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ABSTRACT

A SURVEY OF TRAVSRSE CITY (MICHIGAN) HIGH SCHOCL
BUSINESS EDUCATICN GRADUATES (1963-1966)

TO DETERMIKE ADEQUACY OF INSTRUCTIUN
by Bernard K, Ackerman

The purpose of this study was to determine the degree to
which the business education department of Traverse City High
School has met the employment requirements of the 1963 to
1966 business education graduates of Traverse City digh School
living within the United States. Of the 147 questionnaires
sent, 110 were returned, for a return rate of 7L.6 percent.

Data was compiled for those persons who were currently
employed in office positions or had worked in an office within
the last six months,

Major findings:

l. Thirty-eight, or 3L.5 percent, of the respondents
attended one or more terms of college. Of this group, L7.4
percent did so for peraonal satisfaction rather tnan for lack
of entry-level job skills,

2. Of the 110 respondents, 21482 percent felt inadequately
trained in how to get a job, 32,73 in English skills, 17.27

percent in shorthand, and 12,73 percent in typewritinge






3. General job groupings of general office or clerk-typist
contained 51439 percent of the 72 respondents. An additional
375 percent were found in the title areas of secretary and
stenographers,

Le Of the 110 respondents, 96,37 percent have worked at
some typs of paying job since graduation.

Se Eighty-three, or 75.45 percent, of the 110 respondents
felt they had acquired adequate business skills in high school.

6+ A1l of the respondents used filing, with the majority
using alphabetic filing daily,

Te Over 20 percent of the office workers performed five
bookkeeping duties regardless of job title,

8+, A wide range of typing skills were used by many of the
respondents on a regular basis,

9. Relatively few of the office worker respondents used
shorthand consistently,

10« Of the workers who responded, 7917 percent indicated
they transcribed from rough drafts and longhand material,
Machine transcription was done by 22.22 percent,

11. Only 12, or 16,67 parcent, of the office respondents
used some form of electronic data processing skill daily.

12, Newer type duplicating methods were used by 91.67
percent of the office workers, most of them at least weekly.
Ditto or mimeograph type equipment was used by 41.66 percent.

13, The most frequently used general office machines were

the telephone, electric and manual typewriters, and switchboard.






The telephone was the most often used item as indicated by 9Lhl
percent of the office respondentss

14+ Thirteen, or 18.18 percent, of the office respondents
desired additional training on a variety of office machines,

Seven, or 9.72 percent, desired acquaintance with additional

duplicatorse
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CHAPTER I

INTRODUCTION

General Information, The business courses offered and the

courses required at Traverse City High School were tne sams dure
ing each of the four years, 1963, 1964, 1965, and 19664 The

teacher factor was constant to the degree that the same persons

TABIE l.-=Courses offered to business majors at Traverse City

High School
Length of Grade Required for

Narme of Course Course Offered Business Graduates
Jre Bus. Tre 1 1 Sem. 9 yes

Jre Bus. Tre, II 1 Som. 9 yes
Typing 1 1 Sem. 10-11=-12 yes
Typing II 1 Sem. 10-11-12 yes
Typing III 1 Sem. 10=11-12 yes
Typing IV 1 Sem. 11-12 no
Business Arithmetio 1 Sem, 10-11-12 yes
Business Law 1 Sems 11-12 yes
Office Practice 1 Sem. 12 yes
Bookkeeping I 1 Sem. 11-12 yes
Bookkeeping II 1 Sen. 11-12 yes
Bookkeeping III 1 Sem. 12 no
Shorthand I 1 Seme 11-12 no
Shortnand II 1 Sem. 11-12 no
Shorthand III 1 Sein. 12 no

Sece Training 1 Seme 12 no

taught within the business department during that four-year
period of time. The teachers were assigned to the low numbered
course levels according to nesd during any one semester. The

advanced typing, bockkeeping, shorthand, and office practice

-l-
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courses were taught by the same persons each successive
semester.

No follow-up study has been done of business graduates.
This leaves the business department in the position of not know=-
ing the current status of the business graduates. The graduates
might also have constructive comments concerning the present
curriculum,

Statement of Probleme The "better 1life" desired by all

people cannot be attained by massive handouts of money, Federal
or otherwise, Only when man is educated and trained so that he
can earn a respectable living via his own efforts can hs hold
his head high with pride. He can have self respect and command
respect from others as a contributing member of society. The
training and educating of this person implies scme sort of pro-
gram or process. Wanous states, "Secondary schools are not con-
sidered a luxuryess o Every program must be justified by the
results it achieveo.'l Justification can come only through
research, preferably research spplied directly to concrete
problems as they exlst in the local school system,

Business educatlon has a unique problem in the area of
curriculum designe The tremendous rate of change in employment
factors, especially technological change, is lulling many

business education departments to sleep on a bed of quicksande

18. Jo Wanous, "The High School Business Curriculum,®
National Business Education Quarterly, XXXI (Fall, 1962), .
Pe L3e
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No known complaints does not mean the produot is a satis-
factory one, Business educators cannot assume what was suf-
ficient in instruction five years ago, or even one ysar ago,
is sufficient now. "If the business department in the high
school is to keep abreast with tne present-day needs of modern
business in the community, the business teachers must make an
honest effort to revise the business curriculum for vocational
trainingese o‘l This study was an effort to determine how well
the buéiness education department of Traverse City High School
has met the employment requirements of its graduates, This
information will then hopefully be used to improve the
curriculume

Purpose. To be specific, the purposes of this study were
to determinej (1) whether or not the Traverse City High Schuol
business education graduates attained the basic skills and
knowledge necessary to gain initial employment in an office
occupation, (2) what skills and knowledge the business education
graduates use in their employment, (3) what skills and knowledge
are being used by the business education graduates in their
employment for wnich they feel insufficiently trained, or for
which they had no training at the high school level, and (L)
the degree of Jjob satisfaction expressed by the business edu-~
cation graduates and their opinions as to why they feel the way

they do about their job,

lyarietta Spring, "Community Surveys delp the Business
Teacher," The Balance Sheet, XLVII, lo. 4 (December, 1965),
rpe 161-62,
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To carry out the purposes of this study, answers to a

number of questions wers sought. Among these gquestions were

the following:

1.

2.

3.

L

Se

6o

Te

wWhat are the job title classifications of the
positions in which the business graduates are
employed?

What percentage of business graduates have worked
for pay at any time since graduation?

What percentage of business graduates have worked
in office occupations either fulle or part-time
since graduation but are now either unemployed

or employed outside the office occupations?

What percentage of business graduates are presently
working in office occupations eitaer fulle or part-
time? Why are the rest of the business graduates
not working in office occupat}ons?

To what degree do the business graduates feel
satisfied with their present office emoloyment?
What factor concerning their employment gives
them the most satisfaction? The least?

Did ths business graduates feel adequately pre=-
pared for initial employment in office occu-
pations after high school graduation?

In what knowledges and/or skills do the business
graduates feel inadequately trained? Does the

graduate feel this inadequacy is of major or
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9e

10,

13.

15,

16.

=5
minor importance?
For what length of time, if any, and for what
reason, was post high school training taken in
business education?
Do the business graduates use rough drafts?
If 80, to what extent are they used?
How many business graduates have need of using
shorthand? Cf those who use shorthand, what
types of materials do they write and by what
method? How often?
What methods of transcription are used by ths
business graduates? lHow often?
How many business graduates use a method of
filing; what msthod? How often?
What duplicating machines do the business
graduates need to use? What duplicating
machines do the graduates use? How often?
What types of adding machines and calculators
do the business graduates need to operate?
What types do they operate? How often?
What types of electronic data processing equip-
ment do the business graduates need to operate?
What types do they operate? How often?
What bookkeeping skills are needed by the
business graduates? What skills do they use?

How often?
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17. What machines and equipment commonly found in
offices and not yet herein surveyed do the
business graduates need to operate? Which of
the machines and equipment do the graduates
operate? How often?

18+ What additional skills or training would the
graduates like to see offered in high school?

Assurptions,

1. Curriculum change and departmental evaluations should
be based insofar as possible on objective facts. Thaerefore,
the colleotion of information in this survey is both neces-
sary and desirable.

2, Traverss City Hich School business graduates are
capable of expressing the true conditions of their employment
on the questiomnnaire supplied to theme

3¢ Most of the respondents will complete the questione
naire truthfully.

Le This survey will indicate whether or not the business
graduates have attained the basic skills and knowledge necessary
to gain initial office employment after high school graduation
without further training.

S5« This survey will indicate the areas, if any, in the
business education currieulum which need to be revised or
initiated.

Hypotheses,

l. Respondents who work in business offices use a type-

writer as their main aid.
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24 At least one method of filing is used by a majority
of ths gradiates employed in office occupations,

3. Of those persons who transcribe material at the type-
writer, a majority do so from shorthand.

Lo Bookkeeping skills are used by certain of the business
graduates but very few are in positions as bookkeepers,

Se There are business graduates who need to know skills
in the use of electronic data processing equipment,

6. Business education graduates attained the basie skills
and knowledge necessary to gain initial employment in an office
occupation.

Te A majority of business graduates employed in office
occupations will express an opinion of satisfaction with their
Jjobe

Delimitations,

l. This study was restricted to students presently living
within the United States who graduated from Traverse City Senior
High School (public) with a business education diploma during
the years 1963, 1964, 1965, and 1966. Requirements for a
business diploma are at least an average of "C" on an approved
program of all cowrses taken during grades 10, 11, and 12,

2. The data used to compile the percentages concerning
what 18 presently being done in office occupations is further
restricted to those who are currently working in office positions
or have worked in effice occupations within the past six months,

Limitationse

1. The sample chosen of all 1963, 196k, 1965, and 1966
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business education graduates may not be representative of the
parent populaticn which includeas all previous business edu-
ceticn graduates of Traverse City High School.

2. Tae responses of the cne (1) person residing outside
the United States might have slightly changed the percentage
figures reported. (iler address and work status is unknown to
her parsnts.)

3. Tie resconses of the four () persons who could not
be-ccntactad, but are believed to be within the survey area,
night have changed the percentage figures reported.

Le The respcnses of those not returning the questionnaire
might have changed the percentage figures reported.

Se¢ Probahly many of thosa who did not graduate with a
business diploma during 1963, 196L, 196%, and 1966, but had
some business cours<s, are employed in office occupationse.

Need for the Studye Curriculum changes and departmental

evaluations in business educatiocn shculd be based insofar as
possible on cbjective facts concerning occupatioral require-
mentse "Increasingly, businessmen are demanding improvements.

in business education."l The need for a study such as this seems
to be relf-evident waen one ccnsiders the fact that no previous
study has been done of the business education graduatss of

Traverse City High School. "There is a need for grave concern

lLenell M. Slaten, "Business Subjects in the Secondary
School Curriculum,® The Balance Sheet, XLVIII, No. U (December,
196.6)’ Pe 1590
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and careful study of the nation's secondary schools to determine
the adequacy of business curriculums .l

The author feels the constantly changing business world
with its ever shifting employment opportunities and requirements
requires the schools to keep fully informed of the latest in-
formation available. It is felt there are few, if ani, better
sources of up-to-date information than the persons currently

working within the actual employment situation.

llbido’ Pe 160.



CHAPTER II

RELATED LITERATURE

General Information. A large amount of material concerning

follow=up studies and trends in job content was found. This
indicated scme degree of concern by many persons in all parts
of the United States about some of the relationships between
what 1s being taught in the classroom and the requirements in
the world of work. It is significant that many others have
questions in their minds concerning the adequacy of program
content and student needa.

Schools such as Traverse City High School which profess
to be basically. ‘coliego prep™ in philosophy are missing to a
greater or lesser degree a very important segment of the school
population. This segment is the large group of youngsters who
do not finish colleges The basic nscessity of getting food and
shelter will force most of this group to find work very soon
after graduation from high school. Are they trained in some
8kill to the degree they can obtain a job and keep it2? It is
not only the concern but should be the duty of each téacher to
know if he is training for employment at the level employers
demand. He should know about any shifting demands being made
of his former and present students and change his methods
accordingly.

=10-
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At this point, lest the high schools branch out into try-
ing to do all things for all people, a note of caution must bs
sounded, Scme division of functions must be maintained be-
tween the various levels of education. No one level can hope
to teach all thingse A limit in the amount of things possible
to be taught 1s reached at some point on the continuum, though
Just where this point is reached is open to debates. ?he limi-
tations of pnysical plant space and money usually require
making any improvements close to, or within, the present
curriculum structure,

The needs of graduates in any one geographic area are fslt
to be scmewhat different than the needs of those in any other
given gecgraphic area. Thus the findings in other studies must
be examined for similarities in background conditions to those
of the graduates of Traverse City High School before being
applied. Only after careful comparison can one be sure a
finding from any given geographic area is avplicable to
another areae.

Several sumaries of job requirements and trends were
feound in the literature. If these same findings are also
found to be true by this study for thcse persons being surveyed,
& basis for evaluation of the present business curriculum could

be more strongly establishad.



LITERATURE AND FOLLOW-UP STUDIES

Findings Concerning Shcrthands A study done in Syracuse,

New York, was reported in New Perspectives in Educ:tion for Busi-

nesse Cf the 1l job titles investigated, one out of every four
workers was found to be employed in the general job classification
of stenographere The four general job classifications reported as
empyloying the greatest number of office workers were stenographer,
general clerk, typist, and accounting clerk. These four class-
ifications accounted for 63 percent of the office employees re-
ported in the study.1 "Stenographers and secretaries are expected
to continue to have a wider choice of jobs than persons with
typing skills only."2

The findings given above were substantiated by others.
Blackstone reported that by 1975 there will be 13,7 million
persons working in offices. "...not even 3 in 10 office jots
require stenography.'3 He goes on to say that nonstsnographie
fields should have more emphasis than they do at present.

Ward found of the 38 female employees having shorthand,

1Doris He Crank and Floyd L. Crank, New Perspectives in
Education for Business (Washington, DC: National Business
Education Association, 1963), p. 1.

zIbido, Pe 130

3Bruce I. Blackstone, "The Cffice Worker and His Education,"
Journal of Business Eiucation, XiXVIII (October, 1962), pe 27e
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33 used it on their office jobse. Ten of the 25 employers
surveyed stated they would pay mere to those perscns with
shorthand skills.l
Even more definite tnan tas studies so far mentioned is
the one by Sister Gervase Parpart, DC, who found that "short-
hand was used on the job by 126 (61.8 percent) of the re=-
spondents; eee .“2 These studies as well as otners point to
continued use of shorthand at the same lecvel, or higher, than
at the present time. Some pointed out the degree of use de-
pended toc scme extent on the level of proficiency attained
at the skill.
Some persons were afraid of the sffects ¢f automation on
office workers. Throughout history man as feared that which
he did not understand, Patchen reported, "Automation has
touched our shorthand classes only in that the demands are for
more and more well-trained stenographers, not fewer."3 Here is
at least ona person who did not see a threat to this skill area

from automaticne A majority of the rest of the authors thought

laaymond A. Ward, "A Survey of Employers in uelected

Business Firms in Grand Forks, North Dakota tc Determine the
Oifice kequirements for Clerical and Secretarial wWorkers"
(Unpublished Master's thesis, University of Ncrth Dakota,
1962), abstracte

2Siater Gervase Parpart, DC, "A Study to Determine ths
Effectiveness of the Business Curriculum of the Imnaculate
Conception Academy, Washington, D.Ce., in Keference to Cffice
Skills and Perscnal Qualifications Requisite for Successful
Federal Government Employmentd (Unpublished Master's thesis,
The Catholic University of America, 1961), abstract.

38. A. Patchen, "Automation Affects Secondary Business
Education,” Journal of Bisiness Education, XXXVII (February,
1962), pe 193
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automation would be felt most at the lower levels of office
job c¢lassifications.

On the other hand, Davitt found in a follow-up study that
"Shorthand and history were considsred least valuable business
and nonbusiness high achool lubjecta.“l The rest of the report
shows straight typing as the most frequently used office skill.
This also shows why several studies should be reviewed before
conclusions are drawne

In summary, the shorthand skill is used extensively by
those well trained in its use. Others report varying degrees
of use and satisfaction. The demand seems to be holding steady,
or advancing, in percentage of office workers employed. Auto=-
mation has had very little effect on the use of shorthand.

Findings Concerning Machine Transcription. Not much

material was found discussing this topic. What there was
seemed confusing owing to the nature of the findingse Studies
and autnors from various parts of the United States found vary-
ing degrees of use of transcription machinese

Falk found "transcripticn machines continue to be used in
increasing numbers in both large and small ofi‘ices.”2 This in

essence is the feeling of most of the reports read. Some of

ljohn Je Davitt, ®A Study of the Business Department and
Its Graduates of Alexander Ramsey High School® (Unpublished
Master's thesis, University of Minnesota, 1959), abstract.

2Ruol Fo Falk, "A Survey to Determine the Number and types
of Cffice Machines Used in Appleton, Fenasha, Nenah, and Oshkosh,
Wisconsin, and Some of the Implications of Automation for the
Teaching of Office Machines" (Unpublished Master's thesis,
University of Wisconsin, 1965), abstract.
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the others found almost the reverse of this. Lxtent of
mechanization of offices might account for some of this dis-
agreement of findings. Size of industiry would often have much
effect alsos Trimble found about 13 percent of his respondents
used a transcriber.l This is not a large figure when the near
80 percent figures are considered for shorthand userse

In summary, no cocnsensus was found as to amount of use
nor importance in training for use with machine transcription.
Most studies agreed that trailning is necessary but disagreed
as to the depth and amount. Possibly the results of each study
depénd on local factors which varied to a great degree among
the various geographic areas surveyed.

Findings Concerning Office Automation. Most of the

articles and studies read agreed on the degree and effects of
automation in office occupations. A representative example
of the feelings 1s expressed by Carter from a study done in

Denver:

A majority of the companies with and witnout
regular training programs emphasized data-process-
ing courses for the nigh schools at the junior and
senior levelsj key punch, sorter, tabulator, and
reproducer equipment, objectives of business applie-
cations, machine acquaintance, and occupational ine
formationy entrance requirements such as machine2
interest, tests, and inclination to detail.es "

1Dale Trimble, "A Survey of Cffice Machines Used in

Selected Offices in the Uwosso and Corunna, Michigan, Area"
"Unpublished independent study, Michigan State University,
1966), pe LOe

2peane Kilton Carter, "A Stucy of Ofiice Traininyg Prograns
for bata-Processing Personnel in Selected Businesses in letro=
politan Denver, Colorado, wita Implications for Business cdue
cation in the Secondury Schools"™ (Unpublished Pa.D. dissertation,
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So far as job implications resulting from data-processing
are concerned, Anderson stated "Small, medium, and large sized
offices are usinyg more business data-processing machines to
perform routine tasks efficiently and accurately.“1 Most of
the Jobs affected involved posting, checking and maintaining
records, filin;, making computations, tabulating information,
use of key punch, and related machines operat.iona.2

The general consensus of opinion is that the levels of
office occupations such as stenographer, typlist, and office
msnager are little affected by office automation at present.

Some portions of these jobs will change in the future though,
although this is the area in which the authors do not agree.

It is generally felt that only the routine portions of office
Jobs will be affected.

Summary of findings concerning office automation can be
summed up by stating the "numbers of automatic electronic systems
handling business applications have grown ... more than 6,700
percent is found for the 1951-1958 period."3 This rate of

increase is bound to have effect on office occupations. The

State University of Iowa, 1965), abstract.

1Mhry Jane Andersen, "Integrating Office Autometion Knowl-
edge in High School Business Education® (Unpublished Master's
thesis, Mankato State College, 1965), abstract.

2Hblén Wood, "Trends in Clerical Employment," Business
Education World, XLII (November, 1961), p. 19

3Mary Adele Frisbie, "Emerging Electronic Data Processing
and Its Relation to Office Employment and Costs, 1930-1957;
And Implications for Business Training" (Unpublished Ph.D.
dissertation, New York University, 1501), abstract.
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amount of change will only be known with the passage of timee
At present only the so-called "low level™ jobs have been greatly
affected by being relieved of the routine, repetitive type
activities,

Findings Ccncerning Satisfaction Vith Jobe Most studies

indicated more than 50 percent of the respondents were satis-
fied with their office positions. A small number (less than 20
percent) were found to be dissatisfied. Bratt reported "sixty
percent of the questionnaires indicated satisfactionee. ."1

Findings Concerning Beokkeeping Skills. Most of the

material read concerning bockkeeping concluded the bookkeeper's
duties have changed since the introduction of automation. "The
Job title of bookkeeping operation has become more specialized."2
More specialization calls for more education and traininge. One
of the studies showed bookkeeping to be the course most often
listed by the business graduates as least helpful-3

Roman stated that, since industry requires that "office
autonation and accounting be co-cordinated with management, there

is a great need for high school students to prepare for such

lMarilyn Rothney Bratt, "A Follow-Up Study of the 1963«
1964 Business Education Graduates of East Detroit High School
to Determine the Effectiveness of their Business Training"
(Unpublished independent study, Micnigan State University,
1965)9 Pe 36.

2M. Claire C'Brien, "Automation, Cffice Occupations,
and Business Education," Business Education Fcrum, XVIII
(Octobver, 1963), p. 26.

3Bratt, abstract.
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positions with good, solid bookkeeping courses."l

In summary, these studies have found the job of bookkeepsr
changing and of*ten disappecaring. They say the bookkeeper must
now be trained differenfly for a new type of job. There is now
more need for interprstation skills and procedures for inte-
grating the material with other facets of business operation.
Less emphasis is expected on the routine reccrd keeping skill
portion of bockkeepinge

Findings Concerning Machines. By far the most used

machine by those in the offlce occupaticns is the typewriter,
Typewriting is the one skill which office executives agree
cannc£ be learned completely on the jecbe The use of the type-
writer 1s basic to most jobs in a generel office.? Studies,
such &s by Trimble, consistently reported that more manual
typewriters than electric ones were being used. About 20 per-
ccnt of the offices also reported uvsing key driven caluclators.3

After typewriters, adding machines were as the next most

used office machine.h

l50nn C. Roman, "Automation's Challenge to Business Edu-
cation,* Business Education Werld, XLII (November, 1961), pe 22.

2poris Anita Berry, "Typewriting: General Office Assigne
ment Number One," Business Education Forum, 2IX (November,
l96h), Pe Te

3rrinble, pe LOe

hElaine Dymczyk, "A Follow-Up Study of Selected Gradu=
ates of the Cromwell, Connecticut, High Scncol to Determins
the Effectiveness of High School Business Courses as Pre=-
paration for Positions in Business." (Unpublished Master's
thesis, Central Connecticut State College, 19€5), abstract.
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Findings Concerning Graduate's Training. The one recurring

theme in the studies reviewed was the necessity of training high
schocl students to thinke Other necessities were to improve
£kills in problem-solvin-z, leadership, self-discipline, self-
directicn, and decisicn making.l

Continued emphasis is urged for thoroughly learning fundae
mental skills such as typewriting, shorthand, secretarial
practice, and bookkesping,

A majority of the respondents in each of the studies ine
vestigated reported they "felt adequately prevnared for fulle
time office positions.“3

Another finding which was interesting to note in this age
cf automation was the need for thorouzh instruction in alpha-

betic and numeric filing for office occupatio:]s."h

Im-lications of the Findin-s,

1. YMost of the material studied agreed shorthand was, and
will continue to be, a necessary skill for secretaries, Female
workers with the skill at most office job levels will find it
easier with the skill to get a2 job than will thoss without the

sidll.

IRoman, pe 22.
%Ivid.
3Bratt, p. 36.

hEdwin E. Weeks, "A Study of Expressed Employment Needs
of Emcloyers in the Syracuse Metropolitan Area with Impli-
cations for the Office Occupations Program in the Syracuse
Public Schools™ (lnpublished £d.D. dissertation, Syracuse
University, 1961), abstract.
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2, Specific skills such as shorthand, typing, and filing
should be learned well enough to survive at entry level office
Jobse

3. Bookkeeping 8kills should be changed from the learning
of recording steps to those of interpretation and work flowe

4o Introductory-level knowledge and job possibilities
concerning electronic data processing should be stressed.

S5« Displacement of office workers will be felt most at
the lower job levels, Stenographic and secretarial jobs have
not yet been changed appreciably by automatic data processinge.

6. A ratio of about two to one of manual and electric
typewriters was found in "average®™ offices., Students should
have job proficiency on both kinds, at least at the entry
level.

Te Students should be trained more thoroughly in think-
ing logically, in problem-sclving, and in interacting effec- -
tively with other persons,

8+ A decision must be made at some point as to what

depth of training and educating the high school will provides



CHAPTER III

METHODS AND PRGCE DURES

The most desirable methcd of obtaining information
necessary to anéwer the questions raised in the introduction
portion of this study is that of the direct interviews, In
ccnsidering the geogfaphic spread of those in this survey, the
cost of direct lnterviews would exceed by several times the
limited personai budget for this study.

The values and limitations of the survey method were
weighed. The values are:t (1) such knowledge can provide a
basis of comparison if similar data are available from an
earlier time. Trends or shifts can be noted and may provide
clues for future action; (2) current weaknesses and strengths
can be revealed through the knowledge of what the situation is
presently; and (3) survey data are often used as the basis for
making decisionsol

After careful study a decision was made to use the question-
naire for the survey instrument, as this method of gathering
data allowed the widest possible coverage with a minimum of

money and efiort.

lLawrence We Erickson and Mary Ellen Oliverio, “Evaluative
Criteria for Survey Instrumsnts in Business Education, Monograph
I11," (Chicago: Soutn-Western Publishing Co., 196L), pe Le




Construction of the Questiounaire.1 The questionnaire

was constructed by the author. Several refinements were made
after criticisms were obtained from persons in a research
seminar, the seminar director, other students at Michigan State
University, and nine recent high school business graduatese The
finishad questionnaire consisted ef four shsets of check charts.

General areas of information sought by the questionnaire

weres

l. What areas of office occupations are the graduates
presently employed in?

2. What office machines are the graduates operating?

3. To what degree are the graduates using skills in
filing, typing, shorthand, bookkeeping, and
transeription?

4o What skills or knowledge do tne graduates need
in their jobs for which they either were not
trained, or had insufficient training, in high
school?

5e What percentage of graduates took post high school
training in business education? How much, and why?

6e Opinions concerning satisfaction with present job
and concerning adequacy of high school training
for their first full-time job.

Survey Populatione A list of all (1963=1966 inclusive)

business education graduates was obtained from official graduation

1See Appendix A for sanple questionnzires.
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lists. A file card was typed for each perscn with information
obtained from school records as to last known local adiress,
parents! names, telcpncne number, and work experience data.
Bach family still living within a toll free area surrounding
Traverse City, Mi'chigan, was contacted by telephcne to obtain
current addresses and employment status of the graduates and
to enlist cooperation in completing the questiocnnaire. These
families outside the toll free area were contacted concerning
the same information by use of a post card, return card
technique.

The survey population of all graduates for the years
19€3, 196L, 1965, and 1966 was chosen because (1) the teacher
factor in the business department was constant during this
time in terms of persons teaching, (2) graduates of 1967 have
not had sufficient time to complete any post high schocl edue=
cation and settle dcwn to a relatively permanent, full-time
Job. Earlier graduates have had a chance to sample job offer-
ings and settle in the one they think is most desirable (and
of course attainable), (3) tne graduates for years prior to
1963 have probauly forgotten merits and shortcomings of high
school courses as well as initial erployment, and (L) a large
portion of graduates for years prior to 1963 are married and
not workinge

Al11 persons in the survey population who did not return
the questionnaire within four weeks were contacted with a

follow=up k tter. Those living within the tslephone toll
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free area surrounding Traverse City, Michigan, were also
contacted by telephone urging them to complete and return the
questionnaire,

Data were compiled as received by entering in replicas of
tables used in this study which were drawn on a large sheet of
cardboard. Eight weeks after the first questionnaires were
sent, the data were grouped into totals, chanjed to percentages

of the total responding, and analyzed in this studye.



CHAPTZR IV

PRESENTATION GF DATA

Tne purpose of this study-was to determine the effective=-
ness of the high scnool education and training received by
Traverse City High School business education graduatess A
total of 147 questionnaires were mailed and 110 returned for
a return of TL.8 percent.

Table 2 shows the raite of return. Based on rate per class
of returns, each class achieved close to the average of TL.8
percente Thus each class is represented at about the same ratio

in this studye

TABLE 2.--Number of questionnaires returned by Traverse City
High School business graduates, 1963-1966

Year Question=- Number of % of ¢ of Total

Graduated naires Sent Returns Returns Returns
for Year

1963 27 19 7037 17.3

1964 L5 33 73433 30.0

1965 Lo 31 77450 28,2

1966 35 27 7714 2k

Totals 147 #110 100.0

#74+8 percent of questionnaires sent.

-25-
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Post High School Education. Table 3 shows thirty-eight

business education graduates (3L.5 percent of the 110 r=turns)
attended one or more terms of post high school education. Table
3 also shows that 24 (63.2 percent) of the 38 business graduates
attended one year or less of post high school classes. [Eleven,
or 29 nercent, of the 38 took two or more years of post high
school training. The non-office jobs reported account for 4

of the 11 with 6 or more terms of advanced training.

TABLE 3eeeNumber of terms of post high school education taken by
38 Traverse City High School business graduates, 1963-1966

No. With Post No. of Terms Post High School

Year High School “ucation

Craduated Education 1 2 3 4 5 6 7Tor
More

1963 5 -3 s s

1961, w2z 2 3 - k3

1965 10 1 2 3 1 - 1

1966 9 1 3 4 2 = = =
Totals *38 5 112 3 - 7T b

#34.5 percent of the base (110 returns).

Table 4 shows over 26 percent (1953 had fewest who took post
high school education with 26.3 percent) of each year'a.reapond-
ents indicating they took 1 term or more of post high school
education. The largest number of respcnses indicating having
taken post high schocl education came from business education

graduates of 1964 (L2.4 percent).
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TABLE L.-=Number who took post high school education of 110
Traverse City High School business education graduates, 1963-1966

P
=

. Year No. of NcéigivéggoZ§St Renggses .% of
Graduated Responses . Education Per Class Total
1963 19 5 2643 L5
196L 33 1y L.l 10.3
1965 1 10 32.3 Fe1
1966 27 9 33.3 842

Table 5 summarizes the reasons that respondents gave for
attaining additional training beyond high school. A total of 18,

or Theli percent, of 38 business graduates pursuing additional

TABLE S.--Rank order of reason(s) that 38 Traverse City High
School business graduates attended post high school, 1963-1966

——
——

Number of % of Total

Reasons

Responses Returns
Conmbination of reasons 11 10,00
You wanted to sample college life 11 10.00
#vanted a broader educational background 7 6.4
Neaded training to advance on job L 3.64
Parents wanted you to get more training 3 2.73
High school skills not adequate to get job 1l 91
#./anted to be a teacher 1 91
Employer asked you to attend - -
Friends convinced you to go - -
Total %38

#Listed under "other™ classification
##3),,5 percent of the 110 returns.
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studies did so for personal satisfaction, rather than for lack
of sufficient skills for employmente An additional 11 of the
38, or 29 percent, indicated a combination of reasons. The
reason for this is not clear, but it could point to a complex
answer containing segments of direction of counseling emphasis
and work structure in the adult community. Only one person re-
ported inadequate skills to obtain a job in the field of
business. These results are an indication that Traverse City
High School business graduates receive sufficient training to
be employabls in the field of business directly after graduaticn,

Inadequate Training. Table 6 points out several areas

which need consideration. Of the 110 respondents, 1, or 12.73
percent, indicated they did not receive sufficient training in

typinge Nineteen, or 17.27 percent, indicated a lack of short-
hand skills and 11, or 10 percent, indicated a lack of skill in

TABLE 6.--Rank order of areas in which 110 Traverse City High
School business graduates felt inadequately trained, 1963-1966

——— e—— ——

Number of Importance

Area Responses rajor. Minor
English Skills 36 23 13
How to get a job 24 L 20
Shorthand 19 12 7
Typewriting 1 7 7
Business math 11 2 9
Bookkeeping 7 2 5
Business machines L 2 2
Business law 1l - b §
Speech -1 1 -

Totals 117 53 6l







29

the use of business mathematics. Investigation of several
respondents indicating a lack in cne or more areas shcwed they
achieved only at a low level in school in these areas. Several
of the respondents indicating a lack of shorthand skills had
not taken more than one semester in the series. At least two
of the respondents indicating a lack in shorthand skills had
not taken even one semester.

The deficiency in English skills indicated in Table 6 by
36, or 3é.73 percent, of the respondents merits careful con-
sideration also. At present little emphasis is placed in this
area in business education classes,.

Lack of information on how to get a job was indicated by
24, or 21,82 percent, of the respondents. Additional emphasis
on this topic seems to be desired.

Job Satisfaction. Eignty-five percent of the graduates now

working expressed themselves as being either satisfied or highly

satisfied with their present position. Table 7 also shows 3

TADLE 7e==Degree of satisfaction with present job as expressed by
83 currently employed Traverse City High School business graduates,

1963-1966

Degree of Job " Number of % of Total
Satisfaction Responses Employed
Highly satisfied L1 L9
Satisfied 30 36,1
Indifferent 3 3.6
Dissatisfied 1 1.3
Very dissatisfied 3 3.6

No response 5 6.0

Totals 83 10040
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persons expressed indifference and 3 were very dissatisfied with
their present job. None of these six worked in an office; they
held the following jobs: retail clerk, telephone operator, armed
forces, fudge sales-lady, and cabinet cleaner. Those working
with the business skills for which they were trained in high
school appeared to be satisfied with their positionse

Job Titles. In Table 8 the rank order of specific job

TABLE 8e.--Kank order of current specific job titles of 110
Traverse City High School business graduates, 1963-1966

Specific Job Number of £ of 110
Titles Responses Responses
Not Working 27 ‘ 24455
Clerk Typist 18 164,36
Secretary 18 16.36
General Clerk 9 , 8.18
Bcokxeeper 8 T.27
Stenographer 5 L55
Telephone Operator 5 Le55
Receptionist 3 2.73
Typist 3 2473
Data Processing 2 1.82
Executive Secretary 2 1.82
Legal Sscretary 2 1.82
Nurse 2 1.82
Beautician 1 91
File Clerk 1l 91
Laborer 1l 91
Laboratory Technician 1 91
Motel Manager 1 5°2
Retail Clerk 1 o91
Totals 110 100,02

titles in the classifications of clerk typist and secretary
indicates that the largest percentages are grouped with 16.36

percent of the respondents in each. A few persons were found
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in each of the other classifications including several non-office
Jobs such as nurse, retail clerk, beautician, etc.

For many years the business department has pursued a course
of training and educating in basic office skills and knowledge
rather than for specific office positions. The findings shown
in Table 9 seem to support this decision. Thirty-seven point five
TABLE 9e.--Rank order of general job title classifications held

by 72 Traverse City High School business graduates currently
employed in offices, 1963-1966

General Job Number of
Titles Resoonses % of Total
Secretary 22 30,56
General Office 16 22,22
Bookkeeper 8 1l.11
Stenographer _2 6.9“
Totals *72 100.00

#62 presently working in office positions and 10 who have
worked in an office within the last 6 monthns.

percent of tha reporting office workers held the genera Jjob
titles of secretary and stenographer. An additional 51,39
percent were in general office or clerk typist positions, with
over 11 percent classified as bookkeepers. These findings were
about as expected, except for thz bookkeeping classification.

In addition, several perscns in other jobs, such as data processe
ing, indicated a large portion of their work required using
bookkeeping information.

Work Hecorde One hundred six of the 110 res..ondents (9637






percent) have worked at soms type of paying job, as shown in

Table 10.

TABLE 10s-~Full- and part-time work record (since graduation)
of 110 Traverse City High School business graduates, 1963-1266

Work Record Yes No ;2ti ;2;:
Have you held a paying job at any
tine? 106 L 101 S
Are you presently working in an
office occupation? 5T 53 50 7
Have you worked in an office occupa-
tion in the past but are not now? 3 LS 23 11

Fifty-seven point eighty-one percent of the respondents are
presently working in an office occupation. An additional 34
(30491 percent) have at some time in the past worked in an offioce
position but are not working there now.

Not Presently Working in an Office. Table 11 points out

TABLE 1l.--Rank order of reasons that ;8 Traverse City High School
business graduates wers not now working in an office, 1963-1966.

Number of % of 110 Not
Reasons Responses In Offices
Are a housewife 22 20.00
In college 8 T.27
No response 6 Sel5
Maternity leave S L.55
Low pay 3 2.73
In service 2 1.82
Lack adequate skills _2 1,82
Totals L8 L3.64
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that §3.64 percent of those responding to the questionnaire were
not now working in an office. Of these, 20 percent listed
"housewife" as their reason with the remainder of the reascns
spread fairly evenly throughout the other categories,

pdequacy of Business Skills, Table 12 indicates that 75.45

percent of the 110 respondents feel they acquired adequate

TABLE 12.~=-Opinions concerning adequacy of business skills for
first office job as expressed by 110 Traverse City iigh School
busin:ss graduates, 1963-1966

————
——

Number of

Type of Response Responses % of Total

Yes 83 75445

No 2 1.82

Have not had an office job 23 2091

No response _2 | _l.82
Totals 110 100.00

business skills in nhigh school for their first jobe Only two
persons, or 1482 percent, felt they received inadequate training,
The rest had either not held an office job (20.91 percent) or
did not respond (1.82 percent). This indicates the business
department is apparently doing an adequate job of training for
entry-level positions,

Most and Lzast Liked Aspects of Office worke A majority of

56.9. percent of the 72 office workers responding to this question

sald the most liked aspect of their job was the type of work.
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The next most liked aspect shown in Table 13, with 20.83 percent
of the responses, was that of working conditions. Table 1l shows
that 16,67 percent of the office workers disliked having a job so
close to home, Almost 28 percent could not find anything to
dislike about their job.

TABLE 13.=-Rank order of work factors indicated as most liked by

72 Traverse City High School business graduates now working, or
who have worked within six months, in an office, 1963-1966

Numbe
Work Factors R:ibo;s:: % of Total
Type of work L1 56494
Working conditions 15 20.83
Co=workers 10 13.89
Boss . b 556
Located close to hore _2 2.78
Totals T2 100,00

TABLE 1l)j.--Rank order of work factors indicated as least liked by
72 Traverse City High School business graduates now working, or
who have worked within six months, in an office, 1963-1966

Number of

Work Factors Responses % of Total
No dissatisfaction 20 27.78
Located close to home 12 16.67
Working conditions 8 11.11
Co-workers 7 9.72
Salary 7 9472
No response 7 9.72
Boss 6 8433
Type of werk _5 6.9

Totals 72 97499







Filing Skills. Table 15 shows that alphabetic filing was

used by 91.67 percent of the office workers. The next most

often used method is that of numeriec filing with 63.89 percent
responses. Fifty percent of the office workers checked subject
filinge The least used method is geographic filing. The above
figures indicated continued emphasis should be placed on the filing
section 6f the office practice class. None of the special methods
of filing were listed as write-ins. The high frequency with which
each method of filing was used further indicates its importance to
the female office worker,

TABLE 15.--Filing systems and frequency of use by 72 curréntly
employed Traverse City High School business graduates, 1963-1966

Frequency of Use

Nams of Less Total % of

Filing System Daily Weekly Monthly Than Using Tétal
Monthly Skill

Alphabetic 61 - 3 2 66 91,67

Subject 25 10 1 - 36 50.00

Geographic 10 L 1 1 16 22,22

Numerioc 38 6 2 - L6 63.89

Bookkeeping Skills. Duties in the area of bookkeeping were

performed by a larger number of person than expecteds Table 16
shows five of the duties were performed by over 20 percent of the
office workers. These most frequently performed duties were in
the areas of petty cash, purchasing, accounts receivable, accounts
payable, and banking paperse. All of the bookkeeping activities
except State Taxes were checked by over 16 percent of the office

workers as .shown in Table 16,
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TABLE 16.=-Name and frequency of bookkeeping tasks performed by 72
currently employed Traverse City High School business graduates,
: 1963-1966

Frequency of Use

Bookkeeping Less Total 4 of

Taskas Daily Weekly Monthly Than.. Using Total

Monthly Skill

Petty cash 18 5 - - 23 31.9%
Purchasing 12 3 1 - 16 22.22
Payroll : 5 5 - 2 12 16.67
Inventory L 1 6 3 1y 19.44
Acet. receivable 16 2 2 1 21 29.17
Acct. payable 12 2 1 1 16 22,22
Banking papers 13 1 2 - 16 22,22
State Taxes - "1 1 - 2 2.78
University budget 1l - - - 1l 1.39

Typewriting Tasks. Table 17 points out that typewriting

tasks were performed extensively by the currently employed
respondentse A careful lock at the daily and weekly usage
columns indicated a wide range of typing tasks were used by
mauy of the workers on a regular basis. This corresponds with
job tasks normally associated with the two main Jjob classifi-
cations of secretary and clerk typist held by graduates (Table 8),
All typewriting tasks were checked by over 25 percent of the
workers., Major frequency of usage seens to occur in the following
areas: business letters, composing letters, tabulations, form
letters, and reports. The frequency with which letters were
composed by the graduate indicated much emphasis should be placed
on this task in the classrogm.
"The high frequency of persons typing from rough drafts

pointed out the need for continued emphasis on typing this



material in finished form efficiently. This in turn would point
‘to a problem-type course in advanced typing as opposed to the
mainly straight-copy type course.

TABLE 17.--Type and frequency of typewriting tasks performed

by 72 currently employed Traverse City High School business
graduates, 1963-1966

Frequency of Use

Typewriting Less Total £ of
Tasks Daily Weekly Monthly Than Using q,ta1
Monthly Skill

Business letters 38 9 2 2 S1 70.83
Tabulations 29 1 5 2 L3 59,72
Form letters 28 9 6 - L3 59472
Filling in forms 33 9 3 1 U6 63489
Composing letters 20 13 3 2 38 52,478
Reports 1y 13 10 N L1 56494
Stencils L 11 - L 19 26,39
Dittos 8 11 1 2 22 30.56
Invoices 11 S 3 1 19 26439
Memos 28 5 3 3 39 Shel?
Rough drafts 16 8 L 3 31 L3.06

Shorthand Taskse As shown in Table 18 shorthand was used

most often for taking telephone messages. Most of the persons

TABIE 18.--Type and frequency of shorthand tasks performed by 72
currently employed Traverse City High School business graduates,
' 1963-1966

Frequency of Use

Shorthand lLess Total % of
Tasks Daily Weekly Monthly Than  Using fotal
Monthly ©kill

Dictation 15 2 2 1 20  27.78
Telephone messages 29 5 - 1 35 L8.61
Instructions 18 1l - - 19 26.39
Minutes 1 3 1 - 5 6494
Memos 17 1l - - 18 25,00
Personal use 16 S 1l - 22 30456
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who used shorthand skills did so daily, Only 27478 percent
actually used shorthand for taking formal dictation of 1lstters,
Most of the female students are graduated from a clerk-typist
track of courses due to their inability to handle advanced
shorthand and bookkeepinge This could account also for the
level of jobs they occupy in offices and the degree to which
they use shorthand skills.

The author does not teach shorthand. It was surprising to
note though the 30456 percent who made personal use of short-
hand skills. Possibly many of these workers do not have
occasion to use the skill on their Jjob.

Transcription Tasks. Table 19 shows transcription from

shorthand notes was made by only 31494 percent of the office
workers, This corresponds to the information obtained about

the general usage of snorthand. Use ;as made of machine tran-
scription by 22.22 percent of the workers. Increased emphasis

on the proper use of this tool is suggested.

TABLE 19.--Type and frequency of transcription tasks performed by

72 currently employed Traverse City High School business graduates,
1963-1966

Frequency of Use

Transeription Less Total
Tasks . % of
Daily Weekly Monthly Than Using Total

Monthly Skill
Shorthand notes 18 2 1l 2 23 31.94
Machine 7 7 2 - 16 22,422
Longhand material 24 S 1 1 31 113,06
Rough drafts 15 7 2 2 26 35.11
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Most of the workers, a total of 79417 percent, transcribed
from rough draits and longhand materiale This information also
indicates that a problem-oriented advanced typing course is
needed,

Electronic Data Processing. Table 20 shows that a small

group (16,67 percent) of the office workers used electronic
data processing skills daily. About 32 percent of the workers
used the skills to soms degree on their job. Thne order of
importance is; bookikeeping machine, 11.11 percent; key punch,
Le17 percentj and collator, 4.1l7 percent.

TABLE 20.--Type of data prccessing machine and frequency of use

for 72 currently employed Traverse City High School business
graduates, 1963-1966

Frequency of Use

Types of
Data Processing less Total % of
Machines Daily Weekly Honthly Than Using Togal

Fonthly Skill

Key punch 3 - - 3 L.17
Tape punch 1l - - 1 2 2478
Veritier .2 - - - 2 2.78
Sorter 2 - - - 2 2478
Collator 2 1 - - 3 Lel7
Bookkeeping 1 L 2 1 8 1.1
TWX - 1 - - 1l 1.39
Proof - - - 1 1 1.39
Computer 1 - - - 1 1.39

Tne low frequency of Data Processing would point to two facts:
The present system does not provide sufficient training so that
graduates can find entry-level positions or there is no need for

training on spacific machines as there are few job opportunities in

this area.
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Adding and Calculating Machines, Table 21 shows that the

10- and full-key listing machines, used by L1.67 percent and
31.94 percent of the office workers respectively, were the most
frequently used machines in this category. Table 21 shows that
a rotary calculating machine was operated by 15.28 percent of the
workers, followed by 1l,11 percent who used a 10-key printing
machines At present the emphasis in the office machines course
is on the printing type adding machinesj however, the emphasis
should be changed to 10- and full-key listing machines. Most

of tne persons who used & machine did so on a daily basis,

TABLE 2l.«=Type of adding and calculating machines and frequency

of use by 72 currently employed Traverse City High School
business graduates, 1963-1966

Frequency of Use

Type of Adding
and Calculating Less Total

Machines Daily Weekly Monthly Than Using gozﬁl
Monthly Skill

10-key listing 21 L L 1l 30 L1.67
Full-key listing 18 3 2 - 23 31.94
10-key printing 6 2 - - 8 11.11
Full-key printing 6 1 - - 7 9.72
Key-driven —- - - - - eee-
Rotary 5 1 3 2 1 15.28

Duplicating Equipmente The newer tyre duplicating methods,

such as photocopy, xerox, verifax and thermo-fax were used by
91.67 percent of the responding ofiice workers. Most of the
respondents used one of the methods at least weekly. Table 22

shows that the ditto- or memeograph-type equipment was used by
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approximately 20 percent of the worksrs and most of them used
the equipment at least weekly. The high rate of usage in the
newer processes of duplicating was accompanied by an almost
corplete lack of school instruction in their use. This lack of
instruction could be easily remedied as several cf the machines
ars located in the high school complex.
TASLE 224-=Type of duplicating process and frequency of use by

72 currently erployed Traverse City High School business Graduates,
1963-1966

Frequency of Use

Type of
Duplicating Less Total % of

Process Daily Weekly Monthly Than  Using 7 ¢ 21

Monthly Skill °

Ditto-type 11 2 - 1 1, 19.4L
Kimeograph 7 5 1 3 16 22,22
Photocopy 13 9 3 2 27 37.50
Xerox 17 5 1 - 23 31.94
Verifax 2 - - 2 L 5.56
Thermo=F ax 7 1 L - 12 16,67

Gensral Machines., The iour most frequently used general

machines in the office were the telephone, electric typewriter,
manual typewriter, and switchboard, as shown in Table 23, The
telephone was used by 9L.LlL percent of the res. ondents which
makes it by far the most often used item in the general machines
category. Increased and improved training is needed by Traverse
City High School business graduates in the use of the telephone,
Inadequate telephone training mentioned by office workers ine
cluded such things as how to say "no" gracefully, how to stay calm

while talking to an angry customer, and how to ask for information.
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TABLE 23.e=Names of general machines and frequency of use by 72
currently employed Traverse City High School business graduates,
1963-1966

Frequency of Use

Types of

General Machines Less Total ¢ of

Dally Weekly Monthly Than Using Total
Monthly Skill

Telephone 67 1 - - 68 9.kl
Electric typewriter 36 3 2 1 L2 58433
Manual typewriter 36 2 1 2 L1  56.94
Flexowriter - - - 1 1 1.39
Switchboard 6 I 1l 2 13 18,06
Teletype S 2 - 1l 8 1.1
Cash register 9 - - - 9 12,50
Billing machine 3 1 2 - 6 8433
Blueprint machine - - - 1 1 1.39

The ratio of workers, 58433 percent, who used the electrioc
typewriter and 56.94 percent who used the manual typewriter was
about as expectede Most persons who used only ons typewriter used
a manual. Most office workers that used an electric typewriter
also used & manual typewriter. This informution shculd direct the
business department toward continuing to t=ach all basic classes
on mamial machines and possibly the advanced classes on electrie
machines,

The use of a flexowriter by only one person on a less than
monthly basis was far less than expected. One of the largest
local employers makes extensive use of this machine,

The use of a cash register by 12.5 percent of the office
workers indicates training on this equipment might be desirable.
At present there is no training available at ths high school in

any area of distribution. A basic distribution course is intended
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for the near future, possibly next fall. This area of the
curriculum will be enlarged and up dated as soon as possible.

Additicnal Skills Needed. All areas mentioned by graduates

as being desirable were mentioned by more than one person. Table
2l shows that 13 persons (18.06 percent of the workers) desired
experience with additional types of office machines such as
adding, calculating, and bookkeeping machines, The next most
mentioned item was that of additional types of duplicators,
mainly those of a photo or heat processs

TABLE 2)j.~-fiank order of additional skills or training the 110

Traverse City High School business graduates would liked to have
had while in high school, 1963-1966

Number

Skills or Training Desired Responses ¢ of Total

Additional calculators,

bookkeeping machines 13 18,06
Use additional duplicators 7 9.72
Office procedures S 7.00
Business English 3 Lel7
Data processing 3 417
Good grooming class 3 Le17
Telephone techniques 3 Lel7
More accounting 2 2.78
Psychology 2 2,78
Writing a resume 2 2.78
Additional rough draft work 2 2.78

Several of the items listed by the office workers could be
incorporated in one class on pre-smployment information. Some
of these items are g¢rooming, how to write a resume, psycnology,
telephone techniques, and possibly additional office procedures

not now covered in office practice.



CHAPTER V

SUMIARY, CONCLUSICLS, AND R.CUMiis YDATIONS

The tremendous rate of change in employment factors,
especially technological cnange, requires constant evaluation
in the area of business education. No formal follow-up study
has ever been done of Traverse City High School business edu-
cation graduates., This study was an effort to determine how
well the business educaticn department of Traverse City High
School has met the employment requiremsnts of its graduates,

The specific purposes of this study were to determine:

(1) whether or not the Traverse City High School business edu-
cation graduates attained the basic skills and knowledge neces-
sary to gain initial employment in an office occupation, (2)
what skills and knowledge the business education graduates used
in their employment, (3) what skills ana knowledge were being
used by the business education graduates in their employment
for which they felt insufficiently trained, or for which they
had no training at the high school level, and (4) the degree of
Job satisfaction expressed by the business education graduates
and their opinions as to why they felt the way they did about
their Job.

In September, 1967, 147 questionnaires were sent to the
1963-1966 business education graduates of Traverse City High

L=
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Schoole All business education graduates for these years were used
in the survey except the five for whom no current address could be
obtained. After & follow-up procedure was used, 110 questionnaires
were returned which is 74.6 percent of those sent. The data on
the returns was complled and analyzed., Data used to compile the
percentages concerning what is presently being done in office
occupations was restricted to those persons who are currently
employed in office positions or have worked in an office within
the past six months. This was done to insure that only current
practices were considered to reject as much guesswork as possible.

Summary of Findings,

1. Thirty-eignt, or 34.5 percent, of the recspondents attended
one or more terms of college. Eleven of the 38, or 28.95 percent,
attended two or more years of college.

2. Eighteen of the 38, or L7.4 percent, who attended college
did so for personal satisfaction ratner than for lack of entry-
level job skills.

3. Of the 110 respondents, 21.82 percent felt inadequately
trained in how to get a job, 32.73 percent in English skills,

17.27 percent in shorthand skills, and 12.73 percent in typewriting,.
Le Eighty-five percent of the graduates now working were
either satisfied or highly satisfied with their present job. Only

one person working in a business occupation was dissatisfied.

S« The most frequent job classifications were clerk-typist
and secretary, each with 16.36 percent of the respondentse

6. The general job groupings of general ofiice and
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clerk-tyrist contained 51.39 percent of the respondents currently
employed in offices. An additional 37,5 pefcent were found in
the title areas of secretary and stenographsr.

T One hundred four, or 36437 percent, of the total respond-
ents have worked at some type of paying job since graduation, Of
the total respondents, 51.81 percent were working in an office at
the time they responded to the questionnaire,

8+ Eighty-three, or 75.45 percent, of the tctal respondents
felt they had acquired adequate business skills in high school,

9. A majority of 56.9L percent of the 72 currently employed
office workers indicated the most liked aspect of their job was
the type of work. The next most liked aspect indicated by 20483
percent of the currently employed respondents was that of working
conditions. The most disliked aspsct indicated by 16.67 percent
of the office workers was that their job was too close to home,
Twenty, or 27.78 percent; of the 72 could find nothing they dis-
liked concerning their jobse.

10s All of the office workers surveyed used filing, with
8448 percent using alphabetic filing daily, 34«8 percent using
subject filing daily, le4 percent using geographic filing daily,
and 5248 percent using numeric filing daily.

11, Five bookkeeping tasks were performed by over 20 percent
of the office workers. The most frequently used duties were in
the areas of petty cash, purchasing, accounts receivable, accounts
payable, and banking paperse

12, A wide range of typing skills were used by many of the
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clerk-tyrist contained 51.39 percent of the respondents currently
employed in offices. An additional 375 pefcent were found in
the titls areas of secretary and stenographer.

7. One hundred four, or 96.37 percent, of the total respond-
ents have worked at some type of paying Jjob since graduation. OFf
the total respondents, 51.81 percent were working in an office at
the time they responded to the questionnaire,

8. Eighty-three, or 75,45 percent, of the tctal respondents
felt they had acquired adequate business skills in high school,

9. A majority of 56.9L percent of the 72 currently employed
office workers indicated the most liked aspect of their job was
the type of work. The next most liked aspect indicated by 20483
percent of ths currently employed respondents was that of working
conditions. The most disliked aspzct indicated by 16,67 percent
of the office workers was that their job was too close to home,
Twenty, or 27.78 percent; of the 72 could find nothing they dis=-
liked concerning their jobse

10 All of the office workers surveyed used filing, with
848 percent using alphabetic filing daily, 34.8 percent using
subject f£iling daily, l.i4 percent using geographic filing daily,
and 5248 percent using numeric filing daily,

11, Five bookkeeping tasks were performed by over 20 percent
of the office workers. The most frequently used duties were in
the areas of petty cash, purchasing, accounts receivable, accounts
payable, and banking paperse

12, A wide range of typing skills were used by many of the
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workers on a regular basis. Major freguency of usage occurred
on the following taskst: business letters, composing letters,
tabulations, form lstters, and reports.

13. Helatively few of the office workers used shorthnand
consistently. The skill was used most often for taking telephone
messages.

lie A total of 79.17 percent of the res;cnding office workers
indicated they transcribed from rough drafts and longhand material.
Machine transcription was performed by 22,22 percent of the office
workers. Transcription from notes was performed by 31.94 percent
of the workers.

15, Twelve, or 16.67 percent, of the office workers indicated
they used some form of electronic data processing daily.

16, The 10- and full-key listing machines were used by L1.67
and 31.94 percent of the respondents respectively. Some type of
rotary calculator was operated by 15.28 percent of the workers,
and 11 percent used a 10-key printing machine.

17. Newer type duplicating methods were used by 91.67 percent
of the office workers, most of them at least weekly. Ditto or
mimeograph type equipment was used by L1.66 percent.

18. The most frequently used general machines were the tele-
phcne, electric and manual typewriters, and switchboard. The
most often used item (by 9L.L) percent of the total respondents)
indicated was the telephone. An approximate equal ratio of
electric and manual typewriter usage was reported.

19. Thirteen, or 18.16 percent, of ths respondents desired
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additional training on a variety of office machines. Seven, or
9.72 percent, desired acquaintance with additional duplicators,

Conclusions.

l. Typing is definitely a necessary skill for buasiness
graduates of Traverse City High Schools Training is equally
important on both the manual and electric typewritera

2« Filing was a very important part of the office worker's
Job duties with most emphasis on alphabetic filinga

3. Electronic data processing machines were used by some
(about 3 percent) of the 72 currently employed office workers.

Le The Traverse City business education graduates attained
the baslic skills and knowledgs necessary to gain initial employ-
ment in an office occupation. This assertion was supported by
82.72 percent of the respondents indicating they either are
presently working or have worked in an office. Twenty percent
of those not working in an office listed "housewife" as the
reason, not lack of business skills. Unly two persons stated
they were inauequately trained for office work. The success of
the Traverse City business education program in supplying the
basic skills was further supported by 97.6 percent of the respond-
ents whc have had an office job stating that they felt their
training was adequate.

Se A majority of the persons who are either presently
employsd, or have been emplcyed within the last six montns,

expressed an opinion of satisfaction with their jobe



-9~

Results Not Supporting Auther's Hypotheses:

l. A majority of the office workers did not transcribe
material from shorthand. Transcription was dcne by 79.17 percent
of the respondents from rcugh drafts or longhand material, 36.11
percent and ;3,06 percent respectively, Only 31.9) percent of
the workers transcribed from shorthand.

2+ The position of bookkeeper was held by 11.11 percent of
the 72 respondents currently working in offices, This was sube
stantially more than the position of stenographer. Five specific
bookkeeping duties were performed by over 20 percent of the
responding office workers regardless of job title., Thorough
training of all office wrkers in bookkeeping skills is more
necessary than was previously thought,

Recommendations.

1. Training on the newer type duplicating machines should
be done by use of discussions, demonstrations, and visiting the
machine stations used in the hizh school complex.

2, Class standards in typewriting and shorthand should be
reviewed and shortcomings eliminated., More emphasis should be
placed on problem solving and rough drafts, with more extensive
use of shorthand skills being tha goal.

3. The application of various bookkeeping skills by
secretaries should be stressed to a greater degree in all
business classes.

Le Increased emphasis should ba placed on prcducing mailable

copies on the tirst try in aavanced typing classese
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S« More emphasis should be placed on how to properly use
a telephone for business purposes in the office practice classes.

6o The office machines course snould be expanded to include
a wider variety of machines,

T« More stress should be placed within present units of
instruction on such topics &as groomingz, how to write a resumse,
office etiquette, psycnology of worker interactions, and other
immediate, before-employment informatione

B« The purposes and goals of the business mathmetics
classes should be re-evaluated from the view point of the needs

of office workers,



BIBLIOGRAPHY

Booka

Barma, Me An Introduction to Educaticnal and Psycholozical
Rosearche New York: PS Jayasinghe Asia Publishing

House, 19656

Crank, Doris H., and Crank, Floyd L. New Perspectives in Edu=-
cation for Business. Washington (uC): Naticnal Business
Education Association, 1963,

Good, Carter V. Essentials of Educational Research. New York:
Appleton-Century~-(Crofts, Division of Meredith Publishing
Company, 1966.

McCarthy, John Ae Vocatlional Educationt America's Greatest
Resource., Chicagos American Technical Society, 19-2.

Mehrotra, P, V., Mehrotra, R. N., and Sukhia, S. P« Elements
of Researche Bombay: Allied Publishers Private Limited,
1960,

Rummel, Je Francis. An Introduction to Research Procedures in
Education, Second Editione New York: Harper and Row,
Publishers, 1959,

Travers, Robert M. We An Introduction to Educational Research,
2nd Editione New York: ‘ne Macmillan Company, 1yGle

Articles and Periodicals

Berry, Doris Anitas "Typewriting: General Office Assigznment
Number One," Business Education Forum, XIX, No. 2 (November,

196&)’ 7‘90

Blackstone, Bruce I, "Office Education Today," American Vo-
cational Journal, XXXVIII, No. 5 (May, 1963), 15.

e "The Office Worker and His Education," Journal of
Business Education, XXAVIII, No. 1 (October, 1962),
27

-51-






-52-

Erickson, Lawrence W. and Oliverio, Mary Ellen. "Evaluative
Criteria for Survey Instruments in Business Education,
Monograph 1ll. Chicagos South-western Publishing
Company, 1964e

Eyster, Elvin S. "New Directions in Business Education,™
American Vocational Journal, XL, No. 6 (September, 1965),
18-21.

Gideon, Francis Ce "Tne Impact of Data-Processing Technique
and the Information Systems Concept,® Business Education
World, XLII’ No. 3 (Nowmmr‘ 1961), m-17-

Leonard, George B, "Are We Cheating Twenty Million Studenta?,"
Look, XXVII (Juns L, 1963), 37-L8.

O'Brien, M. Claire, "Automation, Office Occupations and Business
Education,® Business Education Forum, XVIII, Noe. 1 (October,
1963), 6-27.

Patchen, E. As "Automation Affects Secondary Busineas Education,®
Journal of Business Education, XXXVII, No. 5 (February,
1962), 193-94.

Roman, John C. ™"Automation's Challenge to Business Education,"
Business Education World, XLII, No. 3 (November, 1961),
21-22.

Shilt, Bernard A. ™Office Education, A Partner in Vocational
Education,® American Vocational Journal, XL, No. 3 (March,
1965), 21-22,

Slaten, Lenell M. ™Business Subjects in the Secondary School
Curriculum,® The Balance Sheet, XLVIII, No. 4L (Dacombor,

Spears, Harold. "Educational Implications of Automation as Seen
by a Curriculum Specialist,® Automation and Challenges to
Education, XXXI (1962), S1-64.

Spring, Marietta. "Community Surveys Help the Business Teacher,"
The Balance Sheet, XLVII, No. 4 (December, 1965), 161-62,

Strony, Madeline S, "Plans Ahead in Secretarial Programs,® Edu-
cation for Business Beyond High School (National Buainass
Education Yearbook), XIV (1957), 212-29.

Wanous, Se Jeo "The High School Business Curriculum,” Business
Fducation Quarterly, XXXI (Fall, 1962), L3-58.




-53-

Wood, Helene "Trends in Clerical Employment," Business Edu-
cation World, XLII, No. 3 (November, 1961), 18-20.

Unpublished Material

Andersen, Mary Jane. "Integrating Office Automation Knowledge
in High School Business Education." Unpublished Master's
thesis, Mankato State College, 1965

Bratt, Marilyn Rothney. %A Follow-Up Study of the 1963-196L
Business Education Graduates of East Detroit High School
to Determine the Effectiveness of Their Business Training."
Ungubliahed independent study, Michigan State University,
19654

Carter, Deane Milton. "A Study of Office Training Programs for
Data-Processing Personnel in Selected Businesses in Metro-
politan Denver, Colorado, with Implications for Business
Education in the Secondary Schools.® Unpublished PheDe
dissertation, State University of Iowa, 1965.

Crisman, Leo Eugene. ™A Follow=Up Study of the Lehi, Utah,
High School Business Graduates for the Years 1955 to
1965, Inclusive." Unpublished Master's thesis, Brigham
Young University, 1965,

Davitt, John Je ™A Study of the Business Department and Its
Graduates of Alexander Ramsey High Schocl.® Unpublished
Master's thesis, University of Minnesota, 1960.

Dublanko, Tofene "A Follow-Up Study of the Victoria Composite
High School, Edmonton, Alberta, Business Education Grade
uates for the Years 1956, 1957, and 1958.* Unpublished -
Master's thesis, University of North Dakota, 1960.

Dymczyk, Elainees "A Follow-Up Study of Selected Graduates of
the Cromwell, Connecticut, High School to Determine the
Effectiveness of High Schocl Business Courses as Prepa=-
ration for Positions in Business." Unpublished Master's
thesis, Central Connecticut State College, 1965.

Falk, Ruel F, "A Survey to Determine the Number and Types of
Office Machines Used in Appleton, Menasha, Neenah, and
Oshkosh, Wiscorsin, and Some of the Implications of Autoe
mation for the Teaching of Office Machines.® Unpublished
Master's thesis, University of Wisconsin, 1965,

Friebe, Donald Re ™A Follow-Up Survey of 1963-1965 Distributive
Education Graduates of Northern High School, Pontiac, Michigan,
to Determine the Value to Them of Cocperative Training in Their
Present Employment." Unpublished independent study, Michigan
State University, 1967.






-5li-

Frisbis, Mary Adele. "Lierging Electronic Data Processing and
Its Relation to Office Employment and Costs, 1930-1957;
And Implications for Business Training." Unpubliszhed Ph.De
dissertation, New York University, 1961.

Johnson, Richard Cs ™A Follow-Up Survey of Selected Graduates
of the Lansing Public High Schools fcr the Purpose of
Determining the Valus of Forkner Shcrthand to College
Students.* Unpublished indspendent study, Michigan State
University, 1966,

Larson, Donn. %A Study of Local legal Secretariss and Their
Employers Pertinent to the Educational Preparation of the
Legal Secretary in the Grand Rapids Area." Unpublished
independent study, Michigan State University, 1966.

Parart, Sister Gervase, DC. "A Study to Determine the Effece
tiveness of the Business Curriculum of the Immaculate Con-
ception Academy, Washington, D.Ce In Reference to Office
Skills and Personal Qualifications Requisite for Suceessful
Federal Govarnment Employment.™ Unpublished Master's thesis,
The Catholic University of Amsrica, 1961,

Schenck, Katherine Mildred. "The Need for Teaching Bookkeeping
in the Public Secondary Schools of the District of Columbia."
Unpublished Master's thesis, The Catholic University of
Amarica, 1965,

Trimble, Dale. ™A Survey of Ofiice Machines Used in Selected
Offices in the Owosso and Corunna, Michigan Area.* Unpub-
lished indepsndent study, Michigan State University, 1966.

Walejlo, Charles. "A Follow-Up Study of the Brussels, Wisconsin
High School Secretarial Training Graduates and Their Employ-
ers Froa 1959 Through 1961." Unpublished Masters thesis,
University of North Dakota, 1962,

Ward, Raymond A. "A Survey of Employers in Selected Business
Firms in Grand Forks, North Dakota to Determine the Office
Requirements for Clerical and Secretarial Worker." Unpub-
lished Master's thesis, University of North Dakota, 1962,

Weeks, Edwin E, "A Study of the Expressed Employment Needs of
Employers in the Syracuse Metropolitan Area with Implications
for the Office Occupations Prcgram in the Syracuse Public
chools.“ Unpublished ED.D. dissertation, Syracuse University,
1961.

Zandi, Don F. "A Follow-Up Study of the Pe. Jeo Jacobs High School,
Stevens Point, Wisconsin, Business Education Graduates for
Years 1959, 1960, and 1961." Unpublished Master's thesis,
University of North Dakota, 1962.



APPENDIX A

COVER LETTER

Date

Address

Dear 3

Will you help me solve a problem? The problem is to find
out how adequate the business skills learned in high school
are compared with the requirements of present office jobse

Even if you are not presently employed, your answers to the

general information questions will be helpful in evaluating

many parts of the high school business program, All infore

mation will be "total number reported" so your name will not
be used.

The enclosed questionnaire i3 a check list type and can be
completed in a few minutes. A stamped, return envelope is
enclosed for ease in returning the questionnaire, Please
do so soon,

Your cooperation in helping me complete this study will be
greatly appreciated.

Sincerely,

Bernard Ackerman, Business Teacher
Traverse City High School

dca
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APPENDIX B

FOLLCW=UP LETTER

Date

Address

Dear H

Your completed questionnaire did not get here. Possibly
you did not receive the first one mailed. A reply from
each of those surveyed is important to get an accurate
picture of how adequate our business program is,

I know you are very busy, but would you please take a
few minutes now to complete the check list questionnaire
and return it.

A stamped, self-addressed envelope is enclosed.

Your cooperation will be greatly appreciated.

Sincerely,

Bernard Ackerman, Business Teacher
Traverse City High Schocl

dca
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APPANDIX C

Name Year Graduated

Did you attend college? yes___no. If yes, how many terms
did you complete? ___ terms. If you attended college check
one item to indicate the main reasont

high school skills not adequate to get Job ececee
parents wanted you to get more training eceeccciee
employer asked you to attend eeeccccccccccccccee
You wanted to samle COllege life 0ee0ecscscccce
needed training to advance on jJOb eecceccscccces
friends convinced ms to £O eceveccccvccccccscces
several of the abuve 0000008000000 ctc0cstnc0oneoe
otier (please explain) '

[T

In whica of tne following areas How important was the lack of
do you feel you received inade= this skill?
q.:ate training in high school? major minor

'Cypewriting e00ccescccee
how to get a jOb ecccoce
EngllSh 5kills eecsccces
booki{eeping.........-...
shorthand eececescecccoe
business math eeccecccee
other (list)

RRRRR
RN
LTE

Check the one title which most
closely fits the type of work

Check one indicating how well you doe
you like your present jobe. Clerk Typist cececces
Secretar)’ eecccccccee
highly satisfied eceecee Typist eeesccvecccece

General Clerk cecececee
Bcokkeeper ececscccsccece
Stenographar XXxxx
Receptionist XXEXXXX)
Kxecutive Secretary .
Legal Secretary secee
Other (explain)

satisfied escececccccccces
indifferent eceecececscse
dissatisfied eeecccccses
very dissatisfied cecees
(not aﬂ!ploy'Bd) XXX KRN Y

T
T

In your opinion, did you have adequate business sxills for your
first office job (either full- or part-time) after high school?
yes no have not had an office job.

«57=







full part
Since you graduated from schools yes8 no time time

—

l

Have you held & paying job at any time?

Are you preseatly working in aa office
occupation?

Have you worked in an office occupation
in the past, but are not now?

If you are not now working in an office, please check (if possible)
one item which most clusely resembles your reason.

in college ssceccccccce
in 86ervice ceeccsecccccee
am & housewife cececeece
lack adequale skills ..
mabernlty 18ave eceeccce
low P8Y eveecccoccccece
poor working conditions
several of the above ..
other (list)

[THTH

Place an "M" after the one item you like most about your job.
Place an "L" after the one item you like least about your job.

working conditions ...
D088 eesevsevcccceccsens
CO=WOTKEIr'S ecccscccccee
type Of WOrk eceececccse
located close to home..
other (list)

Skip any of the numbered categorises which you do not use and do
not nsed to use. WwWhen the choice "other" is used, please explain
briefly on the line followinge

a——
——

ON YoUR PRESENT JCB

APPACXIMATELY
Need dOW OFTEN YOU Uod SKILL
to use ||~ — -F_'- - T -
Skill less than
l. FILING YeS|NO JJ daily] weekly|monthly | monthly

alphabetic eeccssnee
SUbject X Xxx
geographic XXX
NUMEriC ececccesccse
other







2,

3.

ho

BCCKXZEPING

petiy cash ceccccess
purchasing esececeecs
pa),’roll XXX XIEN)
i.mrenhor'y eecccccvoe
accounts receivable.
accounts payable eee
banking Papers eesee
State 1axe8 ecececsee
other

-£9-

ON YCUR PxESENT JOB
APPRRCXIMATELY

Nead HOW OFTEN YOU USE SKILL

O US8 [Jo - mpm e - o - m . - - -
Skill less than
YESINO |ldaily |weekly|monthly | monthly

TYPUWRITER

business letters .e.
tabulation® seeeesce
form letters ceececeve
filling in forms <«
composing letters ..
reports se0scvoccce
8teNnCil8 eseevsecccee
dittoa 0000000000000
invoices ececevecccee
MEMOB eeccessccccnce
rough drafts ceseeee
other

SHCRTHAND

dictation eeescccecee
telephone messages..
instructions seeceee
Ninutes eeeevcecccee
NBMOB eecsccsccccccee
personal use eceeccce
other

TRANSCRIPTICN

shortnand notes .¢..
BACNING eeeccevcccce
longhand material ..
rough drafts seeeeece
other
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«60-
ON YOUR PaiSENT JCB

APPHCXIMAYELY
Need HUW OFTEN YOU USE SKILL
touwse j|= = == = = T~ """ 1" ~"~-—-
ELECTRONIC Skill less than
DATA PuaLCoSSING YeS PO Jldaily lweeklylmonthly | montnly

key punCh eececccsen
tape punch XXX
verifier ssecesccesce
SOrter ecsececccccscs
c0llator cesceesccece
bookkeeping machine.
other

ADDING & CALCULATING
MACHINILS

10-key listing eeeee
full-key listing see
10=key printing eeee
full-key printing ..
key-driven eeeccecess
rotary seeccscsssccsoe
other

DUPLICATING EQUIP.

ditto-typc tecressee
mimaograph eececcece
photOCOpy R xx
XeroX ecececcesecsccce
VerifaX cecceececsccs
Thermo-Fax seceecesce
other

GoNERAL MACHINE

telephone ®@cccscsse
8lectric typewriter.
manual typewriter ..
£1eXOWriter eeececee
switcnboard ceceeeee
teletype 00ecccsvcce
cash register ceceece
billing maching eeee
other

What additlonal skills or training do you think should be
offered in high school? Use back of page if necessary.
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