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EMPLOYER DEMANDS 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 complicated and perplexing situation. There
is seldom any written material to which he can turn 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 a listing of job opportunities and the employers!

requirement for these jobs,

PURPOSE OF THE STUDY. It is the purpose of this
study to obtain information as to the employers' demands
for the jobs that they have avallable 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 itudents who plan to work in
the community will use this information so that they



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 galned will
ald students in making a more realistic choice of jobs if
they wish to remain in the community. The student will
have avallable information as to the duties of the job,
and the employers' demands, This information should aid
the student in declding 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 galn information as
to personal requirements that should be developed by the
student. He will 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 additlion, present an opportunity
to evaluate the curriculum as to its abllity 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 employed 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 eity 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 1s 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 contacted for a personal interview,
at which time the purpose of the study was explained.

The interviewer and the employer then went over the ques~
tionnaire together so that the meaning of each question

would be clear to the employer.



It should be pointed out that although there is in-
cluded in the study a description of the job as supplied
by the employer, this was done only to supplement and
clarify the job requirements as given by the employer.

The description 1s not meant to be a job analysis.

DEFINITION OF TERMS, There are several terms used
in this study which should be defined in order to clarify
the results.

Certain terms were used in the study to determine
the personality tralts that were necessary from the stand-
point of the employer. The definitions given here are
the definitions as understood by the interviewer and the
employer.

There could be Jjustifiable criticlsm that these terms
have shades in meaning and that they are names of actlions
which are based on fundamental aspects of personality.
However, 1t was felt that 1n asking questions of people
to whom these terms are commonly known, and by whom the
terms are commonly used, theilr use would be valild if
definitions were carefully clarified. L. J. Bruekner (1,
p.591) says:

For purposes of practical intercourse and

ready use we will doubtless continue to use the

common trait names found in all popular dis-

cussions, rating cards, and checklists, and

hallowed by long usage. ASs shown earlier, such
use can be made highly reliable when definition



is clear and judges tralined, The fact that such
trait designaetions are probgbly not valid at all
does not detract from carefully controlled,
practical use. It is important, however, that
every one fully understands what 1s 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 we
speak.

The term ™school-leaver" as used throughout this
study refers to either a graduate of high school or a pu-
pil who terminates his eduecation before graduation.

Initiative: 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 attempis to carry out the task to
the best of his ability.

Sense of humor: Place events in their proper perspective;
ineclined 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 abllity and willingness 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: Sustalned application; capacity for hard
work.



Likeableness: FPleasing personality, friendly.
Loyalty: A sense of duty.

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

Reliabllity: Carrying out tasks as directed.

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

Thoroughness: Carrying a jJjob through, exact and careful
about details.

Adaptability: Ability to adjust readily to changing situ=-
ations,

Courtesy: Politeness, being aware of social amenitles.

Honesty: A sense of property rights.



CHAPTER IX
RELATED STUDIES

Investigation of employers' demands for jobs avall-
able to leavers of the secondary schools seems to be much
more limited than similar studles pertaining to college
graduates,

One of the most extensive studies was conducted in
Virginia by Leonafd M. Miller (4). The study consisted
of a state-wide study of employers, of whom 1157 employed
graduates and 388 employed drop-outs. These 1545 employ=-
ers were 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 lmportance
they were: (1) Desirable personal characteristics, (2)
training and (3) previous work experience.

The following seven desirable personal character-
1stics were listed in this order of importance (4, p.93):

1. Reliability
2+ Cooperativeness
3+ Truthfulness

4., Ability to use figures accurately and
rapidly

5. Punctuality



6« Courtesy

7. Ability to write plainly and correctly
In the academic area the courses most desired were

listed in the following order (4, p.©3)t

l. Business subjects

2. English

5« Mathematlcs

4, Industrial arts

5. Personnel management
Miller (4, p+94) draws this conclusion from his

study:

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

Dr, Elizabeth Lanham (3) of the College of Business
Administration of the University of Texas belleves that
employers are looking for people who have a background of
general information and attitudes on the basis of which
business can train an employee.

Generally business 1s prepared and expects
to give on-the~job training to its employeesS...
technicians come from college...these routine
positions require steady industriousness and
well adjusted individuals who have had an op-
portunity to get as broad a general background
as possible...Business needs employees with more
than just typing, shorthand and other similar
skills (3’ P.252).

She feels that the interviewer for a position looks



for these things in this order of importance (3, p.252):

1.

2,
Se
4,
Se
6.
Te

8,

Good personal qualifications, i.e., dependable,
loyal, courteous, willing to work, ready to
cooperate and possessed of good personal habilts.
Four years of training in English.

Thorough knowledge of basic arlthmetic.

General business training.

Basic economiec facts,

Background in government and civies.

Skill subjects (typing, shorthand, ete,).

Cultural subjects.

Saul Block (2) interviewed the personnel menagers of

15 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 commerclal abilities

expected of high school graduates. The employers gave

these responses (2, p.46):

1.

2
3.

4,

Should be able to do simple arithmetic, mental
as well as written.

Should know how to spell commonly used words.

Should know the meaning of words most frequently
used in business.

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

The second question asked the employers what skills

they would want the high school graduate to have. Their



answers
1.
2.
Se

10

were (2, pp.46, 47):
Everybody know how to type.
Bverybody know how to use an adding machine,

Students should know how to use some of the most
common business machines.

Block next asked, "In what personal traits do you

find them lacking? The employers consistently gave these

responses (2, pp.47, 48):

1.

2.

Se

Se

Ee

7o

All stated that with rare exception do they ever
find a boy or girl who is willing to give a
dollar plus for every dollar received.

All state that too many high school graduates
cammot get along with their fellow workers,

Most claimed that too many high school gradu=-
ates resent authority and do not take kindly to
criticism,

All stated that very few high school graduates
can be trusted to do detall work,

Some stated that the average high school gradu~
ate cannot be roelied upon tor epresent the firm
to the public because he or she has never been
taught the need for, or value of, good publie
relatlons,

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

Nobody wanted boys or girls who would be satis-
fled with t heir lot.

The last question asked by Block dealt with com=

plaints 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., MlNost high school graduates are very poor In
arithmetical functions.

2. Many do not know how to use & dlctlonary or how
to spell.

S« WNot enough boys know how to type.

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

5. Telephone manncrs are woefully poor and inade=-
quate .

6+ Many lack interest in their work, Very few show
an interest in the employer's need for adequate
Job performance.

The research done in the fleld 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
mathematlics are the two in which they are most vitally
interested.

The study of the demands of the Hillsboro employers
is designed to measure their opinions on personal t raits
and on academic background. The data obtained will be
analyzed to see if the employers in Hillsboro place em=

phasis as do employers elsewhere.
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CHAPTER III
THE STUDY

The informgtion obtained from the employers as to the
requirements for the job available has been organized so
that this information is indicated for each of the differ-
ent types of jobae

The compiled data on each type of job begins with a
description of the job. Wherever possible the job de=

scriptions as given in the Dictionary of Occupstion Titles,

Part I were used. These definitions have been modified
if the employer had items toadd or delete., Following
the Jjob description there 1s a statement as to the amount
of general educatlion required or preferred by the employ=-
ers.,

The first table drawn from the data 1s designed to
show the course of study deemed desirable or essential by
the employers for this particular job, This table is
followed by a second one showing the personal traits
looked for by the employer. Each employer chose four
from a list and placed them in order of importance,

The next table shows the 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 there is a
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compilation of the employer's general requirements ine
cluding age, 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 compilled
together.

Part II of thls chapter 1s 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 avallable 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 general weaknesses and strong points of their employ-
ees, and to suggest additional courses that might be

added to the secondary school currlculum,
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PART I

REQUIREMENTS FOR INDIVIDUAL JOES

SALESFERSON, GENERAL, The following job deseription
applies in general to each of the selling jobs. More
specific detalls will be given for each of the various
types of selling jobs.

Job deseription. Displays, explains, and sells mer-

chandise to customers on sales floor:

l. ascertalns 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 assists customer to
make a selectlon by suggestions and explanations; empha-
slzes the chlef selling point of the article, be it
quality, style, durability, popularity, utility, taste,
appearance, freshness, or pricej; may tell or show the
customer how to use the articlej -

Se writes out sales slip or fills out a sales
contract for the customer's signature;

4, recelves 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 replace=-
ments from stockroom as necessary or Informing buyer or
department head of shortages as they occur, and covering
stock or removing it from counter at night;

6 writes out accomnodation slip when customer re=-
turns merchandise for alteration or repalr, indicating
disposition of the merchandise;

7. takes periodic Inventorles of stock.

SALESPERSON, RETAIL DRYGOOD AND CLOTHING .

Job description., Performs duties as listed under

salesperson, general, and, in addition, advises customer
concerning prevailing styles and personal sultability of
garments) answers gquestions relative to texture or de~-
sign of garment; selects standard-sized garment nearest

to customer's measurements; calls garment fitter if neces=-
sﬁry and asslists in recording alterations on alteration
tag. May advise customer concerning correct clothing for
any soclal function or designated purpose.

General education required. All employers inter-

viewed Indicated that the job requires 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 asked: "Which

of thelfollowing do you look for when you hire someone for
this position? List yowr first four in order of impor=-
tance." Table II shows thelr answers., The column headed
by "number" indicates the number of employers. The column
headed "#" indicates what portion this number 1s of the
total interviewed.,

Personallty traits. When asked to check five per-

sonality traits necessary to do the job, those Interviewed
gave the answers as presented in Table III. The numbers
and percentages refer to the number checking the trait

and the percentage thal number 1s of the total iInterviewed.

General requlrements.

l. Sex requirement. Unless the s tore 1s specifical-
ly a men's or & ladies' clothing store, the sex can be
either.

2. Age requirement. 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 excerience. Again 80 per cent
stated that no previous work experlence was a necessary
requirement for the job. The 20 per cent that did indi-

cate that previous work experlence was necessary sald that



TABLE I

RECOMMENDED ACADEMIC BACKGROUND ==
SALESPERSON, RETAIL DRYGOOD AND CLOTHING

COURSE ESSENTIAL DESIRABLE COURSE ESSENTIAL DESIRABLE
No. O No. No.

English 5 100 General Mathematics ©§ 100
Oral English 1 20 2 40 Algebra 20
Oral Expression 2 40 Geometry
Journallism 3 60 Trigonometry
Dramatics General Sclence
SOcia; Science 1 20 1 20 Bilology
American History,

Civies Physics
Socio=-Economics 3 20 2 40 Chemistry
World History Agriculture

Latin

Shop Woodwork

4T



TABLE I (Continued)

COURSE . ESSENTIAL DESIRABLE COURSE ESSENTIAL DESIRABLE
No. %7 No. % Noe % NOe
Spanish Home Economics 1 20 X 28]
Bookkeeping 2 40 Art 3 60
Typing X 20 Band
Shorthand Vocal Music
Commercial
Arithmetiec 3 60 Music Appreciation

Commercial Law 1 20 Driver Tralning

81



TABLE II

ORDER OF IMPORTANCE OF PERSONAL TRAITS =~
SALESPERSON, RETAIL DRYGOOD AND CLOTHING

19

SUBJECT ORDER OF IMPORTANCE
1 —2 ° 4
Nos % No, g No, % No,.

Appearance S 60 2 30

Personality 2 40 1 20 1 20 1
Uses of good English 2 40
Amount of formal education

Quality of work done in school

Willingness to work 3 60 1 20 1
Do not look for anything in

particular. I hire them

and if they prove satis-~

factory they are kept on,

if not, they are let go.

Ability to perform every-
day arithmetiec

Ability to size up a situa~
tion and do the proper thing 1 20

Check any previous work ex-
perience and references i

20

20

20
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TABLE III

MOST IMPORTANT PERSONALITY TRAITS ==
SALESI’ERSON, RETAIL DRYGOOD AND CLOTHING

PERSONALITY TRAIT DESIRABLE PERSONALITY TRAIT DESIRABLE

No. % Noe
Initiative 2 40 Likeableness
Ability to assume
responsibllity 3 60 Loyalty
Conscientiousness 1 20 Poise
Sense of humor Reliability ; 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 education required. Two of the employers

interviewed stated that the job would require a high
school graduate, one would prefer a high school graduate.

Recommended academic background, The following

table shows the academic background recommended by the
employers.,

Personal tralts. 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
importance.” Table V shows thelr answers. The column
headed by "number" indicates the number of employers.
The column headed "4" indicates what portion this number

is of the total interviewed.



TABLE IV

RECOMMENDED ACADEMIC BACKGROUND w=
SALESPERSON, GROCERY

COURSE ESSENTIAL DESIRABLE COURSE ESSENTIAL DESIRABLE
No. % Nos % Nos 4 Nos %

English 3 100 General Mathematlcs 2 66 1 33
Oral English 1 33 1 33  Algebra s & 33
Oral Expression 1 35 1 33 Geometry 1 33
Journalism 1 33 Trigonometry
Dramatics General Sclence
Soeial Sclience Biology 1 33
American History : | 3B Physics : § 33
Socio-Economics 1 S8 1 33 Chemistry 1 33
World History Agriculture 1 33
Latin Home Economics : | 33

ae



TABLE IV (Continued)

COURSE ESSENTIAL DESIRABLE COURSE ESSENTIAL DESTRABLE

No. % No % No. £ No. A

Spanish Shop=-Woodwork
Bookkeeping 3 100 Art
‘Typing 1 33 Band
Shorthand Vocal Music
Commercial

Arithmetic 1 33 1 33 HMusiec Appreciation
Commercial Law 1 33 2 66 Driver Training 2 66

g2
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TABLE V

ORDER OF IMPORTANCE OF PERSONAL TRAITS ==
SALESPERSON, GROCERY

SUBJECT ORDER OF IMPORTANCE
1 o 3 4
No. % No. % No. % No. %
Appearance 2 66
Personality : | 33
Uses good English 1 33 1 33

Amount of formal education

Quality of work done in school

Willingness to work 3 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 1n Table VI. The
number and percentages refer to the number checking the

trait and the percentage that number is of the total

interviewed.
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TABLE VI

MOST IMPORTANT PERSONALITY TRAITS ==
SALESPERSON, GROCERY

PERSONALITY THRAIT DESIRABLE PERSONALITY TRAIT DESIRABLE

No. % No.
Initiative 2 66 Likeableness
Ablility to as-
sume responsibllity Loyalty 1 33
Conscientiousness Poise
Sense of humor 1 33 Relilability
Punctuality " § 33 Soclability
Accuracy 2 66 Thoroughness
Cooperativeness 1 33 Adaptability 1 33
Enthusiasm Courtesy 3 100
Industriousness Honesty 3 100

General requirements.

1. Sex requirement. One employer indicated male;
two indicated elther. '

2. Age requirement. All indicated that the 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, Specilal physical requirements. The only special
physical requirement would be the ability to do lifting.

SALESPERSON, HOME FURNISHINGS.
Job desceription. The employee with no experience

starting in the home furnishing business would, in all
cases interviewed, begin as a helper iIn the warehouse and
would deliver purchases. The warehouse job would entail
recelving items and preparing them for display on the
floorj packing and preparing purchases for delilvery.
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,

Recommended academic background. The employers

checked 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 warehouse would advance to that position.



TABLE VII

RECOMIMENDED ACADEMIC BACKGROUND =-
SALISSPERSON, HOME FURNISHINGS

COURSE ESSENTIAL DESIRABLE COURSE ESSENTIAL DESIRABLE
No, No. Noe % Noe

Eng 1ish 3 100 General Mathematics 3 100
Oral English 3 100 Algebra 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 Physies 1 33
Soclo=Economics 2 66 Chemistry
World History Agriculture ) ¥ 33 1 33
Latin | 33 Home Economics 1 33

L3



TABLE VII (Continued)

COURSE ESSENTIAL DESIRABLE COURSE ESSENTIAL DESIRABLE
No. 4 No. % No. % Noe %

Spanish Shop-Woodwork 1 33
Bookkeeplng 2 66 Art 1 33
Typing 2 66 Band
Shorthand Voecal Music
Commercial Arithmetic 2 66 Music Appreciatlon
Commereial Law 2 66 Driver Training 2 66

8¢
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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.
The following table shows their answers. The column

headed by "number" indicates the number of employers., The
column headed "#" indicates what portion this number is

of the total interviewed.,

TABLE VIII

ORDER OF IMPORTANCE OF PERSONALITY TRAITS e=-
SALESPERSON, HOME FURNISHINGS

SUBJECT ORDER OF IMPORTANCE

1 2 3 4

Noe % Noo, % Noe % No. %
Appearance 1 33 1l 33 1 33
Personallty 2 66 1 33
Uses good English 1 33
Amount of formal education 3 100

Quality of work done in school
Willingness to work 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 are let go.

Abllity to perform everyday
arithmetic
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Personality traits. When asked to check five per-

sonality traits necessary 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 that number is of the total interviewed.

TABLE IX

MOST IMPORTANT PERSONALITY TRAITS ==
SALESPERSON, HOME FURNISHINGS

PERSONALITY TRAIT DESIRABLE PERSONALITY TRAIT DESIRABLE

No, % No.
Initiative 2 66 Likeableness
Ability to assume
responsibility Loyalty

Conscientiousness 3 100 Poise

Sense of humor 1 33 Reliability 2 66
Punctuality Sociebility

Accuracy p § 3% Thoroughness
Cooperativeness Adaptability

Enthuslasm 1 33 Courtesy 2 66
Industriousness 1 33  Honesty 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 require previous
work experience.

4. Special physical requirements., None specified
that any speclal physical requirements were required by
the job.

SALESPERSON, AUTOMOBILE PARTS

Job desecription. Sells automobile parts, performing

duties as described under salesperson, general, and, in
addition, fills requisitions of service department for
parts; gives informgtion concerning specific parts to
customer, 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 educatlion required. Both employers stated

that the job would rdquire a high school graduate.

Recommended academic background. The following table

shows the academic background recommended by the two em=-

ployers having job opportunities in this field.



TABLE X

RECOMMENDED ACADEMIC BACKGROUND ==
SALESPERSON, AUTOMOBILE PARTS

COURSE ESSENTIAL DESIRABLE COURSE ESSENTIAL DESIRABLE
"No. % No. 4 “No. % No.

English 2 100 General Mathematics 2 100
Oral English 1 $0. - 1 50 Algebra 2 100
Oral Expression 1 50 1 50 Geometry 1 50
Journalism Trigonometry ; 7 50
Dramatics General Sclence 1 50
Social Secience 1l 50 Blology
American History 2 100 Physics 1 50 1 50
Socio=Economics Chemistry
World History Agriculture
Latin Home Economics

g



TABLE X (Continued)

COURSE ESSENTIAL DESIRABLE COURSE ESSENTIAL DESIRABLE
No. % No. % No. £ Noe %
Spanish Shop=Woodwork
Bookkeeping 1 50 Art
Typing 1 50 1 50 Band
Shorthand Vocal Musiec
Commerecial -
Arithmetiec 2 100 Musiec Appreciation
Commercial Law Driver Training 1 50

ee
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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 impore
tance." The following table shows their answers. The
column headed by "number" indicates the number of employ=-
ers. The column headed "7"™ indicates what portion this

number is of the total interviewed.

TABLE XI

ORDER OF IMPORTANCE OF PERSONAL TRAITS e~
SALESPERSON, AUTOMOBILE PARTS

SUBJECT ORDER OF IMPORTANCE

1 . 3 4

ND. % NO‘ % NO. % NO. %
Appearance 1 50 1 50
Personallty 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 1f they prove
satisfactory they are
kept on, if not, they
are let go.

Ability to perform every-
day arithmetic 1 50 1 50
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Personality traits., When asked to check 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 IMPORTANT PERSONALITY TRAITS =~
SALESFERSON, AUTOMOBILE PARTS

PERSONALITY TRAIT DESIRABLE PERSONALITY TRAIT DESIRABLE
NO. % NOI %

Initiative 1 50 Likeableness

Ability to a ssume
responsibility 1 50 Loyalty

Conscientiousness Poise

Sense of humor Rellability 1 50
Punctuality 1 50 Thoroughness

Accuracy 1 50 Adaptability
Cooperativeness 1 50 Courtesy 1 50
Enthusiasm Honesty 1 &0
Industriousness 5 § 50 Sociability 1l 50

General reguirements.

l. Sex requirement. Both employers stated that the
sex required 1is male.

2. Age requirement. One employer said that the
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minimum age should be 16, The other would require the
minimum age to be 18.

3+. Previous work experience. Nelther indicated
that previous experience would be a necessary requirement
for the jobs

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.

SALESPERSON, 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. All employers stated

that they would require that the employee be & high

school graduate in order to qualify for the job.
Recommended academic background. The followlng table

shows the academie background recommended by the employ=

ers interviewed,



TABLE XIII

QMENDED ACADEMIC BACKGROUND ==
SALESFERSON, VARIETY

—

COURSE ESSENTIAL DESTRABLE COURSE BSSENTIAL DES

oe % THoe Woe % HNoe

English 3 100 General ¥athematics 3 100
Oral English 100 Algebra
Oral Expression 2 66 Geonetry
Journalish > 38 Trigonometry
Dramatics 2 66 General Science 2 66
Soclal Science 2 66 Blology
American History Physics 33
Soclo=fconomics 1 38 Chemlstry 33
World History 1 33 Agriculture 33

Letin

Home Heonomics

Le



TABLE XIII (Continued)

COURSE ESSENTIAL DESIRABLE COURSE ESSENTIAL. DESIRABLE
No, % No. % No .« £ Noe %
Spanish Shop-Woodwork
Bookkeeping 1 33 Art 1 33
Typing 2 66 Band
Shorthand 1 33 Vocal Musle
Commercial
Arithmetic 1l 33 1 33 Music Appreclation
Commereial Law Driver Training

8g
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Personal tralts. 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 ime
portance."” The following table shows their answers. The
column headed by "number" indicates the number of employe~
ers. The column headed "4" indicates what portion this

number is of the total interviewed.

TABLE XIV

ORDER OF IMPORTANCE OF PERSONAL TRAITS -
SALESPERSON, VARIETY

SUBJECT ORDER OF IMPORTANCE
1 N g -3 4
NO. % NO. % NO. % 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 1 33

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.

Ability to perform every=-
day arithmetic
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Personality tralits. When asked to check five per-

sonality traits necessary to do the job, those interviewed
gave the answers appearing in Table XV. The numbers and
percentages refer to the number checking the tralt and

the percentage that number is of the total interviewed,

TABLE XV

MOST IMPORTANT PERSONALITY TRAITS ==
SALESPERSON, VARIETY

PERSONALITY TRAIT DESIRABLE PERSONALITY TRAIT DESIRAELE

No. % No.
Initiative Likeableness
Ability to assume
responsibility Loyalty 1 33
Conscientiousness 2 66 Poise
Sense of humor Reliabililty 2 66
Punetuality 1 33 Sociability
Accuracy 2 66 Thoroughness
Cooperativeness 1 33 Adaptability ) o3
Enthuslasm 1 33 Appearance 1 33
Industriousness Courtesy '

Honesty ) 100

General requirements.

l. 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 different minimum
age: 16, 17 and 18.

3. Previous work experience., lNone felt that previe
ous experience was & necessary requirement for the job.

4, 8Speclal physical requirements. One employer
stated that the job included some lifting.

AUTO MECHANIC APPRENTICE
Job deseription. The beginning job will consist of

the following dutlest car wash and cleaning and polishe
ing of new cars; car greasing and lubricatlion; general
shop cleanup. In addition, the apprentice will begin on
the prescribed apprentlce ship training program,.

General education required. Two of the employers

interviewed indicated that a high school education would
be required; three indicated that a high school graduate
would be preferred.

Recommended academic background. The employers inter-

viewed indlcated that the following course would be essen-
tial or desirable.



TABLE XVI

RECOMMENDED ACADE&IC BACKGROURD ==
AUTO MECHANIC, APPRENTICE

COURSE ESSENTIAL DESIRABLE COURSE ESSENTIAL DESIRAELE

Noe 4 Noe % Noe 4 Noa %

English 4 80 General Mathematics 5 100

Oral English 2 40 1 20 Algebra 2 40 2 40

Oral Expression 2 40 Geonme try 2 40

Journalism 1l 20 Trigonometry 2 40

Dramatics 1 20 General Science 2 40

Social Science : 3 20 Biology

American History 1 20 Physics 2 40 3 60

Soclo=-Economles 2 40 Chemistry 1 20 1 20

World History 1 20 Agriculture 1 20

Latin Home Economics

av



TABLE XVI (Continued)

COURSE ESSENTIAL DESIRABLE COURSE ESSENTIAL DESIRABLE
Noe % No. A Nos £ Nos £
Spanish Shop~Woodwork 1 20
Bookkeeping 3 60 1 20 Art 1 20
Typing - § 20 2 40 Band
Shorthand Vocal Music
Commercial
Arithmetic Music Appreciation
Driver Training 2 40

Commercial Law

%3 4
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Personal traits. The employers were sasked: "Which
of the following do you look for when you hire someone for
this position? List the first four in order of impor-
tance." They gave the following raspﬁnsel. The columns
refer to the order of importance. The column headed by
"number” indicates the number of employers. The colum
headed "%" indicates what portion this number is of the
total interviewed.

TABLE XVII

ORDER OF IMPORTANCE OF PERSONAL TRAITS ==
AUTO MECHANIC APPRENTICE

SUBJECT ORDER OF IMPORTANCE

3 i 3 4

Noe«e % Noe % Now % Noe %
Appearance 3 60 1 20
Personality 2 40 1. 20 1 20
Uses good English 2.8 2 -3

Amount of formal education
Willingness to work 2 40 1 20 1 20

Do not look for anything

in particular., I hire

them and if they prove satis-
factory they are kept on, if
not, they are let go.

Ability to perform every-
day arithmetic 1 20 1 20

Ability to write legibly 1 20

Ability and eagerness
to learn 1 20
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Personality traits.

48

When asked to check five per=

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 tralt and

the percentage that number is of the total interviewed,

TABLE XVIII

' MOST TMPORTANT PERSONALITY TRAITS w=
AUTO MECHANIC APPRENTICE

' PERSONALITY TRAIT EESIRABLE PERSONALITY TRAIT DESIRABLE
O [
Initiative 2 40 Industriousness
Abllity to assume
responsibility 2 40 Likeableness
Consclentiousness Loyalty
Sense of humor Polse
Punctuality 3 60 Reliability 2 40
Accuracy 2 40 Soeiability 1 20
Cooperativeness 1 20 Thoroughness 1 20
Enthusiasm 2 40 Adaptability 1 20
Courtesy 2 80 Honesty e 40

General requirements

1. Sex requirement.
should be male.,

2. Age requirement,

All indicated that the sex

One employer had no minimum
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age requirement; three placed 18 as the minimum age; one
placed 16 as the minimum ages.

3+ Previous work experience, None indicated that
previous work experience was necessary.

4, BSpecial physical requirements. None specified
that the job required any special physical requirements,

GENERAL OFFICE WORK, CIERK-TYPIST

Job description. Depending upon the size and type of

office, performs any comblnation of the following or simie
lar clerical duties: Makes up and files reports; tabue
lates and posts data in various record books; takes tele=
phone orders; checks in cash reglsters; gives informgtion
to callers; sends out bills; checks calculations; keeps

a small set of books; operates various office machines
such a&s 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 1etteré, reports, and other
matter from rough draft or corrected copy; files records
and reporits, sorts and distributes incoming mall, ad-
dresses outgoing mail, and does other clerical work, per-
forming one or a combingtion of eclerical duties as as=-
signed.

The above job description is of course general and
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may apply in more deteil to one job than another. The
exact detalls of the job will vary with the type of busie-
ness and 1ts size,

General education required. Of the nine employers

interviewed, five stated that the employee must be a high
school graduste in order to qualify for the Jobes Four
stated that a high school graduate was preferred; two of
these four stated that experience would have to substie-
tute for the high school training.

Recommended academlic background. The following table

shows the academic backpground recommended by the employ-
ers., These employers represent & wide variety of busi=-
nesses. Unleés the prospective employee has a specifie
“job in mind, he should note carefully the broad backe
ground deemed desirable by employers in Hillsboro.

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 (Table XX) shows theilr
answers, The e¢olumn headed by "number" indicates the
number of employers. The column headed "%" indicates what
portion this number is of the total interviewed.



TABLE XIX

RECOMMENDED ACADEMIC BACKGROUND =-
GENERAL OFFICE WORK, CLERK-TYPIST

COURSE ESSENTIAL DESIRABLE COURSE ESSENTIAL DESIRABLE
No. % No. __% NO. Qs

English 8 88 : | 11 General Mathematics 6 67
Oral English 4 45 2 22 Algebra : S 11 3 33
Oral Expression 3 33 Geometry 1 11 1 11
Journalism 1 11 Trigonometry 1 i & T 11
Dramatics General Sclence 4 45
Social Science 1 11 2 22 Bilology 1 11
American History 2 22 Physics 2 22
Soclo=Economics 1 11 4 45 Chemistry 1 11
World History ;! 11 Agriculture 2 22
Latin 3 33 Home Economics 1 11  § 11

8v



TABLE XIX_(Continuod)

COURSE ESSENTIAL DESIRABLE COURSE ESSENTIAL DESIRABLE
Hoe 4 No. 9 ; No. % Nos A
Spanish Shop-Woodwork » 11
Bookkeeping 6 67 1 11 Art 1 p 3 8
Typing 7 78 2 22 Band p § 1l
Shorthand 4 45 1 11 Voecal Musie > | 11
Commercial
Arithmetic 6 67 1 11 Music Appreciation
Commercial Law 1 11 2 22 Drilver Training

6%



TABLE XX
ORDER OF IMPORTANCE OF PERSONAL TRAITS e

GENERAL OFFICE WORK, CLERK-TYPIST

50

SUBJECT
1

Noe % Nos

ORDER OF IMPORTANCE
—

% _No, %

4
No. %

Appearance 2 22
Personality 1 b % 4
Uses good English

Amount of formal
education ) 11

Quality of work
done in school

Willingness to work 3 33

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.

Ability to perform
everyday arithmetic

Former work experi-
ence and references 1 11

Ability and eagerness
to learn--aptitude 1 11

Desire for the Jjob

5
» |

56 1 11
11 4 45
2 22

22

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 appearing in Table XXI. The number and
percentages refer to the number checking the tralt and the

percentage that number is of the total interviewed.

TABLE XXI

MOST IMPORTANT PERSONALITY TRAITS e~
GENLRAL OFFICE WORK, CLERK-TYPIST

PERSONALITY TRAIT DESIRABLE PERSONALITY TRAIT DESIRABLE

NOe E A No.
Initiative 6 67 Likeableness 1 11
Abllity to assume
responsibility 2 22 Loyalty 2 22
Conscientiousness 3 33 Polse
Sense of humor Reliability 6 67
Punctuality Thoroughness 2 22
Aeccuracy 4 45 BSoeciability
Cooperativeness 5 56 Adaptability 2 22
Enthusiasm 4 45 Courtesy 2 22
Industriousness 2 22 Honesty 4 45

General requirements

l. Sex requirement. Six employers would hire
elther, three prefer a female.

2. Age requirement. Flve employers put the minimum
age at 18, four at 17.

3« Previous work experience, None indicated that
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previous work experiences were necessary.
4. Special physical requirements., None listed any
special physical requirements.

METER READER
Job description. Reads recording dials of gas, elece

tric, steam or water meters, and writes on a meter card the
figures as indicated by the meter index hands. May note

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

or water consumed by subtracting the meter reading of the
previous month from the meter reading he records.

General education requlred., The one employer inter-

viewed stated that the required education would be comple=-
tion of the eighth grade; however, a high school graduate
would be preferred. It should be pointed out that this 1s
an entry job and advancement is possible either to & line
crew or smmoffice jobs. The employer pointed out that
elther of these jobs would require more academic back=
ground or considerable experience.

Recommended academic background. The following table

shows the academic background recommended by this employ-

ere



TABLE XXII

RECOMMENDED ACADEMIC BACKGROUND =--

METER READER
COURSE ESSENTIAL DESIRABLE COURSE ESSENTIAL DESIRAELE
No. “No, 0, /.

English : 4 100 General Mathematics 1 100
Oral English Algebra
Oral Expression Geome try
Journallsm Trigonometry
Dramatics General Science 1 100
Social Science Biology
Amerlcan History Physics 1 100
Socio~Economlcs Chemistry
World History Agriculture
Latin Home Economics
Spanish Shop=Woodwork
Bookkeeping Art 1 100
Typing Band 1 100
Shorthand Vocal Husie
Commercial Arithmetic Musiec Appreciation
Commercial Law Driver Training 1 100

ee
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Personal traits. The employer was asked: "Which of

the following do you look for when you hire someone for
this position? List your first four in order of impore
tance.," The following table shows his answers. The
column headed by "number" indicates the number of employe
ers. The column headed "7%" indicates what portion this

number is of the total interviewed.

TABLE XXIII

ORDER OF IMPORTANCE OF PERSONAL TRAITS ==
METER READER

SUBJECT ORDER OF IMPORTANCE

1 2 o 4

Noe % Nosw % Noe % Noe %
Appearance 1 100
Personality 1 100

Uses good English

Amount of formal education
Quality of work done in school
Willingness towork 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.

Ability to perform everyday
arithmetic

If right or left handed. (Difficult for
left-handed person to write in meter bLook). 1 100
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Personality traits. When asked to check five per-

sonaligy traits necessary to do the job, this employer
gave the answers appearing in Table XXIV, The number and
percentages refer to the number checking the trait and

the percentage that number is of the total interviewed.

TABLE XXIV

MOST IMPORTANT PERSONALITY TRAITS w=
METER READER

e —-

PERSONALITY TRAIT DESIRABLE PERSONALITY TRAIT DESIRABLE
NO. ?; NO. d

Inltiative Likeableness

Abllity to assume
responsibility 1 100 Loyalty

Consclentiousness Rellablility

Sense of humor Folse

Punctuality Soclabllity

Aocurady 1 100 Thoroughness
Cooperativeness = X 100 Courtesy 1 100
Enthusiasm Honesty

Industriousness 1 100 Adaptability

General requirements

l. BSex requirement. The employer stated that the
sex should be male.

2. Age requirement. The minimum age requirement is
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17.

¢ Prevlious work experience., No previous work ex-
perience 1is required.

4, 8Speclal physical requirements., No speclal physi~-

cal requirements are needed to qualify for this job,

PRINTER APPRENTICE.

Job.description. Learn various dutles of printing

by alding in the processes under guldance of skilled
printer. Do cleaning of shop, machinery, type. Hight
read proof and ald in composition of job printing.

General education required. There is only one such

job opportunity in Hillsboro. The employer requires a
high school graduate for the jobe.

Recommended academic background. This employer

recomnends the academic background shown in Table XXV,



T4BLE XXV

RECOMMENDED ACADEMIC BACKGROUND ==
PRINTSER APPRENTICE

COURSE ESSENTIAL DESIRABLE COURSE ESSENTIAL DESIRAELE
No. % No. % Noe % No, %
English- e - 100 General Mathematics 1 100
Oral English Algebra
Oral Expression Geome try
Journalism Trigonometry
Dramatics General Science 100
Social Science Blology
American History Physics 100
Socio~kEconomics Chemistry 100
World History Agriculture
Latin Home Economics
Spanish Shop~Woodwork
Bookkeeping Arg
Typing Band
Shorthand Vocal Musie

Commercial Arithmetiec
Commerecial Law

Music Apprecilation
Driver Training

LS
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Personal traits. The employer was 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 his answer. The
column headed by "number" indicates the number of employ=-
ers, The column headed "%" indicates what portion this

number 1s of the total interviewed.

TABLE XXVI

ORDER OF IMPORTANCE OF PERSONAL TRAITS e=-
PRINTER APPRENTICE

SUBJECT QRDER OF IMPORTANCE

1 ik 3 4

NOo % Noe. % Noe % No,. %
Appearance 1 100
Personality 1 100

Uses good English
Amount 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
satlsfactory they are
kept on, if not, they
are let go.

Ability to perform every-
day arithmetic
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Personality tralts. When asked to check five per=-

sonality traits necessary to do the job, the employer
interviewed gave the answers appearing in Table XXVII,
The number and percentages refer to the number checking
the trait and the percentage that number 1s of the total

interviewed.

TABLE XXVII

MOST IMPORTANT PERSONALITY TRAITS ==
PRINTER APPRENTICE

PERSONALITY TRAIT DESIRAB%E PERSONALITY TRAITT§§SIRABLE
Oe Qe

Initiative p 1 100 Likeableness

Ability to assume
responsibllity 1 100 Loyalty

Conscientiousness 1 100 Poise
Sense of humor Reliability
Punctuality Soeiability
Accuracy 1 100 Thoroughness ﬁ
Cooperativeness Adaptability
Enthusiasm 1 100 Courtesy
Industriousness Honesty
Soeiability

General requirements

l. Sex requirement. The sex required for a printer
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apprentice is a male,

2. Age requirement. The age required except in an
exceptional case 1is 18,

3. Previous work experience. No previous work ex-
perience is a necessary requirement.

4, Speclal physical requirements. The job includes
some lifting.

PUMP SERVICEMAN. Two empioyera contacted have Jjob
opportunities for a high school leaver to learn to become
& pump serviceman., The job description below detalls the
duties to be learned by the employee.

Job description. Repairs all types of pumps and pump

power unlts, such as centrifugal and plunger type pumps,
and gasoline-engine, Diesel-engine, and electric-motor
power units; diagnoses trouble in pumpj dismantles pump}
repairs defective parts or replaces them with new ones;
reseats and grinds valves; repacks stuffing boxes; tests
pumps for proper operation; uses mechaniec's and electri-
clan's hand tools, holsts, and other equipment in making
repalrs. 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

RECOMNENDED ACADEMIC BACKGROUND =~
PUMP SERVICEMAN

— ]

ll

—
—

COURSE ESSENTIAL DESIRABLE COURSE ESSENTIAL DESIRAELE
No. %4 Noe. 4 Nos 4 No. A
English 2 100 General Mathematics 2 100
Oral English 1 50 Algebra 1 50
Oral Expression Geometry v ! 50
Journalism Trigonometry p 50
Soeial Science General Sclence
American History Biology
Soclo-economics 1 50 Physilecs 2 100
World History Chemistry 1 50
Latin Agriculture

19



TABLE XXVIII (Continued)

COURSE ESSENTIAL DESIRABLE COURSE ESSENTIAL DESIRABLE
No. % Noe % No. 4 No. £
Spanish Home Economics
Bookkeeping 1 50 Shop=-Woodwork
Typing 1 50  Art
Shorthand Band
Commercial
Arithmetic 1 50 Vocal Musiec
Commerelal Law 1 50 Music Appreciation
e Driver Training 1 50

29
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Recommended academic background. The courses indi-

cated on the preceding chart are the ones checked by the
employers as being essential or desirable as training or
background for this oeccupation,

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 ime
portance.," They gave the following responses. The col-
umns refer to the order of importance. The column headed
by "number™ indicates the number of employers. The column
headed "%" indicates what portion this number is of the

total interviewed.,
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TABLE XXIX

ORDER OF IMPORTANCE OF PERSONAL TRAITS w~e
PUMP SERVICEMAN

SUBJECT ORDER OF IMPORTANCE

1 2 .3 4

Noe % Noe % Noe % Noe %
Appearance 1 50 1l 50
Personality 1 5 1 50

Uses good English

Amount of formal
education

Quality of wark
done in school 1 50

Willingness to
work  : 50 1 50

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

Ability to perform every-
day arlthmetie 1 80

Desire to learn and
enjoy the job

Personality tralts. When 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 18 of the total interviewed.

TABLE XXX

MOST IMPORTANT PERSONALITY TRAITS e=-
PUMP SERVICEMAN

PERSONALITY TRAIT DESIRABLE PERSONALITY TRAIT DESIRAELE

No. % No, %
Initiative X 50 Likeableness
Abllity to assume
responsibility 1 50 Loyalty 1 50
Conscientlousness 1 50 Poise
Sense of humor Soclability
Punctuality Thoroughness 1 50
Accuracy 1 50 Adaptability 1l 50
Cooperativeness Courtesy
Enthusliasm : 4 50 Honesty 2 100
Induétriouanzal

General requirements

l. Sex requirement.

2. Age requirement.

The sex must be male.

One employer required a minimum

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

3« Previous work 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 speclal physical requirement was necessary.

STENOGRAPHER
Job description. Takes dictation in shorthand of cor

respondence, reports, and other matter and transcribes
dictated material, writing it out in long hand or using
& typewriter. Iilay be required to be versed in the tech=-
nical language and terms used in a particular profession,
May perform a variety of related clerical duties. HMay
take dictatlion on a stenotype machine, or may transcribe
information from a sound producing record.

General e ducation required. Six 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 employe
ers interviewed, As was the case with the general office
worker, these jobs are avallable in a wide selection of
businesses, The results of the survey show that the stue
dent with a wide academiec and practical background will

have a greater number of job opportunities.



TAEBLE XXXI

RECOMMENDED ACADEMIC BACKXCROUND ==

STENOGRAPHER
COURSE ESSENTIAL DESIRABLE COURSE BESSENTIAL DESIRAELE
Nose £ No. % No. 4 No. %

English 8 100 General Mathematics 5 62.5 2 25
Oral English 4 50 Algebra
Oral Expression 1 12.5 1 12.5 Geometry
Journallism 1 12.5 Trigonome try
Dramatics General Science 1 12.5 2 25
Social Seience 1l 12,5 2 256 Biology 2 25
American History 4 12.5 Physics 2 25
Soclo=Economics 1 12.5 1 12.5 Chemistry 2 25
World History 1 12.5 Agriculture 2 25
Latin 2 25 Home Economlecs 1 12.5 1 12.5

L9



TABLE XXXI (Continued)

COURSE ESSENTIAL DESIRABLE COURSE ESSENTIAL DESIRABLE

No, % No. 4% Noe % No. &

Spanish 1 12,5 Shop=Woodwork 2 25

Bookkeeping 5 62.5 Art 2 25
Typing 8 100 Band 1 12.5
Shorthand 8 100 Vocal Musilc 1 12.5

Commercial

Arithmetic 6 75 Music Appreciation 1 12.5
Commercial Law 2 25 2 256 Driver Training 1 12,5

89
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Porgonal traits. The eﬁployers were asked: "Which

of the following do you look for when you hire someone
for this position? List your first four in order of ime
portance." The following table shows their answers. The
column headed by "number" indicates the number of ewmploy=-
ers. The column headed "%" indicates what 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 refer to the number checking the
tralt and the percentage that number is of the total
interviewed.

General requirements

l. Sex requirement. Five of the employers stated
that the required sex was female., Three said that either
would be employed.

2. Age requirement. All stated that the minimum
age for employment 1s 18,

S« Previous work experience. None of the employers
require previous work experience.

4, Special physical requirements. None of the em=

ployers mentioned any speclal physical requirements.
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TABLE XXXII
ORDER OF IMPORTANCE OF PERSONAL TRAITS ==
STENOGRAPHER
SUBJECT QRDER OF IMPORTANCE
éo. % No. % No. % ﬁo. %
Appearance 3 37.5 2 25 2 25
Personality 2 26 =2 25 4 50
Uses good English 2 25 1 12.5

Amount of formal
education 1 12.8

Quality of work
done in school 1 12.5 4 50

Willingness towork 2 25 1 12.5

Do not look for any-
thing in particular,

I hire them and if

they prove satisfac-
tory they are kept on,
if not, they are let go.

Ability to perform
everyday arithmetie 2 25

Former work experience
and references 1 12.5 12.5

Mental alertness 1 12.5




s

TABLE XXXIII
MOST IMPORTANT PERSONALITY TRAITS ==
STENOGRAPHER
e —— =
PERSONALITY TRAIT DESIRABLE PHERSONALITY TRAIT DESIRABLE
No. A Nos. %

Initiative 7 87.5 Likeableness

Abllity to assume

responsibility 4 50 Loyalty i 12.5

Conscientiousneas 5 62.5 Poise

Sense of humor Reliability 4 50

Punctuality 4 BO Sociability

Accuracy 5 62,5 Thoroughness 1 12.5

Cooperativeness 3 37«5 Adaptablility

Enthusiasm 2 25 Courtesy 4 50

Industriousness Honesty 2 25
WAREHQUSEMAN .

Job decription. Hand trucks or carries merchandise

and material about a warehouse, usually between loading
platform and storage bins; stacks or otherwise stores
merchandise or material in bins, or on shelves., HMay load

and unload [trucks or railroad freight cars.

General educatlon required. One employer states that

|
the employee must be & high school graduate; the other

stated that a high school graduate would be preferred.
ﬁecggggndod academic backpground., The following table



TABLE XXXIV

RECOMMENDED ACADEMIC BACKGROUND ==

WAREHOUSEHMAN
COURSE ESSENTIAL DESIRABLE COURSE ESSENTIAL DESIRAELE

No. % Nos % No. 4 No, %
English# 2 100 General Mathematics 2 100
Oral English Algebrai* 1 50
Oral Expressioni 1 50 Geome try#* 2 100
Journallsm Trigonome try# 1 50
Dramatics General Science
Sociel Science Blology
American History 1l 50 Physics
Soclo-Economics Chemistry# 1 50
World History : 4 50 Agriculture 1 50 |
Latini® 1 50 Home Economics

oL



TABLE XXXIV (Continued)

COURSE ESSENTIAL DESIRAELE COURSE ESSENTIAL DESIRABLE
No. 4  No. A Noe 4 No. %
Spanishs# 1 50 Shop=Woodworks* 2 100
Bookkeeping Art 1 50
Typing Band 1 50
Shorthand Voecal Music 1 50
Commercial
Arithmetic Music Appreciation 1 50
Commercial Law Driver Training 2 100

oL
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shows the academie background recommended by the two em=-

ployers interviewed. Those courses followed by an aster=
isk (%) are ones desirable or essentlal 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-
portance.,”™ The table on the following page shows their
answers, The column headed by "number" indicates the nume
ber of employers. The column headed "#" indicates what
portion thls number of the total interviewed.

Personality traits. When asked to check five person-

ality trgits necessary to do the job, those interviewed
gave the answers appearing in Table XXXVI. The numbers
and percentages refer to the number checking the trait
and the percentage that number 1s of the total Inter-
viewed.

General requirements

1. BSex requirement., Both employers stated that the
sex required 1s male.

2. Apge requirement, Both indicated that the minimum
age must be 18,

3. Previous work experience, Nelther indicated that
previous work experience is a necessary requirement for

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



75

desirable.
4. Special physical requirements. Both employers ome
phasized that heavy 1ifting is a very large part of the

Jjob.
TABLE XXXV
ORDER OF IMPORTANCE OF PERSONAL TRAITS ==
WAREHOUSEVAN
SUBJECT . ORDER OF IMPORTANCE
1 2 o a@
Noo % No, % No. # No. %
Appearance i 50 1 50
Personallty 1 50 1 50
Uses good English 1 50
Amount of formal
education 1 50
Quality of work
done in school
Willingness to work 1l 50

Do not look for anye
thing in particular.

I hire them and if

they prove satisfactory
they are kept on, if
not, they are let go.

Ability to perform
everyday arithmetic

Previous work experience
(record of performance) 1 50
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TABLE XXXVI
MOST IMPORTANT PERSONALITY TRAITS =~-
WAREHOUSEMAN
PERSONALITY TRAIT DESIRABLE PERSONALITY TRAIT DESIRABLE
No., % No, %
Initlative 2 100 Likeableness
Abllity to assume
responsibillty 1 50 Loyalty 1 50
Conscientiousness Poise
Sense of humor Relliability 2 100
Punctuality 1 50 Soclabllity
Accuracy 1 50 Thoroughness
Cooperativeness Adaptability 1 50
Enthusiasm Courtesy 1 50
Industriousness Honesty 1 50

COMPILATION OF DATA FOR ALL JOBS.

The following

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

The responses of all employers interviewed have been come-

piled in a single table Tfor each of the major filelds sur~

veyed. The recommendations offered as a result of this

survey will be drawn from the results shown in this over-

all compilation. The analysis of these data and the

recommendations are to be found in Chapter IV of this

study.



TABLE XXXVII
RECOMMENDED ACADEMIC BACKGROUND FOR ALL JOBS

COUKSE ESSENTIAL DESIRABLE COURSE ESSENTIAL DESIRABLE

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

English 41 93 2 5 General Mathematlics 37 84 3 7
Oral Znglish 21 47 7 16 Algebra 5 23 12 27
Oral Expression 11 26 6 13 Geometry 5 11 5 11l
Journalism 1 - N 16 Trigonometry 4 9 4 9
Dramatics 2 5 General Sclence 3 7 13 30
Social Science 6 13 7 16 Bilology 1 2 3 7
American History 8 18 4 9 Physies 6 13 11 25
Socio-Economics 6 16 8 18 Chemistry 1 2 9 20
World History 1 2 4 9 Agriculture 3 8 18
Latin y 4 16 Shop=Woodwork 3 7 18



TABLE XXXVII (Continued)

COURSE ESSENTIAL DESIRABLE COURSE ESSENTIAL DESIRABLE
Hoe 4 Noe % _ Noe € No, Z
Spanish 1 2 1 2 Home Economics 3 7 5 11
Bookkeeping 21 47 5 11 Art 10 23
Typing 18 41 7 16 Band 3 7
Shorthand 13 30 1 2 Voecal Musle 3 Y
Commercial
Arithmetic 16 36 ) § 16 Iusic Appreclation _ 2 5

Commerclal Law 5 11 6 13 Driver Training 8 18 3 7

B4



TABLE XXXVIII

ORDER OF IMPORTANCE OF PERSONAL TRAITS FOR ALL JOBS

79

SUBJECT
No.

ORDER OF TMPORTANCE

% Nos

% No.

% No.

£

Appearance 11
Personality 9
Uses good English

Amount of formal
education o

Quality of work
done in school 1

Willingness to work 12

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

- are let go.

Abilitvy to perform
everyday arithmetic

Ability to write
legibly

Abllity and eagerness
to learn 2

Family background 1l

Interest in the type
of work 1

Ability to size up a
situation and do the
proper thing

Previous work experience
and references 2

256 18

20

9
2

41
20
S

13

3
16
8

7

36
18

16

7
5
5}

16
11
il

11

11
11
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TABLE XXXIX
MOST IWPORTANT PERSONALITY TRAITS FOR ALL JOBS

ERSONALITY TRAIT DeSIRABLE PERSONALITY TRAIT DESIRAELE
No. % No. A

Initiative 27 61 Likeableness 1 2
Ability to assume

responsibility 15 34 Loyalty 10 23
Conscientiousness 16 36 Poise

Sense of humor 1 2 Reliability 21 47
Punctuality 14 32 Soclability 2 5
Accuracy 21 47 Thoroughness 6 13
Cooperativeness 15 34 Adaptabllity 7 16
Enthusiasm 12 27 Courtesy 21 47
Industriousness 7 16 Honesty 25 57

General requirements for all jobs.

The sex required 1s: _17 Male _1l1 Female
16 Either.

The minimum age requirement is: 16 _3 , 17 _§ ,
18 31 , 1¢ _2 .

Previous work experience: Yes s No 43 .

-
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PART II

JOBS REQUIRING APPRENTICESHIP TRAINING

It was found in the course of this study that there
were avalilable jJobs that require apprenticeship training.
Since the applicant for the job must meet the require-
ments of the apprenticeshlp 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 apprenticeshlp standards
for the state of Oregon.

These standards have been prepared by a committee
representing the State Couneil of Carpenters, the State
Employers' Assoclation, the Department of Vocational and
Industrial Education, the Bureau of Apprenticeship, the
United States Department of Labor, and the Oregon State
Apprenticeship Counecil.

In so far as possible, the requirements of the state
standard will be presented in the same form as the em~
ployers'! demands for the occupations not coming under the
apprenticeship standards. However, the standards do not,
in all cases, stress the same points as asked of the eme
ployers. This is especlally true in regard to personal
and personality tralts; therefore, that section of the
study will not be covered as with the other occupations.
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BEach standard lists the related subject matter in
which the apprentice shall receive instruction along with
his on=the~job training. The high schocl courses that
would supply background for this subject matter will be
listed as essential courses for the prospective apprentice
to include in his curriculum,

An 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 colncide
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 s legally recoge
nlzed only if recorded in a written contract, indenture,
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 inelude specific reference to the duration of the
apprenticeship period, a progressive scale of wages, and
the nature of the processes 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 hls apprenticeship period..



BRICKLAYER AND STONEMASON.

Job description. The following is a list of the ma=-

jor work processes to be learned by the apprentice: Plain
bricklaying and use of tools, plain exterior brickwork,
veneering face brickwork, layout and leveling, planning
and bullding brick chimneys, flues, and fireplaces,
building arches, groins and coluwna, cutting, bedding and
setting stones, terra cotta and their bonds, laying tile
structural, partitions and fireproofing and miscellaneous
items.

General education required. Applicants shall be re-

quired to pass such Intelligence and aptltude tests as
may be designated by the Apprenticeship Committee.
Recommended academic background. The related sube

ject matter as listed in the state standard was used to
establish the course that should be included in the high

school curriculum.



TABLE XL

RECOMMENDED ACADEMIC BACKGROUND ==

BRICKLAYER AND STONEMASON

COURSE ESSENTIAL COURSE ESSENTIAL
English General Mathematics x
Oral English Algebra X
Oral Expression Trigonome try b 4
Journalism Geome try
Dramatics General Science
Social Seience x Biology
American History and Civics x Physics x
Soclo=-Economics x Chemistry x
World History Agriculture
Latin Shop=Woodwork
Spanish Band
Bookkeeping Vocal Musie
Typing Music Appreciation
Shorthand Driver Training
Commercial Arithmetic x Home Economics
Commerclal Law x

8
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Personal tralts. The applicant shall possess a good

character and a good reputation in the community.

Sex requirement. The state standard makes no mention

of a sex requirement for the applicant.

Age requlrement. Applicante desiring to serve an

epprenticeship in this trade shall have passed their
eighteenth birthday, but shall not have passed their
twenty-fourth birthday.

Previous work expefiénce. Previous work experience

is not a necessary requirement for entry as an apprentice,

Speclal physical requirements. Applicant shall pos=-

sess a physical development sufficient to enable him to
perform all the physical duties of this trade.

CARPENTERS AND JOINERS

Job description. The Oregon State Apprenticeships

Standards for Carpenters and Jolners lists the following
work processes of this trade in which the apprentice shall
be given work experlence: form work and scaffolding,
framing, layout, floor laying and finishing. A general
construction carpenter performs general carpentry work in-
volved in the erecting of wooden building frames, install-
ing exterior and interior trim, laying floors, building
conerete forms, pouring chutes, wooden acatfol@u, and
similar work entailing the cutting, shaping, and fastening
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together of wood or material, such as fiber board, that
is treated and used the same as wood.

General educgtion required., The state standard states

that apprlicants shall pass such intelligence and aptitude
tests as may be desipgnated,

Recommended academic background. The related subject

matter as listed in the state standard was used to estabe
lish the courses that should be included in the high
school curriculum,

Pergonal tralts. The state standard states that the

applicant shall possess a good character and a good repue-
tation in the community. No eriterla are presented to
clarify what tralts are essentlal for one to have in order
to have a good character and a good reputation,

Sex requirement. The state standard makes no require-

ment as to whether the applicant 1s mele or female.

Apge requirement. Applicants desiring to serve an ap~

prenticeship in this trade shall have passed thelr seven=
teenth birthday.

Previous work experience. No previous experlence of

any sort is a requirement for entry as an apprentice.
Special physical requirements. The standards state

only that the applicant shall possess a physical develop~
ment sufficient to enable him to perform all the physical
dutlies of this trade.



TABLE XLI

RECOMMENDED ACADEMIC BACKGROUND =~
CARPENTERS AND JOINERS

s —
- —

COURSE ESSENTIAL COURSE ESSENTIAL
English General Mathematics x
Oral English Algebra x
Oral Expression Geome try %
Journalism Trigonometry x
Dramatics General Science X
Social Science X Biology
American History and Civies x Physics x
Soclio=Economics = Chenlstry x
World History Agriculture
Latin Home Economiecs
Spanish Shop=Woodwork x
Bookkeeping Band
Typing Vocal liuslic
Shorthand Music Appreciation
Commercial Arithmetic x Driver Training
Commerecial Law x

L8
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GLASS WORKERS

Job deseription. The followlng is & condensed oute

line of the various branches of this trade and the work
experiences to be given to the apprentice.

1. Genersl glazing. Cutting glass and running pute
ty, handling glass, set plate and structure glass and
trim, inetalling art glass, fixtures, mirrors and miscel-
laneous items, auto glazing.

2, Art glass. Glﬁzing zino,‘glazing lead, cuit sheet
to gauge and pattern, lay out and cut patterns, liy out
and cut steneils, installing art glass.

3« Hirror or beveling. Handling and eutting glass,
blocking, polish and rouge, smoothing, mitering, silvering.

4., Auto glass. Remove frame assembly, handling and
mounting, installation, cutting glass and repairing as-
semblies.

teneral educatlion required. The state standard in-

dicates that the applicant shall pass such intelligence
and aptitude tests as may be designated.
Recommended academic background. The related subject

metter as listed in the state standards was used to estab-
lish the courses that should be included in the high

school curriculum,



TABLE XLIX

RECOMMENDED ACADEMIC BACKGROUND ==
GLASS WORKERS

COURSE ESSENTIAL COURSE ESSENTIAL
English General Mathematics x
Oral English Algebra
Oral Expression Geometry
Journallsm Trigonometry
Dramatics General Science x
Social Sclence X Biology
American History and Civics x Physics
Soclo-Economics x Chemistry x
World History Agriculture
Latin Home Economics
Spanish Shop~Woodwork X
Bookkeeping Band
Typing Vocal Music
Shorthand Music Appreciation
Commercial Arithmetic x Driver Training
Commercial Law x

68
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Fersonal tralts., Applicants 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 sixteenth birthday and
shall not have passed their twenty-first birthday, except
those wilth 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 their twonty-
first birthday.

Previous work experience, Previous work experience

is not a necessary requirement for entry as an apprentice.

Special physical requirements. Applicants shall

possess a physical development sufficient to ensble them
to perform all the physical duties of this trade.

INSIDE ELECTRICAL WORKERS.,
Job description. The state standard for inside elec~

trical workers lists the following branches of this trade
in which the apprentice shall be given work experilence so
as to develop the required manipulative skillls and so as
to have an opportunity to apply his knowledge of the re-~
lated subject matter of this tradet Circult design and
layout, wiring methods and materials, lighting fixtures,
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panelboards and switchboards, service equipment, signs ﬁnd
outline lighting, applliances, meters, signalling equip-
ment, transformers, generators, motors and industrial
electronic devices,

General education required. The state standard

states that applicants shall pass such intelligence and
aptitude tests as may be designated.

Recommended academic backgzround. 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 curriliculum.

Personal tralts. The state standard states that the

applicant shall possess a good character and a good repu-
tation in the community.

Sex requirement. There is no requirement in the

state standard as to the sex of the applicant.

Ape requirement. Applicants desiring to serve an

apprenticeship in the branches of thls trade shall have
passed thelr sixteenth birthday, but shall not have passed
their twenty-sixth birthday.

Previous work experience. Prevlious work experience

is not a necessary requirement for entry as an apprentice.

Speclal physical requirements. Applicants shall pos-

sess a physical development sufficlent to enable them to
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TABLE XLIII

RECOMMENDED ACADENMIC BACKGROUND ==

INSIDE SLECTRICAL WORKERS

COURSE ESSENTIAL COURSE ESSENTIAL
English General Mathematics x
Orel English Algebra x
Oral Expression Geometry - 4
Journalism Trigonometry
Dramatics General Science
Soclial Science x Biology
American History and Civics X Physics x
Socio=Economics X Chenlistry x
World History Agriculture
Latin Home Economics
Spanish Shop=Woodwork x
Bookkeeping Band
Typing Voecal iusie
Shorthand Music Appreciation
Commerecial Arithmetic x Driver Training
Commercial Law x

a6
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perform all the physical duties of this trade as may be
designated by the Apprenticeship Committee.

PAINTERS, DECORATORS AND PAPER HANGERS

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: LExterior painting, interior painting, cale-
cimining, decorating, staining and hardwood finishing,
hanging paper and other wall covering and colors and
color mixing,.

Ceneral education required. No statement of poliey

is inecluded in the state standard.

Recommended academiec background. The related sube-

Jeet matter as listed in the state standard was used to
establish the courses that should be included in the high
school curriculum, - ‘

Personal traits. No statement as to personasl traits
is included in the state standard.

Sex requirement. The state standard states no re-~

quirement as to the sex of the applicant.

Age requirement. Applicant desiring to serve an ap=-

prenticeship in the various branches of this trade shall



TABLE XLIV

RECOMMENDED ACADEMIC BACKGROUND ==
PAINTERS, DECORATORS AND PAPER HANGERS

i

ST

— -
—

COURSE ESSENTIAL COURSE ESSENTIAL
English General Mathematics X
Oral English Algebra
Oral Expression Geome try
Journalism Trigonometry
Dramatics General Science X
Social Science X Biology
American History and Civies b 4 Physics
Soclo-Economics % Chemistry x
World History Agriculture
Latin Home Economiecs X
Spanish Shop-Woodwork x
Bookkeeping Art x
Shorthand Band
Commerclal Arithmetic x Vocal HMusie
Commercial Law x Music Appreciation

Driver Training

v6
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have passed thelr sixteenth birthday but shall not have
passed thelr twenty-second birthday.

Previous work experience, Previous work experience

1s not a necessary requirement for entry as an apprentice.

Special physical requirements., The state standard

makes no statement as to physical requirements.

PLUMBER
Job description. The state standard for plumbing and

pipe fitting lists the following major work processes that
are to be learned during the apprenticeship: Methods of
joining piping, threading, welding, wiping water supply
and systems, generation and distribution of heat, systems
of heating, ventilation and air conditioning, refrigera-
tion systems, lnstallation and serviecing, sewage disposal
and drainage, specialities-fixtures, power plant fixtures,
power plant piping, fire extingulshing systems and other
sprinkler systems, boller room chemistry, fuels and their
uses=--solid~liquid-gaseous, domestic water systems-~-range
bollers, methods of heating range bollers, pneumatic 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.

Recommended academic background. The related subject




TABLE XLV

RECOMMENDED ACADENIC BACKGROUND --

PLUMBERS
COURSE ESSENTIAL COURSE ESSENTIAL
English General Mathematics b 4
Oral English Algebra X
Oral Expression Geometry
Journalism Trigonometry
Dramatics General Science x
Soclal Seclence x Biology
American History and Civies x Physics x
Socio=Lconomics x Chemistry
World History Agriculture
Latin Home Economics
Spanish Shop=Woodwork
Bookkeeping Art
Typing Band
Shorthand Vocal Husle
Commercial Arithmetic x Music Appreclation
Commercial Law x Driver Training

26
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matter as listed in the state standard was used to estabe-
lish the courses that should be included in the high
school curriculum,

Personal tralits. 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 makes no re-

quirement as to whether the applicant is male or female.

Age requirement. Applicants desiring to serve an

apprenticeship in the pipe trades shall be between sixteen

and twenty-four years of age.

Previous work experience. Previous work experience

is not a necessary requirement for entry as an apprentice.

Speclal physical requirements. The standard states

that the applicant shall possess a physical development
sufficient to enable him to perform all the physical duties
of this trade.
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PART III

EMPLOYEE WEAKNESSES AND STRONG POINTS;
C 10 ITIONS

Each employer was asked to indicate the general
weaknesses and strong points of his employees. These
weaknesses and strong points can be separated into two
ma jor divisions, one pertaining to personal traits and
aettitudes and the other to academic background and
achievement, It was generally found that employers found
1t easier to point out weaknesses than strong points.
While many employers had no answer as to strong points,
every employer had a number of weaknesses to enumerate.
The statements listed below are in the terminology of the
employers. The number following the statement is the
numnber of employers that indlcated this weakness or strong
point.

Weaknesses found in emplovees! personal traits and attl-
tudes.

Girls will not state that they can do shorthand. 1
Cockiness 1
Too much non-productive time  §
Not enough application 8
Lack of energy 1

Too much inclination to "visiting"™ on the job
with friends 2



Employees too self-centered 3
Earning money primary aim )
Do not assume responsibility 2
Lack ability to approach public with courtesy and

tact - r 8
Lack enthusiasm for and interest in the job 10
Lack ability to sell 1

Lack of ability to analyze job and what must be
done to warrant advancement

Lack of respect for authority
Want advancement without self-improvement

Lack patience in beginning job

H N s O

Inaccurate, sloppy attitude

Lack of initiative to find work necessary to be
done when their work is finished; do not look for
work in another department. Do not cooperate with
other employees

Over-extension of "coffee-time".
Not willing to work under necessary conditlons
Lack of punctuality

N~ H B 93

Lack of ambition

Weaknesses found in employees' academic background and

09

achievement.

Lack of spelling ability
Lack of ability to write a good business letter
Lack of machine operating baeckground

M 2 O W

Typing has been weak



Poor grammatical construction
Lack ablility to perform simple arithmetic
Stenographers weak in shorthand

Do not write legibly

Strong points found in employees.

Industrious E

Willing to ask questions and learn
Reliable

Conseclentious

Have abllity to get along with people
Friendly

Have good appearance

Loyal to employer

Are courteous, non=-griping
Adaptable

Are willing to work

Have ability to learn and grasp the duties of

thelr job
Are likeable
Are punctual
Are honest

Of ten interested in improving working conditions

and the system

Figure ways to save time and material

100
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Employers' suggestions regarding adding courses to the
curriculum.,

Each employer was asked to suggest courses that, in
his opinion, eould advantageously be added to the curri-
culum of the secondary school. In the list below are
courses or subject matter flelds that employers felt might
be added to the curriculum as separate courses or units
in exlsting courses. The number following each subject
indicates the number of employers who were 1in favor of
the addition of such a course.

Course in elementary mechanics 6
Course in salesmanship--how to meet the publie 5
Course designed to show the importance of the

employee to the firm and the employer; employee=
employer relationships 1

Course in distribution and cost of merchandise,
basic business procedures and problems

Course in machine bookkeeping
Course in filing and office procedure
Drafting for girls

N N G @

Background in agriculture for girls
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CHAPTER IV
ANALYSIS OF DATA AND RECOMMENDATIONS

ADDITIONS TO THE CURRICULUM. One of the desired
outcomes of the survey was to gain informgtion that would
make it possible to analyze the school curriculum. An
attempt was made 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 1list (an outline of the pres-
ent school curriculum) and indicgte 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 belleve that there are
four major areas of instruction that are not now ade-
quately covereds 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 in
salesmanship pointed out that in their opinion the ma-
jority of jobs were actually selling jobs, Even if the
employee was not directly connected with selling the
product he often had contact with the publiec and then, in
effect, was selling himself and the concern. It was
their opinion that beginning employees need training in
the techniques of selling and in presenting themselves
and their product to the publie, They felt that perhaps
this information could be included in some existing
course, but if not, it was of sufficient value to warrant
the establishment of a separate course.

The second area, the fleld of mechanics, was mainly
emphasized by employers who utilize this special type of
training. All agreed that the course should be general
and fundamental, and should not be designed to produce
experts. They pointed out that many of their employees
lacked basic skill in handling tools and equipment and
had little practical knowledge of the basic fundamentals
upon which the operation of machinery is based. They in-
dicated that such knowledge would ald the employee in his
further training as a mechanlc or repair man as well as
giving the salesman a better understanding of the product

he was selling.
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One employer pointed out that such a course would be
of value to all students no matter what thelr vocational
plans might be. He emphasized that all people use a great
variety of machines during theilr lifetime, and such know-
ledge would aid them in becoming better consumers and
would enable them to make simple repairs instead of de~
pending on the skilled worker who could 1ll afford to
spend time in making sugh repairs.

The employers who suggested the third area, office
procedure, had two major suggestions. They first felt
that training should be given in the techniques of filing
and general office procedure, They all mentioned that
each office would perhaps have its own system which would
be & modification of uny basic procedures learned, but
that new employees would be able to adapt themselves more
easily if such basic procedure were known,

The other suggestion was that high school students
should have more opportunity to learn to operate office
machines., They stressed that the Iinstruction need not be
extensive, but that 1t would be helpful 1f thelr begin-
ning employees were familiar with the operation and care
of these machines. They emphasized that this training
should include all types of machines that might be found

in the average office, such as dupliegtors, calculators,
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dictaphones, and electrlic typewriters.

One employer, however, expressed 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 their
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-
employce relations, The idea was expressed that many em=-
ployees do not understand their true value to the busi=
ness concern. They do not appreciate how thelr efforts
affect the success 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 lacked a concept of how
the cost of merchandise, distribution, overhead, and
other problems all tie together to regulate the operation
of a business, They felt that it was a general knowledge
of the whole problem of production and distribution and
the place of the retail store in this picture that was
lacking.

All these employers stated that 1f all their employ=-
ees had this information many of the weaknesses that they

now observed in the employees would not exist.



106

There was one other item that was mentioned enough
times to warrant its inclusion, As was mentioned in the
introduction, Hillsboro caters to an agricultural area.
Many of the business establishments in the town handle
farm produce or sell items used in farming. A number of
employers mentioned, although they did not always suggest
a course, that an agricultural background was desirable
for their employees. Especlally 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 as to local crops and local
agricultural problems. Some suggested that there might
be devised an orlentation course especially for school
leavers who were going to work in this area, so that they
could become acquainted wlth the items mentioned above.

To summarize, gll the additions suggested by the
employers were for general type courses designed to
answer a specific need., They advised adding this material
to existing courses where this was feasible. It is the
opinion of the interviewer that these ideas had been in
the minds of the employers and were not arrived at during
the interview.

The survey shows that a sufficient number of employ=-

ers had comparable suggestions to make it possible to
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recommend to the school board, administration, and
faculty of the high school that these suggeatibns be

given careful consideration in future curriculum planning,

EVPLOYEE WEAKNESSES, The analysis of the data
gathered concerning the weaknesses of employees can be
divided into two ma jor classificatlions--weaknesses found
in the employee's personal traits and attitudes and Ieak;
nesses found in the employee'!s academic bgekground and
achievement. A check of the data shows that the ampldyera
placed a great deal more emphasis on the personal weak-
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 found in
the academle background and achievement of their employees.
The employers mentioned these 25 personal weaknesses a
total of 68 times, whlle mentioning the eight academiec
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 employers
place more emphasis on personal traits than they do on
academic achievement., The results of this s tudy seem to
bear out the latter,

A 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 pertalning to personal traits 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 were checked only 40 times--uses good English, 15
times; amount of formal education, eight times; quality
of work done in school, 13 times; and abllity to perform
everyday arithmetic, four times.

It should be pointed out here that these results
should not be interpreted in a negative sense, The em-
ployers were limited as to the number of responses they
could make, and had to put down thelr responses in the
order of their importance. Therefore, these results
should be interpreted as showing that these personal traits
were of more importance than the academic ones, and in no
sense dlid the academlc achievements lack importance.

These results would seem to point out two areas for
consideration-~the prospective employee should examine
himself carefully to see if he lacks any of the attributes
deemed desirgble by the employer and the educators of the
community should see if any of the deficiencies can be
corrected through a change in emphasis,



100

RECOMMENDATIONS TO THE PROSPECTIVE EMPLOYEE. The
school leaver who 18 looking for employment should note
that the majority of employers are goling to look for the
following traits in the person they are considering for
employment: Appearance, personality, wlllingness to work,
and abllity to use good English. These are the points
that will i.lluence them before the employee is hired,

Among all employers there were flve personality
tralts that stood out as being the most important. These
five were inlitlative, accuracy, rellability, courtesy,
and honesty. The five personal weaknesses most of ten
listed by employers were: Not enough application, earn-
ing money primary aim, lack enthusiasm for and interest
in the job, lack of ability to analyze the job and what
must be done to warrant advancement, and lack of initia=
tive to find work necessary to be done when their work is
finished. These major weaknesses together with the five
ma jor personality tralts should give the high school
leavers a clear picture of the attributes they should
develop if they hope to hold their jobs, once obtained.

It should be emphasized that the above recommenda-
tions are based on a cdmpilation of answers received from
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 what specific requirements the employers in that
field deem necessary.

Many of the employers mentioned that there were good
job opportunities in a town the size of Hillsboroe, if the
employee would prepare himself, take a real interest in
the Job, apply himself and stick with one job until he
had developed the skill and the experience necessary to
warrant a good salary. They expressed concern that many
new employees leave one jJob for another that pays a few
cents an hour more without giving any other consideration

to the desirabllities of the jobs in question.

RECOMMENDATIONS TO EDUCATORS. It 1s interesting to
note that in spite of the widespread criticism today of
the academic a chievements of the products of schools, em=
ployers apparently do not place these achievements first
in their list of requirements for obtaining or holding a
jobe As was pointed out previously, they are a factor,
but not the primary one. Only four of the employers ine-
terviewed placed ability to perform every-day arithmetiec
as one cf their first four requirements, and only 18
placed abllity to use good English among the first four,
It should be noted, however, that 98 per cent would ine
clude English in the curriculum for high school leavers,

and 91 per cent would include general mathematics.
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The results of this study would seem to emphasize
that educators give serious consideration to the place
of the school in developing those personal tralts 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 conclu=-
slvely that employers in general are primarily concerned
with the development of these traits and attitudes, 1t is
recomnended that the administration and faculty of the
schools in the Hlllsboro area should examine carefully
the role of the public school in helping the achool leaver

develop these tralits and attitudes.
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EWPLOYER DEMANDS
Name of firm

Type of business -
Job available to high school leaver. Would you please
include a brief description of the duties of this job.

I. Eduecgtion

General Education: Please check highest level only.
Hequired:

Complete th grade in grade school
Complete ears in high school
igh school graduate

Preferred:
Complete th grade in grade school
Complete ears in high school
Eigh school graduate

Which of the following courses that are now offered in
high school do you consider ESSENIIAL for this Job?
ease check In the Iindicated place.)

Essential Course Desirable

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

SOCIAL SCIENCE
Social Secience
American History
& Civics
Soclo=Economics
World History

(T
[T



Essential

T EHEHEE T 1

Course

FOREIGN LANGUAGE
Latin
Spanish

COMMERC IAL
Bookkeeping
Typing
Shorthand
Commerclal Arith.
Commercial Law

MATHEMATICS
CGeneral Mathematics
Algebra
Geome try
Trigonome try

NATURAL SCIENCE
General Science
Biology
Physics
Chemistry

PRACTICAL ARTS
Agriculture

Home Economics
Shop=Woodwork

FINE ARTS
Art
Band
Vocal Music
Music Appreciation
Driver Tralhing

Desirable

T TR R T T
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Which of the above courses do you consider DESIRABLE for

s Jo (Please check in the indicated space.)
Indicate gﬂ% course you feel should be added to the above
ITst and icate whether essential or desirable.
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II. Personality.

Which of the followini do you look for when you hire some=-

one for thils position
ease 1list your st four in order of importance.

Appearance (grooming, posture, cleanliness)

Personality (voice, likeable, good social mixer,
agreeable)

Uses good English
Amount of formal education

Quality of work done in school (request and examine
official transeripts of record)

Willingness to work

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 everyday arithmetic.

—__(other)

— (other)

Please check from the following list the filve outstanding

W are necessary for this

—Initlative __ Poise

—_Ability to assume __ Relilability
responsibility

__ Conscientiousness . _Soclabllity

—__Sense of humor —_ Thoroughness

_ Punctuality — Adaptability

—_Accuracy —_  Appearance

Cooperativeness Courtesy
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— Enthusiasm . Honesty
___Industriousness ___ (other)

Likeableness —__ (other)
—__Loyalty

IIT, General requirements.
The sex required is: male female ~ either
The minimum age requirement is years.

Is any previous experience a necessary requirement for
this position? ves no

Are there any special physical requirements demanded by
this job? If so, please specify their nature.

What are the general weaknesses 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?





