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CHAPTER 1
IRTRODUCTION

Statement of the Froblem

The purpose of this study was to survey a seleoted
group of business firms logated in the Providence letro-
politan area of Rhode Island to determins some of the
deficlencies of beginning off'ioce employees with reference
to preparation and personal traits and work habits. This
information would be helpful in the revisicn of the our-
rioulus and in the vocational guldance of students.

Analysis of the Problem

In order to obtain a more comprehensive view of the
major problem, the following subordinate problems were
formulated:

ls, To determine the method most frequently
used to obtain employees

2. To discover the importance of ocertain

requirements for initial loyment -
business courses tak mlmﬁl:i'

). To deterzine the types of employment tests



ks« To learn the approximate number of employe
ees sngaged in office work in the firms
contacted

5. To find out what knowledges
concepts the businessmen felt :houli be
given more euphasis in the high school

progream
6., To obtain from the res 8 their
suggestions for the business

education program

7. To ascertain which firms permit field trips
and provide speakers

8, To find out if time loyment is
offered by the m “p

Delimitation of the Froblem

This study was limited to business firms loeated in
the Providence Metropolitan area. Names and addresses of
firms were secured from the membership roster of the Frovi-
dence Chapter of the National Offioe Management Assooliation,
the Providence City Direectory, and the New England Manufao-
turers Directory.

The study did not inolude information regarding job
aotivities, on=the=job training, promotions, or fringe
benefits. It was limited to information regarding defi-
clencies of beginning office employees which could be used
for ourriculum revision and for voeational guldance pur-

poses,



Definition of Terms

In order to provide a common interpretation of terms,
the following definitlions are set forth:
An investigation of
- 1Ny S0t (ot ions of = aves $0
mmmmmmn-mnr bor
and to gather other pertinent informatiom.

sequence of sub leeding
to uim. such as mtiufr“

S0 A oment o2 otaer 20satice of
business t or other looatiomn of
vocational interest by astudents in order that
thtrn{lunrkmuntaojnhm“quln
cocupational information.

w m- oonoerned

with make deoisions and

in planning a future ocareer.*
Justification of the Froblem

Since bdusinessmen are beocoming inereasingly demand-
ing in their speoifioations for office persomnel, it is
of the utmost importance for business teachers to give
students a more realistic approasch to asctual Job reguire-
ments, Helen Hinkson Oreen states:

l. Business education is economio educationm,

oorame Sl ot Sor s hastor Ryestongsy of Mygetion,
2Ibid., p. 149,
Jw-. ps 169,
"m., Ps 19%.




2. mmmutmnmumnr
the individual to his enviromment.

3. Business eduoatlion Ls training in those
ﬂfhliﬂillmtlmlll‘n%
of organized soelety and speoial
instruction for those wish to beoome
wage earners in specialized Hwﬂtim.l
Right now students are forming the habita they will
earry to their employment; therefore, it is essential for
the business ocurriculum to meet ocurrent needs. A worth-
while currioulum should be ready at all times to adjust
to "the needs of the partioular community it serves."<
The present study has been undertaken to asgertain
whether or not the present ourrioulum serves the needs
of the comuunity. The results of this study should be
helpful in planning an effective curriculum and in prepare

ing students to beoone more efficient office workers.

Organization into Chapters

Chapter I contains a statement and analysis of the
problem, In Chapter II there is & review of related
literature. The procedures followed in =aking the survey

1ﬂ:'-m "In Case You Get Arcund to Currie-
; umim ¥orid, June, 1959, p. 13.

ulum,”




are presented in Chapter III, Chapter IV gives an anslysis
and interpretation of the data obtained from the wvarious
firma, The final chapter contains a suwmary of the finde
ings, and recommendations for further study.



CHAPTER II
REVIEW OF RELATED LITERATURE

Incressed mechanization and the growing use of sutoe
mation make it essential for the business teacher to turm
out welletrained offioce perscmnel. In order to meet com-
munity needs, the schools must know what the businessman
expects of beginning employees. This informationm will
beat be discovered by means of & survey.

7, Frenk Dame! emphasizes this point when he states
that ignorance of cocupational opportunities and require-
ments is inexousable in a business teacher.

Neither guldance workers nor teachers of busi-

ness oan intell perforz thelr funetions
without unnh%ﬂ information with

regard to the oocoupational requirements of the

immediate and surrounding community. Sueh
ln.tnmﬂuunhnnlrlﬂﬂu scoured
by means of the ocooupat -u.r::{ 'I'h-pru-
fessional hulln-u teacher will

to make such a -:uutn
TR o ooty T & ST iy

This point is further emphasized by Jane Warters
who tells us that “surveys of business firms in the
area are a neoessity sinoce the majority of students will

lpeme, 7. Frank and Brinimas, umn..m
M SoutheWostern Fublishing
L]



be seeking opportunities inm their own community or in
nearby towns,":

Numerous studies have been made in many sections
of the country to discover what businessmen expect of
beginning employees. Barbara Walsh® made & community
survey in 1944 with implications for improving the busi-
ness education program of Natiek High School. Among her
findings were the following:

l. Perscnal application was rted by 57 per
gent of uxg.::o the best

nppoﬂunmrnrth-h graduate

2. English, mathematios, bookkeeping, end

spelling are n‘hjnt-l needing grester
teaching emphas

3. A sense of responsibility is the factor
which = ority of ﬁlm fesl needs
to be 4 oped in h sohool students.
Asouracy and oourtesy are also factors
needing greater attention,

Gunhild Augusta Carlson, in 1946, made a study of
the reactions of businessmen to the employabllity of high
sohool business graduates and discovered the following:

1., Businessmen in general are willing and

eager to oooperate with the high schools
in the business of treining students.

.ol ) %ﬁﬂﬂ% —“‘ﬁ#‘
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2.

3.

kL.

There is almoat ocomplete agreement among

these businessmen ms to the necessity for

the school to develop a well-integrated

i:riunnlitr as well as job competencles
the student.

There is almost unanimous agreement among
these bu::nnni:n tﬁt the nhnﬂ.:im lm
success develop speed pru ¢
busineas subjects; however, uﬁw
-rhlt.‘ll agreemant on the pn!.nt that speed
without accursoy is wvalueless, Acourscy
and neatness were most frequently listed

among the prime objectives in the temching
of business subj .

Businesamen urged that teeschers seek to
establish business standards l.nlthni.t
teaching in as far as possible,

A survey of New Bedford business firms by Catherine
Roche® revealed in part the following:

1.

2.

Je

The most common deficiencies inuludﬂl
fallure to cheak work for lu:mn;

of abllity to m letters nr
iﬂ-l.'hil'lii“l':; of Ainterest Iurl:]
willingness to do "extras,.,"

Only 23 per oent of the respondents indi-
:::tld that thiir firms used employment
Be

Thirty-aix per cent of the firms were will-
ing to sup speakers for students in the
business course, and 51 per cent offered
part=tine work 80 that students could have
on=-the=job experience while still in sohool.

(60)
] s ver=

che, r.:lt.hnrinl Ee, Sﬁi of 80 %%u%i.



nuﬂ.m«;nmlm-mnrmmm
New Britain area of Conneotiout to determine what the
businesmsmen expect of office workers, Her study showed
that:

1. The ority of employees obtalned -
tions means of personal application,

2, Yorty-seven per cent of the business firms
in this area used employment tests,

3. The ability to follow instruections was
eonsidered the most important personal-
ity tralt, and the omne that should be
given p-t-r suphasis in the schools,

be mﬂmdmﬂmmm

Hhﬂﬂlﬁ:pl.
and 57 per cent were
students visit the firs on fleld trips.

From a survey of businessmen in Framingham, Massa-
chusetts, to determine the effectiveness of the high
sohool business curriculum, Catherine Delaney dlseovered
the following:

p mmit:lng shorthand, intell and
1hht-hlwm1hi 't
tests most frequently used. N of
the 75 business firms did not give pre-
enployment te




3. Acoursey in all of offioce
' wes the most Sersonsiity tradtel

In 1954, Ida-larie Bettli made a survey of business
firne in the Eoston Metropolitan area to determine some
of the deficlencles of beginning offlice exployees. Her
findinge relative to preperation are sumzarized below:

l. Inablility to compose letters, poor puno-
tuation and spelling, 1nnhilitr to write
legibly, and feilure to cheok work for
acoursQy were very oommon,

2., Poor vogmbulary, inability to answer the

telephone properly, and lnabllity to type
socuretely were considered very comson by

over 50 per cent of the respondents,

3. Other defliclencles with regard to job
preparation weare: fallure %0 use somuon
sense, laock of good Jjudgment, inablility
t0 reascn, lack of 1n -nrk and
reluctance ponsivility,

ke A list of skills whioh employers felt
o caleulating end Supli 'ui; Rk ines
on’ nag
ability to taxe and transeribe shorthand
notes more rapidly, and the ability to
make entries and post,.
In the Betti study defiolencies with respect to per-
sonality traits and work habits were listed as follows:

l. Tardiness was regarded as ooomon
38 of the s=ployers Iﬂltlﬂ:::, e

2. Over 50 por cent listed the fﬂllniinl as
vary ocom=on or falrly ecmmoni: lagk o




initistive, tendensy to waste time

nrpniutinn of work, lack of ﬂuinpm
to do "extras."

3. Other deficiencies listed were: poor
plication, inability to resist distrac-
tion, indifference, talkativeness, lack
:{utm work, and resentment of correc=
.

Subjective commenta on various phases of the study
wers submitted by 65 of the respondents, These coaments
are sumnerized as followa:

1. ﬁnﬂﬂ felt that many beginners
terest in the type of work they
nr- duh:; and the gemeral intelligence
necessary Eo o it well.

2. Hﬁ businesamen suggested an improved
schocl guidanoe program which would
soreen those individuals whose itudes
and intereets would precl th sug=
oess in the business world.

A 1959 study of business firms located on Route 128
to determine oocupational opportunities for business
graduates of local high schools gives us the following
information:

l. HNewspapers were used most frequent

a means to llmtmnplnruibr Sp-r
cent of the firms. ZEmployment agenoles,
high school placement services, and the
letter of application were the next most
common methods for seouring workers.

2, Employment tests were used by 73 per cent
of the respondents, the most ocommon tests

o S M S




;“hf trpi.ng: clericel aptitude, and

3. Initiative was e trait that &9 per cemt of
the businesamen felt should be glven more
i apentariiicy aia rebvonsivirier
respons Yy
in need of speclal attantion.

L More than 50 per cent of the respondents

stated that neatness, ablilit
to get along with rl. and ocoperation
needed greater smphasi

o mﬂ:‘um‘ﬁ‘mrnm“ to
vislt thelr plants on fleld trip;é and
T it e S 2ee

The foregoing studiea hawve brought to light mueh

information that should be of intense interest to all
busineas teachers. "The duty of the schools in Justice
to the looal business fims 1s to trein students for the
type of work which the businessmen in the community de-
mludnquu-.'i This awareness of ococmmunity needs
and requirements will ald the teachsrs to turn out better
qualified office employees. The findings of this study
should prove helpful in developing a business education

program that will meet the ourrent needs of busineas,

et

:.-m‘ 0. 8it., pe 73.




CHAPTER IIX
METHODS OF PROCEIURE

The main purpose of this study was to survey busi-
ness firms in the FProvidence Metropolitan area of Rhode
Island to determine some of the deficlencies of begin-
ning office employees. The information obtained was to
be used in revising the business currioulusm and in the
vooational guidance of students. The study was conducted
a8 follows:

5 studies, and
ut-nw:rr':I:lu to thls investiga-

2, &w-:?umlﬂmwn-::ﬂ-
or Il-,lnhu'ﬂ.ﬂ.
wﬂl-lmwm

3. A three=page ocheok list was drawn
mmpm-urmiuth-m:pm
sary information.

be A letter of transmittal expleining the
MEWWIWHHII

5. Names and adéresses of business firms
were obtalined from the mexberahlp roster
of the Providence Chapter of the Kational
ﬂfflhlu?mtumhtiun,mw-
denoce City Dire s 8nd the New England
Manufeaoturers Direec .



6. A cheok list and letter of tranamittal
were sent to 200 firms in the Providence
Metropolitan area,

7. A tuﬂm lettor was sent to those
firms falled to respond.

8. The data were tabulated and summariszed.

9. Findings and recoomendations were drewn
up based on the information received.

For ease in replying and in order to take as little
as possible of the businessman's time, the questiomnnaire
was 8o constructed as to require only a cheok mark in
the aprropriate spaoce, The cheok list was 4drewn up and
presented to the loston University Seminar in Business
Eduoation. FHRevisions were made acecording to the ocn=
structive suggestions of the group.

on April 16, 1959, the check list was sent to 200
representative business firms in the area. An effort was
made to inolude both large and small ocupanies in various
types of businesses, especially those which might employ
recent graduates.

A follow=up letter was sent on May 29 to the firms
which had not responded. A final tebulatiom of replies
showed that a total of 104 ocompanies had responded to
the questiomnaire. Omly 101, or 51 per cent, of the
repliea were oconslidered in tabulating the returns es



three of the responding firms stated that they were only
branch offices with such a small office forece that thelir
turnover was negligible, and they were not representative.

The ocompleted questionnaires were then carefully
tabulated and an analysis made, From these tables cone
clusions were drewn, and findings were summarized.
Finally, recommendations for the revisiom of the ourricu-
lum were drawn up.



CHAPTER IV
ANALYSIS AND INTERFRETATION OF DATA

The results of this surwvey to determine some of the
deficiencies of beginning office employees in the Frovi-
dence Metropolitan area are analyzed and tabulated in
this chapter.

TABLE 1
NUMBER AND FER CENT OF REFLIES RECEIVED

104
Unanswered 96 L8
Totals 200 100
On April 16, 1959, 200 questionnaires were sent to

business firms loocated in the Providenoe !'etropolitan
area of Rhode Island. Table I shows the number and per
cent of returns. One hundred ome, or 51 per cent, were
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returned from representative firms and only these were
considered in tabulating and analyzing the data. Three,
or one per cent, were returned by firms who stated that
they were only branch offices with a very small office
foroe whose turnover was negligible, and that they were not
representative in the area, Totel returns showed that 104,
or 52 per cent, of the business firms in the Providence
Metropolitean area cooperated in the study., A list of these
firms may be found in Appendlx B.

The first question on the cheok list asked the employ-
ers to state the method most frequently used to obtain
ezployees. A sumzary of this informatiom may be found om
the following page on Table II., The mmber of oases involved
are approximately the same as the percentages given inasmuch
as the percentages are based on 10l total responses. There-
fore, the mumber of firms responding has been omitted from
some of the tables,

At the time of the study, 53 per cent of the firms
applied to the Rhode Island State Enployment Service to secure
now exployees. This was the method most frequently used by
the firms contacted. Fifty per cent of the conpanies cone
taoted the schools when they were in need of new office help;
whereas 37 per ocent of the respondents relied on personal
applications to fill vaocanoles that ooocurred. Thirty-five



TABLE I1

METHODS MOST FREQUENTLY USED
TO OBTAIN EMPLOYEES BY 101 FIRMS

Rank Kethod Used Fer Cent
Reporting

1 Rhode Island State 53
Employment Service

2 Contacting schools 50
3 Perscnal applicetion 37
' Private enployment agenoies 35
5 AMvertisesents 33
6 Recoumendations of employees 25

per cent of the responding companies went to privete employ-
ment agencies when they needed new office workers.

Newspeper advertisements were used by 33 per cemt of
the business firms ocontacted. Twenty-=five per cent of the
eompanies relied on recommendations of employees when
they desired to inorease their office force.

In order to discover the importance of certain fec-
tors, suployers were asked to indicete in the proper
eolumn the degree of isportance which they attached to
business gourses taken, school grades, appearance, person=
ality rating, esployment test socores, recommendations, and
any other requirement which they deemed important for
initial e=ployment.
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On examining Table III ome finds that 56 per cent of
the firms considered busineas courses taken as very important
in selecting new personnel, whereas 3% per cent of the busi-
nesamen considered it lmportant, Only two per cent of the
respondents considered this item unimportant,

Appearance was rated very iaportant by 53 per cent of
the businessmen, whereas AL per cent of the oompanies looked
upon it as important. Agalin, only two per oent of the firms
ochecked this item as unimportant.

Forty per oent of the respondents looked upon person=
ality rating as very important, end 45 per cent deemed it
important. Fourteen per cent of the firms oconsidered this

item unimportant.
Conly 35 per oent of the socmpanies conaldered school

grades as very important to initisl employment; 60 per cent
oonsidered school gredes importent. Four per cent of the
firms eignified that sohool grades were unimportant in
seouring employment with them,

Twenty-three per ocent of the respondents looked upon
reconmendations as very isportant. Some qualified their
cholce by stating that if the recommendations were carried
by the applicant, they were nmot important, but if they were
malled in, they were very important. A large group of
firms, 50 per ocent, oonsidered recommendations important.
Twenty=-three per oent of the companles felt that recommen-
dations were unluportant,



TABLE III

IMPORTANCE OF REQUIREMENTS FOR INITIAL EMPLOYMENT
ARRANGED ACCORDING TO THE FREQUENCY OF VERY IMPORTANT REFLIES

(101 FIRMS)
e Mepges  Bwas e
Business courses taken 56 39 2
Appearance 23 hi 2
Personality Rating Lo A5 14
Grades obtained in school 35 60 '
Recormendations 23 51 23
Exployment test scores 18 37 27
Experience 16 32 50




The scores obtalined on employment tests administered
by the business concerns were considered very luportant by
18 per cent of the respondents, and 37 per cent of the
companies considered these seores luportant. Twenty-seven
por cent of the firms considered the scores unisportant.

While offioe experiemce for the high sohool greduste
necescerily must be limited, 16 per cemt of the respond-
ents oonsidered part-tine work experience before gradustion
very important, whereas 32 per ocent considered it important.
Fifty-one per oent of the firms felt that this experience
was unizmporteant because of the training period given to new
ezployess by moet firmas,

Several of the respondents added factors whioch were
not inocluded on the check list but whioch they oconsidered
very lmportant for initial employment. These were:
oommon sense, grammar and composition, aptitude, depend-
ablility, an exoellent attendance record, general background
knowledge, family background, personal application, desire
to learm, willingness and apparent ability to get nlong
with others, and the ability to express oneself,

Extra-ourrioular interests, and the readiness to pro-
sent names for references were oonsidered important by
two per cent of the responding firms,



TAHLE IV
EMFLOYMENT TESTS USED BY 101 BUSINESS FIRMS SURVEYED

o t7pe of Tes et
1 Typewriting A8
2 utenograchy n
3 General olerieal 28
b General aptitude 19
5 Intelligence 18

It is interesting to note from Table IV that type-
writing tests are the ones most frequently administered
by LE per cent of the respondents. OStenography tests
were next in order of frequency with 37 per cent of the
firms reporting their use, General clerioal tests were
administered by 28 per cent of the employers, HNineteen
per oent of the ocompanies stated that they used general
aptitude tests, and intelligence tests were used by
18 per cent of the responding firma,

Thirty-six of the business firms stated that they
use no formal pre-exployment test of any kind. These
relied principally on the impression made at the per-
sonal interview or by the letter of application,
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A few of the firms stated that they used special
enployment tests not listed on the questionnaire, These
were: a mental alertness and temperament test; a Comp=
tameter test; a spelling, voecabulary, and business
arithmetio test} a manual dexterity test; a personality
test; Aotivity Veotor Analysis; switchboard operetion;
and a medliocal sxsminer's report.

TABLE V

FUMBER OF EMFLOYEES
ENGAGED IN OFFICE WORE IN 101 RESPONDING FIRMS

Jumber of Number Per Cent
Lzployeas Reporting Reporting
1= 25 52 51
26 - 50 15 15
51 - 75 5 5
76 - 100 7 7
101 - 200 11 11
Over 200 a8 8
Unanswered 3 3

Totels 101 100

Table V shows the approximate number of employees
engaged in office work in the ocontacted firma, TFifty-

one per cent of the respondents had fram one to 25



offioe workers. From 26 to 50 employees were working
in 15 per cent of the firms, and five per cent employed
between 51 and 75. OSeven per cent reported that they had
from 76 to 100 employees; whereas 11 per oent used from
101 to 200 on their office staff. Only eight per cemt
of the compenies employed over 200 workers. Three per
cent of the firms 4id not answer this query.

In order to ascertain some of the defloclencies which
enployers observed in begimning offioce workers with refere
ence to preparation, the businessnen were asked to cheok
the appropriate column to show the extent of the deflolency
as very oommon, falrly common, or not oommon,

In examining Table VI on the following page, one finds
that inabllity to ocompose letters was the most comson
deficiency, This was checked as very ocommon or fairly come
mon by 8L per osnt of the respondents.

Every business teacher is sware of the need for improve
ing the spelling of students, This faot was wery foreibly
brought out by the responses of 83 per oent of the businesse
men who indioated that the lack of spelling ablility was a
very common deficlency in beginning employees, Fallure to
echeok the scouramcy of work was alsc shown to be very ccomon
or fairly common by 83 per cemt of the firms,



TABLE VI

DEFICIENCIES WITH REGARD TO FREPARATION
ARRARGED ACCORDING TO
VERY COMMON AND FAIRLY COMMON RESPFONBES

o e I e e S T I P

Deficiencies Fer Cent
E-rnﬂiu Reporting

Inability to coupose letters 85 84
Lagk of spelling abllity B g3
Failure to cheok soouracy of

work Bl g3
Poor punotuation 76 75
Inability to write good English 73 72
Insdequate business vocabulary &6 65
Lagck of abllity to write

legibly 65 64
Inabllity to aot as effective

receptionist 57
Fallure to make neat erasures

S

Inability to type mcourately
Inability to answer telephons

properly 55 b
Inability to do si=zple

I.I';M 52 81
Failure to transoribe notes

aoourately 50 50
Insufficlent sklll in using

oaloulating machines 50 50
Insufficient skill in using

duplicating machines Ld L,




Seventy=Tive per cemt of the companies felt that
poor punctuation, and inability to write good English
were very common or feirly common, Sixty=-five per cent
of the firms found that employees had an inadequate busie
ness vocabulary. At the same time, 64 per cent of the
businesssen found that begimning workers lacked the abil-
ity to write legibly.

The next defiolency, inability to act as an effective
receptionist, was olassed as very common or fairly oommon
by 57 per cent of the amployers; and failure to make neat
ernsures was listed as very oommon or falrly ocommon by
55 per ocent of the respondents.

Inablility to answer the telephons properly, and the
inability to type acourately were considered very oommon
or fairly oommon by 54 per oent of the firme responding,
Fifty-one per ocent of the employers felt that beginning
employees were unable to do aimple arithmetio.

Falilure to transoribe notes moourately, and insuffi-
olent skill in using ocsloulating machines were checked
very oommon or falrly occm=on by 50 per cemt of the busi-
ness firms answering the cheak list, Forty-four per cent
of the respondents oclassified insufficlent skill in using
duplicating machines as a very ocommon or fairly com=on
deficiency.



Among the deficlencies whioh were consldered not come
mon by the majority of respondents were: inability to
speak good English, insuffiofent skill in using adding
maohines, inaccuracy in keeping records, inability to type
with reasonable speed, insufficient knowledge of filing,
insufficlient knowledge of posting, insufficient knowledge
of making entries, insufficient speed in transoribing notes,
and failure to transoribe notes accurately.

Several of the buslinessmen listed other deficlencies
which were not listed on the questionnaire, Some of these
inoluded: failure to follow instructions precisely; faile
ure to ask questions; lack of imowledge needed for making
bank deposits, balanoing the oash acoount, and making the
endorsements required in banking; inabllity to apply sime
ple arithmetle to btusiness problems; and inability to
use the Diotaphone properly. One respondent stated that
spoed in ecomputation oould be improved.

Statistics show that a high percentage of discharged
workers are dismissed because of undesirable or disagree-
able personality or character traits. In order to help
the students dovelop the proper attitudes, exploysrs were
asiked to check certelin personal traits and worc habits in
the appropriate eolumn to show the type and extent of the
deficlency, This information is sumsarized on Table VII.



TABLE VI
DEFICIENCIES WITE HEGARD TO PERSONAL TRAITS AND WORK HABITS

ARRANGED ACCORDING TO FHEQUENCY OF
VERY COMMON AND FAIRLY COMMON RESPONSES

Rank Personality Traitas Fumber Fer Cent

Reporting Reporting
 § Tendenoy to waste tinme 67 &6
2 Laok of initlative 65 6l
3 FPoor organization of work 63 62
b omgmiremnee L, 4
| Tardiness 50 50
6 Lagk of interest in work &7 L7
7 Laok of dependabllity [N L&
8 Absenteelisn 33 33
9 Poor grooming L 20
10 Lack of courtesy 15 15

11

Fallure to get along with
fellow employees 13 13

From the list of personal traits and work habits pre-
sonted on the sheok list, 66 per ceant of the firms felt
that the tendenoy to waste tinme was the most occamon defi-
clenoy. Sixty-four per cent cheocked lack of initistive
ad either very common or fairly ocommon, and 62 per cent
designated poor organization of work as a very common
deflolenoy.



Fifty-one per ocent considered lack of willingness
to do "extras" quite oormomn, end tardiness wes a defi-
olency checked as very oommon or feirly oocmmon by 50 per
cent of the businessmen reasponding.

Lack of interest in work was a very common defect
found in beginning employees by 47 per cent of the respond-
ents, Forty=-four per cent listed lack of dependability as
either very ocmmon or falrly common, and 33 per ocent felt
that absenteeisn was a very ooumon defioleney.

Poor grooming, lack of courtesy, and fallure to get
along with fellow exployees d4id mot appear to be common
since they were checked by only 2L per oent, 15 per ocent,
end 13 per cent of the fims respectively.

A fow of the respondents added defieciencles which did
not appear on the cheok list. These inoluded: lack of
pride in work, anxiety about salery ralises, fallure to
understand gonstruotive critieism for what it is, lack of
tact, over-aggressiveness, lack of awareness of what has
to be done, and willingness to attempt a job without fully
understanding instruetions.

In order to establish oloser ococoperation between the
businessmen and the schools, employers were asked to state
the knowledges, skills, and ooncepts whioh should be given
greater emphasis in the high sehool program. Table VIII
on the following page gives a summary of this information.



TABLE VIII

INORLEDGES, QONCEPTS, AND SKILLS WHICH RMPLOYERS
FELT nnzﬁnllmmmm

Rank ’ Huzber
Iﬂflﬁ- - Per Cent

Spelling 3
Basio English 24 2L
Arithmetie fundsmentals 19
Aocurate typing 15 15

W W N e

training 12
Grezmar and punctuation 11

Composition of
business letters 10

=] n

|

In addition to the knowledges, concepts, and skills
shown above, individual respondents felt that the follow=
ing also needed empbasis: pride in one's work, a sense of
responsibility, precision in following direotions, acou=-
racy, neatness, scolal courtesies, good grooming, ability
and willingness to apply omeself to a task, telephone
techniques, and a knowledge of the proper way to conduot
oneself on an interview.



TABLE IX
FIRMS WILLING TO PROVIDZ SFEAKERS

Reply Kumber Per Cent
Feporting Reporting
Yes &5 k5
No 53 52
Unanswered 3 3
Totals 10L 100

Students, in general, would benefit very much if
they were able to obtain a more adequete knowledge of the
firss in which they hope to work. This knowledge would
motivate them to greater effort, and more rapid advance-
ment.,

In order that the students might have the opportunity
to hear from the businesmmen themselves what they expect
of beginning offioe smployees, axployers were asked 1if
they would oomsider speaking to small groups of business
students on pertinemt toples. Table IX shows that A5 per
osnt of the firms were willing to supply speakers,

A list of the companies who were willing to provide
such a service to the sohools is given in Appendix C,.



TABLE X

YIRS WILLING TO FERMIT
STUDENTS TO VISIT ON FIELD TRIFS

Reply liumber Fer Cent
Reporting Reporting
Yes L7 &7
No 51 50
Unanswered 3 3
Totals 101 100

= m

Sinoe a visit by a student to a place of business is
looked upon as one of the best methods of ineiting him to
greater effort, the businessmen were asied if they would
pormit visits of small groups of students to thelir places
of business in order to enriech the pre-employment training.

Forty-seven per cent of the employers were willing

to have students wisit their offlces on field trips. A few

qualified their reply by stating that they would prefer

only five or six at a time., Another firm proferred to have

one student sit with an offioce employee for a day or so in
order to see just what a good worker sccomplished in e day,

A list of the firms who permit fleld tripe appears in
Appendix C.



TABLE XI
FIRMS OFFERING PARPSTIME EMPLOYMENT

{101 CASES)
Reply Number Per Cent
Reporting Reporting
Yea 35 35
Ho 63 62
Unanswered 3 3
Totals 101 100

Table XI shows the results of ssking employers if
they offered part-time employment to students so that
they might receive on-the=job experience.

Thirty-five per cent of the firms stated that they
hired students on a part-time basis, and 62 per cent
used no parte-time help., GSeveral of those who answered
"yes" to this question qualified the respomse by stating
that partetime employment would be in the summer only.
Others stated that they would take on parte-time help a
short time previocue to graduation in order to train stu-
dents who would eventually beoome fulletime employees.

Firms offering parte-tice employment to students so
that they might receive one-the-job experience are listed
in Appendix C.



At the end of the cheok list the businessmen were
asked for comments that would be of use in improving the
preparation of students for initisl employment, and busie
ness in genersl., GSome of the firms responded as follows:

Students should be informed that as they eanter

the business world they are novices who must

be willing to learn and ready to accept respon-
sibility. PFromotions will be their rﬁtﬂ.

Proper attitude is a preparation for going

into the business world. ©Students should have

1::1:- . ticn to develop a little more cleri-
Ya

A sounder ooncept of what responsibilities en

employee has toward an empl would be reward-
ing. Tor example, the fact it is good
manners to phone your employer when you are 11l

e tnﬂ:l:gu Mﬁ.:n:mpgnui
ress or very .
ahould be will tnﬂlrtltthlhnﬁltn
reasonable wage line with the job.

Students should have a basie tralning in the

ﬁm R's :I.u:i_m hlinmtmnn. 1:
ttle imowl everything goes on

an office be helpful,

ngntlhlhnuld nntthu m u: ﬂ.:.-:t assigne
nen importan ure o get along
with other employees.

classes should inolude adequate instruc-
t setting up letters. Froper caing
and oorrect business dreps are very t.

Sohools should, as far as possible, teach the
hard eoconomie faots of life. A general effort
should be made to eliminate the "something for
nothing” t. Partioular emphasis is needed
on the moral tion of glving full skill,
care, and effort for wages received.



35

..MMm : 2§ 3 3,53
il i Al
o b s
R e
il B uum fon Shicds
i 1o gt TS
i Bt 1 i
gt bt B0 B s S



onts o

stud

H.nl.ln

tl:ti :u

ble mo

the methods

uull

d be taught
....:ﬂ" avoid gossty,

with others ias
ty in attend-
arithmetio and
lﬁn
end procedures of any
tmwum
those who exhibit an
than one funotion,
I.lllhlmlhrhlﬂn:lﬂﬁl.

lﬂ'k
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a partioular field of concentration,

ability to oarry out more
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In the following chapter will be found a summery of

the findings of Chapter IV, together with recammendations

based on the findings,



CHAPTER V
SUMMARY OF FINDINGS AND RECOMMENDATIONS

The main purpose of this study was to determine some
of the deficiencies of beglnning office employees in the
Frovidence Netropolitan area, with impliocations for our-
riculuzs revision. The mumber of cases involved were
approximately the same as the percentages given in the
findings inasmuch as the percentages were based on 101
total responses.

A« The findings relative to the recrultment of new
office personnel at the time of the study were as follows:
/ 1. The Rhode Island State Employment Service was

used as & means to seoure new smployees by 53 per cent

of the firms contacted. About one-half of the business
companies contaoted the schools when seeking new workers.
Personal applications were used by L7 per cent; private
enployment agencies, by 35 per oent; advertisements, by
33 per cent; and 25 per cent of the employers relied on
recommendations of employees to obtain new personnel.

2. The Tive requirements considered most important
for initial employment and the percantage responding
were es follows: Business courses, 56 per cent; appear-
ance, 53 per cent; personality reting, 40 per cent;
grades obtained in school, 35 per cent; recommendations,
23 per cent.



“ 3« Bmployment tests were aduinistered by 65 per cent
of the firms responding. Typewriting tests were givem by
48 per cent; stemographic tests, by 37 per cenmt; general
olerical tests, by 28 per cent; aptitude tests, by 19 per
oent; and intelligence tests, by 12 per cent.

4. The numbar of employoes engaged in office work
varied in the firms contacted. Twonty-five or less were
employed by 51 per cemt of the firms answering the oheck
1ist; 26 to 50, by 15 per cemt; 51 to 75, by five per
oent; 76 to 100, by seven per oemt; between 101 and 200,
by 1l per oent; and over 200, by elght per ocent.

B, The findings relative to deficiencies in prepa-
ration whisch employers observed in beginning offioce workers
are given below,.

v 1ls Inability to compose letters was the most ocammon
deficiency noted by 85 per cemt of the firma reaponding.
Lagk of spelling ability, and fallure to cheok acouracy
of work were found to be very ocommon by 8L per ocent of the
mployers.

2. Seventy-six per cent of the businecssmen felt
that poor punctuation wes a very occamon defiocienscy. The
inability to write good English, and inadequate business
voocubulary were deficiencies cheoked by 73 per cent, and
66 per ocemt of the firms respectively; and é5 per cemt
felt that there was a deolded lagk of good penmanship.
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© 3« Firtyeelght per cent of the firms felt that begin-
ners were unable to sot as effeotive receptioniste. Fallure
to make neat erssures was a deficiency found by 56 per cenmt
of the firms contacted,

bs Inebility to type scourately, and inability to
answer the telephone properly were found to be very common
by 55 per oent of the companies, Fifty-two per cent felt
that beginning office employees were unable to do simple
arithmetic, Approximstely half the respondents considered
failure to transcribe notes acocurately, end insufficient
akill in using caloulating machines either very common or
falrly common deficiencies.

5. Defieciencies which were considered not common by
the firms answering the cheok list were: Iinability to
speak good English, insufficient skill in using adding
machines, inacourscy in keeping records, inability to type
with reasonable speed, insuffieclent knowledge of filing,
insurficient knowledge of making and posting entries,
failure to transoribe notes asourately, and insufficlent
speed in transoribing notes.

C. Findings relative to deficiencies with regard to
personal traits and work hablits are sumarized below:

v 1« Tendeney to waste time was the most nomon defi-
clenoy found by 66 per cent of the employers.



2. Lack of initistive was a defiociency observed by
65 per cent of the respondents,

3. BSixty-three per cent of the businessmen found that
beginning employees had their work poorly organized.

be Nore than half the firms observed a lack of wille
ingness to do "extras,”

2« TFifty per ceant of the employers stated that tardi-
ness was very oammon or fairly owmon,

6. Approximately half the respondents observed in
beginning employees a lack of interest in work, and a laock
of dependabllity. About one-=third felt that absenteeis:
was very oummon or falrly commoni and less than 25 per
cont stated that poor grooming, lack of courtesy, and
fallure to get along with fellow employees were very oom-
mon defeots.

D. Findings with regard to the knowledges, sikills,
and concepts whiech employers felt should be given greater
ezphasis in the high sehool program are listed below:

1. Spelling was the subjeot needing the greatest
exphasis as reported by 34 per cent of the fimms,

2, Twenty-four per oemt of the oompanies felt that
basie English needed greeter exphasis,

3. Aritimetio fundamentals, amcourate typing, and
inoreased business machines training were listed az need-

ing speciesl emphasis.



- be Approximately one-tenth of the firms answering
the questionnaire listed grammar and punotuation, ocompo-
sition of business letters, and penmanship as in need of
inoreased emphasis in the high sohool program,

E. A%t the end of the check list a series of miscel-
laneous questions were asked, and the findings from these
were as follows:

l. Forty-five per cent of the responding firms were
willing to provide speakers to discuss pertinent subjects
with small groups of business students,

2, Fortye-seven per cent of the businessmen were
willing to have students wvisit their offices on fleld
trips,

3. Fart-time employnent was offered to students by
35 per oent of the business firma,

Reoommendations '

l, B5ince the Rhode Isaland State Exployment Service
is the most freguently used souree for obtaining now office
workers, students should be emoouraged to make use of the
services of this agenoy.

2. Students should be made to realize the importance
of the business courses taken since the majority of employ-
ers oconsidered this feoctor a very important requirement
for initial employment,



3. Sample employment tests should be given to the
students so that they will be more adequately prepered
when tests are administered by employers,

L+ A business English and letter writing course
should be developed for all business students singe inabile
ity to ocompose letters was the most common deficlensy noted
by the businesamen,

5. Provision should be made to supply the students
with en abundanoce of proofreading material in order teo
train them to cheok the acourasy of work,

6. Since employers feel that technioal skill with-
out desireble jersonal qualities is useless to busineass,
students should be trained to organize thelr work prope
orly, and to make every mimute count, Initliative, respone
sibility, end dependability should be constantly stressed,

7. Spelling, basie Inglish, and arithmetioc should
be given ineoreased emphasis in the high school program.

8. GSchools should take adventage of the willingness
of the businessmen to provide speakers, and to pemit
students to visit their places of business on field trips,.

9« The fact that )5 per ocent of the responding fimms
offer part-time employment should be used as an incentive
to urge the business students on to greater effort.



Suggestions for Further Gtudy °

A survey of business firms located in the Providenoe
Metropolitan area should be made to determine ococupational
opportunities for the graduates of the business depart-
ments of local high eschools, A Job=aotivity analysis
should alsc be made to determine the duties perforzed in
the variocus job classifications. This study should also
obtain information concerning the types of machines used
by the local business firms, The results of such a study
should be of value in revising the business education
ourrioulua,

L3
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ST. TERESA HIGH SCHOOL
231 AMHERST STREET
PROVIDENCE 9, RHODE ISLAND

April 15, 1959

Gantlemen :

In view of revising the business curriculum of 5t. Teresa
High School, I am making a survey of business fims in the
Providence Metropolitan area for the purpose of determining the
nature and extent of the deficiencies of beginning office em-
ployees. The accomplishments and attitudes of office personnel
reflect the character of their school tradning, and in order to
send out better qualified workers, the schools need the help of
businessmen,

Your company has been selected as one of the representa-
tive business organizations to participate in this study which
has the approval of the Mational Office Management Association,
Providence Chapter. Will you please answer the enclosed gues-
tionnaire? All replies will be treated confidentially and
information will be used in tabulated form cnly., Additional

comments on any phase of the study will be deeply appreciated.
Thank you for your cooperation in this investigation,

Sincerely yours,



A STUDY OF BUSINESS FIRMS IN THE PROVIDENCE METROPOLITAN AREA
70 DETEHRMINE SOME OF TE DEFICIENCIES OF BECINMNING OFFICE EMPLOYZES

£
I. BPLOYMENY
1. Flease check the method most freguently used to cbtain employees.
— 8. Advertisements — 8. PFersonal application
— b Contacting schools o I. Foocormendations of employees
— ©. BState Buployment Agancy — e Other (please specify)
- G Private Bmployment Agency
2. Flease indicate by a check mark ( ) the importance of the following require-
mants for inditial employment.
Vary
| Iportant | Important | Unimportant
()
3« What type of employment test is used by your firm?
— B+ Btencgrephic 8 Civil Service Duma
be Typewriting - I. Intelligence
—— O« General Clerical — e Nome
4. General Aptitude he Other (please specify)
Le What is the and title of the within -
IJII'HII’H::_ parson your organisation who actu
~

S« Floase give spproximate mmber of employees sngaged in office work.

. —



6. Flease check ( ) the daficiencies you cbeerve in beginming employees with refer-
™ ance to preparation, and personal traits and work hahits.

MH%
|

Comaon | Cossson 'I‘.t-m

_|__.\. .

T mxiy
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10.

Flease list the lnowledges, concepts, and skills which you feal should be

given more emphasis in the high school program.

Any further comments that will be of use in improving the preparation of

students for initial employment, and business in general
appreciated.

» Will be greatly

OENERAL INFURMATION

1.
24
3s
La

Firm Nemo

Address

Type of business

Name and position of person answering the check list




AFPENDIX B

A LIST OF THE FIRMS
THAT RESPONDED TO THE CHECK LIST

The following list gives the name and address of each
firz responding to the check list, the type of business,
and the naze and title of the person answering the check

CENTREDALE
Allendale
Lok Avenue
vorsted Yarn
S, Manager
ORAKSTOR



Cranston Print Works Compeny
1381 Cranston Street s
Aning of ootton fabrios
Gs M. Flnane-Administrative Assistant

CUMBERLAND

Cadillae Textiles a
Veeting Street s lnoorporate

Manufaoturers of Textlle Fabrics

Claire Ernstof=-Adninistrative Assistant

EAST GREENWICH

Bostiteh, Incorporated
South County Trail
Manufecturers of Staples and Stapling

John B, Donnee-=-Fersonnel Hansger

PAWTUQKET

Arbeka Ve Conpany
1135 Roocsevelt Avenue
We Do Cuthbertson, Jr.

Olover Bead and Jewelry, Incorporated
75 Sabin Strect

Jewelry Manufacturing
Henry F. Zinno=-0ffice Manager

Co Insulated Wire C
ﬂm:uﬂn Avenue —

Wire and Cable Eemufacture
Jemes ¥, Schora==Chief Aocountant

Metropolitan Life Insursnoce Comp

42 Park Flaoce any
Insurance
Hary FitzPatriok--0ffice Supervisor

Boaton University
Sohool of Education
Library



150 Dartmouth Street
Bakery Products
Leonard J. Doherty--Fersonnel Manager
PROVIDENCE

L, ¥, Smithe-Clarioal Seoctlion Supervisor
Anson, Incorporated
24, Baker Street

Men's Jewelry and Jewolry Boxes
¥, honald Von Storeh-=FPersonnel

Armour and Company
100 Harris Avenue
Wholesaler of Meats

Jd« Cs Farrington=--Controller

George Arpin & Soms, Incorporated
85 Carlsbad Street

Kise Kudrey Ou ALpine-Bookkeeper

Automobile Mutual Insurance Company of Azerica
10 W set Utreet

DeForost W, Abel-<Fresident

BeleF Industries, Incorporated
34,5 Harris Avonue

Meteors and Fesders

A. ¥, Hownane-0ffioe Manager

Brown & Sharpe Henufecturing Company
Fromenade Street

Maghins Tools and Freoision Instrusents
Cs E, NoffTitt-=Supervisor of Industrial Activities

Brownell & Fleld Company
119 Harris Avenus
Wholesalers of Coffee and Tea

Rs ¥o Simpoon=-0ffice Manager

Manager



Manufaoturer of Artifioclal Flowers and Fruit
As A Izzo--0fflce Manager

Vomen's Epecial
William :E“ 4 fioe Manager

Citizens Savings Bank & Citizens Trust Company
870 vestuinster Street

Doris %, Eeefo--Fersonnel Diresotor

City Controller's Office
City Hall

Auditing City Accounts
Robert A, Foll==Agoountant
City Hall Store

Snow, and Westainster Streets
%-. Jr.==Farsonnel Direotor

53



The Coca=Cola Company
1424 Industrial Bani Buflding

Deverages
¥rs., D. E. Peterson--Reglonal Secretary

Colonial Knife Compeny, Incorporsted

Oak and Agnes Streets
Manufagturers of Trade and Sports Knives
A, Peolantonio=--General Menager

The Columbus National Bank of Providance
33 veybosset Street

Banking
Cassar T. Canblo--Exsoutive Vice Frescident

Consolidated Buying © tion
709 Industrial Bank m

%m

Costelle Brothers, Incorporated
111 Harris Avemue

Wholesalers

John A. Martin--0ffice Manager

Crown Worsted Mills, Ineorporated
43 Troy Street
Yarn Manufa
George B. ral Managey

gumlsnr:!.l;:q ﬁlﬁ:gimina Gompeny, Inccorporated
" Menufaoturers of Maohinery
Mra, Edna K. Landers--Accountant

Wm, Dandreta & Company

28 Woloott Street
Wholesale Distributor of Audio=-Visusl, Radio, TV
Jiss Ide Dandreta--0ffice Manager

Davol Rubber Company
69 Point Street

Bubber Sundries

Eenneth J. Fountain--Personnel Director

ol
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Priscills L. Molean--Secretoary

Degitin Chemionl Company

812 Branch Avenue
Menufscturers of Pharmaceuticnl Produocts
Thomas Kelth--0ffioe lanager

The Eastern Company

Avenue
e ﬂmh Distributors of RCA Whirl Appliances
Hildegarde ¥, Schnohre-Secretary Office Manager

Thomas Edlson Industries
38 Pontiac Avenue
Dietating Machines
Elmore R. Carlson--Manager

Federal Froduocts Corporation
Preocision Measuring Instrucente
John B, Lyte, Jr.=-FPersonnel Manager

Firemen's Mutual Insursnce Company
150 South Main Stroet

Insurance

D. W, Patterson-~Treasurer

First Federal Savings & Loan Assoclation of Frovidence
110 Westminster Street

uring
Mre, Shirley Eaton=-Assistant Direotor of Personnel

Generel Baking C
207 Brook Street e
Gordon D, Crocker--Chief Clerk



General Eleotrie Compeny
95 Hathaway Street
Eleotrical wiring Devices and Cords
J. Eenneth Shepard-—-lianager, Persomnel Accounting

Gilbane Building Company
90 Calverly Street
muﬂng Construotion
L. 7. Harwood--Fersonnel Director

Goodyear Footwear Corporation

L& Warren Street
Manufscturers of Rubber and Canvas Footwear
G, E. Bennett--rersonnel lManager

The Great Eastern Life Insurance Compeny
10 Dorrance Street

Life Insurance

Xli A, Grossman--Vioe FPresident

Grinnell C tion
260 IIIll'::1:|:l.' Etﬂmtmﬂi Selling
ao on
E. I, Fleld-=Office Manager

Hospital Service Corporation of Rhode Island
31 Canal Street

Honeprofit Health Insurance

Benjanin Alfanc--0ffice Manager

Ei-u:lhnu Finance Corporation
Small Loans
7T« ¥, Sullivan--Manager

Industrial Netional Bank
111 Westuminster Otreet

Banking
Thomas 0. MoOovern==Vice President

International Businees Machines Corporation
72 South Maln Street

0ffice Equipment
N. G, H, Moore--Administration Manager
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The Jewelers Board of Trade
Ll3 Turks Head Building
Credit and Collections
Elizabeth M, Fallon==Colleotion Department Manager

P, O, Box 5

Textile mwmm
Jds Fa Eorng=-=jing t Personnel Director

Liberty Mutual Insurance Compeany
179 Wayland Avenue
Casualty Insurance
Ce M. nguo. Jr.=-Resident Manager

Manufacturers Mutual Fire Insurance Company
1500 Turks Head Building
Insurance

Norris G, Abbott, Tr.

Metropolitan Life Insurance Company
87 Street

Insurence
Catherine L. Davignone-0ffice Supervisor

Metropollitan Life Insurance Company
40 Fountain Street
Insurence
Miss Marguerite Coleman--0ffice Supervisor

Metropolitan Life Insurance Company

228 nmuu Street
L Insurance
Edith M. Olsen--0ffice Supervisor

¥t. Pleasant & North Berber [alry, Incorporated
33 Dearborn Street

Dairy Products

Annette Ricole--Bookkecper

Narrageansett Erewing Company
Elmwood Statlon

m J« Valeriana=--0eneral Office Manager



Nicholson File Company

23 Asorn Street
Kanufaoturers of Industrisl Flles and Rasps
Howard W. Freston--Secretary

New England Telephone & Telegraph Company
234 washington Street
Communieationa
Miss E, Burnside=-Seoretary to General daneger

The Outlet Company
176 vieybosset Street

William R. Kelly--Ferscnnel Director

Peerless Supply
120 Manton Avenue
Jalousie Window and Door Manufacturers

Grace Borelli--Bookkeeper

Peoples Sevings Bank
145 Westminster Street

Baniting
Fred M. Coodwin--Vice President

Petroleun Heat & Power Company of Rhode Island
375 Allens Avenue

Fuel 04l & 01l Burners

Clarence A. Pagquette--0ffice Manager

Pinkerson C
330 Hmmta-t

Retall Vomen's Wear
Sazmel Orlel--Jeneral Manager

Flantations Bank of Rhode Island
61 Weyboeset Street
Commereial Banking
Caroline Cheney--Assistant to Persconnel Menager

Providenoce College
River Avenue
Eduecational Institution
Maurise Timlin--Agsistant to the Bursar



Providence Gas Company
100 Weybosset Strest
Publie Ttility
G, Frederic Moody-—0ffice Hanager

Provldence Institution for Savings
B6 South Main Street

Theodore ¥W. Barmes--Assistant to Vice Fresldemt

Providence Journal Company
75 !‘mrl‘l::nh Street

Miss Jessie Barker--Second Assistant Treasurer

Frovidence Washington Insurance Company
20 Washington Flace
Insuranoe

F. Kenneth Aust--Parsonnel Manager

Remington Rend Division of Sperry Rand Corporation
959 North Main Street

Office E pmant

Cs M, Zim m.w

Rhode Island Hospital Trust Company
15 wWestminster Egr-lt

Elizebeth ¥, ‘uinhame--issistant Secretary

8 etti Oldamobile, Incorporated
?;.:gnuuul Avenue !
Louis E, Secarpetti=-Fresident

Sears, Roebuck & Company
1300 North Main Street

Retalling
G, 5, Danforth--Persomnel Mansger

The Company
259 Ve ter Street
Retal

ling
Miss Dorothy Lowney--Fersonnel Director



Sims C tion

393 Avenue
Distributors
Je P. Magks==Sales Menager
Sorority Shop

211 Union Street
Retallers of Gowns and Accessories
¥rs. Luey Connors--0ffice Manager

Hglid.ll Corporation
ﬂhi‘ﬁlrr Manufaoturing
Hope E. Whitney--Fersomnel Iirector

Starkweather & Shepl Incorporated
17 Custom House 4

Insurance Agengy

Gs C. Borden=-0ffice Manager

Ster. oyment Exchanze
187 e m%l! Etrect

Employment Servie
Jemes I, kttrnn-u-r and Manager

Textron, Inocorporated
10 Dorrance Street
Diversified Manufeeturing
Mre, Mary T, Tounge-Assistant Seoretary

Thoraton Finanoce Corporation
5 Valley Street
Loans

Relph H. Poterson=-ianager

Uncas Manufecturing C
623 .I.‘;'lilll Amnm“; el
m Iﬂhﬂlﬂ
Harvey M. Sayder--Controller

United States Rubber Company
10 Street
bber Froducts Manufacturers
J« ¥ Garligk--Supervisor of 0ffloce Servioces



United Wire & Supply Corporetion
1497 Elmwood Avenue

Memufecturers of Copper, Copper Alloy, Aluminum Tubes
Howard D. HMM:I.M Menager

Universal Optical Company, Incorporated
72 Weybosset Street "
¥anpufesoturers of eyeglass frames
Mrs, Lauretta I. Hockenhull--Faymaster

Whiting Milk ccnp-n{
0 Toekwotton Stree
Dairy Products

Evelyn MeDonough=-Office Manager

Hoger Williams Savings and Loan Assoeiation
270 Westminster Street

Savings and Loans
Yerna C, Harris--Vice Fresident

WARWICK
Campanelle & Cardi Construction Company
o 780 Jefferson Boulevard

Jemes D'Arezzo--0ffice Manager

Pheasant Coffee and Tea Company, Incorporated
1551 Warwialk Avenue
Wholsalers and Retallers of Coffee and Tea
Hary Kro

Jamea J, Warburton & Company

1373 Warwick Avenue
Real Estate, Insurance, Land Developing
James J. Varburtone-Owner

WEST WARWICK

Metropolitan Life Insurance Company

1214 Main Street
Insurance (Life, Acoldent, Sickness)
Evariste L, Leger--Manager

One cheek list was returmed without a oocmpany name
end address,



AFPENDIX C

LIST OF FIRMS WHICH FROVIDE
SPEAKERS, FIELD TRIPS, AND PART-TIME EMFLOYMENT

_— e —

Rame of Fimm Speaker Fleld Part-tine
Triy Enployment

.

Federal Froducts Corp.,
Frovidence xz

Metropoliten Life Ins.
Co., West Warwlok x

James J., Warburton and
Co., Warwiock x x

Fheasant Coffee and Tea
ﬂﬂ.. IIﬂ-. Warwiock X

Ungl.ulll & Cardi Construc=
ion Co,., Warwliok x x

Roger Williams Savings and
Loan Ass., Providenoce x

United States Rubber Co.,
Providence x x

Thornton Finanoe Corp.,
Providence x

Uncas Hanufecturing Company
Providence = x

Btarkweather & Shepley
Ine., Frovidenoce 2 x x

Speidel Corporation
Frovidenoe '

Sorority Shop
Prn'r{d.iuu' x

Person to contaot and addresas may be found in Appendix B
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Heme of Fim

Speaker

Field Part-tize
Trip Exployment

Sime Corporatiom,
Providence

The Conpeny,
enge

Sears, Rosbuck & Co,,
Frovidence

Soarpettl Oldmmobile, Ine.,

R. I. Hoepital Trust Co.,
Providence

Rmm Rand Corp
Providencs "

Providence vWashington Ins,
¢o., Frovidenoce

Providence Institution for
Savings, Providenoce

FProvidenoce Journal Company
Providence g

Providence Gas Company,
Frovidence College,

Plantations Bank of R, I.,
Providence

x

X x

x X

X

x x

x

X

x - 4
4
X

z

x x

Ferson to contaot and address may be found in Appendix B
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Name of Firm Speaker

Pinkerson Compeny
PFrovidence . x x X

Petroloum Heat & jower
Co., Providenoe x x

Poerloas [+
Supply Campany,

mm’.m o z x

The Uutlet Company,

Nicholson File Company
Providence v
Narregansett Brewing Co.,
Now England Telephone &
Telegraph Coupany
¥t. Pleasant & N. Barber

Dalry, Ine. x x

Metropolitan Life Ins,
Co., Frovidenoe x x

Liberty Mutual Insure
ance Co,, Frovidence x

International Business
Maghines Corp. x x

S -

Person to ocontaoct and address may be found in Appendix B



Hame of Fimm Speaker Fleld Part=time

Industrieal Kational Bank,
Providence

tan Life Ins. Co.,
Street, Prov. x

Household Finanoe Corp.,

liospitel Service Corpore=-
ﬁmﬂfﬂhﬂlllhnﬂ x x x

Orinnell Corporation
Providence

The Great Eastern Life

Ins, Co., Frovidence x x x
Gilbane Building Co.,
Providence x

General Eleotrle Company
Frovidence d

General Baking Company
Providenoe

Fram Corporation

Frovidence x
First Federal Savings and

Loan Ass, of FProvidence x x
Fireman's Mutual Insurance

Co., Providenoce x x x

Person to oontact and address may be found in Appendix B
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NHame of Firm Speaker Fleld rart=tize
Trip Employment

Cumberland Englneering

00., Ins., Providence x x
Costallo hr. Ing.,

Frovidenoe x x

Consolidated Buying Corp.,
Columbus Hatlonal Banik,
Providenoe

Coloniel Inife Co., Inc.,
Frovidence x

The Coca=Cola Company,
Providence x

City Hall Store
e B o x
Citizens Savings Bank &
Citizens Trust Co,. x x
Cherry and Webb Company,
Cannon & Brown, Ing.,
Providanoce

Californis Artifioial Flower

Co,., Frovidenoe x x
Business Seoretarisl Exe
w. I."-l-- Frov. X

Porson to oontact and address may bo found in Appendix B



Haze of Fim Speaker TFileld Fart-tine
Trip Exployment

Brown & Sharpe Mfg. Co.
Frovidenoe '
BeIl=F Industries,
Providenoe x x
Anson, Ingorporated,
Ward Baking Company,
Metropoliten Life Ins, Co.,
Collyer Insulated Wire Co.,
Arbeka Webbing Company,
Bostiteh, Incorporated
Past Greemwioh
Cadillap Textiles, Inc,,

Cunberland x x

Cranston Print Works Gﬂr.
Cranston - 4

Central Tool Company,

Gracious Living, Inc.,
Ashton

Ferson %o oontact and address may be found in Appendix B



