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EMPLOYER D MANDS FOR HIGH SCHOOL LEAVERS 

CHAPTER I 

INTRODUCTION 

STATEMENT OF THE PROBLEM . The high school student 

who plans to terminate his formal education at the high 

school level and seek a job in the community is often 

faced with a C?mplicated and perplexing situation. There 

is seldom any written material to which he can tmtn to 

obtain information as to the type of employment available 

in the community for the high school leaver. Even if he 

has learned informally as to the job opportunities, he has 

little knowledge as to the requirements for these jobs as 

established by ·the employer. Therefore, the high school 

student who wishes to prepare himself' so that he might be 

adequately trained for a job in the community has the 

need for • listing of job opportunities and the employers' 

requirement for these jobs. 

PURPOSE OF THE STu~Y . It is the purpose of this 

study to obtain information as to the employers' demands 

for the jobs that they have available for the high school 

leaver~ It will provide a list of job opportunities and 

the requirements for these jobs as established by the em­

ployer. It is hoped that students who plan to work in 

the community will use this information so that they 
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might be better able to construct their courses of study 

in high school so as to be properly prepared for the occu­

pations in which they are interested and which are avail­

able. It is also hoped that the information gained will 

aid students in making a more realistic choice of jobs if 

they wish to remain in the community. The student will 

have available information as to the duties of the job, 

and the employers• demands. This information should aid 

the student in deciding whether or not he is qualified 

for, or has the interest in, any of the jobs contained in 

the study. 

This study will also attempt to gain information as 

to personal requirements that should be developed by the 

student. He 111 be able to determine to what extent 

employers are concerned about personality traits and 

habits such as punctuality, cleanliness and good - grooming . 

This study will, in addition, present an opportunity 

to evaluate the curriculum as to its ability to supply 

the student with the necessary background so that he 

might qualify as an employee in his chosen local occupa­

tion. Employers were questioned as to weaknesses and 

strong points of those they have emp;Loyed in the past. 

This information should point out the need for corrective 

measures in the areas noted by a number of employers. 



LOCATION OF THE STUDY. The location of this study 

is Hillsboro, Oregon . Hillsboro is the county seat of 

Washington county, and is just outside the metropolitan 

area of Portland . The community has the average business 

establishments of a city of 5, 000 population . 

Washington county is a rich agricultural section and 

many of the businesses in Hillsboro cater to the desires 

of a farming community . Feed and grain supply houses and 

farm implement shops are numerous . The largest industry 

in the town is a frozen food processing plant . Aside 

from this plant , there are no large industries hiring a 

great number of people ~ 

Because of the agricultural nature of the county; 

some of the jobs available are of a seasonal type . How­

ever , most of these jobs are connected with the process• 

ing of farm produce and are filled by people who desire 

part - time employment only . 

THE METHODS EMPLOYED IN THE STUDY. The information 

in this study has been obtained from the employers of 

Hillsboro . They were c ~ntacted for a personal interview , 

at which time the purpose of t he study was explained . 

The interviewer and the employer then went over the ques ­

tionnaire together so that the mean i ng of each question 

would be clear to the employer . 
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It should be pointed out t hat although there is i n­

cluded in t he study a description of the job as supplied 

by the employer , this was done only to supplement and 

clarify the job requirements a s given by the employer . 

The description is not meant to be a job analysis . 

DEFINITION OF TERMS . There are several terms used 

in this study wh ich should be defined in order to clarify 

t he results . 

Certain terms were used in the study to determine 

the personality traits that were necessary from the stand­

point of the employer . The definitions g iven here are 

the definitions as understood by the i nterviewer and the 

employer . 

There could be justifiable criticism that t hese terms 

have shades in meaning and that they are names of actions 

which are based on f undamental aspects of personality . 

However , it was felt that in asking questions of people 

to whom these terms are c ommonly known, and by whom the 

terms are commonly u sed, t he i r use would be valid if 

definitions were carefully clarified . L. J . Bruekner (1 , 

p . 591) says: 

For purposes of practical intercourse and 
rea dy use e will doubtless continue to use the 
common trait names found in all popular dis ­
cussions, rating cards , and checklists, and 
hallowed by long usage . As sh own earlier , such 
use can be made highly reliable when definition 
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is clear and judges trained . The fact that such 
trait designations are probably not valid at all 
does not detract from carefully controlled, 
practical use . It is important, however, that 
every one fully understands what is being done in 
so using these common and technically unjustified 
terms . 

The chief emphasis in all this is on defini• 
tion . We must define sharply and know whereof •e 
speak . 

The term nschool - leaver" as used throughout this 

study refers to either a graduate of high school or a pu• 

pil who terminates his education before graduation . 

Initiativet Ability to move from one task to another 
without direction from a superior . 

Ability to assume responsibility: Desire and ability to 
direct the carrying out of a task and the 
willingness to assume the responsibility for 
its outcome . 

Conscientiousness: Aware of the value of the job per­
formed and attempts to carry out the task to 
the best of his ability . 

Sense of humor: Place events in their proper perspective; 
inclined to look on the brighter side . 

Punctuality: The characteristic of being prompt . 

Accuracy: Quality of freedom from mistake or error. 

Cooperativeness: Respect for another's point of view; 
the ability and illingness to try to under­
stand the present position - status and mo­
tives of the other person . 

Enthusiasm: Ability and willingness to become absorbed 
in one ' s work . 

Industriousness: Sustained application; capacity fo·r hard 
work . 
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Likeableness: Pleasi ng personality, friendly. 

Loyalty: sense of duty. 

Poise: Stability, sense of dignity, being at ease in all 
situations. 

Reliability : Carrying out task s as directed. 

Sociability: Inclination to companionship with others, 
friendly, affable. 

Thoroughness: Ca.xorying a job t hrough, exact and careful 
about details. 

Adaptability: bility to adjust readily to changing situ­
ations. 

Courtesy: Politeness, being aware of social amenities . 

Honesty: A sense of property rights. 
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CHAPTER II 

RELATED STUDIES 

Investigation of employer-s• demands for jobs avail­

able to leavers of the secondar)' schools seems to be much 

more limited than similar studies pertaining to college 

graduates •. 

One of the most extensive studies was conducted in 

Virginia by Leonard M. Miller (4). The study consisted 

of a state-wide study of employers, of whom 1157 employed 

graduate.s and 388 employed drop-outs. These 1545 employ­

ers we!'e asked their opinion as to what the schools should 

emphasize. 
/ 

These employers listed three areas as being important 

factors in gaining employment. In order of importance 

they were: (l) Desi rable personal characteristics, (2) 

training and (3) previous work experience. 

The following seven desirable personal character.. 

isties were listed in this order of importance (4, p •.93 ): 

1 .. Reliability 

2·. Cooperativeness 

3 • 'fituthfulne s s 

4. Ability to use figures accurately and 
rapidly 

5.. Punctuality 
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6. Courtesy 

7. Ability to write plainly and correctly 

In the academic area the courses most desired were. 
l isted in the £ollowing order (4, p.93): 

1. Business subjects 

2.. English 

s.. Mathematics 

4. Industrial arts 

s . Personnel management 

Miller (4,- p . 94) draws this conclusion f rom his 

study:. 

.Employers of former students placed higher 
value upon acquiring desirable personality and 
character traits than they did upon training in 
subject matter fields. 

Dr. Elizabeth Lanham (.a) of the College of Business 

Administration of the University of Texas believes that 

employers are looking for people who have a. background of 

general information and attitudes on the basis o:f whieh 

business can train an employee . 

Generally bus iness is prepared and expe.ota 
to give on-the-job training to its employees ••• 
teehnieian.s come from college ••• these r ·outine 
posi tions require steady industriousness and 
well adjusted individuals who have had an op~ 
portun1 ty to get as broad a general background 
as possible •••Business nee.ds employees w1 th more 
than just typingf shorthand and other similar 
skills (3, p.252J. 

She feels that the interviewer !or a position looks 
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for these things in t hi s order of importance (3 , p.252) : 

1 . Good personal qualifications, i.e., dependable, 
loyal, courteous, willing to work , ready to 
cooperate and possessed of good personal habits . 

2 . Four years of training in English . 

3. Thorough knowledge of basic arithmetic . 

4. General business training . 

5. Basic economic facta. 

6. Background in government and civics. 

7. Skill subjects (typing, shorthand, etc.). 

8 . Cultural subjects. 

Saul Block (2) interviewed the personnel managers of 

13 companies in New York City to get their appraisal of 

high school graduates. He asked general questions about 

some of the items that are covered in this study . The 

first question had to do with the commercial abilities 

expected of high school graduates . The employers gave 

these responses (2t p . 46): 

1 . Should be able to do simple aritrunetic, mental 
as ell as written. 

2 . Should know how to spell commonly used words. 

3 . Should know the meaning of words most f'requently 
used in business. 

4 . Should be able to read and comprehend the usual 
incoming letter and thus know to ~hat department 
it should go . 

The second question asked the employers what skills 

they would want the high school graduate t o have . Their 
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answers were (2, pp.46, 47): 

1 . Everybody know ho to type . 

2. Everybody know ho to use an adding machine . 

3 . Students should know how to use some of the most 
cotTnon busine ss machines. 

Block next asked, "In what personal traits do y ou 

find them lo.clt:ing?" The employers consistently gave these 

r esponses (2 - pp . 47 , 48): 

1 . All st·ated that with rare exception do they ever 
find a boy or girl ho is willing to give a 
dollar plus for every dollar received . 

2 . 11 state that too many high school graduates 
cannot get along with their fellow workers . 

3 . oat claimed that too many high school gradu­
ates resent authority and do not take kindly to 
criticism. 

4 . 11 stated that very few high school graduates 
can be trusted to do detail ork . 

s . Some stated that the a~erage high school gradu­
ate cannot be relied upon tor epresent the firm 
to the public because he or she has never been 
taught the need for , or value of , good public 
relation& . 

6 . Everybody stated that the average high school 
graduate , particularly male , does not know how 
to dress properly . 

7 . Nobody w nted boys or girls who would be satis­
:fied with their lot . 

The last question asked by Block dealt with eom­

pl~ints of the employers . Here again he made the state­

ment that their complaints were very consistent (2 , pp . 48, 

49) . 
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1 . Most high school graduates are very poor in 
arithmetical functions . 

2 . Uany do not kno ho to use a dictionary or how 
to spell . 

3 . Not enough boys know how to type . 

4 . Girls want to be movie version "secretaries" 
rather than stenographers . 

5 . Telephone mann -ra are woefully poor and inade • 
quate . 

6 . ~any lack interest in their work . Very few show 
an interest in the employer's need for adequate
job performance . 

The research done in the field of employer demands 

seems to be consistent in pointing out that employers are 

very concerned about the personal traits and character­

istics in the young people they wish to hire. In the 

academic area the subject matter fields of English and 

mathematics are the two in nich they re most vitally 

interested . 

The study of the demands of the Hillsboro empl oyers 

is designed to measure their opinions on personal traits 

and on academic background . The data obtained will be 

an lyzed to see if the employers in Hillsboro place em­

phasis as do employers elsewhere . 
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CHAPTER III 

THE STUDY 

The information obtained from the employers as to the 

requirements for the job available has been organized so 

that this information is indio ted for each of the differ ­

ent types of jobs . 

The co piled data on each t ype of job begins with a 

description of the job . fuerever possible t he job de ­

scriptions as given in the Dietionm of Occupation Titles, 

Part I were used . These definitions have been mod ified 

if the employer h d items to add or delete. Following 

the job description there is a statement as to the amount 

of general education required or pre!erred by the employ­

ers . 

The first table drawn from the data is designed to 

show the course of study deemed desirable or essential by 

the employers for t hi s part i cular job . This table is 

followed by a second one showing t he personal traits 

looked for by the employer . Each employer ch ose four 

from a list and placed them in order of importance. 

The next table shows tho personality traits as 

listed by the employers . The employer was asked to 

choose five that in his opinion were most vital for his 

employee to possess . Following these tables t h1re is a 
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compi lation of the employer ' s general requirements in­

cluding ge , sex, previous work experience, and physical 

requirements . 

The above information is supplied for each of the 

jobs surveyed . Following the data for each job there are 

tables showing the employer demands for all jobs compiled 

together . 

Part II of this chapter is a similar study of avail• 

able jobs that require apprenticeship training . The data 

are handled in a somewhat different manner due to certain 

limitations as to available information . A fuller ex­

planation is made in the introduction to Part II . 

Part III of this chapter is a compilation of the 

second phase of the study. Employers were asked to state 

the gener 1 eak esse s and strong points of their employ­

ees, and to suggest additional courses that might be 

added to the secondary school curriculum. 
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PART I 

REQUIREUENTS FOR INDIVIDUAL .JOBS 

S1 LESF'ERSON , GENER L. The following job description 

applies in goner 1 to each of t he selling jobs. ore 

specif ic details ill be given for each of the various 

types of selling jobs. 

Job description . Displays, explains, and sells mer• 

chandise to customers on sales floor• 

1. ascertains make, type~ size or design, and quan­

tity of merchandise ordered by customer and approximate 

price customer is willing to pay; 

2. displays merchandise and ass i sts customer to 

ke a selection by suggestions and explanations; empha­

sizes the eh ief selling point of the article, be it 

quality, style, durability, popularity , ut i lity, taste, 

appearance , fr e shness, or price; may tell or show the 

customer ho to use the article ; 

3. writes out sales slip or fills ou t a sales 

contract for the customer 's s ignature; 

4. receives payment or secures credit authorization, 

and gives wrapped article to customer or arranges for its 

delivery; 

5. cares for stock on sales floor, placing new mer • 

chandise on shelves, racks, or stands, keeping stock 
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orderly and dusted during the day, requisitioning repl ce ­

ments £rom stockroom as necessary or i nforming buyer or 

department head of shor tages s t hey occur, and covering 

stock or r emov ing it fr om counter at night; 

6 . write s out acco~nodation slip men customer re• 

turns merchandise f or alteration or r epair, i ndicating 

disposition of t h e merchandise; 

7 . t kes periodic inventories of stock . 

S LESPERSON, RETAIL D YGOOD A1ID CLOTHil~G. 

Job description. P rforms duties as listed under 

salesperson, general, and , in addition , advises customer 

concerning prev iling styles and personal suitability of 

garments; answers questions relative to texture or de­

sign of garment; selects s tandard-sized garment nearest 

to customer's measurements; calls garment fitter if neces­

sary and assists in recording alterations on alteration 

tag . May advise cu stomer concerning c orrect clothing for 

any social function or designated purpose . 

General education required . All employers i n ter­

vie ed lndicated t hat t he job require s a high school 

graduate . Forty per cent indicated that one to two years 

of college experience would be desirable . 

Recommended academic background . The employers 
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interviewed indicated that the courses shown in Table I 

should be , if possible, included in the course of study . 

Personal traits . The employers were a.sl!ed: "'Whieh 

ot the following do you look for when you hire someone for 

this p sition? List your first four in order of impor ­

tance.n Table II shows their answers . The column headed 

by nnumbern indicates the number of employers. The column 

headed UCJ€tt indicates what portion this number is of the 

total interviewed .• 

Pers,onality .traits . When asked to check five per­

sonality traits necessary to do the job, those interviewed 

ggve the answers as presented in Table III . The numbers 

and percentages refer to the number checking the trait 

and the percentage that number is of the total interviewed . 

General req,uirement!. 

1 . Sex requirement . Unless the store is specifical­

ly a men 's or a ladies' clothing store, the sex can be 

ei tb.er . 

2 . Age requiremen t . Eighty per cent indicated that 

the minimum age requirement would be 18 . 20 per cent 

stated that the age should be 19. 

3. Previous work experience. Again 80 per cent 

stated that no previous work experience was a necessary 

requirement tor the job . The 20 per cent that did indi· 

cate that previous work experience was necessary said that 



TABLE I 

RECOMMENDED ACADEMIC BACKGROUND -­
SALESPERSON, ill~TAIL DRYGOOD AND CLOTHING 

COURSE ESS&~TIAL DESIRABLE COURSE .ESSEI'TTI L DESIRABLE 
No . % No., % No .. % No. % 

English 5 100 

Oral English 1 20 2 40 

Oral Expression 2 40 

Journalism 3 60 

Dramatics 

Social Science 1 20 1 20 

American History, 
Civics 

Socio-Economics 1 20 2 40 

World History 

Latin 

General Mathematics 5 100 

Algebra 1 20 

Geometry 

Trigonometry 

General Science 

Biology 

Physics 

Chemistry 

griculture 

Shop oodwork 

..... 

...J 



TABLE I (Continued) 

COURSE ESSE1'1TIAL DESIRABLE COURSE ESSENTI L DESIRABLE 
No~ % No_.. % 

Spanish Home •eonomics 1 20 1 'ID 

Bookkeeping 2 40 Art 3 60 

Typing 1 20 Band 

Shorthand Vocal ~rusic 

Commercial. 
Arithmetic 3 60 Music Appreciation 

Commercial Law 1 20 Driver Training 
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TABLE II 

ORDER OF I MPORTANCE OF PERSONAL TRAITS •~ 
SALESPERSON, RETA!L DRYGOOD AND CLOTHING 

SUBJECT ORDER OF IMPORTANCE 
1 2 3 4 

iJ!.No. % No. % No . c> No . % 
ppearance 3 60 2 30 

Personality 2 40 1 20 1 20 1 20 

Uses of good English 2 40 

Amount or formal education 

Quality of work done in school 

Willingness to work 3 60 1 20 1 20 

Do not look for anything in 
particular. I hire them 
and it they prove satis-
factory they are kept on, 
if not, they are let go . 

Ability to perform every•
day al:'ithmetie 

Ability to size up a s1tua• 
tion and do the proper thing l 20 

Check any previous work ex­
perience and references 1 20 
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TABLE III 

AOST IMPORTANT PERSONALITY TRAITS 
SALESl-'ERSOU , RETAIL DRYGOOD' AND CLOTHING 

PERSONALITY TRAIT DESIRABLE 
No . % 

PERSONALITY TRAIT DESIRABLE 
No . % 

Initiative 2 40 Likeableness 

Ability to assume 
responsibility 3 60 Loyalty 

Conscientiousness 1 20 Poise 

Sense of humor Reliability 1 20 

Punctuality 3 60 Sociability 

Accuracy 1 20 Thoroughness 

Cooperativeness 3 60 Adaptability 

Enthusiasm 1 20 Courtesy 4 80 

Industriousness 2 40 Honesty 3 60 

part time work would suffice. 

4. Special physical requirements. None indicated 

that the job required any special physical requirements 

other than normal health. 

SALESPERSON, GROCERY . 

Job description. Performs duties as described under 

salesperson, general , as these duties would pertain to 

items stocked in a grocery store. If the store has a 
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delivery service , operating the delivery truck may be 

part of the job . 

General eduea.tion required . Two of the employers 

interviewed stated that the job would require a high 

school graduate, one would prefer a high sohool graduate. 

Recommended academic background . The following 

table shows the academic background. recommended by the 

employers .• 

Personal traits, The employer$ were asked: "Which 

of the .following do you look :for when you hire someone 

for this position ? List your :first four in order of 

importance . " Table V shows their answers . The column 

headed by nnwnber" indicates the number of employers. 

The column headed n~u indicates what portion this number 

is of the total interviewed~. 



TABLE IV 

RECOMr~lDED ACADEMIC BACKG~OUND •• 
Si1.LESPERSON , GROCERY 

COURSE ESSENTIAL DESIRABLE COURSE ESSENTIAL DESIRABLE 
No . % No . % Uo. 

- % No_. %' 

English 3 100 General Mathematics 2 66 1 53 

Oral /English 1 33 1 33 Algebra 1 33 

Oral Expression 1 33 1 33 Geom~try 1 33 

Journalism 1 33 Trigonometry 

Dramatics . General Science 

Soeial Science Biology 1 33 

American History 1 53 Phy.sies 1 33 

Socio-E-conomics 1 33 1 33 Chemistry 1 53 

World History A~ricul~u:r:e 1 33 

Lati.n Home Economies 1 33 



' . 

T BLE IV (Con tinued) 

COURSE ESSENTIAL DESIRABLE COURSE ESS:b:NTIAL DESffiABLE 

No. No . No . tJ! No.• ~% % (0 

Spanish Shop-Woodwork 

Bookkeeping 3 100 Art 

Typing 1 33 Band 

Shorthand Vocal Music 

Commercial 
Arithmetic 1 33 1 33 I'ltusic ApP-recia tion 

Cormnerc ial Law 1 33 2 66 Driver Training 2 66 

c 
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TABLE V 

ORDER OF IMPORTANCE OF PERSONAL 1'RAITS -­
SALESPbRSON, GROCERY 

SUBJECT ORDER 
1 2 4 
No. ~ No . f, No . ~ No . % 

Appearance 2 66 

Personality 1 33 

Uses good English l 33 l 

Amount of formal education 

Quality of work done in school 

Willingness to work 1 33 1 33 

Do not look for anything in 
particular. I hire them and 
if they prove satisfactory
they are kept on, if not, 
they are let go . 

Ability to perform every day
arithmetic 

Family background 1 33 

Interest in this type 
of work 1 33 

Personality traits. When asked to check five per­

sonality traits necessary to do the job, those inter­

viewed gave the answers that appear in Table VI. The 

number and percentages refer to the number checking the 

trait and the percentage that number is of the total 

i nterviewed. 
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TABLE VI 

MOST IMPORTtiNT PERSONALITY TRAITS ·­
SALESPERSON, GROCERY 

PERSONALITY TRAIT DESIRABLE PERSONALITY TRAIT DESIRABLE 
No . No . %~ 

Ini tiative 2 66 Likeablenes·s 

Ability to aS• 
su.me responsibility Loyalty l 33 

Conseientiousness Poise 

Sense of humor 1 33 Reliability 

Punctuality l 33 Sociability 

Accuracy 2 66 Thoroughness 

Cooperativeness l 33 Adaptability 1 33 

Enthusiasm Courtesy 3 100 

Industriousness Honesty 3 100 

General requirements . 

1 . Sex. requirement. One employer indicated male; 

two i ndicated either. 

2 . Age requirement . All i ndicated that t he minimum 

age requirement. would be 18. 

3 . Previous work experience . All indicated that 

previous work experience would not be a .requirement for 

the job .• 
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4 . Special physical requirements . ,,the only special 

physical requirement would be the ability to do lifting . 

SALESPERSON* HOME FURNI SHINGS .. 

Job description . The employee with no experience 

starting in the home furnishing business would, in all 

cases interview,ed , begin as a helper in the warehouse and 

would deliver purchases. The warehouse job would entail 

receiving items and preparing them for display on the 

f l oor; packing and preparing purchases for delivery . 

While performing these duties the employee would be 

trained as a salesman . 

The duties of the salesperson are as described under 

salesperson, general. 

General education required . One of the employers 

interviewed would require a high school graduate for the 

job . Two would prefer that the employee be a high school 

graduate . One stated that one or two years of college 

training would be desirable . 

Re~ommended academic background. The employers 

checlted the courses appearing in Table VII as essential 

or desirable . These courses are background for a sales­

person, it being assumed that the person beginning as a 

helper in the ' Wa,~ehouse would advance to that position. 



TABLE VII 

RECOUHENDED ACADEHIC B.t CKGROIDID 
SALESPERSON, HOME FURNISHINGS 

COURSE ESSENTIAL DESIRABLE COURSE ESSENTIAL DESIRABLE%,No . % No . No . % No .% 
Eng 11.sh 3 100 General Mathematics 3 100 

Oral English 3 100 l gebra 1 33 

Oral Expression 1 33 1 33 Geometry 1 33 

Journalism Trigonometry 1 33 

Dramatics General Science 2 66 

Social Science 2 66 Biology 

American History 2 66 1 33 Physics 1 33 

Socio-Economics 2 66 Chemistry 

World History Agriculture 1 33 1 33 

Latin 1 33 Home Economics 1 33 



TABLE VII (Continued) 

COURSE ESSENTIAL DESIRABLE COURSE ESSENTIAL DESIRABLE 

No . No . 

Spanish Shop-Woodwork 1 33 

Bookkeeping 2 66 Art l 33 

Typing 2 66 :Sand 

Shorthand Vocal Music 

Commercial Arithmet i c 2 66 Music Appreciation 

Commerc i a l Law 2 66 Driver Training 2 66 
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Personal traits . The employers were asked: "Which 

of the following do you look for when you hire someone for 

this position? List the first four in order of importance .U 

The following table sh ows their answers . The column 

headed by "number" indicates the number of employers . The 

column headed tt%" indicates what portion this number is 

of the total interviewed . 

TABLE VIII 

ORDER OF IMPORTANCE OF PERSONALITY TRAITS -­
SALESPERSON, HOldE FURNISHINGS 

SUBJECT ORDER OF IMPORTANCE 
l 
No . jt 

2 
No . 

3 
% No . 

4
% No . 

Appearance 1 33 l 33 1 33 

Personality 2 66 1 33 

Uses good English 1 33 

Amount of formal education 3 100 

Quality of work done in school 

Willingness to ork 2 66 

Do not look for anything 
in particular . I hire them 
and if they prove satis• 
factory they are kept on, 
if not , ·they re let go . 

Ability to perform everyday 
arithmetic 
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Personality traits . Vlhen asked to check five per­

sonality traits nec~ssary to do the job, those interviewed 

gave the answers appearing in Table IX . The numbers and 

percentages refer to the number checking the trait and 

the percentage t hat number is of the total interviewed . 

TABLE IX 

MOST I MPORTANT PERSONALITY TRAITS -­
SALESPERSON, HO~m FURNISHINGS 

PERSONALITY TRAIT DESIRABLE PERSONALITY TRAIT DESIRABLE 
No . % No . % 

Initiative 2 

Ability to assume 
responsibility 

Conscientiousness 3 

Sense of humor 1 

Punctuality 

ccuracy 1 

Cooperativeness 

Enthusiasm 1 

Industriousness 1 

66 

100 

33 

33 

33 

33 

Likeableness 

Loyalty 

Poise 

Reliability 

Sociability 

Thoroughness 

Adaptability 

Courtesy 

Honesty 

2 66 

2 66 

3 100 

General requirements. 

1 . Sex requirement . Two employers stated that the 

sex should be male . One would employ either . 
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2 . Age requirement. All stated that the minimum 

age for employment would be 18 . 

3 . Previous work experience .. None !'equ1re previous 

WoPk experience . 

4 . Special physical requirements. None specified 

that any specie.l physical requirements were required by 

t he job . 

SALESPERSON , UTOMOB!LE PARTS 

Job description . Sells automobile parts , performing 

duties as described under salesperson,. general , and , in 

addition, fills requisitions of service department for 

parts; gives information concerning specific parts to 

custome:zt, using catalogs as source of information; exam... 

ines defective parts returned by customers to determine 

cause of defect for the purpose of making replacements or 

refund ; returns defective parts to factory ; marks and 

stores parts in stockroom according to prearranged plan . 

General education re9~ired. Both employe-rs stated 

that the job would requ!re. a high school graduate . 

Reeommended academic background ,. The fol lowing table 

shows the academic background recommended by the two em­

ployers having job opportunities in this field . 



TABLE X 

RECOM~mNDED ACADEMIC BACKGROUND 
SALESPERSON, AUT01WBILE PARTS 

COURSE ESSENTIAL DESIRABLE COURSE ESSENTIAL DESI RABLE 
No . % No. % No . % No. % 

English 2 100 General Mathematics 2 100 

Oral English 1 50 1 50 Algebra 2 100 

Oral Expression 1 50 1 50 Geometry 1 50 

Journalism Trigonometry 1 50 

Dramatics General Science 1 50 

Social Science 1 50 Biology 

American Hi story 2 100 Physics 1 50 1 50 

Socio-Economics Chemi stry 

World His tory Agriculture 

La.tin Home Economics 



TABLE X (Continued) 

COURSE ESS 'NTIAL DESIRABLE . COURSE ESSENTIAL DESIRABLE 

No . No . No . No .~ ~ ~ if 
Spanish Shop- Woodwork 

Bookkeeping 1 50 Art 

Typing 1 50 1 50 Band 

Shorthand Vocal Mus i'c 

Commercial 
Arithmetic 

Commercial La.w 

2 100 
.. 

usic Appreciation 

Driver Training 1 50 
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Personal traits. The employers were asked : "Which 

of the following do you look for when you hire someone for 

this position?" '"List your first four in order of impor• 

tance. '' The following table shows their answers • The 

column headed by "number•• indicates the number of employ­

ers. The column headed "%" indicates what portion this 

number is of the total interviewed . 

TABLE XI 

ORDER OF IMPORTANCE OF PERSONAL TRAITS ·­
SALESPERSON, AUTOMOBILE PARTS 

SUBJECT ORDER OF IMPORTANCE 
1 2 3 4 
No . fo No . fo No . % No . ofo 

Appearance 1 50 1 50 

Personality 1 50 

Uses good English 

Amount of formal education 

Quality of work done in school 1 50 

Willingness to work 2 100 

Do not look for anything
in particular. I hire 
them and if they prove
satisfactory they are 
kept on, if not. they 
are let go . 

Ability to perform every­
day arithmetic l 50 1 50 
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Personality traits . Vfhen asked to cheek five per­

sonality traits necessary to do the job, those interviewed 

gave the answers found in Table XII . The numbers and 

percentages refer to the number checking the trait and the 

percentage that number is of the total interviewed . 

TABLE XII 

MOST I PORT1NT PERSONALITY TRAITS -­
SALESPERSON , AUTO IOBILE PARTS 

PERSON LITY TRAIT DESIR BLE · IT DESIRABLE 

lfo . % No . % 
Initiative 1 50 Likeableness 

Ability to assume 
responsibility 1 50 Loyalty 

Conscientiousness Poise 

Sense of humor Reliability 1 50 

Punctuality 1 50 Thoroughness 

ccuracy 1 50 daptability 

Cooperativeness 1 50 Courtesy 1 50 

Enthusiasm Honesty 1 50 

Industriousness 1 50 Sociability 1 50 

General requirements . 

l . Sex requirement . Both employers stated that the 

sex required is male . 

2. Age requirement . One employer said that ·che 
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minimum age should be 16 . The other would require the 

minimum age to be 18 . 

3 • . Previous ~ork experience . either indicated 

that previous experience would be a necessary requirement 

for the job . 

4 . Special physical requirements . It was empha• 

sized by the employers that the job entailed some light 

lifting, that it would be necessary to be on one ' s feet 

all day and that good eyesight would be necessary . 

SALESPBRSO • VARIETY 

Job description . Performs duties as described under 

salesperson, general , as these duties would pertain to 

items sold by a variety store . 

General education required . 11 empl oyers stated 

th t they would require that the employee be a high 

school graduate in order to qualify for the job . 

Recommended academic background . The following table 

shows the academic background recommended by the employ• 

ers interviewed . 



XIII 

:CO-M1'JENDED I•CADE.M !C BAOKGR:OtmD - ­
SALESP~RSON, VAR!.S'H' 

English 3 100 Geneyal l!athemat1e:s 3 lOO 

Oral English 3 lOO Algebra 

l .5xpP.osa1on 2 66 Goonte~ 

Journa11sh l 5:5 Tr1gGnomet:ry 

Dramaties s. 6$ General Scien.c-e 2 6 

Soo1al Science 2 6-6 Biol.ou 

,r1-can History Physics 1 S3 

Soei~eonamies 1 a3 Gb.emistry 1 33 

llo.r'ld Histol"'Y .1 3Z Aru;-1cul.tua-e l ~ 

Lath Rome lJ:,eanomics 

~ 
~ 



TABLE XIII (Continued) 

COURSE ESSENTIAL DESI RABLE COURSE ESSENTIAL DESIP~BLE 

Spanish 

--~---~ --- -- -- - -- - - - No.-- ­ --------'­ d No.- ­ _ "]2_ · -- - ---~-----· - t1! .~- --- - ---- - ---­ - --~----- - -- - --- - - - -- ·- ----------- -

Shop-Woodwork 

No . ~ .E._ No.. ~ ' 

Bookkeeping 1 33 Art 1 33 

Typing 2 66 Band 

Shorthand 1 33 Vocal Music 

Commercial 
Arithmetic 1 33 l 33 Music Appreciation 

Commercial Law Driver Training 

(A 
co 
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Personal traits. 'I'he employers were asked: "Which 

of the following do you look for when you hire someone 

for this position? List your first f'our in ordel' of im• 

porta.nce ." The following table shows their answers.. The 

column headed by 'tnumber" indicates the number of employ­

ers. The column headed "%" indicates what portion this 

number is o·f the total interviewed. 

TABLE XIV 

ORDER OF Ir1IPORTANCE OF PERSON '-L TRAITS -. ... 
SALESPERSON, VARIETY 

SUBJECT 
1 
No . 

ORDER 
2 

% No . 

OF IMPORTANCE 
3 

" No . % 
4 
No . % 

Appearance 1 33 2 66 

Personality 1 33 . 2 66 

Uses good English 2 66 

Amount of formal education 

Quality of work done in school 

Willingness to work 2 66 l 33 

Do not look for any­
thing in part.ieular. 
I hire them and it 
they prove satisfactory 
they are kept on., if not , 
they are let go . 

Ability to perform every• 
day arithmetic 
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Personality traits . When asked to check five per­

sonality traits necessary tG do the job , those interviewed 

gave the answers appearing in Table XV ., The numbers and 

percentages refer to the number checking the trait and 

the percentage that m.unbeP is of the total interviewed . 

TABLE XV 

MOST IMPORTANT PERSONALITY TRAITS ...... 
SALESPERSON , V.ttRIETY 

PERSONALITY TRAIT DESIRABLE PERSONALITY TRAIT DESIRABLE 
: No . % : ·· No ,. . % 

Initiative Likeablene ss 

Ability to assume 
responsibility Loyalty 1 33 

Conscientiousness 2 66 Poise 

Sense of humor Reliability 2 66 

Punctuality 1 33 Sociability 

Accuracy 2 66 Thoroughness 

Cooperativeness 1 33 Adaptability 1 33 

Enthusiasm 1 33 Appearance 1 33 

Industriousness Courtesy 

Honesty 100 

General requirement$ . 

1 . Sex requirements . Two of the employers indicated 

that the sex should be femaleJ one indicated either. 
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2 . Age requirement . Each had a di~ferent minimum 

age: 16, 17 and 18 . 

3 . Previous work experience . None felt that previ ­

ous experience was a necessary requirement for the job . 

4 . Special physical requirements . One employer 

stated that the job included s ome lifting . 

AUTO MECHANIC APPRENTICE 

Job description . The ·beginning job will consist of 

the followingduties: car wash and cleaning and polish­

ing of new cars; ear greasing and lubrication; general 

shop cleanup . In addition, the apprentice will begin on 

the prescribed apprentice ship training program . 

General educ tion required . Two of .the employers 

interviewed indicated that a high school education would 

be required ; three indicated that a high school graduate 

would be pre.ferred . 

Reconnnended academic background . The employers inter­

viewed indicated that the following course would be essen­

tial or desirable . 



TABLE XVI 

RECOMMENDED ACADEMIC BACKGROUND 
AUTO MECHANIC , PPRENTICE 

COURSE ESSENTI,AL DESIR BLE COURSE ESSENTIAL DESIRABLE 
lio . % No. % no . % No.., % 

English 4 so General Mathematics 5 100 

Oral English 2 40 1 20 Algebra 2 40 2 40 

Oral Expression 2 40 Geometry 2 40 

Journalism 1 20 Trigonometry 2 40 

Dramatics 1 20 General Science 2 40 

Social Science 1 20 Biology 

American History 1 20 Physics 2 40 3 60 

Socio-Economics 2 40 Chemistry 1 20 1 20 

World History l. 20 Agr1cu~ture 1 20 

Latin Home Economics 



TABLE XVI (Continued ) 

COURSE ES ENTIAL DESIRABLE COURSE ESSENTIAL DESIRABLE 

No . No . No . :No .~ ~ ~ ~ 
Spanish Shop-Woodwork 1 20 

Bookkeeping 3 60 1 20 Art 1 20 

Typing 1 20 2 40 Band 

Shorthand Vocal Music 

Commercial 
Arithmetic Music Appreciation 

Commercial Law Driver Training 2 40 
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Personal traits. The employers were asked : n\'lihich 

of the following do you look for when you hire someone far 

this position? List th first four in order of impor­

tance .n They gave t he following responses. The columns 

refer to the order of import nee . The c olumn headed by 

"number" i ndicates the number of employers. The column 

headed "%" indicates what portion this number is of the 

total intervie ·ed . 

TABLE XVII 
ORDER OF IMPORT NCE OF P.t.i:RSOU.AL TRAITS •­

AUTO MECHANIC APPRENTICE 

SUBJECT ORDER OF IMPORTANCE 
1 2 ' 3 4 
No . No . No , No .~ ~ fo 1f 

Appearance 3 60 l 20 

Personality 2 40 1 20 1 20 

Uses good English 1 20 l 20 

Amount of formal education 

Willingness to work 2 40 1 20 l 20 

Do not look fQr anything 
in particular . I hire 
them and if they prove satis-
factory they are kept on, if 
not , they are let go . 

Ability to perf'orm every­
day arithmetic 1 20 1 20 

Ability to write legibly 1 20 

Ability and eagerness 
to learn 1 20 

http:P.t.i:RSOU.AL
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Personality traits . When asked to check five pe.r .... 

sonality traits necessary to do the job, those interviewed 

gave the answers found in Table XVIII . The numbers and 

percentages refer to the number checking the trait and 

the percentage that number is of the total interviewed. 

TABLE XVIII 
MOST IMPORTANT PERSONALITY TRAITS •• 

AUTO MECHA.NIC APPRENTICE 

PERSQl.iALITY PBRSONALITY TRAIT DESIRABLE 
No. 

Initiative 2 

Ability to assume 
responsibility 2 

Conscientiousness 

Sense of humor 

Pu.rto tuali ty 3 

Accuracy 2 

Cooperativeness 1 

Enthusiasm 2 

Courtesy 4 

40 

40 

60 

40 

20 

40 

80 

Industriousness 

Likeableness 

Loyalty 

Poise 

Reliability 2 40 

Sociability 1 20 

Thoroughne a.s 1 20 

Adaptability 1 20 

Hones.ty 2 40 

General requirements 

1. Sex requirement. All indicated that the sex 

should be male • 

2. Age requiremeut. One employer had no minimum 
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age requirement; three placed 18 as the minimum age; one 

placed 16 s the minimum age. 

3. Previous work experience. None indicated that 

previous work experience as necessary . 

4. Special physical requirements. None specifie~ 

that the job required any special physical requirements . 

GENERAL OFFICE 10RK , CTERK-TYPIST 

Job description . Depending upon the size and type of 

office , performs ,any combin tion o:f the fol lo ing or simi­

. lar clerica l duties: M kes up and files reports; tabu• 

lates and posts data in various r ecord books; takes tele• 

phone orders; check s in cash registers; gives ini'ormation 

to callers; sends out bills; checks calcula tions; keeps 

a small set of book s; operates various office machines 

such as a duplicating machine; does general clerical work 

not requiring special schooling or training and requiring 

the use of a typewriter in the accomplishment of a majori ­

ty of the duties; typewrites lstters , reports - and other 

matter from rough draft or corrected copy; files records 

and reports , sorts and distributes incoming mail. ad­

dresses outgoing mai l , and does other clerical work , per­

forming one or a combina tion of. clerical duties as as­

signed . 

The above job description is of course gene.ral and 
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may pply in more det .11 to on job than another . The 

exact details or the job ill vary ith the type or busi­

ness and it size . 

Gener 1 education required . or the nine employers 

inte:rviewed, five. stated th t the employee must be a high 

school gr duate in order to qualify for the job . Four 

stated that a high school graduate w a preferred; t o of 

these four stated that experience ould have to substi­

tute for the high school training . 

Recommended academic b ckground. 1~e following t ble 

shows the academic b ckground recommended by the empl oy­

era . These employers repre sent a wide variety of bus i ­

nesses . Unless the prospective employee has a specific 

job in mind , he should note carefully the broad back­

ground dee ed desirable by employers in Hillsboro . 

Personal traits . The employers were sked : "Which 

of the follo ing do you look for when you hire someone for 

this position?" ' List your first four in order of impor­

t nee . n ·r:he follo ing table (Table XX ) shows their 

ns ers . 11he c0lunt'"l headed by "numbern indicates the 

number of' employers . The column headed "%" indicates hat 

portion this number is of the total interviewed . 



TABLE XIX 

RECOMMENDED ACADEMIC BACKGROUND -­
GENERAL OFFICE WORK, CLERK- TYPIST 

COURSE ESSEt-lTIAL DESIRABLE CO URSE ESSENTIAL DESIRABLE 
No . % No . % No . % No. % 

English 8 89 1 11 General Mathematics 6 67 

Oral English 4 45 2 22 Algebra 1 11 3 33 

Oral Expression 3 33 Geometry 1 11 1 11 

Journalism 1 ll Trigonometry 1 11 1 11 

Dramatics General Science 4 45 

Social Science 1 11 2 22 Biology 1 ll 

Ameri can History 2 22 Physics 2 22 

Socio-Economics 1 11 4 45 Chemistry 1 11 

World History 1 11 Agriculture 2 22 

La tin 3 33 Home Economies 1 11 l 11 



T BLE XIX (Continued) 

COURSE ESSE:UTIAL DESIR BLE COURSE ESSENTIAL DESIRABLE 

No. % No . % No . % No.. % 
Spanish Shop-Woodwork 1 11 

Bookkeeping 6 67 1 11 Art 1 11 

Typing 7 78 2 22 Band 1 11 

Shorthand 4 45 1 11 Vocal l.iusic 1 11 

Conu:nerc ia.l 
Arithmetic 6 67 l 11 Music Appreciation 

Commercial Law 1 11 2 22 DI-iver '.l!raining 
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TABLE XX 

ORDER F IMPORT~NCE OF PERSONAL TRAITS -­
GENERAL OFFICE WORK , CLERK- TYPIST 

SUBJECT ORDE OF IMPORTA~TCE 
1 ~ 3 4 

o . % No . % No . No . 2& % 
Appearance 2 22 5 56 1 11 

Personality 1 11 1 11 4 45 2 22 

Uses good English 2 22 1 11 

Amount of formal 
education 1 11 2 22 

:uality of work 
done in school 2 22 

Willingness to ork 3 33 1 11 2 22 

Do not look for any­
thing in particular . 
I hire them and if 
they prove satisfactory
they are kept on. if 
not , they are let go . 

bi11ty to perform 
everyday arithmetic 

Former work experi ­
ence and references 1 11 1 11 

Ability and eagerness 
to learn--aptitude 1 11 

Desire for the job 1 11 

Personality traits . When asked to check five per• 

sonality traits necessary to do the job , those interviewed 
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gave the answers a ppearing in able XXI . The number and 

percentages refer to the number checking the trait and the 

percentage that number is of the total ·interviewed . 

T BLE XXI 

IDST IMPORT NT PERSONALITY TRAITS -­
GEN~L OFFICE wORK, CLERK-TYPIST 

PERSONALITY TRAIT DESI RABLE PERSON LITY TRAIT DESIRABLE 
rio . % No . % 

Initiative 

bility to assume 
responsibility 

Con scientiousness 

Sen se of' humor 

Punctuality 

Accuracy 

Cooperativeness 

Enthusiasm 

Industriousness 

6 67 

2 22 

3 33 

4 45 

5 56 

4 45 

2 22 

Likeableness 1 11 

Loyalty 2 22 

Poise 

Reliability 6 67 

Thoroughness 2 22 

Sociability 

daptability 2 22 

Courtesy 2 22 

Honesty 4 45 

General requirements 

1 . Sex requirement . Six employers would hire 

either , three prefer a female . 

2 . Age requirement . Five employers put the minimum 

a ge at 181 four at 17 . 

3 . Previous work experience . None indicated that 
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previous work experiences :rere nece ssary . 

4 . Special physical requirements . None listed any 

spec1 1 physical re~uirements . 

METER READER 

Job description . Reads r ecording dials of gas , alee ­

trio, steam or water meters , and writes on a meter card the 

figures as indicated by the me ter index h nds . May note 

on the meter card the amount of gas, electricity, steam, 

or water consumed by subtr cting the meter reading or the 

previous month from the me ter reading he records . 

General education required . The one employer inter­

viewed stated that t he required education would be comple­

tion of the eighth grade; ho ever , a high school graduate 

ould be preferred . It should be pointed out that this is 

an entry job and advancement is possible either to a line 

cre 7 or enoffice job . The employer pointed out that 

either of these jobs would require more academic back­

ground or considerable experience . 

Recommended cademic background . The following table 

shows the academic background recommended by this employ­

er . 



TABLE XXII 

RECOMMENDED ACADEMIC BACKGROUND -­
UETER READER 

COURSE ES NT IAL Di!iS IRABLE COURSE ESSENTIAL DESIRABLE 
No. %. No . % 

English 1 100 
Oral English 
Oral Expression 
Journalism 
Dramatics 
Social Science 
American History 
Socio- cono.::nics 
World History 
Latin 
Spanish
Bookkeeping 
Typing 
Shorthand 
Commercial Arithmetic 
Commercial Law 

General Mathematics 1 100 
Algebra 
Geometry 
Trigonometry 
General Science 1 100 
Biology 
Physics 
Chemistry 
Agriculture 
Home Economies 

1 100 

Shop-V oodwork 
Art l 100 
Ba.."'ld 1 100 
Vocal Music 
~usic Appreciation 
Driver Training 1 100 
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Personal traits . The employer was asked: "Which of 

the following do you look for 1hen you h ire someone for 

this position? List your first four in order of impor­

tance . t The following tabl e shows his nswera. The 

c olumn headed by "number" indicates the number of employ­

ers . The column headed "~" indicates hat portion this 

number is of the total intervie ed . 

TABLE XXIII 

ORD~R OF IM.t'ORT NCE OF PERSOi-AL T AITS - ­
r.1E'rER READER 

SUBJECT OHDER OF NCF. 
1 2 4 
No . % No . % No . 1 No . 

Appe r nee 1 100 

Personality l 100 

Uses good English 

mount of formal education 

uality of ork done in school 

Yillingne sa to work 1 100 

Do not look for anything in 
particular . I hire them 
and 1f they prove satisfactory 
they are kept on, if not , 
they are let go . 

bility to p rform everyd y 
arithmetic 

If right or left handed . (Difficult for 
left -handed person to rite in meter bo k ). 1 100 
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Pe~sonality t~aits . When asked to check five pe~­

sonality traits necessary to do the job, this employer 

gave the ans e~s ppearing in Table XXIV . The number and 

perc ntages refer to the number checking the trait and 

the percentage that number is of tho total intervie ed. 

TABLE XXIV 

MOST I 1PORT.i.NT PERSO iALITY TR ITS ..,_ 
v!ETER Rb;; DER 

PERSONALITY 'I'HAIT DESinABLE Pl.!:RSOUALITY TRAIT D~SIRABLE 
No . (J1 No . %" 

Initiative Likeablenoss 

Ability to assume 
responsibility 1 100 Loy lty 

Conscientiousness Reliability 

Sense of humor Poise 

Punctuality Soclability 

Accuracy 1 100 Thoroughness 

Cooper.tiveness 1 100 Courtesy 1 100 

Enthusiasm Honesty 

Indus tr i ousne s s 1 100 Adaptability 

General requirements 

1 . Sex requirement . The employer stated that the 

sex should be male . 

2 . Age requirement . The minimum age requirement 1s 

http:1PORT.i.NT
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17 . 

3 . Previous ork experience . No previous work ex­

perience is required . 

4 . Special physical requirements . No special physi­

cal requirements are needed to qualify for t h is job . 

PRINTER APPRENTICE . 

Job description . Learn various duties of printing 

by aiding in the processes under guidance of sk i l led 

printer . Do C?lean ing of shop, m chinery , t ype . Might 

read proof and aid in composition of job printing . 

General education required .. There i s only one such 

job opportunity in Hillsboro . The employer requires a 

high school graduate f or the j ob . 

Rec ommended ac&.demic bacl::ground . This empl oyer 

reo .illlllends the academi c background shown in Table XXV. 



RECO!t.,,:ENDED ACADEM:IC B.t. CKGROUND ...-
PRIWfER APPR~NTICE 

COUR8E ESS.J;NTIAL D~SIRABLE COURSE ESSENTIAL DESIRABLE 

No . No . No . 

Engl i sh­ 1 100 General M thematics 1 100 
Oral English Algebra 
Oral Expre ssion Geometry 
J ournalism 1 
DI'amatics 

100 Trigonome try 
General Science 1 100 

Social Science Biology 
erican History 

Socio­ conomics 
Physics 
Chemi stry 

1 
1 

100 
100 

World History Agricu 1 ture 
Latin I!ome c onomics 
Spanish Shop­ oodwork 
Bookk eping rt 1 100 
Typing Band 
Shorthand Vocal usic 
Commercial Arith~et1c ~usic ppreciation 

· Commercial Law Driver Training 
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Pe~sonal t~aits . The employe~ was asked: "Which of 

the following do you look fo~ when you hire someone for 

this position? List your first four in order of impor ­

tance . " The following table shows his answer . The 

column headed by ttnumberu indicates the number of employ­

ers . The column headed "'%" indicates what portion this 

number is of the total interviewed . 

TABLE XXVI 

ORD 'R. OF IMPORTAwCE OF PERSONAL TRAITS •• 
PRINTER APPRENTICE 

SUBJECT ORDER OF IMPORTANCE 
1 2 3 4 
No . % No . % No . % No . 

ppearance 1 100 

Person lity 1 100 

Uses good Bnglish 

ount of formal education 

Quality of work done 
in school 1 100 

Willingness to work 1 100 

Do not look for anything 
in particular . I hire 
them and if they prove 
satisfactory they are 
kept on, if not , they 
are let go . 

Ability to perform every­
day rithmetic 
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Personality traits. hen asked to check five per­. 
sonality traits necessary to do the job, the employer 

interviewed gave the answers appearing in Table XXVII . 

The n~~ber and percentages refer to the number checking ­

the trait and the percentage that number is of the total 

intervieVIed . 

TABLE XXVII 

MOST IMPORTANT PERSONALI~Y TRAITS -­
PRINTER APPRENTICE 

PERSONALITY THA IT DESIRABLE PERSONALITY TRAIT DESIRABLE 
No . 2~ No . ~ 

Initiative 1 100 Likeableness 

Ability to assume 
responsibility 1 100 Loyalty 

Conscientiousness 1 100 Poise 

Sense of humor Reliability 

Punctuality Sociability 

Accuracy 1 100 Thoroughness 

Cooperativeness Adaptability 

Enthusiasm 1 100 Courtesy 

Industriousness Honesty 

s,oeiability 

General requirements 

1. Sex requirement . The sex required for a printer 

I 
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apprentice is a male. 

2 . Age requirement . The age required except in an 

exceptional ease is 18 . 

3. Previous work experience . No previous work ex• 

perience is a necessary requirement . 

4. Special physical requirements. The job includes 

some lifting . 

PUMP SERVICE N . Two employers contacted have job 

opportunities for a high school leaver to learn to become 

a pump serviceman . The job description below details the 

duties to be learned by the employee . 

Job description . Repairs all types of pumps nd pump 

power units, such s centrifugal and plunger type pumps , 

and gasoline-engi ne , Diesel - engine , and electric-motor 

po er units; diagnoses trouble in pump; dismantles pump; 

repairs defective parts or replaces them with new ones; 

reseats nd grinds valves ; repacks stuffing boxes ; tests 

pumps for proper operation; uses mechanic's and electri­

ci n's h nd tools , hoists , and other equipment in making 

repairs . May wire motor to switchboard and install fuse 

box .. 

General education required . The two employers inter~ 

viewed stated that a high school graduate would be pre ­

ferred. 



TABLE XXVIII 

REC Olr.:.ElTDED ACADEMIC BACKGROUND -­
PUMP Sl!:RVICE N 

COURSE ESS.f!:1 r.l'IAL DESIRABLE COURSE ESSENTIAL DESIRABLE 

No . % No. (!& No . ~ No.. %I 

English 2 100 General .W.t hema.t 1 c s 2 100 

Oral English 1 50 Algebra 1 50 

Oral xpression Geometry 1 50 

Journalism Trigonometry 1 50 

Social Science General Science 

American Hi story Biology 

Socio­ economics 1 50 Physics 2 100 

World History Chemi <'ltry 1 50 

Latin Agr · culture 



TABLE XXVIII (Continued) 

COURSE ESSENTIAL DESIRhBLE COURSE ESSENTIAl. DESIRABLE 

No . % No. % No . % ...r o.. % 
Spanish Home Ec onotnics 

Booklteepi ng 1 50 Shop- Woodwor k 

Typing 1 50 Art 

Shorthand Band 

Commercial 
Arithmetic 1 50 Vocal [usic 

Commercial La 1 50 Music Appreciation 

'­- Driver Training 1 50 
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Recom.l'llended academic background . The courses indi­

cated on the preceding chart are the ones checked by the 

empl~yers as being essential or desirable as training or 

background for this occupation . 

Personal traits. The employers were asked: "Which 

of the following do you look for when you hire someone 

for this position . List your ~irst four in order of im~ 

portance . " They gave the following responses . The col­

umns rei'er to the order of importance. The column headed 

by nnwber" indicates the number of employers . The column 

headed n%n indicates what portion this number ls of the 

total interviewed. 
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ORDER OF HiPORTANCE OF P ' SONAL TRA I TS 
PU11iP SERVICEMAN 

SUBJECT 
1 
No . % ~o . % No. % o . % 

ppearance 1 50 1 50 

Personality 1 50 1 50 

Uses good English 

Amou.TJ.t of formal 
education 

Quality of work 
done in school 1 50 

Willingness to 
work 1 50 1 50 

Do not look ror 
anything in parti­
cular . I hire them 
and if they prove 
satisfactory they 
are kept on , if not , 
they are let go . 

bility to perform every­
day arithmetic 1 50 

Desire to lear n and 
enjoy the job 

Personality traits . \¥hen asked to check five per­

sonality traits necessary to do the job, those interviewed 

gave the answers found in Table XXX. The numbers and per ­

centages refer to the number checking the trait and the 
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percentage that number i s of the total interviewed . 

TABLE XXX 

MOST IMPORTANT PERSONALITY TRAITS •• 
PUI~P SERVICEMAN 

PERSONALITY T IT DESIRABLE PERSONALITY TRAIT DESI BtE 
No . % No . % 

Initiative 1 50 Likeableness 

Ability to ssume 
responsibility 1 50 Loyalty 1 50 

Conscientiousness 1 50 Poise 

Sense of humor Sociability 

Punctuality Thoroughness 1 50 

Accuracy 1 50 Adaptability 1 50 

Cooperativeness Courtesy 

Enthusias 1 50 Honesty 2 100 

Industriousness 

General reguirements 

1 . Sex requirement . The sex must be male . 

2 . Age requirement . One employer required a minimum 

age of 18; the other required the minimum age to be 19 . 

3 . Previous 1ork experience . Neither employer re ­

quired any previous experience as a necessary requirement 

for the job. 
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4. Special physical requirements . One specified 

that the job required some lifting, the other felt that 

no special physical requirement was necessary . 

STENOGRAPHER 

Job description. Takes dictation in shorthand of cOil­

respondence~ reports, and other matter and transc~ibes 

dictated material, writing it out in long hand or using 

a typewriter . May be required to be versed in the tech­

nical langu ge and ·terms used in a p$-rticular profession. 

,1ay perform a variety of related clerical duties . ay 

take dictation on a stenotype machine, or may transcribe 

information from a sound producing record . 

General education required. Si x employers stated 

that the employee should be a high school graduate . Two 

stated that a high school graduate was preferred . 

Recommended academic background . The following table 

shows the academic background recommended by the employ~ 

ers interviewed . s was the case with the general office 

worker, these jobs are available in a wide selection of 

businesse·s. The results of the survey show that the stu• 

dent with a wide academic and practical background will 

have a greater number of job opportunities . 



TABLE XXXI 

RECOMMENDED ACADEMIC BACKGROUND -­
STENOGRAPHER 

COURSE ESSENTIAL DESIRABLE COURSE ESSENTIAL DESIRABLE 

No . % No . % No. % No. % 

English a 100 General Mathematics 5 62.5 2 25 

Oral English 4 50 Algebra 

Oral Expression 1 12.5 1 12.5 Geometry 

Journalism 1 12.5 Trigonometry 

Dramatics General Science 1 l2.5 2 25 

Social Science 1 12.5 2 25 Biology 2 25 

American History 1 12.5 Physics 2 25 

Socio-Economics 1 12.5 1 12.5 Chemistry 2 25 

World History 1 12.5 Agriculture 2 25 

Latin 2 25 Rome Economics 1 12.5 1 12.5 



TABLE XXXI (Continued) 

COURSE 

Spanish 

ESSENTIAL 
No . % 

DESIRABLE 
..J o . ·%. 
1 12.5 

COURSE 

Shop-Woodwork 

ESSENTIAL 
No . % 

DESIRABLE 
No. % 
2 25 

Bookkeeping 5 62.5 Aztt 2 25 

Typing 

Shorthand 

8 

8 

100 

100 

Band 

Vocal Music 

1 

1 

1.2.. 5 

12..5 

Commercial 
Arithmetic 6 75 Music Apprec iation 1 12.5 

Commercial Law 2 25 2 25 Driver Training 1 12.. 5 
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Por·sonal tra its . The employers were asked: nv..'hich 

of the f'ollo ing do you look for when you hire someone 

for this position? List your first four in order of im­

portance . n The f ollo int; t ble shows t heir !4nswers . The 

column headed by "number1
' indicates the number of employ... 

ers . The column he ded n%u indicates v,hat portion this 

number is of the total interviewed . 

Personality traits . When asKed to check five per­

sonality traits necessary to do the job, those inter - , 

viewed gave the answers appearing in Table XXXIII . The 

numbers and percentages re.fer to the number checking the 

trait and the percentag~ that number is of the total 

interviewed . 

General requirements 

1 . Sex requirement . Five of the employers stated 

th t the required sex was female . Three said that either 

1ould be employed . 

2 . ge requirement . 11 stated that the minimum 

age for employment is 18 . 

3 . Previous work experience . None of the employers 

require previous work experience . 

4 . Speci 1 physical requirements . None o£ the em­

ployers mentioned any special physical requirements . 
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TABLE XXXII 

ORDER OF IMPORTANCE OF PERSONAL TRAITS 
STENOGRAPHER 

SUBJECT ORDER OF IMPO TANCE 
1 2 3 4 
No . No . No . No ,1f ~ i! ~ 

Appearance 3 37 , 5 2 25 2 25 

Personality 2 25 2 25 4 50 

Uses good English 2 25 1 12 . 5 

Amount of f ·ormal 
education 1 12 . 5 

Quality of work 
done in school 1 12.5 4 50 

Willingness to work 2 25 1 12 . 5 

Do not look for any... 
thing in particular • 
I hir·e the:q~ and if 
they prove satisfac• 
tory they are kept. on , 
if not , they are let go. 

Ability to perform 
everyd y arithmetic 25 

Former work exper ience 
and references 1 12 . 5 l 12 . 5 

Mental alertness 1 12. 5 
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TABLE XXXIIl 

MOST IMPORTANT PERSONALTI.Y TRAITS •­
STENOGRAPHER 

PERSONALITY TRAIT D1SIRABLE PERSONALITY TRAIT DESIRABLE 
No . No .~ ~ 

Initiative 7 87 . t) Likeableness 

Abllity to assume 
responsibility 4 50 Loyalty 1 12.5 

Gonsc ientiousne~ is 5 62 . 5 Poise 

Sense of humor Reliability 4 50 

Punctuality 4 50 Sociability 

. ccura cy 5 62 . 5 Thoroughness 1 12.5 

Cooperativeness 3 37 . 5 Ada.ptability 

Enthusiasm 2 25 Courtesy 4 50 

I 1idustriousness Honesty 2 25 

Job d~scription . Hand trucks or carries merehandlse 

and 1aterial about a warehouse , usually between loading 

platform a9d· storage bins; sta.ek s or otherwise stores 

merchandise~ or material in bins, or on shelves,. May load 

and unload trucks or railroad freight ears. 

Gener~l educationrequired . One employer states that 

the employee must be a high school graduate; the other 

stated that a high school graduate would be preferred . 

Recomm~nded academic 'background. The following table 
j 

•· 



TABLE XXXIV 

RECOMMENDED ACADEMIC BACKGROUND 
WAREHOUSE .~N 

COURSE ESSENTIAL DESIRABLE COURSE ESSENTIAL DESIRABLE 

Uo. No. No . No.% % % % 
English* 2 100 General f, thematics 2 100 

Oral English Al gebra* 1 50 

Or l Expression* l 50 Geometry* 2 100 

Journalism Trigonome try* 1 50 

Dramatics General Science 

Social Science Biology 

American His tory 1 50 Physics 

Socio-Economic s Chemi stry* l 50 

World History 1 50 ioulture 1 50 

Latin* 1 50 Home Economics 

...:1 
ro 



TABLE XXXIV (Continued) 

COURSE ESSENTIAL DES!RABLE COURSE ESSENTIAL DESIRABLE 

No •. % No . % No. % No.. % 
Spanish* 1 5 0 Shop-Wood ork* 2 100 

Bookkeeping Art 1 50 

Typ.i g Band 1 50 

Shorthand Vocal Muaie 1 50 

Connnereial 
rithmetic Music Appreciation 1 50 

Commer-cial Law Driver Training 2 100 

I 
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shows the academic background recommended by the two em­

ployers intervie ed . Those oourse.s followed by an aster­

isk (<ll-) are ones desirable or essential to have in order 

to advance to more responsible positions.• 

Personal traits . The employers were asked: "Which 

of the following do you look for when you hire someone 

for this position? List .your first four in order of im... 

portunce . '' The table on the following page shows their 

ansvers . The column headed by ttnumber"' indicates the num• 

ber of empl oyers . The column headed u1&n indicates what 

portion this number of the total interviewed . 

Personalitz tra~ts . When asked to check five person... 

ality traits necessary to do the job , those interv iewed 

gave the ' nswers appearing in Table XXXVI . The numbers 

and percentages refer to the number checking the trait 

and the percentage that num'be-r is of the t otal inter­

viewed . 

General re~uirements 

1 . Sex requirement . Both employers stated that the 

sex required is male . 

2 . Age requirement . Both indicated that the minimum 

age 1nust be 18. 

:s . Previous work experience ., Neither indicated that 

previous work experience is a. necessary r equirement !'or 

the job . However , one employer stated that it would be 



75 

desirable . 

4. Special physical requirements . Both employers em­

phasized that heavy lifting is a very large part of the 

job , 

TABLE XXXV 

ORDER OF It~ORTANCE OF PERSONAL TRAITS -­
WAREHOUSE1~4.N 

SUBJECT ORDER OF IMPORTANCE 
l 2 3 4 
No . No . No . l~o , pf~ 2f ~. 

Appearance 1 50 1 50 

Personality 1 50 1 50 

Uses g ood English 1 50 

Amow1t of formal 
education 1 50 

Quali ty of work 
done in school 

Willingnes s to work 1 50 

Do not look for any­
thing in particular . 
1 hire them and if 
they prove satisfactory
they are kept on1 if 
not , they are let go . 

Ability to pe.rform 
eveeyda:y arithmetic 

Previous wo:rk experience
(record of per.formanc.e ) 1 6{} 
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TitBLE XXXVI 

MOST L\~PORT~ NT P msON LITY TRAITS 
WAREHOUSEli N 

PERSON.LITY TP~IT DESI RABLE PERSONALITY TRAIT DESIRABLE 

No . o1 
,,1(1 No . % 

Initiative 2 100 Likeableness 

Abi lity to a s sume 
responsibility 1 50 Loyalty 1 50 

Conscientiousness Poise 

Sense of humor Reliability 2 100 

Punctuality 1 50 Sociability 

ccuraey 1 50 Thoroughness 

Cooperativeness Adaptability 1 50 

Enthusiasm Courtesy 1 50 

Industriousness Honesty 1 50 

CO~PILATION OF DATA FOR ALL J OBS . The following 

tables give an over- all picture of employers • demands . 

The responses of all employers interviewed have been com­

piled in a single t able f or each of the major fields sur­

veyed . The recommendations otrered as a result of this 

survey will be drawn from the results sh own in this over­

all compilation. The analysis of t h ese data and the 

recommends. tions are to be found in Chapter IV of this 

study . 



TABLE XXXVII 

RECOI4t.~NDED ACADEMIC BACKGROUND FOR ALL J OBS 

COURSE ESbEH'fiAL DESIRABLE COURSE ESSENTIAL DESIRABLE 

No . 

English 41 93 2 5 General Mathematics 37 84 3 7 

Oral English 21 47 7 16 Al gebra 5 11 12 27 

Oral Expression 11 25 6 13 Geometry 5 11 5 11 

Journalism 1 2 7 16 Trigonometry 4 9 4 9 

Dramatics 2 5 General Science 3 7 13 30 

Social Science 6 13 7 16 Biology 1 2 3 7 

American H1$tory 8 18 4 9 Physies 6 13 11 25 

Soc io- Economics 6 16 8 18 Chemistry 1 2 ~ 20 

World His tory 1 2 4 9 Ag:r:icu lture 3 7 e 18 

Latin 7 16 Shop-Woodwork 3 7 8 18 

~ 
~ 



TABLE XXXVII (Continued ) 

C URSE ESSENTIAL DESIR BLE COURSE ESSELrTIAL DESIRABLE 
no . % No . % No . % r ') . ~ 

Spanish 1 2 1 2 Home Economies 3 7 5 11 

Bookkeeping 21 47 5 11 t 10 25 

Ty-ping 1 8 41 7 16 B nd 3 7 

Shorthand 13 30 1 2 Vocal Music 3 7 

Commercial 
Ar ithmetic 16 36 7 16 Music Appreciation 2 5 

Commercial L 5 11 6 13 Driver Training 8 18 3 7 
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TABLE XXXVIII 

ORDER OF IMPORTANCE OF PERSONAL TRAITS FOR ALL JOBS 

SUB~CT ORDER OF IMPORTANCE 

No . No ., No . No .:!! ! ~ .~ 
Appearance 11 25 18 41 3 7 7 16 

Personality 9 20 9 20 16 36 5 ll 

Uses good English 2 5 8 18 5 J.l 

Amount of formal 
education 7 5 11 

Quality of work 
done in school 1 2 4 9 3 7 5 ll 

Willingness to work 12 27 6 13 7 16 5 ll 

Do not look for anything 
in particular . I hire 
them and i£ they prove 
satisfactory they are 
kpet on , if not , they 
are let go. 

Abi11 ty to perf'orm 
everyday arithmetic 3 7 1 

Ability 
legibly 

to v;rite 
3 7 l 2 

Ability and eagerness 
to learn 2 5 l 2 

Family background 1 2 

Interest in the type 
of work 1 2 1 2 

Ability to size up a 
situation and do the 
proper thing l 2 2 5 

Previous work experience 
and ref'erences 2 5 1 2 3 7 
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T- LE X.XXIX 

MOST I ,. PORT NT P•RS TALITY TRAITS FOR ALL J OBS 

PE 

lo. No. ~~ 
Initiative 

.tibility to assume 
responsibility 

Conscientiousness 

Sense of humor 

Punctuality 

Accuracy 

Cooperativeness 

•nthusi sm 

Industriousness 

27 

15 

16 

1 

14 

21 

15 

12 

7 

61 

34 

36 

2 

32 

47 

34 

27 

16 

Likeableness 1 

Loyalty 10 

Poise 

Reliability 21 

Sociability 2 

Thoroughness 6 

daptability 7 

Courtesy 21 

Honesty 25 

2 

23 

47 

5 

13 

16 

47 

57 

General requirements for all jobs . 

The sex required is: 17 le 11- Female 

16 Either. 

The minimum age requirement is: 16 _£__, 17 .J?....,.. 

18 31 , 19 2 • 

Previous work experience: Yes _l,_; No ~· 
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PART II 

JOBS REQUIRING P.PRENTICESHIP TRAiliiNG 

It as found in the course of this study that t here 

were available jobs that require apprenticeship training . 

Since the pplicant f or the job must meet the require* 

ments of the apprenticeship standards for the state of 

Oregon rather than standards established by a local em~ 

ployer , it was deemed advisable to gather the material 

for this study from the published apprenticeship standards 

for the state of Oregon . 

These standards have been prepared by a committee 

representing the State Counc il of Carpenters , the State 

Employers ' Association, the Department of Vocational and 

I ndustrial Education, the Bureau of Apprenticeship, the 

United States Department of Labor , and the Oregon State 

Apprenticeship Council . 

In so far as possible , the requirements of the state 

standard will be presented in the same form as the em• 

ployers 1 demands f or the occupations not comi ng under the 

apprenticeship standards . Hov1ever , .the standards do not , 

in all cases, stress the same points as asked of the em­

ployers. This is especially true in regard to personal 

and personality traits ;. therefore , that s e ction of the 

study will not be covered as ith the other oecup tiona . 
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Each standard lists the related subject matter in 

hich the apprentice shall receive instruction along with 

his on-the ... job training . The high school courses that 

would supply background for this subject matter will be 

listed as essential courses for the prospective apprentice 

to include in his curriculum . 

n apprentice in any industry is intended to mean a 

worker not less than 17 years of age engaged under direct 

journeyman supervision, and according to a prescribed or 

traditional series of work processes graded to coincide 

with increasing trade maturity in learning a skilled oc­

cupation that requires, during the learning process , 

several years of reasonably continuous employment prior 

to the time that the worker may be considered a qualified 

journeyman. In general , apprenticeship is legally recog• 

nized only if recorded in a written contract, ind6nture 1 

or agreement, in which , in return for services rendered.­

the employer promises to teach the worker the processes 

of his trade . The terms of an apprenticeship agreement 

usually include specific reference to the duration of the 

apprenticeship period , a progressive scale of wages , and 

the nature or the processe s to be taught. Frequently , the 

agreement also specifies the amount and nature of related 

schooling in vocational subjects in which the worker shall 

engage during his apprenticeship period . · 
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BRICKLAY.IiiH -:Jm STO_rE~. SON . 

Job description . The follo L~g is u list of the 

jor work processes to be learned by the apprentice: Plain 

brickl ying and use of tools , plain exterior brickwork , 

veneering face bric ork , layout and leveling , planning 

and building brick chimneys , flues , and fireplaces, 

building arches , groins and colU!!Jna, cutting , bedding and 

setting stones , terra cotta and their bonds ; laying tile 

structural , purtitions and fireproofing and miscellaneous 

items . 

General education required . pplicante shall be re ­

~uired to pass such intelligence nd aptitude tests as 

may be designated by the pprenticeship Committee . 

Recommended academic background . The related sub­

ject matter as listecl in the state standard as used to 

establish the . course that should be included in the high 

school curriculum . 



TABLE XL 

RECOML~ED ACADEMIC BACKGROUND 
BRICKLAYER AND STONEMASON 

COURSE ESSBNTIAL COURSE ESSEI'fr IAL 

English 
Oral English 
Oral Expression
Journalism 
Dramatics 
Social Science X 
American History and Civics X 
Socio- Economics X 
World History
Latin 
Spanish 
Bookkeeping 
Typing 
Shorthand 
Commercial Arithmetic X 
Commercial Law X 

General Mathematics X 
Algebra X 
Trigonometry X 
Geometry 
General Science 
Biology 
Physics X 
Chemistry X 
Agriculture 
Shop-Woodwork X 
Band 
Vocal Music 
Music Appreciation 
Driver Training 
Home Economics 

CD 
~ 
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Personal traits. The applicant shall pos.sess a good 

oharao ter and a good reput .ation in the oommuni t:y . 

S~x requirement . The state standard makes no mention 

of a sex requirement for the.. applicant. 

Age reCLuir.ement. Applicants desiring to s.erve un 

apprenticeship in. this t'Vade shall have passed their 

eighteenth birthdtty• but shall not have passed their 

t enty~fourth birthday . 

Previous work .experience .- Previous work exper1enoe 

is not a necessary requirement for entry as an apprentice, 

Special physical r .equirements. P. pplicant shall pos.,.,. 

sess a physical development sufficient to enable him to 

perform all the physical duties or this trade . 

CARPENTERS AND JOINERS 

J;ob descript_ion . The OPegon State Apprenticeships 

Standards !'or Carpenters and Joiners lists the following 

work processes of this tPade in which the appPent·iee shall 

be given wol.,k experience: torrn work and scaffolding ,. 

framing , layout , floor laying and finishing . J\ general 

construction ca:rpenter performs general carpentry work in• 

volved in the erecting of wooden building frames, install­

ing exterior and interior tttim, laying floors , building 

ooncrete forms , pouring chutes , v10oden scaffolds, and 

similar work entailing the cutting, shaping, and fastening 
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toge.ther of' wood or mater i al, such as fiher board, t hat 

is treated and used t he s ame as wood . 

General edl,lca tion required . The state standard state.s 

that applicants shall pass such intelligence and aptitude 

tests as may be designated •. 

Rec rnnmended academic background . The rel ted subject 

matter as listed in the state standard was used to e stab• 

lish the courses that should be included in the high 

school curriculum. 

l'ersonal traits . The state standard $tates that th& 

applicant shall possess a good character and a good repu­

taticm in the con:mmnity. No criteria. are presented to 

c larify what traits are essential for one to have in order 

to have a good character and a good reputation • 

Sex requiremez::.t.. The state standard makes no requii'e • 

ment as to ~ hether the applicant is male O·l" female . 

Age requii>ement .. Applicants desiring to serve an .ap­

prenticeship i~ this trade sl'\all have passed their seven­

teenth birthday . 

Previous work experience . Uo previous experience of 

any sort is a requirement for entry as an apprentice .. 

Special Ehysica.l requirements . The standards state 

only that the applicant shall possess a physical develop... 

ment sufficient to-enable him to perform all the physical 

duties of this trade . 



TABLE XLI 

RECom,ffi!NDED ACADEMIC BACKGROUND - - . 
CARPENTERS AND JOINERS 

COURSE ESSENTIAL COURSE ESSE1ITIAL 

English 
Oral Bnglish 
Oral Expression
Journalism 
Dramatics 
Social Science X 
merican History and Civics X 

Socio-Economics X 
World History 
Latin 
Spanish 
Bookkeeping 
Typing 
Shorthand 
Commercial Arithmetic X 
Commercial Law X 

General L~thematics X 
Algebra X 

Geometry X 
Trigonometry X 
General Science X 

Biology 
Physics X 

Chemistry X 
Agriculture 
Home Economics 
Shop-Woodwork X 

Band 
Vocal Music 
Music ppreeiation 
Driver Training 
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GIJ SS WORKER 

Job description . The following is a condensed out• 

line of the various branche s of this trade and the wor k 

experiences to be given to the pprontice . 

1 . Oener~l glazing . Cutting glass and rllill~ng put• 

t y , handling glass , se t plate and structure gl ss and 

trim, installing art glass, fixtures , mirrors and mi scel­

lane ous items, auto glazing . 

2, Art glass . Glazing zinc , glazing lead , cut shaet 

to .gauge and pattern , _lay out and cut patterns, lay out 

and cut stencils , installing art glass . 

3 . .Urror or beveling . Handling and cutting glass , 

blocking, polish and rouge , smooth ing, mitering , silvering . 

4 . Auto gl ass . Remove frame assembly , handling and 

mounting , installation, cutting glass and repairing as ­

semblies . 

General educa tion required . The state standard in­

dicates t hat the a pplicant shall pass such intelligence 

and aptitude tests as may be designated . 

Recommended academic background . 'rho related subject 

matter as listed in the state standards was used to es~b­
,.. 

lish the courses that should be included in the high 

school curri cul um . 



TABLE XLII 

RECOMMENDED ACADEMIC BACKGROUND •• 
GLASS WORY..ERS 

COURSE ESSENTIAL COURSE ESSENTIAL 

English 
Oral English 
Oral Expression 
Journalism 
Dramatics 
Social Science x 
American History and Civics x 
Socio-Economics x 
~ orld History 
Latin 
Spanish 
Bookkeeping 
'l'yping 
Shorthand 
Commercial Arithmetic x 
Commercial Law x 

General Mathematics X 
Algebra 
Geometry 
Trigonometry 
General Science X 
Biology
Physics
Chemistry X 
Agriculture 
Home Economics 
Shop-Woodwork X 
Band 
Vocal Music 
Music Appreciation 
Driver Training 

CD 
<0 
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Personal traits . pplic nts shall possess a good 

character, and a good reputation in · the community. 

Sex requirement . There is no requirement in the 

state standard as to the sex of the applicant . 

Age requirement. The state standard states that ap­

plicants shall have passed their s ixteenth birthday and 

shall not have passed their t enty-first birthday, except 

those i th war military service or those in peace time 

compulsory service shall be given credit on age providing 

they entered the service on or prior to tb.eir twent1­

first birthday . 

Previous ork experience . Previous work experience 

is not a necessary requirement for entry as an apprentice. 

Speci 1 physical requirements. pplicants shall 

possess a physical development sufficient to enable them 

to perform all the physical duties of this trade. 

lliSID ELECTRICAL WORKERS . 

Job description . The state standard for inside elec­

trical orkers lists the following branches of this trade 

in which the apprentice shall be given ork experience so 

as to develop the required manipulative skills and so as 

to have an opportunity to apply his kno ledge of the re­

lated subject matter of this trade: Circuit design and 

layout , wiring me thods and materials, lighting fixture s, 
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.. 
panelboards and switchboards, service equipment, signs and 

outline lighting , appliances, ,meters, signalling equip­

ment, transforme·rs, generators , motors and industrial 

electronic devices . 

General education required. The state standard 

states that applicants shall pa.ss such intelligence and 

aptitude tests :as may be designated. 

Recommehded academic background . The related subject 

matter as listed in the state standard was used to estab• 

lish the courses that should be included in the high 

school curriculum. 

Personal traits . The state standard states that the 

applicant shall possess a good character and a good repu... 

tation in the community . 

Sex requirement . 1'here is no, requirement in the 

state standard as to the sex of the applicant . 

Ase reg.uirement. Applicants desiring to serve an 

apprenticeship in the branches of this trade shall have 

passed their sixteenth birthday, but shall not have passed 

their twenty-·si.x.th birthday. 

P:revious work experience . Previous work experience 

is not a necessary requirement for entry as an apprentice. 

Special ph~sical requirements. pplicants shall pos­
' .. 

sess a physical development suf'f'ieient to enable them to 

http:twenty-�si.x.th
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TABLE XLIII 

RECOI.Ltrn!tiDED ACADEMIC BACKGROUND -­
INSIDE ELECTRICAL WORKERS 

COURSE ESSENTIAL COURSE ESSE1~TIAL 

English 
Oral English 
Or 1 .t:xpression
Journalism 
Drama tics 
Social Science x 
merican History and Civics x 

Socio-Economics x 
orld History 

Latin 
Spanish 
Bookkeeping 
Typing 
Shorthand 
Commercial Arithmetic x 
Commercial Law x 

General ~thematics X 
Algebra X 
Geometry X 
Trigonometry
General Science 
Biology 
Physics X 
Chemistry X 
Agriculture
Home Economies 
Shop-Woodwork X 
Band 
Vocal .!usie 
~usic pprec1ation 
Driver Training 
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perform all the physical duties of this trade as may be 

designated by the Apprenticeship Committee . 

PAIW.l'ERS , DECORATORS AND PAPER HANG£ RS 

Job description . The apprentice shall be taught the 

use , care , and effective handling of all tools commonly 

used in connection with the painting and decorating trade . 

The major processes to be learned as listed in the state 

standard are: Exterior painting, interior painting, cal­

cimining, decorating , staining and hardwood finishing, 

hanging paper and other wall covering and colors and 

color mixing . 

General education required . No statement of policy 

is included in the state standard . 

Recommended academic background . The related sub­

ject matter as listed in the state standard was used to 

establish the courses tha.t sbould be included in the high 

school curriculum . 

Personal traits . No statement as to personal traits 

is included in the state standard . 

Sex requirement . The state standard states no re­

quirement as to the sex of the applicant. 

ge requirem~nt . Applicant desiring to serve an ap­

prenticeship in the various branches of this trade shall 



TABLE XLIV 

RECO~!ENDED ACADEMIC BACKGROUND - ­
PAil ERS , DECORATORS AND PAPER HANGERS 

COURSE ESSENTIAL COURSE ESSENTIAL 

English 
Oral English 
Oral Expression 
Journalism 
Dramatics 
Social Science x 
American History and Civics x 
Socio-Economics x 
World Hlstory 
Latin 
Spanish 
Bookkeeping 
Shorthand 
Commercial rithmetic x 
Commerci 1 La x 

General Mathematics X 
Algebra 
Geometry
Trigonometry 
General Science X 

Biology 
Physics 
Chemi stry X 
Agriculture 
Home Economics X 
Shop-Woodwork X 
rt X 

Band 
Vocal '~usie 
Music Appreciation 
Driver Training 
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have passed their sixteenth birthday but shall not have 

passed their t enty• second birthday . 

Previous ork experience . Previous ork experience 

is not a necessary requir ment for entry as n apprentice • 

Speci 1 physical requirements . The state standard 

make s no statement as to physical requirements •. 

PLUMBER 

Job description . The state standard tor phnnb1ng and 

pipe fitting lists the following major work processes tba.t 

are to be learned during the apprenticeship: liethods of 

joining piping, threading , welding , wiping water supply 

and systems , generation and distribution of heat , systems 

of heating, ventilation and air conditioning, refrigera­

tion sy stems, installation and servicing, se age disposal 

and drainage , specialitie·s - fixtures , power plant fixtures , 

power plant piping, fire extinguishing systems and other 

sprinkler systems , boiler room chemistry, fuels and their 

uses--solid- liquid• gaseous , domestic water systems-- range 

boilers , methods of heating r ange boilers , pneum tic tube 

work and lead burning . 

General education required . The state standard 

states that applicants shall pass such intelligence and 

aptitude tests as may be designated . 

Rec ommended a cademic background . The related subject 



TABLE XLV 

RECOMMENDED ACADEMIC BACKGROm;rn 
PLUMBERS 

COURSE ESSENTIAL COURSE ESSENTIAL 

English 
Oral English 
Oral Expression 
Journalism 
Dramatics 
Social Science x 
American History and Civics x 
Socio- Bc onomics x 
World History 
Latin 
Spanish 
Bookkeeping 
Typing 
Shorthand 
Oom.Flere!.al Arithmetic x 
Commercial Law x 

G$neral Mathematics x 
l gebra: X 

Geometry 
Trigonometry 
General Science X 
Biology
Physics X 

Chemi stry
Agriculture 
Home Economics 
Shop- Woodw"ork 
Art-
Band 
Vocal. i'tius1c 
Music Appreciation
Driver Training 

http:Oom.Flere!.al
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matter as listed in the state standard was used to estab­

lish the courses that should be included in the high 

school curriculum . 

Personal tr its . The state standard states that the 

applicant shall possess a. good character and a good repu• 

tation in the community . 

Sex requirement . The state standard make s no re­

quirement as to whether the applicant is male or fem le . 

ge requirement . Applicants desiring to serve an 

apprenticeship in the pipe tr des shall be between sixteen 

and twenty-four years of age . 

Previous ork experienc e . Previous work experience 

is not a necessary requirement for entry as an apprentice . 

Special physical require enta . The sta:'ldard states 

th t the applicant shall possess physical development 

sufficient to enable him to perform all the physical duties 

of this trade . 
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PART III 

E PLOYEE v~SSES AND STRONG POI S•.J 

CURRICULUMADDITIONS 

Each employer waB asked to indicate the general 

weaknesses and strong points of his employees. These 

weaknesses and strong points can be separated into two 

major divisions, one pertaining to personal traits and 

attitudes and the other to ac demic background and 

achievement. It was generally found that employers round 

it easier to point out weaknesses than strong points . 

~Vhile m ny employers had no answer as to strong points , 

every employer had a number of werucnesses to enumerate . 

The statements listed below are in the terminology of the 

employers. The number following the statement is the 

number of employers that indicated this weakness or strong 

point . 

Weaknesses found in employees' person 1 traits and atti­
tudes. 

Girls ill not state that they can do shorthand . 1 

Cockiness 1 

Too much non-productive ti·me 1 

Not enough application 8 

Lack of energy 1 

Too much inclination to nvisiting" 
with i'riends 

on the job 
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Employees too self..,centered 3 

Earning money primary aim 9 

Do not a ssume ~esponsibility 2 

Lack ability to approach public w1th courte,sy and 
tact 1 

Lack enthusiasm for and interest 1n the job 10 

La ck ability to sell 1 

Lack of ability to analyze job and what must be 
done to wa.r,rant advancement 6 

Lack of respect for authority l 

Want advancement without sel.f·improvement 4 

Lack patience in beginning job 2 

Inaceurate, sloppy atti·cude l 

Laelt of 1nitiat.ive to find work necessary to be 
done when their work is .fin ished; d<:1 not look for 
work in another department . Do not cooperate with 
other employe·& s 7 

Over- extension af ''coffee-timett . 3 

Not willing to work under neoessaey conditions 1 

Lack of punctuality 1 

L ck of ambition 2 

V/ea~sses found in employees ' academic background and 
achievement . · 

tack of spelling ability 2 

Lack of ability to write a good business letter :3 

Lack of machine operating background 1 

Typing has been weak 1 
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Pqor grammatic~l constru~tion 2 

Lack ability to perform simple arithmetic 3 

Stenogra~~ers we~k in shorthand 3 

Do not wr!te legibly 1 

Strong points found in employees,. 

Industrious 1 

Willing to ask questions and la'arn 2 

Reliable 1 

Consc i entious l 

Have ability to get along with people 3 

Friendly 2 

Have good appearance 4 

Loyal to employer 2 

Are courteous , non•griping 1 

Adaptable 1 

Are willing to work 4 

Have ability to 1e~n and grasp the duties of 
their jo·b 1 

Are likeable 1 

Are punctual 1 

Are honest 1 

Often interested in improving woiJking conditions 
and the sy.s tem 1 

Figure wa.y.s to save time and material l 
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E:mplozera.' suggestions regarding adding courses to the 
curi':tou!um . 

Each employer was asked to suggest courses that, in 

his opinion, could advantageously be added to the curri ... 

culum of' the secondary school. In the list below are 

·courses or subject matter fields that employers felt might 

be added to the curriculum as separate courses or units 

in existing couraes. The number following rea.eh subject 

indicates the number of employers who were in favor of 

the addition of such a course .• 

Course in elementary mechanics 6 

Course in salesmanship--how to meet the public 5 

Course de .signed to show the importance of the 
employee to the firm and the employer; employee-
employer relationships l 

Course in distribution and cost of merchandise 1 
basic business procedures and problems 5 

Course in machine bookkeeping 3 

Course in filing and offi·ce procedure 2 

Drafting for girls. l 

Ba.ckgrotmd in agriculture for girls 2 
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CHAPTER IV 

AN LYSIS OF DATA ND RECOI~\END TIONS 

~DDITIJNS TO THE CU RICULUM . One of the desired 

outcomes )f the survey was to gain information that would 

' make it possible to analyze the school curriculum. An 

attempt w s de to see if the employers considered it 

adequate or if there were courses and subject matter that 

should receive further emphasis . This question was in­

cluded in the interview: "Indicate any course you feel 

should be added to the above list {an outline of the pres­

ent school curriculum) and indicate whether this course 

is essential or desirable." 

Fifteen of the employers felt that the present cur­

riculum was sufficient and did not require any additions . 

An analysis . of the responses of the remaining employ­

ers interviewed shows that they believe th t there are 

four major reas of instruction that are not now ade­

quately cove;red·. No attempt was made to see if the pres• 

ent employees were former students of the Hillsboro high 

school. However , the present curriculum of Hillsboro 

high school does not include these areas . 

The four areas emphasized by the employers are: 

Salesmanship, mechanics , . office procedure and machines, 

and employer - employee relationships. 
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The employers who suggested additional training i n 

salesmanship pointed out t hat in their opinion the ma­

jority or jobs were actually selling jobs ~ Even if the 

employee was not di rectly eonne.c ted with selling t he 

product h e of ten had contact with the public and then, in 

effect , was selling himself and the concern . It wa s 

t h eir opinion that beginning employees need training in 

t he techniques of selling and in presenting themselves 

and their product to t he publie . They f elt that perhaps· 

this information could be i ncluded in some existing 

course , but if not , it was of sufficient value to w~rant 

the establishment of a separate course . 

Th e second area , the field of mechanics, was mainly 

emphasized by employers wh o utilize t his specia l t ype of 

training . All agreed that t he course should be general 

and fundamental , and should not be designed to produce 

experts . They pointed out that many or the i r employees 

lacked ba sic skill in handling tools and equipment and 

had little practical knowledge of the basic f undamentals 

upon which t he operation of machinery is based . They in­

dicated that such knowledge would aid the employee in his 

further training as mechanic or repair man as well as 

gi v ing the salesman a better understAnding of the product 

he was selling . 
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One employer pointed out that such a cour-se would be 

o value to all students no matter what their vocational 

plans might be . He emphasized th~t all people use a great 

ariety of machines during their lifetime, and such know­

ledge would aid them in becoming better consumetts and 

would enable them to make simple repail:'s instead of de• 

pending on the skilled worker 'who could 111 afford to 

spend time in making su~h repairs. 

'l'he employers who sug ested the third area; office 

procedure , had two major suggestions. They first felt 

that training should be given in the tec.hniques of filing 

and general office procedure . They all mentioned that 

each of.fice would perhaps have its own system which would. 

be a modification of <:tny basic pr-ocedures learned, but 

that new employees would be able to adapt themselves more 

easily if such basic procedure were known. 

The other suggestion as that high school students 

should have mor-e oppor·tunity to learn to operate offio,e 

machines . They st:ttessed that the inst:ruction need not be 

extensive,. but that it would be help.ful 1£ their begin· 

ning employeE>s were familiar with the operation and care 

of these machines • '!'hey ·emphasized that this training 

should include all types of machines that might be found 

in the average office , such as duplicators, calculators . 



105 

diotaphonee, and electric typewriters., 

One employer, however~ e.xpressed just the opposite 

view.. In his opinion such training would not be extensive 

enough to be of value. He pointed out that different 

models and makes of machines were quite different in theix:­

operation. It was his opinion that this training could be 

better done on the job. 

The fourth large area was in the .field of ·employer­

employee relations. The idea was expressed. that many em­

ployees do not understand their true value to the busi• 

ness concern., They do not appreciate ho'V'J their efforts 

af.t'ect the suoeess of the business and ultimately benefit 

their own welfare . In this same vein the employers felt 

that many of their employees lacked an understanding of 

sound business procedures . They laeked a concept of how 

the cost of mer chandise , dist:ribution, overhead, and 

other problems all tie together to regulate the operation 

of a business • They felt that it was a general knowledge 

or the whole problem of production and distribution and 

the place or the retail store in this picture that was 

lacking. 

All these employers stated that if all their employ­

ees had this information many of the weaknesses that they 

now observed in the employees 'ould not exist., 
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There was one other item that was mentioned enough 

times to warrant its inclusion . As vtas mentioned in the 

introduction, Hillsboro eaters to an agricultural area. 

Many of the bu.siness establishments in the town handle 

farm produce or sell items used 1n farming . A number of 

employers mentioned , although they did not always suggest 

a course, tha t an agricultural background was desirable 

:ror their employees. Especially did they state that it 

would be helpful if girls had an opportunity to learn at 

least some of the more common agricultural terminology 

and have some background a.s to local crops and local 

agricultural problems . Some suggested that there might 

be devised a.n orientation course especially for school 

leavers who were going to work in this area, so that they 

could become acquainted with the items n1entioned above • 

To summariz,e , all the additions suggested by the 

employers were for general type courses designed to 

answer a specific need. They advised adding this material 

to existing cour·ses where this was .feasible. It is the 

opinion ot the interviewer that these ideas ha.d been in 

the minds of the employers and were not arot>ived at during 

the interview., 

The survey shows that a suf.ficient number of employ.. 

ers had comparable sugge.st1ons to make it pos.eible to 
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.recomme·nd to the school board,. administration, and 
I 

faculty of the high school that these I!Juggestions be 

given careful consideration in future curriculum planning . 

EMPLOYEE v\l'EAKNESSES . 'The analysis of the data 

gathered concerning the weakne sses of employees can be 

divided into two major classifications- -weaknesses found 

in the employee ' s personal traits and attitudes and weak• 

neeses found in the employee •s academic background and 

achi.~vement . A check of the data shows that the employers 

placed a great deal more emphasis on the personal we.ak­

nesses than they did on the academic weaknesses . They 

listed a total of 25 separate items for personal weak• 

nesses as compared to eight different weaknesses round 1n 

the academic background and achievement of their employees . 

The employers mentioned these 25 personal weakne sses a 

total of 68 times , while mentioning the eight academic 

weaknesses only 16 times . 

One could then draw one of two conclusions from these 

results--one , the employees had a great number more per­

sonal weaknesses than academic, or , two , the etnployers 

place more emphasis on personal traits than they do on 

academic achievement . The results of this study seem to 

bea:r out the latter . 

breakdown of the data collected on the points 
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looked for by the employer when hiring the employee gives 

these results: Three items included in this section of 

the questionnaire pertaining to personal tr its were 

checked a total of 108 times••appearance , 39 times; per­

sonality, 39 times ; and willingness to work, 30 times . 

Four items pertaining to academic background and achieve ­

ment ere checked only 40 times~-uses good English , 15 

times; amount of formal education, eight times; qual ity 

of work done in school , 13 times ; and ability to perform 

everyday arithmetic , four times . 

It should be pointed out here that these results 

should not be interpr eted in a negative sense . The em­

ployers ~ere limited as to the number of responses they 

could make , and had to put dovm their responses in the 

order of their importance . Therefore, these results 

should be interpreted as sho ing that these personal traits 

were of more importance than the academic ones, and in no 

sense did the academic achievements lack importance . 

These results would seem to point out two areas for 

consideration--the prospective employee should examine 

himself caref'ully to see if he lacks any of the attributes 

deemed desirable by the employer and the educators of the 

community should see if any of the deficiencies can be 

corrected through a change in emphasis . 
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RECOMMENDATIONS TO THE PROSPECTIVE EMPL OYEE . The 

school leaver ho is looking for employment should note 

that the majority of employers are going to look for the 

following traits in the person they are considering for 

employment: Appearance , personality, willingness to work , 

and ability to use good English . These are the points 

t hat will iu.fluence them before the employee is hired . 

Among all employers there were five personality 

traits that stood out as being the most important . These 

five were initiative , accuracy, l"eliability, courtesy, 

and honest y . The five personal weaknesses most often 

listed by employers were : Not enough application, earn• 

i ng money primary aim, lack enthusiasm f or and interest 

in t he job , lack of ability to ana lyze the job and what 

mus t be done to warrant advancement , and l a ck of initia• 

tive to find ork necessary to be done when their work is 

finished . These major weakne s ses together with the five 

major personality traits should give the high school 

leavers a clear picture of the a t tributes they should 

develop if they hope to hold their jobs• once obtained . 

It sh ould be emphasized that the above recommends.• 

tions are based on a compilation of answers received fi-om 

all employers . The prospective employee should refer to 

the data for the particular job in which he is interested 
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to see whut s pecific requirements the employers in that 

field deem necessary . 

!1!any of the employers mentioned that there were good 

job opportunities in a town the size of Hillsboro , if the 

employee v1ould prepare himself , take areal interest in 

the job, apply himself and stick with one job until he 

h d developed the skill and the experience necessary to 

warrant a good salary ~ They expressed concern that many 

new employees le ve one job for another that pays a few 

cents an hour more without giving any other c onsideration 

to the desirabilities of the jobs in question . 

RECO ,{[,lENDATIONS TO EDUCATORS . It is interesting to 

note that in spite of the widespread criticism today of 

the academic a chieve_:!0nts oJ: the products of schools , em­

ployers apparently do not pl ce these achievements first 

in t heir list of requirements f or obtaining or holding a 

j ob . s was pointed out previously, they are a factor , 

but not the primary one . Only four of the employers in­

terviewed placed ability to perform every-day arithmetic 

a&· ~ne e:£ their- £ ir-st four requir-ements-, and oniy ~5 

placed ability to use good English among the first four . 

It should be noted , however , that 98 per cent would in­

clude English in the curriculum for high school leavers , 

and 91 per cent would include general mathematics . 
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The resul.ts of this study would seem to emphasize 

that educators give serious consideration to the plaee 

of the school in developing those personal traits and 

attitudes deemed essential by employers . It is not the 

purpose of this study to recommend ways that this might 

be accomplished, but since the results show so conelu-. 

s1vely that employe~s in general are primarily concerned 

with the development of these traits and attitudes, 1t is 

recommended that the administration and f'aculty of the 

schools in the Hillsboro area should examine carefully 

the role of the public school in helping the school leaver 

develop these traits and attitudes. 

http:resul.ts
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EMPLOYER DEMANDS 

Name of firm 

Type of business
Job available to-rh~i-gh~-s-ch~o-ovl~l-e_a_v_s_r-.~w=,-o-uvl~d-y__o_u__pvl_e_a_s_e__ 
include a brief description of the duties of this job. 

I. Education 

General Education: Please check highest level only . 
Required: 

Complete ____th grade in grade school 
Complete ____years in high school 

::::pigh school graduate 

Preferred: 
Complete _th 0!"ade in grade school 
Complete __years in high school 

~igh school graduate-
in 

Essential Course Desirable 

ENGLISH 
English 
Oral English 
Oral Expression
(Debate, Oratory) 
Journalism 
Dramatics 

SOCIAL SCIENCE 
Social Science 
American History
& Civics 
Socio-Economics 
World History 



114 

Essential Course Desi rable 

FOREIGN LANGUAGE 
Latin 
Spani sh 

CO. 'RCIAL 
Bookkeeping
Typing
Shorthand 
Commercial r i th. 
Commercial Law 

MATHE TICS 
General thematics 

l gebra 
Geometry 
Trigonometry 

NATURAL SCIENCE 
General Science 
Biology
Physics
Chemistry 

PRACTIC L RTS 
Agriculture
Home Economics 
Shop-Woodwork 

FINE ARTS 
Art 
Band 
Vocal !usic 
Music Appreciation 
Driver Training 

the above 

Indicate any course you feel should be added to t he above 
list and indicate whether essential or desirable. 



-

-

-

-
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II. Per·sonali ty 10 

Which of the following do you look for when :you hire some­
one tor . this ~osition? 
Please list zour ti:rst f .our in order of importance • 

_Appearance {grooming, posture, oleanline.ss) 

Personality (voice , likeable, good soei 1 mixer,. 
-agreeable) 

Uses good English-
Amount of formal educaticm 

Quality ot work done in school (request and examine 
----official transcripts of record) 

Willingness to work-
_Do not look ror anything in particular. I hire them 

and if t hey prove satisfactory they aPe kept on, if 
not• they are let go . 

- Ability to perform everyday arithmetic.• 
____(other)___________________________________________ 

____(other>-----------------------------------------­
Please check :from the :follo:w1ns .list the five outstanding
l§:sons.11ty :Cz.alts that you fee! are necessary for ttii.s 

ob. · 

Initiative Poise 

AbilitY" to assume .............._Reliability 
---·-responsibi11ty 

_ Consei.entiousness Sociability-
Sense of humor Thoroughness 

_Punctuality 

Aceu.:t'acy _Appeai'ance-
_cooperativeness Courtesy-

http:onsei.en
http:oleanline.ss


- -
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Enthusiasm Honesty-
Industriousness (other)-
Likeableness _(other)-
Loyalty-

III . General requirements. 

The sex required is: male female either 

The minimum age requirement is _____,years. 

Is any previous experience a necessary requirement tor 
this position? yes no 

re there any special physical requirements demanded by 
this job? If so, please specify t heir nature. 

What are the genera.l ea.knesses of people you have hired 
for this job in the past? 

What are the general strong-points· of people you have hired 
·for this job in the past? 




