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Ferme Williams ABSTRACT

This study was concerned with an appraisal of the effectiveness
of the office training of students at Flint Commmmity Junior College as
related to Job expectancy of students versus employment realities. This
was done through comparing (1) the job expectancy of two hundred twenty
students now on the program with realities found on Jobs by a similar mm-
ber of former students who are now employed, in terms of vocational and
besic skills and persomal qualities, and (2) the training given students
and the training expected by employers in terms of the criteria used.

The questiommaire technique was used for all three groups,
supplemented by interviews with directors of office persomnel in some of
the large industries. Survey instruments were designed which were similar
in content but specific for each group surveyed. The information sought
from students was the type of work which they hope to secure, employment
conditions they expect to encounter, and the vocational skills and persomal
qualities they think will be valuable. From employees, the informatiom
sought was the employment conditions they have encountered, together with
any deficiencies they have felt in their training. From employers,
information was sought regarding employment conditions, vocational skills
and personal qualities they comsider most important, and deficiencies
they have found prevalent in employees.

In interpreting findings of the study, percentage growyp response
of 25% or more was designated as significant representation of student,
exployee and -player response. So far as possible, items assessed were
identical and percentage response was compered.

From theoe‘data. it appeared that students, employees and employers



agreed on the knowledges and skills commonly used in office occupeatiomns,
together with personal factors which contribute to success on a job.
Inadequacies and deficiencies were reported which warrant some revision
of existing practices. |

These findings suggest that there is some lack of understanding
among students of the types of job opportunities which are available in
the areea and the subjects which will best prepare them for the kind of
Jjobs they hope to secure. There also appears to be over-emphasis in some
areas of academic instruction and lack of emphasis in others which provide
basis for the study of possible revisions in the training program.

This study represents one attempt to provide realism in the school
program for office training. Additional studies should be mede and con-
ferences held to provide for continuing intexchange between business and
the educational institution. In this way, realistic preperation for

vocations will result.
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CHAPTER I

THE PROBLEM
7 Introduction
Americen education is designed to assist every individual to
function at his best according to his ability, needs end interests,
uhedcnloyntobocueinadnltm‘hrotourcwluocmmie
society.
"Business education will have important responsibilities in
the missile daminated world of tomorrow. - No metter how many capeble
scientists and mathematicians are prepared in the present crash
program in education, their achievement camnot develop beyond the
creative stege vithout the efficient operstion of business and
industry . . . . Our nation cammot hope to held its own in the present
highly competitive world economy unless academically-talented students
are prepared for responsible positions in business as well as lcience."l
Business education has much to contribute to the general pre-
paration of members of our economic society. It has a dual objective
of providing learning experiences which will:
1. develop the potentialities of the student as a person who
will be a good citizen and a contributing member of society,

1. Dorothy L. Travis, "Suppose Everybody Goes Into Science and
Mathematics~-Then Wha.t?" Delta Kappe Gexme Bulletin, XXVI (Summer

1960), p. U46.
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2. enable the student to develop the learning and skill

requisite to assuming & responsible position in business.

There are general business courses which should be part of the
general education of all students, and there are vocational courses
leading to the development of marketable skills for those who plan to
enter business.

The development of an effective office worker implies more than
acquiring certain office skills which can be performed with some degree
of speed. Personal traits, work habits, and attitudes also make a big
contribution to success and happiness on the Job.

It is the camposite skill of job performance that is the primary
concern of the employer. The mechanical skills of typing and shorthand
mey be prime factors in initial employment, but these must be concom=-
itant with other traits and abilities to make up a coampetent and pro-
ductive worker. The employer will evaluate the effectiveness of the

school program by the results achieved by the workers.

BACKGROUND OF THE PROBLEM

' The yolume of office work has grown as a result of the increase
in the n&mber, size and functioms bf business enterprises. As business
firms expand, they require more sex;vices of every kind. .A businessman
mst have accurate and up-to-date information available for Govermment
reports and for his own information in order to keep ahead in a compet-
itive business world. As production work has became more mechanized,
the importance, respomsibility, and number of persons involved in the
office in aspects of controlling, recording and interpreting have

increased.
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The growth in the nmumber of office workers has been much greater
than that of the working force as a whole. From 1870 to 1940 the total
working force increased less than four times, while the mmber of
clerical workers incressed fifteen times. From 1940 to 1955, the total
population increased 24%, the total workimg force increased 38%, and the
nuzber in clerical work increased 80%. There are nov same nine million
office workers throughout the country, about 14% of the total mploynent.l

This big increase in the mumber of office workers is shown by
these figures from the U, 8. Department of labor:

Number of persons in "office workers"
population for each as per cent of

Dates "office worker" all workers

1940 TO.T 14,3

1930 82.8 13.8

1920 101.8 12,0

1910 237.8 5.2

1900 T27.6 2.0

1890 1,37’4-.7 1.1

1880 21,665.6 0.1 >
1870 42,815.5 Less than 0.05

During this period of rapid growth, a.ny person with basic
business skills could find an office job. Now, however, the increased
office personnel and higher wages make office coste an important factor
in a business budget. There is demand for better-trained workers, the
office 18 becoming more mechanized, and there is a determined effort to
develop greater efficiency in office work to decrease the overhead costs.
In a study of over 1000 graduates employed by about 250 companies, Place
found that nearly 50% of these young people proved umnsatisfactory or left

their position before the end of the first year. The cost of this

1. George R. Terry, Office Management and Control, (3rd Ed.;
Homewood, Illinois: Richard D. Irwin, Inc. 1958), p. 10-12.

2. U. S. Department of Labor, Women's Bureau, Women's
Occupations Through Seven Decades, (U. S. Printing Office, 1557) p. T5.




N
relatively small error was estimated to be sbout $1,500,000.1
The overwhelming increase of office workers is probadbly at an
end, and prospective employees will be more carefully selected. There
will always be demand for well-trained office workers, but the marginal
worker will fall emong the ranks of the unemployed.

STATEMENT OF THE PROBLEM

This thesis is concermed with the evalustion of the effectiveness
of the office trairing program at Flint Commmity Junior College as a
basis for making improvements in course content and curricula.

Students in school who have had no work experience gemerally have
& very vegue idea of what they will encounter when they take a full-time
Job. Few realize what it will be like to work effectively on an eight-
hour basis after the fi:f‘tj—minute periods they are accustomed to at
school. Most know little about the great variety of Jobs there are in
office work.

Students also need to realize the importance of personal edjust-
ment to a job. Jenson found that approximately 60% of dismissals in
the San Francisco Bay area which he surveyed were caused by fallure of
the worker to satisfactorily perform his job. Another 15% of dismissals
¥ere dneto lack of certain personal qualities in the employees. The
remaining 25% were due to ebsenteeism and tardiness.2

Seldon ssys that a functioning business curriculum either improves

1. Irene Place, "Evaluation in Business Offices,” Evaluation of
Pupil Progress in Business Education, American Business Education Year-
book, XVII, (Somerville, N. J.: Somerset Press Inc., 1960), p. 368.

2. Warren M. Jensen, "Absent, Tardiness, and the Office Worker,"
Balance Sheet, XL, (Jamuary, 1959), p. 206.
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or retrogresses. It is improving as long es the business department
evaluates and makes the necessary changes in its own proml and Davis

emphasized the fact that curriculum committees are most successful when
they look beyond the campus to the profession for which its graduates are
being prepared, and what workers do on the Job should in & large measure
be the basis of what is taught in the classroom.2

Business education is constantly in need of a flow of information
concerning current business practices, conditions and thought. The
questionnaire is the most feasible means of obtaining this informatiom.

Through former students end their employers, the effectiveness
of the preparation of students can be evaluated. Through the problems
former students have encountered on their first jobs, and the deficiencies
they felt in their preparatiom, courses may be improved so as to better
prepare students for that job adjustment. Through the strengths and/or
veaknesses employers find in their beginning employees, curriculum
revisions mey be mede.

This study should indicate which occupations are most frequently
entered by students, vhat training is required for these jJobs, what type
61' ingtruction is most meaningful, vhat equipment is used on the Jjob.

It should show job expectancy versus realities of the job, employer expec-
tancy in terms of vocational skills and personal qualities, and defi-
ciencies in training experienced by beginning workers. Adjustments and

1. William Seldon, "Curriculum Levels in Business Education,
Formal and Terminal Levels: In-Service and Continuing levels,” Curric-
ulum Patterns in Business Education, American Business Education Year-
Pook, XIII, (Somerville, N. J.: Somerset Press Inc., 1956), p. 159.

2. H. H. Davis, "Practices in Determining Imstructional Activities
in Democracy in the Administration of Higher Bducation." Tenth Yearbook
of John Dewey Society, Edited by E. Benjamin. (New York: Harper and
Brothers, 1950), p. 15k4. -
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revisions in the school program should be indicated. The informatiom
obtained will primerily have implicatioms for the areas in which train-
ing of students has been found to be deficient.

FOR THE STUDY

The statement in the Flint Commmity Junior College catalog
regarding the so-called "Terminal curriculums” is "Each curriculum is
planmned to give the student both a prectical education in the vocation
which will prepare him for employment after completion of the course, and
& general education which will emable him to have & better understanding
of present-day social and economic problems."l

The vocational objective presupposes that placement and success
are the ultimste goels. If the placement is not utiloro.ctory to both
eployer end employee, these students have not been adequately prepared
and the school has mot fulfilled its obligation to them. There must be
e high degree of understanding and correlation between the satisfactions
the exployee expects to find on entering full-time employment and what

the employer expects of that employee.
The problem of setiing up acceptable business curriculums in the

Junior college is camplicated by the fact that students enter with a
wide diversity of ability and previocus training. The amount of previous
training varies from a single subject to the completiom of & regular
camercial curriculum in bookkeeping or stenographic work.2 Therefore,
these students cannotbepmredthroughthemmlduagrd@ntha

hamogeneous background. The program of study must de ﬂ.exﬂale and

1. Flint Commmity Junior College Catalog, (1959), p. 73.

2. R. G. Walters, The Business Curriculum (cminnatiz South-
western Publishing Compeny, Monogrsph 76), P. Fl.
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individualized to serve needs and interesis of the student in relatiomn

to his abilities, previous training, work experience and vocatiomal
objective.

It is essential in this approvach to know what skills and knowl-
edges are s0 basic for office work that they must be included for every
student, and which are variable according to the particular job for
which the student is preparing himself. The jJunior college should pro-
vide opportunity for the development of realistic and practical terminal
programs geared to the needs anl desires of the pecple of each cammmity.

Probably twenbty per cent of the Junlor college students are regis-
tered in business curriculums.l The report of the survey which Jesse P.
Bogue mede in 1952 of the frequency of offerings of terminal curriculums
indicates that secretarial and general business rank one and two, respect-
ively on the 1list.2

Although vocational competency has been an apparent aim of busi-
ness education, schools often fall short of the aim because of low
standards of achievement. No business teacher can truthfully say that
vocational competency has been achieved 1f graduates are unable to hold
business jobs that are ordinarily filled by young people in that
commmity.

New occupetions constantly appear and old ones disappear. In the
business field, occupational changes are due partly to new inventions;
partly to economic changes; partly to legislation, such as the income tax

1. Paul S. Lomax, "An Inventory of Facts and Figures in Educa~
tion," Curriculum Patterns in Business Education, American Business
Education Yearbook, XILI, (Scmerville, N. J.: Somerset Press Inc., 1960),

Pp. k.

2. Lewrence L. Bethel, "Vocational Education,” The Public Junior
College, Fifty-fifth Yearbook of the National Society for the S of
Educetion, (Bloomington, I1l.: Public School Publishing Co., 1956), p. 100.
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and the social sccurity law; and partly to changes in the organizatiom

of business enterprises. Business educators should do what they can to
prepare students to meet theae cha.nges.l

Information regarding the comstant changes in job requirements,
duties and salaries ie especially important at the Junior college level
since the Junior college student is clos=r to the Jjob than the high
school student and i1s usually concerned with a more technical job than
the college student. The problem of obsolescence of current vocational
information 18 a ‘very real one in Junior college business education.?

What clerical workers do on the Job should in large measure be
the basis for what is taught in the classroom. An excellemt source of
information for the improvement of the curriculum is the business grad-
uate wvho has been away from junlor ccllege for one or two years. This
individual is in a positiomn to evaluate his junior college experiences.

Hickey and Finch say that business education is in an enviable
position for developing "live" objectives based upon investigation, study,
and the considered Judgment of teachers and employers. Their suggestioms
of questions to which we need answers are: What degree of skill must dbe
attained before the stemographic pupil is employable? Are. the abil-
ities, knowledges, characteristics, and attitudes your school is devel-
oping in students equipping them for a successful occupational and
coommity 1life? What standards of production are required of office

1. Walters, op. cit., p. 6.

2. Kenneth Knight, "Special Problems Related to Guidance in the
Junior College,"” Guidance Prcblems and Procedures in Business Bducation,
American Business Education Yearbook, XI, ZScmerville, N. J.: GSomerset
Press Inc., 1951;), p. 122.
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employees? What are the hiring standards of offices in the area?l

Studies to effect correlation between business and school programs

mst be carried on contimiously. One cannot make such a study and expect

the results to be effective for a number of years. As dDusiness continues

to expand and change its requirements, educators must be aware of these

changes and make curricular changes to insure maximm effedtiveness in

the preparation of future office workers.

THE HYPOTHESES

In formlating the hypotheses for this study, the following

considerations were motivating factors:

1.

that 1f the educators have knowledge of the Job requirements
of businessmen, they are dbetter prepared to determine the
subject matter content and training experiences needed in
the curricula,

that the views of former students regarding the problems
encountered as beginning workers and the strengths and/or
weaknesses they felt were provided by their training can

be valuable to educators in their efforts to make the office
training program as meaningful as possible,

that an improved understanding between businessmen and
educational ingtitutions will have a beneficial effect upon

the training provided for our students.

The hypotheses are as follows:

1.

Margaret A. Hickey and Robert Finch, "Testing the Objectives

of Vocational Educatiom,” (L\Era_i&n_g Business Education, American Business
Education Yearbook, ITI, (Somerville, N. J.: BSomerset Press Inc., 195k4),

p. 62.
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HYPOTHESIS I. That the ability of drop-outs or graduates from office
training curricula to hold jobs for which the curricula have prepared
them is a valid criterion in the evaluation of achievement and vocational
campetency. It is decided to accept this hypothesis and regard it as
true if evidence of the successful operation of this hypothesis is
indicated by:

1. placement in business jobs, contimuation in those Jobs,
and promotion to others

2. the report of employers e.nd/or workers that for success
on jobs in these occupations, it 1s essential or desirable
for workers to have:

a. certain office skills
b. certain personal traits

HYPOTHESIS II. That the effect of office training on the employability
or probable success of the worker exists in different degrees for
different occupations. It is decided to accspt this hypothesis and regard
it as true if:

l. a variation is revealed in the need of workers in different
occupations for different amounts of knowledge

2. the occupations studied are regarded by employers and/or
workers themselves to require a different degree of prepa-
ration.

HYPOTHESIS III. That, although the frame of reference of employers,
students and employecs will be differemt, there will be subject areas and
types of training experiences of common importance. It is decided to
accept this hypothesis and regard it as true if:

l. employers and employees indicate correlation in the degree
of skill required for particular jobs

2. the employers and employees indicate correlation in the
personal characteristics desirable for particular jobs

3. the employers and employees indicate correlation in the
deficiencies which they find in their preparation for Jobs.

HYPOTHESIS IV. That, in order for a school to make an evaluation of its
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product for the purpose of recommendation for employment, it is necessary

that the school have information about requirements for Jobs and how the

measurement of the spplicants for these Jjobs is to be conducted. It was

decided to accept this hypothesis and regard it as true 1if:

1.

2.

the employers and employees indicate deficiencies in the
programs which point the way to needed revisions

the employers and employees indicate strengths in the
program which Justify existing practices.

BASIC ASSUMPTIONS

The following assumptions were considered basic to the plan

selected for this evaluative study:

1.

5.

that when information is desired from a large number of people,
the mail questionnaire method is the most feasible method of
securing responses,

that anonymous responsz2s to printed questionnaires tend to be
more realistic than responses which are identifiable,

that the informstion reccived from a large number of responses
will be typical rather than atypical,

that the adequacy of the Junior college office training
program as expregsed by the response of employers to items of
the questionnaires will provide infomation of employment that
will be of value to business teachers,

that response to the questionnaire which provides opportunity
for the recent graduate to evaluate his training in relation
to the background and training he needs to perform his Job
successfully will provide information regarding relative weak-
nesses 1n the existing program,

that personal interviews with directors of office personnel in
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plants employing large nmumbers of office workers will provide
additional information regarding employment,

T. that the response to the questionnaire which provides oppor-
tunity for students to express their opinions regarding what
they expect of an office Jjob will provide information for
guidance of business students.

THE SCOPE AND LIMITATIONS OF THIS STUDY
In order to eecure a comprehensive and realistic evaluation,
replies were collected from students now on the programs, graduates of
the programs in recent years, and employers of our students. Data were
obtained by means of three questiomnaires, one for each group, which vary
in some respects but secure much the same type of information from the
three groups.

It 18 recognized that, in assessing the effectiveness of the

Junior college program, as related to needs for employment in industry,
each respondent will tend to be influenced by his persomal status, pro-
fessional aspirations and the responsibilities and limitations of his
present position.

The groups from whom replies were secured are as follows:

1. Student questionnaires represent almost a complete coverage
of the students now in Flint Commmity Junior College on the
office training programs during the 1959-60 school year.
However, it includes students who will never become office
workers either because of lack of ability or lack of interest,
vhom we cannot identify at the present time. Two hundred
twenty questiomnaires were completed.

2. Employee questionnaires were sent to students who have left
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school within the past three years who are now working. No
attempt was made to contact those who are now married and
are not working. These students did not all graduate from
the two year Junior college program. Many who had a good
background of high school business training were at Junior
college only one year. A high percentage of returns were
received--198 or 90% of the 220 questionnaires sent.
Exployer questionnaires were sent to employers of recent
graduates. The replies encompess all of their employees,
not only those from Flint Cammmity Junior College. The
employer responses come mainly from employers with a rela-
tively small number of employees, the largest having 97
office employees. It was felt the large muber of employees
in the plants would tend to make the replies too general
because of the great variation in offices within omne plant.
Returns were received from 184 or 83.6% of the 220 question-

naires sent.

In order to include information regarding employment practices

in the large plants, interviews were held with the directors
of office personnel in four of the eight major industrial

plants. It was felt that, since these plants are all branches
of the same corporation, the four would be representative of

the entire group.



CHAPTER II

REVIEW OF LITERATURE

Scope of Office Occupations

The term "office occupations” or "clerical occupations” embraces
& large group. The term "clerical” is loosely used in educational and
business literature without i.d.arbiﬁing-a particular group. It seems
evident that there camnot always be a clear-cut distinction dbetween the
duties of a clerk and those of a stenographer or bookkeeper. Liles cites
the following quotations from well-known business education authorities as
to vhat clerical work means: Nichols says, "The clerical worker is assumed
t0 be one wvho performs office duties other than taking and transcribing
dictation and the keeping of a set of books." W. Herbert Freeman defines
the term as, "The clerical field is a specialized curriculum devoted to
the training of clerical workers for business and industries. In
addition to background courses, it generally includes typing, filing,
general orrice_ work, some training on & few business machines and simple
record-keeping.” Tomne tgreu with these. He says, "For prectical pur-
poses, clerical occupations may be defined as the occupations that
include the duties mot gemerally assigned to boékkeepers, stenographers,
salespeople or managers.” ' However, the Dictiomary of Education defines
& clerical test as, "A test of capacity or ebility to do such work as

checking, sums, filing, accounting, typing and teking dictation in

14



15
shorthand, "}
The NOMA Bulletin subdivides typical office positions of
"clerical grade" according to function, as follows:
A. Accounting:

l. account claseification clerk
2. account clerk
E. billing checker
+ bookkseper A
5. bookkeesper B
6. ceshier
g. cost clerk
» Invoice order clerk
9. payroll clerk
10. order clerk

B. Business Machine COperator

l. accounting mechine operator

2. calculating machine operator

i. duplicating machine operator
+ key punch operator

5. typing machine operator

C. Gemeral Clerk

l. general clerk A

2. genersl clerk B (according to difficulty)

2. general clerk C .
» @general clerk D

D. Office Services

l. file clerk

2. mail clerk

3. messenger

k, receptionist

5. store keeper

6. telephome operator

E. Btenographic

l. clerk typist

2. secretary
3. stenographer

1. Altom B. ILiles, "Some Factors in the Training of Clerical
Workers™ (unpublished Ph. D. dissertation, Oklahome A & M College,
Stillwater, 1549) pp. 14=16.
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4. tabulator typist
5. transcribing machine operator

6. typist 1
T. teletype operator
Regardless of the term used, the value of vocational office
training in the school curriculum is shown by the rapid expeansion of
occupations in the field of ofricie work; a trend which promises 'l;'o
continue at least for the néxt decade. FPlace, in "The Roed to Secretarial
Succeu. ," states; "The typewriter undoubtedly did more to change the .
pattern of our way of life than did Henry Ford's vehicles."2 Greenleaf
states, "Opportunity kmocks loixdly at the doors of people trained for
office work. In Govermment, industry, business and professions, there is
canstant need for clerical workers and office help. Even the smallest
business must have sameone to keep the records and accotmts."s Both
Travis and Zapoleon referred to office work as the "fastest-growing
occupational group"h and Travis estimates that before 1970 the number will
increase to the point that one in every five workers will be in office
m>rk.5
There are about two wamen to every man engaged in office or cler-

ical occupations. However, only 6% of all employed men enter clerical

1. BHNational Office Management Association, Clerical Job Evaluation,
(Bulletin No. 1, Philadelphia, 1946) p. 17-2k.

2. Irene Place, The Roed to Secretarial Success, (New York:
mm‘mll BOOk CO., mCQ, 19;1‘TP0 80

3. Walter James Greenleaf, Oc tions and Careers, (New York:
McGraw-H11l Book Co., Imc., 19555 Pp. ©7T. .

4. Marguerite Wykoff Zapoleon, The College Girl Looks Aheed,
(New York: Harper and Brothers, 1957) p. 150. - - =

5. Dorothy L. Travis, op. cit., p. 48.
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work while 27% of all employed women are in some kind of office work.
The greatest rate of increese for women "office workers" in any decade
occurred from 1880 to 1890. Women in selected office occupetions
mltiplied nearly 20 times--a testament to the growing acceptance of
the typewriter and of the trained women typist. 8ince 1920 the rate of
growth among women in these fields has shown a marked decline, as is
typical in the later stages of a growth curve as it approaches a satu-

ration point.
Per cent increese

Dates Number over preceding cemsus
1940 1,863,154 25.6%
1930 1,482,947 42.8
1920 1,038,390 168.5
1910 386,765 270.3
1900 104,450 129.3
1890 45,553 1,867.7
1880 2,315 148.9
1870 930 @@ eeme= 1

Further evidence that women constitute the majority of office
workers is shown by figures published by the National Manpower Council.
In 1950, women comprised 94% of the total occupational group of stenog-
raphers, typists, and secretaries, and 9.5% of all employed women were
in this group. Bookkeepers are TT% women and 3.5% of employed women are
in this group; clerical and kindred workers are 49% women snd 9.2% of
all employed wamen are in this group.2

Thomas states that office occupations employ more than 1/4 of
all female workers, that the mmber increased twice as fast between 1940
and 1950 as the number in the total female lebor force, and that it is

l. U. 8. Department of Laebor, Women's Bureau, . cit., p. T5.

2. National Msnpower Council, Womanpower, (New York: Columbia
University Press, 1957), p. 58.
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the third best paid smong the occupations for women.l

The 1958 Eandbook of Women Workers, published by the Women's
Buresu of the United States Department of Labor shows that 30.3% of all
women employed are in the category classified as "Clerical and Kindred
Workers". The report shows further that during the past 20 years there
has been an increase of approximately 160% in the mumber of clerical
workers. Parents, students, employers and employees all consider business
subjects among the most worthwhile of the subjects offered. These people
feel that the time and effort spent in the vocational business classes
are sn investment in occupational insurance for the future.2

Training for Office Occupations
Clerical work provides an almost limitless choice of employers.

If any person has a strong preference for a particular location, the
easiest, most direct occupational channel is office work. Each office
differs from others in size, camposition, and physical attributes, aside
from the characteristics it derives from the nature of its industry. The
challengeq of office work cover just as wide a range as ability. nem
are opportunities for those capeble of handling only simple routine duties
and also opportunity for clerical workers of high intelligemce. Zapoleon
says, "If you can type, you can find immediate employment in almost any
kind of business. If you can take dictation, your opportunities are
multiplied."3

1. Lawrence Thomas, Occupational Structure and Educatiom,
(Englewood Cliffs, N. J.: Premntice-Hall, Inc., 1956), P. 57-

2. U. 8. Department of Labor, Women's Bureeu, 1958 Handbook of
Women Workers, p. 1i-17

3. Zapoleom, Op. cit., p. 152.
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Smedley and Robinson state, "It is an interesting fact that the
difference between a superior applicant for office work and an inferior
&n:l.ica in the multitude of small things. There is one outstanding
trait that persomnel mansgers note--this is poise, a quiet, confident
m‘ul

Place emphasizes the fact that the schools should take into
consideration the types and levels of office employment for which they
can best train and that every opportunity should be taken by teachers to
insure that the organization and development of instructional materials
are in line with "commmity needs, current practices and local oppoftu-
nities in the types and levels of office work for which they are giving
prepantion.“a Office training teachers will benefit from an awareness
of standard practices in the commmunity but should not apply them too
strictly. The goals and functions of education, as well as the needs and
capacities of the individual should be used as tempering agents in their
interpretation.

That a large proportion of girls at the junior college level go
into office work is shown by the fact that Jjobs in the clerical field are
held by about 50% of the girls who have some college educatiom and about
15% of the college graduates. The type of jobs held by girls who enter
clerical work vary significantly with their education. About 25% of
those with less than high school education, 40% of the high school grad-
uates, and over 60% 6f the college graduates are employed as secretaries

1. Doree Smedley and Lura Robinson, Careers in Business for
Women, (New York: E. P. Duttom & Co., Inc., 1045), p. 173.

2. Irene Place, "Teaching for the Office Occupations”,
ment of Business Education Practice, American Business Education Yearbook,
ﬁII,_(mffaJ.o, New York: Niagara Frontier Publishing Co., 1951), p. 147.
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and stenographers. Among the young women who have some educatiom dbeyond
high school, no less than T0% and as many as 95% are found in clerical,
professional, and semi-professionsl fields.l

Ward believes that automation has been a factor in creating a
demand for large mmbers of semi-professional people with training beyond
high school but not the normal four-year college program. The functioms
of terminal education are: (1) to develop Job skills and (2) to develop
personal adequacy for better workers and better citizens. Ward empha-
sizes the point that general education and vocational training cannot be
separated but must be related components.?

One of the continually perplexing problems is that of the proper
relationship between specialized education which prepares the student to
earn a living and the general education which enables him to profit from
his life in other ways. Both serve students and serve society. Each

portion of the student's education should camplement and enrich the other.

As stated in the report of the President's Commission on Higher BEducatiom,
"The ends of Democratic education in the United States will not be ade-
quately served until we achieve a unification of our educatiomal objec-
tives and processes. Jmerican education must be 80 organized and com-
ducted that it will provide at appropriate levels proper cambinations of
gemeral and special education for students of varying abilities and
occupational cbjectives."S

1. National Manpower Council, op. c¢it., p. 60.

2. Phebe Ward, Terminal Education in the Junior College, (New .
York: Harper and Brothers, 19%¥7), p. 6-15. .

3. Report of the President's Comission on Higher Educatiom,

"Higher Education for American Democracy”, I, Establis the Goals,
(New York: Harper and Brothers, 154T7), p: 65-33.
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A balanced curriculum, according to the California State Commit-
tee on Vocational Education in the Junior Coliege, is 1/3 technical
courses, 1/3 related courses and 1/3 general courses. An ideal educe~
tional program should assist the student to acquire the knowledges and
skills listed below:

1. Acquire the skill needed to perform successfully in an
occupation.

2. Enter employment and adjust satisfactorily to a job.

3. Acquire technical knowledge and general education related to
a specific Job.

k., Acquire social understanding.

5. Formlate a philosophy of life.

6. Learn to keep in good health.

T. Carry his responsibility as a citizen.l
While the first two would probably be comnsidered vocational, there are
certain general elements also involved. The last four would probably be
called general education, but they are also necessary for satisfactory
Job adjustment.

The advice of Smedley and Robinson should be strongly stressed to
students. "You cannot expect to hold your own in business with wobbly
skills any more than you would expect to run if your legs were bandaged.
The effect of your shortcamings on you is serious. If you know that your
business skills are second-rate or unreliable, this knowledge is bound
to give you a chronic feeling of inferiority. Girls oftem rush through
their business courses, skimping on this or that phase of their studies
because they do not realize how useful this training will be to them later

l. California State Cammittee on Vocational Education in the
Junior College, Vocatiomal Education in the Junior College, (1949), p. 2-k.
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Technological changes have resulted in the elimination of many
lower level jobs and there is a growing training deficiency among 18 to
24 year 0lds. Employment curves are rocketing upward for men and women
in semi-professional occupations. The age of employability is gradually
increasing as greater maturity in age and judgment are needed for what is
essentially an adult's world of work. If commnity colleges are to ful-
£111 their responsibility to meet the needs of post-high school youths,
they should provide for broad and diversified programs.

Russell mekes the point that Michigan needs more opportunity for
young people to obtain occupational preparation in college level courses
that are not degree length; and that, in general, such programs are best
developed in commmity colleges. He referred to Staff Study No. 1 in
which Dr. Martorame recommended an increase in the facilities for occupa~
tional preperation in the commmity colleges. He also pointed out that
instruction in such fields i1s a peculiar function of the commmity college.a

Responsibility of Industry

Co-operation between industry and educators is essential in all
fields of vocational training. That industry is recognizing its respon-
8ibility end is facing up to it is shown by the Speclal Education Subcom-
mittee of the Natimali.nssociation of Manufacturers. In 1952, this
comnittee, consisting of six industrialists and six educationalists from

1. Smedley and Robinsom, op. cit., p. 89.
2. John Dale Russell, Institutional Planning for Higher Educa-

tion in ML , Michigan legislative Study Committee on Higher Educa-
tion, Staff 11, State Capitol, lansing, Michigan, July, 1958,

P. 129-130.
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the Education Advisory Council was appointed to focus attention on areas

of agreement between education and industry which would serve as a basis

for better understanding and more effective cooperation between these

groups. In a "Statement Concerning Education in America"l which resulted

from these dsliberations, four besic responsibilities of industry to

education are described.

| 1. The respomsibility of Industry for more active participation

in the preparation of young people vho enter industrial
exployment has increased each year. A complex industrial
society, a multiplicity of jobs, the increasingly urgent meed
for intelligent citizenship, leave no alternative. Industry
is a natural co-partner in the education of tomorrow's full-
time adult workers.

Industrial progress results in occupational changes;
and no single training progran will meet the needs of the
astion's industrialized society. Since Industry and Dusiness
ultimately employ large mmibers of young pecple it is profit-
sble from the standpoint of Industry ahd society to equip
them with the kind of education which will prepare them ade-
quately for their careers and their civic respounsibilities.
Industrialists and businessmen can help by cooperating with
Education in practical arts courses and vocational and tech-
nical courses wvhich are given in the regular school programs.

Education and Industry must go further than merely

1. Special Education Subcammittee of the Natiomal Associatiom
of Manufacturers. This We Believe About Education In America: A State-
ment Concerning Bducation in America, (New York: Rational onal Association
of Mamufacturers, March, 1958, Fifth printing.), p. 1-8.
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preparing individuals to enter employment. After people are
exployed, it must be possible for them to work for promotion
and advencement and educators and industrialists, working
together, should provide opportunities for continuing
od:ientim;
Industry has an obligation to be intelligently sware of what
educators are doing and trying to do; to have a viewpoint,
based on factual information, regarding the educational goals
and practices of institutions of learning; and to make that
viewpoint known for the benefit and encoursgement of every-
body concerned.

An obviocus complementary duty is to give educators
better and more attractive opportunities to get acquainted
with Industry. The unfamiliarity of educators with what
industrialists are doing and are trying to do is as grest as
Industry's unswareness of Bducation's problems, objectives,
and accomplisiments. It is imperative that American Industry
should have both the enlightened criticism and confident
moral support of Education. If the appraisal of Industry by
Ziuostion 1s to be based on sound knowledge, sctusl cbserve-
tion, and shared experience, Industry mt maintain a contin-
uous open house to Education and make its hospitality evident
and secure.

Closely related to the purposeful "looking-in" on one
group by the other, but meeting additional and different
needs, are joint conferences vhere Education and Industry meet
on grounds of coamon interest. While both educators and
industrialists should take the initiative in these uﬁturea ’
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a5
the fact remeins that there certainly is a responsibility
on the part of Industry to promote conferences where both
Industry and Education can gain through mutual assistance
through an exchange of ideas, information, or opinions.
Industry has responsidbility to Edmcation for moral and
spiritual becking against destructive criticism and unwar-
rented attack. It is the duty of those in Industry to take
8 firm stand for jJudicial comsideration of documented charges
against specific individuals. It is also a duty of industri-
alists to step in on their own initiative and exert maximum
influence to restore tolerance and cammon sense whenever
stoms appeer which consist primarily of sound and fury.
Industry's obligation to Education for the preservation of
America's social and economic structure is in itself economic;
it involves financial support. Industry must face and accept
its responsibility through contributions by individual indus-
trialists to the curreat operating funds of a private college,
leadership in assuring adequate tax money from commmnity or
state to maintain good pudblic schools and public mﬁﬁrtim
of higher learning, and all the variations of responsibilities
between these two extremes. Adequate financial support must
be provided to keep public and private schools--elementary,
secondary, and collegiate--improving in quality and expanding
in size at least as fast as the populstion they serve. It is
incumbent on Industry to exercise leadership in finding weys

to provide this support, now and for many years to come.
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Need of Evaluation

l!?hzcatim does not proceed without special directed. effort. The
teacher is a leader and guide to the student; a curriculum is a guide to
both the teacher and the learner.

The need to evaluate realistically the effects of the educational
program has an importent place in curriculum development and revision.

Tyler - defines the process of evaluation as the process of deter-
mining to what extent the educational objectives are actually being real-
ized by the curriculum and instruction. This same ides 1s set forth by
Davis® and Dressel.3

Tyler further supports this comception by stating that educational
evaluation involves at least two appraisals--one in the early pert of the
educational program and the other at same later point so that the change
may be mpssnwd. Schools and colleges make follow-up studies to get fur-
ther evidence as to the permanence of the learnings of their graduates.
He points out the following six purposes of evaluation:

1. To make a periodic check on the effectiveness of the progran.

2. To validate the hypothesis an which the college operates.

3. To provide information basic to effective guidance with
individual students.

1. R, W. Tyler, Basic Principles of Curriculum and Instructiom,
(Chicago, Illinois: University of Chicago Press, 1950), P. 95.

2. H. H. Davis, "Practices in Determining Instructional Activ=
ities in Democracy in the Administration of Higher Education", Tenth
Yearbook of the John Society, Edited by H. Benjamin, (New York:
Harper and Brothers, 1950), p. . ,

3. P. L. Dressel, "Curriculum Planning", Evaluation in the Basic
%ﬁ, Edited by P. L. Dressel, (New York: Harper and Brothers, 1950),
». X

L. Tyler, op. cit., p. 9%B.



27

4. To provide a certain psychological security to the staff, the
students and the paremts.

5. To provide a sound basis for public relatioms.

6. To help both faculty and students carefully evaluate and see
more concretely the direction in which they are moving.

In no other area is the necessity of bringing together the needs
of the learner and out-of-school life more apparent than in the field of
office training. The educational objectives of the school are most
effectively determined when consideration is given to the interests and
needs of the learner as preparation for the everchanging conditions of
contemparary life outside the school.

Every evaluation has as its objective the dcsi:able outcomes set
forth by Collins:

l. Systematic evaluation of student program focuses _attention on
the defects and successes of the learner and emables the
school and the teacher to provide for evident student needs
through revised curriculum and well-planned instructional
techniques.

2. The besic requirement in evaluation that objectives de
clearly defined and stated helps teachers to know what they
are trying to appraise, what uperienceﬁ to provide for
students and wvhat evidence of growth they must look for in .
students.

3. The evaluation of student progress locates the student's
deficiencies and immediate reasons for his failures. It
also reveals instructional weaknesses and makes it possible
for teachers to redirect their efforts to these critical

points and thus improve their instruction.



S
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L, Evaluation places major emphasis on students rather than an
subject matter.’
Evelustions of Office Training
A follow-up of the graduates of Flint Commmity Junior College
from 1953-1956 showed that the distribution of first full-time jobs
cbtained by students after leaving school was:
45% in clerical and sales
25% in service type occupatioms
20% in professional ‘and managerial type occupations
the remaining 10% in unskilled, semi-skilled occupaticas”
This is probably fairly typical of Junior college level studemts and
shows the importance of the office training programs.
A. Surveys of Work Performid®
What clerical workers do op the Job should, in large meesure, be
the basis for correlating school instructiom with work situations. Meny
wﬁnbmndeottbomkmfomdbyoﬂicewmmiﬁc
areas to se- ve as a basis for correlating school imstructiom with work
situations. All indicate that typewriting is the most valuable, though
there is some varistion in the order of value of other subjects. Kintzel
found that typewriting was most valusble, followed by English, office

1. Mariom Josephine Collins, Handbook for Office Practice

géacherl (ﬁincimti: Southwestern Publishing Campany, Monogreph 91,
ﬁ’:.’- 1%,

2. Ieuis A. D'Amico and Marie R. Prehl, "A Follow-up of the
Bducational, Vocational and Activity Pursuits at Flint Junior cmef
from 1953-1956", Junior College Journal, XXIX, (April, 1959), p. WTh=LTT.
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machines, shorthand, mathematics and selling; and the subjects comsidered
most neglected were English fundamentals, hmean relations, office meachines,
persomnality development, speech, work experience and mtha-tics. Subjects
workers wished they had taken were business English, office machines, ad-
vanced shorthand, advanced typewriting, mathematics and bookkeeping.l
Cleveland found typevriting, bookkeeping and shorthand were considered
most beneficial, and those taken by the largest mmber were typewriting,
shorbhand, bookkeeping, secretarial practice and general 'businen.a

Data on the approximate percentage of total time spent by office
employees on each of their basic activities provide a pattern of the -
make-up of office work. This information, vhich was obtained in a nation-
wide represemtative study, helps to identify specifically the basic work
operations of the office. The work of typing or writing esccounts for
nu.rly one-fourth of all office time. At first, this may sound high but
it should be remembered that a great deal of paper work necessitates
typing or writing--reports, letters, bulletins, and memorandums, plus the
fact that even with office mechanization, typing is required to get much
of the data on a card or tape. Calculating is next highest, acaounting
for 19.5 per cent. Next and in this order come checking, filing, tele-
phoning, duplicating, and mailing. These seven major activities meke up
nearly 90% of the total office time.

1. Doris Long Kintzel, "A Follow-up Study of the Business Edu-
cation Gradustes at Elwood, Indiana, for the Years 1955, §6, and 57,"
(M. A. Ball State Teachers College, Muncie, Indiana, 1958

2. Edns Cleveland, "A Random Survey of Office Employees in Waupun,
Wisconsin, Relative to Educatiomal and Employment Experiences,"” (M. 8.
Thesis, University of Wisconsin, 1958).



Typing ' ' 2k, 6%
Calculating 19.5%
Checking 12.3%
Filing 10.2%
Telephoning 8.8%
Duplicating 6.4%
Mailing 5.5%
Other 12. 741

Casebier found that the secretary spends T72% of her time in the perfor-
mance and application of the major activities: Typewriting, transcribing
shorthand notes, taking dictation, taking breaks, using the telephomne,
handling the mail, conferring with the supervisor, filing and finding,
preparing for the day's work and for closing, and camposing and type-
writing letters? Potter;, in her survey of the work of begiming general
clerical workers in large businesses, found that over 85% of the work
consists of typing, filing and such non-specialized work as classifying,
sorting, checking names and mmbers for accuracy; that 50% of the work
of experienced and inexperienced clerical workers is spent in typing and
non-specialized work; and that typing of forms comprised over 1/3 of the
time spent in typing?

l. George R. Terry, op. cit., p. 5.

2. Virginia Eleanor Casebier, "A Time Study of Activities and
Responsibilities of Secretaries with Implications for the Training of
Prospective Secretaries.” (Unpublished Ph. D. Thesis, Northwestern
University, Evanston, Illinois, 1957).

3. Thelma Potter, "An Analysis of the Work of General Clerical
Employees,” (Ph. D. Thesis, Teachers College, Columbia University,
Bureau of Publicatioms, 19u4L).



B. Surveys of Personality Factors

In a recent survey of ten selected employers of large clerical
forces in the San Francisco Bay area, Jenson found that approximately 60%
of dimmissals were caused by failure of the worker to satisfactorily per-
form his Job. Another 15% of dismissalswess due to lack of certain per-
sonal qualities in the employees. The remaining 22% wermdue to absentee-
ism end tardiness.l Bigerton's study showed that only 2.2% of cne spe-
cific group lost their jobs because of failure in shorthand and omnly 1.6%
because of deficiencies in typing, but as many as 14% lost their jobs
because of personality factors.2

Businessmen ask for "an employable personality", though there is
considerable variation among businessmen in vhat they comnsider comsti-
tutes desirable persomality. Personality is a matter of behavior rather
than mere intention or mental ocutlook. It is a matter of adjusting to
one's environment. There is need for concrete, realistic techniques and
devices to use in the classroom. Persomalities cannot be polished by
preaching. A good persomality should emable the individual to establish
satisfactory working relations with one's fellow workers and members of
his business public.

Liguori found that begimning office workers encountered a variety
of problems which, for the most part, were related to jJob skills, attitude
toward work, personal relatiomships, persomal qualities, and office

1. Warren M. Jemson, op. cit., p. 207.

2. Elles, W. Roberts, "More Education for Secretaries", Journal
of Business Educatiom, XXXII, (Jamuary, 1957), p. 166.
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environmental conditions.l Holmes found that factors pertaining to job
productivity and satisfaction are very important--areas of supervision,
situations with fellow office workers, Job factors, company policies,
and personality and character traits.2 He concluded that knowledge of
on=the-job relationships with office workers and supervisors, scope of
office jobs, promotion and security, compeny policies and practices,
supply ecomamy, housekeeping hebits, resourcefulness and initiative, end
quality of work expected should be obtained through work experience and
school.
Thistlewaite gives the following list of persomal qualities which
should be developed in the claurocn:3
1. Enthusiasm and interest in work.
2., Conscientiousness; pride in work.
3. Industriousness and perseverance.
4. Trustworthiness in hendling smell details.
5. Ability to work under pressure.
6. Orderliness in planning snd working.
T. Willingness to accept responsibility.
8. Puctuality.
9. Cooperation; ability to work with others.
10. Courtesy, tact, and good menners.
11. Ability to see need for self-improvement.

1. Frank E. Liguori, "Problems of Begimming Office Workers,"
(Unpublished Ph. D. Thesis, University of Pittsburgh, 1955).

2. Walter M. Holmes, "A Study of Office Workers' Attitudes
Toward Their Jobs,"” (Unpublished M. S. Thesis, Kansas State College of

Pittsburg, 1958).

3. R. L. Thistlewaite, "Improving Personality in Business Class-
rooms,"” Business BEducation World, XXXV, (December, 1954), p. 18-19.
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12. Willingness to accept criticism.
13. Persomal grooming, posture and appearance.
C. Burveys of Employment Practices

Employers would do well to use these three criteria in screening
workers:

1. They should check the educational institution from which
eaxployees graduate.

2. Exployers should test--many would do well to include an intell-
igence test, a special aptitude test and personality test along with
achievement tests.

3. Interview.

Mw-.mwm-m.mammum%w
the employers hired office workers without testing and that tests of the
remaining 10% were of doubtful value.l Rothermel found that about 40%
tested clerical spplicants and more than 1/2 of these firms used routine
letters and straight copy to test typewriting ability and routine letters
to test shorthand dictation ebility.2 Quarve found that most of the firms
contacted give same sort of test to office applicants. Typewriting tests
were given by 84 firms, shorthend tests by 64 firms and intelligence tests
by 3% firms, of the 120 firms covered by her survey.3

The source of employees seems to vary greatly among firms.

1. Mathilde Hardaway and Thomes B. Maier, "Tests and Measurements
in Business Education", Second Editiom, (Cincimnati: Southwestern

Publishing Co., 1952), p. 152.

2. Patricia A. Rothermel, "A Study of the Skill and Knowledge
Requirements of Clerical Workers in Oceanside-Carlsbad Area." (Unpub-
lished M. A. Thesis, San Diego State College, California, 1950).

3. Jean M. Quarve, "Selection Procedures of Begimning Office
Personnel," (Unpublished M. S. Thesis, University of Wiscomsin, 1956).



34 |

Spriegel and Dale found that 58$. of 628 employers use the State Exployment
Service.l Btehr reported that walk-ins were the most frequent source of
employees.? Rodarmel also found that the direct spplicaticm method of
contacting people for employment was most widely used with 68.4% of the
firms, and that the workers most difficult to obtain were competent and
experienced workers in sales, general office work and stemography.3
Mendell" reported that in 320 compeanies the most satisfactory sources:ef
applicants were newspeper advertising 30%, employment agenéies 27%, and
employee referrals next. He also reported that the Office Executives
Association of New York listed commercial employment agencies first,
referrals second, nmper advertisements third, non-professional
exployees fourth and schools fifth, U

Following employment, a good induction procedure is necessary.
Tt is an attempt to quickly give the new employee a feeling of acceptance,
belonging, and security which will aid in dispelling fears ordinarily
associated with a new situation. It gives the new employee a feeling of
confidence in himself. Mendell states that vhatever name is applied to
the process of aiding the new employee in his initial adjustment, there
is gemeral sgreement comcerning the crucial nature of the first few days

1. Williem Spriegel and Alfred C. Dale "Trend.s in Persommel
Selection and Induction", Persomnel, XXX, (19535 s P. 384

2. Bemnie William Stehr, "An Investigation of Employment Practices
in Selected Oklashoma Cities with Implications for Improvement of Terminal
Business Education in the Junior College," (Unpublished Ed. D. Thesis,
Colorado State College, Greeley, 1958).

3. Harold L. Rodarmel, "Business Curriculum Recommendations
Through a Survey of Business Concerns," (Unpxblished M. S. Thesis, Chico
State College, Califcrnia, 1955).

4. Milton M. Mendell, Recruiting and Selecting Office Rmployees,
Anerican Manufacturers Association, Times Square, New York, N. Y.
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and weeks. Iabor turnover is found to be dependent on good or poor
induction. The objectives of the induction process are to create a
favorable attitude, establish a sense of belonging and facil:}ta.te
learning. Co-objectives are to reduce turnover, save time and trouble
and reduce grievances. Mendell found that methods of induction which
are in current and effective use are company literature, lectures,
canferences, visual aids, plant tours, and persomal escort.l
D. Job Satisfactions

In a survey of the satisfactions of the white collar job, Morse
found that 54% of those surveyed feel that their jJob is above average in
importance and 1T% feel their job is very important, 5T% make decisions
on the job and TO% vould’ like the opportunity to meke more decisicns.a

Halsey found that job applicants want self-respect, security,
chance for promotion, adequate pey, pleasantness of work and working
conditions.3

1. Milton M. Mendell, op. cit.

2. Rancy C. Morse, Satisfactions in the White Collar Job,
Survey Research Center, Institute of Social Research, (University of
Michigan, 1953). :

3. George D. Halsey, Selecting and Inducting Employees, (New
York: BHarper end Brothers, 1951), p. 9% -




CHAFTER III

METHOD OF INVESTIGATION

The Semples
A. Students:

All students wvho were enrolled in subjects comprising the office
training program at Flint Commmity Junior College during the second
semester of 1959-60 were included in the muber surveyed, with the
exception of the few absentees on the day the questiomnaires were com-
pleted. The instructors in the department directed the completiom of
the questionnaires. Care was taken that only one questiomnaire was
received from each student, though a student might be in both a typing
and shorthand class in which the questiomnaire was distributed. Two
hundred twenty questionnaires were completed.

B. Employees:

All students who had completed the ome or two year course in
office training during the past three years and who were known to be
still working were contacted by means of a mailed questionnaire. These
groups camprised two lhmdred and six former etudents.. Fourteen were
added from the students of the preceding year to make atotal of two
W twenty questiomnaires (the same number as was received from
Ms). A cover letter asking the cooperation of the former students
and a stamped, return envelope weye included with each questiomnaire. A
total of cne hundred ninety-eight replies Was- received, 90% of the
mmber sent. l&my of the former students enclosed letters with their

36
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returns giving additional information about themselves.
C. Employexrs:

For this part of the study, a list of two hundred twenty employers
vho were known to have employed junior college students within the last
ﬁnmmwm. Questiocmnaires wvere sent to these employers,
together with a stamped, return envelope and cover letter asking for co-
operation in the survey. Returns were received from one lhmdred eighty-
four employers, or 83.6%. The list of employers thus surveyed was com-
posed of employers of a relatively small mmber of employees, the largest
mumber being 97, as it was felt the large mmber of employees and the
~¢r¢ltv variation in the o:!‘f,ic.l’ in the large industrial plants would temd .
to make the replies too general. |

In order to imclude information regarding employmeat practices
in the large plants in the area, interviews were held with the directors
of office perscunel in four of the eight major industrial plants. It was
felt that, since these plants eve all branches of the same corporation,
the four would tend to be representative of the employment practices of
all. '

The Instrments

The development of a single questiomnaire which would adequately
provide information from the three groups was not considered feesible.
ﬁere:tom, & questiomnaire was developed for each group. EFEach question-
naire was so constructed as to bring out certain desired information from
each group and certain other information cammon to the three groups or
"two of the groups.

The basic information around which these questionnaires were
constructed was the type of employment which students are interested in
entering and whether the ideas which they have in school are realistic
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when comparable to the jJobs which students secure vhen they leave school;

tﬁeteehnicalskﬂlsvhichtheydﬂalopinlchoolmdthecomlatim
between these and the skills actually used on the Job; together with
personality factors which students believe they possess and the correla-
tion between their ideas and wvhat employers and employees find on the Jjob.
The factors on which information is sought, as listed below, were
accepted as appropriate criteria for this study.
I. Students and employees
a. Type of position
b. Pay brackets
c. Hmployee benefits
d. Value of subjects taken in college
e. Duties and skills required
f. Personality factors
II. Employees and employers
8. Number of employees
b. In-service training
c. Employee benefits
d. Pey brackets
e. Diuties and skills required
f. Personality factors
g€. Deficiencies found in training
h. Opportunity for advencement
A. Questionnaire prepared for Students
This questionnaire was directed to the 1959-60 students in the
office training classes at Flint Cammmity Junior College. Since it was
administered to the classes by the instructors within the department, it
was possible to secure almost camplete coverage of the students, the
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exceptions being the few absentees on the particular day glven.

The purpose of the questiomnaire was to determine the ideas of the
students as to wvhat working conditions they expect to find on their first
Jobs and what office skills they expect to use. The students who had
worked either full time or part time would naturally have a more real-
istic concept of what will be expected of them on the Job.

B. Questionnaire prepared for Employees

This questiomnaire was directed to former students at Flint
Cammmity Junior College who are now working. The majority of these
students completed a one or two year course within the last three years,
with only fourteen from the fourth year back.

This group was chosen because it was felt their school experience
was recent enough to be fresh in mind and their recent work experience
would give them a somewhat objective view of their school training. It
was also felt that these former students had been beginning workers
recently enough so that their remembrance of difficulties they encountered
and deficiencies they felt in their training would be of value in evalu-
atﬁ:g the present school program.

C. Questionnaire prepared for Employers

This questionnaire was.directed to a list of employers of junior
college students within the past five years. The list included lawyers,
doctors, insurance agencies,' city civil service, utilities, wholesale
campenies, small msnufacturers, etc.

The responses sought were conditions of employment within these
representative organizations, and their ideas regarding beginning workers
in general, not exclusively those from Flint Commmity Junior College.
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D. Imnterviews with Directors of Office Persomnel

Mdenh-ﬁMWmmwm-
turing plants in the area. It was felt that, where hundreds of girls
are employed in a variety of offices within the organizatiom, it would
be difficult to secure questionnaire responses which would be represent-
ative of the industry. Therefore, interviews were held with the Director
otO!ﬁceWmvtwrofthanorpmtnmtheam,tommm
general employment conditions within the industry. 8ince the eight major
plants within the area are all parts of the same corporation, it was felt
four would de representative of all.

Procedure for Collecting Data
Questiomnaires prepared by the students were completed in the
classes comprising the office training courses, with the assistance of
the instructors in the department. The questionnaires for employees and
eaxployers were mailed, with a cover letter and a stamped, return envelope
enclosed with each. Most of those which were returned came within a two
weeks period.

Procedure for Analysis of the Data

mm;;anmmm-&mmmmt-, opintons and
Juigments of students, former students end employers. As far as possidle
the questionnaires were coded for key-punching prior to having them dupli-
cated. The questions to which & free listing was made were coded after
they were returned. mmnimnmmothmkqsmmmm
data sorted for each group before composite replies were attempted. No
single type of analysis seemed applicable to all parts of the study. As
& result, each part was evaluated separately and, vhere it seem appro-
priate, findings from two or three sections were considered comparatively.
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For the students, the curriculum in wiich enrolled fell into
two major groups; Secretarial and Genersl Business. A few scattered
.ones in Business Machines, Business Co-op and Accounting were put in
the "General Business" grouping. The Job‘ titles of employees also
were scattered, but could be classified into the same two major group-
ings.



CHAPTER IV
ARALYSIS OF THE DATA

The Problem

Business edication is comstantly in need of & flow of informaticn
concerning current business practices, conditions and thought. Only
through an exchange of informatioa and understanding of purposes can
educators make adjustments in the curriculum and revision in the subject
matter to improve and meke realistic the development of marketable skills
for those who plan to enter business, and aid in the development of the
student as & contributing member of socilety.

This study is concerned with an evaluation of the effectiveness
of the office tra.:l.nihg program at Flint Commmity Junior College as a
basis for meking improvements in course content and curricula.

Methodology
Data waxe gathered from students, former students and employers

by means of three questionnaires, one prepared for each group. The
replies from these questiomnaires were key-punched and the data sorted
for each group in categories to provide the information sought.

Part A vhich follows is the tabulated report of studemts in respect
to the two major groupings of "Secretarial” and "General mmesp" in
which the replies seemed to fall. Part B is the tebulated report of
employees in the same two major groups. However, there was no clear

L2
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distinction between the groups. Many of the students in Part A are
taking courses wvhich are primarily comnsidered secretarial evea though
they listed their course as "General Business". The same thing is true
of Part B. There is no clear cut division of‘the different job classi-
fications among employees. A considereble mmber of those who come under
the "General Business" classification use their shorthand to some extent.

Part C is a camparison of the replies of the student group and
the employee group to show the difference between conditioms which
employees expect and the realities they will probably find on the job.

Part D is the tabulated report of employers in respect to the
Jobs performed and skills required of employees. This is supplemented
by a report of interviews with directors of office persomnel in several
of the major plants. |

Part E is a camparison of.the replies of the employee group and
the employer group.

Part A. Analysis of Questionnaires of Students

Of the two hundred and twenty-two questionnaires received from
students now in school most replies to the first question "In what cur-
riculum are you now enrolled?" were either "secretarial"”, "business", or
"general business" with three designating "Accounting”, four "Business
Education", two "Business Machines", and four "Business Co-op". For
purposes of tabulation, the replies were divided into the two main groups
of "Secretarial" and "General Business", as follows:



Curriculm of Students

Secretarial

Lk

Table I

General Business

Number of  Per

Students
60

162
222

experience?” shows the mmber who have worked.

Table II

Cent

27.2%

2.
100

A sumearization of these responses follows:

Previous Office Experience of Students

though full time, should consider it as part-time employment.

The rolpc;nn to the second question, "Have you had any office
The ones vho said they
had worked full time indicate that there was a period of at least a year
between their high school and college as it was indicated in the instruc-
tions that anyone who worked on & temporary Job during the summer, even

Becretarial

General Businesgs

Fumnber Yes | % No Fumber Yes | % No
15 25 15 o4 ko 60
16 9.9 | 90.1 65 40.1 | 59.9

have had full-time office experience.

need additional training to secure a better positiom.

This indicates that a relatively small percentage of our studexts
The mumber of secretarial studemts
who have had full-time experience mey possibly be explained by the mmber
who, after starting work following high school graduation, find that they
It is interesting

tha.t & mach larger percentage of secretarial students have had full-time
experience them general business students thatgh'the: percentages >f pirt-
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time experience areapproximately the same.

The mmber vho have had part-time experience may be explained by
the mmber vho are enrclled on the business co-operative program and
whose supervised wori-experience is part of their program.

Of the 89 who have had part-time office experience, 65 or T3%
are currently emrolled in Business Co-op; only 24 or 27% of those with
part-time experience are not on the supervised program.

The type of previous office experience is listed in Table III.
Pourteen of those who had some office experience had had 3 jobs, twenty-
three had had 2 jJobs, the others one each.

Table III
Types of Jobs Previously Held

Office Assistant or gemeral office 56
Becretary: Unstated 19

Insurance 6

8chool T

Law 4

Church 3 39
Typist 18
Accounting or bookkeeping 1
Receptionist in doctor or dentist office 10

The fourth question as to how long students expect to work is
not greatly significant as it is a matter of guess for the studemts. It
was included in the questiomnaire because one of the verbal criticisms
80 frequently heard from employers is the rate of turnover of young
workers. The tabulation is as follows:
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, Table IV

Time Students Expect to Work
ot over 1 Indefinitely | No ides
Secretarial Abm o 10 TgTLmeéLr 3%.3 %_er'_l%'r_

General Business 5 3.1 39 24k,1| 66 ko.7 52 32.1

The size office in which students wish to work also is a matter
of opinion since most of them have had no experience or very limited
experience, usually in a small office. Scme, however, have very definite
ideas of getting into one of the plant offides and others have as defi-
nite ideas of wanting a smaller office u‘herev there is more variety in the.
work. The tabulation is as follows:

Teble V

8ize of Office Preferred
No Pref-
1l girl lto5 5 to 20 erence

Over 20
_m@g_Lmu_m_Lm_LM_L_

Secretarial 3 5 1 | 23.3] 23 |38.3 15 |25

5 8.3
General Bus. 19 [11.7| 49 | 30.2] k2 |25.9( 11 |6.9] M1 [25.3

It should dbe noted that the preference for both groups is an office
employing between five and twenty; that a relatively small percentage
are definitely interested in working in a large office. Ome-fourth of
each group indicated no preference.

The question of employee benefits expectedlm inserted to -
determine the extent to which students are sware of the "fringe" bemefits
vhich have become a part of the pay of the average employee. A compar-
ison mey be made of what students comsider desirable bemefits and those
wvhich are found in the typical office. To each part of this questiom
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there was a mmber of "No answer" replies, indicating same students were
not familiar with the benefits and had not given them thought.

It is noticed that the groups are almost universally concerned
with vacation. The second benefit considered important by both groups
is "Hospitalization" and the next three for both groups are "Sick Leave",
"Coffee Breaks" and "Unemployment Campensation". They are less concerned
with "Retirement"; probably because it seems very distant to them at this
time.

The percentages of the "No Reply" for "Unen:ployment" and "Dis-
ability Insurance" are significant because they probably indicate lack
of kmowledge of the state lm'vhich require enpioyee benefits of this

type.

Table VI
Euployee Benefits

Secretarial General Businegsg |No Answer
| Number | | Mumber | $
Vacation 58 9.7 157 9.9 7
Sick Leave 53 88.3 131 80.8 38
Hospitalizatiom=- 91.7 133 82.1 3k
Blue Cross 22
Other 3 5 > 3
Retirement 35 58.3 103 63.6 84
Unemployment 52 86.7 115 T0.9 55
Disability Insurence 43 .7 62 38.3 117
Rest Periods 31 51.7 39 24,1 152
Coffee breaks 53 88.3 15 70.9 54
No Restrictiomns L 6.7 3 1.8 215
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mwimwmmmmmmtacmim
wuﬂmlwmtmmaobmiity.

Table VII
Pay Bracket

—Faber | F [ Mmber |

Over $75 18 30 78 48.1

$65 - 75 18 30 2l 14.8

$50 - $65 19 31.7 b 27.2
Less than $50 o (] 10 6.2
Pay less important than job 5 8.3 6 3.7

The following two tables show the value placed by the students
on the subjects they have taken. Table VIII c shows a comparison of the
percentage values of the two groups for the various subjects.

Tt should be noted that over 50% ccnsidered shorthend very valu-
eble even though they are on.a General Business course. Accounting and
Business Machines are comsidered much more valusble by the Gemeral
Daninell students than by the Secretarial students.
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Table VIII c.

Percentage Comparison of Subjects
Secretarial and General Business

Very Vgluable Some Value Fo Value
Bec. | Gen. Bus| Bec.| Gen. Bus| Bec.| Gen. Bus. .
Advenced Shorthand 5 22 2 19 1 lp
Advenced Typing 12 T 20 9 2
Accounting -~ 1 sem. 13 13 25 13 3 2
1 year -] 17 3 23 : .2
1% years ) L} 5 6 02
2 years 5 25 5 5 02
Introduction to Business 13 6 h2 20 10 -1
Business Math 10 22 33 | .37 3
Business Correspondence 30 -9 28 9 )
Sales 3 8 10 17 5 b
Business Machines - Basic 27 59 17 19 .
Sec. U2 54 17 19
Adv. 15 9 T .l 5
Business law 13 12 17 2 )8 2
Office Management '&2 T .25 9 -1
Business Co-0p k2 -1 33 18 R

For the type of job preferred, many students checked more than one,
such as Secretary and Stemographer, or Typist and Genersl Clerical. It
is interesting that 42§ of the General Clerical group are interested in
secretarial jobs eand 17% in & stenogrsphic positicm. The largest group
in General Busimess are imterested in Receptionist work , which is wn-
realistic for employment in this ares. Gemeral Motors, the major
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exploying cempany in Flint, has no such Job classification, and with the
mqtien of dbctorp' ‘and dcntim' offices, there are no jobs of that
type available.

Table IX
Type of Job Wanted
Becretary % (General Bus. %

Secretary ko 67 68 42
Btenogrepher 19 _30 28 1T
Typist 25 41 T2 Ak
Machine Operstor 15 25 68 e
Receptionist 5 5] 179 k9
W ~ 8 13 12 T
General Clerical 8 13 66 b

A

In this question students were asked to make a list of duties
which they expect to encounter om the job. It was & free listing; thab
1-,mmnnmm¢thqmtonko.muﬂ-. Some
listed cnly ome or two items, others listed six or eight. Many listed
only typing, shorthand and telephome, or typing, lhorbhudqdmiu.
Typing was listed by the largest mmber for both groups. In the
"Secretarial” group shorthand dictation was lilt_Od by the second largest
mmber, but that was only 58%. Aside from Typing, the "General Business”
mnotgdmothor duty frequently enough to meke it significant. -
One reply left nothing to chance, as it listed "Almost anything."
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Table X
List of Duties Expected

_h;sxrtmn ? quz;::l Business
Typing ko 67 T3 L5
Shorthand dictation 35 58 ko 25
Filing 29 48 50 A
Telephone 20 33 k3 a7
Receptionist 16 27 26 16
Office Machines 1k 23 26 16
Bookkeeping é 10 37 a3
Reports 6 10 3 2
Mailing 5 8 2 2
Money ) 3 5 T Lk
Correspondence (o] 1 6
Billing 0 1 6
Proofreading 0 0

The following table shows the results of the check list of what
students expect to use on the job. It shows much more realism in stu-
dent's expectations than the free listing which they made. The number who

expect to use mathematical skills is rather surprising for both groups.
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Table XIa.
Skills Students Expect to Use
e M i
Shorthand: Daily 35 58 23 1k
2 or 3 times & week 15 25 48 30
Seldom 5 8 32 20
Never 5 8 38 24
Typing: Transcribe notes 50 83 n hh
Straight copy typed ko 67 100 62
Straight copy handwritten ko 67 83 51
Tabulations 48 80 106 65
Envelopes 55 92 37 85
Invoices ko 67 11 69
Fill in 48 80 16 T2
Cards ko 67 104 64
Dictation records 35 | 58 52 32
Dictation typewriter 22 1%
Compose letters 4o 67 85 52
Legal documents 25 ko 5k 33
Handwriting: reed by yourself 35 58 TO L3
read by others 35 58 103 6k
read by outsiders 6 10 63 39
Adding 36 60 140 86
Subtracting 35 60 136 | 8k
Multiplication W | 67 126 T8
Division 33 55 106 65
Percentage 30 50 (€] k9
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_ Secretarial |General Business
No. ~ No.
Discounts 20 33 80 ko
Checking others 15 25 59 36
Posting accounts receivable 21 35 61 38
Posting accounts payable 20 33 58 36
Cash records 18 30 57 35
Petty cash 21 35 25 3k
Reconciling bank accounts 20 33 48 20
Making benk deposits 30 50 18 48
Receiving money and change 24 40 81 50
Full key 30 50 80 4o
10 key 4o 67 117 T2
Autamatic calculators 16 27 23 33
Key driven calculators LS 23 21 3
Dictaphone Lo 61 8y 52
Electric typewriter 50 83 106 65
Manual typewriter 40 61 125 1T
Telephone 920 83 145 89
Telephone switchboard 5 8 32 | 20
Cash register 415 25 43 27
Bookkeeping machine b 23 56 35
Key punch 13 | 2 28 | 17
Filing: Alphabetic 52 87 137 85
Numeric 23 | 38 69 k3
Subject 27 L5 60 37
Cards 15 25 65 4o
Other 3 _5 19 12
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The ten skills wvhich most students expect to use, listed in the
order of frequemcy, are as follows:

Table XID.
Frequency of S8kills

111 Secretarial 4 Skmoeneral Business

Envelopes 2 Telephone 89
Alphabetic filing 87 Adding 86
Telephone 83 Alphabetic £iling 85
Electric typewriter 83 Envelopes 85
Transcribe notes a3 Subtraction 8k
Tebulations 8o Multiplication T8
Type f£ill-ins 80 Manual typewriter T
Manual typewriter 67 Type fill-ins T2
Type cards 67 10-Key Adding mechine T2
Type Invoices 67 Type Invoices 69

The majority of studeats evideatly expected no difficulty in
getting aleng with their fellow workers. However, nine, or 15%, of the
secretarial students, and eleven, or TH,of the general business students
w#thqmthndiﬂicultyﬁthwindoiumk} and 33% of
the Becretarial and 51.8% of the General Business thought they might
possidbly have difficulty.



Becretarial
Funibe Nunber NMumber

Yes % No $ |Possidly| ¢
Trouble getting along
with fellow employees 6 10 5k 90 0 0
Trouble with speed in
doing work | 9 15 31 3 | 20 3

General Bisiness

Yes % Fo 4 | Possidly| %
Trouble getting along :
with fellow employees 4 2.5 158 |97.5 0 0
Trouble with speed in
doing work —a 17 | 6 (k.2 85 51.8

Students in genmeral thought they would have mo difficulty with
most persomality factors. However, thirty, or 19%, of the gemeral busi-
ness students thought they might have difficulty expressing themselves
mﬁwtﬁqmtnn difficulty with "Ability to behave cn
basis of reason rather than emotions.”
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Teble XIIa .
Personality Factors
Secretarial
Fumber  |jfumber fumber, No

Yes No | % JT % |Answeri %
Consideration for others 2 sk | PO (o] 4
Understanding of correct 2 3| 39(65]| 15 |p5| % | 7
social usage
Ability to get along with 2 3 51| B5 2 3 5 8
people
Ability to express your-
self in speeking or 9 |15 19132 | 30 50 2 3
writing
Personal grooming 0 50 | 83 6 10 4 (
Ability to plan and carry
through work without 5 8| 35|58 ]| 171 | 28] 3 5
direction
Ability to take 2 3 43 | T2 10 17 5 8
responsibility
Initiative 3 51 4| 8 5 81 3
Meptability 0 b1 | 10 |27] 5 8
Good natured-pleasant 2 3 5 | 15 T 12 (‘ 6 10
Desire to give full value -
in service for pay 0 54 | 90 0 0 6 | 10
received ‘ N
Ability to behave on basis
of reason rather than 3 5 46 6 10 5 8
emotions
Absenteeimn 2 2 53 | 88 0 0 5 || 8
Tardiness ‘2 2 48 0 0|1 8




Consideration for others

Understanding of social
usage

Ability to get along with
peocple

Ability to plan and carry
through work without
direction

Ability to teke
responsibility

Initiative

Adaptability

Good natured-pleasant
Desire to give full value

in service for pay
received

Ability to behave om besis

of reason rather than
einotions

Absenteeisa
Taxrdiness

29

Funber Rumbe}  |Mumber Funber No
— Yoa | % | Mo |% |Perhapd % [Answer %
1 16 |70} 10/6 | & |2
1 4 | 110 |68 39 | 2k 6 b
—2 1113151 [93 513 | & 2
30 [19 | 52 (32 78 | 48 2 1
3 2 | 156 |96 0 3 2
9 6 [ ok 58| 55 |34 [ 2
b 2 |128 (719 27 {17 3 2
2 131l /81| 22 |1k !

2 1|17 |12 35 |22 8

3 e | 124 |17 eh |15 | 1 7

5 3 | 137 (85 ul|T7T 9 é

1 T|(19 (73] 25 |15 7 L3

3 2 | 148 |91 6 | & 5 3

3 lejusjes| 715 ]|as | o




60

Part B. Report of Former Studemnts Who.Are Now Employed

Two undred twenty questicmmaires were mailed to students from
the office trs:l.n:l.ng programs at Flint Commmity Junior College within
the last three years, vho either graduated from the two-year course or
tock a one-year course at Junior College and then took a full-time
position. This group was chosen because their school experience was
recent enough to be very realistic to them and they are now employed so
they could make the correlation betweemn their school and work experiemce.
Those who have married and are not working at preseat were not sent
questiomnaires. Of the two hundred twenty questicmnaires sent out, ome
‘undred ninety-eight, or 90%, replies were received. The tabulation
in regard to the length of time these former students have been working
shows fairly evem distributiom in the four groups.

Table XIII
Length of time working
Secretarial Gemeral Business
Number _% _Number $
Less than 6 months 20 20 30 30.5
Between 6 months and 1 year 33 33 28 28.6
Between 1 year and 2 years 25 25 10 10.6
Over 2 years 22 22 30 30.5

The job titles of these employees shows comsiderable variatiom
and in scme instances doesn't indicate very clearly the type of work
vhich is actually dome. A tabulation of the grouping follows:
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Table XTIV
Present Job Title

Secretarial Kumber General Business Number
Secretary ks Clerk 12
Executive secretary 1 Senior Clerk 5
Medical secretary 9 Clerk typist 19
Legal secretary 4 Credit Information clerk 1
Stenogrepher 25 Test Center clerk 1
Stenographer-typist 13 Order clerk 1
Stenographer-bookkeeper 2 Clerk dispatcher 1
Office Maneger 1 Typist 22

Typist-Receptionist 1
Bookkeeper 1%
Accountant

Account clexrk

Bkkg. Machine Operator
Tabulator Operator

Tellexr

Supervisor Special Reports
General office work

E 0 B v B o

Fo actual title, does
different things 1
Fifty-five of the secretarial group and fifty-six of the general office
group indicated this was their first full-time: pdp;ticn‘nnd. forty-five
of the secretarial group snd forty-two of the gemeral office group seid
they had hed other full time work |
The positions they have had since leaving school covers much the
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same range as the present position held and in all instences the
position held is an upgrading from the previous one. For example, one
questionmnaire listed three former positions but they were all in the
same compeny, being promoted from clerk to stenographer and then to
secretary.

The mmber vho had held as many as three former jobs was sur-
prising, although a nmumber had worked full time before emtering Junior
College; cne listed waitress as a former job and a mmber listed sales
work. Of the group of 62 who had held previcus full-time jobs, 30 had
held three jobs, 18 two jobs and 1% one Jjob.

The number of other employees in the office ranged from 13% in
a "one-girl" office, to the largest office in the survey which had 97.
They fall in the following range:

Table XV
S8ize of Office

Fumber %
"One girl" office 26 13.13
Less than 5 82 h1.41
Between 5 and 20 68 34.34
Over 20 22 1.1

Apparently slightly more of those in the Secretarial group felt
their jobs provided opportunity for advancement than was true of the
.General Business group of employees.



Excellent 26 26 1S 1k
Frequent 27 27 28 29
Very little 32 32 Ly 45

The In-service training given for both groups is largely direct
instruction from either the employer or the immediate supervisor. A
fairly large mmber use office marmuals, 54% for the secretarial group
and 39% for the general business group. It would be worthwhile to know
how recently these office mamials have been revised. Also a fairly
large group encoursge their employees to take evening classes; 4i% of
the Secretarial and 284 of the General Business, many of the companies
paying the tuitiom for the classes taken. Only a small mmiber hold
regular classes for their employees. This may be explained by the large
mmber of employees contacted who work in en office with a relatively
small number of employees; 54.5% less than 5 and 89% less tham 20.



Table XVII
In-Service Training

m

Bumber ; Nunbex i
Office Mazuals 5k 5k 38 39
Regular classes for employees - 8 8 10 10
Training given by supervisor for 38 38 52 3
specific Jobs
Directions for jobs givea by T5 T5 5k 55
exployer
Encoureged to take evening classes 18 18 18 18
by peying tuition
Encoureged te take evening classes 26 26 10 10
without fimancial bemefit
No training of axy kind 6 6 10 - 10

It is gratifying frem the staadpoint of placing these stwdents in
the position best suited to their abilities, that most of them like their
Jobs very much. This would indicate that they have made a n?ilnctory
Job adjustment. The secretarial group have evidently had more satisfactory
placement in general than the gemeral busimess group.

Table XVIII
Personal Feeling About Job
%m
Like 1t very much T9 79 56 57.2
like it moderstely well 20 20 28 28,6
Just another job 0 0
Dislike it ) b k.1
Would lesve if had an opportunity 1 1 10 | 101
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Of the secretarial group, Sﬂfdtthattheqloyerhaddeﬁped

the responsibilities of the job very well when they were hired and hod
felt it was defined only fairly well. Of the general business group only
39% felt the job was defined very well and 51% only fairly well. This
mey reflect the great variety of jobs which are classified under clerical,
which leads to indefiniteness in explaining job assigmments when no
regular Job description is available.

Table XIX
Responsibilities of Job Defined to Employee when Hiréed

e, |- o e

Defined very well.

Just vhat I expected 54 54 38 39
Defined fairly well. Job is
epproximately as expected k2 42 50 51

Defined poorly. Many Jjobs expected

vhich I 414 not expect 8 8

o

I

My duties are not at all vhat I
expected 2 2 2 2

The employee benefits which employees say are provided seems to
indicate that employees are not always sware of these benefits. oma
M&mlswmtmummwdmamrﬂ_mmumm
that "Unemployment Ccmpensation” is a legal requirement of all employers
of more than four persomns.



Teble XX
Exployee Benefits

Secretarial General iness

Kumber % Number %

Vacation 90 90 92 ol
Sick leave 46; 63 T6 T8
Hospitalization 60 60 68 69
Retirement 48 48 58 29
Unenployment Compensation 26 26 4y 45
Disability Insurence 32 32 b2 43
Rest periods 32 32 32 33
Coffee breaks (] T 80 82
mﬁt j;. on vine 30 _30 16 16

The pay bracket of the employees shows that a higher percentage
of the Secretarial group are in the top pay dbrackets and a lower per-

centage in the bottam bracket than in the General Business group

Table XXI

Pay Bracket

mi:ce;'etarial z ﬁm::l Pus:lne;s .
Over 75 30 30 20 20
$65 - $75 18 18 18 18
$50 - $65 Ly L Lo 41
Less than $50 8 8 20 20

Employees generally did not consider their personal relations
with other workers caused difficulty. The mmber reporting "can't get
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along”" was very negligible and those with "occasiomal conflicts" was

probebly not a significent mmber.

Teble XXII
Relations with Fellow Workers

e ey Bings
BEployer - very friendly 20 50 36 37
friendly 36 | 36] ko 5
occasional conflicts 4 k] 6 6
can't get along o | 0
no contact 10 | 110] 16 16
Inmediate supervisor - very friendly b2 | ]| k2 k3
friendly 23 53] 48 k9
occasional conflicts _ L4 8 _8
can't get along _ 1 1 0
no contact (o] 0
Fellow workers - very frieadly —66 | 66] 50 51
friendly —=2h 1 oh) b |43
occasional conflicts 10 10 4 'S
can't get along -0 2 2
no contact (0] 0
Other workers - very friendly —36 | 36] 32 33
friendly 20 20 58 29
occasional conflicts 14 1l 6 6
can't get along (o] (0]
no contact _0 2 2
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The following two tebles show which subjects taken in junior

college were considered most valusble and least valua.ble‘on the Job.

As would be expected, there is considerable difference in subject value
between the "Secretarial” and "General Business" employees. The ones
considered most valuable will, of course, be influenced by the exact type
of work being dome. Advanced Typing, however, is considered most valu-

able by both groups.

4 Table XXIITa.
Estimated Value of Subjects Taken -- Employees

Secretarial
aber | ¥ [Faber| #[Waber | %] Raber | &
Mvanced Shorthand __ 52 2| 34 | 34| b ki o
AMvanced Typing 76 6| 20 |20 o 0
Accounting - 1 sem. 8 g1 18 [18] L Ll 0O
1 year 2 2] 12 | 8 e 2
14 years__ 2 21 o0 0 0
2 years ___ U4 L | 4% |k 2 |2 o
Introduction to Bus. __ 14 |k | 24 |2u| 28 [18] & "
Business Math 6 6 110 [10] o 0
Business Corres. —2h 12k | b 4] 2 )
Sales ! b | 6 | 61 o Q
Bus. Machines - Basic__ 16 16 | b lak] o 0
Bec _ 20 20 |20 |20]| o 2 2
My 6 6 | 6 16/ » |4l o
Business Law 6 6 2 |2l & L | o 2
Office Management 34 3+ |20 |20 & b | 2 2
Business Co-op n . {10 Jof & |u4]o
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} Table XXIITb.
Value of Bn'baoe'u Teken -- Exployees
_General Business

Very Valusble|Scme Value | No Valus |Wish not taken
“Haber % |Naodbef % [Rumbe ¥ |Mmber . 3
Advanced Shorthsnd i  |ab.3 | 2k [2k.3 | 14 pk.3 | O
Atvanced Typing _Aa_,&a.s__za_Ta‘s__L_éL_;é _h6.3
Accounting - 1sem _ 20 205 | 6l61] 2f20] 0
1 year 18 |18.k b | b 8 |8.2] o
1% years__ O 2 | 2.0 2 |2.0] 0
2 years __ 0 2l20] w21 o
Introductien to Bus. __16 116,3 | 18 .@.h 10 po.3 | 2 2.0
Business Math 18 he.a | 12 he3 | o 0
Pusiness Corres.  __ 18 E.’u 6 161 ] o 0
Sales 0 0 0 0
Business Machines - Bas 7 [7.1 | 6 |61 | o 0
Bec 20 [0.5 | 12 pe.3 | 2 |2.0f 0
smv 8 |82 | wlsa| 6l6r]| o
Business Law 0 6|61 | & |1 o
Office Menagement 33 [36.7 | 26 h6k | 6 |62 ] 3 [3.0
Business Ce-op 22 2.6 | 3| ol | o

Table XXIIIs shows the percentage comparison of values which
employees placed on subjects which they had taken in college.
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Teble XXIITc

Comparison of Percdntage Vé.iue of Bubjects Taken

_ Very Valuable | Same Value No Value

Advanced Shorthand s2 | 14.3 3 | 1h.3 | k.3

Mvanced Typing 76 | k2.9 20 | 22.5 o] 6.

Accounting - 1 semester 8 18.4 18 6.1 h 2.0

1 year 2| 18.% 12 b1 | 8| 8.2

1% years 2 0 0 2.0 1] 2.0

2 years Y| o Y | 20 | 2] bk

Introduction to Business 1% | 16.3 2k | 18.bk 18 | 10.3_
Business Math 6 | 18.4 10 | 12.3 o] o
Business Correspondence _ 24 | 18,4 14 6.1 2 0
Sales ) 0 6 | o ol 0
Business Machines - Basic 16 7.1 ah 6.1 0 0
Sec. 20 | 20.5 20 | 12.3 o| 2

Mv. 6 8.2 6 k.1 b 6.1

Business Lew 6| o 2 6.1 b | ka

Office Management _ 3k 6.7 20 16.4 4 6.1
Business Co-op | 2.6 10 1%.3 ) (o]

Many students did not £ill in the part of the questiomnaire

listing subjects they wish they had teaken in college. However, those

vho 4did gave some replies which may be significant and of assistance in

counseling students on subjects which mey be most beneficial to them.

The greatest mmber who filled this in wished they had taken Shorthend,

and a close second to that was Accounting. One wrote on her question-

aire, "If I had taken accounting I would be making much more money."
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Eight employees wished they had takem Business Correspondence and several
wished for more English. Mﬁlhodformlpeningandm,ihich
is wnderstandadble as she mispelled "grammar"”. One who wished she had
taken Business Machines wrote that she "wouldn't use it but besic knowl-
edge is beneficial". The tabulation follows:

Teble XXIV
Subjects Employees Wish They Had Taken
Shorthand 10 Business Math
More typing
Speech
Introduction to Business

Accounting

Business Correspondence
English

Anatomy & Physiology
Business Machines

Sales

Comptometry

Business Law Humen Relations

Office Management

N W W W w @ O
| el 1> S | TR | NN ) S | N > B |

Economics

Twelve "Secretarial” employees and four "General Rusiness"
said they had personal problems. These were a matter of persomal
adjustment with the people with wvhom they work. Ome wrote "For the most
part personal problems have to be worked out for oneself. Yet in working
among different types of people ome must adjust accordingly. Anyway that
school can make studemts eware of this problem and guide them toward
possible solutions would be most helpful. I find this to be contimual
adjustment.” |

One wrote "We are a very close knit office, perhaps too much so.
Two of the attorneys are young and unmerried and so am I. This proved
t0 be a great problem for a while and still is at times. Schbol couldn't

have prepered me."
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Twenty-four "Secretarial” and sixteen "General Business" said

they had some difficulty with "Job Ability". Several said they needed
more shorthand ability and several more typing. Three needed more
imowledge of £iling; one said she had difficulty in plamming work.
One said "My only problem is spelling end gremmar. You really don't
realize how importent it is umtil you start working." One said she
had difficulty expressing herself. One said the possibility of taking
evening classes to improve om the job should be stressed.

i A small mmber, six "Secretarial" employees and eight "General
Business" employees, indicated that they had difficulty in doing their
work rapidly enough to satisfy requirements.

Table XXV
Personsl Problems on the Job

Secretarial General Business
Number % Muber
Personal Adjustment 12 12 4 4
Job Ability 24 2k 16 16.3
Speed in doing work 6 6 8 8.1

The following tebulation shows the mumber and percentage of
the various skills which employees use on their particular jobs.

Table XXVI
Skills Used on the Job

_ML;._Sec : M&g&e&i__—
Numbex Number

Shorthand: Daily 36 36 6 6

2 or 3 times 26 26

8
Seldem, 16 16 | 22 22
Never 10 10 62 63




Secretarial General Business

Number Number
Speed 120 8 8 0 0
100 - 120 16 16 L 3
80 - 100 30 30 2 22
60 - 80 3k 34 6 6
Typing speed: over 60 18 18 15 15
50 - 60 33 33 31 31
ko - 50 37 37 28 28
Speed not important 12 12 26 26
Typing skills: trenscribe notes 81 8k | 30 3
Straight typed copy 8o 8o 46 b7
Handwritten copy 18 8 | 48 k9
Tabulations 76 76 4o b1
Envelopes 8k 8k 64 65
Invoices 36 36 3k 35
Fill-in forms 90 90 5k 55
Cards 86 86 48 k9
Dictation records 22 22 2 2
Dictation at typewriter 36 36 12 12
Coampose letters ‘ 82 82 3k 35
Legal documents 30 30 10 10
Handwriting: Read by self Ll Ly 12 12
Read by outsiders 32 32 24 24
Mathematical Computations: Adding 64 6L Th 76
Subtracting 64 64 68 69
Multiplication 52 52 58 59
Division L6 46 50 51
Percentage k2 k2 38 39



Discounts
Checking
Others
Posting Accounts ﬁweivﬂle
Posting Accounts Payable
Cash Records
Petty Cash
Reconciling bemk account
Bank m1u
Money and change
Mall key
10-key
hatametic calculator
Key driven calculator
Dictaphone
Electric typewriter
Manual typewriter
Telephone
Telephone switchboard
Cash register
Bookkeeping machine
Key Punch
Filing: Alphabetic

Subject

E

“Fumber % | Mumber q
2k 2k | 30 31
38 38 b 5

2 2 L} 1k
28 28 3k 35
22 22 26 27
3k 3k 22 22

_28 28 18 18
20 20 ] 1k 1k
L bo | 22 22
I b 30 31
48 48 56 5T
30 30 32 33
1k 1k 26 27

0 0
22 22 b L
6l 6k ko 41
62 62 58 .59
2 92 86 88
10 10 20 20

L 3 4 L

2 2] 16 16

b b 4 b
88 88 T2 T3
60 60 58 59
50 50 36 37
32 32 2 27
10 10 10 10
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The two following tables show the evaluation employees place
on factors of their own persomality. It is noticeable that a fairly
large mmber of the "Secretarial" group find difficulty in expressing
themselves adequately. The second factor causing difficulty is "ability
to“beha;n on basis of reason rather than emotions". In the "General
Business" group, personal grooming is the factor causing the most
difficulty.

Table XXVIIc shows a comparison of the "Secretarial" employees
and "General Business" employees in their evaluation of their personality
factors. It 1s noticesble that a much larger percentege indicate that
"perhaps" they have difficulty, than the mmber who admit definitely
that they are deficieant in that particular factor.



Personality Factors Important On the Job

76

Teble XXVIla.

Secretarial

Number

Yes

%

Number No

Consideration for others

2

10

10

Understanding of correct

4

social usage

Ab11ity to get along with O

people
Ability to express yourself

20

in speeking and writing
Personal grooming

Ability to plan and carry
through work without

direction
Ability to take

responsibility
Initiative

Adsptability

Good natured - pleasant

Desire to give full wvalue
in service for pey received

ol M| & |O

??E?&&gﬁ,gé?*

F)'oooooo

Boooooo

Ability to behave on basis
of reason rather than

10

10

&

1

emotions
Absenteeism

8

(o)

(o)

Tardiness

8 I8 |& ?93?888&&%?8‘?




Table XXVIIb.
Personality Factors Important On the Job
Genexral Business '

Number Number Nunber Kuber No

Yes | 4| Fo| % |Perhaps _LM [
Consideration for others (o] 80| 82 8 8 10 10
Understanding of correct 2 2 ™| 76 12 12 10 10
social usage
Ability to get along with O 84 | 86 6 6 8 8
people
Ability to express yourself 8 8 56|57 | 28 29 6 6
in speaking and writing
Personal grooming 10 (10 ] 78]80 6 6 1 1 |k
Ability to plan and carry .
through work without 2 2 76 | 78 10 10 10 10
direction
Ability to take 0 82 | 84 6 6 10 10
responsibility
Initiative 0 8o l8 | 10 10 8 8
Adaptebility 0 8k |86 12 |12
Good natured - pleasant 0 80 |82 6 12 12
Desire to give full value (o] T8 |80 6 6 | 1% |14
in service for pay received
Ability to behave om basis
of reason rather than 0 76 8 8 i |k
emotions
Absenteeism 2 2 80 2 2 14 14
Tardiness 2 2 82 |8k 2 2 12 12
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Table XXVYTc.
Calpa.r:lson' of Personali ty Factors
Secretarial h General Business

Number Number Number Number

Yes |' % [Perhaps % | Yes | % Perhaps %
Consideration for others 2 2 Yy %] o ]o 8 | 8
Understanding of correct L | 4| 18 18] 2 |2 | 12 |12
social usage
Ability to get along with 0 6 6 0 6 6
people
Ability to express yourself 20 |20 20 |20 8 8 28 |29
in speeking and writing
Personal grooming (0] 4 y 110 |10 6 6
Ability to plan and carry
through work without 0 26 |26 2 2 10 |10
direction
Ability to take 0 6 6 0 6 6
responsibility
Initiative 0 8 8 0 10 |10
Adaptebility 4 4 10 |10 (o} 4 4
Good natured - pleasant 2 2 6 6 0 6 6
Desire to give full value (0] 2 2 0 6 6
in service for pay received
Ability to behave on besis
or reason rather than 10 | 10 1% |14 0 8 8
emotions
Absenteeism 0 0 2 2 2 2
Tardiness 2 2 2 2 2 2 2 2
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Student Notes

"I think you have a very good idea in issuing this questiomnaire...
So very often scmeone attending school wishes that he or she would have
a very quiet and easy job somewhere; but office jobs are not as quiet
as one might think, at least that is what I have found." -

"I'nfowmdthattherea.remmthingathﬁ came about on the job
that you can't campletely prepare yourself for ahead of time . . .
experience helps a lot." ’

"You will note that I am dissatisfied with my present job . . .
One thing I'll be sure to do the next time is find out exact respomsi-
bilities before starting work. I found out about the opening from a
friend who is &lso an employee. This is a definite disadvantage rqr
several reasons."

(One who 1s leaving soon)

"I really enjoyed my job and feel secure about a job in the future
if necessary." |

"I treasure my going to Junior College because I can't help but
think what type of individual I would have turned out to be (when ome
has the initiative but not the knowledge or training).”

"I have very few restrictions as I am the only girl in the office
most of the time. IknovaJ.dhaveahardtmeadJustingtoab;lgger
office aﬁ;er working alone almost two years."

"In all sincerity, I did obtain more from my education because I
was an adult and also because I added to the knowledge I already possessed."

sMAlthough I have had my share of problems here, I still m't
trade my job." '
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"I am very grateful to you for helping me get this position, and
I am sure that my two years spent at Junior College were very worthwhile."

"¥o enjoy a job, a person has to be on friendly terms with other
employees, but their conduct should stop short of over-friendliness . . .
On job ebility, my pet peeve is the use of the telephome. . . I feel
courtesy is often forgotten wvhen the phone is used. I would like to
put in a good word for the co-op progream. It gives students some
experience and confidence before being thrust full-time into a Job.
Students earn money while in college and can, in meny cases, mine
included, get a college education."

"Teachers relating their personal work experiences was most help-
ful. Some "tips" have helped me daily in my work."

"One of the most important things I have learned while I have been
working, is that I should have paid more attention while I was going to
school."
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Part C: Comparison of Student and Employee Responses

A comparison of the replies of students and employees will show
vhether the job conditions which the student expects are realistic in
terms of what they will actually find when they go into a full-time job.

The first table shows the size office in which students say they
prefer to work for both the "Secretarial" and "General Business” groups
compered to the size office in which former students are now working.
It is noted that both the "one-girl" offices and the "one-to-five girl"
offices have a larger proportion of employees than the mmber expected
by students; however, a mmber of students indicated that they had no
preference, vhile there is no camparable classification for the gnployees.

Table XXVIII
Comperison of Size of Office
Students | Employees
~Becretarial | General Busines )
Fumber $  [Wmber | er| $

One girl office 3 5 19 1n.7| 26 |13.13
One to five employees b 23.3 | 49 30.2]| 82 |n.k
Between 5 and 20 ‘employees 23 _38.3 42 25.9| 68 |34.34
Over 20 employees 5 8.3 11 6.91 22 j11.11
No preference 15 25 'k} 25.3

A comparisom of the pay brackets shows that the percentege of
secretarial students vho expect to receive pay in the upper bracket is the
same as the employees in that category. However, it is quite possible
that this 1s not the begimning pay for the employees, but the result of
earned reises. The percentage of general business students who expect to
mmmmubmmwmhwnuc. Actually a substan-
tial percentage of General Business employees are receiving less than $50
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a week. The tabulation is as follows:
Table XXIX
Comparison of Pay Expected and Received

Students Employees
Secretarial General Business | Secretarial | General Bus.
~ Mumber % r % Fumber | % | Number
Over $75 weekly 18 | 30 | T8 48,1 30 30 20 20.4
$65 to $75 18 30 | 2k 14.8 18 18 18 18.3
$50 to $65 19 | 3.7 W |o27.2 L W | ko 40.8
Less than $50 0 0 10 6.2 8 8 20 20.4
Pay less impor- 5. 8.3 6 3.7
tant than Jjob L

A camparison of the type of jobs in which students are interested
and the job classifications of employees shows same interesting discrep-
ancies. However, it must be kept in mind that many students gave multiple
responses to the type of Job in which they were interested and the per-
centages given are relative to the total mmber of interests expressed,
not the mmber of students.

Although more than 50% of the employee returns were in the secretary-
stenographer category, only 29% of the student replies indicated that they
would like that kind of work. Less than 3% indicated that they were inter-
ested in bookkeeping work, more than 8% are actually in that work. On/ the
other hand, nearly 20% of the students indicated they would like to be
receptionists, but m]yabmt%ofl%dothattypeotvork, and more than
15% would like to be machine operators canpa.redtol%whonevorkii in that
category. Appearently better counseling in regard to Jjob opportunities
should be done. The tabulation is the next table.
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Table XXX

Comparison of Positions Expected and FPositions Held

e 1 Bamber |3

Secretary 108 20.2 59 30

Stenographer 47 8.8 4 20.7
Typist 97 18.2 b2 21.2
Machine Operator 83 15.5 1.h
Receptionist 104 19.5 1 .5
Bookkeeper 20 2.8 16 8.1
General Clerical Th 13.9 36 18.1

l camparison of employee benefits seems to indicate that students

tion of the workers as long as they do not abuse their privileges.

generally expect to receive more benefits than will actually be given them
by their future employers. The exception is in "No restrictions" which
indicates that many employers leave the matter of free time to the discre-

It is

noted that only half as many employees are aware of their unemployment
benefits as the students in school, or it may be that many of these

exployees are in businesses with less than four employees and thus exempt
from the legal requirements.

The tabulation of employee-student benefits follows on the next
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Teble XXX
Comparison of Fmployee Benefits
Faber| Faber | 4
Yacation 215 | 97.7 182 91.9
Sick leave 18k | 80.3 139 70.1
Hospitalization 196 | 89.1 128 64.6
Retirement 138 | 62.7 106 53.5
Unemployment compensation 167 5.9 T0 35.5
Disability compensation 105 | 47.7 5 37.4
Rest periods 70 | 31.8 64 32.8
Coffee breaks __168 | 1715.9 155 78.3
No restrictions on time 7 3.2 46 23.2

taken from job
In the comparison of subjects considered valuable, students seem

to place a higher value on shorthend than employees do. The munber of
employees vho consider it valuable, however, is consistent with the
mmber who are in the secretarial and stenographic Job categories. Like-
wise, the mmber of students who consider it valuable is inconsistent with
the mmber of students who indicate they want that type of work. The first
year of accounting is considered to have approximetely the same value by
both although the advanced courses are rated as having very little value.
Another item of note is that Business Machines are rated much higher by
students than by employees. Business Co-op is rated much higher by secre-

tarial employees than by general business employees.
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Table XXXII
Percentage Camparison of Subjects

Secretarial General Business
jtud.ents oyees Students | Employees
Advenced Shorthand end 5% 52% 52% 14.3%
Transcription

Advenced Typing 75 76 T k2.9
Accounting--1 semester 13 8 13 18.4
1 year 2 2 17 18.4
1} years ) 2 3 0
2 years 5 4 25 0
Introduction to Business 13 1k 6 16.3
Business Math 10 6 22 18.%
Business Correspondence 30 24 9 18.4
Salesmanship 3 4 8 (o]
Business Machines--Basic 27 16 59 7.1
Secretarial 42 20 5k 20.5
Advanced 15 6 9 8,2
Business Law 13 6 12 0
Office Management 42 34 T 36.7
Business Co-op k2 el 75 22.6

In the comparison of skills used, there were few outstanding dis-
crepancies between the skills students expect to use and skills used by
employees. The ones that are noticeable are that shorthand is used less
fnquétlythanntudentncpect, though there 1s not a great discrepancy
between the percentege using shorthand and the secretarial studemts who
expect to use it. The typing skills are consistent except that fewer
employees type invoices and legal documents and there is more dictation
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given directly on the typewriter than expected by students. The dictaphone,

bookkeeping machine and key punch machine are used less than expected by

students. However, the general agreement should indicate that the office

training instructors are doing a creditable job in the training program.

Table XXXIII

Percentage Comparison of Skills

Secretarial General Business
Students |Employees Students gnnployees

Shorthand: Daily 568 36% ks 6%
2 or 3 times & week 25 26 30 B

Seldom 8 16 20 22

Never 8 10 2L 63

Speed 120 or over 8 Ly 0

100 - 120 16 i

80 - 100 30 22

60 - 80 3k 6

Typing speed: over 60 18 15
50 - 60 33 A

ko - 50 37 28

Speed not important 12 26

Typing skills: transcribe notes 83 8l L 31
Straight typed copy 67 80 62 b7
Handwritten copy 67 T8 51 4o
Tebulations 8o 76 65 3]

Envelopes 9 84 85 65

Tnvoices 67 36 69 35

Fill-in forms 80 90 T2 55
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—Ttug:::m f;;loyeel Stu;;t.“:d %s—
Cards 67 86 6k k9
Dictation records 58 2 32 2
Dictation at typewriter O 36 1k 12
Compose letters 67 82 52 35
Legal documents 2 30 33 10
Handwriting: Reed by self 58 L 43 12
Read by outsiders 58 32 6l 2k
Mathematical Caomputations: Adding 60 64 86 76
Bubtracting 60 () 84 69
Multiplicetion’ 67 52 8 59
Division 55 46 65 51
Percentage 50 k2 ko 39
Discounts 33 2l k9 31
Checking work 25 _38 36 45
Posting accounts rec 35 28 38 35
Posting accounts pay 33 22 36 27
Cash records 30 3k 35 2
Petty cash 35 28 34 18
Reconciling bank acct 33 20 20 14
Benk deposits 50 b2 48 22
Receiving money 40 Iy 50 3
Business Machines: Full-key Adding50 48 k9 5T
10-key Adding 67 30 T2 33
Automatic Calculators 27 1k 33 27
Key driven Calculators 23 0 13 0




—Secretarial General Business
Students| Employees | Students | Employees
Dictaphone 67 2 52 s
Electric typewriter 83 64 65 b
Menual typewriter 67 62 7 59
Telephone 83 %2 89 88
Telephone Switchboard 8 10 20 20
Cash Register 25 b 27 12
Bookkeeping machine 23 2 35 16
Key Punch 22 L 17 N
Filing: Alphabetic 87 88 85 73
Bumeric 38 60 43 59
Subject L5 32 37 27
Cards 25 50 ko 37
Others 5 10 12 10

The following comparisom of personality factors shows that both
emloyees and students feel they have difficulty expressing themselves.
Aside from that one factor, they seem to feel quite confident of their
ability to get along well, although some admit that they might have dif-
ficulty. In general, employees seem more svare of gencimiéu in social
usage than students are. The second area of concern for students and
employees is that they are unsure of their ability to act on the basis
of reason rather than emotion. In view of the considersble percentage
vho are discharged from jobs bDecause of personality factors, according
iommmchmmm, 1t would seem that students and employees
both are unsware of their short-comings.
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Teble XXXIV

e Secretarial )
Students 1. s | 8 t yeeg
Yes |Possibly]Yes [Possiblyl Yes 88iblyl Yes sibly .
Consideration for others 3 0 2 |1 & .6 6 0 8
Understanding of correct 3] 25 3 18 b 24 2 | 12
social usege
Ability to get along with__ 3 3 0 6 1 3 0 6
people
Ability to express yourself 15 50 20 20 19 48 8 29
in speaking and writing
Personal grooming 0] 10 0 L 2 0 10 6
Ability to plen end carry 8 | 28 0 26 6 34 2 | 10
through work without
direction
3
Ability to take responsibility 1T 0 6 2 17 0 6
Initiative 5 8 0 8 1 14 0 10
Maptability o| 17 | 10 |2 22 o | &
Pleasantness--good humor 3 12 2 6 2 15 0 6
Desire to give full value in O 0 0 2 3 7 0 6
' service for pey received
Ability to behave on basis of5 10 10 L't T 15 0 8
reason rather than
emotions
Absenteeism 2] o© o lo 2 y |2 ]2
Tardiness 2 o 2 2 2 5 2 2
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Part D. Analysis of Survey of Employers

Two hundred twenty questiomnaires were mailed to employers who
were known to have hired former Flint Commmity Junior College students
in the past five years and who have been co-operative with the school
placement service. These employers represent a variety of business offices;
such as law offices, doctors' offices, utilities, insurance, small menufac-
turers, vholesale distributors, etc. Of the questiomnaires sent out,
one hundred eighty-four, or 83.6% replies were received. The businesses
covered by these questiomnaires were relatively small. A tabulation of
the mumber of employees follows.

Teble XXXV
Number of Office Employees in Orgeanization

FMumber %
Less than 5 employees o4 51
Between 5 and 20 employees 68 37
Between 20 and 100 14 1.6
Over 100 employees 8 'R}

Since this survey did not cover the large industrial plants in
the area, interviews were held with the directors of office persomnel
in four of the eight major industrial plants in the area. BSince these
plants are all parts of the same corporation, it was felt that the four
would be representative of the entire industry. It was found’through the
interviews that the general persomnnel policies are the same throughout
the ¢corporation. The four plants visited represent a total of approximate-
1y 4OOO office ulpioyeea, as follows:

Plant A 1200 office employees
Plant B 800 office employees
Plant C 500 office employees

Plant D 1500 office employees
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The beginning pay brackets for the businesses surveyed are as

follows:
Table XXXVI
Begimning Pay Brackets

Famber| &
Over $75 weekly 12 1
Between $65 and $75 weekly 34 18
Between $50 and $65 weekly 92 50
Less than $50 weekly 46 25

The beginning pey for the industrial plants is $295 a month, which includes
the cost-of-living raise.
The yearly rate of turnover indicated by the businesses surveyed

is as follows:
Table XXXVII
Rate of Turnover of Employees
1 Aversge N;m'ber Hired kgch Year b or

_MLMQL_L_M_LP&
Less than 5 employees 3% |36.2] 16 |17 10 }10.6| 34 |36.2
Between 5 and 20 employees 13 19.1 | 22 32.2| 16 23.51 17 | 22.7
Between 20 and 100 employees L 28.6 5 35.T 5 135.7
Over 100 employees 8 00

The personnel directors at the four plants who were interviewed estimated
their percentage of turnover as ranging from & low of 1% to 5% for ome of

the others. They were: Plant A 1200 employees 1% turnover
. Plant B 800 employees 3% turmover

Plant C 500 employees 5% turnover

Plant D 1500 employees 2% turnover
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In regard to the source fram which these businesses obtain new
employees, many indicated more than one source.
Table XXXVIII
Source of New Employees
er
School placement 100 Sﬁ

Newspeper advertisements 4o |22

Michigan Employment Service My | 2k

Euployment agencies 58 32
Relatives and friends 68 37
Direct application T0 38

The criteria for selecting new employees were:

Tests : 62 3k
Interview 175 |19 |
School recommendation 122 | 66
Former employer 120 65
Others 12 T

Of the 62 compenies which give tests, theré is considerable
variation in the tests given. Fifty-two of them give a typing test for
speed and accuracy and twenty give shorthand dictation tests; two use
sample Dictaphone belts as a test. Several give ann English test and
several give an arithmetic test. One campany feels that the applica-
tion blank which they use is in such detail that it serves as a test.
Of the coomercial tests used, the Wonderlic is the most frequently used,
although several use a Psychological Corporation Test and most insurance
companies use the Life Office Management Association Test No. 1 Form A.
One company reported that it has recently started to use "Skil-Test" R
which is put out by Martin Publishing Compeny.
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The plants mainly depend upom direct a:ppl;ca.tim for their
employees, though they do give preference to relatives and friemds of
present employees if qualifications are equal. Plants B and D occa-
sionally call Michigan Employment Service when they need sameone with
special qualifications and Plant D occasionally calls School Placement.
Plants A and C report that they have no difficulty in filling their
vacancies. PFPlant D has difficulty securing sufficient stenographic
employees, though there are plenty of typists and machine operators.

All of the plants give a series of tests and interviews in hiring
new employees. Plant A has the most camplete testing program. They use
the following tests: Minnesota Clerical Test

Thurstone Clerical Test

Hmderliﬁ Personnel Test D
In addition the SRA Shorthand Speed Test Form A is used for recorded dic-
tation. A minimm speed of 80 to 100 is expected. A ten mimite paregraph
typing test is givem which is scored for gross words and mumber of errors.
The Thurstone Temperament Schedule is sometimes used for additional screen-
ing.

All applicents are interviewed by sameone in the Personnel Depert-
ment, and for the final choice the immediate supervisor usually interviews
three from whom the choice is made. References of former employers are
checked by telephone and scmetimes a call is made to the school from which
the applicant graduated, although this coverage is not complete. No follow-
up is made of personal references.

Most employers envision a good opportunity for advancement in their
particular business. The response they gave is in the following table.



Teble XXXIX
Opportunity for Advencement
Excellent T 39
Frequent 69 37
Very little 30 16
Dead-end job 14 8

In the plant offices, the line of advancement for stemographers
is from "Learner Stenogrepher" for the first year, then to "Stenographer.”
The next level is SBecretary-Stenographer and the top level is "Executive
Secretary.” However, there is roam at the top level for only sbout 1% of
the mmber of office employees.

The Employee Benefits as shown by the survey of employers is as
follows:

Table XL
BEmployee Benefits
Vacation _mlﬁn__Bg_
8ick leave e 7
Hospitalization . 98 53
Retirement 70 38
Unemployment compensation 96 52
Disability compensation 90 49
Rest periods 68 37
Coffee breaks 152 83
Fo restrictions om time 66 36

teken from job

The expployee benefits given at the plants are the same for all

plants in the corporatiom:

Vacation~=two weeks after 1 year and 3 weeks after 10 years
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Sick leave--cne week on full salary from the company and up to one
year provided by the campeny and insurance if the em-
ployee has been with the compeny five years or more.

Hospitalization--Blue Cross with additicnal medical plan prorvided by
the company at a very small cost.

Retirement--Social Security plus a nom-contributory plan provided by
the campany or a comtributory plan which is optional with
slaiied employees.

Unemployment compensation and Disability compensation provided.

Rest periods and coffee breaks--No definite time allowance. Vending
machines are available throughout the buildings and
employees may have coffee at their desks; the only
restriction is that employees are expected not to
abuse their privileges regarding rest periods.

The largest mumber of employers give directions directly to the
employee or directions are given by the immediate supervisor. This is also
true for the employees in the industrial plants. The survey is as follows:

Teble XLI
In-Service Training Provided
Number %
Office Manmuals 60 21.
Regular classes 15 8.1
Training given by Supervisor 137 T™%.3
Directions given by Employer 152 82.6
Encouraged to. take qvening 30 16.2
classes by paying tuition
Encouraged to take evening 50 27.2
classes without reimbursement
No provision 10 5.k

The plant offices do not use office manuals. They have recently
started a 12-weeks experimemtal class st Plant A for the purpose of giv-
ing information regarding compeany policy, but there are no classes in
regard to the work done. Job instructions are given by the immediate super-
visor, and an "Open Door" policy is maintained through which an employee who
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has difficulty with the supervisor may appeal to the Director of Persommel
Relatioms, to the Gemeral Meanager of that particular plant and to the
President of the corporation if she wishes. Employees are refunded for
evening classes taken if they are for the purpose of improving the person's
work ability.
The skill requirements shown by the employer survey are as follows:

Table XLIT
Skill Requirements

Shorthand: 120 or over _m‘isr g
100 to 120 18 10

80 to 100 54 29

60 to 80 1k 8

No answer 90 49

Typing: Over 60 words a minute 25 - 1k
Between 50 and 60 65 35

Batween 40 and 50 4o 22

No attention to speed 5 29

Business Machines: Full-key Adding 65 35
10-key Adding 96 52

Dictaphone 56 30

Mtamatic calculator 42 23

Key-driven calculator 10 5

Electric typewriter 102 29

Bookkeeping machine 30 17

Key punch T 3

Others 15 8
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The other machines mentioned are Mimeograph, Telephone switchboard,

Addressograph, Photostat, National Cash Register, Thermo-fex, and Peg

Board. None of them were mentioned in any significant mmber.

One

employer said, "Machine operation may be learned after the worker has ad-

Justed to co-workers, assigmments and responsibilities.”

Theplant.requireanininmoflOOvordsamimrbe;Lnahorbhand

and a minimm of 45 words in typing. They do not hire any clerical

employees wvho do not have typing skill.

The following is the chart of personality factors which employers

beliqve cause difficulty:
Teble XLIII
Personality Factors

| mfi' % mm'bego %
Consideration for others 17 9 58 32
Understanding of correct social usage 18 10 4o 22
Ability to get along with people 19 |10 | 70 | 38
Ability to express herself in speeking or writing 20 |11 | 12 | 39
Personal grooming 22 |1 | 45 | ok
Ability to plan and carry through assigned work 22 12 1120 | 65
Ability to take responsibility 23 12 9 | ko
Initiative 2k 113 % | 52
Magtability 25 |w | 36 |20
Pleasant - good humor 26 ik | 48 | 26
Desire to give full value in service for pey 27 |35 % | n
Ability to behave on basis of reason rather than 28 15 55 30

emotions

Absenteeism 29 16 35 119
Tardiness 30 16 1] 23
Speed im turning out work 32 |17 T2 9
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A cament on persomality factors made by one employer was, "At ome
time or other, all of these items are problems with different employees."
The one personality factor which was mentioned by all personnel
directors at the plants was "lack of work effort" and the second one men-
tioned was "lack of ability to cooperate with others in the group."
Employers mentioned these training deficiencies:

Table XLIV
Major Deficienciesmmber %

Spelling 56 30.5
Confidence in one's self 50 27.1
Responsibility for doing work LY 23.9
Leck of maturity Lo _21.7
English 36 19.6
Lack of initiative 30 16.4
Poor human relations 28 15.2
Lack of interest 20 10.

Inaccuracy of work 20 10.9
Lack of pride in work 14 7.6
Lack of camnon sense 12 6.5
Westing time 12 6.5
Poor arithmetic 12 6.5
Neatness of work 12 6.5
Lack of shorthand ability ) 10 5.4
Absenteeism 8 h.j
Poor pemmanship 8 4.3
Poor telephone usage - 8 4.3
Lack of knowledge of office functions 8 4.3
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Some of the comments made by employers were:

"Lack of common reason in determining relationship with management
and customers, and not being willing to depend on their own judgment after
a decision is reached."”

"The fact that they are hired to produce results. Too often they
think only of themselves. In a period‘ of a few months we can sell our
point if it is a serious employee. I feel that our present school system
(and parent education) is teaching the student to only think of himself and
the employer (compeny) be 'demmed'".

"It is my anmbitiom to find the girl or man who will be sble to
assume responsibility at a moment's notice and can work intently without
continued direction. The person v’tho is only an '8 to 5er', 5 days a week,
in my opmén, will never attain the leadership standing we all strive for.

"A thought: Our classrooms are producing the 'know how'. Our
society is producing the ways to avoid using that 'know how'."

"Few appear to recognize the importance of human relations, neatness
in their personal habits and proper respect for property righte."

"Inattention to accuracy of details-~do not feel small jobs and
orders important--cannot see effect of small mistakes on operation of office
as a vhole."

"After the newness of the job has passed, I have found the younger
girls, those who have never worked before, seem to forget they are expécted
to work during an eight hour day. Perhaps this is a national disease, but
shortly after eight o'clock they can hardly wait until coffee bresk; as soon
as coffee break is over, they're not aure they can stand it until lunch;

after lunch, it's another drag until coffee break time, then finally they
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can see five o'clock coming into view. The fact that they have bezn hired
to accamplish something in between these times seems to become quite inci-
dental. I'm not sure what the solution is, but it seems the job itaself
doesn't mean mich to them."

"Inability to be courteous to and comneiderate of the public, improper
social usage."

"Taking advantege of sick leave provisions and rest periods and
coffee breaks."

"Not realizing responsibilities of job and that 1life is a hard com-
petitive struggle for those who want to succeed,"

"Young employees have difficulty in knowing how to say things more
than what to say to the public.”

"At times the new employee is uneble to distinguish the various
levels of importanae with regard to work done in the office. We have tried
to help by setting up a system of work priorities for office personnel to
follow."

"Since we frequently ask our secretaries to keep recordis of meetings,
it is important that our office employees develop skill as recorders. There
has been no trouble with shorthand speed, but much more sbility could be
showvn in editing the minutes so that they give the essential contents of the

meeting without digressions or repetitives."
| "Poor in mmth (general)--lack of interest--clock wstcher! The posi-
tion comes second. Expect a lot and give nothing in re o"

"Lack of willingness to spend time in self-improvement after 5 p.m."
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Part C: Comparisom of Euployee udh]m'mwel
This section is a comparison of employee and employer respouses in
regard to various w'cqu.tim cu;mdinthelunuy. A compar-
ison of the mmber of employees in the offices reflects the fact that most
of the businesses in the survey were relatively small ofﬁéu, vhile many
of the employee group work in am office in one of the major plants in this

area.
| Table XLV
Percentage Comparison of Number of Employees
| Employees | ' Employers
One-girl office 13.13 51
Between 1 snd 5 exployees 41,41 37
Between 5 and 20 exployees 34.3 1.6
Over 20 smployees 1.1 L.y

A comperison of the replies regarding opportunity for advencement
indicates that employers think there is more opportunity with the particular
company than the ml do.

Table XLVI
Opportunity for Advencement
—qu Ixplovers
Excellent —“fé%m_ 1k 39
Frequent 29 a7

45 16
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On the pay scale for employees and employers, a smaller number of
employers pay in the top bracket than the mmber of employees who are in
that bracket. This 1l‘pmbab];theresult of some employees having advanced

beyond the begimming peay scale in their particular organization. The be-
ginning pay scale for the plants falls just over the $65 bracket.

Table XLVII
Percentage Camparison of Pay of Employees and Employers
yees Employers
Secretarial |General Business _
Over $75 30 20 7
Between $65 and $75 18 18 18
Between $50 and $65 4 4 50
Less than $50 8 20 25

The exployee benefits which are indicated by the two groups are very
camparable, the greatest deviation being in the Unemployment Compensation
shown by the Secretarial group. It may be that a large mmber of this group
are in the smaller offices and do not come under the lav.

Teble XLVIII

Percentage Comparison of Employee Benefits

Vacatica Bocrgmnl mﬁmmnjl -
B8ick leave 63 T8 T
Bospitalization 60 69 53
Retirement 48 59 38
Unemployment compensation 26 b5 52
Disability compensation | 32 43 ho
Rest periods 32 33 37
Coffee bresks 5 82 83
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The In-service training reported by employer and employee groups are
very camgra‘ble except in the mmber of employees who repqrt they have office
manuals, Perhaps the same interpretation is not put upon the term by both

groups.
Table XLIX
Percentage Comparison of In-Service Training
— BUPlOyeES Employers
Secretarial |[General Business
Office Manuals ok 39 — 21.6
Regular classes for employees 8 10 8.1
Directions given by supervisor 38 53 .3
Directiocns given by employer 5 55 82.6
Encouraged to take evening classes 18 18 16.2
by paying tuition
Encouraged to take evening classes 26 10 27.2
without reimbursement
No training given 6 10 5.4

There is little significant deviation in the skill requirements
of employers and those reported by employees. It is to be noted that very
few in either group require a shorthand speed of 120 words and the speed
for the majority is in the 80 to 100 group. In gemeral, the high typing
speed is not required either. It should also be noted that the key-
driven calculator has very little use and that electric typewriters are
used in approximately half of the offices.
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Teble L
Percmtage Camparison of Skills

M?ﬁgm Business Bmplavers —
Shorthand: 120 or over wpm 74 ok 2%
100 to 120 16 4 10
80 to 100 .30 22 29
60 to 80 34 6 8
Typing:  Over 60 wmm 18 15 14
50 to 60 33 31 35
40 to 50 37 28 22
No attention to speed 12 26 29
Business Machines: Full key Adding 48 57 35 .
a 10-key Adding 30 33 52
Dictaphone 22 L 30
MAutomatic calculator k 27 23
Key-driven calculator 0 0 5
Electric typewriter 64 41 55
Bookkeeping machire 2 16 17
Key punch 4 u !
Others 8.1

Though employers have found that all the personality factors listed
have cmgd difficulty with some employees, the two listed by employees in
a substential mmber are "Ability to express one's self" and "Ability ‘to act
on basis of reason rather then M:I_.cu." There are several other factors,
w, vhich employees think possibly ca‘nseldifﬁculty; such as correct
social usage and ability to plan and carry through work.
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Teble LI

Percéntage Camperison of Personality Factors

1 Employers
____ Secretarial i Genera] Businesd -
Yes  Possidblyl Yes | Possibly
Consideration for others Iy 0% 8% 9%
Correct social usage L 18 2 12 10
Getting along with people 0 6 0 6 10
Ability to express ome's self 20 20 8 29 11
Personal grooming 0 L 10 6 1
Ability to plan and carry through O 26 - 2 10 a2
work
Ability to take responsibility 0 6 0 6 12
Ability to take initiative 0 8 0 10 13
AMeptability L 10 0 4 1S
Pleasant--good humor 2 6 6 6 1%
Desire to give full value for 0 2 6 6 15
ey received
Abilitv to behave on basis of 10 1k 8 8 15
reason rather than emotion
Absenteeimm 0 0 2 2 16
Tardiness 2 2 2 2 16
- Speed in doing work 6 8 17




CHAFTER V
SUMMARY, IMPLICATIORS AND RECOMMENDATIONS

This study wes concerned with an eppraisal of the effectiveness
of the office training program at Flint Commmity Junior College as related
to:

(1) the strengths and/or weelmesses of the program in terms

of vocational skills and personality factors as shown
by student Job expectancy versus job realities as found
by former students,

(2) employer expectancy in terms of skills end persomal quals
ities and training deficiencies found in beginning office
workers in terms of the criteria used.

Literature was cited to show the repid growth in the mmber of
enployees in the office occupations, especially for wamen. ‘The 1iterature
also points out the changing nature of business enterprises which is
creating a demand for better-trained office workers, not cnly in the voc-
ational skills required, but also in gemersl education backgmmd and
desirsble personality factors.

Many surveys have been made of what types of work are included
in the broed term of "office" or "clerical" occupetions, the standards
expected by employers and the deficiencies most frequently encountered
by employees and employers.

However, business education needs a contiming flow of informa-
tion regarding business practices and conditions if there is to be

106
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correlation between schools and business to provide for the most effec-
tive training of those students who plan to enter business. It is
essential to know which skills and knowledges are so basic for office
work that they must be included for every student and which are variable
according to the particular job for which the student is preparing himself.
Deficiencies encountered in work areas will point the way to curricula
revision and improvements.

Students at Flint Cammmity Junior College during the second
semester of the 1959-60 school year vere asked to project their job expec-
tancy in relatiom to the positions they hoped to secure and the value and
adequacy of the training they were acquiring in school. Recent graduates
of the office training programs who are employed were asked to evaluate
their training in terms of vocational skill requirements and to give the
realities of job comditions which they have experienced. Employers were
asked to state the Job conditions curremt in their businesses and to
evaluate the adequacy of beginning employees.

m.mm«mm.m;:ummm Con~
clusions and implications are drewn and recamendations for revision of
curricula and further research are suggested.

Summary of Student Responses

A majority of stulents who expressed s preference are interested
in working in relatively small offices, employing more than ome girl but
‘not over 20, with a slight preference for offices employing between 5 and
20. Their job preference is secretary, typist, receptionist, machine
operator, and stenographer, in that order. The majority expect to receive
pay between $50 and $75 & week, with the three groups of "Over $75" "$65
to $75" and "$50 to $65" being rather evenly divided for the secretarial
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group. For the general business group nearly half expect to receive over
$75. The employee benefits they expect to receive are in keeping with the
ones given by most employers.

In interpreting findings relative to student assessment of the
office training at Flint Cammmity Junior College, group response of 25%
or more was accepted as significant representation of opinions given. ‘

On this basis, ratings of subject matter areas which deal primar-
1ly with technical skills were more favorable than ratings of subject
matter areas concerned with general business. It is quite possible that
students fall to realize the value of general business informetion as a
supplement to their skills.

A majority, 83%, of the secretarial students expect to use their
shorthand, as would be expected. However, a surprising mumber, 44% of the
general business students also expect to use shorthand. Both groups
expect a high degree of use of their typing skills. A rather surprisingly
high mm‘beerr both the secretarial and general business groups expect
to make use. of mathematical computations. More of the general business than
secretarial students expect to use various business machines, though a
substantial mmber of both groups think they will use adding mechines and
‘the dictaphone in addition to typewriters and the telephone. |

In general, few expect difficulty in getting along with their
ifel‘.l.ow workers, though a considerable mumber thought the matter of speed in
doing their work might be a factor. The mmber who definitely indicated
they expected trouble with personality factors was negligible, but a signi-
ficant mmber of both the secretarial group and the general business group
adnitted they might have difficulty in the areas of ability to express them~
selves, understanding of correct social ussge and ability to plan and carry

through work.
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. Sumeary of Employee Responses

In interpreting the group respanse of former students, the majority
of these are working in offices employing more than one girl but less than
2Q, with slightly more in offices employing 1es§ than five. This is verj
similar to the types of offices in which students hope to work, though
students show a slight preference for octtﬁces employing between 5 and 20.
The majority of the employees are in the $50 to $65 pay bracket, though a
substantial mmber of the secretarial group are in the group receiving
more than $75. m number in the general business group vho receive over
$75 1s mich smaller then the .ecreca_ﬁal group and the mmber receiving
less than $50 is correspondingly larger. This indicates that meny students
in the gemeral business group are wnrealistic in estimeting the value of
their services in expecting to be in the high pay bracket.

A h:l.gh percentage or’the employees surveyed like their jobs very
much, though & higher percentage like their jobs in the secretarial field
than the ones in general business. More than 50% of the secretarial and
nearly 40% of the genersl business q:wyaurelf their jobs were just what
they expected. A very negligible mmber said the duties were not at all
vhat they expected. More tham 25% of the secretarial studemts felt there
were excellent opportunities for advancement and sncther 27% felt there
were frequent opportunities. This u.m contrast to nearly 50% of the gen-4
eral business employees who felt there was very little opportunity for
advencement. |

The job titles of positions held placed appraximately half of those
surveyed in the secretary-stenographer classification. The job titles of
the others were very scattered with about 40% in some type of typist class-
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ification, 1T% in some type of bookkeeping classification and the others
listed in same type of clerical position. According to this classificatiom,
the students who want to become receptionists and machine operstors
should be advised to change their job objectives.

The employee benefits received by employees are somewhat less
than expected by students but significantly so in only two arees--retire-
ment and wnemployment compensation. Both of these areas may well be
affected by the mmber employed in offices having a very small staff.

In interpreting findings relative to assessment of employee
responses, group respounse of 25% or more was accepted as significant
representation of employee opinion. On this basis, ratings of subject
matter areas placed typing as the most valuable. This was also placed
highest by students. However, the rating students placed on typing was
considerably higher than that of employees. There was greater correla~
tion in ratings of secretarial students and secretarial employees than
in the general business area. Two exceptions to this were in Secretarial
Machines, which students rated twice as high as employees, and Business
Ge-0p, ¥hich employees rated mich higher than students. The gemeral
business employees valued the subjects of Introduction to Business and
Business Correspondence much higher than students, and both groups of
employees rated Besic Business Machines and Secretarial Machines lower
then students. General Business employees also reted Business Co-op
much lower than students in that group, which was a reversal of the
rating of secretarial employees.

quojee.ulhthqhadtakunhorbhmd, accounting, and
business comMe. The other subjects which employees wish they
had teken were widely scattered.
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There is high correlation between skills used by employees and the
expected use by students. The exceptions were that fewer employees type
invoices than expected by students and fewer employees type from dictation
records, but more employees take dictation directly om the typewriter.

The mmber of employees who use mathematical camputations is high and corre-
lates well with the expectations of students. The number of employees who
use machines, especially the dictaphone, key-driven calculator, cash regis-
ter, bookkeeping machine and key punch was much lower than student expec-
tations.

Employers generally reported that they were on "very friendly" or
"friendly" relations with their fellow employees. Approximately 20% of
both groups of employees reported that they have difficulty in expressing
themselves, and both students and employees think they might possidly have
trouble with understanding of correct social usage.

Summary of Employer Responses
In interpreting the group response of employers, more than half

report that they employ only one girl in the office. Comparing this with
the mmber of employees in a one-girl office, reflects the fact that most

of the businesses in the survey were relatively small offices, while many
of the employee group work in an office in one of the major plants.

Few employers have a beginning pay scale of $75, and 50% of the
employers have a beginning pay between $50 and $65, exclusive of the plant
offices wvhere beginning pay is just over $65. Employers generally feel that
their positions offer more opportunity for advencement than employees do.
Perhaps the word "edvencement" has a different meaning for the two groups.
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Both employee and employer groups report that work directions
usually came from the employer himself or the immediate supervisor. A
m@mmaw«wmwumm
classes, but only part of them reimburse studemts for their tuitiom.

Employers and employees were in agreement that the average short-
hand speed requirement is between 80 and 100 words & mimute and the
aversge typing speed requirement is between 50 and 60 words a minute.
~'.Il;ereuh:l.ghcoz'relatia:'befbveenthetvo;rou;paregardd.ngthemchinel
most camonly used.

Iwmmmtymmtoamhmtermm
than employees and students. To employers, the greatest difficulty is in
speed in doing work, with absenteeism and tardiness next. Cheflactorthat
was frequently coomented upon in the survey and also by persomnel directors
in the plants was the employee not wamting to give full value in work
produced, or loafing on the job. Although a significant mmber of
amployees and students felt an inability to express themselves, that was
twelfth on the list of personality factors employers cammented upon.
Mcwmtpoorlpdmcandmddicimien,ndthatm
also one of the main deficiencies employees felt they had.

Conclusions and TImplications of the Study
The findings of this study appear to support the four hypotheses
formilated for this investigatiom. |
Hypothesis I was that the ability of drop-outs and gradustes from
office training curricule to hold jobs for which the cmicnla‘ have prepared
then is a valid criterion in the emluation of achievement and vocational
competency.
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This hypothesis was to be accepted and regarded as true if two
criteria weie met. The first was evidence of the successful placement
of these students in business jobs, contimuation in these jobs and pro-
motion to others. The second criterion was the report of employers and/
or workers that for success on jobs in these occupations, it is essential
or desiradble for workers to have (a) certain office skills

(b) certain personal traits.

Conclusions relative to Hypothesis I are that both the graduates
and those who drop out of college after one year of training are able
to find positions which are highly satisfactory to the majority of these
wprkm.
| A substantially higher percentage of students who enter the secre-
tarial field are satisfied with their jobs than is true of the general
business students. Those employees who have had more then one position
since leaving school all report that the present Jjob is an upgrading
from the preceding one.

Exployees report a high correlation between the vocational sub-
Jects which they comsidered valusble from their school experience and the
skills they use on their respective jobs and employer rating of the use
of these skills is compareble with the rating given them by employees.

Personality fectors concomitant with ability to work co-operatively
in a group situation are very important to the smooth functioning of an
ofrice. Ability to plan work and produce results cammensurate to the
requirements for that perticular job are elso important. Students and
eamployees recognize the importance of these factors and, with few exmep-
tions, seem confident of ability to adjust to employment requirements.
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Bypothesis II was that the effect of office training om the
employability or probable success of the worker exists in different
degrees for. different occupatioms.

This hypothesis was to be accepted and regarded as true if two
criteria were met. The first was that a varlation wes revealed in the
need of workers in different occupations for different moﬁnta of knowl-
edge. The second criteriom was that the occupations studied are regarded
by employers and/or workers themselves to require a different degree of
prepearation.

Opinions of students, employees and employers offer support of
this hypothesis. The different skills performed by employees in various
occupations bears this out, as does the variation in speed requirements
in the vocational skills. The employees in secretarial positions report
much more intensive use of, as well as need for greater ability in, typing
and shorthand than the gemeral business group. Many of the mathematical
skills are used more by the general business group than the secretarial.
This is also true of some of tl_;e business machines, particularly the
eutamatic calculator and the bookkeeping machines. The subjects employees
wish they had taken reveal a difference in needs for different Jobs.

Another indication of the wvariation in ability needed is the range
in beginning pay which is sanewﬁat subject to supply and demand, and low
wages are usually indicative of low skills.

Hypothesis III was that, although the frame of reference of
employers, students and employees will be different, there will be sub-
Ject areas and types of training experiences of cammon importance.

This hypothesis was to be accepted and regarded as true if three
criteria were met. The first was that employers and employees indicate

a correlation in the degree of skill required for particular Jobs. The
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second criterion was that employers and employees indicate correlation in
the personal characteristics desirable for particular jobs. The third
criterion wvas that the employers and employees indicate correlatiom in
the deficiencies which they find in their preparation for Jjobs.

Loy

‘ From this investigation there is indication of high correlation

between employers and employees regarding the degree of skill required
for particular Jjobs. A few employers and & few employees indicate super-

f

ior requirements for a job, the majority of both groups indicate average
requirenents for a ngaority of the Jobs. The greatest Mc deficiency
indicated by both employees and employers was in English and spelling.
Both e-ployu-a and employees emphasize the importance of personality fac-
tors which enablé co-qpe:afion with others in the organigatim. The
greatest deficiency in personality factors #preloed by employers was
lack of maturity and lack of responsibility. The greatest deficiency
recognized by employees was lack of ability to express themselves.
Bypothesis Nﬁs that, in order for a school to make an eval-
uation of its product. for the purpose of recommendation for:employment, it
18 necessary that the school heve information about requirements for. jobs
and how the measurement of the applicants for these jJobs is to be conducted.
This hypothesis was to be acceptedandregu'dedu"tmo if two
criteruvereut !ﬂaeﬁr-tmthat awloyers mduployeea indicate
M:I.cienciu -in the program vh:l.ch point the way to need.ed revisions. The
second criterion was that the employers and employees indicate strengths
in the program which Jjustify existing practices.
f‘ral this investigation, there appears to be some variation butween
begimning Jjobs ot:ta:l.ned by l'_h:.dents on leaving school and the jobs which
students in school expect to secure. Facts regarding the types of positions
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vhich will probubly ve available will aid counselors in discussing
vocational courses with students and aid students in making the best
choice of subjects while in school. In general, employers and employees
indicate that the academic and skill preparation for jobs is satisfac-
tory. However, same deficiencies are indicated by both groups. These
deserve careful study end indicated revisions should be made so that the
program offered will provide the best possible preparation for office

positions.

Recomnendations

This study indicates that the general pattern of the office train-
ing programs at Flint Commmnity Junior College serves the needs of the
businesses in this area. There are, however, certain inadequacies appar-
ent and certain adjustments and revisions which should be made.

1. There is need for more effective ¢ounseling to give students
a realistic understanding of the types of positiomns which will be avail-
able to them in this area. Since those entering an office training
course are primarily seeking vocational preparation, it is a disservice
to students to permit them to prepare for a vocation in which there is
little opportunity to secure a position. Those who enter Junior college
wvith a vocational goel of receptionist, which camprises nearly 20% of
those in office training courses, should be counseled that their job
expectancy in timt Fileld is about 4 of 1% if they plan to work in this
area. This does not mean that preparatiom for this vocation should be
entirely eliminated. Students should be encouraged to broaden the scope
of their preparation so that their vocational abilities will be versatile
enough to allow them a choice of positions upon graduation.
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secretarial course. mmttmwmmmmam
eployees wish they had taken in school emphasizes the impertemce eof
stenographic studies.

2. Study should be made of the emphasis placed upen speed require-
mnm"m"maecu.rmmmmmqmm
mmmtmwm,wmmumtumam. Exphasis
on the development of high speeds for all studemnts is largely wasted time.
‘Bdutinwwmcmdthmmmummm
Spesds. For the eversge stulemt, the time spent in develeying speed
might better be spemt developing accurecy st a moderste speed. Buployers
Mphuaccnmyabmwmdmﬁmutoginm
adequate time to 40 & Job as leng as it is dome well.

| Monimmtthmwildmlmu.bmtytoplnmﬁm
Ahreugh work, ability to produce work under yressure of time, ability to
handle countless interruptioms, and other activities which will make the
school situstion more realistic in terms of office comditiens. The reali-
satien of this nmeed is shown by the fact that scme scheols are putting im
& course in "Office Prectice" or "Clerical Prectice” in the final semester
before gradustion, which is not the usual textbook-discussion course but
& practioal working course. Formerly there has been a dearth of textbook
mterial for this type of course, but at least two publishing compsnies
now have material available, based on current business prectices and

spproprisate for the post-high school student.
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3. The survey shows that in general students place more emphasis
upon machine operation than is justified by employment conditioms.
Employees and employers indicate very little use of some machines such
as the key-driven calculator and the key-punch. Because of the publicity
being given to "sutomation", perhaps business educators have over-emphasized
the value of training on business machines. It is appevent that, at least
at the junior college level, relatively few students (]%% compared to the
15% who indicate they want to become machine operators) secure positions
doing that work exclusively. For most students, a brief "acquaintanceship"
with the machines, involving as little time as possible, is all.ihat is -
Justified for most machines. Several employers indicated that mechines are
learned on the job, as it would be impossible to give instructiom on all
the variocus makes and models of machines which ocne might encounter in a
business office.

An intensive course for job preparation can be justified only for
such mechines as the bookkeeping and key-punch machines. If instruction is
tobeg;monthooenﬁchmes, students should be expected to attain on-
the-Job standards of speed and accuracy.

k. Meny students are deficient in spelling and gremmar, end are
unable to express themselves easily. These deficiencies are prevalent among
all students, but it is those in the business curricula in vhom we are
primarily interested. The standard type of English and speech classes
seem to have little effect. Probably the most effective way to deal
with this problem is through the éo-ord.imted efforb.of all instructors.

Special attention to spelling end grammar and opportunity for oral ex-
pression could be incorporated in every class. Since it probebly is not
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practicable to obtain full cooperation for this method, several very
practical units might be included in such a course as Business Corres-
pondence, or & special course might be developed which would produce the
needed results. However, it must be considered that each new course added
meens the elimination of same other course from the curriculum. The most
econamical method fram the mht of time and results should be
studied.

5. Students, and often exployees, seem uneware. of the personality
faults which employer responses indicate they possess. This involves more
than good grooming and clothing selection. Mamy employers are oritical of
sttitudes. They think that omce the employee is oriented to the job and
feels secure, she loafs on the job and does not give full value for the
vages received. Students need to be taught to take respomsibility for
their work snd develop job loyalty. It would help if every mtrnctor
stressed personal responsibility and job integrity along with his special-
ized subject matter. Improvement of attitudes should also be included in
wits in such classes as "Business Co-op" and "Office Practice."

" Poise is snother perscmality fault often mentioned. Employers find
nev employees timid end ineffective in handling callers in the office and
in talking ¢n the telephone. This 1s coe of the resscns that many eploy-
ers prefer to hire clder employees. The conscicusness of good grooming does
much to instill poise. Students might be assigned interviews with other
ingtructors, and many businessmen would cocpsrete in interviewing students
if the demands on their time were not too great. The importance of parti-
cipating in social events provided at school might be stressed. All of
these contacts aid in the develomment of self-confidence and poise.
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6. Selective placement of students is the crux of satisfied employees
and employers. The person who knows the abilities of the student and the
demands of a particular job can place a student in the type of job where he
will work most effectively. Those with limited ability will not be placed
in the type of position where the demands are greater than her innate
sbility, and those with greater sbility will be placed in a position which
will provide a challenge.

T. Finally, it is important that the channels of commmication be-
tween business and the school preparing future employees be kept open.
The interchange of ideas and prq'blms is the best possible way of providing
realistic preparation for a vocation in business. Advlsory comuittees ’ écn-
ferences, and visitations between school personnel and businessmen should

be utilized in every way possible.
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QUESTIONNAIRE FOR STUDENTS IN SCHOOL

1. Im vhat curriculum ere you now enrolled?

2. Have you had any office experience? Full-time 1. Yes 2. No
Part-time 3. Yes 4. No

3. If the answer to the above is Yes for either section, please list the
positions you have held.

Position Organization Dates
1.
2.
3.
' l]l:ndicate how long 4o you expect to work after completing your course
ere.
1. Not more than 1 year
2. Between 1 and 3 years
3. Indefinitely
L. No idea

5. Check the size office in which you think you will prefer to work.

1. One girl office

2. Less than 5 employees

i. Between 5 and 20 employees
. Over 20 employees

5. Have no preference

6-15. Check the employee benefits which you expect fram your employer.

Vacation weeks

Sick Leave weeks

Hospltalization Blue Croes
Other Blue Shield

Retirement

Unemployment compensation

Disability campensation

Rest periods

Coffee breaks

No restriction on time taken off from Jjob
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16. Indicate the pay you expect when you begin work.

1. Over $75 per week

2. - 365 to 275 per week

3. 50 to $65 per week

k, Less than $50 per week

5. Pay less important than finding a job I like

17-20. Check what subjects you have taken, are taking or plan to teke
before you complete your course.

Have taken Now taking Plan to take
Advanced Shorthand

Advanced Typing

Accounting - 1. semester

Introduction to Business

Business Math

Business Correspondence

Salesmanship

Business Machines - Basic
Secretarial
Advanced

Business law

Office Management

Business Co-op

21-26. Check what in your opinion will be the value of each course on the
Job.
Very Of same No Wish I
Valuable Value Value had not
. Teken .

Advanced Shorthand
Advenced Typing
- Accounting - 1 semester
1l year

1} years
2 years
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Very Of some No Wish I
Valuable Value Value had not
Teken

Introduction to Business

Business Math

Business Correspondence

Salesmanship

Business Machines - Basic
Secretarial
Adveanced

Business Law

Office Management

Others

28. Check the type of job which you hope to secure. (Check more than one

1.
2.
3.
L,
5.
6.
T.
29-30.

31-35.

if you would like a
combination)

secretary
stenographer
typist

machine operator

‘receptionist
‘bookkeeper

general clerical

List the duties which you think may be included on your Jjob.

Check the skills which you expect to use on the job.

Shorthand: Daily -
Two or three times a week
Seldom T
Never

Typing: : Transcribe shorthand notes

Straight copy typed
Straight copy handwritten
Tabulations
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Typing: Envelopes
Invoices
Fi11 in form
Type on cards
Type fram dictation record
Dictation directly om the typewriter
Campose letters
Legal documents

Handwriting: To be read by yourself only
To be read by others in the orgenization
To be read by those outside your

organization

Mathematical computations: Adding
Subtracting
Multiplication
Division
Percentage
Discounts
Checking work of others
Others

Financial: Posting to accounts receivable
Posting to accounts payeble
Cash records
Petty cash records
Reconciling bank account
Msking bank deposits
Receiving money and meking change

Machines which you think you might use: Adding Full key
‘ Adding 10 key

Antametic calculator
Key driven calculator

Dictaphone

Electric typewriter
Manual typewriter

Telephone

Telephone switchboard

Cash register

Bookkeeping machine
Key Punch

Filing: Alphabetic
Numeric
Subject
Cards
Other

36. Do you think getting along with your fe]_'l.cw employee will be a
problem on the job?
1. Yes
2. No
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Do you think speed in doing your work will be a problem om the Job?

l. Yes
2. No
E. Possibly
. Have no idee

37-50. Check whether you think any of the following personality factors

may cause you difficulty om the job.

Consideration for others Yes
Understanding of correct social
usege Yes

Ability to get along with people Yes
Ability to express yourself in

speaking or writing Yes
4 Personal grooming Yes
Ability to plan and carry through

work without direction Yes
Ability to take responsibility Yes
Initiative Yes

Adaptebility ’ Yes
Good natured-pleasant to have

around Yes
Desire to give full value in

service for pay received Yes
Ability to behave on basis of

reason rather than emotions Yes
Absenteeism ~ Yes

No

No

No

No

No

No

No

No

No

No

No

No

No

Perhaps

Perhaps
Perhaps

Perhaps
Perhaps

Perhaps
Perhaps
Perhaps
Perhaps

Perhaps

Perhaps
Perhaps
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March 11, 1960

Dear H

Students in school often have a rather hazy idea of the kind
of position they want, the working conditioms they will find and
the qualifications which will best prepare them for a positiom.

We are making a survey of present and former students from
whom we hope to make an analysis of the relative value of subjects
taken in school and problems which are most frequently encountered
on the Job. This will aid us in meking curricula adjustments which
will be of help to future studemts.

Will you please help by filling out, as completely as possible,
the enclosed questiomnaire, and mail it back in the enclosed emvelope

at once.

Yours very truly,
(Miss) Ferne Williams
Business Co-ordinator

P, 8. I would appreciate receiving a personal note fram you also,
telling me how you are getting along.
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QUESTIONNATRE POR FORMER STUDENTS WHO ARE NOW EMPLOYED
1. What is your present job title?
2. Indicate the length of your employment in this positica.

1. Less than 6 months
2. More than 6 months but not over 1 year
i. Between 1 year and 2 years

. If over two years, please give mmber

3. Is this your first full-time office position? 1. Yes 2. No

k, If your answer to Question 3 is No, starting with your present position
list the positions held since leaving school.

Position Organization Dates
1.
2.
3.
5-6. Indicate the mmber of other office employees in your department.

T. Check what you feel is the opportunity for advancement on your present
Job.

1. Excellent opportunity 3. Very little opportunity
2. Frequent opportunity 4. Dead-end job

8. Check the in-service training provided by the organization in which
you are employed.

1. Office manuals

2. Regular classes for employees

3. | Training given by supervisor for specific Jjobs

L, Directions for jobs given by employer

5 _ Encouraged to take evening classes by paying tuition

6. mcouraged to take evening classes without financial
benefit

T. No training of any kind
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9. Indicate your personal feeling about your job.

10.

12.

1.

2.

Like it very much

Like it moderately well
Just another job
Dislike it

Will leave it for another Job as soon as there 18 an
opportunity.

Signify how adequately your employer defined the respomsibilities

of your job.

Very well. Job is Just what 1 expected.

Fairly well. Job is spproximately what 1 expected, with
very few unexpected duties.

Poorly. Many Jobs expected of me which I did not
expect to do.

Not at all. My duties are not at all what I expected
them to be.

Check the employee benefits which are provided by your employex?

1.
2.
30

9.

Vacation weeks

8ick leave weeks

Hospitalization Blue Cross-Blue Shield
Other

Retirement

Unemployment insurance

Disability campensation
Rest periods
Coffee breaks

No restrictions on time taken off from job.

Indicate your present pay bracket

1.
2.
3.

Over $75 per week

5 to $T5 per week
50 to $65 per week
Less than $50 per week
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13-1%. Indicate your personal relations with different employee levels
within your orgenization. If no one fills such a positionm,
please leave blank.

Occas- Can't No
Very ional get Con-
Priendly Friendly Conflicts Along Tact
Employer
Immediate supervisor
Fellow workers

Other workers in organization

15-20. Indicate the subjects which you took at Junior College and their

value in light of your experience on the job.

: Wish I

Very Of some No had not
Valuable value Value taken

Advanced Shorthsnd

Advanced Typing

Accounting - 1 semester
' 1l year
1} year
2 years

Introduction to Business

Business Math

Business Correspondence
Salesmanship

Business machines - Basic
Secretarial
Advanced

Business law

Office Management

Business Co-op
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21-22 nmonctwcmum&mnshmmtakuutherthum
thing you 4id take.

1. b,

2. Se

3. 6.

23. Flease write briefly of any problems you encountered om the job for which
school could have better prepared yom.

l. Personal Pro‘blu
2. Job Ability

24-31 Check the skills which you use on the job.

1. Shorthand Daily
'rwoorthreetinsanek

Seldom

Never
Approximate speed required: 120 or over
100 to 120
80 to 100
60 to 80
. Below 60
No answver

Type on cards
Type from dictation records
Dictation directly on typewriter
Compose letters
Legal documents

1; Handwriting: To be read by yourself only
To be read by others in organization
To be reed by those ocutside your company

1. Financial: Posting to accounts receivable
Posting to accounts peyedble
Keeping cash records
Petty cash records
Reconciling bank account
Making bank deposits
Receiving money and making change
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1. Machines which you use in your work: Full key Adding
10 key Adding
Autamatic calculator
Key=-driven calculator
Dictaphone
Electric typewriter
Manual typewriter

Telephone
Telephone switchboerd
Cash register
Bookkeeping machine
Key Punch
Others
1. Filing: Alphsbetic

Number

Cards

Subject

Others

32. Has speed in doing your work presented a major problem? Yes
No

33-4T7 Check whether you think any of the following persaonality factors
have caused you difficulty on the Job.
Yes No Perheps
1. Consideration for others
2. Understanding of correct social usage
3. Ability to get along with people
4, Ability to express yourself in speaking
or writing
5. Personal grooming
6. Ability to plan and carry through work
without direction
T. Ability to take responsibility
8. Initiative
9. Adaptability
10. Pleasantness--good humor
1l. Desire to give full value in service
for pay received
12, Ability to behave on basis of reason
rether than emotioms
13.. Absenteeism
1. Tardiness
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March 1k, 1960

Dear sir:

We appreciate your .co-operating with us in the past and I hope
you will again help us by filling out the enclosed questiomnaire as
campletely as possible and mailing it back in the enclosed emvelope.

This survey is designed to give us a better idea of the
positions which our students find when they leave school, the abil-
ities wvhich are expected of them and deficiencies which employers

f£ind which we could do something sbout while students are still in
school. ‘

If, through the findings of this survey, we can improve our
instruction and our curriculum, you employers will also receive bene-
fits in better prepared employees.

Thank you.

Yours very truly,

(Miss) Ferne Williems
Business Co-ordinator
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QUESTIONNAIRE FOR EMPLOYERS

1. Pleease indicate the mmber of office employees in your organizatiom.
Less than 5
Between 5 and 20
Between 20 and 100
Over 100

2-k4., What is the average mmber of new employees you hire each year?

5. Check the in-service training which you provide for your employees.
1. Office mamuals

2. Regular classes for employees

3.. Training givem by supervisor for specific jobs

h, Directions for jobs given by employer

5. Encouraged to take evening classes by paying
tuition

6. Encouraged to take evening classes without
reimbursement

Te No provision for in-service training

6. Check what you feel is the opportunity for advancement for your
employees.

1. Excellent opportunity 3. Very little oppor-
' tunity
2. Frequent opportunity
L, Deed-end Job
T. Check the employee benefits which you provide for your employees.
1. Vacation weeks
2. Sick leave days
3. Hospitalization Blue Cross-Elue Shield
Other
L, Retirement other than Social Security
5. Unemployment Insurance
6. Disability compensation
7. Rest periods
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10.

11.

138
8. Coffee breaks

9. No restrictions on time taken off fram job

Indicate your present begimning pay bracket.
General Clerical Typing-Shorthand

Machines
1. Over $75 per week
2. | $65 to $75
3. $50 to $65
, Less than $50 per week

Indicate from what source you usually secure new employees. Check
more than one if you use several sources.

1. School placement office (either high school or junior
— college)

2. Advertisement in the newspaper

3. Michigen Employment Office

k, Private employment agencies

5. Friends of present employees
6. Direct applications

Indicate the criteria you use in selecting new employees. Check
more than cne if you use a cambination.

1. Pre-employment tests (Please indicate what kind)

2. BEmployment interview
3. Recammendation from school
' Recomnendation from former employer

5. ‘Other (Please indicate what)

Indicate what skills you expect of a new employee

Shorthand: Dictation speed required: 120 or over
100 to 120
80 to 100
60 to 80
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12. Typing: Speed required: Over 60
Between 50 and 60
Between 40 and 50 _
No attention to speed

13. Machines: Adding machine full key
Adding machine 10 key
Dictaphone
Automatic calcuiator
Key Driven calculator
Electric typewriter
Bookkeeping machine
Key punch
Other

14. Legidble handwriting

15. Knowledge of bookkeeping
16. Proficiency in mathematical computations

17=-32. Check any of the following personality factors which have caused
difficulty with new employees.
Yes No
Consideration for others

Understanding of correct social usage

Ability to get along with people

Ability to express herself in speaking or writing

Personal grooming

Ability to plan and carry through work without
direction

Ability to take responsibility

Initiative

Adaptability

Good humor

Desire to give full value in service for pay
received

Ability to behave on basis of reason rather
. than emotions

Absenteeism




1,0
Yes No

Tardiness

Accuracy

Speed in turning out work

33. Please indicate what you consider the greatest deficiencies of new
exployees.
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INTERVIEW
Industry
FNumber of Ennployeos‘ _
Average Percentege Rate of Turnover
Beginning Pay Scale:

In-Service Training Given to Employees:
Office Manuals
Regular classes for anployeen
Treining given by supervisor for specific jobs
Directions for jobs giv'gn by employer
Encouraged to take evening classes by paying tuition
Encouraged to take evening classes without reimbursement

Opportunity for Advencement:

Employee Benefits:

Vacation

Sick leave

Hospitalization
Retirement other than Social Security

Unexmployment Compensation
Disability Compensation

Rest periods
Coffee breaks

No restrictions on time taken from job




Source of Employees:

School placement office
AMvertisement in the newspeper

Michigan Employment Security Office

Private employment agencies

Relatives and friends of present employees
Direct spplications |

Criteria for Selecting New Employees:
Interview:

Pre-employment tests:

References:
Skills required:
Shorthand
Typing
Business Machines
Bookkeeping
Mathematical computations
Personality factors:

Greatest deficlencies:
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