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The»major purpose of this Study'was'to‘determine what l/i

‘CHAPTER I
INTRODUCTION )
Statement of the Problem

the businessman expects of the beginning office workero

'This study surveyed various business practices businessmen
4used in securing applicants for employment and advancing .
yt employees. It also surveyed the kinds of business machines
~ used by the businessmen in the Berlin=New Britain area.

"This information shculd prove helpful in revising the

’business education curriculum of Berlin High Schoolo

“Analysis of }V‘t‘he. | ;p__i#ptiemf »

:This study included the following specific purposes.

1
20

30

4

. 5 ®

To determine the methods used in securing applicants.

To determine the importance of requirements for

‘initial office employmento ‘f e |
‘To detenmine the extent to which employment tests

are used;by businesemen-in the BenlineNew Britain

~ area;. i”’ |
HTo determine whether the Business Department of
' Berlin High School is satisfactorily providing its

’graduates with an adequate general backgrounds»a o

To determine whether the Business Department of

'Berlin.High School is satisfactorily providing _

its graduates with adequate skill trainingo

AR 0 5



6. To determine the snbjfects wniéh', :in the opinion
“of businessmen, should be given greater emphasms i
in high school. , L ‘ |
7« To determine the provisions provided by business
| .firms-for employeeSrtorobtain advaneemento
8, To determine tne skillsvend personal'traits-which,t"“
| in the opinion of businessmen, should be given
greater emphasis in schoolo |
9 ‘To determine whether members of business firms would
be. willing to speak to groups of business students
on pertinent subjects¢ » , | '
10, To determine whether business firms would allow v
‘ students to visit firms on a field tripa
11: To determine whether business firms would be willing
| to participate in a part-time work experience programe.
| 12, ,To determine the wage of.the beginning office workero
| 13. To determine the minimum requirements for employing
| beginning office workerso | B |
14. ~To_determine the epproximate number of men end |
women ennlojed in the following types'of positions:i’
e ”Secretarydv | N N :
" be ,Stenographerf
Ce Bookkeeper:
do Typist
~e¢»-denerai{01erk ,
f. File Clerk
8¢ Maehine Operator
‘h. Sales Clerk

1e Others;



15, To determine the kind of business machines used.
16, To make recommendations to improve the Business
Department of Berlin High School based on the
data obtaine_d in this studye. |

Justification of the Problem

A new high school is being completed and as the
‘enrollment in the Business Department of Berlin High School
is increasing, it was felt that the curriculum must be
revised and expanded to meet the everchanging demands of
business. Irene Placelin her article; “Teaching For Office
Occupations," says'

A functional curriculum is dynamio and

“everchanging and in the case of training for office

occupatlions should be atuned to current needs

and practices, It should consider the needs of

the particular community it serves.

The main purpose of the Business Department of Berlin
High Schoolois to train students for initial office jobse
What better way is there‘to determine what the businessman
expects of the beginning office worker than to ask the employer's
opiniongv This was done by sending a questionnaire to a
representative group of businesses in the Berlinnmew Britain r
areaes AS Berlin is a comparatively small town,most of the

graduates go to work in New Britain, a neighboring city.

A8 some of the graduates work in insurance offices in Hartford,

1Place, Irene, "Teaching For Office Occupations," American
Business Bducation Yearbook, Volume VIII, 1951, p. 147.




‘these companies were also 1ncluded in the study.

Dajlstates in his thesis, A Study of of the Coeperation

. Between Business Educetion snd Business:

Business education has been constantly criticized
by business for failing to produce properly trained
workers. Business education has met this criticizm
by seeking the cooperation of businessmen for the
purpose of improving courses of instruction and of
working with business leaders.

As the common_geal of business and busiﬁess education is
the production of capable employees for the business world, it
is 1og1ca1 to assume that business education and business
cannot be incompatiblea Businessmen and educators must work
together closely to attain their common goal;

‘Cooperative planning by businessmen and business
educators is a necessity if the forward movement
" of our American economy is to be maintained., If

we are to continue advancing the standards of living

and the comfort and well-being of our people, it is

imperative that there be a fine type of cooperative

planning between businessmen and business educators.

Such planning is necessary if we are to build the

character og our future buslness and economic

1eadershipa v

“here are many ‘benefit 8 derived frOm a'Survey of local
buslnessese First of all business teachers.increase their
occupational intelligencebbyisurvey planning?and by direct
contact With‘businesseso This® added océdpational intelliligence
R may be passed on to the students by means of more realistic

1nstruction and more effective counselinga ‘

= _

Day, Francis Xos - A Study of the Coo eration Between
Business Education and Business, , Masbter’s Thesis, Boston
Universfty, 1948, pe 3e . .

2"Cooperative Planning By Bu81nessmen and BuSihess Educators,”
Chapter XXXI, American Business Education Yearbook, Vblume I,
1944, pp [ 69"270 [ B ‘ :

' albidog Pe 2'78e‘



‘Sﬁudents\may,also benefit from a study of the findings
of the survey. These findings may be presented to the class
vin the form of charts and graphs;'nBy.dissussing the resuits
of the survey directly with_ths clasa, they will get s much
vciearer picture of what the employer expects of the beginning
office worker. | | - - :

The results of thevsurvey may bebused alsng with other
“data to,bring’abou#’fﬁndamsntal‘changes in the curriculum
and guidanée procedures of the school. Courses may be’added,
eliminated, or integrated;H

‘According to Borlandlavsurvsy sf idcal businesses provides
~ the teacher one of the most'useful means of COntact'withvths‘
community. It offers a means of acquainting the community
withAthe work of the school and helps to foster good pﬁblic
,relations between the schosl and the community.

 With these thoughts in mind, the survey should prove

beneficial not only to the Business Dspartment_of Berlin |
High School but also to the local businessmen.

,Organizatidn 6f Chapters

a Chaptsr I contsins a brief statement of the problem and
‘also 1nc1udes the anaiysis, justification, and delimitation
of the pfoblema Chapter II contains a brief background of
the town of Berlin, and the schools,particularly emphasizing |

lBorland, Helen, “The Community As A Business Education
Workshop," American Business Education Yearbook, Volume X,
19533 p. 5590




the bﬁéinéss éducaﬁion»bf Berlin‘High.Séhoolq A review of
1relatedAlit§fature was:madé in Chapter III in order to give
| the reader an 1dea of the surveys which have been made in
other eommunitieso Chapter IV eontains a description of the
steps fcllowed in eonducting the surveyo A detailed tabulation
" of the results of the survey is presented in Chapter Ve
Chapter VI contains a summary of the findings and conclusionSc
vRecommendations for improving the business education program

of Berlin High Sehool are made in Chapter VIIe =
Dumnnmnwtmsww
This survey was 1imited to 140 busmnessmsn in ‘the

'Berlin»New ‘Britain area, who have employed Berlin High
'l'graduates or who.wouldfbe likely to employ them in the

- future.

This survey d1d not contain a job=activity analysis, as
a follow=up studj of the.grAduates is being condupted at the
"present‘time by the Gﬁidancé Department of'Berlin'High School§
~ This survey was not the only basis for revising ths

curriculum but served as a good starting pointa .



CHAPTER II
BACKGROUND OF THE STUDY
The Town of Berlin

Berlin is a typical smell community with a population
of 7,000 peoplee | -

It 1is quite centrally located as it is easily accessible
~ to New Britain, Hartford, Meriden, and Middletown. |
Berlin has about 83 business establishments, the majority
‘of which employ five or less émployeese These businesses |
include manufacturing concerns, distributofs, warehouses,
construction companigs, garages, nurseries, flofists,
dairies, and banks. ‘Thére;are tén comparniies in Berlin which
have & -sizable office staffe Fdr this reason this survey
includes Bér11n businesses in addition to businesses in
New Britain,’who afe elther pdtehtial employers 6r who, ét

the present time, employ Berlin High School graduates.

. School System

Enrollment in the Be?linqublic:S¢hools follows a
pattern which can be found‘in most other parts of the countrye.
The increased birth rates since 194o,and'more especially
~sinee 1945, coupled with the in»migrétioﬁ of new residents,
have swelled the énrollmenté in public schoolso The enroll-
ment for the grade school in 1951=52 was 1,036, The high

schoollenrollment was 295,



It is predicted that the total enrollment in five
years will be 1793 as compared to 1331 in 1951-52.1 <
, At the present time Berlin has six grammar schools, the
’newest of which was-built in 19100 -At the present time,'
beeeuse of overerowded conditions, one of the grammar schools
is operating on a double session whereby one group of students
go to school from 8330 to la.and the ‘other group go from
12:30 to_4,50,in:the afternoeno[_Tofhelp alleviate these
‘evercroﬁded_cendifione;ve'eewlhiéh school has been built;
. and in September;’19535 the present'highVSGheol ﬁill be used‘
-as ‘& grammar schoolo - | | | |

At the present time plans are being made to build three
new grammar schoolsito repleee.the old buildings now being

) ’_usede v
. »High'SChool :
In September, 1955, the Berlin High School students
will be housed in a new $1,500,900 school building equipped
with twentyasix modern classroomSe “

The curricula offered at Berlin High School include the

following'
COlleg~_Pngaretogge This curriculum offers subjecté;

the suceeesful completion of whieh, will fit a boy or girl

for liberal arts, technical, and teachers' colleges.

lBerlin Annual Town Re Eort, 1952, pe 18




General Curriculume'-Thishcurriculum has been planned‘

" -for those who expect to terminate their formal education ,

vupon graduation from.high schoole It offers practical train~

ing as well as a choice of academic subjects to challenge

varying interestSe | ,' . 5 ‘
Nursing Ourriculume This curriculum is designed to

prepare a girl to enter any school of nursing in connecticuto

Industrial Arts curriculume This curriculum closely

resembles the General Curriculum except that shop mathematics
"is required of Freshmen.

Home Economics Gurriculume This curriculum 1s designed

for girls who expect to terminate their formal education
| 'upon graduation from high schoole Home Economics is. requiredi
-'p'cf all Freshmen and Sophomore girlsebr '

Business Curriculuma The business education progrem

'ihas been based on two aimswethe ability to serve the personal
needs of the student and the ability to provide the desired

I 'vocational training for students who plan to go to work in
:offices in the 1oca1 community after graduation from high

school. The work is so arranged that pupils enrolled in the o
‘curriculum.may also enrich their training by pursuing academic o
,subjectse. The course of studies is the same for all student s

~ the first two years, ‘but areas of Specialization are offered ,

- in the Junior and Senicr years; namely, secretarial, bookkeeplng,

. and clerical practice majorse
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This year 22 of the 60’seniore were bueiness students.
At the time}of this writingléoiof the‘bnsinees students were :
pieeed in office poeitionszor the coming'yeare The Business
- Department works with the guidence‘director in placing the
 girls in office jobs, R |

Equipment in the Business Depertment

,Next year'thevBusiness Department will have three rooms
in the-new buil&inge These nnsiness rooms include the
typewriting roomg the office machines room, and the . etenography
‘and bookkeeping room, Each room is planned to accommodate
thirty students. 1_‘ R , . v
The typewriting room contains thirty typewriters. |

iz “”'A - Royal Typewritere o

12: © ' Underwood Typewriters

4 Lo C. Smith Typewriters
2 Remington Rand.Typewniters

- The office machines room is eqnipped with twenty=thréa: -~
machines in addition to regular manual typewriters. Since
today there are approximately twice as many other office
machines in use in business offices as typewriters, it is
felt that a number of other office machines,in addition to
| the typewritergshould be taught to studente specializing in

}bueiness educatione



The following is a 1151;, of equipment used in the office

machines laboratory.

e
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.Burroughs Calculator L
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Remington Rand TenwKey

Vietor Adding Machine

Burroughs Addinngachine |

Monroe ﬁhythm.&dd ‘

Remington Rand Printing Calculator
Burroughs Bookkeeping Machine
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Mimeographii " (Elec.)

Mimeograph = (Hand)
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Long-Carriage Boyal'Typewriter

_Electric Underwood Typewriter

Manual typewriters
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I I I o o L T VI T VR

11



12
CHAPTER III |
- REVIEW OF RELATED LITERATURE
A‘ Business education is awake to the demands of
changing times and conditions as indicated by the
" expansion of its curriculum and its constant con-
" ecern with the improvement of methods of teachingol
This’ctatement is evidenceéﬁby the fact that meny business
teachers arc'constantlj'making surveys to keep themselves well
informed concerning ﬁhét the businessman wants and expects of
thc beginning office-wofkefo In this chapter a review of some
of these studies will bc made. |
Laura L. Brown of the Hyde Park High School faculty
made a survey of & selected group of twenty member firms of
the Office Management Association in Chicago. This study was
conducted to determine:2 ’ B

1le Acceptable, current standards'for wcrk in offiecese.

2. The most important machine areas and the degree
of proficiency required.

S+ The most apparent deficiencies in skillse.

In reply €o~the‘cuescion eoncerning the extent to which
employers restrict beginning émployecs;tc geheral officecwcrk,
13 of the 20 firms indicated that they generally or frequently

do restriet the work'cf beginners to general office activities,

lReynolds, Helen, "Iooking Ahead in Business Education,"
American Business Educationg Vblume IX, Nos 3y March, 1953,

PoIs

2Brcwn, Laura Lag?"A'Survey of Twenty Business Firms,"
The Balance Sheet, September, 1952, pe. 1l.




Sixteen of the 20 firms indicated that they rarely or

never employ a beginner as a stenographer or bookkeepere.
In order to determine the areas of greatest deficiency
in the personal qualities end in the abilities of the émployées;

the emploYers were requested to check definite deficiencies ‘

of their'employeese Inability to spell was the most frequently
indicated as a defieciency in employeese Accuracy followed
closs behind spelling, with attendance and punctuality and
the assuming of responsibility next in order. Penmanship and
vocabulary concluded the 1list of significant responses.

Typing‘speed required"fér\sﬁraight copy-wnrk as reported
by 50 per cent of the firms w;s 50 words a minute. Fourteen
firms reported standards foftspééd'ofﬁtaking shorthand dicta-
tion, with 57 per cent indicating a preference for 100 wbrdsr
& minute. - |

In order to determine the ﬁypéAand extent of machine
training moét,désirablelfor’initial office work, the emplpyers
were requested to indinate their preference. As a result of
the data received, the conelusion may be drawn that with
“training on many-machines,emphasis should be on speed and ¥
accuracy of additinn and multiplication and that extensive
and intensiveltraining should be given on one machine.

A survey of 80 New Bedford business firms was conducted
by Catherine E. Roche. The two main purposes of this study
were to evaluaﬁe the busineSSwtraining-progfam and to determine

the activities and duties most frequently performed by office
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workers for curriculum revision~purppses~at the New Bedford.
High Schoolel | | |
‘\ : Some of the interesting findings as a result ‘of this

study were as followsﬁ

1. Seventy=four of the 80 respondents considered
- appearance to be the most important consideration
in hiring new employeess : :

2+ The majority of respondents who had standards
- of proficiency considered 50 words per minute
a minimum requirement for typing material of
average difficulty; 80 to 100 words per minute
a minimum requirement for taking dictation of
average difficulty. : y

‘3. Honesty was the most important requirement for
advancement in business with accuracy considered
next in importance, even before skill and Spqed.

4. The most common deficiencies noted in new employees
_were "Faillure to check work for accuracy™ and ‘
"Lack of ability to compose letters."

5. M"Lack of initiative," "Lack of interest in work,"
and "Lack of willingness to 'little extras’
were the common deficlencies noticed in new
employeese R

6+ Only 18, or 23 per cent, of the respondents
indicated that they used employment tests.

7. Only 26 per cent of the respondents were familiar
with the "Simplified Letter" advocated by the ,
National Office Management Assoclation, and only
12 per cent favored its use in general.

8. Thirty-six per cent of the firms were willing to
supply speakers for students in the business
course, and 51 per cent were willing to permit
business students to visit,

.  9, Twelve firms were willing to take part in a

' ’ cooperative job-training program, whereby
student s could have on=the=job experience
while in schoole

1 " ' '

Roche, Catherine E., Survey of 80 New Bedford Business

PFirms and a’Job—Activitz.Analzﬁis of Employees in Selected

Wow Bodford Businesses, Mastert!s Thesis; Boston University,
3 De e ' . '
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In an address given before the third annual summer =
- business education conference held at Northwestern University,
Dr. Thompson}suggests some specific standards for office
workers. ' | | |
Dr. Thompson pointed out that, in general, employers
complained most commonly of the following weaknesses in their
office help: | 7 ‘
- In typewriting, ‘the office workers were
found deficient in accuracy, speed, arrangement,
total production, numbers, erasing, proofreading,
tabulations,and carbons.
In shorthand, workeés lacked ability to read
shorthand notes rapldly and accurately, to arrange
~letters on the page correctly, to compose 1itters,
to punotuate, and to use English‘correctlyo
Dre ThomPSoh stated‘that the'promotion'of better
cooperation between the training department and the employer
i1s a hoped-for improvement in the training program of any
high schoole He pointe out that business»teachers should -
find out for themselves aboutethe inside workings of offices
where their graduates wili be employed in order that these
students will know what to expect when they teke the jobe
In the opinionyof'Thompson,-there afe a number of little
things connected with the successful running of an office
.that too often get no attention in treining an office worker.
As a.result of a sufvey,of 150 businessmen, employee

deficiencies were divided into two groups-—treining and

persona1.2

1Thompson, James M., "Training Better Office Workers,
The Balance Sheet, September, 1948, pes e

21vides, Pe 7o
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Under training the following deficiencies were listed
in order of frequency‘ English, writing,_arithmetic, Spelling, _
.vtyping speed, and knowledge of mechanical eQuipment. Under
‘personal were the following, laek of realization of serious~
ness of business and cost of errors in business, lack of
discipline and sense of responsibility, initiative, ability
to think, perseverance and thoroughness, ability to get along
'with people, - courtesy, and dress,

In answer to the’reqnest for suggestions on improving
business courses,'necommendstions were made for greater |
concentration in the teaching'of office machines, arithmetic,
English, filing, knowledge of business forms, stenography, |
and the development of personalityo

Thompson pointed out that a~survey of the dismissal of
1 mote»thanll2,000 stenographers.andksecretaries,by 64 companies
indicated that Sl per cent were dismisSed'for inefficiency,
~and 69 per cent-werexdismissed'for personality and character
“defectso | | N o | _

A eommunity‘survey of business firms in the town of
"bNatick was conducted by~Barbara Walshe_ The general purpose
of'this study was to»Surveyithe job activities of employees
in the town of4Natick,.Massschusetts, end,to'analyze the
'recommendations»of employers for improving the instruection

' in the Business Education Department of Natick High School. .

lWalsn, Barbare, A Community Survey of Business Firms With
Implication For Improving The Business Edu cation Program OI
" Natick High Sehool,‘Master's Thesis, Boston University, 1902

: po’lo
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'The ma jor findings regarding the Natick employer
recommendations were as follQWs:

le The average high school graduate should encounter
little difficulty in seeking employment with
regard to the requirements of age, education, sex,.
and experience.

,2e Personal application was reported by 57 per cént
- of the employers as present ing the best opportunity
for the high school graduate to find initial employ=
ment .

3¢ The high school graduate with good qualificatlons

‘ has an excellent chance of being recommended for
employment by the school, since 50 per cent of
the employers reported contacting schools When
considering hlring new employees.

4, Employment agencies were not reported as being
used to a notlceable degree by employers seceking
he 1lpe

5. Possibilities of finding positions in business
machine operation in Natick are very limited.
However, many students go into greater Bostone:

6o According to employers, English, mathematics,
bookkeeping, and spelling are subjects needing
greater teaching emphasis in Natick High School.

7. A sense of responsibility 1s the factor which
a majority of employers feel needs to be
developed in high school students. Accuracy and
courtesy are also factors needing greater emphasis.

8 A majority of reporting emplojers have no set
. standards of speed for typing, dictation, and filing,

9. The Royal Typewriter and the Burroughs Adding
Machine are the two most commonly used office
machines in Natick business firms.

These studies are only a few of the many studies which

‘are being done by business educators. These readings served
as a background for the development of the checklist for

this studye.




’ . The following steps were used in conducting this survey:

1o

2,

3o

,40

CHAPTER IV

METHOD'OF’PROCEDURE

Permlssion to conduct the survey was secured

from the Principal of Berlin High School, the
Superintendent, and the Board of Educatione.

A review of related readings was made in order

to provide a background for this study.

A meeting. of the business teachers, the guidance
director; and the principal was held, at which
time a rough draft of a checklist was presented
for criticizm and suggestionSa

The Chambers of Commerce of New Britain and Berlin

were contacted in order to secure a 1list of firms

" to whom checklists could be sente

5e
6.

7.

8e

On April 15, & checklist and letter of transmittal

‘were sent to 140 firms in the Berlin-New Britain

ares. -

After-two_weeksehad passed, the'companies who had
not’returned thevchecklists wene contacted by means
of a. telephone call. - | |
Data received from the checklist were tabulated
and summarizedo ’

Findings and recommendations were made, ‘based on

the data received,'
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In preparing the checklist every attempt was made to
keep the checklist as simple and clear as possible in order
tc get a gocd reeponsee Many of the 1tems 1ncluded in this
thesis were also used in similar surveys.

' The checklists Were,eenttcut to'140‘firnee Eighty=one -
returns werelreceived; but; cf theee;»six aid ‘not complete
the cheekliste; Typical reasons etated for not returning a -
completed checklist were:

. As we ‘have very little office work, requiring
- only one office worker, I do not ‘believe that we
.ayre qualified.to £ill out your checkliste
. We have cnly a small office force and do not
employ beginners, as a general rule. We do not
- reelly see how a checklist 1ike tbis would apply
“to use ‘ R .

- During the firet'week 56;resnon8es were-receivedg Ten
“replies were'received during the seccnd‘weeke
After two weeks had elapsed, those who had not replied~
- werse ccntacted by a telephone call. As a result of this
follow up, 15 additional responses were . received. )

A total of 75 checklists were used as a basis of this

bstudye'



" RETURNS FROM CHECKLIST

TABLE I

Returns

. Number

Per Cent

75

Checklists returned after’ IR )

first mailing o 66 47

Checklists returned after -

follow up 15 11

Total checklists returned 81 58
| Checklists not used 6 4

Total Checklists used 54
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CHAPTER V
ANAEYSIS OF DATA OBTAINED FROM EMPLOYER CHECKLIST

The results of this survey to determine what the business=
man expects of the beginning office worker are analyzed and
etabulated in the following pages. vIt'is 1nteresting to compare
" these findings.with the ones described in Chapter IV of thls :
.studye' o | “'; , » i ,

of the 75 f£irms responding to this questionnaire 25, ‘or
‘v53 per cent, were manufacturing concernse This fact 1is
~‘understandable as the_majority of businesses in the Berlin-
New'Britain areavarei1afgely‘manufacturing concernsc Ten,on- :
13 per cent, of those,conpleting the checklist sold retail
goodse ~Eight'insurance companies replied. Three of the
large companies in Hartford were contacted and repliedo The
. remaining five were smaller companies in the New Britaine
Berlin area. _thlesale businesses had the fourth highest
‘number of respondents, With'sixcréplying.??Fivefoflthose
responding to the checklist were public utility companiese‘
. 'Oné of these was the Connecticut Light end Power Company, |
which has recently opened,a large office'building in Berlin; _
| . Banking establisnments, hospitals, newspapers, radio |
stations,‘constructionfcompanies,vprofeSSional men,~colleges,
hotels, employment bureaus,~and transportation companies
’completed the types of businesses which reSponded to the
employer checklist, The number and,per cent of those

-resPonding can*be seen'on~Table II.



22

TABLE IT

TYPES OF BUSINESSES ENGAGED IN BY THE 75
FIRMS WHICH COMPLETED THE CHECKLIST

Typé_of Business -"fla  Nﬁmberv  Per Cent

Manufacturing S 25 v 33
| | 15

=
o

Retail

=
Hi

Insurance

Wholesale |

Public Utilities

Banking '

Hospitals

Néwspapers’

Radio Stations

1Construction_¢0mpanies"

Professional |

Schools and Colleges
‘Hotel
Employment Bureau-

[N A T R R R B S I
P T T T O S Sy

TfanSportation _

TOTALS = R 75 - 100
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Personal application heads the 1ist as: a means of ’
obtainlng applicants for office positions, w1th 77 per cent
| of the respondents checking this methode Fiftyafive, or
78 per cent, signified that they used newspaper advertising
) to{obtain applicgnts. .The school placement service was used.
by 47, or 62 gé: eent,_of the firms. ‘This 1ndicates the role :
the}schoolegereLplaying‘in'plaoing theirnstudents 1n‘beginning
‘offiee posioions. Empioyﬁent;ggencies ﬁere used'by'SS,forn
44~per“cento‘”btherymethods uSednwere”reoomnendations of} |
employer and“employees;-end the'Conneoticnt State Employment

kBureaug

TABEE III

METHODS USED BY 75 uMPLOYERS TO OBTAIN
- APPLICANTS FOR OFFICE POSITIONS

Method Used ilof - ; .Number'Answering_ e ~ Per Cenf |
Personal Applioation_e;'v' 58 ! o
_ ﬂewepepen.Aﬁvertisingf ~--_552 "- f‘-f'-' 5 -;75:._T
| SchOOI o : ‘;' - 7;n47 5 "_ AR 62
N Employment Agencies ;‘an oss o aa
| Recommendation of EMployer 25 - | : s 31'
'Recommendation of Employee *"‘8 _ ',_ | 'n_v 11
Comnecticut State Employa [ | |

"Jmanwmaﬁ?_;' ,‘7y[g;' . ‘f 9

© #Not 1isted in the checklist



24

x Invorder tovdetermine what employers considered when

hiring new employees, they were asked'to indicate in the
proper column the importance given to age, training, grades
obtained in schools experience, recommendations, appearance,
'and results obtained on employment testse

The majority of employers felt that appearance was of
'primary importance for initial employmente Thirty-three,
or 44 per cent, rated: this item as very importanto Forty=-one,
or 55 per cent,}checked appearance ‘as importante Not one
‘“vrespondent rated this item'as'unimportantov | | |
‘Recommendationsfwere'checkedgas very important by 24 |
'b,employers, or 32 per cent..HThirty-Six,'or 48 per cent, checked
this item as importanﬁ and 10 indicated they considered recom-
mendations as unimportant. ’ o

Seventeen'respondents checked training as very important;
_»while 45, or 60 per cent, felt training was important for o
initial employment. Eight of the employers regarded training
as unimportant . ‘ .

Results on employment tests were considered very .
i important by 16, or 21 per cent. This 1ow percentage is
,understandable because only 35 companies used employment
, tests as 1ndicated in Table VIe _ -

Grades obtained lnvhigh school were checked as very
important by only.eight'employers;* ﬁowever; it was checked
as Important by 49, or 65 per cent,of the respondents. Table V
shows that gradee obtained in high school had a total frequency
of 57, '
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- TABLE IV o
* INPORTANCE OF REQUIREMENTS FOR INITIAL EMPLOYMENT®

Requirement
. " No.’

 Very Importan;, .

0

Important

" No.

Unimporﬁant

Nos

0

.APPearénce‘ o  “?.A 83
_Récbmmendations B b"' 24
Training B U
’Resﬁlts on Emplojmgnﬁ'Teéts o 16» 
 Grades Obtainéd“in School = 8

Experience - A

- hee

44
32

23

21
11
9

a
36v;'f

20
a9
27 |

‘48'

60

26
65 .
36
36

e
.
v 10 _;.‘
S
36
40

13
10

13

48
53,

*Arrénged according to frequency of the'(Very Important ) replies
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TABLE V
IMPORTANCE OF REQUIREMENTS
FOR INITIAL EMPLOYMENT“
' Requirement' ' Very Important Important Total
Appearance : . , 'fss o 41 74
' Training o L g5 62
Recommendations - | 24 36 60
Grades Obtained iﬁ | , _
High School ‘ v . 8 49 57
Results on Employ- .
ment Tests : - 16 20 56
Experience : ‘ 7 27 34
Age s v 32

*Arranged according to frequency of the total of (Very Important )
and (Important) replies _
Only 7 employers considered experience‘as very important,
365 or 48 per cent,vconsidered experlience as unimportant, and
27, or 36 per cent, rated experience as important. ;
Twenty~-seven, or 36 per cent,of the respondents felt that
age was important,‘while 40, or 53 per cent, ‘indicated that
in their opinion‘age was not>important.- From looking at
Table IV and Tableiv,'one'canvsee that'age and experience
were the two factors gilven the leasf weight when hiring.new
employees. _
Table V shows the total frequency of the very important

and important responses. Appearance heads the list being
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ohecked by‘74 empioyerso.-Sixtyatwo,respondents checked
training as being‘very important or important. A total of

>'_ 60 considered recommendations when hiring beginningzoffice
workers. It is interesting,to note that 57 of the‘reSpondents
- considered grades_obtainedlin high schoolvas either very '
important‘or important. Resulﬁs’on‘employient tests were
considered by 36 employers. Thirty-four respondents considered
exoerience as being either important or very important, and
-age was indicated as being important or very important by

52 respondentse -

TABEE VI

THE USE OF EMPLOYMENT. TESTS AS
INDICATED BY 75 BUSINESSMEN

‘Answer o ‘ : 'vNumber 'e . ~ Per Cent
Yes s o 47
Mo I " 35 S 47

No answer o - 5 ' 7

| It is 1nteresting to note that 35 of the 75 businessmen
contacted used employment ‘tests. The same number of firms
‘did not answer this question. While 35 firms said they used
employment tests for either stenographic, bookkeeping, or
clerical positions, all of them did not list ‘the ones usede



28

Table VII shows that :Le' firms used stonographic employ=
mantvtests,_while éovén of these did not specify the one'usedg
‘The most bopularvstenographio émployment test mentioned by
thoseblisﬁing théoone used ﬁés the Psychological COrporﬁtion
| Geheral ciericolsAptitude.TeSt, which was used bj three firms.

TABLE VII |
STENOGRAPHIC EMPLOYMENT TESTS USED®

One Used L  Number

Psychological Cofporatioh-
General Clerical Aptitude Test

Detroit Clerlcal Aptitude Test ‘

Thurston

S S ¢

Special Test Battery

Purdue Adaptability; Seashore,v7' o
-_Bennett Steno Proficiency ~ D AR B

. Iife Office Management Association v ~
Typing Test . SR ¥

Employment Service Proficiency i .
for Stenography ‘ ' . o1

Seven affirmative responses did not stata the stenographio
employment test used. . .

Nine firms indicated that they used bookkeeping -
A gﬁﬁiajment tests. only five~listéd the one uéed, as shown
in Teble VIII. o RRRRE |
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- DABLE VIII
' BOOKKEEPING EMPLOYMENT TEST USED™

One Used - B Number

Life Office Management Association~~

Mathematie o 1
General Clerical | " | 1
Purdue Adaptability and : :
Minnesota Clerical =~ - ' ’ 1
- Kuder and Brush Clerical o “ 1
Martin Abtitude,' : B ‘_ S |

Four affirmative responses d1d not state the bookkeeplng
employment test used. -

TABLE IX
CLERICAL EMPLOYMENT TEST USED®

One Used S , Number

Life Offlice Management Association

Typing Test, Test I, Form A 2
Life Office Management Clerical - o
»Aptitude ' 2
General Clerical N | N _ 1
Wondeflic Personnel Test L | 11
Employment Service‘Proficiéncy | | 1
Martin Aptitude | , . | ._ 1

‘Mechanical Test==Conneeticut State
Employment Test 1
own Test o o N |

*Rleven affirmative responses did not state the clerical
employment test used. ,
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Clerical empiéyment tésts were used by 21 firms.
Eleven of these firms did not state the one used. The most
. ' popular ones listed by the ten firms answering were Life
| Office Management Association--Typing Test, Form A, and the

Life Office Management Clerical Aptitude as shown in Table IX.
Berlin High School graduates were employed or have been

employed by 42, or 56 per‘cent,of the,75vf1rms, who completed

a checklist, Twenﬁy, or 26966 per cent, stated‘that they

‘had never employed Beflin High graduates. Thirteen, or 17.33

’pef cent, did not answer this question. Many indicated thét

they weré new withlthe‘organization and did not know whether

or not their company had ever employed Berlin High graduates.

TABLE X

. EXTENT TO WHICH 75 FIRMS EMPLOYED
: - BERLIN HIGH GRADUATES

Answer - .: f Number Per Cent
Yes : , o B 42 - ' : - . B6 .
No EEREE 20 26066
No Answer : I 5 1733
® ' Table XI shows that the business department was

satisfactoriiy providing its graduates with a general back=-

ground in the opihion of 43;or 5733 per cent, of the respondents.
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Ten stated that the businéss depértment was not
satisfactorily providing its graduates with a general
| background, while 22, or 29.33 per cent,{did not answer

this question..

PR | TABLE XI
]
IS THE BUSINESS DEPARTMENT SATISFACTORTLY
' PROVIDING ITS GRADUATES WITH A GENERAL BACKGROUND?

Answer - - - ’,,';‘number_: " Per Cent

Yes . a5 57433
‘¥ . 10 - 13.33
' No Answer - 22 20,33

‘Oﬁé‘of_the manrtpﬁf§§éesidf>anj busihess departmenf
is to develop'ih}thé studénf cértaiﬁ amployablé skills.
’mhirty=eight, or 50,66 per cent of the employers, felt that
the business department was providing 1ts graduates with an
Aadequate skill trgining,bgckgrounde Fourteen, or 18.66 per cent,
felt that thevaeré»ndﬁ gétﬁing an adequate skill training
background, and 23, or 30»66 per cent, dia not ‘answer this

questiono
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 TABIE XII

IS THE BUSINESS DEPARTMENT SATISFACTORIEY PROVIDING
ITs GRADUATES WITH AN ADEQU&TE SKILL TRAINING BACKGROUND?

Answer T Number ~ Per Cent
Yes - . 3 | 50.66

'No Answer 23 30.66

As plans aye being made to revise and expand the
business currlculum of Berlin High School, businessmen were
asked to list the subjects,_which-in their opinion;'should
" be given greater emphasis in high sCheol."The”subjeet'which .
~ was considered to need emphasis by the 1argest number of
businessmen was English° Many indicated that‘they meant
letter writing: wben they put down Englisho The subjeets aneﬁ
'listed on Table XIII jusb as they appeared on the checklist.

A Twenty=six, or 34666 perscent,‘stated that spelling
needed mbre'emphesis.° Mathematics needed more emphasis in
the opinion of 25, or 33, 33 per cent, of the 75 businessmen
who completed the checklisto It is interesting to note that,
in the opinion of 18, or 24 per cent of the employers, type-
writing needed more emphasisa Other subjects listed as
needing more emphasis 1n the Berlin-New Britain area can be

'seen on Table Xlllo



' TABDE XI1I

. SUBJECTS IN THE OPINION OF 75 BUSINESSMEN
NEED GREATER EMPHASIS IN HIGH SCHOOL

Subject = Frequency - ) Per Cent
. Business English 30  40.00
~ Spelling 26 34.66
Mathematics I ‘:“ 25 A"Y .’_“ . 3333
Typewriting 18 . 24,00
vGramm,ar» P e o 12 16466
Shorthand 12 16.86
Penmanship = 11 | o 14.66
| Bookkéeping ) 9 . © 12.00
 Public Speaking - 5 656
' Proper Use of Telephone 4 533
office Practice 4 5.33
Office Machines = 4 5433
Vbcabulafyv. . 4 5¢33
Filing | 4 5433
Personality i.3 4000
Grammer 2., 2.66;
CompﬁometervOPeration‘ ;’1‘ 133
Guidance - ‘V 1 133
Occupationél Informétionf:. | i 1.35
Medical Technology R , 1 1,33
Consumer Education 1 1.33
' 1 1,35

Dictaphoné

N
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The Business Department of Berlin High School is
deeirous of providing ifSQgraduates with the ability to get
and hold a job. It is also interested in acquainting its
students with the provisions provided by companiee to obtain
advancemente For this reason, employers were asked to check
the provisions their- companies used to enable employees to
obtain advancemente} |

Fifty-five, or 73.33 per cent, of the 75 conpanies
participating in the survey, Indicated that promotions were
based on the quality and quantiﬁy of work. This is a signif-
'ieant fact which should be emphasized in all work that students
do in high school. | ,

Fourteen, or 18;66 per oent; of the companies, advanced
their employees on & periodical basie; This is true especially
of the large companies which responded toﬂthe‘checklist.

Promotions based on compet itive testing Was‘another
means used to enable_employeeeefo~obtain advancement. Only
tWo, or 2.66 per cent, used this method. Not listed in the
"checklist, but added by seven of those answering, was aptitude
for the business. Seven, or 9 35 per cent, checked this itenm
as one which they considered when advencing their employees
to better jobs¢ Another ‘item, not 1isted but used, was
senlority. One business used this factor when considering
adyancement forlits empioyeesf It is interesting to note

that it was a government office that did this.
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TABLE X1iv

PROVISIONS PROVIDED BY COMPANIES FOR
EMPLQYEES TO OBTAIN ADVANCEMENT

~ Method Used SR . Number Per Cent

Promot ions based on quality

and quantity of work - }55" e 13633
Employees advanced on a_" o a

. periodical basis 14 : v 18.66
Aptitude for business 7 9,33
Promotions based on s : ' ‘
competitive testing program 2 , 2.66

- Seniority - | 1 1.33

#Not listed on the checklist

There ane menysfaotors suchves personelity traits end
skills which muSt be'taught in school‘that are not considered
as separate courses but which must be 1ncorporated into |
business subjects‘ Employers were asked to check the_items
;they considered‘shonld'be given greater emphasis in school.
They were askea toﬁcheck twice the five most important factors
‘which need more attention. | A4 o

Table Xv shows that following instructions was the item
that headed the list of factors needing more attention in
school. Thirtyathree of the 75 employers believed that this

factor should be glven greater emphasis in school.




TABLE XV

FACTORS WHICH IN THE OPINION GF EMPLOYERS
SHOUED BE GIVEN GREATER EMPHASIS IN SCHOOL

56

 Loyalty

"Deseriptien'ef‘Factef | = Nembei ‘L Per Cent
| ?ollowinglinetructiene 33 44.00
L TUse of the telephone‘ | 32 | 42,66
:f,Punctuation | | | ‘ 7‘29[-" 28466
,Accuraey 1n record keeping _lll‘ 29 N 384666
~ Pride in work T 28 57;5511
Personal appearance‘ ’;27 ‘ 36,00
Gremmar | ' 25l~“ 349éé
Using the dictlonary bﬁzé' 34.66
Spelling 25 33,83
Vbcabulary - | | }25 : 33033
Cooperation with fellow worker '-"l2$ o 33433 |
'Filing - T 2a 32.00
Business 1etter writing . 24 32,00
‘Typewriting accuracy 24 152“60’0‘
Sense of responsibility '24 - 32.00
C_,Greeting visitors , 23 450;é6;
Tardiness i 23 lso.ééf’
Industry - 30466
:ofganiziné-wérk‘fe L | | '227' 209,33 :
Poor arrangement. of eet_upf¢7 »1e,21'? 28,00 _
 Erasing | = 28,00
| a1 . 28,00
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’I‘ABLE xv ( CONT . )

FACTORS WHICH IN THE OPINION OF EMPLOIERS
SHOULD BE GIVEN‘GREATER EMPHASIS IN SCHOOL

Description of Facﬁdr_ _ ‘qu ‘mumber'v- R .vPer‘cent
Using calculating»machiﬁes' 20 26466
e>Attendance - ‘vm ',- o 20 o 26;66“_
Arithmetic N ! i_: R 1 . 22,66
Penmamshtp . 16 21.35
‘Typing figures ;,e o ’, : 15 S 2oaeo
' Speed in taking dletation. s -  20.00
Typewrlting speed = - . 13 ‘J_‘ 1733
Speed in‘transcribingehetes' 9 | 12960
Meking journal entriesllA 8 | 10.66
Using dupliceting meehinee 7 9.33
Chéhging ribboﬁs o 6 8,00
'Typing envelopes . 4 5333_
Using listing machines" v~ ' ,v4 5.33

R 2 5,33

Making carbon copies

, Thlrt'stwo, or 42066 per cent, of the respondents felt
. ‘ | ‘thet the use of(the tele_p_hone should be given greater emphasis
An schoola 'Tﬁenty%nine eﬁpleyerS‘felt that punctuation and .
record keeping needed more emphasis in SChOOlo The other

1tems checked as needing more emphasis 1n school can be seen

~ on Table XV,



TABLE XVI

THE MOST IMPORTANT FACTORS WHICH IN THE
OPINION OF EMPLOYERS SHOULD BE GIVEN
GREATER EMPHASIS IN SCHOOL

8

Poor arrangement of set up

Deseription of Factor Nﬁmber - Per Cent
Sense of responsibility 40 5333
Spelling 39 52,00
Grammar - 32 46,66
Arithmetic _ 30 40,00
'Typewfiting accuracy | 30 40,00
Cooperation ﬁith feliow worker 22 20,33
Penmanship ’ 21 £8 .00
Punctuation 19 25633
Aﬁtendance 18 24,00

Personal appearance 17 22,66
_Priéa 1n‘work' _ 16 21,33

Following instructions 16 21,33
Accuracy,in record keeéingv. :14 18466
Filing | 14 18.66
Use of teiephope 14 18 .66
Ioyalty 12 16,00
Business letter writing 12 16,00

Greeting ﬁisitors 8 : 10.66‘
" Tardiness 8 10.66
Industry 8 10.56
Typing figures. 7 Q633
' 7 9e53
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| TABIE XVI (CONT.)
THE MOST IMPORTANT FACTORS WHICH IN THE
: | ~ 'OPINION OF EMPIOYERS SHOULD BE GIVEN
® - - ~ GREATER EMPHASIS IN SCHOOL

Deacription'qf Factor - . » '.Nﬁmber Per cent

 Using the dictionary' o 7 9,35
Organizing work .- 6 48;00

- Erasing | | 4 5.33
Speed in talking dicta’cion 4 5033
Meking journal entries . 4 5.33
Taking dictation ‘at the:t'yp:em»‘iter R 5.33

- Speed in transcribing noﬁes‘ | 3 - 4,00
Using calcelaﬁing machine s K 4,00
Typewﬁiting speed | .1 1055_
Using listing machines 1 - 1.33
Changing ribbons 1 1.33

Table XVI shews thevfive most important'factors which
need greater emphasis in high school, in the opinion of ’
75 employers. All items on the 1ist were checked twice by
one or more employers with the exception of thres which

‘ o included typing envelopes s making carbon copiess a.nd using

'>dup11cating machines.
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Forty, or 53,33 per cent, of the 75 employers felt that
a sense of responsibility was one of the five most important
factors which needs more attention. Spelling was the next
item checked in this category, receiving>a total of 39 chéckse

Grammaﬁ should be given~mpre attentién in the opinion of
32, or 46,66 per cent, of the employerso Arithmetic and
typewriting were considered by 30 employers as important
factors which should be given more emphasis in school.

It is interesting to note fhat typewriting speed was
ehecked only bj one respondent as being an important factor.
needing more emphasis in school, while typewriting accuracy
was checked by 30 employerss

Table XVI shows the number and per cent of responses the

~other items received in this category.

Table XVII indicates that there are many speakers who
are willing to come into the classroom and talk to the students
on pertinent subjects. Thirty-nine, or 52 per cent; of the
respondents said that they would be willing to spesk to busi-
ness students. Twenty-three, or 30.66 per cent, said that
they would not provide speakers. Many of these negative

answers were accompanied by a notation that right now they

‘eould not furnish speakers because of lack of help or the

nature of their business. This question was not answered
by 13 companies, which would indicate that they were not
definitely against furnishing speakers.
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TABLE XVII
FIRMS WILLING TO PROVIDE SPEAKERS

Answer Number Per Cent
Yes | | 39 . 52,00
No , 23 v 30,66

No answer - 13 | 17.33

In answer to the quesﬁion,“"Dovyou allow groups of
students to visit your firm on a field trip?", there were
45 affirmative answers. . Twentyaone stated that they did not
‘allow students to visit their firms. Many of these negative
respondents made the notation that their answers were based
on the nature of their worke. Eléven‘employers did not answer
this question. A number of the respondents stated that their
answers to this questlon would depend upon the time and the
number oflstudents,interested in participating in the field
tripe | | | | |

The Business Department of Berlin High School is
interesﬁed in participating'in’a work-experience programe
In order‘tobdetermihe whether or not the businessmen were
interested, this question was included in the employer checklist.

Thirty-one, or 41.33 per cent, stated that they would
like to employ part-time workers in a work-esxperience program.

The same number indicated that they would not employ students
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on a ‘partétime bavs‘is. .Thirteen did‘ not answer this Questione
The reasoh several of"th’e re"Spondent‘S' gave for not answering

' ‘ the question was that right -now.th’ey were not interefé‘ted in

| employing part-time help, but at some fubure date they might be.

TABLE XVIII

" DO YOU ALLOW GROUPS OF STUDENTS TO
* VISIT YOUR FIRM ON A FIELD TRIP?

Answer o Number , ‘Per Cent |

Yes | ’ - 43 . B7.33

No SRS R 28,00

No answer e 11 ' 14.66
TABLE XIX

FIRMS WILLING TO EMPLOY STUDENTS ON A
' PART-TIME BASIS IN A WORK-EXPERIENCE PROGRAMN

—
=

Answer | R ‘ ~ Number - Per Cent
Yes & 41.33
No o - 3 41,33

¢ | No answer | o 13 17,33
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One of the first questions asked by potential office
workers concerns salaries. ‘As salaries vary according
to the type of position, this question was broken down
into four typeS'of pbsitions, including stenographic positions,
" bookkeeping positions, clerical pcsitions, and sales clerksa
Fifty-nine firms stated one or more starting Wages.
The stenographic wages ranged from $30 to $50 with an
average of $40 per week. | |
The bookkeeping-salariés ranged from $32 to §75 with an
‘average éf $38 per weék}, | |
Cléricalvsaiafies:fanged.from.$28 to $47 with an average
of $33 per weeke . | | ‘ o
. This information concerning wages may be seen in graph
. form on the following pages.
Only four firms stated wages for sales clerkso These

 ranged from $52 to_$40 with an average of $55 per week,
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o TABLE X

o DISTRIBUTION OF EMPLOYEES IN -
- THE BERLIN~NEW BRITAIN. AREA

Type of Job. B Meh B Womep ;l Total
- Sales clerk - 86 go76 2162
VGeneral]olerk‘,_e - f~‘;163ef‘ ‘lOSloel 2142
eypist 5 386 361
Secrotary . 1 ,': 518 5 e
‘f‘Mechine operator }'llt14{;‘lf 294f: | 508
“'Ui‘Filé clerk ;v' 'ﬁf,jllyillﬂ:?{:QOGk s ~2°7,
-Bookkeeper'sl:'>5';'~;l‘l'ogz: ';f~147l._. | 189
. Stenographer . 1 s '-‘179
'eTelier B v;f”- | ?':f?_.?gl :26;~,. 33
Receptionist | ‘,“ l-:;éfﬁl*l' ié7;~' f 12

Switchboard ~ - == .5 5 .

Table XX. WaS»inCIuded‘iﬁ«fhiS'study to determine the
various opportunities available to Berlin High School graduateso
Sales clerk positions headed the list for women with 2076
being employed as sales clerks. This large number 1is under—
7_standable in spite of the fact that only 10 per cent of the
:‘companies contacted were retail stores as one of. these lO
stores Was a large department storee

The field that employs the most men is the general

clerical area, with 165 male general clerks being employed by

the 75 firms who completed the eheckliste
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It is interesting to note the comparatively large‘ﬂ
'number of women machine operators. Two hundred end ninety-
four women are employed in thils area by the 75 firms which
answered., The number of opportunities in'office‘jobs for
~ women is far greater than for men. This fact is understandable
as businesses hesitatelﬁo émplby boys getting out of high
school because of the draft situation. '

One company employed only men on the office staff which
wasg composed of ten employeese

The most popular business madhine used by the 75 businesses
in the Berlin-New Britain'area was the Rcyal typewriter. This
ﬁypeWriter was used by 60 fiﬁms,’of 80vper cent, of the companies
respondinge The next'most‘populur'mashine was the Uhderwood |
typewriteﬁ which was used by 38 of the 75 companies, or 51 per
cent. o - S |

~ The Burroughs adding mschins'was moré'commonly used than
any other calculating machine. ’ifAuas uséd'by 35, or 47 per sent,
of the respondents. o >‘   o '
| The‘I.Bqu electric typewriter‘wasrbyvfar the most popular

electric typeWritére It 1is interesting to note that the I.B.Me
~electric typewriter was used by 31 £irms, or 41 per cent;
whereas ths'Royai electric typewriter was used only by three
‘companies, the'Remington‘electric tyﬁewritér was used by two
companies, and the Underwood electric typeuriter was used by
one of the 75 firms. |

As can be seen on Table XXI, the 75 firms participating
in this survey used a total of 46 different business machines.




TABLE XXI

BUSINESS MACHINES USED BY THE 75 FIRMS
IN THE BERLIN - NEW BRITAIN AREA
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Per Cent

IeBoM. Key Punch Machine }

Name of Machine - Number
Royal Typewriter 60 | 80
 Underwood Typewriter 38 51
Burroughs Adding Machine 35 4y
‘ I.B¢M9~Electfic Typewriter 31‘. 41
 Todd Check Protecﬁor . o 31 41
Addressograph 29 39
' Sundstrand Adding Machine 26 35
Burroughs Calculator | | 26 1)
Mimeograph ' ‘.25 33
Monroe Calculstor 24 _32
Friden | 22 20
 Marchant 22 29
Direct Liquid Duplicator 26 27
Remington Typewriter  18 24
National Cash Register 16 21
Burroughs Commercial Posting
Machine 16 21
Vietor Adding Machine 15 20
Comptometer 14 19
Ediphone 14 19
Dictaphone‘ 7 14 19
Smith Corona Typewriter 13 17
Multilith | 12 16
11 15




'TABLE XXI (CONT.)
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Nanme of‘Machine

'.Numbgrf -

Per Cent

Remington Rand Adding Machine :”'
Slide Rule
‘. Audograph

._Ditto,Gelatin

_Dalton Adding Machine
Eliott Fiéher~BeokkeepingvMechine
‘Remington Book&eepihg Machinelv
Royal Electrichypewriter

'Remington Bookkeeping and
Billing . Machine

Y_Allen.Wales Adding Maehine ,'}’
Soundseriber o
Remington Electrie Typewriter
Pitney Bowe3a=Metered Mail
Underwood Electric Typewriter b
Teletype : |
Moon Hopkins Billing Machine™
Mohroe Eduoapori'f

Clary Educator

Ohrdner™

, Portograph Remington Rand
Photostat‘ :

Burroughs cash Register*
Paymaster Gheck‘Writer
-"Hall Welter check Protector

B
o K

T TR I R T SR SO S N

I R T

15
13

)
4

T T I Y = S R N T ST S IS S B

I R R

“"‘Not‘ on the checklist
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In order to attempt towdetermine'what the businéssman
expects of the beginning office worker regarding skills of
shorthand and typewriting, thevempIOyer wés ésked to state
in words per minute the typeWriﬁing rates, dictationxrétes;
and the transcripﬁion rgtes'éxpgctéd of the beginning office
worker. " o o - i I o

Forty-nine respondents did not hg&e minimum reéquirements
in these skills. ‘_ | | o | |

| The'average‘ﬁpeéd[for typing new material of ajefage
difficulty was 44 words per mihut§ according:to the'reéponses
to this questiono o | e

Of the 20 respondents answering the question regarding

- dictation rates, therlpwest rate ‘of dictation expected was
60 ﬁords per minute, and the highest féte éxpected was 100
words per minute. The average rate of. taking dictation was
81 words per minute.

The rate for transcribing notes ranged from 10 words

per minute to 55 wo rds per minute. The writer doubts that
few, if any, actually transcribe letters with earbons at

50 words:per minutee Since the data concerning transcription

speeds is ﬁot.inzlihe with other research, no graph was

included in this report.

Boston University

. §chool of Education
Library

\ C E
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GRAPH IV

EMPLOYABLE SPEEDS FOR TYPING MATERIAL
OF AVERAGE DIFFICULTY AS REPORTED BY
BERLIN-NEW BRITAIN BUSINESSMEN

m
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AVERAGE

35 40 45 50 55

"WORDS PER MINUTE

SPEED: 44 wordé per minute
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' GRAPH V

EIfPLOYABLE SPEEDS FOR TAKING DICTATION
"OF AVERAGE DIFFICULTY AS REPORTED BY
BERLIN-NEW BRITAIN BUSINESSMEN
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AVERAGE SPEED: 81 words per ninute
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Space was provided;on the employer checklist for the
employer to make any a&ditional comméhté or suggestions
for improving the bﬁsiness education program of Berlin High
Schools L o

These comments appear on the following pages.
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'COMMENTS AND SUGGESTIONS |
OFFERED BY EWPLOYERS

We find accuracy Very essential 1n our work and good
penmanship helps a loto .

o o o We believe that this survey is. the first real -
constructive step we have seen, or heard of, taken by
any 8chool to help determine what courses would be
most beneflcial for the beginnera :

You and Mr. MacKenzie are to be complimented upon
your thoughts on this matter and it is our opinion

that the local businessmen and manufacturers should.

be very willing to cooperate with you in the working
out of your new programe

We think your efforts are . very worth while. Feel

free to call upon us here for any information or
additional suggestions which you may feel that you

- ne ede

T think subjects of deportment, neatness, good menners,
and e willingness to. work rather than a general lack

of knowledge is what you miss in today's youngsters.-f

I believe that the reason 80 many high school graduates
do not come to their first. job as satisfactory employ-
ees is the fault of the graduate and not the Business
Education Departm@nte 3»'" : :

You will note that I tripled checked "pride in Work."
It seems to me that this is the crux of the whole
mattere '

Too many high school graduates bring to their first
job the impression that by graduating from high school
or business school, they are completely qualified for

work in industry, end most of them make little or no .

effort to improve beyond the ef;iciency and productivity
which they needed to qualify for a high school diploma.

This is probably not entirely the fault of the graduate
but can be attributed in part to the present economic
conditions where there are several clerical jobs

- awaiting every high school graduate. I think that this

tends to inflate the graduate!s opinion of her ability
and makes her 1azy and apathetlc toward her jobe o
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7119 ‘
' graduating from Berlln High Schoolo
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(Cont )

If the high school instructors could impress upon their
students the value of quality work and high productivity,
it would be an easier job for the employers to properly
train them» _

I do not wish to give ‘the impression that all of the
girls graduating from Berlin High School are unsatisfactory;.

- in fact, we have with us a girl who graduvated from your

school two years ago and who possesses all of the qualities
to make her a desirable employee. She is diligent, consci-
entious, cooperative, and seems to delight in doing good
worke , :

We would be very pleased to have applications from your

'pupils for positions in this banke

e o « I have always been well satisfied with the girls
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CHAPTER VI
SUMMARY OF FINDINGS

Based on the analysis and tabulation of the data in
Chapter V, the major findings of this survey are presented in
the following pages.

The ma jor findings and conclusioné pegarding the Berlin-
 New Britain employer'opiniohs are as follows:

+le A majority,of office émployees obtain their positions
by means of a personal application.

2+ The school placement sérvicé was used by 62 per cent
- of the firms to obtain eﬁployeessr

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

4. Fifty-seven per cent of the employers felt that the
business departmentvwas satisfactorily.prbviding its graduates
with a géneral background. | |

56 Fifty«one'perrcent of the employers felt that the
business department was providing its graduates with adequate
skill training., " |

6. Thirty-five of the 75 busineSSmeh used a stenographic,
typwriting, or clerical employment test when hiring new
employees. _ :

7 Of the high school subjeéts needing more emphasis, .
Business English was the most frequently mentioned by the

employerse.
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Thé next most frequently mentioned subjects were mathematiés,
typewriting, grammar, and shorthand. Penmanship and bookkeeping
concluded the list of significant responses.

é. Of the factors needing more emphasis, the ability to
follow directions wés the most fréquently mentioned by the
employers. The use of the tglephone,'punctuation,‘accuracy
in record keeping, pride in work, and personal appearance
followed next in order. o | |

9  Seventy—three per cent of the respondents indicated -
that :promotions were baséd on the quality and quantity of
work. | - | |

10. Twenty~three compa:iies indicated that the use of
calculating machines needed more emphésis in school.

11l. Typewriting speed was cheéked as needing more
emphasis by one employer, whereas typewriting accuracy
should be glven more emphasis in the opiniOn of 30 employers.

12. Berlin High Busineés Department should not have too
much difficulty in obtaining Speakers as 39, or 52 per cent,
of the employers indicated that they would be willing to
speak to business'studénts on pertinent subjects.

13. Forty-three employers in the Berlin-New Britain
area allow students to. visit their companies on field trips.

14, Thibty~one of the 75 businessmen who participated_
in this survey are interested in participating in a work-

experience programe.
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15, Stenbgfﬁbhic_wages"in the Berlin=New Britain
area ranged from $30 to $50 with an average of $40 per weeke

16. Clerical salaries ranged from $28 to $47 with an
average of $33 per week.

17. Bookkeeping salaries ranged from $32 to $75 with
an average of $58 per weeks

18« A majority of the respondents did not state any
minimum requirements in ﬁhevskillsydf shorﬁhand and typewriting.
Most of them stéted thaﬁ these standards vary with individual
caéesa The average typewriting speed required for those who
did answer the quesﬁion ﬁas 44 wdrds rer minute. The average
dictation speed was 81 words per minute.

19. Sales pbsitions’and'general clerical positions
of fered the greatest number of opﬁortunities for men and
women. '

| 20. The most popular business machine was the Royal

typewriter, which was used ﬁy 60 firms, of 80 per cent,‘of
those respondiﬁg. |

21. The next most popular machine was the Uhderwood
typewriter, whidh was used by 38vof the 75 companies, or
51‘per cent . i ‘ ‘ )

22, The Burroughs adding machine was more commonly
used than any other calculating machine. It was used by

35, or 47 per cent, of the respondents.

1
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23, The I.B.M. electric typewriter was by far the
most popular electric ty?ewritér.. It is interesting to
note that the I.B.M. electric typewriter was used by 31
firms, or 41 per cent; whereas the Royal electric tjpeWriter
was used by only three companies, the Remington electric
typewriter was used by two companies; and the Uhderwood
eiectric typewritef*waS'used by one'of the 75 firms.

24. The 75'f1rms participafing in this survey used a
total of 46 different busiﬁeés machines.
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o CHAPTER VII
| RECOMI"ENDATIONS FOR IMPROVING THE BUSINESS CURRICULUM |

io Business English should be added to the curriculum
. of the business departmentg ‘:' -
‘ 2. Business mathematics should be 1nc1uded as an
nadditional offering for the business program of Berlin High
Schools s o - | o |

Be A:unitaon‘the job interviewgshoUld oe_given torthe,
‘senior bUsinessrstndents aé the mejority ofvcompanies‘hire
new employees by means of a personal interview. |
| 4, Typewriting teachers ehould particularly strive for
neatness and accuracy in their typewriting classeeo Pride -
in one's work should be stressed et all times.

50 Accuracy in record keeping should be stressed in g
the bookkeeping clas ' _"( |
| 6e In the senior shorthand class more time should be )
spent on secretar1a1~duties suchraq ‘answering the telephone,
greeting v131tors, rather than on shorthand speed.~‘

7. A study should be made to determine the advisabllity
of a workaexperience program or a cooperative training
program at Berlin ‘High Schoole, A committee should be organm-"
'"ized to study the advantages and disadvantages of such a
program. This- committee should consist of businessmen as :

jfwell as business educatorso .
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8. Advantage shduld be“taken of the cooperative
spirit of the’local businessmen to come into schools to
speak to groups~andrto allow gfoupé to visit their firms.
9. A jobaacﬂivity anélysié of former students should
bé made periodically 1n connection with the follow=up study
which i1s conducted by the Guidance Department of Berlin

High School,
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April 15, 1953

Dear Sir:

At the suggestion of Mr. MacKenzie, Superintendent. of
Schools, and Mr. Long, Principal of Berlin High School,
we are conducting a survey to determine what the businessman
expects of the beginning office workere-

This year we are moving into a new school and we would
- 1like to evaluate our Business Department in terms of what
- the businessman expects of the beginning office worker.

The main purpose of the Businees Department is to
train students for initial office jobs. In order to do
this effectively, we must know what you as the employer
expects.

] With these thoughts in mind, we are sending you the

enclosed checklist. Will you please f£1ill it out and send
it back to us in the enclosed selfaaddressed stamped
envelope as soon as possibleo

Any information you give us will be kept in striect.
confidence and the information received will be used in
tabulated form onlye.

We would- apnreclate any comments or suggestions that
will help us improve our business curriculum and thus
~enable us to produce better trained students for jobs in
the business world, - .

- Your prompt response to this checklist will be a worth-
while contribution to local business education. You will.
be rendering a valuable serviece not only to the Business
Department of Berlin High School but also to the community _
- and school system as a whole. '

Thank you very much for your ceoperationc

~ Sincerely yours,

o Aones Te Quill ,4
o Head of- Business Department

‘Enclosures (@)



1T,
III.
IV,

vI.

V1I,

VIII.

IX.

Ko

XI,

XII.

XTII.

X1V,

EMPLOYZR CHECKLIST

Firm Name
Address
Type of business engaged in
lame of person answering checklist
Position of person answering checklist
Check the methods used in securing applicants

as Newspaper Advertising d. Personal application
be School e Recommendation of
cmployer
——Ces Employment Agencies ———ls Others

Indicate by a check (V) the importance of the following
requirements for initizl cmployment.
i) T” T

E‘-.Age.o.too
be Trainings « « ¢
¢cs Grades obtained
5cho0le ¢ o o o
d. Experienccs « »
Ce Recommencdations .
f. Appearance e . o o
g+ Results on employ-
ment tests s« o ¢ o A

Do you use employment tests? YES NO
If your answer is YES, plcasec state the onec used.

L
in.

as Stenographic pesitions_
be. Bookkceping positions
ce Clerical positions

Have you ever cmploycd Berlin High School graduates?
YES 140

Is the business education department in your high school
satisfactorily providing its graduates with general background?
YES NO

Is the business cducation department in your high school
satisfactorily providing 1ts greduates with an adequate skill
training background? YES NO

List the subjects which in your opinion should be given greater
cmphasis in high school?

de do
ba Oy
Coe f.

Indicate by a check (v) the provisions provided by your company
for employces to obtain advancemcnt.

e T o e e e

Employces arc advanced on a periodical basis
D¢ Promotions arc based on a compctitive testing program

c« Promotions arc bascd on quality and quantity of work
de Others

Please chock (V) the following factors which you belicve should

e

be given grecater emphasis in school.
five most important factors

l. Grammar 10,
———r e Punctuation PR I B
_____a. Spelling —iiw
e—e—ets Penmanship ___1&.
s De  Vocabulary 14,
——ube Business letter i Ay

writing Py s W
______g Arithmetic 1g.
—e  Lypewriting acamcy 10,
ST -

Typewriting speed

Chock twice (vv) the

which need more attention.

Poor arrangement of sct up
Making carbon copies
Typing figures

Erasing

Changing ribbons

Typing cnvclopes

Using the dictionary
Spced in taking dictation

Sp%ed in transcribing
notcs



XIV,

XV,

XVI,

XVIIL

XIX,

Please check (V) the following factors which you believe should
be given greater emphasis in school. Check twice (Vv) the five
most important factors which nced more attention. (Cont.)

19. Taking dictation at —2Bs Tardiness

: typewriter 29, Personal appearance
.20, Accuracy in record 30. ©Scnse of responsibility
keeping 31, Co-operation with fecllow
2l. IMaking journal entries worker
22. Using calculating 32. Industry
nachines 33 lLoyalty
____2&. Using listing machines ____3%. Pricde in work
24, Dsing duplicating 35. Organizing work
moachines _ 36, TFollowing instructions

25 Filing

26. Use of the telecphone

Eg. Greeting visitors
— 20, Attendance

Would you or members of your firm be willing to speak to groups
of business students on pertinent subjects? YES NO

Do you allow groups of students to visit your firm on a field
trip? YES NO

Would you be willing to employ students on a part-time basis
in a work experience program? YES NO,

What 1s the wage of the beginning office worker? *

a. ©Otenographic Positions
b. DBookkecping Positions
cs Clerical Positions

d. ©Sales Clerk

List the minimum requirements for cmploying beginning office
vworkers.

as Typing new material of average difficulty___words per minute

b. Taking dictation of average difficulty words pa minute
c. Transcribing shorthand notes of
average difficulty words per minute

de Transcribing letters from rccords per hour
¢« Number of cenvelopecs typed per hour

f. Cards filed per hour

g« Others

List the approximate number of men and women cmployed at
present in the following typcs of positions:
MEN WOMEN
a. oOccretary
b. Stenographer
¢c. Bookkeeper
d. Typist
¢s General Clerk

f« File Clerk
g+ Machinc Opcrator
he ©Sales Clerk
i, Others

|
|

|
¥

Check (/) the business machines used in your firm.
TYPEURITERS

——1. Royal 3¢ Recnmington 5, I,B.M.
— 2. Underwood 4. ©Smith Corona . Blectric



EMPLOYER CHECKLIST 3

XXI. Check the business machines used in your firm. (Cont.)
6. Other Electric Typewriters

BOOKICEEPING MACHINES

. Burroughs Commercial Posting lachine

« 2Zurroughs Bank Machine

« Bliott Fisher Dookkecping Machine

« Remington Dookkeceping Machincs
 Remington PBookkeeping and Eilling llachine

LY

ROTARY DRIVEN CALCULATORS

« Marchant

« lionroe

« lMonroe IEducator:
Friden

L

KEY DRIVEN CALCULATORS

.1l. Burroughs
2+ Comptomcter

LISTING MACHINES

+ Clary Calculator
Remington Rand Printing Calculator
Allen Wales Adding liachine
Burroughs Adding llachine
« Dalton Adding Machine

ocundstrand Adding lMachine

L

N

6.
Z. Victor Adding lachine
« Remington Rand Adding Machine

DUPLICATING MACHINES

l, Dircct liquid duplicator
2. Ditto gelatin

« Mimeograph

« Multilith

|

iy

CASH REGISTER

1. National Cash Register
2+ Remington Cash Regilster

TRANSCRIBING MACHINES

 XRXT.

—le

s

—_—3

Aucdograph
Ediphone
Dictaphone

MISCELLANEOQUS

1.

i
_.__"_351
et

Wle would appreciate any additional comments you would like
to make that would help us improve our training program,

Todd Check Protecter
Addressograph

Belknap Addressing Machine
I.B.1lls Kcy Punch

Slide Rule

Others



’Berkshire Venetian Blind Company

B o fﬁffliym “CVC,xipv"C o ‘ 87

_BusiﬁESs FiRMS_WHIcHCcoMPLETEb:oHECKLisTs,

Acorn Bearing Company

8 Aetna Life Insurance Company
’<American Paper Goods company o 'Tm‘li'v‘ £
,-Beaton & Caldwell Mfge Company

Becker Motor Sales . R ._tﬂi "11»,

‘Berlin Construction Company

Brown Thompson Company 4 ’
Burritt Mutual Savings Bank

Connecticut General Life Insurance Company ,

foonnecticut Light and Power Company

Connecticut Mutual Life Insuranoe Company -

C,Connecticut State Employment Service.
 Goeo Cola Bottling Company
“Crown Dairy Ice Cream Company, Inc.‘

Edro Corporation

Ellsworth Brothers

Fa;nir Bearing Company

Ge E Ze Prentice Manufacturing Company

J
Ge,Fox & Company .

Grove Hill Clinic'

'Hartford Courant a

John Hancock Insurance Company

«‘Hartford Times.

;Hartford Traneportation Companyiy _'



<

‘The. Hayes COnstruction COmpany

The Herald Publishing COmpany

High Production Machine Company, Inca-
Hotel Burritt |

,‘Harry Jackaway - »
Jessall Plastic CQmpany
- Kraft Food Compény_

Landers Frary & Clark

Lee Manufacturing Compény -

Liberty Mutual Insurance Company

Loring Studic

o Mag & Sons, Inc.

Magson Uniform Company

| Metropolitan Life Insurance Company

B Ws Mildrum Insurance Company
Mildrum Jewel COmpany

Henry Moran & Sons

" National Automatic Company

National Biscuit Company

New Britain‘Buiek,,Inco _
NeW‘Britain'Gas Light‘Cpmpany

 New BritainAGeneraIVHospital

New Britain Lumber Company"

New Britain Memorial Hospital

* New Britain National‘Bank

New Britain Trust Cbmpany"




New Departure

New England Telephone and Telegraph Company
North & Judd Manufacturing Company
DP.IO'Brien ' |

Phoenix Mutual Life Insurance dompany'
Pratt Whitney Alreraft |

Prudent ial Inéurance Company

Rackliffe Brothers

Raphael's Department Store

R&S Company

‘Rowland’Products

Sears Roebuék4aﬁd Company
Skinner Chuck Company>.
Stanley Chemical Company
Stanley Tools Company

The Stanley Works

Savings Bank of New Britain

Teachers College College of Connecticut (New Britain)
- Tuttle & Balley

We Te Grant Company 
Western Union Telegraph
WHAY

Wise Smith & Company

WTIC

i




