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CHAPTER I

INTRODUCTION

Definition of Terms

Weersing states that a "commercial position" is a posi-

tion in a business, the chief duties of which are either

managerial, stenographic, record-keeping, or clerical func-

tions. Hereafter, when the term, "commercIal employee," is

used, it refers to an employee who performs one or more or

all of these duties.

Purpose of the Survey

This survey of commercial job opportunities in the

City of McAllen, Texas, was undertaken for the purpose of

determining:

1. The numerical importance of training for the different

kinds of local commercial positions.

2. The desired age, sex, training, and experience for

employees in the different commercial positions of the

City.

3. Information to be used in the revision of the commer-

cial curriculum of the McAllen Senior High School and

in the vocational guidance of students, and in the

placement of graduates.

4. The importance and kinds of office equipment in

1
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general use locally.

5. The means by which employers of the City of McAllen,

Texas, obtain commercial employees.

The Federal Board of Vocational Education maintains

that:

Only effectively organized and conducted research
can reveal the information needed to reorganize most
of our existing commercial courses on an effective
vocational basis, and to develop the new courses re-
quired by changes in our business practice.1

A local survey seemed desirable in order to understand

the local situation and needs in regard to commercial

courses offered in the high school, and to revise the com-

mercial curriculum intelligently.

Limitations of the Survey

This study is limited to the City of McAllen, Texas.

The original data used in the survey were gathered from

sources within the McAllen community. The general types of

industries, the number, nature, and sizes of the business

establishments in general, the educational facilities avail-

able, and the general character of the people of the com-

munity make for this city a special problem in training

employees for local commercial positions. In the study,

a classification of the commercial positions into the dif-

ferent occupational groups was made so that the extent of

1 Report of the Federal Board of Vocational Education,
Bulletin No. 138, p. 1.
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the opportunities for high school graduates in each type of

work might be determined.

Sources of the Data Used and Procedure in Selecting
the Questionaire and Conducting the Survey

The data used in the survey were obtained from the

following sources:

1. A survey of the business organizations in McAllen,

Texas.

2. The statements of commercial employees in the business

organizations of McAllen, Texas.

3. The findings of other job opportunity surveys made in

other parts of the State of Texas and in other states.

4. The opinions and statements of recognized authorities

in the field of commercial education.

Many job opportunity surveys were examined in order to

determine a suitable form of questionaire for the local

situation. It was decided that the general questionaire to

be presented to the employers should ask for the following

information:

1. Number of new employees hired during the last twelve

months.

2. Minimum age employees will be hired.

3. Preference for male or female employees.

4. Number of employees now employed in each cormmercial

position.
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5. Experience required.

6. Educational preparation required for each position.

As stated previously, in making the survey of the

business establishments, a combination of the questionaire

and personal-interview method was used because it was

believed that this method would give the best results.

The questionaire would help to insure uniformity of the

questions, and the personal interview part would help to

insure speed and accuracy in securing the information.

By personal interview, reports were obtained from

representative employers in terms of attitudes of employees,

background and training of employees, and the improvement of

the commercial instruction. Reports were also obtained by

personal interview from representative commercial employees

who were former commercial students of the McAllen Senior

High School for information on how they believed the high

school commercial curriculum might be improved.

The report fons used in making the survey have been

designed to show whether there exists in McAllen a demand

for enough beginners in a particular field to justify a

study of the possibilities for a special commercial course

to prepare workers expressly for this field.



CHAPTER II

CLASSIFICATION OF THE BUSINESS ORGANIZATIONS OF

MCALLEN, TEXAS

To obtain a clear picture of the actual business situa-

tion in the City of McAllen, Texas, the business organiza-

tions were classified into certain groups and types. A

total of seventy different types secured from the current

McAllen Telephone Directory and the 1941 McAllen City

Directory were used. The different types were then as-

sembled into four distinct groups; namely, business organi-

zations engaged in manufacturing and processing goods,

business organizations engaged in wholesaling or jobbing,

business organizations engaged in the retail selling of

goods, and business organizations engaged in selling ser-

vices.

Table 1 shows a general classification of the business

organizations based on the number of employees in commercial

positions. Data in the table indicate that two hundred

eight business organizations in McAllen, Texas, or 39.54 per

cent of the total number, hire no regular commercial em-

ployees. It may be assumed from this data that many of the

high school students will probably establish business organi-

zations of their own in which a general knowledge of store

5
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management methods and procedures will be of great value.

Then, for each of the three hundred eighteen other business

organizations there must be one or more managers, according

to the size and nature of the business. It seems, there-

fore, that the high school would be justified in providing

for this need with some type of appropriate training in

store management.

TABLE 1

THE CLASSIFICATION OF THE BUSINESS ORGANIZATIONS OF
MCALLEN, TEXAS, BASED ON THE NUMBER OF COMMERCIAL

EMPLOYEES

Business Organizations
Number of Employees

Number Per cent

Business organizations having
no regular commercial
employees..................... 208 39.54

Business organizations having 1
commercial employee............. 131 24.90

Business organizations having
from 2 to 5 commercial
employees....................... 105 19.95

Business organizations having
from 5 to 10 commercial
employees.............. * * * *48 9.11

Business organizations having more
than 10 commercial employees.... 34 6.50

Totals 526 100.00
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From Table 1 it is found that 24.9 per cent, or about

one-fourth, of the business organizations have only one

commercial employee. This probably means that it will be

necessary for this employee to do several different kinds

of commercial work with a reasonable degree of skill in

each type of work. One recognized authority in the field

of business education writes:

This is an age of big business made possible in
part at least by the corporate form of organization.
Individual proprietorships are becoming relatively
more rare and unattractive from year to year. Yet
there still is need for small businesses under owner-
management. There still are young people with the
urge to launch out in business for themselves. So-
ciety should encourage such young people, but not
blindly. The pitfalls in the way of success in run-
ning a small business must be made known to them.
The joint-ownership possibilities of corporate enter-
prises must be presented. Costly financial failures
must be reduced in number. Society must protect
itself against losses due to the bankruptcy of its
businesses. Hence, a guidance program must acquaint
young people with the important factors that must be
taken into account by those who seek an opportunity
to "learn a business" with a view to setting up in
business for themselves.1

Thus, if the high school is to fulfil its obligation

to its commercial students, it must make some provision

for this general commercial training in its commercial

curriculum.

A further study of Table 1 shows that about one fifth

of the business organizations of McAllen have from two to

1 Frederick G. Nichols, Commercial Education in the
High School, p. 265.
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five employees, scarcely one tenth of the total number have

between five and ten employees, and less than seven per cent

have more than ten employees.

TABLE 2

THE NUMBER OF BUSINESS ORGANIZATIONS ENGAGED IN EACH
TYPE OF BUSINESS IN MCALLEN, TEXAS, AND THE NUMBER

OF EMPLOYEES IN EACH TYPE OF BUSINESS

Number of Number of

Type of Business Business Commercial
Organizations Employees

Fruit and vegetable
packing, storage, and
distributing companies... 15 208

Gasoline and oil products
refining and distributing
companies................ 8 35

Produce companies.......... 8 69

Mattress and awning
manufacturing companies.. 4 12

Food products
manufacturing companies.. 4 28

Soft drink bottling
companies... *.... ........ 3 12

Furniture manufacturing
companies. ... ...... . . . .0.. 2 8

Citrus associations..,..... 1 4

Ice cream manufacturing
companies................ 1 4

Totals

___________________________ -________. - -- . --1

46

-- _ I

380



9

The data in Table 2 show that three hundred eighty em-

ployees are now working in commercial positions in the

forty-six manufacturing and processing firms of McAllen.

Since these business organizations do no retail selling, it

may be assumed that most of these employees are working in

commercial positions other than selling.

The data found in Table 2 and Table 3 indicate that

McAllen is a relatively small industrial center. Table 3

shows that there are only sixteen wholesale and robbing

business organizations, and that these employ only sixty-

nine commercial employees.

TABLE 3

THE TYPES AND IUMIBER OF BUSINESS ORGANIZATIONS ENGAGED
IN WHOLESALING AND JOBBING IN MCALLEN, TEXAS, AND THE

NUMBER OF COT-MERCIAL EMPLOYEES IN EACH TYPE

Number of Number of
Type of Business Business Commercial

Organizations Employees

Drug companies.............. 3 16

Beer distributing companies. 3 16

Grocery companies........... 3 14

Automobile supply and
accessory companies....... 3 8

Candy and novelty
companies...........*.*.** 4 15

Totals 16 69
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From the interviews it was found that there are sixteen

traveling salesmen and four full-time cost accountants em-

ployed in the business organizations of McAllen, Texas.

There would, therefore, seem to be little opportunity for

traveling salesmen or cost accountants to find work in

this community.

Table 4 shows the number of persons employed in the

retail business organizations listed. In a survey of the

business organizations of Denton, Texas, Hodge states,

"About seventy per cent of the employees was found to be

active as sales persons and the remaining thirty per cent

of the employees was either stenographers, bookkeepers,

or clerks." 2 At Evansville, Indiana, a survey showed the

proportion of retail sales persons to be forty per cent of

the total number of commercial employees. 3 This survey of

McAllen, Texas, shows that 39.8 per cent of the total num-

ber of commercial employees are sales persons. Such

figures indicate the need for a retail selling course in

the high school. It is not the purpose of this study to

set up an outline for a high school course of study in

retail selling, but from these facts, it does seem advis-

able for the high school to offer training in selling

certain types of goods.

2 James Hodge, "domrercial Currici,-tl for Denton Senior

High School," p. 13.
3 Monograph 33, Job Opportunity Survey, p. 30.
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TABLE 4

THE TYPES AND NUMBER OF RETAIL BUSINESS ORGANIZATIONS
ENGAGED IN SELLING GOODS IN MCALLEN, TEXAS, AND THE NUMBER

OF COMMERCIAL EMPLOYEES ITT EACH TYPE OF BUSINESS

Number of Number of

Type of Business Business Commercial
Organizations Employees

Automobile sales and
service companies......... 35 96

Grocery stores and food
markets................... 18 78

Lumber and building
materials companies....... 10 28

Oil f ield equipment
companies...............* 9 32

Laundries and dry cleaning
companies................. 8 38

Floral companies and
nurseries..............g. 7 22

Drug companies.............. 7 42

Cafes....................... 7 36

Printing companies.......... 6 38

Farm implement companies.... 6 28

Furniture companies......... 6 32

Mercantile companies........ 5 172

Office machines companies... 4 10

Dairies................**... 4 28

Music stores................ 3 14

Men's clothing stores....... 3 22

Ladies' clothing stores..... 3 15

Novelty companies........... 2 8

Distilled water companies... 2 4
Photographers' Studios...... 2 4
Jewelry stores.............. 2 8

Feed and seed stores........ 2 8
Book stores................. 1 12

Butcher's supply companies.. 1 2

Bakeries.... .... .......... 1 2

Ice companies............... 1 2

Pipe line comrpanies......... 1 8

Venetian blind companies.... 1 2

Totals 157
- - - ---- ---- --- - I _ -_ _ _ _

791
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In regard to retail selling, Ivey maintains that:

The mechanics of selling in retail stores has
been well advanced; methods of window display, light-
ing, 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 returns. As yet little has
been done with the human element, the sales person;
and it is with hope of stimulating interest and point-
ing out methods of betterment in this important field
that a course in salesmanship should be offered in the
public schools. 4

From Table 5 it is seen that one hundred nine business

organizations, which employ three hundred fifty-seven com-

mercial employees, are engaged in selling the various types

of servicesin McAllen, Texas. Training for this type of

selling is perhaps even more necessary than training for

the selling of goods, for the so-called human element be-

comes more important. Authorities seem generally agreed

that this type of selling demands greater skill than

ordinary store selling. A successful salesman of services

must have a better knowledge of his customers than that

needed for store selling. The salesman of service must

know how to adapt himself to the character and special

desires of his client and usually with the customs and

practices of his client's community. He should be able

to meet on a common ground all classes of people.

4Paul Wesley Ivey, Elements of Retail Salesmanship,

p. 24.
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TABLE 5

THE TYPES AND NUMBER OF BUSINESS ORGANIZATIONS ENGAGED
IN SELLING SERVICES, IN FALLEN, TEXAS, AND THE NUMBER

OF COMMERCIAL EMPLOYEES IN EACH TYPE

Number of Number of
Type of Business Business Commercial

Organizations Employees

Loan and finance companies... 12 28
Motor freight lines.......... 10 44
Insurance agencies........... 10 22
Doctors' offices............. 9 9
Electrical appliance and

equipment companies........ 9 60
Real estate agencies......... 8 12
Law offices.................. 7 8
Theatres..................... 4 18
Telegraph, telephone, and

cable companies............ 3 24
Ho e s. ... . .. . .. . .. .2 8

Utility companies............ 2 24
Bus lines.................... 2 6
Termite control companies.... 2 2
Advertising and sign

companies.................. 2 8

Railway lines................ 2 8
Air transport companies...... 2 4
Auditing companies........... 2 8
Building contractors......... 2 4
Fruit treating corporations.. 1 2

Ba ks .. . .. .. .. . .. .. .1 24

Retail merchants
associations............... 1 2.

Travel bureaus............... 1 2
Advisors on personal and
business affairs (Alma).... 1 18

Gi s .. ... . .. . .. . .. .1 2

Business colleges............ 1 1
Hospitals.................... 1 4
Plumbing companies........... 1 1

Totalsso357

Totals 357
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The data in tables 2 through 5 indicate the task

which the high school has in preparing students for the

vacancies in the various commercial positions which can

be expected to occur each year. The data show that there

are 1,597 commercial employees in the different business

organizations of McAllen, Texas.

TABLE 6

THE TYPES AND NUMBER OF COMJEERCIAL EMPLOYEES EMPLOYED BY
THE BUSINESS ORGANIZATIONS OF MCALLEN, TEXAS, DURING THE
TWE LVE-MONTH PERIOD FROM MA RCH 1, 1940, TO MARCH 1, 1941

Number of Employees
Pos ition

Male Female Total

Bookkeepers............... 14 16 30
Bookkeeper-s tenographers.. 16 8 24
Cashiers... . .*. ....... 0 2 2

File clerks............... 0 2 2
Shipping clerks........... 2 0 2
Collectors................ 4 0 4

Delivery boys............. 40 0 40
office boys............... 5 0 5
Sales persons............. 97 38 135
Shorthand-stenographers... 4 22 26

Stenotype-stenographers... 0 2 2
Telephone operators....... 0 4 4
Typists.... . .. . .. .. . ... ... 4 47 51

Wrappers.................. 0 4 4

Solicitors................ 2 0 2
General clerical workers.. 14 41 55

Totals 202 186 388
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Table 6 indicates that three hundred eighty-eight em-

ployees were hired in the business organizations of McAllen,

Texas, during the twelve-month period from March 1, 1940,

to March 1, 1941. Of course, some allowance must be made

for the employment of new employees due to the growth of

industries, the establishment of new industries, and the

general improvement in business conditions due to increased

governmental expenditures in this locality to meet national

defense needs, and possibly other factors, but this indi-

cates additions in commercial jobs in the city of about

24.3 per cent of the total number of commercial employees.

After all factors are taken into consideration, one could

probably safely assume that the actual rate of "turnover"

in a normal year would probably be as high as twenty per

cent. This compares favorably with the rate of turnover

of 27.4 per cent in commercial jobs shown by a recent sur-

vey in Evansville, Indiana.5 Certainly, a rate of turnover

of even twenty per cent would be enough to justify the con-

cern of the high school in trying to supply this local need

for commercial workers. Table 6 indicates that thirty book-

keepers, thirty-four bookkeeper-stenographers, two cashiers,

four clerks, forty-five delivery and office boys, one hundred

thirty-five sales persons, thirty stenographers, fifty-one

typists, and fifty-five general clerical workers have been

5 Monograph No. 33, Job Opportunity Survey, p. 15.
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employed by business firms in McAllen, Texas, during the

past twelve months. The high school must do its part to

see that such needs are supplied.



CHAPTER III

OFFICE MACHINES IN COL11:ON USE IN MCALLEN, TEXAS IN 1941

Writers in the field of business education seem gener-

ally agreed that the use of certain office appliances and

machines is so widespread and important that provision for

training in the operation of such machines and appliances

must be made in the high school commercial curriculum.

With this thought in mind, this study attempts to determine

the types, numbers, and makes of office machines now in

use by the business organizations of McAllen, Texas.

Typewriters

The information presented in Table 7 shows that a

total of four hundred seventy-three typewriters are in use

in three hundred eighteen business organizations. There

are one hundred forty-eight Royal typewriters, one hundred

twenty-one Underwood typewriters, one hundred eighteen

Remington typewriters, forty-two L. C. Smith typewriters,

twenty-four Woodstock typewriters, and twenty Burroughs

typewriters. About thirty-one per cent of the machines

are Royal typewriters, about twenty-five per cent are

Underwood typewriters, and about twenty-five per cent are

Remington typewriters. Such information will help in

17
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determining the number and makes of typewriters the McAllen

High School should use in training commercial students.

TABLE 7

TYPEWRIrERS IN USE IN THE BUSINESS ORGANIZATIONS
OF MCALLEN, TEXAS, IN 1941

Number of Per cent of
Make of Machine Machines Total Machines

148 31.50
Underwood.................... 121 25.50

Remington................... 118 24.80
L. C. Smith................. 42 9.00

Woodstock................... 24 5.00

Burroughs................... 20 4.24

Totals 473 100.00

At present the Senior High School Commercial Department

has twenty-six Remington Noiseless typewriters. A study of

the relative percentages of machines now in use in McAllen

would indicate that if each type in use were represented in

the high school, the typewriting equipment should be appor-

tioned as follows: nine Royal typewriters, six Underwood

typewriters, six Remington typewriters, three L. C. Smith

typewriters, one Woodstock typewriter, and one Burroughs

typewriter. Nevertheless, the difference in the different

makes of typewriters at the present is so small that an

efficient typist can change from one make to another make
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without material difficulty, and the use of only one make

would be much more economical on servicing and repairs

than would the use of several makes of machines.

Adding Machines

TABLE 8

ADDING MACHINES IN USE IN THE BUSINESS ORGANIZATIONS
OF MCALLEIJ, TEXAS, IN 1941

NuMber of Per cent of
Make of Machine Machines Total Machines

Burroughs................. 318 59.2
122 22.5

Sundstrand................ 63 11.5

Dalton..........g.e....... 24 4.5

Underwood................. 10 2.3

Totals 537 100.0

Table 8 shows that three hundred eighteen business

organizations in McAllen are using five hundred thirty-

seven adding machines. About three fifths of these are

Burroughs adding machines and slightly more than one fifth

are Victor adding machines.

The Senior High School now has one Victor adding ma-

chine. The data indicate that the Senior High School

should have at least two other standard electric models,

so that all commercial students might be given an oppor-

tunity to learn the technique of operating this type of

office machine which is in conmion use.
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Calculators

TABLE 9

CALCULATORS IN USE IN THE BUSINESS ORGANIZATIONS

OF ITICALLEN., TEXAS, IN 1941

Make of Machine Number of Per cent of
on Machines Total Machines

Burroughs.............. 12 31,5

Monroe............&--*-.. 16 42.1

Comptormeter............. 10 26.4

Totals 38 100.0

Table 9 shows that thirty-eight calculators are in use

in the business organizations of McAllen, Texas. Sixteen

of these are Monroe calculators, twelve are Burroughs cal-

culators, and ten are Comptometer machines. Although the

number of such machines used in McAllen is relatively

small, it seems reasonable to believe that the Senior High

School should provide one electric calculator, since the

business organizations using the calculators are usually

the large business firms which employ many commercial em-

ployees. Thus, a knowledge of the technique of operation

of this machine would be of great value to many of the

commercial students.

Miscellaneous Office Machines and Equipment

As shown in Table 10, the business organizations of
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McAllen, Texas, are using several other types of miscel-

laneous office equipment. These include eighteen check

protectors, four Burroughs bookkeeping machines, four

Elliott-Fisher bookkeeping machines, twelve Addressograph

machines, and two Ediphone machines. The relatively small

number of these types of machines would indicate that the

high school could not be expected to furnish a comprehen-

sive course of training in their operation. However,

enough training should be provided to give the prospective

worker a reasonable knowledge of the technique of operation

so that he might learn on the job without material loss to

his employer.

TABLE 10

MISCELLANEOUS OFFICE EQUIPMENT IN USE IN THE BUSINESS
ORGANIZATIONS OF MCALLEN, TEXAS, IN 1941

Number of Number of
Type of Machine Business MvIachines Rank

Firms

Check protectors.... 18 18 1
Addressograph....... 12 12 2
Burroughs bookkeep-.

ing machines...... 2 4 3.5

Elliott-Fisher book-
keeping machines.. 2 4 3.5

Ediphones.......... 2 2 5

Totals 36 40 ...



CHAPTER IV

OPPORTUNITIES OF THE COMMERCIAL GRADUATES OF THE 1CALLEN

SEWIOP HIGH SCHOOL TO SECURE POSITIONS IN MOCALLEN, TEXAS,

AS REVEALED BY THE SURVEY

More scientific methods of business management, mass

production, and provisions for the economic security and

social welfare of the workers in business and industry make

more and better business records imperative. Boys and

girls efficiently trained in commercial work seem to find

little difficulty in securing positions. One of the main

purposes of this study is to determine what local vocational

opportunities are open for boys and girls of the McAllen

Senior High School who pursue a commercial course, and what

training is required for these positions.

Table 11 shows that of the sixty-eight employers of

bookkeepers in McAllen, Texas, 67.4 per cent do not require

experience as a qualification of the employees. From this

data it seems reasonable to believe that about two thirds

of the employers would accept efficiently-trained high

school graduates as bookkeepers. Accordingly, 71.4 per cent

of the employers of bookkeeper-stenographers and 50.0 per

cent of the employers of file cle rks do not require ex-

perience of the employees. About forty-six per cent of

22
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the employers of sales persons, forty-nine per cent of the

employers of shorthand-stenographers, sixty per cent of the

employers of telephone operators, and sixty-seven per cent

of the employers of typists have indicated that they will

employ such workers without experience.

TABLE 11

DISTRIBUTION OF THE COMMERCIAL POSITIONS OF THE BUSINESS
ORGANIZATIONS OF MCALLEN, TEXAS, BASED ON THE NUMBER AND
PERCENTAGE OF EMPLOYERS WHO REQUIRE OR DO NOT REQUIRE

EXPERIENCE OF EU PLOYEES

Do Employers Require
Experience of Employees?

Position Yes No

Number Per cent Number Per cent

Bookkeepers......... 22 32.6 46 67.4
Bookkeeper-

stenographers..... 28 28.6 70 71.4
Cashiers............ 11 100.0 0 00.0
File clerks........ 8 50.0 8 50.0
Order clerks..9 ..0 .. 2 100.0 0 00.0
Shipping clerks..... 4 66.7 2 33.3
Collectors.......... 10 100.0 0 00.0
Delivery boys....... 24 17.9 110 82.1
Office boys......... 2 16.7 10 83.3
Sales people........ 124 53.9 106 46.1
Shorthand-
stenographers..... 62 50.8 60 49.2

Stenotype-
stenographers..... 5 62.5 3 37.5

Telephone
operators......... 2 40.0 3 60.0

Typists............. 22 33.3 44 66.7
VWrappers............ 4 100.0 0 00.0
General clerical

workers........... 120 79.5 31 20.5
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It seems that one half or more of the employers would

be willing to accept well-trained high school graduates in

the positions named in the preceding paragraph. According

to Table 11, about seven eighths of the employers of office

and delivery boys will accept employees without experience.

Only about one fifth of the employers of general clerical

workers do not require experience of the employees. For the

positions of cashier, order clerk, and collector all of the

employers require experience of the employees.

In Chapter I it was seen that three hundred eighty-

eight new employees were employed by the business firms of

hcAllen during the past twelve months. Of the one thousand

five hundred ninety-seven total commercial employees, two

hundred seventy-five were engaged in stenographic work,

there being two hundred five women and seventy men. During

the past year fifty-eight new employees were hired in

stenographic positions, thirty-eight women and twenty men.

One hundred are now employed in bookkeeping positions,

thirty-eight of whom are men and sixty-two women. A total

of two hundred thirty-four general clerical workers are

employed by business organizations of McAllen, at present.

Of this number, fourteen men and forty-one women, or a

total of fifty-five employees, have been given employment

during the past year. Such data indicate that the high

school should do its part to meet these needs.
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TABLE 12

MINIMUTM AGE LIMITS FOR EACH TYPE OF CO1RERCIAL POSITION AS
EXPRESSED BY THE EMPLOYERS OF MCALLEN, TEXAS

(MALE EMPLOYEES)

Number of Employers Who Expressed Each
Minimum Age Limit for the Employee

Position

16 17 18 19 20 21 Total

Bookkeepers...... 0 2 20 6 2 2 32
Bookkeeper -

stenographers.. 0 4 22 2 4 4 36

Cashiers......... 0 0 0 0 0 2 2
File clerks...... 0 1 3 0 0 0 4

Order clerks..... 0 0 0 0 0 2 2
Shipping clerks.. 0 0 1 2 2 3 8

Collectors....... 0 0 0 0 0 12 12
Delivery boys.... 117 17 0 0 0 0 134
Office boys...... 12 0 0 0 0 0 12
Sales persons.... 2 6 38 44 32 8 130
Shorthand-

stenographers.. 0 0 2 8 8 6 24
Telephone

operators...... 0 0 0 0 0 0 0

Typists.......... 0 4 5 2 1 0 12
Solicitors....... 0 0 2 2 2 6 12
General office
workers........ 0 0 10 3 12 53 78

Table 12 shows the minimum age requirements for male

commercial workers expressed by employers in three hundred

eighteen business organizations. A study of this table

reveals that delivery and office boys are the only male em-

ployees under the age of eighteen who are likely to be

employed. A very small number of bookkeepers, bookkeeper-

stenographers, sales persons, and typists might be employed
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at the age of seventeen, but the percentage is very small.

Almost two thirds of the business organizations will employ

male bookkeepers and bookkeeper-stenographers at the age of

eighteen. The data show that, in general, employers will

employ only persons who are over eighteen years of age as

cashiers, sales persons, and general clerical workers.

About twenty per cent of the employers will accept men for

these positions at the age of nineteen. This would seem to

indicate that if high school graduates are to anticipate

employment in these positions, such graduates must be at

least eighteen years of age to secure the positions.

The data presented in Table 13 give the minimum age

requirements for female employees in three hundred eighteen

business organizations of McAllen, Texas. Here it is found

that only a very small number of the employers are willing

to employ girls under eighteen years of age. Sales persons,

shorthand-stenographers, typists, and wrappers are the only

female commercial employees likely to be employed under

eighteen years of age. Approximately fifty per cent of the

employers of the business organizations of McAllen are will-

ing to employ girls who have reached the age of eighteen

years. The data indicate that cashiers are not likely to

find employment until they are more than eighteen years of

age. Approxiately sixty per cent of the employers expresserl

willingness to employ general clerical girls who have reached

the age of eighteen years.
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TABLE 13

MINIMUM' AGE LIT!ITS FOR EACH TYPE OF COMMERCIAL POSITION AS
EXPRESSED BY THE EMPLOYERS OF MCALLEN, TEXAS

(FEMALE EMPLOYEES)

Number of Employers Who Expressed Each
Minimum Age Limit for the Employee

Position

16 17 18 19 20 21 Total

Bookkeepers .... . 0 4 28 2 0 2 36
Bookkeeper-

stenographers. 0 8 42 6 4 2 62

Cashiers.......# 0 0 2 0 0 8 10

File clerks..... 0 0 2 1 0 1 4

Sales persons... 4 40 44 6 4 4 102

Shorthand-
stenographers. 0 14 32 28 2 10 86

Stenotype -
stenographers. 0 0 6 2 0 0 8

Telephone
operators..... 0 0 2 2 0 0 4

Typists......... 4 12 34 1 1 2 54

Rappers .......... 3 3 0 0 0 0 6
Solicitors...... 0 0 0 0 0 2 2
General office

workers....... 0 0 46 7 11 10 74

Another problem is to find out what proportion of the

high school commercial graduates can meet these age require-

ments. As a basis for determining which of the graduating

seniors should be classified as commercial graduates, it was

decided that those students who had indicated on their guid-

ance record a desire to pursue a commercial course and had

completed as many as three units in commercial work, includ-

ing typewriting, should be counted as commercial graduates.
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Of a total of one hundred fourteen graduates of the 1941

Graduating Class, fifty eight, twenty-four boys and thirty-

four girls, were found to meet the requirements of this

classification. The ages of these boys and girls ranged

from sixteen years to twenty years and eleven months. The

median age for the boys was found to be eighteen, and for

the girls the median age was found to be seventeen years and

seven months. A total of twenty-two, eight boys and fourteen

girls, was found to be between seventeen years and seventeen

years and eleven months of age. This means that many in

this group would probably be eighteen by September or

October of the same year when they would be most likely to

find jobs. Nine boys and nine girls, or a total of eighteen,

wereeigbteen years of age or over. These figures indicate

that approximately forty out of the fifty-four commercial

graduates would probably be old enough to meet the minimum

age requirements for many of the commercial postions of

McAllen. Of course, not all of these would be expected to

seek jobs immediately upon graduation from high school.

A. M. eir, Principal of the Senior High School, estimated

that about ten per cent of these graduates would desire to

attend college and would therefore not try to find a job

immediately after graduation. He expressed the opinion

that, according to statistical records in his office,

it would probably be the younger students who would try to



29

attend college. Thus, it may be assumed that probably as

many as forty of the fifty-eight commercial graduates of

the McAllen High School in 1941 could reasonably expect to

find some type of commercial position in McAllen, provided

they have the necessary training.

TABLE 14

DISTRIBUTION ON THE BASIS OF AGE OF THE MCALLEN HIGH SCHOOL

COMMERCIAL GRADUATES AT GRADUATION TIME, JUNE, 1941

Age Number

Years and M onths Boys Girls Total

20 to 20--ll........ 0 2 2

19 to 19--ll........ 5 1 6

18 to 18--ll........ 9 9 18

17 to 17--11........ 8 14 22

16 to 16--ll........ 2 8 10

Totals 24 34 58

Median Age at
Graduation Time .... 18--O 17--7

Table 15 shows the employers' preferences as to the

sex of employees. From the data we find that, in general,

employers of McAllen prefer girls as bookkeepers, book-

keeper-stenographers, cashiers, stenographers, telephone

operators, typists, and wrappers. Employers prefer boys

for order clerks, shipping clerks, collectors, delivery
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boys, office boys, sales persons, and solicitors. The data

indicate that employers will accept either boys or girls in

about equal numbers as general office clerks. However, as

Table 15 indicates, there are exceptions to these generali-

zations.

TABLE 15

THE NUMBER OF EMPLOYERS WHO INDICATED EACH SEX PREFERENCE
OF EM PLOYEES FOR EACH TYPE OF COMMERCIAL POSITION IN THE

BUSINESS ORGANIZATIONS OF MCALLEN, TEXAS, IN 1941

Preference

Position
Male Female Total

Bookkeepers.............. 18 50 68
Bookkeeper-

stenographers. ... .. .. .. 38 60 98
Cashiers................. 3 8 11
File clerks.............. 6 10 16
Order clerks............. 2 0 2
Shipping clerks.......... 6 0 6

Collectors............... 10 0 10
Delivery boys,. ....... 0.... 134 0 134
Office boys.............. 12 0 12
Sales persons............ 132 98 230
Shorthand-

stenographers.......... 28 94 122
Stenotype-

stenographers.......... 0 8 8
Telephone operators...... 0 5 5
Typists.......... ...... 20 46 66
Xrappers................. 0 4 4

Solicitors............... 8 4 12
General office workers... 78 73 151

The data in Table 16 show the amount of educational

preparation required by employers of McAllen of the various
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types of commercial employees. The table indicates that

delivery and office boys are the only employees who are

likely to be employed with less than a high school education.

TABLE 16

THE NUMBER OF EMPLOYERS OF MCALLEN, TEXAS,THAT EXPRESSED
EACH MINIMUM LIMIT OF EDUCATIONAL PREPARATION FOR

EMPLOYEES IN EACH TYPE OF COMMERCIAL WORK

Minimum Educational Preparation
Required by Employers

Position

Elem. High Business College
School School College

Bookkeepers....... 2 50 8 8
Bookkeeper-

stenographers... 2 42 22 32
Cashiers.........* 0 3 6 2
File clerks....... 0 4 8 4
Order clerks...... 0 0 2 0
Shipping clerks... 0 4 2 0
Collectors........ 0 4 4 2
Delivery boys..... 132 2 0 0
Office boys....... 7 5 0 0
Sales persons..... 4 212 10 4
Shorthand-

stenographers... 0 24 74 24
Stenotype-

stenographers... 0 0 8 0
Telephone

operators....... 0 3 2 0
Typists........... 0 42 20 4
Wrappers.......... 0 4 0 0
Snlicitors........ 0 8 2 2
General office
workers......... 0 38 72 41

Ninety-two of the one hundred sixty-six employers of persons
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in bookkeeping positions, or fifty-five per cent, expressed

high school graduation as the minimum educational require-

ment of the employees. Fifty-three employers, or twenty-

seven per cent, of the employers of general clerical workers

expressed high school graduation as the minimum educational

requirement for employees in clerical positions. Of the one

hundred twenty-two employers of persons in stenographic

positions, twenty per cent, or twenty-four employers, ex-

pressed graduation from high school as the minimum educa-

tional requirement for such employees. In salesmanship

positions, two hundred twelve of the two hundred thirty

employers, or ninety-two per cent, expressed a willingness

to accept high school graduates in these positions. From

these data it is evident that most of the employers will

accept employees with only a high school education.

After determining whether or not the employers are

willing to employ high school graduates in commercial posi-

tions, the next problem is to find out by what means the

boys and girls may secure these positions. A study of

Table 18 reveals that a total of three hundred forty-two

employers reported on the means they used in securing em-

ployees. Of this number, two hundred four, or 59.6 per

cent, secure their commercial employees through personal

application. Thus, it is very important that training in

the procedure used in applying for a position be included
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in the senior year in all vocational commercial courses.

The employment agency and the business college placement

bureau were each used by about one eighth of the employers.

About seven per cent of the employers secure employees

through the recommendations of the high school officials

or the superintendent of schools, and a like number obtain

employees through want advertisements.

TABLE 17

THE NUIJBER AND PER CENT OF THE EMPLOYERS OF MCALLEN, TEXAS,
THAT USED EACH MEANS OF SECURING EMPLOYEES

Employers
Means Used

Number Per cent

Personal application.......... 204 59.6

Wlant Advertisement............ 24 7.0

Business college.............. 44 12.9

High school officials or
superintendent......e...... 24 7.0

Employment agency............. 46 13.5

Totals 342* 100.0

kThis total includes twenty-four governmental
bureaus, departments, and commissions located in
McAllen, Texas.

From the interviews it was found that three hundred

twenty-two of the three hundred forty-two employers
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believed that the high school coirmercial department should

maintain some definite means or agency to help place its

graduates in jobs after graduation.



CHAPTER V

REORGANI'I ZAT ION OF THE COIMERCIAL CURFICULUN OF TE

MCALLET SENIOR HIGH SCHOOL IN TH4E LIGHT OF PRESENT FEEDS

The Objectives of Cornmmercial Education
in the High School

The study thus far has dealt with the actual business

"tset-up" and the conditions which have some bearing on com-

mercial job opportunities in McAllen, Texas. The interest

in getting these data is to use them as a basis in setting

up a more adequate program for training students enrolled

in high school commercial courses. But before one can set

up a satisfactory program of high school training in commer-

cial work, he must consider and determine the objectives of

such training. As a preliminary step in detemiAning these

objectives it was thought best to examine several groups of

objectives of secondary school commercial education which

have been set up by various agencies in the United States.

Direct statements were collected from the business men in

McAllen as to the most desirable knowledges, traits, and

skills required for their commercial employees. Such

findings were then checked by the groups of objectives set

up by certain research organizations, such as curriculum

specialists of city school systems, the State Department of
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Education, and authors of text books.

Secondary schools engaged in training students for

business work are faced with two views of business training;

namely, the general and the vocational. Perhaps most of the

objectives set up have in mind the securing of the general

training, leaving the vocational training to come later as

direct preparation for earning a living.

In Texas, the State Department of Education sets up a

group of objectives to aid commercial teachers in the high

schools of the State in planning instruction in commercial

subjects. In general, the high schools are expected to

accept and follow these objectives in planning their com-

mercial instruction. Objectives set up by the State

Department of Education, as quoted here, are in three

divisions:

1. In Social Usage
A. Developing in a practical way an under-

standing of some pertinent concepts concerning the
organization, principles, and problems of modern
business.

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

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

2. In Personal Affairs
A. Developing such basic knowledge habits,

skills, and attitudes as will be useful in personal
business affairs.

B. Building a background to aid in apprais-
ing and judging business contacts and obligations.

C. Exploring business possibilities in order
to discover aptitudes and stimulate worthy interests.
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D. Preparing to enter junior wage-earning
positions at the end of the secondary period.

3. In Vocational Choosing
A. Gaining information about conditions,

opportunities, and requirements for success in various
types of business occupations.

B. Acquiring information, experience, and ad-
vice for successful adjustment positions.1

Weersing takes a similar view of commercial education

when he states:

1. That a special, separate and definite "commer-
cial course" must be maintained, implying, presumably
a well-defined sequence of subjects.

2. That emphasis be placed on bookkeeping, short-
hand, and typewriting--all technical subjects--as a
core or basis of the commercial curriculum.

3. That penmanship and commercial arithmetic are
included with bookkeeping and not taught as separate
courses for which separate credit is given. Business
English and spelling are included in this restriction
and also discouraged as separate courses.

4. That shorthand and typewriting are to be ad-
ministered as one subject, although the amount of
credit to be given is left in doubt. Shorthand and
typewriting should constitute a unit credit course;
that is no credit toward high school graduation
should be granted for each one separately.

5. That building space and physical equipment
for commercial education must meet general require-
ments before state aid will be given.

However, other writers stress the vocational values.

One editor of a business education magazine writes:

Business education came into the curriculum of the
secondary school as a progressive activity. The idea of
vocational education at public expense was progressive.
Its immediate popularity was an indication of the in-
terest appeal which this kind of educational oppor-
tunity held for high school pupils. The new commercial

lBulletin No. 381, Teaching Commerce, Texas State
Department of Education, p. 10.

2 Frederick J. eersing, Reorganization of Commercial
Education in Public High Schools, p. 14.
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subjects permitted the pupils to do things, to type,
to keep books, and to write shorthand. The interest
was spontaneous and real. The objective was employ-
ment soon after graduation in attractive positions.
The classroom instruction was realistic, it sought
to prepare boys and girls to meet employment require-
ments for stenographers, bookkeepers, and typists.
Work experiences where these tools could be used more
or less effectively were by no means unusual for
these pupils. Saturday jobs, vacation fill-in jobs,
contributed to an understanding of what more must be
learned in order to be employable. 3

Walters also places emphasis on the vocational ob-

jectives. He sets up the following objectives:

1. Vocational efficiency in at least one business
occupation, such as bookkeeping, stenography, selling,
or office machine operation, sufficient to permit a
graduate to secure an initial business position.

2. The ability to adapt one's self to occupational
changes brought about by inventions or social and
economic changes.

3. Knowledge of the business practices and profi-
ciency in the business skills, needed by all intelli-
gent consumers.

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

5. The development of a personality which will be
welcomed in business and society alike.

6. High ethical business standards. 4

Following this same line of thought, Lomax states:

Vocational education should equip the individual
to secure a livelihood for himself and those dependent
on him, to serve society well through his vocation, to
maintain the right relationship toward his fellow
workers and society, and as far as possible, to find in
that vocation his own best development. This idea-1
demands that the pupil explore his own capacities and
aptitudes and make a survey of the world's work to the

3 Journal of Business Education, December, 1938, p. 7.

4R. G. Walters, Cormercial Curriculum, p. 7.



end that he may select his vocation wisely. Hence, an
effective program of vocational guidance is essential.

Vocational education should aim to develop an
appreciation of the significance of the vocation to
the community, and a clear conception of right rela-
tions between the members of the chosen vocation,
between different vocational groups, between employees,
and between producer and consumer. These aspects of
vocational education demand emphatic attention.5

A study of these objectives makes evident the fact

that both the vocational aims and the social and personal

airs of business education must be considered in planning

the commercial courses of the high school. Perhaps none of

the authorities on business education would fail to recog-

nize the growing recognition of the social and personal

significance of commercial training, but at the same time

the practical side of such training must be considered.

Suggestions from Representative Employers as to the Major
Weaknesses of Commercial Employees

The employers interviewed showed a willingness to

cooperate with the high school in aiding the commercial

graduates to become better adjusted to positions in the

business world. Below are the constructive criticisms of

representative employers in McAllen, Texas:

1. Commercial students should have more adequate
training in the fundamentals of commercial arithmetic,
particularly in figuring ratios and percentages.

2. I find that most of our beginning employees in
commercial jobq have a decided lack of practical knowl-
edge. For instance, bookkeepers seem to have a very

5 Paul S. Lomax, Commercial Teaching Problems, p. 22.
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good knowledge of the theory of double entry bookkeep-
ing but few of them know how to make entries which
differ even slightly from the entries they have made
in practice sets in school. Most of the students seem
to memorize rather than to think situations out, and
to acquire knowledges through association.

3. 'e have great difficulty in finding store
clerks who can do computations accurately and fast.
Many of our employees cannot write legibly, which
causes the cashiers and bookkeepers much difficulty
and results in much loss of time.

4. Many of our beginning commercial employees,
and experienced ones as well, have decided difficulty
in following instructions and in exercising initiative
in their work. They usually have to be told, time and
again, exactly how to do simple work.

5. Lack of knowledge of English probably hinders
the work of my stenographers more than any other one
thing. When letters and other transcription work must
be done the second time, the result is a loss to the
employer. The average letter costs me about fifty
cents when all elements of cost are considered, and
one can readily see that when it becomes necessary to
have a letter re-typed because of a misspelled word or
a similar error, there is a definite loss in dollars
and cents as well as a loss in time.

6. In my opinion, students of business subjects
should have more drill in the rudiments of bookkeeping,
shorthand, commercial arithmetic and typewriting, with
a view of practical usage. They should have some oppor-
tunity to use in practical, functional situations the
skills and knowledges acquired in studying these subjects
in school. I believe most business men would be willing
to cooperate with the schools to a reasonable extent in
helping to furnish practical business tasks for commer-
cial students. Certainly, business firms could profit
by such procedure, for it would enable them to obtain
better-prepared commercial employees.

7. 1 find that a lack of neatness in the appear-
ance of the work is a common fault with commercial
employees. I believe that students in business courses
in the high school should acquire a better appreciation
of work well done. Too many stenographers are content
to hand to their employers letters which are placed
poorly on the page, and in some instances which even
have strikeovers. No employer who is really interested
in keeping his business a "going concern" rather than a
gone one wants to attach his signature to such letters.
There are other examples equally as significant. 6

6Verbatim Suggestions and Criticisms Given by Employers.
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Suggestions from representative Employees as to How the
Commercial Curriculum May be improved

Twelve representative commercial employees who were

former graduates of the McAllen High School were inter-

viewed for suggestions as to how they believed the high

school commercial curriculum might be improved. These

suggestions, as quoted below, include:

1. There should be some arrangement for each
shorthand student to take dictation from other persons
than the instructor. More work in the actual com-
position of business letters should be given. Students
should be required to write more legibly and should
have more training in spelling.

2. There should be some arrangement with business
firms whereby students might have some actual business
experience in offices along with their technical and
theoretical training, particularly in salesmanship,
bookkeeping, and shorthand.

3. More training and drill work should be given
in bookkeeping, penmanship, and commercial arithmetic.
The instructors should set up more problems which will
offer students more chance to think out difficult
problems. More definite training in the operation of
adding machines, calculators, and the Mimeograph
machine should be included.

4. Students should be given more opportunity to
exercise initiative in commercial courses. More
definite training in meeting the public should be
provided. Students should be encouraged to take part
in activities which will bring them into contact with
the public.

5. The commercial curriculum should be broadened
so as to include instruction in selling and some work
in management. Typewriting, bookkeeping, and commer-
cial arithmetic should be taught more thoroughly. 7

From the suggestions and criticisms offered it is

found that both employers and employees of McAllen think

7 Verbatim Suggestions and Criticisms from Employees.
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that typewriting, shorthand, bookkeeping, business arith-

metic, and penmanship should be stressed as subjects for

preparing commercial graduates for positions. Hodge, in

a survey of the business organizations of Denton, Texas,

recorded similar results. 8 Most of the employers and em-

ployees believed that the courses should be made more

practical and more thorough. They indicated that practi-

cal English should be correlated with the business courses

and that emphasis should be placed upon spelling. Several

employers and employees suggested that more thorough and

definite training in the operation of adding machines,

calculators, and the Mimeograph machine should be provided.

Most of both the employers and the employees believed that

a thorough course in retail selling should be offered.

The Present Commercial Curriculum

The present commercial curriculum in the McAllen

Senior High School includes two units in secretarial train-

ing, one unit in bookkeeping, one half unit in commercial

law, one half unit in commercial geography, one half unit

in commercial arithmetic, and one unit in typewriting.

The courses as now organized are not arranged so that a

student may receive an adequate amount of training in any

one field of commercial work, such as selling, accounting,

or secretarial work. The commercial training offered is

8 James Hodge, "Commercial Curriculum of Denton Sgpnior
High School," p. 27.
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general and in the light of the findings of this survey

does not satisfactorily meet the needs of the community

from the vocational viewpoint. With this problem in mind,

the writer has attempted to set up a plan which should

meet present needs more adequately.

Reorganization of the Commercial Curriculum

Recognized authorities in the field of business edu-

cation seem generally agreed on the basic commercial

subjects which should be taught in the senior high school.

In the following statement, Walters makes an excellent

summary of what the basic commercial curriculum should in-

clude:

Beginning bookkeeping should be required of all
commercial students, for a knowledge of the elementary
principles of bookkeeping is equally valuable to 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
financial statements exceedingly helpful. Moreover, a
year spent in the study of bookkeeping will develop
systematic habits as well as clerical neatness and
accuracy qualities which are desirable in everyone.

Advanced bookkeeping, accounting, and cost ac-
counting, unlike beginning bookkeeping, should not be
required of all students, but only those students who
are looking forward to bookkeeping and accounting as
a life work.

Shorthand is a vocational subject; hence, it
should be required only of those students who desire
to become stenographers or secretaries. This is the
basic thought in the statement of the Department of
Public Instruction of Pennsylvania. "The primary
purpose of a course in shorthand should be to develop
skill for those who will use it in connection with
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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 educators that shorthand
should be a specialized study for a selected group in-
stead of a general requirement for every pupil in the
commercial course.

Although typewriting may be offered as a junior
high school or even an elementary subject, it is pos-
sible that many students will not desire to elect the
subject until they have reached senior high school.
Hence, it is well, even if beginning typewriting is
offered in the junior high school, to offer a begin-
ning course to senior high school students. In the
discussion of junior high school subjects, it was
pointed out that shorthand and typewriting need not
be taught contemporaneously. That many schools realize
this is shown by the summary of commercial subjects,
for while fifty-three of the hundred schools offer
first-year typewriting in the ninth or tenth years,
only thirty-five schools offer first-year shorthand
that early in the curriculum. Two years should be
sufficient time to devote to typewriting, but if the
subject 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
secondary school curriculum, refers to the general
principles of selling, which are equally useful to the
traveling salesman, the retail store sales person, the
famer who sells his produce from house to house or
from a roadside stand, the filling station employee,
the restaurant 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 sel-
ling should be offered. If, however, time and school
facilities admit the offering of more than one subject
in this field, then the course in salesmanship may be
followed by courses in retailing, advertising, and
other marketing subjects.

To be worthy of a place in the curriculum, sales-
manship must be taught from the consumer viewpoint,
for when taught from this viewpoint, salesmanship is as
valuable to the buying public as to the manufacturer
and the retailer.

The subject of retailing is in reality an applica-
tion of the general principles of salesmanship to



45

retail work. Of course, retailing may be made to in-
clude many phases of store organization and administra-
tion. Although the majority of schools offering retail
selling require a preliminary course in the general
principles of salesmanship, yet some schools do not.
Where this is the case, extra stress should be placed
on the theory of selling in the course in retail sell-
ing.9

In regard to other subjects, Weersing states:

Work in business English, handwriting, and spell-
ing can be justified only on the supposition that
those who are leaving school to go into business need
more facility than is provided in general education.
Business English is not particularly different from
English used elsewhere, and the small amount of drill
necessary to fix special terms, expressions, etc., can
be included in other commercial courses. It is, there-
fore, recommended that in smaller schools courses in
these fundamentals, including business arithmetic, be
offered as remedial work without credit. In larger
schools it would probably be advantageous to group the
commercial majors in separate groups and courses in
English in order to adapt the instruction to their
special needs. In such cases, English, spelling,
grammar, business correspondence, etc. can all be
taught together. Handwriting may in some cases be in-
cluded in the English period, even if taught by a
special teacher, or may be required without credit
from all stenographic and accounting majors. Both
handwriting and business arithmetic are frequently
taught in connection with bookkeeping. In any case,
all of these special drill courses in the fundamentals
should come as close as possible to actual entrance
upon an office position.10

From the information presented here it seems that the

immediate task in revising the commercial curriculum of the

McAllen Senior High School is to retain the present courses

and add courses in penmanship, salesmanship, junior business

training, advertising, advanced bookkeeping, and business

9R. G. Walters, The Commercial Curriculum, p. 16
10Frederick J. Weersing, Reorganization of Commercial

Education in Public High Schools, p. 139
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English. All of the commercial courses should be corre-

lated with the work of other departments, particularly

with that of the English department. A tentative, flex-

ible plan for carrying out this program is presented in

the recommendations given in Chapter VI.



CHAPTER VI

CONCLUSIONS AND RECO IM ENDAT IONS

Conclusions

The data in the study would seem to justify the fol-

lowing conclusions:

1. The skill-building subjects of typewriting, shorthand,

and bookkeeping should hold an important place in the

commercial education program of the McAllen Senior

High School. Out of a total of 1597 employees in

the various commercial positions, 481 were employed

full-time in either bookkeeping, typewriting, or

secretarial work, and 234 others were doing general

clerical work which required a knowledge of these

subjects.

2. The tabulated results of the survey show that more

than fifty per cent of the employers of bookkeepers,

bookkeeper-stenographers, delivery boys, office boys,

telephone operators, and typists do not demand ex-

perience of employees; and that about fifty per cent

of the employers of filing clerks, sales persons,

and shorthand stenographers do not require experience

of employees. This indicates that for these parti-

cular positions more than half of the employers of

McAllen, Texas, are willing to take high school

47
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graduates without experience in commercial work.

3. The relatively small number of employees performing

certain of the jobs included in the questionaire,

such as filing clerks, order clerks, shipping clerks,

cashiers, and solicitors indicates that it would

probably be impractical for the school to set up

specialized curriculums for this group of employees,

but that training in such work should be included in

other commercial courses.

4. The relatively large number of persons employed in

selling positions indicates a need for a salesman-

ship course in the curriculum. Of a total of 1597

employees, 636 were employed as sales persons.

5. There are 208 firms in the city owned by proprietors

who do all of their office and selling work. No out-

side help is hired. It seems reasonable to believe

that many of the graduates of the McAllen Senior High

School may become independent owners and proprietors.

However, since most of these future small-firm pro-

prietors will probably first be employed as salesmen

in other firms, it is felt that training in store

organization and store management hardly justifies a

separate vocational course of this type. Managerial

training may be included in the salesmanship course.

6. The many additions in commercial positions during the
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period from March 1, 1940, to March 1, 1941, indicates

that adequately-trained commercial graduates should

have little difficulty in finding jobs soon after

graduation. Most of the employers of McAllen, Texas,

have indicated that they will employ high school

graduates who are properly trained and are at least

eighteen years of age.

Recommendat ions

The replies from both the employers and the employees

interviewed indicate that all of the commercial courses now

taught in the McAllen Senior High School are necessary for

an adequate program in commercial education. After con-

sideration of the data from the survey, it is recommended

that to the courses taught and the equipment used the fol-

lowing additions should be made:

1. Provision should be made for part-time employment in

the business firms of McAllen, Texas, for advanced

commercial students. This would make possible a

closer relationship between the school and the busi-

ness firms which employ commercial workers and should

make the training more meaningful and practical.

2. More opportunity should be provided for the commercial

students to develop desirable attitudes and work

habits.

3. The commercial curriculum should be organized to
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include the three major fields of training of selling,

secretarial work, and bookkeeping, as presented in

Table 18.

TABLE 18

THE SUGGESTED CURRICULM FOR EACH OF THREE
TYPES OF COMMERCIAL POSITIONS

10th Grade llth Grade 12th Grade

Selling Course

English II English III English TV
Penmanship Business English Elementary
Typewriting Salesmanship Bookkeeping
Junior Business Speech Commercial Law
Training Business Advertising

Arithretic Civics
Economics

Secretarial Course

English IT English III English IV
Penmansh ip Business English Elementary
Typewriting Secretarial Bookkeeping
Junior Business Training Commercial Law
Training Business Salesmanship

Arithmetic Civics
Economics

Bookkeeping Course

English IT English III English TV
Penmanship Business English Advanced
Typewriting Salesmanship Bookkeeping
Junior Business Business Commercial Law

Training Arithmetic Civics
Elementary E c onomics

Bookkee ping
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4. The twenty-six Remington typewriters should be retained

and at least ten more Remington, Underwood, or Royal

typewriters should be purchased. Since these three

makes of typewriters differ very little in mechanical

construction and operation and are found in almost

equal numbers in store and office use, either of the

three makes night be purchased.

5. The commercial department should retain the Victor

adding machine now in use and should obtain at least

two other standard electric model adding machines for

the use of commercial students. One standard electric

model calculator should be provided.



APPENDIX

COPYE1CIAL JOB SUVEY OF MCALLEN, TEXAS

Type and Line of Business

Directions:

Pos ition

You are requested to answer the questions con-
cerning the various cormrercial positions you
have in your business. A samp le column, already
filled in, is given.

Number
Emp1 oye d

by You
at Present

Number of New
Employees

Hired During
Last 12 Months

Lowest Age
Employee s

Will be Hired
by You

Male Fem. Male Fem. Male Fem.

Sample 8 5 2 2 18 17

Bookkeepers
Bookkeeper-sten.
Cashiers
File Clerks
Order Clerks
Shipping Clerks

Collectors

Delivery Boys
Office Boys
Sales Persons

Shorthand-sten.
Stenotype-s ten.

Telephone Oper.
Typists

Urappers___

Solic it ors
List Others

52
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Questionaire Continued

Do You Prefer Do You Require Indicate with an X

Male or Female Experience? Least Educational
Employees? (Indicate with) Preparation You Will

(Indicate with) (an X. ) Accept

(anX.

Male Fern. Yes No El. T.S. B.C. Col.

X X X _

_ _ _ _ _ _ __,__._ _ _ __V
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MEA'S OF OBTAIIG EMPLOYEES

Please check the agency you use most in obtaining employees:
) Personal application

Errployment agency
) Want advertisenrmnts
) Business college (placement bureau)
High school (aid of school officials)

Do you think the high school commercial department
should maintain some definite means of helping its graduates
find jobs after graduation?

BUSINESS 1A CHINES USED

Directions: Please state the number of employees who spend
all or most of the ir time operating the type
of machine specified.

TYPEWRITER OPERATORS:

Fema leList makes of
machines used
and number of
each make.

ADDING 0ACHINE OPERATORS:

Female List makes of
machines used
and number of
each make .

CALCULATOR OPERATORS:

Male Female_ List makes of
machines used
and number of
e a ch make .

BOOKKEE PIN", MACTI0E OPERATOR S:

MaleFemale _ __ List makes of
machines used
and number of
each make

Ma le

Male
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ADDRES SING MACHINE OPERATORS:

Female List makes of
machines used
and number of
ea h make.

DICTAPHOINE OR EDIPHOHE OPERATORS:

Female_____ List makes of
machines used
and ntimber of
each make.

Male

Male
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