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GHAPTER I

The Problewn

The reasons for meking s survey of the slericsl ovaoupss
tions of Sugey Land, Texas sre to deternmins whether or not
gradustes of Sugar Land High Sohool eve qualified 1o accept
positiona offered them, and to obtaln sugpéstions for revis.
ing the commercial currigulum of the school,

Glerical work has often been called the “Orest Pleld of
Opportunity® for youth. Korye young people come out of high
sehoc) desiring $o enter clerical work then any othsr rie1a,}
fuger Leand, thouszh small in gize, offers meny opportunities
for clerical employment %o the hish schosl graduste; yet thers
are many who muat agoespt Jobs of the common lsbor class bew
onunse their clericsl training ie not surficient to gquaelify
them for employment in the cleriesl flaeld,

The commerclal oourses offered in the high schos) have
been eriticised by the buslnaegs men and by the clerical eme
ployess as belng insdeguste for training students in buale
‘ness prectice, THis mskea 1% G1ffioult for ths commercisl

gesduste to £ind hile place in the business office. I these

1
km&tar 5. ﬁahim&wh §g§ Lelend L, kedaken, The Cutlook

1
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chargss are true then 1% ls the duty of the s¢hosl o aseere
tain what i@ demsnded of ths beginning clericel suployses
and to prepsre gtudents o wmest thess denandsi

It seems an axlom of educstion in thie age that,
pg they era sbout to enter active 1ife, esch group
should be prepared for 1ifs in some spocial way. ‘The
third of thelr hiuh school courses remsining beyond
genaral sducaticn would then repreéssnt thet §yﬂ@iﬁ1
tralning for these young psople, Here mould b ;
oppertuni sy for busineses courses, for the vork in the
arts; Tor spriculturs and home %@ﬁﬁﬁmiﬁﬁ and 8 Thoge
s&ﬁﬁ other praciicsl fields. These courses are not
wholly voostionsl in intent, nor is the bresk complete
between then snd general educatisn.: On the contvrery
ﬁhzg should eayry forwerd the spirit of 1% into these

ms and for thess young pecple, exsctly as doses
further mathens %}as or language for those who are go-
ing to collegs.

The treining of students o £111 nositions in the bHusie

ness offioe le one of the zejor oblestives of the oommercial
dapartnent of ﬁ&gm?*&@né'ﬁi@% Sshool,. Since this i tﬁé
cang,; the depsrtuent should set standarde ef sompetensy which

will mest the depands of the business world, This study is
gade for two purposes, the first of whieh le thres folds to
gecure informaticn congerning reguirements necessary ror ems
ployment 1n various clericel positions; chersoteristiocs of
work perforsed in thoss positicns, and deficisnoles in the
work of ths employees; the second purpose 1§, upon the basis
of facte dlagovered, te draw conclusions concerning s dew

mirﬁhle‘kigk aghool prngxaw far %@aﬁa&ﬁg~@1&rﬁa&1 WOYRETB

*Exa&ag%s from the Hervard Report,” ;%«ﬁ'ag; Lo
ead, Sdnpetlion, Awericsn Business Bineation, (1S
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“lamlitationsg of the Study
This study iﬁ-limiz&& t¢ the foliewiag”algria&l gﬂsi;
tions found in Suger Land, Texas: Accountants, Bookkeepers,
ﬁaahiars, ﬁrrieafﬁa@xina*eparatarﬁ, Secretaries, steﬁ@gra;
phers, f?piaﬁﬁ; Bil1l Clerks, Credit Clerks, File ﬁiarks;
Payroll Clerks, Sales Clerke, Shipping Clerks, and Stock
Clerks.

Definition of Terma

The term "clericsl oceupstions® is so looesly used that
the writer thinks the definition given in the Dictionary of
Cccupations® should be presented to clarify the meaning of
the term as used in this study. |

Glsrie&l occupations include positions concerned
with preparation, %ranscribing, tranaferring, systems-
tizing, or preserving of writien communications and ree
corda in the offices, shops, and other places of work

where such functions are performed. Nost of thess oo

cupations are performed by mental end manual processes,

but a few include in part or in whole the operation of
such machines ag bookkeeplng machines and caloulating

machinesg. ,

The clericsl occoupations listed sbove in "Limitations
of the Btudy® are used in enumerating the positions in Sugapr

Land.

Sourcesg of Data _
This study is bssed upon data obtained from the follow

ing sources:

gervice. p. 21. o S




1"««

b

Personal lntervisws and guestionnaire conteets with

 employers and employees.

2,
3.

in

Opinions and stetements from recognized authorities.
Findings of simllar surveys.

?r@@aﬁurg

making the survey of the buginess Tirme, & @@@h&a&*

tion of the questionnaire and personal interview types of

normative-survey method of research 1s used. It is believed

that this method will give the dest results becsuse the

questionnairs will aid in securing uniformity of information

gecured

In

1.

from the interview.
making the survey, the steps followed are:

gegure permission and cooperation of suthoritise

. to make the survey.

2

?ermulate a quastianna&ra to D2 pr@&@ntﬂé ta‘th& @t
ployers asking for the requiréments and quslifice-

tlons in each position, the salary schedule, the pro-
motion opporiunities, the office ma@hlneskaﬁﬁ filzng

systems in use, end suggestions for improving the

 gommereilal curriculum in the high gchool.

Formulete e questionnalre to be pressnted to the em-
ployees who avre grmﬁugtws of Sugar Land High School,
asking for the dutlsg of thelr positions, schocl sub-
Jeots that were most baneficiallta'tﬁem, aﬁbj&ats
they think should be added to make the commercisl pro-

gran wmore effective, and criticigme and suppestions



they cars to make for 1m@r9ving the commeroisl
_ éurriculum in the high school.
4, Use the questiaﬁﬂ&ir& as the b&ﬁis f@r ﬂimaueaiﬁﬁj
“&ﬁé interview the employer and awpimygee; |
5 Tabulate ear@fuily; the data glven in the questione
naire and compile ﬁh@ facts in tables to present a
. true ploture of the results of the survey.
&. Analyss the data snd, using this as & basis, form
ulste a curriculum to be sugrested for use in the
Sugsr Land Hlgh Scheol,
fhe survey, 1t is bsligvaﬁ, revesls information thst
will be aémgtruaﬁive;ﬁﬂﬁ belpful to the business firms, the
‘schools, snd %o the students who plan to enter clerlosl work
upon graduation from high school,

Belsated gtudies

Before s new eurrieulam, to train high.scnaal students
for positions they msy secure on graduation from high sehool,
can be planned, related studies should bé examined te rind
out what others have sccomplished. Home of the studies exe
amin#ﬁ in this survey are: , |

In 1944, Thelma Maude Potter conducted s similar gurvey
by sending out quasti@naairés te bhoth amyiay@vg and 3&?1@?@&5.
The gsnerél purpocse of the study was to alaﬁiry the concept
of the work of the general clerical employess $he specifis
purposss were to determine, {1) the education and axperience
required of the general clerlcsl workers, (2) the employment

policles of business congerning general cleriocal workers, and,



(3} the genersl snd specific characteristics of the work ar
the typical gwnerai glerical employse with partiaulzar emphas
8is on the use of machines. From this study a desirsble sec-
ondary school tralning progras for genersl al&rieai workers
was formulated. ? o _

Mise Potter found that over eighty-five per cent of the
work of beginning clérical amplayeaa involves skills in types
writing; tzling, and such nan»epsaial&zsa clerical werk ag
alanairying and aartzng or ahaakingxaa&aﬁ end numbers for
ACCUraCY .

ghe alsc found that aasghaxf of the total hours of work
performed by g@neral alerieal emplayaaa 18 spent 1n filing
aetivﬁtias; operating aﬁéingwaalaulating maahin@ag and using
miscellaneous meehines., |

Miss Potter recommends that the general clerical traine
ing program in gecondary schools should be devoted to the dew
velopment of skills in typewriting, fiiingg non«specialized
eieria&I work, and simple 2dding machines operations: Intene
sive training in secondary schools for complicated ocalpulats
ing'ana baokkaaping_maahinea ere of questionable value.,%

~ In his book, *Reorganization of Commercisl Edudation in

the Public High 5@&9@1;* Freferick J. Weersing made a survey
of the commercial pagitianalxn Minnegota. This survey was

maede by the &a@ of questionneires and interviews.

1 mmﬁw i e o e e o s
erE rigel Emp ayeas npu ed Doctors ea 8, Tea
ars &wi1ﬁ@9, Golumbia Bﬁivarsity, (19&@), PP. 7181 '



From the survey ¥r. Weersing came to the fellowing con-
clusions: (1} commwercisl education as now administered ig
85111 far too mechanical and on too low an educational level;
(2) if the inersssing enrollment in commereial classeg is
evidence, commerciel education iz one of the most popular gnd
one of the most important courses in the curriculum;

{3) training of clerieal workers 1s well taken oare of in
most 1natanaes, but too many students study shorthand who
never make any use of 1%; (4) the aversge commercial grad-
uate 13 so deficient in Englieh, reading, erithmetic, spell.
ing and handwr&ting that he mekes an undesirsble business
emyloyze. If these deflolencies are not teken cepe of in
other departments of the school, the commersial department
mist see to 1t that its gradustes aeguir@ the nesessary
knowledge and training before graduation,”

Bule B, Reno made & gurvey of the business firms in
Austin, Texas, for the purpose of securing the views, sug.
gastiong, and eriticliems of ninety-five Austin employers as
to the perszonal and academie qualifications expected of enm.
rloyees in the business office.

The interviews brought out a unanimous opinion that the
buginess training program of schools needs enriching, that 1t
needs to go b&yend the point of mere commerelal or voecational

training. Seemingly, amphasis has been plaeﬁﬁ on the teaching

%‘mﬂerick erm ng, Reors Comme)

in Publie 190018, 5&:&:‘&;‘)&»%5%@1: Publishing Gompany,
iﬂelnﬁati, Ohio, (1929)., !



of some particular gk1l) such as boekkaeping, shorthend, or
typewrit:ng, rather than on the essentisls thet will anable B
péerson to profit through knowledge of one or move of thoge
skills. ‘Some of the essentials ﬁa guccess and growth in
business occupntions as found 1n the survey are: (1) sn a0~
ceptable degree of marketsble efficiencv in gome akill in
order to galn entrence into businees; (2) = knowleﬁge of the
requirements, opportunities, and 14 imitations of hig chogen
field in erﬂar to develop happy and satisfaotory working oone
ditlons far the empl@yaa, his amplayer gnd hia asaestat&a;
{3) a knowledge of the personal traits and chara@tsristias
that particularly gqualify him far the speclal type of wcrk
he does. The esarlier a a%uﬂent,learna that hie persongl
traits fall short of those trelits aaasnﬁia@ to a aﬁaaesafal
aalesman, accountant. ete., the betterﬁu

In 19&1, Leo E. Donohew msde 2 survey of the vocational
apmartunitias for aammarcial gradmatea @« the smaller and
medium~gized high schools in Lafayatta County, Missouri, for
the purpose of suggesting ed juatments of the écﬁmﬁaeiallaumw
riculum of that eounty.

‘The following eenelusimns were reaahaﬂ: (1) there 1g an
urgent need for reorganization of the conmercial ourriculs gf
the high aehoala in Lafayette Gﬂunty, since the present eure -

riculs ﬁo not prnviﬁ@ for aﬁequate vaeaticnal pr%parakion for

6Eu1a B. Reno, "Integration of eammarcial @%&ehing with
Business,® Unpublished Thesis, University of Texas, Austin,
Texasg, (193%).



variocus occupational groups; nor for non-vocational groupa;
(2) needed gkille and techniques should be acquired in high
schools; with these skills and techniques, facilities should
be provided for developing the social qualities that form

& vital part of the workers in business; (3) there is no
demand for gpecialization in any one field of sommercial
edusation, therefore, a generslized gourse in commeraisl
education should be planned.’

J. D. Bryant mesde a survey of the commercisl employees
in Gladewater, Texas, in 1941. The prinoipsl purposs of
this study was to revise the commeroial curriculum of Glade
water High School to fit the needs of the commercial employ-
easd. _

The results of this survey show a definite need for
more guidanoce as & part of the commeroiasl program in the
high school. 'In order %o know what qualifications are de-
mended of commercial workers and how to £it the subject mate
ter of the business ocourses $o these qualifications; one
should keep in touch with the community.

This etuly showed that the skills snd subject matter
taught in the commercial courses of the high school were
not asdequate to meet the needs of the worker in his first
position.

"Leo E. Donohew, “samméreiai Curriculum for Lafaystte
Gounty, Missouri ﬁnpnbliaheﬁ laaters Thesls, North Texas
State College, Denton, Texas, (1941), pp. ££-90.
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It wae recommended that the ocommerclsl currionlum be
mede to include three major flelds; bookkeeping, secretarial
work, and general business, and that the sourses in 000uUpa~
tions be required of all beginning high achool stuients who

degire to take business aoursas.s

5. p. Brysnt, ®A Survey of Commercial Employees in
Gladewater, Texas with Recommendations for Commerclial Train-
ing Program of the Secondary School Level," Unpublisghed
Masters Theals, North Texas State Teachers College, Denton,
fexas, 0L981).



CHAPTER IX

OPPORTUNITIES FOR GLERICAL EMPLOYMENT
IN BUGAR LAND, TEXAS

Sugar Land, Texas, is laeated in Port Bend County,
twenty-three miles west of Houston on the "o14 Bpanish
Trall® highway, running from Sen Diego, Galifornia, to 8%.
Angustine, Fleorida. |

The Sugar Land Industries is the parent company at
guger Land and is known as the Massachusetts Trust. It is
opersted by a board of trustees. The officers of the organ-
ization, composed of five members chosen by the board, make
up the governing body of the town.l

‘he property lnaarpapate@ within the oity limits of
Suger Land ls owned and sontrolled by the Sugar Land Indus.
tries. Everyone living in the é@pn 18 a renter, and, from
the general mansger down to the 4ay laborer, gives s monthly
check ae a rental for his home. The houses are alike in-so-
far as modern conveniences are concerned; the only differ.
ence is in the size of house required by aaéh rantaf. During
the present war period when rents, wages, as well oa every-
thing slse, is abnormally high, rents at Sugar Land have re.
tained thelr prewar level.

lguoted from en interview with Mr. H. G. Thompmon, Viee-
President and Genersl Nanager of the Sugar Land Industries.

1
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Buger Land 1g & town shers everybody works. Some £11l
the o1l on the Suger Lend farms of tend the Sugar Lend
stock thet roam its broad pestures. Others are enguged in
the refining of sugar or cannlng food in the large Mershall
Canning Company plent. Some mix stock feed at the big plant
of the Suger Land Feed Compeny or operate the eleotricslly
driven gin, while aﬁhera serve ag accocuntants, bookkeepers,
glerks, secretaries, stenographsers or ??ﬁlaﬁs.a | i

Since the school has accepted the reﬁﬁﬂnﬁibiliﬁy‘ﬁf
prepering students for the business field, it is necessary
to know what to tench end what phases of-the subjegts to
erphasize, - e

Busginess %rgaﬁizatiéaa

Ko satisfactory business training can be given without
gongidering the actual ﬁnginega orgenizetions of t&e COmMBU N
ity.

‘ A sound program for business education must be

squared against the needs of the business community

which it serves. These nseds cannot be complaocently

regarded as statle. Hvery avallable source of infore

mation must be constantly checked to 1&ant%£y trands

and determine new directions for training. ‘

Bvery business organization of Suger Land that employs

cleripal workers is 1na1u&e& in this atu&y.

2

11 6. B Gilltepte, mat Beconse_of Your. s
}30 kN

Wgpr Dellard

A, D, Eastman SWhnt Stendards Does ﬁanagﬁmaat ﬁ@ﬁi?ﬁ?“
of Busifiees iuestion,Vol. XXI1, (Fobruary 1947),

Pe 3
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From theee dats 1t 1s Tound thst there are eightsen
businese orzenizaticne employing 155 clerical employses.
Only those bualiness organizatione employing celerical workera
are listed., All these orgsnlzations ars controliled by the
Sugar Land Industries, except the Humble 0il Compaeny snd the
Southern Paciflc Rallwsy which are owned »nd controlled by
larse corporaticns outeide of Sugsr Land. The two companlies
pre included is this study banauaa»the_em@ioyeas in the
clerical pesitlons are from bHugar Land.

Further study cf Table 1 shows that only one business
orgenigation for eéach type of business is found in Bugar
. Lend: for example, there is one drug store, one grocery

store, one sugar refinery, etce It is a town free from
competlition 1h buginéaa which nsturslly has its good and
bad Teatures but the high‘pri@éa sﬁg;, that usually szocone
pany such & plan are taken cars of by the govarning bGﬁy,
The gugar Land Inﬁustrias.&

Alsc in Table 1, tha‘reaéﬁr wlll obssrve that the msin
business industry of Sugey Land le the Iﬁparial ﬁug@r GO
pany where forty-five clerical wérkersvar@ @&ylﬁ?eﬁ.

The company is & Texae ccrﬁnratienvsp@rated by a board
"of directors. This board ie composed lergely of men in the
Sugar Land Indusiries; therefore, the itwo organizations are

very clogely ralat@d.s

na. B G1llleple, Whet Begomes
pe 14

5 .
uoted from an interview with kr. H. G. Thompson.
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Agaln, Table 1, shows the different clerlcal positions
and the distribution of the 155 glerical employees. The
largest clerical group is the bookkeepera, with fwenty-four
or sixteen per_eent of the employees. The gecond largest
oclerical group is the typilsts, with twenty-three or fifteen
per cent Qf the employess. Sales elarkg ranks third in order
with twenty-two or fourteen per cent. _ﬁaxt in line feg the
- gegretaries, with twenty-one or thirteen per cent. The re-
meining clerical employees were dlatributed as follows: stock
clerks, twelve or eilght per cent; aceountants, cashiers and
file olerks, nine or six per cent each; payroll clerks, eight
or five per cent; c¢redit clerks and shipping olerks, six or
four per cent; bill clerks, dictaphone operators and stenog-
raphers, two or one per cent. Over fifty per ocent of the em-
ployees are found in the positions of bookkeepers, typlsts,
gales clerks and secretaries. This information should be ben-

eficlal to the counselors and teachers in their guldance work.

Annual BRste of Turn-over and New Poslitions Created

Table £ shows the average rate of turn-gver and the
aversge number of new positlons created each yesr. 7This in-
formation ie %teken from & statement made by Mr. H. G. Thompson
Vice-Pregident and General Manager of the Imperisl Sugar Come
pany. 1t revesls that the average rate of turn-over eaoch year
1g about forty-five or tweniy-nine per cent of the 155 employ-
ees, and the average number of new Jobs oreated esch year is
sight., Thus, Tifty-three workere are employed ennually. %his
increase in personnel is high and characterietlc of a community

that s meeting occupational opportunities for its people.
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TABLE 2

THE NUEDER OF ENPLOYERS HIRED EACH YRAR IN THZ
BUSINESD ORGANIZATIONS OF SUGAR LAND, THAAS

Business Organizastions Annusl Naw Pogitions
Purn-oveyr Creagted
Harris-Fert Bend Telephone Company.. 3 0
Humble 01l and Refining Company..,.. e 1
John Da2re Plow Comuanyesuvessronase O Y]
mee?i&l EﬁkepyauqoQQ-Q‘a-s.}-g,'g.g by O
Izperial Bank and Trust Company..... ] 0
Imperial ﬂla&nwrﬁiﬁsﬁ-sq!',!9-,91!0--!! O 0
Imperial Dry GO0 Seennnrsnevasvnsnse ‘}4* O
Im}ﬂrﬂ.&l DmgSo;.yq.“.g,g,.”.g.q,._.‘,g E‘i 0
Imperiel Groceryecsi v rnnnsnnss 5 2
Impﬂﬂﬁl Jgarkatiiu,atc|cggggq99ng9g 0 G
Imperisl Suger Gﬁm;::&ﬁy..u.““,”” 5 2
HMarshall Canning COmDANYc.seervavssy 3 1
kedleal and Surgical CliniGeesivuves 3 4]
Eﬂ%‘ﬂr Lard Inﬁuﬁtrﬁegru.g,g¢§qggg,pg 6 2
Sugar LanG JOtor CORDanYsysssessnses 8] 0
511{;:&2‘ Lﬁnd, Publi‘?- 3@0&1#0‘&1;0..9!91 1 g .
Southern Pacific Hellwayesencsoneons 2 4]
Viﬁﬁ@ Frﬁducﬁs......”-........“n. 1 9]
Totel &

E

5

Usually there ars about thirty students 1n the greduate

ing elase eech yesr; therefore, all the graduztes of the come

mercial department if vroperly frained should be rlaced in

positions. It l¢ the duty of the aschoocl t6 prenars the stue

dents in every way possible to take mdvantsge of the OpnoTS

tunitias offered them.

To serve the stutlents end the cormunity most adew
anately, ths commercisl denartment of the schosl must
glve careful attention %o the plan for training thig
large group of clericel workers, who meke smuch ga 1%
portant contribution to the industrisl plsture.

g - ,
Frederick G. Nichols, g

School, p. 123.

44

28 4o The Hish
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Opportunities for fSugar Land High Sohool
\ Graduntes

The dete in Teble 3 indicnte that 131, or sbout seventy-

twe per cent of the 155 alariagl émplayaea, are grafustes of
Bager Land High School,

TABLE 3

THE NUMBER OF EMPLOYEES.-GRADUATES
OF BUGAR LAND HIGH BOHOOL

Business Organizations Number of Graduastes

Humble Qi1 and Refinery CoOmMpanye,........
John Daere Implement COMDENT. cevreersvses
xm@gmﬂ Bak@l‘?’o¢.r«;-.«q&.;;.u...‘,«u‘.
Inperial Bank and Trust COmpaAY.e.ccvveves
Imperial 0leanersissivcrsrevsverviioccnnas
Imperial Dry Good QOmpANY.ssessvevesnsens
Imp@!‘i&l Ql'ug aﬂwmyitﬁq!ttqooiaauqc;ﬁ&’
lmpaﬂ&l Gl‘ﬁ@&l’yua;;,...u;.uu.,»op.--...
xm@am&l ﬁa?kat!l"ioQttqlrf!ltlQQQ‘-*ittt
Imperial Buger COmDONY.e.evvvereurcrnras
%&Pﬁh&li ﬁ&nninﬁ aﬁmp&nyiluu'Qt-.-innnnl.
mﬁiﬁal (':lw-i sul‘glﬂ&}. e}-iﬁia!'i‘adﬁavtttic
Sugar Land Industries...i.vaiiverconuesne
Bugar Land Hotor Company...oveveeavenesse
Sugar Lend Publio Schools....vivisvvnrnena
Southern Pasific Rallroad Company........
v1$@@ Pm&%@tﬂ......aa--.4...-....r...i,-.

Total T 111

3 P .
N P i

1t ot ST

From these dete, 1t appears thst busineass men of Sugar
Land give preference to the local high achool graduastes. Only
ﬁw&ntx»aight per cent of the smployees are graduates of other
high sohiools.

Requiremente for Employment in Poaitions
Table Y4 ghows that of the 155 employeee, eighty-one are
women and seventy-four sre men, the percentags ﬁaiag forty-
eight and fifty-two respeotively.



18

TABLE 1

DISTRIBUTION OF CLERICAL EMPLOYERS
AGGORDING TO sSEX

Positiong e ditimb S 2
Male | Fomele | Total

AcoountantBe.veecassncecons 9 0 2
BOOKK@OpBYS.saconsrsravense 19 g 2
Cashlors.icserosoveessseres 3 ) 9
Bi1ll Clerks,oesecvvccarenvs 2 0 2
Credit mﬁr‘kans&!!éﬁs!ee!!! e l‘}. &
Plle Clarka..vrisoeasrennsy 0 9 9
?&ymll gl’@!”kﬁb?ﬂ?&q!,ggggg 7 1 8
Bales Clerkay.v.vversonvene 12 10 22
Ehipping ClerkBe vcirvsress 6 0 4
Stock ClerkBesessrevssrsvrne 12 0 12
Dictaphone Operator8sceve.s 0 2 2
Secretarlose cieresrsvrevne 0 21 21
ghorthand Stenographers.... 0 2 2
Typisg'a".‘...'.Pi'.‘»‘..““ 2 21 3

Total 74 &1 15%

Percentage L48% 52% 100%

These dats indlcate an almost equal distribution of ]
ployment between women and men. However, in the accounting,
bookkeeping, payrell clerk, shipping clerk and stoek olerk
positioﬁa, men are employed almost exclusively. On the other
hand, in the positicne of oashiers, secrataries, stenographers
and typlste, a large majority are women.

This tendeney is further indicated in Table 5 which shows
the qmylayarsf preference for women or men workers in each

position.



TABLE §

- THE NUMBER OF ﬁﬁ?h@ﬁﬁﬁﬁ RHO INDICATED SEX PREFERENCE CF
‘ ENMPLOYEES FOR RAGH ?%?F QF “&?RIHAL P@SI?X&N

e
Positlons N ——tbilorence
‘ Mele |Penale Rercentepe
T———. - - *.{:E@Qﬂm- =2l
Mgmn“b;antﬁs.-..,ut....ﬁ:. 3 0 } 1 @
ﬁﬁ@kﬁﬁ@@&"ﬁuuuu.u..o- . 7 2 9 zg %g
%mi&yﬁnnuouttnoaétqh-tr» 2 3 5
ﬁill Qmﬂcl-tt--"attiﬁ 1 ) 1 1530 O
8! &xt ‘larkﬁu-.nu,'..-» @ 1 1 6 1”
m},@ c}.ark@'ql-kqnvntiyvc } l" 5 2‘3 K@
Fm&ll m@r&ﬂo«wc-.unond 1 1 a 50 5(}
g&l@ﬂ m@mﬁ--q.;.-p..‘aq 3 1 l" 75 25
ﬁh&g@ig§ loYkBesorevannd 3 0 31100 6]
ﬁt@@ﬁﬁ ﬁrkgttaat!hvnQAOl 5 Q 5 1 G
Dictaphone Operators....y 0 2 2 0 100
&&61’3%&3’195..--.--.. LI N 0 11 11 0 3.0@
ghorthand Stenogrephera.] O i 1 0 100
miﬁ'tsvt;oﬂtl!.l!itﬁ‘»til" 1 6 7 1.4 Eé

These date inﬁiaa%&,th&% men are preferred aﬁnluaively
in the pesitions of aaeeuntanﬁa, shipping clerke, stosk olerks,
and P11l clerks. Men are alaa preferred in over sav@nt@hriva
per cent of the cases a8 bodkk@@pars end gnles olerks, Women
are prafwrreﬁ axmlusivsly in the pasitiana of aru&it clerks,
aiatgphene opératora, saarataraas, stanagrﬁphsrs, and eighty-
five per cent in the positions of typlets and files clerks.
In the case of cashiers, the percentage 1a more evenly divided
between men and women. |

~ Teble 6 shows the minlmum sge requirement for employees

in each péai%&ea as kxprﬂssnﬁ by ampiayara of Bugar Land.

A study of thie table revesls that the age 1im1t for

most positions ie eighteen years.



TABLE 6

20

NINIMUY AGE LIMIT FOR EACH CLERICAL POSITION

~IN SUGAR LAND, TEXAS

—
o

Pogltions

Hinimum Age Linmit for the Em;ﬁawé

3 aa_ﬁggr&sga& by tﬁ&»%&@}@yar

16

17

18

o

20

o, -

Flle Clerksevesrinrivione
Payroll Clerksivsessrnsee
Balog Clerka,. svssvsassvss

%19131-“@ 3161“’&6» SR a e

Staak ﬂlSPkB§evp»»egéé;éé
Dictaphone Operators...q.
Secretari®fBes.vssnseprasis

ghorthand - 8tenographerg..

Typiﬁts#«:.-oaacoo.--qo-d‘

Fotal

|

MO MWUOFHOMO0O 00

FTP0 OV p O A OV

ad
3]

ot
e

Sl
Sk

O} COQCOOUOORCOOOD |

W DODQODOTGOOUOVDCN -

Since the twelve grade system was organized in the Sugar

Land schools in 1937, thres years before it was adopted in the

state program, the average high school graduate is oléer than

in other high schools of the stete, and may usually socept &

position requiring the employee to be eightesn years of awe.?

Teble 7 shows the educationsl qualifications required by

employers of Sugar Land, Texas.

- Gourge of Study for the Sugar Land High School
by the Faau1t§ end Superintendent of School (May, 19

{(Mimeogrephed

/

Prepared
)y Do ut



TABLE 7

IN Tﬁﬁ ﬁﬁ&lﬂhﬁﬁ &ﬁﬁ&ﬁi?ﬁﬁlﬁﬁs GF ﬁUGAﬂ Lﬁﬂﬁ, ?Eﬁﬁﬁ

ﬁinimum Eﬁuﬁ&tﬁanal RﬂQuiwﬁmanta
Positions Elem. CHigh Business | College
: ﬁahqpl . Behool | College |
Mﬁ@uﬂtwtﬁuiynsuautttg Q 2 2 5]
Baakk&@p&ra,.....u“” 0 10 O O
CaghloPs..covssvsnariny 0 5 2 O
}3111 ClerkE i veevvrrrny & 1 0 o
cm&i% ’c}»a:‘ksﬁqvt'ﬂ!s?! 0 2 Q a
Pile Qlerks. . vssersrry O i O o
Poayroll Clerké..:vcvved O 3 0 0
5&1&5 Glﬂ!‘kﬂu:--n:n-oyy @ . 2 Q ﬂ
mi’pﬁing Glerkai-*~tuuo o ' 0 O
8toek Glﬁrkag“,,-n.-u 0 7 0 0
Hotaphone Oparators... © 2 0 0
5952’%@&!‘1&5-&..-10*v-~9 6 11 ) 0O
shorthand ‘
stenographers.... .4 O 2 0 O
miﬁgﬁdhivl‘i&iﬁitdiﬁvt‘r 15] é & 1]

From these date the rvesder will find that to obtain a
pesition in the clerical occupations of Sugar Land, the sppli.
eant must have at least a hlgh,saheal sducation. Two employers
in the accounting field indicated that at least a businsss
sollepge sfucation is one of the requiremsnts for obtaining
employment in their organizetions. Apparently then the high
sahdal graduate, so far as the educstion requirements are ¢on-
cerned, has very little trouble securing a position as a cleri
cal emglayee in ﬁugar Land. |

Pable & shows the experience raquirmﬁ of the baginning
employesa.
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TABLE &

DISTRIBUTICN OF CLERICAL POSITIONS BASED ON THU NUMBER
AND PERCENTAGE OF EMPLOYERS WHO REQUIRE OR PO KOT
REQUIRE EXPERIZNCE OF EMPLOYEERS

‘ Rumbar of Ewplayars aha quuire or
; - s not Re m:m EXp. grisnes
Fositions ?@a | | Xo |
Number | Per cent Number | Per cent
3&%9&&13&1’1136“.-“...“. 1 25 3 75
EQQK}E@@@&?&« YRRy 1l 10 z
Cashiera.. covivrnsrnaey 1 20 ~ &0
Bill ClerKBeuevasenosny 0 0 1 100
Credit G&@r‘kﬁtw»muuauﬁo'v_ i) 3] 2 100
F‘il& Glﬁl‘k.ﬁo.“g-*,-.,‘ 4] 0 3 l
Pa,yrall Ql&rks!eeyse?no 1 30 a 70
finles 3133’389999!&”99& 0 0 K 100
Ghipping Cleyke.vevnsye 1 25 3 75
gtook ﬁ}.a.’f'kﬁ.u-,”,,”. 0 O 7 100
Dietsphone Operators... P 50 1 50
%QI’&#&!’&@Q-“”H””; 1 9 io 91
ghorthsnd .
Stenographere.....as 1 30 2 70
: ‘miﬂtﬁ-oecio‘-ntkh‘rnio 1 20 5 850

- The data in th&s tabla infiicate that most of the noaitians
may be gecured without experience. Gnly in th@ pasitiﬂna of
sgoountants, bookkeepers, cashlers, shipping clerks, dictae
~phone operators, secretaries, and stenographers ls experience

required and then by only one employer in each cese.

| S8alary Schedule
Teble 9 ehows the salary that a high school graduate may
expect Yo recelve in each position.
The highest salaries are pald the employees of the Humble
011 and Refining Qamgany. The lowest salaries are paid the



oashiers, bill clerks, oredit clerks, and sale clerks; these
are the employses of the reteil stores. Beginning employees

in ths business offices are paid §30 per week.

TABLE 9

WINIMUY SALARY PAID THE BEGINNING SMPLOYEES
BY THZ BUSINESS ORGANIZATIONS OF
SUGAR LAND, PEXAE |

~ : Minimum ﬁalary Paiﬁ Eeginnxng

Positions SRR -3 X per wesk .

$25 | ,$3° |, 935

Aﬂﬁﬂﬂﬂtaﬁﬂtﬁ‘..‘---'.aoi.g.,... 0 E 1
Qiﬁk&ﬁpﬁrﬁ.n,-,sgan,-....,- 1 6 1
g&ﬁhiﬁ!‘ﬁ-q&a--ny-cnvinuaqstdq I“ 1 0
Blll ClerkBerssssiosvennnanen 1 1 0
Credit Clorks...vonciscacsese 1 1 0
Pile Clexkooecsseerinerinonseoe 1l 3 1
P&ym&l mﬁrﬁ.Stnc*o‘nncqoonﬁn 1 2 0
s&l‘ﬁﬁ Gl&!‘kﬁ----»-a-..-,...-g L;‘ 0 ﬁ
ﬁhi‘ppiﬂ&’ ,G}.ﬁ!’kﬁ-,.ﬁq....--... 1 l 1
St00k ClOrEBessvansosvssvanens ﬁ, 1l o
Dictaphons Operetorsisssecess 0 2 0
BoretarifBeernsrrtasvosnnnan 2 .4 2
ghorthand Stencgrapherg.... .. 0 2 Q
?@1313&0'&1‘:&-’.##"*Qijntti 1 5 1
Total 21 T A

Qan&iﬂer&nﬁfﬁhﬁ feet that the majority of the employees
are from homes in Bugsr Land, the salaries psid the beginning

employee are probsbly adequate.

Promotion Opportunlitles
Opportunities for prnmﬂtion v&ry'wiﬁely-with the kind
of'bﬁsznaas, the size of the office, and the type of Work.

Secretaries, stenographers, ete., in the home office of the

-



o

Sugar Compeny and the Industries do not find the same OppOI-
tunities open to them as those in the small branch offices
of the Humble Oil Company, Visce Products, Mershell Cenning
Gompany, eto. The clerical worker in the small branch offices
hes opportunities for sdvancement to the main office in soms
of the larger cities. Promotions of the clericel worker 1n
the sugar'esmgany and Industries consist mainly in salary ine
cressss and sdvancement in the department where he starta. A
gsagretary may advence from a position in:tha general office %o
& position in one of the offlces of the officisls. The typist,
whoe is a "wide awake® amglayée may use her peasition ss s stepw
ing stons to cne of the better seoretarial poeltians.s
Typing is & skill that 1s of grest velue to ale

most every clerical worker. As an sided skill it

giveg the young job hunter an edge over othere who

§gy be aa;affiaigg% gl&;ks, haa%ka$ger@ or office boys.

zuch an edge often means & Job,

Sunnary

From the date presented in this chapter, the genersl
gonclusion is that Sugar Land offers opportunitles for eme
ployment to the commercial graduate if he chooges to enter
the buainess world. Only in the field of accounting are the
requirements of education, experience, and age above the

high school level.

gqgot&ﬁ from an interview with ¥r. H. G. Thompaon, Vice-
President and Genersl Mansger of the Imperlal Sugar Company.
91ester J. Schicerb and Leland L. Medsken, The Outlook
ter J. S0 L . M ten, The Qutloo
of the Clericsl Worker, p. 45, ‘ '



CHAPTER III

QUALIFPICATIONS AND DUTIES OF THE
CLERICAL EMPLOYEES
During the war years the high schools of the nation

devoted themselves to teaching business subjects ag TaD-

idly as poseible in order to satialy the gteady Qemsnd

for clerical workers. Regardless of individual ability

or extent of education, Jobs were plentiful. The appli-

ecant, or employee, e@ui& take his sholce of several posi.

tions, and 1f his qualifications 414 not £it him for the

vagancy, the employer was willing to give on-the-job

training. Today the ploture 1g changing. The employer

18 seeking employees who are cspable and energetic high

school graduates and who are alert and interested 13

making places for themeelvea in the business field.

Qualifioations

To determine the gualificmtions of clerical employees,
employers were asked to cheek the gualifications they re-
quired in eaoh position.

in every omse the employer checked correct gpelling,
grammar and punctuation, legible penmanghip, and acoursoy.
Ascuracy in all phases of clerical work is consldered the
most important qualifiocation.

In addition to thoge mentioned sbove, Table 10 shows, in
the order of their importance, the five most frequently mene

tioned quslifications of employees in each clerical pogition.

leatrice E. Hertwig,
Placement Today," Halional ]

“Business Require

_ ments and Sohool
i Op LWuarieriy, Vol.

25
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TABLE 10

DISTRIBUTION AND FREQUENCY OF THE QUALIFICATIONS
REQUIRED OF BEGINNING EMPLOYEES

Position - Qualifipations

Acgountants 1. Ability to use flgures
2+ Knowledge of the principles of
- bookkeeping e
Ee Ab11ity to analyze records
« AbAlity to operate edding machine
5. Ability to operate ealeulating and
- - bookkeeping machine

Bookkeepers 1. Knowlsdge of the prineiples of
- bookkeeping - ‘
2. Abllity to use figures
g. Ability to operate adding machine
4. AbLlity to operats onloulating
machine
5. Ability to operats bookkeeping
- maghine -

Gashiers 1. Enowledge of general business
' 2+ Ability to use figures
3. Knowledge of basie prineiples of
- bookkeeping o -
4. ab1lity to operate adding machine
5. Ability to operate eash regigter
- and caleoulator

B1ll Clerks 1. Enowledge of general business
2. AbL11ity to use figures
3. Knowledge of bagle principles of
 bookkeeping :
h. Ability to operate adding machine
5. Abllity to opgrate calculating
- machine o

Oredit Clerksa 1. Knowledge of general business
2. Ability to uee figures .
g- Abllity to uge sﬂdin% machine
+ Ability to use oaloulating maghine
5. Knowledgs of the basie prineiples
of filing



Fosition o : Qualifications

Flle Clerks ‘1. Enowledge of genersl business
2. Knowledge of the prineiples of filing
gg Ability to use figures
-« Abllity to operate dupliocating machines
5« Ability to type -

Payroll Glerks L. Ability to use figures
2, General business knowledge ’ ‘
3. Knowledge of the goneral principles of
 bookkeeping ‘ S e
k. AbA1ity to operate adding machines |
5+ AbLlity to operate ealoulating machines

Sales Clerks 1, Xnowledge of general businesss
2. Ability to use figures '
3. Knowledge of the basie principles of
 bookkeeping R
b. Ability to operate edding machines.
5. Ab1lity to operate casgh register

Shipping Clerks 1. Knowledge of genersl businegs
2, Ability to ime figures
3. Knowledge of the basle pringiples of
bookkeeping SR
g, Ability to operate adding machines
5. Ab1lity to operats cash register

8tock Clerks 1. Knowledge of genéral business
2., Abllity to use figursg
3. Enowledge of the bastis principles of
selling '
%, Ab1lity to operate cash repilster

Dictaphone , : ‘ S
Operator 1. Knowledge of genersl business
€. Ab1lity to use figures o
g; Abl1lity to use dictaphone '
o Typing speed of 50 wordsg per minute
Be §§g§§e&gevaf the basie prineiples of
© filing T

Typing gpesd of 50 worde per minute

shor@haaﬁ‘apﬁad-mr“ﬁo‘wamaa'yew'minuta

. Knowledge of genergl business :
Ability to use figures

Ab11ity to operate adding machine

Secrataries

e
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TABLE 10~~Continued
Position Gualificetions

ghorthand
Stenographers 1. Typing epeed of 60 words per minute
2. Shorthand speed of 100 words per
minute
a. Enowledge of general buginess
0 §§gvieaga of the general principles of
1ling
5. Ability to uge figures
Typists 1. Typing speed of 50 words per minute
2. Enowledge of general business
3. Knowledge of the general prinsiples of
- filing
4. Ability to operate duplicating mechines
5. Ability to use figures
From these data we find that an sccountant must be
thoroughly trained in all the problems of the bookkeeper, but
he muet also be able to do other work. He should know how to
snalyze the information contained in the records kept by the
bookkeeper. "He must be able to read a living story in the
columns of the ledgers und other accountant books." 2
The work atfbeakkaepare and agoountants 1s based on the
gsame geénersl princlples. A high school course in business
arithmetlic, business machines, business forms and bookkeep-
ing would providse a good preparation for a career in book-

keeping.’

2Lester J. Schloerb and Leland L. Medsken, The Qutlook
Lerioal Workers, p. 30. T

i
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The qualifications for cashiers given 1in Table 9 are
based on the interviews with employers who employ cashlers
in the benk ent the Ceneral 0ffice of the fugar Land Induse
tries. The cashlers lipted in the ceafe, nerket, ete., need
to know how to operate & gash register, but they do not do
the work of bookkeepers or ascounting processes that ine.
volves the hanﬁling of wmoney aﬁ@ ghecks.

The qualifications for positions such as bill clerks,
eredit clerks, payroll clerks, shipping clerks, and steok
elerks sre avbout the same; ebllity %o use flgures, knowle
sdge of the generel principles of bookkeeping, and ability
to operate adding and ocslouleting mechines.

The position of file clerk 1s cone of the most impore
tant parte of offlee work. Wost buslness offices in Suger
Land combine thie work with that of the gecraetary, the
typists, or the stenographara.

In addition to gualifications of the flle clerk men.
tioned in Teble 10, interviews with baﬁinaaé m»ﬁ brought
out the faot that an employee dolng filing work m&at have
a good memory, must be acourate, and must be honest.

The positions of dictaphone operators and shorthand
at&n@grmphsra have abag% the seme qualifications) the only
difference ig in wﬁéther a1e%atian 1s tsken from a machine
or teken in shorthand.

In Suger Lend we find fow exployees who are sirietly
dictaphone operators or shorthand stenographers. Teking



30

dictation is usually eembiged with other routine jobs of the
secretary, who must be ekilled in almost every position in
the offlce. ‘

The positions of typist usually invelves the copying eof
material from previously written material. The prineipsl
skzll is the ability;to'typa. The average typing apaaﬁ re-
gquired by most emplﬁéora is fifty worde a minute. A knowl-
edge of filing and Figures, and the sbility to operate
duplioating machinee are among the qualifications most
frequently mantﬁaneditar typlets. R

Duties _

Table 11 shows five duties, in each position, that
wers most f:@qaantly maentioned by gradustes of Sugar Land
High Hchool. The material was compiled from s@veatymt1v§
guﬁst&eunatraa which had been distributed %o a represent~
ative.graap of emglayeea,

TABLE 11

THE FIVE PRINCIPAL DLTIS OF EACH POSITION
MENTIONED MOST FREQUENTLY BY EMPLOYEZS

Foaition : Duties

Accountant 1. Oheck records
S 2. Make entries
2. Cheek postings _
. Prepare statements showing finan-
¢isl conditions of the busginess
5. Use bookkeeping machines



Position

Bookkeeping

Gashiers
{(bank)

Ceshiers
{Others)

Credit Glerks

Filing Clerka

Payroll Clerke

5

PABLE 1l--Continued

1.

i.

Duties

, Make daily records
Prepare monthly statements
Poat on machine

Type

, File

Recelve monsy, in checks and cash
Poat the days transactions

Cash cheoks

Mark checks

- Order ready vash

Use cagh register

. Cash checks for oustomers
. Make depogits

Use adding machine
Write charge glips

Recelve pay for bille
Flle

Prﬁpare monthly statements of gug

tomars accounts

. Koeep recorde of charge ascoounts

Code

, File letters arnd other business

. papers

Tyne .
. Distribute mail
. Prepare letters for mailing

¥ake up payroll each month

. Prepere checks

Post
lake deductions
Keep personal records
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TABLE 11--gont

Positlion Dutlies

Bales Clerks 1. ¥ait on cusiomers
2. Une c¢ash regleter
3. Uge adding machine
I, Replenish shelves
5. Keep ghelves in @rder

ghipping Clerks 1. ?renarm sugar fcr ahipping
| 2. Keep records of shipments
2. Inapeat ghipmenta
« Type records
5+ Keep ahipping room 1m order

Stock (lerks l. Keep staek roonm records
2. Replenish stock
g, Rsarder
+. P111 requisitions from stock
5. Make daily reports

Pietesphone
Uperators 1. Trenseribe letters from dioe
taphone
2. Pile
g. Answeyr talephone
b, Distribute mall
5. Type

gecretaries 1. Trensoribe lstters from die-
tation
2, File
Zq Angwer telephone
+ Type purchase orders, snd in.
volees
5. Poat

Typiata 1. Type form letters
2. Type orders, involces, eto.
E. Distribute mall
+ Prepare letters for mailling
5. Recelve gallers



From the data shown in Table 11, it 1s found that the
fallawin& duties or skills wers performed mogt rraquantly
by the clerieal employeess Sypewriting, filing, preparing
ranarta, and operating sdding, ocsleulating, and duplieating
machines and poash repgisters.

The informatlion conteined in $ablea 10 - 11 1e most
important to the school becanae it will serve ss a guide in
setting up & prﬁgrﬂm‘ﬁhat %ill trein students to become

more afficient in their beginning positiona.



CHAPTER IV
OFFICE MACHINES AND FILING SYSTEMS IN USE

Uffioce Machines

office machines are used in almost every brench and
department of office work. We have moved forward very rap-
idly during the past Two decades in the development of new
office practices espwelslly in the use of m&dhinaﬁ-l

one of our major problems in training etudenis to ao-
eept positions in the offloe is securing sdequate equipe
ment. Office machine oourses oall for expensive equipment;
but, if there is a demand for skilled workers, the cost of
equipment iz of minor importance.2 fThe standards for se-
lecting the type of office training program needed, and the
squipment that should be purchased depend upon the actual
needs as reflected by the egquipment used at pregent in
atopes and offices of the coppunity.

Pables 12-17 show the type of machines, the make of
machines, the number of business firme in whigh the machlines

are used, and the number of men and women using them.

Br1e8, May 1933, P

lh11ton D. shepherd, Re
Office Practices, Himeograp.

2o1gs. ce Training in the Smaller Sehcol, "
w2 ip « ) m Veﬂ.. 2"‘“; (ﬂatﬁ&b&? 19’4‘3) 'y 13« 96.
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Typawrit@wﬁ o

?&&1& 12 gives Ainformation concerning the typewriters

uged by the buéinaﬁs orgenizations.

PABLE 12

TYPEWRITERS UBED BY THE EMPLOYEES IN TH? ﬁﬁﬁIﬁEﬁ&

ORGANIZATIONS COF SUGAR LAND, TEXA

o » = e ——————

Keke of ﬁa@hiae g&mber @r Eusinesa Number of Mmpleyaaa
Firme Using Mechine Using Machine

| o 11¢8 [Females ?@tal
Underwood 12 19 21 | o
Royal % 7 7 | 18
Wood atock 1 | -Q,' 1 | 1
Total 17 16 29 | 5%

The data presented in thls table indicatles that there

are three mekes of typawr&tar@ in ugs 1n the effaaae of

Sugar Lend, The Underwood machine is used by twelve of the

seventeen business organlzations.

machines are ugsd by the other five.

The FRoyal end Woodstook

The Gammarwial Qaﬁartmanﬁ‘ef the high school used

Hn&arwcaﬁ machinesg exulusivaly.

nead to bs r@pl&ce@ with new ones.

Adding ¥achines

Howaver, ﬁ&a typewriters

Table 1% shows that ten of the fourteen busiﬂaég £irms

having adding mechines prefer %he Burroughs machine.

There

are forty-three employees using the machine, twenty-eight

men snd fiftesn women.
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TABLE 13

ADDING MACHINES USED BY THE ZRPLOYBES Iﬁ THE BUSINESS
SUGAR LakD,

 ORGANIZATIUNS OF PEXAS

| ﬁaw%er of %ﬁsineaa"ﬁ

ﬁa&e'cf %&aﬁine
- |Wirus Using Machine

Burroughs 10 28 15 | 43
sunstrand 4 R 71 15
Total iR T %6 | 22 | BA&

The table alse shows that the only other adding machine
18 the Sunstyend which ie used by four of the firms. Hight
men end seven women or a total ef fifteen employses use the

meching.

Bookkesping Machines
Table 14 shows that slx buginess Tirms use bookkeeping

pechineg.

TABLE 14

BOOKKHZPING MACHINGS USED BY THI GyPLOYEES IN THE BUSINESS
ORGANIZATIONS OF SUGAR LARD, TEXAS

lieke of Kmchine “Nusber of Business |Rumber of Employees
farmg Usging Hachine uaing Mschineg

 fi=les| ?@maiﬁq @atéT”
Burroughe 7 4 11
Waotional 1 0 1
Total g | i 12
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Five of the glz business firms uge Burroughs machine
while one uses the National machine. Twelve employees use
bookkesping machines; eleven of theue are operating the
Burroughs machine znd one the Netionsl machine.

The data in Table 14 further ghow that there are geven
men and four women using the Burroughs machine whila one man

epérates the Ratianal_maahina.

Galeulating Hachines
The caleulating machine seems %o be popular with the
business organizations of Sugar Land. Table 15 shows that
there are three mskes of calsulators in use; the Marchant,
the Honroe, and the Fridir,

TABLE 15

CALCULATORS USED BY THE ZMPLOYEZS IN THE BUBINISS
ORGANIZATIONS OF SUGAR LAND, TEXAS

Thumber of Business Number o
Firms Using Machine Ysing Maoh

s

Ke

of Machine

%als& |

Marchant 5 11

Wonroe b

Fridir 1 1 o 1
Total 10 | 19| 1 | 3

The Marchant msohine is used by five of the ten busi-
negs organizations. Thirteen employees uee this machine,

eleven men and two women.
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The lienroe is used by four business firms. Sixteen
employees, seven men and nine women use this machine.
The Fridir machine 1s used by one business organize-

tion and one employee (& men).

Cash Register
Table 16 shows that nine business organizations use
caah registers.

TABLE 16

CASH REGISTERS USED BY THE EMPLOYEES IN THE BUSINESS
- CRGARIZATION OF BUGAR LAND, QE&AE

Hake of Mechine Fumber nr:Euaiaaas Kamber er &mployees
Firms Using Machine | Using the Machine

Kaleg F@aalaa ?atal

Hational 5 5 5 10

Burroughs Y 6 6 iz
Total - g 1 | 1 | ez

The National Machine is used by five of the business
organlzations and by ten employees, five men.anﬂ five women.
The Burroughs machlne is used by four of the business organie
zatlons and by twelve of the employees, gix men and six '

wonen.

Hupllaatlng ¥achineg
Table 17 shows the duyl&eating devices that are used
by six business ¢¥genizations.
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TABLE 17

DUPLICATING DEVICES USED BY THE EMPLOYRES OF THE BUSINESS
o ORGANIZATIONS OF SUGAR LAND, TEXAS

e et A L g L

?yp&s of Machineg |Humber of Eusln&as %umba? QF Employ@aa
Firme Using Machine [Using Meshineg e
S — &%ﬁ&ﬁmmﬁﬁﬁﬁéﬁﬁw“mﬁﬁgi’
Addresgograph 2 o a 2
Mimeograph 2 0 2 2
Ditto -2 o 2 2
Total 6 0 6 6

From these data the ramdar'will gbgerve thet the dunli-
cating machines 1n use ars the aldregsograph, the mimeograph
and the ditte. IMmeograph and ditto machines are very come
mon in our schoolg. They are salso used in businessg for
printing letters %o the employess, and for other materisl fop
.wﬁi ch a large number of goples are needed. The nddrsssograph
mechine is & duplicating Cevice used in addressing large
numbars of letters or mall pleces. A1l these machines are

operated by women.

Filing has gresn rapidly from its infancy in 1892, fThe
study of filing is a broad one.3 This atudy 1s confined to
the systeme found in the offices of Sugsr Lend.

3%11t0n B. ﬁhﬁparﬁ, "Recent Obgervationa Relative to
Office Prectices,® p. 29,
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Table 18 snd 19 show the Tiling asyatems and the methodg
of filing used in thoge syatens,

TABLE 1&
FILING ﬁfﬁwmﬁs USED BY $¥$X%m$& Gﬁ@&ﬂiﬂﬁ?I@Nﬁ
- IN SEGA& LaND, T8 KAS ‘
»éyaﬁaﬁ, | Frequanmy ﬁaatimn T "Eaﬁk N
Vertical 15 1
Loose Sheet T N [EPER- T

As shown in the table the system used most frequently
is the vartiaal,ﬁyatqma Fifteen buasiness ergenizations
use this system. fThe only other filing syetem in use ig
the Loose Sheet which 1s uged by four business organiza~
tiona, It is not the purpoge of this study to try to detene
mine the best method of filiﬂg, but rather to dlacover the
methods used in all the offices and to gtress these in oup

training program.

METHODS OF FILING USED BY BUSINESS ORGANIZATIONS IN
JUGAR LAND, TEXAS

ﬁeth&ﬂ of Piling | Fr@queney %entﬁen
Direct Alphsbetio lll
Subject 1o 10

xamar;aj:

Geographic B | 1
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From this teble we see that the most ecomnmonly used
method 1s the Alphabetic method. However, all methods are
uged to a certain extent] thersfore, 1t would be well to

include all methode in the training program.

Summary

From thils survey -of the office wachines and filing
syetems used in Sugar Land, we gonclude that 1% is necegsary
for gtudents to laarn more about the &iffarént kinds and makes
of offlice machines ani the systems anc nmethods of filing.

The inventory of ths office equipnment of the commere
eial department in the Sugsr Land High Bchool shows that
there ia one Mimeogrsph machine, one vertical filing syét&m
and twelve ﬁn&e:wvaﬁ typewriters. This equipment 1s inadee
quate for traxniﬁg students for officve positions. |

From ths personal interviews with the Sugar Land busie
ness man and the em@leyaas, one af the oriticisms of @nr dow
partment was the lack of training in the uge of effice maeh&nés;

Students of the commereial department sannot hops to
recelve tralning that will fit them for office jobs if they
lack the office equipment they will be called upen to use
when they are place! in positions.

| The trend of the business world to mechbnfze itgelf
and to take advantage of the many laboregaving and appop.
el;mina§§3§'ﬁevi;$a of tha’magh;na gga ﬁam§gds ghag
schools modify or extend their business sducation PO
grap 1f they are to prepars studsnts for the type of po-

sitione which they ¥1ll bp called upon to £ill when they
entay ﬁh@ bmsineag world,™

¥arthur 0. Muns and Wendel g. Anderson, "A small School
Irains for Business,® The Journal of Business Bdugatio
XXIX, (Jenuary 19%7), p. 17,




DEFICIENCINS OF CLERICAL SWPLOYENS

If youth is to be toleratad in an offios wh&ré

the space on which he and his desk eit cost his eme :

ployer rent by the squars foot, he must Come poazese~

ing markelable skill with which to pay his sdmission.

He must then have a,ﬂesirmbla“psra?nali@y‘ta hold the

pogltlion after he hss obtained 1t.4

The aemgnﬁ put on business during World War IT made 1t
very obvious that the average high school commercial graduste
iz peorly equipped when he applies for a position am typlst,
stenogrepher, file clsrk, bonkkeeper, or general Gl&?kg’
Business men complained sbhout the lack of proficlency in write
ten and spoken Unglish, spelling, arithmetic and commercisl
subjects; however, the grectegt agnglﬁ compleaint is the gtue
dents! lack of responsibllity. It appears that students sre
not given to epportunity to aeéﬁp% responsiblility in high
school when they enter the office, they féquira too much
help from the employers in learning how to do their work,
After a time in the office, they bscome more independent.?2

In the questionnaire presented to the business men of
Suger Lend, they wers asked to check the chisf woaknegses

found in the work of the employee. The wesknesses were

1ﬁartha £+ Neher, "The Market Demands §kill, " The B
Zdugetion gorld, Vol. XXVII Ne. 9, ¥ay 1547, p. 52k,

“Albert Felmit, "Wat Office Mansgers Can Do to Help Pro-
vids Better Trained Clerical Wﬁrkarg;“n%m&'“. . Bueinegs
Eduestion, Vol. III No. 2, December 1945, =

he
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~d4vided into two groups, those due Yo insdequate tyaining

snd those dus to psrsonsl trsits.

Inad equate Training
Table 20 shows the wesknesses due to inedsquate traine
ing; theee were checked by the amplﬂyafg %ﬁﬁ a&baﬁgﬁﬁ aaw
cording to the fraquency mentioned. Bach empiayar wans
urgﬂ&.tm‘ahaak all the weaknesses he obgerved in his eme

ployees.

TaBLE 20
WEAKHLGBES DUE TO IRKADEQUATE THAINING

o
i

Weakness Frequency Mention)

FPoor in &f‘it}lmﬂtianoﬁcc.¢aqu‘ntn 13
Poor in spoken Eneliah...csense 11
FQGV 1)21 Eﬁglling-nnt:-¢nuﬁ.¢... 1@
Poor 1!1 \mttan ?gngliﬁh.4.;--aq §§
Poor in penmanshiDe.cvues i voeas g
Inaoccurats Pypinge. . cvrusanrna

Inscourate TranseriptioN.e. coves i
5low mawri'ﬁing.““nw”...u. i

el NI B P B | gi;

Data in thias table ghow the thres chief wesknegaeg ﬁo
be in arithmetic, ﬂﬁglish, and spelling. These are not al-
together due to inalequate commerclal tralning; however,
they are sé important tc the suécaﬂs of & clerical worker
that the commerclal department cannot sfford to ignore them
in its training program. As shown in the gualifications
for all Jobs, 1% 1s‘§ary impértant thaﬁ stuﬁents'haéw affaae
tive traiging in wrﬁtﬁan and spoken English, spelling, and
vérﬁthmstia.
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Thegs deta indleste, therefore, that we ghould plsce
more emphasls on developing skills in arithmetic and in

written and spoken English.

Personal Traits

Business teschers have always known (snd, I hope
hove slways teught young people) that success in any
profession must be bought with the dependable persone
ality traits thet enabled cur Puriltan ancestors %o
build 2 nation out of & wilderneas, One muet posssas
industry, thrift, intesrity, iniative, dependability,
punetuallity, ecurteay, chesrfulneas and smotional ste~
bility to sucgeed in sny job. : .
Commereisl eduegation hss stressed ekille, but hag dige

regarded the fact that, 1f a person does not develop a Gew
girable personality to accompany these akills, his training
will be of 1little value to him. Personality does not just
happen; 1t 1s built up through training in thoee qualities
which are very important in securing s gab.%
Table 21 shows the results of the questionnaire presented
%o the businesgs men in Sugar Land asking them to check the

weaknesses due to the personal traits of thelr employees.

TABLE 21
WEAKNESSES DUE TO PERSONAL TRAITS

R R e e s e e S .
Weskneas Prequensy Mention Rank
Lack of ability tc mest psopls.. 1h 1
Lack of taote. it inonrencnns 12 2
Leck 0Ff COUPE@BY.cerrerororncnnns 6 g
Leck Of neatnegte. o eecvuiarnras h :
Laek of inltiative..,.....cive0, 3 5
Lack of COmmMOnR SENEBscew venvenns 2 £
Lack Gfhﬂn&&ty.“.s,..«..u“... £ 6

Bﬂaher Tua 2ugineas Biuas

1947, p. 52k,
b

ibid.
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From the data 4in thia table,'wérmbﬁerva that lack of -
sbility tb mest people is the greatent weaknesgs; 4t ig mene
tioned fourtsen times. Next in order 6f frequency mentioned
are lack of taot, lack of courtesy, lack of neatnegs, laok of
inltlative, lack of ecommon sense, and lsck cof hénegﬁy. |

~ Personal trsits af‘@mplayaes are very lmportent to the
buginess men. An emnloyee lacking thesge pergnnal traits ean
cost ?hm'businass much in loss of euatcmerﬂ' on the other
hand, the ammlmye& who is very taetful, eourtamns, end friendly
can be a real seset tc the business. o

In & questionnaire survey made by the Unltei Businsas
EBducstlon Assocliation, the buainéag man were &ake& 1o name
the a@tual factors of personslity which contributs ﬁs the
succens of ‘tha cffice smployees. Some ofvthe Tactors mern
ticned were:

l,vﬁaliabilltya»nat Just when the boss is around.

2. Punctuallity--no unn&e&ssary abzenee.  _

3+ Initiative in undertaking new work that hag never

teen hendled before, or finisbing a job when somsone
elgse has had to stcp.

h. Willingness to accept joba that may not be as desire
gble as others, but just as importent,

%, Willingnews to learn other 1ittle thﬁngs about the
, bus*nasg. , ,

6. Co-operation with the @mﬁlavawa in eaech departﬁenﬁ~~
frlandlinasﬁ toward each othevr.

7+ Enthusiasm in the work snd the success of the busi-

.. ness &8s a whala.

8. At alert, neat and industricus appearance.
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9. %1111ngnasé to asccent responsibility fer'ﬁaiﬁg g
U sab'watisfaetmrily and keeping it up to dates

10. A pleasent emile and ths sbility to =rect vieitors
by ealling thelr nspes when they antay the erfiee¢5

. MHrs. Bsther B. Brogke, President of the B, 8., Brooke,
ine., Perconnsl Service, New Yerk City, Hew York, has Wl G
ten & parphlet, "60 fasy Weys to Improve Your Perscnslity".
In the pamphlet che sayail

Suecess in holding a Job depends nearly 90 per
cent upon personal tralts., Your care in watehing the
datails of your appearance, your attitude, and your
manners weil Be richly rewarded by self-confidence
which you will enjoy in everyday life.

gome of the gualities which meke up a2 ©00d peraodn-
ality are} '

1. Willingnsss to hslp others
2+ Urderliness
3. Go-operstion
4, Qhearfulness .
. E. 8incere interest in the work
« Promptnags ’
7. Trustwerthiness
8. Qourtesy
9. Persistence ,
10. Emotiongl stebillty
11, Right spirit toward accepiing corrections
12. Spirit whieg will aveid the curse of the ever
resdy alibl

Since the schools sare béing'eriticiseﬁ for not devels
;Qping busin98$7h&§1ts snd ahar@cte?imtias negegaary for

guonscs ) offlce workers, it would be well for the

e

5 . .
“Herm Herms, "Businegs Men Comment on Standerds,” United
Businegs fducation Assoglietion Forum, Vol. I Ho. 3, May 198/
Be 35, R

6&sth@r Tooretedt Brooke, 460 Weya to Improve Your Per-
sonality," Pamphnliet prepared for Southwestern Business
University, Houston, Texas. 1946.
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commercial department to use ths suggestions made by the
local business men snd others in tryine to develop pros.

pective office emplcyees that will be an ssaet to any offioce,



CHAPTER VI
THE REORGANIZATION OF THE COMMERCTIAL CURRICULUN

The study thus far has dealt with the actusl businesse
tget-up® and the conditione which heve some besring on ope
portunities for employment in the clericel positions in
Sugar Lend, Texazs. The purpose of securing data 1as to use
1t a8 & besig in setting up s more sdequate program for
training students enrolled in the high school ocommercial
department. |

In this chapter we are c¢oncerned ﬁith the development
of a commercisl training program to be sugreated for use in
the Suger Land community.

Several faotors enter inte the planning of such 2 pro-
grem: who benefite from the businese education courses
tsught in the high schocl, what are the purposes of business
aducation or what are 1its objectives, what is included in
the present curriculum, what changes, if any, need to be
made, what plan would best fit the needs of the community.
Thepe factors will 211 be discussed in the following pages.

Relation of the Community and Business
There has been much digcussion recently on the relation
of the community and business edusation. C(lyde W. Humphrey

in an article *Community Relstionship in Business Education,"

Ly
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say8,

Punctional education for bueiness benefits the
individual who receives 1%, the business that employs
him, end the compunity of which both the individual and
tha business are a part. 7Ths purposds of business ed
ucetion are the purposssg of people in almost every walk
of 1ife; 1ts achlevements ars their achlevements] and
its shortcominges are thelirs to deplore or to repedy.
The business edugation program therefore should be of

keen intersst to everyone in the community: the executives
and managers, businese employess, housewlves, farmers, and
gitizens in general. It le not something that the teacher
and student elone will benefit from, but a progrem thset will
benefit the entire community. It is not the duty of the
school alone, but ell must contribute in at lesst three ways:
first, in the development of competence %c do producilive
work in & business occupation, inecluding skille and personal
traite; second, in the development of better understanding
of the busineas practices most common, for exemple, how to
obtain snd make effiocient use of business goods and services
end how %o deal satisfactorily with personal or family busie
ness problems; third, in the development ¢f the relation of
government, trede, and professional sssocletions, and other
orgenizations, this development involves a knowladge of
mininum agze snd wapes, safety protection, compensstion; tak-

ation, seniority systems eto. o

Gly&s We ﬂnmyhray, “cemmunity Balatianahipa in Business
Iucation,® The Journal of Business fducation, Vol. XXII No. 6
bruary 194° p. ‘
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Oblectives of Commercial Educatlon
in the High School

Befare 8 training program for any particular a@tivity
can be set up, the school must have objectives to gulde the
training; a deelsion as to what subjlects should be 0frer§&
in high school cannot be madle until those who are pr@paﬁing
the curriculum know what they are trying to accomplish.. In
this study, gevs?al groups of eecondary 5@h@¢1 abje@t;vaa
for commercial education were exémin&&. Earéat atateﬁantg
were collected from the businese men and employees as to
the most desirable knowledge, traitéi and skills rsgniraﬁ
of employees. These were checked with objsctives set up by
certaln raaé&rah organizations, such ss the state department
and others. |

A century ago, there was‘little Goubt as to the aims of
high sehool business eduncation. It was intended to prepare
students to earn thelr living as office workers, pérﬁ&eularly
boockkeepers and stenographere; at the aéms,tlme i1t was to
give them asgantials of secademic education. Primarily 1%
was eset up for vauational purposea.

Today there is much uncartainty in the minds of aeheal
offioials, business teachers, and amplayers a8 to what high
aahaol buginess edusation ahnulﬁ socomplish.

As & regult of the changes in alms of buaineaa education
there haa emerzed s more ecomplex businegs curriculum. Ehara
has been a great increase in the number of stuﬂanta elsﬁting

business subjects. The expenditures for buginess education
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have doubled. Nany new terms have been evolved to desaribe
subjects and kinde of curricula, as well ag methods of
teaching.)

¥alters, lists the following as objectives of business

educationt | |

1. Voestional efflolemey in at least one business 00~
cupation, such as bookkeeping, etenography, selling,
or office machine operation, sufficlent to permit a
gratuate to secure an initial buslness position.

2. The ability to adapt oneself to occupational changes
brought sbout by inventions or social and economle
changes. .

3, Knowledge of the business practloces, and proficlency
an the business skills, needed by aii intelligent
cONBUmers. | :

4. An appreciation and understanding of the more impor-

- tant economioc problems of present-day life, with a
, ﬁqsira to contribute to their solution.

5. The development of & personslity which will be %am* 
‘somed in the business and scelety allke. : :
§. Hizh ethlocal businees standards.' |
pariter Liles, in discussing the objectives of the cleri
cal eurﬂaulum; says, "The general clerical currioulum should
be designed to meet employment in the various types of cleriw
gal positions pravalent in business todsy." It should, there-
tore, be vocationsl in purpose, leaving personaleuse obje o
$ives to other curriculs or as incldental outcomes. OCbviously
1t is impossible to give specifie skills ti&ining for each
of the several hundred types of dutiss performed by clerical

3R¢'G. Welters, "The Business Curriculum,” Monograph
Southwestern Publishing Company, March 1942, p. 50
Be,a
Ibid.
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workers; nevertheless, vocational skill osn be developed for

thoge dutiss ond operstions which comprise the mejority of

cleriaal*pasitians.ﬁ

In Texas, the State Department of Hiucation foermulated

objectives to ald commerciasl teachers in the high schoole of

the state in planning instruction in commercisl subjects. In

general, the high schools are expectsd to amccept and follow

the objeotlives. These objlectives are Givided into three

groups, scclal usage, personasl affaira,;audt#aaatianal cholee.

1. Boelal Usage

Ao

B.

Ce

Developing in & practicsal way en understanding of
some pertinent ooncepts conecerning the organiza~
ticn, principles, and problems of modern businese.
Reacting to sltuations which will emphasize the

- nesd for ethigel thinking and behavior in the

business world.

Directing capabilities in commercisl skills inte
fielde of activity where they can render aoclety
the maximum service.

2. Perasonal Affsirs

Ao

B.
c.
Ds

Developing such basic knowledge, habite, skills,
and sttitudes as will be ugeful in personal
business affairs. - f
Building a background to aid in appraising and
Judging businege contacts and cbligetions.
Exploring business possibilities and etimulate
ing worthy interests. o

Preparing to enter Junior wage-earnming positions
at the end of the secondary period,

3. Vocationel Cholce

A

Gaining informetion aboul sen&iﬁ&aﬂs, epportunie
ties, and requirements for success in verious
types of business occupations.

5

’Perker Liles, "Clerieal Tralping in the High School,
gvgk- qa |

388 HEducstion, (December 1944, p. 13.



‘B. Acguiring information, experiences, snd sdvice for
f auccessful ad justment in aﬂmm&raiﬂi wage-earning
: poaitiens.é , ,
The objective of commercial education in Suger Lend
High School are:

1. To dsvelop oscupational akill in the actual perform-
ange of gpgreat variety of cleriecal duties sufficl-
ent to enable grafdustes to secure bueiness pogitions.

2. To gr@viﬁe sasential vocational and eduestional)
o guldance, .

3. To develop an sppreciation of the importsnce of dew
- eirable charscter traits and actlions.

%; To develop an understanding of business as the sooclal
- agency that mskes more and more worthewhile good g

end services available to more and more people for
the satisfaction of humen wants and needs.

5. To offer worth-while study, exploratiocn and practice
in the aubjeetsvinaiudea in the ugual business course.

6. To develop the essential baé%neas knowledgs naadgﬁ
by the intelligent consumer, ’

A study of these objJectives makes 1t obvicuas thet the
vooational, scelal and peraonsl sims of business educaticn
must be considersd., Perheps none of the suthorities on busle
ness educatlon would fall to recognize the sootal and personal
needg Gf‘éem@@raial training;ﬁhut ths praétiaai}siéé~§f the

subject must have an lmportant place in the eurrioulum.

Present Gurriaulum
The present commercisl curriculum in Bugar Land includes

one yesapr é&eh'af bookkeeping, sharthand, and typiﬁga Shorthand

Senior High Sohools in fexas, 1938
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ie apﬁn to sanier or twalftn gr&ﬁa students. only . Bﬂ@kké&pﬁ 
ing 15 offered ta the zleventh and twelfth graﬁaa, ang typing
15 offerad to th@ u@ﬂth' alavenﬁh, and twelfth grades.

The langtﬁ of ths periods is farty»fiv& minutes per ary.

The period of training ie divided into two a&m&atarg of
elghtesn weeks eaeh,'five'dayskper wegk. One unit:of prodit
ia givén inkeach:of the three eeurseé:

Qommerclal Avithmetlc 1s combined with General Mathemat.

ice course and is taught in the mathematiocs department.

Enaﬁe@ﬁaé§;éf'?rasent Progran

Very little effort has besn made to lmprove the QOmmE ™
elel curriculum; 1f there hag been sny effurﬁ,vit was eimply
digoussion about the weaknesses of the program with‘ne Tow
sultant action. Criticisms have come to the school about the
dgf&cioneies of employees, but so far very little has been
done to reﬁedy the aitugﬁiaa.

Now that there 1s ah cpportunity to change the program,
the question of Juet what is wrong with the pregent program
ariassf | |

| One of the main weeknesses, 1s that in the present DT
gram the courses as they are now tsusht sre too much o0onh~
gerned with theory; not enough opportunity is glven the
students to apply thsse theories in preotice.

Another wegkness 18 that too much teascher time lg ree
guired to tesch typing.. The teacher must teach thres or

four classes in typing because of the lack of typewriters to



provide for the nuwber of stuﬁenta“taking the goursev ~There
ara"twalvaftygawrit@re*in”ﬁh@~&ap&rtmﬁnt;~anﬁ*uaualiggabau@ |
thirty=five etudents taking the course sach semsster. If -
nore qquipment could be purchased sll of thesge akuéenta a&ﬁlﬁ
be taught in one period,

Another insdequacy of the progrem is that no segond-
yoar emmgaraialcaursaé have Leen offered. Little oppor-
tunity‘is given for the pa?fea%ing of thoge skills learned
in one yenr.

Another wesakness s thet there is very little guidanee
on the part of the aﬁminieﬁrﬂtioﬂ. If s student lacks s
gourse hare ané}thare, he uaually xinﬁﬁ hig may to aome
gommeralal course, therﬁby‘taking the space thaﬁ_iﬁ'mu@h
needed by those intersated in a‘@leriaal oareer.

.Very little attentlon hes been given to gré&a plage.
ment. It is true that, as far ss the plan in the oourse .
of atuﬁy is ooncerned, students are given grade placement;
but, if a student in the eleventh grade lacks " course to
make the fauriraquiraﬁ gnits for easch year, he is very
péﬁb&bly placed in a shorthand cless, which is supposed %o
be for seniors only; if a gtuﬁsnt in the tenth grafe lacks
a course in having & full ééﬁ&&ui&, he ususglly finds hig
way to the bookkeeping class, which ﬁﬁpﬁﬁ&@dly reaguires
Junior standing.

The pl&n\as it is now gondueted is inadeguate for

 training ocleriocsl workers.



56

Oriticiams and Buggestions

In the intervi@wa with elghteen ampiéyara and seventye

five employezs, gach w&s;aak$& to give his Gp&niﬁn; ar&t&r

clsms, or suggestions concerning the present commersial

gurriculum.

The following were moet frequently mentioned by the

employer:

1.

Yhere appears 50 be & lack of knowledge of English

 grammer, spelling and arithmetic.

2

B

Employeaes Ao not have enough pride in thelr work,
gtudents should be taught to appreciate work well
done, lettors well plsced on the page and sccuw
rﬁteiy typed, ,

Baginning employees lack practical knowledge; they
eent$ soply what they have learned in sahaal ¢ the

. problems in the btuginees offloe.

be

Instriction in the practical use of carbonm paper

18 needed. '

6.

. Move emphasis should be ylaaed-eﬁ'téﬁiﬂing.stuﬁwnté
~ in the opervation of office machines.

There is & need for more training in typing on

" pusiness forms and more drill on typing numbers.

T

Stuients should be 1natrue$ad in h@n&&ing telephone
oalle, the prerequisites of being s good slerical

. employes and offlice ethics.

8.

yore sttention should he given to treining studenta
in business ethics, in a higher gense of responsl-
bility, and in a greater sppreciation of the rights
gf othears. » :

(ommercisl students are very poor in penmanship and

are unaeble %o write good business latters. A gourge
in penmanship should be required of all students in

 high school. ’

10.

There should be more instruction in the routine
work of an offlce.
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The follewing ars the sugzeations and criticlsms most

frequently mentioned by the employee:

1.

5

gradustes show a lack of training in conmmon business
practicea; for instance, making out checks and ine
voloeg,

Graduates are very deficlent in spelling and grammer.

Gourses should bs offered in office practicss, in
which students are working in an sctual office doing
work they will probaebly 40 in business.

A courae in penmanship should be taught; we hsve
trouble resding namee on checks, eto., where stuw-
dents uge hand writing.

A eourge in business etiquetteshould be taught; how
to dress for the office and to respsct the rights of

~ others.

R

¥ors time shculd be spent on ststistical typing, such
28 fTinancial statementa, - reptrts, etoc.

Gourses in recular office routine work shouwld be

offersd.

Ee

9
10.

gtudents should have instruction in how to speak,
walk, and dress. A sbudent who has mastered a busgle
negs course with 1little knowledpge of elimple ethlos
has galned very little.

Students should be trained in retall selliing.
Students should be given practiesl problems to solve

like those they will be required te sclve in the
business world.

A Suggeated Curriculum

Before attempting to suggest a curriculum for the Sugar

Land High School Commerclal Bépartm&nt,,& nugber of programe

plenned by suthorities in the fleld were examined.

R.

g. Walters, Dirsctor of Teacher Training ani Peraonw

nel Officer, Grove ity College, Pennsylvanis, gives several

typical examples of sequences of business subjects offered
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in the high sghools of the Unlted States.

the progrem offered at ﬁtaaktan,}ﬂﬁlif@rniazg

Zookkesping Seguance

Kinth Grado nanth Grede

Tleventh Orode

Bookkeeping
Typawrliing

Glerieal Sequsnce

General Bus. Bookkeeping
Penmanship Busg. Arith.
Beo. deog.
Typewrlting
Winth Grade  Tenth CGrade
Gen. Bus. Bockkeeping
Bﬂﬁo Arith. Zeo. G‘@Gg-
Panmanship
Typewriting

Fleventh Orade
Typewriting

Btenographlie Sequencs

Ninth Grade Tenth Orade Eleventh Grade
Gen. Bus. Bookkeeping  Shorthand
Bus. Aritn. Fao. 3eog. Typowrlting
‘ Penmanshlp
- ‘Pupewrlting
#Elective

$81ling dequence

Ninth Grade  Tenth Grade
Gen. Bus,. Bookkeeping
Penmanship Teo, Geom.

T-pewriting

Bus. Arith.

Tleventh Orade
Salesmanahip

Mr. Walters Alsc gave a program for a

The following is

Twalfth Orede
Bus. Frineiples
0ffioe Pracgtice
Bug. iaw

Twelfth Grade

Bus. Principles
Salesmanshin -
Economlos

Bua. Law

Twelfth Grade
gnorthand
Office Precticse
Bus. Princliples
Bug. Law

#Typewriting

Trelfth Grade
Bus. Principles
Retall Selling
Zeonomias
Business Law
Kerchaniiae

small rursl hizh

Bechoolt
Hinth Grade  Tenth Grade  Gleventh Grads Taslfth OGrads
Genl Bus. Bug. Law Jen. Sslling Bockkeepling
Roonomics Typewriting
8a;ﬁ§; #alters, The Buslnegs Qurpiculum, Honograph 55,

March 1942, pp. 30-31.



59

Parkar Lilaa, hﬂa& of the ccmmercisl ﬁeﬁ&rtmenﬁ of
Atlanta, 0*0?;1&, ?ives ?hw following plantg

ﬁinth Grade Tanth Grade $1avanth_ﬁ ale Twelfth Grede

Gen. Bus. Typewriting I Typewriting I7  {Iflce Practice
, Accounting I Oleriesl Pract, Bug, Machines
Bus. Arith. ﬁuﬁ.'haw Avplied Beo.
Beo, Oeog. Bug. Prin.

The clericsl curriculum is still in the experimental
stage; this fect sccounts for the slmost total lack of un-
s formity in grade placement and gontent of subjects. Aan
acaﬁpteﬁ principle of curriculum gonstruction in businessg
eduostion is that the deavelopment of all vocstional skills
should rsach thelr maxlmum av, Or, as near %é possible, the
time of greduation. I% is impoagsible, hﬁwévar, tﬁidefer
all gkills to the twelfth year without crowling out samaauts‘
which are required in many schools, such as Eng}ién and
soclal science. 4lgo sﬁmé subjects are neceasary &s preres
quisitee to others. The iﬁaluaian of general businese as s
congtant in the ninth grade Ls felrly well asccepted Dbecsuse
ef 1%s axplorat@ry and genﬁr&l uge values. Since fyp@@rit; |
ing is one of th@ mcst 1mportant skilxs, t@o y&@ra or f@ur
gemesters ars naeﬁssary 88 pr&r&quisit ta gﬁennwfgghia gng
glerdioal pr&eﬁiea;IG

Alﬁhoumh & certsin amount af arithmetic can be integrated

with aeaounting, glerical preotice, and business maehinas,

' 9@3&&3, Mie Jo
{December 194E), b.

;Qw&ltera, Ihe Busineas ¢
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one year of business arithmetic 1s desirsble in the tenth
grade to review the nathenatical skills previously gained
and to zsin gpeed in the fundementsl progesses. One year
"@f.bamkkﬁaping ahﬂuld be required in the ta&ﬁk(grada t0 pres
pare for aler&aal,réccr& kesping. to serve ag éﬂ%aaig for
clerical praatioaall

In the light of information dbtainéﬁ from suthorities
on the subjeot, and freﬂ interviaws with smployers end

samployeas the following progyam les sugeeated:

Benkk@aping
Hinth Grade Tenth Urade REleventh Grsde  Twelfth Grade
Gen. Bus. Bus. Arith. Bookkeéping Office Practice
: Typewriting *Remedial Arith.
Sesretarial

Ninth Grede  Tenth Grade Kleventh Grede  Twelfth Grede

Gen. Bus. Bus. Arith. Bockkeeping office Practice
- Typewriting  Shorthand
| *Remed1al Arith.
dlerical
Ninth Orade  Tenth Grade  Eleventh Grads Twelfth Grade
Gen. Bus. Bus, Arith. Bookkeeping = 0Office Practice
Typewriting #Remelial Arith.

#Required of students showlng defloiencles in srithmetic,

In constructing the program for the Suger Lend High
School, the following peints are taken into consideration:

ﬁhé objectives set by the state and schoolj the required

(ﬁaeeiigiligﬁé' of Buginess Rdugation, Vol, XXII,

The Jour
Pe lc
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employment skills in typewriting, business machines, booke
keeping, and shorthand; the nanwapeeializeﬁ duties and the
necessary basic buslness information needed for all eme
ployees. An jmportant fact to keep 1n nind ia that there
18 only one teacher in the department and that the agohool
1g in the small school olsss. It 18 & gmall school that
has objectives of a large school syetem because of the op-
portunities offered the graduates when they finlsh aschool.
Glérieal workers typlcel of those trained by larger gchools
must be developed. |
Looal conditions under which any typs of gommerolial

education must be given tend to lmpose gartain limitations
on the kind of tralning that can be offerad. A currioulum
that works well in one type of saghool probebly will not
work equally well in another type of school.r@ A program
1ike those used in Stockton, California or Atlanta, Georgla
cannot be ussd in Sugar Land, since these are large systeme
in which more teachers are employed. Neither can the pro-
gram planned by H. G, Walters for the smell rural school be
used, since Sugar Land is an industrie)l community. The prob-
1em is to plan a progran that will furnish sdequate tralning
for positions found in & amall industrial community; ons that
1s not so broad ae to be impossible for a one-teacher ¢om-

mercisl department, snd yst broad enough to include tralning

that will be so thorough as to ensble gtudents to be succesaful

12ppederick §. Nichols, Edueation in the

High School, p. 116.
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in their beginning posltlons.

High geﬁgql training in the one-tsacher comuerclial Ge-
partoment ehaul& peein in the ninth gradﬂ with & course in
gensrel business training. This course should be requiraﬁ
by every ninth grade student becauge no other high echool
gubject, except ungllsh, will be used mors often by &
laprger proporticn of higﬁ school gredustes. The tesching
of thisfﬁubjﬁﬁt should be meds practical by including
viglts to the different offices ln Sugayr Land to observe
b&&inésa in actlion.

The eriticism offered by employers and ennloyescs ine
clude many complainis ghout the poor penmenship of ouy
grodustes. Hince 1tg place in the curriculum 1ie chal~
lenged, snG sine: 1t 1s not included amcng those courses
offered for credlt by the Texas state Depertment of Bdue
gation, it is not advisable to meke & geperate course for
penmanship, but 10 include it in the course in General
Puginess Training. It should be taught ss corrsctlve penmen
ghip in connecticn with other courses, ainée it 18 necés
asry Lo raiéa gtudents to en asceptabls grede from the stanie
point of atentards in businses offlices,

A course in business arithmstic, tsught in the commers
eial ﬁap&r%méﬁt, ghould be offered. Ssveral years ago 1t
was combinsd with Generasl Kathematles snd taught in the
mathemstics department.. Since arithmetic is ao important 1in
the work of &lmast 51l elericel positions, and singe clerle

cal employees are s0 weak In this subject, it should be
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geperated from the general Mathematles course and faught for
one gemester in the commercial depariment. Poble 10 shows
the ebility to use figuras to be one of the m&in @ua11f$~_‘
cgtions for 81l positionsé. Table 20 shows that the chief :
u&akﬁeze of employess is 1naffi¢¢ency in &ri%hmefic. it is
Tery 1mp&rtant that & aleriaal emplayee pe well trained in
rithmatic. This course shouls. ba offered in the tenth
grade and should be 2 prerequisite tr~ the baokkeppin&
gourse. Thars geems Lo bE & teﬁﬁency, in some pawtg of

the country, o cffer thisg course in ths twelfth grafe as
s ghort review course Juet before gtuﬁ@ntsrﬂnﬁar businegs.
Tt 1g believed thrt thip helpe to slimlnate the wesknecgsss
found by wost employers. One fact rust be kept in mind; &
knowledge of arithmetic is sssential to the mastery of
bookkeeping. 1in the proposed DProgram, where only one year
in bookkeseping can be offered, too much time would bLe neced-
ery in teaching the mathematical skills which should be
given to the teachling of bockkesping.

 In order to glve the stufents who are wesk in arith-

metig further tralning and review hefere gradueation, g
remedlal course 1in arithmetic ghould be offered at the

end of the twelfth year. The students tsking this courss
ghould be gelected by & test given during the spring
gemaegter of the eleventh year. Theee students showing &
deficiency in arithmetlic aheuld be required %o enroll for

thig course Guring the la&t half of the aaniﬁr yoar.
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The seme procedure should be followed in the English
department. Many students who enter positions after Zrad s
tion are wesk in spalling, gramma®, and punctuation, accords
ing to the,busineas men in Sugﬁr Lend. Since 1t is g0 ime
p@rtant‘th&tiamylcyeeﬁ knew how to spell ani to use correct
wmman. and spoken Znglish, a course 1n reamadial English
would be more helpful %o s graduate who is deficlent in
this subjeet than the ususl course in Bnglish literature
which is offered in the senlor yealr.

Accoralng to the survey as ghown DYy T&hla 1, very few
accountants are employed, and mest of thege requlire at
Jepst & business collesge educatlon, therefors, only one
year of bookkesnlnia should hae offered. This will be guf-
f£icient since a course 16 jncluded in business arithmetic .
and office pracilcs. The ong year wi}l give atudents plane
ning to enter ihsa bookkeeping field ths fundamental kEnowle-
gdge of the principles of bookkesping; this together wiih
the office practice tralning ocourse, should train them
sdequately for beglnning poaitions in the vookksepling field,

In typewriting, one yesar of intensive training should
be sufficisnt. A two year course in typing is &as&r@bla;
but in & ons-teacher depariment, the t@aaher‘s time can
probably be ugsd mpore advantageouely 1n other eaﬁraes.

High speed in typing is required only in secretarial, stenog-
raphic, and $yping positicns. gtudents desiring to accept
pesitions in thess fields of empleoyment will be required to

take the office practice course, where further training in
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typing is glven. ?har@f&ra;»mne year will sdequately traln
the studenta 4in typing. |

ghorthand ie = vooationel subject entirely; therefore,
1t should be réquira& cf only these studante who &éaiwa %m‘
become stencgraphers or sacratarias. Tt should not be taught
pafore the twelfth yesr bacsuse, 1f 1% 1s nold yged continue
cualy, there may be consliderable 1oas of skill, Two yeers
in shorthand is dssirsbls; howover, in the. pregent one-
tezcher departuent, only one year can be davoted to short-
hand. A course in offlice practice will benefit more stue
dents than will two yesrs of shorthand.

Wo amount of study of any %ext, howsver good, will
qualify a person to do office work invelving any,maniyulam
tive okill. &4 atudy of text and observation will not
suffice. Actusl practice under office conditions ig eenéne
t1p1, DProbably the mogt desirsble offlce training le the
cogperstive tralning program thet is being uged exten-
sively st this time. In this program high school commereial
students 4o part-time office work in connection with their
school work. Howsver, the Lusiness men of Sugar Land think
that this would reguire too much of their time. In view of
this fact, an office practice course, %o be offered to those
gentors who have taken most of thelr vocatlonal treining in
the field of buasiness, should be added, Since the businegs ™
men have volced thelr opinions and ziven their sugpeatione
about the nesda of the Gepartment, 1% would be well %o use
thege as & guidse in training gtudents in the office practice

GOUTEe.
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A plan similar to thet used in Roselele High School,

Kansag City, Kaﬁaa&5 could be followed. In this school, the

offlice maehina{cpuraa'an&’the'affiéa practice course are ¢om-

bined in one, the Office Training Course.

The gourss 1lg &iviﬁgg inte six weeks periods keeping it

flexible; for inntanaa;'if the demand comes for filing ine

formetion in the six weeks perlod set aside for office me~

c¢hines, filing 1s taught. ' The work is divided sccerding o

the following plan:

Pirst slx weeks period

1.
2.

3.

Drill on typing figures :

Meke a2 survey of seoretarisl prsotices for
general information : c
Type report cards, personal record eardas, and

prectice speed development in typing

8soond elx wesks period

1.
2 -

8

Third
1.
-

gtudy duplicating devices o
Practlice cutting stencils and using mimeograph
machine - '
Practice using hectograph, carbon, and ink

‘Burvey other duplicating devices other than
mimeograph and hectogreph

six weeks period

Study the filing systems in use by businaaa
firms '
Practice in indexing end filing materiel

Fourth six week period

1. Practice typing and $sbulation

2.

Review manuseript writing by typing themes and

plays for drametic oluba

2. Type invoices
Fifth six weeks pericd

1.
2o
3.

Drill on operation of adding machine

Drill on opeération of calculating machine
Pemonstrate office mechines not included in
sochool equipment
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8ixth six weeks
1, Review most acmmanly uged effic@ practleea amﬂ
office mechinss
2. Give nationel clerical ability testl]
| An 1nventary of the equ&pm@nt in the eommeraial ﬁapart—
m&nt that could be ussd in a course of tﬂis kind 1nclu&ag a
vertical filing system, & mimeograph m&@hina, & aitte
maoh%na; end twelvs typawritaré. In gddition to these an
aﬁdiﬂg machina and a ealaulating maﬁh&ne should be purmh&aeﬁ.
Later, ae the nsad arisés, the equipment could be 1a@raased
_to include other office maghlnea.

wummry
Vaeatianal educa%icn is;‘n asﬁantial part of the high
school work. The ultimate test of the effectivenass 0f the
school will be reflected in the raanction of the.bcya and
girls to the many varied problems which thay ﬁill meet, Our
students wmust be well train@ﬁ to auacea& in our nrﬁaant A0
elal and econcule life, |

An education for 1ife, that is for living and
learning how to mske a 11v2n@, ig infinitely more ime
portant in the life of an individual thas the accumu~
lation of credits for admiassion %o some other educa-
tional insditutions A horizontel sducation for 1ife,
therefors, 1s viewed as more impaftant than & verti-
cal education for m@re aducation,

13Q1ga alber, “foiae ?raining in‘the amall s%?ealgﬁ
Buginess Hducation jiorld, (October 1943) 5 pp. |

14Pau1 M. RBoynton, *Business Tiucation in the Hew

Pattern for Connecticut Secondary Sehool,” The %ﬁg&gﬁgﬁ
Edugation World, vol AXVII, (Navembar 19&6} De 130,



~ CHAPTER VII

SUMMARY; CONCLUGIONS, AND RUCOMMENDATIONS
| " Summary
' The besic purpose of this study g to ﬁatarﬁina‘whethar

or not ‘greduates of the fugar Land High $éhabl are qualie
fied to accept positione offered them, and to obtain sug-
geastions for reviging the commercial currioulum af'tha high
school. ‘ |

Siﬁae the procedure used in obtaining the information
is by the’persoaal intarwiewvan@ @uéatimnnaira mathpd, the
information obtained should give a fairiy sccurate pietﬁwé
of the opportunities for clerical work in Sugsr Land.  The
survey inﬁluﬁes all buainaas men who employ clsrical worke
erai Accountants, boakkawp&rg, aa&hiers,“afiiae'maahine
operators, secrstaries, stenogrsphers, typiets, bill clerks,
credit clerke, file clerks, payrall‘clarka,‘sai&s clerks,
ahipging elefka; and stock elarka{ It aiﬁa includes ae#ﬁﬁty&
fiveigraﬁnatéﬂ of the Suger Land High School. zt‘revaaxg
how 1hé§é§&étéfﬁhé ﬁrﬁihing program is. |

Even though the number of employers and employees is
small, the sﬁvvayigé'i@pbrtant to the community, the bugxm
ﬁaaa ﬁan, fhévatudenta, and the school., It gives informee
tion that 1s very mﬁ@h’neadgﬁ if the abjeé?ive of training
for positions in the offices of Sugar Land 1s to bs realized.

€8
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The businesgs men of Suger Lend are offering ocur graduates
opportunities in thelr clerical offices, and thers are
young people esger to fill those positiocns; yet, in many .-
cases, their training ls inadequate to fill them compew
tently.

The solution to this problem is obvisust gourses
from which students will geln a knowledge that wlll prepare
them to £ill the offered positions ﬁatiafaeéériiy must ﬁé
offered. 'The commercial sdueation department must reorw.
ganize and retocl its program. A program has been planned
that will better prepsre students to accept positions of-
fered them.

Qonclusions and Recommendations

By the survey Just complseted, it is evident that there
is an urgent need for reorganization of the commercisl cur
rioulum of the high school in Bugar Land, Texss. The rew
gulte of the questionnaires end interviews indleate that
the sverage employee is defloient in rsquirements of skills
and personsl traits which are necessary to an employee in:-a
glerical position. The present curriculum mekes little
provigion for trainiﬁg students éxe$pt in a very genar&l
knowledwe in typing, bbakkesging, and shorthand. Office me~
chines and offig¢e practice are not a part of the present
curriculum} this makes practice in the aspplication of busiw.

negs problems impoesible.
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Needed skille, teahniquee,'ana facilitles rmr7devalap~
ing aeaiml gqualitieg ahoulﬁ be provided for. It xs>tha duty
af»all departments in the school to develop desirsble socisl
quslities, but these are too lmportant in the clericsl field
to be glighted Just becsuse thie training belongs partly to
other departments. “

The work of the clerical employee in the business argan1~
zations 18 not speclalized. Clerical workers have many
gkills in ocommon. DBusiness and the schoolg share & responsi~
bility in making continuous efforts to discover these basle
skills and ta,aatabliéh a2 program to train sugcessful workers
in this field, The findings of this study snd the recommenis.
tions will make a contribution in this direction.

The survey shows vhat geventy-twp per cent of the clerical
employees of the business firms of Bugar Land are graduates of
Sugar Land High Bechool. An estimate of the averags rate of
turnover plué the number of new jobs created sghows a total of
fifty-three Job openings each year., Therefore, there is a
possibility of placing fifty-three greduates easch year if
they are adequately trained.

The core of clerical training, then, should be the de-
velopment of gkille checked by the buginess men in the dif.
ferent poaitions in order to sdequately prepare the students
to take sdvanfage of the opportunities offered them.

There is «n indigation that preference is given to men

in the positions of accounting, bookkeepling, payreoll clerks,
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shippling elarké{ and stock clerks. Women are preferrsd as
secretaries, atanegﬁapnera; and typists. The pagitiahs of
sales clerks and cashiers aré sbout equally divided betwean
men and women.

It is r@e@mﬁenﬁ@d; ther@fars; that boys be encouraged
to puraue courses outlined in the program unisr the Baek&
keeping or Clerical Sequanea;.whiah included 5@nar&l'ﬁu$£§
neas ?raiaing; Typ&writlng; &uaimasa Arithmatic; Bookkaope
ing end Office Practice. The girls should be encouraged
to pursue the coursses outlined under the Secretarisl Sew
quence; General Business, Business Arithmetic, Bookkeeping,
Office Practice, snd shorthend,

The average age required by the business mer f£or be
ginning workers is eighteen yesrs. Host of the high school
graduates of Sugar Land may sccept jobe where the sge pe-
quirement Lls elghteen years but there are g fow graduates
who are sixteen and geventsen years of age when they fine
igh high school,

It 18 recommended therefore that these students be
tralned in those courses thet will give thenm the desiped
requirements for jJobs not requiring the beginning employes
to be elighteen years of sge. Some of these jobs ares
cashlers, sesles clerks, astock clerks, snd iypiste.

A high secheool education is the primery regquirement
for & position in the cleriosl fleld. The high school,

therefors, should assume the responsibility for treining
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in office shills. Stendards for work in various positions
should be considersd in esteblishing standards for the .come
merelal depsriment of the school.

It 18 indicated that most of the positions may be
secured without experience. Only in the posltions of ace
countents, b@ekkeepers; cashiers, shipping clerks, dicta-
vhone operstors, secretarieg, and stenographers; ig ex-
periense required, snd In these by only one employer.

It is recemmended thet atudents be trainaﬁ ta accept
positiong in all £121ds exeept that of sccountant which
requires tralning in qualificstions im»ogaibls f@% the
hisgh school to effer.

The best salaries are paid to bookkeepers, file olerks,
dietaphone operstors, seerataries, sten@graphar% and ty@istg‘
Special etress should be placed on training for these salary
pogitions.

’ Information concsrning typewriters indlcstes that this
machine is uged in most of the business organizatiocna in
Suger Lend. The teaching of typewriting should Adsvelop a
high degres of skill in the performance of typewriting
agtivities which are used most frequently by employses.

Over one half of the positions in ths clericsl field
require the sbllity to overste adding and ezloulating moe
chineg. The firet consideration of the office prastioe
course ghould be the development of efficient operatioen

of the office machines.
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v%he,caah\register which ta uged chiefly by ﬁhe,aagnisra
snd sales personnsl dezerves a place in the Office ?r&et*ce
gourse. A gtudy should be mﬁﬁa of the anewntiona of fhis
machine because 1t i very iwnartant ta tha suceeds in the
pesitions of ceshier sond aalas elerk. ,

Dup&icgtinq maﬁhine aparﬂtian f@rmg but 2 minar part
of . the usual{@rfiaa‘rgutin@' Usually, maat@r capiaa ara
prepared by the secretary, stamagraphar, or typlat; £ HpBw
aialéﬁplicatingmaehiﬁa:aparatpr haa,chayga §f §h9 maahi§$4
operstion. c T S

Lang tv&ining péf&aﬁa cﬁfﬁupl lecating maehines are not P
necessaryy but training should be gliven in tha cperation at |
the most used types,af_maqhinas; the addressograph, th& -
~ﬁi@ph, and the ditto. Training in tyeewriting for the  [

cl&rieal worke? should inclvde the preparstion of masﬁer
copiles for dugliaatlny. " '

The filing systems used most fraquently 1n the busi.
negs organizetion are verticsl systam‘ana the looge sheet
system. The mathods used in connection with these two
syatsms ars alphabstic, subjlect, and numerie.

The teaching of filing in the affice}pr&eﬁica courae
should have as its first cmngiﬁ@ratian tha éevalapmant'af
e hich degree of skill in slphabetie, subjeet, and mumaria
methods of filing as used in conneetion with the vertical
and loose sheet aystems. Teaching of filing in the cleri.
cal field should imciude not only instruction in putting



74

materisl away, but sleo specific attention to other ekilla,
such as finding, serting, coding, and indexing.

The inventory of the office equipment of the commercial
department shows the f@llcwing: one mimeogreph machine, one
ditto machine, one verticle filing system, snd twalﬁa ﬁademg
wood typewriters. This squipment ig not enough to train
students adequately for eff;eé poslitions. |

For one thing, too mgeh teacher fime is requlred for
tesching typewriting, An avar&ge of thirtyuaix gtudents
are enrolled in the ﬁypewritiag classes sach ysar. At pre-
sent, to %each thege thirtywsix gtudents, three class periods
nugt baluﬁaﬁ. it ah&ugh machines were avéilsole, the thirtye
81lx atu&&§ts gould be taught in cne class period; this would
leave twa periods free fﬂr the tsa@hing of eth@r businags
gubjaens s0 necessary to the training of future alar&cal
employees., The progras pl&nnad for the department gennot
be fellowed unless encugh typewrlters are provided.

Another rsason for the inedequacy is that 1t does not
incluﬁe trainihg in the most used office machines, such as
the edding and ealaulvting maehinaa thet are used sxtsnsively
in the business organizations.

Therefore, the purchese foﬁh@ f@llewlng business me~
chines i8 recommended!

%5 Underwood Typswrilters |
% Roysl Typewriters
i Burroughs Ad&ing Machlne

1 $archent or Monroe Csleulating
Bachine

1 Rational or Burroughs Cash Reglater
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4Thia 1iet of equipment 1s baged upon the survey made
of the office machines used in the business organizations of
gugar Land, |

The sbove sguipment'wlll be sufficient eround which to
build the office practice ceufsé.' Later on, & boskkaeping‘
end a dictating machine may be purchased,

The business men and employees h&vw given some veluable
information on the qualities,iﬁutiaﬁ. end deflciencies of
slerical employees in Sugar Qand. It ia recommended that
the training program Use thege extencively se basls for
training students to sccept positions in office work,

The study slso indicetes that m&nyvstudanta lack g
knowledge of generel businese snd the sbility to write
legibly.

It is recommended that an explopatory course bavaffar;d
at the beginning of the high school training @r@gram.k This
course should be required of every ninth grode student and
ghould 1ncluda trainiag in the common practices with which
he will come in contset every ﬁay.:;

Penmanship ghaald be taught &5 8 pﬁvt of the general
buginess oourse.

¥eny gradustes of the high school ere deficlent in
arithmsﬁie. The progrem ocutlined for use includes = busie
ness arithmetic course to be tsught in the tenth grade, and
in sddition o remedisl course in the lasgt half of the twelfth

grade. Thias remedial course shculd be required of students
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ghowing & lack of pfﬂfieienay; thig leck %o be &étermina&
by tests at the end of the gleventh year.

Tae same procedure should be followed in the BEngllish
department by giving a test in spelling, gremmer and punctue
tion at the end of the eleventh year. A course in remedisl .
English should be teught in the lsst half of the senior
year instead of literature.

Over fifty per cent of the work of the beginning clerical
empléyeea tnvolves skills in typewriting, bookkeeping and
gecretarinal practices. A

In the twelfth year, a well-organized *p@liéhwup“
ecourse in office training should be given in those skills
he has soquired in previcue courses. In this ocourse he
ghould slso develop skills in the most eommonly usged office
maghines.

To be effective, that part of commerclel edu-
estion which has to do with the development of ekills
and occupational intelligence must be orgenized on
the bssis of occupational requirements and not on the

besls of existing {aubjeata“ guch 2e sre found in
most high schools.

Nsohols, Sommercie
P 3&'6.
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