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CHAPTER I
- . INTRODUCTION

Statement of the Problem

The purposes of this study were to make a follow-up
of the business.gradnatés of’the Saint John High School,{
North Cambridge,_MassachnSetfs, for the years 1948 through
1952, to determine the effectiveness of the business edu-
cation program and o determine the duties most frequently
performed by thé graduates, with implications for curriculum

~revislon.

Analysis of the Problem

The subordinate problems involved in the major problem
were as follows:

1. Were the graduates of the past five years employed
in positions for which they had received training in high
school? ,' |

2. How soon after gradustion did they obtein their
positions® ‘

3. fhrough what sources dld they obtain their positions?

4, What types of business concerns employed the
graduates?®

5. Did the graduates need to recelve additional train-
ing in their first positions?



7. What percentage of the graduates had recelved
further education since leaving high school?
8. What were the reaéons glven by the graduates for

furthering fheir education?
9. Which high school subjects have been most helpful

to the graduates?
10. Which subjects might be added to the curriculum -

as shown by the needs of the graduates?
11. Which office activities were most frequently per-

formed by the graduates?
12, Whefe did the graduates think these office activ-

"itles should be taught?
13. Which office activities did the graduates think

-

should recelve more emphasis in sehool?

14. What types of office machines were most frequently

used by the gradunates?

Jugtification of the Problem

This study should be of value to the present and fubure
business students, to business teachers and counselors, and
to those in eharge of curriculum construction.

From this study the students will obtain a kmowledge
of the types of positions open‘to begimning workers, the
wages pald in these begimning positions, and the specifiec
actlvlities the graduates might be expected to perform.



Since these future employees are being trained to take
their places in the community, every means possible to
supply them with local ocecupational information should be

utilized.

Business educators reslize the need of acquainting the
students with some knowledge of the requlirements of the busi-
ness world. Enterlinel feels that the school has this

responsiblility:

. The school, and particecularly the depart-
ment of business education, has a responsibility
- to secure and make available to students pur-
sulng vocationsal business courses accurate and
complete information about the requlrements of
the various types of business occupations open
to students upon the completion of their
training « « « &

In'Speaking of thb sehool's reSponsibility, Tonne says
that thls responsibllity extends even beyond graduation:

If one of the aims of educatlion is to
prepare for successful economic living, the
schools fall in achisving their goal if they
dlsmiss thelr graduates without ascertaining
whether the results of this training have
proved successful.

1Enterline, H., G., "Trends of Thought in Business Edu-
cation, " Monograph 72, South-Western Publishing Company,
Cineinnati, Marech, 1949, p. 23.

2Tonne,,Hbrbert A., "Trends and Factors Affecting
Curriculum Revision in Business Education,” Fourteenth
Yearbook, Eastern Commerclal Teachers Assoclation,
Pﬁfladelphia, 1941, p. 41.




The follow-up study supplies information that is of
value in guiding the business students. Stockman5 points
out 1ts value to business teachers:

. If the school would . . . meet the current

needs of the product . . . 1ts business teachers

in particular need to know definitely what com-

munity employment requires, what graduates do on

the job, what skllls, knowledges, and technigues

they use 1in their daily work . . .

Leaders in the business education field and guidance
directors stress the importance of the follow-up as a
basls for revising the curriculum. The information gained
through a follow-up suggests the need for new courses, the
dropping of others, and the type of equipment that might
be purchased for the business department.

This study, then, should be helpful to the student
in acquainting him with local occupational information; to
the business teacher in evaluating his teasching; and to

curriculum bullders as a basis on which to make revisions

in the business curriculum.

Delimitation of the Problem

This study was limited to a éurvey of the former
students who had received two years of business training
in high school, and who were graduated during the years
1948, 1949, 1950, 1951, and 1952.

5Stockman, Edgar Russell, "An Integrated Office Practice
Course of Study for Secondary Schools," National Association
of Business Teacher-Training Institutions, Harrisonburg,
Virginia, Bulletin No. 50, Mearch, 1950, p. 1l2.



The survey was limited to the specifie office activ-
l1ties performed by the graduate 1n his present position and
did not include the responsibility inveolved, the physical
demandé made uwpon the worker, or the general qualifications

required of the worker.

Orgeanization of the Chapters

Chapter I includes the statement and the nature of the
problem. In Chapter IT the related literature 1s reviewed.
The procedures used in this study are outlined 1n Chapter III.
In Chapter IV the data from the survey reports and check lists
are analyzed and interpreﬁed. Chapter V contains the summary,
concluslions, and recommendations, based on ﬁhe findings of

this study.



CHAPTER IT
REVIEW OF RELATED LITERATURE

~ This chapter includes a review of related studles con-
cerned with surveys of high school business graduates which
have been conducted within the past three years.

In 1949, McVey4Vmade & study in order to ascertain the
duties and tasks perfofmed by those employed as typlsts in
Lynn, Massachusetts. Check lists were sent to 150 typists
in businesses selected on the basis of possible places
where high school gradnates might seek employment as typists.
A similar check list waé also sent to 125 employers. The
third part of the survej consisted of personal interviews
which were held with 20 office,managers in ofder to find
out what thevoocupational’oéportunities were for high
school graduates.

| Based on the findings of this study, the following
| recormendations were made: |
1. ypewrlting actlvities which are most frequently
used by typists such as typing letters, using the
telephone, using adding machine, indexing and
filing, and typing envelopes and reports should
be taughx in the high school typewriting course.

2. Typewriting students should develop a high degrees
of skill in alphabetical filing.

5. Tralning in the use of the adding machine shounld
emphasize skill in addition.

4Mcvey, Jennie, "A Job Analysis of Imties and Tasks
Performed by Typists in a Large Community," Master's Thesis,
Boston University, 1949, 124 pp.



4. More attention should be given to judging the
correct spacing and placement of letters.

.5, Greater emphasis should be placed on spelling,
punctuation, and grammar.

6. Typewrliting students should be given more
opportunity to type real business forms.

7. More tralning should be given in typing from
rough draft, proofreading, typing with multiple
carbons, using master coples, and cutting
stenclls.

8. Students should be trained to work under pressure.
This may bs accomplished by assigning work to the
typing students which must be completed by a given
dats.

g. Teachers of typewriting should become acquainted
with the various types of tests given to typlsts
in order to coach their students along these
lines.

10. Students should be given an opportunlty to

operate the various kinds of typewriters which
are avallable.

5 study made in 1949 were to

The purposes of the Ryan
determine the skills most cormmonly used by high school gradu-
ates in beginning office jobs ana whether school preparation
was adequﬁte for reasonable satisfactory Job adjustment in
the opinion of the graduates.

This information was obtained by means of a survey

report and check list. Within six weeks, 134 of the 150

business graduates had responded to the questionnaire.

SRyan, Mary A., "A Job-Activity Analysis and Follow-TUp
Study of the 1946, 1947, 1948 Buslness Department Graduates
of Nashua High School, Nashua, N.H.," Master's Thesis,
Boston University, 1949, p. 72. .



From thls survey it was found thats

1.

S.

v.

The
teachers
of skill

for most

Dutlies and office actlivities of a general clerical
nature far ouwbtnumbered the speciallzed type of
activities Iin both number and degree of frequenciles.

Typing and filing activities were the most numerous
and most commonly advocated for school training by
the graduates. ‘

The office machines most frequently msed were the
Burroughts adding machine, the Monroe, and the
Comptometer. Addltion was performed much more
frequently than any other process on the Comptometer.

Duplicating machine operation was not requlred on
very many begimmling office jobs although prepara-
tion for thlis type of work received major emphaslis
in the high school %ralning program at the time of
the study. ,

Answering the telephone, meeting callers, office
housekeeping, and composing letters at the type-
writer were activities which rated high 1in the
1list of freguently performed office activities
although these dld not receive major emphasis in
high sechool at the time this study was made.
Preparatlion for these activities should be pro-
vided by the school 1n the opinion of the majorlity
of the graduates.

While manufacturing types of business and large
business offices employed the greatest number of
high school business course graduates, employment
was obtained in a wide variety of office and
business concerns.

Very few responses indicate that office aectivities
tend to be speclalized in the local community.

recommendations made as a result of this study were:
of typewriting should try to develop & high degree
in the following typing activitles which are called

frequently on the job: fllling in printed forms,

addressing envelopes, folding and inserting letters into

envelopes, copying from handwriting and rough draft material,
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typlng bills and inveices, handling multlple carbon packs,
typing tabulated and statistical work, and typlng manuscripts
and reports. Filing alphabetlcally by name, preparing mate-
rial for filing, numerical filing, keseping folleow-up file,

and cross referencing should be stressed in school preparation.
Provision should also be made for training in enswering the
telephone.

Noonan® econducted a study in 1949 to deteﬁmine how well

the business eurrliculum of the X High School had prepared

the graduates to meet the requlrements of business. Question-
naires were sent to 438 business graduates of the school.

Two hundred twenty-five, or 51.3 per cent, replied to the
request for Informatlon.

As a result of the findings of this study, the follow-

ing recommendations were made for improving the curriculum:

1. A course should be given in business ethies.

2. More business English should be given to the
students enrolled in the business currliculum.
Instruction in English snd in secretarial
subjects should be correlated so as to mini-
mize contradietion and confusion.

3. A separate course in transcription should be
added to the business curriculum. With the
ineclusion of the transcription eourss the
second-year typing class can spend more time

on advanced typing problems and the perfection
of techniques. ’ ‘

6Noonan, Mary M., YA Follow-Up Study of the 1946 and

1947 Business Graduates of X High School," Master'!'s Thesis,
Boston University, 1949, 47 pp. . -
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4, More time showld be given to actual offlce
procedures in the officse practice class.
Training in the wuse of telephone and switch-
board is highly desirable. , ‘

5. The businessvedngation program should provide
specialization In the stenographie, book-
keeping, and general clerical fields.

@ study based-an the activities‘most frequently per-

formed by highvscbool graduates was'eondncted by Thatohsrv
in 1950. Data sheets and check lists were sent to 157
graduates of Gardner High Scﬁoel. One hundred fiftyuone,
or 96 per cent, r93pohded by the end of the fifth week.

The results of this study showed that typing activ-
iﬁieé, the majority of the stenographlc and secretarisal '
activities, and the majority of the filing activities
ranked in the ﬁppef half for total frequency of performance.
The bobkkeeping sctivities rénked in the lower half as far
as the total frequency'of performance weas concernsd. The
ten office actifities which ranked highest in total fregquency
of performance were: alphabetic filing by name, answering
telephone,»filling infﬁrinted forms, addressing envelopes,
hendling telephone calls for eﬁployer, copying from hand-
writing, using Burroughs.édding machine, folding letters

and inserting into envelopes, looklng ﬁp correspondence,

and doing tabulation and statistical work.

Tohatcher, Garolyn A., "A Job-Activity Analysis and
Follow-Up SBtudy of 1947, 1948, and 1949 Graduates of the
Business Department of Gardner Hlgh School, Gardner,
Massachusetts,” Master's Thesis, Boston University, 1950,

78 pp-
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The following recommegdations were made by Bronsteina
as a result of a study based on the specific duties per-
' formed by the graduates of Menchester Central High School
engaged in office occupations:

1. Typewriting students should develop & high degree
of skill in those activities which are required
most frequently on the job, such as filling in
printed forms, typing reports, addressing
envelopes, typing bills and involces, and typling
for duplicating work.

2. More attentlon should be given to Jjudging correct
spacing and placement of letters.

3. Typewrliting students should be given more oppor-
tunity to type business forms used in the community.

4. Students should be tralined to work under pressure.

5. Btudents in typewriting should be glven more prac-
tice 1n typing figures.

6. Greater emphasils should be placed on spelling,
punctuation, and grammsr.

7. Training in the use of the adding machline should
emphasize skill in addition.

8. Students should visit business offices to see
business in operation.

9. Some provision should be made for training in
proper telephone technique in the office.

10. Students 1n bookkeeping course should be required
to develop an wnderstanding of taking a trial
balance., They should also have a comprehension
of terms pertinent to flnaneial records.

11. The following filing activities should be stressed
_ in school preparation: preparing material for
‘ filing, and filing alphabetieally by name.

8Bronstein, Joseph BE., "A Follow-Up Study of the 1949
and 1950 Business Graduates of Manchester Central High School,
Manchester, N. H.," Master's Thesis, Boston University, 1951,
p. 55.
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One of the purposes'of the study made by Donohue® in
1951 was to survey the occupational opportunities available
to youth of high séhool age in the city of Cambridge to
determine the future ococupational needs of students who take
the bﬁsiness curriculum. The study was confined to job-
activity epalysis and was limited to 500 industries of the
¢lty of Cambridge to determine Job activities and types of
office machizies used. |

A datae sheet and check 1lst were used to obtain the
information. Two hundred forty-seven of the 426 graduates
replied, h

The findings of thlis survey reveal that most of the
graduates were employed in manufacturing offieces, retail
stores, insurance comganies, and finaneial Instltutions;

a high percentage of the greduates were required to take
pre-empléyment tests; therse are many opportunities open to
boys; twenty-six boys dld some type of office work which
indicates that they benefited from high school business
training courses.

Among the recbmmendations offered for improving the
curriculum are the following: some definite system of
follow-up should be established; personality, office man-~
ners, and etlquette should be lntegrated with the offilce

practice course; somse revision of the English course

'gnbnohne, James Leo, "A Follow-Up Study of the Busi-
ness Graduates of 1948-1949 of Cambridge High School, With
Implications for Curriculum Revision," Master'!s Thesis,
Boston Unlversity, 1951, 76 pp.
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should be made to give training In letter writing and the
fundamentals of expression; more boys should be advised of
possibilities in businéss work; and all students should
have an opportunity for practlice in wusing the telephone
and in recelving callers.

In Arlington, Toneri® conducted a follow-up study in
which he contacted 525 graduates of Arlington High School.
Replies were‘received,from.475, or 90.5 per cent, of the
graduates. , |

The replies indicated that high school 1s terminal edu-
cation for the ma jority; a majorlty of the graduates were
employed in office-type positions; 90.8 per cent of those
working were dolng officé-type work; 90.5 per ecent of those
in office-type positions were with thelr original employers.

To better serve the needs of the graduates, Toner rec-
ommended that the bookkeepling course be llmited to two years,
that more tralining be given in merchandlsing and personallty
development, and that business organlzation and economic
geography courses be revised to sult the needs of the students.

The study of the methods used in the surveys which have
been reviewed assisted the wrlter in deciding upon the pro-
cedures to be carried out in conducting this follow-up.

These procedures are listed in Chapter III.

loToner, James thn, "s Pollow-Up Study of the 1947-1950
Graduates of the Business Department of the Arlington High
School," Master's Thesis, Boston University, 1951, 109 pp.




CHARTER TIT
PRQCHBIRES

The procedures used in this study were as follows:
1. Permission to make the survey of the graduates was
sécured from the pastor and from the principal of the school.
2. Simllar studles were reviewed and abstracted to fur-
" nish a background for the study.
3. A survey report and a check list were seleeted as
the means of collecting the data.
4, The instruments were presented to the members of the
seminar at Boston University for criticism and suggestions.
5. After the lnstruments were révised according to the
suggestions of the members of the semlnar, they were sent to
ten employed greduates, in a try-out study, for the purpose
of determining any wealmesses in the survey report or thé
check list. |
| 6. .The revised instruments and a letter of transmittal.
were prepared. |
7. A list of the graduates for the years 1948, 1949,
1950, 1951, and 1952 was prepared from the permanent record
cards in the high school office. |
8. On October 15, 1952, a letter of trensmittal, the
survey report, and the check lisf wefe sent to 290 graduates
of the business department.
'9. On November 3, 1952, a posta1 card was sent as a

reminder to the graduates who had not returned the forms.
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10. Two weeks later, November 17, telephone calls were
ma.de to the local graduates who had not responded. Bxtra
coples were sent to elght graduates who had mis?laced the
original forms.

11, The data obtained from the returned survey reports
and check lists were compiled and tabulated.

12. The data were analyzed and Interpreted.

13. Summery, conclusions, and recommendations were made
based upon ‘the findings of the survey. |

Since it was not pqssible-to interview the 290 graduates
of the busliness department to secure the data concerning the
job experiences, & survey report was decided upon as the
means of collecting the data. Answers to the followlng
questions were considered to be important in determining the
effectiveness of the business education program:

1. Were the graduates of the past five years employed
in positions for which ﬁhey had received training in high
school?

| 2.. How soon after graduwation did they obtain thelr
positions?

3. Through.what sources did they obtain thelr positions?

4, What percentage of the graduates had received fur-
ther educstion since leaving high school?

In order to determine which types of business concerns

employ the high,sehool'graduates, the graduates were asked
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guestlions concerning the type of businéss in which they were
employed, the neme of the compeny, and the approximate num-
ber of employees in the office. |

Check lists used in other studies were analyzed and the
items bhaving the highest frequency of performance were selected
for thls check list. The writer'!s own experience as an office .
worker and busyness teacher suggested the incluslon of some
of the items. The activities on the check list were divided
into six specifie groups as follows: +typing, secretarilal,
filing, bookkeeping, office machines, and other office activ-
ities. The office machlnes activitlies were listed according
to the types of machines used in offices., The headings of
the columns of the check 1ist are similar to those used by
Radzukinas,.1l

The check 1ist provlided space for checking the approxi—
mate number of hours sﬁent on each act1vity, where this

activity should be taught in the bpinion of the graduats,

- and whether or not the graduate thought that more emphasis

éhould be placed on the teaching of this activity in school.
The instruments were submitted to the members of the

seminar at Boston University. The suggestions of the group

were carried out and the revised survey report form and \

check 1list were sent, as a tryout, to ten members of the

11Radzukinas, Anna, "A Follow-up Study and a Job-Activity
Analysis of the 1946, 1947, 1948, 1948, and 1950 Four-Year
Secretarial Najor Graduates of Boston Unlversity College of
Practical Arts and Letters," Master'!s Thesls, Boston University,
1951, p. 79. .
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graduating classes of the past five years., Two graduates
from each class who were known toc be working full time were
selected. When the data from the ten replies were tabu-
lated, a few minor changes were found necessary.

On October 15, 1952, copies of the survey report, check
list, and lettef of btransmittal were malled to 290 business

graduates of the classes of 1948, 1949, 1950, 1951, and

- 1952. 8tamped and addressed return envelopes were enclosed

wlth the forms.

The names and addresses of the graduates were secured.
from the permanent record cards in the high school office.
Forms were mailed to all the business graduates whether or
not they were employed in office work.

Within one week from October 15, 123 returns were
recelved. Durling the next two weeks an addlitional 73 returns
were received. Postal cards were sent during the fourth
week to those who had not yet responded. At the end qf the
fourth week the members of the senior class contacted by
télephone the loeal graduatés who had not answered the
first two requests. Bight graduates requested another
form since they had misplaced the original copy.

The data obtained from the survey report forms and check

lists will be analyzed in the followlng chapter.



CHAPTER IV
ANATYSIS OF INFORMATION OBTAINED FROM SURVEY REPORTS
AND CHECK LISTS

The survey report form was the means used to obtain
information about the work experiences of the business gradm-
ates for the years 1948 through 1952.

The following table shows that of the 290 survey reports
and check lists mailed, 270, or 93 per cent, were completed

and returnsd.

TAELE 1
RETURNS FROM SURVEY REPORTS AND CHECK LISTS

One week . 123 ) 42
Two weeks - 196 68
Three weeks 206 71
f‘eur weeks 229 76
Five weeks 241 83

8ix weeks , 270 93

The graduates were very cooperative in responding to the
request for information. As shown in Table II the gradusates

of the classes of 1951 and 1952 responded 100 per cent. Only
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one member of the class of 1950 falled to respond. The total
number of responses was conslidered to be sufficlent for

securing the information needed for the completion of this

study.
TABRLE ITT
RETURNS BY CLASSES
, Number Number - Per Cent of

. Class Sent Out Recelived Returns
11948 56 47 84
. 1949 74 64 86
1950 50 49 o8
1951 42 42 100
1952 | . 68 68 100
Total ' - 290 : 270 93

Of the 35 male graduates, 33, or 94 per cent, completed
the suﬁvey report forms and check lists. The per cent of

response was slightly more than that of the girls.
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RETURES FROM MALE GRADUATES BY CLASSES

. Number Namber Per Cent of
Class Sent Out Recelved Returns
1948 .5 5 100
1949 5 3 60
-19850 3 3 1060
1951 6 6 100
1952 16 16 100
Total 35 33 94

TABLE IV
RETURNS FROM FEMALE GRADUATES BY CLASSES
Number Number Per Cent of
Class Bent Out " Recelved Returns
1948 51 42 82
1949 69 61 88
1850 47 46 94
1951 36 36 100
1952 52 52 100
Total . 255 237 93
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TABLE V
DISTRIBUTION OF EMPLOYMENT OF THE 270 RESPONDENTS
 How Employed Number Per Cent
Employed for wages full time 211 ' 78.1
Housewife | 24 8.9
In school full time = 7.8
In armed forces 9 3.3
Religlous teachers 4 >1.5
Employed for wages part time ' 1 .4
Total 270 : 100.0

As shown in Table V, 78.1 per_cent, or 211, of the 270
respondents were employed for wages full time., O0Of the 211
respondents who reported that they were employed for wages
full time, 178, or 84,4 per cent, were éngaged in office
work. Twenty-four, or 8.9 per“cént,'were married and at
home. Three of‘theyzl graduates Whé reported that they
were in school full time were attending training schools

for nurses. One girl and eight boys, or 3.5 per cent of

- the respondents, were serving in the armed forces. Four

greduates, or 1.5 per cent, were ln religious tralning
schools. The one graduate who was employed part time
attended school part time.



2 dm

22
The table below shows that 85 graduates, or 40 per cent,
obtained thelr first'positions ﬁefora graduation., One hundred
. twenty-six graduates, or 60 per cent, found employment after
‘ graduation from high school.
TAEBLE VI
TIME ELEMENT IW OBPAINIRG POSITIONS

Time : Number Per Cent
Before graduation : 85 40
After graduation 126 : 60

Total | 211 100

0f the 40.3 per cent who were employsd before gradu-
atlon, forty-eight graduateé, or 22,8 per cent, found
employment from one to four weeks before graduation from
high school. The remaining 18 per cent of the 211 respond-
ents remained ln the organizatlions in whlch they were

employed on a part-time basls.
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"TAEBLE VII
TIME BEFORE GRADUATION IN WHICH FIRST POSITIONS
WERE OBTAINED

———
o

Per Cent of

Time Number Returns

One month ' 48 22.8
Two months 17 8.1

" Three months 7 3.3
Four months 2 )
‘Five months 1 .5
8ix months 2 <9
More than six months 8 3.8

- Total v 85 40,3

An additional 42 per cent found employment within two
months after gradustion from high school. With the exception
of nine gradunates who did not seek employment because of
attendance at School, all graduates were employed in full-
time posltions within ten months after graduation.
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 TABLE VIII

TTME AFTER GRADUATTON TN WHICH FTRST POSITIONS
WERE OBTAINED

Time | . Number Por Cent of

| ' « Returns
One month ‘ 72 34.1
Two months - | : 18 8.5
Three months 11 5,2
Four months 8 2.8
Five months 2 .9
3ix months 2 .9
Seven months 1 .5
Elght months 2 .9
Ten months 2 .9
One year 74 3.3
Two years 1 .5
Three years 1 .5
No answer 1 .5

Total | 126  59.5

The graduates secured their first positions through
meny sources. Elghty-six, or 40.7 per cent, of the respond-
ents secured positions through their own efforts. Relatives

and friends helped 62 graduates, or 29.4 per cent, to find
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employmaht. The high school has no placement bursau but was
responsible for helping 10.9 per cent, or 23 graduates, to
find initial positions. Sixteen, or 7.6 per cent, secured
employment through the United States Employment Agency.
Busliness schools, private agencies, and Civil Service were
the sources through'whieh the remaining 10 per cent werse
placed in first positions.

TABLE IX
SOURCES THROUGH WHICH THE 211 GRADUATES OBTAINED THEIR
" FTRST POSITIONS

Sources Number Per Cent of

- Returns

Personal appllcation | 86 40.%7
Helatlve or friend 62 29.4
Hlgh school 23 10.9
U. S. Employment Agency 16 7.6
Busliness schools 9 4.3
Private agencies 8 3.8
Gifil Service 4 1.9
No answer 3 1.4
Total | | 211 100.0

The answers from 97_gradnates, or 46 per cent, showed

that these graduates were not required to take employment
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tests 1n order to secure beginning positions. The respond-
ents who reported that they were given an empleoyment test
indicated that the intelllgence test was the one most fre-
quently administered. The next test 1n order ofAfrequency
was the typewrlting test. Twenty-seven per cent ef the
graduates reported taking this type of test. A transeription
test was glven to 18, or 8.5 per cent, of the graduates.
Seven reépondents did not answer this Question while 46 grad-

nates Indicated that they took more than one test.

- TABLE X
TYPES OF EMPLOYMERT TESTS TAKEN BY THE 211 GRADUATES
WHEN THEY AP?iIED FOR THEIR FIRST POSITIONS

Type of Test ' Number PeﬁegZ?ESOf

‘No test ‘ | o ' 46.0
Intelligence 69 32.7
Typewriting ' . 57 27.0
Transeription 18 8.5
Office Machines ] 1.4
Civil Service 53 1.4
State Board Examination 2 .9
Mechenical Aptitude 1 5
No answer U4

5.3
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The most freqnént combination of tests given to these
46 graduates was the intélligeneé and typewriting tesats.
Twenty-eight respondents reported taking this combination.
Eighz graduates indicated that they had a comblnation of.
typewriting dnd transcription while five were glven intel-
ligence, typewrliting, and transeription tests.

The replies indicated that the largest percentage of
the graduates found their beéinning'positions in inmsurance
offices., Fifty graduates, or 23.7 per cent, were employed
in this type of business., The manufacturing concerns
employed 39 graduates, or 18.5 per cent. The next largest
numbers wefe employed in department stores, public wtilities,

professional, and banking offices.

| TAELE XT |
VARIOUS TYPES OF BUSINESSES IN WHICH THE 211 GRADUATES
WERE EMPLOYED IN THETR FIRST POSITIONS

—
—— ——— s — e — — —

Type of Business | Number Per Cent
Insurance : - B0 23.7
Manufacturing 39 18.5
Department Store 20 | 9.4
Public Utilities . | 18 8.5
Professional 16 7.6
Banking  t - 1e 6.6

Grocery » ' 8 5.8
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| TABLE XI CONTINUED
VARIOUS TYPES OF BUSINESSES IN WHICH THE 211 GRADUATES
' WERE EMPLOYED IN THEIR FIRST POSITIONS

Type of Busin;ss Number Per Cent

Civil Service 7 3.3
Educational Insti’cution 6 2.8
Finance 6 2.8
Publishing 4 1.9
Transportation 4 1.9
Auto Sales 2 .9
| Electrician 2 «9
School Buppliles 2 9
Carpentry 1l 5
Clesners 1 )
Druggist 1 .5
Government 1 +B
Hotel 1 5
Laundry 1 «5
Lumber 1 e5
Photographer 1 «5
Restaurant 1 5
Retall Coal Dealers 1 N
Storage 1 .5
Wholesale Hardware 1 .5
No answer 1 e«

Total

211

100,0
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Table XI shows that the training given the graduates
enabled them to adjusf themselves to various types of busi-
nesses. |
The graduates were asked to indicate the types of busi-
nesses in which they were employed at the time of the study.

 TABLE XIT
TYPES OF BUSINESSES IN WHICH THE 211 GRADUATES
WERE ENPLOYED AT THE TIME OF THE STUDY

Type of Business Number Per Cent
Manuvfacturing 47 22.3
Insurance 37 17.5
Public Utllitles 32 15.2
Banking 18 8.5
Civil Service 13 6.2
Professional 11 5.2
Department Store 10 4.7
Educational Institution 7 5.3
Chemi st 6 2.8
Publlishing 5 2.4
Finance 5 2.4
Grocery 8 2.4
Carpentry 2 «9
Lumber 2 9
School Supplies 2 .9
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~ TABLE XIT CONTINUED
TYPES OF BUSINESSES TN WHICH THE 211 GRADUATES
WERE EMPLOYED AT THE TIME OF THE STUDY

Type of Business _ " Number Per Cent
Transportation 2 «9
Alr Transportation 1 5
Dairy | 1 S
Electriclan _ 1 o5
Government 1 5
Restaurant L *9

’ Storage 1 5
Wholesale Hardware 1 .5
Total | 211 100.0

The largest percentage of graduates was employed in the
offices of manufacturing concerns, with the next highest fre-
quency in the insurance offices. The public utilities at the
time of the study employed 32 graduates, or 15.2 per cent,
as compared with 18, or 8.5 per cent, in the beginning
positions. One-half of the 20 respondents who were employed
in départment stores in the beginnihg positions were in other
types of businesses at the time of the study. An increasse
was indicated in the number of graduastes who entered Civil

Service employment and in the number employed in banks.
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The graduates were asked to give the names and addresées
of the companies in whlch they were employed in their begin-
ning positions and in their present positions in order to
obtain information that might be helpful to the present busi-
ness students. A& list of these concerns has been added to

the Appendix.

 PABLE XITT
SIZE OF THE OFFICES TN WHICH THE GRADUATES
WERE EMPLOYED TH THEIR FIRST POSITIOES

Number of - Number of Poer Cent of
BEmployees Graduates Returns
1-5 42 24.9
6 - 10 29 17.2
11 - 25 40 23.7
26 - 50 25 14.7
51 - 100 18 10.%
101 - 199 7 4.1
200 - 500 6 3.5
No answer 2 1.2
Total 169 100.0

In their initial positions, 169 gradusates, or 80.1 per
cent of the 211 employed full time, were engaged in office

work. The majorlity of the graduates showed a preference for
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the large offices. An'office was considered large 1f it had
eleven or more employees., Forty-two, or 24.9 per cent, were
working in offices having from one to five employees; 40, or
25.7‘per cent, were employed 1ln offlces having frem 11 to 25
people. Twenty-nine, or 17.2 per cent, wofked in offices
employing between six and ten workers., The remaining 56, or
33 per cent, worked in departments where the office force
numbered from 26 to 500 workers. Two graduates dld not

answer this question.

TABLE XTIV
SIZE OF THE OFFICES IN WHICH THE GRADUATES WERE EMPLOYED
AT THE TIME OF THE STUDY

Number of Employees - Number of Per Cent of

in Office | Graduates Returns
1-5 | 55 . 31,0
6 - 10 39 | 21.9
11 - 25 | 39 21,9
26 -~ 50 ' 18 . 10.1
51 - 100 - 11 6.2
101 - 199 7 3.9
200 - 500 | 4 B9
‘ No answer 2 1.1

Total 178 100.0
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At the time of the study, lVé, or 84.4 per cent, of
the graduates were employed in offices, Of this number,
94, or 52.9 per cent, were employed in offices having one
to ten workers. Forty-six per cent, or 82 graduates,
worked in the large offices employing from 11 to 500 people.
Two graduates did not indicate the size of the offices in
which they worked. |

In order to have informatlon available about their
beginning occupations, the graduates were asked to state the
titles of their first positions. In their initlal positions,
57 graduates, or 27 per cent, were employed as clerks; 16, or
7.5 per cent, were classified as secretaries; and 15, or
7 per cent as clerk-typlsts. Fourteen graduates replied
that they were flle clerks, and 14 did not reply to this
question. Twelve graduates classified themselves &s stenog-
raphers; ten, as sales clerks; and nine, as bookkeepsers. |
Typilsts and telephone opefators numbered seven each. The
next largest percentage worked as billing typlsts. The remaining
24 per cent reported such ocoupétions as stock clerk,
Comptometer operator, bank teller, check teller, dlctaphone
operator, addressograph operator, receptionist, messenger,
and.office boy. The graduates who were not employsd 1in
office work reported such titles as sales clerk, telephone
operator, shipper, apprentice carpenter, apprentice baker,
beauticlan, machinist, truck driver, unit operator, and

x-ray technician.
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TAELE XV
TITLES OF FIRST POSITIONS OF 211 GRADUATES

‘ ' IN FULL-TIME POSITIONS
Title of Position Somber of Per Sent of
*Clerk‘(l) ' 57 27.0
Seeretar.y - 16 | 7.5
®Clerk-typist (1) _ ) 15 7.0
File clerk : o 14 6.6
Stenographer 12 5.7
aSales clerk (3} 10 4.7
Bookkeeper 9 4.3
Typist 7 3.3
Telephone operator 7 5.3
Billing-typlst 6 2.8
 =Stock elerk (4) 4 1.9
Comptometer operator 3 l.4
Teller 3 1.4
Messenger 3 l.4
moffice boy (2) 2 .9
Check teller 2 .9
. #8hipper (2) 2 .9
#ibrary clerk (1) 2 . 9
| Addressograph operator 1 5
#Appralser (1} 1 «5
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TABLE XV CONTINUED

TITLES OF FIRST POSITIONS OF 211 GRADUATES
IN FULL-TIME POSITIONS

Title of Position fomber of Pe;’egggzsof
sApprentice carpenter (1} 1 5
sApprentice baker (1) 1 5

Beautician 1 S
Cashier 1 «5
Dictaphone operator 1 -]
I. B. M. machine operator 1 I 33
Inspecter 1 +S
Lavndress 1 ]
Mester checker 1 5
#Machinist (1) 1 o5
Receptionist 1 5
Sorter 1 >
#3tudent attendant (1) 1 .5
aTruck driver (i). 1 .5
Staff nurse 1l 5
Supervisor 1 +5
Switchboard operator 1 5
Tube tester 1 5
=Underwriter (1) 1 5
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TABLE XV CONTINUED
TITLES OF FIRST POSITIONS OF 211 GRADUATES
IN FULL-TIME POSITIONS

—
e

_ : : Number of Per Cent of
Titlevof Position Graduates Returns
Unit operator : 1 6
X-ray technician 1 5
#No answer (1} | 14 6.6
" Total : 211 100.0

+Number 1in parenthesis indicates the number of male
graduates reporting this title.

The replies gliven in answer to the request for informa-
tion concerning the titles of the positions held by the
graduates at the time of the study indicated that of the
211 graduates employed full time, 178, ér 84.4 per cent,
were doing the tyﬁe of work for Which they had been trained.
Oof the 178 graduates,»Gs, or 36.5 per cent, had recelved

-additional‘business tralning since graduation from high

school. The most freqﬁenﬁly held position was clerk. Forty-
two, or 19.9 per cent, of the full-time employees reported
thié type of pbsition. Next in order of frequency were

secretary, 22, or 10.4 per cent; bookkeeper, 20, or 9.4 per
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cent; clerk-typist, 20, or 9.4 per'oent; and stenographer,
17, or 8 per cent. AOther graduates reported the following
occupationss: telephéne‘operator, typist, billing-typist,
teller, file clerk, I. B. M. machine operator, comptometer
operator, office boy, sales clerk, cashler, receptionist,
and switchboard operator. The tities‘reported by the malse
graduates are marked with an asterisk, énd the number of
male graduates is placed in ﬁarenfhesis’after the title of
the position.

TABLE XVI
TITLES OF POSITIONS IN WHICH THE 211 GRADUATES
WERE EMPLOYED AT THE TIME OF THE STUDY

Title of posifion NuMbef of Per Cent of

Graduates Returns
#Clerk (2) - | a2 19.9
Secretary : 22 10.4
#Clerk-typist | 20 9.4
Bgokkeeper : 20 ' 9.4

Stenographer 17 8.0
Telephone operator 11 5.2
Typist ' | 7 3.5
Billing-typist' 7 3.3
Tseller 5 2.4
File clerk 5 2.4
I. B. M, machine operator 5 2.4
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TABLE XVI CONTINUED
TITLES OF POSITIONS IN WHICH THE 211 GRADUATES
WERE EMPLOYED AT THE TIME OF THE STUDY

Title of Positionm Number of Per Cent of
Graduates Returns

%8ales clerk (3}

3 1.4

Comptometer operator 3 1.4
#0ffice boy (3} 3 1.4
Cashler 2 9
- Receptlonist 2 9
Staff nurse 2 «9
Switehboard operator 2 .9
sElectrician (2) 2 .9
Artist 1 5
#Appraiser (1) 1 «5
Begautician 1 )
Aésistant buyer 1 5
Dictaﬁhone operator 1 5
gBdiphone operator (1} 1 .5
Inspector | 1 5
Library clerk 1 5
Master'checker 1 «5
Messenger 1 e
Personal shopper 1 5
Unit operator 1 .5
ssApprentice mechanic (1) 1 .5
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TABLE XVI CONTINUED
TITLES OF POSITIONS IN WHICH THE 211 GRADUATES

| o ' WERE EMPLOYED AT THE TIME OF THE STUDY
T Nunber of Per Cent of
itle Qf Position Greaduates Returns

s=Apprentice carpenter (1) 1 .5
=Apprentice baker (1} 1 .5
#Furniture apprentice (1} 1 o5
gLicensed attendant (1) 1 <5
#Section head (1) 1 +5
*Bupervisor (1} 1 .5

No answer o 12 5.7

Total 211 100.0

aNumber in parenthesis indicates the number of male
graduates reporting this title.

As shown by Table XVII, the beginning wages of the 211
respondents ranged’frdm under $25 to $60 weekly. The average
wages for the five-yearkperiod were in the $56 to $34 a week
range. Sixty-seven, or 31.8 per cent, of the graduates
received wages from $30 to $34 a week; the next highest\per-

‘ centage, 23.7 per cent, reported weekly wages of $25 to $29.
Weekly wages of $35 to $39 were received by 18.5 per cent,
or 39 gradusates. Twenty-fivehgradnates did not indicate the
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beginning wages.
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Twenty respondents, or 9.5 per cent, stated

that the weekly wages on the initial positions were $40 and

over. The two girls who reported beginning wages of $60 were

registered nurses. The male graduate worked as an sppraiser.

TABLE XVIT

BEGINNING WAGES OF THE 211 FULL-TIME EMPLOYEES

. No. of No. of .| Per Cent of

Wages Boys Girls Total Returns
Under  $25 1 9 10 4.7
$25 - 29 3 47 50 | 23.7
§30 - B34 7 60 67 31.8
$35 - $39 3 36 39 © 18.5
$20 - $44 4 9 13 6.2
$45 - $49 0 3 3 _ 1.4
$s0 - §54 1 0 1 .5
$s55 - 59 0 0 0 : .0
$60 - over 1 2 3 1.4
No.answer 2 23 25 '11,8

Total 22 189 211 100.0

Table XVIII shows that the wages of the graduates at
the time of the study ranged from $25 to $60 and over. The
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average wages were in the $40 to $44 range, an increase of
$10 over the wages in the beginning positions. More than
one-third of the respéndentS‘indicated that they received
wages in the.$40'to $44 range. The next highest fregquency
was in the $35 to $39 range, with 48, or 22.8 per cent, of
the graduates reporting these wages. Thirty-three graduates,
or 15.7 per cent, received wages ranging from $45 to $49.
Seven per cent, or 15 graduates, did not indicate the current

wages.

TABLE XVIIT
WAGES -OF THE 211 GRADUATES AT THE TIME OF THE STUDY

No. of No. of Per Cent of

Wages Boys . Girls Total Returns
Tnder  §25 0 0 0 .0
$25 - §29 2 1 3 1.4
$30 - $34 3 10 13 6.2
"$55 - $39 2 46 48 22.8
$40 - P44 7 68 75 35.6
$45 - $49 4 29 33 15.%7
$50 - §$54 1 11 12 5.7
$s5 - @59 0o - 6 6 2.8
$60 - over 2 4 6 2.8
No answer 1 14 15 7.0
Totalv 22 189 211 100.0
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Eleven of the 13 shown in the $30 to $34 range were

1962 graduates, while one ﬁas a>1951 graduate, and another
was from the eclass of 1949, Two of the three gradustes
ineluded in the §25 to $#29 group were 1952 graduates and
one was from the class of 1950. The graduates who reported
weekly wages of $50 and over totaled 24, or 11.3 per cent
of the full-time employees.

| The initial wages of the 211 respondents afe shown in
the following table. |

TABLE XIX
BEGINNING WAGES OF THE 211 RESPONDENTS BY CLASSES

Wages 1948 1949 1950 1951 1952 | Total

Under $25 2 4 3 0 1 10
$25 - $29 13 25 10 0 2 50
$30 - $34 9 9 13 18 18 87
$35 - $39 1 4 5 10 19 39
$40 - $44 1 1 2 2 7 13
$45 - $49 2 0 1 0 0 3
$50 - $54 0 o 0 1 0 1
$55 - $59 0 0 0 0 0 0
| $60 - over 1 0- 0 2 0 3
No anéwer 4 9 6 2 4 25
Total 33 52 40 35 51 211

Median $28.54 | $27.10 | $=29.88 | $33.80 | $34.63 | $31.03
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The median wages for the elass of 1952 were $34.63.

The class of 1949 showed the lowest median, 527,10.

the study are shown in the following table.

TABLE XX

median for the five classes is shown as $31.03.

WAGES OF THE 211 RESPONDENTS BY CLASSES

AT THE TIME OF THE STUDY

The

The wages received'by-the respondents at'the time of

Wages 1948 1949 1950 1951 1952 | Total
Under $25 0 0 o} o) 0 0
$25 - §29 0 o] 1 0 2 3
$30 - $34 0 1 0 1 11 13
$35 - $39 2 4 12 10 20 48
$40 - $44 11 21 14 16 13 75
$45 - $49 8 14 8 2 1 33
$50 - $54 6 4 2 o} 0 12
$55 ~ 359 1 2 1 2 0 6
$60 - over 2 2 o] 2 0 6
No answer 3 4 2 2 4 15

Total 33 52 40 35 51 211

. Median $44.81 | $45.55 [$41.28 |$40.90 | $36.63 | $41.27

As indicated in Table XX, the lowest wages recelved by

the greaduvates at the time of the study were in the $25 to
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$29 range, and the highest wages were more than $60 weekly.
The highest median is shown for the class of 1948 and the
lowest median for the class of 1952. The median for the
five years as shown by the table was $41.27.

Typewriting proved to be the most helpful subjeet as
indicated by 152, or 72 per cent, of the 211 respondents.
One hundred three, or 48.8 per cent, reported that English
was of the greatest help. Thlrty-seven per cent, or 78
respondents, seieeted bookkeepling as the most helpful sub-
ject whlle 73 graduates, or 54.6 per cent, chose shorthand.
The replies of 67, or 31.8 per cent, showed that business
arithmetic was the most helpful subject. Two graduates
mede no reply. The remaining 31, or 14.6 per cent,
indicatéd that business law, history, biology, and the

languages were of most value ln thelr work.

TABLE XXIT
SUBJECTS MOST’HELPFUL TO THE 211 GRADUAEES

mhieer L TR
Typewriting 1862 72.0
English 103 48, 8
Bdokkbeping : 78 37.0
Shorthand : 73 34.6
Business arithmetic 87 31.8

Business law 17 8;0
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TABLE XXT CONTINUED
SUBJECTS MOST HELPFUL TO THE 211 GRADUATES
ot : Number of Per Centof
8ub jee Graduates = Returns

Blology 5 2.4
History 4 1.9
Spanlsh 3 1.4
French 2 9.
No answer 2 .9 |

%The graduates listed more than one subject.

- The graduates were asked to list the subjects which
would have been helpful to them but which they did not have
in high school. Seventy-one, or 55.6.per cent, of the grad-
uates who answered this questlion stated that a course in
business machines would have been very helpful to them.
Thirteen, or 6.2 per cent, of the reSandentsvindicated |
that business English would have been of help to them; and
11 graduates, or 5.6 per cent, listed office practice as a
subject that would have helped them most. Others llsted
such subjects as public speaking, mechanics, advanced book-
keeping,‘filing, business wrlting, and domestic scilence.
Table XXTI shows the subjects in order of frequency as.

.1isted by the graduates.
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SUBJECTS NOT OFFERED IN HIGH SCHOOL WHICH WOULD

HAVE BEEN HELPFUL TO THE RESPONDENTS

Number .of Per Cent of

Subject  Graduates Returns
Business machines 71 33.6
Busliness English 13 6.2
Qffice practice 11 5.6
Public speaking 4 1.9
Mechanical course 4 1.9
Advanced bookkeeping 3 l.4
Filing | 3 1.4
Domestlie sclence 2 -9
Business writing 2 .9
Drafting 2 .9
Proofreading 1 .5
Eleetricltypewriting 1 5
Spelling 1 .5
Longer perlods of shorthand 1 >
Longer perlods of typewriting 1 +5
Merchandlsing 1 .5
Current events 1 .5
Mechanical drawing 1 .5
Shop mathematics 1 .5
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The followlng table shows the types of training that

- the graduates received and the frequency of the responses.

TABLE XXTIT

ADDITIONAL TRAINING RECEIVED BY GRADUATES

IN FIRST POSITION

R T O R R R O RO o R R R B A AR A A R O R R ..
e S e e ]

e o Trening et ity ot
Business machines 3 42 45 66.0
Swltehboard 0 6 6 9.0
on-the-job training 0 4 4 6.0
Answering telephone 0 3 3 4.0
Sending telegrams 0 1 1 1.5
Greeting salesmen 0 1 1 1.5
Soundex filing 0 1 1 1.5
Filing o 0 1 1 1.5
Medical shorthand 0 1 1 1.5
Advanced shorthand 0 1 1 1.5
Posting dates 0 1 1 1.5
Microfilm 0 1 1 1.5
Coding 0 1 1 1.5
Insurance fundamentals 1 0 1 1.5
Total 4 64 68 100.0
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Four male graduateé reported that they received further
business training on their first positions; Three of the
four received training in business machines and one in insur-
ance fundamentals.

The girls also reported the need for additional training
on their first positions. Two-thirds of the respondents who
reportedvfurther training were giﬁen instruetion in the
operation of business machines. The remalning 22 recelved
training in the operation of the swltechboard, answering the
telephone, sending telegramé, filing, codlng, greeting
salesmen, and on-the-job proecedures, .

In answer to the questlon as to whether or not the
graduates were satisfled with thelr present positions, the
ma jority, 82 per cent, indlcated that they were satisfied,
while 25, or 12 per cent, stated that they were dissatlsfied.
Sii’per cent, or 13 respondents, gave no answer. Table XXIV
shows that the majority of the graduates were able to adjust
themselves to thelr positions satisfactorily.

TABLE XXIV

JOB SATISFACTION OF THE 211 RESPONDENTS
AT THE TIME OF THE STUDY

Number of Per Cent of
Answer Graduates Returns
Satisfied 173 82
Dissatisfied - 25 | 12
No answer ' 13 6

Total : ' 211 100
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The graduates who were dissatisfied with thelr positions

were asked to iIndleate the type of work they desired.

| PABLE XXV
TYPES OF POSITIONS DESIRED BY RESPORDENTS WHO WERE
DISSATISFIED AT THE TIME OF THE STUDY

Types of Positions Regg??igg PerTg§2§ of
Secretary , 3 12
Receptionist 3 12
More typing activities 2 8
Electriclan | 2 8
Bookkeeper-typist 1 4
Bookkeeper-secretary 1 4
Stenographer 1 4
Clerical work 1 4
Position near home 1 4
Greater variety of work 1 4
Teaching 1 4
Bookkeeper _ 1 4
Professional dancing 1 4
Government position 1 4
School 1 4
Machinlst 1 4
Electronics engineer 1 4
Office work ' 1 4
Advancement 1 4

Total 25 100
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As shown in Table XXV, three of the 26 graduates who
reported that they were not satisfied stated that they
would like secretarial work. Three of the respondents
stated that they desired positions as receptionists, and
two wasnted positions in which they would have more type-
writing activities. ' Some of the remaining graduates
indicated that'they preferred bookkeeping, stenographic,
and clericsal positions rather than the type of work they
were doing at the time of the sbtudy.

The»majority of the graduates, 58.8 per cent,
reported that they were still working for their original
employers. Eighty-seven, or 41.2 per eent,lof the respond-
ents changed places of employment since graduation from
high sechool. Among the reasons glven by the graduates for
making the changes were the following: 41, or 47.2 per
cent, desired advancement and higher wages; 10, or 1l1.5
per cent, wanted a different type of work; three, or
3.5 per cent, did not like the working conditlons in the
first positions. Twenty-five indicated that they changed

places of»employment but did not glve reasons.
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TABLE XXVI ‘
REASONS GIVEN BY THE 87 RESPONDENTS FOR
CHANGING PLACES OF EMPLOYMENT
Reason for Change g;ﬁggitgg PerTg:2§~of
Better position and higher

wages - 41 47.2
Different type of work 10 11.5
Did not 1ike working condltions 3 3.8
. Moved out of state 2 2.3
First position temporary 2 2.3
Bette? looality. 2 2.3
First position part time » 1 1.1
Desired Civil Service position 1 1.1
No answer 25 28.7
Total 87 100.0

As one indication of the adequacy of the business
training offered at the high school, the graduates were

asked if they had secured additional tralning since grad-

unation. Of the 211 réspondents, 96, or 45.5 per cent, had

'seoured additional training. Twenty-two of the 96, how-

ever, took courses other than those of & business nature.

81x studied for degrees, four took academic courses, three

enrolled in schools of nursing, and others studied chemistry, .

poston University
Sechool of Emacaiion

wr. Library -~
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art, beauty culture, carpentry, and electrieity. The
remaining 74 graduates, or 35 per cent of the 211 eﬁployed
full time, indicated that they took shorthand, typewriting,
and office machinea courses.,

The following table shows the number of respondents

who had secured additional business training.

TABLE XXVII
THE NUMBER AND PER CENT QF THE 211 RESPONDENTS EMPLOYED
FULL TIME WHO Hﬁﬁ SEGURED ADDITIONAYL. BUSINESS TRAINING
AFTER GRADUATION FROM HIGH SCHOOL

Graduates Number Who HAad Per Gent
Class Employed Secured Additional of

Foll Time Business Trailning Total
1948 33 - 15 20
1949 I+ , 30 41
1950 40 11 15
1951 35 6 8
1952 51 12 16
Total 211 74 100

As shown in the above table, the class of 1949 had the
highest frequency for school attendance. This was not
because of uneméloymenﬁ 8ince 23 of the 30 graduates WwWho
had secured additional business training were employed full
time and attended school only part time.
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Thirteen of tha graduates attended business schools
full time while the remaining 61 graduates indicated that
they worked full time and attended school in the evening.
 The reasons given by the gfa&uates for desiring

additional businesé training are shown in Table XXVIITI.

TABLE XXVIIT
REASONS GIVEN BY THE RESPONDENTS FOR SECURING
ADDITIONAL TRAINING

— e = — —1

A Number of Per Cent of
Reasom Graduates Total
Higher degree of skill in
shorthand 36 37.5
Higher degree of skill in
typewriting 25 24,0
Higher degree of skill in |
office machines 16 16.7
Self-improvement 8 8.3
Advanced sccounting 4 4.2
Stenotype 3 3.1
Advanced banking 3 3.1
Further education for present
job 2 2.1
Prepare for Civil Service
examination 1 1.0
Total o 96 100.0

The above table shows that several of the 74 respond-

ents indicated more than one reason for securing additional
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training. The majority of the respondents, 61.5 per cent,
eattended school after graduatlon because they desired more
sklll in shorthand and typewriting., Thirty-six graduates
reported that they needed more skill in shorthand, and 23
indicated the need for additional training in typewriting.
Sixteen réspondents, or 16,7 per cent, required Skill in
office machines. Eight graduates listed Yself-improvement”
As the reason for their attending school. Other reasons
reported by the respondents were: desire to learn Stenotype,
advanced bankling, and advanced accounting.

A 1ist of the schools attended by the graduates has
been added to the Appendix.

Sinece all of thsybusiness educétion graduates were
required to enroll in the two-year shorthand class, the
writer was.interested in finding what percentage of the
graduates actually used thelr shorthand skill. One
hundred twenty-seven, or 60 per cent, of the respondents
answered in the negative the question, "Have you used your
shorthand skill?" Eighty-four graduates, or 40 per cent,
reported that they had used their shorthand skill at some
time.
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TABLE XXTITX
NUMBER OF GRADUATES WHO HAD USED SHORTHAND SKILI
- Number of Per Cent of

Answer Gradustes Total
No - 127 60
Yeos » : 84 40
Total 211 100

The graduates were also asked td indicate the extent
to which they wefe able to take dictation., Thirty-nine,
or 47 per cent, of‘the respondents were able to teke dicta-
tion at all times. Seventéen, or 20 per cent, reported
that they were able to take dictation most of the time; and
18, or 21 per cent, were able to take 1t occaslionally. Ten,

or 12 per cent, did not enswer this question.

TABLE XXX
EXTENT TO WHICH THE GRADUATES WERE ABLE TO TAKE DICTATION

Brvent of Aviliy  jmeeror Per Convor
At all times. _ 39 - 47
Most of the time N 17 20
dccasionally 18 21
No answer ' v 10 12

Total - 84 100




st

56

Seventeen of the 39 graduates who reported that they

were able to get the dictation at all times had received

additiensal training after high school graduatien., Five of

the respondents who indicated that they could take the

dictation most of the time feported that they had additional

shorthand training, and three who reported that they could

get 1t occasionally had taken additional shorthand courses.

The opinions of the graduates concerning the business

- education program at Saint John High School are suwmearized

in the following table.

TABLE XXXT

SUGGESTIONS FOR IMPROVING THE BUSINESS

EDUCATION PROGRAM AT ST. JOHN HIGH SCHOOL

vttt

Suggestions Number
Add a course in business machines 96
Add a course in business English 32
Add a course in office procedures 20
Provide more practiee in transecription 13
Provide three years of typewriting 12
Provide up-to-date equipment 5
O0ffer two-year course ln bookkeeping 3]
Offer a course in ocecupational information 1
Offer a course in public speaking - 1
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One hundred sixby-eight, or 62.2 per cent, of the
graduates responded that, in thelr opinion, the program
was satisfactory. Several of these respondents, however,
suggested that the program be improved. Ninéty-six grad-
uvetes, more than one-third of the 270 respondents,
suggested that a course in business machines be included
in the program. Business English, in the opinion of 32
respondents, should be taught in the business course..
According to the responses of 20 graduates, a course in
office procedures should be offered in the business depart- '
ment. Thirteen respondents suggested that more practice be
glven in -transcription. In the opinlon of 12 respondents,
another year should be added to the typewriting course,
while five graduates were of the opinlon that a two-year
bookkeeping course should be offered. Other opinions
expressed by the graduates were as follows: the program
was falr; up-to-date equipment should be provided; the
senlors should be glven a course in occupational informa-
tion; and a course in public sPeaking should be offered.
Other suggestions are found in the "More-Emphasis-Needed-
in-School® column of Table XXXIIwhere the responses are

listed according to activities.

Job Activitlies _
The purpose of the check list sectlon of the question-
naire was to determine which office activities were most

frequently performed by the graduates. To obtain this
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informstion the responses of the check 1lsts of 178 respond-
ents were tabuiaﬁed.

‘ - PTable XXXIT shows the total frequenclies for the 96
office activities arranged in order from the highest to the
lowest frequency of performance.- "RankiNumber".indieates
where each activity falls in thsvorder of total frequencies.
‘The "Total Frequency” ecolumn indieates the number of respond-

- ents performing the sctivity. This total was obtained by
adding the various freguenciles in eagh of the following col-
umms: “More than two hours daily," "From one to two hours |
déily,”-WLess than one hour daily," "Once or twice a week,"
and "Monthly or less often.““ |

The most frequently performed activity was answering
the telephone. One hnndréd niheteen respondents performed
+this activity. The lowest total frequency was for the
Remington Anﬁomatic,?rinting maehiné. Only one respondent
reported using this machine. »

The ten most frequentiy perfonmed activities according
to rank were: answer telephone, address envelopes, copy
from handwritten work, ﬁandle telephone calls‘'for employer,
file alphabetically, £i1l in printed forms, file numerically,
meet callers, type form letters, and type inter-office
correspondence. Of these ten actlvities, five were classified
as typing activities; two, as flling; two, as other office

activities; and one, as a seeretarial activity.
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The next ten most.frequently performed activitles
according to rank were: type postal cards or index cards;
fold letters and insert into envelopes; type alphabetical
lists; open, sort, and distribute mail; type invoices and
statements; sort bills, slips, or checks; compose letters
at typewriter; type manﬁscripts and reports; take dicta-
tion 1in shorthand and transcribe; and copy from rough

draft. In this second group there were five typing activ-

‘1ties, two secretarial activities, two other office

activities, and one fillng activity;_

Of the activities on the check 1ist, the ten which
showed the lowest frequency of performance were the activ-
ities iIn which the following machlnes were used: Burroughs
calculator, Burroughs desk boékkeeping machine, Rex-o-graph
liquid dnplicatér, Remington electric accounting machine,
Underwood.fanféld billihg machine, gelatin duplicator,
Comptometer for multiplying, Ediphone transcribing machine,
Dalton calculator, and Remington Automatlie Printing machine.
There were other activities reported that were not on the-
original checktlist, andthese activities were ineluded in
the table because they were performed by more than one
respondent. |

The majority'of the typewrlting, secretarial, book-
keeping,'filing, and other office activities aﬁpears in the
upper half of the frequency list. Thirty-seven of the 42

office machlnes activities were ranked low in frequeney.‘
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TABLE XXXIT
TOTAT. FREQUENCIES OF THE 96 ACTIVITIES PERFORMED
BY THE 178 RESPONDENTS AT THE TIME OF THE STUEY,

ARRANGED TN ORDER OF FREQUENCY
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‘ Approximate Frequency
. of Performance
; 5 E BE
p: § 8w |Twl8. |8 |3
: hot1vity 2 |20 g 1B 1E %
= © s:g ‘g Hed | P o
M 5| g9 | o o o
oy g |d° | B
g - 4 u o u + C)}_\4 Eg
o] L] a>é §i§ u:é oo [P
5 153158 (38|58 (5%
g |8 8% |3 |8% |8
Answer telephone 119 60 21 31 7 0
Address envelopes 118 | 10| 15 | 45 | 20 28
3 Copy from handwritten .
work ‘107 ¢ 26 | 17 | 19 26 | 19
4 Handle telephone calls
for employer 106 51 | 13 | 30 8 4
5 File alphabetically 102 | 14 | 21 | 35 | 26 6
6 F111 in printed forms 93 1% 9 20 20 27
7 | File numerically 86 | 16 | 14 | 29 | 21 6
8 | Meet callers 85| 44| 9 | 18 8 6
9 Type form letters 83 7 12 20 22 22
10 Type inter-office
correspondence - 80 | 11 | 1% 20 186 | 17
S 11 Type postal cards or
index cards 73 4 9 | 12 | 16 32
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TABLE XXXII

61

GCONTINUED
Approximate Frequency
‘ ) , of Performance
] P o o ]
2 ' '8 o 5 o] ) o
g Activity S |BR |oR|8m|S |
= o' ol | P - | B 4
2193 |3 |95 % |°
g Be k\p:n gtn‘ #ﬁg 3 ;;g
o 5 o § g g 0 ’El o % egh
REEREERE ERE LR
H. = = o - | O =
12 Fold letters and insert
' into envelopes 70 9 i2 27 10 12
13 Type alphabetical lists 67 1] 3 6 | 16 | 41
14.5| Open, sort, and distribute
maill 66 12 10 34 4 6
14,5 | Type involces and state-
ments 66 | 21 7 | 10 12 | 16
16 | Sort bills, slips, or |
checks 65 .| 14 13 19 10 9
17 Compose letters at
typewriter 62 7 11 18 | 16 13
19 Type manuseripts and
reports 6l 7 7 | 10 11 26
19 Take dictation in short-
hand and transcribe 6L | 15 | 12 | 12 | 11 | 11
19 Copy from rough draft 61 9 3 | 14 |17 | 18
21 Take charge of office dur-
ing employer's absence 60 21 13 10 8 8
‘ 22 Type tabulated work 58 | 11 9 7 115 | 16
' 23 | Type master sheets for
duplicator 56 7 1 8 | 14 26
24 Use'Burroughs adding-
listing machine 54 | 9 14 16 8 7
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' Approximate Frequency

of Performance

bs 0 o W
£ %) B ' w
[] [w @) 9 [} o (3
e o | Bk B | d o ~
; Activity RSN PR L = A
= o 2] d | ded |P [+]

I EU'GC g%

= : _ s} =~ B>
'g o Pu |lowm [P °y Id g
& o o3 g8 |l 00 (84

5 58|24 (5a |38 |g%

H o= &m AT e =
25,5 | Keep follow-up file 52 6 6 | 20 17 3
25.5| Out steneils 52 3 0 5 |19 |25
27 File by subject 51 4 6 | 17 | 15 9
28 Type telegrams 80 . 1 5 | 10 13 21
29 Use Royal typewriter 47 30 4 2 | 7
30 Balance cash 43 | 14 2 | 14 9 4
31 Do messenger work 41 10 9 5} 6 11
52 Make' out recelpts 40 12 3 | 16 6 4
33 Do inventory and stock

work : 38 3 2 8 6 |19
34 Make eross references 36 | 3 3 7 |14 | 9
38 Handle petty cash 34 | 12 1 11 S 53
36 | Do cashler work 32| 17| 4| 5| 3 | 3
37 Figure and check invoices 31 | 12 8 5 1 5
39 Use electric typewriter 30 | 20 3| 2 3 2
39 Use Comptometer for
adding 30 | 15 6 2 7 0

39 | Make bank deposits 30| 2| 3 |12 5
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of Performance
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£ b o & wn
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2 botivity LT AT AL N B
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g B % <] qad (&4 b
P Suw |P o Ein
- o ] g é A ()
o c»é 2] 0 oo [P
o |83 |28 |88 |z 8%
B O Ed |l | g .
41 Post to accounts recelv-
able ledger 28 7 7 6 2
42 Type legal forms 25 3 2 2 8 |10
43.5 | Take dictation from
records 23 9 2 1 0 11
43.5 | Prepare payroll 23 3 2 2 9 7
45.5 | Operate telephone switch- )
board 22 9 3 4 2 4
45.5 | Post to accounts payable
ledger 22 4 5 5 5 3
48.5 | Prepare monthly bills
from ledger 21 1 2 4 13
48.5 | Post to general ledger 21 6 2 4 6
48.5 | Use @omptometer for
subtracting 21 11 7 1 2 0
48.5 | Prepare Government reports 21 2 0 3 2 14
81 Type insurance policies 20 4 5 3 1 7
52.5 | Use Comptometer 19 | 11 1 3 4 0
52.5 | Use Remington typewriter 19 6 5 4 2 2
65.5 | Use L. C. Smith typewriter 18 9 5 0 2 2
55.5 | Use Underwood typewriter 18 | 12 3 0 2 1
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TABLE XXXIT CONTINUED
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' “Approximate Frequency
' : of Performance
S 8 Enlom B, 2 R
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4 T o KR B
P wm |[Owm W o Egd
g 4 0B [af [y oy E2
] o] o© g © oo PP
5 168 |88 38 |g& (8%
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55,5 | Reconelle bank statements | 18 | o | o | o | o |18
55.5 | Keep a checkbook 18 2 5 5
58.5 | Use Mimeograph 17 2 3 o 7
58.5 | Use Ditto liguid dupli- -
cator 17 .2 0 4 7 4
60 Record entrles in journals 16 5 1 6 3 1
61 Take a trial balance 15 1 0 0O 6 8
62.5 | Use a typewrliter 14 9 1 1 2 1
62.5 | Use Monroe calculator 14 3 2 3 3 | 3
64.5 | Use Marchant calculator 12 2 3 3 3 1
64.5 | Prepare financlal state- |
ments 12 1 0 1 10
66 Friden calculator 10 1 85 2
68.5 | Use Dictaphone transcriber | 9 4 | o 1 2 2
68.5 | Use Sundstrand adding-
listing machine 9 3 2 3 1 0
68.5 Use;bomptometer for
dividing 9 5 2 1 1
68.5 | Use Vietor adding-listing 9 1 3 3 1 1.
71.5 | Take dlctation directly
at typewriter 8 o 1 1 2 | 4
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= _ Approximaté Fro quency
. of Performance
ﬁn B 2] o 0
o [3) = 0
g 8§ Be Tk |2, |3 |A
5 Activity S [P |0 [0 |d
=] ot o [P - B £
© |dda o o P o
. £ 88 |25 83 )
Q Paljon [P o E £
= 2 o8 |8 (a8 [o% |82
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5 |88 |28 |28 |g8 |8%
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71.5 | Use Standard liquid :
duplicator 8 2 1 1 4 0
73 | Use Burroughs caleulator 6 | 2| 2 | 0 |2 o
w14 Use I. B. M. machine 5 2 | 1 1 o 1
=7 Type checks 4 0 2 o 2 0
=77 Use Peletype machine 4 1 0 0 2 1
=77 Use Remington adding machine| 4 2 1 1 6] 0
K4 Use Burroughs desk book-
: keeping 4 3 1 0 0 0
77 Use Rex-o-graph liquid
‘ duplicator 4 0 0 1 2 1
83.5 | Use Re‘mington electrlic |
accounting machine 3 1 o 1 0 1
83.5 | Use Underwood fanfold .
’ billing machine 3 2 0] e] O 1
83.5 | Use gelatin duplicator 3 1 0 2 0
£83.5 | Take dictation over ~
telephone 3 0 0 1 2 0
‘ #83.5 | Use postage meter ) 1| O 0 0
%835.5 | Use Addressograph 3 0 0 0 0 3
#83.5 | Use Burroughs t'ypewriter- _
' billing machine 3 1 1 0 1 o}
#85.5 | Use Remington calculator 3 2 0 1 0 0
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TABLE XXXIT CONTINUED

= - = Approximate Frequenecy

‘ o . - of Performance
by o < 2]
g-)l g o) ’ .g o @ g
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g, Pmjown [ o N H g
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91.5 | Use Gomptometer for '
multiplying 2 1 0 11 O 0
91.5 | Use Edlphone transcriber 2 2 o 0 0 0
91.5 | Use Dalton.calculator 2 1 0 o 1 0
®91.5 | Use Clary calculator 2 6] 1 9] 0 1
%91.5 | Use Audograph 2 2 0 0 ¢] 0
%91.5 | Use Protectograph 2 o 0 0 2 o
#91.5 | Make out checks 2 0 0 1 1 0
#01.5 | Use tagging machine 2 | 21 ol o] o o
96 Use Remington automatic ‘
printing machine 1 0 o 0 1 0

#Not on original check 1ist
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The followlng activities were not on the original check

1list but they were reported as regular activities by the
respondentsz: | .

Type record cards and certificates

Type purchase orders

Type employees' time sheets

Flle stencils

Pull cards and certificates from files

Pull records for court cases

Figure office index

PFigure and check premiums

Use collating machine

Use Remingbon Rand bookkeeping machine

Use Burroughs teller machine .

Use Natilonal Cash posting machine

Use Allen-Wales adding-listing machine

Supervise office aupplies

Keep agents' records

The 96 office activitles performed by the graduates
were classified under six headings and arranged in order
of frequency of performance in each classification. This
classified 1ist of activities 1s shown in Table XXXTII.
The first sectlon shows the frequenclies of pgrformance
for the 96 activities. Section II shows where these activ-
itiles should be'taught in the opihion of the graduates.
The third section indicates the activities whieh the respond-

ents felt needed more emphasis in school.
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The typing activities which ranked high in frequency

of performance were: address envelopes, copy from hand-
written work, fill in printed forms, type form letters,
type inter-office eofrespondence, type postal cards or index
cards, type alphabetieal'lists, type Involces and statements,
copy from rough draft, and type manuscripts and reports. In
the opinion of the graduates all of these activities except
"£ill in printed forms" should be taught in sechool, or both
in school and on the job. The graduates also felt that
more teaching emphasis should be placed on the following
activities: copy from handwritten work, copy from rough

draft, and type manuscripts and reports. Although the activ-

ity "eut stenecils" ranked low in frequency of performance,

this activity showed a high frequency in the "More-emphasis-
needed-in-school” colum.

Among the high-ranking frequencies in the secretarial
activities were the following: handle telephone calls for
employer, compose letters at typewriter, take dictatiom in
shorthand and transcribe, and takb_charg; of offlce during
employer's absence. The graduates indicated that the activ-
1ties "ecompose letters at typewriter," and "take dictation
in shorthand and transcribe” should be taught in school, or
both in school and on the Jjob. The respondents also 1lndi-
cated that more emphasls is needed in these activities.
Although the activity "take dictatlon from records" renked



_ 69
low in frequency, the graduates felt that more emphasis
should be placed on the teaching of this sctivity in school.

The filing activities which showed the highest fre-
quency of performance included the following: flle alpha-
betically; file numerically; and sort bills, slips, or |
checks. All of the filing actlivities, with the exception of
"sort bills, slips, or checks," should be taught in school,
or both in school and on the job, according to the responses
of the graduates. The activity "file alphaﬁeticglly" should
recelve more emphasis in school, according to the replies of
16 graduates.

The bookkeeping activities ranked low in frequency of
performance yet the respondents felt that all of these actliv-
1tles, with the exception of "orepare Government reports,"
should be taught in school. The frequencles in the "More-
emphasié-needéd—in—school" column were low for the bookkeep-
ing activities.

According to Table XXXIIT, 146 respondents used the
typewriter. The next most frequently used office machine,
a8 indicated by the respondents, was the Burroughs adding-
listing machine.. The activities involving the use of the
eleetfic typewriter, Comptometer, telephone swltchboard,
Ditto liquid duplicator, and Mimeograph were the next high-
eét in frequency of performance. Wlith fhe exception of the
telephone switchboard, the graduates indicated that these
machines, in their oplnion, should be tasught in school.



70

‘The machines which the graduates thought should recelve more

emphaslis in school were the Burroughs adding-listing machine,
electric tjpewriter, comptometer, and the Dictaphone.

The other office activities which ranked high in total
frequeﬁcy of performénéé as shown in Table XXXITT were:
answer telephone; meet eallers; fold letters and insert into
envelopes; aﬁd open, sort, and distribute mall. The grad-
uates felt that these activities,;with the exeeption of "fold
letters and inserf_into envelopes,” should be taught on the
job. Although the two highest-ranking aétivitigs in this

group, "answer telephone' and "meet callers," were low in

school-training frequencies, these activities ranked highest

in the "More-emphasis-needed-in-school® colwumn.
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TABLE XXXTTIT
THE TOTAL FREQUENCY OF PERFOBMANCE CF THE 96 ACTIVITIES
‘ | CLASSTFIED ACCORDING TO TYFE OF ACTIVITY AND ARRANGED
IN ORDER OF FREQUENCY
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Typing Activities: F
Address envelopes 118| 10| 15| 45|20 | 28| 70| 9| 34 § 7
Copy from handwritten
work 107 | 26| 17| 19| 26 | 19| 53| 24| 21 |20
Fill in printed forms 98] 17| 9| 20| 20 | 27| 25| 48| 20
Type form letters 83| 7|12| 20|22 |22 39| 24| 22 | 4
Type Inter-office corres-
pondence 80| 11| 17| 20 | 16 |17| 25| 36| 22 | 4
Type postal cards or
index cards - 75| 4| 9| 12,16 | 32| 34| 22| 17 | 3
Type alphabeticel lists | 67| 1| 3| 6|16 |41| 45|11| 14 | 5
Type involces and state- :

@ ments | 66| 21| 7| 10|12 |16| 20| 22| 31 | 8
Copy from rough draft 61| 9| 3| 14|17 |18| 39| 19| 9 |13
Type manuscripts and .

reports . 61y 7| 7,101l |26] 28| 20| 25 |11
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Typing Activities (Cont'd.):
Type tabulated work 681 11| 9| 7|15| 16 (46| 6|12 | 8
Type master sheets for |
duplicator 66 7| 1| 8|14 26 |30 |14|18 | 8
Cut stencils 52| 3| O| 519|285 (35| 7|13 |18
Type telegrams 50| 1| sB|10{15| 21 |28 |26 |11 | 5
Type legal forms 85| 3| 2| 2| 8|10 |14 (16| 9| 9
Type insurance polilcies 20| 4| 5| 3| 1| 7|10 |18| 8| 4
Type checks 4| o 2| o] 2 1| 1| 2| o0
secretarial Activitles:
Handle telephone calls
for employer - 106 | 51| 13 | 30 8| 4 /(19 (48 |23 |17
Compose letters at type- :
writer ' 62| 7|11 |15 (16| 13 |36 | 7 |18 |22
Take dlctatlion in short- ' ~
hand and transcrlbe 61| 15|12 (12 {1111 |80 | O 7 {12
Take charge of office dur-
ing employer's absence 60 | 21| 13 | 10 8| 8| 5 38|15 | 1
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TABLE XXXITI CONTINUED
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Secretarisl Actlivities
Continueds
Take dlctation from recordg 23 9 2 1 0| 11 |26 2 g |11
Take dictation directly
at typewriter 8 O/ 1| 1| 2/ 4| 8| 1| & | 2
Take dlictation over teléq
phone \ 3| 0/ O 1] 2 0| 1| O 1! 1
Filing Activities:
Pile alphabetically 9.02 14 21 | 35| 26 6 | 69 6|19 |16
File numerically 86| 16| 14|29 21| 6 |47 |11 |17 | 6
Sort bills, slips, or '
checks 65| 14| 13| 19 10 9 9 |29 | 16 5
Keep follow-up file 52| 6| 6|20 17| 3 |15 |22|13 | 4
File by subject 51| 4| 6| 17| 15) 9 |25 |10|18 | 6
Make eross references 86| 3| B3| 7|14| 9 |18 {13 |11 | 4
Bookkeepling Actlivitiess
Balance cash 43| 14 2|14, 9. 4 |20 |12 |11 | 6
Handle petty cash 34| 12| 1|11] 5| 5 |12 |15 |10 | 4
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Bookkeeplng Activitlies
' Continueds:
Flgure and check invoices 31 | 12 8 5| 1 5|14 |10 |11
Make bank deposits v 30 2| 3|12 8| 5| 9|14
Post to accounts receiv-
able ledger ' 28 | 7 7 6 6 217 | 1|12
Prepare payroll 25| 3| 2| 2| 9| 7] 6|13 |10

Post to accounts payable -

ledger 22 | 4| 5| 5| 5| 3|15 | 2|10
Prepare Government reports | 21 2 3| 2114 6 |15
Prepare monthly bills from | »

ledger ' : 21 112 4| 1|13 |10 7
Post to general ledger 21 6 3 2 4 6 |19 3
Keep a checkbook 18 2 5 5 4| 2|18 3
Reconcile bank statements |18 | 0 | 0| 0 | 0|18 |12 | 5
Record entries in journals 165|163 1]15]1
Take a trial balance 15| 1]|0| 0| 6| 8|15 ]| 1

Prepare filnancial state- . ' ,
ments 1z 1 0 0 1110 |10 | 4

© B O o o
o W o VW W’ o;m
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Qffice _Ma,chin,eé Useds: . _

Burroughs adding-listing 54 9| 14| 16 8., 7|37 4 9|19
Royal typewriter 147 130| 4| 2| 7| 4|40] o 2| %
Electric typewriter 80 (20| 3| 2| 3| 22| 3| 5153
Comptometer for adding 30 |15 | 6 2 7 0 |19 3 4 119
Telephone switchboard 22| 9| 3| 4| 2| 2| 3|19 2| 5
Comptometer for subtrecting 21 (11| 7| 1 2| 0|18 3 3 |16
Comptometer 19 (12 1| 3| 4| ol13| 3| 4|15
Remington typewriter 19| 6| 5| 4| 2| 2|2 | 1| o | %
Underwood typewriter 18|12 3| 0| 2| 1|12| 0o} 2| 8B
L. C. Smith typewriter 18| 9| 5| ol 2| 2{1a| 5| 1] 4
Ditto liquid duplicator 7 | 2] 0| 4| 7| 4|10| 7| 6 | 4
Mimeograph | e}l 3| 0| 7| 5|156| 4| 41| 5
Monroe calculator 14 | 3| 2| 3| 3| 3|9l 2|7 |n
Typewriter 14 1 9/ 1) 1 2| 111 0| 1|5
Marchant calculator 12| 2| 3|3 3|1]8|1|4]|6
Friden calculator 10 o 1 2 5 2 7 3 4 6
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0ffice Machines Used
Continueds:
Vietor adding-listing 9 1| 3| 3| 1] 17 |0 4| 2
Sumdstrand adding-listing |9 | 3| 2| 3| 1| o] 9 |2 | 3| 6"
Comptometer for dividing 9 5| 2| 1| 1| O 9 2 3 |10
Dictaphone transecriblng 9! 4, 0| 1| 2| 212 |2 | 2 |10
Standard liquid duplicator | 8 | 2 | 1 | 1 4| 0| 7 3 3 5
Burroughs calculator 6 2 2 1 2 01|10 2 3 6
I, B. M, machine §|1 2|1} 1) 0} 1 3 11| 1
Burroughs desk bookkeeping | 4 | 3| 1L | O| O] O 5 |4 |1 4
Rex-o~graph liquid dupli- :
cator 4 10+ 0 1 2| 1 5 4 2 3
Teletype 4 | 1 0 0 2| 1} O 3 0 0
Remington adding machine 4 |2 | 1|1} 0 o] 5 {1 |0 3
Underwood fanfold billing | 3 (2 ([0 |0 | 0| 1|5 |5 |2 |5
Remington electric account-
ing 3|10 1] 0] 1| 3 3 | 1 1
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Office Machines Used
s Continueds
Gelatin duplicatbtor 3 110 21 01| 0 3 3 3 4
Postage meter 1 0 o 0 3 0
Addressograph 0 0 o 0
Burroughs typewriter-
billing ' 5 | 1 1 0 1 o 0 1 1 o)
Remington calculator 3|20 |1|lo0o|lo0o |1 |1 |1 |2
Comptometer for multiplying| 2 |1 |0 |1 ]o |0 |3 |1 |1 |3
Dalton caleulator | 2|1lofo|1|o0 |5 |2 |5 |3
BEdiphone transcribing 2 2 |00 0 0 6 |0 2 6
Clary calculator 2 | 0O 1|0 0 1 |0 1 o 0
Audograph 2 2 |0 o 0 0 2 |0 0 0
Protectograph 2 0 0o 0 210 0 2 0] o}
Tagging machine 22 (o0lolo|lo|o|1l0 {0
Remington automatic .
printing 110 0 0 1 0 4 | 3 2 2
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Other QOffice Actlivities:
Answer telephone  ho|eol2r|s1| 7| o1z |57 |17 |11
Meet eallers 856 | 44 g 118 8 6 12 |38 |18 |10
Fold letters and insert
into envelopes 70 9|12 |27 10|12 |36 |16 | 7 2
Open, sort, and distribute |
maill 66 | 12 | 10 | 34 4 6 9 35| 10 2
Do messenger work 41 | 10 9 5 6|11 4 | 21 9 0
Make out receipts 40 |12 | 3 |15| 6| 4 |11 |15 |10 | 2
Do inventory and stock :
work - 358 3 2 8 6|1¢g 7 | 21 9 1
Do cashier work 32 17| 4| 5| 3| 3| 31611 O
Make out checks 2 0 0] 1 1 o 1 0 1 0
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Table XXXIV shows the signlificance of the total fre-

quencies of the 96 office activitlies performed by the gradustes.

In this table the activities which were performed "More than
two hours every day" were considered as "Major"™ activities.
The activities which were performed from "One to two hours
daily"™ and "Less than one hour daily" were considered as
"Regular” activities. The activities which were performed
"Once or twice a week“ and ”Monthly or less often” were
grouped as “Occasional" activities. | |

'The "Major" and "Regalar" were then added together and
divided by the “Major," "Regular," and "Occasional” to obbain
the percentage of frequency of performance.

To determine Qheré these activities_should be taught in
the opinion of the graduates, the responses for "School™ and

"Both in school and on the job" were added together and

divided by the total of the "In school," "On the job," and

"Both in school and on the job" responses.

df the ten activities‘which.ranked high in total fre-
guency of performance only three had high ratings in favor,
of school trailning. The activity "file alphabetically" had
a rating of 94 per cent; "sddress envelopes,” 92 per cent;
and "numericel filing," 85 per cent.

In the next group of ten activitles, a rating of 100
per cent is shown for the activity "take dictation’in short-
hand end transcribe," while the activity "eompose letters at

typewriter" had a school-trailning rating of 89 per cent.
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High ratings for school training were also glven to the
following actlivities: wuse typewriter, use Victor adding-
listing machine, type tabuiated'work, post to accounts receliv-
able ledger, record entries in joﬁrnals, take a trial balance,
use Burroughs adding-listing machine, and take dictation
directly at the typewrilter.

Among the activitles which recelved a low school-training
rating were the following: answer telepbpne; handle telephone
calls for employer; f1l1 in printed forms; meet callers; open,
sort, and distribute mail; sort bills, slips, or checks; take
charge of office during‘employer's absence; do messenger work;
do Inventory and stock ﬁork; do cashier work; operate tele-
phone switchboard; prepare Government reports; use Teletype

machine, and use I. B. M. machlne.




TABLE XXXIV
THE SIGNIFICANCE OF THE TOTAL‘FREQUENCY OF THE 96 ACTIVITIES

PERFORMED BY THE 178 RESPONDENTS

81

|

#The sum of "Major" plus "Re
total of "Major," "Regular,

s

an

ar” activities divided by the
d "Occasional®™ activities.

'#xThe sum of "In school™ plus "Both in school and on the jobo"

responses divided by the total of ¥Im school," "On the job,"
and "Both in school and on the job" responses.
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Answer telephone 119 | 60, 52| 7 |94 |13]| 57| 17 | 34
2 | Address envelopes 118 | 10| 60 | 48 | 59 |70| 9| 34|92
3 | Copy from handwritten
work 107 | 26| 36 | 45 | 68 | 63| 24| 21 | 76
4 Handle telephone calls o
for employer 106 | 51| 43 | 12 | 87 | 19| 48| 23 | 47
5 File alphabetically 102 14 66 32 69 | 69 6| 19 | 94
6 Fill in printed forms 93 | 17| 29 47 | 49 | 25| 48| 20 | 48
7 Flle numerically 86| 16 43 27 69 | 47| 11| 17 | 85
8 Meet callers 85| 44 27| 14 | 84| 12| 38| 18 | 44
9 | Type form letters 83 7| 32 | 44 | 50 | 39| 24| 22 | 72
10 Type inter-office -
correspondence 80 11 37 32 60 | 25| 36| 22 | 57
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11 Type postal cards or : v
index cards 73 4| 21 48 |34 (34 |22 17| 70
12 Fold letters and insert :
into envelopes 70 9| 39 22 69 |36 (16| 7| 73
13 Type alphabetical lists 67 1 9 | BY |15 {45 |11 14| 84
14.5 | Open, sort, and i ,
distribute mail = 66 | 12 44 | 10 85 9 | 35| 10| 35
. 14.5 | Type invoices and
statements 66 | 2L | 17 | 28 |68 |20 [ 22| 31| 70
16 Sort bills, slips, or
checks 656 | 14| 32 | 19 71 9 | 29| 16| 46
17 Compose letters at
typewriter 62 7 26 | 29 53 {36 | 7| 18| 89
19 Type manuscrlpts and
reports 61 7| 17 | 37 59 |28 |20 25| 73
19 Take dictation in short- :
hand and transcribe 61 | 15 24 | 22 64 |60 | O 7 100
19 Copy from rough draft 6l 9 17 35 43 |39 |19 g |72
21 Take charge of office |
during employer's ‘
absence 60 2L 23 16 |73 5 |38 15| 34
22 Type tabulated work 58 | 11 16 | 31 47 146 | 6| 12 | 91
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23 Type master sheets
for dwuplicator: 56 7 9 40 29 |30 | 14| 18| 77
24 Use Burroughs adding-
listing machine 54 | 9| 38 | 156 | 72 |37 4, 9| 92
25.5 | Keep follow-up file 52 6| 26 | 20 62 |15} 22| 13 | 56
26.5 | Cut stencils 52 3 5 44 | 15 |35 | 7| 13| 87
27 File by subject 51 4| 25 | 24 | 53 |25 |10 18| 81
28 | Type telegrams 50 | 1| 15 | 34 |32 |28 |26/ 11| 60
29 Use Royal typewriter 47 1 30 | - 6 | 11 77 | 40 0 2 100
30 Balance cash 43 14 | 16 | 13 68 |20 12| 11| 72
31 | Do messenger work 41 |10 | 14 | 17 |59 | 4|21| 9] 39
32 | Make out receipts 40 | 12| 18 | 10 | %5 |11 | 15| 10| 58
33 - | Do inventory and stock 1.
work . 88 3 10 25 | 34 | 7 |21 9| 43
34 Make cross references 36 3 10 23 33 |18 |13 | 11 | 69
35 | Handle petty cash 34 |12 | 12 | 10 |71 |12 |15| 10| 59
36 Do cashier work 32 17 9 6 81 3 |16 | 11 | 47
37 Pigure and check invoices| 31 12 13 6 8l {14 |10 | 11 | 71
39 Use electric typewrlter 30 20 5 & |85 (2L 3 5| 89
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39 Use Comptometer for
adding 30 15 8 7 |77 |19 3| 4| 88
39 Make bank deposits 30 2 15 | 13 57 9|14 9| 56
41 Post to accounts receiv- ,
able ledger ' 28 7 13 8 |71 (17 1(12| 97
42 | Type legal forms 26 | 3| 4 |18 |28 |14|16]| 9| 59
43.5 | Take dictation from _
records 23 9 3 |11 62 |26 2 9| 95
43.5 | Prepare payroll 23 3 4 |16 | 30 6 13| 10| 55
45.5 | Operate telephone
switchboard 22 9 7 & |73 3|19| 2| 21
45,5 | Post to accounts
payable ledger 22 4 10 8 64 |15 2110 93
48.5 | Prepare monthly bills
from ledger 21 1 6 [ 14 |33 |10 7 6| 70
48,5 | Post to general ledger 21 6 5 |10 52 |19 3| 5| 89
48.5 | Use Comptometer for | -
subtracting 21 11 8 2 90 |15 3 3| 86
48.5 Prepare Government
reports 21 2 3 | 16 24 6 | 15 7| 46
51 Type insurance pollcles 20 4 8 8 60 |10 |18 8| 80
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52.5 | Use Comptometer 19 | 11 4 79 |13 | 3| 4| 85
52.5 | Use Remington typewriter | 19 6| 9 4 |79 |20 0| 90
55,5 | Use L. C. Smith type- :
- writer : i8 9 5 4 78 {14 5 1|79
55.5 | Use Underwood typewriter |18 | 12 S 3 85 |12 | O 2 100
56.5 | Reconclle bank statements| 18 0 0 18 0 |12 5 81 80
55.5 | Keep a checkbook 18 2| 10 6 |67 |18 | 3| 4| 88
58.5 | Use Mimeograph 17 2 3 12 29 (15 4 4| 83
58.5 | Use Ditto liquid | |
duplicator 17 2 4 | 11 35 |10 7 6| 70
60 Record entries in
journal 16 & 7 4 75 |15 1 3| 94
61 | Take a trial balance 15 | 1| o | 14 |67 |15 | 1| 9|96
62.5 | Use a typewriter 14 | 9/ 2| 3 |71 |11 | 0| 1poo
62.5 | Use Monroe calculator 14 | 3| 5| 6 |71 |9 |2]| 7|e
64.5 | Use Marchant calculator |12 | 2 6| 4 |67 | 8| 1| 4|92
64.5 | Prepare financial . '
statements 12 1 0 11 85 |10 8| 82
66 Use Friden calculator 10 0 3 7 30 7 3 4|79
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68.5| Use Dictaphone , .
transcribing machine 9 4 1 4 | 56 (12 2 2| 88
68.5| Use Sundstrand adding-
listing machine 9 3 3] 1 89 9 2 3| 80
68.5| Use Comptometer for
dividing °] 5 3 1 89 9 2 3| 80

68.5| Use Viector adding-listing| © 1 6 2 |78 | 7 0 4 1.00

'~ 71.5| Take dictation directly
at typewriter 8 0 2 6 25 8 1 S| 92

71.5| Use Stendard liquid

duplicator 8 | 2| 2| 4|50 |7 |3| 58|m
73 | Use Burroughs caleulator |6 | 2 | 2 | 2 |65 |10 |2 | 3|85
%74 | Use I. B. M. machine 5 |2| 2| 1|8 |0 |3]| 125
#®77 Type checks 4 0 2 2 50 1 1 2|75
=77 Use Teletype machine 4 1 VO 5 |80 [[B| 0] O
w77 Use Remington adding
machine 4 2 2 o0 [100 3 1 0|75
77 Use Burroughs desk T | .
bookkeepling o 4 3 1 | O 100 5 4| 1|60

77 Use Rex-o-graph iiquid ) , _
duplicator 4 0 1 3 (26 | B 4 | 2 | 64
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83.5| Use Remingtoh electric '
accounting machine 3 1 1 1 67 3 3| 1|87
83.5 | Use Underwood fanfold , ,
billing machine 3 2 0 1 67 5 3 2170
83.5| Use gelatin duplicator 3 1 2 0 Q00 3 3 3| 67
%85.5 | Take diectatlion over
telephone 3 0 1 2 33 | 1 0 1 100
#85.5 | Use postage meter 3.1 1 2 0 [00 0 3 0o 0
#83.5 | Use Addressograph 3 0 o} 3 o |o |o] o] o
#83.5 | Use Burroughs|typewriter-
billing machine 3 | 1 67 1| 1 oo
£83.5 | Use Remington caleulator | 3 | 2 | 1 100 |1 1|67
91.5 | Use Comptometer for
multiplying{ 2 1 1 0 100 |3 |1 | 1180
91,5 | Use Ediphone f?ranscribing 2 2 0 0 [00 6 |0 2 100
91.5 | Use Dalton ca]'.culator 2 "1 0 1 50 5 2 3| 80
#91.5 | Use Clary calculator 2 0 1 1 50 0 1] 0 0
#91.5 | Use Audograph ' 2 2 0 0O poo |2 |0 | ofoo
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1 100
67

0

50

TUse Remingbton lautomatic
printing machine
#Not on original check 1list

#01.5 | Use Protectograph
96

#91.5 | Use taggling machine

#91.5 | Make out checks
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‘The findings reported in Tables XXXII, XXXIII, and
XXXIV are summarized in Table XXXV. In this table the
sctivities are classified according to type of activity.
Within each classification the activities are listed in
order of rank, and_for each activiﬁy both a tlme-frequency
rating and a school-training ratiné arse glven in per cent.

Although the first ten btyping activities listed in
Table XXXV were high in total frequency of performance,

only five had time-freqﬁeney,ratings:of over 50 per cent.

' Both the activities "type inter-office oorrespondence“ and

"type insurance polioieé“ had a tiﬁe-frequency rating.of
éo per cent, whille the‘schooi—training ratings for these
activities were 57 and 50 per cent, respecti#ely. The
activities "type alphabetlcal 1ists" and "cut stoneils"
were in the upper third of the total frequency list, yet
the time-frequency rating for both of these activities was
15 pér cent. This rating was low because the activities
were performed only occasionally. The school-training
ratings fbr these activities were high. .The typing activ-
ities which had a schobl-traiﬁing rating of 90 per cent or
higher were "address envelopes" and "type tabulated work."”
The secretarial activitieé which rated high in time-
freéuenoy were "handle telephone calls for employer,”
87 per cent, ané "take charge of office dniing employér's

absence," 73 per cent. "Compose letters at typewriter"
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had a time-frequenecy rating of 53 per cent and a school-

‘training rating of 89 per cent. Other activities whieh

hed a high rating in school training were as follows:

téke dletation in shbrthand=and:transefibe,vtaks dietation
over telephone, take dictafion from'reoords, and-take.dicta~
tion directly at tjpewriter,

The activity "sort bills, slips, or checks” had the
highest time-freguency ?atinggfor the filing activities.

The only filing activity which received a schoql-training
rating of over 90 per cent was ‘"file alphabetically."

"File numerically" had a rating of 85 per cenbt, while "file
by subgect“ had a rating of 81 per cent.

"Balance cash" was the only bookkeeping activity which
ranked in the upper third of the total frequency 11$t. This
activity had a time-frequency rating of 68 per cent and &
school-training fating of 72 per cent. The following activ-
i1ties had a time-fredquency rating of 70 per cent or higher:
figure and check involces, prepare financlial statements,
handle petty cash, post to.aceounﬁs receivable ledger, and
record entries Iln journals. }The activities which had a school-
training rating of 90 per cent or higher were: post to
accounts receivable ledger, post to accounts payable ledger,

record entries in journals, and take a trial balanoe.



-8y

91

The office machines activities, which ranked in the
upper half of the total frequency list, had a time;frequenoy
rating of 73 per cent or higher. These actlvities, with the
exception of "telephone swi?chboard,“ received a high rating
in school training. Other office machines which received
school-tralning ratings ofvso per cent or highsr weres
Comptometer, Remington typewriter, ﬁhderwood typewriter,
Mimeograph, Wonroe ealculator, Mearchant caleulator, Victor
adding-listing, Sundstrand adding and listing, Dictaphone
transeriblng, and Burrbughs caleulator. ‘

The majority of the other office activities had high
time—freqﬁency ratings.-h“AnswerAteiephone“ had the highest
time-frequency rating, 94 per cént, and the lowest schéol-
training rating, 34 per éant. Thé activity which recelved
the hilghest school-training rating Was‘”fold letters and
insert into envelopes.” . The remaining activities had low
school-training ratings.

In Ghapter V the findings are summarized and recommenda-

tlons are made for the improvement of the business program.
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SIGNIFICANCE OF ACTIVITIES IN EACH CLASSIFICATION

Time- S3chool ~
sosiviey Inpey
Per Cent _Per Cent
Eyping Activitles
2 Address envelopes 59 o2
3 Copy from handwritten work 58 76
é Fill in printed forms 49 48
9 Type form letters 50 72
10 Type inter-office corres-
pondence 60 57
11 ‘Type postal cards or index
cards ‘ 34 70
13 Type alphabetical lists 15 84
14.5 Type involces and statements 58 70
19 Gopy from rough draft 43 72
19 Type manuscripts and reperts 39 73
22 Type tabuiated work 47 o1
23 Type master shéets for
duplicator 29 77
25.5 Cut stenclls 15 87
28 Type telegrams 32 60
42 Type legal forms 28 59
51 Type insurance bolicies. 60 B0
=77 Type checks 50 75 |
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TABLE XXXV GONTINUED

_ . - Time- School -
- e freguency  training
Per Cent Per Cent
~ Secretarial Activities
4 Handle Eelephone calls for
employer 87 47
17 Compose letters at typewriter 53 89
19 Take dictation in shorthand
and transcribe 64 100
21 Take charge of office during
employer's absence 73 34
43.5 Take dictation from records 52 98
71.5  Take dictation directly at ~
‘ typewriter S A 25 92
#83.5 Take dictation over telephone'f 33 100
Piling Actlivities
5 File aiphabetically | ; 69 94
7 Flle numerically : 69 85
1é . Sort bills, slips, or cheecks 71 46
25.5 Keep follow-up file | 62 S 56
27 File by subjeect 53 81
34 Make cross references . 33 69
Bookkeeping Activities
30 Balance cash 68 72
35 Handle petty cash 71 59
37 ‘Figure and check invoices 81 71

39 Make bank deposits 57 56
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TABLE XXXV CONTINUED

: Time- School-
Raci pottvity M i
Per Cent Per Cent
Bookkeeping Activities
Contlinued
41 Post to accounts receivable
ledger 71 o7
435.5 Prepare payroll 30 15354
45.5 Post to accounts payable
ledger : 64 93
48.5  Prepare Government reports 24 46
45.5 Prepare monthly bills from '
ledger 33 70
48.5 Post to generasl ledger 52 89
56.5 Keep a checkbook : | 67 88
556.5 Reconcile bank statements 0 80
éo Record entries in journals , 75 94
61 Take & trlal balance 67 | 96
64.5 Prepare financialystatements 83 82
- Office Machineé Used
24 Burrbughs adding-listing 72 - 92
29 Royal typewriter ‘ 77 100
39 Electric typewriter . 83 89
39 Comptometer for adding 77 88
45.5 Telephone switehboard 73 21

48.5 Gomptométer for subﬁracting 90 | 86
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Time- = Schnool-

Renk fregueny  fraining

Per Cent __Per Cent

Office Machines Used
_ Continued

52.5 Comptometer 79 85
52.5 Remington typewriter 79 90
55.5 Underwood typewrlter 83 100
56.5 L. C. Smith typewrlter 78 79
58.5 Ditto liquid duplicator 35 70
58.5 Mimeograph 29 83
g2.5 Monroe calculator 7L 89
62.5 Typewriter 71 100
64.5  Marchent calculator 67 o2
66 Friden calculator 30 79
68.5 Viector adding-listing 78 100
68.5 Sundstrand adding and listing 89 80
68.5 Comptometer for dlviding 89 80
68.5 Dictaphone transcribing 56 88
71.5 Standard liéuid duplicator 50 77
73 Burroughs calculator 65 856
®74 I. B. M. machine 80 V25
7 Burroughs desk bookkeeping 100 60
77 Rex-o-graph 1iquid dwplicator 25 64
=77 Teletype 25 0
=77 Remington adding machine 100 75
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TABLE XXXV CONTINUED
_— . Time- _ Schooi-
Renk froquency  training
‘ Per Cent . Per Cent
Office Machines Used
Continued

83.5 Underwood fanfold billing 87 70

85.5 Remington electric accomting 67 57

83.5 Gélatin duplicator 100 67
%835.5 Postage meter 100 0
#83.5 Addressograph ‘ 0 0
%83, 5 Burfoughs typewriter-biiling 67 100
#85.5 Remington caleulator | 100 67

91.5 Comptometer for multiplying 100 80

91,5 Dalton calculator 50 80

81l.5 Ediphone transcribing - 100 100
#91.5 . Clary caleulator 50 0
%91.5 AuSograph ' 100 100
%91.5 Protectograph 0 0
.%91.5 Tagging machine 100 0o

96 Remington automatic printing 0 67

Other Office Activities

1 Answer telephonse 94 34
8 Meet callers 84 44

12 Fold letters and insert into
envelopes 69 73

14.5 Open, sort, and distribute
mall 85 35
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TABLE XXXV CONTINUED
Time- School-
Rank Aotivity Rating 1n  Rating in
_ Per Cent Per Cent
Other Office Activities
Continued
31 Do messenger work 59 39
32 . Make out receipts 75 58
53 Do inventory and stock work 34 43
36 " Do cashier work 81 47
#91.5 Make out checks 50 100

#Not on orliglnal cheek list
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CHAPTER V

FINDINGS, CONCLUSIONS, AND RECOMMENDATIONS

This study was made to determine the effectlveness

of the business education program and to determine the

duties most frequently performed by the graduates, with

impliecations for curriculum revision.

The findings relating to the work experiences of the

graduates were as follows:

1.

Se

0f the 290 survey report forms mailed, 270, or
93 per cent were completed and returned. The
response for the classes of 1951 and 1952 was
100 per cent. The per cent of response from
the boys was slightly more than that of the

. glrls.

The majorlty of the graduates indicated that
they were doing work for which they had been
trained in school. Of the 211 graduabtes
employed full time, 178, or 84.4 per cent,
were employed in office work, .

Elghty-five graduates, or 40 per cent of the
respondents, obtained their first positlons
before graduation. All of the graduates were
employed in full-time positions wlthin ten
months after graduation.

The respondents obtalned thelr first posltions
through the following sources: through their
own efforts, 40.7 per cent; through relatlives

or friends, 29.4 per cent; through the high
school, 10.9 per cent; through the U. S. Employ-
ment Agency, 7.6 per cent. The remaining 10

per cent were placed in first positions through
business schools, private agencles, and Civil
Service.

Ninety-seven graduates, or 46 per cent, were
not required to take employment tests in order
to secure beginnling positions.
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The intelligence test was the one most fre-
quently given to the appllicants for beginning
positions. Typewriting and transcription
ranked next in order. The combination most
frequently admlnistered was the intelllgence
and typewrlting tests which were given to 28
of the graduates. Eight graduates indicated
that they were given a combination of type-
writing and transcription, while five reported
taking a comblnation of intelligence, type-
writing, and transcription tests.

The largest percentage of graduates found
thelr beginning positions in insurance offilces.
Manufacturing concerns employed the next
largest number. Others found employment in
department stores, public utllities, profes-
slonal, and banking offices.

At the time of the study, the largest per-
centage of graduates, 22.3 per cent, was
employed in menufacturing concerns. Insurance
offices employed the next largest number, or
17.5 per cent. The public utilities employed
15.2 per cent, as compared with 8.5 per cent
in the beginning positions. One-half of the
20 respondents employed in department stores
in thelr beginning positions entered other
types of businesses.

The majority of the graduates showed a preference
for large offices both in their inltial positions
and in the positions held at the tlme of the study.

In their beginmning positions, 33.6 per cent of
the respondents were classified as clerks;

13.2 per cent, as stenographera and secretaries;
13.1 per cent, as typlsts; 4.3 per cemt, as
bookkespers; and 2.4 per cent, as office machine
operators.

The beglnning wages of the 211 respondents ranged
from under $25 to $60 weekly. The average wages
for the five-year period were in the $30 - $34

a week range. ’

‘At the time of the study, the wages ranged from

$25 to $60 and over. The average wages were in
the $40 - $44 a week range. More than one-third
of the respondents reported weekly wages in the
$40 - $44 range. Twenty-five graduates reported
wages of $50 and over. :
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Typewriting was the mest helpful subject for
72 per cent of the respondents; English, for
48.8 per cent; bookkeeping, for 37 per cent;
shorthand, for 34.6 per cent; and business
arithmetic, for 31.8 per cent.

One-third of the graduates indicated that a
course in business machines would have been
helpful to them; 6.2 per cent lndicated that
business English would have been helpful;
and 5.6 per cent listed offiece practice as a
course that would have been helpful to them.

Forty-two graduates, or two-thirds of the
respondents who reported further training,
received instruetion in the operation of
business maehines.

The majority of the graduates indicated that
they were able to adjust themselves to their
positions satisfactorily. Only 12 per cent
reported that they were dlssatisfied.

The ma jorlty of the graduates reported that
they were working for thelr original employ-
ers. The desire for advancement and higher
wages and a different type of work were the
reasons given by the respondents who had
changed places of -employment.

Seventy-four graduates, or 35 per cent of
the 211 employed full time, took additlonal
courses in shorthand, typewrliting, and
office machines. Thirteen attended school
full time; 61 worked full time and attended
school part time.

The majority of the graduates, 60 per cént,
reported that they had not used thelr short-
hand skill; 40 per cent used it at some time.

Thirty-nine, or 46.6 per cent, of the 84
respondents were able to take dictation at
all times; 17, or 20.2 per cent, most of the
time; and 18, or 21.4 per cent, were able to
take 1t occasionally. '

The graduates suggested that courses in offlce
machines, business English, and office prac-
tice should be inecluded in the business program,
and that more practice be provided in transerip-
tlion. ‘
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Office Activities

The findings relating to the office activities per-
formed by the graduates‘were'as follows:

1. The ten most frequently performed activities
according to rank were: answer telephone,
address envelopes, copy from handwritten work,
handle telephone calls for employer, file
alphabetically, f£ill in printed forms, file
numerically, meet callers, type form letters,
and type inter-office correspondence.

2. The following typling activitles ranked high
in frequency of performance: address envelopes,
copy from handwritten work, fill in printed
forms, type form letters, type inter-offlce
correspondence, type postal cards or index:
cards, type alphabetical 1lists, type lnvoices
and statements, copy from rough draft, and type
manuscripts and reports. Although these activ-
ities were high in total frequency of perform-
ance, only five had a time-frequency rating of
over 50 per cent. In the opinlon of the grad-
wates all of these activities except "fill in
printed forms" shouwld be taught in school, or
both in school and on the job. The typing
activities which had & school-training rating
of 90 per cent or higher were "address envelopes"
and "type tabulated work."

3. Among the high-ranking frequencies in the sec-
retarial activitles were the followlng: handle
telephone calls for employer, compose letters
at typewriter, take dictatlion in shorthand and
transcribe, and take charge of office during
employer's absence. The activities whiech rated
high in time-frequeney were "handle telephone
calls for employer," 87 per cent, and "take
charge of offiece during employer's absence,"

73 per cent. All the activities concerning the
taking of dictation had school-tralning ratings
~above 90 per cent, while "compose letters at
typewriter" had a school-training rating of
. 89 per cent.
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The filing activities which showed high fre-
quencies of performance were the followlng:

file alphabetically; file numerically; and

sort bills, slips, or checks. The graduates
felt that all of the fillng activitlies, with

the exception of "sort bills, slips, or checks,"
should be taught in school, or both in school
and on the job. .

The bookkeeping activities ranked low in fre-
guency of performance., The only activity which
ranked in the upper tbird of the total frequency
1list was "palance cash." This activity had a
time-frequency rating of 68 per cent and a school-
training rating of 72 per cent. The actlvities
which had a time-frequency rating of 70 per cent
or higher were: figure and check lnvolces, pre-
pare financlal statements, handle petty cash,
post to accounts receivable ledger, and record
entries in journals. The graduates indlcated
that all of the foregolng asctivities, with the

~exception of “preparing Govermment reports,”

should be taught in school. Only 4.3 per cent
of the respondents reported that they were
bookkeepsers.

Next to the typewrlter, the most frequently used
office machine was the Burroughs adding-listing:
machine. The electric typewrliter, Comptometer,
telephone switchboard, Ditto liquid duplicator,
and Mimeograph ranked.next in frequency of per-
formance. With the exeeption of the "telephone
switchboard"” these activities received a high
rating in school training. Other office machines
which had a school-training rating of 80 per cent
or higher were: Mimeograph, Monroe calculator,
Merchant calculator, Victor adding-listing, Sund-

.8trand adding and listing, Diétaphone transcribing,

and Burroughs caleculator.

The other offlice activities which ranked high in
total frequency of performance were: sanswer
telephone; meet callers; fold letters and insert
into envelopes; and open, sort, and distribute
mail. With the exception of "£01d letters and
insert into envelopes,” the graduates felt that
these activities should be taught on the job.
The ma jority of the other office activitles had
high time-frequency ratings. "Answer telephone"
had the highest time-frequency rating, 94 per
cent, and the lowest school-training rating,

34 per cent.
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Recommendatlons

The findings of this study are based on the experliences

and opinions of the graduates only. A study was not made

of the recommendations of teachers or of the employers!?

reactions to determine whether or not the graduates were

effieient offlce employees.

The following recommendations are based on the find-

ings of the study:

1.

According to the frequency of response of the
gradunates, the follewlng typlng activities
should be given more attention in the type-
writing course: copy from handwritten work,
address envelopes, flll in printed forms,
type form letters, type inter-offiece corres-
pondence, type invoices and statements, and
compose letters at typewriter.

Consideration should be given to offering a
course in office practice in which the
students would receive training In the tech-
niques of applylng for a position, answering
the telephone, and meeting callers.

Consideration should be given to offering
instruetion in alphsbetical and numeriecal
filing, taking dictation from records, the

use of the adding-listing machine, Gomptometer,
electylc typewriter, and liquld duplieator.

Several graduates lndicated that a course in
business Engllish would have been helpful to
them. Conslderation should be glven to
making this subjeet avallable to all business
students.

A class in transeription shouwld be formed so
that there would be more time available in the

btyplng class for the actlivities which need

emphasls.
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Since the survey was made, the introduction of
Gregg Simplified shorthand has remedled the
need for more instruction in that subjeet. More
time 1s now avallable for developing skill in
taking dictation and transcribing.

Since only 40 per cent of the graduates used theilr
shorthand skill, and only 13.2 per cent used short-
hand in their initial positions, 1t would seem
that this subject should not be required of every
student in the business curricuvlum. Only the
students who show ability in this subject should
be allowed to take a second yesar of shorthand.

A study should be made of the employers to
determine whether or not the graduates have been
efficilent office workers.
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SAINT JOHN HIGH SCHOOL _
N. Cambridge, Mass. 109

Qctober 15, 1952 ,

Deanr

Will you please fill out the attached survey report
for me. I am making a survey of cur graduates to obtain
information that will be helpful to us in improving our
present business program and that will help our business
pupils who are still in school.

It will take only a few minutes of your time to check
this report. On the last three pages, check the duties you
are performing in your present pcsition. If you are not
engaged in office work, will you please check as many items
as possible on the first three pages?

This information will be kept strictly confidentisal.
You do not need to sign your name. The forms are nuuwbered
only for convenience in checking the réturns.

Will you please return the report in the enclosed self-
addressed, stamped envelope by October 25.

Your éobperation will be greatly appreoiated.

Bincerely yours,

Enc.
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GBS OF PHE SAILT JOHN GRADUATES FOR

A SURVEY OF THE WORK EX LENC 5
JRY 1949, 19890, 19581, and 1952

PER
THE YEARS 48,

Please check the statement which describes how you are employed now,

1. { ) Employed for wages full time 5. ( )} Housewife

2. ( ) Employed for wages part time 6. { ) In school full time
3. ( ) Unemployed and sesking work 7. ( ) In school part time -
4, ( ) In armed forces 8. ( )} Other:

When did you‘obtain your first position?

weeks before high school graduatlon.
weeks after high school graduation.

In what types of businesses have you beon employed?

- Pirast " Present
Poasition Position

Types of Businesses

Auvtomobile Sales .
Banking. . . . . .
01711 Serﬂcec Y .
Department Store .
Educational Instlitu
Insurance. . . » .«
Manufacturing. .
rrofessional . .
Public Utilities
‘Publishing . . .
Other:
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Please 1list the places where you

Name of Company City From To

Eﬁrst position
Present. position

Please state épproximate number of employees ln your department.

‘First positlon: employees,
Present position: employees.

Please check sources through which you obtained positions.

First Present
Sources - Position _Position

Found the poaitlion myself
Through the high school,
Private agency . . » . .
Clvil Service, + . « » .-
Relative or friend . . .
U. S, Employment Agency.
Other:

L

| l' i ’..
I




7.

8.

9.

10.

11,

12,

13.

Types gg.Testsv

Intelligence . .
Typewrlting. . .
Transcription. .
Office Machines.
No test. , . . .
Other:

* e 0 o e

¢ & o * o
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What types of employment tests wers you required'to take®

First Present
Position Position

* 8 9 & o
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Please 1list the title of your first position.

Please 1ist the title of your present position.

?lease check week1y~wageé on first end present full-time posltions.

“.‘. L I ) -] [ ] [ ]
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What kind of additional

in your first position?

o ® e & &% 0o s o e

Beginning Wages ~ Current Wages
on - on A
First Position ?resent RPoslition

T
T

training was 1t necessary. for you to recelve.

Are you satisfied With your present.poéition? Yes _ No

If you are not satisfied with your position, what type of poaition

do you desire’

If you have changed your place of employment., ‘please give reason ‘
- for making the chenge. i
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14, If you have had further education since leaving high school, please
1ist the schocls attended and the courses taken,

_ , : Day or .Dates
Name of School Courses taken . Evening = From To

15. Please check reason for taking the above couysesQ

1., ( ) Needed a higher degree of skill in shorthand

2. ( ) Needed a higher degree of skill in typewrliting
3. ( ) Needed skill in the operation of office machines
4, ( ) Other reasons:

e

16, Which high- school subjects have been most helpful to you in your

- work? .
1. { ) Shorthand 5. ( ) Business Aiithmétic
2. ( ) Typewriting " 6. ( ) Business Law
3. ( ) Bookkeeping 7. { ) Blology
4. ( ) English. 8. ()

History
9. ( ) Spanish .

17. ?lease list any subjects not offered in the high school which would |
have been helpful to you.

(1) s (2) .5 (3)

18. Have you used your shorthand skill? . . o . . .Yes No-

19. If you take shorthand from a dictator, check the extent to which
you are able to take the dictation.

1. ( ) at all times
2. ( ) most of the time
3. ( ) occasionally
20. Please gilve your frank opinion of the business edncation program
at St. thn's.
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 DIRECTIONS:

CHECK LIST OF.ACTfVIWIES PERFORMED I8

112

ZRESENT POSITION

.
2,
.

Check ome of the columns in Section.I to indicate how
often you perform the activity. '

Check omo of the columms of Section II to indicate where
the activity should be taught.
Check Section III 1f you think that more emphasis should
be given to this activity in school.

Activity

18.

19,
20,

21.
22.

250'

24,

‘F111

‘Type

Type p

_Txping Activities -
Address envelopes
Capy from handwritten work
Copy from rough draft
Cut stenclls

in printed forms
alphabetical lists

form letters

inter-office correspondencs
manuscripts and reports*®

Type
Type

Type
Type
ostal cards or index cards
tabulated work

telegrams

invoices and statements
Type insurance policles

Type legal forms:

Other activities not listed:

Type
Type
Type

' Seeretarial Activitiea
COmpose letters at typewriter

Handle telephone calls for employer

Teke charge of office during
employer's sbsence
Take dictatlion directly at
- typewriter
Take dictation in shorthand and
transeribe
Take dictation from records
Other activities not llsted:

-master sheets for duplicator

SEOTION I SECTION 11 111
Where thia || 4
Approximate number should be K
. of hours ____taught o
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SECTION I

I sEcTION II

Activity

More thaen ‘2 hrs,

W

dailw
From 1 - 2 hrs.

dally
lLiess than 1 hr.

dally
Once or twice &

weoek

Monthly oxr 1ess

ob

More emphgsis needel [wf
in @hool =

often
In school
On the Jjob
Both in school
and on the

25.
26,
27.

28» '

29.
30.
31.

2.
34.

11
36.

-
38,
39. .

40.

41.
42,
43.

44,
45,

- 46,

47.

48.
49,
50.

51.

52,

File alphabetically

"Sort bills, slips, or checks

, .Handle .petty cash.
33..

;Lost to Accounts Receivable ledge

" Piling Activities

File numerically

Flle by subject

Whére thls |
Approxlimate numbar should be
/ of hours _ taught

Make cross references

Keep follow-up file

Other filing activities:

-

:Bobkkégping Activitieé}'

Prepare payroll

Balance cash

Keep & checkbook : __#}

Make bank deposlts

Reconcile bank statements

Prepars. Government reports

?repare monthly billas from ledger

Record . entries in journals

Post to General Ledger

4#==#=ém=4=v : 1#=====pn-=;+=#==*=

2ost to Accounts Payable ledger

Take a Trial Balance

Prepare Financlial Statements

Figure and check invoices

Other bookkeeping activities: =

office Machine Activities

Operate the following machines-
Stendard Liguid Duplicator

Ditto Liquid Duplicator - {
Rex-o-graph Liquid Duplicator

Mimeograph

Gelatin Duplicator
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Office Machine Activities (Gont d.||
53. Burroughs Adding-Listing -

Victor Adding-lListing

Sundstrand Adding and Listing

Remington Automatic Printing

Dalton Calculator
Burroughs Calculator or

Comptometer

for adding

for subtracting ,H'

for multiplyling

for dividing

Monroe Calculator

Friden Calculator
Marchant Calculator
Ediphone Transcribing
Dictaphone Transcribing
Underwood Fanfold Billing
Elliott-Fisher Accounting .
Burroughs Desk Bookkeeping
Remington Electric Accounting
Typewrlter:
Royal ,
Underwood
Remington
L. C., Smith
Electric
Other:

Telephone Switchboard
Other pffice machines not listedy

Other Office Activities
Answer - telephone
Meet callers
Do cashler work
Do inventory and stock work

Do messenger work

Fold letters and insert into

o envelopes
Open, sort, and distribute mall .

Make out recelpts
Other office activities:
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SCHOOLS ATTENDED BY BOYS AFTER GRADUATION
FROM HIGH SCHOOL

|
|

r——

- Number of
School Graduates

Bentley School of Accounting and Finance
Northeastern University

Boston Trade School

Coyne Electrical School

Holy Ghost Hospital

Medford Trade School

H = + +H K N o

U. S. N. R. Training School

Total 12
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SCHOOLS ATTENDED BY GIRLS AFTER GRADUATION

FROM HIGH SCHOOL

Schools

Number of

Graduates
Burdett College 12
Bryant and Strattom School 11

Boston College Intown
Cambridge Hligh and Latin School
Comptometer School

Boston University

Harvard Unlversity

Stenotype Instltute '
American Institute of Banking
Burroughs Machine School

Chandler School for Women
Somerville High School
Fay Busliness School
Hickox Secretarial School
I. B. M. School

Stratford School

Aviation Training School

Bentley Sechool of Accounting and Finance
Boston College School of Nursing
Charlestown High School

La Salle Extenslion School
Medford High School

Mt. 8t. Mary's Academy
Rindge Technical School
Saint Ellzabeth's Hospital

Sdint Mary'!s Hospital
University Secretarial School
Vesper George School of Art
Wilfred Academy

Winslow Secretarial School
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FIRMS EMPLOYING MALE RESPONDENTS IN FIRST POSITIONS.

Zahka Bros.

Company Location

Barry Qorporation Watertown
Gémbridge Tool Manufacturing Co. Cambridge
Craftsman Insurance Company: Boston |
Empire Electrical Company Cambridge
BEvergood Market . Cambridge
Freddie's Doughnut Company Arlington
General Latex Company Cambridge
Goff's Auto Service Cambridge
John Hancock Insurance Company Boston

Harvard Cooperative Society Cambridge
Harvard Unliversity Cambridge
Holy Ghost Hospital Cambridge
Jordan Marsh Company | Boston

Humphries Bruce Insurance Company Boston

Lampson, Inc. Boston

NEGEA Service Cambridge
0'Brien, Russell Imnsurance Co. Boston

Spinelli Gonstructioh Cambridge
United Farmers Boston

Western Electric Company Watertown

Cambridge
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FIRMS EMPLOYING FEMALE RESPGNDENTS IN FIRST POSITIONS

Company Location

A & P Food Company Boston
Alr Porce Research Center Boston
Allied Bullding Credits, Ine. Bosten
A1l1is-Chalmers Manufacturing Co. Boston
American NMutual Insurance Company Boston
Anderson Products Inc. Cambridge
Assoclated Transportation Co. Cambridge
Austin Hastings Company Cambridgs
B. B. Chemilcal Company Cambridge
Barrett, John W. Insurance Agency Watertown
Beacon Wax Company Cambridge
Beane & Fine Law Firm Cambridge
Better Homes Club Plan Cambridge
Boston, City of

Department of Mental Health Boston
Boston City Hospital Boston
Boston Credit Bureamn Boston
Boston, First National Bank Boston
Boston P. 0. Employers Credit TUnion Boston
Brooks Hospital Brookline
Brown-Wales Company Cambridge
Budd Optical Company Boston
Bullders Speclalty Hardware Co. Somerville
California Stuceo Company ) Cambridge
Cambridge Federal Savings Cambridge
Cambridge Gas & Light Company Cambridge
Canavan and Canavan Boston

Carney Hospital - '
Central Scientifie Company

South Boston

Cambridge
Chilton Greetings Company Boston
Cobb, Reynolds, Inc. Boston
Combustion Eng. Supr. Inec. Boston
Crotty Bros., Inec. Cambridge
Dewey & Almy Chemical Co. Cambridge
Diane's Beaubty Salon Cambridge

Boston

Division of Employment Security
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FIRMS EMPLOYING FEMALERESPONDENTS IN FIRST POSITIONS

CONTINUED

e ea—

——

et ———

Company Location

Dix Lumber Company Cambridge
Downs, Edgar T. Boston
Bastern Company, The Cambridge
Emploeyers Liabllity Insurance Co. Boston
First National Stores Somerville
General Adjustment Bureau Boston

- Gillette Safety Ragor Company Cambridge
Glidden Paint Company Cambridge
Gorin's Cambridge
Grant, W. T.Stores Medford
Grover Cronin Waltham
Hammett, J. L. Co. Cambrildge
Hardware® Mutual Insurance Company Boston
Harris, H. E. & Co. Boston
Harvard Cooperative Society Cambridge
Harvard School of Public Health Boston
Harvard Tyust Company Cambridge
Harveard University Cambridgse
Hastings, A. W. & Co. Somerville
Hollywood Cleaners Arlington
Hotel Commamder Cambridge
Hurley, Robert A. & Co., Inc. Boston
John Hancock Insuranece Co. Boston
Jones Products Company Cambridge
Jordan Marsh Company Boston
Keystone Readers Service Boston
LeBaron, R. W., Inc. Arlington
Liberty Mutual Insurance Company Boston
Linen Thread Company Boston
Loring Studios Boston
M. I. T. Ressarch Department Cambridge
Melden Electrlic Company Mal den
Massachusetts Bondlng & Insurance. Co. Boston
Massachusetts Hardware Distributors Boston
Massaechusetts Hospital Service Boston
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PFIRMS EMPLOYING FEMALE RESPONDENTS IN FIRST POSITIONS

CONTINUED

Company Location
Massachusetts Memorlial Hospiltal Boston
Merchants Natlonal Bank Boston
Metropolitan Coal Company Boston
Metropolitan Life Insurance Company Boston
Metropolitan Life Insurance Company Cambridge
Metropolitan Theatre . Boston
Monarch Life Insurance Company Boston
Mount Auburn Hospital Cambridge
Mutual Life Insurance Company Cambridge
New England Mutual Insurance Co. Boston
New England Telephone & Telegraph Co. Cambridge
North Cambridge Cooperative Bank Cambridge
Otis Air Force Base Falmouth
Parker Personnel Service Boston
Payne, F. S. Co. Cambridge
Polarold Corporation Cambridge
Publishers' Book Bindery Cambridge
Radeliffe College Cambridge
Raymond'!s, Inec. Boston
Raytheon Manufacturing Co. Newton
Reglstry of Motor Vehlcles Boston
Rexall Drug Company Boston
Rogers, A. L. Co. Somerville
Rotary Club of Boston Boston
S5t. Elizabeth's Hospiltal Brighton
8t. Johnsbury Trucking Co. Cambridge
Sanborn Compsany Cambridge-
Sclentific Specialties Co. Brighton
Sears, Roebuek Co. Boston
Signet Club Plan Cambridge
Singer, Doctor Cambridge
Smith Patterson Company Boston
State House Bosten
State Street Trust Co. Boston
Superior Laundry Somerville

-~
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FIRMS EMPLOYING FEMALE RESPONDENTS IN FIRST POSITIONS

CONTINUED
Compeny Location
Thomes & Betts Co., The Boston
Travelers Insurance Company Boston
TUllien, H. B. Insurance Agency Boston
Tltrasonic Corporation Cambridge
Tnited Metal Products Roxbury
Unlted Mutual Insurance Company Bosten
United States Government
Department of Justlce Boston
United States Trust Company Boston
University Motor Sales Cambridge
Wahn Distributors Boston
Warner, Stackpols, Stenson,& Bradley Boston
Wasserman & Salter, Attorneys Boston
Boston

White Electric Company
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FIRMS EMPLOYING MALE RESPONDENTS AT THE TIME OF THE STUDY

——
—

‘ Company ‘ ’ : Locatlon
Algonéuin Gas Transmission Company Boston
Boston, City of |
Division of Civil Service Boston
Boston University _ Boston
Craftsman Insurance Company | ~ Boston
Bastern Alrlines ' . Boston
Elm Farm ‘ ’ Somerville |
John Hancock Insurance Company Boston
Harvard Cooperative Socliety - Cambridge
Harvard University Cambridge 1
Hyde Machine Company Boston l
Kennedy, Inec. 4 Boston |
Massachusetts General Hospital : A Boston
Mullane, Thomas & Son ‘ Cambridge |
NEGEA Service Cambridge
0ld Glory Chemical Company Everett
Royal Furnlture Company : Somerville
Vope's Construction Company | Dbr;chester
Western Electric Company Watertown
_ ‘ Zahka Bros. | . Cambridge
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FIRMS EMPLOYING FEMALE RESPONDENTS AT THE TIME OF THE STUDY

" Company

Location

A & P Food Gompany : Boston
Air Force Research Center Boston
Allied Bullding Credits, Inc. Boston
Allis~Chalmers Mfg. Co. . Boston
American Machine & Foundry Gompany Boston
American Mutual Insurance Company Bos ton
Angiler Products Cambridge
Associated Transportation Co. Cambridge
Avtographic Reglster Co. Boston
B. B. Chemical Company Cambridge
Badger Manufacturing Company Cambridge
Beacon Wax Company Cambridge
Bethlehem Steel Company Cambridge
Better Homes Club Plan Cambridge
Boston Clty Hospital Boston
Boston, City of ‘
Department of Mental Health Bos ton
Department of Public Works Boston
Boston, PFirst National Bank Boston
Boston Five Cents Savings Bank Boston
Boston P. 0. Employees Credit Union Boston
Boston Safe Depodlt and Trust Co. Boston
Boston University Research Boston
Brockway Smith Corporation Charlestown
Brown Durrell Co. Cambridge
Budd Optical Company Boston
California Stucco Co. A Cambridge
Cambridge Electric Light Company Cambrldge
Cambridge Federal Savings Bank . Cambridge
Cambridge Gas & Light Company Cambridge
Cambridge Trust Company Cambridge
Central Sclentific Company Cambrildge
Chilton Greetings Company Boston
Cobb, Reynolds & Company Boston
Combustion Engineer Supr., Inc. Boston
Cambridge

Dewey & Almy Chemical Company
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FIRMS EMPLOYING FEMALE RESPONDENTS AT THE TIME OF THE STUDY
CONTINUED

Company

Location
Diane's Beauty Salon Cambridge
Dix Lumber Company Cambridge
Downs, Edgar T. Boston
Bastern Company, The Cambridge
Employers Liability Insurance Co. Boston
Famlly Loan Corporation - Boston
French Shriner Company Cambridge
Galr, Robert Company - Cambridge
General Adjustment Bureaun Boston
General Latex and Chemical Co. Cambridge
Glllette Safety Razor Co. Boston
Glidden Paint Company Cambridge
Gorin's Cambridge
Grenada Wine Company Cambridge
Harvard Cooperative Socilety Cambridge
Hemmett, J. L. & Co. Cambridge
Hardware Mutual Insurance Co. . Boston
Harvard Trust Company Boston
Harvard University Press Cambridge
Houghton, MIfflin Co. Cambridge
Hurley, Robert A. & Co., Inc. Boston
Ionics Insurance Company B Cambridge
John Hancock Insurance Company Boston
Jordan Marsh Company ' Boston
Kaler, Carney, Liffler & Co.- Boston
Keystone Readers Service Boston
Lever Bros. Cambridge
Little, Arthur D., Inc. Cambridge
Little, Brown & Co. Cambridge
Lord Electrical Co., Inc. Boston
Malden Electric Company Malden
Massachusetts Gemeral Hospital Boston
Massachusetts Hardware Distributors Boston
Massachusetts Hosplital Service Boston

Massachusetts Institute of Technology

Cambridge
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FIRMS EMPLOYING FEMALE RESPONDENTS AT THE TIME OF THE STUDY

Location

Company
Massachusetts Tltle Insurance Company Boston
McLaughlin Law Flrm Boston
Merit Protective Service Boston
Metreopolltan Life Insurance Company Boston
Metropolitan Life Insurance Company Cambridge
Metropolitan Transit Authority Boston
Monareh Life Insurance Company Bost on
Morrison Brothers Somerville
Morgan Insurance Company Boston
Mundet Cork Corporation Cambridge
Mutuel Life Insurance Company Cambrilidge
National Research Corporation Newton
NWew England Cooperative Bank Cambridge
New England Confeectionery Company Cambridge
New England Greyhound Lines Boston
New England Mutual Insurance Company Boston
New England Telephone and Telegraph Co. Boston
Newton Sash and Door Corp. Waltham
Polarold Corporation ' Cambridge
Publishers'! Book Bindery Company Cambridge
Quincy Market Boston
Radcliffe College Cambridge
Raytheon Manufacturing Company Brighton
Regals, John S. & Sons Cambridge
Reglstry of Motor Vehicles Boston
Rockford Furnlture Company Bost on
Roddis Plywood & Door Compeany Cambridge
Sanborn Company Cambrldge
Sclentifiec Specialties Company Brighton
Sears Roebuck & Co. Boston
Shell 01l Company Boston
Singer, Doctor Cambridge
Somerset Savings Bank Somerville
St. Johnsbury Trucking Company Cambridge

State House

Boston
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FIRMS EMPLOYING FEMALE RESPONDENTS AT THE TIME OF THE STUDY
CONTINUED
Company Location
State Street Trust Company Boston
Travelers Insurance Company Boston
Ullian Insurasnce Agency, H. B, Boston
Ultrasonic Corporation ‘ Cambridge
Union Bay State Chemical Company Cambridge
U. S. Engineer Corps Boston
U. 8. Government
Department of Justice ' Boston
Wahn Distributors , Boston
Watertown Arsenal o Watertown
White Electric Company ’ Boston

Woodland Dairy o Watertown




