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6. To learn the basic beginning and present 
salary before deductions 

7. To ascertain the makes of machines most 
frequently used and whether or not they 
are manual or electric 

8. To determine the duties peri'ormed on the 
first job after graduation 

9. To determine whether or not on-the-job 
training was necessary, and whether or 
not this training could have been obtained 
in the high school 
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10. To find the business courses most helpful, 
and those which should be included in the 
curricultun 

Delimitation of the Problem 

The problem was limited to a study of the 1946 .. . - 1952 

graduates of the business department of Framingham High 

School and to a study of 30 representative employers in the 

tmm. 

Besides the usual constant subjects which were required 

of all students, the business pupils completed one of the 

following concentrations: 

Bookkeeping 

Bookkeeping 1, 2, and 3 
Typewriting 1 . 
Clerical Practice 
Business Organization and Law 

Stenographic 

Typewriting 1 
Typewriting 2 - Stenographic 
Stenography 1 
Stenographic Practice - 2 periods a day 
Office Practice 
Bookkeeping 1 
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facts presented indicate that a survey of the graduates and 

businessmen of the town of Framingham appears to be an 

interesting and useful project. 

Definition of Terms 

? 

In an attempt to clarify the terms used in the preceding 

statements, it may be well to define them as they are used 

in this study. 

Businessmen : In this thesis this term is considered 

synonymous with employers; that is, the term refers to men 

who transact a serious occupation, trade or profession which 

requires energy, time, and thought. 1 

Business Education: This term refers to that area in 

education which develops skills, attitudes, and understand-

ings essential for the successful direction of business 

i 
. 1 relat onships. 

Course: This term refers to organized subject matter 

in which instruction is offered within a given period of 

time, and for which credit toward graduation or certifica­

tion is usually given. 

Curriculum: This refers to a systematic group of 

courses or sequence of subjects required for graduation or 

certification in a major field of study. 

1. The Oxford English Dictionary (1933 Edition), and 
Dictionary of Education. New York, McGraw-Hill Book Company, 
Inc. 1945. -









Eleventh grade: Bookkeeping I, II or III 

Stenography I 

Typewriting II 

Twelfth grade: 

Clerical 
Stenographic 

Business Organization and Law 

Stenographic Practice-2periods 
(includes transcription) 

Office Practice 
(for Stenographic group) 

Clerical Practice 
(for Clerical typing group) 

Business Organization and Law 

Personal Typewriting is offered as an elective to all 

seniors • 2 periods a week for 1 credit towards graduation. 

Many of the students in both office practice and 
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clerical practice do work for the principal and other teachers. 

All of the students have the experience of taking instructions 

from people other than the re.gular classroom teacher. 

The business machines in the school for instructional 

purposes were: 

53 Typewriters • manual 

26 Royals - Pica and 1 Royal - Elite 
11 Underwoods 
11 L.C. Smiths 

4 Remington - Rands 

2 Typewriters - electric 

1 IBM 1 Royal 

1 Mimeograph - manual 

1 Mimeoscope 

1 Liquid Duplicator 



1 Burroughs Calculator 

1 Comptometer 

1 Monroe Calculator 

1 Sunstrand ..; 10 key listing 

1 Victor - 10 key listing 

1 Checkwriter 

Framingham High School has one typewriting room. The 

business machines are in a small room adjoining the type­

writing room. The bookkeeping room adjoins the typevrri ting 

room on the other side. 
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Offerings of the Business Education Department 
in the 

Framingham High School 

Subject Grade 

Bookkeeping I 10 11 12 5 periods a week for 
1 year 

Bookkeeping II 11 12 5 periods a week for 
1 year 

Bookke.eping III 12 5 periods a week for 
1 year 

stenography I 11 5 periods a week for 
1 year 

Stenographic Practice 12 10 periods a week for 
1 year 

Typewriting I 10 11 5 periods a week for 
l . year 

Typewriting II 11 12 Clerical 5 periods a week for 
1 year 

11 Stenographic 

Personal Typewriting 12 5 periods for halt' 
year 

Clerical Prac'tice 12 5 periods a week for 
1 year 

Off ice Practice 12 5 periods ·a week for 
1 year 

Business Organization 11 12 5 periods a week for 
ha.;l.f year 

Business Law 11 12 5 periods a week for 
half year 
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Berlin- New Britain, Connecticut, area to determine what 

the employers expect in a beginning office worker . A check-

list was the research instrument used in the survey. 

Some of the outstanding findings were as follows : 

1 . The majority of office employees obtain their 
positions by means of a personal application. 

2. The school placement service was used by 62 
per cent of the respondents to obtain employees . 

3. Appearance was considered as a very important 
factor when hiring office employees by a 
total of 74 employers . 

4. Fifty- seven per cent of the employers felt that 
the business dep:::trtment was satisfactorily 
providing its graduates with a general back­
ground . 

5. Fifty- one per cent of .the employers felt that 
the business· department was providing its 
graduates with adequate skill training. 

6 . Thirty-five of the 75 businessmen· used a steno­
graphic , typewriting , or clerical employment 
test when hiring new empl oyees . 

7. Of the high s cl;lool subjects needing more 
emphasis English was the most frequently 
mentioned by the employers . .The next most 
frequently mentioned subjects .were mathe ­
matics , tyPewriting, grammar , and shorthand. 
Penmanship and bookkeeping concluded the 
list of significant responses. 

B. Of the factors needing more emphasis , the 
ability to foll ow directions was the most 
frequently mentioned by the employers . The 
use of the telephone, punctuation, a ccuracy 
in record keeping, pride in work, and per­
sonal appearance followed next in order . 

9 . Seventy-three per cent of the respondents in­
dicated that promotions were based on the 
quality and quantity of work. 

10 . Twenty-three companies indicated that the use 
of calculating machines needed more emphasis 
in school . 







CHAPTER IV 

METHOD OF PROCEDURE 

The following steps were taken in conducting the sur­

vey of businessmen: 

1. Permissi on to conduct the survey was secured fr om 

the Principal of Framingham High School and the 

Superintendent of Schools• 

2. A review of related literature was made in order 

to provide a background for this study. 
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3. The Chamber of Commerce of Framingham was contacted 

to secure the hi story and pertinent information of 

the town. A list of representative employers to 

whom a request for a personal interview could be 

sent, was obtained at this time. 

4. The Head of the Business Department of Framingham 

High Sch ool prepared a list of representative 

employers to whom he had sent graduates for office 

pos i tiona. 

5. A composite list of representative businessmen 

was made. 

6. A questi onnaire was constructed and presented to 

the seminar at Boston University where it was 

criticized. A final revision of the questionnaire 

was made based on the suggestions of the seminar. 





5. After a period of two weeks, those who had not 

returned the completed questionnaires were con­

tacted again. 

6. Data received from the questionnaires were tabu­

lated and summarized. 

7. A summary of the findings and recommendations were 

made, based on the data received. 
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When the question was asked whether or not new employees 

had adequate speed and accuracy in typewriting and shorthand, 

21, or 70 per cent, of the employers stated that the new 

employees had adequate speed and accuracy in typewriting and 

shorthand. How-ever, 4, or 13 per cent, of the businessmen 

did not answer this question, and 5, or 17 per cent, of them 

did not feel that new employees did have adequate speed and 

accuracy in these skills. The 30 per cent of firms which 

did· not answer the question or felt that new employees' 

skills were inadequate indicate that there is a lot of room 

for improvement along these lines. 

When the employers were asked whether or not they hired 

high school students as part-time employees, 14, or 46 per 

cent, stated they did. Sixteen, or 53 per cent, of the firms 

did not hire part-time help from the high school. Thirteen, 

or 43 per cent, of the businessmen who hired high school 

students as part-time employees kept them on as full - time 

employees after graduation from high school. This would 

seem to indicate that the majority of students who did part• 

time office work wnile attending school proved to be valu• 

able personnel. 
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Table VII I shows that a grea t variety of adding machines 

are used in the area. Almost twice as many electric models 

are used as manual models. The office and clerical practice 

student s have both manual and electric adding machines at 

their disposal. However, the numbers taking the courses are 

large , and the. ti me allotted to each student for training 

purposes is too brief to enable him to become proficient in 

the use of the machines. 

The fact tbat every employer contacted expects the 

employee to be able to operate a calculating machine effi• 

ciently seems to indicate that more attention should be 

given to providing a greater number of calculating machines 

than is now available in the office and clerical practice 

room. The machine courses provide an opportunity for train ... 

ing on the Burroughs, Monroe, and the manual comptometer. 

One machine of each type is available. With an average 

class of 30 or 35 students, it is extremely difficult, even 

though the rotation plan is used, to provide adequate time 

for more than an acquaintanceship with the machines. 

As shown in Table VIII, the number of billing, payroll , 

bookkeeping, and other office machines used in the businesses 

surveyed are of little significance. From the standpoint of 

the expense involved, it · is impossible for the school to 

provide opportunity for training on all of these machines. 
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TABLE VIII 

THE MACHINES USED IN THE 30 BUSINESS FIRMS 

rr.tachines Manual Electric 

Typewriters 

Royal 20 5 
Smith 7 -Remington. 6 
Underv10od 5 1 
I.B. M. 6 

Duplicators 

A.B. Dick 6 3 
Multigraph 1 2. 
Multilith 3 
Liquid-Standard 2 2 

Ditto 1 

Dictating Machines 

Audo.graph · 4 
Ediphone 3 
Dictaphone 2 
Soundscriber 1 
Telechord 1 

Adding Machines 

Burroughs 3 7 
Allen 2 3 
Underwood 2 2 
Victor 2 2 
Clary 2 
Hemington. ... 2 
Sundstrand 1 1 
Smith 1 

Calculators 

Burroughs 2 7 
Marchant 7 
Monroe 4 6 
Comptometer 2 5 
Friden 5 
Allen 1 1 
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TABLE VIII - Continued 

Machines Manual Electric 

Billing 

Burroughs - 4 
Moon-Hopkins - 1 
Underwood - 1 

Payroll 

Moon-Hopkins - - 2 
Burroughs - 1 
Underwood - 1 
Sundstrand - 1 

Bookkeeping 

Burroughs - 9 
I.B.M. - 3 

Other Machines Used. 

Addressograph 1 8 
National Cash Register 1 4 
Checkmaster - 2 
Proof - 2 
Stamp - 2 
















































































