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CHAPTER I
INTRODUCTIOR

Statement of the Problem

This study was made: First, to determine the vocational
opportunities for commercial graduates of Dentoun Senior High
Sehool as a basis for more effective guidance; Second, to
determine whether the commercial training program in the loecal
high school is providing adequate vocational preparation for
the principal commercial positions in Denton, Texas; Third,
to discover the chief commercial weaknesses of the present
employees in Denton, Texas; Fourth, to secure information
necessary for appropriate commercial ourriculum for the local
high school. It is the further aim of this investigation to
determine the social as well as the personal business needs

of the average individuals..

Limitation of the Problem

This study is limited to the oity of Denton, Texas,
All of the original data used in the preparation of this
problem were taken from sources within the local community,
whioh because of the type of the industries; the number énd
size of businessés in general, the educational facilities,
and the oharacter of the people, give this community a differ-
ent problem in ourriculum construction. This study was
divided acoording to the principal ocoupational and social
groups, and attempt to determine the extent of the

1




~opportunities in eaoch type.

Sources of Data
The data used in this study were secured from three

prineipal sources; First, questionnaires distributed person-
ally to a representative group of business and professional
men as shown in Tables 1, 2, 3, and 4 (see pages 14, 1o, 17,
18); Second, questionnaires distributed to a group of employ-
ees in the principal cccupational divisions as shown in Table
6 (see page 24); Third, the opinions of recognized authori
ties., |

Method of Procedure

The first step in making this survey was the distri-
bution of a guestionnaire, a copy of whigh is shown on page
6&, to employers of commereial workers. The purpose was to
segure an idea of what the business men thought their em=
ployees should have as basic school training, what they con~-
sidersd the chief weaknesses traceable to lack of subject
matter, which weaknesses they did not atiribute to such lack,
what they found to be the rate of turnover of employees in
the different:vocational groups, and further to know what
kinds and the number of office appliances used. These
questionnaires were filled in during the personal interview,

A questionnaire, as shown on page 68 was then dis-

tributed to one hundred four employees. These employees




were asked to give the following information: {1) how long
they had been employed by that firm; (2) what salary a bee
ginner might expeot in same position; (3) what school subjécts
they thought were of most benefit to one doing such work;

(4) to what oscupational group they belonged.

The next procedure in the solution was the tabulation
of the data gathered. After these facts were compiled, they
were arranged in tables to show the information in a simple
and congise form. Then comparisons of tables were made to
reach the conclusions, which it is hoped may be useful in
the revision of the Denton High School Commercial Curriculum
so that it may better fit the business needs of Denton,

Texas,



CHAPTER II
OBJECTIVES OF SECONIDARY COMMERCIAL EDUCATION

Before one can edusate for any particular type of
activity, he must have a knowledge of the character of
that activity. There must be a goal towards which to
guide the %training. To that end an attempt has been made
to set up a group of objectives. The first step was to
exemine a number_of those that have been set{ up by
different agencies throughout the country, by which o
check the objectives so that they may stay in line with
the best thought in the commercial field,

Direct statements have been gollected from business
men. They were asked as to the most desirable traits,
knowledges; technigues, and skills required for their em-
ployees. These men were very well agreed as 10 all these
points and their views are presented in Tables 8 and 9 (see
pages $1,34). An activity analysis and occupational survey
of the local community was made to throw additional light
on the definite objectives. Then they were checked by the
objectives already set up by research organizations, such
as the State Department of HEdusation, curriculum specialists
of ¢ity school systems, and writers of text books. These

objectives, however, were stated in such general terms as

o fit the needs of all communities; hence they usually

ﬁere found to f£it no one particular community.
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Barly in this study the writer was faced with two
definite views of business training: the one general, and
the other vocational, It is evident that most writers on
the subject recognize such differences. The most of the
objectives set up have in mind the securing of the general
training, leaving the vocational to come later as a more
direct preparation for earning one's living.

The State Department of Public Instruction sets up
several objectives for the guidance of the commercial
teaghers in the schools of the state which we must acgept
and follow to some extent for Denton Senior High School.
Their objectives as gquoted show three divisions:

1. In Social Usage

A, Developing in a practical way an under-
standing of some pertinent concepts concerning the
organization, prineiples, and problems of modern
business.

B. Reaoting to situations which will empha-
size the need for ethical thinking and behavior in
the business world.

C. Direecting capabilities in commercial
skills into fields of activity where they can
render society the maximum service,

1l. In Personal Affairs

A. Developing such basic knowledge hablts,
and attitudes as will be useful in personal busi-
ness affalirs.

B, Building a background to aid an apprais-
ing and judging business contacts and obligations,

G. Bxploring business possibilities in order
to discover aptitudes and stimulate worthy interests.

D. Preparing to enter junior wage-earning
positions at the end of the secondary period.

111. In Vocational Choosing
A, Gaining information about ceonditiouns,
opportunities, and regquirements for success in vari-




ous types of business occupations.

B. Acquiring information, experience, and
advice far successful aijustment in commerceial
wage~-earning positions.

Frederick J. Weersing gives the following group of
objectives:

1. That a separate and definite "Commercial
Course® must be maintained, implying, presumably,
a well-defined sequence of subjects.

2. That emphasis be placed on bookkeeplng,
shorthand, esnd typewriting-all technical subjects
as the core or basis of the commercial curriculum.

3. That penmanship and commercial arithmetic
are to be included with bookkeeping and not taughi
as separate courses for which separate credit is
given., Business BEnglish and spelling are included
in this restriation and also disgouraged as sepa-
rate cgourses.

4, That shorthand and typewriting are to be
administered as one subject, although the awount
of oredit to be given is left in doubt, Shorthand
and typewriting should constitute a unit credit
course; that is, no credit to-ward high school gradu-
ation should be granted for either one separately.

5. That building space and physical equipment
for cormereial education must meet general _re-
guirements before state aid will be given.z

Thus it 1s apparent that these writers recommend the
more generally accepted educational values rather than those
of purely vosational training. Vocational training is not

ignored, however, Paul S. LomaxX says:

Vocational education should equip the individual
to secure a livelihood for himself and those depend-
ent on him, to serve society well through his

lBylletin No. 881, Teaching Commerce, Texas State Depart-
ment of Education., (January &0) D10,

4Fpederick J. Weersing, Reorganization of Commercial
Education in Zublic High Schools, p. l4. e

gl




vocation, to maintain the right relationship toward

nis fellow workers and society, and as far as possi-
ble, to find in that vocation his own best develop-

mend.

This ideal demands that the pupil explore his
own ocapacities and aptitudes and make a survey of
the world's work, %o the end that he may select his
voocation wisely. Ience, an effective program of
vosational guidance in the secondary school is es-
sential.,

Vocational education should aim to develop an
appreoiation of the significance of the vocation to
the community, and & clear conception of righi re
lations between the members of the chosen vocation,
between different vosational groups, between employee,
and between producer and consumer. These aspea}s of
vosational education demand emphatic attention,.d

These objectives of Iomax stress the vocational train-
ing for high school graduates iather then the more generally
acgcepted educational values.

During the early age of business the proprietor had
very little thought of serving-sooiety. He was interested
in his own welfare and not his neighbor's. Under the new
era of business and social progress, executives have come
to realize that business is merely a device for getting
done part of the work of society. The business men must
rely upon individuals to use his capital goods, labor
resources, nafural resources, and acquired knowledge in the
task of supplying our ordinary needs. Business, as well as
teaching, must be regarded as a device to improve soclety.

In order to satisfy the demend that the public
school make available 1o every person some skill that

dpaul S. Lomax, Gommercial Teaching Problems, p. 22,




enables him to earn a living, and alsc in resogrition
of the faot that too early specialization is harme
ful to later development, it has regently been pro-
posed that esoh pupil in a commerseial gourse be help-
ed to acquire in school one skill demanded in modern
business, but that he spend the rest of his prepara-
tory period in acquiring a good general education

and a knowledge of the rudiments of business organe
ization and manegement., This view seems to he

worthy of serious consideration. With one skill
fairly well developed, a youth will be likely to

find a place in which he can immedistely earn a
living, and with a broad background he will be able
to assimilate the necessary experience that will en-
able him, as he grows and develops in business power,
to 1Lift himself out of the narrow technical groove

of his single skill into positions of greater and
greater responsibility. On the other hand if he is
not able to find a position along the lines of his
narrow specialty he will still not be lost. With

the understanding of business conditions and practices
he has obtained he will be able to enter a position
even though he has not narrowly specialized in it, for
he will be able more readily to assimilate new
materials.®

Re Go Walters sets up a similar objectives:

1. Vocational efficienoy in at least one busi-
ness occupation, sush as bookkeeping, stenography,
selling, or office macghine operation, sufficient to
permit a graduate 1o secure an initial business
position.

2., The ability to adapt oneself to occoupational
cshanges brought about by inventions or soclal and
economic changes. :

d. Knowledge of the business p
profioiency in the business skills,
intelligent consumers.

4, An sppreciation and understanding of more
important economie¢ problems of present-day life,
with desire to contribute to their solution.

5. The development of a personality which will
be weloomed in business and soociety alike.

6. High ethical business standards,®

";eded by all

4Harry D. Kitson, Gommercial Education in Secondary
3chools, p. 6.

Sg. @. Walters, Commercial curriculum, p. 7.




The steps in attaining these ends of a commercial
program of studies are given by Arnon W. Welch:

l. Bach year's work should be a complete unit,
giving the student the kind of training that will be
most useful to him should he leave school at the end
of that year, and also that will prepare him for the
succeeding year's work should he remain in school.
This should be considered from a broad rather than
an ultra utilitarian point of view.

2. The complete high school course should give
specialized voocational itraining in one technigcal
group, such as searetarial, accounting, or retail
gelling.

3. The required work and the electives of the
complete high school course should meet the entrance
requirenents of such colleges as New York University,
3choocl of Commerce, Accounts, and Finance; The Wharton
Sehool of Finance and Commerce, of the University of
Pennsylvania; The University of Wisconsin; and the
University of Cincinnati.

4., The commercial program in common with the
other programs of a school will of gourse have the aim
to make good, intelligent citizens.

From reading these objJectives it is evident that the
vocational aims, while stressed, do not stand above the social
and personal aims, There has been a great deal of emphasis
placed on training boys and girls in specialized skills,
such as selling, bookkeeping, stenography, and typing. It
has been shown by these objeotives that the commercial
training should be along the line of social and economic
trends. This is evident from the great volume of writing
in the commercial magazines, and the business research work
of this type in the colleges and universities throughout the

country. While there is a growing recognition of the social

€arnon W. Welch, The Commercial Program of Studies
for High Schools, D. 4.
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significance of commercial edueation of all levels, there
are certain practical consideratlons that cannot be overlooked.
The number of students to be itrained should be large
enough to pemit arrangements for an economical form of
instruction. But there are many oecupations in whioh the
total number of workers employed is very small. Then it
will be impossible for the schools, even in the most densely
populated centers, to develop programs that will afford
specialized preparation for such of these occupations as
employ a small number of workers. Under the present fi-
naneial support of the schools, it will be necessary to limit
the progrem to those ocoupations in which the number needing
training is large enough to permit an economical grouping
for instmotion. The schools should be concerned only with
types of ocoupational preparation which require a consider-
able smount of time. According to this principle, training
for jobs that can be learned in a week or two while one is
actually engaged in the productive employment would not be
suitable for inclusion in the curriculum of the schools,
It would seem that the length of the training period should
be considered as merely a danger signal, an indication of a
need for further investigation before a course of instruction
in any occupation is included in the schools, rather than

as an absolute test of the suitability of the training.7

7 Journal of Business Zducation, December 1938, pe. 7.
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Business education came into the curriculum of
the secondary school as a progressive activity. The
idea of vocational education at public expense was
progressive. 1is immediate popularity was an indi-
cation of the interest appeal which this kind of
educational opportunity held for high school pupils.,
The new commercial subjeets permitted the pupils to
do things, to type, to keep books, and to write shorte
hand. The interest was spontaneous and real. The
objective was employment soon after graduation in
attractive positions, The classroom instruction
was realistic, it sought to prepare boys and girls
to meet employment requirements for stemographers,
bookkeepers, and typists. Work experience where
these tools could be used more or less effectively
was by no means unusual For these pupile. Saturday
Jobs, vacation £ill-in jobs, contributed to an undere
standing or what more must be learned in oxder to be
employable,.B

Not long after the introduction of these commercial
subjects, new standards of attainment became the educational
ideal, Gradually our high schools were giving a little
of every thing, but teaching nothing thoroughly. Finally,
if the opinions of the employing public be caonsidered a
valid measure of the results of our school training, there
is a definite need of the reorganization of our commersial

department to meet the needs of the community.?

8Journal of Business Edugation, December 1938, p. 7.

Ibid. p. 5.




CHAPIER III
CLASSIFICATION OF BUSINESS ORGANIZATIONS

For the classification of business organization in
Denton, Texas, two hundred ninety-eight different types sew
cured from the 1939 Denton City Directory, the current Tele-
phone Directory, and the owners of the businesses were used,
Such an enumeration will be helpful in picturing the charace
ter of the community for which an attempt is being mede to
set up an appropriate commercial curriculum for the Senior
High 3chool,

The data in these taebles give some indication of the
real problems of the high school in preparing the boys and
girls of the community to take an efficient part in the
vocational and non-vocational life of Denton. With one
thounsand one hundred thirteen commercial employees, there
is a rather large task of training the boys and girls to
£ill the vacencies which oceur every year. While the need
in Denton is not as great as in Evansville, Indiana,l Where
the "Joﬁ Opportunity Survey™ showed a turnover rate of 27.4
per cent, it is enough to justify comcem. The rate of
turnover in the city of Denton is 6.4 per cent. That means
that thirty-six sales persons, twelve ¢lerks, eight book-

Keepers, and four stenographers, will be chosen each year

lMonograph 35, Job Opportunity Survey. p. 15.
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to take places left by other employees or oreated by new busie-
ness.

As shown in Table 1, the six hundred forty-six employees
inelude all persons engaged in commercisl positions, such as,
stenographers, bookkeepers, general clerks, and sales persons
in different types of businesses employed in selling goods.
About seventy per cent of the employees was found to be active
a8 sales persons and the remaining thirty per ocent was either
stenographers, bookkeepers, or olerks.

Table 1 shows the number of persons selling goods in
the one hundred seventy-three businesses listed. This ime
plies that there should be a retail selling course offered
to the students in Denton High School, many of whom will more
than likely become sales persons. While it iwm not the purpose
of this survey to set up an out line of such a course of
study, 1t might be well to offer training in selling specific
types of goods where a group of students could be instructed.
The old method of reteil selling has changed to the modern
‘specialized retail selling.

The meghaniges of selling im retail stores has
been well advanced; methods of window display,
lighting, store arrangement, fixture and all other
details of the store equipment have been given a
great deal of careful thought looking toward greater
efficiency, and they have reaped big retums. As
yvet, little has been done with the human element,
the sales-person; and it is with hope of stimulating

interest and pointing out methods of bettermment in
this important field that a gourse in salesmanship
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TABLE 1

OWE HUNDRED SEVENTY-THREE BUSINESS ORGANIZATIONS
ENGAGED IN SELLING GOODS IN DENTON, TEXAS,

(1939)
Type of Business Kumber Humber of
Baployees

Automobile and Accessories 16 71
Bakeries a 12
Batteries 2 4
Bicycles 1 2
Cafes 16 30
Dairies a 20
Brug Stores 7 35
Dry @oods 3tores 6 78
Electrical Equipment 4 14
Feed and Grain 3 )
Filling @tations 35 62
Florists 4 7
Pruit and Produce 2 4
Furniture 3 14
Garages 7 15
@as @ompanies 2 a2
Grogery, Retail 20 58
@rocery, Wholesale 2 20
Hardware, Retail 3 11
Hatcheriss 2 2
Ice 3 &5
Ice Qream 4 5
Implements, Farm & 4
Jewslers : 3 3
Junk 2 2
Ladies~Ready~to-Wear 3 7
Lumber 4 15
Monuments A 3
Music 1 1
Eews Dealers 1 13
Xewspaper 1 10
Rurseries 3 6
Pluinbing, 8upplies a 3
Radios 3 7
Real HBstate 6 6
Shoe 8tores a 6
Variety 3tores 2 30
Wall Paper 2 s

Totals 179 040
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should be offered in the public schools.t

A course in salesmanship and advertising should
have in it actual advertising and selling. Demon-
stration selling is of course to be done, but this
also presents a very artifical situation. It is recome
mended that actual selling for a number of hours
each week be done in gonnection with the course and
that a definite period be sei aside for discussion
of problems of selling which arise while at work.
While laboratory work is just as essential here as
it is in a course in science, it is also realized
that such laboratory work can probably not be re-
quired in an academic senior high school because of
administrative difficulties and because of the lack
of vocational objectives on the part of many pupils.
Required selling experiences would eall for glose
co-ordination of school work and store work.?o

There is still more argument for training in selling in
Table 2, though of a different type. Here is compiled a
1list of seventy-three businesses inoluding two hundred two
employees that sell services, which demands greater skill
than store selling. In general, a suceessful salesman of
services must possess a superior knowledge of his customers
than that needed for store gelling. The salesman of service
nust adapt himseif to the character of his client and the
customs of his vieinity. He, in common with all salesmen,
must have a personality that will meet all classes of people,

The information listed in Teble 3 indicates that Denton
is rather s small industrial center. Of the fifteen business

organizations engaged in manufacturing and processing in

LPaul Wesley Ivey, Elements of Retail S3alesmanship,
p. 24.

©St. Iouis Curriculum Bulletin, No. 47, Salesmanship
and Advertising. pe. 11,
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TABLE &

SEVEXRTY-THREE BUSINESS ORGANIZATIONS

ENGAGED IN SELLING SERVICES IN

DEKTON, TEXAS, (1939)

Type of Business

Humber

Humber of
Employees

Abstractors
Attorneys
Assogiations

Banks

Beauty Shops
Blacgksmiths

Motor Bus Lines
Cleaners

Clinics, Medical
Contractors, Building
Dentists

Express Qompanies
Puneral Directors
Hospitals

Hotels

Insurance Agencies
Laundries

Loan Companies
Mattress Qompanies
Motor Freight
Optometrists
Physicians

Plumbers

Power and Light
Railroad Offices
Tax Consultants
Taxicabs

Telegraph Gompanies
Telephone Jompanies
Transfer Sompanies

Potals
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Denton, Texas, there are ten traveling salesmen and not any
sost accountants. From this data there is very little
opportunity for cost acocountants and traveling salesmen to

regeive employmeht in this communitya.
TABLE &

FIFTEEN BUSINESS ORGANIZATIONS ENGAGED
IN MANUFAGTURING AKD PROCESSING IN
DENTON, TEXAS, (1939)

Type of Business Humber Tumber of

Employees
. Acker Conpany 1 6
Bottle Works 3 21
Ghili Factory 1 14
Flour Mills a 66
Brick Plant 1 8
Gins, Cotton 1 3
Planing lills 2 3
Printers 5] 12
Tinners 1 3
Totals i 15 136

The information listed ir Table 4 indicates that Denton
is rather a large education center. In Denton, all firms
employ students on part time work. The constant turnover in
minor positions makes it impertive that there be a number of
managers to direct this work and that they hold their positions

from year to year.
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The worth of the survey made is sumed up in a State
Bulletin, which says in effeot:

A survey of local conditions is not only valuable
in placement and follow-up of the child in his own
gommunity, but is also valuable in the guidance of
the youth of the state as a whole.d

TABLE 4

THIRTY-SEVEN MISCELLANEQUS BUSIKESS
ORGANIZATIONS AND AGENCIES
IN DENTOK, TEXAS, (1939)

Type of Business Humber Humber of

Employees
Amusement Companies 5 9
City Offices 6 6
Gounty Offices 7 22
Federal QOffices 1 25
Justice of Peace Court 1 1
Libraries 1 3
0il Companies, Branch 6 17
Photographers 3 3
Schools and Colleges 3 26
Sewing Machine Agenay 1 2
Typewriter Agency 3 5
Totals a7 129

o

g

For each of the two hundred ninety-eighéégiusinesses
there must be at least one manager regardless of the nature

of the business, and the school has an obligation of giving

SBulletin No. 481, Texas State Department of Bducation,
Teaching Commerce, p. 11,




19

appropriate training that will lead toward successful nansge~-
ment of every type of business from the corner grocery em-
ploying one sales elerk to the larger store having forty
or more on the payroll.

It seems to the writer negleet of %his training
would be a serious ecomomic loss to the community. The

sehool should not shirk this obligation,




CHAPTER IV

CLASSIFICATION AND DISTRIBUTION OF

COMMERCIAL EMPLOYEES

For the purpose of this survey the businesses which

returned information were classified under sixteen headings

a8 shown in Table 5,

TABLE 5

CLASSIFLICATION OF COMMERCIAL EMPLOYEES ACCORDING TO
SEX AXD TYPE OF BUSINESS, 43 REFPORTED BY RIGHTYw
THREE REPRESENTATIVE BUSINESS MEN

Type of Business | Number of Employees| Total |Number of
, Businesses
lden Women Represented

Dry Goods, Retail 41 76 117 9
Automobile and Ac-

gessories 11 1 12 4
Insurance and Realty é 5 8 7
Grocery, Retail 34 1 35 9
Law QOffioce 0 1 1 i
City, Gounty and

Federal Qffices 11 6 17 4
Manufacturing 43 13 55 7
Furniture, Retail 11 0 11 2
Grocery, Wholesale gl 0 a2l 2
Printing 8 1 9 2
Drug Stores 24 2 26 5
Finsncial 14 2 16 2
Hardware, Retail ic 1 11 3
Raalos 7 & 9 2
Lumber Companies 7 1 8 2
Others having a Fre-

gquency of one 69 44 103 22

Totals o4 155 469 84

<0




Two obvious groups are selling and manufacturing., Of
the first group, businesses selling goods comes first in
the number of employees with dry goods leading the list,
groceries, both retail and wholesale, second; drugs third.

Of the group called services, financial comes first
with insurance second.

The manufacturing businesses operating at this tine
are brick plant, flour millé, dairy produets, bottling
works, planing mills, and c¢hili faoctory with one hundred
eight employees,

One of the most significant conclusions to be drawn
from the data in Table 5 seems to be the proportionately
large number of businesses engaged in selling. OFf the
Tour hwidred sixty-nine employees contacted through the
employers about sevenity per cent are engaged in retail
aistribution. 1In only three out of the group of sixteen
businesses shown in Table 5 does the number of women employ-~
ees exceed the number of men., That exception is in the
case of retail dry good stores, insurance and realty, and
law offices, where the proportion is eighty-two women to
forty~four men., These facts supply inforaation for the
planning of the salesmanship course of study as well as for
the needed guidance of boys and girls into proper avenues
of vocational, personal, and social training.

With the other groups not engaged in dry goods selling
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there is a different picture. In all of the other classifi-
cations the men employees exgeed the women. From these data
we are inclined to believe that the majority of the selling
Jobs are open to men, while most of the stenographic positions

are open to women.

Distribution of Employees as to Positions

The information in Table 6 was gathered from one hundred
four gquestionnaires which were circulated among employees
in the principal types of businesses. -Here, again the
largest numbers are to be found in the selling groups. OQf
the twenty-eight retail sales persons contacted, seven were
engaged in selling dry goods, seven were selling automobiles
and accessories, five were selling groceries, three were
selling made-to-order goods, two were selling hardware, two
vere selling shoes, one was selling wholesale groceries, one
was selling radios, and six were selling other merchandise.

0f the eighteen stenographer-bookkeepers contacted;
three were in wholesale oll businesses, two were in law
offices, two were in public offices, and one in each of
the following businesses; insurance, manufacturing, medical
service, retaill grocery, radios, wholesale grocery, college,
financial, and six in businesses not named hy classes.

Of the thirteen bookkeepers contacted, three were eme
ployed by wholesale grocery, two were with financial insti-

tutions, two were in public offices, ome each in manu-
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facturing and retail dry goods, and three distributed in
other businesses.

0f the twelve bookkeeper-salesnmen contacted, two were
selling automobiles and accessories, two were employed by
shoe stores, one each in the drug store, manufacturing, re-
tail hardware, wholesale grocery, and three in businesses
not mentioned by types.

Of the nine stenographers contacted, three were em=-
ployed by associations, two were with insurance companies,
two were in law offices, one each in public office and
retail dry goods.

Of the nine general clerical employees contacted,
three were in public offices, one each in automobile and
accessories, medical service, retsil dry goods, oil
wholesale, and two unclassified businesses.

Of the six other types of employees contacted, two
were in hotel-cafes, one each in manufacturing, retail dry
goods, telephone, and the oil wholesale businesses.,

Of the four solicitors contacted, three were with

insurance companies, and one in oﬁh type of business,

0f the three collectors contgégd, one eagh was ell-
ployed by the retail grocery, re%ail hafdware, and une
classified business. While the two typists contacted were
in public offices. -

It is with the amove data in mind that some of the
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different types of commercial courses which might serve %o
improve the efficiency of commercial employees are here

presented;

Beginning bookkeeping should be required of all
commercial students, for a knowledge of the ele=
mentary principles of bookkeeping is equally valuable
%o the bookkeeper, the secretary, the salesman, and
the general clerk, All these will come in contact
with accounts, and will at times find an ability to
interpret simple financeial statements exoeedingly
helpful. MNoreover, a year spent in the study of
bockkeeping will develop sysiemstic habits, as well
as clerical neatness and accuracy-qualities which are
desirable in everyone.

Advenced bookkeeping, accounting, and cost acw
counting, unlike beginning bookkeeping, should not be
reguired of all commercial students. The advanced
courses should be largely vocational in nature; hence,
should only be required of studenis who are looking
forward to bookkeeping and accounting as a life work.
This idea is the basis of the recommendation of the
Department of Public Instruetion of Indiasna that "the
segond yea® (of bookkeeping) is recommended only for
gchools in industrial communities which offer a
vocational field."

Shorthand is a vocational subject; hence, it
should be required only of those students who desire
o become stenographers or secretaries. This is the
basic thought in the statement of the Department of
Public Instruotion of Pennsylvania, "The primary
purpose of a oourse in shorthand should be to develop
s8kill for those who will use it in connection with
their work as stenographers.™ It means that pupils
who undertake the study of shorthand should do so
with the primary idea of becoming stenographers. It
is, therefore, the opinion of educatérs that shorthand
should be a specialized study for a selected group
instead of a general requirement for every pupil
in the commerg¢ial gourse.

Al though typewriting may be offered as z junior
high school or even as an elementary subject, it is
possible that many students will not desire to elect
the subjeet until they have reached senior high school.
Hence, it is well, even if beginning typewriting is
offered in the Jjunior high school, to offer a beginning
course to senior high school students. In the dis-
sussion of Jjunior high school subjects, it was pointed
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out that shorthand and typewriting need not he taught
contemporaneously. That many schools reslize this

is shown by the summary of commercial subjects, for
while fifty-three of the hundred schools offer firste
year typewriting in the ninth or tenth years, only
thirty-five schools offer first-year shorthand that
sarly in the ourriculum. Two years should be suf-
ficient time to devote to typewriting; but if the sube
Ject is begun in Junior high school, or if the last
year's work is combined with office practice, three
years may be given to it.

The term "salesmanship," as ordinarily used in
the segoniary school ourriculum, refers to the general
pringciples of selling, whigh are equally useful to the
traveling salesman, the retail store sales person, the
farmer who sells his produce from house to house or
from a roadside stand, the filling station employee,
the resturant waitress, the writer of advertisements,
and the writer of sales letters. If the facilities of
the school permit the offering of only one subject in

the distributive field, the general principles of selling

should be offered. If, however, time and facilities
admit the offering of more than one subjeet in this
field, then the course in salesmanship may be followed
by ocourses in retailing, advertising, and other
marketing subjects.

To be worthy of a place in the curriculum,
salesmanship must be taught from the consumer view-
point., When taught from this viewpoint, salesmanship
is as valuable to the buying public as to the manuw
facturer and the retailer.

The subject of retalling is in reality an appli-
sation of the general principles of salesmanship to
retail work. Of course, retailing may be made to in-
e¢lude meny phases of store organization and adminis-
tration. Although the majority of schools offering
retailing require a preliminary course in the general
principles of salesmanship, yet some schools do not.
Wnere this is the case, extra stress should be placed
on the theory of selling in the course in retailing.l

1R, G. Walters Monograph 37, The Commergial Currioulum
Pe. 16.




Summa ry
The information in this chapter points %o the necessity
for a course in general salesmanship. It seems to the writer
that special emphasis should be placed on the opportunities
for the different sexes. This chapter indicates that the

largest group in retail selling are made up of men.



CIAPTER V
DEFICIENCIES OF COMWERCIAL EMPLOYEES

The school should be concerned with what the business
men say about the weaknesses of their commercial employees.
What they have to say is given ~in Tables 8 and 9. Possibly
these isolated opinions are not a sufficiently reliable
index %o a commercial curriculum, but when they are taken
in lerge numbers the evidence is of enough consequence to
indicate the direction of reform. The opinions of the
Denton employers will, in a considerable measure, determine
the objectives of the commercial training in the Denton High
School.,

That it is desirable to permit local conditions to
affect the curriculum is evident from a survey made by

Cameron Beck on The Hecessity of Closer Relations Between

Business and the Schools, in which he has compiled seventy=-

nine replies of personal directors and others engaged in eme
ploying high school graduates. His survey contains many
practical suggestions relative to the necessary qualifications
of the average commercial employees. The following is a
group of the deficiencies listed by Cameron Beck:
In general the weaknesses shown by commereial

high school graduates after entering employment may

be classified as technical and non-technical, the

latter being the more important,

The technical weaknesses most commonly shown
by girls entering stenographic positions are poor

8
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spelling, faulty punotuation, and inebility to reale
ize, when having trouble reading their notes, that
what they are writing does not make sense., Techniocal
weaknesses exhibited by young men entering clerical
positions include inaccuracy in fundamental operations
of arithmetic, poor handwriting, and general lack of
neatness in other work.

Among the non-technical we might list the
following as being particularly common:

l. Lack of a sense of responsibility.

4. Lack of intelligent interest in their eme
ployer's work. ,

3. Failure to realize the seriousness of nise-
takes in their work.

4. Giving too much attention to personal matters
during business hours.

5. Tardiness and irregularity in attendance.

6., Instability due to lack of judgement in giving
up one position for another for the sake of a dollar
or two inorease in weekly salary.

We do not mean to imply that these nonw
technical defects are universally present. They are,
however, entirely too frequent. In our opinion, the
gcommercoial schools are doing the technical side of
their work very well but can help to promote the
smooth assimilation of their graduates by business
firms if they persistently emphasize the importance
of guarding against the defects mentioned in the
second group.

There are two things that have impressed them-
selves upon me in my dealings with boys, namely:

1. Most of them lack a definite purpose as to
what they want to be eventually or what line of busi-
ness they wanit to specialize in,

Ze liost of them have the mistaken idea that
when they finish their high school work their
studying days are over,

In many cases penmanship is poor and in some
cases, hardly legible,

iy suggestion for the commercial high school
would be not to atfempt too much specialization but
to give counsiderable attention to the fundamental
gourses such as English and mathematies. In the
case oI stenographers. e want them to be rapid,
ageurate and to have a good use of Znglish.

Another phase of training which is apparently
not given much considerstion in many schools is the
development of personality and personal gualifications
which are essential in coumercial and industrial



30

work.l
TABLE 7

ESSEXNTIAL TRAINING FOR SUCCESS IN CUMMERCIAL POSITIONS
AS CONCEIVED BY SEVENTY-NINE PERSONNEL DIRECTORS
FROM ALL SECTIONS OF THE UNITED STATES

sravepr——
b

Training Suggested Frequengy Rank
of liention

English ' . &0 1.5
Arithmetio 20 1.5
Spelling 19 3
Penmanship 12 4
Punctuation 8 5
Letter Writing - 7 6
Grammar 6 7¢b
Machine Operation 6 7.5
Stenography 4 8.5
Bookkeeping 4 8.5
Typewriting 3 1C.0

o

. Table 7 gives the relative importence of the various
high school subjects in Begk's study as conceived by the
personnel directors. Engliéh and arithmetic were mentioned
twenty times each. Spelling, penmanship, puncituation, letter
writing, Grammar, machine operation, stenography, bookkeeplng,

and typing were mentioned nineteen, twelve, eight, seven,

1gameron Beok, The Neoessity of Closer Relatlons Be-
tween Business and e Schools, Julyl, I930. D.

*¥Ibid. p. 1-47.



six, six, four, four, and three respectively. The above
frequencies of mention were tabulated orly when expressed
as existing deficiencies. It may be concluded from this
information that about seventy-five per cent of the employers
are not satisfied with the training the high schools are
giving the students in English, arithmetic, and spelliing.
However, the writer feels that the responsibilify of
teaoching English, spelling and arithmetic lies with other
departments of the high school. From this table it may he
concluded that the other subjects taught are getting very
satisfactory results, because of the few complaints regis-

tered,

Type of Weakmnesses

The information gathered from the business and Pro=
fessional men using the commercial employees was divided
into two classifications. First, those which resulted from
the inadequate knowledge of subjeot-matter; Second, those
which may be attributed to a lack of the proper development
of personality traits.

It is evident, from Table 8, which shows the weaknesses
of the commercial employees that they are deficient in
written English. Poorly written Bnglish was mentioned
twenty-six times. These weaknesses may be traced back to
the elementary grades, and for them all departments should

share the responsibility.



TABLE 8

WEBAKNESSES OF COLLERCIAL EMPLOYEES WHICH ARE
TRACEABLE TO COMMERCIAL CURRICULUM

Trait Times Rank
Mentioned
Poorly Written ZEnglish a6 1
Inagcurate in Figures ab 2
Poorly Spoken English a1 3
Illegible Penmanship 19 4
Poor Knowledge of Bookkeeping 10 5
Inagourate Typing 8 6
Slow Dictation 6 7
Slow Typewriting 5 8
Inaccurate Transcription 4 9
Lack of 3pelling 1 10

Inacouracy in use of figures, in Table 8, was mentioned
twenty-five times and ranked second to poorly written
Inglish. This indicates very clearly that commercial
workers are inadequate in their mathematics when it comes
to figuring cost of material by a fractional unit of cost.
Sirce a knowledge of arithmetic is essential to the mastery
of bookkeeping, it should raturally precede the latter
subjeat in the curriculum. A full year may be devoted to
sommercial arithmetias, for little can be done in one semester
except to drill on the fundamentals. The social aspeats of
commercial aritlmetic can best be stressed during the second

semester when such non-vocational topics as insurance, taxes,



retail selling, building and Lloan problems are taught.

2oorly spoken English was mentioned twenty-one times
in Table 8, which means more emphasis should be placed on
this type of training. Spoken Hnglish should be taught in
connection with written English,

Illegible penmanship wes mentioned nineteen times in
Table 8, which means that the busineés men demand good
penmanship. Business records must be written legibly and
rapidly. For business purposes, according to the business
men, nothing equals a small, plain, compact style of writing
in whigh the form contains a considersble amount of round-
ness, This roundness will increase the legibility and
gracefulness of the writing, as well as the speed and ease
of exeoution. Students pursuing the other commercial
gourses should be required to take lessons in penmanship
when their writing falls below a certain standard on an
approved scale. The teacher should select this standard
with very great care.

This survey, the responses tabulated in Table 8,
shows that the majority of the em@loyers are not satisfied
with the training the high school graduate receives in
written English, business arithmetic, spoken English, and
penmanships. It is generally conceded that no one department
can give adegquate instruection without the aid of the teachers
in the related departments, and that divides the responsi-

bility for the weaknesses. Our tabulation shows very



clearly that more emphasis should be given to the four
subjects mentioned above., It seems that the commercisl
high school students must have at least three years of the
general course of high school English, The business English
course should consist mainly of business letter writing,
report writing, advertisement writing, and the preparation
of sales talks.

1t seems that the following subjects: typing and
shorthand are being taught adequately to satisfy the need of

the business man,
TABLE 9

OTIER WEANESSES OF COMMERCIAL WIPLOYEES
REFLECTED IN THIS STUDY

Trait Times Rank
Mentioned
Lack of initiative a9 1
Inability to meet people al 2
Lack of tact 18 3
Lack of cormon sense 17 4
Lack of courtesy 16 5
Lack of punctuality iz 6
Lack of neatness in work 11 7
Lack of dependability 7 8
Dishonesty 5 9
Lack of thoroughness 2 10
Misuse of time 1 11

Table 9 presents other weaknesses of the commercial

eimployees as reflected in this study. The deficiencies in
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the personality traits of "lack of initiative™, "inability
to meet people™, "lack of tact", "lack of common sense”, and
flack of courtesy" were mentioned from three to four times
as often as "slow typing" or "inacourate in transeription®.
"lack of initiative™, "inability to meet people®, and "lack
of taot" were mentioned twenty-nine, twenty-one, and
elghteen times réspactively. Wnile "lack of ocommon sense”,
flack of courtesy®, and "lack of punctuality" were mentioned
gsevenieen, sixteen, and twelve times respectively.

The data in Table 9 indicates the school’s responsi-
bilities must extend beyond the training in subject matter,
singe the nmost freguent weaknesses are those which are
trageable to sources other than that of inadquate teaching
of commercial subjects. The responsibility lies with the
commeroial teachers to locatle the aifficulties ana lend
their)@éi%tance in overcoming them.

The data gathered in this survey proves that business
requires muoch greater mastery of written and oral English,
business arithmetic, penmanship, and bookkeeping principles
than is now generally given in business education courses
in hign school. .

In reorganizing a commercial ourriculum, provisions
should be made in all gourses to develop the quality of
initiative; to develop tact in the true sense of. the term;
to produoe situstions which tend to cause students to

acguire poise and ability to meet people; to develop habits




of neatness in work and in dress; to develop an appreciation
of the importance of a sense of dependability and respongi-
0ility; to develop habits in courtesy; and to give ine
struction in prineiples of honesty. With all of the above
information before us the scope of commercial education

extends to unlimited ends.

Summa ry

The needs of the coumersial employees will in a cone
siderable measure determine the objectives of commercial
training in the Denton Senior High School.

The responses in Table 8 indicates that the mg jority
of employers are not satisfied with the training the high
sehool graduate receives especially in written and spoken
English, business arithmetic, and penmanship.

Table 9 indicates that the school's responsibilities
must extend beyond the training in the commeroial subjects.
The deficiencies in personality traits is one of the great
problems of the commercial teacher, The commercial de-
partment should locate the difficulties and lend their

assistance in overcoming them.




CHARPTER VI
OFFICE APPLIANCE IN UsE

Typewriters

The data presented in Table 10 show that eighty-three
businesses are using one hundred seven typewriters. There
are fifty-nine Underwoods, seventeen Remingtons, fourteen
Royals, eizht L. C. Smiths, four Woodstocks, two Olivers,
two Burroughs, and one Woiseless. Fifty-five per cent of
the typewriters in use in the eighty-three husinesses ine
vestigated were Underwoods, fifteen per oent were Remingtons,
and thirteen per cent were Royals. This information will
nelp us in setting up the number and kind of typewriters
the Senior High School should use in training the boys and
girls for commercisl work.

The Senior High School is equipped with twenty-nine
ﬂhderWOod typewriters. The relative number of the different
maxes used in the business concerns would indicate that the
nigh school équipment should be apportioned as follows if
all makes of machines used in Denton were represented in
high school: sixteen Underwoods, five Remington, four Royals,
two L. C. Smiths, one Woodstock and one Oliver instead of
the twenty-nine Underwoods now in use. However, since there
is not much difference in machines now, using one make womld

de more ecopomical from the standpoint of servicing and repair.

a7



TaBos 1O

TYPEWRITERS USEL BY EIGHTY-THREZ BUSINESS
CONCERNS 1IN DEWTON, TEZAS, (1939)

ifake . Fumber Per Cent of
: Total
Unde rwood 59 55,1
Remington 17 15.9
Royal 14 1d.1
L. G, Smith 8 7e5
Woodstoak 4 3.7
Qliver 4 1.9
Burroughs ! 2 1.9
Noisless 1 «9
Totals 107 100,.0

Adding Machines

The data presented in Table 11 show that eighty-three
businesses are using ninety-three adding machines. There
are seventy-seven Burroughs, five Vietors, three Sundstrands,
two others, no longer manufactured, and one each of the
following: Dalton, Allen Wales, MOnroé, American, Underwood
and Remington distributed among the eighty-three businesses.
Bighty-two per cent of the adding machines in use were
Burroughs, five per cent were ¥ictors, three per cent were
Sundstrand, end all others ranked at two per cent or less.

The Senior High School is equipped with one Burroughs

adding machine. It is desirable that the high school have
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& standard eleotric model in addition to the portable model
now in use in order to give all students an opportunity to
learn the technique of operating this very common office

machine.
TABLE 11

ADDING MACHINES USED BY EIGHTY-THREE BUSINESS
CUNCERNS IN DENTON, TEXAS, (1939)

Make Tumber Per Cent of
Total
Burroughs 77 82,8
Vietor 5 5.4
Sunds trand 3 34102
Others 2 2.2
Dalton 1 1.083
‘Allen Wales 1 1,083
Monroe 1 1.083
American 1l 1.083
Unde rwood 1 1,083
Remington 1 1,083
Potals 93 100.0

Cash Register
The data presented in Table 12 show that eighty-three
businesses are using sixty-six cash registers. There are
fifty-four Nationals, five Burroughs, two Cdunter Cash
Drawers with cutter machine, two others, and one each of

the following ocash registers: Remington, American, and
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3aint Louis. It is probable that the instruction could be
correlated with the business concerns, thereby avoiding the

purchase of additional equipment.
TABILE 12

CASH REGISTERS USED BY EIGHTY-THREE BUSINESS
UONCERNS IN DENTOX, TEXAS, (1939)

e e e e

Make Humber Per Gent of

Total

Hational 54 83,3
Burroughs 5 7.5
Counter Cash Drawers with

Cutting Machine 2 3.04
Others 2 3.04
Remington 1 1.04
American 1 1.04
3aint Iouis 1 1,04

Totals 66 100.0

iflscellaneous Qffice Equipment
The data presented in Table 13 indicates that eighty-
three businesses are using thiriy-four other units of office
equipments. There are fourteen Check Protectors, aseven
Bookkeeping Machines, six Burroughs Calceulators, three
Monroe Calculators, two Comptometers, one Addressograph,
and one Mimeograph in use. The scarcity of all the machines

listed in Table 13 indicates that a very comprehensive



41

course in training would be a waste of time, Enough
training could be offered to enable the prospective worker
Yo be familiar with the technique of operation so that
mastery might be gained on the Job without any great loss

to the employer.
TABLE 13

MISCELLAVEQUS OFFICE EQUIPMENT USED BY EIGHTY-THREE
BUSINESS CONCERNS IN DENTOK, TEXAS, (1939)

|

Maohines Rumber

Check Protectors 1
Bookkeeping iMachines
Burroughs Calculators
Monroe Galculators
Comptometers
Addressograph
Mimeograph

gwmcn#»&twh’
(o104}

Ll el AV HIES B

Total 34

Filing Systems and lethods
The data presented in Table 14 shows the number and type
of filing systems used in seventy business concerns. There
are thirty-eight vertical loose sheets, fifteen index card
records, nine horizonal loose sheeis, five kardex, and three
-getalogue and pam%ﬁ?bts filing systems used in seventy busi-

ness congerns.,
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TABLE 14

FILING SYSTEMS USED IN SIXTY BUSINESS
CONCERRS OF DENTON, TEXAS, (1939)

Systen Frequency of Rank
Hention
Vertical Loose Sheet 58 1
Index Card Record 15 a
Horizontal Ioose 8heet 9 3
Xardex ' 5 4
Catalogue and Pamphlet 3 5
TABLE 15

METHODS OF FILING USED IN SEVENTY BUSINESS
ESTABLISHMENTS I DENTON, TEXAS, (1939)

Method Frequency of Rank
Mention
Direct Alphebetio 47 1
Direct Name 8 a
Kumeric 6 3
Alphabetic-Kumeric 5 4
Sub jeat 3 5
Geographical & 6

The information in Table 15 shows the type and number of
methods of filing used in seventy business conserns. There

are forty-seven direct alphabetic, eight direct names, six
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numeric, five alphabetic-numeric, three subject, and two
geographical methods of filing used in seventy business eon-
cerns.

The information gathered in Table 14 proves that every
commercial student who expects to enter business should
have training in the various systems of filing, with par-
ticular emphasis upon the vértical loose sheet system,

The information in Table 15 shows that the direat alpha-
betic method of filing is the most commonly used. The
most commonly used method should receive the greatest empha-
sis, with proportionately less time spent on the other

methods.

Sumnma.ry

The information presented in this chapter indicates the
need for formal sohool room instruction in the use of office
appliances. The aim should be to give every prospective
commercial worker some training with the different office
appliances, rather than to attempt to make of him a skilled
operator of any particular machine, The student should be-
come acquainted with the operation and function of the vari-
ous machines before entering the business world.

This study seems to indicate that in order for the Senior
High School Commercial Department to meet the local needs of
graduates it should have a variety of typewriters and other

equipment the following is suggested:
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Underwood typewriters

Remington typewriters

Royal typewriters

L. C. Smith typewriters

Standard electric adding machine
Kational cash register

Check protector

Booikkeeping machine
Addressograph

Burroughs calculator

Sets of filing equipment



CHAPTER VII

VOCATIONAL OPPORTUNITIES OF COMMERCIAL GRADUATES
OF DENTON SENIOR HIGH SCHOOL

Other Training Facilities

The Denton 3enior High 3chool, located in an educational
genter, offers opportunity for training in the social, person-
al, as well as vocational field, The Department of Business
Education in the North Texas State Teachers College offers
gourses in the fields of accounting and seeretarial science,
to approximately seven hundred students. The State College
for Women also has an excellent business department. These
institutions make it possible for graduates to continue

commercial treining begun in high school.

Rate of Turnover

The information presented in Table 16 shows that out of
the four hundred sixty-nine employees listed, twenty-~two
were added during the last twelve months to £ill vacancies
due to promotion, resignation, or dismissal. Of the twenty-
two added, seven were secretarial-stenographers and typists,
two were bookkeepers, iwo were general clerks, and eleven
were sales persons. There were eleven employees added to
fill newly created positions. Of the eleven new employees,
five were secretaries doing stenography and typing, one

was a bookkeeper, two were general olerks, and three were
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sales persons. There was one sales person released and the
position remained unfilled. The total inerease in employees
was thirty-two or 6.4 per cent of the total,

Several of the business representives interviewed
mentioned that they used college student help. However,
they have their permanent employees which are employed over
a long period of time. The educational advantages already
mentioned in this report will help us to understand why
Penton has sueh a low rate of turnover in employment, "The
Job Opportunity Survey made in Evansville, Indiana®™ showed
& 27.4 per cent rate of turnover in commerciasl positions,

Denton's annual rate of turnover in commercial eme
ployees would give employment to approximately seventy men
and women yearly. Of the four hundred sixty-nine total eme
ployees there were thirty-seven engaged in étenographic
work-thirty-one women and six men. During the year of
1938 there was an addition of twelve stenographers, seore-
taries, and typists in eighty-three business corcerns.
There were forty-three employees engaged in bookkeeping,
nineteen of whom were women and twenty-four men., Three new
bookkeepers were added during the year. There were ninety
employees engaged in general g¢lerical positions of whon
wwenty-eight were women and sixty-iwo men. Four new
general clerks were added in‘1958. There were two hundred

seventy-nine employees engaged in selling, seventy-seven
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of whom were women and two hundred twenty-two men, Fourteen

new sales persons were added during the year.

Selary and Tenure
The one hundred four employees studied were selected
from aifferent types of employment. TIwo factors were sought
in this investigation. The first factor was the salary that
one might expect as an entrant into this particular type of
work. The second factor was the length of {ime each em-
ployee had been engaged on his particular job.

The itwenty-eight retail salesman gave $14.00 as the
average weekly salary on entering this type of work. The
lowest salary was $5.00 and the highest salary was §$25.00
per week, The tenure of employment ranged from one month
to tweniy yvears with an average of five years. The nine
stenographers gave $14.77 as the average weekly salary on
entering this type of work, The lowest salary was $6.00
and the highest salary was §$25,00 per week. The tenure of
employment ranged from one month toc eighteen years with an
average of five years and three months. The eighteen ste-
nographer-bookkeepers gave {l2.86 as the average weekly
salary on emtering this type of work. The lowest salary
was §£6.00 and the highest salary was §$20.00 per week,

The tenure of employment ranges from three montﬁs to ten
years with an average of four years and five months., The

nine general clerks gave $16.00 as the average weekly salary
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on entering this type of work, The lowest salary was $3.00
and the highest salary was $25.00 per week. The tenure of
employment ranged from one'month to fourteen years with an
average of five years and two months. The four solictoxs
gave $13.75 as the average weekly salary on entering this
type of work. The lowest salary was $10.00 and the highest
salary was $15.00 per week. The tenure of employment ranged
from two years and one month to eleven years and six months
with an average of five years and five months.‘ The three
collectors gave $13.50 as the average weekly salary on
entering this type of work. The lowest salary was $12.00
and the highest salary was §15.00 per week, The tenure of
employment ranged from four months to two years and two
months with an average of one year and nine months. The
twelve bookkeeper-salesmen gave $l1.72 as the average weekly
salary on entering this type of work. The lowest salary was
$10.00 and highest salary was $25.00 .per week. The tenure
of employment ranged from four months to eight years with
an average of three years and six months. The two typist
gave $4.00 as the average weekly salary on entering this
type of work. The lowest salary was $3.00 and highest
salary was §$5.00 per week, The tenure of employment ranged
from one year and one month to three years with an average
of two years. The thirteen bookkeepers gave §$16.80 as the

average weekly salary on entering this type of work. ZThe
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lowest salary was $10.00 and highest salary was $25.00 per
week. The seven others having a frequensy of one gave
$13.33 as the average weekly salary on entering this type
of work. The lowest salary was $8.,00 and the highest salary
was $15.00 per week.

The tenure of employment ranged from one month, the
lowest, to twenty yeav¢s and six months, the longest, with an

average of three years and five months,

Sumuary

The rate of turnover in the commercial field was found
to be 6.4 per cent. The average salary of the different
types of workers was as follows; retail salesmen %14.00,_
stenographer $l4.77, stenographer-bookkeeper $12.83, géhg:al
clerks $16.00, solisitor $13.75, collector $l3.50, bookké%per—
salesman y14.72, typist §4.00, bookkeeper $16.80, and.q%ﬁgﬁs
having a frequensy of one, §l3.33. L

The average tenure of employment was for retailléaleSman
five years, the stenographer Pive years and three months, the
stenographer<bookkeeper, four years and five months,.fhe
general clerk, five years and two months, the soliecitor, five
vears and five months, the collestor, one year and nine months,
the bookkeeper-salesman, three years and six months, the typist,
two 45;%5' the bookkeeper, eight years and five months,

and others, one to three years and five months.



CIAPTER VIII

THE REASUF FOR A REVISION OF THE CUMLERCIAL
CURRICULUNM

The Present System

At the present time Denton Senior High School offers
eredit in the following commercial subjeots: junior busi-
ness training, one credit, in ninth grade; commercial
arithmetic, % credit, commercial geography, 4 credit,
commereial law, & oredit and bookkeeping, one credit in
tenth grade; typing, one credit, and shorthand, one oredit
in eleventh grade. The administration does not make any
requirement as to the subjects pursued in the commercial
department; hence, the commercial department does not have
the opportunity of holding a student to a unified commersial
program. Thet is, there is no opportunity for setting up a
required two, three, or four year curriculum for either sten-

ographic or accounting students.

3uggestions From Business iden
The writer found from personal interviews with the busie-
ness men that they showed a willingness to co-operate with
the school in alding commercial graduates to understand the
mechanics of the business world and to establish themselves
in their respective vocations.

The constructive criticisms or suggestions which relate
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to the improvements of the hizh school commercial eurriculum
as shown by the questionriaires, page 64, as follows:

l. Toung people should be taught to take the
time really to leamm one business well, If one can
learn one business better than his competitor. knows
it, he will have no worry about success.

&. Business English, arithmetic, and permanship
shouid be stressed now in the high school as this is
the foundation of most business,

de Young people should be neater in appearance,
suile and be polite, be good salesmen, and have
¢ommon sense., They should have some idea of bBusie
ness,

4. Schools should offer a good salesmanship
course. They should teach along with their bookkeeping
sourse the proper way to make change without the
loss of time or money.

O« The greatest weaknesses that we have found in
high school commercial students are that when they do
not see the exact style of books that they used in
school they are completely lost. Show them a book
that is not labeled "Day BookT "Cash Book™, TJournall,
with a different ruling, they do not know how or what
to use it for. In other words thev memorize the entry
rather than what the entry represents,

6. Inability or unwillingness to keep their wminds
on their business. They must be told each nighit %o
put away their work and attend to wail, ete, In other
words they must be told to do each job each day.

7. There is a need to teach the students to read
and write. I know some students who can hardly read
their own writing wmuch less write.

8. The high school students should be able o &0
out and make a living,

9. The fundamental cost of doing business is
something that all commercial workers should know.

10, Omit useless subjects sueh as Latin and let
the student spend the time on practical subjects.

1l. The high school teaches too little of the
gommon things of 1life.

12, liore spelling and mathematics should be
stressed in the high school, &

l¥erbatim Constructive Suggestions given by Employees,



TABLa 18

COLMERCIAL COURSHES HALED BY REIGHTY-THREE
BUSINESS LEN AS BEING NECESSARY FOR
ADEQUATE COLMMERCIAL TRAINING

Frequency Per Ceni -
Courses of of Rank
Mention Total

Businsss Arithmetic 44 \ 12,57 1
Bookkeeping 40 1i.4 2
Retail Selling 38 1l.11 3
Business Hnglish 30 8. 77 4
Typing Z9 8448 5
General Business

Information 28 8.18 6
Advertising a7 7.89, 7
Penmanship 25 Te8 8
Commercial Law 20 5.84 9
Business Organization 16 4,68 10
Shorthand 15 4,58 11
Office Practice 10 Ze2 12
Heonomics 8 ARGER 13
Banking 7 2,05 14
Filing 2 .58 15
Commercial Geography 1 29 16,75
ifachine Dictation 1 «29 _ 16,75
Insurance . 1 .29 16.75
Public Speaking 1 . 29 16.75

Totals 342 100,00

The business men were asked to enumerate six subjects
which in their opinion were important in training commercial
workers. Table 18 indicates the commercial courses named
by eighty-three business men as being necessary for adequate

comm¢rcial training. Business aritimetiae, bookkeeping,
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retail selling, business English, typing, general business
information, advertising, penmanship, commercial law, busi-
ress organization, shorthand, office practice, economiecs,
banking, filing, commercial geography, machine dictation,
lnsurance, and public speaking were nemed in order of their
renk. ZFrom the avove information it seems to be generally
desired that the Tirst twelve subjects should be offered in

the commercial curriculum.
Suggestion Prom Employees
TARLE 19

SCHOOL SU3JECIS T"‘“ VIR INDICATED BY STENOGRAPIER-
BOOAKERPER AWD TYPRPIST EMPLOYRES AS HAVING
BRARING 0“ COMUIERCTAL TRAIRNING

Frequengy of Llention as Having
Subjects
Primaxy | 3econdary Total Rank
Bearing | Bearing
Bookkeeping &2 5 27 1l
0ffice Practics 13 13 26 2
Shorthand and
Typing 18 6 24 3
Business Arithme-
tic 14 9 28 4
Penmanshi p i3 9 20 5.5
Typing (only) 11 9 20 5¢5
Business English 15 2 17 6ed
Plling 12 5 17 Geb
Retail Selling 4 3 7 7
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TABLE 20

SCHOOL SUBJECTS THAT WERE INDICATED BY
BOOKKEEPING EMPLOYEES AS HAVING
BEARING ON COMMERCIAL TRAINIEG

Frequengy of Mention as Having
Subjects
Primsry | 3Secondary Total Rank
Bearing Bearing
Bookkeeping 20 5] 23 1
Business Arithme-
tic 17 2 19 2
Typing (only) 11 5 16 3
Retail Selling 10 4 14 4,5
Shorthand -Typing 4 10 14 4.5
Penmanship 3 : 10 13 6
Psychology 5 6 11 7
Qffice Practioce 4 5 9 Bed
Filing 3 6 9 Bed
Business Buglish 4 2 6 9
Comme reial Law 1 0 1 10

Probably a more reliable source of information on which
to base our commercial curriculum reorganization would be the
employees' opinion as to what subjeots they considered im=
portant in training for the husiness field. Table 19 show
the school subjects that were indicated by stenographer-
bookkeeper and typist employees as having primary bearing
and secondary bearing on commercial training. Twenty-sev;n

out of a total of twenty-nine indicated that bookkeeping was
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an'essential gourse., fTwenty-six of the same twenty-nine
mentioned office practice as a necessary course, Shorthand
and typing held third place while business arithmetic cane
fourth. Only seven selected retail selling to be placed in
our coummercial curriculum.

Table 20 shows the school subjects selscted by full time
bookkeepers. DBookkeeping was mentioned twenty-three times
as & beneficial course, Business arithmetic was mentioned
nineteen times as an essentisl aourse. Typing ranked third
with retail selling fourth. One believed commercial law was

helpful.
TABLE 21

SCHOOL SUBJECTS THAT WERE INDICATED BY
GENERAL CLERICAL EMPLOYEES AS HAVIEG
BEARING OX COMMERCIAL TRAIEKING

Frequency of Mention as Having
Subjects
Primary | Secondary Total Rank
Bearing Bearing
Bookkeeping 8 2 10 1
Office Practice 4 5 9 2
Penmanshlp 5 3 8 3
Business Arithmes4
tie 5 2 7 4.,d
Typing (only) 6 1 7 4.5
Shorthand-Typing 2 4 6 5.5
Filing & o 6 5.5
Business English 3 4 5 6
Retail Selling i ] 4 7
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Table 21 indicates the school subjects.selected by genere
al elerical employees. Bookkeeping was again judged the most
important ocourse, it having been mentioned ten times. O0Office
practige was next with nine notations. Penmsnship and busie
ness arithmetic held third and fourth plades respectively.

Retail selling was selected only once as being an essentiasl

gourse,
TABLE 22
SCHOQL SUBJECTS THAT WERE INDICATED BY
SALES PERSON AS HAVING BEARING ON
COMMERCIAL TRAINIXG
Frequency of Mention as Having
Subjects
Primary |Secondary Total Rank
Bearing Bearing
Retail 3elling 21 2 &3 1
Business Arithme-
tic 13 2 15 2
Psychology 8 6 14 S
Penmanship 7 5 12 4,5
Bookkeeping 7 5} 1z 4.5
Typing 4 7 11 5
Filing 4 2 6 6
0ffice Practice 1 3 4 7.6
Shorthand-Typing 0 4 4 74D

Table 22 shows the school subjects which were selected
by sales persons. Here we find an altogether different

picture as gompared with Table 19, 20, and 21, Retail
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selling ranked first as having a primary bearing on commsrcgial
training, it being mentioned twenty-~three times. Business
arithmetic was mentioned fifteen times and ranked second,
Psyohology held third place and penmanship fourth. None of
the sales persons thought that shorthand ang typing had any

primery bearing on commercial training.

Summa ry

‘The commercial courses in the present curriculum are
necessary in the training of commercial students of Denton
Senior High School. Both employers and employees indicated
that bookkeeping, business arithmetie, shorthand, typing,
and penmanship should be given a great deal of emphsasis,
Stenographer-bookkeepers, bookkeepers, and general cleriecal
employees gave bookkeeping first place. General clerical
and stenographer-bookkeeper employees ranked office practice
second., Bookkeepers and sales persons ranked business
arithmetic second. Psychology, penmanship, and bookkeeping
were ranked high by sales persons., Retail selling, busie
ness English, typing, general business information, and
advertising were ranked high by the employers. Penmanship,
business arithmetie, and typing were ranked high by genersl
clerical employees., Shorthand and typing, business arithme-
tic, and penmenship were ranked high by stenographers and
typists. Typing, retail selling, and shorthand were ranked
high by bookkeeping emplovees.




CHAPTER 1X

CONCLUSIONS AND RECOMMENDATIONS

Conclusions
The businesses of Denton were grouped into four classiw

~fications: selling goods, with six hundred forty-six en-
ployees; selling services, with two hundred two employees;
manufacturing and processing with one hundred thirty-six
employees; and other organizations and agencies with one
hundred twenty-nine employees. From this group of busi-~
nesses there must he at least one mansger for each kind of
business,

The commercial employees were classified under sixteen
heads. One of the most significant conclusions to be drawn
from the study of commerciel employees was that there is a
proportionately large number engaged in selling. About
seventy per cent of the commercial employees was engaged in
the retail distribution business, Anotker fact to be con-
sidered is that there are more men engaged in selling than
women.,

Out of the one hundred four employees contacted there
were twenty-eight sales persons, eighteen stenographer-
bookkeepers, twelve bookkeeper-salesman, nine stenographers,
nine general clerks, six other types of employees, four

solicitors, three collectors, and two typists.
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The majbrity of employers were not satisfied with the
training the high school graduates received in written and
spoken English, business arithmetic, and penmanship. It
was also indicated that the school's responsibilities shomld
extend beyond the training in commercial subjects.

From the eighty-three businesses contacted there were
twenty-two changes made in employment, which means a low
rate of turnover (6.4 per cemt). The average weekly salary
of employees ranged from $4.00 at the lowest level to $16.80
at the highest. The average tenure of employees ranged from
one year and nine months to eight years and five months.

Both employers and employees indicated that bookkeeping,
business arithmetia, shorthend, typing, retail selling, busie-
ness lnglish, office practice, and penmsnship should be
taught in the high school.

Recommendations

Employers and employees indicated by their replies that
all the present technical and social commerecial courses in
the presentlhigh school ocurriculun were nesessary for ade-
quate commereial educational training. It would seem then,
that to the equipment used and the courses taught there
might be some additions as follows:

1. That the Senior High School Commercisl Depariment
retain the twenty-nine Underwood typewriters and add one

standard Electric Adding lachine, one Addressograph, one




Burroughs Galculator, and five sets of filing eyuipment.

%+ 3ince the business men showed a willingness to coe
operate with the high sehool in assisting commerciasl gradu-
ates to orient themselves in theilr respestive chosen voeations
that the commercial program should be so arranged as to give
the vocational students part-time employment in their re-
spective fields,

3. Since "lack of initiative", M"nability to meet
people™, "lack of tact™, Mlack of gouritsey", and "lack of
gommon sense™ ranked high'in the deficiencies in person-
ality traits, that somewhere in the training of commersial
workers there should be provided facilities for developing
these social qualities that form an important part of the
worker's business educationm.

4. Finally, that the commercial curriculum of Denton
Senior High School be made to include three major fields
of training: selling, secreterial, end bookkeeping, and
that the commercial curriculum for the Senior High School

inglude at least the following courses:




SELLING

9th. Grade

English II
Typing

Jr. Bus. Tr.
Penmanship

10th. Grade

English II1
Bus. Ehnglish
Salesmanship
Bus. Arith.
Publice 3Spesaking

1l1lth. Grade

English IV
Bookkeeping
Com. law
Advertising
‘Retail Selling
Egonomiocs

(o)
[

SECRETERIAL

9th. Grade

English II
Typing

Jr. Bus. Tr.
Penmenship

10th. Grade

English 11X
Bus. English
Salesmanship
Bus. Arith.
Shorthand

11th. Grade

English IV
Bookkeeping
Com.. Law

0ffice Practice
Stenography
Economias

BOOKKEEPING

9th. Grade

English II
Typing

Jr. Bus, Tr.
Penmanship

10th. Grade

English 1II
Bus. English
Salesmanship
Bus. Arith.
Retail Selling

1lith. Grade

English IV
Bookkeeping

Conm., Law

Bus. Organization
BEconomics

Civiecs




APPEKDIX

A COMMERGIAL OCCUPATIONAL SURVEY

OF DENTON, TEXAS

Kind of Business

1939

Number and Position of Employees:

List each employee
according to his
ma jor duties.

Humber
of
EZmployees

Chenges in employees
during last yea¥y”

Men | Women

fill va-
oancies

ed to

fill new
position

Rumber Number [lumber
employees{emnploy- of
added to |ees add-|places

left
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continued

Number
of

Changes in employees

Employees|{ during last year
umber of [Rumber [Rumber
employees |employ- of

Men

Tiomen

added to
f£ill va-
sancles

ees add-
ed to
fill new
position

plaoces
left
unfilled

MesSSengerSeeescceesecses
File 0lerkSeeecsseeecas
Elevator operatorSescae
Retail dry g0008secccns
" Retall gIro0eryecscessse
Retail furnitur®.eece..
Retail JewelXVecoessses
Retail hardwar€.cececee
Retail ArugSesscecocces
Retail (all others)ee..
WholesalBeseesesossncnns
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Please indiocate opposite the name the number of eaoh

office appliance used in your business:

Typewriters: Caloulating Machines:

Und«erwood-................. Burroughs...............'.
Rﬁmington..-.............. 100 1 b oo 1- AP e
RQY&l.-.--oco--oao-occ---t Marchanteeesseeseserncevcee
BuerughS--c---o-ocooooooc ComptothGrS..........--..
L. C. &nith............... LI I O B B BN BN AR BN B BN BN RK BE BN OBE BN BN BN BN BE BE BN BN N
Hoiseless..'."...........
Wo0d8t00Keesossss0esenssee
OliveTeesvesvessrncsnncasne
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Adding Nachines:

Burroughs.o-.----.----c-oo
Othex‘ M&Ghines: D&lton.-.-----....---.--oo
Bookkeeping............... Sundstrandesseccscsosccesss
Billing MaghillCeosseeornoe EBlliotteseeceevnsesonsacees
Mimsographs......a..-..... s s0 et stebesssnboctatanng
Multigr&phs..........-....
AddressographSeceessccccss
Cheak ProtectorSccecccesse
DictaphonesSesesssscasssnee
Ditto MaohineSseessosessss
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Cash Registers:
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Chegk the chief weaknesses whiah you have observed
gomercial employees:
Lack of courtesSyeesceceses Lack of honestyeceessaseane

Poorly written BEnglish....  Inaccurate transcription..
Poorly spoken EngliShoaooc:::: Slow dictationeeserovovens
Lagk of initiative.oooooou___ Roor KHOWledge Of BKeseosoo
Illegibla penmanship..--.. Lack of dependability""'
Inageurate in £igureSeces.  SLOW typewritingessscessss
Laock of neatness in work.. Lack of common SenS€.sesse
Inability to meet people.. tases s et ss ettt e rBas RS
Lack of taGteccssscccncens
Lack of punctu&lity.-.....
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Please chegk the six commercial subjeets which in your
opinion should be taught in Denton High School to meet the
business needs of enployers in Denton, Texas:

Bookkeeping.......-....... EconomioBeseevvesvssasces
Retail 861llingeccceccesces Business ArithmeticCeseces.
Advertisififeseecsesscacnss Commergial Geographyeceece
mng...'........"-l'.. Typewriting.......'.......
General Business Infor.... Machine Dictationeecscseses
shorthand‘.............“' Pemnanship“........‘....
Gommercial LaWeeseceossave Business Org&nization.ooo
Business English..........“___Junior Business Trainingo
Offige Practicececccsesse__ Store Advertisingeecescees
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Please checgk the filing systems used in your business:

Loose Sheet systemmo-ooooa Shannon FilBeecessesseosne
vertical SYS'EGIII......-..-- Galﬁex.tncococo-OODiooocb
Catalogue and FPhamphlete.. Index Card Recorfecseeses
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List the method used in connection with above systems:

Direct AlphabetiGeessessss  Alphabetic-NumeriCessecss.
Emeric..‘l‘.l.llll....ll. subject..-'....’.....'...
%ogmphical. 4 8 P B0 e s e mimct Iiame. L BN BN BN B BE BN BN BN B B BN B J
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Please write any constructive criticisms or suggestions

to help improve our high school commercial curriculun:




ElPIOYEE QUESTIONHAIRE

Please check the proper column to indicate your parti-
cular field of employment:

Retail S&lesm&n.'...’...... Solici‘tor......'........
Sellin-g (tr&veling)....'.. colleetor..........'...'
Selling (WhOlesale)ooooooo File CleXKeseesooecssvsee
Stenogr&pher..-........... SHocK ClerKeeeserseveoss
Stenographer-Bookkeeper... Shipping ClerKesseoassoe____
General Clericaleccesessee Bookkeeper (fUll timﬁ)..
Bookkeeper- SaleSmANessess PYDPiStessssconsssennasne
Others:
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Check the kind of business by which you are employed:

Retall Dry GoodSseesveesve INSUranClecsscecsossessese
Retail Groceryeescsceccrss Automobile and Access-

Wh.o}.es&le Gmeeryﬁ.l..l'.' ories'l..ltltlt.l....-
Drug Storeseceessssessncess Manufacturing Pirmfesses.
mw offioe.OI...'.O'Q.C... Prmting..'.CCOCQOOOGOOO
JeWElry Stor8esescescscsace Furniture FilMlecssssesse
Hard.W&fe Fim....-..o-..-. Filling Statiou.--otitit
Transportation............ Hotel-Cafeesesesssnsseses
Gounty, State or Federal 0T, Medical (Phisician)ese..
Others: " Hospital or CliniGeesess
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Plesse list five principle duties of your Job:
A.

3.

C.

D.

B,




Bow long have you been on your present job?

What salary would one expect upon entering work such

as you are doing? per week.

What are the school subjects that you would indicate
as having a bearing on commercial educationt? Please check
those which seem to have primary importance ( } and those
that have secondary imnortance (x):

Office Praeticelttcoitt...ll Fillng..l....0.0...ll...l
Bookkeeping................. P3ychologYessveeecssssres
Business Arithmeticecsceesse  TYDEWIitinZeesessssessosee
Retail Selling.............. Shorthand and TypinZesess
Penmanship.................. Business Englisheeseccaes
Public Speakingesseessreeses___ AdVertisingececesesecesss
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Please check the ceourses in which you may be interested
in pursuing in evening classes:

Rﬁt&il selling..nno}-noocooo Shorthando.uoooooooo-oooo
Business Arithmeticeiesceesse Store Advertising.seceses
Bookkeeping.......l....ll..l Typewritin80iill0I...‘.O.
Business Bnglishesseesscssce Business Organizatione...
BUSiness Iaw.......".ll.... EOOnOmics..t’-.J.l.l.t.ll
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What time of day would sult your convenience better

for an evening class?




BIBLIOGRATPHY

Beck, Cameron, The Necessity of Cloger Relations Betiween
Business and the 30hd0ls, volumbus, Ohio, Department of
Buslness Rducation, July, 1939,

Bulletin Ko, 381, Teach%gg Commerce, Texas State Departe
ment of Rducation, (January 20, Te

Editorial Comment, Journal of Businesgs Education,
Decenmber, 1938,

Ivey, Paul Wesley, Elements of Retail Salesmanship,
Hew York, The Maomillan Company, J923.

Litson, Harry w., Comuercial Education in Segondary
Schools, New York, Ginn and Company, L1929

Lomax, Paul 3., Commercial Teaching Problems, Kew York,
Prentice Hall, Imc. 1928,

3t. Louis Curriculum Bulletin, Mo, 47, Salesmanship and
Advertising, Board of Education, 1vZ6.

walters, R. G,, Commercial Curriculum, Monograph Ho. 37,
Cincinnati, South-WesTeérn Publishing company, July, 1937,

Weersing T. Frederick, Reorganizeiionm of Commercial
Edusation in Publie High Schools, Cineinnati, Southwesterw
PubLisning Lompany, I???

Weleh, Arnon ., The Commercial Program of Studies for
High Sohools, New York, The Gregg Publishlng Company, L924.

70




