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INTROLDUCTICHN

- T MME T G W AU RES oA T N S

This release is a report of three conferences held in Sacramento, San
Francisco, and Los Angeles. These conferences vwere conducted by the Bureeau
of Business Education of the California State Department of Education with
business, Government, end industry t> verify the training needs and the Job .
descripticns for clerk, general office., clerk-~typist, and stenographer.

gto o

Prior to these conferences a staff member of the Bureau of Business

Education made a synthesis of the recuircments for employment for several of B
the entry job classifications mentioned above. One of the outcomes of the .
conferences was to discuss this synthesis and develop scme agreement as to i

the requirements ."or entry jobs in the office area for high school students.
Another purpose of the confereuces was to explore the job opportunities for
high school gradustes in the office occupational area.

e

I was opportune to hold these discussions to clarify some lack of
wmiformity regarding the job requirements for the clerk, gemeral office, clerk-
typist, and the stenozrapher, and to explore further the job opportunities for
high school graduates in certain office Jobs.

The Bureau of Business Education is most appreciative of the helpful
attitude of the conferees in spellirg ocut in some detail the entry requirements
for jobs in the organizations represented. Brief consensus excerpts are
included in this report. This information spould be valuable to school dis-
tricts in bringing their office education progrems up to date.

Miss M. Claire O'Brien and Miss Tiliie Neft, staff members, assumed the
responsibility for planning and conducting these conierences. h_'s Neft wes
responsible for making a synthesis of the job descriptions in question and
presenting this :;mthesis to the conlerence groups.

School dist.sicts, business, Government, and industry are encoursaged to
continue to refine entry Jjob descriptions so that young persons msy better
prepare for gainful employment in a field of their choice. It is hoped, also,
that school districts will continue to improve their occupational training
programs in office education in order to meet the needs of our everesgpanding
business ysten.

The material contained ir this report will be one of the sources ofl
information which will be useful in the development of Job-oriented course
sequences in office-education programs. It will provide clues regarding the
next steps to be taken in the study of the curriculum and the develomment of
units of imstruction appropriate to rreparation for entry office occupations.
(See section on "Ovservations and Recommendations™ for future plans of the
Bureau of Business Bducation.)

T
4
e

R. C. Van Wagenen, Chief

Bureau of Business Education

Caelifornia State Department
of Education
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Ali ARALYSIS OF SOME ENTRY OFFICE JOBS FOR KIGH SCHOOL STUDERTS
PHASE I

COLLECTICN OF JCB DESCRIPTIONS

] , N IR . K .
o, A - ‘. . ' J

Job descriptions. Entry office job descriptions were gathered from the

following %ypes of Goverhment agencies, business, and industry in order to
st1@y the job opportunities and the i:,raining and que.].i:f‘ic:a"'wiions;~ needed: |
United States Civil Jé¥vice dbmmisgiéﬁ; United States Department of Labor,
Califofnis Stéte Department’ of Emplojhent, civil service commissions Por
selected coumties and cities in the State, baﬁﬁs; eireraft and 'missiles‘,”" ’

savings and loan, retail, insurance, utilities, food processing, services,

consvruction, manutecturing, and oil.
PHASE II
ANALYSIS OF ENTRY REQUIREMENTS FOR SOME OFFICE OCCUPATIONS

The analysis. Some entry Job descriptions for stenographer, clerk-typist, |
and clerk, gemeral office, were analyzed to determine knowledge and abilities
needed; dutvies performed; personality traits, attitudes, work habits, and
grooming desired; and speed requirements in shorthand and typewriting. A copy
of the analysis may be ‘found in the Appendix. The State Personnel Board jodb
descriptions were used ¢= a base and material taken from these descriptions
i8 $ndicated in the enalysis without an asterisk; additional dgta taken from
Job desériptions from other Goverrnment agencies is indicated with one asterisk;
other information on job deceriptions from business and industry is indicated

with two asterisks.




PHASE II1

CONFERENCES WITH REPRESENTA

VES

e ol

Three conferences were held:with_rep;egeptativgs from Government,
business, and industry.in May, 1965, in the following cities:. Los Angeles,
Sacramento, and San Francisco. The purposes of the conferences were: 1
to discuss pregent and future opportunities for high school siudents in
office occupations; (2) to review tk  entry requivements for office jobs

for high school students.

|
%
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SUMMARY OF REMARKS OF WESLEY P. SMITH L o
STATE DIRECTICR OF VOCATIONAL EDUCATION ~ . e
BOTTAD I DA AT THE SACRAMENTO CONFT-RENCE o S dme S
lr;;"-'-w T e f__ ] R ’f.‘ ‘m? o ‘t TR R ' Al,’*z
0ccupatlonel trmnlng must he ‘based upon the perform cé required in the B }
actual job. Any other basis is rot only unreaiistic but it enda.ngers the rlgh'l: - A
‘:F:‘o‘f;bcth"“fu'mé employers p‘b UI’ "'he t'”&ln'ees. IR R .‘.’ oty f?,! rosd B e - - (,
%y N S T i ST I C S T B T To TS Pl t A ,LM,M* ' , f
o Since.the. task o,f determz.nlng Job. performaoce requ:.rements for the j.’uture o

has become so difficult--and since all occupational requlrements, both present‘
and future, have become'so complex—it is absolutely essential that all curri-
culim pilanning-in;vecational education 1nvolvee the direct and continuous

LV continv
~aggisiance. by employers. et ews - Sty e - b o o
S BT B R R L2t

o -"‘,',{; “oad moe B )3 ....‘l . , , ’ ’, ¥ .= 4
S S S aza l.‘;‘,‘:'

S ota s o -
POEER

o

—

i" 1t

No 1onger is it PO i:ble t» des1gn occupatlonal trafin;mg programs in’ -
isolation from the .:eei.. of the future pro,jec‘bed by ‘actual’ employment” Erends.

;-., .
-‘— -~ 5 -
- - b -."f -"‘ﬁ RS *.’.. - B g e .
v T RO 5 - : [P t,:w T
EES R Y l e

Eea No longe;r~ is; 1t probable ihat hlgh_ school gradua.tes can Successﬂzl_ly '

e - e e s
Mm

ernter. the-work force without advance «preperatlon" Endence is alrea.dy“ _

abundant; that jobs: availsble fox. rela.tlvely unskilled workers--and especlally s
those whe are seeking to enter the work force for the first time——are in no B
manners:numerous - enough to teke care of ‘the employment needs of the bp.lge of :

t B K N nee T, . - T oar, . - .
:901'1 h' S LPE IR ";’°~ I Tt vt ARtV TR AT . A P P e et < . 32
- -~ . - - LI H ' 2y & - = of 2
. . ¥ PO oA i

< N . - £
. b - - R -

s 9 r- - L -
PO -
PO S S i)

Hundreds ef *bhousands of young people are currently unemployed—-—and,‘, .
unemployable.. To a-considerable degree, th:.s unem loyment is a refleetlon ' -
of & basic deficiency in their education and ora:mlng. 'Bu.s msqdvmtege, e
if not remedied, will be carried with these yourg people throughoub most of

o~ tHeir work lives-~-not only in the form of higher rates of unemployment but

o

also in- the e.l.inost as; serious fom of underemployment. vrn i e i ' I
F‘cr mary tudents the standa.rd currlculum seryes thelr purposes well--
especially those whose terget of college sntrance is clearly in focus. | %
et ,._.'“.‘.-L SO R - RO T § ‘M;;v
‘But :for those.who will, 'he going to vork at hlgh school g:ca&uatlon, the i
. barget.ds.;fuzzy, and so is the curmi culum that prepares *hem for .job entry
When it-is comsidered that more than’ one half the snudent ;_:opulai::l.or;}~ is '’
involved in th:.s category . the 'oro'blem 1s immense.. .. .. o ;’_j'j:“

s : L Fathe past,-employers have often been guits silent as.to what they |
rea.l]y wanted.in their new employees . If.not 'silent, the:,* ‘ta.ve Just as oﬁ:%
.been. unreallstlc oy propos.mg onl‘,;r a good broad general eduee*ion. o

_(‘ o 4(1

T s {*f :*"':‘-: -, ‘__ R

o -

g Inoreasmgly, employers must be mo:t‘e speclflc--and more real:.stz\. I
is expressly hoped that employers in the ofi':.ce occupat:.ons, through theee
essions, will adé further to their past assistance by sharpen:mg ‘the foc
‘dupon ~bhe~target of -employability in.such.occupations--so that the p}lbhc

. schoolsrcati provide the preparation that is essent:g,al for’ Jo‘b entry«-an 1
—sbhat will provide the basis.’or.the. ecqw.smlon .of, furﬁher competeﬂcy o ;ﬁ

Jjob. As.never before, the task of education is a Jomt_.eni'.erpu:i 8- =

. te_evenjnorewe in the -case-of.wocaticnal . _education.

3
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’ v "responsn.billty is to mprove "bus:mess educa.t;.o’n in the pnbhc schools of

';jun:v.or. ¢olleges.” There are some who are highly motivatedsiothers afe = . T ’-.,::'f.:i_f}
" listless. Meany have a hlgh rate of 1ntelllgence arid have an: a.nquznng m:ma B

o strz.ve towa.rd the achlevement ‘of ‘a worthy’ goal. " Occupatlonalvftrmning e "1

i employment. This is not easy because you must take into cons:.derat:.on the

* jork ‘of the ‘bus:.ness_,ocmzpatlonal jn:a.uz_ng patte‘rn. We e:mecrbr*‘this group

. ‘},“A,
;- s

REMARKS OF R. C. VAN WAGENEN, it BUREAU OF BUSINESS Ewcmxon ;
CALTFORNIA STATE DEPARTMENT OF EDUCATION: .. » .. " .o 'w oiif i
AT THE 1OS ANGELES AND SAV FRANCISCO coummcns ST R R

‘1

The Bureau of Business Education”is ‘en agency of State Gavernment?f“in“the

mns]_on OI .Lnbbru.bu.xuu Uf trhA Cn'l 1-Pcrn1n Q‘i‘n‘l‘n T!nn:’aw!:mpnt Of Eﬂuc&'blong ItS

s - e T .‘\“"

Ca’liform.a s AT SR

B O PR T - . - N -

Th‘i‘s “conference is designed {to analyze the ;]ob requlrmnents f r\'l'her:
clerk-typist, the clerk,general office, and the stenog‘rapher ‘and’; to inqm.i‘e
concerning opportunitics for emp»_oyment of youth now enrolled 1n vt'he hlgh
‘schools” in ‘office. oc’cu;gatlon SRR e 7

L
ER-d .3:.. i ...c,. ST :__14(

o e % - - Tl . o
;‘ ;;f, . - 4 . - d‘_? ‘r’,'{’,»_

.+ The Bureau of Business Edncatlon has the re5pon31b11:cty of worklno vfi‘Ch
over 1,000 ~igh schools ‘end TS jum.or colleges in t‘h:r.s statel A full report
. of th::.s conference in Los. Angeles ‘and smllar ones’ he1din Sacramento fands -
San ‘Franclsco will be prepareﬁ and sent ‘to school dlstncts in Ca.llformaz’.

oo i s
»—f.",_" Zaxt oy »;‘-w "»«'— v -

”-,:.' B .

““We “are concerned B th:.s conference’ for the hlgh school gradm,te the ‘
dropout, snd the cub-of-school youth currently unemployeﬂ. We in educat:ton e
are trying to alleviate some of our serious social problems through educa-~ T
t:l.on. Thzs is 2 slow process for we are dedicated %o° ‘educateiall-the .
cliildren of all thé'”people.' Will you share mth us’ ‘sorde of our concern ’for
t‘he welfa.re of Amemcan youth? TR ‘- 2 D b Slmed :

- - : ‘. K . e ~~ '.;;1;§:‘"~;1 43‘ - :' - R R

On {he' ‘other hand we recognlze that buszness Government “ands industry

‘are faced with genuine problems “such as fiercd competition ioth From: home: -~

end abroad. We know you need conscientious, well-traa.ned employees vho’ ha,ve IR
"fla:.r" for the 'bus:.ness world e y AR

We know we have different types of students in our high schools and

Others do not have such a high rate of" natlve mtellzgence, and some. lack RN
the imagination necessary fo- succeed iff ‘business. . T R UL 4 ,_ S

lt 1s Toglcal to assume that “the school must motivate: young peop...e to.,.
prografs nust be designed toward preparing youth and adilts “for: successful

interests “and a“bllit:.es of each person 1n relatlonship to the requi’rements,

for employment in speclﬁc ,jobs. ‘ nf?* L Tl R rngng e
S :c;a:_ FEO Tt

We e,re alreach concerned and awa.re ‘of the ‘rieed for' young persons to,‘be .

well gromdea in mathematics, English, and “the Iiberal” artgy Welmustiis -
encourage more attentzon to this genera.l ‘education” prcgram‘wlthiﬂ“uecfrm

h - MRS NN G 1 ‘f*‘"‘ _;(

~
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Belected Businens and Thdustry Job Desceribtions for Stencgraphers {contd.)

Stenographer

Stenographers are used in many of the departuents with this company.

She is on call to teke dictabion, transcribe rotes into typewritten scoies,
following company practices as to form. Uses electric typewriter. She cuts
mimeograph stencils and hectograph master copies. She generally begins in

& steno pool or in an office with combined clerical duties. On Job traini
and oppcriuaity for adsancement. Weekly sslary ranges from $76.00 to $30.50
at the start and from $95.00 6 $98.00 at the top. Hours of work are 8:00
AM. to 5:00 P.M.

Qualifications. Along witHd geneal gualifications necessary for ali
jobs with the company, she must be an accursie typist and take dictation
and transcribe notes dccurstely with st least average speed. Good knewledge
of spelling and grammar. Mental ability aad capsciity to advaaes. She
should be able to express self in s clear and natural manner. Only high
school educaticn required, but more is desirable. .

r

Stenographer'

Jou Duties:

1. Takes snd transciidbes-dictation. , SR

2. Performs Dictaphone snd Popy typing, dincluding. correspondance,
reports, ete:

3. Frepaxrss stencils and masters £or reproduciion.
L., Prepares various forws using typewriter or by hané, T

5. Performs varicus general office clerical duties, ivcluding answering
telephonss ead maintairing files.

Genersl Information:

~

Bigh school diploma is reguired. ‘

Must pass & tvpiug test of 50 to 5% words pey minute and a dletation
teet of 80 words per minute.

Beginoing selary is $97.56 per week with antomatic increases to $118.76
upon completion of 26 months.
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Most of the jobs are for women—=7G per cent femsle and: 30 per cent male;
in the branches, there are 80 per cent female and 20 per cenmt male. There
is a need for high school girls. TFormer employees are returning;- these
people make the best and most stable emplevees.. . - -

Our staff numbers about —2,000; approximately TO per cent female and
a0 war gent male. Our major recruiting efforts are direccted toward the

LV pPws -y

recent high school graduate who is.a typical cendidste for these entry Jobs:
typists, messengers, phonographers;, file’ clerks, ‘and clerical trainees. '’

Girls are not career oriented; there: are alwzys changes.

Selection is not just for the beginning jobs--we must hire persons with
advancement -potential. It is company policy to- promote from within whenever
possible. - ; - cn S

‘g

Major recruiting is for en%ry level jobs. Clerk has to have basic
office skills. Opportunities .opén up fdr pecple rith - a knowledge of typing
where otherwise there is no opening. ~Shorthend is 4 dying art and is greatly
needed. : - B -

Some companies want male clerks, put there are few males who are
qualified.

He have jobs on the beginning clerical level, but have difiiculty ‘in
finding qualified applicants.

Cfrice occupations are primarily for women. A young male may be hired
+o work in the mail room, sorting and delivering mail, ané oceasionally will
be asked to drive cars for executives. Our beginning positions are junior
clerk assignments which are considered an jnformal training position, in theat
we plan on promoting each young woman who is a success as & junior clerk into
a second~level clerical position after one to one and one-hslf years. Recep-
tionist assignments are made from Floor Service Unit. ’

In several divisions there are always openings for clerk~typists and
stenographers; these are -open to high schocl gradustes. C o ot

High school graduates’ are nired as clerkitypists. A lot of routine
jobs require the services of péppie . but’ people must vecome computer coriented
or at leest computer language oriented. Stock clerks and storeskeepers are
coming close to office occupations. This area automates easily. We look for
persons with business sdministration, accounting, and statistical knowledge.

IS

Six himdreAd high school graduates a day coue through the employment
office from June to August. We advertise in newspepers and have our -
instructors act as counselors in the schools; in addition, we drew from & - -
tremendous number of drop-ins. Rzcent study showed that 60 per cent of '+ -
_spplicant . came fram. out of stat> and 40 per-centfrom ¥ast Bey area.
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Job descriptions should defiune more clearly the work that people actually
do. Definitions must be more exact. Business and industry should work more

closely with schools..

Eighty-—flve per cent of our emplovees are union members. 0p°nings for
men are practically non-existent. Only position open for aen is mail elerk,
but this:ds a dead-end position. Men go into sales positions with 'a.college
degree. T

We employ more young men than women. Because of a policy. in cur company

.. .%o get out orders the same day they are received, it is necessary to work
-overtime. . Women. cannot work over eight hours regularly. Young men -opers:-.e

the:Flexowriter in our orgenization. Positions for high school graduates
are: Kkey punch, mail room clerk, cl:rk-typist, stencgrapher. -

- Pyo hundred. and fifty out of 2,100 typist-clerks are hired at the jJunior
level these jobs are open to high school graduates. Other jobs are:
cashier-clerk, offset duplicator operator, tab operator, medlca.l and legal
stenogre:phers, :

In a.ddltlon to stand&d entry jobs we have meter rea.ders which are male
positions. We have the same number of male and female clerks. Ninety-five
percent caﬁ ‘bhe hiring is at the beglnmng level. — : :

All start on entry occupatlons, promoted by senlorlty. Young men and
women sre employed in general office occupations. OLhift work in-clerical

occupations in stations and terminals are open to men. S

Major recruiting is for .entry level jcbe; there are openings for h:.gh
schoor students. We -employ.juniors in la.rgp clerlcal offices. .

Orders for placement are filled according to employer speciflcations.
Job requirements are an ideal, not an actuality. There is reascnable
expectation of a clerical shor:zge. There are immediate employment - -
opportunities for anyone qualified. A large number of job orders have
specialties, but in general they ask for typing proficiency.

We have 1,500-2, 000 in clerical-type jots in ‘one area. We a&re very
successinl with the results we get in schools. We are getting better students;
however, do have to test a lot and screen. Our agency wants sbove average
I. Q.-~110-115. We arc getting a good calibre of students.

Some jobs are: clerk-iypist, general clerk, calculating machine operator,
key punch operator. There are 40,000 post office jobs—-clerks and carriers;
over 350 positions in Southern California. Age requirements are from 16-18
for clerks and carriers.
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offset “duplicator machine cperator. R

‘: - Occupational guides are .designed to £ill a need for gecurdgte, up~-to-date,
-. oriented jobs.  They provide mesningful guides for locul markets, information
on future job opportunities, jnformation regarding shorteges and surplus in
the job market. TFormat of the guide includes: Jjob title, duties, and working

. conditions. In order to get job information, we study materials on hand and
ir the library, meke s preliminary survey by going to different types of
industry and finding out as much information as possible by interviewing those
on the job.

‘We have about 3,000 e. ‘oyees in the. catalog sales. offices-and add 2,500
more between: August and.December. Seventy-five to eighty per cent are -girls.
. We are-interested in all kinds of people and all abilities;and hire -students
just out of-school if they can pass simple tests, are accurate, .and -give
attention to the- job.roduired. SRR H : :

=g

- o Twenby per cent of our total population is in the clerical class--3/h

are typist-clerks.
Competent typists and stenographers are in demand. Th‘osegwho-have

perfected these skills will find employment opportunities easily and will be

. rewarded for them. ~ . C

{

~

Constant need—=k5,000 employees; size and functions increasing steadily.

Excellent promotional opportunities for office clerical employees.
. -HBigh ‘schocl gradustion not required, but _demonstration. of comparable

abilities on written test. : ’ S

Ent¥y level classes are: typist-clerk, stenograoher, clerk, transcriber
typist, offset duplicator operator aid, tabulating machine operator aid,
teiephone operator, and cashier clerk.

Classes which could provide future employment opportunities.for high
school students if additionsl courses were offered to them, such as medical
or tegal terminclogy, or courses in operetion of various machines -are:
medicel stenographer, medical transcriber typist; legal stenogrevher, key
punch operator, tabulating machine operator, calculating machine operator, and
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comnents from Conferees on Applicatiom Blenks, Job ITnterviews, Job Requirements,
end Job_ Preperation. ‘ \_\

‘\ rd
Ve discuss and suow the young women the reference check forms which are
sent to their high school principals for coupletion.

The new employee is rated oun grammar; he has to be able to commmicate
understandably. Other needs are: skills, knowledge, and ability. Bonuses
are sveilable for typing and shorthand sgeeds gbove the minimum.

Three selection criierie are used: the applicant's school record, resuits
of our pre-employment tests, and the interview impressions. Generally wpeeking
high school graduation is a requirement for employment consideration by us.

Most clerical jobs require typing. However, they include many other
duties: Piling, answering the phone, correspondence, and specialized detailis
related to the function in which the person is working.

Accuracy, judgment, amd willingnes: to work are needed. The selection
of competent employees is one ol our most irportant duties, inasmuch as the
efficient operation of cur venk depends on the quality of our stalf. Our
sbjective is to select those persons who have the best over-all qualifications 3
and, whenever possible, to employ andy those persons who-have potentiel for
advancement. The types of qualificationt considered for 'employment are:
pefsonat-eharacteristics- and specidl-skills and knowledgg. _The important -
factor in banking is the fact that we have oAly one Item te sell and that is
bank service. This means that our job is at least 60 per cent public relations
and 40 per cent job ebility. Cur employees have to be well groomed, have a
good persorality, possess the ability to seli themselves to the public, and

should have the desire to learn.

Typing, neatness, correct format of = letier, =nd composing of letters
for routine situations particulerly are needed.

Basic skills are what we are interested in--no frilis. Ouwr research hes
shown that a large per cent of girls at the "pf 1evel come from out of state.
If a girl has had no business experience, we prefer business college training

to a degree from a four-year college.

Proof of sbility is the production of work that is mailable. Schools
should make arrangements to keep skills up until graduation; in some schools
Ro ‘Qrping is giver in the senior year.

We are reluéta.nt to hire stenotype operators because we feel that.-lheir
aim is to get experience so that they can 2o on to court reporting Jjobs.

10
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. We vequire high school gradustion or six months' of experience for- stenc-
grephic and cabiy cisuk pecitions, as well as basic knowiedge and willipgness
to work for the zalary. Order of preference is: experience, gptitude,
education:. If-gpplicant is-mgle,.the order of preference ig: education,.
aptitude, experience; this is dome becauss we sxpect o male emnlaves to bz a
long~term ermployee.

Those xith .typing skill.of 45 words per mipute will have opportynity Lo .
be promoted and trained as gtgtistical typists, Ediphone operators, .billing
typists, plate typists, -and teletype operators. Junigr clerks with-ggod - .-
backgrounds in mathematics mey be promoted and trained es comptometer operatoFs
and alse as accounting clerks. Thc-e are many other clerical sssigaments to
which the quslified juniocr clerk may be promoted. ¥ =

.-, W& axe looking for & good, general-educa“ional background with emphas;fs .
ﬁzl_z.ﬁqginess- asubjects gnd good grades in acgdemic and business subjects. We
vant young wogen who have prepared themselves for the business vorld by teking
two years of typing, one or two years of shorthand, English, business math,
and business machines.. . ' .. . oo

Wher & é%éiogféﬁhlef leaves her job, we replace her with a trenscription
machine operator. ' S

. Shorthand students do.not always get a chance %> use thelir ghorthand skill
on the jok, but need. it to get i.e job. Very few use shorthand. Hovever, we. .
find a good stenograpter can punctnate, spell, is generally more accurate, and.
is a better typist. Shorthand is a screenirg-device; we feel we get & hetter
qualitied girl.
.

Persons who are vell prepared wili be considered. We do not stop at ’méh
school or junicr college. Only people who make the top of the list will be
considered. :

Fmployees do not develop skill on the job; they need it to get the jJo.
Require high schcel diploma. Familiarize gstudents with standard types of
application blanks, snd the proper way to £ill them out.

. We do not require & high school diploma. Applicants have to be able to
operate miscellsneous office equipment such as offset duplicator, bookkeeping
machines, etc. There are one thousand on the eligible list; we have 40,000
employees. Schoals should upgrade typing speed to 60 words per minute since
most jobs involve scme typing. Applicetion blank is most important; prepare
stud~ . 1 on how to £ill out the blanks.

Tegeh high school students about es meny businesses as possible so thet
they will know what they want to go into; this will meke them hetter spplicants.

Tae importance of the first impression that an applicant for employment
_ _#pkes-when sppearing for.an luterview- cannot be-overemrhasized - particularly-

11
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nov that jobs ave not as plentiful us they h/ave been in the pest. This not

only includes dress and deportmens, but the lapplication for employmen* as well.
T am suré that you are aware that & poorly iade application which:is:imconplete
cen -deley oF exclude an applicant from propegr consideration. - - i - o7 N
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At our install. on most entrance levefl cierical jobe require soms degi'ee'
of typing ability. o] CLT PR ST

We may spend too much time on skills;/' teach them how to apply for a job,
how to Fill dut an epplication blank, and how to sell their abilities. We
should Pamiliarize them with standsrd types of application blanks. Too many ==

students who' can %ype 40 words a wminute ave unable to go out .and search for i &
. .. L . i ! N . N N Ly nage o f
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We were puzzied with the fact that sgome girls were able tov'tra,gsact:i:ﬁsimsz
over the telephone with dispatch and without reising arguments and resentment

e s

with the customers. Other employees who were justT a&s nowleageable ; and apparently
just as capable, were having considerable trouble in comnuni cating’ with customers.
An ansver has been found, and it is nothing more than the ‘tone of voiceiused. "
e vo.ce which is immature and of a higher tone has great gifficulty in’getting
the confidence of the customer as contrasted with the more mature type-of woice.
You might add to the list of what to teach high school students the need for a

teenager to talk like a mature adult, especislly on the felephone.

4 =7

Recommendations from previous employers are impcrtant even thong the job
wat purt-time or just for the summer. Apparently, some students pelieve ‘their

work records in this type of employment de not count. The truth“is Just the
opposite even though the prior experience was not’in office work., = .- 7
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Comments from Conferees on Knowledge of ﬁﬁndamentals--for General Education
and Business Education.

The most important cources offered in high schools are typing ,” Shortha. 3,
and business math. We consider gremmar, math, spelling, and good Bnglisn
usage, of primary importance. We would like to trade emphasis on skills for
the emphasis on fundamentals.

The impor{tant skills are: handwriting, spelling, math, and good English,
written as well as spoken. Students should be able to write legibly, to spell
correctly, and to figure math accurately.

Schools si'xould give four years of general Englishj emphasize English
applications, and include public speaking and business English courses.

Applicants need spelling, acceptable knowledge of grammar, and punctue-
tion. Everyone will have to work with figures. Seven out of ten psss a
seventh grade erithmetic test. Arithmetic is the biggest "pugaboo" with
students. They need spelling, too.

reasons: they cannot spell, do not either write or speak good english, and
do not possess math ability. Basic fundamentals should be taught in the high
schools; re-emphasize them. The company has responsibility to teack, too.

. Our research study on, "Why People are not Employed,” shows the following )

One thing we are not getting is the knowledge of English, grammar, and
spelling; need to know how to =pply thees. Math cannot be erphasized too
strongly; include use of ccmputers.

"’} A1i ask for basic skills in spelling, grammer, math.

§ Reading ability and comprehension are needed by those who plan to be
trained as telephone operators since training is now given by progriumed
I instruction.

‘* Knowledge of format and composition of letters is needed by secretaries.

13
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Ccmments from Conferees on Business Machines.

3;.
;
:

e Knowledgr of the use of comptoieter
% ﬁuplica.ting machines is useful.

‘“\ | Key . pmch ig orx the way out. We found that a key puach operator has
-] menual dexterity which others do not possess, and this dexterity can be put
> to0 use in other related work.

3 Students shonld be familiar with brand names of machines as well as '
technical names. If someone asks them to operate an A. B. Dick instead of a ’

mimeograph, they are lost.

We will hire high school trained key punch operators without experience.

@

A girl can become accustomed to an electric typewriter in one day. Tests
are given on either manual or electriec. A begznnmg employee usually gets a

manual typewriter on the Job.

A ‘4'!‘ =

» AL . v N
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N As far as traimng on business ma.ch:mes ot.n.er than the typewriiter, ve

- have little inteérest in eny cther one than ar adding mechine. We feel it

is not necessary to train a girl on the transc.mptlon machine or copy
machines. - A qualified girl can pick up these skilis ea the job. A comptometler

opcrator needs educgtion beyond high s‘*hoc.l.
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" Comments from Conferees on Personality ‘I‘raits, Attltudes, Vgrk Habits, and

it * G*rooming Desiresi T ’
"iif ‘ . “ "y

e g . pevr . .- Q

Off:a.ce workers should be willing to do some housekeeping duties aizd cater
to the boss, snould give extra help and be able to a'c’r. along with ‘others.

A5 0 . ‘Tne employee fringritied

P»—PLEASING

=

A—-—A’I‘I‘END l‘Iu X SFOUI.D BE GOOD

v 4 N .o : SN £

‘L--LOYAI. . SRTEN

.
LY S C. LI ST A

P--aPleasin;-: in sppeavence. This’ incliides such things’ as” propér make-up,
hair-do and dress for an office.

N -
. RYRI I
yian

.3

Pleas:mg in that she is cooperatlve. She shou..d get along with the
“ L, 0 eo=-workers, supervisor, a.nd others mth whom she’ must work

PEER S - - ’,-
- - PN i1

YD -“Ple esing in *hhat she>does ‘not g0351p, ‘spread rimors, or lose ‘her temper.

[ X!

‘nAd-Attendance. She is at work every wérking day. is always oh time, does
: f V2 not teke more time for lunch than iz scheduled, ‘znd works to the end of

the day. She observes proper heaith care to attein thHis. H

" --Toysl. She takes pride in her work. Ives her work correetly the
first time. Gets imstructions before proceding, if she is not ,
io.osieot0 o, eertain of how to perform ‘the job. Recogpizes that she is important
i L7 40 the company snd that her wcsrk 3,s important to ;ﬁ:s Sue hesg. “Keeps
busy., looks for work rather thdn coasts. Does more thsn 1¢’ reguired.

T‘ms &g ghe v?Q“kSMGOES no't dc her work l:;.ke a m’bﬂt._

Bei.;g 2P A4 I will guarantee sucCess OB xzer je‘b am evonuual propotion
to more responsible sssignments.

-

During ‘the interview thers is another *esuremcnu we sbress hnd thet is
2 mature business atti zude, which includes: ability to get aloang with others,
ecoming to work regularly end rympmy, devoting full skill, care, and effort
to the g;e’b» Ou of 210 dismisseld, only one was for lack of skill; others

ﬁere for me.ml;.tv to get along. | ]

-0 N

X
¥4

F
v &N

EN

-
c. -

.. He rpquzre maturlty and e.dapi-abi.",itf-—employ-ees work in & vaz'iety of
settings, from normal office settl nig9 buCﬂ as Assessar 5’ Gfi‘.:,ce ‘ca 8 wa,rd at
:General Hospital.: -




- High emotional tolerance leves is most important and persons in positions

* giach ‘as phohographers do have to have a grest deal of pstience, as work can be
rather boring. Cheerfulness, willingness to do more than is required, willing-
ness to @o some housekeeping duties are added traits needed. We went dependable,

reliable employees with good atterndance. :

o f

Tﬁe dbility to get along with others is needed. In 90 per cent of the
problem cases it is a question of attitude. They nust have an: understandiog

ft =

of what it %takes to succeed on the job.

They need to give eight hours work for eight hours pay.
The business world revolves around inter-personal relatiobs. A cooperstive
attitude is importent--no employer knowingly hires a troublemeker. Employers

want reliable people working for them. In a large organizetion, more ettention
ney be given to attendance gnd punctuality.records than in school.

Business shares education's concern over proper 4ress.

Youhg pééple?shculd be'tauéht the rule, "p day's work:for a day's pay," \
and vhat it takes to succeed. ‘They should have & feeling of responsibility. XN
Give. us someone who has the desive ta work ard who has s little loyalty. -

. .. He stress neture business attitude, ability to getr aloxng with others,
_ . promptness, regular attendence, and 2 willingness to -devote :Yull skill and
effort to-the job. . o : -

S

W
2
5

A

Office.wnpkers should be willing to do more then is expected and required.

P £
e,
g, Y

Rl
X

L 'Tﬁgy_pgéé to change from wantiﬁg;to.receive & pay check to & good attitude
;cwafd'werk». They have changed from wanting +o0,.work to wanting to receive a
pay check. Need to .re-establish this attitude toward work.

g

‘o

Dress and appearance need 4o be taught to young people applying for work.

~ -

Employers ask for good grooming.

., Girls should be told to watch their Adress, hair-dos, amd makeun for ihe

The office peféonﬁﬁés'po Be well groomed--neat iz appearance, e

Some things are needed which might be conéidéfed fills by some educators. k-
One ingredient.is needed--the adjustment to the business and officeenviromaent: B
plo;hes, attitude, speech, compliance with rules and regulations of the office. {0
Thege might be included in a charm course or an elementary psychology ‘course.

’




. In order to induce better. attendance and keep our employees from leaving,
. we give them one-half dey off for.every month that they do not miss a.day of

attendance. The emy” Jyee cannot.save up more then five days at & time. The

mejority of them teke off the time 55 soon as it is earned, aud seldom save it

up. If they are neither tardy nor sbsent, they can earn a half day off with
pay. This conld add up to a we_elg off witl_x ey . CoL e T

We try to determine whether the person will fit into the business. Weak-
nesses seem to be ‘attendance and citizenship. - T
Ca.sué.lness mey lose & Job for an applicant. Yoﬁhgsters;need to realize
that sincerity and a desire to serve go a long wey in helping them to secure
their -First job and subsequent employment. , : eyt

e A

Corments from Conferees on Speed Requirements in Shorthand and Tvpewriting.

.o o . E oo . . § P . IR o .
Typewriting rate.is 35 words per minute for. a typist:. for .a stenographer,
45 words per minute.: Shorthand speed is 80 words per minube.: .. o oo

Minimum typewriting rete is 40 net words per uminute with 85 per cent
. --ageuracy on 10 minute timings; shorthand rate is 90 words per minute with 10
erI’OT‘:i . . . ) T . vt - '. 4

“ oy o
SN

.. .. ~:.Mypigg ability is recognized, and we will give addittional pay per week
for a girl who can match the top speed in typing. Ir. shorthand we . will.give
& bonus Tor & stenographer who can do better than 110 words per minute.
.« (See Appendix for detailed information on the bonus plan.) . -,
Porty-five words per minubte is cur typing speed; shorthand speed, 80
words with high aceurecy. Spelling, punctuation, and proper centence -
construction are equally important. S E

Typing speeds are 45 to 60 words per minube; shorthend, 80 to 100 werds
per minute. o h e T T

. ~“Myning cpeed for stanogrephars is 55 words per inulej; shorthend, 80
- words per‘minute:. For secretaries typing speed is 60 words per miautey:
:shorthand, 90 words psr minute. SR ' R
Typirg speed is 55 worcs per minute; shorthand speed Iis 80100 words per
‘ 'Slinvftve» ' AR . ’ ’ .o . 7

e B . . - “ oo
N NIRRT . : .

. MaiTele work.is the standard required. Those with ‘nigh sp&éd.-méve up
«* 't yapidly.  However, they do not need high speed for entry jobs. -
Fifty-five words per minute is the typing speed required and 80~85 words
per minute, for shorthand.

25




Pyping speed is 40 words per minute; shorthand is 90 woxds per minute.
.A transéription machine. operatoxr who spends 50 per cent of her time transcri‘bing
should have a typing speed of 40 words per miaute. .

F ¥ N S

Comments from Conferees on Employment Tests.

On the math test, two out of Tive pass; on the filing test, three out of
five pass; on the grammar test, two out of five pass. Fractions geem to give
.the nost trouble on the nmath . test. TroeT

»ov e

Wri tten tests 3s well as prof:..uency testz are g:.ven plus an oral interview.
People who are good typists or who apply for stenographic Jobs do better on
clerical tests. We are %rying to anaiyze our tests to see if they are good

. tests--dpes our written test really test for the Job. We use juniors: in some
classifications; many are juniors Ly default--come into the business world
later in life. About one-third pass the test. About 20 per cent whe ere on

- .the list get jobs. We place mostly on the intermediate level: - Applicants
are disqualified for difficulty of getting.along with others and for a-poor
a.ttendance record.

oA e LA

T g andhn 2t s
et e WY e

. Bach year 25 000 . are tested to employ 5,000. Recent test in high-school
typing showed that of 800 taking the tast, one-ha.lf passed; on the written
test, 60 per cemt passed. About one~half take the shorthand test. Our needs

. have:not been at the: Juxuor level. _Mostly ‘experienced,-skilled, older people
" are wan‘ted ST v N SRR ET F , Do e s
We give cler:.ca:f genersal aptitude vocabulary, end math tests. We are
delighted w:s.th the average scores on these tests.

Some i‘ims mclude proofread:.ng and transposz.t:f.on of mnnbers in J;herar
tests. .

\
4
ot
3
1
s

5

£

Set standards to get people we need. Raise standards when we don  need
people, lower standards when there is a need. ETERRNE

_ Tests cover three ercas: vocgbulary, meth, .and clerical sptitude. We
prefer not to select ‘nev employees from those bha.t get below 40 per cent on
thelr cest scores. Require high school attendance record and citizenship
*eeord«—-iboth are very inportant.

R

We have an annua.l recrultment program tests are g:v.ven by tee':he-rs -An
schools. It is from these test scores that we select a great number of our
.. employees: They are placed on an eligible list end selected-from it, We
get es many a3 1,000 on the list. Test includes vocasbulary, me.th, end.- cleric&l
accuracy.

-

-~

-
A) v




e

e

One of the more important reqﬁirements is grammar. Our test is 10 minutes
long and contains 41 total. erxors. fpplicants mgrk the number of errors
they find.

A1) applicants are given & vocsbulaxy test, an arithmetic reasuning test,

..and g battery of clerical aptitude tests. A.mechenical aptitnde (Bennettltest

is. administered to IBM operator e plicants. Skili tesis are given to those
applying for jobs as typists, key- punch, gperators, phoneographers , ard T

B e omi ot e i min R . -~ - L3
stenograpaers——the latier two sxre also given a- spelling test. ... ;o s
= N B N - A

Cer 2Rk R
I L .
A 33

The raw scores for all tests, other than for skills, are fccnve;ggdaiiato
stanines("standard nine") which show the level of individual perfosrmance as
relgtad to group perfoxmence. Our minimum cut-off point is Just.below thed

a3 ddle ‘L0 ‘per:cent -(when group performance by high. school gradudtes is recorded
as»& belk curve) .- - o . Y IREE .

) d L
P LRSS RN

* Aunual High School Recruitment Program.- “Uged for typist-clerk-amd: =
stenographer. We send out & special written test to.over 100 high:schoolsuin
the County. Teachers administer the written examination which tests arith-

-metical ability, numerd cal ressoning, vocabylary, and gramaar. . Less:thaa 50
per ‘gent pass:’ The teachel £hen rates the students' typing and/or-shorthend
gpeed. -The  teacher rates-each  student on socisl skills, nestness.;-and interest
in office work. * From all these scores an eligible list is -produced with as
meny as 1,000 names. ' R

-+ Rgguler Recwuitment Process. 'There are three divisions in our testing
proégrae: “written test--vocabulary , perception, speed and accuracy, etc.;
gkills test--typing and/or chorthand; and the interview-—gocial -skills,
appearance, and interest in orfice work.
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. OBSEBVA’IIONS REC’GWENDA’I’“’OES AND ?LANS ¥
R N N & O B R 2% - OF“THE - AT SRR B Y §
NS SR ‘ <

T e BURBAU OF BUSIWESS EDUGATIGE 2 e

ST Gppértmities ® I8 all three conferences with -vepresentetives fiom
Govartment, business,-end fndustry, thers vwas smple proct of: joh opportunities
2 foy qua}.iﬁe& high school students in enhry offive jots. The participants’
: at the' conierértes weres lof thésopinion that -the dnalysis and- synthesis made
by the Buresu of Busiuéss Educetionvwof:delected.job deseripiions for-three

el entry office Jcbs-ns’cenagmphez:, cler&—ty"ﬁist ancz. clexk, general office--

e aua.e,tionf ‘should be expanded in 'tshls hrect:z.on.- B R 1;;._.«_..-.

I ool e ;.‘

HETe VXY mmeteo».-..- - . Loakr e St

SR LY Ropne 0' - . . E— v o T . . : Y .
5. ot LRE VI Y RIRICIY EICILE 7 A Lo K-\ 5ot PE5 6” N

Reed Tor Fundamenﬁals . Commem‘.s :(’romf ‘Businessmnen indma‘ee& that schcela* 3%
w3 U génerally do an s.cceptab e job in teaching the: skills,.but need:to find’ ways
tc reemphssize the fundementsls. There is & continuasd need to giveiprime

at'z’:ent ion o improving reading, writing, spellinz, and simple fundamentals
£ mothematics. Perhsaps & more.concerted joink »efi‘ort wigth .a,ll areas; of

.e -~ -
LARES ER - o
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: Reemudendaﬁ:con. s Busmess eéucatxm sh&uld bring the nceda ef business
.. .to=the attention of the English, mabhematics. and. counseling depart~. -

y . ments. tosas.greaber :extent than-in.the past; and: -should -share- i’.ndings:
. Jfom reporbtscfrom-business, [industry,. aed Gcrvernman’c. . n.feren..es, :

s - L d
s e ¥

publications, ete. e oL

‘.A2 & result of the‘three conferences, it is suggested that. a revierw
,course.in basiec fundamentals, be given -on ihe senior level. I xealize
.that -soue ‘schools 'are OINE ARAS BOWs rios - ot it L g w i oag in3iNg

e * : e RO ge
Pian of the Bureau. The Bureau of Busmws Eﬁucation plans., in the
Puture, to have conferences for English, mathematics , and business
education teachers to work out yays for closer coopera,tien in the
oceupational preparation of high scheol siudents, {

Curriculun Improvement. There epparently is & feeling om the part of some
Brorinessmen and educators that scame of the educetional programs axe not
realistic in the light of continued technological change.

Recommendation. It is recommended that business, industry, and
GCovernment meke it possible for competent secreteries, stenographers,
clerk-typists, and clerks,general office, to work with the Bureaun and
selected teams of teachers to assist in the improvement of the business

oceupational curriculum.

Tlan of the Bureau. The Burcau will meke arrsugements with Governmentd,

P

business, and industry for teams of teachers to observe and interview
office workers on the job t0 take orientation training courses,end to-take

& ploy’ment tests in oxder wu bulld
sreining programs.

end update the cnwrriculum for Job-




c,_’ - f—,f, “‘"3 *‘:f
> Joh-oriented Course Seguences. More emphas:l.e is ncm being glii"e‘ﬁ;% tp;v;fo“b-

oriented course sequences since the Vocational Edycationel Act, i 639 A
sequence should insure that a student will take certain ccuraes needed oY

an entry.office ,job. ST TR R

LB Iy A SR 2
Recommende ions. The three conferences repor‘c 8 need for msre training
ey il job.grooming and, Job interview technigues. , True, ve.are ieaching
~othig gu‘hiao‘!‘ ma*H'p'r but perhars we sre not reaching enowzh stizo'ients.
Follemng through on the ,]Ob equence cn the part of hu..mes,&%‘educatz,cn
RXoRT per’cmentsgend counsel:.ng staffs for students woulc. make our, traising
more effective for a larger number. T T S ST R

-

=y -fQvernment , business;, ‘and industry should be made sgware of - ,jpb-oriented
course sequences. (ertificates of completlon for Tob-course sequeuces

might be given to student

Y - ,-Nv e ~ e - .
ar: Doven 5 ; VGl s DT el gl

' m. The op:.nion was expressed by a mzmber of partielpants at; !;he: o5
confercnces thet a knowledge of shorthand is used as a screening devz.ce,
atd often the giris selected -as stenographers do not teke shorthand +0n - i‘-l’l%
Job« . Enployers feel, that they can get a better qualified girl {8 they gselect
one ¥ho has had shortnend trammg
e % o ATl BIIAT LG - Pl LSy >aﬂc"é"
ﬁeccmendetlons 0. Bus:v. ssmen skgoald be maé.e avare” ef 'ﬁhe man“’?erecords
kept on students iu the attendance departments in the ccmsel‘
offices, and by the regisirars. It is suggested that schools have
_.eonferences for businessmen which would include visits to: the; of,f,i.c

mcntz,e red sbove and talks by those in charge. R

rfz“
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\i‘f BV i T E . 2y el

Smne Governmcnt egenczes m.u. ac\.ept school certlflcates for. ekilﬂ.s ip
for wshorthana and i;ypz.ng. ,.8chools showld work with business angd- in&esmm

f)

P

;b0 accept theen_. skill ,certlfzcates, and, in addition, call on =l;he» LBy
agchools for, a.ttendance records and test results on shtanderd. tests—
. \g:.ven 0¥} the counbel:.ng staffs. -In this way business would be g,ettie»ng
fstudents ;recomm.nded by the schools as good potentisal offzce,wcrkers 3
. ,cbusmss/ would be- saying a great, deal of time ard expense in; testing, :
co s;nce manv give tests similar, to those g:wen by ﬂcunselcm. L, m;

ST L ue St S 3N
Typing- .. It was ohought tha,t in manv cases suu&ents lcs‘c t:aeir speed byfthe‘
time they applled ror a job, because ’c.hey had baken their typing ccuree& on
the sophomore or Sunior levels .

A St { DR TR LA s 1

»1 5b ; Recommendetlon, Some pronsion should ‘be mede fer students w'ho do
id B no‘c take secretam.al or clericaJ practice courses t0 keep up ‘bheir
skill on 't'.heL genior level. e e S s mteadn

ff». ‘ "’»“""

Electrics V5. Manva.l. Most, bueznessmen were of the opim.on th&tvx a %ypist could
Jagonvert fyom.e manuel, tG an clectric, ty:pewriter in, one dsy. . They: stated that
the girl in the beginmng Job u..ually gets & manuval typewmter. e g

29
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Regommendation. = Vhere training is given on eleciric typewriters ouly,
%nme provision should be made on tHE senior 1eve.l 1’ give z*@#i’w «gz-ac*zae
' on ‘the aignual- bf-\fc:ce g-f'ac‘h;w;b:f.fma o B E "’”:'"

. " e . oo eREr . . . . :"' - 2L
"~ -I‘. ‘::’.{J MR ;«ﬂ ‘J‘ N . 5- Y S R RN 1§ ' > ( . R o s, “: “,:!t’*

P

Clexrical Procedures. Conferees made the comment ;.hat. mré and more the
gene.ral ofi':.ce clerk is requ:.red to have an accep‘ca.ble tyging spe-heﬂ.

%, S Ly ,q'

7
H

t,,,.‘ > "

’ﬂRecamménda’oion. Sbuut:n ts taking clemeal practic ae ccuz'sﬂs Bhould have

. ’“’n-&s‘,: %?;an *Gncs ‘:’PADYO ey 't}r?ipg in n'nﬁ::n‘ ’1’.{\ ﬂh\!ﬂ.‘ n'n ﬂ mﬂ.‘f‘k@-’hm& ~2‘8.'§:é G’?

'-ws’fpeed on‘straight copy and productn.on ‘typing. - TP f@.rst year “yping
CZiiaemHe stepped’up togive this ’sype off mra,mmg, then 'one yee.r woul&
he sufficient. R ' W

"-”wing_ Speéds o Tests rc.nge& fmm fzve mingte o 'ten mixﬁ::he timings
'andf”*f’i'cnf SiG8s woras o minuké 16 networds a minu'be. St E

-
e

i . 3 '."-f ‘_~,.!r

In one firn, above average rates were *ewar@ed ‘.th ‘o_onuees izl pay. (See _
Appenﬂz:% *’n"«‘jrates faﬁ& bonz}:aes ) ' O 'j _ ,Lb:;fﬁ,,,n: ’.

Jase ni ':*.-_'. - T " . Ry AR T L r,

'*?emcal Tegfs o ﬁpplicaﬁts ‘who-gte good ﬁypisﬁs? “aid thode Who apply :mf’ ,"

sienogsaphic jobs do better on clericel tests _acco_r&ing to goame- coﬁfere 8L

- J" N '._, S 9 - 1,‘*. . “NI f X"

Recommendation, This would m&iceﬁce that pernaps some trmning in

i4 e

e T emplovmenﬁ ”e’;es*l:s shoula be given m ,job»-or::.ented course

5 f"l ,.1
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Stédevaz. - Mai TelbTe copy was s‘cated as _13 oof of se.msfaetory woz‘k.
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A letter received from ome confereaca participant states: "Following the
wnfe»renc@, Ve have hed a nunber of dlscusszms hbve on the geneml’ ”’Bub.j ect
of p¥Svering high-school s*hu&eﬁﬁs ‘for the bus :Lness world. - Oné point'thet
came Gt ~of thdh mey indicdte an’ ‘area Where business could he’Ip schobls.

It is ‘iﬁ‘»proviﬁiﬁg proof, if you mll that the gtahdérds get f’orth by
Tedelicrs ceipcadc with emploirers‘ roqmremnnts«--emdence in“short, “3hdt what
£heT aéﬁaolv tach is well-grovnded practi ﬂally and is not" "ivory to‘wé "
thdory .Y ey high-schicol s’ouden’cs visii cur. sffice m+h schodl tour, groups.
We heve noted' ‘expressidns of su urprise on “theil part for “éxample, ‘when they
heer of our interest in ettendance and punctua.lity. Intervievers in our
Fhiplofrmes WO ice cfr,én sée reactions of “disbelief when s. non. h:ngh—-sc}iaéib :
gra.duwfé* 1s ST of our minimum employment requiremehts SN : = ;

Recommendatlon As Su&t&ﬁ in the above pa.ragraph, stud.ents should be
mage constantly” ‘aware’ that what is" °}f’pecte& in school is a.lsﬁ vexpected
“on-the job.  The more business literature, job &escrs.pt Lons, Jc’g‘v»rating
sheetz , employee handbocks, employes records, and' ‘Porms , plus o¥fice
tours, business, speazgers, cbservation office programs, and work—
“ekpEriencé prc:grams we can’intlhde Tn the’ busihess—»eﬁncahon conthiedl:
ST "'t;hé' t.‘?.er 'we “wiil be' able to mpréss aui* stué.ents‘ Mﬂ’h wh&t “ig eﬁp‘“e‘eted

of them on %He Jéb. »7 7 . S R




Advisory Committees. In order that employers may continue their interest in
meking suggestions for improving business educaticn programs, they must be
given an opportunity om a continuing basis to observe the educational
techniques which are used to achieve the objectives of business occupational
training.

Plsn of the Buresu. It is the plan of the Burean to appoint a State
sdvisory committee Ifrom the participants at the three conferences held
in Sacramento, Los Angeles, and San Francisco in this field of entry
office jobs for high-school students. Business teachers, counselors,
and teachers of English and mathematics should be members of State and
local advisory committees, as well as members of the administrative

steff and former students on the sob.

Qg

Sug_gestions 1o Additional Workshops in Business Education. Workshops with
home economics, industrial, and agriculture education teachers should be
keld to develop combination job-training sequences. Other departments of
the school should be included, too.

Business education should have school workshops for representatives from
Covernment, business, and industry,so that they can become familiar with
courses of study, instmctlonal materials--including those from Govermment,
business, and industry--and sudio-visual aids used in business-educeticn
programs. These workshops should include observation programs within the
school--the business education facilities, equipment, placement office, ete.;
the attendance department; and the counseling office. Records kept for
students, tests . iven by the counseling office, and information on students
a.va.l]a‘nle to employers should be stressed.

Other business education workshops with the following groups are suggested:
principals, counselors, and teachers from elementary and junior high schrolss
mathematics and English teachers; representatives from Govermment, business,
end industry; and teachers of mathematics and English; high school

counselors and administrators; office workers on the job; office supervisors
and treaining directors; professional organizations in all areas of education;
parents; members of school boards; and representatives from Governmeant,
business, and industry--to develop resource umaterials.

Assistance from the Bureau. The Bureau will be heppy to give assistence
with the woxkshops.




AN ANALYSIS OF ENTRY REQUIREMENIS FOR SOME
JOBS IN THE OFFICE OCCUPATIONS FOR HIGH SCHOOL SWUDENTS

{ FOR REVIEW PURPOSES ONLY)

The Stecie Persomnel Board job descriptions were used as

s baze and material teaken from these descriptions is
indicated in the analysis without an asterisk; additional
data taker from job descriptions from other Govermument
sgencies are indicated with one asterisk; other informe-
tion on job descriptions from business and industry is
indicated with two asterisks.

CALIFORNIA STATE DEPARTMENT OF EDUCATION
BUREAU OF BUSINESS EDUCATION
T2l CAPITOL MALL
SACRAMENTO, CALIFORNIA 9581k

MAY, 1965
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STENCGRAPHER

e 2T e DR

*OTHER GOVERNMENT AGENCIES
*#BUSINESS AND INDUSTRY

KNOWLEDGE AND ABILITIES NEEDED

Aptitude for and sbility to perform
éLerical and stenographic work
inciuding ability to follow oral
and written directions -

i Willingness to foi[low a prescribed

=oroutine

H#Exercise isome ::.ndependent judgnent

*#bility to concentrate

*%foility to work rapldly

=y,

Fijo %% Acougtical « Aeuity <

*%*Cooperation . with others _
**Wt:rk goverksd By stenograpmc

=z Lt procedure ‘éstablished by

2 gompany’ and not closely
supervised or checked

#¥Rapid Yéading end eomprehension
¥¥Skill in composition
#%3ki11 in verbal expression’!!’

. C e T
Ler s arpyie e .

L T ' B
A,

s

Taﬂ:es*‘ dictativn and ‘transcri‘i)
Corre&pon&ence PRGNES
Repo-rts‘ -
Memoranda ° =~ - T
- Other 7o T EERS
May use trensérip tion machife
ZUses shorthand or stenotype
#¥Records time, place, and person
requiring stenographic service
¥#Transcribes using required stationery

e

ST

Handles nail

Receives

Dispatches

Distributes .
#Maintains mailing lists
¥Sends out material--letters,

reports, etc.

¥M0pens , time stamps, end

distributes
33
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“DUTEES (CONTD.)

- e
RSN

%#Records over-all time spent
-, servic:tng individuel

#tfssists phonographers and typists
when work loza is hga."y

**nici;ation fwm one ef more persons

“'- - o “ »
M RS SN

Corm’ letters .
Rough—draft materials
" Other forms and documents
Preparss gk erieils @nd other
du'olicatmg ma.’hesrials
XMemorands .+ ..: g
*Reypor’bs )
o *Statisticai tablgs
PR Msmuscripts,
T Hug batzsticailu..qwns
- *%0ral and ecopycinstructions
.. ¥xCuts. s+cncils am‘. Heatograph
master copies

,, ..‘: 1.1-.’,\' = &

Uses f“r}l":w:mg ‘mackines
May operate dupl iicator and
other ofﬁce,,equipment
*Adding machine .. _ -
ﬂAd,dressograph Er
*Transcribmg mach;l.ne
#Calculator
*Mimeograph; and. tele-eq
SRR ,typewriten
Serves as veeeptionist
~Refzxs tvelephone calls and
vigitors to appropriate
staff member
¥Furnishes desired informe~
tion when necessary
¥¥Schedules appointments
¥¥Greets visitors
#¥¥Keeps tickler .
¥¥Tgkes messages

oy




STATE PERSONNEL BOARD
SOTHER COVERNMENT AGENCIES
#%BUSINESS:.AND INDUSTRY

Te}.ephone -~

§Aqu¢=1ﬂ¢

A Sy L

*Refers’ calls “to prOper ‘source of
information | . -

*Answers routine inqulries

. *ngx:ates & Secy étarial switchboard

C o dées relief work on PBX
**Tal{es mesrappg

"‘"\—' 0
> {/,. [ AL

Fides” vttt
Files mater:n.als ac¢ord1ng to
s;gemfxéd ;groceduz es
#Maint, aing ‘office f:[les records
and “’,i.xzuie:eceﬂri mclpdinr
EiekIer sys*hems and
i’oi?:oi\r-ups M,
"‘*Files, sorts; or* asbenbles
F T material in alphebetical

or numerical order

DY D ELE T T SO SR

“Keeps rw’euorkis e
R TSt -
Keeps simple records

#£0oes ﬁiple ooomeep‘ing

-,

H

iz.- <

P TR

Prepares repo-rts i
Assists in preparation of
reports and statistical
' gimmaries following
vde‘bailed instructions

DU’I‘IES ¢ ﬂom )
- ,,,3."3_,,‘._\
Otb.er dui:ies SRR S
#May supervise ’ovp'sng w7 elerical
work of enmgployces assigned
e to assist inthe work
#%Trains and.. instructs mew™"
employees &8 directed
##May post- or mecord date without
. chenging the .foxm:. "~
*%¥Mgy. perform camputabions’ -
- ¢ gubject to immediate
check &01" ‘balance

»»_. P t‘.J

PERSOI\IA:.,ITY TRAITS, " -
R T tZ"‘“‘f

#%Initiative - . ¢ oo T

SPEED" REQUIREMENTS

Skorthand--80 words. per minute
%Shorthand--80; vordg- pervminute
#Shorthand--80 words penminute

with 907 accwracy.. ::
*¥Shorthand-~90 words per-minute
*%Shorthand--80-100: words ner gl

-minute. . .. :
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Fho
Sclected Government Job Duscrivtions for Stencpraphers {contd.) 4

obtaing approvel of Supervisory Frodnetien Conbxokler.amd:; . , 2

o voutes to cob Order Clez for necess azy action. T 2
= e SUBTE e syt s f L el v peny e 3Rpapawl Lnfens }%
v i" “E&&im}m@ ;nnpmgress iﬁi’oz‘matmm Advigen: depot wotiviiien: . 5%

b : WO L 'of repelr work status on vork orders in-progress.. fecéives %’
2 fordback from Jo’:; Order €lerk on progyéss of work orders - Ao oi
] and/or Zslzys anticipaied or encounter°d, é
Ol - Yads ’“”f’ o T - Hetbrds hop-tabordand cod¥s 'pex fwork e‘zﬁer. Main'&am}, AT ]
§‘“‘=’"‘; S A N ST job 1abo# 'dnd meferidl -togifrexpendedénT T o0 SUv i
& each work order for reference use in work scheduling.: wiFu.<iF 3
“ ] .. Checks feedback information sgainst work orders for 4
b gddiracy, ald’ ‘posts data %6 pr‘s;:ez ‘aceounts,” Makes . 5

g 3TN pe% 5 BearekiEs 6S develop parts, shop materisk and lab:zr Clim %

“7g costs attridutable to particular type eqmpment Azgists =
B Job Crder Clerk as neclSsary to meintsis workfiow, .iimis Eg
i Performs other duties 88 assigned. :§.
Degfinition., Undex ougerizision, ta. 48 gimple sienogrefhic a¥ c;s:*“f‘ 7 §;

vork im € ng end trangeribing dictation, typing, an& i'f’ %f’" ::z&ikg :e;.a'ca'i =

£ 4 Gfﬁ’ice‘:wérk &ﬁ& :90 do o*'her *%mrk ag” raquzfed. RSN
3 AR 2 T s PRI I s A : -7 F S0 .
Job characterisiics. The class of Juaior Stemogragher 1I- &-ﬁ:&mﬁ%ﬁﬁg ¥
_.and txainmg £3488 ;,or perzons whc wish to proumois in the ste@gapﬁer seyies.

“hn; e:ﬁﬁ_syée A ghis” cluss works “uhder 3steilied Subervision- sid decaliten”
on~the f-,*jeb r.i-aining igt %ne stenrbgrapmc anﬁ x.lerie gractieﬁs of Thd sgeneyt

sl S PR NI St P

. "‘,

g ‘“‘vplcel tasks, Me:s and trénscr’s Bes aie a’czon cérests%mg of” Eoiretpoiiience,
regor‘&s memérand%, and Miaer sgteriald’] s Follming” apu::f‘ié &ire%z.eﬁsg'tygﬁeﬁ
form letters, yoush dres na oeris,i and complstés vericus forms and dbetmvnis;

)

iy e s it i s b

proof“ceaﬁs completeé matemals for ermvs may transeribe dictating mechine =
recoz- 5 pro_pares sténcils ahd othér ma}tenais for axxglm,atwg* posﬁ*a 45 and E
2 kegps ,aimp & recor &s *’oilomnq‘ dﬁ'ﬁ&l-\:u ms»:mctic:na, ‘assiste in t%ié %g'syé?‘*aa 33
" tion. of’ repcrts and. étatzstlcal sluitaries’ recsives ' Wstribubes ,Ya ﬁiﬁ%ﬁa‘h hag
: mail sérves as recepmonis‘: i'eferring eiephone cz»u_ls and visitors %o "
- approvrizte staf? members; files meiérials in“established’ £ilos adboralfd A%
,_ speeiyied. tgrcce&are may opera:te dup“lcaulng ?‘?‘?S-.‘m and o'sher affg.;;;i
’3‘&‘ eq_uipmenﬁ. MRS L A S j, s :~ . b S A
Lok

S A ,A$‘~;‘ P T ; ‘.';.'5‘ N *H‘. Lty ‘,.';ﬂ Loy - e % GTeger ;’
" Minimum qualifickiions. Possession 6% % welid State of Cd.ig:““ar;:i & -

- «'. 2t {, *zﬂa

certificate of proficiency in shorehand for 80 words o minute.’* S Lot

. angd
. av’ 'gj"&gt‘b,« * ‘ v e “:v
Pesaessien of g vgiia State of Callf‘or}n' g ‘r‘biflc&‘?‘e p 13;‘9 'g: ishey
£, in typing for X0 wordh & minute. o TN AR Ly
. - ey i N Y A fek g ds (Cbarit
= Rducatiop. .guivalznt to complsiticn of the twélfth grede. (Clerical
"":‘“ praraime e e .
experisnc: may be substituted for the required educericn on a year-ior-yeax
41
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STATE PERSONNEL BOARD
®OTHER GOVERNMENT AGENCIES
W¥BUSIFESS AND INDUSTRY

DUTTES (CONTD. ) )
Serves as receptionlst
¥aits on public
#pnswers rcutine inguiries'
in person.
.‘Uses mathematics
.+ Makes and checks simple
" 4 arithuetical computations
SN ¥May perform arithmebic computations
3 suvject to check

- &

) Teiephnone SR

‘ kngve '«5 routine inquivries by
tephone .

ey operate a small smt;hbaard

#ePalics ‘mesSsages o

#%Transfers calls. ~

”*Arranges for retvrn -

I

F:.les
Indexes -~ .

#(Codes.. L
*\,ross-references reccrds or

. w+Tiles according to

P established procedures
#nces filing alphebetical,

2 3 nueerical ;chronqlogical .
R and code

N #pulls and charges out oo

‘ %*¥Mgintains circular files

*¥Maintains tickler. for department
affalrs

Lre M

—3 Other dubies
1 . e~ -Checks columns of figures
"*Recelves and cha.rges cu‘c supplies
TR o e&, g
**process,es va.:q:'wr‘£ arders
o r#¥ainteins recoxrds ‘
Cop o ¥R0Lips mewspapers
- ##7ckes dictation in longhaad

CLERK-TYPIST

T personality :
 #%54gh -embtional tolerance level
##Courteous ,
#%felpful attitude” i

36

DUTTES (CONID.)

Other ‘duties (contd.)

*#*Keeps supply roon

#¥0perates tramseriking machines

##Asgémbles data from various
sources’’ S —}

**May determine accuracy of”
Cinformation by diréct
comparz*sou to a standard

*¥ay perfotm grithietic: ‘compu-

< gaticnd subject 6 ‘check

*¥*Regularly perfoxms a variety
of’ C‘.z.c"lcal work :"f{

> oo
\ - ! ‘\k‘

PERSONMTY TR&ITS

' ‘ ; N

*I"r.“endly mazmer and attra,ctive

t

SPEED REQUI. BEMENTS

Typing~~40 words per m:.nute

Typing--40 neb gtroke words
per minute

#pyping--i5 net words per minube-

*Typingm-ho-sc vords per minute

#Ability to type at 1&5 words ‘per
minute =+

#¥yping~-50~-60 words pcr minate

e

oy
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CLERK , GENERAL OFFICE .. . o . .

STATE PERSORNEL BOARD
“0THER GOVERNMENT AGENCTES _ ‘
*RBUSINESS AND INDUSTRY “i :

PN .
o v . Al < . PR
.« . . o - ¥
.l

KNOWLEDGE AND ABITITTES” NEEDED DUTIES (CONTD:) .-
T - SR
Aptitude for and ability to perform Types (cortd.) b
siuple clerical work including %%¥Fills in-forms or foxm Iétters
abllity to spell correctly, .~ ..+ With names, gddressés, dates,
use good English,., and make e andﬂamounts
arithmetical computations **From rough draft (han&wrlting)
Ability to follow directicas or from ordingry-.corrected
Willingness to follow & prescribed ... - typewritten copy; includes
routine _ :d;a preparatlon of correspondease
*Independent action ‘ vy
*3Abllity to grasp details quickly Uses following machines
and retain them Duplicator . « . ...
¥#inglytical mind Other office eppliances
®%¥hbility to learn Numbering . »
®%Capacity to progress Dating e
. .+ Stamps papers and documents
DUTIES ##Adding mackines, . .,
*¥%Calculators
Handles mail #¥Knowledge of typewriter~keyboard
Opens for othet jobs - ...
Time stamps #¥Some knowledge of typingvskill
Sorts for,gome jobs.
Distributes . . "sPostage machifes, ..
Assists in maintaining L g fﬂf
wailing liste UBeS'mathematics SR
Addresses, stuffs, and Simple arlthmetic camputation
stanps envelopes #*Checking calculations
¥¥Figancial transactiors
Types ¥N¥Bank deposits
#Codes documents ¥*Reconciliation of statements
*Prepares input data sheets far
computer operations Files
¥Meintains timecards for a group of Sorts
waployees Digtributes
¥Msintains such files as Files csards, letters, checks,
Jacket Tiles of work order and cther documents
in process Assists in msintaining flles
Accumuletes daily work *3A1phebetical , numerical, and
time tickets ctironological
Prepares weekly reports e ¥Simpie code
reflecting equipment *Locates and removes material from
in process files when requested

37




CLERK ,: GERERAL, OFFLCE

STATE PSRSONNEL BOAF®
*OTHER GOVERNMENT AGENWCIES
#XBUSINESS AND INDUSTRY

DUYTES {~WID. )

Hendles supplies

Procurss ...

. .Distributes..

‘#¥Receives |
- ¥¥Stores =
##Issues .supplies and forms
*¥¥Receives incoming orders

end maintains inventory

Other ‘duties e
Clips newspapers. and .pastes
‘ and arranges clippings
Fills in and sends out Porm
and circulay letters
Looks up information
Assists in compiling and
tebulating simpie
statistical dsta
Acsists in maintaining card
indexes
#¥Billing
#HBookkscping . -
##¥Pogts /
#Zeqrchaes files for cbscure
gvbject matter
#4Clageifies, indexes,and. Piiefs
suvject- matter of aversge
difficulty -

... PERGONALITY TRAITS ~ :

*Judgment

*Responsibility for accuracy
*%Flexible

#*Courteous

R R

~ 3
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SELECTED JOB DESCRIPTIORS FROM GOVERNMENT, BUSINESS, ARD INDUSTR.

terdere anlt Rt 3

SRy Mi Byt 1&&)"1.’“

......
-
v F S«

Selected Governmpnt Job Descriptions for Stenog;raphers

b S S 4 ;‘r» Fdfey]

“en m

e Definiiiion. 2 Takes sbencgvaphic notes and transcrihés them ona *bypewri ger,
aud. perioms . cl,eriaal duties .requiring .. working knowledge of ssub.ject metter
and the clerical functions involved agnd the use of initiative and indggenc;!’;.}'ﬁ'

Aes
.,auament within e recognized procedure.

"'r 5‘;. 'i':“ : T ,,n,g:0 ~J”,' o “;,

Examples of duc:.es. ‘l'akes dic 'tatlon in ahorthané. or an a e‘tem‘)ltype«.machine
end trenscribes it on & typewriter. (An employee in ‘this class oecasionally nay
toke .dictgtion ;qaf a. tecbx;mal or scientific naﬁure).-‘ SN S

'HZ

Nt !,J¢ ,\,-i - Lo, '..; Se- ¥ WP .'-.",
K W }‘I‘X e ’ I.-. i~ L o e

D
. léoes generaJ typing auc}x as le’eters memczrand@rrepor*‘s, st. té., ticed tables,
and - stenc:i.;‘.s.: i PN S T gy

k) ° R ‘, . e,

K
T -
R R

e o P .y B -
-3 I N A

Assists in checking and comparm** completed “work.

'r3,,.;' 13‘, .. "--';-i

Ms&te::s ’ohe T.elephone mqludmg operating a s secretarial switchbcpe.rd or
doing veliéf P..B X. work, refers palls to the. proper sourézs £or’ infomation

and r“\wers rou*ine 1ngnir1es. , . N
Yih "r}‘.
4cts as receptionist, directing the public and othefs N and ?mi shing
desirga informa.tn.on whene.ver possible. , ey mayie

-----

.r'\w

Me:lnta.ns office riles, nego;:ds , and indexes , ;ncl;dingtickle:r sygtans

------

and f@»low""uPB . ) * ‘ CarTre. N : . ‘ .. ] Yy ’ PREEY T onllok ‘tﬁh

S,
vft"

Receives snd receipts for money in ccrmestion with the issuance of pemlts
or licenaes ﬁhe making of depos:ts or the ken;ping of a :p@ttg ~ash fumi.

“‘,;‘I»,.r -

xrepames requ;sitzons f'or supplz.es and assi.sts in gehéral supQLi taprk.

Ma.intains ma.iling 1‘1 sts ‘and sends out ma,tnrie.l such ag letteors > ‘épo:ﬁs,
and app}:{catmna accordmg 1.o ‘established procedurés, C e i

[ X l-:.‘vy

Incidentally operates office machines such as adding maehines ad&ressogmph
ma.chines, transcmbz.ng m&c%nes calcula’cora, mimeographs or tel typewriters.

I —s”. g A ae
"u

May suparvise typing or c.x.erical work of employees assigned to _asrsisﬁ in
the work. '

Miinkim ‘eequivetieatg: - - v 0T Trerel o AT

I S XA + v 2 A ‘.—;“ig.:,’-
¢

TR ‘I.‘ra.imng and =xper1ence : No experience is reguired. |

v ’

- )

o -

Diétg.t:.én ’*“aﬁe' 90 words ;perj }{i:mit'g

. - 3
R E T 4

ramaest

., -
R S
W .

b b e - .
X . .
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Selected Governpent Job meaeripmons :?o*‘ Stomgmgheza (vcn é )

an

Supervisory controls. ,,orks un&er the gc,nﬂra.l =uvmrv4 sion of’ an emp.;m"ee
‘of & highez' grade . Performs work accdrding to estsbl ished ope*aﬁizzg @raeeéur-:,s
and redeives speeial ‘assignments with verbal or wr:.tmen :«.’fzstructmna. Wmfx

is subject to review for quality and guentity. - ‘ o

Major duties. Sexves &s Clerk-St 'nographer, and peri’orms cleri"al wora

B

of type and cmﬂlem’cy 1n&icated belmr B oL e T

3 " B '5§'§ ‘.;*"‘- ',

Takes d.c'catmn in shomthand and transcribes. May glso 'ti*a;ﬁé&ri’hé‘z
dictation from records, utilizing a repreducer. Dictation consists

sl ipigdniy of norrespondence ‘reports, and procedures ‘and involves & ""amety

- oo

of subjc & teyminology. Material is either typed ' in fizal

u.u'_;cbu mauuc.l. cilu vSIa

form or in draft form as rnqueste'l b:y dictator. o N

-~

. On own inltlatlve or from very brief verbal :Lnfozmatmn, ecmposes
§ and meé a ‘ramet“y of J.ettera, reports aud memorandums . Trequen‘cly

"hust efer to previously writtef reports ‘dnd other date a,vailaﬁl_e in”

the office or in other depot activities to ‘sécwre jnformstion for

fina.l compositlon, o . - . .. : .
Py . Lox - T PO - . L T L o T s

R

Receives visitors to the actlv*tv ‘and snswers inccmmg Yelepucne
‘wca;ls. I?e:sonal.l.y answers questions Or solves problems vhenevey
’possi‘ble. Records messages and informs personnel of ¢alls reeeived .
while they were busy and could not be i rterrupted or were -away frow

tl;e ci‘ﬁce. ‘ C e ' T e RV

P P K 3 - . <
- AN

s pa%Sd on brisf instructions es to neterial néeded, by ‘{hdividuat
within _the activity to which essigned, for presentation or discussion
“"gt conferences witnin ¢r outside the installation, gathers all
 gveilable informetion from files, records and remor‘:s s .contacting
" Sther personnel within i:he office as necde& Lor regu;,zed ;.ni‘o:m *G}.fm. :
Compiles sund assembles {nformstion in the manner which #1311 best serve

the peed, . . .. o e
N A S 2 . - o o ) e *“f"

T2 A TR
“ . <

e el

T Ms.mtazns office files of corres pondenceg rm;v.ii_s.uzons, divective Lw;
. 868, \qumear:r.<za3.13f1r eiphabetically or &8s best suited for the mzbj&ct
¥ warter. Sets up new files as reqmreé’. for special projects,

Performs production scheduling duties unuer superviswn oﬂ the
Supervisory Administrative Clerk.

Receive's repa:.r wcm requpstb from depot a.ct:.vities and
schedules input into Division shops: Coordinates with Job
Order Clerk on the sctual time schedule sssigrmeht-,
requirenents, and cormitiments. Prepares work o:cders
based upon existing priorities and in-progress service
projects; allocates work order scheduis space seguence;
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Sclected Govermment Job Usseriptions for Stencgraphers {coutd.)

B .
T Saber o aF a0

- obtaine apsrovel of Supezvisory FProduetias Contewller.amd:. . ., . 2
P voutes to <ob O der Clerk for nec&wm action. T .
e T N R I T . - T I <
2 S i wisintdias- m«px‘ogress iﬂfomatmn, Aﬁ.ﬁ:seﬁ &@st %ﬁtiﬁ‘ﬁt.&&’f; X b
= WY 5 of repair'work status on work orders mnprogress.. Reoslves - Z
= Poedback from Job Order €lerk on progoréss of work orders -o oo 5
and/or delzys mnticipased or encounte-rad, _%

" SYATINATT UL degbeds’ 3hcsgviabarﬂar'& casts ‘periuork e’z!:ier. - Mainta;%g“;:im T ?
B AENEITY . wEdonds ST 368’ labo¥ dnd materidl-costfiexpended énT T o STy i
. § each work order for reference use in work scheduling.: miFue~if -3
g , Checks feedback information sgainst work orders for 3

g i giéurecy, 'aFiR'posts date G pASper actoumtsiT Makes.oow o

2RI B M e SearchiEstd develop parts, shop mafePisl and labar  Liilc E
: costs attributadle to particular type ef-m.pment Assists E
P - Job Crder Clerk as ' nec8ssary to meintalsn workfiow., ool e
3 Performs other duties. as. assigned. f%‘
4
=
Definition. Under sugez'iﬁnsion, ta 48 simg“,e stenogreshie ;Mi&,e;&gei Baizi %
- work im © ng and trangeribing dictation, typing., am"i in perfomaing selated =
fo’ice‘ ‘wéﬂ‘ é"?o &o o“'her wark ag” requs.fed. . mES Lt e 3
2 ¢ SRS IR R R o casr o st oy bl 5
Job characteristics. The class of Juaior S?,e agz‘aeher ixe R«&*&:@nﬁai W
4 .and traimng £i488 ;,or perzons whe wish to prumota in the steaczgrapﬁer sevries.
“iRe fupioyée I8 4H1S Cluss vorks uRder Hétaiied Siwvervicion aid ieds: 'Q%Eh

P2 Y

N
. Wt f@

ixﬁ-th'%mb ’si‘aining in‘*%ne stencgraph.a,c ami a.lerie gractieﬁs of Thi’sgemey:
wisd % w8 Vi x B

n;s_:

b et taaks.‘ ‘fak&@ and trén seribes az,cgat on corgisting of ESrrepuidence,

4 repor‘&s meméran&a, anu. rﬁ"ber mate“.a,ls~’foiimmg fzp;.s:ﬁié &i’*&”&yl@ﬁﬁg %y;aes

form letters, vough drets moterisis, and completeés veridus formy ah§ dbidsmsdis;

prcox’reaﬁs ccm;gle’be& materials fox ermvs may transcribe dictating maghine

) recor&s propaxes ste'zc* 15 ahd otheér ma%enaia for «:’x’izphcai:mgg pas_%é«f:é aud

kegps .aimp € Tecor Ks *‘o‘flmng detm.“"ﬁ msﬁmcticns “assista m ) ?axe%&'*éa

- tion. of" reports and. éta.tlstlcal sigmeries reciives,' ﬂis‘tﬂbﬁ 5, all &i“"kgv‘sé e
maily serves as recepts.onist’ i-eferring eiephane cails aud v*s’ztors ko™

S b e

|
f} approuriate staff members; files me »,e 1als in“estublishkd filés ag.comiﬁg';%
Ty speciyied nroceéare.ﬁmav opera*;:e dup..leaulng ma.ccines end other ofiice 5
: ‘e ; ".‘», u.‘.. . Laz {\« ":..i‘.»nxh _"v_
‘3'3 aqmmt Teee YoagE oo RN S & I o SR SRS A v SR o I £ B
v HECIN S N A DRI IO NIRRT 5 S N I : T ~~«»& a0 f:
= Mindm qualiPications. PossesSion 6% & welid State of .:,o bl o -
;' ST S O R
certificate of proficiency in shorthand for 80 words o minut AT RN &
a A‘
AL T iads Y g :
Posséssion of & vgiiu State of Calif‘orp iy ce rtiflcs;be oF Proficifdey
o & LR St SN A ea L LY
i in typing for 40 words s minute.
= Bducation. uqmva.hsn’c to ‘compLstion of the twelfeh grede. {Cherips
3 experisnc: mey be substituted for the required educshien on a year-for-yeay
i Bl
u;l : ‘.i
41 s
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Seiecnted Goverment Job Desc:iptions i’cr Stenographers {contdy)

bagis.) Students who are enrolled in tne 1ast semester of the twelfth grade
st the. time sn exeminetion for this zlass is a.mounced will be.edmitted to
the oxemination, but they must submit evidence of graduation oef:)re they
can ve considered: eligible -for appointment. U
Knauledoes snd ah111tie5° N T

Ability tos perform simple clerical and stenographic work; spell correctly,
use good English, - and meke - a,z;w ithmetic wmpu‘qa_.’gi,on&, follow. ora.l and written
d.rectlons.#_ LoLho - " e e

- o and S e -

Spec:.al personal character.:.stlc Aptitude for p@rg.orming simple

elerical-and: stenographz.c -woxks wzll:.ngness to follqw g preseribed routine.

.
. ey .
TR SR tL. ST

e PR

#onthly (}ompeasatmn., $329 345 . 362 380 399 L e,

. » -
- s .. P - N ""‘-',:“:\",;

- o . PR ‘“

selﬂetné Gc?emment Job Descriptiors for Clerk-m.i st .0 .y o

el
PR SV e )

73 s slegrnyy

H 4"~,

¥ '0

i)e‘:"‘m"tmn. Goder supemsioa; m trpe from oF ainary manuscrixpt or. frén
grirded or typewritien mebter; to do simple elerical work and to do other

Crh e fe i e .:t o ' . ' ol ’ é
X AR S WS LIRS T | R ST U S A SPRPILE » SE WT B SRR e R T ) ui_“ﬂwl
N A P | B . - ‘ . AL il 3

%&wgmg m@ﬂrsm T T O SR TS T 7o
;aa phead ‘sas%s.»,..’gyges ,-shztss -,a.,.fe "‘ﬁﬁc&‘}?ﬁi«,) .‘Leg,&, d,ocaments reqm,s ‘f:ions,
orm; 'Leatf:.axa»s uemzi 6., - iicense s.zs,aztb, &8 tmafa% . nvowes, bil.&s, *g)am”:alf
shocte . waris, arnd orderss ﬁui: steﬁnm,la, ‘operstes Fupiicating ‘REchines and » é;
- othey.office, spplignoes; veceives, gistribnies, and Figpatches maily ﬁmﬁea 9
snd ¢hecks. sinple aritimetical compwiationss ma.ipta.uus meilisg Aeti ensvers E:
. the, talephcnes ‘”ps S ?ane?sy anéasf:‘f’ and #1les; addesssen Wﬁi@% Z?;;,- %
E&fmﬁmm.qa&‘%ﬁif s cstions. Eaucatm:‘ ; 's*«?m.enﬁ ET cam'ole%icm -::n“ th& 2
mema grade. .{Cl.eﬁcai _,;‘:e rience may be suastitumeé for o g 'beqﬁ v
. efuaskion. on &. ye‘q,zm?wzymw hagis. ) Students who &re earolle@. i the "éé ot 4
semestier of ’aﬁ fwalfii grade st the time an wammh am fa’r ‘i;h g f’*ms» 4& N %
@;waa;:aaﬁm“ he: s iied 50 the exa*“aua‘éﬁ«m, S e a3 EE
&1& : VW T e s :~'«I.wx"

vvvvv

A‘iﬁ,xi g u" ' e:c%am smp]e mérlcal chorL wpeld E&rrech ﬁ, - e ﬁ,;,‘m Call
Engiish, sad meke srithmetical copputations ; é,jpe at o specd ¢f ot iens thwh

N

0 words, B minute frog nr%nary manuscm};ﬂ or. g:rintez‘i ox t@eﬁﬁ* ™ mc,te‘»ialf '

PO A
v

Follow directi ms:u e . . TN TR
PRI o M Lok £ c: Lt .- ‘»‘_y e «“‘,. , .(. bt _;_a< o
and : A -

Special perscnal cheractevistics: Aptitude Tur ycﬁ:umm;z simp&.
*lerica.; york: willingaess to follow » ?reqcri%e& mutinm

P PR 5 -

i

- Moothly Conpensatiop:  $321 337 333 371 A a L

>
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Selected Government Job Descriptions for Clerk-Typist (contd.)

Definition. ~ Doss skilled typing work” snd pérforms’ general- slerical Auties

requiring e working knowledge of subject matter and the clerical funciions 1
involved end the use of initiative and indépeniernt Juanmenn within 8 reecognized
procedure. o o D e f
Eemples of duties. Typewrites from plein and corrected copy apd rough
" @raft, or from verbal instructions; such ma.eriai &s ‘fe’gC;ta, let¥ets, vouchers, i
receipts, lists, orders, schedules, notices, file’ cafds, st satigtichl ddtaaha i
certified copies of documents. et
: P i v et b - d

Arranges routine ma,r..erial tor typing e

Cuts stenclls -

WEite 6h the public or acts 45 & *e"e‘pt" onist in a small ©fPi.e; answers
routine inquiries ia person or by telephoné.

Indexes, codes and cross-references.records or files gcecording to
esteblished procedurcc.

. Does &11 types of filing (aiphabetical., mnnerical, cnrbna?mgiwlx%ga f’?ﬁe)
and ‘pulls and charges out file material. i N o e 10 LY

N Y .!.;"»L\ P g A TR . P
AR o A A et E i SR8 ™ K8 et 7 e

e S SRR A A B - Ea ST
Sorts and arranges documents or corresgoraence in alphabetical numerical E
ovler. - a3 L IR La\;
Cenie T N PP can L e e g, LA b

R o o M T e
Makes routine checks of clerical work for "ompliance with BD ead ﬁ%’i“’ =t

reguiremeats of form and content .

- . L&
. Tx .v [ . = 7
_((, - L, .. Y . M :’e;’ff H

#

o R i

%,
ind

Posts dsta, keeps records and prepa:es reports in accordeme with

£ e o oy

pra&etermiﬁe& fom_xs and’ proc‘édﬁres.‘ TRV D

..,..-f '

(oAl s

Mikes out %‘ills. o’rder ﬁo{:es recelpts pemlts, li*censes, e‘bc.

e ﬁ"«

(‘wrates vax}.ous office machines or equlpment requinng li ..tle speciallzed
ux*aiﬁiéng . ,‘, . S

éﬁakee routine adjus’cmenta through telephone e&11§ or interdépar‘bmental
ﬁﬁ!ﬂ&u - ) . . . ,
% 5 R Do ‘ - . . € . RN . T ] ‘ P2 IS W \,1‘“ [
. 13
Gpeny, sebx*ts, tme Btamps an& rou‘hes .’nLn<:m\m‘:LngL mail, s’buf Sy seals, ghanyps .
weters Tand regl stérs outibing weil - - S
Doas c@mpa.ring and proo"rea&.z:g.
N ' - RASIESTIN o
3&&?&&3 reg ‘rdg ﬂl’ld flles for data. DU EEE R
" Ty Fapte Y S &
uomautea and receiwes faes when the amount ls not iy quéstion or is read!ly
nﬁtama’ble from fixed schedules. o
' e : ‘ - - ol
RN O JTRR 1 o PN I K "
: ¥« ‘, RN Dot B :‘:
43
’ y"\ S T, eyl e, '«EE’U'*":'. } 3 ‘
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Selected Government Job Descriptions for Clerk-Typist (contd.) §

"RAéQu:lsiti;.onis, receives and ch#rges out supplies.

May operate a small telephcone switchboard.

N « .. s

. _Collects and delivers correspondence, records, pagkages, ete., on reguler
messenger rounds. and upon reguesv. .

Minisum Reguirements:

Training and experience: No experience is required.

4

e n ., Typewriting skill:. Ability to type zt the rate of 10 net stroke
words per minute. -

KN
A

I S}xp__e_rv_iso‘;g controls. Receiving supervision.from a higher graded employee,
performs work accordins to established procedures or specific instructions.
Work is reviewed for gquality and quantity.

" Major duties. Serves as a Cleri:-’t‘ypist, normally assigned to a speecific
activity, but reassigned as necessary. May receive training assigmments
leading to highex level responsibllity. :

Typical examples of work performed include:
i’ypes ﬁéﬁéﬁa& fz:'cz-n" élee.n‘ {C(;py. involving .‘vérpé.tim _duplica;bés , “ mekerial
from rough drafts with clearly indicated revisions or from gspecific
verbal imstructions, and tabuler material when items and simple
headings are preselected or specifically identified. )

Fiiéé‘mé’teriai nmﬁér?iﬂéily, alphabetically, by subject maﬁ:i‘.ef‘pr‘\.,.

aceording to an established system. Performs uncompliceted clalésﬁ’ying,
.. .inGexting, cross-indexing and searching of tiles. . .

by

Receives, sorts end routes incoming mail. Receives visitors, ‘arswers
. inqviries, obtairg infcrmation requested and refers to propez

officials. Ansvers teiephone, records messages and informs personnel

¢f calls.

Uses dictionuries, manusals and other references to compare and

corre b varicos correspondence, forms, packets, etc.; assembles

information and deta tor reports, bookiets, briefs, este. following
_specifincguidelinesg. s . - L p .-

¥
€
-
R
ks
»
s

. mge 27
- ~’¢‘.‘-a-..
¥

‘ Lt e . . &‘i:y}%«t* YL AY,
Maintains timecards for a group of siployres. Posts time, lcave an
payroll informetion to cards; cbtalns required initisls, leave slips

end medical certificetes; and mekes notations on unusual entries.

Performs othor duties ag assigned.

4de
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Selected Covernment Job Descriptions for Clerk-Typist (contd. )

The salery renge iz $365 to $407 per month. In some positions, nigher -
salaries sre paid for nightwork. :

The- duties. A Crerk-Typist types; performs clerical duties requiring
the exercise of somz independent judgment; and does related work.

~The -Tegquirzments.
RO e . B ‘
. : 1. Gradustion from high school; or - s

2, Staading as a high school senior. Howeves}, you cannot be

e~ e

: sppointed until proof of high school. graduation is submitted.

-
et

.. The ability to type U5 met words per minute is desired.. BN

L ~

- 1f you pass the written .and performance tests and interview, _you.niay
them file your application with a $1.00 filing fee. ]

Supervisory controls. Works under supervision of Chief, Quality Control
Office. Supervisor assigns and reviews duties, indicates procedures to follow,
results desired, sand provides special instructions on non~routine problems
encountered. Work ic reviewed for accuracy and compliance with established

instructions.

" Mator dubies. Performs clerical and “{jping duties required in preparation
of reportg,reorvespondence, statistical records, charts, and mainteiping’ -
files of technical references.-and inspection data. o A

ca-

s . Compiles, erranges: and types reports of quality control inspections
performed by the inspgction staff. Obtains information from inspection
- Porme Lurned in;-apd types in report format, reflecting. items 1nspég’te_§1,
Ly cvalue,: maniours guvolyed .and quality effectiveness., . Prepares and main-
... - tains-charts and ravhs,from data gathered showing' worklcad, accurgcy ,
_ + and Lrends cbeewved.:; Applica, a knowledge of work unit cost account codes
ar.d inspection activikies foxr detection.of work out of control r&pges,
+0 be noted and brought.to sttentiom of .supervisor. R

o

Ry «
e bl

Composes and types various correspondence, memorandums and ‘directives
4n final form from brief.riotes or insisuctioms, _qbse;rvi_ng.,_m;,_c?,s for form
- § and arrangement. - Answars.routine correspondence, ambrding’*t_’é}:;p?e’cgdept
‘ - -<,an@ exicting volicy, prepering and typing replies for signature of

- supervizor based upon rinformation coilected and assembled from.f%l;es, o
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Seleeted Governmernt Job Descriptions for Ulerk-Typist { contd.) ‘

y—"
-...

L

receives and reviews incoming mail and determines proper disposition
within the office th-% it should be routed to. Maintains a suspense
Pile on correspondence and other matters cequiring reply or completicn
and follows-up as necegsary to assure due dates are met.

o -

Meintains office files of correspondence, reguiations, wPECiTirtations ,
directives , MWO's and technical references, numerically, alphabetically,
or as best suited for the subject matter, Sets up new files as required for

special projects.
woooooo -

7 perforts timekeeping duties, maintaining tirecayds for employees.
Posts hours worked and leave taken tc the sppropriate column of the
the timecard. Obtains employee's initials on timecards or authorized
leave slips and medical certificates when necessery for leave taken.
Mekes notations on reverse of tifiecards to explain unusuel postings >
the face of the card. Initiates personnel actions, types performence
appraisals and posts empioyee record cards. '

Receives visitors to the office and answers telephone calls.

Performs other duties as assigned.

P M . . -
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Selected Government Job Descriptions for Junior Clerk, Clerx, Geperal Qe

Junior Clerk | , =
Petinition. Under supervision, to pérform simple clerical work of & .

varied nature; and to do other work as required. A P

jcal taesks. Opens, time-stamps, soris, and distributes mail; addressss,

stuffs, stamps envelopes; operates numbering end dating machines; stamps

papers and documents; sorts; distributes, and files cards, letters, ¥hmi%ad,

and other doémeﬁi:s; procures and distributes office supplieB; clips nevsoapers
and pestes and arranges the clippings ; makes simple. arithmeticel “compubativns §
£111s in end sends out form ahd circular letters; looks up informatior:; sseisi>
in compiling and tébuleting simple statistical data; operates duplicatirg
machines and other office sppliances; assists in maintaining files, cari
indices, and mail‘ng lists.

: Minimm guetificatious. Tducstion: Equivalent to completion of the
twelfth grade. (Cie ‘ecal experience may be substituted for the required
education on a year-for- ~ar basis.) Students who are enrolled in the lust
cemester of thé twelfth graae at the time en exemination for this class is
announced will be admitted t¢ the cxaminstion.

and
Aptitude for and ability to perfoxm: simple clerical work including
ability tu spell correctiy, use good English, - and meke-arithrirvical. conpubém—

tionsa.
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SUMMARY OF REMARKS GF WESLEY P. SMITH
STATE DIRECTCR OF VOCATIONAL EDUCATION
Tt oo - AT THE S“”RﬁMENTO CONEERENCE :

~ b

Occupational training must be based upon the performence required in the
actual job. Any other basis i: rot only unrcziistic but it endangers the rights
of'both.futuré employers sz2 oi :ine trainees. .

. Siuce. the task of determmining job performance requlrements for the future
nes become so difficult---and since all occupational requirements, both present
and future, have become so complex--it is absolutely essential that all curri-

culum pianning in vecational education involves.the direct and continuous
--agsisiance by employers. .. . . _ “'::' o A,

-~
e .‘ .o -

No longer is it possible » "design occupatlonal trainlng prOgrams 1n
isolatlon from the nzeds of the future projected by actual employment trends.
Co No longer is 1t probable that. hlgh school graduates can successfully
erder the work force without advance preparation. Evidence is already
abvundant that jobs available for. relatively unskilled workers--and especially
those whe are seeking to enter the work force for the first time-—are in no
manner- numerous enough to take care cf the employment needs of the bulge of
youth. CL - : '

Hundreds of thousands of‘young people are currentlv unemployedr-and
unemployable. To a considersble degree, this unemployment is a reflectlon
of 2 basic deficiency in their education and Uraining. . This dlsadvantage,
if not remedied, will be carried with these yor~g people throubhout most of
their work lives—-net only in the form of higher rates of unemployment, but
also in. the. a;most - serious fomn of underemployment. '

Fbr man] tudents, the standard currlculum serves thelr purposes weli—-
especialxy tLooe whose terget of college entrance is clearly in focus. ,

But for those who will he going to vork at hlgh school graduatlon, the
target ‘is -fuzzy, and so is the curriculum that prepares them for job entry
When it-is considered that more than one half the student populatlon 1s .
involved in this category, the problem is immcnse.
' - . In th¢ past, employers have often been quitz silent as. to what, they E
really wanted in thelr new emplovees. If not silent, they have just as, ofte
.bepn unreallstlc by proposing only a good broad, general edu ation..

. Inorea31ng1y, employers must be more spec1flc~~and more reallstlt. "I
is expressly hoped that employers in the office occupatlons through these

sessions, will ad@ further to their past assistance by sharpening the foc
.~upon'tnt target of employability in such.occupations--so that the public J
schools cen provicée the preparation that is essential for job entrvouand
- that will provide the basis.tor the acquisition of further competency. ok ﬂm
job. As never before, the task of education is a jolntﬁenterprise-—endeihis
ig_even more-sc_in the-case-of.vocational | education.
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felected Government Job ﬁescriptions for Junior {levk, . . FAEL
Clerk, General Offize {contd.)

Srerohes records and Piles for deia.

Computes end receives fees when the smount 15 not in gquestion or is
readily obtainable from fixed schedules,

Fequigitions, riceives and charges out supplies.,

May opersie a smell telephone sviitchbosrd.

‘slleets and delivers correspondence, records, packsges, ete., on regilar
messengs: rounds and vpon request.

F . oAy

- ¥Yinimum requirements: _ S S

Training and expervience: No tr»aining or expe rie nce is required.

- <. e r ae P

Glerk

Sapﬂrvisorv controls, Receiving supervision fror a higher graded employee,
performs work accurding to established procedures or speclfic Lnstwuctions.
Work 1s reviewsd for gquality snd quantity.

v

Mejor duties. Serves as Clerk, normally assignel as necessary,

Treical skamples cf work performed inciude:

Files materisl rumericslly, slphabetically, by subject matter
or according to an established system. Performs ucscmplicseted
claseifying, indexing, crec s-luﬁexing and searchlng of files.

Rec:ivas, sorts and routes ineoming mail. Receives visvtﬂrs,(
answers inquiries, obtains informstion reguested and refers to
proper officials. Answers telephone, records messeg:s and informe.
perscripel of os31la. .

Usee dictionaries, manuals and other references to compere and
correct various correspcndence forms, packets, etc.; assembles
information and dsia for reporis, oooklets, briefs, ete., following
spesific guldelines.

Maintains timecards Por a gyoup of employees. Posts tiwe, leave
andé peyroll information to cards; obtains required initials, lesve
alips and medical certificates; and makes notations on unnsnal entries.

R © - Performs-other dubies ax sssigned.
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Belected Business and Industry Job Deseribtions for Stencgraphers (contd.)

Stenographer

AH. to

H
\ -

Stenographers are used in many of the departuents with this company.
She is on call to teke dictabtion, transcribe rotes into typewritten acoies,
folloving company practices as to form. Uses electric typewriter. She cuts
mimeogreaph stencils and hectograph master copies. She generally begins in
& stenc pool or in an office with combined clerical duties. On Job training
and opportuaity for adrancement. Weekly salary ranges from $76.00 to $30.50
at the start: and from $95.00 to $98.00 at the top. Hours of work are 8:00

5:00 P.M.

i

Qualificstions. Along with genéral qualificabions neceseary for ali

Stenographer

Job Duties:

1.

2.

5e

Jobs with the company, she must be an accurste typist and take dlctation

end transeribe notes dccuretely with st least average speed. Good knewledge
of spelling and grammar. Mental ability and capscity to advaanes. She
should be sble to express self in s clear and unatural manner. Only high
school educaticn required, but more is desirable. '

Takes and transciibes-dictation. , ST

Pertforms
reports,

Frepaxr>s
Prepares

Perforns
velepnons

Dictaphone end copy typing, ducluding. correspondence,
ete. : o

stencils and masters for reproduction.
various form:s using typewriter or ty hand.

variovs general office clerical duties, including ansvering
s esnd maintaining files.

General Informgbtion:

~

High school diploma is required. ‘

Must pass a tvpiug test of 50 to 55 words per minute snd a &letation
teet of 80 words per minute.

Beginning salary is $97.56 per week with awtomstic increases to $118.76
upon completion of 26 aonths.

50
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4 Selected Business and Industry Joh Descriptions for Stenographers

Stenugrapher Clerk I

0 Classilication summery. Takes dictabion and transcribes notes on
- typewriter. Mey do some transcrib.ng from dictating equipmen'b " Performs
T g other general clerical duties as d.q.rected. CL

. . - ,
e . . »

"rmarv du’cles.

w . ' . as..

1. .,.mkes dlcta.tlon of anm. uncompllca.tea nature from.one or more perSons.

2. Transcribes shorthand notes on typewriter. May a.lso be requ..red

>~ - to tra.nscnbe from dn.rtatmg equlpmenc.
Ly 4 X . - R o R
5 . 3. Does mlscellaneous ‘cyplng and- clencaL work such as typmg fom
4 - 1euters, s:mele tables and. reports y
o G '\ . H 3 B B
.‘ L. May file or maintain &’ set of flles.
. ] 5. May answer telephone and take messages or answer routine questions.
o
Factors Points
. 8 Training and experience. High school gradustion with '6_
-5 courses in typing and shorthand. Wo experience required.
Manual skills. Ability to type at least 40 words per 18’
minute and take dictation at 80 words per minute.
’;’ Résnonsibiii vty for accuracy. Most oﬁtgoing mail is SRS
' signed by a supervisor who is responsible fo: its
acecuracy. : :
Responsibility for direction. None -
~ _Responsibility for decisions.. ' None : SR
s ' Responsibility for contacts. May have routine contacts 5
3 with other departments in connection with assigned “duties.
4 May answer telephone and take messages or glve routine
) answers. . ,

Total Evaluation Points . - T . W1

Steno Clerk
Under supervision, performs generel clerical duties including taking

and transcribing dictation. Types letters, reports and memorands as required.
May serve as departmental receptionis® Performs miscellsneous filing.

. 49




Selected Business and Industry Job Descriptions for Stenographers (contd.)

o) Basic work week is five days, 40 hours, with shift starting no earlier
. than T:45 ‘A.M. and ending no later than 5:;30 F.M. '

Employees becore eligible for fringe benefits upon completion of o
six-month probationary period. _ '

3 - - .

3 . [

Clerk-Typist-A

Regular Duties:

_ Types correspondence, memorarda, reporte, charts, or other material
~d - for ons: ox Rore depaxtment officers L

g From rough copy, oral instruction, and reference meterial,
types material in proper form; inspects completed work for
correctness end neabness; submits to supervisor for
signature; prepares signed material for mailing.

Takes dictestion in longhand, if so directed.
'3 - Performs several of the following duties.. L e
& ) Records informetion on department records. Receivss reports
3 from brenches, other departments, or other firms; records
‘i.nformajzion pertaining to department functions on ledgers

| ~ 7 .. or obher forms; reviews work for accuracy and balences, if
& L appliceble; prepares new cards, sheets, or other recordss:

Y- ' ' as needed.

o A Greets visitors; ascertains nature of call; directg oxr -
acccmpanies visitors to- appropriate person. : : AT

S Files department’ records, reports, correspondence and memorenda,
as directed. _ gL .

Ansvers telephone; transfers call to appropriate person, tekes
message, or gives requested information; arranges for return

(AN

. ;i')l'c‘g iy,

call if necessary. Ly
& ~ Transcribes dictation by use of transcribing machine.

s Opens, time stamps, and distributes incoming mail for
department or section.

~4 Maintsine SPM and C-Circuler files; makes chenges -and. files
sheets as received.

51
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Selected Business and Industry Job D:z<~riptions for Typists (contd. )‘

Compiles and types vericus reports, such as absence report, ) -
overtime report, and production rerort.

As directed, performs other duties when necessary or as time .
3 : ~ - 03 ‘f:
pe?:'m?ttS; maintains supply cloSet, rrepares stencils and other ' &’.‘
. originals for duplication, and maintains tickler. F -7
Specialized Knowledge:  Typing « 3
\ 1 3 L d - . i L
. . Minimum Past Experience, What and Where Acquired: None . T
y' - Ay - n T - B b PP . . ] M
. Minimum Wew Experience Acjuired on the Job: On-the-job experience - E
> N 3
Of fice Machines or Equipment and Frequiency of Usc: g
. xE
E- _ Typewriter-continually o
' 4 Adding Machine-fregusntly . el e B
—3 . Various duplicating machines-frequentiy ... - . E
X ' E
4 5
Cierk-Typist o E
Sumary. To perform a combination of clerical duties requiring a typing
. proficiency which meets Company standards-and a knovwledgz of departmental 25
‘2 functions and processes.
. “; . - . ' R 3. ‘JS:\;
; .~' Qualifying duties. Ferform a combination of duties requiring proficiency E
= in typing which meets Company standards, and in such clerical functions as 3
- posting, tabulating, assembling, and processing data, preparing reports and g
3 distributing informatiocn. b
) Operate manual and/or electric typewriters to copy correspondence, “’;"“-‘,
= reports, statistical date and manuscripts. Type reproduction masters from F
- prepared copy. Proof-read materisl for errors in grammar and punctustion. B
Pranscribe machine dictation when required. f,
Wérk'gégi’gnmen’cs include assisting high classified employeces by following /
easily understcod instructions and/or procedures, exercising some independent .
- 32
action and judgment.
May operate other office machines and equipment as required. M

e
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Selected Business and Industry Job Descrlptlons for Junior Clerk,
L Clerk, General Offlce . - - | A
s : CJerk Junlor L .ot

% Performs routine clerical duties requlrlng littie dlscretlon, guch as
;). 4 posting data, checking calculatlons and matching documents. May receive,

g store and issvye office .Jup._.,lles and forms as required. May. receive incoming
§ orders and wdintain necessary inventory and usage records. Mey pick up, sort
and deliver interoffice and outgoingz mail; may pick up and deliver mail ©o
post office, operate .nosiage mackine, make routine deliverics. . Under super-
vision,may per{‘am routine filing of correspondence and $imilar material,

& arranged alphabetically, nurerically, chronologically or by smiple COde.
Loca:bes a,nd. removes. material from files ~.hen reguested. -

Goneral Clerk

. Summary. Performs typing and clericel duties, involving € thorough
knowledge of standards and operatving procedures. This classification 1ncludes
. such duties as prep‘.ratlon cf loan papers and checkmg a.ccuracy of legal
53 documents. AT

Duties. Types from rovgh draft (handwriting) or from ordinary_corrected
typewrltten copy. This includes preparation of correspondence under these
- condltlons . :

Fills in Porms or form letters with such 1mormat10n as nanmes, addresses,
dates snd smounts, which have usually been assembles by others or gathered

from routine sources.

Classifies, indexes and briefs subject matter of average difficulty
. from correspondence, newspaper and magazine clippings and reports. Searches
473 files for obscure subject matter.

LS Sorts, classifie: and prepares incoming and outgoing mail for distribution
where g knowledze cf fonctions and operations is required.

A Performs arithmetic computations. usingr calculating machines to meke

;'/,, extensions. Posts colwmzr data. May prepare columnar charits and graphs.

/ .4 Initiates or responds to extensive public or employee contact for exchange
8 of information.

\:»-v:;

iy S

¥

O General Clerk

. Performs routine clerical duties which require some discretion as to
4 office procedures. Msy include such duties as compiling data for reports,
) tabulsting, posting, checking calculations, comparing figures,- receiving
and/or conveying routine informatiion.




hE: Selected Business and Industry Job Descriptions for Junior Clerk,

g Clerk. General Office (contd.)

1 _ Clerk General X

Summary. To perform a speci?¥c clerical job assignment in any department,
requiring a basic knowladge and training in a specific job assignment, depart-
mental functions and processes.

.

-Qualifying dutizs. Perform clericsl work in any department requiring a
: basic knowledge of ‘the functions, work procedures and methods of a specific
‘;,.{. Job assigoment. Duties require responsibility for accuracy and dependability
1 and ar normally accomplished by following establishea practices and procedures.

Davise clerical procedure: within established practices to effectively
carry out assignments.

Obtain information and Jacts from varied sources in order to perform such
) duties as posting, tebulating, compiling and proceéssing deta, meintaining
\ related reference files and records. May prepere graphic presentations from

' ( verbal or written instructions.

Apply a-khowledge and familiarity with forms used and'processea involved.

Work assignments may include giving guidance, instruction, and/or ,
assistence to other employees, as well as the use of office machines and equip-
ment. '
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(N KEYBOARD BONUS PLAN
' (Selected Sections of a Bonus Plan Used by a Large Orgagizatien)

Additional Compensation for Jobs Requiring Keyhosrd Skills

jL General L
Tii@ Bonuses of up tc $?.50 é week are available to eligible Western Home
e nffice keyboarq‘sk;ll”employegsn(full time typists and varitype operators,
stenographers and sécretaries, franscribers, key punch operators and
5 teletype operators at levels 02 through 09 inclusive) and first line
. supervisors of sectiuns having keyboard functions. The bonus may be granted
at, the time of hiring, or fpllowing employment provided tne employee has
| an "anrease_ Recommen_ded“ ~sal_‘ary classification and meets eligioility
standards as listed below. .
e Typists and Varitype Operators (levels 02 through oh)
— Amount of bonus:
" Basic: 4250 pér week--Typing test score of 40 w.p.m.
‘ ) ) with 85 per cent accuracy
- § Intermediate: $5.00 per week—-Typing test score of 50 W.p.m.
3 . N with 90 per cent accuracy
N -  A6vanced::‘: " $7.50 per week—-Typing test score of 60 w.p.m.
‘ T ' C with 90 per cent accuracy
. Stenographers and Secretaries (levels 03 through 09)
{ Amount of bonus:
;_é _ Basic: | _$2.§0:per week--Typing tgét score of 40 w.p.m. l
- A with 85 per cent accuracy
,:_ _ Intermediate: $5.00 per week--Typing test score of 50 w.p.m.
; . o I ‘ with 90 per cent accuracy;
_ | _ e o or
. ) Typing test score of LO w.p.m.
- 3 ) e with 85 per cent. accuracy and 90
5 Co ‘ S w.p.m. dictation speed with not
7 o more than 10 errors.
. J
ﬂi i ' ' :' 'Adyépced: o $7.50 per wcek-~-Typing test score of 40 w.p.m. with
,? ‘ I Lo 85 per cent accuracy, and 120 w.p.m.
/ 3 ' L o dictation speed with no more than 15
/ { o ) : errors.
.or.

¢, T R Y Typing tést score of 50 w.p.m. with
k R : G0 per cent accuracy and 90 w.p.m.
; W e e e e S dictation speed with no more than
. . : x T 10 errors.
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Transcribers

Amount of bonus:

Basic: ‘ $2.50 per week--Typing test score of 40 w.p.m.
with 85 per cent accuracy

e Intermediate:’ $5 00 per week--Typing test score of: 50 W'p.m. with
‘ A ' 90 per cent accuracy, f
. . or A
e - ' Typing test score of 40 w.p.m.
' " " with 85 per cent accuracy'and 90
WeDuslls dlctatlon speea w1th no
more than 10 errors.

Advanced: $7.50 per week--Typing test score of 60 w.p.m.
- with 90 per cent accuracy; ,
2 or
: _ Typing test score of 40 w.p.m.
A8 ' - with 85 per cent accuracy and 120
’ w.p.m. dictation gspeed with no
nore than 15 errors;.
or
o ' | Typing test score of 50 w.p.m.
;9 with 90 per cent accuracy and $0
: - w.p.m. dictation speed with no
more than 10 errors.

Keypunch Operators

Amount of bonus:

'yg Basic: $2.50 per'week-Typ1ng test score of hO W.p.I.

N ' ' with 85 per cent accuracy;

: or '

- Machine knowledge, and 150 key

: ' punch strokes per minute with 9L
per cent accuracy.

‘ " Intermediate: $5.00 per week--Typing test score »f 50 w.p.m. with
2 3 - 90 per cent accuracy;

L or

2 . Machine knowledge, and 175 key punch
% - ‘ strokes per minute, with 95 per cent
e S ' accuracy, end knowledge of oxe major
) ' function or its =zquivalent.

Advanced: $7 50 per week--Machine knowledge, and 225 key punch
strokes per minute, with 98 per
cent asccuracy, and knowledge of two
or more major functions or their
equivalent.
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In sddltion to the above, bonuses will be granted to first line supervisors
(Section Supervisors eond Assiztent Section Supervisors) supervising
personnel eligible for keyboard skill bonuses. These bonuses, if unearned
at time of promotion, will be granted only after the supervisor has
completed & reasonable period of satisfactory performance on the job (i.e.
four to gir months). Bonuses will be restricted to supervisors over
gsections where all or nearly all jobs utilize the above skills.

; Salexy Maximums
;i Extra ccmpensation of $7.50 per week will be continued for those Jjobs
B which reguire keyboard skill, subject to the roilowing maximum limita-
e tions:
»;é Amount By Whicn
e Job_Level Maximum May be Exceeded
- 02 $3.00
ok A 03 2.00
\' Oh 3050
- 05 1.50
" 06 and above .00
L% Keyboard bounus employees and supervisory personnel at levels 06
. 3§ and above, while they may qualify for bonuses of upp to $7.50 per
3 week within their sslary range, may not at any time exceed their
= salary maximum as a result of any bonus.
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