that theilr indicated high turnover
rate was merely based on speculation that the war situ-
ation would result in many changes in the office

personnel.

Employment Trends

The returns were alco examined in order to determine
the trends of employment, and to meke comparisons between
the trends in employment of office workers and workers of

all types. Table VII gives a plcture of that comparison.
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TABLE VII

Employment Trends

No. in 1940 No. in 1950 Per cent of

Growth
Office workers 1284 2052 k7.5
All workers 6868 10412 L, 1

Teble VII shows that Office Workers have shown a
growth in numbers of 47.5 per cent, ac reported by 58 firme.
At the same time, in the last ten-year period, the total
number of workers employed by 54 firms has increased 44,1
per cent. This indlcates a trend of growth in the em-
ployment of office workers. It appears that there is an
increaging demand for thisg type of worker, an even greater
demand than for other types of workers.

It ig also of interest to compare the ratio of office
workers to all workers, as shown in Table VIII.

TABLE VIII

Ratio of Office Workere to All Workers

Office Workers All Workers Per Cent
1940 1284 6868 18.7
1950 2052 10412 19.7

Table VIII shows that ten years ago, Office Workers
compriged 18.7 per cent of all workers. Today, Office
Workersg comprise 19.7 per cent of a2ll workers. In other

words, a staff of almost 20 persons is needed in en office
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to keep the records of a businesgs employing 80 other
employees. One office employee is thus required for every

four employees.
Comparison of Classifications

As to the Office Workers themeselves, a study of their
numbers reveals information as to the types of workers
found in busineggs offices today. Table IX showe the
numbers of employees found in each clagsification, ranked
in order of size of group.

TABLE IX
Rank of Clasgsifications of Office Workers

Clagsification Number Per cent

of total
General Clerks 901 26.8
Clerk-Typists 519 15.4
Stenographer-Secretary L83 14.3
Caghier 300 8.9
Calculator Operators 287 8.5
Bkkg. Mach. Operator 220 6.5
Bookkeeper-Acct. 164 L.9
Stock Clerks 119 3.5
Filing Clerks 74 e
Megil & Ship. Clerks 74 262
PBX Operator i § 0
Voice Transcribers 55 16
Receptioniet 38 1.3
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.
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The Clerk-Typist and Stenographer-Secretary classifications
are the next largect groups, representing 1l5.4 per cent and
14.3 per cent, respectively, of the totel number of office
employees. Together, these three clasgifications account
for 56.5 per cent of the office workers.

The fifteen clasgsificatione which were used were the
same as those used in reports by the U. 8. Bureau of Labor
Statistlcs. It was not always possible for office managers
to clagegify employees according to the_classification list.
For example, many timees 1t was revealed that the Reception-
let was also the PBX Operator in the firm. Office managers
who found that eituation existing were asked to classify
the employee according to her more important duty. Oec-
caslonally, too, clasgssification titles were not the same asg
those used in the firm. For example, banking institutions
contacted in the survey found no classification of "Teller,*
and thus, listed the employees in that group under the
title of "Casghier." Nearly every office manager who
replied to the survey was able to classify his employees

according to the list provided.
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PART III

Dutiec of Workers

The findings of the survey were studied in order to
ascertain the degree of specializatlion required in business
offices today. It was discovered that there is compara-
tively little specialization in office positlong, and that,
on the contrary, mogt office workers perform a wide variety
of duties.

Degpite thisg fact, which seems to be borne out by the
returns on this study, one office manager recommended that
gtudente should specialize--sghould be an expert typist, or
an expert at shorthand and typing. He suggests that it 1is
best not to try to be an expert in all phaseg of office
work at the same time, and his advice to prospectlve
business workers i1e this: "Stick to popular combinations-—-
typiet and switchboard operator, or typlst and calculator
operator, or typlst and receptionist-—these are a2lways in
demand. "

On the questlonnaireg, office managers were asked to
check a ligt of thirteen duties which were redquired of
each type of office worker in thelr offices. Table X gilves
their tabulated replies.



TABLE X

Duties of Viorkers

No, answering 36 50 69 6l #L LL 31 26 A7 13 .37 .20 61 13 36

Recep. PBX Gen, Clerk Bkkr. Fil, Mail Stock Cash, Off, Bkkg Dup, Steno Voice Calq
Clerk Typ. Accht Clerk Clerk Mach Oper Tran. Oper
Duties

Use telephone 36 50 49 35 589221 22, 18 38 g 20 7 53 L 16

File ¥ 19 .46 38 24 44 10 3L 16 v A% 9 50 S

Use typewriter 32 28 I8 49 35 26 17 15 33 - IS P 61 13 19

Use duplicating mach, 5 3" 16 3 5 4 3 2 2 20 22 2

Use voice transcriber 3 3 5 4 ; I 2 2 g 13

Use adding listing § ey 3R ok B 6 e T SR T 1 igs

Use key-driven calc, yA 2 23 2 i 1 7 T 6 2 5 29

Use rotary calculator . a5 6 27 2 9 5 2 5 11

Use bkkg. machine 4 1 X3 1 4 7.

Take dictation ;g 3 8 i LT A% A 1 2L 5% 5 2t

lMeke bkkg. entries i SR T2 50 4 3: VA 1423 g 8 7

lleet the public 36 29 20 18 1L VA 6 B 2 3 5 35

Type stencils 13 i S 7 29 4 A 1 8 : 11 33 8

Other duties 6 6 32 8 6 A 8 3 8 « 2 7 1 6

£
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Table X reveals certain interesgsting facts. The number
of office menagers replying under each classification 1s
given in order to provide a basis for interpreting the data.
For example, in the 36 offices which employ Receptionists,
all 36 Receptloniste use the telephone, 17 do filing, and
32 uge 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-
ficetions were checked in every one of the Duty columns.
Thoese three clasggificationes were General Clerks, Clerk
Typists, and Cashiers. This might indicate that the work
of these three workers ig 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

reduired duties.
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TABLE XTI
Per Cent of Workers

Performing Five Mogt Common Duties

Workers Duties
Uging Uging Add. Meet
Typewriter Telephone Filing Mach. Public
Receptionist 88.9 100.0 b7.2  16.7 100.0
PBX Operator 56.0 100.0 38.0 14.0 58.0
General Clerks 70.0 1.0 66:7 . 76.8 29.0
Clerk Typists 80.0 57.4 62.3 52.5 29.0
Bookkeeper-Acct. 60.3 67.2 bi.4 81.0 29.5
Filing Clerks 59.1 L7.7 100,60 w229 9.1
Mail & Ship. Clerks 54.8 77,4 32.3 19.4 19.
Stock Clerks ST 69.2 53,8 23.1 A
Caghier 70.2 80.9 34,0 59.6 61.7
Office Boy-Girl 53.9 6l.5 92.3 53.9 231
Bkkg. Mach. Oper. 62.2 54,1  b6.0 67.6  13.5
Duplicator Operator 70.0 35.0 45.0 15.0
Steno.-Secretary 100.0 86.9 82:0 -37:7% 57.4
Voice Transcriber 100.0 30.8 30.8 P
Calculator Operator 57.8 b Ly Ly.2 41.7

Examining the three classifications of workers (General
Clerks, Clerk-Typiste, and Cashiers) on Table XI, it is
evident that there isg difference in the emphasgies on duties
performed on these Jobs. For example, although all classi-
fications use the typewriter, 1t isg used by 80 per cent of
Clerk-Typiste, but by 70 and 70.2 per cent of General Clerks
and Caghiers, respectively. The telephone 1s used by 80.9
per cent of Cashiers, 71 per cent of General Clerks, and
57.4 per cent of Clerk-Typists. The duty of filing is per-

formed by 66.7 per cent of General Clerks, 62.3 per cent of
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Clerk Typists, a2nd only 34. per cent of Cashiere, Similar
variations mey be noted for each of the classifications of
workers listed.

It ie interesting too, to note the three clessifi-
catliong of workers which mogt freduently perform each of
these five duties, as shown in Table XII.

TABLE XII
Job Clagsifications Ranked as to Performance

of Five Moet Common Duties

Duties Firet Second. Third

Uge Typewriter Stenographer Receptionigt Clerk-Typiets
Voice Trens.

Use Telephone Receptionist Steno.-Sec. Caghier
PBX Operator
Filing File Clerk Office Boy-Girl Steno.-Sec.
Use Add. Mech. Bkkr.-Acct. General Clerk  Bkkg. Mach.
Operator
Meet Public Receptionist Casghier PBX Operator

Table XII cshows that Stenographers and Voice Tran-
gscribers use the fypewriter more than any of the other
office workers, followed by the Receptionigt, and Clerk-
Typoists.

Receptionists and PBX Operators use the telephone most
frequently, as one might expect. The Stenographer-
Secretary also uses the telephone freduently, and in third

place is the Cashier.
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Filing ie performed 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-Aécountant, the General Clerk, and the Book-
keeping-Machine Operator.

Those who most often meet the public are the Re-
ceptionisgt, the Cashier, and the PBX Operator.

Table XIII showe the freduency of the duties performed
by all office workers (602) in the fifteen classifications.
The duties are ranked in order of thelr frequency. The

number and per cent of workers performing each duty 1s also

recorded.
TABLE XIII
Frequency of Reduired Dutiles
Rank Duties No. Workers Per Cent
i Use typewriter L20 69.8
2 Use telephone Li7 69.3
3 File _ 337 56.0
L Use adding-listing mach. 269 Ll w
5 Meet the public 205 34,1
6 Type stencils 128 21.3
7 Make Bkkg. entries, post 157 26:1
8 Use key-driven calculator 120 19.9
9 Uge duplicating machine 100 16.6
10 Take dictation 98 16.3
11 Use rotary calculator 83 13.8
12 Use bookkeeping machine 70 11.6
13 Use voice transcriber 50 8.3

Table XIII shows that the most common duty of all
office workers 1s that of using the typewriter, which was
checked as a required duty for 69.8 per cent of all
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employees. As shown earlier on Table X, the typewriter was
used by 100 per cent of the Stenographer-Secretaries, by
88.9 per cent of Receptlonists, by 80 per cent of Clerk-
Typists, and by 70 per cent of all General Clerks,
Cashiers, and Duplicator Operators.

The gecond most frequently required duty of office
workers ig 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 ig 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 place in the list of most common duties is
that of filing, which 1le required by 56 per cent of all
office workers. Filing 1s, of course, performed by 100
per cent of the Filing Clerks, by 92.3 per. cent of Office
Boys or Girls, 82 per cent of Stenographer-Secretaries, by
66.7 per cent of General Clerks, and 62.3 per cent of
Clerk Typists.

The three above-mentioned duties are required of
members in every classificatlion of office worker, and are
the only dutles which are required by a majority of the
total number of employees in each classification.

Used by 44.7 per cent of all office workers was the

adding-listing machine, the most freguently used office
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machine, next to the typewriter. The adling machine was
uged, to some extent, by workers in every clagsification.

Over 34 per cent of the office workers were required
to meet the public in some capacity. The only workers which
did not perform this activity were the vaice transcribers,
the duplicator operators, and the calculator operators.

On the cquestlonnaires, a space was provided for list-
ing other dutles of offlce workers. This list indicated
the wide variety of tacke performed in today's business
offices. Some of the other duties mentioned were as
follows: Dbilling, handle casgh, sorting, giving placement
examg and grading, check billing, purchase recording,
dictate letters, Kardex posting, tabulating, prepare reports,
credit control, payroll, price orders, statigtical work,
involces, accounts payable, prepare cost statements,
banking, collections, postage machline, addressograph
machine, Multigraph machine, run errands, order stock,
prepare advertising, f£ill supply orders, check physical
stock, prepare tax reports, approve and pay bills, and
service equipment.

All of the above dutiesgs were performed by office
workers in business offices. The duties, of course, are
determined by the nature of the business and the gize of
the office force.:

While the above list of other duties is long, these

duties were not mentloned more than two or three times by
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office managers. It is possible, of course, that had space
been given to such 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

Percgonality Traits

in which Beginning Office Workers are Deficient

The returns of the survey were studied cerefully in
order to agcertain the deficlencies of personality in be-
ginning office workers, ag indicated by the office managers.
In recent years, the fact that personality is an important
basis for success in buslneses hae come to be realized.
According to some authorities, deficiencies 1n personelity
or personality weakneéses are the cause of as many as 90
per cent of employee dismissals. Since personality 1s so
important, the replies of the office managers to the
question, "What deficiencies do you discover in beginning
office workers?" are of special interest.

Teble XIV sghowe the deficiencles which were checked by

83 office managers, listed in order of fredquency.
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TABLE XIV
Pergonality Traite

in which Beginning Office Workeres are Deficient

Rank Trait No. Times Per Cent
Mentioned
1 Accuracy 71 85.5
2 Initiative 62 4.7
3 Adaptability Lg 55.4
L Willingness to Assume
Responsibility L3 51.8
5 Neatness L2 50.6
6 Dependability 38 L5.8
6 Willingnese to Perform
Unpleasgant Tasks 38 L5,.8
8 Aggregsiveness 33 39.8
9 Interest in Work 30 36.1
10 Emotional Stability 24 28.9
131 Attendance 22 2747
12 Pergeverance 21 25:3
13 Punctuality 18 23147
14 Personal Appearance 1Y 20.5
15 Courtesy : ' 14 16.9
16 Cooperativeness 8 2.6
17 Cheerfulnesgs 6 Ta

Table XIV ghows that beginning office workers are most
often deficlent in accuracy, according to 71 or 85.5 per
cent of the 83 office managers who answered that question.
As one office menager stated on his questionnaire, ¥"Many
youngsters are turned out of our schooles feeling they must
make haste. If we could stress accuracy as one of the all-
important essentials, and not speed, it would meke for
better foundations.!

Another office meanager urged thet students be in-

gtructed that the preparation of accurate records is
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essential, while speed is only secondary." Office menagers
algo indicated that inaccuracy was found not in Just one
office position, but all through the office.

Typicel comments from office managers are: "Clerical
workerg are not accurate with numbers;" #Stenographers not
only make errore in typing, but they fall to correct those
errors neatly;" "I cannot find a echool-trained file clerk
who 1g fast and accurate;" and "On nearly every application
blank, I find at least one spelling error." One office
menager recommends that puplils be graded on the work they
do or turn in. WIf it ie not perfect, require them to turn
in perfect work before the grade is granted. It has to be
perfect for us ¥

Lack of initlative 1s the second most common @erson-
ality deficiency of beginning office workers, according to
75 per cent of the office manegers. Non-adeptability was
third in frequency, as listed by 56.3 per cent of office
managers. Unwillingnese to assume responsibility was 1in
fourth place, being checked as a deflciency by 51.8 per
cent of office managers.

It 1s in the area of initiative, dependability, the
agsumption of reeponsibility that office managers voice the
most vociferous complaints about today'ls office worker.

A typical complaint is one volced by an office manager
who supervises the work of almost 30 employees. "For be-

ginning workers, the main trouble seems to be that they
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feel they earn thelr pay by being present at a place of
business. Some take no interest in their work, and as a
result need congtant or close supervision. A lackadaisicsl
attitude ig one thing I dislike the most." Another office
manager suggests that future office employees be impressed
with the fect that success comes from hard work, and that
it cannot be accomplished in a few months. "So many of the
younger folkg think that they ere cualified workers after
e few short months on the job."

These and gimilar comments are forthcoming whenever
the subjeect of beginning workers ls discussed. Here is
another such statement, "The greatest fault I find with
post-war employees ig a complete lack of desire to do a
day's work. The idea geems to be to get by with the least
amount of honegt effort for the largest salary possible. I
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
'caught up'! and I know the time would go faster and be more
enjoyable for them."

Other office managers have concrete suggestions for
buginess educators. W"Inform the student of the fact that
employees have to earn, not draw a wage. All companies
meke a profit only from production, and 211 wages come from

profits. Wages are never paild by & company that 1g out of
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business." And a further suggestion, "The biggest thing to
ingtruct the studente in ie thet they should understand
that they must give the employer $1 worth of work for every
$1 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 meny beginners seem to thinlk the 'world owes
them a living! and do not feel that extra effort is
necegsary.!

One office manager suggests that the cause of this
lack of initiative ig thet too meny students come from
homes where there 1e "union' influence which seeme to en-
courage students to take the attitude of laziness and
carelegeness. He feels that the schools have a responsi-
bility to perform in training students to be dependable,
and to desire to work.

Although a2 number of offilce 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.
Apparently the beginning worker has these three traits in

his favor.
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Many office managers mentioned the fact that the
abllity to get along with others is of great importance.
"0ffice harmony is an important factor in obtaining pro-
duction in office work," says one manager.

Another office manager remarked, "A cheerful, cooper-
ative attitude toward all tasks assigned is a big asset to
any beginner. If hired as a typist, he may still have
filing, assembling, and other lese attractive duties to
perform. They are all a part of the Job, and unless the
proper attitude ie reflected, it may seriously handicep the
employee. Too many express the attitude 'But I was hired
as a gtenographer i'#

Another meanager recommended that more emphagis be
prlaced on menners and the common courtesieg necessary in
everyday life and that business students be ingtructed in
courteoug telephone conversation.

One office menager stated that in his office cheerful-
ness and the ability to get along with others is much more
important than skill. Students should be trained in office
discipline.

Several office menagers mentlioned the fact that women
office workers were sometimesg 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-
stone" jobs (jobs leading to higher positions).

Another manager observed critically, "Female employees
and prospective employees should be taught that they have
an obligation to their job as well asg their home -- if they
intend to work. Mogt frequently, 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 neces-
gsary to. secure their cooperation in occasional overtime
work to meet a deadline, 1t will generally develop that
thelr husbands require their precsence or they have made a
prior committment, etec. In other words, women are generally
insincere toward their work. They aren't particularly
interested in their Job, only the extra pay brought home."

It ig epparent that gsome members of the business world
today are prejudiced againgt women workerg, and with some
Justification. The businessg-trained wbman, who honegtly
degires to work, may have difficulty in convincing business-

men of her sincere intentions as to her Jjob.
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PART V

Knowledges and Abilities

in which Clerical Workers are Deficient

Since clerical workers are the largest group of office
employees, 1t 1s of interest to examine that group of
workers from the gtandpoint of the office manager.' Office
managers were asked to list the deficiencies which were
common in this group. Table XV lists the deflclencles 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
i | General business understanding 80.0
2 Logical thinking, clearly stated 75.6
3 Arithmetic fundamentals 70.0
3 Following directions 70.0
5 Use of common business forms 68.8
6 Spelling 66.3
74 Penmanship 87.5
8 English 50.0
9 Bookkeeping and Accounting 47,5

10 Vocabulary 43,0
11 Plessant speech 25.0
12 Reading 12:5

Table XV showe 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 pergonnel manager who
plans the ftraining program for new employees in one of
Portland'es largest banke recommended that the schools make
the gtudent aware of the place of free enterprise and its
contribution to our standard of living, in order that the
student might see more clearly his own role in business.
"Schools must tie theory a 1little more closely to actual
practice," saild another manager.

Office managers indicated, as shown on Table XV, that
clerical workers are also unable to think logicelly or to
make clear gtatements of thought.

One menager indicated that prospective employees should
be taught to think for themselves. W"If they could just do
thaet, it would go 2 long way toward solving the other
problems, "

Another remarked, "I would like to see more stress put
on the individual to develop his analytical ability, using
his own common sense. Too many young people have an
educatlon, but cannot adapt it to ordinary businesgs
practice.®

"Students should be taught," esaid another manager, "to
think at their Job, and to plan their day's work. This is
egpecially important on tagke that have some freedom of
operation." One experienced office manager urges teachers
to "Teach students to think clearly and use gound Jjudgment

when doing a Job, 'common horse sense'! and flexible
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thinking, rather than the attitude 'ThisAis the way the
books say to do it i'#

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 showe that businessmen consgider clerical
workers deficient in arithmetic fundamentals, and in
abllity to follow directions, since these two were both
checked by 70 per cent of the managers.

One office menager urged that greater emphasis in
schools be provided on gimple and business arithmetic.
Another urged that business mathematics and accounting, as
uged in business offices, be stressed in echoola.

Ag to following directions, one long-suffering office
manager wrote the following single suggestion for business
educatore at the end of hie completed questionnaire,
"Please teach obedience to instructiong I

Over half of the office managers questioned indicated
that office workers were deflcient in spelling, penmanghip,
and Engligh treining.

One menager declared that the greatest deficiency of
all office employees is in the area of English -- punctu-
atlon, sentence construction. He felt that there should be

a greater emphasis in the "Three R's" 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 1s the poor penmansghip
of beginning workers, which ig, of course, a frequent cause
of inaccuracy. "Workers are especially inaccurate in writ-
lng figures," says one office manager.

Thueg 1t 1s apparent that office managers do discover
their beginning employees deficient in several respects.
The moet common deficliency which the managers indicated,
that of a lack of general businesgs understanding, is in-
directly respongible for the other weaknesses. Students
are not aware of the demands of business, and thus faill 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 1g a lack of specilali-
zation in small officeg such ag are numerous in the Portland
area. Thls means that a knowledge of one type of office
Job 1g not sufficient. The worker needs a variety of
skille, and above a2ll, a better understanding of business
itself.

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

bookkeeping 1s very valuable in practically every Jjob in
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our office." 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 ¥
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PART VI

Knowledges and Abilities

in which Beginning Typists are Deficient

According to the findings of the study ae indicated on
Table XIII, 69.8 per cent of the office workers use the
typewriter. It seemed wise to separate the classification
of typletes from that of general clerical workers in order
to ascertain the deficiencieg of typists.

However, the most freguent deficiency in typists was
the same deficlency indicated ag most common in all clerical

workers —-- lnaccuracy. Table XVI shows the deficiencieg 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 Typlste are Deficient

Rank Knowledges and Abllities Per Cent
1 Accuracy 92.4
2 Proofreading 7h.7
3 Careful erasing and correcting of copy 63.3
L Spelling 60.8
5 Punctuation 59.5
6 Speed 57.0
7 Arrangement of typed material sS4, L
8 Efficient organization and handling of

paper and carbons 51.9

9 Care of typewriter L8.1
10 Total production L6.8
11 Numbers 32.9
12 Typing from rough draft 26.6
13 Tebulation 12:.7
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It ie evident that accuracy is by far the most common
deficiency of beginning typlsts, since it was checked by
92.4 per cent of the office managers. It was checked almost
20 per cent more times than the next most frequent de-
ficilency, that of proofreading.

In third place was Careful Erasing and Correcting of
Copy, which wag listed as & deficlency by 63.3 per cent of
office managers. These three deficiencies are by far the
most important deficlencleg in the Jjudgment of the office
heads.

When these three deficiencies are analyzed, it will be
gseen that they are closely related. Beginning typists
apparently meke 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 algso checked ag common
deficiencies, being checked by 60.8 per cent and 59.5 per
cent respectively. It might thus be interpreted that the
typlet does not know enough about sgpelling or punectuation
to know when he has made an error in those areas. So,
perhape, 1t 1s in these two areag that there is a serious
need for better training.

Although schoolsg frequently emphasize "Speed and
Accuracy" in the ekill subjects such as typing and
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ghorthand, 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.

Ag one menager indicated, "Speed is of no value to us
in the office, unless it is speed with accuracy."

Typing from rough draft, and typlng tabulations are
epparently not too important in the minds of office managers
who answered this question. This does not mean, however,
that typiste are proficient in these skills, as was pointed
out by one manager who saild, "We are unable to assign this
type of work to beginning typiste--they are hardly able to
turn out straight-copy materiasl without error."

That beginning typiste cannot arrange typed materisal
on the page is indicated by 54.4 per cent of office heads.
Typists are also deficient in efficlent handling and
orgenization of paper and carbons.

Almoet one half (48.1 per cent) of the managers felt

that typlsts did not take proper care of the typewriter.
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PART VII

Knowledges and Abilitiesg

in which Beginning Stenographers are Deficient

As already observed (see Table IX) the classification
of Stenographer-Secretary includes 14.3 per cent of all
office workers. Thug approximately one out of every seven
employees in the office is either a etenographer or a
secretary. Office managers indicated that stenographers
were more numeroug than secretarieg, 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 sghowse
the knowledges and abilitieg in which office managers
found stenographers deficlent, ranked in order of frequency

of mention.
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TABLE XVII
Knowledges and Abilities

in which Beginning Stenographers are Deficient

Rank Trait Per Cent
1 Ability to compose a letter 80.0
2 Ability to transcribe accurately 78.6
3 Spelling 68.6
L Ability to discover typing errors 64.3
L Knowledge of English 64.3
6 Punctuation 62.9
7 Letter arrangement 58.6
8 Abllity to read back ghorthand notes 52.9
9 Total production 35.%
9 Ability to transcribe rapidly 35:7

11 Speed 34,3
i Ability to type well 31.4

An analysis of the repliesg received in answer to the
question, "What 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
compoee letterg! That stenographers are expected to com-
pose letters at all might be a surprise to many prospective
stenographers, who seek training in shorthand and typing,
but leave Busginesg Englisgh 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 deficlency for all types of workers. It was

surprising, however, to find that inaccuracy took second
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place, being checked as a deficiency by 78.6 per cent of
offlce managers.

Spelling ranked third ag the most common deficienéy in
beginning stenographers, being checked by 68.6 per cent of
office heads.

Other common deficiencies were the inability to die-
cover typing errors and a lack of knowledge of Englicsh,
which were checked by the same number of office heads, 64.3
per cent. Punctuation was listed as a deficlency by 62.9
per cent.

These deficiencies in spelling, Engligh, punctuation,
and the ability to dlgcover typing errors all contribute to
the deficiency of being unable to transcribe accurately,
which was the second most common deficiency. Those game
deficliencles are responsible for the most common deficiency
of all, that of abllity to compose a letter. A good
background in spelling, English, and punctuation, is
essentlial in either composition of letters or transcription
of letters from ghorthand notes.

It wag evident that the office manager is far more
concerned about accuracy than about speed. Speed was
listed as eleventh in importance in the list of common
deficiencies, being checked by only 34.3 per cent of office
managers.

The ability to type well was listed last in importance.

One office manager pointed out that a stenographer was
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"expected" to be able to type well. He indicated that most
stenographers who fail to succeed on the Jjob are weak in
spelling and correction of errors.

Another office manager indicated that he had found
gstenographers deficient in taking fapid dictation and in
reading back notes. He felt that schoolg sghould train
stenographers to take dietation for long periods of time,
rather than for short spurts. Actually, only 52.9 per cent
of the office managers indicated that the inability to read
back ghorthand notes was an lmportant 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 gtudent these proper attitudes for work.
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PART VIII

Minimum Educational Requilrements

for Office Workers

With the present high rate of employee turnover, and
the increagsed demand for office workers, 1t is of interest
to note the demands of businesgs as to educational re-
quirements. It waes hoped thet the study would provide
gome indicatlon asg Tto the point of view of the office
manager in higs 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 hig education?

Office managers were asked to check the minimum amount
of formal educetion which they would require for each
pogition in the office. Table XVIII shows the number of
office managers who indicated the minimum educational

reduirement for each office position.
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TABLE XVIII
Minimum Educational Reguirements

for Office Workers

Less H.S5. &£ " H.8. &

than one two

R.Bi H.8  year years College
Receptionist 2 9 36 14 1
PBX Operator 6 12 L2 5
General Clerks L 13 Lsg 9 ¥
Clerk Typists 3 12 L5 11
Bookkeeper-Acct. 9 13 28 16
Filing Clerks 8 1k b 3
Mail & Ship. Clerks 21 11 26
Stock Clerks 15 14 23 3 2
Casghier 8 21 23 8
Office Boy-Girl 29 9 B 3
Bkkg. Mach. Oper. 5 10 26 21 3
Duplicator Operator 12 9 27 6
Stenographer-Sec. 8 23 b 10
Voice Transcriber 3 5 26 15 1
Calculator Operator L 10 30 21 3

In the positions of certain office workers, office
managers felt that less than high school educatlon might be
gsatisfactory. Mail and shipping clerke were required to
have a minimum of less than high school by 21 office
managerg. Office boys and girls were given the same
minlimum of legs than high school by 12 office managers.

For the positions of Filing Clerks and Stock Clerks,
14 office managers indicated a2 minimum reguirement of 2
high school educetion.

According to 45 office managers, high echool and one
year ig 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 42 office
heads. Filing Clerke also need this additional year,
according to 40 office managers.

High school plus two years is required for the
positions of Bookkeeper-Accountant, according to 28 office
managere; for Cashiers, according to 23 office managers;
and for Stenographer-Secretaries, according to 37 office
managers. A

Some office managers feel that these three pogitions
redqulre even more education, and indicate that a college
education is 2 minimum. Sixteen office managers have this
minimum for Bookkeeper-Accountantg, eight have this minimum
for Caghiers, and ten have that minimum for Stenographer-
Secretaries. |

Table XIX shows the number and percentage of times
office managers indicated each minimum recuirement.

TABLE XIX

Percentages of Minimum Redquirements

Legs than H.S8. and H.8. and
H.S. H.S. one year two years College Total
No. 112 153 L32 L9 41 937
Per Cert: 12, 16.3 L6.1 21,2 L,3 99.9

Office managers ligted high school and one year as
the most frequent minimum educational requirement for office

employees. This minimum was checked 432 times out of the
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totel number of 937 checks, or 46.1 per cent of the time.

High school and two years was checked 21.2 per cent of the
time.

High school wasg checked ag e minimum requirement 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 4.3 per cent of the positions.

However, one office manager pointed out that although
his company's minimum reqguirement iec 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 experlence are also congidered.

One company prefersgs to train its own employees up
fhrough the ranks, and believes that the company training
program 1g best for thelr employees. Still the office
manager said, "I believe that young people should complete
theilr school training 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 busginess world later
on, when their education 1s complete.

In gome cases, it was discovered that college

graduates are not always preferred. Several offlce managers
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indicated that their experiences with recent college
Agraduates had led them to believe that the college-trained
person had a superior attitude, and that he was difficult
to train for routine Jjobs. High school graduates or
businegs college students are sometimesg preferred.

One office manager gtated, "While college education
is creditable, it would not be a deciding factor to us in
gselecting an employee. Our high schools and business
collegeg are turning out youngsters with more 'stick-to-it-
iveness' than many of our colleges.!

While a college education is still not required for a
majority of office Jobs, neither do we find many office
managers acceptling large numbers of Job applicants with
less than high school educationsg. Office managers remark,
"High gchool or its equivalent is 2 minimum. Not that
others couldn't do the Jjob, but I believe that to get along
a person'g education chould be well-rounded." And another
interesting comment was, "We 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 wae
discovered that six of the office managers recommended that
a2ll office positiong have a minimum requirement of a high
school education. Three felt that high school plus one

year (business college or regular college) was a minimum



75
for all posgitions, and three indicated a minimum of high
school plus two years for all positions.

It is eappvarent that office standards are increasing,
and that more and more education is being required of

beginners.
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PART IX

Buginegg Mechineg Uged in Portland Offices

Teble XX chows the number of machinegs now in use,
both electric and manual, as reported by 76 office managers;
and the number of machineg which will be added in the next
24 months. Also indicated igs the total number of each
machine which will be in operation by 1952, listed in the
order of frequency.

TABLE XX

Business Mgchines Uged in Portland Offices

Now in Usge To Add Total

Elec. Manual Elec. Manual 1952

Typewriters 124 1669 30 156 1979
Full Keyboard Add. 363 73 82 1 519
Key-driven Calc. 204 135 2 1 L2
Rotary Type Calc. 188 37 20 245
High Key.Bkkg. Mach. 168 3 L3 219
Ten-Key Add. Mach. 114 L3 12 3 177
Voice Trans. Mach. 120 Lo 160
Tabulating Mach. 61 1 3 65
Key Punches 53 2 8 63
Stencil Duplicator 29 24 3 56
Addreseing Machine 39 14 53
Type. Ten-Key Bkkg. 35 12 L7
Fluid Dup. Mach. 22 21 1 1 Ly
Mailing Machine 30 14 Ll
Type. Full-Key Bkkg. 24 L 28
Photocopy Machine 12 12

4154

According to the 76 office managers who replied to the

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

add next year?! the typewriter was the machine ligsted mosgt

often.

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

now in use, of which 124 or 7.4 per cent are electric.

They

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

wlll be electric.

Many office managers mentioned that their

workers preferred electric machineg, and that they would

eventuaelly replace 0ld machines with electric ones.

The

trend seems to be toward the use of electric typewriters in

Portland offices.

Table XXI showe the percentage of employees using the

typewriter, ranked in order of frequency.

y

O o~y W H -

el
N O

=
o)

TABLE XXI

Uge of Typewriter by Employees

Employee

Stenographer-Secreteary
Voice Transcriber

Receptionist
Clerk-Typisets

Cashier

Duplicator Operator
kkg. Machine Operator

‘Bookkeeper-Accountant
Filing Clerks
Calculator Operator
Stock Clerks

PBX Operator

Mail & Ship. Clerks
Office Boy-Girl

Per Cent

100.0
100.0
88.9
80.0
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The typewriter was uced by the largest number of
employees. It i1s used by 100 per cent of all Volce Tran-
gcribers and Stenographer-Secretaries. It is also used by
88.9 per cent of the Receptionists. In addition, the type-
writer is used by over 50 per cent of a2ll other workers in
the office, including the Filing Clerks, the Bookkeeper-
Accountants, and the Cashiers.

Ag ghown on Table XX, the second most prevalent machine
was the full keyboard adding machine, of which 436 are now
in use, with an additional 383 expected to be added next
year. Of these expected additions, 82 will be electric,
indicating agein 2 definite trend toward electrically
operated machines.

The adding mechine and the typewriter together are
found in greater numbers then all other office machines.
Together they account for 2498 or 60.1 per cent of all
office machines in 76 Portland offices.

The ten-key adding machine was in slxth place in the
list of moet common business machineg. There were 162
ten-key adding machineg in use in 1950, with an additional
15 machines to be added next year, meking a total of 177
maechines for the 76 business offices.

The use of the 2dding machines (either full keyboard
or ten-key) was one of the five most common duties of office

workers, as indicated on Table XI. Teable XXII showe the
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percentage of employees using adding machines in Portland
offices, ranked in order of frequency.

TABLE XXII

Use of Adding Machines by Employees

Rank Employee ‘ Per Cent
;5 Bookkeeper-Accountant 8l1.0
2 General Clerk | 76.8
3 Bkkg. Machine Operator 67.6
L Caghier 59.6
5 Office Boy-Girl 53.9
6 Clerk-Typlets §52.5
7 Calculator Operator L1.7
8 Stenogrepher-Secretary ATl
9 Stock Clerks 23:3

10 Filing Clerks 2247
11 Mail & Ship. Clerks 19.4
12 Receptionist 16.7
13 Duplicetor Operator 15.0
14 PBX Operator 14.0
15 Voice Tranecriber 7.7

Ag shown on Table XXII, the a@ding machines are uged
by 81. per cent of all Bookkeeper-Accountants, by 76.8 per
cent of the General Clerks, and by 67.6 per cent of the
Bookkeeping Machine Operators. Adding machines are algo
used by large numbers of Cashiers,jOffice Boys or Girls,
and Clerk-Typists. Every classifiéation of worker uses the
adding machines to some extent.

The third most prevalent machine in 76 Portland

business offices is the key-driven calculator. By 1952

there will be 442 of these machines in use in these offices.
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Table XXIII shows the percentage of each type of
worker 1in the office who uses the key-driven calculator,
ranked in order of frequency.
TABLE XXIII

Use of Key-Driven Calculator by Employees

Rank Employee Per Cent
1 Calculator Operators 80.5
2 Bookkeeper-Accountant Lg, 5
3 General Clerk N 5 O
L Caghier 31.9
5 Clerk-Typist 18.0
6 Bkxkg. Machine Operator 16.2
7 Receptionigt 11.1
8 Duplicator Operator 10.0
S Stenographer-Secretary 8.2

10 PBX Operator L.o
11 Stock Clerk g4 ;)
12 Mail & Ship. Clerk 3.2
33 Filing Clerk 2:3
14 Office Boy-Girl 0.0
14 Voice Transcriber 0.0

The key-driven celculator is used by 80.5 per cent of
Calculator Operatorg, as chown on Table XXIII. About half
as many, 45.5, Bookkeeper-Accountants use the key-driven
calculator. Approximetely one out of every three General
Clerks and Caghiers alsgo use the key-driven calculator.

Smaller percentages of the other employees in the
office use the key-driven calculator. The Office Boy or
Girl and the Voice Transeriber in these offices apparently
did not use the key-driven calculator at all.

The rotary type calculator (Marchant, Friden, and

Monroe) was listed fourth on Table XX, close behind the
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key-driven calculator in popularity. There will be 245
rotary type calculators in use in 1952.

The two celculators (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 1s a calculator.

Table XXIV shows the percentage of employees who usge
the rotary type calculator, ranked in order of fredquency.

TABLE XXIV

Use of Rotary Type Calculator by Employees

Rank Employee Per Cent
1 Bookkeeper-Accountant 61l.4
2 Calculator Operator 30.6
3 General Clerk 21.7
Ly Caghier 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 PBX Operator 2.0
ix Receptionigt 0.0
S Filing Clerk 0.0
i § Mall & Ship. Clerk 0.0
3 Office Boy-Girl 040
11 Voice Transcriber 0.0

According to Table XXIV there are twice as many
Bookkeeper-Accountantes (61.4 per cent) using the rotary
type calculator in connection with their work than
Calculator Operators themselves, 30.6 per cent. Congider-

ing the large number of Calculator Operators using the
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key-driven calculator, 80.5 per cent, as indicated on Table
XXIII, this shows that the largest percentage of Calculator
Operators use the key-driven calculator.

Rptary 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 classifications‘use the rotary type calculator in
their work: Receptionist, Filing Clerk, Mail and Shipping
Clerk, Office Boy-Girl, 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 be 219 of
these machines in uge in 1952 in these 76 offices.

The typewriter ten-key bookkeeping machine was less
prevalent, ranking twelfth on the list, with 47 such
machines to be in use in 1952 in these same offices.

The typewriter full-keyboard bookkeeping machine wasg
the fifteenth most prevalent machine. There will be 28 of
them in uege 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 304 out of the total
number of 4154 office machines in 76 business offices.
Together they provide 7.3 per cent of the total number of

office machines.
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Ag shown on Table IX, there were 220 full-time Book-
keeping Machine Operators covered in the survey. Slnce
there are 304 machines in these offices, it would appear
that there are other personsg in the office who use book-
keeping machines to some extent.

Table XXV ghows the percentage of each type of employee
using the bookkeeping machinesg, ranked in order of the
frequency.

TABLE XXV
Use of Bookkeeping Machines by Employees
Rank Employee Per Cent

Bkkg. Machine Operator
Bookkeeper-Accountant
Cacghier

General Clerk

Filing Clerk
Clerk-Typist
Receptionigt

PBX Operator

Mail & Ship. Clerk
Stock Clerk

Office Boy-Girl
Duplicator Operator
Stenographer-Secretary
Voice Transcriber
Calculator Operator
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According to Table XXV, every Bookeeping Machine
Operator operates a bookkeeping machine, as one might
expect. It ie interesting thet over half (52.3 per cent)
of the Bookkeeper-Accountants also operate bookkeeping
machines in connection with their work.

Small percentages of Casghiers, General Clerks, Filing

Clerks, and Clerk-Typists also use bookkeeping machines.
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The nine other clagsifications of employees do not use the
bookkeeping machines. Thils would indicate.that the oper-
ation of the bookkeeping machines 1s a specialized duty,
gsince a comparatively small number of the total workers in
the office use the machine,

Referring again to Table XX 1t can be seen that voice
transcribing machines are the seventh mogt common business
machines in 76 Portland offices. There were 120 voice
transeribing machines in use in 1950, with an expected
purchase of 40 machines for 1951, an increase of 33.3 per
cent. There will be 160 voice transcription machines in
use in thece 76 offices by 1952.

Table XXVI cghowe the percentage of employees using the
volce transcribing machineg, arranged in order of fredquency.

TABLE XXVI

Use of Voice Transcribing Machines by Employees

Rank Employee Per Cent
1 Voice Transcriber 100.0
2 Stenogrepher-Secretary 279
3 Duplicator Operator 10.0
L Receptionist 8.3
5 General Clerk 7+2
6 Clerk-Typist 6.5
7 PBX Operator 6.0
8 Caghier L.3
9 Filing Clerk 2.3

10 Bookkeeper-Accountant 0.0
10 Mail & Ship. Clerk 0.0
10 Stock Clerk 0.0
10 Office Boy-Girl 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 use
voice trangseription machineg, 1t ig algo revealed on Table
XXVI that 27.9 per cent of Stenographer-Secretaries also use
the volce transcription machines. Ten per cent of the
Duplicator Operators also operate voice transcribing
machines. There are gix clagsifications of office workers
which do not use thesge machines, which indicates thet the
mechine is a rather gpecilalized one, although it 1s not as
highly epeclalized in use as the bookkeeping machines.

At thie point, it is interesting to compare the
employees who use the transcribing machinee with those who
teke dictation. Table XXVII makes thie comparison, showing
the percentage of employees using the voice transcribing

ma.chine and the percentage taking dictation.
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TABLE XXVII
Comparison of the Use of Voice Transeription Machines

with the Taking of Dictation

Employee Using Voice Taking
Trang. Machine Dictation

Per Cent Per Cent
Receptionist 8.3 19.4
PBX Operator 6.0 6.0
General Clerk Vel 11:6
Clerk-Typist 6.5 19.7
Bookkeeper-Accountant 0.0 6.8
Filing Clerk : 253 A
Mail & Shipping Clerk 0.0 0.0
Stock Clerk 0.0 0.0
Cashier L,3 8.5
Office Boy-Girl 0.0 Ty
Bkkg. Machine Operator 0.0 2uY
Duplicator Operator 10.0 5.0
Stenographer-Secretary 27.9 852
Voice Transcriber 100.0 38.5
Calculator Operator 0.0 2.8
272:5 216.2

According to Table XXVII, it is apparent that in these
76 Portland business offices more employees take dictation
than use the volce transcription machines. Of the total
number of employees, teking dictation is 2 duty performed
by 55.7 per cent of the employees, while 44.3 per cent use
the transcription machines.

These two duties are performed most often by Volce
Transcribers and Stenographer-Secretarles. Although every
one of the voice transcriber employees use the voice tran-
scribing machines, 38.5 per cent of these employees also

take dictation.
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Ag for Stenographer-Secretaries, 27.9 per cent of them
use the volce transcription machines, while 85.2 per cent
take dictation. |

According to the findings of the survey of 76 offices
ag reported on Table XX, the stencil duplicating machine
was the tenth most common buginess 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 will be 45 of these machines in use by 1952. Together
there will be 101 duplicating machines of the two types in
uge, or approximately 2.4 per cent of the total number of
businege machines in 76 offices.

Although many offices have Duplicating Operators whose
principal duty ie the operation of duplicating machines,
many other employees in the office also operate these
machines.

Table XXIX shows the percentage of each employee cate-
gory who use the duplicating machines, ranked in order of

freduency.
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TABLE XXIX

Use of Duplicating Machines by Employees

Rank Employee Per Cent
1 Duplicating Operator 100.0
2 Stenographer-Secretary 36.1
3 Clerk-Typist 26.2
L General Clerk 18.8
5 Office Boy-Girl 15.4
5 Voice Transcriber 15.4
7 Receptionist 13.9
8 Mail & Shipping Clerk 12.9
9 Filing Clerk 11.4

10 Bookkeeper-Accountant 6.8
11 Casghier 6.4
12 PBX Operator 6.0
13 Bkkg. Machine Operator 5.4
14 Stock Clerk 0.0
14 Calculator Operator 0.0

According to Table XXIX, the dupliceting machine is
used by nearly every employee in the office. All Duplicator
Operators of course use the duplicating machines, but, in
addition, it is used by 36.1 per cent of the Stenographer-
Secretaries, or about one out of every three employeeg in
this clageification.

Duplicating machines are also operated by 26.2 per
cent of all Clerk-Typiste and 18.8 per cent of General
Clerks. The only two classifications of workers who do not
use the duplicating mechines in these 76 offices are the
Stock Clerk and the Calculator Operator. Apperently the
use of the duplicating machines is not a highly specialized
skill, as so many types of workers are expected to be able

to operate these machines.
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PART X

Training for Operation of Business Machines

Having been acked which machines were in uege in
buginess offices, offlce 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
essentlial, deslrable, or not necegssary for beginning workers
who would be expected to use these machines. Their replieg
are complled on Table XXX ranked in order of preference for
training, by percentage of affirmative answers.

TABLE XXX

Training for Operation of Businese Machines

Train. Train. Not No. of

Machine Escen. Desir. Total Neceg. Offices
Key-Driven Calculator Ti. B gl 91,8 8.2 L9
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 28,9 BO.7 19,3 26
Electric Typewriters 20.3 G 3 e 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 L7
Ten-Key Adding Mach. 39«3 3933 78.6 21.4 56
Voice Trans. Mach. 5 ¢ i R ™ - Gl L B BR- ) B 53
Full Key. Add. Mach. 33.9 b1.1 75.0  25.0 56
Key Punch Machine 8.7 7570 65:58 3876 26
Fluid Dup. Mach. Sad 87.8 65.4 34,6 37
Tabulating Mach. 48.0 12.0 60.0 40.0 25
Addressing Mach. 15,2 41,3 56.5 43,5 56
Mailing Machine 0.8 H0.9 W7.7 52.3 L
Photocopy 8.3 ‘8.4 16.7 83.3 24

i 34,9 70.1 29.9
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The key-driven calculator 1s the machine which, in the
opinion of 91.8 per cent of the office managers, requires
training. Training 1s also either essentlial 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 businesemen, are the. machines which
require training before a2 beginner ig able to operate them.

Training on the bookkeeping machines ig elther es-
gential or desirable in the opinions of over 80. 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 mechine, and 80. per cent for the
typewriter full keyboard bookkeeping machine. Eighty per
cent of the office managers a2lso felt that training on
electric typewriters would be elther essential or desirable.

A majority of offlice managers in nearly every lnstance
recommended that training precede the operstion of business
machines. However, only 16.7 of the managers felt that
training would be important to the operatlion of the photo-
copy machine.

Table XXXI shows the machineg for which training 1s
indicated as being essential, ranked in order of frequency

of mention by offlce managers.
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TABLE XXXI

Machines for which Treining is Essentilal

Rank Machine Per Cent
1 Key-Driven Calculator AR
2 Key Punch Machine i
3 High Keyboard Bookkeeping Machine ol
L Typewriter Full Keyboard Bkkg. Machine 50.0
5 Tabulating Machine 48,0
6 Typewriter Ten-Key Bookkeeping Machine L47.8
7 Rotary Type Calculator Ls.5
8 Ten Key Adding Machine 39.3
g Voice Transcription Machine 377

10 Full Keyboerd Adding Machine 33.9
11 Electric Typewriter 20.3
12 Stenclil Duplicating Machine 19.1
s Addregsing Machine 5.2
14 Photocopy 8.3
15 Fluid Duplicating Machine Bl
16 Mailing Machine 6.8

According to 71.4 per cent of the office managers in
L9 offices, training is essentisl on the key-driven calcu-
lator. Tralning ig 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 offlce managers. Leses than 10 per
cent of the office managers felt that training was essential
on the photocopy, the fluild duplicating machine or the
mailing machine.

Table XXXII showe the machines for which training is

indicated as belng desirable, ranked in order of frequency.
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TABLE XXXII

Machines for which Training 1s Desgirable

Rank Machine Per Cent
1 Electric Typewriters 59.7
2 Stencil Duplicating Machine 59.6
3 Fluid Duplicating Machine 573
L Rotary Type Calculator 41.8
5 Addressing Machine L1.3
6 Full Keyboard Adding Machine L1.1
7 Mailing Machine L0.9
8 Ten-Key Adding Machine 39.3
9 Voice Transcription Machine 37.8

10 Typewriter Ten-Key Bookkeeping Machine 34.8
B 0 Typewriter Full Keyboard Bkkg. Machine 30.0
12 High Keyboard Bookkeeping Machine 26.9
;& Key-Driven Calculator 20.4
14 Tebulating Machine ‘ 1240
15 Photocopy 8.4
16 Key Punch Machine %

Table XXXII shows that 59.7 of the office managers felt
that treining in electric typewriters was desirable. Only
20.3 per cent felt that training on this machine was
eggential, Training on the stencil duplicating machine was
also indiceted as descirable by 59.6 per cent of office
managers. Only 19.1 per cent of the managers, however, had
indicated that training on the gtencil duplicating machine
wag esgentlal. Another 57.3 per cent recommended that
training on the fluld duplicating machine be provided,
while only 8.1 per cent of these managers felt that this
training was essentlal,

Training weas 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 volce trangcription machines. There were only
two machines for which less than 10 per cent of the managers
indicated that training wag desirable. Those machines were
the photocopy and the key punch machine.

Table XXXIII shows the percentage of office managers
who 1indicated that training on machines 1s not necessary,
ranked in order of frequency.

TABLE XXXIII

Machineg for which Training is not Necessary

Rank Machine Per Cent
1 Photocopy 83.3
2 Mailing Machine 5243
3 Addressing Machine L3,5
L Tebuleting Machine L0.0
5 Fluid Duplicating Machine 34,6
5 Key Punch Machine 34.6
7 Full Keyboard Adding Machine 25.0
8 Voice Transcription Machine 24,5
9 Ten-Key Adding Machine 21.4

10 Stencll Duplicating Machine 21.3
11 Typewriter Full Keyboard Bkkg. Machine 20.0
13 Electric Typewriter 20,0
13 High Keyboard Bookkeepling Machine 19.3
14 Typewriter Ten-Key Bookkeeping Machine 17.4
15 Rotary Type Calculator 12:%
16 Key-Driven Calculator ' 8.2

Table XXXIII shows that the photocopy machine does not
require training for beglnners to operate, according to 83.3
per cent of the managers. A majority of managers also feel
that training is unnecegsary for the mailing machine.

It will be noted that 25 per cent of the office

managers feel that tralining is unnecessary to operate the
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full keyboard adding machine. Seventy-five per cent, how-
ever, indicate that training is either essential or
degirable.

As one office manager commented, "Beginnerg have not
learned how to use an adding machine. It 1s necessary for
most employees to usge an adding machine to some extent, and
they should at least know how to use 1t with a falr degree
of speed and accuracy."

Only 8.2 per cent of the menagers felt that training
wag unnecesgary 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 remeining 87.3 per cent favored previous
training.

There was frequent mention made of the inability of
mogt calculator operators to use percentages and to find
decimal places. One manager pointed out that these weak-
negseg in calculator operators indicated that they lacked

a bagic knowledge of mathematics.
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PART XI

Selection of Office Personnel

In order to agcertain the basis for selection of
employees which was used most frequently by office managers,
the questionnaire provided thies question: In sgelecting
personnel, what 1eg your basis for gelection? Five typlecal
bages for selection were provided, and the managers were
asked to number these basges in order of importance to them.

Table XXXIV shows the bages for selection of personnel,
ranked in the five posgitiong by office managers.

TABLE XXXIV

Basges for Selection of Personnel

Baseg Firet Second Third Fourth Fifth 8Sixth
Application Blank L 28 14 11 3 6
Entrance Tesgtg 6 13 15 10 8 L
Pergonal Interview 69 10 2 1 ;
References 5 25 17 13 5 9
8chool Records 1 L 15 13 20 6
Teacher!s Recomm, 1 L 3 12 15 21

86 8L 66 60 51 Lé

Teble XXXIV ghowg that in the first place in the
gelection of employees, 69 of the 86 employers prefer the
pergonal interview. The pergonal interview, then, is con-
gldered of prime importance by 80.2 per cent of the
managers. Over one-third ligted the application blank ag

second in lmportance, though it wasg explained thus by one
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manager, "The application blank screens out applicants, so
that I actually interview only the most promising appli-
cantg. "

References were third in importance in the gelection
of personnel, according to 17 or 25.7 per cent of the 66
managers checking a third choice. Selected references,
such as former employers or company employees were indicated
as being of special importance. References in gome cases
were considered an integral part of the application blank.

Equal numbers of checke for the fourth most important
basgis for selection were agsigned to Referenceg and to
School Records. School records were also checked most often
in fifth place, while Teachers Recommendations received the
most checks as leagt important in determining factors for
selecting personnel.

Table XXXV shows the number of checks which were
assigned to each basls of selection, ranked in order of
freguency.

TABLE XXXV

Popular Baces for Selection of Employees

Rank Bages of Selectlon No. Timeg Checked
Per Cent
1 Personal Interview 82 95,4
2 References 7L 86.
3 Application Blank 66 76.7
4 School Records 59 68.6
5 Entrance Tests 56 65.
5 Teacher's Recommendations 56 65.
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Table XXXV ghows that the Personal Interview ig the

moet frequently usced determinant in the selection of
employeeg, with Referenceg and the Application Blank also
congidered important.

Leagt important of all to the office managers are
Entrance Teste and Teacher's Recommendations. Several
office managers pointed out that they had never uged either
gource of information before. Business teachers, 1t would
gseem, should inform the businessmen of the potential value
of these lagt-named basegs.

Although the National Office Management Asgsoclation
itgelf has provided excellent entrance tests, based on
office standards, many of the members of the organizatilon
admitted that they had never attempted to use these tesgts.

However, many office managers indicated that they
could not use Just one method for Judging applicante.
Several office heads declared that all the ahove-mentioned
determinants were lmportant in order to do a failr Job of

selecting employees.



98
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 informatlion from
school records about an applicant, it was felt that 1t
would be of interest to learn what information the office
manager attempts to obtain from the school.

Table XXXVI chows the number and percentage of total
checks which 82 office menagers used to indicate which

information they obtained from gchools, ranked in order of

fredquency.
TABLE XXXVI
School Information Desired
by Office Managers about Employees
Rank Information No. Per Cent
1 Intelligence 65 23.6
2 Character 50 202
3 Perconality Lg 167
L General Background 39 14,2
5 Actual Accomplichment
in Subjects 38 13.8
6 Specific Commercial
Subjectes Studied 37 3%
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 checke ligted
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were in this area. Character was next in importance, being
checked 18.2 per cent of the time, while personality was
checked next in importance, by 16.7 per cent.

General background wes congidered important, 14.2 per
cent of the total checks. Office managers were leseg inter-
ested in the specific commercial subjects studied, and the
actual accomplichment in them.

One office manager remarked that the most important
informatioﬁ to him was to learn how the applicant got along
with others while in school, which would be indicative of
hig office personality.

Another manager sald, "All information from the school
is important." This same menager, who hag over 90 employees
under his supervision, reported that he always congiders an
applicant's family background. In his business, which is
insurance, he considers that the abllity to think on one's
feet ig egsential. 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 isg
interested first in the intelligence of an employee. If the
appliéant ig intelligent, he can quickly learn whet is
required of him, even if he has not had extensive formal
training in certain areas. It seemg likely that the

applicant who is intelligent and who has a good character
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and personality has an excellent chance of obtaining 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 gaid, "Intelli-
gence would be congldered the most important information,
except that great intelligence would be worthless 1if

gtudies had not been completed."
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PART XIII

Difficulties in Filling Positions

8o far, the study hag revealed the employer's baseg for
gelecting employees, and the type of information which the
employer secures from the gchools. Also, by discovering the
weaknegses of beginning workergs as indicated by these office
managers, the survey has indirectly revealed the knowledges
and abilities and personality traits which the employer
desires in beginning workers.

The office managers seem to have well-defined standards
for the workers in thelr offlces. Will these standards be
maintained? Is it difficult to find adequately trained
beginning office workersg to fill positions in the office?
Table XXXVII chows the compilation of answers to thisg
question.

TABLE XXXVII
Filling Posltions with Adequately Trained

Beginning Office Workers

No. Per Cent
Do you heve difficulty in
gsecuring treined employees? Yes Lé | 55.7
; No 39 4.3

Total 85 100.0
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Table XXXVII shows that a majority, 55.7 per cent, of
the 85 office maneagers who answered this question do have
difficulty in filling positions with adequately trained
beginning office workers. Although 44.3 per cent of the
managers indicated that they had no difficulty in securing
these trained employees, nearly every office manager ligted
at least one position when answering the question, "For
which offlice posltlon do you find beginners least adequately
trained?"

Table XXXVIII ghowe the poseitioneg which office managers
have difficulty in filling with adequately trained em-
ployees, listed in order of frequency of mention.

TABLE XXXVIII

Office Pocitions which are Difficult to Fill

No. of Per Cent
Rank Pogition Offices of Offices
1 Stenographer 21 38.2
2 Bookkeeper 15 el
2 Typist 15 27.3
L General Clerk 10 - 16.2
L Calculator Operator 10 18.2
L Adding Machine Operator 10 18.2
7 Bookkeeping Machine Operator 5 9.1
& Filing Clerks 5 9.1
9 Casghier 3 5:5
10 Duplicator Operator 2 g P
11 Receptionist 2 I .
12 Teletype Operator 1 1.8

The position 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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head in every three volces this difficulty. One office
manager felt that the gtenographer ghortage in Portland was
due to the great demand for this type of w5rker in govern-
ment offices.

About one of every four offlce managers, 27.3 per cent,
found it difficult to secure beginning bookkeepers and
typiste who were adequately trained. One office manager was
very much aware of the difficulties of Portland buginesemen.
Hie comment wae "Jobe such as those of secretary or book-
keeper are mogt difficult to fill. They require some back-
ground for accuracy and responsibility.!

In evaluating the work of beginning typilste, one office
head comments, "Typists are glow and inaccurate. I have yet
to find a girl out of high school or busineges college who
can look at copy and know how to place it on the page in
order to give a balanced letter or form. We have to do a
great deal of proofreading. New girls cannot read accu-
rately. They have not read aloud for so long thet they say
all kinds of worde that are not in the copy and misgread
what ig there.®

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 menager reported that it was impossible to
find a trained teletype operator in the city.
Apparently the schoolg are not providing business with
a sufficient number of adequately trained beginning

employees to gatisfy the demand.
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PART XIV

Attitude of Office Managers

Toward Cooperative Work Program

Buginegsmen have indicated that there is a lack of
well-trained beginning office workerg 1ln the Portland area.
- In other localities, where such a shortage has developed,
businessmen have cooperated with the schoole in an attempt
to provide better training.

One of the eXpefimental programs which has been carried
on successfully in other cities 1s that of the Cooperative
Work Program. Under this plan, high school students who
are majoring in business, spend a pert of their senior year
at work in business offices, getting actual business ex-
perience. For thelr work they receive compensation and
gschool credit.

. Would Portland businessmen favor such a program?
Would Portland firms be willing to cooperate in such a
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 Cooperative Work Program

No. Per Cent
Do you favor the Cooperative
Work Program? Yes 59 72.8
No 22 272
Total 81 100.0

Ag 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 managers in-
dicated that they are already practicing some sort of
training progrem in their firms, 1ln one case, however,
without compensation.

Since Portland businessmen seem to favor the Cooper-
ative Work Program, would they also be willing to partici-
pate in such a program?

Table XXXX chows the number and percentege of office

menagers who favored the Cooperative Work Program.
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TABLE XL
Willingness to Participate

in Cooperative Work Program

No. Per Cent
Is your firm willing to Yes 37 52:%
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 1t were organized. It 1s 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
gsome cases, that the plan was impractical for their firm,
or felt that thelr decision would depend entirely on how the
program was organized, and how much cooperation would be
given by the school.

Several office managers pointed out that such a
decision would be up to the top management, and that they,
as office managers, were not in a position to commit the
firm. Perhops 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,
"We feel that we can do a better job of training a future

worker for our firm than the school." When it was pointed

out to this manager that the schools did not attempt to
train a student for a speciflc 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 cut that edu-
cational process by training on the job, for the Jjob.

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 actually doing 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. Thig manager commented, "In
our experience, the cooperative work program between schoolsg
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 egually self-reliant, intelligent, and showed

great initiative."
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PART XV

Attitude of Office Managers regarding Office Experience

for Businesg Teachers

According to most businege educators, business teachers
who have had office experience are better teachers of
business subjects. Some cities are already requiring that
bueinees teachers have actual busineses experlience before
teaching.

The gurvey attempted to discover what businessmen have
to say in answer to the duegtion, "Should business teachers
have actual office experience?"

Table XLI ghows the number and percentage of office
managers who favored offlce experience for business teachers,
and the number and percentage of those who did not favor it.

TABLE XLI
Attitude of Offlce Managers regarding Office Experience

for Busineges Teachers

No. Per Cent
Should busineege teachers have
actual office experience? Yes 82 96.L
No 3 3.6
Total 85 100.0

Ag ghown on Table XLI, office managers were over-

whelmingly in favor of businese-trained business teachers,



111
gince 96.4 per cent of the 85 managers indicated a favorable
attltude. One office head felt that the teaching procedure
would be much more practical if the teacher had had some
office experience.

Another office manager answered very definitely that a
business teacher should have office experience. He said,

"A very difficult task is to teach something to others about
which you are not familiar yourself. Consequently, a
teacher having actual business experience is definitely in

a better position to inetill in the minds of studente those
things of which they have a definite knowledge. Also the
best managers are those who know the employee's side as well
as the employer's side. The same holde true wherein
teachers are concerned."

Several other managere pointed out that the question
wag unnecessary, that the only possible answer to the
dquestion "Should business teachers have sctual office
experience?" wasg "Yes.!

How many of these same managers, however, are able to
provide cummer work positions for buginess teachers?

Teble XLII shows the number and percentage of office
managers whose firms had summer positions available for

teachers, and the number and per cent of those who did not

have positiong available.
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TABLE XLII

Summer Work Pogsibilities for Businegs Teachers

No. Per Cent
Doee your firm have openings Yes 18 20.9
for busgsinesgs teachers 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 provide
openings for business teachers in summer work. Certain
firme do not hire temporary help, others do not have steno-
graphic relief work, others were too small to require
additional summer help.

Opportunities for summer work seemed to be best in the
larger firms. One firm reported that it would prefer
teachers for summer replacement, but had not been able to
gecure the services of a teacher! One office manager felt
that teachers would demand a higher wage than he could
afford to pay for office work.

Another office menager indicated that he could not
gpare the time to train a teacher, who would be only tempo-
rary, for summer work.

One office manager qualified his acceptance of the
gummer work idea by remarking that his firm hires only
gualified personnel, and that a teacher would be expected

to meet the same qualifications before employment. He alsgo
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pointed out that a teacher would be expected to do the same
amount of work as the others in the office.

In the Portland area, there 1g apparently some oppor-
tunity for summer work should business teachers degire that
experience. A coordinate program between the businessmen
and the schools would help to make the purposes of the
program clear to everyone. It 1s possible that such a
program might be worked out ag succesefully in Portland as

it has elsewhere.
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PART XVI

Attitude of Office Managers Toward

Buginege Entrance Tesgtg

Businesgmen have tried to eliminate, by varilous means,
the employment of unqualifled personnel. One way to de-
crease the posgsibility of hiring a worker who is unable to
do the required work is to glve an ablility test prior to
employment.

In recent yeers, attempts have been made to standardize
thege ability tests. The National Council for Business
Education (UBEA) and the National Office Management Associi
ation have esteblished a permenent clerical ability testing
program. Thig program provides sgtandardized tests for
beginning epplicants in the positions of stenographer,
machine transcriber typlst, bookkeeper, file clerk, and
key-driven calculating machine operator. There is algo a
general 1lnformetion test and a ftest in fundamentals.

Thoee who pass the tests, revealing thet they are
capable of flilling a position in which thig skill 1is used,
are awarded a Certificate of Proficiency.

It wag thig testing program which the survey questioh;
naire mentioned in the question, "Would you be in favor of
gtandardized office entrance production tests given by the

schoole?!
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Table XLIII shows the compilatlon of the replies of
the office managerg in angwer to that question.
TABLE XLIII
Attitude of Office Managers Toward

Buginegs Entrance Tesgts

No. Per Cent
Do you favor standardized Yes 66 83.5
office entrance production
tests given 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 383.5 per
cent of the office managers answering that quesgtion.

However, several of the menagers indilcated that they

~are not familiar with these testg, which are devisged 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 menager that the tests are
of value only in cages where much hiring of new personnel
ig done. In gmall offices, he feelg, there is no need for

2 gtandardized testing program.
Another manager felt that the tests were not realistic

enough to be of value to the offlce manager, although they
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might be good to set standards for the student while in
school.

The survey did not asgk how many managers were now using
entrance tests, nor how many were congidering the NOMA
Certificates of Proficiency as verification of the ability
of an applicent. One manager, however, volunteered that
in his insurance firm office, all applicants were given a
test which was graded to the job being epplied for. Typing
tests were also given to applicants for every posgition.
This manager was the only one, however, who indlcated that
entraence tests were in use. Desgpite 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
ghould be provided before the tests will fulfill their

purpose.



117
CHAPTER IV

SUMMARY AND RECOMMENDATIONS

Summary

b ~

This study is basged upon a survey whilch had for its
purpose the determination of the requirements of beginning
office workers in representative business officeg of
Portland, Oregon, and, further, the determination of the

xtent to which these requirements are being filled by
beginning employees.

The questionnaire was sent out to the members of the
National Office Management Asscociation, who represented
150 firms, to 40 members of the Personnel Management
Agsoclation, and to five additional office managers who
were not members of eilther organization.

Three weeks later, every office manager who had not
returned a quegtionnaire wags telephoned to asgk him to
return the questionnaire. In some cases, additional copies
of the quegtionnaire were mailed. Two weeks later, follow-
ing the Education meeting of the National Office Management
Assoclation, a follow-up letter was mailed to those who had
not yet responded. Persgonal interviews with ten office
managers were made during this perlod.

A total of 88 repliesg, or about 45 per cent, were

received.
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The largest number of questionnaires were returned by
office managers in the field of Retail-Wholesale businesgs.
Thirty-one dguestionnaires were returned by these men.

The 88 office managers who replied to the survey
questionnaires were supervisors of a total of 3958
employees. The largest number of employees, 1259 or 31.8
per cent were in the category of Financilal firms. Actually,
only nine Financial firms were included in the study, but
two of thece firms employed over 1000 office workers.

The returns revealed a wide variation in the size of
the business offlce. 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 wae found that the replacement of employees was
highest in 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, for this 1is
a starting or ftraining poéition in many firms.

A comparatively high turnover was indicated for
Bookkeeping Machine Operators and for Cashiers. Since
these two categorieg are the oneg for which the office
manager considers it difficult to find adequately trained
beginners, it would gseem that the office managers are
planning to hire new Bookkeeping Machine Operators and

Caghierg, rather than to replace present ones. The
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turnover rate for all office employees in the survey 1is
approximately 16 per cent. Office managers felt that the
turnover rate would be higher, asg war will result in many
changes in office personnel.

The returne verified the nation-wlde trend toward
increasged employment of office workers, since there was a
growth in number of office workers of 47.5 per cent from
1940 to 1950 in these 88 Portland officegs. The numbers of
other kinds of workers, on the other hand, incressed 44.1
per cent in the same perlod. Today office workers in
Portland offices comprise almost 20 per cent of a2ll workers.
In other words, one out of five employees in these firms is
an office worker.

It was found that the clagsification of General Clerks
included the largest number of employeeg in the survey,
about 27 per cent. Clerk-Typlste were the second largest
group, and Stenographer;Secretaries third. Together these
three classificatlons accounted for almost 57 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 workere. Only in the larger
offices was there a high degree of speclalization.

The duties which were performed by the largest numbers
of workers were using the typewriter, using the telephone,

filing, using the adding machine, and meeting the public.
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Stenographer-Secretaries use the typewriter most of
2ll, Receptioniects use the typewriter almost as much, and
Clerk-Typists are third.

Receptionigts and PBX Operators use the telephone most
frequently, ac might be expected. The Stenographer-
Secretary also uses the telephone frequently, as does the
Caghler,

Filing is performed most often by the File Clerk, the
O0ffice Boy-Girl, and the Stenographer-Secretary.

The adding machine 1s used most frequently by Book-
keeper-Accountants, next by General Clerks, and third by
Bookkeeping Machine Operators.

The Receptionist most often meets the public, as do
the Caghiers and the PBX Operators.

Actually, the typewriter 1g used by 69.8 per cent of
all office employees. The telephone is almost as widely
used, since 69.3 per cent of the employees use the telephone
in connection with office work. Filing is performed by 56
per cent of the employees. Almost half of the office
employees (44,7 per cent) use the adding machines, while
over one third (34.1 per cent) meet the public.

Other duties, listed in order of fredquency, were found
to be the following: make bookkeeping entrieg, post; type
stencils; use key-driven calculator; use duplicating

machine; take dictation; use rotary calculator; use
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bookkeeping machine; use voice transcriber. These, however,
were not the only dutiles performed by office workers, since
a list of 30 additional duties were listed by office
managers under "Other dutieg.™

The greatest deficlency of‘beginning office workers was
found to be inaccuracy, according to 85.5 per cent of the
office managers. A lack of iniﬂiative wag algo reported
by almogt three-fourths of the managers. Other important
deficiencies were lack of adeptablility, of willingness to
agsume regponsibility, and of neatness.

On the other hand, beginning office workers are less
deficlent in the tralte of courtesy, cooperativenegs, and
cheerfulnegs, for they were checked as deficiencles by less
than 17 per cent of the managers.

Bince a large majority of the employees who are dig-
missed are dismissed because of a personality defect, the
deficiencies which were indicated by the study are of
speclal importance. Offlce managers brought forth the
greatest amount of criticism about employeeg in the area of
personality and attitude. The managers felt that employeesg
were more interested 1n remuneration than in a good day's
work, and that this attitude resulted in a poor quality
of work.

Office managers pointed out the fact that women

employees were sometbtlmes troublesome in the office. It was
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apparent, by the number of unsolicited remarks on the
gubject, that there was some prejudice against women workers

A study of the knowledges and abilities in which
clerical workers are deficlent revealed that a lack of
general business understanding ie the moet common de-
ficlency. Workere were also reported to be deficlent in
the abllity to think clearly, to organize thoughts, and to
express themselveg clearly. About 70 per cent of the
managers found workers deficient in a knowledge of arith-
metic and in ability to follow directions.

Inaccuracy 1s the most common deficiency of beginning
typists, according to 92.4 per cent of the managers. The
office menagers 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 legs important to the office heads than was
acecuracy.

The study revealed that stenographers are expected to
compoge letterg, and that they are not always able to do
go.

Stenographers were also unable to transcribe accurately
or to spell words correctly. Again speed was found to be
far lege important than accuracy for stenographers.

The minimum educational requlrement for office Jobs 1s

high school and one year of eilfher business college or
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college. Almost one-half of the office managers indiceted
this minimum for all office jobs.

For some poslitlons, especially Bookkeeper-Accountant,
Caghier, and Stenographer;Secrefary, a college education
was reduired 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 legs than high school education.

In most cases 1t was shown that the more responsible
positions required more school training.

The total number of office machines used in 76 of the
offices was 4154. The typewriter was found to be the most
common business machine. An incressed percentage of
electric machines were to be purchased in the future.

The gecond most prevalent machine was found to be the
full-keyboard adding machine, while the ten-key adding
machine was the gixth most common machine.

It was found that about one oubt of every six machines
in the office 1lg a celculator. The key-driven calculator
is more prevalent than the rotery-type calculator. Employees
who are Calculator Operators use the key-driven calculators,
while more Bookkeeper-Accountants use the rotary type
calculatorg than do Calculator Operators.

Whiie all the Bookkeeping Machine Operators used the

bookkeeping machine, over one-half of the Bookkeeper-
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Accountants were found to use the bookkeeping machine in
connectlion with their work.

Voice transcription machines and duplicating mechines
were also common in Portland offices.

Almost three-fourths of the office managers indicated
in the survey that they thought training for machines was
eilther essential or desirable.

Training 1s essential for guch machines as the key-
driven calculator, the key punch machine, the high-keyboard
bookkeeping machine, and the typewriter full-keyboard book-
keeping machine, according fto the majority of office
managers who took part in the survey,

Training was found to be degirable for the electric
typewriters, the stencil duplicatling machine and the fluid
duplicating machine, by a majority of the managers.

Training on the photocopy or malling machine was not
felt to be necegsary.

A study of the replies showed that the personal inter-
view was the most common basle for gselection of personnel.
The application blank was found to be second most common.
References were also ilmportant. Teacher's recommendations
were revealed to be the leagt uged source of information
for gelection of employees by these office managers.
Entrance tests were likewige used infrequently.

It wag found that the office managers who secured

information from schools in regard to the qualifications
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of an applicant were most interested in learning the in-
telligence of the epplicant. Next, they were interested
in the character and personality of the applicant. O0Offlce
managers were found to be less interested in the sgpecific
commercial subjects studied by an applicant or the actual
accomplishment in thoge subjects.

A study of the returns revealed that a majorlty of
office managers have had 4ifficulty in securing adequately
trained beginning office workerg. 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 ag being difficult to find in the locality.

The responses of the office managers concerning their
attitude toward a Cooperative Work Program showed that the
buginessmen were in favor of guch 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 wllling 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 wag found that the office managers were in almoet
unanimoug agreement that businegs 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 per cent of the office managers would have
openings for buginess teachers in summer work.

A study of the replies of the office managers as to
thelr opinion of office entrance production tests revealed
that they were in favor of the tests, since over 83 per

cent indicated a favorable attitude.



127
Recommendations

On the basls of the information compiled in this study,
it 1s believed that the following recommendationgs 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 description of the duties required for each type
of position should be made avallable to vocational counse-
lorg and to prospective businegs employees.

3. Progpective buginess workers sghould be adviged to
prepare themselveg baslically for office work by learning to
type, to uge the telephone, to file, to use the adding
machines, and to meet the public.

L, BSteps should be taken to provide a sufficient
number of progpective gtenographers, bookkeepers, and
typiste to meet the demand.

5. Progpective businesgs workers and thelr teachers
ghould be informed that inaccuracy is the greatest de-
ficiency of beginning workers. An effort muet be made to
stress the importance of accuracy in all school work.

6. Prospective business workers and their teachers
ghould be inform