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CHAPT:R I
Introduction

The pro.raem in commercial ecucsation in Port Huron
has been limited to prevarsctory trainin: lor stenoszrarhic
work and for those who would be employed in wenersl, offlice-
clerlcal positions. Dookkeepinz wis tau ht nore =5 an
exploratory ccurse in prreperetion tor entrence into tre
stenograrnic i1ielc, ancd no courses were of'fered which
would prepare ior employaent in retail stores. It wss
felt that the commercial curriculum should be reorgenized
and enlargec to neet the needs of offlce ana store workers
on every level,

To intellizently reorzanize the commercial curriculun
to fit the needs of tke comuunity, it seemed wlse to cou=-
duct a commercial survey. The use of such & survey is an
accepted researcli procedure particularly applicacle to
commercial ecucation and it is trne uwost losical way to
tezin a study of the vocatlonal angle of the curriculum.
Purnose

The vpurpose of this stuay is to cetermine the
nuc.ber of posltions oncn to high-sct.ool Zraduates in
the comnierclal field in Port Huron and the immediate
vicinity, and to lecrn the qualifications and exver-
ience required of veginners so tiut courses of study
may be offerecd to lielp the hish-school student find

a position after gracuation and to relp the business



men fincd e person for the job available.

Sub-problems:

l. To ascertain the rate of turnover for each
commercial position

2. To find the training cesired tor workers in
each position

3. To cdetermire the scx rreferred by emnloyers
for each commercial position

4, To ascertain whether experlence is reguired
of a beginner in esch commerecial position

5. To ascertain the kincds of office machines
nost comronly 1in use

€. To determine how effective the existin. com=
mercial courses are in preparin: higsh-sciiool punlls
for the vnositions open to themn

7. To ascertain what positions in the business
field are open to pupils wiio crop out of school at
thie aye of sixteen

6. To cetermine what courses shouvlc be acded to
the commercial curriculw: to make 1t nore effective
in reeting the neecs of tlie conmerclal coninunity

9. To ascertali whether employers obtsin high-
schiool recorcs of stucents betf'or¢ hiring

10. To ascertain whether employeis would cooperate

witnh the hi:h school in the placement of graduates 1f



an employment bureau were established
Hypotheses
l. That the commerclal curric.lum prior to 1938
iri Port Huron wes not broad enough to include training
for office posltions whichi are available to high=-school
graduates
2., That nore students are preparing for stenosraphic
positions than the number of such jobs available to them
3. That the rnumber employed as retail and whole-
sale salespeorle 1s larze enough to justify adailng

sellinz courses to the curriculum

SCOpe

.

This study included ap-roxiiately 800 business firms
i Port Huron ana a.. aljacent community, Marysville, all
in the county of St. Clair, Michigan.

The information in this report is susceptible to =&
variety of interpretations--depending uvon local cohditions.
It 1s not intended to serve as a basis for determining job
opportunities for the country as/a whole>because Port Huron
was not predetermined as a typical city; however, the
tables in this study, when reduced to a percentags, may
serve as a rulde in other communities w.en statistics of
employment opportunities are rot avalleble. The popu=-
lation of Port Huron i§ approximately 40,000 and

the community supports 2£99 commercial jobs. These



fizures reduced to nercentesze -ive €.9 percent wiiich
irizht be of sowe use for determining the rnuriber of
coucsierclal jous 1i & corcunltye.

kvansville, Incisna cowncucted & simllar survey
in Lecember of 1¢35. The rumver of comnercicl Joiss
then totalcd 55,6151 wilcn, woch vatel unon percentiie
of ronulation, was 5.5 nercent of tkhe powulation. The
Gilfference cf 1.1 percent ri-nt revresent tie <cifierence
in the vercentage of firms contaected. The nuwiber of
firis contacted 1 Port Iuron was 785 and the return
vwas 77'f,or & perceunts.c of 9¢.2 nercent, wherees, the
return for Evansville was 91 percent., Lased u»on tle
firdiigos in Port Iluron end wvansville, €.Y could be

used wlth a certein cegree of accursacy.

1 kalph J. Irons, and others, Job Opportunity Survey.

Cincinnati; Southwestern Publishing Co. Nonograph

NOo. 33. 1936. Pp. 31.



CIAPTER II
Procedure for Solution
The questionnaire was based upon the technique
established by Brooksl in Lis study "A standard Pro-
cedure for Administering Commercial Occupation
sSurveys."

Data secured:

l. Minimum age for employees who will be hired

2+ Number of emnloyees hired curing the calendar
year 1937

Se Minimum weekly salary paid

4, Preference fof male or female workers

5+ Number of workers currently emnloyed in
each connercial position

6. Experience required of a beglnner

7. Educational requirements for employee in
each selected position

Advisory comnittee

Realizing that the survey would be more successful
if the comrunity were represented in its planning, a
group of business and professional men? was invited to

attend & meeting for the purpose of discussing the

1l k. %+ Brooks, A Stendard Procedure for Administering
Commercial Occupational Surveys. Unpublished thesis,
Library, University of Iowa, 1935,

2 See Appendix.



questions involved, how to conduct the survey, and
how to get publicity.

The committee sugsested thet the statement of
salary nald each week be ellminated. It was the
general opinion of the cormlttee that a lerge numver
of busliness men would not plve this information, and
that if this item were included they ni ht not co-
operate 1in supplying the other information desired.
They also sug:ested that a publicity campaign be
started one week before tlhe survey was started,
that all service club members be asked to cooperate,
and that releases be given to the local newspapers.,
The committee was unanimous in the adoption of the
questionnaire 1in its final form. It further sugzested

that each Interviewer be given & letter of introduction.l

Procedure for conducting the survey

The survey was directed by the Commercial
kducation Department, the principal of the high
school, and the secretary of the Port Huron Chamver
of Commerce. It was started Monday, kKay 23 and was
completed Nay 27, 1938. Survey was by questionnaire?
carried by high-school seniors, trained for the tasi.

Fifty seniors from Port Huron Hligh School contacted all

1l see Appendix
2 Ibid.
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exnloyers ol commerclal workers 1In Port Turon anrd
rarysville.  1ncividual nases ol enmloyers GLG ot

coneur In tie [inrsl renort; ornl; totel firurcs .ere

used. ‘the 1llst of firws to re contacted was nude rron
_the tclevnone ulrectory. Tie llst was ione over tiree
times to ra-e sure trnet no firwns were left out.

Tre next orovlen wes toet of zekin: out carcs
for escil enrnloyver. Tie stucdents in tynlin classes
maue out trie carus in cuniicate so tiat one cerd csuld
be . ivei. b tie woricr cna orne carc xent i file to
be coecred wien cata were returned. In this weay,
it was assured tuLct ceta were receivea from every
exnloyer listed. Une set ni' carcs was grou-ed
ceofrannically and tie otiirr set wes errenec al-ha=-
betically. Tne workers (ot the carcs trat were
arran_ed .eoscrennicelly.

Tre survey wos concuacted zccording to Lie rro-
cecure outlincd above unrd the tl.c coinsumed was only
ti:ree duays, excent [or interviews with a few eu~loyers
wro hed othier enzasexents. LKowever, an-olntrernts vere
zace by tiie stucents end trese emnloyers were inter-

viewec later.



CIAPTLR III
Analysls of the Data

It might be interpreted from Tables I and II
that the opportunities for employument after 20 years
of age are somewnat llmlited, btut tils may not be the
case because the ages given hLere are tre minimum azes
of employees thaet employers will accept. ihether job
experience is requlred of a worker cannot be determined
from these tables. An employer misht ssy that he
would hire a person 13 years of &ze, but that the
prospective employee must have had one year of job
experience.

To facllitate trhe interpretation of these tables
the reader must kxeep in mind that an employer wes counted
anew eachh time that he supplied information, so the
tables do not ilncicate the number of employers.

A person uncer 17 years of age :.as a very limited
field in which to lookx for employment. For females this
field 1is retail selling and for males it 1s in retail
selling and working as delivery boys.

A total of 28 eumnloyers (Table I) rcported that
they would hire nales under 18 years of aze. A total
of 35645 emdloyers would hire males &t the aze of 1z and
553 employers woulc hire males only if theywere ovcr the
age of 18, O0f the 1204 employers,a total of 916 stated

they would hire only rales aged 18 or older.
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A total of 201 employers ('lable II) reported
that thiey woulcd hire femacles uncer 18 years of eg;e.
A total of 1021 employers would Lire feuales st the
age of 18 and 273 emnloyers would hife females only
if they were over the aze of 18. 01 the 1485 employers
a total of 1294 statcd they would hire only females
aged 18 or over.

No attempt wuas mece, in this study, to establish
the maximwr age of emvloyees tnat the emvloyer would
nire.

Number of tmployees in 1958

Table III shows that there were 2699 persons
employed in commercial jobs in Port Huron 1n 1948,
0f tihis number 12C4 were males and 1495 were females.
0f the total numuer, 2629, which were employec, 12CS,
or 44.6 percent, were employel 1n the retall and
wholesale selllny fields.

There were 184 persons emnloyed as accountants,
bookkeepers, anc bookkeeper-stenogravhers whose jobs
involved bookkeeping sklll. There were €3¢ persons
eumnloyed as secretaries, shorthend sternoziraphers,
general office clerks, Dictaphore or mdiphone oper-
ators, and tyolists wiiose jobs involved shorthand end
typing skill, The totul of the above two sroups
account for 823, or 30.4 percent, of the commercial

jobs. There were 671 persons employed in Jjobs which
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did not requlire sellin~-, bookkeenin:, shorthand or

tyning skill.

Tasoe III

e ey e e . . e e T g~ g e s
Noveol O TALIo LD Frlan:s pipLOVo Lo 1n VALIOJS COLVLLACIAL

JO0u3 IK PORT RInOL LUnInG 1938

Xumber of kmployees in 1938
Job Clagsificetion Male Ferale Total-
Accountants 26 12 38
Bill Clerks 17 16 33
Bookkeeners 25 121 146
Bookkeevner-Steno rarhers 9 €2 71
Cashlers 27 47 74
Collectors 6 0 6
Delivery Boys ’ 122 0 122
Dictanhone or
Ediphone Operators 0 28 28
tntry Clerks 2 1 o
"ile Clerks 2 26 28
Genserel Office Clerlks 137 272 408
vall Clerks 9 8 17
Nanagers 27 0 27
Oréder Clerks 1z 1 15
Ketall Salesreonle 542 597 1159
Secretariles 1 €1 62
Sulpoing Clerks 1€ 6 22
Shorthand Stenojrarhers ) 98 103
Solicitors 26 4 S0
Stock Clerks 3 3 94
Telenhone Onerators 2 81 85
Tellers 15 0 1o
Time Clerks 41 S 46
Traffic Clerks 6 0 €
Tynists 2 56 38
Wwholesale balespeople €€ 0 €6
Others 31 10 41
Total 1204 1495 2699
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Yizure 1 siiows 1 rranhic fora ti.e nercenta e of

> L

exnlorees 1n tne scveral conoerclal jous. ilese nercent-

ages were cnrmmthel Trooo0 Toelle TIT.  Unme [fleld ol retelilins
er:n1on 8 sbout ore-.....i, 45,0 perceunt, ol all of tle
male cor..crclal woriZers row ex~lorec. 4Yie next clasoiflcati

of il.imortarce for uale ewnnlojees is _eneral office clcri's,
wit.. 11.2 rercent.
il'ales emnlovced as sccountants, booiileeners, &

booltiteener-stero ra-_.ers account for 5.0 »erce. .t oi tie

e

atlec ennloyeess lalis exmnlored in jocs involvils
tyni.o and shortlharnc s:ill such as; gerersl oiflice
clerks, shortnancd-stero-rarnnecrs, anc tynists accounted
for 11.¢ nrcrcent.

Firure 2 lists tie nercenta. ¢ of feasale worzers
now ennloyed. 1iLls ,raeplh shiows tiat retsil salicsrconle
were emnloryed in ~reatest nmuizcers, witir 39.¢ —ercent of
&ll feuxale worsers 1n tris flelu. dhe ncxt lar_est
classilication accorcin” to ~ercentar~< distrlbuotion 1is
tlet ol ceneral ofiice cler«s with 1l&.2 rercent.

remales emnloyed as accountanls, Looxxkeencis, cia
Loowlzeener-strno renrers, accounted for 1l3.1 percent of
t.e le.ale comnuerclal vior<ers. Feimales einnloyed &ao

er.crel office cleris, shorticne steuno ra-iers,

4]

secretaries, ty~lsts &nd victanuone or Lclniione
onerators accounted for 33.2 ~crcent of tle fe.cle

coLierclal wWorilers.

on
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Orcer Cler¥ks 1.0
netall Sslesneonle 40 .0 e e ]
Secretaries C.l
Shinnin:: Clerks Lo
Srortlieric Stenographers O.C
Solicitors Sl
Stock Clerks <€
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Tellers l.c
iire Clerxs AR
Traffic Clerks 0.5

Tyopists Oex

w110lescle Zalesneonle H5eH

Otrers e
Fi.ure 1. == Distribution of 12C4 l'ales Employed
in Port Zluron in 19286
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Delivery Boys
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Entry Clerks
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Managers
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Others

Percent 17
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1.1
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Figure 3. -- Distribution of 2699 Males and Females
Employed in Port Huron in 1938
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during a recent year, and this is orobably a falrly
accurate index of employment since that tine.

In selecting a coumerclal vocation, the student
shiould look for the fields where the greatest onportun-
ity lies for emnloyment. Table IV shows that durlng
1937,378 people were hired as retall salespeonls, 72
people were hired as general office clerks, 30 people
were hired as vookkeeper-stenograrhers, 23 people were
hired as wholesale salespeople, and 1t were hired as

TADLE IV

THE NUMBER Crf NkWw EMPLOYmES HiRt. DURING 1937 IN PORT HUKRON

—_—

lumber of Emnloyees Hired in 1937

- Job Classification lale Pemale Total
Accountants 2 0 2
Bill Clerks 0 9 9
Bookkeepers 7 11 18
Bookkeeper-Stenographers 1 29 30
Casniers 0 8 8
Entry Clerks 0 1l 1
File Clerks 2 4 6
General O0ffice Clerks 8 64 72
¥all Clerks 3 0 3
Order Clerxs 4 0 4
Retall Salespeople 140 238 378
Secretaries 0 7 7
Shipping Clerks 3 o 3
Shorthand Stenogrsvhers 1 22 23
Solicitors 2 1l 3
Stoeck Clerks 6 2 8
Telephone Operators 1l 2 3
Tellers 3 0 3
Time Clerks 2 l 3
Typists 1 5 €
Wholesale Salesneople 22 0 22
Others 1l 0 1

Total 209 404 613
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bookkeepers, These classificatlons made un 521 Jjobs,
or 84.9 percent, of all new veonle hired curlns 1u3d7.
Again, it oust be remembered tnat no attemnt was made
to separate tne jobs in which the employer required
experience from those 1n which no experlence was re-
quired.

0f the 209 male employees hired curlng 1937,

(see Figure 4) 78.3 percent were in the field of selling
(retail and wholesale). Accountants, bookkeepers and
bookkeeper-stenogrenners, whose job involved a knowledge
of bookkeeping, accounted for 4.6 percent of the new
male employees hired during 1037. General office clerks,
secretaries, shorthand-stenogreriiers, and typlsts,

wnose job involved tyning ancd shortiiand skill accounted
for 4.6 percent of the new male ei.ployees hired during
1937. The total of the above classifications account
for 87.5 percent of all new male employees hired during
1937,

Fizure 5 1llustrates the percentage distribution of
female employees hired during 1937. As 1s the case with
men, this figure shows that selling (retail salespeople)
accounts for the largest nercentage of new employees hired,
58.8 percent. Accountants, bookksepers, and bookkéeper-
stenogranhers, whose job involved bookkeeping knowledge
accounted for 9.4 percent of the new employees (femals)

hired curins 1937. General office clerxs, secretaries,
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Percent //

Bill Clerks 2.6'//
Bookkeepsrs 2.2
Bookkeeper-stenographers 7.2
Cashiers 2.0
Dicta. or Ediphone Operators 0.3
tntry Clerks 0.3
File Clerks Lol
General O0ffice Clerks 15.8
Retail Salespeople 58.8
Secretaries xe'l
Shorthand dStenogrs shers S5 \\
Sollcitors 0.3
Stock Clerks 0.5 <> \
lelephone Operators 0.5 S
Time Clerks 0.3 t?\\
typlsts 1.3 \
100%

s
Figure 5. == Distribution of 404 Femsles Hire
1937

Q



shorthand stenograniiers, Dictaenlhone and bdlpnone
operators, and tynists, whose job involved typing and
shorthand skill, asccounted for 24.6 percent of tlie riew
employees (fewale) hirecd curina 1927. The above class-
ification sccountec for 92.8 percent o u«ll femnales
emoployed in 1637,

Filgure € lllustrates the percentages of both xale
and fen&le employees lired during 1937. Jobs involving
selling (retall and wholesale salespeonle) account for
65.1 percent, bookkeevoin. kunowledge 8.1 percent, and
shorthand and tyoing skill, 17.7 percent. The three
classifications account for S50.9 percent of ell comucrcial
employees hired cduring 1507.

>ex Preference

Of the 1004 employers surveyed, (3ee Table V) 667,
or €€.4 percent, preferred females and 337, or 33.6
percent, pr:ferred male employees.

Il'or accountants, eniployers »nreferred males at a
ratio of tliree to one, but for bookkeepers, they nreferred
females two tc one. These two clesczificetions are very
similar, with accounting involving a hizher cesrce of
skill. I'or bookkeeper-stenogra-hers, the emnployers
preferred femules at a ratios of six to one. I'or gereral
office clerks, the preference was four to one ior iemales.
I:n the fiela of sellirn;, females were nreferrec two to

orie in retsiling, but females are rniot wanted for Jjoous 1in
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wholesaling. For secretaries ancd shorthand stenozraphers
females have a high preference vwith almost no preference

for males
Talbln V

PrerehehCo Z0h 1 il O FolALE wORnplS ac RiPORTov DY
1004 POKYT HULON ENULOYERS IN 1238

Imployer's Sex Preference
_Job Clgssification lale Female Total
Accountants 18 6 24
—-ill Clerks 10 10 20
~00kkeeners 26 53 79
CLooxKXeener-stenograniiers e 51 59
Casililers 7 20 27
Dicta. or kdiplLone
Ovnerators 1 4 S
tntry Clerks 0 2 2
1"ile Clerks 2 11 15
General Office Clerks 34 137 171
1'&11 Clerks 5 4 9
Order Cleriks € 1 7
lletall celesneople 140 238 378
serretarics 0 36 36
Shipring Cleris 12 2 14
Lrorthend Ltenograriiers 3 54 57
Zolicitors 6 2 8
~tocik Clerks 17 2 19
i'elerliorie Onerators 2 15 17
'‘ellers 2 0 2
1'iz.e Clerks 8 3 11
Trafflie Clerxs 3 0 3
Tyrists 2 15 17
.liolesale Lalesneopnle 22 0 22
wranrers 1 0 1
Gtiiers 2 1 )
Total 347 667 1004

Job Experience Lequired of New kmployees

From the data in Tavle VI it cen bLe seen that 737
emoloyers expressed exnerience requirements for each job
classification. ‘I'sble VI also shows that 251, or 47.,F

rercent, required job exnerlence vefore tiey would unire,



end Z2E€ or S2.4 pnercent szld trnat exnerience was .ot

recguirecd.

TLZLD VI
EXP-AIRNCL EioUIR.D 0F LIPLOYZLS rCOR LALE JO3 CLALLI-
FICATICKN, 43 RzPORTEL 3Y PORT EURON INPLOYLERS In 1638.

m—
—

Lxperience Necesssary
—Job Classification Yes No Total
Accountants 14 3 17
Bill Clerks € 11 17
Bookkeepers 44 34 78
Eookkeeper-Stenogranrhiers 43 18 €1
Cashiers 10 14 24
Dicta. or Ldipnhone
Operators 1 3 4
Entry Clerks 0 e P
File Clerks 2 11 13
General Office Clerks €9 S5 164
.¥all Vlerks 1 5 €
Order Clerks 3 4 7
Retail Salespeonle €0 78 138
Secretaries €5 13 38
Shipping Clerks 6 e 14
Shorthend Stenogrephers 28 o 55
Solicitors 2 5 7
Stock Clerxs 5 14 19
Telephor.e Cperators 7 8 15
Tellers 0 2 2
Tinme Clerks 2 8 10
Traffic Clerks 2 1 3
1ypists 7 10 17
wholesale Salesvpecovple 12 10 22
Yrappers 0 1l 1
Cthers 2 1 3
Total 351 3EE 737

whken hiring accountants, 14 out of 17 employers reported
that they preferred the applicant wiio had rad job exrerience.
when hiring bookkeeners, 44 emvloyers reported they would like
the workers to have Lad some Jjob experience, and 34 renorted
thet no exvmerience was required. As bookkeerner-stenozrenhiers,

43 emnloyers reported that they would like the vior:ers to have
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had some Jjob experience and 18 reported that no job exnerience
was required.

Educetional Requirements

Table VII shows that Port Euron employers consicer
a high school education essential , that these employers
are wllling to take high sciool . raduates, trat there 1s
TADLE VII

ALOUNT OF LDUCATICL 1FEr aPPLICAMT WUST HAVe FOn LACL JOB
CLASSIFICALICE A3 kbEPOnTLL 5Y PORT HUKON LI-LOYiks IN 1938

Educational Requirements
Grade |High Business]
ion | Schoolschool |College [College | Total
Accountants 0 11 6 3 20
Bill Clerks 1 15 1 0 17
booklkeepers 0 59 18 1 78
Bookkeeper-

Stenograohers 0 44 14 2 60
Casliiers 1 292 3 0 26
Dictaplione or

Ediphone Opecrators 0 4 0 0 4
Intry Clerks 0 2 0 0 2
File Clerks 0 10 2 0 12
Ganeral Office Clerks 0 140 23 1 164
Mail Clerks 1 6 0 0 7
Order Clerks 1 Vi 0 0 8
Retall Salespsople 31 197 2 5 235
Secretaries 0 23 [ 3 37
Shipoing Clerks 4 10 0 0 14
Shorthand Steno-

grephers 0 47 8 0 55
Solicitors 1 6 0 0 7
Stock Clerks 4 13 0 0 17
Telepkone Operators 1 14 0 0 15
Tellers 0 2 0 0 2
Time Clerks 0 10 0 0 10
Traffic Clerks 0 3 0 0 3
Typists 0 14 4 0 18
wholesale Salespseople 1 19 1 2 23
wrappers 1 0 0 0 1
Others 0 P2} 0 0 2
Total 47 €85 88 17 837
Percentage of Totals]| 5,61i{81,83 [10,51 2,03 100
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little oprortunity or a rerson witl: onls & "rece schosl
education to jet into a cowumercial jou excet thie iield
of reteiling, cic tiut only 5.7 nercent oi’ tiwc ernloyers
w1ll accceot rersons witlhi & . rade-scrool ecducatlon.

incs of Office iccudincs fLunloyers use

Tue fipures renresented in Table VIII indicate thre
kincs of iteciiines tre emnloyers use, l.e. <ULl ennlovers
use Loyal tyrewriters, 100 use Kemington tynewriters,
anc so on, Thils teble slhiould serve as & haszls for detor-
minin. wret naxes of raciilnes to nurclase for use in
couni.erclel classes, and tue retio In widci: tiier should be
~urctased.

Tr.ere are more tinewrlters in usc thien aany other

kind of nechiine, bvut tlic nwiber of acdin:

mecihiines, cal-
culators, anc cdunlicatin: sachiines shows tiet encucis
ginloyers are usin: suc.' rachines to justily tie tewciin:

of business-mochline sikills in the hiizh sciiosl.

Azcncle

[0}

Used 1n Securin: Lunlovees

Table I shows that 71 exnloyers use ncrsornel
application to secure employees, 4 emmlorers exea line
want acvertlisenentis, <o ennloycr: s:tcure ewnloyees
from the tusiness collese, 11 eanlojers secure cin-
ployees [frou the hi.li school, and 7 emnlcoiers secure
erm~rloyees irom ewnlorwent a encles. Threc L.undred
fliteen ermlorers exnressed intercst in a hich-schiiool

emnloynent Luresu. Tiree huncred el .t of tl.e en~loycrs
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did not obtain scholastic rccorus of prosncective workers.

TA3ZLE VIII

LINDS OF GIPICE Malnlind IN

u5n I PORT nUNCK ACCORDIMG TO

REPORTS CF EuwPLOYLLS IN 1938

Typa and kake of MNachines

Number of Ekmoloyers Using
These lMuchines

Typewriters

Royal 201
Underwood 100
Rewmington 5
L. C. Smith 39
Corona 13
Others 12
Addlng Nachines
3urrou: s 165
Sundstrand 4
Victor 31
Allen-Yiales 21
Dalton 11
Others 19
Bookkeeving KNachines
Underwooc Lklliott Fister 2
Burroughs 11
Calculators
Monroe 18
Burroughs 12
Comptometer 5}
Marchant 4
Addressing lachines
Addressozrenh 15
Dictaphione or Ldiphone
Dlctenhone 15
tdiphone 3
Duplicatlin; lachincs
Iimeograph 23
Ditto 8
Others S




TaBul IX

AGLNCIES USLD EY LMPLOYLRS, BVPLOYL: INTLLLET IN IICH-3CHOOL

ENPLOYL'LNT BURbaU, alo Ubn OF OCROLASYIC nullnwd

Number of rmploy-| Per=-

Item ers Reporting cent
Agencies Used in Securing Lmployees:
Personal Application 271 78.5
want Advertisement 54 9.8
Business College 22 6.4
High School 11 362
kmployinent Agency 7 2.0
Total 345

tmployer Interest 1n High School
Employment Bureau:

Interested 315 75.5
Not Interested 102 24'5
Total I ¢
Scholastic hecord Before Hirlng:
. Do not Obtain hecords 308 80.6
Obtain Records 75 19’4
Total 3E3 ¢

Percentage of Job Turnover

Table X shows the rate of turnov:-r pner year for each
Job classification. The averace turnover for 2ll positions
is 22.7 vercent.

No atteapt was .iace in tizis stud, to ceteriine tue
cause of turnover.,

The greatest vercentcge of' turnover in jobs is for
bookkeeper-steno:raphers, it being 42.2 rercent. The
highly skilled workers, such as accountants, bookkeepers,
and secretaries nave less thai. tlie average rate of turn-
over; snd the jobs in wlich e person 1s .ost apt to find

his first employ:ent such &s in Lookkeeoin:, stenozraphy,
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Talik X

PLICENTAGL CF TUKNOVeic I'OR sl JOB CLASSLIFICATION Ik
FOLT LIUROMN AL CUIPUTLD Fh. K TA-LES III AND IV,

Job Clessiflcation 1038 1:37 Total! Turnovar
Accountants 36 2 40 o.2
Bill Clerks 33 9 42 27.3
..0ookkeepers 148 18 1€4 12.3
Bookkeener-

Stenogranhers Tl 30 1C1 Lp i
Cashiers 74 8 g2 10.2
Collectors 3 0 6 0.0
Delivery Boys 1z2 0 1e2 C.C
Dictanhoi.e or

Ediprone Operators 2C 1l 29 5 eC
entry Clerks 1 4 Cied
File Clerks 2¢ 6 34 2l.4
Ceneral 0ffice Clerks 400 72 480 17.6
I'ail Clerks 17 3 20 17.€6
llanagzers 27 U 27 0.0
Order Cleriks 13 4 17 30,7
iletall Salesreopnle 1139 378 1517 33.2
Secretaries 62 7 €9 11.2
Shiocing Clerks 22 3 25 13.€
onorthand

Steunoxra “hers 103 23 126 22.3
Solicitors 30 3 33 10.0
Stock Clerks 34 8 42 23.5
Teleplione Ooerators 83 3 EE 3.6
Tellers 15 3 1C 2.0
tire Clerks 46 3 49 € .5
Troffic Cleris € 0 6 Ue0
Tynlsts 38 6 44 15.8
wholesale Lalesneople 66 22 gsa 333
Others 41 1 42 2.4

Total 2699 £14 3313 22.7

shorthanc-stenograriy, retail sales, wnolesale sales, and
cenerel office clerking are asbove the averare rate of
turnover. whether tlils neans anythin. or not could only
be an Iinference to bec »nroved by & fuither study of the

cause of turnover.



In this study, no attemnt was nace to separate em=
ployees who were nired on their first job from those
ennloyees who .roved from one nosition to another. The
employer was asiked to zlve only the nuwber of neonle he

rlred cduring 1937,



ClaFULiL IV

I.. Port lluron t.ere were ZFUu co...ercial ennlorvees
in 193&, 0Of tzis nwiter 1lzU4, or 44.€ nercent, were
mele worvers ead 1495, or LL.4 nercent, vere fe.ale
workers,

Out of tne 2699 coawiercial jous, »Z59Y cowld be
filleu oy nersors & ¢ LU or uncer. However, no attemnt
waes nace In this stud; to estacllis: tle nax’mum a e of
arn-licuants wnom e.xnloyers will :ire.

1lie nost nrowlsing ase [or ottalnlny ernnlorent
seens to e 1F vears.

A very limlted Iielcd for ewnloyient 1z oneir to
neople uncer 17 rears,

Of tie 2C€UC comerclal jous 1n. Fort luron, 14985 were
for ferales and loU4 were for nales., Jobs Llnvolving
bookkeenir:, skill sccounted for 14, Lookkeenin. eand
stenorrarille skill %1, stecogsre~iic skill alore 231,
ceneral office routine, and stenozraniy end vooklieenins
40, 1rese totsl €94, Lellir. botn wholesale and
retaeil, Involved tie eanloyument of 1205 neonle. wwix
hundred jous coulc be filled by neonle not ravir: sneclsal
treinine,

buring 1837, in Port “uron, €14 new emnlolees
vere rired; 20% vere rales and <05 were fenales,

!

netell salespeople liea tic rreatest opportunity
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for securing employment, followed in order by general
office clerks, bookkeeper-stenoirarners, shorthand
stenoyrephers, and vookkeepers.,

Of the 1004 emnloyers surveyed, €667 preferred
females and 337 nreferred males, the ratlo being about
two to one.

Over half the emnloyers of Port lluron indicated
that they would hire high-school graduates who had had
no experlience. Seven hundred thirty-seven em~loyers
expressed requirements for new employees in each job
classification. Three hundred fifty-one required ex-
perience and 386 reported that exverience was not
required.

Six hundred elghty-five emvnloyers required high-school
graduates, 88 required business college graduates, 47
required a gzrade school education, end 17 required
college graduates.

The followinz types of office machilnes were used
in Port lluron offices: 1ypewriters, addin; machines,
bookkeeping machines, calculators, addressing machlnes,
dictating machines, and duplicating meachines,

The following arzencies were used by Port luron em-
ployers when looking for applicants: Personal application,
business college, high school, want advertisements, and
emnloyment agencye.

Three hundred fifteen employers repqQrted they would
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c:JUfJT.’:.i v
SUGSLIT_L CURIXICJILCL rOH Anliy 0Ll RCIAL
LUCCHTION " 0HE LibeCTIVe I POLT HUNON

Dases for Constructing the Curriculum

lhe construction of the commercial curriculum 1s one
of trie problems in tlwe field of curriculum unalkinz. The
needs of buslincss clange raoidly; therefore, the rocdern
commercial curriculum should be based on tiie present day
neeCs rezardless of whetier subjects included on that basis
were tre rirst or the last to be recognized by scliool autrior-
ities. In conmstructing the cocmuercial curriculum it wsould
be a rather easy tas< to include only subjects wnhich liave
a business backcround. Ilowever, the stucdernt :.ot only must
ve prenared to fit into certain types of commerclal employ=-
ment but he should also be prenzred to take 1ils nlace 1in
soclety. Then, the first sten 1in rrenaring tils currlculum
1s to start with tiue core subjects requireca byAthe hizh
school for graduation. Port Huron Eign 3ciiool has a very
lenient requirement for gradustion. HKowever, 1t coes
Include those subjects which help to make the cgraduste a
well-informed nerson.

II1eh=-5chool Requirements for Graduation

For gracduetion from high scliool, the stucent must have
fulflllecd tne following requirements; turee years of English,
one year of Anerican history, and one seunester of -overnuent,

This is the corec around which to vwork.



IFFlexivle Curriculun

Yost stucents, uron enterins nin scnool, co rnot know
wiat kiod of conlonent tiey wisn to »ursue; therefore,
tre curriculun siould start witn courses wrlcii ere desi ned
for exploration and ~ulGance. 23y levine a curriculum
constructcd so a3 to Le Ilcxivlie, una 1ro wrilcly Ll:er 1s

a cenercl startin. molnt for all comuuercial students witnh

-

brancininss Into accounting, senerel oiffice traiuin:, ¢nd
Glstritutive occurations (sellinr), the stude:t as Lis
choice of tiree fielcs oI vocatlonel trein’ins. ihe
teacier cun »nlay a very lirorta.t rnart in guidinrgs tle
training course for wanicn e seewms be:t sulted.

-
i%3

c

Lvomirercicl Curriculun. rrior

IS

rrior to mexiig tizls survey, tne couuercial course in
thie 1l n sctool es & one-way curriculum starti:is in the
nintn yeuar and continuln: tirou_ h tlie twelftr vear. at th
enc ol the eignti: yecr, the student uace ris sclection of
curriculw: to follow. Thus, 1f tic stucent decided on a
cousercial curriculuii, tiere was a one-woy curriculwn [or

tiia to pursue. Thie finislicd procuct was & sterosrenicr,

becausc Loolikteenlr,” irstruction.. lLad stonned et tle enu of

ti.e tentin ;car, and no student cun retein as uch kiowled e

Eal
Ci

vooxxeenins as is reeced to keevn an accuraitc set of

al

boolts with a two=-year lay-oll »erlod. 1yrin: cud shortisic

caeme In tile clevernt.. and twelft. years; conzequentl:, taese
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Twelfth Year

First Semester becond venester
Shorthand Shorthanc
Typing and Transcrintion Transcriotion and
Covernment Tyning
Elective rn=1ish

Llective

rlective Subjects
Tenth Yesar
Biology--One year Clothinz=--One year
French--One year Cookini==0One year
Eurorean listory--One yesar

kleventh Year

knglish--One year Physiolory=-=-Une semester
Clothing-=0One year Soclolozy=--0One semester

Cooking=--One year
Twelfth Year

Chemlistry--One year Commercial law=--One semester
keonomics-=-Cne semester

Tikx COYYERCIAL COULok 43 PLCPCILD AND I

FAZTIAL OPLRATION

Ninth Year
(Recommenced but not required course)
First semester Cecond oemester
Junior Buslness Tralning Junlér ‘usiness Treining
Commerclal Ceo;ravhy ) Commercial Arithmetic
knzlish English
Civics Civics

Tenth Yesar
(For all commercial students)

First Lemester Second Seumester
English Lngzlish
Bookkeening Bookkeening
Typing 1yning

shorthand ' shorthand
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After thls first year, tle student hss an oprortunity
to raxe his choice of three curricula.
SECRETARIAL AND CGE! ERAL OF-ICL TRAINILG

rleventn Year

First Semester

History

Shorthand

Ly»ing and Transcrinrtion
Public Snesking

Twelfth Year
First Serv.ester

Office Practicestssst
Leconomlics*
Business knglishs
Transcrinption

ACCOUNTILG
pleventh Year
First Ser.ester
Bookkeeping
History
Public Spesaking
Economic Geogrenly*

Twelfth Year

Business aArlthmetics#
Naclhine g#:e¢

English Grammar
Civics

Second Semester

History

Shorthand

Tyoingz and lrans-
criotion

Salesmanship#

SeconcG Seniester

Office Practiceus:
Civics

Business bnglish#*
English Granmar

Second Semester

Bookkeeping:*
History

Business kEnglish
Salesmanshilpt

Cost Accountingit#
Machine gt
Commercial Lawit
Economlcs#*

DISTnIBUTIVE OCCUPATIONS

tleventn Year

First Senester

Bookkeeping
History
Economic Geogranhys*

Second Semester

Salesmanship¥*
History
Civics
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Publlic oreeking business rnzlicslse

Twelfti Year

FPirst serester Second Semester
plemnentary letall sellingss Acvanced Retail sellings
Nerchandise ILnowled:e Ilerchancise Inowledgzes*
store bnglish enc on»nellings: i’'1scellanecus Hetail-
store works inzes

a. Advertising
b. Records
ce. Arittnetic
Store workst
Thirteenth Year

l'erchandising and iKarketing lercnancisin: and
Protlenss: l'arketin~ Problemsst
store workst Store workst

Trhe course 1n accounting hes been in overation since
1958, Bookkeening has been take out of the Junior Hizh
Schoels, leaving only Junlor business trairing as e two-
semester course instead of one semester. This course,
greatly exranded, serves as an exploratory course. DBefore
this chanre went into effect, the basic course in l.ook=-
keeplnz was taught in the ninth grade and the student
wno aecided, after leaving Jjunior high school, that lLe
would like to enter the commerciel training course, had
to go back to the junlor high school for this subject.

This was unsetisfactory.

#¥Courses added to cormercial curriculum
##Courses to be added the second year,

##xCourses held up because of lack of finances.
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The bookkeepln;: course qas been increazsed Ifrom tnree
semesters,to four semesters and firnisres at tle end of
thie eleventh year. 5Soon to te acded will be cost account-
Irn;: in the twelfth year. ‘ihen this ias been carried to
completion, the accounting coirse will be comnlete excent
for instruction in circct operation of machines. This
will probably be held up for some tlme. The 1nitlal cost
of putting in the nachines necessltstes tils delay.

Tiie otier course wnhich has ueen adced is in the
field oi cistrivutive occupations (retail sellin:z). This
course 1s orzanized on the co-operative plan undicr tlie
Federal Ceorge=-Dean Act of 1926, It conforms with all
ol the requirements of the Kichlsan State Plan. The
student 1is to suphlement his scito0l instruction with em=-
ployment ir 4 retasll store over a two-yecar perioc. This
necessitates a thirteenth yjear.

The prozran ol «istributive ecucatlon stzrted with
a few stucents and witnh very little instructional .aterial.
A promotional rrosram was started,wliti: nersonsl contacts
wlth serchants to get Lhelr sug:iestlons upon subjects
winlch could ve incluced in the course ol stuay and to ask

toelr ald in employin: the trairee.
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Ciinblzic VI

o~y -

ClICLoLIl ©y, ail SUG3L.TIC o OK ZUhUT Lo JUily

1. Thie civersity of the comuiercial Jjons was such
8s to sIow thet the curriculum -rior to 1%é8 did not
nrovide worliers for wll of tnese jous.

2. Lore students are vrenaring for steno -reruailce
nositions tlan tie nwster of such jobLs evalleatle to theusi.

3. Trre nwiser ol .eles asnd fewmales ennloyed in Port
Faron i retell sellin ', 1139, was larie enou n to justiiy
adclins sellins courses (cistributive ecucation) to tie
curriculun.

4, Ltudents whn lecve sclool ¢t tlie aze of 16, wilthout
gracuating, are elizicle tor emnloyrent as retail ssles-
neon~le or delivery boys ouly. Lowever, annlicuiits of this
age would be accentaile to only a small nronortion of
tl.e er~lojers.

5. Tiie munver of Jjous in sneciaclized {lelds of stenor-

ani.lc anc secreturisl traelinin., sccountling an. vookkeeninz,
ena sellin: shtiows & rneed lor stron;:, siill-cvullain: courses
alon~ these llncs.,

€. rour noprular naizes ol tynewriters ciouwld be conslcderec
by the boarda oi education 1 the excranre ot equinment.

7. Tiere are enou-:l other types of .ac:ilines in coriecrcial
use to justify ti¢ a«dcitlon of & rneacilne course, usin: acdling
machlines, calculctin; ireacrines, LCinnone and Dictarhonc, gnc

dunlicatin: weci.ines.



suzzestlons for rurtier Study
1. ttiere is a rnecd for tre scue kind of survel in
otiuer corrunities witix Lhe view of ccts 1islin. norcentr e
of »onulation erja _=d 1n couziercial occunations, »ercentures

of rele and fexcle crmnloyees, =nc tle distritutlion oI iale
rnd fenule exnlolees in ecachh jolr claselificatior.

Z. Thiere 1s « recli for & study to estsolisl tle max-
inum are at wriich conzercial ennloyees will be lired in
gacr. Job cleassificetion.

Se A need also exists for a stud: to deter:ilne tie
ceuses of turnover in com.ercial emnlojuernte.

4e In order Lo see u cowsercicl curriculun it the
needs o1 tre communit;, & job analysls should =e ..uce of
cacli classification,

o

5. Trere is & nced [or studyin~ tue nuiber ol

nersons per vear securi:’ jots for tre first tirc.
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PORT HURON, MICHIGAN
W. R. CLEMINSON, Principal

Dear lLir,

" You Lave been selected &s a representative for your lire
of business to attend a rounc table aiscussion at th
Port iluron Ii I school, I'ricay, lay £, &t 12 o'clock
nooit.

The nl;: sc.ool witli tiie cooneration of the Chanbir cof
Cormerce is nlana:n’ & cousercial survey ol Port Iluron
and we neecd your sus estlons in outlini. our ~roccdure,

The recsons for tinls survey are:

l. Data ere lackin: boti. locally anc on & rnationral

rasls on the exnlozment orn-ortunities for +:ie
vario.s tyncs cof office work enu szles »ositl-ns.
In vnarticular, we wish to know tie nuwiber enrloyed
in tne Port Iiuron area in tiese various positions
ernd the turnover.

2. e wlsii to xnow from eumnloyers' exnerience with
berinnin:, worikirs in thic verious tynes of co.mir=-
cial emnloyment, tlie narticular qualificeticons,
and training wiich these reonle siould have., In
narticular, we vils:. to know such tuin s &s toe
tynes of naciines used and the cifliicultles wiich
besiniers nave due to the leck of treimin. or
persoizal traitse.

From thie results of this surwey, the Port Iuron Ilich
School w11l ve 1n a vetter vosition to reconziena tie
proper stucents to tie various tyres ol comicrclal worl.
we willl also ve vetter nrepared to acant our course of
training, subject naterial, rociiine nractice, office
practice, study; oi salesnansiip enc suc:. alllec work

wor-ers in Port Zurone.



we want to talil over wit: you tlhie above noints e:d et
your recaction to tiiexi. The ciscussion 1s goin~ to be

iost nelpful to us because ol your expnerience s&uid jyour
helniul interest i.. the ztudentis who are zoinz out into
e busiiess world.

~8 are enclosin~ a cory of & tentative cquestionneire
wiilcir we have crawn un for use 1in conducting tlie survey.
Please be so ¢00d o3 to study 1t and recoumi€iil ciitii-€8,
if any, et our luncheo:i.

Unless we hiear frou. :ou to the contrary, we will be
exrnecting you on Fricay, lay €, 12:00 noon at tze liizsh
sclool for luncheon.

Sincerely,

I« Re Somuer
Chairicern of Corunlttee

L. A. Yonklis, Sccretary
Port Iluron Creaiber of Cormerce

Y

We Re Cleminson, Princinal

P. 3. Enclosed 1s also a list of neorle whom we &are
inviting to narticirate in thls ciscussion,



ALVIDD

I'r.e Len Ilayes

ire C. £. Collins
Ire Ee o Fltzcerald
¥r. liowarca ). Tho.cgs
lrs. I'ercia Peaublen
’rs. Vale Iersou

lr. Coe S. Conley

Yr. walter ariziit

I'r., Gordon Tannan
Yiss. Mary lruetzicer
I're Ceo. H. l'unter
I're Lo A. Pacltard

¥re Ile Je llOrn

I'rs. Viola L 'ont:romery
I'r. Charles Dabcock
Lr. Jesse F. wlilson
ire Ae 5o Thernstrom
I'r. Geor:e i ins

lre Pe Ee Leiman

'r, Frank Iierr

COI ITILL
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Uetroit Ldisown Co.

Chry:zlexr Corp.

ueller Zrass Co,

First hational Dank

Jde Do onETXTry CoO,W

won.an's Benefit Association
be 56 hresge Co.

lloore é wriznt Insurance Co.
watson { Tapran, ALttorneys
The s A. Smlth Larenous Store
Port Liuron Times Ierald
supt. of Port iuron 3chools
Cunringharm DruZ Co.

A. Ao A, Cara:c

Belcock baliry

Star 01l Co.

Granc Trunik Lailwvey

liig-ins Coal Co.

Je« Co Penny Co.

'err Luniber Co.



LETTER OF INTRODUCTION
PORT HURON HIGH SCHOOL

PORT HURON, MICHIGAN

W. R. CLEMINSON, Principal

To the Employers of Port Huron:

This will introduce , who 1s

cooperating with the Chember of Commerce and the
Port Huron High School in conducting an occupation-
al survey of all the commercial positions in Port.
Hurone.

The purpose of this survey 1s to learn the number
and kinds of positions for which Port Huron High
School students should be trained. When this in-
formation has been found, the High School will out-
line courses in the subjects that graduates nmust
know in order to glve satisfactory service to the
businessmen of this city.

This survey 1is of value to you because it will pro=-
duce the kind of people you want in the right pro-
portion of your needs.

If you will permit this student to talk with you or
another member of your firm for five or ten minutes
to secure the needed information, it will be great-
ly appreciated and very beneficlal to the schools,

and we believe to Port Huron business and industry.

Very truly yours,

He Re Sommer
Chairman of Committee

He. A, Hopkins, Secretary

Port Huron Chamber of
Commerce

48

We. Re Cleminson, Principal



QUESTIONNAIRL
COMMERCIAL OCCUPATIONAL OPPORTUNITY SURVEY

Port Huron,

Kind of business you are engaged in (as wholesale, retail, etc.)

1938 49

and line (as hardware, etc.)

INSTRUCTIONS: You are asked to answer six questions concerning the different commercial Eosiﬁons you have in your business. Note the

sample column already filled in. “M" at the top of the column means male and “F” means female.

duties performed during the day.

mployee’s position is determined by majority of

-
Male or female . 1 1s experience EDUCATIONAL™ REQUIREMENTS
N Numbe
COMMERCIAL Minimum sge No. of new workers umbebyou required of a 1. Qrade School 3. Business College
employees employees hired now have
POSITION 111 be hired during 1937 preferred employed beginner? 2. High School 4. College
w re € Check—X Check—X : Check X least you will accept.
M. F. M. F. M. F. M. F. Yes No 1 2 3 4
Sample 17 18 2 3 X 12 X X

Accountants

Bookkeepers . ‘ ' | |

Bookkceper— | ‘

Stenographers
Cashiers I

Bill Clerks

File Clerks

Entry Clerks

Gieneral Office
Clerks

Mail Clerks i

Shipping Clerks

Stock Clerks

Time Clerks

Traflic Clerks

Retail
Salespeople

Wholesale
Salespeople

Sccretaries

Shorthand-
Stenographers

Dictaphone or
Ediphone Operators

Telephone
(Iperators

Typists

Wrappers

Solicitors

Order Clerks

I.ist Others | !

| i

!

| E
|

! l I

MULTIGRAPH—How many employees spend all or most of their time
operating this type of machine?
JESSTSRRUOTURURSVHURUSRURRIRTEN T 1 [ OO U O oo, female.
List makes of machines used:

TYPEWRITERS -How many employees spend all or most of their time
operating this type of machine?
_.male, female.
List makes of machines used:

ADDING MACHINES—How many employees spend all or most of their
time operating this type of machine?
_.male, female.
List makes of machines used:

BOOKKEEPING MACHINES—How many employees spend all or most
of their time operating this type of machine
male, ... female.
List makes of machines used:

CALCULATORS—How many employees spend all or most of their time
operating this type of machine?
male, female.

List makes of machines used:

ADDRESSING MACHINES--How many employees spend all or most of
their time operating this type of machine?
. male, —
List makes of machines used:

female.

DICTAPHONE OR EDIPHONE—How many employees spend all or most
of their time operating this type of machine?
.............................................. male, . female,
List makes of machines used:

Which oi the following agencies do you use to obtain your help?
Underscore ONCE the agency you use most often; underscore TWICE
the agency you use next often.

PERSONAL APPLICATION
WANT ADVERTISEMENTS
BUSINESS COLLEGE
HIGH SCHOOL
EMPLOYMENT AGENCY
{.‘}o you get a student's recordN(rom the high school .before employing?
[ OSSR OUORUSRORIND \{ )

If the high schools established an employment bureau for the gradu-
ates, would you be interested iu\t_his service?

€s WNO.
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