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Relp, Margaret Casey. ‘"Job Tasks of the Be inning Acoount-

!

of the ngh School Accountin g anfi Bookkeeping
Carriculum.' / ‘ S
- ) PR} .

-
e > '

The problem. The\pfesent accounting_ and pookkeeping'curric-.

ulum does not adequaEely pfepare the studént for ‘employment

g
as a beglnnlng accountlng and boqkkeeplng worker. The

[ A

. orob1em in thids study was to 1d@nt1fy the dlscreoancy be—

'tween wbrk ‘and training programs in tnls area. To ‘solve
1

the prob em, three quéstions were dskoda ‘ RN
A

1. What identified job ta’ka hzes being pefformedw.
- bj thaépeolnnlng accountlng and boo&kaeplng uorker?
| 2. What jOb éasks are 1nrlLded 1n the-"onventlonal
high school accouﬁ+ipg and bookkeeplng currlculum?

3. To what extent does the conventlonal hlgh
. school accountlng and bookkeeplng currlculum 1nc1ude and -
prlof/\?t'za these identified jOb taaks; _;rci

An assumption was made that the conve .onad hich

-

'school accountlng and bookkneplnc curllculpm Re de crmlncd
N\

by the textbooks used in ClaSSr The definltlon ased for
the conventlonal high school acbountlpg and bookke0p1ng
currlculum 1nc1uded courses in accountlng, bookheeplng,

‘recordkeep;ng, dat; procec*ﬁng and/or computers._'The'

purpose of the study was to prov1de elther veriflcatlon of"

-

f . L. . - ' . “~
- v , .o

ing and Bookkeeping Worker Compare with the Content _'
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. . ’f -
the current{cu 1 ulum.pr needed dlrectlon for change. The

’

study was also 1ntended to prov1de a review of the res“arch

\of .high school accountlng and book—

done in the” covtcnt area

’keeping from\l953~l975. : 3

[}
*

- o , o T ) :
: Research procedures. ‘The prnoeﬂa*es WErs lelqu it three

- N +

- . '-areas to coinci&ekwith the thr .é questtons asked 1v the

problem. . L .. .
. . ) . ~

To dettrmlne tbe job t ks oerf: rmed by the beqln-

-

. "/"
ring accouﬂtlng awo‘boo keepang worker, a comprehen51ve : .

' search of "he WALerature was :n.adm fo*-elght years) 1968~ 19 5.

s .

A total of'54 tudlcs pertalnlnq to the_content area of hlgh )

" schonl accountlrﬂ and bookkeeplﬁg wers Lﬁentlhted, of these,,

. -

16 studies con%ained specific information.about.the job.tasks

of thé beglﬁnlng accountlng and boo}keeping worker. After
.- 4 .
‘a SﬁIlESva unsucceasful utteﬂpts to combine Lhe l% studLes :

into a "ompos1tﬂ xunked 1ut'ﬁf the Job tasks perﬁormed by

4 v

the begxnnlng ac"ountlng und bnotkeep_ug dorker, oée'study,

e the, &OBELS 5tudy,»was selected.as containinq re§§Zscn tnve ;?'
| fo*matlon about the 30b tacks of the patlonal pooulat1on

of +he Heglnnlng accounting aﬁd booPkeeplng worxbr.e. lzst

: . of 150 job taska,xas drawn from NOBEIS data and ranked by

r e . ’

_ i ~muency.of representatlon. R i,_ Co . 3 . ‘
N Yo .
.. ' . To determine the job *asks _gfladnd in: the con~ *

> ventlonal hlgh achooh a"couhtin “and bo;kkeeplﬂg currlculum,
7
R .

e textbooks most common Ly used in the currth,um were
'\\ - : A ’

1dentL£1ed\und analjzed. Berelson's ard-Holsti’s methods -

vi
Q S £ IS ) 5

ERIC ! ' T | | '



0 ' ' , ,
-"of content analysis were used tn compile a list of job tasks
. . i
1ncluded in each text. The jOb task llStS from the two

South-Western textbooks sel ected as representatlve of the-
S 3

curriculum were synthe51zed into one list and ranked by

Al

the total volume of space occupled by each jOb task 1n the -

. . ) ;
~techooks. L ' v ) _- -

=

To ﬂetexmlne the -xtent to Wthh the hlgh sthool

eurriculum lncludes ard prlorltlzes the job taskg of the

-

beglnnlng avcountlng and bookkeeplng woxker, rank corlela—
A}

‘tion SCELlSthS and(comnarlsons wete apvlled to ‘the two

llStS, one llst reoresentlng .the job tasks performed by the

worxeri ‘the ther l*qt,lepresentlng thﬂ ourr;culum. .

€

Curvilinear'relatlonshlps we:e;also examlneagthrough'the -

nse of a soatter diagram.

;.
1 c?
. -

,_andingg.' No olgnlfloant relatlonshlp yas found at any
_ ;1evel of 51gn1f1cance whan statlstlcal appllcatlons wéze
J, | ‘ applled to the two lists grouped by gene;eiized accounthg
categorles. "Nor was 31gn1f1cant relatlonshlp found:at any
. 1zvel, when: statlstlcal applications were applﬂed Lo the
i 4Awo llsto'grouped by goe01f1c job tasks common to both llsts.
: of the 150 job tas?s on the llpt represent:ng real

. ) work, ‘only 36 of these could be found in the textbooks-

¢
- . °

repre sentlnq thn .high school currlculum.

K . B;xtj-s*x peréent of textbook vo;ume was séec1f;c
, . 'only ‘to the extent that content could be 1dcnt1f1ed as’

fltting into a generallzed account;ng category: Flfty~two

o | : vii e . -.\;"“_ . s




,percent of textbook volume contamned none of the job tasks

~ -

0 taken from the llSt representlng real. work. The “two

generallzed accountlng categorles ranked 1 and 2 (General Ly

- “”’ -\~-
Journal and,, General Ledger, and Flnanc1al Statemenbs) on the

'currlculum list~were the two categories ranked lowest, 9. and

8, on the real "work lrst. o o o B

[ '

Cenclusiecns. .
~cu : ’ A

+ 2 Iy The job tasks of the beglnnlng account?ng and

¢ -

_-bookkeeplng worker require little or no understandlng of

” M t

T “'the,prlnclples of debit and credlt. . ‘. 1
2. The job tasks of the beglnnlng accountlng and

'bookkeeplng worker did not 1nclude recordlng in a sales

e o journal, purchases journal, or a general leoger., Manual

preparatlon of ‘payroll tax returns was. also mlSSlnc from
' s

the list.

‘.— . . - *~ B .
.- 3. Job tasks in the electronlo data processrng
Co | category were the most frequently performed of all. the jobl“-ml;

- . . . —

tasks of. the beg1nn1ng~worker.

e
—

L ~ - ~ 4. The ]Ob tasks of the bcglnnlng accountlng and
bookkeeplng’worker were more concerned w,th segments of

e accountlng cycle than with" tasks requlrlng understand-

PRELI S

1ng of the whole cycle. Few of the job tasks requlred

understandlng of those steps in. the cycle past thevtrlal t

Palande. , \‘ L I A _f t ; iff‘.

; ‘ . s, The 3ob tasks of th; bngnnlng worker dcalt

| " - . with a great varlety of flnanc1a1 opexatlons,‘buvlness~
| viii . oo ”
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s ..'. N ‘4
(- !

* papers, and_fofms. - These tasks dealt with the preparation

-~

and handling of briginal business documents, rather°then_with
the accounting entries for these documents. v

6; The tasks covered in»the.conventional high
\.

‘7schooh accountlng‘and—bbokkeeplng currlculum have no ignifi—'

\cant relatlonshlp to the job easks necessary for employmen?

\nonfunctlonal for the- purpose of preparlng studen;s for

[}

1h,beglnn1ng accountlng and bookkeeplng occupatlons. The
tasgs moét’extepSL ly covered in the currlculum are those
most,rafely perfe;:ié by'the_begiening worket., “
7. iéééh textboo}-c selected as repfesentétiVe of '

the hlgh school accountlng and- boohkeeplng currlculum are

.
1}

‘ocdupEtional employment as beginniné accounting and bboh- :

'keepieg/werkers:. o L

-

o

4
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o | ~'INTRODUCTION

R . . . v
[ ’

A malnstream of revolutlon in the way inancial

2

records are. kept in 1ndustry has been going on an the United =

e : .

tates s1nce the early 1950 S. Manual techn1que¥ to recerd

financial informat* : & have been 1ncrea51ngly re aced by

electroric, electro~mecnan1cal, and mech ‘processing.

The tremendous growth nf informaticn handled within offices

clerical:positionr »

B

N 3
.

workers grew from 1

numerous and compllcated

v
-

The changes made in-offices to handle this growth

have not been matched by changes ‘the conventional high
school—accountlng and bookkeeplng currlculum ' Eusineés
educators have become 1ncreas1ngly concérned that the

conventlonal accountlna and bookkeeplng courses taught in
9

o

~

lU. S. Bureau of Labor Statlstlcs, Handbook of Labor

Statistics (Washlngton, D, C.: U. S. Government Pllntlng
Office, 1973) Table 6, pp. 19 and 39

16%".
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hlgh school ‘do not\\desuately meet the requlrements of
/

business.: West spoke on an lron curtaln between educators

and the world of work. _ TOnne commented'on the lacktof

change'made in the hlg school accounting and book..:2eping

- .

curriculum when he sai', "We engage inftinkering w;th small -

additions'hefe, a minifmization of some subject matter there,
~but basically it is the same couzse we taught 75 years ago
-with a-Veneefﬂof'modernizatipn.?3“

A'major goal'in business education is to prepare

students for employment in bu51ness.< The above: comments in~--
|

dlcate thaﬂ/jlgh school ac»ountxng and bookkeeolng .courses

L : \J
o © are loslng ‘their. occupatlonal orlentatlon, and the Jnlts of
& ' L &

- 1nstructlon taught,ln these courses may have llttle rela~ ’

';3u.;' ¢Aonsh1ﬁ/to ,ob tasks necessary ‘or galnful employment in )'

- ’

beglnnlng adcountlng and bookkeeplng odbupatlons.

'\

o o L What, however, 1s the nature or .this dlscrepancy

between work and tralning programs° What work does the

"

beglnnlng accountlng and'bookkeeplng Worker currently per- -

N ,;_ . form? Are ‘high school bus1ness programs tralnlng for cur—

7 i rent job performance?_ Is thetbeglnnlng-bookkeeper stlll

* - < ’
s 2Leonard J. West, Survey of Entry-Level Bookkeepr_g
Activities in Relation-to the High School Bookkeeping
Curriculum, Research Report 73-1 . (New York:{_-City Unlver51ty
\ . of New York, Institute for Research and Evaluation 1n Ooc=- .7
cupatlonal Educatlon, 1973) p. 199. - L .

: ‘Herbert Tonne,,"A Crlthue of Bdokkeeping Instruc-

tional Change,“ Journal of Business Educatlon, December

1970, p. 108 - : , ;L Cos
< : , - :

: / . . 1 \ . . ' !
’ N i . . . v .
. a, R . c
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clearly dlstlngulshable from the’ general clerlcal worken?

The present study was 1ntended to 1nvost1gate the degree of

o
DR | r] »

X . congruency existing between the prevarllng currlculum in-

0y

A hlgh school accountlng and bookkeeplng and the actual job

tasks performed by the beglnnlng accountlng and bookkeeplng

worker. ’

.4’\
STATEMENT OF THE PROBLEM . o

. 1

The lmmedlate research problem is- to 1dent1fy thls'

descrepandy exlstlng between the hlgh school  actounting aﬁd

bookkeeping currlculum and the actual job tasks of employed

) accountlng and bookkeeplng workers. /
e ,/' . \

. To be able to solve the lgmedlate research problem,‘

the follow1ng duestlons must be answered. M
'~l. What 1dent1f1ed job tasks are belng performed

. by the beglnnlng accountlng and- bookkeeplng worker?
’ 2.- What job tasks are 1ncluded in the.conventlonal

“ /’f h;gh .school accountlng and bookkeeplng curr1culum°

3. To what itent does the conventlonal high school
A . 4

accountlng and” bookkeeping currlculum include and PrlQlltlze

P

thesefldentlfled jjob tasks?

E Y
®

P
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‘}SSUMPTION' L : B

<

For the purposes of this study, the assﬁmption
e

’} . ~was made that the conventional high school accountlng and.
, . bookkeeplng currlculum is determined by the textbooks used
. in clase:4v’wf~ s ;-ﬂ~»»wv~u~w~»w—wm__m, SO
. -DURPOSE OF THE STUDY

P

Theipurpose of th1s study was to compare the actual
. » C/ t
o T jOb tasks of beglnnlng accountlng and bookkeeplng workers :

e nw1th the jOb tasks included in hlgh“SChOQl accountlng and |
‘{_fbookkeeplng textbooks.” The' comparlson should prov1de h,k_.
either - verlflcatlon of the current hlgh school accountlng

4 .

and bookkeeplng currlculﬁm or needed dlrectlon for change..

'a,-

If change is 1nd1cated, the study ‘should prov1de a rankcd

list of jOb task components that need to be 1ncluded in

hlgh school tralnlng for beglnnlng accountJng and bookkeep—
° . ‘ . » i

¢

ihg workers.

- o

. ~ The study .should also provide a review of the re-.

searcnudone in the content area of high school accounting
. \,‘;'.i ’. - . . : ) J /". .

and bdokkeeping for the past eight years.: -

s

P ' 4West, p. 135 see also Ruth Woolschlager,x"ngh

: School Bookkeeping As It Was, So Shall"It -Always Be? A,
Fable," Business Education Forum, March 1964, pp. 19-20;
see alst Padmakar Sapre and Roscoe Perrift, "A Historical
‘Development of.Accounting and Data Process1ng," Busihess
Education Yesterday, Today, and Tomorrow, ed. Rut
Woolschlager and. E. Harris (Reston, Vlrglnla. Natlonal
Business Education Assoc1atlon, 1916) p. 1l.

'
' , Al
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" In order to realize this purpose, the following

steps were taken..u

-~

\ A . l. A comprehensive search of the llterature~was

°

w ‘ ‘made to obbain a ranked lxst of<;he job tasks of beglnnlng

. (¥4
S S ~accounting. anq bookkeep*ng workers.,_,,ﬂ,ul“”_

2. An analysls of hlgh school accountlng and book-

keeping. textbooks was made to obtain a ranked 11st of jOD .

tasks taught in the conventlonal hlgh‘schooJ accountlng

’

and bookkeeplng currlculum e

3. The actpal JOb tasks performed by the beg1nn1ng

[y

‘accountlng and bookkeeping. worker were compared with the

t

2

N ’ ]Ob tasks taught in hlgh school accountlng and bookkeeplng

courses. ' S .

- ‘  DELIMITATIONS .
" 1. The’study~wa\\not concerned with the specific’

_|study of the objectlves of the hlgh school currlculumxln

¢ {

accountlng and bookkeeplng.
2. The study was not concerned with the specific
study of'the'processes of the high school curriculum in

‘ . accounting ahd bqokkeeping.~

-

3. The study was not concerned ‘with the.specific’
study of the tralnlng time of the high school curriculum
in accountlng and bookkeeplng.

4. The study was not concerned with the specific °

study of evaluatlon components of - the ‘high school currlculum

in accountlng and bookkeeplng.,xf.: -
. ~ e |

. - ) . . ' .
Ta :
. ‘21 \
. . . . . .
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BACKGROUND OF THE STUDY AND RELATED LITERATURE ]

i

c The chandlng nature of bookkeeplng occupatlons has

v

" . g\rou%ht with 1t'much discussion about approprlate objectlves
fqg the accounting and nookkeeplng currlculum in high
schoola The original. objectlve of accountlng and - bookkeep—.

. 1ng\educat10n was purely vocatlonal - In the bus1ness | N
estanlshments of the 1800's and early 1900'5, the book—'
keeper was freqpently ‘the only person Wlth any buslness .
tralnlng. The owner of the bus1ness depended on the book—‘
keeper to manage hls records gnd/ﬁis offlce.r The bookkeeper
needed to know everythlng about bookkeeplng, from the

opening to the closing entry. The tralnlng of. bookkeepers

necess1tated a thorough study . of the double-entry account— 6

»

ing cycle system‘and of bus1ness procedares. "'-' ,:ﬂ

, /

The occupatlonal changes that took place 1n the
field of flnanclal recordkeeplng 1n'the 1930'5 and the -
1940's brought changes in the expressed objectlves of
bookkeeplng educatlon. As professional accountlng moved
more deflnltlvely 1nto the college level and fewer book-
keepers .performed the complete dﬁtles 1ncluded 1n the

”

_accounting cycle, bookkeeping 1nstructlon at the hlgh school

o U

. level started to reflect objectlves of personal and social

" use as well ‘as the vocational preparation .of bookkeepers.‘,

¢

2




' | In his study ‘of the objectlves of hlgh school
_elementary bookkeeplnc s;née the 1930°' s, Olson5 found little
bchange-ln the variety of ob;eetlves claimed for bookkeeplng
instruction since 1930. Vocational objectives‘ahd perscnal
social'hse‘objeetivesAwere usually combinedbdﬁriné treihihg.p
Olson fouhd that when bookkeeping'jobs'deereased- the
emphas:Lc on tralnlngkvhlfted from the vocatlonal to the

o 'personal soc1al use cbjectlves. When job opportun1t§%s
llncrease, the eonsensus returned to empha5121ng vocatlonah
objectives. e S ’ ' -

Thefheehing of.the term “bookkeeper",has been chang-

] . ’ h\. .

iny rapidly since data automation arrived on the scene.- A

modern worker may st111 be categorlzed as a bookkeeper even
though he’ performs hone of the. ‘tasks. per-ormed by a book-,,
keeper in the +raditional meanlng of performlng the dutﬁes
of the double—entry accountlng cycle. The term "bookkeeper
is currently being extended to include any type of record—
keeping as well,as the recordlng'of data on coding sheets
for computer anaiysis. 'f | )

- Many authorities in business education have indi-

.cated that current high school curricula in accounting and

bookkeeping appear to be nonfunction exaﬁple, the

>

ot

~ SLester Olson, "X Historical Study of Objectives in -
_High .school Elementary Bookkeeping Since 1936" (Docto;al
» dlsscrtdtlon,'Unlver51hy of North Dayota, 1970).
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"NOBELSf/%tudy found that tﬁe job duties of beginning book—
' Q;ffkeepers requiring'"application of prinCiples4of accounting
:‘:'as taught in schools or double entry bookkeeping were
minimal, (NOBELS, p. 27)3 Similar,concluSIQns were dfaWn
By Luxner, "the ‘study of two years, of manual bookkeeping

in high school, in and of itself, ‘meets neither job require-

/. .
ments for accounting clerks nor for accountants."’/ A

N oo

study made by the Battelle Memorial Institutes commented

_that bookkeeping in the high,school'"is‘not,occnpationally

oriented. Rather it is faught to familiarize students with

the.language'of the business world," (Battelle, p. 44).
While the objectiv

teaching the language of business

is legitimate, the Battelle report went on to say, this

objective can be reached more effectively and effiCiently

by methods other than teaching one to two years of tradi~

tional bookkeeping. , t

6Fran}{ Lanham, et al., Development of Task Perfor-
mance Statements for a New Office and Business Education
Learnings System (NOEBELS), Revised Final Project Report
(Columbus: Center for Research and Leadership Development

in Vocational and Technical Education, Ohio State UniverSity,

1973) ED 068 728. .
7 __._._,«____.A o P “ \ : e e e s

) Lois Luxner, "Factors Affecting the Employability

of Vocational Bookkeeping Students" (Doctoral dissertation,

 University of Pittsburgh, 1970) p. 14G.~

8pattelle Memorial Institute, An Exploratory Stu@x
to Analyze New Skill Content in Selected Occupations in-
Michigan and the Méchanism for its Translation into Voca-
tional kaucation.Curricula: Section Report on Clerk/Typist,
Stenographer, Bookkeeper, and Salcsperson (Colunbus:
Columbus Ldboratorics, 1972T p. 44 ED 085 51l. -

-
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Statistics and projections made by the United States:
Department of Labor show a continuipg need -in indust;y for
accopnting and bookkeépiné workers. A grewth rate 9% 19.5°
percent has been projected for bdokkeeping jobs betweép
_‘197,2.".a;1d‘1985.9. . o A ]
| kecogniiion of the con?in;ing need for, bookkeepers
By qoupled with the suséicion of an out—of-date curriculum in
accounting and bookkeepihg'haé génerhted'much reseaich to
déal with the questicns (1) what is avbopkkeep¢r2i (2)-w§3t
work doeé a bookkeeﬁeraperfb¥m?> (3) what (if any) training
should the high school provide for prospective bookkeepers?
| The busineés‘educator must éontinuouély look to;the
community t» see what the stgdent needs to know when he
gdés to work. Tyler §poké of the value of utilizing data.
obtgined from studies éf contémpgrary life as one source
for decidingﬂwhap educational obgégtives the school shbuld
provide.lo—_ﬁhen Qriting'about"tpe~heéd for accountability
in'eduéation,‘Léssinger stated that schools should be certi-

fying that students are able to perform S?ecific tasks.

-

7

. 9u. s. Bureau of Labor Statistics, Occupational
Manpower and Training Needs: Information for Vocational
Counseling and Planning for Occupational 1raining, Bulletin
1824 (washington: Government Pfinting Office, revised
1974) p. 80. " :

1OP.a__lph W. Tyler, Basic Principles of Curriculum
and Instruction (Chicago: ~University of Chicago Press,
1950) p. 13. : -

25
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Léssinger said also-that planning for educdtional re-

developmeht "should be based on research and dévelopment to

. )facllitate constant updating of sgecificatibns to meet these -

“

-

) needs "1l _ '55vﬂ

The fccus of current research Ain accountlng and

g

bcokkeeplng,,as Well as clerlcaI occupatlons, has been in '

- . Rt ’
« . -

task analysis. The success of the Unlted States Air Force
occupatlonal research pro;ects, through ‘CODAP, 12 has been
o the major influence in this trend. The Center for'Vocatlonaf‘ ~
and Technlcal Eaucatlon at Ohio StatD University has(applled
_ many United>®States Air Force task 1nvehtory concepts in.
-. 7 developing a system for acquiring and using occupational
‘.1‘..\ o informatioh'in revising anc designing curriculhm}}3 o
. Occupational analysls of the jOb tasks of beglnnlﬁg accoﬁnt;
ing and bookkeeplng workers can be found in studies that

. apply to .the whole field of clerlcal work, as well as in

studies limitedlto accounting and bookkeeping.

A

at

- 11I..eon Lessinger, "Accountlng for Results. A Basic
Challenge for American Schools," Accountability ir Educa-
tion, Leon Le°s1nger and Ralph Tyler (Worthington, Ohio: ,
Charles Jones, 1971) p. 9.. _ : -
. 12Un:.ted States Air Force Comprehens1ve Occupatlonal
Data Analysis Programs (CODAP). :

a e

13W:Llllam H. MeJchlng,oand Sldney D. Borcher, Pro*
cedures for Constructing and Using Task Inventories,
Research and Development Series No. 91 (Columbus: The. <
Center for Vocational and-Technical Education, Ohio State
UanGlSlty, 1973) P- 3.

e




An attempt to generate evidence of the actual
tasks performed by office workers was made in 1968 by

Perklns, Byrd and Roley.14

The study produced a llst of
599 tasks performed in offices, of which 90 tasks appfhed
to bookkeeplng. of particular'interest was the extent to
which office employees, regaruless of job titles, engaged
1n act1v1t1es outside their ]ob titles.

. Informatlon about ‘the actual tasks performed by
offlce workers was provided by the New Offlce and Bus1ness
Educatlon Learnlngs System pro:ect (NOBELS) NIBELS Was‘
the first cooperatlve natlonal rec¢earch done in bus1ness
educatlon thet involved teachers, byslnessmen, publishers,
profess1onal societies, and federal funds Started 1n
1968 and reported in final form in 1973 the ma]or product
! of NOBELS was the development of an 1nyentory of 373 |
'educational specjfications in behavioral terms; drawn from
a list of 4, 564 basic tasks perfo rmed by beginning office
_workers. To ellmlnate the overlap 1nherent in a classifi-
cation and analys1s of worPers by job tltle, 1nformatlon wasf
grouped into functlonal ‘areas of work, Of the 373.task
'performance statements, 150 applled to bookkeeplng.

The ev1dence produced by NOBLLS from the analy51s

1of tasks performcd does not support double—entry bookkeeplng

©

_ "14g, a. perkins, F. R. Byrd, and D. E. Roley, .
Clustexrs of Tasks Associated-wi'h Performance of Major )
Types of Office Work (Pullman Washlngton State Un1vers1ty,

1968) ED 018 665. : . o

T e

-
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as taught in the high school: Most of the numerical
recordkeeplng tasks dealt wKth the handling of original
documents rather than with

by those documents. The mechanlzatlon of accountlng

‘ chronlcled 1n the study makes the form of the accountlng

entry 1n aotual practlce far removed from the way the
accountlng entry is taught in classrooms.

A survey of 597 bookPeepers in the state of New
York was done by West in 1973. Bookkeepers in firms of all
sizes were asked to indicate whether or not they performed
the 131 bookkeeplng job activities that West determlned
made up the hlgh school accounting and bookLeeplng currlcu—
lum. They were also asked to 1nd1cate whether tralnlng
was recelved for that ;ct1V1ty in school cr on the job. TIn
agr€>ment with NOBELS, West found very little justlflcatlon
for much of the instruction ordinarily;glven in high school
accountlng and bookkeeplng courses. West concluded that
school 1nstructlon had little: transfer value for job per-
formance as a bookkeeper. West raised an 1nterest1ng 1ssue

in bookkeeping research when he .suggested that attemots to

v

define entry-level positions as those held by young people

‘might not be valid. West had originally anticipated that

o

respondents to his survey'of entry-level bookkeeping posi-

tions” would be concentrated in the 18-24 age range, but he

“found that job duties mandated a definition of "entry-level®

rather than chronological age (West, p. 27).

7

-~
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Some studies of a local nature have looked for

relationships between the bookkeeping taught in school and
the bookkeeping performed og the jOb Spanswick15 in .

Chicago, and Stelter16 in Minnesota both found that on—the—

-

job training was more valuable than school training for the

majority of bookkeeping job tasks.. Honaker's study in

Russell County,ﬁVirginia; Hendersoh's studY‘in Edwardsville,\

Michigan, Yirsa's study in Marquette, Michigan, all revealed
o [ e
that school training lacks relevance to actual .bookkeeping

activities.17

IS

© -

- lsRalph'S. Spanswick, "An Investigation to Determine
the Qualifications and Skills Desired, Accepted, and Actually
Used in Manual Bookkeeping Jobs which Were Listed in Chicagc
and New York City Newspapers During the Months of May :and
August, - 1966" (Docteoral dissertation, Northein Illinois
University, +1967).

16Gayle A, Stelter, "A.Study of the Bookkeeping and
Accounting Duties Performed and Automatic Equipment Used By
BooLkeeping and Accounting Employees in Rural Minnesota -
Businesses" (Doctoral dissertation, Northern Illanls ¢
UniVersity, 1968) :

17Lvelyn Honaker, "A Comparison of Bookkeepers in
Russell County, Virginia and Job Activities Provided by In-.

" structional Naterials Used in Russell County, Virginia

Bookkeeping Classes" (Master's thesis, Virginia Polytechnic
Institute, 1968); see also Patricia Henderson, "A Study to
Determine the Relationship Between Content Emph#sis in High
School Bookkeeping and the -Activities of Those ''zno Completed
the Bookkeeping Course" (Master's thesis, Sotithern Illinois
‘University, 8); see also John Yirsa, "A Study to Deter-
mine the ent\ to Which Bookkeepers of Marquette; Michigan

(Master s thesis, Univers1ty of WlSCOHSln,

A

29
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_The argument over the role and appropriate inclusion

of data. prodessing and7computer training for ‘the: entry-level

.

bookkeeper is still raging as fiercely in the 1970's as 1t
was in the 1950's. Bangs and Hlllestad, in a 1968 natlonal %

survey of data proce551ng,18 found that data proce551ng is

/

approprlate on the high school level Their study revealed

. that many beglnnlng jobs in computer 1nstallations are
’ \

avallable to high school graduates, partlcularly rn the.

majorlty of operator and clerlcal cla551f1caflons. . The tle‘
between act1v1t1es of bookkeepers and data processors was
vividly illustrated 1n West' s study when ana1y51s was made
of the top ten jOb act1v1t1es performed by the lower—level
bookkeeplng respondents. The first eight of the top ten
job activities. most frequently performed dealt w1th the
"‘ekamlnatlon, coding, correctlon, or preparatlon of data
processing materials (West PP. 204—206). o 5
.The lLSt of the dutles and tasks nost commonly
performed by data- proce551ng workers accofdlng to Bangs and
Q,Hlllestad (pp. 26*28) was con51derably expanocd by the

research of Borcher and Joynexr in 1973. 19 Borcher and

£

18F Kendrlck Bangs and Mildred Hillestad, Curri-
cular Impllcatlons of Automated Data Processing For Fduca- -
tional Institutions, United States Office of Edwcation Re- | .-
o search Study, Project No. BR5-0144 (Boulder. University
of Colorado, 12%68}. s

19SJdney D, Borcher, and John W. Joyner, Busin€ss
‘ . Data Processing Occupational Performance Survey.  Interim
Report (Columbus: Center for Vocational and Technical
Educatlon, Ohio State University, 1973) ED 078 125.

30
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Ny Joyner using a format similar to that developed hy the

United States Air Eoroe in- their CODAP project, collected .

4

tasks performed in fourteen different catagories from 406

.t

workers in 38 data proce551ng installations across the

ﬁ

ountry. A comparatlve study made in 1969 and 1973 by

Curless in Chlcago20 found that hlgh school tra1n1ng in

“

data processing was viable sincg many jobs in data process-
> N g _

ing were open to beginning woYkers with only a high Qchool

L diploma. .

-

The changlng nature of office act1v1t1es prompted
: the 1970 1nvest1gatlon of the emergent offlce by Huffman21

as part of the overall NOBELS progect. The identification

1

“of 41 emerging offlce act1v1t1es, gathered by questlonnalre
from 668 authorities, led Huffman to "onclude that the ..
o .. tra1n1ng of the ‘level of office workers who- process 1nf01—

ﬁatlon has been neglected (Huffman, p. 1). This neglected

" level of workers perform tasks that !nvolve apply:x.ng new .

L

\
concepts.of information and the adaptatlon of technological
changes of hardware and software used in the processing. of

" information.. Huffman concluded‘that thése emexrging
) . - . ’ .

.- . : . ' -~

>
, 20Jack Curless, "A Comparétlve Znalysis betwgen
1969 and 1973 of the Minimum Educational Requirements Ne-r
cessary for Entry into Thirteen Types -of Electronic Data
Processing Positions" ‘(Doctoral dlsqertatlon, Northern
Illinois Unlver51ty, 1973).

- ' ' 21Harry Huffman ,and Dalé Gust, Business Eduycation
) for the Emergert Offnce, Interim Report (Columbus: - Center
- - for Vocational ana sechnical Education, Ohlo State. = -
. University, 1870) ED 043 754.
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' e activities must be incorporated by educators into curriculum.

-~ 'A small study by Schweisthalzz iny Chicago showed thatfthe'

tralnlno for workers below the level of programmer should

@

concentrate more on the handllng of equlpment than on the

A <o undorstandlno of double—entry concepts as currently ‘taught

PR

on the hlgh school level.-" o R ™ .
& . ) ° i . | - . )
' £, . The texcbook in.high school accountlng and book—

4
keeping courses largely determlnec the content of the

£ - , o currlculum.‘ Tonne sald, “bookkeeplng is a textbook course,‘

| and the nature of the SpelelC materlal taught depends

s 1argely on the tekt used.f'23 West used thls assumptlon of
'the textbook as determlnant of the content of the currlcu—v

’ lum by Ze51gn1ng his oueetlonnalre in conFormance w1th an
e __': exam}QatlQn of high school-textbooks in account}ng and-
bookkeeping. 'The examination madehhy West revealed the
'tendency of textbooks to. be encyclopedlc, to cover all
p0°51ble accountlng concepts, to be general rather than
spec1flc (West, .pe 13). _ o o ﬁ' ‘_ 3 -

. N . ) 4]
g Honaker also used the textbook as indicator of the

- high school accounting and bookkeeping curriculum. This

‘basic assumption made inpher'Study was. "that the® job

.

22Slster Mary Schwelothal “An- Analysis of ‘the In-

. formatlon Flovw in Autonated Accountlng Systems of Selected

Chicago FOdms with Impllcatlons for Revision of Bookkeeping
Instructi (Master's Lhe51s, Catholi¢ University of

\\\\\\\fmcrlca, 1968; . . : '
) { ‘ A\

23Herbert‘Tonne, Estello Popham, and M Herbert -
Freeman, ‘Methods of Teaching-Business Subgects {New.York:
McGraw-Hill, 1959) p. 217, . - o

. o A 32 . )




!
act1V1tLes prOV1ded for the students in the bookkeeplng

classes were those whlch appeared in the textbook and -

practice set." (Honaker, p. 4).

A féderally funded curriculum research project in
Iowa commented in the- foreword to their report:
% - o B - . . ., ¢

\ . Office education curriculum frequently is based
'on ‘units of 1nstructlon determined in many cases
by textbook author$ or subjective judgments of
‘instructors. The units of instruction may have
. little relationship to job tasks necessarg for
galnful employment in offlce occupatlons.

"The 1nfluence of textbooks was aISO recognlzed by

_Spanswick when he said:, s 'f

The “textbook used in a high school bookkeeplng
course usually sgxves as the .basic guide for the
course . . . . Teachers who follow the organization
of these textbooks page by page with little change
are in effect emphasizing the preparation of full-
charge bookkeepers (Spanswick, p. 3) c.

Several researchers have analyzeﬁ high)schoqlia
" accounting and bookkeeoing texthooks in attempts to identify
the curric¢ulum being taught 1n these hlgh school classes.

Firth and Celluc1 analyzed content,25 whlle Flscher anﬁ

P,

24Jack C. Reed, Identification, of Tasks in Office
Occupations, Final Report of Workshop June 1973 (Cedar
Falls, Igwa: Iowa State Department of Public Institutions,
Division of Career Educatlon, State Unlverslty of Iowa,
©1973) LD 107 873

v

- e 25W. Flrth "An Analys1s of Bookkeeplng feyt
Material," Journal of Cormunication in Education, LVI
: (December, 1927), 256; see also Rosemarie Celluci, "A Com-
paratlve Analysis of the Content of Six Sclected ‘Textbooks -
in Elementary Bookkecplng " (Master's thes1s, Boston
University, 1961).
" . 33‘

{7’? n -



4 .

.Gazaway did frequency studies of words: in hl%h school

accountlng and bookkeeplng textbooks.26 Hill, Wagoner, ' .

[

and Smiley analyzed textbooks to 1dent1fy appraqpsiate con-

~cepts for -high school accountlng and bookkeep1ng.27k

28

Fancher looked for new trends in accountlng and bookkeep- .

ing that were reflected ,in high Bchook textbooks. An
'_experimental'study to asseSS the influence of textbooks on

student .achfevement was corducted by Humbarger, while , .
: : & g : Lt

A Y

' b ' ) '
26Roy Fischer, "Word Frequency Study" (Master s
thes1s, University of North Dakota, K 195%); see also Ronald
T. Gazaway, "A Frequency Study of Selected Words and Phrases
"in Secondary School’ Bookkeeping and Accounting Textbooks"'

(Master s thesis, Kansas State College, 1972)

: 27Martha Hill, "A Comparative Study of Bookkeeplng
Prlnclples ‘and Activities Used on the Job as Presented in
Textbooks and by Teachers" (Doctoral dissertation, Uni-

«versity of Kentucky, 1954); see also Winifred Wagoner, ."A
Study of Course Content and Teaching Methods of Bookkeeping
in Secondary Schools" (Doctoral dissertation, State Uni-
versity of Iowa, 1954); see alsc James Smiley, "The Identi-
fication and Comparlson ‘0of Accounting Concepts that Should
}Be and Are Included in the Course Content\of the First-Year
High .School and Post—Secondary;Accountlng vrses" (Doc-
toral dissertation, Ohio State University, 1 72).

28Katherlne Fancher, "Recent Trends n Accountlng
and the Extent te which- They are Reflected in\Curxent |
High School Textbooks" (Master's thesis, Univexsity of
Tennessee, 1966)

. » .‘,u ; . ‘ | .. &#
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7pxdalek.compared high school accounting and bookkeeping
S texts with elementary.college accounting texts to determine

3

curriqﬁlqm commanality and emphasis.29

sSummar

The findings from the studies reﬁiewéd in this

e ; 1

'section are in genéral agreeméntJthat the high school ac-
éounting"and boékkeeping cuxricuium is not fﬁlfiiling the

~ vocational objective of preparing a stuaent for job énfry
as a bookkeeper. - The next section.will concenérate on thé.
héedrfor a study that reviewé) synthesizes, and compares
the jos tasks of beginning éccounting and bookkeeping .
-workers with the jobvtaské taught in the hi;h.schooll

curriculum.
: . ) . . . '
NEED FOR THL STUDY AND RELATED LITERATURE -

' . _ , : » :
A definite need exists to synthesize and analyze
research findings about the job tasks of bookkeepers in a
- ' . R . ;

format peneficial. to the business education profession.

\ ' : o - a3
_ 29Geo'rge L. Humbarger, "The Influence of Teaching

Methods and Textbooks on Student Rate and Quality of

Achievement in Bodkkeeping® (Doctoral dissertation, Indiana

University, 1968); see alsc David A. Bydalek, "A Comparative

Analysis, of Two High School Elementary ‘Bcokkeeping Textbooks |
. and Two College Elementary Accounting Textbooks to Determine :
. Commonality and Emphasis of Selected Topics" (Master's thesis,

Northern Illinois University, 1966).

<
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While much résearch hés been done that Qealslwith defining
‘the bookkeeper's work, this researchlngeds to.be synthesizea .
;and analyzed so that re;lisﬁic and useful curricula in
_;accountiﬁg and bookkéeping'on the high‘school level .can be
constructedi’using researqh‘as the basiﬁf A st;ong_poSsi—
.bility exists that éolutiops.to the probléﬁ of'mqtching
curriculum content with the actual job tasks of beginning
accounting énd‘pookkeeping-workérs have already been_fdund
but not‘récognizéd.' | !

The format that would appear to be most beneficial
ﬁo\the~business'géucation professién would -be a format that
synxhésizes and éompares actual job tasﬁs'performed by the
) . o . .
beginning accoupting and bookkeeping worker with_the job N
tasks taught. in the high school accounting and bookkeéping
curriculﬁm. The attempts that have already been fiade in
Ehis direction have either been inébmplete.o: too genéral.

. 'The'chronicle of attempts includés.thé work of
Lanham and Trytten30 whofreviewea ana sydthesized business

education research, including bookkeeping, for the years

1964-1966. The emphasis of their study was on trends.

4

30prank W. Lanham, and John M. Trytten, Review and
synthesis of Reseaxch in Business and Office Education S
- (Columbus: Center for Rescarch and Leadership Development

in Vocational and Technical Education, Ohio State University,
1966) ED 011 566. '

e
"
N
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’

Price apd»Hopkins31 continued in-thé same vein by ieviewing
and sypthesiiing.buéiné;s education research for the years
1966—1968; Devineﬁéonfineq hisgstudy to analyzing-and
blassifying’rééearch‘in the bookkeeping area for'Epé years -
19§O-i966; and Gallien foilowgd in a similar fashioﬁ for
1961-1969.32 |

Oléon and Hulett réseérched the objectives of ﬁigh
échool accounting and bookkeeping instruction, while .

Stirengt,;Bentiey,'and Worthington deait with current_

issues in the same area.33

o ' '
: | <

. 31Rax G. Price, and Charles R. Hopkins, Review and AL
Synthesis of Research in Business and Office- Education }/
{Columbus: Center for Vocational and Technical Education, -

Ohio State University,.1970) ED 038 520.

‘ 3250hn W. Devine, "A Comprehensive Analysis, Classi-
fication, and Synthesis of Researg¢h Findings and Thought on
the Teaching of BooXkeeping and Accounting, -1950-1960 "
{voctoral dissertation, Indiana University, 1962); see alsc =~
Anna L. Gallien, "A Survey, Analysis, Classification, and .
Synthesis of Research Findings Pertaining to High School
Bookkeeping, 1961-1969 " (Master*s thesis, Northwest.State’
University of Louisiana, 1971). - '

: - 33g, Olson, "A Historical Study of Objectives in.
High School Elementary Bookkeeping Since 1930 " .(Doctoral
dissertation, University of North Dalkota, 1970); see also
Dan Hulett, "A Review of the Objectives of Bookkeeping ",
(Master's thesis, University of Wisconsin, 1970); see also

‘Bruce E. Stirewalt, "Opinions ‘on Issues in Teaching Book-

keeping at the Secondary Level " (Doctoral dissertation,
Georgia State University,:'1970); see also Kenncth Bentley,
"The Pros and Cons of Including Bookkteping in the Business
Education Curriculum ‘of the Secondary School " (Master's

thesis, Northern Illinois University,. 1971); see also J.

Karl Worthington, "Identification ahd Analysis of Issues

and Evolution of Trends in Selected Areas of Business Edu-
cation in the Public Secondary Schools " (Doctoral disserta-
tion, State University of Iowa, '1975). - :

-
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E‘study to identify a comprehensive course in Ligh school
accountlng and bookkeeplng was conducted ﬁy L:Lnnaus.34
nghtner s natlonal survey compared perceptions of teachers, .
bu51nessmen, educatlon leaders, and students ‘about hlgh
schoollrecordkeeping.35 ‘The first vclume!of a directory of

task 1nventor1es was publlshed by the Center ‘for Vocatlonal

)

and Technical Education at Ohio State Unlver51ty in 19j4

with the,second volume due to be released in the near

» z

future. 36 | t

No synthesis of research that‘compares the actual
job tasks. of beginning»accounting and bookkeeping workérs
with’the‘aetivities beiug taught in high school accounting
and bookkeeping courses exists. .West in his-197é.study
surveyed New York state only, and. his determinant of
currlculum was llmlted to the 1nc1u51on of bookkeeplng
activities in the textbeoks rather than to a preﬂlse
content aualysis of textbobks; The present study was in-

tended to £fill that.gap_by identifying, synthesizing,yand

&

34Vernon Llnnaus, "Guidelines for a. Comprehen51ve
High School Bookkeeping and Accounting Course" (DocLoral

‘alssertatlon, Uan 51ty of Nebras ka, 1968). ' .

35Ardyce S. nghtner, "An Analysis .and ‘Evaluation

- of the Courses in Recordkeeping in the Business Currleulum

of Public Secondary Schools of the United States" (Doctoral
dlsqertatlon, Colorado State College, 1966).

° 36D1rectory of Task Inventories$, Vol.. 1 (Columbus:
Centex for Vocational and Technical Education, Bureau of
Occupations and Adult Educatlon, Chio State University, -
1974) ED. 106 332. ’

{
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comparing the actual job tasks éerformed by the beginning

>

accountlng and bookkeeplng worker with the prevalllng text- .

books in hlgh school accountlng and .bookkeeping.

' DEEINITIONS | §

Job Task ) - ‘ ) o

A éiscrete unit of work berformed by an individual;
that ie,«the unit usually has aldefinite’beéinning and
ending. (Thecreader should be aware that while job analysis
experte employ terms'such-as task,:function, responsibilityg
duty;oetc.,as'though the distinctions among them wére both |
obvious and fixed, this siﬁbly ;irnot true. Attenptstto
place these terms into a commonly'accepted hierarchy_have
not been successful. .Melching -and Borcher, p. j); _ o

Conventional chh School Accountang and Bookkeeplng Curri- &«
culum-. v >

A program that comblnes the vocational objectlves

of tralnlng bookkeepers with the personal objectlves of

interpreting, preparlng, and/or using bu51nes§ 1nformatlon_

0

and recorgs, and includes one or more of the following

courses: ' ' o oo ’ C e
Accounting and Bookkeeping - emphasizes the principles
- of double-entry bookkeeping and mastery of the steps
of the accounting. cycle, prepares students to analy:ze
transactions, record in journals; post to ledgers and
prepare and interpret statements. .

. Recordkeeplng - empha517es keeping recorda for personal
use and business use, somctimes includes the complete .
accou:ting cycle. - '

[
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Data Processing and/or Computers — concerns the
mechanical ana/or conceptual processing of paper work
as applied to business, either a separate coursc or
incorporated into existing courses.

Béginning Accounting and Bookkeeping Worker

A person employed in a position-dealing with the
maintenance of financial records that does not require.
trainipg above the high school level. These positions fit
in{e.tﬁose,clérical groups inlgcgounting suggested by a

United §taﬁes Office of Education classification system

that,includes:37 S
9.
‘Accounting Clerk = performs one or more‘accounting
clerical tacke such as posting. to registers ‘and -
ledgers; reconciling bank accounts; verifying the
,internél consistency, completeness, and mathematical
accuracy of accounting documents;  assigning prescribed
. accounting codes; examining and verifying for accuracy °
various reports,.lists, calculations, etc; preparing
simple journal “vouchers; or other work relating to the
clerical processing and recording of transackions and
‘accounting information.’ T~ - :

. = :
Bookkeeper (clerical) ¥ full charge bookkeeper, ‘general
bodbkkeeper — keeps xecords of fipancial transactions
of establishment; verifies and enters details of trang-
actions in accounts 3nd journals; summarizes details
on ledgers; transfers to general ,ledger; balances books

kel
g

37u. S. Office of Education, Vocational Education
and Occupations, 0B=80061 (Washington: Goverament Printing
Office, 1969). ‘ 4 : . I
' The definition.for accounting clerk came from U. S.
Department of Labor, Bureau of Labor Statistics,
National Survey of Professional ‘Administrativ- Techni- -
. czl, and <lerical Pay, Bulletin 1742 (Washington: B
Covernment Printing COffice, 19272), pp. 40-41. The
definitions for bookkeeper and related accounting ’
occupations came from U. S. Department of Labor,
Dictionary of Occupational-Titles, Vol., -1, Definitions
of Titlcs,  3d ed. (Washington: Governmeijt Printing
Office, 1966) p. . 66. ‘ o : S

L
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and compiles reports; calculates payrolls, may prepare
tax reports on payroll; may compute and type customers
"statements; may complete books to or through trial
. balance; may operate calculating and bookkeeping ma-
chines. . -
) b , . .
Related Accounting Occupations - Computing and account-
recording occupations; includes cashiers, tellers, data
processing operators, operators of billing machines,
bookkeeping machines, computing machines, and account-
recording machirnes. -

RESEARCH DESIGN AND PROCEDURES

3]

Rationale fox selécting design’

The study itselfgyas based on a scientific strategy

s L ! ) o _ .

. of multiple operations that sought convergence of findings
. : : « : &

derived from different research methods. “The study sought

tb.détefmine,whether a composite of the tasks performed.by ,
'béginning azcounting and bookkeeping workers could be made
from the findiﬁgs of sundry related studies. Recognizing

“that variance in feliability and validity would vary from

stuay.td study, -a researqh design was needed which éearéhed
‘ for(Criteria td weight eachfident;fied"study in making a
' c0mposi£e of all the studies identified.
.Authorities like _Dunnette, Hoggatt, and Mosier had ‘
indicated that composité weighting of{ﬁ/warigty ofr research -

measures was possiblé.38 Wang and Stanley also thought

composite weighting was possible: g

~

38Marvin Dunnette, and:-Austin Hoggatt, "Deriving a

<« Composite Score from Several Measures of the Same Attribute,"
Educational and Psychological Mcasurement, XVII- (1957), ‘

423=434; sce also Charles Nosier, "on the:Reliability of a

Weighted Composite," Psychometrika, VIII (September, 1943),

423-434. R co ‘ . .

S




When measures are to be combined to form a composite
measure, the question of differential weighting of

the component measure arises. It is unlikely that °

the components will be equally reliable, have equal
variance, be equally intercorrelated with one another.
However, since each of these characteristics of the
component measures will be reflected in the composite

F i measure, it is to be expected, on purely logical grounds,
- that differential weighting would be effective.

This study attempted to investigate whether the
grouping of_Nyose studles.that focused on the same problems
‘weculd yield a core of valid findings that were elated
,VJ ~ Although grouplpg turned out to be impossible, the‘attempt
. to group related etudies was?considefed worthy of invest;—
. gation iﬁ fulfilling the purpose of this study.
The review of literature to identify tﬁe research

studies pertaining to the job tasks of beginning accounting

3

-and bookkeeping wo;kets covered the period Jahﬁary l, 1968
to December 31, 1975. The year of 1968 was chosen to
continue the research synthesis of Lanham and Trytten for

1964-1966 and that of Price and Hopkins for 1966-1968% The

extrd year was allowed to eonsider the possibilities of any

~
’

research cempleted in 1968 not considefed'by Price and
Boﬁkins._\The cutoff year of 1975 wvas ap attempt to make this
stady as inclusive‘as possible. The addition of researct
sources frequently outside the scope of buvlpc s education

research, such as governmcnt documents, business, and

-~ o -

-~

"

. 39Marllyn Wang,>and Jullan Stanley, "Differential
- Weighting: A Review of Methods and Empirical Studies,™
Review of Educational Research, XL (Deccmber 1970), 663-706.
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accounting research, was included to strengthen.the.colleé—
tion basé of the data assembled for this study.

The job fasks of_?eginninguaccounting and bookkeep-
ing workers were collected and ranked by frequency of Jjob
fask representation télcoincide with the logié>expréssed
by the NOBELS team (NOBELS, p. 54). The NOBELS team con-
stantly modified, -as warranted by pilot studies. and trial
runs, e?cﬁ.stepfof the process design. -Other?possibie frank-
ings of-jbb tasks were considefed by NOBELS Suéh as "cénse—

«~{ . -'gueﬁces of an empioyee‘s failure to perform specified tasks,"
| "time spent on tasks,""andf"rgnking tasks S&«difficp}ty."
The "frequency of jobftask“represehtation" was.sel%ctgdrin
the final analysis of the NOBELS study, as £his method of
rankihg was believed to be the one that had the‘ﬁbst fidel-
ity to the tasks berformea_as reported by the interviewvers.
Examination of the most comﬁonly u§ed textbopks in
- the high school accounting and bookkeeping curriculum by
the technigues of content analysis presented a systematic

s

method for aetermining the contefit of the conventional high

v school accoﬁnting and_Pookke§ping curriéulum.  Content;
lanalysis allows for the convergehce of materials from
different classes of data,.in'this.eventﬂ a variety of tekt—'
‘books. thtept analfsis’ﬁay ﬁe';elatéd to job task analysis
in two different ways acc0rd;ng to Gagne:

(1) It may be used to identify the probably intended
outcomes of existing content (such as a text chapter);

4337
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.and (2) It may be employed to design-effective lnigrue-

- tion and thus to determine instructional content.

Identified joB tasks collected and ranked by fre-
quency of representation may be reliably cdmpafed with job

tasks collected and ranked by content analysis. - Pool states:

>

The agsumption that the frequency.of statements
provides a good index of intensity of attitude is

4p;obably,reasonable for a large'class of cases.. By
attitude here, of course, we mean the attitude ex- -
preéssed in the body of the text, not the ‘covert feel-
ings of the author. Even with this limitation, the .
assumption baldly spelled out sounds absurd, because

. it is perfectly clear that frequency. is only ong of a
variety of devices by which feeling is expressed..
But the experience of more than ‘one analyst who has
tried refinements in measuring intensity has been that
nothing much is_added by other measures than the
frequency one. L e

,The-quantificetion to be éainedﬁfroﬁ content analyeiS'
proceeded in terms oflthe broadwdimensions qf.bookkeeping
practices. Thegbrqad Aimeﬁsions of boekkeeping practices:
were further rediced by quantification within the categories -
of the job gasks of.beginning accounting and bookkeeping '
workers identified in the'review of the literature. . Tﬁe L

frequency of representation of job tasks was quantified b97

[y

40gopert M. Gagne, "Task Anralysis--Its Relation to
Content Analysis" (paper presénted at the annual meeting of
the American Educational Research Association, Chicago,
1974) p. 15, ED 092 58€. ' ' ‘ .

4lIthiel de Sola Pool, "Trends in Content Analysis,
A Summary," Trends in Content Analysis, ed. I. de S. Pool
(Urbana, Illinois: Univercsity of Illinois Press, 1959)
_p. 33. ' ‘ '
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L
the-volume df space each job task used in each textbook

analyied.' Volume of space, the measuring un1t, was deter-~

-~

mlned by using a prlnter s ruler.

The ana&yS1s of the relationships between the job
tasks identified by research . and job tasks identified by
the major high’school accounting and bookkéeping textbooks
was made through the use of rank—correlatlon coefflclcnt

methods 42 Ranhlng was chosen to coincide with- the frequency

1Y

‘measure used in the task and content analys1s Lechnlques.
" The ranking ‘of ordinal data gathered by frequoncy represen—

. tatlon and volume of space in_ this study does not carry

with it any 1mpllcatlons of equallty.of ‘differences between'
rénké[ While therec is some d1sagreement among researchers
whether frequency measures prOV1de a. complete 1ndex of
intensity or emphas1s, Pool tells us that thos re who compare
frequcnc1es with other measures have often concluded that

tle forner are quite satlsfactory P 93)

The amount of time needed to learn job tasks varies

" according to task difficulty and léarher ability. No re-

search has been done, however, that establishes how much
tiﬁe_is necessarﬁ to learn various.bookkesiing tasks. Nor

have publishers, such as, Gregg aad South- éstern, leaders in

)

42 “Gene Glass,and Jullan Stanley, StutlSthdl ¥ethods
in Educatlon and Peychology (Englewood Cliffs, New Jexscy:

. Prentice-Hall, 1 i970) pp. L72-174.



the high school accountlng and bookkeeplng textbook f181d,
cons1dered the learning time issue in any terms. more
rspec:Lf:Lc than suggestang that tlme schedules for learnlngt
bookkeepang tasks be flex1ble and sulted to “the needs of .
the learner. Suggested tlme schedules in their textbodk
teachlng manuals show no recognltlon of dlfferences in
iearnlng tlmes for dlfferent job tasLs.’ The,K study, there:_
%ore,dlew no 1nferences that the amount of space de;oted
to a partlcular bookkeeplng jop task';n a textbook was an -

indication of learning eate_orwdifficulty.

Procedures used in'fheistudy

‘The procedures used in this study have been separaied
intd three areas to coincide with.the three questions asked
in the statement of the problem.

1. What identified job tasks are being performed .

Yo

by the beginning accoﬁnting and bookkeeping worker?

ing to the job tasks of beginnin accounting
.and bookkeeping workers was made through a re-
© view of the literature for a period of eight -
years, from January 1, 1968 to December 31, 1975.
The following sources were used in the review
" . of the 11terature, complete documentation for
these sources is found in the blblldgraphy

A, Identlflcatlon of the research sggdles pcrtaln-

N

bducatlonal Resources Irformataon CenLer (ERIC)
Review of EducaflonaJ .Researxch (AERA)
Research Bulletlns of the National Education
IAssoclation
Abstracis \of Instructional Materials. in Voca-
tional and Technical Lducation (LIM]
Abstracts .of Research and Related Material in
“Vocational and Tecnunical Educalion (ARHF)
) Y. ?

.
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Dlssertatlon Abstracts International

Index to Doctoral Dissertations an Bus1ness
Education N

Masters' Theses in Education o

8 ‘ , v

Business Education Index °
Business Edycation Forum
Journal of Business Lbaucation

.Current Index to Journals in Education (CIJE)

Monthly Catalog of. U. S. Government Publlcatlons

American Statistical Incdex

National Center for Educatlonal Statlstlcs

Bibliographies of the Dccupational Research
Division, U. S. Air Force Human Resources
Laboratorles ’

Work—Related Abstracts

Accountants' Index :

The 'Conference Board Cumulatlve Inoex’

Source Directory of Predicasts Inc.

Encvclopedia of Busincss Information Sources

Incex of Selected Publications of the Ranad
Corporatlon

Lo »
“n

A broad group of approx;mately fifty descriptors .

was used in searching the sources listed above.

The job tasks of beglnnlng accountlng and book—"

kceping workers as identified in each rescarch
study were listed and ranked by frequency of
representation in the study

A search for criteria and/or a rating index to

assign weight to eagh identified job task list
was madr through literature review of research
authorit .es.

A synthesis of the 1dent1f1ed JOb task lists
into on:. -ist of the job tasks-of beginning
account nyg and bookkeeping wqrkers ranked by
frc v y of representation s -attempted.

A list of the job ‘tasks of beginning accounting
and bookkeeping workers ranked by froquency of
representation was- establlshcd

What job tasks arellncluoed in the conventional

accounting and bookkeeping curriculum?

4



A. .Identification was made of the textbooks in the

- high 'school accounting and bookkeeping -curriculum °
that were most commonly uséd. -

‘ B
B. Identified textbooks were analyzed by a method
" of content analysis, using volume of space as
the measuring unit. The job tasks elicited-
from research provided the ‘categories to be
used in the content analysis.

.. €. Criteria to assign weight to each textbook job
task listing were established through corre-
spondence with pubhishers and the application
of enrollment figures to that correspondence
information. o

D. A synthesis of the jdentified textbook  job task

lists into one 1list of all.the job, tasks being
included in the conventional high school
accounting and boekkeeping curriculum was made.

3. To what extent does the conventional high sphool

accounting and bookkeeg}ﬁg-cu;riculum inqludé and prioritize

these identified job tasks? o - . .

, A. Rank-correlation coefficient methods were used
R to compare ard analyze relationships between
. the research-identified job task list and the

_ textbookéidgntified job task list. '

B. The analysis of data was presented,'interpreted,

' : and discussed. ’ ,

Cc. The findings of the study were used to answver
‘Question 3. oo -

D. Conclusions wvere dravn and recommendations made

/ for high school aeccounting and bookkeeping.
-

2

-

-




Chapterlz -

WHAT JOB TASKS ARE BEING PERFORMED BY THE BEGINNING
ACCOUNTING AND BOOKKEEPING WORKER?

Chapter‘z discusses tﬁe methods and procedures used
to answer the question posed in jts title. The chapter
" identifies research studies pertaining to the jobh tasks of
beginning accounting and bookkéeping workers énd.syﬁfhe—
sizes the identified job task lists into one list. -

'STUDIES PERTAINING TO THE JOB TASKS OF THE. BEGINNING
ACCOUNT NG AND BOOKKEEPING WORKER -

Methods of identification - . ' ﬁ

The iéentification of research studies pertaining

\

to the job tasks of beginning Fccounting and bbokkeeping
workers wx=s made through a review of the literature for a
period of eight years, from January 1, 1968 to December 31,

1875. Sources selected for review from the area.of educa-

2
tion were:

Educational Resources Informatfion Center (ERIC)

Current 1lndex to dJournals in Education :LJE)

Dissertation Abstracts International '

Eg;tersﬁ Thgses in . EBEducation

Review of Loucational rFesearch (AERA)

Research Bulletinc of che hational Ldusditiorn
Assoclation )

Sources . selected for review from the specific zur wl
busincess and vocational education were:

32
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Business-Education Index

Index to Doctoral Dissertations in. Bu51ness
Education o

Abstracts of Instructlonal Materlals in Vocational -
and Technical Education (AINM) .

Abstracts of Research in Vocational and Technical L
Education (ARM)

Business Education Forum

Journal of Business Education

Sources selected for review from the specific areas of
. . ~
business and accounting research were:

Work—Reluted Abhstracts

Accountants' Indcx

The Confercnce Board Cumulative Index

Source Dircctory of Predicasts, Inc.
Encyclopedia of Business Information Sources

Government documents selected for review were:

American Statistics Index
Monthly Cataloa of U. S§. Government Fublicatiens
- Natiocnal Center for Educational Statistics

Blbllographles of the Occupational Research
Division, United States Air Force Humah

o Resources Laboratories

. Index cf - Selected Publications of the Rand

Corporation

R

~ “

’The descfiptofs uséd in searching the lite;aturé A
were de$ermined in conjunction Qith the thesaurus or key |
word index uséd in each of the sources listed. The
" descriptors, -approximatély 50 in numbér, rénged from terms
as broaé as accounting, bookkeeping, tektbooks, and occu-‘
pational analysis to,tefms as épecific as eleétronic data‘<wn

processing occupations, Office of Education, statistical

weighting measures, and business skills.
P

Y The idéntification.of job task studies procecded as

‘follows: ' ‘ :

50 . _ o



§ _ . . 1. A&ll studies located in the search through both
f?ﬁ " broad and specific descriptors were read in abstract. |
2." Aly studies relating to the content area of
"accounting and bookkeeplng wexe 1dent1f1ed by reading
abstracts or the orlglnal texts. . ‘
3. All studies whose abstracts rslated'to job‘task.
analysis vere read in the original texts. | J‘ |
4. The accpunting and bookkeeping were divided

o~ intp‘two groups:
a. studies specifically pertaining to the.job
tasks of beginning accounting and bobkkegping
workers. Thess 16 studies are identified and

‘reviewed in detail in this chapter. A
b. studies relating to the content area of

i

beginning accounting and bookkeeping, but con-
taining no specific information about the job
tasks of beglnn ng accounting and booLkeeplnc

workers. These 48 studies are 1dent1f1ed and ‘

L]

listed in Appendix A. \
. _ |
' |

' . s e C oy \
The 16 studies specifically pertaining to_the job tasks of
beginning ‘accounting and bookkeeping workers ] ~
The 16 research studies containing specific i?for-

. v . ~ ‘
mation about the job tasks of beginning accounting qn?

bookkeeping ‘workers were identified thrcugh the revie? of

literature. The studies are listed here by yeﬁ% of p&blica~

tion, then reviewed. . The two United States Air Force,

| | S |
' 51 - |




35
stu&ies, those of English and Morsh, ahdJGarza have been '
combined for review, as have the two allied health studies,

. that of Gosman.and of Henrich.

1967 .

. : - John R. Burton; and others, X Study of the Oppor-
v turiities for, Reguirements cof, and Knowledges,
Abillities, and Related Characteristics Needed by
Beginning Office Workers-in the State of Connecti- . .
. cut, with Implications for Business and Office "
Workers (Hartford: Connecticut State Department of
Education, Hartford, Division of Vocational Educa-
tion; University of Connecticut, Storrs,’ School of
-Education, 1967) ED 022 862. -

Ralph R. Spanswick, "An Investigation td Determine
the Qualifications and Skills Desired, Accepted,

and Actually Used in Manual Bookkeeping Jobs which
were Listed in Chicago and Mew Yoxk City Newspapers
During the Months of May and August, 1966" (Doctoral
dissertation, Northern Illinois University, 1967).

1963

Gayle A. Stelter, "A Study of the Bookkeeping and
Accounting Duties Performed and Automatic Equipment
_ .Used by Bookkeeping and Accounting Employees in
" 'Rural Minnesota Businesses" (Doctoral dissertation,
Northern Illinois University, 1968).

' E. A. Perkins,“F. R. Byrd, and D. E. Roley,
’”\7> Clusters of Tasks.Associated with Performance of
Major Types of Office Vork (Pullman: Wacshington

State University, 1568) ED 018 665. '

<

. F. Kendrick Bangs «ad Mildred Hillestad, Curricular
Inplicstions of Automated Data Processing for
Educatione) Institutions, uUnited States Office of

Eaucation Research Study, Project No. BR5-0144

(Boulder: University of Colorado, 1968).

Kenneth Arthur Ertel, Clusters of Tasks Performed
by Merchandising Empleyees Vorking in Zhree Stan-—
dard Inducirial Classifications ofl Retail Lstab-
1ishments, Final Report, No. 20, United States .
Dffice of Education Study,:Grant OEG-4-7-070031
(Olympia: Washington State University, 1968)

ED 023 911.° ) '
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-

‘Jacgueline,EnglishvanaWJoseph E. Morsh, Occugé—

tional Survey of the Accounting and Finance -
Career Field 671%1, .67iX3, 67170, 67290 (Lackland .
Air Force Base, Texas: Fersonnel Reseaxch Labora- -
tory, Rerospace Medical Division, Air Force Systems
Cq@mand, PRL-TR-68-2~{1, 11, 111) 1968).

Eveiyn Honaker, "A Comparison of Bockkeepers in
Rustell County, Virginia and Job Activities Provided
by Instructional Materials Used in Russell County,
Virginia Bookkeeping Classes" (Master's thesis,
Virginia Polytechnic Imstitute, 1968).

1970

Minna L. Gosman; and others, Occupational Analysis

of Tasks Performed in a Medical Record Department.
Interim Report (Los Angeles: California University,

*  pivision of Vocational Education, 1970) ED 041 148.

Robert R. Henrich; and others, A Study of Purchas-

ing Occupations in Health Care Facllities. Interim

Report (Los Angeles: California uUniversity, '

Division of Vocational Education, 1870) ED 041 14e6.
. . o »

. 1972

>

Frank Lanham, et al., Development of Task Performance
Statements for a New Office arc Business Lduceation
Learnings System (NOBELS) ., Reviced Final Project
Report (Columbus: Center for TNesearch and Leader-
ship Development in Vocational and Technical

Education, tho State University, 1573) ED 068 728.

Terry Frame, "The Relationship Between Tasks Per-
formed by Office Employees and by Office Education
students" (Doctoral dissertation, Northern Illinois
University, 1%71). '
Andrew T. Garza, Occupational Survey of Saven
Accounting and Finance Civil Service Series (Lack-
land Air Force Base, Texas: Personncl Research
Division, &ir Force Systems Command, Brooks Air
Force Base, Texas, AD-654967, AFHRL-TR-72, 1972).

Battelle Memorial Institute, 2n Exploxratory Study to
Analyze New Skill Content in Solectcd Lccupationg in
Michigan and. the Mechanism for its Translation into
Vocational Baucation Curricula: Section Peport on
Clcerk/Uypist, Stenoorapher, Bookkeeper, and Sales-— -
person (Columbus: Columbus Laboratoxries, 1572)

ED 085 511. '
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1973

[ 3

Sidney D. Borcher and John W. Joyner, Business

Data Processing Occupational Performance Survey, . .
Interim Report (Coiumbus: Center for Vocationail o
and Technical Education, Ohio State University,

1973) ED 078 125. : g s

>

Leonard J. West, Survey of Entry-Level Bookkeeping
Activities in Relation to the High School Bookkeep-
ing Curriculum, Research Report 73-1 (New .York::
City University of New York, Institutsa for Research
and Evaluation in Occupational Education, 1973)

p. 199, ED 086 873. :

<

The Bufton”study. The purpose of this study wés L0 <2llect

data about the qﬁalifications and -needs of young people
seeking offiée empioyment ir. Connecticut. Qﬁesﬁionnaires
were mailed'tb every fifth Connecticut coipany listed in
the Duniaﬁd Bradstreet reference book{ as well as to'otﬁer .
nonlisted Connecticu{ businessésawhose names were Supplied
’by the Connecticut State Employmgnt Service.

Of the 1,224 firms contacted, 824 responded and
providéd data whichlformea the base of 522 intérvieﬁs
conducted with beginning office workéré and their 353
supervisors: 'Wprkers and supervisoré were émployed‘in 130
fi;ms\havingfat leasta;‘beéinning workers. Burton colleéted"
information abcut 140 duties perfofmed by office Qurkérs, |
along with the skills and.anWlédge necessery for office o
wo&k. 0f the 140 duties,;33-coﬁld'bexsﬁegifically2applied;
to accounting and bookkeeping; of the 522 officé workers,’
45 were identified by the title ‘of bookkeeper. The account~
ing and bockkeeping,jobiﬁasks identified were very’géne£a1i~

zed, e. g., fCalchlates rates or paymenté,“ (p.'i93).

~
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‘
Burtohﬁs findings noted that most of the major
eﬁployers of office workers wére located in.metropoliﬁan
areas of the state. Burton also nbted that, for many firms,
the high schools prdvidéd the’méjor.gou;cg of office
employeeé, that nea;ly-ali beginning office workers were
high school graduates, and that_of'these empjoyEes, Onlf 6ne

ir Y any £raining beyond high ‘school."

The ¢janswick study. , This small but carefully’éxecuted study

.was designed to identify and examine the activities per-
formed in manuallbqokkeepiﬁg jobs available to employec~s
whose formal t:zizing was limited to a one-year high

school course‘ih'bookkeeping‘ The manual bookkéeping jobé

avallable wvére -identified by exanlnlng the Help Wanted ads

in Chicago and heh York 01ty newspapers. A group of 80

respondents who satisfied the qual;ficatlons were found in

Chicago and New.York.

!
i

t

‘The nature of the activities perforrmed in manual

bookkeeping jobs and the reactions of. employers and

employees to the 'ralve of a one-year high school course in

" bookkeeping as preparation for those jobs viere determined

. by using two .questionnaires sent to the 80 employees and -

their employers. The gquestionnaires wéie prepared from, -

-the act1v1t1es covered in thrce thh °chool accountlng and

;o
bookkeeplng textbooks. The questlonnalre, reflned through

a pllOt study, gathered information on the act1v1L1es,

neture, and frcquency of-73 boo]keeplng artivities performecd
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-

by enployees classified as bookkeepers. .Chifsquare
analysis was used to confirm the similarity of the job
qactiVities reported in Chicago and New York.
Spanswick found that most firms adventiSing book—
keepinq jobs were not Willing to hire inexperienced workers.
Roth empleyurs-and employees studied in this surveyfreported

~ that bookkereping job experience, rather than high school

bpokkeeping courses, prepared them for their Jjobs.

-

\ # ,Qr',

,7-The Stelter studyv. Stelter's study sought to dete.r ne.the

”qLalifications of and duties performed by bookkeepers and
accountants ia.rural businesscs.” The - stucy also gathered//
data about the types»of equipment uced by bookkeeperc and
accountants, as well as progections of futuie equipment
needs of ofﬁicc

Tvwo field-tested questionnaires‘Were mailed tec a
carefully drawn,sampie of 229“firms in Minnesota, one to
employers and one to their eﬁbloyees.. Usanle respoﬂsd.'
came from 111 employerc and 154 bookLeeplng employecs. The
firms iepresented six Standard Industrial Clascifications

’ : (SIC s), and w.ce all located in. citics over 50 miles
| from a popuJation center in Minnesota haVing 50 000 persouns
or more. - Stelter attempted, through this formula, to get

+

a truly representative”sample-of rural~bookkeepe;s: Besides

. . _ . ' . , T
the aata cbllected by questionndire,‘34 interviews wverxe
conducted. Chi- square analySis revealcd that questionnaire,

- l’ and intervicw data were uhstantidlly the same. Of tho ‘80

' o <3
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4

traditional bookkéeping ané aécounting duties listed on his
qgeétionnaire, Steltér found that 46 of these duties were
not performed at all by three-fourths of his respbgzenté.
He also fdund=thét formal education, while helpful, was not
'necessar§ to perfdrm most of the dutiés of a bouikeeper in

rural Minnesota, but that employment as an accountant re-

quired educational training beyond high school.

The Per¥ins, Byrd, and Roley study. This study was designed

to identify capabilities required for modern offile work.
Specifiéally,"the stud; identified clusters of tasks pexr-

forned by a sample of 663 office employzes working in

varicus sizes of offices.in twelve Standard Industrial Classi~-

¥

fications in the state of Washington. The éample was based

on a model'developed'at Washinétoﬁ Stgte.UniVersity'in 1966.1

Of the 295 firms in the private enterprise.sector and the,

28 government agéncies surveyed, 80.3'percent of private

firms, and 96.8 percent of the governmernt agencies résponded.
Perkins usedﬁa\figld—tested quesﬁionhaireAOf 599 -

office tasks,’whiéﬁ‘had becn validated by inﬁerviéw with ;

sanmple of Affébe workeré‘aha supervisois,'as well as a jury

' of 'experts. The 599 office tasks were clustered within 13

»
-

s

lgpdward Perkins, and F. Ross Boyd, A Research Model

for. Identification of Task and Knowledge Clusters Associcted -
- .

_With Veriormance of Major Tvpes of Olfice Pmpiovecs' Vorlk,
Project LEkD-257-05  (Pullman: Washington State University,-
1966). ' » . :

1
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- major categories of tasks——typewriting,‘office machines

and e&uipﬁent,-dictating and transcribing; mailing, filing,

telephoning and communlcating, clerical, securing data,

mathematics, finanCial and recordkeeping, editorial, meeting

and working'with people.' Clusters of tasks were also pre-

pared for each,of six broad job classifications-—superVision,

secretarial-stenographic, olerical, bookkeeping-accounting,
.Qbusiness machine operators, and data processing.

Chi-sguare analysis of data supported two hypotheses

%

tested: (1) significant differences existed in tasks per-

forned by office workers in various industrial classifica—
" tions, and (?) SlgqlflCdnt differences existed in tasks
perfOLmed by office workers in small and large offices. Of
the 663 respondents, 131 were CiaQSlfled in bookkeeping—
accounting, and 20 were clascsified in data process1ng. of

~

the 599 office tasks, approXimately 140 were finanCial and .
recorokeepinc tasks. Of the 140 financial and recordkeeping
tasks, only 32 were performed by at least 40 percent of the

enploycas responding.

The Eangs and Hillestad study. The purpose of this large—
scale national study was to proVide guioance for ‘the ‘
erluation of eyisting programs and .the establishment of
nev programs in oata process1ng on the high school and
junior college .level. Information for the studx was com-
piled from buvinesscs-uSing data process1ng cquipment and

from institutions teaching data processing.
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A preliminary census of data processing offerings

, was obtained by sending 10,278 guestionnaires to all

secondary and junior colleges in the United States. Over

"94‘percent of the'institutions surueyed responded, resulting

in a compilation of the characterisLico of eXisting data
processing programs throughout the United States. A random
sample of 353 buSinesses in 39 states was intervieweu to

determine the knowledge needed for data procesSing jOb

Y

-entry, the patterns of advancement for data processing jobs,

and projections -of new hardware and software with attendant
B N N A ¢ - ‘. . . . . -
implications for future job opportunities and training

programs. A total of 176 school systems, high schools dnd

junior colleges, located in the same Cities as the sampled
businesses, were studied through interView and by. question—
naire to give information alout existing data proceSSing
programs, equipment,-teachersj and students.

Ti.> Bangs and Hillestad study)was'designed‘to
comprehensively,cover‘almost all aspects‘of data processing
training and employment rccuiremento. ,Along with this
large collection of data, the job duties mo¢t commonly per-

formed by 1, 517 data processing employecs were also collected.

\
(Bangs and Hillestad, pPp. 26-28)., The data processing job

.categories most frequently open to high school graduates

were: keypunch operator, tape librarian, unit record
¢ iipment operatoxr, and computer operator. The verifier
. .

operatox's job vas also studied,'but those duties so

59
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closely paralleled the keypunch‘opérator's duties that
\ | _detalled analys1s of the verifier operator s JOb was ‘not
presented. The job categorles of programmer, data process—
1ng supcrv1sor, and systems analyst were most frequently
avallable to workers w1th post ‘high school training in . data‘
process1ng. 7

The researchers concluded that future data process-
lnd,jobs willfnecome more complex rather“than more abundant
and that many of these same jois will eiist years into the
future. Expanded opportunltles were also forecast f01
personc trained in new developments in software.' The con-
clus;on was also dlawn that educatlonal 1nst1tutlons were.

u

nnot training enough data process1ng personncl for the needs

P

of)business.

The Ertcl study. This ‘study collected current data about
: major‘tasks performed by mcrchandis1ng employees in three
Stanoard Industrial Class1f1catlons of retall stores./;A'
stratlfled random sample of 609 employees was drawn from
'departmcnt stores (SIC 531), general mcrchandlce stores
(s1IC 53%), and varlety stores (°IC 533) in Klng and Plcrce
counties in Washington. Percentages of" stores and employees
in'each.stratum of the population closely matched the
national population in terms of percentages of stores and
‘employees  in each of the three SIC's‘selected. | |

: . ) . A
Separate questionnalres were prepared for non-

- ~ supervisors and supervisors so that performances of the 225
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job tasks could be COmpared on two levels. Among the 225
job tasks on the questionnaire, 60 applied’to the area ot
- the conventional high school accounting and bookkeeping
curriculum. | |

Analysis ocf the findings.showed 1imited'op§ortunity
" for noncollege bound youth to advance into superv1sory

-positions. Data also showed linited opportunity for early

avancement of women into superVisory pOSitions.

The Honaker,study. This small study compared job activities
of 32 bookkeepers in RussellCounty; Virginia with job
actiyitiesbcohtained'in textboeks and praetice sets used
in Russell CdUntv Virginia booLLeeping classes.

A checklist of 52 job activities was developed

through interview w;th bookkeepers. The 32 boo]keepers

(nonrandomJy selectea) were 1nterv1ewed and asked whethei
they performed the activities on the c’ '1klist. ’They were -
also asked to add any additional boo]keeping activ1ties per-
formed that were not on the checklist.

vb The JOb activities taught in bookkeepina classes
were compiled by an examination of the tpkbeOKS used in
Russell County bookkeeping classes. The researcher deVisod
a‘judgmental counting and'difficulty veighting system as’ a
base to relate the job actiVities ofdboekkeepers to jobh
activities tadght by the textbook ih.highfsehool'bookkeeping E
classés. Analysis reVealed'consideiable differences betWeeh

bookkeeping activities on the job and in school.
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The Gosman and Henrich studies. Both the Gosman ahd the

‘Henrich stodies were part of a national allied health
pro;;ect2 designed to determlne appropriate. content for health
‘occupdtlons curricula. A selected national sample of 48
hospitals and-extended care facilities had been drawn as
part of‘the overall project. Questionnaires constructed
through literature review and"the erpert.help of national -
"technicalﬂadvisory committees were used. to analee tasks
performed. by medical oersonhel: |
The Gosman studyrcollected data about 249 tasks
performco within the medlcal records departments of the 48
HEa1th 1nst1tutlons in the natioral sample.. asks were
grouped by 17 functlons and by 6 occupatlonal titles of
whlch medJcal records clerk most closely reserbled a book--
'hkeeper or’ accountlpg workcr Analy51s of the data hav1ng |
J.m;v'l.lcatlone for nccountlng and bookkccplng tralnlng
revealed that‘the tasks of the medical recordsuclerk were
"clearly clerioel-and did not require_specific"traihihg in
accountlng end bookkeeplng Geheraltdete”enalysis'revealed'
'that 25 percent of the respondents had no previous training
before er;ployment in medloal_record departmehts. Implica-
tions for curriculum de?elopment in the medrcai records
B |
2Allred Health. Plofcssnon° Progocts, USOE Grant

-8~ 080627 (Los Angeles: University of California,
Dlqulon of Vocational Education, ‘1969) ED ‘637 350.

~.
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fi 14 were that tesk training nigﬂt Loge T aevmiobﬂéiby
using a group of edueational catsaories The developed a
progre551on of clerlcal skills and Knovleige that provided
per;onnel mobility. : ) . ’ 3

. The Henrich study focused .on medical facilify
purchasing. A questionnaire concerning 208 task elements
in generalvpurchasihg practices was.cempleted by 126 -

) - persons in 29 of the originai 48 insti#utimns.i Data were
anaiyzed by 6 oceupational cateéorieé of which accountant
was.one. Data were 1eported in three ways-. (1) percentage
of leaPOﬁQEHtS who performed the task (this was concldered
to’ 'be the most important aspect of performance),‘(Z) modal
irequency of performance, apd (3) dlfflcul*y level. The

) »-study found that medical purcha51ng agent is not a clearly
deflnea professioen for which spec1£1c qualifications exist,
ahd.thet.the diversity 6f procedures énd,practices within"
#his oecupation calls. for flexibievtraihing programs. '— '
‘Henrichiclaeeifiedronlf 4 of the 126 re5ponzents as’
Taecountaﬁts, finding like QOSman, no spec1f1c impllcatlong"

‘for accounting and bookkeeping.

The NOBELE study (Lanham). Planning and instrtmentation

for the New Office and Business Education Leéipin%\izstem
_ (NOBELS), began July 1, 1968. Responding to the ne for.
' business education curricula_renewél and a changing market

- for office job prcparation,‘NOBELS was spawned by the -

. actions of the Research Foundation, the National Business
, : : L
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. 6’ : .
. Education Association, and Delta Pi Epsilon. The prcject

wais sponsoreéfthrough federal grants, publishing:grants
from Southwestero end Gregg,, and developéd by a consortium
of four institutions of higher iearning representing New
Yorlk, Georgia'and Tennessee, Minne€sota and Wisconsin,eend
.California. The National Association of“State Sopervisors
for‘Business and Office Education acted as reactors to and
__di sseminators of progress during the study The NOBELS
project was the most comprehens1ve research done to date in
the fleld of bus1ness eduoatlon.'

The overall purpose of NOBELS was to assess ‘and
modlfy business education currlculum. The data in th1s
study were drawn by - 1nterv1eﬁ from employed offlce worPer
-and while many educational implications were and remaln-to;
be drawn ftom these data,.no statistical\data.about whatﬁ
wdslectually_being taught in schools were'reéotted io
NOSELS. " The major product of HNOBELS wes the'development
~of an inventory of educationeiAspecifications in behavioral'
terms'that rep:esentedkbas%c tasksfactually performed by\.'
offioe workers. Analysissof the 373”educatidnal specifica-
tions or task stateoents was.pointed toward office educa-
tion curriculum rencwal.

The NOBELS study was.-based on an analog uystems

model. The development of the model has been reported by

-
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Lanham in a feasibility stud):3 for NOBELS. The model was
consistently tested, modified, and retested Thirty—five
dlfferent 1nterv1ew protocols were made prior to pllOt
testing, each one representlng mod1f1catlons from f1eld .
testlng. PllOt testing tooL place in Cal .fornia and
Georgla from January .to May' 1969. Pr1nc1na1 data collec-
tlons took place from June to October, 196, Data were
collected by 1nterv1ew fronll,2’2 offlce employeesland their
superv1sor< in four major areas of ‘the Unlted States, New
York, Georgla and Tennessee, Mlnnesota and Wlscons1n, and
. California. Thel, 232 1ntcrv1e\s yleldcd 4,564 baslc jOb
tashs pexformed 1n off1ces, wlth the 1dent1f1catlon of
32 447 steps involved in tﬁ'se job task.. The 4‘564 basic
job tasks were refined 1nto 373 task performance statements.;
N The 373 task performance statements 1ncluded.a variety of
detail abcut the steps involved ln.the‘perform%nce'ofaeach
o task,'illustrative flowcharts of the steps in the task,
hardware and softWarelused in the performance of the task,

” . educational cues applicable.to the task, and criteria for

evaluation of task performance.

0

- 3Frank Lanham et al.,-A P]Pnnlpo Study to Determine
the Feasibility of Developing a lew Bus:nerﬁ and Office
Education Curriculum, Moonshot-—an Ofifice Occupation
Curxriculum, Final Report, Project No. 7-1223 (Columbus,
Ohio: Center for Kesearch and Leadership pevelopmcnt in
Vocational and Technical Educatlon, 1968) ED 023 894,
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The office jobs .examined closely approximated the
existing office employment situation1 a judgmental sampling
desicn was used-to field data in proportion to the demographic
location of office workers found in census information. .
Interviewers, typically certified business teaChers having
office ekperlence and currently enrolled in master s programs
attached to the collectlonqareas, were’ carefully tralned
through a planned tralnlng program. The 1nterv1ew form .
1ncluded employer and employee backglound 1nformatlon and
. space to list the six major job tasks performed .on the jOb
Employees were 1nterv1ewed and supe1v1sors were also
1nterv1ewed to check the valldlty of employee 1nformatlon.
Additional 1nformatlon was ootalned about jOb tasks ‘such
- as dlfflculty, frejuency of performance, tlme percentage,
prospects of tasks changing in the future, and consequences
o},failure of performance. Data were also collected about
software and hardware used in task performance,pcriteria
for successful perfoxmance, requlred skills, cues that
1n1t1atcd performance, and critical 1nc1dents that occurred
in task pegformance. The collectlon of 780 crltlcal
incidents'allowed for analysis_of the social context of’
.office work. |
The analysls of datz required some adjustments of
the original model; these adjustments_are in fine with the
original NOBELS philosophy of assessmentband modification

where necessary to strengthen output. ‘The final report
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grou;s the 373 task performance statements into’12 func-
tional claSsifications; The task statements &ere listed
by the frequency of task sheets represented. . "

Of the l 232 offlce employees 1nterv1ewed 514 or 41
percent were 1dentlf1ed as perfornlng numer;cal recOrdlng
and data processing tasks. .When c}a551f1ed by job title,
251 were accounting clerké 128 were data processinc-
opcrators, and 135 were general clerkg (NOBELS, p. 311).
0f the 4,564 task sheets collect ed 1,851 applled to
.accounting and bookkeeping jcb.tasks; of the 1,851 task ¢

sheets, 980 were from the classification Numerical Clerical

-
-

Records, 3928.from plectfonic'bata—ﬁrocessiug, 198'from )
Client Related Servicee, 79 from Sales, 63-from Inventory,
Shipping and Receiving, 94 from Purchasing, and 32 from
Production. ;

The final Droducte‘of NOELLS are: 573=fesk Per- W
.formance SLatenents (NOBELS, pr. 66~ 87),_the Ta}onomy ofu

Offlce Act1V1t1es 4 gdata collectlon reportq from Calhoun,5

4Havry Huffman, Mary . Brady, et al., A Taronomy
of Office Ictivities for Business and Office FEducetion
(Columbus: Center for Research and Devolopment in Vocaticnal
and Technical Bducatlon, ‘Ohio State Unlver51ty, 1968).

5Ca1£1ey C. Calhoun,et al., Devclopment ‘of Perfor—
mance. Goals fox a New Offlce and Busincss kavcation Learn-
ings System, Flnul Report, Project 91-E (Athens, ueorgla'
Gcozgla Jniverxsity, 1970) FD 073 256. Note that Calhoun's
report also includes an analysis of ‘hardvare used by office
workers and an anralysis of soc:al interaction critical
1nc3dcnts.
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Erio}:son,6 Price and Hopkins,7 and Tonne;® Huffman's‘reporf
on the emergent office;? a concordance of verbs and objectb

(NOBELS, pp. 300- 307); and a talent 1nventory.lo

1}
N

The Frame study. The purpose of Frame s study was to

determlne what relatlonshlps existe?l betWeen office tasks
performed by flISt and second year offlcc employees and the
office tasks performed by senior high school students en-
rolled in vocational office educaticn coursee.

Using a qﬁestionnaire listing 600 office fasks (a
modification of’the Perkins, Eyrd and Roley 1nstrument),
Frame studlea tasks performed by 166 office erployees ande
those performed by 448 Arlzona publlc high school seniors

currently fnrolled in vocationeal offlce ecucation. The 166

\ »

6Lawrence W. Erickson, New Office and Business Edu-
cation Learnlngu Systems, Final Report, Project 91-D (Los
Angeles: University of California Grladuate School, 1969)

7Ray G Price, and Charles R. Hopkins; New Offlce

_and Buciness LEducation Learnrnings System, Final Report,

Project 91-F (liinneapolis: University of Minnesota, 1970).

8 lerbeért A. Tonne, New Office and Business Education

' Learnino Svstem; Final Report, Project 91-G (Albany:

Resecarxch Foundation of the State of New York, 1969)

9Harry Huffman, and Dale D. Gust, Bu51ness Education
for the Hniergent Office, Interim Report {Columbus: Center
for Vecationzl and Yechnical EduCatlon, Ohlo State Unlver51Ly,
1970) ED 043 754.

10freq S. Cook,, F. W. Lanham, and R. Schwaltz,
Talent Inventory for New Office and Bu iness Education -—
Learnings System, Final Report, Project 91-B (Detroit:
Department of Business and Dlstrlbutlve Daucatlon, Wayne
ntatc Unlvelsltyp 1970).
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offlce employees had less than two years of work experlence,

'.«

and all of them had ‘been ehrolled 1n Arizona public high

scnool vocational offrce education programs. Of the 600

) The'United'States Air Force studies, (English and Morsh,

$

tasks listed”on the ‘questionnaire, 144 applied to financial

and recordkeeping tasks. Of the 166 employees surveyed, 22
were classified- job t1tlew1se as bookkeepers, and 4-as data
processors. )

Study of the collected data revealed'slgnlflcant

dlfferences oetween the tasks performed by offlce employees

»ana those performed’ by hlgh school stucents. The high

school studénts perfoxmea cons1derably more: sks’than d1d

the office workers.-
RN )

and Garza). The United States Air Force\Occupational

Research Project started 1941959 and has operated continu-
ously ever since. The. purpose of the Project is to expand
and improve AirfForce methods for: job analysis, job.

-

evaluation; job structure,_job requlrements wmth emphasms

on aptltude and training; career developmcnt, personnel
i

v

htilization; and job satlsfactlon; partlcularly relatlngtto*
personnel retention.
Information for job "’ analysls in the Alr Forcé 'is

collected through a job task 1nvenLory system: Each job

'inyentory is composed of background guestions whieh gather

4

task-related information; task statcments for which the job .

incumbent. indicates performance or nonperformance; and "task

7
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‘attributeé scales on which individual tasks may be rated.

The Air Force inventories have been carefully polished

through a series of pilot tests, modificatiogs,_and expert

reviews. The samples used for data collection frequently
repreSuLt an entire popuiétion or la;ge percentage of a

population.” Analysis of ‘data is made, through cODApll

"programs, 1,400 of which qrevévailable to providebsophisti-‘

cated mathematical and statistical methods for analyzihé

_and reporting occupational information to answer as wide a

-

3

range of management problems as possibie.
The jbb invenﬁory approach claims many advantages. -~
Melching and Borchef summarize these advantages concisély:

l.//Thc technlque is economlcal Data can
be collected from hundreds of workers in .an occupa-
tional field for less than it would cost to - collect
data from a few cases using professional job
analysis.

2. Tue 1nfo*matlon collectcd is qugntlflable.
The number nf people perfo*mlnr any given task{ ca
be counted and thelr clharacteristics descrlbeéx\\\

3. Since the data collected by task inventory
techniques are quantifiable, they can be stored,
" manipulated, analyzed, and reported by corupter.

4. The -csults of the task 5nventory .can be
validated & checked for stability wusing conven-
tionazl statistical techniques.

5. The technique yields information that is
accureate.

'Y

l1lynited States Air Force Comprehensive Occupational
Data Analysis Programs (CODAP) .

l2W1lllam A. Melching, and Sldney D. Borhhvr,
Procedures for Constructing and Using Task Inventories,
Rezcarch and Development Series No. 91 (Columbus: The Center
for Vocational and Technical Edvcation, Ohio S*ate Univ.rsity,
1973) p. 3.

rd

q,.‘_‘,
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Dr. Ra&mond Christal, head of the Air Force
Occupational Research Project and a leading researcher in
5ob analysis,fhas offered evidence of the accuraEy and re-
11ab111ty of workers who flll out job inventories. 13
~*Gh£¢stal found that double—chechrng and filling out the
sane 1nformaklon on separate occaslons yielded split-half
reliabilities ranging from .95 to .99, that supervisors
agreed with information‘réceived from suboidinates, and that
daily work records agreed with worker statements
(Chris,tal, p. 6). { N\ | .
The Air Force has developed and uses a "Relatipe
Time Spent" ratlng .scale. Researchers found that. while.
mahy workers cannot indicate an exact pcrcentage of the
time they spend oh each spec1f1c task performed they can .
confldently state that moreﬁtlme is spent on one tzsk than
~ on another. ‘This led to the development of a 7-point scale
en which workersyreport the amount of time spent on each
task relative to the amount of tiﬁe-spent on other'tasks.
This "Relative Time Spent" rating scale-allows quaatification

_not possible from "Frequency of Performance" data (Christal,

S

13Raymond Christal, "The United States Air Force
Occupational Research PIOJCCt " (paper presented at the
State-of-the Art Symposium at the Occupational Rescarch and
Devclopment Center, San Diego, California, July 10-12, 1973)
ED 0384 187. Major Christal is head of the USAF Occupatlonab/
Rescarch Division, Air Forces luman Resources LdbOldtOIJeS,
Lackland AFB, Texas.
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p. 7). Work i§=cur£en£1y‘5eing done by\Mead,and Christall4

on a universal job difficulfy index equation; as well as'on
time emphasis ih training for éntry level joisn.

Thé door to using milita;y 6&cupationgl information

‘ ’

in general education training 'is opening. A study by

Smith and Callahanl® demonstrated that, with the exception

of cdhbat operations,'military and civilian occupétions
be coherently cbmpared. The Center for Vocational énd
Technical Education at Ohfb%State Unlver51ty is applyl g
task 1nventory concepts to éﬁucatlonal programs,
directory of task inventoriesl® had already been pubIished
by the Center, with a secona one scheduled for publication
in the near future.
Two Air Force studies specifically pertaining to

job task analysic inbbookkeeping'and accounting have been

completed. Eoth of these studies, the English and Morsh

, - { . . : .

14p, r, Mead, and Raymond Christal, Development of
a Constant Standard Weight Equation for Eva luation Job
Difficulty, AFPHRL TR-70-44, D 720-255 (Lackland AFT, Texas:
Fersonnct Research Lab, Aeros pace Medical Division, Sept. '
1967).

15Janlce B. Smlth unL k. Thonao Cgllahan, Coordlﬁ-

Coreex buuﬂaLJon, PLLgc 2: }1nul lcporn, 1echnica1 Report
890 (Silver spring, Maryldnd. Operations Rescaxrch Inc.,
1875) ED 105 250.

\

16D1rertory of Task Inventories, Vol. 1 (Columbus;
The Center for Vocation~l and Technacnl‘tduuaLJon, Bureau
of Occupations and Adult EFducat’n, Ohio State University,
1974) ED 106 332. '
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study, and the Garza study, were performed'under Project
7734;'Development of Methods foriDescribing,'Evaluating, anda
_Structuring Air Force Occupations;'Task 773&01 'Development\
‘of Methods for Collecting, Analy21ng, and Reporting Informa-
tion Describing Lir Force Specialties.

The guidelines for Project 7734 were established as
a result of research done bf Clyde Mayo, Project Director.
Mayo17 constructed,.administered, and prepared»for analysis
19 job inventories covering 28‘enlisted career ladders.
Job inventory construction started.froh a review of'litera-
ture, then proceeded through field interviews with 159 ’
technical advisors in_each of the 19'career,fields.b lech—
nical advisors came from the four major skill areas: -«
:apprentice, journeyman, techician; and superintendent.
.Modifications and further refinements of the'inventories
were made by post-field interuiews and conferences. Field
'reView added an average of 54 new tasks to each inventory,
representing an averaoe increase of 15 percent to the tasks
~already in the inventories. | |

'A variety of background variables were included in
the background section of each jOb inventory booklet
These variables included erperiencc, education, ranL,
equipment, types of paperwork processed, job interest, job

\

17Clydc Mayo, Survey of Twenty—riqat Air Forcr
Carcer lLadders with Nineteer Job Inﬁontories, AFHRI,-TR-68-
109 (Lackland AI'B, Texas: Personncl Research Division, Air —
Force Human Resources Laboratory, Air Force Systems Command,
July 1968).
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' satisfaction, and special skill requlrements. Subjects o f'A |
were asked to rank tasks on 7 polnt *Relative Time Spent" |
ratlng scales, 'which were used on all inventories as the
'prlmary rating factor. Some of the secondary ratlng factors
used were: training required, importance, whereftraining
‘was vauired,“time required to learn job, and work experience
on tesks.
Job inventories were mailed to Air Force installi-

tions all over the world. If the career ladder being .
surveyed had 3,000 members or less, 100 oerceﬂt sampling ‘
was attempted. For career ladders having over 3,000, A
ranéom'sampliﬁg was used. Sample size éer inventory.ranged\\\\
from 407 to l,7l$'with a meeh of 1,119. A post-samoling
questionnaire.wes mailed to the Test Codtrol Officers, who
hadvadmiﬁistered the inventories, to»learn whether-a&minf—
strative instructions were clear. ’Results goind that.over

95 percent of the Test Control Officers enceinteed no

difficulties in administretion.

Engllsh and Morsh, uasing the guid<liincs «1d inven-
torles ‘established by Mayo as part of Proiucz T L4, conducted
the occupatlonal survey of the Air Force i .auting and

Finance Carecer deder 671Xl ©71X3, 67170, and 67790, The
purpose of the survey was to colleci data about the job tasks
performed in this career ladder. The career codes are

described as follows:
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671X1-AF 67131 Apprentice General Acccuntiﬁg'

' Specialist . .
_AF 67133 Apprentice General Disbursements

) - Specialist '
.’ 671X3 AF 67151 General Accounting Srzcialist

AF 67153 General Disbursemcrts Specialist

67170 Accounting and Finance Supervisor .

. 67290 Accounting and Finance Supurintendent

The survey 1nstrument was a jOb 1nqvntoiy consisting
‘of background information and 468 task statmments, grouped
under 14 duty”categories. The'inventory v administered
to 1,543 airmen in 18 major air commands. The 1,543 airmen
represented'44.5 percent of the total population in the
Accounting ‘and Finance career field.

Tne Garza study also used the q‘lCDllneS #...d methods
established by Mayo in Project-7734. The Sr-rza fiady was
des1gned to test the effectiveness of Air Fusow: job analysis

echniques cn civilian jobs as well as to conpauns the con-
tent of thouse civilian jobs with those in the same career
. o % R
arsa having military incumbents. This initial effort in-
voived civil service workers at A'lxr Worce installations
groupeo in the fo]‘OW1ng ‘Accountin. and Flnance series:
3S-501 General Accounting Clerical and
A Administrative Series )
GS-520 hccounts Mainienance Clerical Series
6-525 Accounting Tacwvnician Series
GS-530 Cash Processing Series
£5-540 Vouchzr Examiner Series
rS-544 Payroli Series
36-545 Military Payroli Series

The survey instrumen+, a jcb in vonLOLy of 683. task

statemcnts ¢rouped under 14 o‘sy categories, was admini stered

£ the total Rir I'orce civilian population of 6,,60 persons
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in the seven Accounting and Finanée ss;ies classifications.
The number of usable returné cequaled 5,555 or 86 percent of

_the total popﬁlation; ‘As the current computer's hierarchical

' grouping capacity was slightly ﬁnéer 2;000 cé;es; a statified
subsample of 1,936 cases.was extracted from the toﬁal'Sampié
of 5,555. Anélysis“of ¢ita was made using CODAP programs.

A comparison of wae "eVen‘se:iés, in  terms of time
incumbents spent on tasks, rcvealed a gignifiéant amouht
of overlap between the serieu,-particulariy series GS-520
and GS 423. Rec;mmendatlons 1ncluded con51derat10n of a
consolldatlon of series GS-520 and Gs- 525 with some re-
;structurlng also taklng place‘among the other series. Pre—
liminary comparisons between ‘the civilian and militafy/ .

: Accounting and'Finahcé sufve& data indicated similar group-
ing structures at the cluster and sub-level type, but at the
jOb -level type fewer mllltary jOb fypes appeared to be
comparable to c1y111an job types. The 01V1llan data being
compared came from the Garza Study, while the ﬁilitary data

-being compared came from the English and Morcsh study. This
lack of identification between military and civilian job
types may possibly be due to the different and broader
coverage of the seven civil service Accounting ;nd Finance
series compared Lo the narrower coverage of tho 51x airmen
laddels, 671X1, 671X3, 67170 and 67290. More detalled

comparisons of civilian and nilitary Accounulng and Finance

. * . occupations are in progress and arc yet to be reportéd,
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IThe appiication of Air Force job analysis methodol-
ogy tc civilian occupations appears to be fruitful; The
\\research by Garza showed that the use of Air Force methoos

resulted in descrlblng civilian job'r as effectlvely as those\

same Air Force methods describe mllltary jobs.

The Battelle Memorial Institute study. This section of a

Michigan ‘state eeries oo\ﬁocetional educaticn reported on
four occupations in business:\*cle;k typist; cler)k steno-
grapher, bockkeeper, and salesperson. The Michigan serieé
was designed to collect informztion about job tasks per-
formed zand. abcut employers' skill rcquirements. The pur-
pose of the series was to reduce discrepancies befween-the-
skills employers desire and the skills students anguire in
' vocational education. |

~"~w~—~wTo~obtainminformationmabout‘themoccupation,oﬁ book-

keeper, four businesses in Grand Rapids+mmighigan,_andmiggzumnoﬁe

in Columbus, Ohio, we?e studied by interview. Fifty account-
ing and‘bookkecping tasks were compiled and divided into
flve functional areas. The'repoft, which omitted specific
information and should be considered as interin, concluded
that bookkeeping in high school was nonfunctional and should

be replaced by more relevant business courses.

The Rorcher and Joyner study. The Borcher and Joyner study,

done under the aspices of the Ohio State University Center

for Vocational and Technical Education, was an interim

-



6. .
report on,the results of a task inventory survey for data
processing occupations. The purpose of the study was to
design and revise curricula in one-or two-ysar post-
secondary data processing prégrams.

 The iﬁ:luence of Air Force job analysis techniques
was evident in Borcher  and Joyner's study. The}752—item
job inventory was constructed by literaﬁure review and re-
vised by expert opinion. Borcher and Joyner though£ that a
national'éurvey was not necéssary, as, in their opinion,
duties and tasks perférmed by data processing workers were
primarily related to size and type of coﬁputer”installation,
rathér th;h to;geographic location. A random sample of 38
local data prqcessing faciliﬁies was drawn from a ldcal_%ist»
compiled by the Columbus, Ohio Chamber of Commefce; Usablé
responses were obtained from 406'o£ a possible 500 worﬁers.
. A "Relative Time Spent" rating scale was tbe primary
-anaiysis~factdi;-but performanée'freguencies; £ask'cummon4
alities, and timefallotments were also_gathered;

Analysis of the results of this data proéessipg

survey will be reported in detail in the major project

"report of Borcher. DR

The West study. The VWest study sought to provide a basis

for up&atihg the high School curriculum in recordkeeping
and bookkeeping. West sought answers to questions about
commonalities between high school curricula and job

activities, about the differences firm sizec makes, and about
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the advantage of formal school training for advancement: in

!
i

- bookkeeping employment. Two groups, booLkeeping enployees
and accounting superVisors, and two methods, questionnaires

1

and interVieus, were used in this study.,
3 Questionnaires were sent to a sample of New York
City bookkeepers and upstate New YorkXbookkeepers. Usable
questronnaires were returned’ by 597 bookkeepers employed by
337 firms of all types and sizes in qew York City and by 59
bookkeepers employed in 3 small upstate New.YorL cities—-
Auburn, Baztavia, and Elmira. _The questionnaire collected
backgr0Lnd infornation, opinions ab%ut training, equipment
used, and the details of present job activ1ties of book-
keepers. The list of 131 job actiGities contained in *he

questionnaire was derived from an examination of high school

tbooLs used in high school accdunting and booPkeeping
/

------ . . .and recordkeeping. - Recpondents were-asked whether-each of - v

the 132 activities was currently(gerformed and’to indicate- '
whether that job activity had be%n learned at school or on
the job. Space was provided-on the questiennaire to list
&dditional job activities as well as to rank those activities
nmost Irequently perforncd | |
Interview data were collected from 16 establishnents
in 10 industries. The establishnmnts vere selected to cover
the range of industrial classmfications and firm size and
not by any formal sampling procedure. Interviews were con-

ducted by pr i "asional job!analysts'who inguired iInto the

7
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: e . ey
hiring prerequisites of employers, job descriptions, and

conceptual knowledge required for job pérformance.. Inter-
viewers also examined the effects of cémputerization and
collected recérd fgrms for analysis. ‘ ’

West found from anaiysié of: the datéAthat computeri-
zation had reduced the need to'understand bookkeeping ‘con-
cepts, that prior school tralnlng was rarely a requirement
'for an entry -level position, that job advancement relied
‘heavily on work experience and post;sccondury Lrulqlng, and
that high school instruction beyond the trial balance was
gnneceséary; " A job-level §§de developed during the study
(West, pp. 17-20) appears to hold better possibilities'for
job'anéiysis in acccunting and booklieeping than the code. ’
presently available in the Dictiénary of Occupational Titles;

SYRTH sSIZING TLE IDDNTiFILD JCE TASK LISTS INTQ ONE )

LIS1 OF THE JOB TASKS OF THE BEGINNING
ACCOUNTING AND BOOKKLEPIHG WORKER -

t .

Reduciﬁa the number of research studies from 16 to 12

Four of the 16 1dent1f1ed research studlcs were
eliminated from attempts to combine the job tasks of begln—'
ing accounting and boolkkeeping workérs.. Each study had
soie characteriétic'that would prevent its findings'from
being genexrslized to the ettire éopulation of. beginning
accounting and bookk?eping vorkers., The four studies and

. [‘
reasons for their eliminatioq~were:
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l.' The Honaker study - surQeyed only 32 booikeepers
on'a‘xuﬁliandoﬁized basis, all from the same county in the
state of Vifginia.

2. and 3. The Gosman:and Henrich studies - the
)majority‘of ﬁob task information éollectedvinbthese two

-Allled Health stydles ‘was clearly clerlcal Very few job

tasks coula be specifically 1dent1f1ed as accountlng or

.bookkeeplng.
4. 'The Battelle Memorial study - informationeabout

the job tasks of boo%keepers was collected from only 10

business establishments;'methodsAof sampliﬁg were nots‘ex-

" plained in this- interim report.: |

Ranking the Job taskg of the beclnnlng accovntlng and book—
keepino worler

. s ) I '
Job tasks in each of the‘remainiﬁg 12 research

studies were listed and ranked by frequency of repres senta-~
t.‘.on.18 Freguency of lepresentatlon was the total rumber of
reepondcnts who performed each job task. Five of the

.‘stucleQ, Durton, Spansxlek Bangs and Hillestad, Ertel, and
West had rcported botn the nunbcr and percentage of workers'
performing each job task. Frame reported the numbexr of
worke;s performing eech'job task. NOBELS reported the;;
nunber of task sheets reported b& workers. Five of the.'?

' studies, ételter[ Perkinéﬁ B&rd, and Roley, English and

Yiorsh, Garza, and Borcher ard Jeyner rcported only

.

1l8Refer back to Chapter 1, p. 27. ‘
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the perce;tage of workers performing each tesk; these o "
percentages were converted to numbefs, as follows:

.t >:; 1. Stelter had reported job tasks in two ways, as-
duties performed by percentage of workers in cities under
2,000 population, and in cities over 10 000 populatlon.. \
F01 purposes of this study, the tasks for both large and L
small ClLlCo wvere comblned then the percentage was applied

< to the total number: 6f respondents, e.g., 80 percent of the

responoents prepare deposits for the bani, 80 x 154 = 123

v

2. Perkins had reported job tasks as a percentage
of bookkeeplng workers performing finmancial and record- -
keeplng tasks For purposes of this study, (the.percentege
was applied to the total numher of respondents identified as
'bookkeepers, e.g., 75 percent of the respondents keepfbook.
and/or ledgers for any purpose, ,75-x 131 = 98. |

3. English and Morsh, Ger:zz, and.Borcher and Joyner all
reported job task data'accordinc to United Stites Air Force i
methods, as percent of members performing, and as reldtiVe
time-spent. ratings. For purposes'of this stndy the percent
' . of members perﬁorming was applied to the tgtal number of
respondents in the study; e.g., 83.02 percent of the respond- .

ents operate key puach machines and Verifiers, .8302 x 406 =

1337. o : - , /
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The search for crlterja ari/or akratlnq index to a551gn

The synthesxs of the 12 job task lists_into one
ranked list oi the~job tasks of beginning accounting' and
bookkeeplng workers required Aa conslderutlon of dlfferent
weighting measures. The 12 research s-udles apparently
could be combined, even though they would probably not be
equally reliable, or be equally 1ntercorrelated .with one
another.’ ) - | ’

Thehjob tasks collected in the_12 research studies
Qere basically nominal data. Ranking by frequency of
-representation allowed the transﬁormation of this basically
Jhominal‘data into or&inaltdata. Using sophisticatea‘-

' statistical techniques to. weight aud comhine the studies

. Gid“not appeal to be approprlate for data below the interval
level. A search for an approprlaLe statistical- welgbtxng
measure and/or ratlng index had_been made in the rev1ew of
literature outllned in the beglnnlnc of thls dhapter (pp

-

©33-34), but none had been located

An examination of the wrltlngs of reeearch authori-
ties was then undertaken in the sdarch fo:_weighting
criteria. The examination revealed that while authorities

agreed oeucralJv about valldlty dnd rellablllty as c11ter1a

for research, no rellable uuantlflable hlelarchy of research

cg -,

[
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criteria was available.4? A list of the research cuthorities
reviewed and their §ugd€sted-criteria for research follows.
Kerlinger listed the following criteria of research

design: h

Design, researcn to answer research questions.

Randomize wherever possible. :

Control the independent variable so that extraneous
and unwanted sources of systematic variance have
minimal opportunity to operate. ;

- .- To whom and what can we generalize the results of -
: the study?20

¢ ¢ )

Campbell and Stanley?l said that internal vaiidity
is thé most important criteria for research, but gxternal
validity is also necessary for the ideal research design:
Internal validityAcenters around control in éﬂ experimenf
and asks whether the experimental manipulation réal;y makes.
a significant.difference. External validity concerns generél—
izability,'to what populations can this ¥esearchwbe general-

ized.

N
19phis situation is similar to the situation exist- /q
ing among jcb analysis experts. Refer back to the defini-
tion of job task in Chapter‘l, p. 23.

20frgj.N. Kerlinger, Fouridations of Bchavioral Re-
scarch (24 cd.; New york: Holt, Rinehart and WWinston,
1973) pp. 322-324. ' ‘

“iponald T. Campbell and Julian Stanley #Experimental

and ,Quasi-Expcrimental Designs for Research (Skokie, ,Illinoi
Rand JMcNally, 1966) pp. 16-17.
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Engelhé!%zz did not identify criteria for resed®ch
spébifically but spoke in general terms about relevénce‘to
the problem, validity (is the data collected valid for the

‘purpose implied by the problem), reliability of data and
measurement, represéntativenéss, and dependability of con-
clusions. .

| Borg?3 cazutioned that the followingAfacﬁors should
be considered in the evaluation of research: délibera£e'
bias oxr u*stortlon, sampllng bias, obselver bias, placebos,
Hawthorne effects, and contamination. He suggested that

» _  important wvariables were often overlooked in studies and
that the readé& make a careful and.critiﬁal evaluation Qf
measuremgné techniques. -

Perdew?4 identified seven characzggggtics of good
researdh: (1);é'definite proklem carefullf stated and
delinited, (2) a collection of data suitable to tﬁe‘problem,
(3) the proper reflnempnt and analy51s of data, (%) a

' ceflnlte technlque to solve the prcblem, (5) formulation and

testing of hypotheses, (6) conclusions and geuneralizations

22pz3 D. Engclhart Methods of Lducational Research
(Chlcago. Rand McNally, 1973) pp. 88-89, 472.

23yalter . R. ‘Porg, Edvcational Pcsearch, An Intro-
duction’ (New York: DaVld Mckayy 1963) pp. 327-343.

24Phlllp W. Perdew wCriteria of Research in Edu-
cqtional History," Journal of Educational Research, XL
(1950), 217-223. :
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based on‘data, and (7) presentaticn of data in a clear and.
logical manner.

Gephart, in a 1965vstudy,25 synthesiied and critici-

zed research criteria generated by research authorities.

The autho:ities used in Gephart's synthesis were: American
Institute of Research, Walter Bog, Donald Campbell, Julian
St%nley, Frederick Cyphert, Ernest Spaights, Egon Guba}-

Fred Kerlingef} Robert Travers, and Maurice Tatsuoka. The
gcriteria summarized by Gephart revolve around two categories—-
(/ lacking data availahle regarding validity and reliability,
\-ir or having data available regarding validity and.reliability.

Specific criteria offered by Gephart as his findings are:

Criteria for evaluating the prrnblem:
does the research establish the existence of a
problem : ,
does the resea:.ch develop a cenceptual framework
does the xcsearch describe speciiic goals tc be
achieved ‘
¢oes the research state its limits

Criteria for evaluating a hypothesis:
does the hypothesis state o: directly imply the
existence of two variables
does the hypothesis state the relgtlonshlp
between the variables
are the variables emplrlcally obgerv ble
is +he hypothesis uaseu on accepted theory

Criteria for research design: -
dces the xrc¢search define the pcpulation
does the research descrlbe sample sélection
me thods :

2JW1111am J. Gephart Criteria fOJ Mcthodo]oglcal
“ Adequacy for Rescarch on Educational Chang ge¢, USOL Crant
A 000 382 (Madison: University of wisconein, Director: of
" Rescarch and Expcrxmcntatlon, 1065) ED 011 46.

I 1




does the research describe sample charac-
« teristics
' are controls included
‘are vallg data collectlon techniques used

Criteria for analysis of data: _
are the accumulated data systematically
organized
are appropriate statistical proceduxes used

Criteria for conclusions drawn frrm research findings:
are the hypotheses confirmed or dlqc0uf¢;med
are conclusions drawn from the findings
_ : are conclusions limited-to the data
7} does report imply modlf:éafﬂons in theory
are additional research problems suggested

Attempts to combine the 12 job task i’ s

A variety of methcds were used %t~ rry to combinc
the 12 jOb task ;xsts into one list that ~'ot1d be a repie -
sentatlve ranking of the_Job tasks perfoined by beg;nninéﬁ
vaccounting and bookkeepingiworkers. As @ ﬂ*eﬁlmlnary pro;
cedure, work‘shget# wéré,designed tp allow for analyqla of

‘the 12 job task lists.  ° o ’;

: Fourteen qa?egories were used to grbup the data.

The first 13 of tﬁese'categcries wefe taken from west's
sﬁrvey'of-bookkgepiﬁé activitics West, pp; 116-12b).
West's catggories represented e féir yatline of accountlng
And'bookkeeping dutie. as trad~L10ﬁallv deflned and FoeS 4=
geared aLsé towards tiawnoQkQanclys1s which wou;d be use- .
ful in the second halé¢ cf this'féseagéh. A fourteexih
category,'éomputing apd checking( was=édded tc all;w;for
the accumulation of job tasks in computjﬁg énd'cﬁecking-r &
activities that cut acr®?§ caiééorieg., Thg‘i4categories

were: N I

(A
“
-
P4
[N .
~
-
4
~
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1. 3ales or services rendered
2. Cash reéeipts
3. Accounts receivablz
b Purch;ses or services received
5. Cash disbursements
6. Accounts payable
7. Meréhandiée records
~ 8. Petty cash
9. Qayroll»_A
10. Financiaiistatements
*11. General ledger and general journél
12. Data processing
13. Miscellaneous
14. Cémputingfand checkiné
~The.12'iob'task'li$£s were then blaced'nn:the work .

sheets under the appropriate categories., <¢ob tasks from the

.12‘1ists were cdmbined.if they clearly iraicated the same

<

-activity; othérwise'they~were,listed separately under the

‘appropriate category. P:aliminarv analysis sheowed that

apbroximaﬁely 381 different job: tacks were represented'ih‘
the 12 reséarch studies. The following attempts to combine

-

the 12 jobvtaék lists were made:’

>

Weighfigg the 12 .research studies. The most consistent

-‘criteria for aépeptable reseaxch revolved arcund reliability
" and valldity. The writer attempted to construct a scale’

that could be used to measure the weight of a rescarch st oy

;o . - ‘-;;88// ,_ ‘

—
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ueing reliability, validity, sample size, geographic range,
and refinement of data collection methodology. Attempts at™”
construction showed, however, that any constructed weighting
scale woulo be judgmentally based on personal opinion._ As
IO opportunitf presented itself to test the weighting scalz
at this point, the idea of weighting to equalize the combin~-

ation of the 1z job task  lists was rejected.

Addlngrgob tasks at face value. The'next~combination attempt

con51sted of addlng up the number of respondents who per-
formed each separate JOb.taSL' e.g., the total number of o
respondents from all 12.fesearch studies who “prepared'
"sales invoices" totaled 252. An anaiysis of the reeults,
however, showed that some of the mo*t lmportant studles

lost their influence in the comp051te result and that some
of the 1caser studies showed too much influence in.the
composite result. The NOBELS study a national study, had
,e116wed'each respendent to name only the sin major tasks
which_were'central to the job, while the Ertel'study, a
nerohandising etudy limited‘to‘two'counties in Washington,
allow=d.respondents to select aotivities ectualij peﬁfotmed |
'from a questlonnalre 1ﬁst1ng 225 job tash§ . Numbers of
respondenfs and nunbers of job tasks became the prlmary
factors in this method, ellmlnatlng such fadtors as reila—
ﬁility and validity. ‘The idea of adding job tagkf from the

12 1J.stc at their face valuc was rnJected as datu collectior

s

. r
-
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bases and methods were too varied among the 12 studies to
allow for an assumption of equal reliability for all of the
12 studies. >

’

Comparing the ten top tasks from each list. The original

premise had been that the findings of several research
studies on the same topic could be combined even though in-
fofmation was obtained through a variety of methods.2® At
this point"in the investigation, the premise showed signs
.of being untenable.

The'lé'job task'lists‘wére then examined to sec
Qhether the studies Were.yieldipg consistént data. A com-
parison of the ten highest rankéd 5ob tasks from each of
the lletudies showed very little consistency in‘thevdaté
;yielded. 0f the top ten job tasks on each of the 12 job
task ligts} néne wpre on all of the lists, nor were any
on even half of tﬁe lists. Three‘of the tasks--prepares
payroll, prepares checkslfor cash disbursement, and posts
to accounts in subsidiary ledéer——were fourd on four of the
12 job tack lists. Four of the top ten “askes--verify totals,
prepare deposits for the bark, récord in a ca~h receipts
journal, and punch cards--were found on thrce 2% the 12
job tas): lists. Tables 1-12 show thé ten tasks ranked

highest on cach of the job task tests.

26pefer back to Ch.pter 1, pp. 25-26.
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Table 1

Ten Highest Ranked Job Tasks
The Burton Study

Rank Jop'Task

/
1 Verify totals on forms:
2 Punch cards from coded mdterlal
3 Record transactions
4 Caiculate rates or payinents
5 Cash checks
6 Receive and deposit money
7 Enter deposit in passbook _
8.5 Code information for processing
8.5 Balance totals ‘ ‘
10 Use proof machine - .
?
\‘;‘ . -
Table 2 -
Ten Highest Ranked Joo Tesks
The Spanswick Study -
. ‘ p
‘Rank ' _ Job Task -
X Work with debit and credit entries
2 Prepare checks for paymwent
3 Preparation of deposits
4 Record. information in a cash receipts journal
5 Rule and balance lcdger accounts .
6.5 Record information in a cash payments journal
6.5 Post items to ‘the accounts receivable andl/or
accounts payablie subsidiary ledger '
8 Reconcile the barnk statement with the checkbook
9.5 Prepare schedule of acccunts receivable
9.5 Check employee time records and calculations

.
®
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Table 3

Ten Highest Ranked Job Tasks*
The Stelter Study

Rank . Job Task
2 Prepare deposits for the bank ,
2 Reconcile the bank statement with the checkbook
2. Check employee time records and calculations
5 Prove cash and record cash short and over
5 Prepare statements cf customers' accounts
5 - Draw payroll checks or prepare payroll envelopes
14.5 Record information in a general journal
14,5 Post items to general ledger accounts
14,5 Record 1n£ormatlon in a sales journal
14.5 Record information in a cash rcceipts journal
14.5 Record information in a cash payments journal
14.5 Post items to the accounts rececaveble subsidiary
ledger
14.5° Preparexschedules of accounts receivable
14.5 Use a wikhholding table to calculate withholding
taxes for employees
14.5 Prepare and record 1nformatlon 1n a payroll
" register
14.5 Prepare and record information in individual
employee's earnings records .
14.5 Journalize salaries and w1thho’d1ng entries
: 14,5 Journalize the emyloycr's liability for federal
{ . and state unemployment -taxes :
14.5 Journalize entries for social security taxes
14.5 Prepare emyloyer's quarterly federal tax returns

14,5 - Prepare withholding tax statements (W-2)

*The data presentation in the Stelter study was not designed
for ranking. Using ranking, job .tasks 7 through 22 were
. equal canaldates for rank 7.

”

¢ . . . i
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Table 4

Ten Highest_Ranked Job 'rasks
The Perkins, Byrd, and Roley Study

Rank

-

“Job Task

S WK M

(51

10

g [ .

Keep books and/or ledgers for any.purpose’

Make journal entries (any type of journal)

Check bills and/or invoices (verify extensions,
etc.) ; ‘ : .

Write checks (for any purpose as part of your
jOb) o - y
Make entries in special journals (Cash Receipts,
Sales, Cazh Payments, Purchases, etc.) '

Use ledger accounts with "balance" column
(palance form)

Post (trancfer) entries from journals to a
ledger (group of accounts) g -

Work with subsidiary ledger ‘{accounts receivable,
accounts payable, etc.) - :
Deposit checks and/or cash in bank or cashier's
office ‘ - -

Compute payrolls for employecs

Table 5
/

Ten Highést Ranked Job Tasks
The Bangs and Hillestad Study //

e
o]
=]
~

j Job Task

!—’ N .
CUANALUTS WNH

peratz computer

unch cards :
IFiJe'and register tapes
‘Operate the sorter
operate the reproducer
(Operate interpreter

Verify punched cards
Operate accounting machines
‘Operate high speed printer
Operate codlator

)
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Table 6

Ten Highest Ranked Job Tasks
The Ertel Etudy

Rank . Job Task

Use sales reglster and handle money

Write sales tickets

Take phone orders and sell by telephonc

Receive checks from customers:

Process merchandise returns and exchanges .

Record charge sales ,

Count and. record till and deposit money with
ashier : '

Check out recister at end of day

Count and record stock

Record cash sales

N O U W N

O W

Table 7 - .

Ten Highest Ranked Job Tasks
Thie English and Moxrsh Study

Rank . Job Task

1 Answers inguiries concerning mllltazy pay ox
allowances -

Interprets accocunting and finance procedu*eﬂ to sub-
ordinates

Gives informal trair:ing to individuals
Co-ordinates accountinyg activities with data systems
for preparation of machine listings - '

Plans workbooks or work assignments

Establishes job priorities
Prepares airmen performance reporb
Established work stdnadrus, worr contron, or office
. procedures

S Writes corres ponuencc abouc militexy pay matters
10 ~ Provides countir sexrvice for Militarxry Pay section’

8]

/

o~

O
—
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- Table 8

Ten Highest Ranked Job Tasks
The Garza Study

Rank . . Job %ask

1 . Performs accounting and finance functlons at base or
installation leveél
Giveg informal training to individuals
Writescommunications regarding accounting and finance
. matters '
) 4 Co-ordinates processes or problems with upper and
lower accounting and finance echelons
5 Interprets accounting and finarce procedures to sub-
ordinates
6 Plans methcds for organrdizing and filing records
7 Examines machine listings
8 Maintains library of manuals, directives, or_publi—
cations )
9 Pians workloads Or whrk assignments
10 Evaluates accuracy of account .codes

W

Table 9

Ten Highest Ranked Job Tasks
The NOBELS Study . ,

Rank. L Joh Task

1 ‘The worker punches cards from source documents’ such
as invoicer, orders, time cards, and instyuctions

2 The worker maintains supplies dnd stOcP'lnvcﬁtory

3 The worker prepares payroll

4 The worker computes accounts payables from source

~ documents h
5 The worker types invoices from such documents as
’ sales tickets, contracts, and.receiving reports

2 The worker 'records accounts receivables from such:
documents as salesmen's orders, cash receipts, and
invoices. : .

7.5 The worker records accounts. payables g -

MY :
. o .
9 o; : . . .
-,
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Table 9'(continued)

, . Ten Highest Ranked Job Tasks
- A © The NOBELS Study

Rank : Job Task

7.5 The worker types insurance documents

9 ‘  The worker cedes forms such as purchase orders,
invoites, and applications for keypunching

10 . The worker checks sourcz documents such as orders,-
invoices, punched cards, and printouts with computer

o prlntouts/llstlﬁgs

Table 10

Ten nghest Ranked Job Tas} c
The :tame Study , S

N

a

_Rank ', Job Task

Write receipts .

Make lourndl entrics

Give checks to meIOXer to qlvn g

Deposit checks an@/o; cash, : '

Cash checks

Write checks .

Keep current -files of invoices or purbhaqe orders

Make entries in special journals

'Keep'books ano/dr Jedgers for any purpcse ..
Take orders in person or on phone for merchandise
serv1ce Co . 7’ .-

[ . ki

ocwvwo~NaUTd WK

|

o
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Tabiell*"’ .

- “Ten. nghest Ranked Job Tasks ° P
The Borcher and Joyner Studv

s

RanXk,

Vo ) ; &

" Job Task

-

" 1.
2.5
2.5
. ‘F 4‘2
.6
.6
6
" B.S
: 8.5
‘ 9.5
9.5°

\

.Loa&xprogram and\aata cards

Determine cause of machlne stops and malfunctlons

§0perate .console

Operate card readeér. ,' SO

Set up computer for operation . . .
Select+and mount tapes - Cet

Select and mount disks .

Locate -tapes.in storage media or tape library
Perform card-to-printer operat;on

Perform tape-to-printer: operatlon .
Operate magnetlc tape unlt '

Z
‘-.0 .

able;lé.

.
Ten Highest Rankec Job Tasks ~
- The West Study
, AN N\
- / , N ) L ,
ﬁ'} ' : .
Rank Job Taslk: v
1 - Do you find balances in accounts (Receivables) -
2 Do you total cash recelpts recoxds, reglaﬂers,
. or journals
3 Do you post to accounts, chechs or “cash received
. _-(Receivables)
) 4 Do you list or prepare schedules 0. end- of-month.7
RN 'balances of -acgounts (Receivables)-
5 Do. you prepare stubs and checPs for cash dlu— '
— . bursements .
; ~ 6% Do you make: correction entries in journa]s and
/, N ' ledgcrs when mistakes are found . -
. .7 Do you list or total sales invoicee, bllls, o 3’
’ . credit memos r '
8 ‘Do you record bank deposlts in a cash recxpt-
. ' journal -
. / ~ . ’ : ~e ( s -
o

. . -
.
f - N
* . ' .~
. . <
.
. N v N

.

. s

-
-
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SR Table 12 (continued) _ (

Ten Highest Ranked Job Tasfs
The West Study

g - . — .
Rank ’ : Job Task
. aQ
9,- ' Do you enter incoming checks 1n a cqsh recelpts,
journal - e
10 ¢ Do 'you prepare statéments‘of acccunts'ﬂ,
) . ‘ o , .

% \ - -

If the 12, research studies had been consistently

reportlng the same- job tasks for beglnnlng accounting and

>
.

\
booLLeeplug worhers, the tashs most frequently performed -
. on each list should have been falrly common O: all or a@

least most of the lists. ThlS dio not turn *out to Qe the

case, hovever, s1ncc 90° of a po 51ble 120 ij tasks, taklng

@

the top tcn job tasks from each of the 12 llStS vexe dlf~

fcrent. The 1aea of comblnlng the 12 job task llsts was
¢ then abandoned as the data were too 1ncons1stent from study

to study, “

& :
Ucnng tbe Unitcd States Air’ Force studleﬂ as_ mosf’represen—
Tative of the 12 studics | ° v

N S
L B f

v

. ' The examlnatlon of the two Bir Force studles, the

Y

English ana Morsh'study and the- Garza study had 1nd1catcd

that these Lwo studles had been the most carefully des;gnedj
, .

; *and researched of all the- studies 1dent1f}cd in thc search
\ -* to answer the problem. The highly refined jog‘nnventorles,

the wor]d~w1uc collecticn ‘of ‘data, the’ large, sample s1ze,

» ey Lo T ‘

| L C
L - 98
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44.5 percent of the populatlon from Engllsh and Morsh, and

H

'86 percent from Garza, as well as the hlghly scphlstlcated ‘

. analysis of data made through the CODAQ programs, 1ndlcated

e

* variety of industrial'c%assificatidns;\ .

keeping workefS'was'quite probahle.

hagh relrablllty ‘and’ valldlty for these two studles. That

a comblnatlon of the job tasks 1n these two s.udles could .
be: taken as repreSentatlve of the Job tasks performed by

the entire population cf beglnnlng accountlng and bon-_,‘
. ot v : . " . - -o'

s Reconslderatlon of.the 10b tasLs 1n xhe A;r Force
Q \

6
studles,chowever, showed that thls dbmblﬁatlon attempt
must also be rejected, as mqst of the Air. Force job tasks S
*revolved around pldnnlng and organlzlng act1v1t1es, mllltary

payrolls, and travel relmbursements., Although several of

the jOb tasks were slmllar to 01v111an jOb tasks, the N
v ‘. 2 [ v
nature of accountlng and bookkeep1ng,act1v1t1es at Alr
.G
Force 1nctallatlons, even 3f performed by’ c1v111ans as. 1n

the Garza study, - centered around mll itary organlzatlonal

PR K .Q

structures and governnent regulatlons.' Thls mllltary focus IR

0 ' -’

precluded the usewof these_two studies as belng representa~-

- - ¢

tive of all bookkeeping ‘and accounting workers from a,

-

. . )
. . . - .p M . \ i - . . .
. .

L4

" Selecting ¢ne study as most representative of the 12’ studies

- gqualifying as<re@resentative of accounting'and'bopkkeepin@

NOBLLS study, even though a judgnental rather than a random

The possibilrty of one of the 12 research studies

L)
>

workers was- 1nvestlgatea next. Of the 12 studies,'theu



’
{

. ‘ ) . .“ \ . . i
_sampling, appeared to be the-study most.likely)to make that

. claim,' The Air Force studies were focused on ﬁilitaryf

t

goverhment organizat“ea_ the Bangs and Hillestad study and
N
the Borcher study were specrflcally data processlng studles.

The Stelter study and the SpanSWle study were both small
«scale stuales, the Perkins, Byrd, and RolEy study, the

Frame study, and the Burton study were eaqh conflned to one'

state.: The Ertel study was bas1cally a merchand1s1ng study'

. and conflned to’ two countrles. The West stvﬂy, while

clearly a conggnder for belng representatlve, was confined
§7 .

to hew York and to ‘job task data obtained by questlonnalre

whlch West hlmself recognlzed ‘as having "playback“ components

-

(Wes t, p. l73) The later balanc1ng of that que tlonnalre-

¥
by 1nterv1ew in the West stuaynwas hot reflected in the job

task 1r§i, noxr were West's 1nterv1ews on a ramdom basrs.
<

THe NOBELS study satlsfled many of the dlverse

-

criteria'that had emerged in® the rev1ew of the wrltlngs of .

»

_research authorltles. The sample size was larce, data- had
5been collected from 1,232 nesPondents. A judgmental sampllnh
des1gn was used to match tne demographlc characterlstlcs of
.offlce workers as found in census data. Nine collectlon
centers had been orlglnally planned but the cost and un-
'_w1eld1ness of tralnlnc data co]lectors ard’ prOV1d1ng

uniformity of collectlon and checklng caused the reductron'

.

- of. collectlon centers from nine to four.' The»survey was
.'5geograph1cally well dlstrlbuted; data’ wele collected from

. - four reglons of the United State | New York, Callfornla, .

-
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Georgla and: Tcnnessee, and ‘tunnesota and Wisconsin.

'These four reélons'represented four 3ubd1v151ons used for -

s N

classrfylng and collectlng U. 5. Census data. The type of

.

data’ collectéd qnate closely matched the type of data sought

1.
r

in the orlglnal research design. How well the collected

data flt thr de51red formula can be seen by W@ comparison of

¢ by Y

© " the orlglnal design with the collected data._, B ?
Data Scught. _ . Data Collected
1. a minimum of 1,000 cases * 1. 1,232 cases
2. respondents between 16— . 2., mean age of’respondents,
24 yeurs of age, to o 21 l years ) : .
: ,correspond with those | - .
7 most likely to benefit e j P .
_fron currfculum renewal , ‘ “ IR -
N L - ¢
3. appropllate classlflca— - 3. jOb task classlflcatlonvi.
tion scheme for analysis - . found most. approprlate

of data, job®title, job-
cluc Ltr, ox lob task

M

9 . -

4, 2/3 of rtsoondents . . 4.,81 percent of respondentc
sbould be from service; . ' came from these four .
public admlnlstratlon, . * groups . _ )
finance, insurance anc, . ' ~
\  ‘real estate; and manu-_ - . o .
‘ facturing T . : s ‘ oo . ,
C e 5. 7/9 of responoents- .© -5, 80 percont oﬁ/¢espondentsi.;
. shouléd be from SMSA' of . = « ~came from SMSA's of . .
) 100, 000 or more =~ ™ o 100,000 or more
6. 4/5 of re°‘ponoentc from . 6. 81 pelccnt of respondenta
- firms, having 100 or more came from these firms.
: employees' Cae : ’
s 7. a ratlo\of 1-475 males Ql"” 7} 1-4/5 xatio of males to
to female§ to match . . 74 . 'females obtained
‘ clerical populatlon Coe s ":nﬁ-. . N LR
- . : Intervlew protocols wcre eyten51voly tested,
e 7 - .
' modifled, and retested. Data colléctors vexre expexienced,.
- . 8 L . S
" \ : . g v N
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knowledgeable, and spec1f1cal Y tralned to conduct 1nter;

¢

e w_Vlews_for NQBELQ., The use of the NOBELS 1nterv1e4 protocol
B - allowed fOr a,greater depth of information than was obtained
1n any. of the other 1dent1fled research studles._ ﬁach re;.
‘spondent had beé% as}ed to llst/a maxxmum of six ba51c T
tasks cons tltutlng the central purpose of hlS job -The e
basrc tas}s wcre to 1ncﬂude the most dlfflcult the most
“tine consumlng, and the most res ponslble aspects of the jOb
‘f interviewers.nerlfled the valldlty,of those sSix tasks as
"'\ basic through a series of problng questlon a collectionft
of jOb descrlptlons,<work sanples, and forms, and through
b aodltlonal 1nte1v1ews with the re°ponocnt S Ammedlate
supervasoxal f. . )

7 »

Data analysis methdds were-extenvively and rigor- .

S

L%

ously applled and’ selected through a process of ellmlnatlon.
_ ‘ i
. The comblnatlon and‘reductlon o£ 4,564 bas1c tnSkS 1nto

373 task perrormance statements 1]lustrated the sophlstlca- g

tion of'NOBLLq data analysls technlques. Rccognlzlng the’

3

/..

,_Ma_TM_WMqlack of wrtommon hlerarchy ofngob"analjkls tcrmlnology et

~

NOBLLS deslgners supplied @ taxonomy of langudge and " when

that provea 1nsu£f1c1ent, a lrst of actlun vorbs and ' T

- .

. synényms for° classrflcatlon,use. Data aaalj ts had the

weéalth of 5nforﬁation'garncred-throunh intervrew to help
»

them dcc1de Wthh.Of the 4 564 bas1c tafks coqu be comblned.

~

Analy°t° wexre | cﬁutlcned aga:nst comblnlng nnllke tasPs~ the
;“combanng‘of tas ks was only applopzlate if tasPs were part .

’ A
-
- . . . N . ¢ ~ -

P
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of the sane process. Clues for: the comAmnatlon of h951c

[N

. tasks were, offered in the 1nstructlons for wrltlng the task

Performance statements.-' oo o ’5 : j'
! CohL

- 1. .How do you know when this task is to be per— Q
formed? (Cues and Source) ) . U

: . : . . ®

2. What does the\employee do_ 1n perform1ng_th;s‘;’\

task? | N

\
é

3. what tools (equlpment), _special supplles, or -
reference ma erlal are necessary for perform-“ ’

ing, thlS task’

. 4, (Llsted ‘ais your flnal step) Bow do you §nowﬂ°

BN when LYOUu have conpleted the task.

5; What kinds and. levels of_spec1al skills are re-
. qulred for this task° 2.

6. What. are the stanoalas (oxr crlterla) necessary
" for uccesCful.pompletron° . e

w7. Special réaulrements ‘for perfprmance:® Decision

‘ 'mak1n97 (hOBcLS,-p.v339) °

& -

The flnal 373 task perfotmance statements 1n NOBELS

-—

representeo cetallea summarles of -the’ compononts of offlce
work. "Each of these summaries prbVlded a clear ‘under-

standlno of the nature of An 1ndJV1dual job task. Of" the

373 task performance statements founo in NOBLL 150 appiied
-3 . . s
to the job tasks or beginning accountlng and bookkeeping

workers : ' T e '

o - a
\]

- Aodltlonal welght must be given to tho selectlon of

< AS

NOBELS as representing the actua work performed by the

.-

ofche wolker because of its orlglns ané\>ts products. The ~

' N -

' orlglnal 1mpetus~for NOLELS was the occupatlonal research’’

w

done by the armcd forces.; hoonshot, Lanham's -fea51b111ty

-

- : # ) ‘
" N .

o



>

N ; study for NOBELS~'Perk1ns and Boyd's model at Washlngton

State; ‘Cook and Lanham s OREOS 27 whlch led anto the senlor

L 1nten51fled programs (SIP) by Lanham and Cook; 28 and’ Educa-
,tional Systems for the '70' 28 prov1ded a foundatlon for °°

: the NOBLLS project. NOBELS was a consortlum effort,

- R e

S sponsored and d1rected by leaders in bu51ness and educatlon i

o

. and: admlnlstcred through four- unrversrty centers well known2. "
. f\'for,research 1n bu51ness-educatlon. The products of NOBELS30
v - ~',_were numerou= and wrll, nod doubt, contlnue to emerge as the

. ~ ‘orlgmnal data are re—examlnedug For thege reasons, the job

- -

3 -

, task llSt taPen from the NOBELg study was selectcd as being
.uost representatlve of the jOb tasLs actually performed by
| the beolnnlnb accounting and booPkeeplng worker.
The llSt of 15Q job tas Ls of- the beglnnlng qccount-
' ing and bookkeeplng worker plesented here was selected from

the 373 generalized thk statcments found_ln ‘the NOBELS -

v

. . . _ O L
27Fred‘S Cooh, and- Frank W. Lanham, Qppoltunltles
and Requlremontq for Jnitial- Employment of Schocl Leavers
. - with Emphduls on Office and Retali Jobs,,Cooperatlve TR T T
. - Research Progecr ho. 2378 (Detroit: Wayne S+ate Unlver51ty
' 1966) i .

o - 28Prancis J. Bxown, "Final Outcome Analysis to
‘Compare -the Effectiveness of an kaerlmental Business Edu-
. cation Systen to Prepare Students to Secure Entry Jobs- in
a Office and Ret&il. Occupdtlons," SIP’ follow-up (Doctoral
' dissertation, Wayne State Unlver51ty, 1368)
N - - %9 ES '70 News (New York: "B, F. Shelley and
Company, 866 United Kations Plaza’), 1968).

30Refer to p. 51 of thié~ohapter; ' ”
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" study. The;a73 tasg statements were. the result of a re-

’ -
duction end refinement of 4, 564 task sheets- collecteo by »

‘interviewxfrom'clerlcal workers. The wrlter selected the.

>

11st in conformance with' the klnds of tasks generally in- .

cluded in the cgnventional h1gh°school accounting and - E_'

. H
N

-

bookkeeping curriculum. The jobftasks on the-list wvere"
ranked by frequency of task sheet representatlon.

The llst of 150 job tasks of the beglnnlng account-

1ng and bookLeeplng worker was taken from the NOBELS classl— ge

flcatlons as shown in Table 134 " The llSt of the job tasks | ;

that are representatlve of the natlonal populatlon of /i

beglnnlng accountlng and bookkecplng workers was presented

lln,Table l4..¥ ‘

€

' Table 13

-

. . - .' - . ' ) ) -
NOBELS Classifications From Which the 150 Job Tasks of the
Bedinning Accounting and Bookkeeping Worker Wexe Taken

s _, _ j .
, N . - Numbgr of ., Number of!
_Code ___ Nobels Classification ~_ _ Task Sheets ' Job TQ§E§{W
. . . ) ) --—«—’:‘/ - . ]
01. NUMERICAL CLERICAL RECORPS . .. ' 980 . 7€ |
04. CLIENT RELATED SERVICES - 198 T %22 N
06. DLECTPONIC DATA" PROCESSING : 3988 _ - - 35 i
08.  SALES : 79 5 -
09. INVENTORY, SHIPPING, oo - :
o RECEIVING . o R 63 9 i
10. - PURCHASING oy : .04 . 1 ,
11. ~.PRODUCTION o . : 39 _ 2 .
.Total Lol : .o ’ 1,581 ISOJ E
- . e . . i . |\
- . ” |
- 1:05 3 '
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- N Table 14.
Presentation of a bhist of the ‘Job Tasks of the Begihning
. Accounting and Bookkeeping Workeér Ranked

by Frequency of .Representation.

‘

’ ;o 3
Al B -
5 ! !

~ _NOBELS - L ;o
Rank Code ! Job Task -

- .

- P -

1 4 06.01.01~,_The worker -punches cards from source
"7 77" ""documents such -as invoices, orders. time
, ‘cards, and instructions.
10.00.01 The worker maintains supplies and stock,
’ inventory. : -

™

“ 3 01.03.01 The worker prepares payroll.’
4 01.02.01 The worker computes accounts payables
: L from .source documents. e -
! 5 01.01.01 The worker types invoices from such-
. documents as sales tickets, contracts,
o - and receiving reports. :
6 . 01.01.02 The worker records accounts receivables
] _ from such docyments as salesmen's
. - . orders, cash receipts, and invoices.
7.5 01.02.02 The worker records accounts payables.
7.5 04.01.01 The worker types insurance documents. o
9 06.04.01 ' The worker. codes forms such as purchase
orders, invoices, and applications- for ,
keypunching.
10 06.02.01L The worker checks source documents svch
: . ‘as orders, invoices, punched vards, and’
printouts with computer printouts/
‘ . : listings. S _ - e :
'11.5 01.01.03 The worker prepares billings of sales. .
—11+5- —-04--01..02—_The worker_processes insurance inguiries.
13 06.01.02 The worker operates a verifier.
14 06.03.01 The worker operates reproducer from L
’ punched cards, printed lists, and :
p ' _ summary cards. N
15.5. 01.02.03" ' The worker preparecs payments from docu-
- ments such as invoices, bills, "and
. U yvouchers. : _ ] :
N 15.5  01.07.01 . The worker compiles unit costs of jobs
- . ‘an@ sales/production estimates from ,
. expense sheets and/or total sales figures.
17.5 . 01.04.01  The worker checks the accuracy of source

documents such as sales, purchasing, tax
~ reports, and forms. : :

106
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Table 14 (confinﬁed)

NOBELS

Rank Code Job Task
17.5  01.06.01 The worker records data for financial
) reports from schedules, 11cense fee ‘forms,

o . oo and damage claims.

© 20 61.01.04 The worker writes dellnquentvcustomer.

20 01.03.02. The worker records payroll information.
20 01.05.01 * The worker prepares the bank depos1t

. . frcm cash receipts.

22 01.06,02 The worker prepares financial reports.

23 08.060.02 The worker processes reguests by tele-

. . ‘phone and over th€¢ counter.

24 09.01.02 The worker processes orders from inven-
_ ‘tory.

25 11.00.01 ‘he worker processes schedulcs and ~3-
T justmwent of scheduled production orders.

26.5 06.05.01 The worker operates unit-record equip-

i ., ment such as the sorter, reproducer,

T - collator, and interpreter.

© 26,5  06.02.02 The worker performs electronic data

= " " 'processing tasks from such items as com-

. puter printouts, accountlng forms,

' - manuals, maps, and instructions.

+ 28 01:04.02 The worker verxifies totals of cancelled
checks, computer’ tapes, and tellers!
balance sheets.

29 04.01.03 The worker processes 1nsurance claims.
30 01.05.02 The worker receives pa;ments over the
' couhter.
31 08.00.04 The worker types sales items from rough
S -7 77 drafts, propcsals, lists, and other
L source documents, Cw '
32 01.01.05 The woxker verlfle cucstomer's account

- : receivable.

v 34 06.06.01 - The worker writes corputer programs.

134 - 01.06.63 ° The worker records items such ac stocks,

\ : - bonds, deposit slips, and passbooks.

k3g 01.04.03 The worker verifies cash receipts for

. N\~ deposit. ’

- 37.5, 01.¢5.03 The worker records paymernts received..
37.5 01.08.01 The worker processes credit applications.
37.5 01.03.03 The worker computes payroll changes.
37.5 04.02.02 The worker processes menkership and loan

applications in financial institutions
such as a credit union.

107



. Table 14 (continucd)

e

?

62.5

NOBELS ‘
Rank - Code ’ Job Task
41 08.00.05 The worker types orders, memos, and
' invoices. .
41 01.05.04 The worker records payments for medical
: services. » » '
41 -11.00.02 The worker'typev prnduction reports.
44 01.01.06 The worker completes medical charges
for insurance reimbursement.’
44 01.03.04 The worker compilés payroll reports from
. payroll sheets, time sheets, job:gards,
) and printouts.
44 01.04.04 The worker performs routlnn checL on
: such items as deposit slips, addlng
- machine tapes, &and advices.
46 01.06.04 The worker records receipts and with-
' drawals in the ledger.
49 01.05.05 The worker records deposits to customer
- v accounts. . _
49 01.04.05 The worker corrects checks, savings and
: . ‘'withdrawal-slipé, balance shects, and
e ... other source documents.. .
49 01.09.01 The worker prepares dlsﬁu:scments from S
, ‘ customer accounts )
49 01.07.0% The worler prcpa:cs bids and costs
‘ . .+ estimates of products and servicgs.-
49 01.01.07° The worker completes cales repo-t,. 4
57 01.09.02 Tire: worker prepares diskbursements of
B . funds. : - -
53.5 08.00."9 The worker processes customer orders.
53.5 04.04.01 The worker procesces stock certificates. -
56 02.03.01  The worker records inbound shipments:
56 08.00.10 The werker records -orders, prlnuoats,
and changes. -
56 04.04.02 The vorker prepares stoc] forms for :
, ‘buying, selling, and transferring. stocL.
62.5 .01.01.08 The worker prepates statements from
) ' patients' accounts and charge slips.
62.5 01.03.05 The worker punches payrcll data.
62.5 01.08.02 The worker verifies customer credit.
62.5 01.08.03 The worker processes credit 1nﬁo§matlon.\
62.5 011 04.06 The worler checks computatlons with )
» proofing machine. .
01.05.06 The vorker prepares reconciliation of

bank account. _
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Table 14 (continued) ?

*NOBELQ

. . Rank Code Job Task
~ N /‘ .
62.5 04.02.03 The worLer processes new account. trans-
" “fers .6f ad@ounts, and trust accounts for
o . customers.” -
62.5 - 04.08.0r  The, worker processes welfare assistance
' . claims. °
62.5 06.01.03 The worker operates d keytape machine
- puﬁchlng magnetic tape.
62.5 02.01.03 The worker recards finislied-goods
) ' inventory from production and shlpplng
] .. data.
63 0..07.03 /ThL worker compiles variance reports from
. s actual and standard cost figures.
69 " 01.08.04 The worker informs applicant and company
6 . department of approved/rcﬁ%cted credit -
. applications.
69 06.0k.04 The worker punches correctlor¢~ in cazxds.
73 04.03.06 The worker receives activity funds and
I : fees fron students. :
73 .04,04.04 The worker answers guestions about
’ S securities.
73 06.03.02 The worker operates (decollates,. bursts,'
- , "binds) computer output. -
73 0°.01.04 The workexr completes physical 1nventory.
73 05.02.03 The ‘worker processes shipping and billing
' S forms on comgleted jobs.
76.5 01.08.05 ¢ The worker processes credit memorandums.
76.7 - 06.05.02 The worker. codes forms.such as account
statements 3, prcduction figures,- inventory
- 1listings, punched. cards, wired or un-
wired boards for keypunching.
84 ‘ 01.01.0¢ The worker calls delinguent customers
84 01.07.04 ~The worker types cost analysis repor1
84 / 01.09.03 The worker preparcs alsbursomtnt of petty
- : Y cash funds. .
84 I © 04.02.05 The worker checks secutities and amounts.
84 04.05.02 . The worker recoxds guest charaes on room
: folios. -
84 04.06.03 The WOXKGI Pprocess Ca patient funds.
84 06.02.03 The worker codes payment cards, checks,
' oo ~and depos1t/w1thdrawal s]lps for key-
v . punching. - _
06.03.03  The worker places magnetlc tapes on a .

computer tape drive..
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Table 14 }éontinued)

NOBELS —
Rank Code ‘gob Task"
.84 06.03.04 The worker prepares weekly payrold from
. payroll tapes. . '
‘84 06.03.05 ,The worker verifies manually prepaxred.
R . ‘totals with computer detailed totals.
84 06.05.03 The worker operates optgRal scanning
‘ equipment to convert printed data to
+ punched data. '
84 06.06.02 . The worker checks computer proorams.
84 ©09.01.05 The worker maintains inventory records
" ) on stock sent to productlon.
93.5 01.07.06  The. -worker processes credlt information
™ ' ' request. X
93.5 01.05.07° The worker pro;esses money for library
o books and films from check-out reguests
. and late and lost book notites.
93.5 04.02.06 The worker processes estate settlements
‘ e * £0r customers.
93.5 06.03.03 The worker writes computer programs in
- ‘ . final form.:
93.5 09.03.03 Tue worker issues a clalm or an adjust-
.,ment against the carrier/supplier for
q o damaged/short/overshlpmcnts. N
+ 106 09.03.02 ., The worker arranges eypedltlng of "in-
: ) . bound shipments.,

106 01.01¢10 The worker processcs changes in status ‘of
account.

106 01.01.11 The .worker requcst° payment from delin~-
quent patients. %

106 ®..07.05 .The worker, detérmines cost. estimates by

. observing proddctlon and scannlng blue-
- prints.

106 01.07.06 The worker compiles reievant statistics
and determines improverents in methods
by submitting cost analysis of proposed

' ,+ changes. '

106 01.07.07 ' - ‘fhe worker processes nev accrual accounts

A " from current cost analyses and additional
. , specifications.
106 01.03.06 The worker rec01do payroll changes for

, : ' hospital employces.
106 01.08.07 The worker answers chargc account billing

inquiries. N

Pl

110 ,
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.. Table 14 (continued).
V.o — . -
- _ NOBELS - . ,
;aRank . Code . B . Job Task . ‘
) \ ~ . ———
©106 ., 01.04.07 The worker distributes daily cash to
., ~ tellers in branch banks. —
106 - 01.04.08 The worker sorts coins from the federal
. - Y } :
. - . "reserve hank daily. - i
106 04.02.11 Thé worker prooesses settlement of buy
. and sell orders. . o
// 106  -04.02.09» The worker checks claims for transfer,
R _ - trade, or exchange of securities.
e 106 \ 06.01.05 . The worker- operates optical scanner for.
. : = printout. o : .o
106 - 06.01.06 The worker performs quality control
- S checks on the optical~font printing
o , ) adding machine operator's tape" production:
106 | ° 06.02.04 The wepker maintains control of input/ '~
a4 ) output work flow between corporate trust
¢ department and data processing depart-
: ment. _ oo ' ' -
106 - 06.02:05 | The worker corrects computer-rejected
- . debits/credits. Lo " o
106 06.02.07 The worker sorts batches of checks.~ .
106 06.03.08 The worker prepares punched cards for .
- compuier run. T : ‘ g
. 106 06.03,09 The worker determines computer malfunc-
' .- tion by running diagnostics.
! 133 - 01.01.12 The worker processes follow-up records.
v , ' '+ of patient's visit. S
133 01.03<07- The worker prepares a dummy payroll. .
. 133 0..03.08 The worker computes solesmen's commissions.
- 133 01.03..09 The_worker prepares timc cards. :
, 133 01.03.10 The' worker upclates weekly payroll time
: cards. ' v )
. 133 .01.03.1L. The worker maintains records of time
- spent developing new products from
S . - veekly activity ticketr. L o
133 ¥ 01.03.12  The worker processes: status time slips.
. 133 01.03#413 The woirlker compiles an enployee transfer
, - 1list from output caxds. _
’ 133 01.04.09 The worker verifies installment loan
i : . . .~ balances. - . ) ‘ ;
133 01.04.10 The workex prepares night deposits.

01504.11 The worker performs audit of particular
' ., - . functions in individual devartments of
’ Ce < [ . tlle bank-‘ ‘ ‘ '

. o - “J 1]?1‘ - ///ﬁ,' - |
o w \ : L,

[ B *

[}
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' Table 14 (cont%?ued) ' 5
. NOBELS ’ .
Rank \ Codes - ) L Job Task
. - '“\\k;./,ﬁ\
133 01.04.12 . The worker codes tra;:édtion'tax on
. L _ tickets.
133 > ' 01.05.08 The woxzker. perforns bookkeeplng duties
e, of a small bank.
133 01. Oé Oo The worker records ;oan payment revers—
v ‘ing entries. 5
133 0l1. 06 06{ The worker records monies received for
: br spent- from internal accounts. "
133 '01.06.07- ae worker adjusts property tax’ récords
’ - from transfer forms.
133 01.08.08 The worker updates del;nquent account
: ' lists .
133 01.08.09 ° THe worher determines exten51on of
) ) additional cpedit.
133 01.08.10 * The worker compiles oeilnquent rece1p§s
“ o report from a computer printout, amountc
, . of paper-sold, &nd ~ash receipts.
133 101.08.11 . he worker verifies wire reguest of
" - amount due a customer. ——
133 "04.02,17 The worker processes outgoing cash "
S : letters in foreign currencyl - A
- 133 04.02.18 The worker processes 1nccm1ﬁg cashy
: S letters from foreign'correspendent banks.
133 04.02.20° The worker plepares currehcy for sh;:plng
o S orders.
133 04.02.25 The worker checkg errors for large cor-
B - oY poratxong.
133 04.02.27 The worker proccsses .savings ccrtlflcates
- . . .to be redeemed.
133 04.02.28 . The worker preparcs travelers chec] for’
I N customers.
133 06.01.07 The worker puncheg cardq coded for school
withdrawal. . i
133, . 06.02,06 The worker types cash letters for dhec?s
‘ , drawn on bank but casled elsewhecre.
133 ‘06,03.10 The worker determines accuracy, oi.data.
. speed-machine sending ‘installation.
133 06.05.04 The worker adjusts erroxs on cowputer
.0 input tape..
133 06.06.04 The worker adJths plcsent computer pro-
grams. . '
06.06.05 The ‘workexr punches prescribed program

chancxcc for new computer.

1z
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. . Tablé_lé (continued)
- - Ty B e _-ﬂ to.
NOBELS » ~ T | .
. Rank - Code °~ ), -+  Job Task o
: — : — — — ‘
. 133 06.06,06 .The ‘'worker arranges \@ tlme ’schedule for'
A - s o . a new computer program.
133% - 03.03.05 The worker procnsses frelght bills Tor

payment. . oL

. -

*This final job-task-represents <ve finel job task.in the .
list 8f 150 job tasks. ' R

“ . . - s’ n .

SUMMARY OF THE DATA CONCERNING TIE JOB TASKS OF THE
BEGTHNING ACCOUNTING AND BOOKKEEPING WORKER

. -
£ ' . ¢ .
' 2 v, &

a list of 150 job tasks«bf beyanning acoounting‘and

-

boo%he:plng wviorkers was presented 1n T(Jle 14. The llSt re—

M4

“'sulted. Srom an 1dent;f1catlon and’ synthe51s of the IPSGQICh

v ' pertalnlng to the jOb tasks of those beglnnlng worPers.,- s
‘o “ LT C e
_ t Identlflcat on of°the reseafth studies. -i o
- . 7
e L A total of 64 stuaies whlch peltalnqé to the content
. %

area of hlgh school accountlna and boo}kccplnq were - 1dent1r .

. a, S [N

bfied. “Of thesc 64 -studies 48 vere nontaok SpelelC.. TheﬁeK

=~ ~<¢
nonopec1f1c Studles arc llsted In Appendly I ana’are in- ¢ e

-

" tended, when comblned Wlth ghe 16 task spec;flc studie

i to provide a review of thﬂ contenL area of. hlgh school '

accounting and bookkeeplng for the elght years, 1968 to 1979. )

v

A total of lG studles contalnlng speélflc Job tasP
rer -1n£orma 40n about btglnnlng accountlng an& bookkeeplng

- - . v * - . ' : .
~ . ' . : ' .




workers were identifled; Information from the 16 studies
prov1ded the data for the flndlngs summarized below.,

o

L. ‘Data about sample size. The oata 1n the slxteen studles

\ B

‘were collected from 22,848 respondents. '522 in the Burton
‘“study, 80~ 1n the Spanswick study, 154 1n ‘the Stelter study,,
663 in .the Perklns, Byrd, and Roley study, 10, 807 Ln the
'Bangs and Hillestad study, 609 in the Ertel study, 1,543 in
L -the Engllsh and Morsh study, 32 1n.the Honaker study, ‘131
in the Henrich. study, l 232 1n the NOBELS study,;448 1n the
'Frame study, 5, 555.1n the Garza study, 406 in the Borcher
"study, and 666 in the West study Besides this total of..

;22 848 resﬁonoents, Gosman reportec data in her 1nter1m

o

-report@from “48 health 1nst1tutlons, and thé(Battelle

‘AMemorlallInstltute collected datarfIOm 8 bLSlnesses accord-'- .j}
ing to its 1qter1m réport. B o, oo .
.2 Data about the qeog“aphlc range of the 16 studies. Two- ~

L

of the studles, “those of Garza and Engllsh and NOrsh
\

were world-wide studles._ Ganéa collectedfﬁrom t’e total ; o

-
.

Alf Force c1v1llan populatlon in seven acooun ting and

ﬁ'_flnance ClVll servlce clas51f1catlons. Lnglﬂsh and horsh

collected data from alrmen,ln 18 major Air Force comnanas
L)

K.d around the wolld o < R

N 3

A Four—of the qtudles collectec data qn-a naticnal

%" \

. basis. Bangs and Hlllestad from. 39 states; Cosman and .

Henrlch, both £1om a natlonal sampllng, and NOBELS from four
. ‘ .

geograpnic- reglons in the count*y. 4

. . . 4 - - . ' . “ . ’
e ) ooy . ' . . 114 d"
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Five-of "the studies'ﬁere state-basedf—Burton from
_.Connecticut;\Perkins, Byrd,  and Reley. from Washington;

Frame from Arizona, West from'Ney York; and Stelter from.
J . "
“The rema1n1ng flve studies were of a more local nature—-

rural‘Mlnnesota.

Borcher and Joyner collected from Columbus,.Ohlo,lBattelleW.

\

Memorlal from Grand Raplds, Mlchlgan and Columbus, tho,
A\

«'Spansw1ck from New York and Chlcago, Ertel from two connt;es

Lo

M——.—J‘_—

.in Washlngton, and=Honaker from one. county in Virglnla.'

“ ' i

3. Data about collectlon methods.. Intervxews, questlon- oo

naires, and comblnatlons of these methods were used 1n the -

vl

collection of data. The ]Ob task»lnventory concept devel- - ..

oped by the Air Force and extendcd by the Center for Voca-m'ﬁﬁn

. tlonal and Technlcal Educatlon at Oh10 State was the pre—

domlnant rnfluenoe-for-collectlng'datalln the studies.
.The following studies'used comparable_collection
methods ; .Garva, anlish‘and Morsh, and Borcher and’Joyner-
used ths ki - force Job 1nventory method for’ collectlng and_-
‘class;ry-ad'data. Perklns, Byrd and Roley. Ertel, Burton,
and:franf uceo a job 1nventory method that lncorporated

-

many aspects of the Alr Force method.. Gosman and Henrlch

i .

used & Job lnveutory method specific for health lnstltutlons.‘ -

Spanswlck, Stelter, and{honaker used a type of .

"i_qucqt}onnalre llsting the traditlonal leQ” ‘of booLLeeplng

Y § .

'75tasys, as’ dld West but the West surVey ‘was considerably

. more extenslve and multi-faceted.” The Battelle Memorlal
{ d - L N,
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. ¢

‘method Was not clearly explaihed in its interim repor;
hexcept that interviews were dbed NOBEL° de51gned a magor .
" task collection method.to gield most 51gn1ffcant job tasks, p

~

and’Bangs"and Hlllestad used a combination of 1nterv;ews

-"5f~—m~f"gua—quegtionnaires¥€o~coiiect"from“businesses'~high&SCh°°15'~

v
&

LA : .
and colleges. _— , ‘o

“4: Focus of. the studles. The review'of'literaturé"ﬁroved h

—

that the search for data about accountlng and bookkeeplng

hn musthnot ke limited-to studles that d;al exclusIvely Ylth

. accounting and bookkeeplng." Onlj 7 ‘of the 16 studles aealt ‘

excltsxvely w;th accountlng and boo]}eeplng West dealt

.w1th botheepeY° ln New York, Spansw1ck aealt W1th booP—

o

kcepers uslng manLal methods, ‘and Steltcr 'S study was some -

what similar eo Spansxlck*s 1n the focus on ruralgjobs.

T

Data from Honaljer and Battcllc Memdrlal wero extremely
:11n1ted, ano the 2 AlI Porce stud;es, though most emten51ve
Fnd vale, could not be eytrapolatcd to the 2?t10hu1 popu-
latlon of beglnnlng accountlug aud bookkeeping Worrcrs.
‘Both of the two data plocess1ng studles——Borcher and

Joyne* ana Banvs and Hlllestad-—contalned job task 1nforma—

» -

tion of value to currlculum plannors in accountlng -and boo}

keeplng. The health studies- of Gosman and Henrlch, ag well

[y
LA

as Ertel's melnhandlsmng studv, Yle]dCd sbme job task 1nfor—~

mation about accountlno and bookkeepyng worPers in those .
~ .

” N

~spec:Lf:Lc £1elds. o v d A
The four clerLCal office work surveys—~Burton, Frame,

_Ptrhlnu, Eyrd,, and Rolry;-and NOBELS-~werc-all clcarly

. -
- -

16 - T
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relevant for the collectlon of* data about beglnnlng account—,
1nq and boolkeeplng workers, yleluing in most cases more . -

”_\ N 1nformatlon about those workers than the studles that dealt

o
-

.
]

exclusively Wlth beglnnlng account1ng and bookkeeplng

-1 . ' .«
A . - )

Synthes121nq the researchrstudles into one list of the job
tacsks of the beglnnnng account “ng and booPkeeplno vorker

The number of research stud1es was reduced from 16

.’

to 120 Attempts to. locate crlterla and/or a rating index
to asslgn welght in comblnlng the jOb task llsts prepared

‘ - from the’ l2 research studies were unsuccessful, as were a
- ' ‘

series of attenpt= te comblne the’ data. » - .

......

"the job tasl performed by the national populatlon of
beglnnlno accountlng and booneeplng workers. The selectlon

1W&S basea on the orlgln “and products of POBFLS., \\\__

—_— The job task list frcm NOBELS. The 1ist of 150 job tasks

’

of the beglnnlng accountlng and bookkeeplng worker presented

in Table 14 was Selected from the 375 task statements per—.

taining to office wor}ers that was’one of the products of

NOBELS. The 150 jOb tasks ‘'were ranked by frcquency of ta k

‘ . sheet’ reprcsentatlon. Table 13 qdentlfled the scurce in

. NOBELS of the 150" abcountlng and boohkecplng jeb tasks.

| rlndlnos concelnlng "the 150 job tasks of thc accountlng and
bookkeeplng workcr 1ncluded. | v

; o + 1. The first 1§ job tasks on the lis t.accounted.for
approy1mately 50° percent of the 1,851 task- sheets rcpresented.~

The 18 Lasls cons1stcd of 6 tasks from thc LJechonJc Data -

N .. . I ,"' 117 - , | | . \.,»
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'Processing category, 4 from Miscellaneous Specific Tasks, 2

from Inventories, 2 from Sal&g and Accounts Receivable, 2

from Purchases and Accounts Payable, 1 from Flnanc1al

-

staﬁsmen-s, and 1 from Payroll.

fn.{‘ 2. The first-39- jOb tasks on- the 1ist accounted-

.
..

for apprOh_mately 75- percent of the xJBJl task sheets re~”'¢
*‘presented.. The 39 tasks consisted of 9 from the Electroplc
Data Process1ng category, 6 from Sales ano Accounts
Recelvable, 6. £rom Mlscellaneous Spec1f1c Tasks 5 from
Cash Receipts and Cash Dlsbursements, 4 from Inventorles,.~
.4 from Payroll, 2 from Purchases and Accounts Payable, 2
from Flnan01al Statements, 1 from General -Journal and

General Ledger. . N c"'ﬁ o i -

3k_ The mean age of the MOrLers rep01t1ng the Jop

tasLs on the 11st was 21 1 ' «‘; v T -

. T 1, '
- . . 5
5 .



Chapter 3 - . .

WHAT JOB TASKS ARE INCLUDED IN TﬁE CONVENTIONAL HIGH
SCHOOL ACCOUNTING AND BOOKKEEFING CURRICULUM?

’

; . . . . .
o -

An assunption was’ made in this study that the con-
ventional high SChool accou“ting and bookkeeping curriculum
- was determi’ =3 by the textbooks used in class.l Chaptqﬁ 3
discusses ‘w2 \methods and’ procedures used to answen the
question posed 1n 1ts tifle. The chapter identifies the’

e

textLooks most,. conmonly used in the conventional adcount—

4ing and bookkeepipn carriculum, analyzes those textbooks to~

find,what job tasks are 'included in them, and'synthe51zes

the:job/task lists from each-textbook into'onc list..’
\ - 3 ' ) ’ :

.-

. TCXTBOOKS MOST COMMONLY USED IN THE, CONVENTIONAL HIGH
' "‘SCHOOL ACCOUNTIPG AND BOOthEPING CURRICULUM

7
¢

- Two textbooLs publishcd by the South;Western
A
Publishing\Company Centugy 21 Accountinc, First—Yea*

Course, and Clcrical Rec01d'kccp1nq, Cou:se 1, ' 3d ed.,

ot

were idcntificd as representative of national instruction
irn the conventional high school accounting and bookkeeuing

curriculum. The identification of those two textbooks

resulted from a .three-step procedure: (1) a literature’
. lrefer £o.Chapter 1, p. 4. )
- 101
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search, (2) compllatlon of a llst of*accountlng, bookkeep-
ing, and recordkeeplrg texts, and (3) appllcatlon of sales

and enrollment figures against that list. | B

-

The lxterature search

~

- A

T 77 The best method for 1dent1fy1ng’and ranklng the
textbooks used in the hlgh school accountlng and bookkeeplng
curriculum would be aﬁ actual count of the kinds and numbnrs
of. textbooks used across the nation. The review of the
literatuire, as outlined in Chapter 2, showed that no

(I ) R

research was available that could yield that count.

“Compilation of a llct of teytbooP o ﬂ

An examlnatlon of prllshcr llstlngs ylelded a 1lst
of eight high cchool accountlng, bookkéeplng, and record-
krenlng textbooks of three major publishers. “Tﬁevlist of
nght textbooks agreed w1th the llst of the- elght textbooks~ |
used in the West study 2 except for dlfferonces 1n edltlon
.dates.3 The' two ‘businesses eduqatlon ‘membexs of.the

’

' 2Leonard J. Wesb, Survey of Pntly-ane] Bookkeeplnq
Activities in Relation to the High School Bookleenlnﬂ
Curriculum, Research Report 73-1 (New. Yor City University
of New Yorl);, 'Institute fcr Research and Evaluatlon in Oc~
cupational Educutlon, 1973) p. 199. \\

»

3yest appears to havé used those .editions most
currcntly available at the date of his rescarch, except that
he used the 23 edition ©of ‘Clerical.Record Yeeping, Course 1
dated 1965 instead of the 3d edition dated 1971, and the |

23d edition of 20th Century Eookkeeping and Lccounting, First-

Year Course instead of the lcst edition of Century 2l AccounL—
ing, First Yeal Course dated 1972.

120
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'ad
] reseafch‘advisory comrittee, Dr. Arthur Allee and Dr,
\' . -
g Kenneth Brown, agreed that the list represented the text-
. & : .

books most commonly used.
The textbookS'are:
- _ 1. Baron, H. and S. C. Steinfeld, Clerical keccrd

o Keeping, Course 1, 3d ed. Cincinnati: Soutus-
Western,_197l.

. 2. Baron, H. and S..C. Steinfeld, Clerical Record
KeegingJ Course l1ll, Cincinnati: South-Western
I R . . ~ . .

N . .
3. Boynton, L. D., R. M. Swanson, P. A, Carlson,

_ and H. L. Forkner, Century 21 Accounting, First-
& : Year Course. Cincinnati: South-Western, 1%72. .

_ _ 4. Boynton, L. D., R. M. Swanson, P. 2. Carlson,
. , - and . L. Forkner, Century 21 Accounting, Rdvenced
. , Ccurse. - Cincinnati: Scuth-Western, 1274.

5. Huffman}_H., J. R. Stewart, and E. Schneidé;,f
. General Recordkeeping, €th ed. New York: Gregg
Divigici, MeGraw-Hill, 1971.

: 6. Frecman, M. h., J. M. Hanna, anle. Xahn,
-~ - Accounting 10/12, 24 ed. New York: Gregg
Division, McCraw-Hill, 1973,

, \ . : .
7. Eanna, J. M. and G. Kahn,.Gregd Accounting,

"~ Advanced Course, 2d ed. New York: Gregg Division,
McGraw-Eill, 1969. - -

8. Janis, A. and M. Milier, Fundomentals of Modern
Bookkeeping (First Course). New Yogk: Pitman,
‘1965, .

. ~ separate textbooks in data processinrg or ccmputers

'were not -included on the list as the accounting texts
provided subctantial coverégc in thosc areas.
Only the most current edition of each of the eight

textbooks was included on the list even though some older

editions might;st%ll be in use. Although pﬁblishers

121
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usually revise accounting and:recordkeeping textbOoks on a
_flve-year cycle, some schools w1ll use a s1ngle edltlon for
as long-as ten or twelve years. To detérmine whether some’
of'the older edltlons of the eight +extbooks should be B

added to the llSt, two sets of comparlsons were- made be- |
- tween current-and clder edltlons. 'jJ ‘

ki

1. A comparison of two edltlons of South-Wes cern's Zirst

year accountlnq ‘textbooks, Century 21 Accountlng, Flrst—lear -

Course, and 20th Crntury Bookkeeplno and Pccountlnq, Flr t~-

Yeal Course, 238 ed. A page-by pace comparlson between the

two edltlons showed that page coveraoe of topics in the

2

-

"“current edltlon was approximately lS percent dlfferent than
fthe earllc" eoltloh. Data processxng coverage hac 1ncreased
approximately 5 5 percent, spec1al journal treatment had '
decreased approx:nately 6 percent, and the treatment of
miscellaneous entries had decreased approylmately 3.5 per-

. cent.A RS, those changes matched the changes taking place in
| ~‘:the business world, accordlrg to the NOBEL jOb task llSt, .

the older South-Western edltlon was not added to the list.

.2. A comparison of two editionc of Gregg's first'year

_ accountino\textbooks, Accounting ﬂ0/12, 28 ed., and Account—:
__g_lgél_ - A page-by—page comparlson betWecn these two
editions qhowed that the current edltlon was approxlmately
13 percent dlfferth in page coverage of toplcs than- the ‘
ealller edition. Payroll coverage had increased approxi—

o
mately: 2 percent, cycle emphasxs had increased approxlmately

‘ 122 - \ T
-
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1 percent, data processing had increased approximateiy 3
percent, accounts.receivable'increased approximately 1
percent, closihg activities had decreased approximately 2

percent, and_the tieatmeqt of notes had decreased about
- ° . 3 ..
4 percent. As these changes were relatively minor, the

older Gregg edition was not added .to. the list.

e : -
L4 : ‘
-

Agplncatlon of enrollment and sales flqures agalnst the list.

Enrollment figures showed that one year of book-

o keeplng lnstructlon p*edomxnated in high schools ‘across

the _nation. Publlc secondary statistics for 1972~ l°734
showed a total of 576, 781 student° enrolled in flrst year
boohkceplng and accounting, and 64, 61& students enrolled -
in bookkeeplng II, III, or IV. As 90 percent of total
enrollment. vas in the flr t-yeavgeoutse, the two teﬁtbobks'
.deallng w1th advanced courses “in bookLeeplng werc. drepped
from ‘the 11st of eight textboo?s, reducmng the total to
six.’

Three major publishers were represented in the list
of textbooks: South—Western, Gregg ‘Division of MEGraw~Hi ll,m~
and Pitman. Sales 1nformat+on ylelded ‘through corxespon-

-dence indicated that South-Western son sllghtly over 90

percent of the bookkeeplng tes <tbooks and 75 pelcent of the

s 4Logan Osterndorf, ‘Summary of Offerlnqs and Enroll-
ments in Public Secondary Schools, 1872-73, Nat:r*al Center
for Educaticnal Stetistics, Bukletin NCES 76-150 \Washlngton.
uU. S Government Pllntlng Offacc, 1975), Table A, pp. 15-16.

a1
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&' recordkeeping textbooks used,in the United States.® This

{ - 4/ B e .
information resulted in the. further reduction of the text-

book list from six textbookg\to three with the removal of
. -~ L. : . ) . R
the two remaining Gregg. and the ‘one Pitman texts.

Census figures for 1972‘73 showed a total of 739,625 .
students enrolled in Accounting, Bookkeeping I,'and Record--
keeplng. Of this total, 162,844 were enrolled in Record-
;keeplng (Osterndorf, pp. 15-16), or a- rough ratio of one

. recordkeeplng student to every flve accounting and bookkeep—
ing students>//As South-Western claimed 75 percent of the

~

recordkeeping texts conprlslng only 20 percent of the total

e

textbooks 1mpact1ng the currlculum, the Gregg recordkeeping

text, General Recordkeeping, 6th ed., was eliminated .from

) ‘9‘ . ' S -
o the textbcok list. ( _ T

- . : ' L

To further substantiate the removal of the Gregg
textbooks from the list representing the conventional high

.school accounting and bookkeeping curriculum, a comparison °
was'made of South-Western's firsteyear accounting teytbook,

Centuty 21 Accounting, and Gregg's flrst—year accountlng

textbooP, Aﬂcountlng 10/12 2d ed - A page-by—page com-,

parlson bttwecn the two booLs showed that South—Western
igave 1l -percent more total page coverage top additional prob-
lems, 9 percent'more coverage to pdrtnerships'and'éorpora-

tions,- and 6 percent more coverage to the basic elements of

Spased on personal communications with Mr. C - F.
. ' Templeman, Assistant Vice-President, South-Western Publish-
- ing Co., November 13, 1275 and December.29, 1975,

- 124
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A.- ‘e . - ‘. . . .
bookkeeping. Gregg gave 4 percent more page coverage to

speclal journals and 14 perceﬁf’ﬂore coverage to-data pro-

cess1ng. Differences in tre\tment of other topics were

\ mlnor. Order of presen ation of topics was not. qpns10ered 4

o

The two- textbooks were imilar enough in content 50 that
removal of the Gregg textbcok would not negate the 1dent1—'

fication of the South-Western.textbook as representatlve ‘
of what is being. taught natlonally in the conventlonal
- [ . e

high school- accountlng and booLkeeplng currlquum R .

" The list of textbooks had now been reduced to -:

A

N three, all published by South—Western. Century 21 Account-

Fl

Aing, First-Year Course, Cler1ca1 Record Keeping, Course l,

v

3d ed., and Clerical Record Keeplng, Course ll, No sepa-

rate national enrollment figgres for second~year record—

keeplng courses -were available), 1rd1cet1ng that enrollmont

in secono—yeax recordkeeplng courses was not substantial. PN

For that reason, the tertbook for a second course in reco*é 4
- keeping was dropped from the list of tertboohs. .

Of the t“o textbooks remalnlno on the llSt, convldera—
tion was given to the posslble delctlon of the recordkccprng
tert. Enrollment figures (Osterndorf pp. 15-16) showed a
total o£ 162 844 students in 1972-1973 recordkeeplng courses
a ratio of one student to every five taklng_accountlng,
bookkeeping, and recordkeeping courses. To éiscover whether
the recordkeeping text was substdntiallybdifferent from' the

. . L] - 0
bookkeeping text, comparison was made between two : ;

L' i
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South-Western textbooks,‘Clerical Record Keeping; Course 1,
. . N ,

3d ed. ', and Century 21 Accountlng, Flrst-Year Course. A

-~

page-by-page comparison showed substantlal dlfferences be—

- tween thc two texts, with only 46 percent of the total puge

A6Y

coverage ‘being c:Lm:Llar. For this reason’ the recordkeeplng
N . N L .

text remained on the'textbook;listi

Summary. .Of the initial 1list of eight'texthooks originally

7 .
compiled; only two were identified zs representative of

national 1n°tructJon in the conventwonal hlgh school
( ;
accountlnglana boohkeeplng currlculum. Both textbooPs were

pub11 hed by South—hestern, Centuly 21 Accountlnq, Fnrst-

Year Course,'and Clerical Record Feeping, Course l 34 ed.

CONTENT Al ALYSIS OF THE TWO TEXTLOOKS MOST- COMhONLY
USED IN THE CONVENTIONAL HIGH SCHOOL ACCOUNTING
AND BOOLBEEPTNG CURRICULUM

Analksls of th2 two textbooks proceeded alon% the

lines of content analys1s suggested by Berelson6 and Holst:L.7

'Both Bcrelson and Holsti sugcested a four—stcp procedure to

= yse in analyalnc the content of textbooks.ﬂu

.

- *

. : _ ‘Step 1. Deflne the unlverse of content to be
- - -analyzed.

LS

-
1

.. .- bpernard Berelson, Content Analvsis-in_Communication;
Rescaxch (Clencoe, Illinois: Freec Press, 1952)."

~

7OJe ho}ubl' Content Analysis for the Social
Sciences and-Hwsanities (Reading, Magsachusetts: Adalson—
Wesley, 196%). . _ ‘ . :
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N Step 2. Partition the universe into categories.
‘Step 3. Seiect appropriate units of'analySis.

’ " Step 4. Quantlfy through counting, ranklng, or
‘,ratlng. .
y N Step 1 had been completeo throuch the 1dent1f1catlon
N

' of the two textbooks. ﬁs representatlve of natlonal high

-

school instruction. ’Step 2 conslsted of preperlng a llSt of

. ten categories' to be]used for<sort1ng the ]Ob tasks. The

150 job tasks of beglnnlng accounting and bookkeeplng workerc
presented in Chapter 2 were sorted into the ten categorles.'
In Step 3, the 150 jOb tasks were used as un1ts=for

-»andly 1no the content of tne two textbook The quantlfl-

’

cation in Step 4 consisted of meagurlng the amount of space:

in inches assigned to each of the job'taskv represented in |,
A ) the textbooke. Tne volume of space for each job task was .
;then accumuIatea and totaled, and the list of job.tasks
st ranked \1Lh the job task having the largest volume of
space in the teytbooks\ranhed as number ‘1 and the job task

hav1nc the 1ed~t voltmo of space ranked last

-

. Paltltlonlng the textbooks into_ catggories

A group of ten categor:c» wastused to partition the
7

o
h. ,

textbook. content. "Each of the tenhknggorles represented '
the accounting and bookkeeping,acéivities associatedgwith
the content of:thatvcategorxﬂ The ten catcgories with-

descriptions of their content wvere:




\; . -~ Category 1, 'Sales and Accounts Receivable.
Includes sales journal,.accounts receivable
! ledcer controlling accounts receivable, aging _
_ - accounts receivable, valuation of accounts receiv-
™~ able, schedule’ of aceounts receivable, credit -
’ - : selllng, sales invoices, statements of accounts
recelvable, sales taxes. . ) . -

Cateqoryrz Purchases and Accounts Payable.
Includes voucher reglster, purchases Jjournal,
..accounts payable ledger, contrelling accounts pay-
: W ~ able,, schedule of accounts payablé, credit buying,
¢ ' R purchases 1nvolces, freight, discount, vouchexrd -

&

. o Categorv 3.. Cash Recelpts and Cash Disbursements.
LI Includzs.,cash journals, cacsh reglstery receiving or

' - dicbursing cash or, checks, entries for discounting’

- notes, checkbook, bank statement reconciliation, \
petty cash, prov1ng or controlllng cash. . )

. qiteqory 4.a,gayrol-. Includes all calculations,
records, ‘tax returnc, and.reports relating to pay-

s N - L - I.'Oll. S > a . . " : ) : 1
) ‘KCatecory 5.» Inventories Includes 1nventory recoxds,
. inventory counts, cost records, productlon reportlng.

Category 6. Electronic Data Proce051ng; Includes
, - coding, compallng, corzectlng, processsang, and °
pro~rammlng. ‘ _ .

-Cdteqory 7. Generzl Journal and General Ledger.
Includes,general journal entrleo, posting, general -

4 ledgc-, adjusting, closing,. correctlng angd xevers-
ing entribs, baldncing and ruling chart of _
accounts, and transaction analyols into’ debits and

. <\ °cred1ts. . .
: Category 8.  JFinancial ‘Statements. Includes trial
" -balance, worksheet, balance she;t, the accounting
equation as it relates to the balance sheet, income
statement, statement of capital, miscellzneous: '
financial statemeunts and scheditles, tax returns
Other than payroll and sales taxes.

Cateoory, blscellaneo 8 Specxflc Tasvs._ Includes
specific tasks mot,included elsewhere, recording

(not analyzing)-combination journal entrics,
calculating interest. on notes, selecting dcprecxatlon
methods, calculating gain or loss on:sale of fixed,
asscys, calculating partnershlp dlstrlbutlons.q

-

.
. . I
4 . , i
ot s .
: . . . ¢ ©
. . W . . .
. . . .
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=

Categorv 10. Miscellaneous Generalized Tasks.
Includes the nature of business, types of- business
organization, the accountlng cycle, buslness terms
outside of categorlcs 1-9.

o
o
.\\\‘ -

The 150 job tasks of beglnnlng accountlng and book-

keeplng workers presented in Chapter 2 Table 14, were

a -

selectca as approprlate units to. analyze the two textbooks.

(3

Table ~15 shows the transltlon of the 150 job tasks from
" ) W
» ‘NOBELS CIQSC1f1catlons 1nto the tcn categorles used for

!

v _temtbook analysl - Table 16 shows the total number of joﬁ

. tasks sorted into each of the: ten categorles used for text-

tbook analy°1s. Appendix B contalns a llst of the ten
&

A . E v

catecorles used to partltlon the tcxtbooks, "the ]Ob tasks .ff
included 1in. each categoxryy explanatlons to clarlfy the jOb

' task statements, and the number of task sheets representlng'
. : . » ' .
eachﬂjobgtask. s

et
-

o
e
a
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/ N - Table 15 . M
Sorting the 150 Job Task° of the Beginning Accountlng
- F and Boockkeeping Worker into the Ten Categories Used
- for the Textbook Analy51s ‘ -
o __'\v ’
. . No. - Sorted for
NOBELS Classification of Job Textbook Category-
' Tasks | . Rnalysis
. 'J . N oo N . .
01. Numerical Clerical 76 R 26~Cétegory 1
' Records , T , 2-Category 2
- - ’ Co ' K 21-Category 3 .
) , _ ' & ll-Cagegoxry 4 %
o : : 8-Categoxry-5-
o - ' 1-Category 6
l1-Category 7
2-Category 8
. 4-Categoery 9
B . : . S : 3 \
02. Client Related co .
' Services ' ' 22 o - 3-Category 1°
LA : 9-Category 3
10-Category 9
06. Electronic Data Pro~ ~ﬁ . ' :
cessing. . 35 L - 35-Category 6
08. éalef‘ . 5 ‘ 5-Category 1
09;- Inventory, Shlpplng, :
, Recéiving : 9 . l-Category 1
o : . 4-Category 2
. . ' : : 4-Catcgory 5
- 10. Purchasing : ;_.‘ o s 1-Category 5
11. Productioh - - | ‘.' 2 " 2-Category 5
‘ Total - 150 150

130
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! Table 16
_ 7 -The 150 Job iasks of the Beginning Accounting and
I ' Bookkeeplng Worker Sorted into the Ten Categorles
' : Used for the Textbook Analy51s‘
f/
- - B . No. ' . No. of
. " Category : - of ‘Job N Task -
. - ' - - Tasks = - ‘ Sheets
l. Sales and Accounts - '
Receivable - 35 . - ‘ 420
2. Purchases and Accounts ' ’
. - Payable ' 6 : 131
3. Cash Receipts and Cash o
* Disbursements - : 30 268 -
4. Payrcll - ‘ ‘ L 11 : 140
.5. :Inventories . 15 238
6. Eléctronic Data Processing . - 36 ' 406
7. General Journal and General : S
Ledger ; .1 18
8. Financial Statements T2 54
9. Miscellaneous Specific Tasks 14 176
10. Misgellaneous General Tasks . 0 o 0
. Total - 150 >+ 1,851

>
Analyz*gg and guantifying the content of the tehtbooke

The two textbooks were then analyzed Fage by puge
to determlne hov much space had been’ allotted to each job
‘task. The analyq1s of both textbooks sharcd Lhese conmon
:features: . ) v

1. Only numbered text pagés were unalyzed. The
frontispiece, table of contents, and 1nacx were
omlttcd. /

2. . Illustrations were analyaed except whele noLed
otherwisec. -,
¥, As both texts used proportional type varying
from 15 .to 19 characters per linear inch and occupy-
ing 6 lines per vertical inch, -the space require-—.
> : ments of type in both books . were considcred similar.

FRIC o 18
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. \' ) }
- : S The codlng system used in analysis of the text-
books retained the original NOEELS code for each
- job® task preceded by the ‘textbook analysis category
nunber, c¢.g., jok task 01.03.01, the worker prepares
L. payroll, had. been classified’ 1nto textbook category

4-Payroll. In the textbook analy51s thls ]Ob task
"would be coded as 4.01.03.01. .

5. The length of each textbook pace in.both books
was 8 1nches. ’

w : 6. Much of ‘the textbook coritent lacked spec1£1c1ty.
) : - Analysis of the content followed the £ollow1ng list
of ch01ces in devccndlng order'

a. content coverlng a SpClelC job frask

b. content covering a specific. category

c. content failling into category 9--miscellaneous

specific tasks not included in other categories

d. content falling intp category l0--general,

' norxtask—-spec*flc 1nrormatlon

S ‘ 'Q The analy51s of Century 21 Accountlrg, First-Year

Course had these special features: ' o

1. A& total of 701 pages were analyzed. The book-:
had a "tctal of 736 pages, plus 10 unnumbered trans-
vision pages which ccntained job task information.
. A total of 45 pages were not analyzed, 42 of which
referred to sets or progects, and 3 which were
;llustratlons vhich could not be analyacd.

2. The width of the prlnted line on each page was
4.5 inches wide. . Top ard -bottom margins varied
considerably from a total of .5 to° .875 inches.
Side margins varied from 1-2 inches with many
illustraticns and notes extending into the side
margins. Considering these- variations, the number
of square inches on each page was considered to be
36 square inches (4.5 inchies by 8 inches). The: total
701 pages by 36 square inches = 25,236 sguare inches
~ of text content mirus-212.38 square inches of un-

, ¢ uscd space left blunk at the end of chapter&, or a
flnal total of 25,023.6G2 squure,lnchev of space 1n
this textbook. -

3. The textbook was marked and measured for each
job task and accumulated by inches on worksheets.
The accumulation of inches for each job task was
totaled., The accumulation of inches for each .
'catc901y was also totaled.

o132

~
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The analysis of Clerical Record Keepingl Course 1,

34 ed., ﬂad these special féatures:' ) B - :

1. - A total ©f 625 pages was analyzed. The book had
. a total of 626 pages, onquage illustrating a multi-"-
. plication matrix was not nalyzed.

2. The width of the printed line on each page was v
4.625 inches.:- Top and bottom margins totaled about T
"1.375 of an inch. Side margins were uniform. As )
the top and bottom margins vere about .5 inch more
than those in the Century 21 Accounting, First-Year
Course, the length of each page was considered to be
7.5 inches rather than €. The number of square
inches on each page was considercd to be 34.6875 - )
square inches (4.625 by 7.5 inches). The total 625 _—
_ © pages by 34.6875 square inches = 21,679.68 square
L inches of text content minus 534.53 square inches of
‘unused space left blank at the end of chapters, or a
"final total of 21,145.15 square inches of space in o
- this textbook. ‘ ' -

A

3. The textbook was marked and measured for each -
job task and accumulated by fractions of pages on

* worksheets. The accumulation of pages for each job-
task was totaled and converted intc square inches
(nurmber of pages by 34.6875). The accumulation of
inches for each.category was alco totaled.

The confent anzlysis of each textbook yielded a list
og the amount of space given to eagh jpbftask. The job
tasks of the.beginning acqguﬁting éhd bookkeepipg wquer
were then listed and ranked actording to the amount oﬁ
spaéc allottcd to each job task. Table.l7 presents a ranked -

. _ v ‘
list cf the job tasks included in Century 21, Accounting,

First-Year Course. Table 18 presents a- ranked list of the

? job tasks included in Clerical ‘Record ¥eeping, Course 1,

3d ed. A L LT

133~
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_Table 17

Job Tasks Included in Century 21 Accounting,
First~Year Course’ i -

Total

le.

139.5.

134 . o ,

Rank - Code Square - Job Task
: : Inches* L
1.. 4.01.03.01 864 The worker prepares payroll:
2. 3.01.05.03 . 520.86. The worker records payments
' ' received. o
3. +3.01.04.02 518.03 The workér verifies totals of
cancelled checks, computer
tapes, and tellers' balance
g sheets. .
4. 3.01.09.02 462.25 The worker prépares dlsburse—
- - " ments of funds. '
5. 3.01.05.02 433.87 The worker receives, poymonus
= over the counter;
6. 6.06.0€.01 421.87 The vorker writes compuLcr
programs.
7. 6.06.05.03 383.50 The worker opcrates Opthul
s scanning equipment to convert:
. . s printed data into punched.data.
8. 1.01.01.02 375.75 The worker records accounts
' i receivable from-such documents’
as salesmen's oxders, cash
. “receipts, and:iinvoices.
9. 2.01.02.02 338.62 The worker recoxds account°
. _ - payable.
10. 1.01.01.03 285.75 The workerx prepares bl%}lnas of
: : ’ sales. -
11. 6.06.04.01 271.12 The worker codes forms such as
.- purchase.orders, invoices, and .
L : - applications for keypunching.
12. 3.01.05.06  262.13 The' worker prepares reconcilia-
. tion of bank accounts. ’
"13. 3.01.09.C3 212.6 The woxrker prepgrcs dishurse-
' ment of petty cash funds. |
- 14. 3.01.02.03 193.£6 The wvorker prepares payments
’ - . _from documents such as lnv01ces,
. . _ - billd, and vouchers.
< 15., . 2.01.02.01 150.75 The worker computes accounts
- payable from source documcnts.
6.06.03.06 The worler operates elcuﬁlonlc

computer and pellpheral equip- .
ment.

E
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Table 17 (continued) : '

» - co ) ‘//
S .+ Total . .
Rank Code Square - Job Task
: Inches* )
_;- : ' 3 ) ’
17. - 6.06.05.01  132.75 The Worker operates unit-record

equipment such as the sorter
; reproducer, collator, anrd in-
. : . - .- terpreter.
18. 4,01.03.04 95.62 The worker compiles payroll
‘ - reports from payroll sheets,

- time sheets, job‘carés, and
printouts.
19. 6».06.01.02(~ .93.38 The worker punches cards from

source documents such as in-
voices, orders, time cards, and
" instructions.
The worker reccrds payroll in-
formation.
21. 2.09.03.03 76.5 The wérker issues a claim or ad-
' justment against the carrier/
supplier for damageu/shuxt/over—
_ . shipments.
22, 5.10.00.01 . 73.5 -The worker malntalns supplies .+ °
- . and stock inventory.
23. - 1.01.08.05 * 69.75 .The worker processes credit
: ¢ metorandums.’ 5
24, -3.01.05.01 67.5 The worker prepares the bank
' ) ' " . .deposit from cash recelpts.
25.5 1.01.01.01 47.25 The worker types invoices from
- such documents as sales tickets,
contractq, and receiving reports.
25.5 1.01.01.08 47.25 The worker prepares statements
' from patients' accounts and
charge slips.

. 20.  4.01.03.02 85.

ui

27. 7.06.01.03 39.38. The worker operates a keytape

’ ' ' machine *punching magnetic tape.
23. "6.06.03.03 . 25.87 The worker places magnetic tape

: on a computer tape drive.

29. 6.06.03.08 24.75 The worker prepares punched’
: : ' cards for computer xun. . ,
30. 6.06.01.02 - 15.75 The worker opurates a verifier.
31. 6.01.03.05 18 The worker verifies manually'

prepared totals.

-




" Table 17 (continued) - ) , )

- . Total )
Rank Code " Sqguare Job Task
Inches* -
32, 6.06.03.04 12.38 The worker ‘prepares weekly pay-
U i roll from payroll tapes.
33.% 6.06.06.02 -9 The worker checks cocmputer pro-.
. grams. ' : '
33.5 - 3.01.04.03 9 The worker verifies cash re-

ceipts for deposit.

’
>

©\

136,

*The. total sguare inches covered by all 34 job tasks amounts
t0"6,,.776.59 square inches. ' :
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Table 18

Job Tasksthcluded in Clericai Record
Keeping, Course 1, 3d ed.

,\m

e

v

Rank ' sz;d'e

!

N sheets.

Total
Square Job Task ’
Inches* -
1. 4.01.03.01 ~3110.08 The worker prepares payroll.
2. 3.01.09.02 - 1806.84 " The worker prepares dlsburse—
. ‘ ment of funds. '
3. 3.01.05.03 ¢1464.68 The worker records payments
) received.
4. 3.01.05.02 " 7 1123.98 The worker receives payments
. o over the counter.
5. . 1.01.01.03 1083.64 The worker prepares billings
- ‘ of sales. -
6. 3.01.09.03 948,36 The worker preparec ddsburse-
. . ments of petty cash funds.
7. 1.01.01.08 832.50 The worker prepares statements
. ' from patients' accounts and =,
: : - . charge slips. -
8. 5.09.01.02 731.21 The worker updates 1nventory
: . : records from office supply ain-
N . vontory documents. _
. 9. 1.01.01.c2 682.30  The worker records accounts
' receivable.from such documents
B - as salesmen's orders, cash
. ' receipts, and invoices.
10. 1.01.08.05 . 621.95 The worker processes credit
memorandums,
11. 1.01.01.01° 615.70 . The worker types invoices frem
- T such docunents as sales ticketis,
~ contracts, and receiving reports.’
12.5 2.01.02.02 562.34 The worker records accountu
payables.
12.5 .5.10.00.01 562.34 The or]erzmdlntalnsrsuppllec
, , and steck . inventory.
14. "3.01.05.06 520.35 The worker prepares reconci-
. . . liation of bank accounts.
15. 3.01.05.01 484.03 The worker prepares the bank
' deposit from cash receipts.
16 3.01.04.02 421.80 The worker verifies totals of

cancelled checks, computer
tapes, and tellers' balancc

1

137
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Table 18 (continued)

-

Total . : -

Rank Code - Square * Job. Task
S N ';nches* o
- ] — - ] \
17. 4.01.03.02 = 335.43 The worker records payroll in-~'

. T ' formatiomn. ‘
18. 2.01.02.01 242.81 ¢ The worker computes accounts

T +_ payable.from source documents.

19. 5.01.0%.702 225.47 .Thie workKer prepares bids and
: e . cost estimates of products and
g C - services. ' -
20. 4.01.03.04° 115.86 . The worker compiles payroll
‘ G reports from payroll sheets,
- time shecets, job-cards, and
- . printouts. -

>

*The total square inches covered by_ali'20 job tasks amounts
to 16,2;1ﬂ67 square inches. ‘

SYNTHESIZING THE JOB TASK LISTS FROM TWO TEXTBOOKS INTO
ONE LIST OF THE JOB TASKS INCLUDED IN THE CONVENTIONAL
HIGH SCHOOL ACCOUNTING AND BOOKKEEPING CURRICULUM

.Th; job tack 1ist§ from, the twd.tex;books were
sYnthesized'bn the basis of the enrollment figures mgﬁ@ioned.
eérliéf in this chapter (Osterhdor£,7l975)w T%e rough ratio.
of 9ne récordkéeping'student to every five'bookkeeping and
'adébuntiné students ‘provided the basis*ﬁbﬁ;sfnthesizing the
two job task lists. he total square inehes for each job

-7

task on the list from -the analysis of Century 21 hccounting,

First-Ycar CouIrsc were multiplied by five‘éﬁd then added to
B « < -~ “

A\

138
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the total sqﬁare inches for each job task on the list from'

the analysis of Clerical Recoxd Keeping, Course 1.8 ‘The .

" .synthesized list was then ranked according to the amount of

t

space allotted to each job task, with the job task occupying

the largest total amouﬁt of space rankéd as 1. The presenta—_

tion of the list of job tasks included in the conventional

high.school accounting and bookkeeping curriculum follows in

Table 19. , | : /_,,/

-«

86,776.59 sq. in. from Century 21 Accounting, First-
Year Course, mpnltiplied by 5, and added to 16,511.67 square -
Inches from Clerical. Record Keeping, Course 1, totaled '
50,394.62, the weighted total of square -inches applying to
specific job tasks in the combined textbooks. 25,023.65

square inches from Century 21, Accounting, First~Year Course,_'

multiplied by 5 and added to 21,145.15 square inches froin
Clerical Record Keeping, Course 1, totaled 146,263.4 square
~Inches, the weightced total applying to the total content of
the combined textbooks. e

139
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Table 19

Jcb Tasks Included in' the Conventional High School

Accountlng and BooPkeeplng Currlculum

22.

s

Rank * Code Job Task
1. 4.01.03.01 The worker prépares payrolls.
2. « . 3.01.08.02 The worker prepares disbursement of funds.
3. 3.01.05.03 The worker records payments received.
4. 3.01.05.02° The worker receives payments over the
- counter. e o .
5. 3.01.04.02  The worker verifies totals of cancelled
- - checks: computer tapes, and tellers
» balance sheets.._
6. '1.€1.01.02 The worker records accounts recelvable
i °  from such documents as salesmen's orders,
) cash recelpts, and invoices.
7. 1.01.01.03 The worker. prepares billings of sales.
8. 2.01.02.02 The worker recoxcs accounts payables.
9. 6.06.06.01 The worker writes computer programs.
10. 3.01.08.03 The -worker prepares dlsbursement of petty
cash funds. .
11. 6.06.05.03 The worker opcrates cptical scanning
equipment to convert- printed datd to
_ ; punched data.
~12. 3.01.05.06 The worker prepares reconc1]1atlon of
' - bank accounts.
13. 6.06.04.01 The worker codes forms such as purchase
' orders, invoices, and appllcatlons for
s o ' keypunching. .
14. 1.01.01.08 The worker prepares statements from
» ' patients' accounts and charge sbhips.
15. 2.01.02.01 The worker computes accounts payable from
- source documents. Y .
le. 1.01.08.05 The worker processes credit memorandums,
17. 3.01.02.03 The worker prépares payments frorm docu-
: ments such as invoices, bills, and
' vouchers. ’ *
18. 5.10.00.01 The worker maintains supplies and stock
‘ inventory. .
19. 1.01.01.01 The worker types 1nv01ccP frbm such
‘ documents as cales tickets; conuc:acts,
and receivinyg reports.
20. 3.01.05.01 The workexr prepares the bank deposit.
21. .4.01.03.02 The worker records payroll information.
5.09.01.02 The worker updates inventory records

from office supply inventory documents.

>
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Table 19 (¢ontinued)
Rank Code Job Task
: _ ; .
, 23. . 6.06.03.06 The worker operates electronit computer
B and peripheral equipment.
24. 6.06.05.01  The worker operates unit-record equipment
’ such as the sortér, reproducer, collator,
T : _ and interpreter. . Loe
25. 4.01%03.04 The ‘worker compiles payroll reporis from
: payroll sheets, time sheets, job cards,
L oo ‘ and printouts. - -
¥26. 6.06.01.01 The worker punthes cards from source
: . documents such as invoices, orders, ‘time
» - cards, and instructions. T
27. '~ 2.09.03.03 The worker issues>a claim or an adjust-
- o 8 ment against the carrier/supplier for .
) . , . damaged/short/overshirnents.
28. 5.01.07.02 The worker prepares bids and cost
. o estimates of products and services. - !
<29, 6.06.01.03 The worker operates a keytape machine
punching magnetic tape. -
30. 6.06.03.03 The worker places magnetic tape on a
§§ : computer ‘tape drive. - ,
1. 6.06.03.09 The worker prepares punched cards for
. . . computer run. _
32, 6.01.03.05 The worker punches payroll dat~. :
33. 6%, 06.01.02 . The worker operates a verifier. -
34. © 6.06.03.04°  The worker prepares weekly payro%l\from
. - payroll tapes. - “ -
‘ . 35.5 6.06.06.02- The worker checks computer programs. - -
~ 35.5 3.01.04.03 The worker verifies ca receipts for
X . 5 "~ deposit.. c -

SUMMARY. OF THXE DATA ABOUT THE JOB TASKS INCLUDED IN

THE CONVENTIONAL HIGH SCHOOL ACC

NTING

_‘AND.BOOKKEEPING CURRICUL 1

A list of 36 job tasks inclqaed in the conventional

high School gccoﬁnting and.pookkeeping Curriculum“was per—

~ &

-

sented in Table 19.. Based on the assumption that textbooks

a

,1f;1 | "' .
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- ) ~ A
‘determlne the hlgh school accounting and bookkeeplng curric~

ulum, the list. resulted from an 1dentif1catlon, content an-

alysis, and synthe51s of textbooks. : «“ ) ) ‘
Two South—Western Publlshlng Company tertbooks,

Century 21 Accountlng, Flrst-Year Course, and Clerlcal

5

4 L

'Record Keeping, Course 1, 34 ed., were identlfled ‘as repre—

i

sentative of national instruction. Sales figures, enrollment

- figures, and comparisons made between texttooks established

P

that identification. B : g

Content analysis of the textbooks
| The 150 jOb tasks of beglnnlng accountlng and book—L
keeplng workels were used as uths to analyze the contents

g

of the two selected textbooks. i S ' .

The flndang° from the analysis of Lentury 21 Account-

ing, F t—Yoar Course:

' T.' Tablc 17 presented a ranked llSt of thée 34
e 0

spoc1f1c jOb tasks found in this text of the 150 job tasks
used as units. of analy51s, 116 Cuuld not be spec1f1cally .

1dent1f1ed in the text.

3

2. The total numbex of sQuare 1nches covered by. the _
34 job tasks listed in Table 17 amounted to 6,776.59 sqguare
1nchcs or 27 percent of the total amount of 25 023.65 squaré
inches of sgace~analyzcd-1n the text. See Table 20 for the

‘details suppoxting this statement.

- : [
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- : ‘3; The total number of square'inches covered by

1nformatlon spec1f1c .only to the extent that>1t could be
1dent1f1ed as flttlng 1nto a category amounted to 28, 247 06

Ssquare inches or 73 percent of the total amount of 25, 023 65

o

square 1nches of_space analyzed in the text. See Table 20

for the detalls supportlno this statement R “ -

4, The first 7 jOb tasks on the list of 34 jOb
tasks in Table 17 accounted for approxmmately 50 percent
“of tho total 6, 776.59 square 1nches covércd by the 34 tasks.
Of these 7 tacks, four vere in the éash Recelpts and Cash

Disbursements category, 2 in Electronic Data Processrng, aqd

1in Payroll. o o T,

“

5. The firest 12 jOb tacks on the list of 34 Job
tasks in Table l7 accounted for ;pprohlmately 75 percent of
the total G, 776(59 square inches coVeredrhy the 34 tasks.
Of these 12 tasks, 5 were in the Cash Recelpts and Cash
Dlsbursements category, 3 in BlectronJc Data Processlng, 2
in Sales and Accounts Recelvable, l in PayrolI' and 1 in

~

. Financial Statements.
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Table -20
o) * .. : )
Content Analysis of the Ten Categories Used.to ARnalyze
Century 21 Accounting, First-Year Course

A

Total Sq: Total Sq.

Total | Inches for - Inches for

_ o Square Specific Job . * General

Category Rank Inches Tasks , Information

. . N

* 1. 5 1,827.56C 825.75 . 1,001.81
2. 8 989.72 565.87 " : 423.85
3. 3 ~ 3,562.11 2,680.10 . 882.01
4. 6 1,532.96 1,045.12 487.87

5. 10 81.37 73.50 ' 7.87

. 6., 4 2,539.50 1,586.25 953.25 |
7. 1l 7,088.56 - 7,088.56
. 8. 2 5,064.82 - . 5,064.56
9. -7 1,518.02 = .- 1,518.02
10. 9 819:00 L .- 819.00
25, Oég 65 6,776;59' 18,247.06

B \ A

100% h 27%. - 73%

square inches or 78 percent of the 21,145.15's¢uafe_inches‘

_*Read line 1 as follows: 'CatngOry 1 occu?ied the fifth

largest amount of space.in the text. Of the total 1,827.56
square inches occupied, 825.75 square inchas applied to
specific job tasks, 1,001. g1 square inches can only be
idehtified as applylng to this category.. o

The flndlngs from the analy is' of Clerlcal Recozd

Xeceping, Cuurse 1, 34 ed.:

1. Table 18 presented a ranked list of,the 20
specific.job tasks found in'this text. Of the 150 job tasks
used as unils of analysis, l30‘could.not be 5peci£ica11y.
iéeﬁ%;ficd. v

2. The total number of square inches covered by the

20 épecific job tasks in Table 18 amounted to 16,511.67

P4
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.of spacézanalyzed in the text. ~See Table-21“}or the dgtails
sﬁppbrting this statement. '

3. ‘The total nuﬁber oflSquafe incheé covefed by
1nformatlon specific only .to the extent that it could be
identified as flttang into a category amounted to 4,633.48
square inches or 22 percent of the‘21!145f15 squ;re inches
_of,space'analyzed in the text. Etee Table 21 for the details
supporting thls statement.

4. The flrst 5 job tasks on the llst of 20 job
't;sks'accounted for approx1mate1y 50 percgnt of thehtotal
16,511.67 square incheé'c0vered by the 20 tasks. Of these
5 jobht;sks,'3 wvere in the Cash Receipts andngééh Disburse;'
ments . category, 1 was in Payroli, and 1 Qas in Sales andﬁ
Accounts Recelvable. | |

5; The £irst 10 job tashs on thc list of 20 job
. tasks accounted for approAlw-tely 75 percent of the total‘
.16,511.67 square inches’covered by the 20 tasks. = Of these
%O'tasks, four were in the Cash Receipts and Cash Disburse-
" ments categorf; 4 in Sa}eé aﬁd'Accoupts Repciva?le, 1 in

InQentdries, and 1 in Payroll. /
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Table 21

Content Analysis of the Ten Categories Used to Analyze
Clerlcal Record Keeping, Course 1, 3d ed.

, Total Sq.-. Total Sq.
Total Inches for Inches for
Square ' Specific Jok General
Category Rank - Inches <Tasks Information
* 1, 2 4,237.15 3,836.09 . 4C1.06
2. 7 832.49 ' 815.15 17.34
3. 1l 6,963.94 6,770.04 193.90
4, 3 3,742.19 3,561.37 80.82
5. 5 1,529.02 1,529.02 . : Rale
. 6. - - T . ——
7. 6 902.50 . - 902.50
8. 8 386.77 - - ' 386.77
9. 4 , 2,316.02 ’ - 2,316.02
10. 9 335.07 L ~-335.07
- 21,145.15  16,511.67  4,633.48
' ' #
100% - 78% 22%

—

. *Read line as follows: Category X occupled the secend
largest amount of. space in the text. Of the total 4,237. 15
square inches occupie g »2r836.09 square inches applled to
specific job tasks, 3—%56—99 square inches can only be
;dentlfled as applying to this: category. :

i

. Synthesizing the llSt from the two textbooks intd-oné-list
The job task lists from the two textbooks were
synthesized into one 11=t using the enrollment ratio of one
recordkeeplng student for ever¥>f1Ve accounting and book-
Peeplng students. The total squarc jinches' for eacb job task

L

on the list from‘bentu:y 21 I.=counting, First-Year Course

were mqltipiied‘by'five and then added to’ the total sguare

inches for éach job task on the list_from Clerical Record

’
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‘-

)

tative'llst: o <
1. A list of 36 job tasks representing the conven-
tional'hiqh school accounting and bookkeeping curriculum was

presented in Table 19, Chapter 3. Of the 150 job tasks used

Vd

as.units of analysis, 114 could not be specifically identified.

2. The total number of square inches covered by the

- 36 job tacsks amounted to 50,394.62 weighted square inches or

1nformaf:on specific only to the extent Lhat ;t could be

34 percent of the weighted total of the 146,263.4 square
inches of spaces analyzed in the two textbooks. See Table
22 for the details supporting'this—statement;

3. The total number’ of square inches covered by ‘
identified as fitting 1nto a category amounted to 95, 868 78
welghted square 1nches or 66 percent of the weighted total
of the 146,263.4 square inches of space- analyzed in the

) ' \

two textbooks. See Table 22 for the detalls supportlng

-~

tuis statement. |
4. The first 7 job tasks on the list of 36 job tasks
accounted for approximately 50° pcrcent of the WClghted total
of 50, 394 62 square -inches of space covered by the 36 job
tasks.- of these 7 task 4 were in the Cash Rccelpts and
Cash Dlsbursements category, 2 in Sales apd Accounts.ReceivJ

able, and 1 1n Payroll

5. The first 13 job tasks on the 1lst/of 36 job

tasks accounted for approximately 75 percent of the we%ghted

' N

/
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tot&f of 50,394.62 square inches of-spéce coVéred by'the

36 tasks. Of thege 13 tasks, 6 were in the’ Cash Receiéts
‘and Disbursementé category, 3 in Electronib'Data Proéessing;
2 in Sales and Accounts Receivable, 1 in'?ﬁ;chases and-

"Accounts Payable, .and 1 in Payroll.

4

Table 2f

~ the Comblned and Welghted Teytbooks

A B

- . . Ty ./"' 1

: . Total Sq. Total Sq.
Total inches for . Inches for

: . Square . Specific Job- General
Category Rank Inches - ~ Tasks Information
* 1. 4 13,374.95 7,964.84 5,410.11
2. g 5,781.09° 3,644.50 - 2,136.59

s~ 3. 3 24,774.49 . 20,170.54 4,603.95
4. 6 11,307.14 8,786.97 2,520.17

5. 10 1,935.87 . 1,89€.52 . 39.35

6. 5. 12,697.50 © 7,931.25 4,766.25

7. 1 36,345.30 - 36,345.30

8. 2 25,710.87 - 25,710.87

9. N 9,906.12 - 9,906.12

10.. 9 4,430.07 : —- - 4,430.07
146,263.40 . 50,394.62 95,868.78

100% - 34% ' " 66%

+
N

*Read ‘line as followe: Category 1 occupled the fourth
largest amount of space in the combincd texts. Of the
total 12,374.95 sguare inchés occupleo, 7,964.84 squarec
inches dpplled to specific job tasks AJO square inches
can only be identified as applying to th1< category.-

7/
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Chapter.4

TO WHAT EXTELT DOES THE CONVENTIONAL HIGH SCHOOL ACCOUNTING
- AND BOOKKXEEBING CURRICULUM INCLUDE AND PRIORITIZE THE JOB -
TASKS OF THE BEGINNING ACCOUNTING AND BOOKKEEPING WORKER?

'S

[y

The extent to which the conventicnal high school

o

curriculum includes and prioritizes the job tasks of the
beginning accounting and bookkeeping worker is examined

through the application of rank correlation statistics and

‘a comparison of the contents of the two lists presented in

Tables 14 and 19. For purposes ‘of comparison the two lists

are referred to as the NOBELS job task list and the curric-
ulum job-task list. -

THE FINDINGS FROM STATISTICAL APPLICATIOKS

The NOBELS job task list had been collected and

ranked by frequency of job task representation. The cur-

riculum job tacsk list had been.collected’and ranked by

volume of space uscd in textbooks. To describe the relation-

ship betwecen the two lists, a'productémoment correlation

coefficient was computed. The value ascribed to the
product-moment correlation coefficient ranged from -1 to +1

and equals~l only if each set 6%'pairs had exactly the same:

rank,on each .variable. ‘
131 "
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o .
1. No slgnlflcant relatlonshlp was found between

3
the NOBELS job task llSt and the currlculum Job task 113t

when the lists were_grouped by category. As no. tied ranks
appeared when the job tasks wére grouped by category, the
Spearman formula for finding a product-moment correlation
coefflclent was used. " A correlatlon coefficient of ~.233
.Was'computed, which when appiied to a.crltlcalvvalue table
showed no significance a* any level of~confidehce‘from .01
.10f Table 23- shows the computations supporting this
statement. - | |
' ' 2. No sighificant relationship was found between -
éhe NOBELS job tésk list and>the curriculum job tagk list
groupea by the specific jOb tasLs common to bobh lists. As.
there were several tied ranks on both llsLs, the computat10ﬂ31
formula for a.product-moment correlation coefficient suggected

1

by Glass and Stanley waé used. A corrclation coefficient of

.17 was computed,; which when applied to a éritical value‘
table showed:no‘significancé at any level of confidence from
.01 to-.lol Table 24.shbhs the computations suppbrting'this

statement. To substantiate the lack of relationship demon-~

strated linearly by the correlation cozfficient, a scatter

&

lgene Glass and Julian Stanley, Statistical Methods
in Education and Psychology (Englewood Cliffs, N. J.: .
Prentice-Hall, 1970) p. 175 and -p. 1ll4.
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v 'diagram was built and examined t:. determine whether a
curvilinear rélationship night exist bétween the two lists.
Figure 1 indicates the lack of any significant curvilincar

relationship between the two lists.

Table 23
Illustration of Spearm\n s Rank Correlat;on Coefficient °
Applled to the Ran! uuﬁwrned to Job Task Categories . .
by NOBELS ) - - the Currlculum (Y)*~ ) ,
NOBELS } Curriculum . _ ' :
¢ Category” X Y- ¥2 T y2 (x-Y)2
1. 1 4 1 1e 9
2. 7 . 8 49 64 1
DY 3- ' ~3 3 - 9 . 9 0
4, 6 6 36, 36 0
5. 4 9 16 81 - - 25
6. 2 5 4 25 : 9
7. 9 1. 81 1 64
8. 8 2 64 4 36
9. 5 7 25 49 4
suns : 45 45 ‘285 285 148
r.=1-6 (¥¥)2 . critical value of n= 9.2t .10 = .600
= n (n2-1) R - .- at .05.= ,683
) - v at .01 = ,833
=1-6 x 148 . - ; :
8 (8- li-“'; : o .
- -.233 | "

*As Category 10 was ranked by Y (Lhe>curriculum job task .
list) but not by X (NOEELS job-task list), it was omitted
from the Stdtl%tlcal treatment in ths table.;,m :
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Table 24

' Illustratlon of the Correiation Coefficient Method Applled
, - to the Ranks Assigned to 36 Job Tasks Confmon to NOBELS (X)
and to the Currlculum (Y} :

4

. Curric-
NOBELS ulum .
Rank - Rank

Job Task . X X x2 Y2 j\”(XY)
4.01.03.01 3 1 -9 1 ﬁ\\\x3 .
- 3.01.09.02 2 2. 529 4 6 -
. 3,01,05.03 20 3 400 9 = ™ - 60
© 3.0%.05.02 © 17 4 289 16 68
, 3.01.04.02 1€ 5. 256 25 80
.7 1.01.01.02 6 6 36 . . 36 36
1.01.01.03 9 7 81 49 ‘€3
2.01.02.02 7 8 .49 . 64 55
. 6.06.06.01 18.5 9 342.25 81 16668
3.01.09.03 - 30.5 .10 930.25 100 305
6.06.05.03 30.5 11 930.25 121 - 335.5
3.01.05.06 25 12 . 625 - -mld4 - 7300
6.06.04.01 8 13 . 64 . 169 104
1.01.01.68 - 25 14 625 " 196 - - 350
- 2.01.02.0% .4 15 - 16 . 225 5 60
1.01,08.05 27 16 729 256 432
3.01.02.03 . 11 . 17 o121 289 . 187
5.10.00.01 2 18 Lo 4 . 324 © 36
1.01.01.,0r - 5 19 | 25 361 . - 95
3.01.05.01 12.5 20 © - 156.25. 400 | 250
4.01.03.02 12.5 21 - 156.25 - 441 - 262.5
5.09.01.02 14 22 .. 196 484 308
6.06.03.06 34.5 23 1,190. 25 529 79435 -
. 6.0r,05.01 - 15 24 . 225 ‘576 360
© 4,01.03.04 121 25 © 441 625. + . 525
~6.06,01.01 ‘1 . (26 S 676 © 26
2.09.03.03 34,5 . 27 1,190.25 - 729 931. 5
. 5:01.07.02 . 22 . .28 . 484 . 784 . 616
) 6.06.01.03 25 29 625 841 725
- "6.06.03:03 . 30.5 30 930.25 900 - 915
6.06.03.086 , = 36 31 1,296 961 1,116
. 6.01.03.05 30,5 32 . 930.25 1,024 . 976
. or ( ) N . -
‘ . 152 : .
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Table 24 (continued)

Currié- .
NOBELS ~ ulum
- Rank Rank 5
Job Task T X Y X2 'S (XY)
6.06.01.02-  10. 33 160 1,089 330
6.06.03.04 = 30.5 34 930.25 1,156 1,037
6.06.06.02 30.5 35.5 930.25 1,260.25 1,082.75
- 3.01.04.03 18.5  35.5  342.25 1,260.25 _ - 656.75
‘Sums 666 666 16,185  16,205.50 12,979.85
r = _ Sy - (1X) (5Vi/n - /
A TTERE - GXF/RT [l - ZY14/7]
= 12,979.85 - [(666) (666)/36] . T
J11lb,J65 - (60G)</36] [16, 2U5.5, ‘Tabb) /so] -
= ___58 85 = .17 o
©3,874..4 - ' Crltlcal value of n = 36
- | . at .10 ='.275
’ — at .05 =,325
‘ - > at .01 = .418
[ 4
.
. . Ay

L3 . *e
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. Scatter Diagram of the Ranks Assigncdffofjé Job Tasks
Common to NOBELS (X) and the Curriculum (X)
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{
. \ o
v P LS DR YRS S El . --\ Lent ddtethnod Sroiload
b e e SRS LAY Pecn Comnon Lo wlinls (A)
SSTLE RN e L) '
HOHMLD Curriconlun . o
Ton T TR L any K2 Vi (1)
n Y '
hoD3.03.00 1 9 L 3
3.01.0%.02 23 2 529 4 b5
3.02.048.03 20 3 LGo - 9 . 60
3.00.05.000 17 L 289 15 - 68
G610l .02 15 5 255 2 80
1.00.01.02 5 6 365 36 35
T.0L.0L.00 9. 7 81 49. &3
2.01.02.,02 7 8. Lo AL - 56
4.05.06.0 3.5 9 342.25 81 Y166, 5 3
3.07.09,.0% 3045 10 ¢ e 039,25, 100° 305
6H.05.,05.03 30,5 11 930,25 121 335.5
3.01 03.35' 25 12 5257 . 1hb.. - 300
5.05.00L,0% 8 13 Sl 169 104
1.01.00.28 25 1k . 625 196 350
2.00.02.61 b T -~ 15 225 50
1.01.<08.65 27 15 729 256 432 . .
3.01.02.03 11 . 17 121 289 o 187
5.10.00,01 2 18 L 324 36
1.01.01.01 5 19 25 361 - 95
3.01.%25.02 12.5 20 155.25 . 40O’ - 250
$,01.03.92 12.5 21 155,25 Lal 262.5
5.09.01.02° 14 - . 2 1196 - L84 308 ~
5.05.03.05 34,5 23 1190.25 529 79.35
5.05.85.01 35 24 225 576 360 o
L,01.03.0L 21 25 i1 625 525
4.06.01.01 1 26 .. 1 676 26
2.09.03.93 34.5 27 1190.25 729 931.5
5.01.07.02 22 28 L8Y 784 616
£.05.01.03 25 - 29 625 841 725
4.06.0G3.02 . 30.5 200 930.25 900 , 915
5.05.03.08° 36 31, - 11266 961., 7 1116
A.01.03.05 30,5 32 - 930,25 1024 976
- 6,06,01.,02 10 33 . 100 1089 330
S 5.05.03.,04 3G,5 3 930.25 1155 1037
6.05.056.02 30.5 35.5 30.25 1260.25  1082.75
3.01,0L,03 " 18.5 35.5 14?.2) 1260:25" 656.75
Sums 556 566 15185 '156205.50  12979.85
r = XY - (M) P Critical value of n=36
7y Vo ae - SOFATTERN SRS G O Ly at ,10:,275_3‘
, - : at .05=.325
= 120970,85 .- . [4A5,(54656)/36. - o at .0l=.418"
-} 16185 —.(569)”/’0" _15205.5 - (b6612/36! ‘ :
= 658,85 = .17 ' ' '
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e 9 : 1 81 1 - 64
8. 8 : 2 . Y 1) . 346
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. uums Lg . Lg ' 285 . 285" ' . 148
| 6 (x%2Y)? s N e
re o= 1~ {7“_1 “ Critical value of n = 9 at’ .10=.670
. - on (n".): o |- .at -05 583
, : o ' At .01=. 8'w
- 6 y 11ﬂ o . . X . < ll
S 9 (81-1) . ‘ :
/ 3
= 3
i 0 .
¥ hs Catemory 10 rac - ranked hy Y (the currlculum an task
) 1ist)bul not by -X (HCSELS job task 1ist), it was omitted .
© from the statistical t“eetmenu in: Lh;s table.
Ll ’ /l
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N

| THE FINDINGS'; FROM COMPARING THE CONTENTS OF THE'TWO LISTS

-
0

To determlne the extent to which the jOb tasks of -
\
beglnnlng accounting and- bookkeeplng workers were 1ncluded

. and prioritized in the currlculum, the job- tasks on the

NOBELSvlist were tallied against the job tasks on the_curri—
culum list. ! - / ‘ |

| 1. A ‘total of 150 job tasks were on the NOBELS job
task- list, but only 56 were on the curriculum job task list.

| 2. The 36 jOb tasks on the curr1culum list accounted

- for 34 percent of the textbook volume in inches. The 36
matchlng jOb tasLs on the NOBDLS iist accounted for 51 per-
cent of .the total tasL sheet representatlon. |
| ) 3. A hlgh percentage of textbook volume, 66 percent,
~was specmflc only to the extent that information could be

1dent1f1eo as flttlng 1nto a category. Of the ten categories

used to annJyze the te>tboohs, four categor1es, Cate901y 7 ,

(General Journal and General Ledoer), Category 8 (Flnan01al o

Statements), Category 9 (Miscellaneous Specific Tasks), and
Category 10 (Mlscellaneous General Information) contained no
individual specific job tasks:commonfto both lists. ‘The 4

categoried accountedﬁfor 52 percent ofﬂthe’total_weighted
4
volume of the teytbooks. . :

4. The job tasks ranked 1-39 on the NOBELS llat
accounted £or 75 peY"ent of the total Lask sheeL representa-
tlon.: On]y 21 of thesc jOb tasks, whlch accountcd for 46
percent of the total task sheets represented were found on

the currlculum list



e 8its
_ b
5. The two catecaries ranked 1 .and 2 on i as-
riculum llSt, Category 7 (General Journal and Genexxi
Ledger), and Category 8 (Financial Statements) were the two
categorles ranked lowest, 9 and 8, on the NOBELS list.
Categories 7 and .8 accounted for 42 percent of the welghtea
total of 146, 263 4 square inches analyzed in the textbooks
apnd 4 percent of the total l 851 task sheets representcd
in the NOBELS list. Table 25 presents the detalls support—
1ng thlS statement. . |
. 6. The three categories ranked 1, 2, and 3 on the \
NdBELS list, Category 1 (Sales and Accounts Rece1Vable7,
Category 6 (E;ectronic ﬁata Processing), and Category 3
,(Cash Receipts and Cash bisbursements),'wererranhed 4, 5,
and 3 on the. curriculum list. Categories l, 6, and 3
: accounted for 59 percent cf the total jon.tasks represented
on the NOBELo let and "35 percent of the total=volume of
space analyzed for the curriculum llSt. Table 25 plevents"

the detalls supportlrg this statement. . ' ~

A
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Table 25

A Compairison of the Ranks of Category'Gxoupihgs in the
NOBELS Jc'x Task List and the Curriculum Job Task List

e

NOBELS List" ~  Curriculum List.

, Task Sheets : . .Total
Categuxy Rank Represented * Rank . Square Inche:
R 1 420 4 13,374.95
2, 7 131 8 - 5,781.09-
3. 3 268 3 24,774.49

4. 6 140 6 11,307.14 3.
5. 4 238 - 10 1,935.87

o, 2 406 5 12,697.50
7. 9 18 1. 36,345.30
8. 8 54 2 25,710.87.
Q. 5 176 7 9,906.12
10. - - 9 4,430.07
Sums 1,851 ' o 146,263.40
#
p- 4
. [ d
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‘Chapter 5

CONCLUSIONS ANP RECOMMENDATIONS

This étudy'sougnt to identify the déscrepanéy exist-
ing befween the high school.acconnting and boékkeeping
,_cnrriculum and‘the actual jnb tééks of employed accbunting
and bookkeeplng worker The.job tasks representa%ive of
the natlonal populatlon of beglnnlng accounting ana bopk-
keeping workers were presented in Chapter 2. The content
of'théﬁconventionalwhigh-schoo& accounting and.boékkeeping
curriculum was eramined‘in Cnépter'B. vChapter 4’éxamined
tne'extent‘to“which the curriculum included and prioritized
B those job tasks. Chapter 5 draws corclusions from the“find—
ings of tﬁé_previous chapters and makesﬂreconmenﬁations.for

| |
improving the content of the curriculum. /

!

LIMITATIONS OF THE DATA | {

Clalms to a rdndomlzed statistical samﬁllng of begin-
nlng accofinting and bookhceplng ‘workers repreantlng the
Unlted Stetes are not made. “Claime are made,’howcver, that
the list o£ job tasks drawn from the NOBLLS s udy is, repre—
sentatlve of the job tasks of beginning accounting and

N booPkecplng workcrs on a national basis. Dl%houoh a quantl-
tative conbination of those 16 studies 1dentﬁfled as task

. - 140 o
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_specific‘was not _.ssiblz, so many of the job tasks repotted
in NOBL‘LS were consistertlyseported in the other 15 studies
that generallzatlons of NOBELS flndlngs can. be applled te all
beginning accounting and bookkeeplng workers.

| The basis used for identifying and ranking the text-

books most commonly used in the conventional accounting and
bookkeeping curriculum was enrollment_an; sales infe;mation.e
As none of the major publishers was willing to supply specific
sales flgures for spec1f1c publlcatlons, the general percent-
ages offerod by South-Westcrn Publlshlng Company were used as
*  the basis for the saléds information. .
The studylwaslconcerned only witﬁ the_centent area of
the curriculum as determined by textbooks. No inferences are

drawn that ranking in the job tgsk lists includes the amount

of time needed to learn;differcnt job' tasks. -

¥ ' B CONCLUSIONS
) The conclusions are dlscussed in two parts, conclu~
s sions about Lhe job tasks of wvorkers and ccnclus1dns about

the hlgh schopl-currlculpm.
v

Conclucr _ons about the jOb tasL of the beginning accounting
and DOLLReOplng workcr : ' Y

<

1. The jOb ‘tasks of the beginning accountlng and
boohheeplno wotkcr lcqu;re little or no understanalng of the
\ pr1nc1ples of debit and credit. Only onc. job task on the

list of 150, 8.01.06.02, "The worher prepares financial

.2

reports," indicated any need for understanding how to
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analyze a business transaction into debit and credit parts.
At that, job task 8.01.06.02 did not concern any original

,preparatlon of financidl reports.'

L]
[}

2. The job tasks of the beglnnlng accounting and
bookkeeping worker did not 1nclude_record1ng rp either a
sales or a purchases journal. The job tasks included much

mrecordlng in accounts receivable‘andfaccounts payable |
leﬁgers, pcssibly indicating that separate journals for
salee and purchases are becoming obsolete in a mechine age;
| 3. The job tasks of tﬁe beginning acccuntrng and
bookkeeping worker did not include,any job-tasks requiring
posting'in a generel'lédger. Ten tasks of the 150 tasks,
1.01.01.07, 1.01.06.04, ; 01.04. 03 +3.01.05.06, 3. 01 OJ 08,
1 4:01.03.04, 5.01.07.01, 7.01.06.03, 8.01.06. 02, and 9.01.04.11
_included verification from a general ledger account.
4. Jcb taeks in thefelectrgnic data proceésing?ﬂ
-category were the most frequently ?erformed of all the job
taqks of the beginning accountlng and bookkeeplng worker.
lOut of 39 Job tasks accountlng for 75 percent of the job
task sheets represented, 9 job tasks were ;n e}ectronic’ udta
’processing. | ’

5. The jOb tasks of the beglnulng worker lncluded
the usual aspects of payroll accounting except ihat no ~
tasks included thc preparatlon of payroll tax reports,
possibly 1nd1cat1ng that manual preparut;on of payroll tam

reports is becoming obsolete in a machine age.
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. L

6. The job tasks of the beginning accounting and

bookkeeping worker required little or no understanding of

2

those steps in the accounting cycle past the trial balai.ce.

Job task 8.01.06.02, "The worker prepares financial reports,"”

k]

- required preparation of statements‘ffom Landwritten repoxrts
using already'eStablished'forﬁats,‘ Some of the job taéks
in Cateééxy 5_(Invénﬁories),_5.01.07.01,,5.01.07,02,
5.09;01;02, and 5.11.00.0i_ﬁere fairlyfcompleﬁ but could
be performed without understanding the duality of the E
accounting'éycle.- '

7. The job tasks of the beginning accounting and
bOOkkeepinngorkcr were more concerned with éegmehtg_of
the accoﬁntin&,cycle than with tasks requiring undeiéténding
of the whole accouﬁﬁing cycle. Critéfié mentioned in NOBLLS
for performance of jéb tasks stressed coﬁputational_skills,
accuracy, and checking iather than doﬁble—entry beokkeeping
skills. o
,8.'IThe job taéks of thé beginning accbuﬁting and
’_bookkeéping worker indiéated that»the-wo;ker déa}é with é
' great variety of financial operationé,'businéSs papers, énd
forms. | | | |

9. -Overlapping of"tésks exis£é émong many bfficé -
jobg. Both the NOEELs;stﬁdy and the West .study shdwed.
thaﬁ classification of data by functioh rather than by job

title reveals more information about the nature of Lkook-

keeping work.
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‘iO. Most of the job tasks .of the beginning account-
7 "ing and bookkeeping worker dealt with the preparation andsa;t}
handllng of original bus1ness documents rather than with the
‘actual accounting entrles for those- documents. The words
prenarin?, processing, operating, checking: compgting,
oompiling, verifying,-and receiving were'used throughout
the NObLLS job tasks list. No mention is made on-~the list
of ana1y21ng, preparing trial balances, adjusting or revers-
* ing entries, balanc1ng, rulinryg, ox sunmariz1ng. The one |
mentlon of statement preparatlon really concerned compilrng,'
- the few tash in postmng referred to posting to customers'
°'_or credltors' account While many tasks 1ncluded'record1no
‘:accountsrreceivable, acc0Lnts payablz, payroll, and cash
:those tasks required only a portion of what is meant by

: journalizing and posting in the double-entry accountlng

system;

~ -~
< 0 ¢

Conclusions about the conventiova] hldh school accounting
and booklecping curriculum

l. The conventional nigh school‘acponnting and
bookkeéping curriculum included a,minor amount of speeific
‘joo-task training for the beginniné aocounting and book-~
keepino worker. Of the 150.job tasks on the NOBELS list,
only 36 could be identified in the textbooks representing

~ the curriculum. The 36 tasks represented only 34 percent

g ‘of the textbook volume (seé Table 22).

J
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2. The major part of the conventipnal high ééhooi
accounting and bookkeepihg»éurriculum“was devoted to gen-
- eral information. Of the total textbook volume represent-

1ng the cur 1culum, 66 percent of Lhe volume of space could

1]

-

only be identified as fiiting 1ntq a genexal category (see
fable 22). n\\
toa, Tﬂé faskS-tAught in the conventional high -
~ school accountinb'and book?eeéiuq éurriculum have no signifi—
“cant relatlonshlp‘to\the job taskJ necessary”for employment 1n
in beglnnlng accountlng and bookkeeplng occupatlons when |
groupcd ‘and ranPea by spec1f1c jOb tasks common to both
llStS (see Tdblc 24) . Even when a_compérison wés m; e be- “
'twéen/the curriculum job task list and‘the NOBELS job )
list grbuped and nked bfigenefaliéed categorieéy no signif--
icant relatibnship.Was found (see Table 53).

4, \The~bboﬁkeeping;£asks most éxtenéively covered
in the conveuticnal high school abeohnting and bookkeeping
curriculum Are those most rarely pe:fo;med by.the'beginhing
accounting andhbookkeeping worker. The two catcgories -
‘;hsing'éZ percent ox the space availa“'e in the textbonks,
Category 7_(Gengral Journal ahd General Ledger), aﬁd
Category 8 (Finanqial §tatements) accounted for only 4
percent'of the tésk sheéts’repreﬁented on the‘NOBELS job
task list. Four of the categor1e° uqed to ana;yze the texti-
books, Catcgory 7, Category 8, Category 9 (Mlscellaneous
Specific Tasks;; and Catcgory 10 (Mzscellaneous éenezal

Information) accountea for 52 percent of the total weighted
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voluﬁe'of the textbooks but contained;no individual specific

job tasks common to both iiéfs:

5. Both textbooks selected as represehtative of the
high school aécounting and bdokkeepiﬁg curriculum, Century
21 Accounting, First—Year.Coursé, and Clerical Record

D

Z e ‘Keéping) Course 1, 34 ed., are nonfﬁnétional for the pur-

pose of preparing students for océupationaluemployment as |,

beginning accounting and bookkeeping workers. While

Century 2] Accounting, First-Year Course covers the entire

"double-entry accountihg cycle, it is far too general (see
Table 20). to'meet the nceds of tﬁe vocational high school

Y

'studenttwho needs job-entry skills fox émployment. Century

21'Accountiqg, First-Year Course might £ill1 some of the

v

.. survey course objectives of students planning to tale
\ . , .
higher level training in accounting but could not be con-

sidercd a substitute for the intensive first céurse in
accounting cffered on a four-year college level. Much of
the generazl businéss and personal.knowledge available in

this text is also available from general business texts.

Clerical Record Keeping ,Course 1, 3d ed. is much

rore specific than Centuxry 21 2Accounting, First-Yean Coursc,
ailocating 78 percent of its total volume of space to
specific job tasks, and only 22‘pcr¢ent to general informa-
tion (sece Table 21). However, only 20 specific job tasks

were covered in this text; and, while much practice in

manual processing of these 20 tasks is given, the omission
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of the other 130 tasks on the NOBELS list, aqd'particularly

the, omissio oflall electronic data proceséing tasks, makes

this textbook'relatively useless in mgeting éither’vocatiCmaf

LOr §eneral'objectives for the preparation of accounting-and

bookkeeping‘wakgrs. ' . | _ _ '

DISCUSSION AND R.ECOI\:'\MENDATIOIV\’S‘-

The conventional high school curriculum in account-
ing and_bookkeep}ng is noﬁfuncéfonal. Notbonly doés the
curriculum fail to preparé ;tudents for vocational job
entfy, the pe;sonallahd social objectives so frequently.

: cited.are not being reached with any measurable amount of

-success. When objeétives are vague and general,fthe eval- -

uation of how we}l/those objectives have been meghis also
vagﬁe and géneral.' Textbooks in the high schoql curriculum
are responsible for much of the dissatisfaction expressed
by accounting and bookkeeping teachers;;
‘Teachcrs look to textbooks iﬁ accounting, bobkkeep;‘

v ing, .and recordkeeping for expert'guidance in developing the
cogﬁent of tlieir courses. Recognitiqn 6f the genecral value
of concept learning, recognition of the need for general
business vocabulary and khowledggs, recognition of the neéd‘
.to sfay abrcast.of new cquipment ana proceadures, recognitionrb
of the nced to pfepére job—entfy students as well as to start
carcer training for ongoing students‘has resulted in the
entrenchnent of a textbook-oriented curriculum that skirts but

A ; .
bhils to adeguately meet any one of its many stated objectives.
. : 1% -
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A need ex1sts for beginning accountlng and bookkeep-

ing workers who enter employment from hlgh school._ The . ’

review and synthesis undertaken in this study clearlx indi-
cates that many cof the job tacks of the beginning aecounting
and bookkeeping @orker are different fron those of the
general clerical worker. A place should ekist in the high

school curriculum to train'those workers. That training

place in high school, however, may no longer exist in the

separate courses in Accountlng, BooPLeeplng, Recordkeeplng,
bata Proce551ng, and Computers, currently plucged into the
course—secmented and crowded high nChOOl bu51ness education

sequenge. The following recommendations offer suggestlons

.for change in the hlgh-school accounting andaboo}keeplng

currlculum ;hat arc part of a major change in the. entlre

'hlgh school buvlnes educatlon currncu]um. Some adaltlonal

~

sdggestlon" about future research in ﬁloh 'school accountlng

Y

and bookkeeplng_are_also made.

Reconmendation 1. Restructure the high school

business education curriculum to move educational emphasis

from. courses to goals and/or competencies. The segmentation
of the curriculunm into too nany courses which overlap,

"

repeat, or overlook nceded business aharencs and skills

Lyl
should be replaced by an integrated, flexible core curric-
ulum. The new business education curriculum should contain’

the following components:

1169
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a. general knowiedge~a11 high schooi studentsf
should have, e.g., taxes, social :security, medicare,
insurance, consumer buying, consumer law, credit,

banking services, economic understanding, values

‘business careers should have, e

- communication skills, . business

exploration, preparation for employment. .

b. gensral knowledge students planning to enter
49., business machines,
filing, basics of data procéssigg and computers,
‘orms, numeric pro- .
cedures including, computation, checking, and '

‘accuracy, fundamentals of office work.

c. speéific training for job entry from high
school. ‘ : . T S

d. preparation for business’ careers requiring post
high school training.

Recommendation 2. Specific training for job entry

as a beginning accounting and bookkeeping worker should'

inclurle:

[

a. a series of modules .built around the segmented
jobs of the beginning accounting and bookkeeping
worker with priority given to these categories ranked
highest on the NOBELS, list, e.g., Sales and Accounts

Receivable, Electronic Dzta Processing, ‘Cash Receipts

~ and Cash Disbursements, Inventories, Payroll,

purchases and Accounts Payable. The modules should:

_include those specific job.tasks on the NOBELS list

that were well represented by task sheets reportin®
thenr as major job duties.

b. introduction of a large number of continuously
updated business papers, forms, and terms with
practice in their use to achieve flexibility and
efficiency in bhandling diverse forms and tusks.

[

c.. eytensive training in the tasks pexformed in

electronic data processing and cowputer systems,

‘particularly punching, coding, and checking <:rig-

inal documents against mochine output. Enough

hands—-orn  training should Lie iven on -equipment -to

~provide #% least minimal proficiency.

d. usiug typewriters, adding machines, and calcula-
tors. ' '
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e. .. yeneral knowledge of the steps of the «ouble-
entry accounting cycle. Practice in the steps of
the cycle should ceal with the initial stages of
processing and recording business transactions and
should not extend past the trial balance. - Concep-
tual understanding should not be completely elimi-

. nated but must be judiciously balanced with under-
standing the kinds of segmented, spec1f1c jOb tasks
performed on the job.

Reconmendation 3. Curriculum builders in high

schooi accounting and bookkeeping should look to. studles ©l
- the job tasks of clerical worPers as well as beglnnlng
accounting and bookkeeplng workers to gain 1nformatlon abou:

apprdpriate content for training.

Recommendr*ion 4. Curriculum builders designi:z
sp cific_trainihg'for job.entry as g beginning accounting
and \pookkeeping worker should look to the detéiled Sumars o
of jOb taslks contained in kOBELu,.

A,meﬂCDdLLWOh 51' Textbooh publishers should pro-

vicde tcxtboohs ‘that are in clo*er agrecment Wlth the-acturl

blend of accounting principles and accounting tools xS
necessar}, the large éréportidn of generalized, concepf—
ofiented_content found in textbook« ig nct in accoxd with
the segmented, task specific job of the employea warker.

i cextbook prioricies that all 66 percent of their

content to generalized informatidn and 52 percent tc content
not xepresented in real gmployment‘are providing neitner .
expert guidance nor’ the implementation of objectlves in the

conventional accecunting and bookkecping currlculum.

-

-171' ‘
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Recommendation 6., Regularly update information about

“the jOb tasks of buslness workers. The job task inventory
'systen developed by the Alr Force offers the most rellable
method for collecting ano classlfylng Job-task information.

| The NOBELS'system designed for coqtinuous business education

. reneval also offers efreliable but Iess_expenzive system for

.collecting ioformatioﬁ.

Reoomhendation 7. ,Research sho&ld'be undertaken

about tlme emiphasis and difficulty levcls in tralnlng for
specific aCCOLDLlng ‘and bookkeeplng tasko. Chrlstal s work.

. on the "Relative Time gpent“ ratine. scale and on a dl’flculfy
"'1ndcx equation offer poss1b111t1e° for 1nstrumentatlon.“

Recommendatlon 8. A study cimilar to thie one

should be made within'B to 10 years: Synthesis and review

about the job tasks of bcglnnlng accouutlng and bookxecplnc

workers shoula be undeﬂie}ep on a regulgr b?SlS to 1nsure
Xt

appropriate curricula in hlgh school traiuing.

wn
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’ in Chapter 2 prowvided a review ‘of the rescarch done in the
- content areca of beginning accounting and book?eeping for

‘ thc yeais 1968—&975.ﬁ
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APPENDIX B
A

The Catedories and Job Tasks Used for Textbook Anzalysis

»

.Cateéory 1. Sales and Accounts Receivableé. Includes sales

journal, accounts receivable ledger, controlling accounts

receivable, aging accounts receivable, valuation of accounts
recelvable p.schedule of accounts receivable, credit selling,

_sales invoices, staterments of accounts receivable, sales
taxes (35 job tasks répresented by 420 task sheets).

. & PR -

1.01.01.01 The workcry types invoices from such docunents as
_sales tickets, contracts, and receiving reports. Apre-
pares invoices; computes charges, discount dates,
freight, preparecs bills of lading)®* 59 t.s.

1.01.01.02 The wogler records accounts receivable .from
such docunents as salesmer's orders, cash receipts, and-
invoices, (records onsaccounts, receivable ledger cards)
48 t.s. o

1.01.01.03 The worker prepares billings of sales. (re- _
. ceives and sorts .sales data,prepares sales order forms,
summarizes,si}es and accounts receivable, prepares
sales tax foxins) 41 t.s. .

1.01.01.04 The worker writes delinguent customer. (com-~-.
piles past due accounts, calls, writes) 27 t.s.

1,01.01.05 The worker verifies customer's accounts
receivable. (checks, corrects, rebills) 1l8.t.s.-

1.01.01.06 The worker completes medical -charges for in-
. L4 » »

surance reimbursement. (computes extencions, deduc-

tions, reimbursements, verifsSes charges) 15 t.s.

-
-

i
-

< ]

/#Read as follows: Job task 1.01.01:01 fits into Cate-

_gory 1, can be found in jhe NOBELS study as 01.01.01. The

notes énclosed in parertheses are offercd to explain the
nature of the job task, 59 t.s. means that 59 task sheets
reported- this job task. . ’ :

‘ R _ .
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1.01.01.07 The worker completes sales reports. 12 t.s..
1.01.01.08 The worker prepares statements from patients'
accounts and charge slipsi (monthly statenentS) 8 t.s.

1.01. 01..09 The worker cdlls delinquent custoncrs. (sub-
sequent to writing) 4 t.s.

©1,01.01.10 ° The worker proccsces changes in status of(
. account. 2 t.s.
1.01.01.11 The worLer requests payments from dellnquent
patients. (writes, types delinguent account. list,
p;;ches leng overdue payments for referral) 2 t.s.
' ' N - 9 . 3 . -
1.01.06.04" ¢ The worker records receipts and withdrawals
in the ledcer. (bank paynfents rccorded in customer's
ledger account): la t. s.

1.01.08.01 The worbes processes cred;t appllcatlonqp l/ t
1.01.08.02 The worler verlfy”/ﬁcustoner credlt. (sztch
board verification) 8 t. S% ®
1.01.08.03 The worker processes cred;t 1nformatéon. (for
out°1ders) 8 t.s. Lo )
1.01.08.04  The worier informs applicant and company depart-
" ment of approved?rejected credit applications. 7, t.s.

1.01.08.05 The worker processes ‘credit memoranaun
(prepares and records in custoner'" account,c 5 t.s.
A T
i.01.08: 06 The worker processes~greqlt 1nFormatlon reqLesL.
(completes crcdlt ratlng ) 3 t.s.

) Z\ ; 01. 08 07, The worker answers charge accouﬂt bllllng

1nqulr§es. 2 t.s. - I

-
.

=1

appl:catlons in®financial institutions such ‘as a credit’™
union.- (comoutes loan principal), iyterest, and pay-
v~ menis; records in journal and customcr'" ledger
- - . account} .17 t.s. : i .

. 1,.04.02.03 The worker proccsses new uccounts, Lransfef
’ . : of accounts, and trust accounts fo stomers.: (pre—
pares and records on customer's chgec accouat) B8 t.s.
1.04.05.02 The woxrker records guest chardges on room fclios.
‘ 4 tos- . * : ) Y ‘

1.04.02.02 The worker- processes memborchlp and- loan S «;;-Li
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1.08.00.02 The worker processes requests by telephone and

over the ‘counter. . (refers to inventory, computes pr1ce,
types invoice, and- shipping order) 25 t.sh

’ﬁg*k: . 1.08.00.04 The worker types. salgs.items from rouqrdérafts,
Droposals, llStS, and, other source documents. t.s.

1.08.00.09 The worker - processes customers' orders. "(new
orders, chance orders, computés extensions and “weights,
records on oxder cqrds) 10 t s.

‘1008090.10 The worher records orders, prlntouts, and changes.
a .. (records on customers cards, types salcsren 5 month‘y
© sales call 11sts) 9 t.s. I .

. 1.08.00.25. The worken types orders, memos, and anOiCCo. -
(applies cuctomers‘ credit ratlngs, com utes taxes,: .
. :types 1nv01ces) 16 t.s. o e N
l 09.92.03 . The worker processcs shipping -and bllllng fhros '
on completeo jobs. (rerords shlpplng information, get ’

“shlpp"ng charges, corputes discounts,. types 1nv01ce°)
¥ X 6 t.s. e . : . .

‘ . E:Dl 01.12 Tne worker processes follow—up recoros of SR

. g patlent s visit. 1 t.s. . - . a

%

S . &
- ~ 1.01.06.25 The WOVker retords. loan payient reversin
enbries.. (for bounceu checks on leoan carQs) 1l

ol
tl's.
1.01.06.06 . The workern*ecords nonies’ recelveﬁ ‘for. or spent
: from 1nternal ‘accouants. 1 t.s.
1. 01 08 08 The wdrkel updates Aellnquent account lists.. IR
. . 1 t. S.‘. : . . . - . . ‘.‘&'-..
S 0& oe. 09 e, worker detelmlnes eYten31on of addltlonal
" credit. l't.s.h ' ) '
. [ .
N W 01 08.10 The woxker compiles delinguent recelpt report
‘from a computer, printeut, amourts‘of papex son, and » o
cash. 1ece1pts. 1 t. S Q :

1 Ol 08.11 The worker- vellfles w1re 1equcst of ‘amount due-
a customcr. l t.s. S

\ ' Caqeoor\ 2. Purchases and rccounts Recelvable. Includes -
‘ voucher reyister, purchascé ‘journal, accounts payable .
.. ledger, controlling accounts payable, schedule of" atcounts
vayable, credit buyipg, puzchases\lnv01ccs, frelght, dascount,
ouchers. . (6 ij tasks reprcsentcﬂ by ‘131 Ldsk sheets)
A . / (‘ . .

a
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2.01.02.0& The Worker compLtes accounts p é}yable from source'"éfgtﬁé
documents. (checks, verifies, computes extens1ons and Cal RS
discounts, authorlzes payments) "69.t.s. . _ B
2.01,02.02 The worker records accounts payables. (in' )
accounts paya le ledger) 47 t.s. -
2.09.03.01 The worker records 1nhound shlpments.. (checks,
" merchandise, compares 1nv01ces w1th rece1V1ng document::)
9 t.s. .- . .
. ] . . g . w
2. 09 03.03 .. The worker 1séues a clalm or ap adjustment ° v
agdinst the carrier/supplier foZ damaged/short fover— .
shipments. (purchase returns’ and- allowances) 3 t.s. 7
2'09’03 04 The worker processes aamade clalms. 24 t S,
2.009. 03 05 ,/The worker processes frelght bllla for, payment. :
l t.s; . ) - _ . N
, . . S o ' -
. “~ < B
Category 3. Cash Rece;ptc and Cash Dlsburscments. - Includes’
sh journals, 'sh reglster, receiving or disbursing ‘cash
or whecks, entr:es for dlscountlng notes, checkbook, bank
statemeny reconciliation, 'petty cash, proving or’cen- .
trolling cash. (30 job tasks represented by 268 task shccts)
3.0 2.03 The worker prepares payments from oocument= .
"such as 1nvorces, -bills, ahd vouchers. (aocounts
payable clerk verifies accuracy, draws checPs, records
in cash, reglster) 33 tes. - . - .
3. 6} 04. 02 Thé worker verifies totals of-canceiled checks,.» ., - ¥
computer tapes, and tellers' balance sheets, “(verifies
~cash accuracy, checks cash drawer etc ) 21 t.s. o0
3.01.04.03 " The worker VPrlflCS cash receipts- for deposit.. -
(verifies and records cash rec01pt55 18 t.s.
- +3.01.04.04 The workex performc routine checks on such "
items as deposit slips, adding machlne tapes, and. - -
aav1ces. 15 «. S . L , °
: N .. ' s
- 3.01.04.05 °The worker cornects checks, savings and -with- °
’ . draval slips, balance sheets, and othcr source o .
‘W, *  documents. 12 t.s. Ut o - N ol
3.01.04.06 The worker checkf compufatlons withw@rooflng
machine. "8 t.s. - N 7. 'L . X
lad ) ) ‘,. - ’ . ’ o .
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‘-3}0;,041E;\ ‘The worker dlstrlbuggs dally cash to tellers }n"
’ Yosous .2 t.s
' {

-
x

3.01,04. 08  The worker sorts coins fxrom the federal reserve
bank daily. 2 t s. :
M ’ r
3.01.05.01 The worker prepares the bdnk dep051t from cash
‘ Vreceipts. (records 1n cash recelpts journal) 27 t.s. "\

. 3.01.05.02. The worker'recelves payments over. the counter.
Tl - (1nclud1ng cash ¥rom accouhts recelvable, also uses\
. ' cash register) 20 t Se s 2 9\
3.01. 05:03 The worker records payments recelvea.' (records

in cash lecelpts journal” and accountc recelvable ledger)
17 tos. Lo ) . - t ‘", " \

“
o

3.01.05.04 "The worker records payments 1med1cal SeerCGS.u
(or custofrers' ledcer carus) 16 tss!! ’

-3.01.05.05" The workcr record° deposlts to customers“

- ¢ accounts. (passbooks and customer ' records) .12 t.s.
. . . = -~ : Co
_3.01.05,%6 © The ‘workex prepare reconclllatlon_of bark .-
account. & t.s. - , .: ' ‘
- "3.01.05..07 Thv worker orccesses moneyrfor librafy beoks
s ’ i and filgs flom chucx~out requests and late and lost _ - .
R book notices. 3 t.s. - r P
r‘). . : B \ . .

3. 01: 09 01 Tﬂe workcr prepares disbursements from’ customér
- . accounts. (banklng, gashes -checks, ~ecords W1thurqwals‘ -
] 12 t.s. ‘ ; : 5 . _ :
’ . v . .
_ mr3 01 09.02 + The worker prepanks dlsbursements of funds, -
_ - + (recdrds payments other than:accounts pa le in check
"-I : registery wrrtes checks}» ll k. Sv<~mw-v~m~—~—r~—-@wa»~w~'

3.01.09.03, The worker plepales dlsbursement of petty cash
’ fuhds. 4 t:s.' T ;
. . v B S .
3 04»03 ‘06 ? The worker receives activity fees and funds "" ‘-
from students. -6 t.s. . ) _‘”. d L.
3, 04 06.03 The worker proCesses patlent funds._v(rerest§
S - for. w1thdraWal of tund%) 4 ts. ' 4‘4“

3.04.08.01= (The worker processcs 3%lfare afslstance claims.
a L : - (checks; determlnef needs; codes, compyjtes, records)
. " 8 t.s« ' AR _’ A -
. ¢ . 2 . . “ ’ ’ -.'\\, B ‘ e ot f”_ ‘ ' . f/
R ° " - ' ' o T 7 [

. . .’ . e 3
4 . . )
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3.01.04,09 The”QOrker'veriﬁies instailment loan balgnces.

: l to.S.: . i e . . !
3.01.05.08  The worker performs the bookkeeprng dutles of
. a small bank. 1 t.s. v _

¢
L od

3.04 02 17 The worker processes outgomng cash letters ‘in
forelgn’%urrency. 1 t.§. | -
'3 04. 02\{8 The worker’ processes 1ncom:ng cash letters-'from o
. ) forelgn correspondent banks. 1 t.s. '
o ' 3
3. 04 02 20 The worker prepare= currency for shlpplng orders.
- 1l t.s. o

. 3.04.02.25 The worker checks errors for‘iarge corporatlon o /
(errors on checks ) 1 t s. . , R

-
. . .ot
: 1

. § 3.04.02.27 The worker: processes sav1ngs certlflcates ‘to be
.. " redeemed. 1 t.s. . : .
v q ' . ’ v
o 3.04.02.28 The worker. prepares trayelers chccks for cusr-
- ' tomers. 1 t.s. ; S

. 3.01.04.10 The workér prepares nlght dep051ts. l t.-.,. o -

-~ - .
’

Cateqory 4. quroll. Inciudes ail oalcolatlons,‘records,'
_tax returns, and reports relating to payro’l (11 job tasks
represented by 140 task sheets). S _ o

-

4.01.03.01 The wor]er-plepalcs payroll. {sorts and chegks _
" «~time cards, computes wages and- deductlons, recards in . .
Y -payroll register, prepares checks ox cast"7§'t s. .
‘4;01‘03 02 The worker, records payroll 1n£ormatlon ' fpn
employces' ledgex cardf) 27 t :

-

4.01;03.03- Thc worlker computes payroll changes, l7vt:s};

4.01.03.04 - Thc worker complles payroil’reports from | i
payroJl sheets, time.ssheets, job, cards, and prlntouts.ﬂ e
" (tax returns not included) 15 t S. . . o

. 'S ’ <
__\;//) 4.01.03.06 = The worker rco@rds payroll chunges for’ hOSpltdl .
- . 'emplo'ees. -{on master salary schedules) 2 t. sy - . )

-
~

4.01.03. 07 The worker prepares a dummy payroll l ‘t.s.

.f~, " . 4,01, Ob 08 The workel computes salesmgns' commis sions.
N . (for payroll purposes) 1l t-u. : ‘
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4.01.03.0%  The workerrprepares time cards '(ge%s-np‘for
new pay perlod) 1 t g. . T
o 4.01.03.10 ‘The "Worker updates: weekly-payroll _time cards)
1l t.s. ) o .

£ . ’ . -"
4.01.03.12 . The worker processes ‘status t:me sllsz871 t s.
.4.01.03.13 The. worker complles an emplqyee transfer 11st
'—~— - from. optput cards. 1 t.s. = N
r B v . . - ‘
. g - « \ L. . ¢

o L4 . . l LY
Category 5. iInventories. Includes inventory records,’ .
inventory counts, cost,records, -puwoduction reporting. (15
,Job ta sks represented y 228 task sheets) )
5 013 0%.01 " The worker complles unit costs of jgbs and
sales/productlon ectimates from expcnse sheets and/or
,' total sales flgures. 33 t. s. ,

., - 15.01.07. 02 The worker pleparts ‘bids and costggstlmates of
¢ prodtcts and seru;ces, 12 t S.

. ¢+, 5.01.07.03 The worker comp1.lec var1 xnce rtports from actual

' and standard cost flgures. 7 t. S o

Pl o
-

",5:01.Q7.04, . The’ worker types cost analyyls reports. 4 t.s.

¢

. . 5.01.07.05- The worker determines costnestlmates by observ-

ing production andbscannlzg hlucprlnto.(chechs, Computes, -

analyzes) 2 t.s.

L ad

.5.01.07. 06 The worker complles relevant statlstlcs and

4 . determines improvements in methods by submlttlng cost
' analysls of proposed changes. 2 t.sy .
v 5. 01.07. 07 The woxker processes new accrual accounts from
. : current COft analysee and additional spec1frcat¢ons.
. \ 2t5.. . . . .o ‘
' /—'~ 5.09.01.02 The'worker updates inventory records from -
< ‘office supply inventory documents. (mcords on stock

records, compares physital inventory “to book data,
computcs 1nventor) value and costs) 24 t. S.'

4
’

5 09. Ol 03 The workel 1ecg£ds flnxshcd-qooos 1nventory'ﬁ'
- from proa?ctlon and shipping data. "8 t.s. - K
5.09.01.04 ‘The worker completcs physicak 1nventory. 6't's.

‘ 5.09. 01.05 " The worker maintains inventory records on stock",
sent to ploductlon. 4 t.s. ~ - = :

F ' '..
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' 5.01 03 11  The worker maintains records of time® spent

"6.06.01.,03 - The worker -operates.- a- keytape machlne punchlngrxm

"5.10:00.01: The worker maintains supplies and stock

inventory. (prepares purchase documents and orders,

- records, flgures costs and totals), 94 t.s.
5.11. 00 01 The worker processes schedulcs and adlustment
of scheduled production orders. (includes some cost
accountlng) 23 t.s. : e

5.11.00. 02 The - wprker types productlon repoxts. - (compiles, E

* composes, checks, verifies) 16 t.s.

'\

developing new, products from weekly act1v1ty tlcketsyfi
l t‘s. .

~

' Category;G.' Electronrc ‘Data Process1no Includes codlng,

comparing, correctrng, processing, and programmlng. (36
jab tasks represented by 406 task sheets) o

F] . Y

6.01.03.05 The wozker, punches payroll - data.f78 t.s.

6.06.01.01,  The wor%er'punches cards from7source documents
such as invoices, orders, time cards, and instructioms.
96 t.s. ) o ‘ ' -

6.03.01.02 Thefworker'operates a verifier.' 40 t.s.

) v

mdvnetlc tape. 8 t.s. .

6.06.01. 04 The workcr punches correctlons in- cards. ’ 7Mt's.ﬂ

. 9
6.06.01. OJ The wonker operates optical scanner for- payroll
) prlntout. 2 tes. 7 ) . ~

6.06. 01 06 The worker performs quality coﬂtrol checks on-
- the optical-font printing adding mdchlne opelator's ,
tape proauctlon. 2 t.u. ' ) L.

6.06.02.01 y The WOrPer chechs source docutents such ‘as
-oraers, Jnv01ces, ;punched cards, and prlnLouts with
computer pllntouts/llstlngu. (compares“ flnds errors)
42 t.s. . .

6.06.02.02- The workexr performs efcctronlc data proce°51ng

- - tasks from such items as computer printouts, files,

' accountlng formo, manualJ, maps, and 1nst1uctlons.‘
22 t.s. :

"3 4

6.06.02.03 The worker codes pdyﬁent cards; checks, and

s deposit/withdrawal slips for keypunching. (uses’
mlcrofllm and encodes fox,banks) 4 t.s. '

<
[N
F



. . 6.06.02.04 ‘The worker maintains control of input/output
. woxk- £low between corporate trust department. and
o . data proc%ss1ng department. 2 t:s.
6.06. 02 05 The ‘worker torrects computer rejected deblts/
' c1ed1ts. (corrects w1th encodlng macnine) 2 t.s.

6.06.03.01.7 ,The worker operates reproducer- from punched
. . cards, prlntea lists,. and summary cards. 35 t.s. .

6. 06 03 02 The worker operates (decollates, bursts, blhds)
t computer ouLput. 6 t.s. . ' :

“6. 06 03.03 The worker "places magnetlc tape on a computer

tape drive 4 t Se . , . . ..
6.96 03.064 - The worker preparcs weehly payroll from payroll;>
2 N tapes. 4 t.s. a i o

T . .6.06.,03.05 The worker verifies manually"prepared'totals.
'__ . ' 4ts. * ! ‘ ) -

lj6;06 03.06 : The worker opelates electronlc oomputtr and

= perlpheral equlpment. 3.tes.. _
(f1i o 6 06‘03 07 ‘ The workel sorts batdhes of chccks. 2 t.s.

6.06. 03 oe The worker prepares punchcd cards for computer

"—run-—-”z *t:s. . S - e A

N + . ’ ?
6.06.03.09 .The 'worke¥ determlnes computez malfunctlon by
: runnlnc diaonostlcs. 2 t S- ,u- fh

6 06 04 01 The worker codc_c forms" such as purchase orders,
\ ) r1nv01ces, an4 appllcatlons for Leypunchlng. A5 t.s.

6.06. 05 01 The worher opcra\ES uhit -record equipment such:
as thL SOXrtY, reproducer, collator, ard 1nterpretcr.i
22-t. s.. - roe - N

6.06.05.02 The worker, Qodes £orms such as, account state~
rents, proouctlon flgure inventory llstlngs, punched '

’ Cards, wircd or unwired boards forxr Peypunchlng. 5 t.s.

- 6.06. 0).03 “The - worker'operates optical scannlng equipment -
C . " to convcrt printed data to punched data. 4.t.s.

6.06.06.01 The worker wrltes computer programs. 18 .t.s.
6,06.06;02 ‘The worker checeks computer proglams. 4 t.s.

LY -
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m._ . 6.06.06.03 The worker writes computer programs in flnal
- form. 3 t.s. i
6.06.U1.07 The worker punches cards coded for school w1th—
drawal. 1. t.s.

6. 06 02.06 The worker prepares batches of checks for data
f proce351ng 1l t.s. *

,6.06.02.07 ‘"The worker types cash 1etters for checks drawn
on bank but cashea elsewhere. - (uses microfilmer,
encodes, plepares for data processing) 1 t,.s.

v 6. 06 03.10 The worker determines accuracy of data speed .
‘machine sending installation. 1 t.s.

6.06.05m04 The worker adjusts errors on computer. rnput
tape. 1 t.s.

3 '

- 6.06.06.04 The worker adjusts present computer programs.
< l toSo ’ . ) l

P _‘ . - : S .

' 6,06.06.05 The worker punches prescribed program changes

for new computer. 1 t.s.

.
- : .:

6.0€6. 06 06 The woryer .arranges a time schedule for a new
computer program. 1 t.s.

B T A e e e e ———ca e - - -

Category 7. General Journal and Ceneral Leooer, Includev
general journal entries, postlng, general leager, adjusting;
~clusing, correcting and reversing entries, balancing and '
.xuling, chart of accounts, and transaction analyfls into °
debits and credits.- (1 job task represented by 18 task
sheets) ..

7.01.06.03 The worker records items such“as stécks, bonds,
deposit Sllps, and. pas books. 18 t.s. . o _ < e

Catcgory 8.. - Financial Statements. InClUOC“ trial balance,
worksheet, the balance sheet, the accountinc equation as it
relates to the bhalance sheet, income statcr<nt, statement

.of capital, miscellaneous financia 1l statemeris and schedules, -
tax returns other than payroll and ‘salc:. tax. (2 job' tasks BN
represented by 54 task sheets). . > ' '

8 01.06.01 The worker records data for financial reports

« from schedules, license fee forms, and damage claims. R
(sorts, financial forms, computes- fees, computcs n
clalms, types) 28 t.s. L +

. . ’ '
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8.01.06.02° The worker prepares financial reports. (checks,
verifies, compiles, types u51ng handwrltten statements
as source). 26 t s,

Category 9. Miscellaneous 'Specific Tasks. Includes specific
tasks not incluced. elsewhere, recording (not analyzing)
combination journal entries, calculating interest on notes,
selecting depreciztion methods, calculating gain or. loss on
sale of fixed assets, calculating partnership distributions.
(14 job tasks represented by 176 task sheets).

9.01.04.01 The worker checks the accuracy of c6urce
documents such as sales, purchasing, tax reports and
forms. (che ks and corrects reco>rds) . 28 t.s.

9.04.01.01 The worker typcs insurance documents (checks
policy, determines premium, receives money, adjusts
payments, types invoices and forms) 48 t.s.

9.04.01.02 The worker processes insurance inquiries.
41 t.s.

9.04.01.03 The worker processes insurance claims. 20 t.s\.

9.04.02.05 The worker checks securities and amounts.
(chetks accuracy of work already done) 4 t.s.

=90, 0400206, The;ugﬁker processes estate settlements for
customers 3 .t.s. s
9.04.02.09 The worker checks claims for transfer, trade,
or exchange of securities. 2.,t.s. ' .

9.04.02.11 The worker processes settlemonL of buy and sell
orders. 2 t.s.

9.04,34761’ The'worker processes s;bck certificates. 10 t.s.

9.04.04.02 The worker prepares stock forms for buying,
selling, and transferring stocks. 9 t.s. '

9.04.04.04 ‘The worker answers questions abcut securities.
(gives ouotations, handles complaints) 6 t.s.

9.01.06.07 The worker adjusts prOpeltv tax records from
transfer Iorms. 1l t.s. .

9.01.04.11 The worker pc1forms audit of partlcular
functions in 1nd1v;§ual departments of Lhc bank. 1 t.s.

9.0).04.12 The worker codes transaction tax on tickets.
l toSo“‘ ’ .

*
o
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Category 10. Miscellaneous Generalized Tasks. Includes
the nature of business, types of business organization, the
accounting cycle, business terms outside of categories 1-9.
(No job tasks specified in NOBELS in this category).

. ;
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with a2 major in Accounting from Fordham Unlver51ty, New
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Margaret Casey -Reap'was born to John Leo and Mary .

McKenna Casey in Jersey Cgﬁy, New Jeréey, on January 1l4; Lo

o
(O ud
-

1927. She graduated from St. Peter's High School, New

,,BrunsWick N. J. in/Juné 1944, 1In June 1948 uhe’reccived

/
a Bachelor of Sc1ence Degree- 1n Bu51ness Admlnlctratlon

York, W. Y. 1In Mey 1870, she received a Master of Arts

-deglce 1n Genera1 Busines Studies and Accgnntlng from

hon;clamr'College, Montclair, N. J. hav1ng complcted an
M. A T. program. She enteved the doctoral program in the. ’
College of Educatlon at the University cf Houston in l“7f !

‘Fer background includes eleven ycars of bu51ncrs

experience and twelve years-of teaching experience at the

| hlgh school and college lcvel She married Edward John

Reap on 2pril 17, 1949 and has five cthdlcn, Eduard John
Reap, Deboxeh Ann Reap, Lary Franccg Reap, Iynn AllSun Reap,
and John Casey Reap. Her permanent address 19 6;18

| . .
Morningcrcst Court, Spring, Texas 77378
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