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ABSTRACT
AN ANALYSIS OF THE NEED FOR AND USE OF SHORTHAND BY SECRETARIES
IN LARGE BUSINESSES AS INDICATED BY
SECRETARIES, MANAGERS, AND PERSONNEL DIRECTORS
By

Samuel Maurice Scammon

Statement of the Problem

The problem was to determine if secretaries employed by large
businesses need and use the skill of manual shorthand to perform their

secretarial duties.

Methods and Procedures

The Million Dol lar Directory, 1972, was used to locate |17 large

businesses which were stratified by six Standard Industrial Classifica-
tions (SICs): Manufacturing Industries; Transportation, Communication,
and other Public Utilities; Wholesale Trade; Retalil Trade; Finance,
Insurance, and Real Estate; and Services. All firms were headquartered in
Detroit, Highland Park, and Hamtramck, Michigan. A population of 2953
secretaries was identified in the 117 large businesses and was stratified
into two classifications: top management and other management secretaries.

Personal interviews were held with 72 secretaries who were randomly
selected from the population, 72 managers to whom the 72 secretaries in
the sample reported, and 40 personnel directors who represented the large
businesses from which the secretaries were selected. Interview guides,
constructed by the investigator, were used during all interviews.

Nine hypotheses were tested for significance by using the statistical
techniques of two-way and one-way analysis of variance, chi-square analy-

sis, and Pearson product-moment and Spearman's rank difference correlation.
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Summary of Findings

(1) Shorthand was used by 76.4 percent of the secretaries.

(2) Both symbol and alphabet shorthand systems were used by secre-
taries. Of 55 secretaries who used shorthand, 98.2 percent used symbol
shorthand. The Gregg shorthand system was used by 96.3 percent of those
who used symbol shorthand.

(3) There was no significant difference at the .05 level in the
degrees of manual shorthand proficiency needed by secretaries as perceived
by secretaries who worked for top management and the degrees of manual
shorthand proficiency needed by secretaries as perceived by secretaries
who worked for other management.

(4) There was a significant difference at the .05 level in the de-
grees of manual shorthand proficiency needed by secretaries as perceived
by secretaries who worked for large businesses classified within any one
of the SICs of business when compared to the degrees of manual shorthand
proficlency needed by secretaries as perceived by secretaries who worked
for large businesses within any one of the other SICs of business. Schef fe
post hoc analysis suggested that secretaries employed by large businesses
in the Wholesale Trade SIC perceived the levels of manual shorthand profi-
ciency needed by secretaries to be significantly different from the levels
of manual shorthand proficliency needed by secretaries as perceived by
secretaries in the other SICs of business.

(5) There was no significant difference at the .05 level in the mini-
mum manual shorthand speeds required of secretaries at the time they were
hired as indicated by personnel directors who represented large businesses
within any one of the six SICs of business and the minimum manual short-
hand speeds required of secretaries as indicated by personnel directors

who represented large businesses within any of the other SICs of business.
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(6) There was no significant relationship at the .05 level between
the maximum manual shorthand speeds which secretaries perceived were
needed on the job and the minimum manual shorthand speeds which personnel
directors indicated were required of secretaries at the time they were
hired for secretarial positions.

(7) A grand mean indicated that secretaries perceived shorthand
speeds of 60 up to 80 words per minute to be needed on the job.

(8) Of 55 secretaries who used shorthand on the job, an overall
mean indicated that shorthand speeds of 80 up to 100 words per minute
were equal to dictation rates which they encountered.

(9) A weighted grand mean estimated for the population of 2953
secretaries indicated that secretaries needed shorthand speeds of 60 up
to 80 words per minute to match dictation rates on the job.

(10) A grand mean indicated that shorthand speeds of 60 up to 80
words per minute were required of secretaries by large businesses as
indicated by personnel directors.

(I1) The mode of the distribution of shorthand speed ranges which
personnel directors indicated were required of secretaries was 80 up to
100 words per minute with 44 or 60.1 percent of the personnel directors
indicating this speed range.

(12) Six or 8.3 percent of the personnel directors indicated that
shorthand was not required of secretaries.

(13) There was a significant relationship at the .05 level between
minimum shorthand speeds required of secretaries at the time they were
hired as indicated by secretaries and maximum shorthand speeds which
secretaries perceived were essential for their secretarial positions.

(14) There were significant positive relationships at the .05 level

between: [a] methods which managers practiced and methods which they
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preferred to practice, [b] methods which managers practiced and methods
secretaries preferred managers to practice, and [c] methods managers
indicated they preferred to practice and methods secretaries Indicated
they preferred managers to practice when replying to correspondence.

(15) Of 72 secretaries, 44 percent said managers "frequently" dic-
tated to them, 19.4 percent said "sometimes," and 12.5 percent said
"rarely," while they recorded the dictation by writing manual shorthand.

(16) Of 72 managers, 41.7 percent said they "frequently" dictated to
secretaries, 23.6 percent sald "sometimes," and |l.| percent said "rarely,"
while the secretaries recorded the dictation by writing manual shorthand.

(17) Fifty or 69.4 percent of the secretaries indicated a preference
for recording dictation from managers by writing manual shorthand as a
method of replying to correspondence.

(18) Fifty-two or 72.2 percent of the managers indicated a preference
for dictating to secretaries who recorded dictation by writing manual
shorthand as a method of replying to correspondence.

(19) Of 72 managers, 33.3 percent sald they would hire while 66.7
percent said they would not hire a secretary who had no shorthand proficiency.
Conclusions

(1) Shorthand should be retained in the secretarial-training
curriculum.

(2) Candidates for secretarial positions in large businesses who
attain shorthand speeds in the speed range of 80 up to 100 words per minute
should qualify on the basis of speed attainment for these positions.

(3) Shorthand speeds in excess of 120 words per minute are not essen-
tial for the majority of secretaries in large businesses.

(4) Technological advancements such as dictating/transcribing machines

have not displaced the need for manual shorthand by secretaries.



AN ANALYSIS OF THE NEED FOR AND USE OF SHORTHAND BY SECRETARIES
IN LARGE BUSINESSES AS INDICATED BY

SECRETARIES, MANAGERS, AND PERSONNEL DIRECTORS

By

Samue! Maurice Scammon

A DISSERTATION

Submitted to
Michigan State University
in partial fulfiliment of the requirements
for the degree of

DOCTOR OF PHILOSOPHY

Col lege of Education

1974



© Copyright by
SAMUEL MAURICE SCAMMON
1974



DEDICATED

with thankfulness and love to my parén*l*s

Gerald and Mary Scammon

i




ACKNOWLEDGMENTS

The author is deeply indebted to many individuals who made valuable
contributions to this research study from its inception to its fruition.

To Dr. Helen H. Green, who directed the dissertation and who served
as chairman of the Doctoral Guidance Committee, the writer expresses his
gratitude for constant support, wise advice, and able assistance.

To Dr. Mary Virginia Moore, Dr. O. Donald Meaders, and Dr. Robert
Poland, who were the other members of the Doctoral Guidance Committee,
the writer extends appreciation for their interest, helpful suggestions,
and cooperation.

To the secretaries, managers, and personnel directors who willingly
Participated in the personal interviews, which provided the nucleus of
This study, the author renders particular thanks.

To Mr. Benton E. Riddle, a friend and colleague, the author pays
Special tribute for his relentiess research assistance and for his personal
loyalty.

Very special and loving thanks are given to Dr. Jacqueline A. Deeb
for her ever-beautiful spirit, concern, and generous assistance.

Grateful acknowledgment is made to the following friends who provided
timely inspiration, professional advice, and who gave freely of their time
when needed: Mr. Emer A. Mathias, Miss Shirley Kimel, Mr. Albert C. Daas,
Or. Thomas H. Patten, Dr. Bernard F. Landuyt, Mrs. Stephanie Szkolnicki,
Mrs. Suzanne Dreifus, Dr. Mary Kennedy, and to the fond memory of the late

Miss Minnie M. Dust.



TABLE OF CONTENTS

LISTOF TABLES . & &« & ¢ 4 ¢ 4 o ¢ o o o o o o s o o o o o
CHAPTER |. BACKGROUND OF THE STUDY '+ &« v & ¢ ¢ v o o o o &
Introduction . . ¢ ¢« ¢ & ¢ ¢ 0 bt i i e e e e e e e e
Statement of the Problem . . . . . . ¢ ¢« ¢« v ¢ ¢ ¢ ¢ & &
Purpose of the Study . . . ¢« ¢« ¢ ¢« ¢ ¢ ¢ ¢ o ¢ o o o o &
Delimitations of the Study . . . « « ¢ ¢ ¢ ¢ ¢ ¢ ¢ o o &
Limitations of the Study .« « « « & ¢« ¢ ¢ o o ¢ o o o o &
Definition of Terms . . . . ¢« ¢ ¢ ¢ ¢ ¢ ¢ ¢ o o o o o &
Research Hypotheses . . . . ¢ ¢« ¢ ¢« ¢« ¢ ¢ ¢ o o o o o &
Procedures . . . . . ¢ ¢ ¢ ¢ ¢ ¢ ¢ v e o v o e e e s s
Organization of the Study . . . . . . « ¢« ¢ ¢ ¢« ¢ o o &
CHAPTER I1. FINDINGS OF RELATED RESEARCH . . . . . « « . .
Introduction . o ¢ ¢ ¢ ¢ ¢ ¢ o ¢ o o o o o o o o 0 s s s

Name of Shorthand System Studied or Utillzed on the Job

Use of Shorthand by Secretaries as Indicated by Secretaries

Use of Shorthand by Former Students Who Had Studied
Shorthand at the Post High School Level as Indicated

by Fomr SfUdenfs e ® e e o e ¢ 6 © o o © o o o o o oo o o

Use of Shorthand by Former High School Students as
Indicated by Former High School Students in Ten

Research Studies . ¢« ¢« ¢« o o o o o ¢ o o a o s o o o o o o

Use of Shorthand by Former Shorthand Students,
Secretaries, and Female Office Workers as Indicated

by Personnel Directors and Supervisors . . « « « « « « &+ &

PAGE

viii

10
12
15
17
17
19

22

24

27



Shorthand Speed Requirements of Secretaries as Indicated
by Personnel Directors . . . . . « ¢ ¢ ¢ ¢ ¢ ¢ v v ¢ 0 o o

Other Findings Regarding Acceptable Shorthand Speeds for
Emp ' mn* L] . L] L] L] L] L ] L] L] L] L] L] L] L] L] L] L L] L] L] L] L] Ld L] .

Use of Shorthand to Take Dictation of Minutes of Meetings . .

Use of Shorthand to Take Dictation over the Telephone

Use of Dictating/Transcribing Machines as Indicated by
Former Shorthand Students in Twelve Research Studies . . . .

Use of Dictating/Transcribing Machines by Former Students,
Secretaries, and Stenographers as Indicated by Personnel
Directors in Five Research Studies . . . . « ¢« ¢« ¢« ¢ ¢ « « &

Use of Dictating/Transcribing Machines in Firms as Indicated
by Personnel Directors in Four Research Studies .

Use of Dictating/Transcribing Machines by Secretaries as
Indicated by Secretaries in Seven Research Studies . . . . .

Use of Typewriter to Directly Record Dictation
as Indicated by Secretaries in Four Research Studies . . . .

Use of Machine Shorthand to Record Dictation . . . . « « « . .

Composition of Letters on the Job by Former Shorthand Students
as Indicated by These Students in Eight Research Studies . .

Composition of Letters on the Job by Secretaries and
Stenographers as Indicated by Secretaries and
Stenographers in Four Research Studies . . . « « « « ¢« « . &

Former Shorthand Students Who Composed Letters on the Job
as Indicated by Personnel Directors in Three
ResearCh s*ud 'es (] . L[] L] L[] L] L] L] L] L] L] L] L] L] L] L] L] L] L] L] L] .

Some Methods Preferred and Utilized by
to Correspondence . . . « + « o o «

Summary Statements . . . . . . . . . .
References Cited . . . . . « « « « «
CHAPTER 11|, METHODS AND PROCEDURES . . .
Introduction « . v v v ¢ v ¢ 0o 0 0 o s

Source of Large Businesses . . . . . .

Managers When

e o o o o o o

Replying

PAGE

32

34
36

37

38

40

40

41

43

43

45

46

46

47
50
52
56
56
56



PAGE
Standard Industrial Classification of 146 Large Businesses . . 58
Stratification of Top and Other Management . . . . . .. .. . 60
Initial Contact with Large Businesses . . . ... ... ... 6l
Reasons Why 29 Large Businesses, ldentified from the Million

Dollar Directory, 1972, Were Deleted from Original List of
|46 Bus'nesses . L] L] L] L] o L] L] L] . . L] L] L] L] L] L] L] . L] L] L] L] 6'

Reason for Excluding Contract Construction SIC . . . .. . . . 63

Standard Industrial Classification of 117 Large Businesses
Which Agreed to Participate in the Study . . . . . . .. . . 64

Construction of Interview Guides . . . . . . « ¢« ¢« ¢« ¢ ¢+ o . » 65
Establishment of Population of Secretaries . . . . . . . . . . 65
Percentage of Top Management and Other Management
Secretaries to Total Secretaries Within Each
Standard Industrial Classification . . . « « ¢ ¢ ¢« ¢ « « . . 68
Selection of Random Sample of Secretaries . .. . ... ... 70
Selection of Managers . . . « ¢« ¢« ¢ ¢ ¢« ¢ ¢« ¢« ¢ o o o oo oo 1
Selection of Personnel Directors . . « + ¢« ¢« ¢« ¢ ¢« v ¢ o o o o 71
Design of the Study . . . « v ¢ ¢ ¢ ¢ ¢ o o o o o e o 0o o oo Tl
Data Collection Method . . . . . . ¢ ¢« ¢ ¢ ¢ ¢ ¢ ¢ o ¢ e o o 13
Processingof the Data . . . . . . ¢« ¢« ¢ ¢« ¢« ¢ ¢ ¢ s o s o .. 14
CHAPTER IV, ANALYSIS OF THEDATA-Part | . . v v v v o o o o o o 17
Introduction . . ¢ & ¢ v ¢ v v i et b s e e e e e e e e 17

Need for Manual Shorthand as Perceived by Secretaries . . . . 77

Shorthand Requirements of Secretaries as Indicated by
Personnel Directors . . « ¢ « ¢« ¢ ¢ ¢ o ¢ o o ¢ s s s s « « 87

Comparison of Need for and Requirement of Shorthand as
Indicated by Secretaries and by Personnel Directors . . . . 9l

System of Shorthand Used by Secretaries . . . « « « « o o « « 95
Preferences and Practices When Replying to Correspondence . . 97

Sum"‘l"y—Paf"f'.............-.........|00

vi



Introduction . .
Data Collected from Interviews with Personnel Directors

Data from and about Secretaries

ANALYSIS OF THE DATA - Part |1

Data from Managers . . . . . « . .

Summary - Part |1

CHAPTER V.

SUMMARY

e o e o ¢ o o o o

Problem, Purpose, and Procedures .

Major Findings . . . . . . . . .

Other Findings . .

Conclusions . . .

Recommendations .

B'BL'%MPHY L] L] L] L] L]

APPENDICES . «. « . . .

A.

.

3 *

Interview Guide - Secretaries

Interview Guide - Managers . .
Interview Guide - Personnel Directors

Sample of Coding Forms Used to Stratify Population

e o e o o o e o e o o

L]

e o o o o o o o

L] . L L] . L] .

Secretaries and from Which Secretaries Were

Randomly Selected

e o o o o o

of

o o e o o o e e e o o o o o o o o

Digests (Some with Reviewer's Commentaries) of 45 Research

Studies - Findings from Which Were Included in
Chapter Il - "Findings of Related Research"

vil

PAGE
106
106
106
12
141
153
157
157
161
164
165
167
169

Al
Al
A6

A8

AlO

Al



TABLE

2:1

2:2

2:3

2:4

2:5

2:6

LIST OF TABLES

Use of Shorthand by Secretaries as Indicated by

Secretaries as Revealed by Ten Research Studies . .

Use of Shorthand by Former Students Who Had Studied

Shorthand at Post High School Level as Revealed

in Seven Studies . . .

. L] L] L 2 L] . L] . L] L] L] L . o

Use of Shorthand by Former High School Students as

Indicated by Former High School Students in Ten

%sea rCh S"’Ud ' es e o o o . e o L] o o * o e e o

Use or Nonuse of Shorthand by Former Shorthand

Students, Secretaries, and Female Office Workers

as Indicated by Personnel Directors and Supervisors

In Findings of Sixteen Research Studies . . . . . .

Shorthand Speed Requirements of Secretaries and

Stenographers as Indicated by Personnel Directors

in Five Research Studies

. L d . L] L] L] L] L]

Acceptable Manual Shorthand Speeds for Employment

as Indicated by Secretaries, Former Students,

Beginning Office Workers, and Business Teachers

in Four Research Studies

vili

PAGE

20

23

25

29

33

35



TABLE
2:7

2:8

2:10

2:12

2:15

2:16

Use of Shorthand to Take Dictation of Minutes of

Meetings by Former Students Who Had Studied

Shorthand at the Post High School Level . . . « . .+ . «
Use of Shorthand to Take Dictation Over the Telephone . .
Use of Dictating/Transcribing Machines as Indicated

by Former Shorthand Students in Twelve Research

Studies . . . ¢ ¢ ¢ ¢ ¢t et e e e e e e e e e e
Use of Dictating/Transcribing Machines by Former

Students, Secretaries, and Stenographers as Indicated

by Personnel Directors . . .« « ¢ ¢« ¢ ¢ o o o o o o o o
Use of Dictating/Transcribing Machines in Firms as

Indicated by Personnel Directors In Four Research

Studies . . ¢ ¢ ¢ ¢ ¢ o ¢ ¢ ¢ v e 6 e s s b s e e s e
Use of Dictating/Transcribing Machines by Secretaries

as Indicated by Secretaries in Seven Research Studies .
Secretaries Who Indicated They Used the Typewriter to

Directly Record Dictation as Reported in Four

Research Studlies . . « « ¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢ o o s o o
Former Shorthand Students Who Said They Composed

letters on the Job . . « ¢« ¢ ¢ ¢ ¢ ¢ ¢ ¢ s ¢ o o o o &
Composition of Letters on the Job by Secretaries and

Stenographers as Indicated by Secretaries and

Stenographers In Four Research Studles . . . . . . . .
Former Shorthand Students Who Composed Letters on the Job

as Indicated by Personnel Directors in Three Research

S*Ud l es . o o e o e o e o e e o o © o o o & o o oo o o 3

Ix

PAGE

37

38

39

40

4]

42

43

45

46

47



2:17 Use of Longhand by Managers to Reply to Correspondence
as Revealed in Four Research Sfudle§ e e e e e e e o e
3:1 Standard Industrial Classification and Percent in Each
Classification of 146 Large Businesses in Detroit . .
3:2 Standard Industrial Classification of |17 Large
Businesses from Which Data Were Collected . . . . . .
3:3 Population of Top Management and Other Management
Secretaries Employed by 117 Large Businesses and
Classified by SIC . &« ¢ ¢ ¢ ¢ ¢ o o ¢ o o o o o o o &
3:4 Percentage of Top Management and Other Management
Secretaries Compared to Total Secretaries Within
Each Standard Industrial Classification . . . . . . .
3:5 Design of Study Showing Data Sources and Number of
Managers, Personnel Directors, and Randomly Selected
Secretaries with Whom Personal Interviews Were Held .
4:1 Analysis of Variance on Top Manual Shorthand Speeds
Perceived Needed by Secretaries at Two Levels of
Management and in Six Standard Industrial
Classifications .« ¢ ¢« ¢« ¢ ¢ ¢ ¢ ¢ ¢ ¢ o o o o o o o
4:2 Mean Scores Derived from Responses of Secretaries
Regarding Top Manual Shorthand Speeds Perceived
Essentlial for Shorthand Positions . . . . . ¢« ¢« ¢ ¢« &
4:3 Scheffé Post Hoc Contrasts of Column Means Derived from
Responses of Secretaries Regarding Perceived Need for
Manual Shorthand Found in Six Standard Industrial

c'ass'f'caf'ons ® @ e e o o e 6 o o o o oo o o o e o o

PAGE

49

60

64

67

69

72

78

8l



4:5

4:6

4:7

4:8

4:9

Mean Scores and Variance of Mean Scores Derived from
Responses of Personnel Directors in Six Standard
Industrial Classifications Regarding Minimum Manual
Shorthand Speeds Required of Secretarial Applicants .

Analysis of Variance Concerning Minimum Manual
Shorthand Speeds Required of Secretarial Applicants
as Indicated by Personnel Directors in Six Standard
Industrial Classifications . . . ¢« ¢« ¢« ¢« ¢ ¢ o o ¢ &

Shorthand Systems Required of Secretarial Applicants as
Prerequisites for Secretarial Positions as Indicated
by Personnel Directors in Large Businesses . . . . .

Minimum Manual Shorthand Speeds Required of Applicants
for Secretarial Positions in Large Businesses as
Indicated by Personnel Directors . . « « ¢« « o « « &

Mean Scores and Equated Shorthand Speeds in Words-Per-
Minute Groupings Derived from Responses of Personnel
Directors Regarding Minimum Manual Shorthand
Speeds Required of Secretaries . . . . . . « . ¢« « &

Years of Service as Secretaries with Particular
Large Businesses . .« « o« ¢ ¢ o ¢ ¢ ¢ o s o o o o s @

Shorthand System Used on the Job as Indicated
by Secretaries in Large Businesses . . . « ¢« ¢« ¢« .« .

Maximum Manual Shorthand Speeds Perceived Essential
or Necessary to Meet Requlirements of Present

Secretarial Positions as Indicated by Secretaries . .

xi

PAGE

88

89

107

109

110

13

14

15



TABLE
4:12

4:15

Maximum Manual Shorthand Speeds Perceived Essential
or Neceseary to Meet Requirements of Present
Secretarial Positions as Indicated by Secretaries
Who Used Shorthand on the Job . . . . . . « + « ¢« & « &
Mean Scores Derived from Responses of 72 Secretaries
Regarding Maximum Shorthand Speeds Perceived Essential
or Necessary for Secretarial Positions and Equated
Speeds in Words-Per-Minute Groupings . « ¢« « o &« o o &
Estimated Weighted Grand Mean of 2953 Secretaries
Regarding Perceived Need for Manual Shorthand . . . . .
Uses of Manual Shorthand by Secretaries to Perform
Secretarial Duties . « ¢ ¢« o ¢ ¢ ¢ ¢ ¢ ¢ o o o o o o o
Minimum Shorthand Speeds Required by Employers of
Secretaries to Qualify for Present Secretarial
Positions as Indicated by Secretaries . . . . « . . . .
Type of Shorthand Tests Administered to Applicants
for Secretarial Positions as Indicated by 72
Secretaries and by 72 Personnel Directors . . . . « . .
Opinions of Secretaries Regarding Relationship Between
Starting Salary to be Paid to and Degree of Manual

Shorthand Proficiency Possessed by Applicants for

Secretarial Positions « ¢« ¢« ¢ ¢ ¢ ¢ o o ¢ o ¢ o ¢ o o o

Relationship Between Starting Salary to be Paid to and
Manual Shorthand Speed in Excess of Minimum Shorthand

Speed Required of an Applicant for a Secretarial

Position as Indicated by Personnel Directors . . . . .

xii

PAGE

16

18

120

121

122

124

126

129



TABLE
4:20

4:21

4:22

4:23

4:24

4:25

4:26

4:27

4:28

4:29

4:30

Use or Expected Use of Dictating/Transcribing Machines

by Secretaries in Present Secretarial Positions . . . .
Use or Expected Use of Shorthand Machines (Touch Short-

hand) by Secretaries In Present Secretarial Positions .
Methods Managers Utilized to Reply to Correspondence

as Indicated by Secretaries . . . ¢ ¢ ¢ ¢ ¢ ¢ ¢ o o o
A Cross Tabulation Indicating Extent of Use of Methods

Utilized by Managers to Reply to Correspondence as

Indicated by 72 Secretaries . . . « ¢« « + ¢« ¢ ¢ o o ¢
Methods Secretaries Indicated They Would Prefer Managers

to Use to Reply to Correspondence . . . « ¢« « « ¢ o« « &
Methods Which Managers Indicated They Used to Reply to

CorrespondencCe . . ¢ ¢ o « o o o o o o o o o o o o o o
A Cross Tabulation Indicating Extent of Use of Methods

Which 72 Managers Indicated They Used to Reply to

COrrespondence® . . « « « o « o o o o o o o o o o o o o
Methods Managers Indicated That They Would Prefer to

Use When Replying to Correspondence . . . « « « « « .« &
Responses of Managers Regarding the Hiring of

Secretaries Who Have No Proficiency in Manual

Shorthand . . ¢ ¢ ¢ ¢« ¢ ¢ ¢ ¢ o o o ¢ o s o ¢ o o o o o
Reasons Why Managers Would Hire a Secretary Who Had

No Proficiency in Manual Shorthand . . . . . . .« . . .
Reasons Why Managers Would Not Hire a Secretary Who

Had No Proficiency in Manual Shorthand . . . . . . . .

xiili

PAGE

132

134

135

137

139

142

144

146

148

149

151



CHAPTER |

BACKGROUND OF THE STUDY

I INTRODUCTION

In a word-association exercise, it might be expected that the
stimulus of the word '"secretary" would elicit the word "shorthand" as
one of the responses. In a constantly changing business environment,
however, should shorthand be associated with the modern-day secretary?
One of the motivating forces for this investigation, which deals with the
need for and use of shorthand by secretaries, evolved from current |itera-
ture which pertained to training personnel for vocations with projected
demand and which advocated on-going assessment of curriculum inputs that
are germane to career paths.

The importance of relevance in office education was recognized and
supported by Congress with the passage of the Vocational Act of 1963
(P.L. 88-210) and the Vocational Amendments of 1968 (P.L. 90-576). This
Act and its amendments were designed to improve and extend vocational
education so that all persons would have vocational training or retraining
opportunities consistent with the nation's manpower and employment needs
and to assure flexibility in training programs to keep them up to date.

A recent survey by the U. S. Department of Labor revealed that of 232
specific occupations, the greatest demand was for secretaries and stenog-

raphers with a projected annual need of 237,000 throughout the 1970s. !

"where the Jobs Will be in the 70s," U. S. News & World Report,
LXX1 11, (September 6, 1971), pp. 68-69.







With the advent of dictating/transcribing machines, which have been
vastly improved to provide greater fidelity of voice reproduction, the
setting of today's office may feature extensive use of automated equip-
ment. More recently, word-processing centers have been credited with
significantly reducing the turnaround time from word originator to finished
document. Perhaps the need for shorthand by secretaries has diminished to
the extent that economy-conscious management is concerned with spiraling
office costs and has exchanged the traditional dictator-secretary team,
which takes the time of two people to originate correspondence, for
the convenience of such technological devices as dictating/transcribing
machines and word-processing systems.

It is possible that the customary emphasis on the development of
highly skilled shorthand writers is becoming obsolete as more secretaries,

fortified with expertise in language skills, have been delegated the
responsibility of composing much of the office correspondence.

Perhaps the requirement for shorthand proficiency of secretaries is
merely a screening device retained by personnel department policy as a
secretary-selection scheme. Only those who have survived the rigors of
a shorthand-training program and who have demonstrated, thereby, their
above-average language skills are chosen for secretarial employment, but
their selection is not predicated on the basis that shorthand is a needed
prerequisite for secretaries to perform their daily secretarial duties.
If the knowledge of shorthand is being used essentially as a personnel-
selection device by employers, this criterion is an expensive selection
system for the aspirant to a secretarial position in terms of time and
money spent to acquire this knowledge. |f shorthand is not needed by

secretaries on the job, perhaps perfected language skills could be



acquired more efficiently by those who desire to become secretaries if
they took courses designed principally to strengthen language skills
rather than courses designed principally to teach a shorthand system.

Traditionally, though, manual shorthand has been an integral component
of a secretarial curriculum., However, keeping in mind the inevitable chang-
ing needs and practices of business and being cognizant of the clear mandate
to business educators to keep abreast of these changes, this researcher
deemed it expedient to probe again the need for shorthand as perceived
by secretaries, managers, and personnel directors.

Perhaps there still is an intense need for the use of shorthand by
secretaries in order for them to perform adequately on the job, and
perhaps employers are willing to pay wage premiums based on shorthand
proficiency. These economic rewards might provide incentives for students
to acquire high-level shorthand proficiency.

The final evaluation of the importance of shorthand in the secretarial
curriculum should surely be based on the need for this skill in order for
the secretary to succeed on the job. |f the need for shorthand has
decl ined greatly or has become nonexistent, the paramount position which
shorthand has customarily occupied in the secretarial-training program is

no longer justified.

I1. STATEMENT OF THE PROBLEM

The problem of this study was to determine if secretaries employed
by large businesses need and use shorthand to perform their secretarial
duties.

Questions Related to the Problem

As facets and derivatives of the principal problem of this study,

the following questions posed subproblems:



What are the differences in the degrees of manual shorthand
proficiency needed by secretaries as perceived by secretaries who work for
top managers and the degrees of manual shorthand proficiency needed by
secretaries as perceived by secretaries who work for other managers?

What are the differences by Standard Industrial Classification of
business in the degrees of manual shorthand proficiency needed by secre-
taries as perceived by secretaries who work for large businesses within
these classifications?

What are the differences by Standard Industrial Classification of
business in the degrees of manual shorthand proficiency required of
secretaries who work for large businesses within these classifications
as indicated by personnel directors?

What are the differences between the degrees of manual shorthand
proficiency required of secretaries at the time that they are hired as
indicated by personnel directors and the degrees of manual shorthand
proficiency which secretaries perceived were needed on the job?

What are the differences between the levels of manual shorthand
proficiency which secretaries indicated were required of them at the time
that they were hired and the levels of manual shorthand proficiency which
secretaries perceived that they needed on the job?

What systems of manual shorthand are utilized by secretaries?

What methods do managers utilize to reply to correspondence and what
are the correlations between: (1) the methods managers utilize and the
methods they would prefer to utilize, (2) the methods managers utilize
and the methods their secretaries would prefer that managers would utilize,
and (3) the methods managers would prefer to utilize and the methods their

secretaries would prefer that the managers would utilize?



Are there differences in starting salaries for secretaries based on
manual shorthand proficiency which is in excess of the minimum manual
shorthand proficiency requirement?

Solutions to these questions were sought by seeking responses from
secretaries, managers, and personnel directors employed by large businesses

in the Michigan cities of Detroit, Highland Park, and Hamtramck.

111, PURPOSE OF THE STUDY

The purpose of this study was to provide information which could
lead to improved secretarial-training programs by ascertaining the need
for and use of shorthand by secretaries so that business education teachers
and guidance counselors could be provided with information which would
enable more effective guidance to those individuals who are thinking about
choosing or changing careers in the next few years.

Acquisition of high-level shorthand proficiency ordinarily takes
from one to two years of study. In the curriculum of today, however,
there are many demands on a secretarial student's time for courses, other
than shorthand, which have been designed to train students to adequately
meet the demands of secretarial positions. |t was ?hé contention of this
investigator that emphasis on the development of a high degree of shorthand
expertise should be de-emphasized if high shorthand speeds are not needed
by a secretary. Furthermore, shorthand should be dropped from the

secretarial curriculum if shorthand is not needed or used by secretaries.

IV. DELIMITATIONS OF THE STUDY

Only large businesses with a net asset value of $| million, minimum

annual sales of $5 million, a minimum of 250 employees, and headquartered



in the Michigan cities of Detroit, Highland Park, and Hamtramck were
included in this study.

Only large businesses in the six Standard Industrial Classifications
of Manufacturing Industries; Transportation, Communication, and other
Public Utilities; Wholesale Trade; Retail Trade; Finance, Insurance, and
Real Estate; and Services were included in this study.

Large businesses not included in this study were foreign corporations;
professional and consulting organizations, such as hospitals and engineer-
ing services; credit agencies; and some types of financial and insurance
institutlions since these types of businesses were generally not included

in the Million Dollar Directory, 1972.

This study was not an effort to compile a list of the duties and
responsibilities of secretaries.

No effort was made in this study to rate successful versus unsuccess-
ful secretaries nor did the study seek to determine the job satisfaction of
secretaries based on their use or nonuse of shorthand.

Only two stratifications of management were used for this study:
top management and other management. Other management was not further
stratified because management classifications, below the level of top
management, vary considerably among companies and because it was thought
that management at lower echelons, such as first-line management, might

not have personal secretaries assigned to them.

V. LIMITATIONS OF THE STUDY

There is a lack of agreement, both in the |iterature and in company
practice, as to the definition and classification of both secretaries and

management. Therefore, classification of individuals interviewed in a



particular large business may have varied considerably from the classifi-
cations these individuals might have had in another large business in this
study.

Bias may have been introduced into the findings by misinterpretation
or misunderstanding on the part of either the interviewer or the respondent
during the personal interview process.

Error may have been introduced into the findings through weaknesses
in the construction of the interview guides.

The possibility exists, although it was assumed remote, that all
large businesses in the Michigan cities of Detroit, Highland Park, and

Hamtramck may not have been included in the Million Dol lar Directory, 1972,

which was used as the source document to identify the large businesses

included in this study.

Although confidential treatment of the responses received from those
interviewed was assured and emphasized by the investigator at the start
of the personal Interviews, and it was assumed that all responses were
accurate and reliable, dishonest or untruthful answers may have distorted
the findings.

The variability between shorthand speeds needed on the job as per-
ceived by secretaries versus measured (clocked) shorthand dictation speeds
remains unknown in this study. Perceived shorthand speeds needed were
used in this study because of the impracticalities of measuring actual
shorthand dictation speeds as experienced by previous researchers. |t
was felt, also, that if companies did permit observation and measurement
of the dictation process by the dictator-secretary team, the situation

would be unnatural and contrived.



Vi. DEFINITION OF TERMS

The following terms are used in this study and are defined to provide
a common base for understanding.

Bias is "the intrusion of unwanted or unplanned interviewer influence
in the interviewer process."2

A dictating-transcribing machine (also known as a voice recorder) is
a machine designed to record dictation which can subsequently be played
back to a transcriptionist who types that which has been dictated.

Proficiency is an indication of manual shorthand skill or competency.
Zero proficiency would indicate no manual shorthand skill or ability.

A large business is a business with a net asset value of $I| million,>
a minimum annual sales of $5 million, and a minimum of 250 employees.

Machine shorthand is "the system of writing shorthand notes with the
aid of a keyboard device which types the notes on a fape."4 Stenotype
and Stemograph are two common trade names of these mechanical devices.

Manual shorthand (also known as pen shorthand) may be either symbol
or alphabet shorthand.

Symbol shorthand is "a method of rapid handwriting using extremely
simple strokes in place of letters often with other abbreviating devices."?
Examples of symbol shorthand systems include the methods of Gregg, Pitman,
and Thomas.

2Robert L. Kahn and Charles F. Cannel |, The Dynamics of Interviewing,
(New York: John Wiley & Sons, 1957), p. 59.

3Million Dol lar Directory, 1972 (New York: Dun & Bradstreet, Inc.,
1971), p. Tv.

4Herber‘t A. Tonne, Principles of Business Education (New York: Gregg
Publishing Division, McGraw-Hill Book Company, Inc., 1961), p. 393.

>The American College Dictionary (New York: Random House, 1955),
p. 1120,




Alphabet ghorthand is a shorthand system in which the a b ¢ alphabet
is used with the shortening effected by arbitrary contractions and a few
extra characters are obtained by modification of existing letters.,
Alphabet shorthand, |ike symbol shorthand, gives a phonetic representation
of the spoken word. Examples of alphabet shorthand systems include the
methods of Forkner, Speedwriting, and Stenoscript ABC.

The Standard Industrial Classification (SIC) is a system of classify-
ing businesses by type of activity in which they are engaged. Businesses
are classified according to a numbering system to facilitate collecting,
tabulating, presenting, and analyzing data relating to these businesses.

The purpose of the SIC classification is to promote uniformity and
comparability in the presentation of statistical data collected by various
agencies of the United States Government, state agencies, trade associa-
tions, and private research organizaflons.6

The managers of a business are those individuals who coordinate and
integrate the activities of the nonmanagerial employees. Managers have
the responsibility of getting things done by and through others. Their
role is supervisory in nature. The functions of management include cre-
ating, planning, organizing, motivating, communicating, and con*rrolling.7

Top management (also known as administrative management) refers to
those managers responsible for establishing top-level or basic policies

in an organization. This level of management includes the president and

the vice-presidents of a business.

67he Directory of Michigan Manufacturers (Detroit: Manufacturer
Publishing Company, 19717, p. 399.

7Herber'r G. Hicks and C. Ray Gullett, Modern Business Management
(New York: McGraw-Hill Book Company, 1974), p. 79.




Other management (middle and first-line management) includes all
management personnel of large businesses with the exception of the top
management .

A secretary is any employee who was classified as a secretary by the
personnel departments of the large businesses in this study.

The National Secretaries Association defined a secretary as "an
assistant to an executive, possessing mastery of office skills and ability
to assume responsibility without direct supervision, who displays initia-
tive, exercises judgment, and makes decisions within the scope of her
aufhorlfy."e In the judgment of this investigator, this definition by
the NSA typifies an "ideal" secretary, but does not describe in practice

all who are classified as '"secretaries."

Vil. RESEARCH HYPOTHESES

The following hypotheses, stated as research hypotheses, were tested

for this study.

Hypothesis |: There will be a difference in the degrees of manual

shorthand proficiency needed by secretaries as perceived by secretaries
who work for top management and the degrees of manual shorthand proficiency
needed by secretaries as perceived by secretaries who work for other
management levels.

Hypothesis 2: There will be a difference in the degrees of manual

shorthand proficiency needed by secretaries as perceived by secretaries

who are employed by large businesses classified within any one of the six

BNational Secretaries Association cited by J. Marshall Hanna,
Estelle L. Popham, and Esther Kihn Beamer, Secretarial Procedures and
Administration (5th ed; Cincinnati: South-Western Publishing Company,
1968), p. 3.




Standard Industrial Classifications of business used in this study when
compared to the degrees of manual shorthand proficiency needed by secre-
taries as perceived by secretaries employed by large businesses classified
within any one of the five remaining Standard Industrial Classifications
of business used in this study.

Hypothesis 3: There will be a difference in the degrees of manual

shorthand proficiency required of secretaries as indicated by personnel
directors representing large businesses classified within any one of the
six Standard Industrial Classifications of business used in this study
when compared to the degrees of manual shorthand proficiency required of
secretaries as indicated by personnel directors representing large busi-
nesses in any one of the five remaining Standard Industrial Classifica-
tions of business used in this study.

Hypothesis 4: There will be a positive relationship between the

degrees of manual shorthand proficiency needed by secretaries as perceived
by secretaries on the job and the degrees of manual shorthand proficiency
required of secretaries at the time they were hired as indicated by
personnel directors.

Hypothesis 5: There will be a positive relationship between the

degrees of manual shorthand proficiency required of secretaries at the
time that they were hired by their employers as indicated by secretaries
and the degrees of manual shorthand proficiency needed by secretaries

on the job as perceived by secretaries.

Hypothesis 6: There will be a difference in the number of secre-

taries who use a symbol shorthand system and the number of secretaries

who use an alphabet shorthand system in thelr secretarial positions.



Hypothesis 7: There will be a positive relationship between the

methods practiced by managers to reply to their correspondence and the
methods preferred by managers to reply to their correspondence.

Hypothesis 8: There will be a positive relationship between the

methods which managers practice to reply to their correspondence and
the methods which their secretaries would prefer that the managers would
practice to reply to their correspondence.

Hypothesis 9: There will be a positive relationship between the

methods which managers would prefer to practice when replying to their
correspondence and the methods which their secretaries would prefer that

the managers would practice when replying to their correspondence.

Vill. PROCEDURES

The Million Dol lar Directory, 1972, a publication of the wel l-known

research organization of Dun & Bradstreet, Inc., was used as the source
document to identify the large businesses included in this investigation.
A large business was identified as one with a net asset value of
$1 million, a minimum annual sales of $5 million, and a minimum of 250
employees. One hundred forty-six businesses headquartered in the
Michigan cities of Detroit, Highland Park, and Hamtramck were classified
as large businesses using these restrictions. Of these 146 large busi-
nesses, |17 remained in the study, and these businesses were stratified
into one of the following Standard Industrial Classifications by SIC
number: Manufacturing Industries; Transportation, Communication, and
other Public Utilities; Wholesale Trade; Retail Trade; Finance, Insurance,

and Real Estate; and Services.
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The management of each of the |17 large businesses was stratified
into two levels of management: top management and other management.
Secretaries employed by the 117 large businesses, as identified by the
personnel departments of these businesses, were stratified into two

categories: top management secretaries and othar management secretaries.

Selection of the Sample of Secretaries

Six top management secretaries and six other management secretaries
were randomly selected from the total secretaries employed by the large
businesses In each of the six Standard Industrial Classifications. For
example: Of the 1301 secretaries employed by large businesses in the
Manufacturing Industries SIC, 6 secretaries were randomly selected from
the 262 secretaries classified as top management secretaries and 6 secre-
taries were randomly selected from the 1029 secretaries classified as
other management secretaries.

A similar random selection process was employed for each of the
remaining Standard Industrial Classifications used in this study until
a8 sample of 72 secretaries was drawn from the total population of 2953

secretaries.

Personal Interviews

The normative-survey method, using personal interviews as the data-
collecting technique, was selected for this study. Data were collected
from a total of 184 personal interviews.

These interviews were held with the 72 randomly selected secretaries
and with the 72 managers to whom these secretaries reported. Personal
interviews were also held with a minimum of five personnel directors in
each of the six Standard Industrial Classifications for a total of 40

Interviews with personnel directors.



Interview lInstruments

Three Interview instruments, which are referred to as the Interview
Guide - Secretaries (1G-S), the Interview Guide - Managers (1G-M), and the
Interview Guide - Personnel Directors (1G-PD), were constructed and used
as guides during the interviews. These guides were developed to promote

standardization and objectivity in the Interviews.

Analysis of the Data

Two-way analysis of variance was used to determine if there was a
difference in the need for shorthand proficiency as perceived by secre-
taries who worked for top management and the need for manual shorthand
proficiency as perceived by the secretaries who worked for other levels
of management. This analysis of variance test also statistically revealed
any differences in the need for manual shorthand proficiency as perceived
by the secretaries who worked for the different Standard Industrial
Classifications of business.

One-way analysis of variance was used to test differences in the
need for manual shorthand proficliency required of secretaries by personnel
directors representing the businesses in the six Standard Industrial
Classifications of business.

A Pearson product-moment correlation was calculated to assess the
relationship between the need for manual shorthand as perceived by secre-
taries and the need for manual shorthand required of secretaries by
personnel directors at the time secretaries were hired.

A Pearson product-moment correlation was calculated to determine the

relationship between the need for manual shorthand proficiency required
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of secretaries at the time they were hired by their employers and the
need for manual shorthand proficiency required on the job as perceived
by secretaries.

Chi-square analysis was utilized to determine whether there was a
difference in the number of secretaries who used symbol shorthand and the
number of secretaries who used alphabet shorthand.

Spearman's rank-difference correlation coefficients were calculated
to determine relationships between preferences and practices of managers
and of secretaries when replying to correspondence.

A broader and more detailed description of the methods and procedures
followed to collect and analyze the data for this study is presented in

Chapter 111,

IX. ORGANIZATION OF THE STUDY

Chapter | introduces the study, states the problem and presents
questions related to the problem, gives the purpose of the study, indicates
the delimitations and limitations, defines terms used in this research
project, indicates the research hypotheses to be tested, and gives a
brief overview of the procedures.

Chapter || presents a review of related research. The format of the
footnotes varies in Chapter Il from the format of the footnotes in the
remaining chapters of this study. The standard practice of placing at the
bottom of each page all of the footnotes for citations on that page is
fol lowed in Chapters |, Ill, IV, and V of this study. However, because of
the numerous references to be found in Chapter 11, a modified references-
cited format of footnoting is followed to provide for a clear communica-

tion of the findings of the related research.



In his style manual for thesis writing, Campbell stated the following

in Chapter 3 - "Footnote and Bibl iographical References":
Consistency in form is a virtue to the extent that it

achieves the purposes stated above [I. To amplify the ideas

of information beyond the point deemed sufficient for the

text. 2. To establish the validity of evidence. 3. To

acknowledge indebtedness.] In a way that communicates clearly

and briefly to the anticipated reading audience. No single

form can satisfy all demands. What follows, therefore,

reflects a variety of practices, with some apparsnf advantages

and disadvantages of alternative cholces. . . .

Chapter |11 describes in detail the methods and procedures followed
to organize the research study, collect the data, and indicates the manner
by which the data were processed.

Chapter 1V contains a two-part analysis of the data.

Chapter V presents the summary of the study, conclusions drawn, and

recommendations based upon the findings of this research.

William Giles Campbell, Form and Style in Thesls Writing (3d. ed;
Boston: Houghton Mifflin Company, 1969), p. 23.




CHAPTER ||

FINDINGS OF RELATED RESEARCH

I.  INTRODUCTION

Chapter |l contains findings from 45 research projects which were
deemed related to this research. Of the 45 studies, |3 were completed
on the doctoral level, 26 were completed to fulfill requirements for
masters' degrees, and 6 were independent research studies.

All studies referred to in this review are dated 1960 or later
since it was felt that studies dated prior to 1960 would lack sufficient
relevancy to be compared with this study.

Most of the studies, which were either typed or microfilmed copies,
were made available to the reviewer through the facilities of the Inter-
library Loan Division of the Michigan State University Libraries.

To aid the reader in making comparisons of the findings of the various
researchers which pertained to similar areas of investigative interest,
many of these findings were organized in tabular form in Chapter |1I.

A modified references-cited format of footnotes, using the author-and-
number system, is used in Chapter || to provide for a clear communication
of the findings of the 45 studies which are reviewed for this chapter. An
alphabetical listing of the research references, which have been numbered
sequentially, is shown on pages 52 through 55 of this chapter. Items in

this enumerated listing, under the heading of References Cited, are referred

to in the text and in the tables by use of the identifying numbers which



are enclosed by parentheses and which are located adjacent to the names of
the researchers. Digests of the 45 research studies referred to in this
chapter are contained in Appendix E.

Although standardization of research questions was not necessarily
expected, the findings shown in the tables In this chapter are |imited
by the lack of standardization of questions in the survey instruments of
the various researchers. Dissimilarity in methods of reporting the find-
ings also handicapped the interpretation of the studies. This lack of
standardization in the survey instruments and the dissimilarity in report-
ing findings may have caused distortions in the figures reported in the
tables included in Chapter II.

Four examples of variation in the related research studies follow:

(1) Some researchers seemed to have equated the responses of "seldom,
if ever" with "never."

(2) There was considerable lack of uniformity in reporting shorthand
speed requirements in words-per-minute groupings.

(3) One researcher, who specifically asked that "only secretaries who
use shorthand on the job" be asked to complete the questionnaire, found
that 100 percent of the secretaries said that they used shorthand on the
job and concluded that shorthand was used by 100 percent of the secretaries
In that survey. Without the researcher's specific directive that "only
secretaries who use shorthand on the job" be asked to complete the question-
nalres, might the findings regarding the use of shorthand by secretaries
have been different in that survey?

(4) Some researchers reported "current use of shorthand on the job"
percentages based on the total number of respondents to the study rather
than basing the percentages on the number of those respondents who reported

that they were currently working at the time of their responses.



1. NAME OF SHORTHAND SYSTEM STUDIED OR UTILIZED ON THE JOB

Most researchers did not indicate the name of the manual shorthand
system which had been studied by former students nor did other researchers
Indicate the name of the manual shorthand system used on the job by the
respondents. This Information would have been of particular interest to
this researcher.

However, Fujii (13) reported in her study of secretaries in Honolulu,
Hawaii that when 83 secretaries were asked to indicate the system of
shorthand that they used on the job, 91.6 percent indicated Gregg, 3.6
percent indicated Pitman, 2.4 percent indicated ABC or Briefhand, while

the remaining 2.4 percent indicated "other."

111, USE OF SHORTHAND BY SECRETARIES AS INDICATED BY SECRETARIES

Research studies by Cook and Shapiro (10); Fujil (13); Justis (22);
Lanham, Lanham, Herschelmann, and Cook (27); Levine (29); Lloyd (30);
McKee (34); Paddock (36); Wagoner (41); and Webster (44) contained find-
ings pertaining to the use of shorthand by secretaries as indicated by
respondents who were secretaries.

Justis (22) and Fujii (13) reported that 100 percent of the secre-
taries who responded to their studies used shorthand on the job, while
Lanham, Lanham, Herschelmann, and Cook (27) reported a 60 percent utiliza-
tion of shorthand by secretaries and stenographers in the 16 to 24 year-old
group, which was the lowest percentage of utilization reported in the ten
studies.

Table 2:1 indicates the findings of these ten research studies,
which were listed in chronological order by date of study in an effort to
discern trends regarding the use or nonuse of shorthand by secretaries

over the years of these studies.
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Of the 1451 respondents who were employed as secretaries, as shown
in the totals of Table 2:1, 1168 or 80.5 percent indicated that they
used shorthand on the job.

No trend regarding the increased or decreased use of shorthand over
the years included by the dates of the ten research studies appeared
discernable in Table 2:1.

Two studies revealed findings (not included in a table) regarding the
importance of shorthand and the length of time spent in the study of short-
hand as indicated by secretaries. Weber (43) found that 83 secretaries,
who were members of the National Secretaries Association, rated taking and
transcribing shorthand as the single most importa<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>