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CHAPTER I
THE PROBLEM AND DEFINITIONS OF TERMS USED

The faculty of the Divisiem of Susiness snd Business Educatiea
of the Kansas State Teschera Cellege of Bmporia has alwiys doen
interssted in the improvemnmst of 1ts ewrieulwm im erdsr to meet the
needs of its graduntes as they emter the dusiness world, This fast
was emphasised ixm previous studies whieh are referred to in this
report, It seems only logloal to go te the primary seurce of informe.
oneethe foraemr gradumtes--for ideas snd epinions en the modification
of the sourse of ferings to meet the nesds of ehanging business

scnditions,
1, THE PROBLEN

Statement of the preblem, Cwrrisulum developmeat is cne of the
most diffieult preblems with which the bPusiness edusator is faced

because of the fastegrewing esencmis system ef the United States,

It 4is the duby of the fasulty of the Divigion of Business anmi
Business Edusatiom of this scheel and other schools to furnish education
that will yleld employable workers,

In order that the business teashers of this school may be able
to develop a curriculua that will be in step with tho ecemosdo systes,
they must be informed about the trends in business and education,

Therefore, the aims of this study are to evaluate the offioe

edusation swriculum at the Fansas State Teachers College of Emparie to



B
800 how well 1t meets the needs of the graduates and to make resommendas
tions for the improvement of the business ourrioulum from the faots
zathered,

Considerntion is given to the individual gradvate by asking
pertnent questions %o determine whether or mot the courses whioh were
taken at the Kansas State Teachers Cellege of Emporia bave been of
valus, as well as, to idmtify the courses which were takem,

Lizibtations of the study, It was mot the purpose of this in.
vestigation to gather information and opinions of all the graduntes
of the Division of Business snd Business Educatioa, but only those
graduabes who are pressntly employed in offices,

This folloseup atudy was ene of a group of studies by the
graduates of the Division of Business end Susiness Educabion, The
ether studies in the greup were consernad with asceunting, businsss
educetion, business administratien, salss esrd insurance, housekesping
and sther oooupations,

Ho previous study of the gradumtes of the Divisien of Business
sand Business Eduoatiom im these separate areas was Imown to have bem
mads, By speeialising in the wvariocus fields, it was pessible to do a
more extensive atudy,



IT, DEFINITION OF TERMS USED

Curriculum, The term "curriculum" as defined by Webster means,
#the whole body of courses offered in an educatlional institutien or by
ammmmm.-l A curriculum can be thought of as a blug=

print of the educational system.

Businees., The term "business™ was used instead of “commerce"
or "commercial,” Past educators have often used the terms inter-
changsably. The term "business™ was preferable because it is a
broad term, more often used today, and is more deseriptive of the
Eansas State Teachers College business curriculum,

Oiflce Educatlion, Office education ig one phase of buslness

training, It 1s a broad temm, Therefore, in this follow-up study,
office education will be interpreted to mean secretarial, stenographic,
and other related office positions,

Certified Professional Secretary, A Certified Professional
Secretary is one who has successfully completed all six parts of an

exanination sduiristered by the Institute for Certifying Secretaries.>

Lebstorts New te Dictd.g%l 1951, Springfield,
L 4

Massachusettss G. & C. shers,
2 Institute for Sertifying Secrotaries (International),
Departoent of the National 8 Association, Kansas City,

Missourl.



Followaup, A followeup study is an attempt to evaluate the
business eduocation ourriculum through a detailed examination of its

productesthe graduate,

Secretary (elerical). Frem the date gathered in this study,
the position of sesretary may be classified as "elerieal,” The defini.
tion of sesretary (olerioal) given in the Dictiomary of Ocoupational
Iitles is as follows: “Ferforms gensral office work in relieving
sxecutives and ether eompany offiocials of minor exeoutive and olerisal
duties) takes & statiom, using shorthand, er uses & Stemotype mashine)
transeribes distation or the recorded informatiom reproduced on a
transeribing machine) mires sppointmsnts for executive and reminds him
of them) interviews pesple soming into the office, diresting to ether
woikers these who do not warrunt seeing the sxecutive) saswers and
makess phons ealls) handles personal and important mail, writing reutine
sorrespendense on own ini ative, May supervise other clesrical
nrbrlo‘

" Sxathryn ¥, T11£¢, "The Pollew-Up Btuly in usiness Bdueatien.”
Guide to Researeh in Business Bduoa tla Bulletin 86337.41, ktloulm
r

soeiation fer ness Washingtom, D, Cos United
Dusiness Eduoation Assoceiation, 1957), r:‘i'rs .

0nited States Govermment, Department of Laber, United States
Employment Servioce, Divisioen of Standards and Researsh, Dioti of
Oooﬁuml Titles (Vashington: Govermment Printing Offloce, ;ﬁ;._
Pe



ITI, METHOD OF PROCEDURE

In preparing for this study, the steps involved in planming a
researeh stuldy, the possible sources of information for such a study,
and the oonstrustion of an effestive questionmmire were studied,

A complete list of the gradustes who majored in business frem
1913 to 1958 was obtained from the offisial records in the Registratiom
Office of the Kansas State Teachers College of Pmperia, This list
was oheoked against the files in the Alwmi 0ffice for addresses,

Upen sempletion of the seerch in the aoﬂn' snd ifutl.u files, there
ware 308 graduates for whom addresses oould mot be foumd,

The graduates of the Kansas State Teashers College of Emporia
whe majored in dusiness from 1918 o 1558 were chosen as the baails
for this study besause it was felt that their suggestions would ke
vnlunbio in helping to ewaluate the present business eurrioulum,

An introductery letter was written, approved, and miled te
the 1,159 gredustes for whom sddresses seuld be cbtained, This letter
explained the purpese of the lwo‘

A reply postal card that requested the graduate’s mams, present
address, pormanent address, and preseat esoupation was miclosed with

the letter, The pwrpose of the card was to give the imveatigators

s basis for soparating the gradustes inte the six areas of study,

Appendix, p. 68

®1p1d, pe 69



The introductory letter snd reply postal oard comprised the
first mailing, A ten-day waiting period was sgreed wpen among the
inveatigators before a follow-up letter was mailed, During this ten.
day walting periocd, sixty-two of the 1,139 introdustory letters wers
returned becavie of inserreot addresses, By use of the telephone
direotery sud the Plasement BDureau, Kensas State Teachers Cellege of
Emporia, twenty correct addresses were fomd, An introdustory letter
with an enclosed reply postal card was mailed to them, At the end of
the tem-day waiting perled, a total of 451 reply postal oards or 39,5
per oent of the 1,139 cards were returned, These oards were separated
into the six &ifferent areas and given to the investigators,

Sinee the mumber of cards returued was toe small te preperly
represeny the grouwp contacted, a feollew=up letter was written,
approved, md mailed ten days after the first mailing,” The purpese
of this follomeup letter was %o remind those whe had not returned thelir
oards, Another reply postal card was enoclosed in eash follow-up lettier
to benefits those whe might have lost or mislaid the first cards, There
were 598 follow-up letters malled ke those who did not respond ts the
first mailing, Thres hundred two replies wers received from this
follemsup 1o tter, This bLrought the dotal responses to 78S, which was
a 70,4 per sent of the votal 1,087 graduates eontasteds 204 41d not
respond,

TI'H.‘. Pe 70
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The method of determining the total graduates oontaoted appesrs
in Table I below; the method of determining the responses of the
graduates eppears in Table II below,

TAELE I

METHOD OF DETERMINING THE TOTAL GRADUATES CONTACTED

—_—  — —  ——— —  —  —— ——————

Total nusber of business graduates from 1918 te 1958 1,441
Lesss
Tumber for whom there were no addresses 302
Number of duplicates founds 30
Humder returned for dDetter addrssses for
which no addresses could be found 42 374
Total musber of graduates oontasted 1,587

“
¢0ne reason for the duplicates was that some of the
married and they are regzistered under both their married and maiden
names. A few duplicates cocurred from the faot that some of the
graduates received two degrees,
TABLE II

METHOD OF DETERMINING THE RESPONSES OF THE GRADUATES

Total number of business graduates from 1918 to 19858 1,441
Lesas
Responses on first mailing 461
Besponses on follow=up 302 753
Fuber of gradusbtes mot responding 204

= — e et emi= e oo
e e e e - e s e ——————

Sinoce this was ome of & group of six follu-tp' studies, the
reply postal cards returned were divided aceording %te the cccupatioms

given in Table III on page 8§,



TABIE III
DIVISION OF REPLIES ACCORDING TO OCCUPATIONS

Occupations Nusber in each ocoupstion
Business Teachers 229
Housewives and )Miseellsneous Pogitions 138
Business Administrators 137
Accountemte 104
Sglssmen and Insurance Agents 29
Secretaries and Stenographers g
Total number of repliess

In this study, there were 56 cards received from graduates who
clasgifisd their jobs as offioe positions,

m.wdmm,ammoma
Meterial pertaining to questiomnaire development and Questionmaires
prepared by others were read and studieds Then, a questionnaire was
prepared in draft form, Check list questions were ssked wherever
feasible, It vas assumed that the gradustes would respond more
resdily to cheek list questions than to discussion type of questions,
The only discussion question used was the last question, The gradustes
were asked to list suggestions for improvement of the present
curriculum,

The business feoulty was ssked to meet with those persons who
were conserned with this peries of followwup studies, Esch investigator

| 12!0 Pe 7176




presented his questionnaive to the faculty and they assisted in
improving the questiommaire by their eriticlsms and suggestlons,

The questionnaire was revised accordiag to the fasulty's
criticisms and suggestions, lore suggestions were received in
individual conferences with advisors and reviglons were rade accord=
inglye.

Then, to test the questionnaire, it was given to two graduates
of the Kansas State Teachers College of Ewporia, The graduates were
asked to complete the gestiomnaire before any items were discussed,
After four days, the coples of the gquestiomnalre were picked up from
these two groduates, Nach question was dlscussed with them and they
gave suggestiors for improving the questionnaire, The questionnaire
was revised again and, then, given to two more graduates. They
followed the sase pmceedire as the previcus two graduates in completing
the questlonnaire and making suggestions for its improvemente The
grestionnaiye was revised once more in order to incorporste their
sugresticns.

After the questionnaire was tested by the graduates, it was
prepared in dreft fora and submitted to the members of the thesis
comdttee for aproval, The thesis comuittee spproved the final
dreft and the questionngire was yeproduced for malling,

A letter of transmiital was prepared, approved, and reproduced
‘boucmtlnquslﬁmnliu.9 The gradustes were t6ld that

ng Pe 17



10
thedr opinions and suggestions would be & great help in evalusting
the present ewrriculum, They were asked to fill cut the guestiomnaire
and return it immediately.

The Multilith process was used in the reproduction of the
materials neededj but, to make the correspondence sppesr more personal,
the date, inside address; and sglutation were typed on ths intreductory
lstter, letter of transmittal that sccompanied the guestiomaive, and
the follew=up letter on the questiomnaire,

letterhoad stationery of the Eansas State Teachers College of
Emporia wes vsed to emphasize the importance of the study. E. C,
FeGill, Chairmen, Division of Business and Business Fducation signed
all eorrespondsnce. The return enwvelopes, as well as, the postal
cards were stamped "E, C. MeGill." A code was marked below his names
The purpose of the code was to provide e means of separating the
returned letters into the six areas. The following codes were usedt
EE=~business education, H end Owehousewife and other, A--accomting,
BA--business administretion, 5 and I--sales end insurance, and OFe
offlee education,

The letter of transmittal, questionnaire, and self-addressed,
stamped envelopes were mailed to 56 graduates,

A follow-up letter was sent out after a ten-day walting
period,'® During this waiting period, seventesn questicmnaires were
received from gradustes employed in offices. '

Proia. p. 18




The follow-up letter was prepared, approved, and mailed to
those who falled to return thelr questionnaires, Another question-
naire and self-addressed, stamped envelope was enclosed with thips
follow-up letier to benefit those who eithor lost or mislaid the first
questionnaire,

By the time of tabulation, Sl or 89,3 per cent of the gquestion~
naires were returned, Seven of the 51 questionnsires were unusable
beceuse the graduates were in other fields, Therefore, this study
was based upon L) replies,

Thile waiting for the retumn of the questionnalres, work
sheets were prepared for the tabulation of the results, For ease in
tallying returns, a separate page was provided for each question,
T™e last question on the guestiomnaire was ome that could not be
tallied because it was a discussion question.

The information from the work sheets was set up in tables
and presented as a part of the final report,

A summgry of the findings was mailed to the }1 graduates who
had requested this infermation,



CHAPTER II
REVIEW OF THE LITERATURE

The business curriculum must be devaeloped on sound, fundsrentel
curriculum prineiples and procedures, Therefore, providing an adequate
curriculun is the most important single function of a school system.t

Evaluation, then, becomes a major part of curriculum planning
for improvement ani development, One of the most effective ways to
desl with the problem of curriculum planning is to have in operation
lmnﬁmmcvm;ummm.a

In tils stady, much litersture pertaining te curriculum and
follow-up studies was roads There are many different procedures for
building a sound curriculum, One of these procedures is the comsidera-
tion of the suggestions of other persons in the rethinking and re=-
orgmisation of tla curriculum, The opinlons and suggestions of the
graduates of the Divielon of Business and Busiress Education were
given in this study for the improvement of the business ecurriculuom,

]'l‘.LuinE. Bristow, "Basic Procedures in Curriculum Development,™
The % Businass Education The American Busincss
Teachers Association and the Nationgl Business Teachers Association
(Somerville, New Jerseys Somerset Press, Incorporated, 1947), pp. 3=16.

2ianden L, Forkner, "Curriculum Flanning in Business Education"

th Anmmal Delts Pl lecture, (Chicago: South-Western
—edto ol Ebe o o ZOR DY,
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Since the fomnding of the Eansas State Teachers College of
Emporia, there have been only two follow-up studies mede in the
Division of Business and Business Educstion, DBoth of thess studiss
were of a general natures

A-twmnhhmbyhrhlnﬂyo? The purpose of
Endly's study wes to make svailable to the Department of Commerce of
the Ksnsas State Teachers College of Emporis and other interested
persons a survey of all gradustes who had received the B« S, in
Commerce degree from that institution, It was Endly's hope that the
informstion would be useful to the faculty in their guidance work,

Soms important findings in Endly's stady weres

1. The sverage number of high school units of commerce work
- is two unitss

2e lepblbm-n.ﬂmdmu
teenty-four and a half yeare.

0f the 112 men answering the question on marital status,
fifty-four per cent is married.

Of the 185 women snswering the guestion on marital status,
fortyesix per cent is married.

5S¢ Seventy-eight per cent of the gradustes still reside in

Hy

&

6. Of the men gradustes, fifty-one per cent is teachingy nine
per cant is in sccounting and bookkeeping work, five
per cent is in the amy or navy,; and five per eent is in




]

7+ Of the single women gradustes, seventy-three per cent is
teaching, thirteen per cent is in stemographic work,
four per cent is in bookkeeping work, three per cent is
-;mbytbm.ndhmonthw

B8s The average ineoms of women graduates not engaged in
mhm.

9« The gverags income of men not engaged in teaching is
£2,671.

10. Forty per cent of the 300 gradustes replying has soms
graduats work on record,

1ls Thirty-four per cent of the 155 women graduates has some
graduate work on record.

12, Fifteen per cent of the 300 gradustes hes Master's degrees.

13. FPive graduates sre working on their Doctor's degree.

e The average tenwre for teachers is five years end six
months, while the tenure for the nom~tsaching group is
two years.

The following recommendations were made by Endlys

1, It is advisable that students be urged to prepare far both
teaching and business.

2. Since secretarial work is the most popular occupation for

married women, it is advisable for the Department of
Commerce to recommend that 2ll girls take secretardial

training courses.

3¢ It is recommended that more detalled studies be made in
the future.

In 19k8, mrrmmnwmmwmﬂ.-l.m."
The purpose of Byers' study was to make a follow-up of &ll gredustes

SMervin E. Byers, "A Follow-up Stody of A1l Comerce Graduates
of the Kansas State Teachers College of Emporia Directed Toward
Curriculum Develspment® (unpublished Master's thesis, Kensas State
Teathers College of Emporia, 19h8)
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of the Kasnsas State Teachers College of Emporia who had receiwed
either the B. S, in Commerce degree, the B, S, in Education (Commerce)
degree, or both from that institutlon. Also, this study wes made to
provide information which might be used by the faculty in ewvaluating
the present departmental offerings, in the development of future
academic programs, end in furnishing information that would be helpful
in advisory and counselling assigmments. For exampls, information
concerning the gradustes present location, occupation, and profes-
sional status was sought,

Byers' study was moch brosder in scopes than that carried om by
Endly. One portion of Byers! study was peinted direstly toward the
evaluation of the owrriculum of the department. Information was
obtained in this evelustion that led to the revision of sewveral
coursess

Data presented in Byers' study revealed that, of the 354
gradustes fuwrnishing infermstion relative to the business educatien
cwrrisulmm, 58.1 per cent gewve sccounting ss the business training
thet had been most helpful to thems

Typeuriting was most helpful to 39.3 per cent of the graduates
and shorthand was most helpful to 23.3 per cent of the gradustes.
These areas of training reported by the gradustes as being most
helpful probebly were directly related to the phase of work in which
they were engaged. '
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Byers also said business machines, verious pheses of sccounte
ing, salesmanship, shorthand, business English, business law,
business correspondence, md typewriting were foremost on the list
of areas in which the gradustes failsd to obtain sufficient training.

Shorthand, ascounting, snd typewriting have been major fields
of instruetion since the Bachelor of Science in Education dsgres was
first offered in 1913, Salesmanship has been offered sinee 1518 and
businesa eorrespondence has been offered sinee 1919, Instruction in
the use of business machines increased greatly sinee World Wer IX,

The areas in which the graduates felt a need for additional
training weret business machines, accounting, selesmanship, shorthand,
incoms tax, business English, business law, business correspondsnce,
work experisnce, personnsl training, business mathematies and type-
writing,

There were no coneclusions mentioned in Byers' study) however,
a few of the suggestions received from the gradusates were:

l. Put more werk experience in the program.

2+ Make actual business experience a mudhma

3. Minfwuuotlud,m;-dmim

organizations either as a weparste course or integrste
with enother existing course.

e Introduce a course in which students may get an insioht
into the fi0ld which they expect to entezr after
gradustions

C. Revise retall merchandising, marketing, and retail store
operations to prevent overlapping.
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Add courses in Stenotype operstion, machine bookkeeping,
business English, spslling, and busiress psychology.

Provide a course similsr to supervised teaching for
persons emphasizing various phases of businesse.

Provide business teacher training that looks beyond the.
secondary level,

Arrange for students to get prastice-teaching experience
prier to enrollment ir theory courses.

Make Masster's thesis optional,

Provide more practical teacher<training than ean be given
in the lshoratory sehools by allowing the student ¢o
teach in sctual out=of«town situations,

Require sach Commerce major to hewve a minor in epeech,
to taks some work in Distributive Education, and to take
e course in general business training.

Maintain a stronger selection and guidance program on the
freshman level,

Host of these suggestions offered by the gradustes through the
Byers'! study were carried inte opsration either in whols or in part.

From the dsta gathered amd upon the suggestions submitted by
the gradustes, Byers! mads the following recommendationss

1.

e

A followeup study ef the graduates should be made every
five yeors.

The opinions of the gradustes should e used in meking a
more oritical evaluation of the Commeree currisulum,

A similar study should be made of drop outse

Prospective teashers should be emcoursged to begin work on
their Master's degree immediately,

There should be more detailed considerstion given the data,
relative to the ecwrriculum, presented in this study.
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In 195k, Margeret O'Shea Kane conducted a followsup of Funter
College seerctarial gradustes.> The purposes of this follow-up were
to evaluate the seecretarisl training program of Hunter College
tirough the work experiences of its gradustes and to escertain the
need for specialised sescretarial training,

The period Kane covered was 1545 to 1952, A letter wes sent
to 923 students who had taken secretarisl training snd a reply was
reerived from 191 stodemia,

The following facts were hased upon the L1 vepliest

1. TbhﬁnCWonthnWmm
by 13 per cent of the graduates. ,

2+ There was a desire for further training in legal
; stenography end medicel stenographye

3. Twenty-one per eent of the gredustes requiring additional
training needed @ brush-up in typewriting and shorthand,

Thirty-five years age, a study was made by Charters and
¥hitley." This study wes mn "Analysis of Secretarisl Duties and
Traits.® The Cherters and Whitley's study was emphasised in this
study becanse the writer felt that, even though the study is old,
the seme principlss cen be of value of the secretaries; stenogrsphers,
employers, end busiress teachers todsye Therefore, it is hoped that
Charters and Whitley'es study will be used as a guide by the secretaries,
stenographers, employers, and business teacherss '

Dijie w&m‘?‘“"' %‘Gﬁgﬁ
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The purposes of Charters and Whitley were:

1, To determine the duties performed by the secretary te
businessmen snd administrators,.

2. To determine the qualities which were present in

suecessful secretaries and thoss absent in mnsuccessfaol
secretaries.

mm—a—umum&gm
¥ of this study.



CHAPTER IIX

MARITAL STATUS, PRESENT LOCATION, EMPLOYNENT
AND INCOMES OF THE ORAIUATES

The purpose of this chapter is to analyse the data pertsine
ing to the graduates who were contscted, Thils analysis is especislly
designed to study the data pertaining to the present location of each
gradoate, marital stetus, graduate work, employment, and income,

Present Location, The names and present addresses of the 56
graduates who ware contacted in this study will be found in Appendix
B, pages 79 = 82, In order of frequengy, the graduates live in the
following states: Kansas, Mlssouri, Californis, Oklahome, New York,
Pennsylvarde, Colorado, Loulsisna, Nebraska, Floridas, Ohlo, Few Jersey,
Virginla, New Yexico, and Fashington, D. Ce

Maritel Status, In this study, 26 women and 5 men or 70 per
cent of the totdl number replying were married, Eodly sald that of
112 men and 185 women, S5k per cent of the men and L6 per ecent of the
wonen were married, Endly's study was made during Wordd War II,

Graduate Work, Three of the Ll gradustes have a Master's
degree, One of the three has 27 hours beyond a Master's degree.
Eight or 18 per cent of the graduates do not have an advanced degree
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but do heve some graduste work on record. The total number of hours
of graduate work given by these eight gradustes was 121 hours.
Thirty-three or 75 per cent of the gradustes have no graduate work on
records

Fow jobs were secured, The gradustes were asked how they
secured their present positicns, Eight different msans of securing
jobs were listed. A blank space wes provided for sxplanation of
other means not listed.

The snswer to this question was tebulated in Table IV on page
22, Trom these figures, students ¢an be taught the relative
importence of these different means of sesuring jobse Twenty-two or
50 per eent of the bl gradustes said they obtained their positions by
personal applicatione This indicates that it wounld be very profitable
to teach the technique of personal spplicationsy that is, how to
conduct oneself during an interview; and the importance of personal
appsaranoe, mnd the sbility to earry on an intellipgent cenversation,.



Parsonal Application 22 £0.00
Approached You 11 25,00

Want Ad in Newspaper h +09
lstter of Inguiry S5
Flasenment Burean of the College 2 4458
Relstive ) 8 2.27
Private Exployment Agency i 2,27
State Employment Offioce 0 ey
Frisnd 0 e
(Means mot mantioned) 1 2,27
Total Lk 100,00

Sinos some peopls obtain jobs by answering newspaper
advertisements mnd writing letters of inguiry, students should be
tanght how to select appropriste edvertisements snd enswer then
effectively.

Also, the obligations incurred and the benefits received from
private smploysent sgencies should be given to future jJob hunters
because some peopls obtain jobs through employment egencies.

Iype of business by whom esployed. There ware four types of
businesses listed and a blank space was provided for other types not

listed. The graduates were asked to cheeck in what typo of business
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they were employed, The tsbulation of this question was reported
in Table Ve,
TABIE V
TYPES OF BUSINESSES IN WHICH THE GRADUATES ARE EMPLOYED

Type of Pusiness Number of Employees Per Cent

Department of Education 8 10,3
Covernment (City, State, and Wational) 6 13.6
Bank L 091
Henufscturing Compeny (Aireraft) 3 0648
01l Company 3 06.8
e : oles
Accounting
Doetor 2 0lie8
Insurance 2 Oh.5
Chureh 2 04,8
Savings end Ioan Associstion 1 02.3
Gas Company 1 0243
1 02.3
Retall 1l 0243
Engineering 1 02.3
Office Overload 1 023
Total kY 100,00

There were 17 types of businesses mentioned. Eight graduates
or 1B per oent of the gradustes work for the Department of Edncations
This inclnded the gradustes working for the State Department of
Fdveation, Private Bogrding Schools, Oreduste Sehools, snd Stats or
Publie Schools. Thers wers six individuals or 13 per cent of the
gradustes employed by the oity, state, end national governments.



Four gradustes or 9 per cent of the gradustes were employed by
banks and four were employed by legal firmss This included court
reporters and pecrotaries to lmwysrs. Only 6 per cent of the
gradustes or 3 worked for aircraft sod shoe companiesy and, 3 were
eployed by oil companies. Two individuals or L per cent of the
gradustes worked for the following! reilroad, accounting, doctor,
inswrance; end churche Although a church is not & business, it
seemed logical to inclode the 2 gradustes who are doing secretarial
work for churches. The savings and loan associstion, gas company
(natural), investment, retall, engineering, md office overlosd -
sach employed one graduate of the Kemnsas State Teachera Collegs of
Emporia.

This dsta reveals the fact thet the majority of the gradustes
prefer employment with eivilien firms yether than government positions,

Certified Frofessionsl Secretery Rsting, The graiustes wre
asked; "Do you have a Certified Professional Setretary rating?® Omly
ons of the hli graduates employed in offices has an official
Certified Professionsl Secrstery rating,

In preparing for the Certified Professional Secretary examings
ticn; the graduste said the following courses were helpful to hers
business correspondence, office management snd supervision, advanced
typewriting, intermsdiste stenography, and experienc - was alse &
contributing factor,
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Incomes of Uraduatess To determive the range and variatiom of
the present salaries; it wae rocessary %o ask esch graduate to check
his salary to the mearest five hundyed dollarses In splie of the
snonymity promised, s fow grofustes did not enswer tils questions

The salary sesle was brolon down iuto bracimts from §1,200 to
11,000 end sbove, The freguency for ecach lewvel was reported in
Table VI,

TADLE VI
SALARIES OF THE GRADUATES

Calary Freguenty

10000 = $10,00 >
.m - 0
9000 « § 2
g.m g g:g :
g:g - gosm i
h.&” - ,.m g
by200 « L,T00 6
g’m - h i
2000 = 2,500 3
1,800 « 2,300 2
1,200 = 1,700 1
Eot Stated 2

The highest salary reported by the office workers was $11,000
and sbove, The lowest salsry reported was in the brecket of #1,200
to §1,700, The mean and median salary for the gredustes fell within
the 81,900 « £5,300 bracket, The mode fell within the $3,600 « 4,100
bracimte



CHAPTER IV
OFFICE HMACHINES, EQUIFMENT, AND FILING SYISTEMS USED BY THE GRADUATES

This chapter is dovoted entirely to the office machines,
equipment, end filing systems used by the gradustes. In order to
determine the effsctivensss of the machine instruction program of the
Kansas State Teachers Collsge of Emporia; the gradustes were asked
to eheck the machines and equipment they use in their offices. The
1ligt of these machines is shown in Table VII on page 27s

The most frequently used machine, of course, was the type~
writer. Thirty-two individusls o 72,7 per cent of the gradustes
used the manusl typewriter and 5Sh.6 per cent of the graduates or 24
used the slectria typewriter. Twelwe graduates or 273 per sent
sadd they use both elsctrie and manual typewriters.

Four voicewriting machines for transcription were listed. The
Dictaphone was the most frequently uvsed machine of the volecewriting
uachines listeds Twelve individuals or 27.3 per cent of the gradustes
said they used the Dictephone. The Pdison Volsewriter, Oray
Avdogreph, and Comptomster esch were uped by two, representing L.6
per cent of the graduates,

There wers two adding mashines end one calculator listed,

Of the Ll gradustes, ©L.6 per sent or 2k used the 10<key sdding
machineg n.Tpeunbettbogrdmulormmdu;m
sdding machine, md 20,5 per oent or 9 gradustes used the ealculator.



TABIE VII

OFFICE MACHINES AND EQUIPMENT USED BY THE GRADUATES

) ok theb

12 273

Voicewriter 2 Olie6

Orgy Audograph 2 0keb
Cosptomster 2 0hob
10=key Adding Machine 2h tha6
Ditte Dupliestor (Spirit) 18 3.1
%) 1 02.3

0 %

Maltildth 09.1
Ozalid 02.3
Thermofax 12 2243
FlexeO=iiriter 1l 02.3
Gestetner Duplicator 1 02.3
Vorifax 2 OLaf
NCR 3000 Posting Maching 1 02.3
Integrator 1 023
Btenograph i U2e3
Stenorette 1 02,3

Duplicating machines included 8 different types. Of the
stencil duplicating machines, ten gradustes or 22,7 per cent used
the Mimeograph, while only one gradusts uwsed the Gestetner. The
Ditto Duplicator was the most commonly used of the spirit duplicators.
Tifteen graduates or 3Ll per cent used this mechine, " Only one
graduste used the Asographe. The Oelatin Duplicstor was ancther type
of duplicator used by G.0 per cent of the gradustes cr three.
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The Osalid, Twermofax, and Verifax are photogrsphie methods
of duplicstion, The Termofax was the most freguently used of the
taree machines, Twelve individuasls or 22,3 per cent of the graduates
sald they used the Themmofax) 9l per cent or four used the Osalid,
and enly Le6 per cent of the greduates or two used the Verifax,

mmmum“wuwu
and the muzber of users for each mschine wered Flem=OwFriter,
HCR 3000 Posting Machins, Integrator, Stenograph, and Stenovette
cach had one user oF 2,3 per cent of the graduates using the machine,

These findings revesl the fact that & knowledge of all types
of office machines is of extzeme importance to all who enber office
positions) end, training in the use of tiese machines should becouwe
en essential part of the currigulum,

Elling systems used by the gradustess Filing is & "must” in
the training of secreteries and stenogrepherse lois Irvene Hutchinson
sayet

N6 two offices flle in quite the sam mammer, zlthough the

fundgnental principles =ay be the ssme,s There are waristions to
h“tdﬂﬁ%“t&ﬂﬂuh“dﬁuy
a study in iteeclf,

The four most widely used flling systems ares alphabetiec,

geographic, mumerie, and subject, In this study, the alphabetie

system of filing was the most frequemtly used, Thirty-thres

';-omu
(Chloagot Oress Publishing GomEiye TSN Pete el
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individuals or 75 per cent of the Ll gradustes said they used the
alphebetle filing syotene

The Fumerie £iling system was second in rank with 10 gradustes
or 22,7 per cent using this system, Only 6.8 per cent of the
gradustes or 3 used the Subject £iling systems

One graduste mentioned the use of the Dewey Decimal system
and snothar used the Chrenmologieal filing system. Doth are forms
of Numerical filing. The Geographis filing system was the lowest in
rank of the four filing systems. Only one graduste said he £iled
geographicallye

It sppemrs that it is impertant for secretarial ctudents to
Imow the Alphsbotical system of £1ling snd if time permits, the
Humerls filing should be covered, It scems umnecessary to deal with
the otrer systems.



CHAPTER V

In this chapter the general objective was to analyse the
qualifications reeded by one expecting to enter the seeretarial
fislde Vhat sre the characteristics, duties, ideals and powers of &
‘secretary? The amswer to this question may be found in stodying the
duties of a secretary and the personsl charasteristics most frequently
required of such a person,

Once the dutles of a secretery have been ascertained, it is
posaible to determine what informetion, principles, skills, end
techniques need to be taught to the prospective seeretarys Therefore,
in this study, the gradustes were asked to cheek the duties according
to frequency of performance; that is, they were asked to check
vhother they performed the dutiss often, occesionslly, rerely, or
nevere This gystex was veed rather then "yes® or "no® answers
becange the latter msthod would produee an affirsetive reply for
nmny duties performed only once o twice a year.

There were 52 duties listed in the questiommaire, and a blamk
epaoce was provided for the graduates to list other important duties
not menticned.

mmdwmmﬁmu!&hMe‘m
31 - 3. The duties were telmn directly from the questionnaire
and set up in tebls forme Then, after all the graduates retwrmed
their questionnaires, the dutiss were tabulsted,



TABIE VIIXI
FREQUENCY OF 64 DUTIES
PERPORIED BY TEE GRADUATES

Often Occasionally ERarely Fewver

Humber
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33.
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35,
37
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39a
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Assist with the prepara-
tion of written reports
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records

Eeep books of trust
sstate

Prepare estate accounts

Write up sales for
invoices

Open mail sand ast on it
Prepare sumaries
Edit material for
publication

53 B

= w b B3

FH”RHRHPHGBg

E & « B enn oo n

0 0O0OQ OO0 O O O™ W

2 -~ =2 O O p-

(o %

0O 000 OO0 O O OV w

o 000 QO O O O N




TABIE VIIX (continued)

Tumbey Duty Often Occasionally Rarely Rewer
62, Vake auto and furniture
loans 1 0 0 0
gﬁ- lapt.inm 1 (3] Q 0
+ Intebview spplicants
for amployment b § 0 0 0

Some of the dutiss were checked by the graduates as never
baving been psrformed. Of this 1list, 30 or 68 per eent of the Lb
graduvates reported they never help their employer make out the incoms
tex report. Twentyeight or 63 per cent of the graduates said they
pewr keep their employer's checkbook. Twanty-six or 59 per cent of
the graduates sald they never prepare their employer's brief cass for
tripe, do personil shopping for their employsr, or keep persoral
finaneial records for their employer.

The duties marked often and ogcasionally were considered the
importent dutiese They ehould be taught thoroughly. The frequency
ranking of the duties performed often by the gradustes is shom in
Tabls IX en pages 35 = 37, An explanstion sbout resding the table
1s given at tbe end of the table.

There were 6L duties mentioned by the graduates as being
performed oftens The duty that ranks highest acsording to frequency
of performance was “take dictation snd tramscribe.® Thirty or 68



35
per cent of the graduastes said they perform this duty. The second

highest ranking duty performed by 20 or 68 per cent of the graduates
was "answer the telsphone and rocte eallers,”

Twenty-seven or 62 per eent of the gradustes sald they often
file office papers, mee customers mnd generally meet the public, and
compose written communications,

TAEIE IX
" FREQUENCY RANKING OF TIE DUTIFS
PERFORMED “OFTEN" BY THE GRADUATES

Rank Nunber Numbay Tuty

s

Take dictation and transeride

Answer the telsphone and route callers

Tils office papers

Soe customsrs apd generally meet the publie

Compose written commnications

Compose written commmicaticns from oral
instruetion

Asgist with the preparation of written reports
of a gonersl, financial, governmental or
ressach nature

Keep a record of appointments

Compoes written commmication from long-hand
notations

Maks appointments

Vske long distsnce calls

Organize and type @ repord from rough draft

B&R&E~XB

N,
b ]

3
28
27
27
2
2
a
5
10, 2a
2a
a
20
20
19
19
5
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g
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TARIE IX (continued)
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TABIE IX (eontimmed)

Rank lNumber Number Duty
57« 1 €7 Prepare estate accounts

53 ; § 58 Write wmp for invoices
£% 1 9 Propare sumaries

0, b 60 Open mail end sct on it

Gle 1 €1 Edit msterial for publication
€2¢ 1 62 Make Auto end Furniture loans
€34 1 2 Keep time shests

6he 1 Interview for employment

T e S s
The table should read as followse "Tgke dictation and
transeribe,” duty Vo, 10 on the questionnsire, was checked 30 times
out ‘of & possible i therefore, it wes enti to first rank, The
mwnmu;uum—unmmhulmwh.ﬂ
on the questiomnaires It was checled 28 times out of a possible Ll
therefore, it vas entitled to second rank; and so ome _

The other grouwp of dutiece that seem to be of impertance were
the duties that were performed occasiomaily, These dutise were sst
up in Table X, pages 38 « 390. The duties were listed sccording to
frequency rankings

"Iype copy for publicstion® was performed by 14 or 32 per cent
of the gradcates) therefare, it ranked first, Thirteen or 27 per
ocont of the gradustes sald they compose written commmication from
long-hand notations and mele transportation reservetions.

The third high ranking duties performed oscasionally by 12 or
28 per cent of the gradustes were: take speeches as dictated, make
botel reservations, and gather information for reports.
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TABIE X
FREQUENCY RANKING OF THE DUTIES
PERFORMED "OCCASIORALLIY" EY THE GRADUATES
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TABIE X (econtinued)

Rank Fumber Number

1
W B i B T IALANWRAVLUE O VOOV O
| BBREERanGEElEBonE BYSRE-mE

|

. The tabls should read as followsi ™Iype eopy for publica~
tien,* duty ¥o. 25 on the questionnaire, was checked 1 times out of
a possible hlj therefore, it was entitled to first rank, and so for
each duty performed occasionally by the gradustes read in 1like

DATTET .

A similar wtudy of dutiss performed by sscretariss was
carried on by Charters and Whitley in 1924, Charters and Whitley
thought their duly analysis would be useful to seeretaries, employerws,
and business teschers. According to Charters and Hh!:t]py. the

following uses ware for exployerst
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1s A stody of the list of dubties will indicate what 1s
expocted of secretaries end will assigl in securing a
vide veriety of useful service as suits their individual
needs.

2+ The exployer may check; for his secretaryy the dutiss he
wishss her to performe

3 nnwm-urmmmomwn-

[

ke The esployer ¢an make job specificaticns.

Charters mnd Whitley thought & list of duties msy be vsed by
secretaries in the following wayss

1, Secretaries in training may etudy all the duties to

hi

mmamumuu
In the same manner; @ duty enalysis can be of value to
buziness teachers. A duty senalysis may be useds
1. To provide tryout and explorztory ocpportunitiss.
2. To serve es & moans of guidance.
3. 7T develop sttitudes of upprecistion, hedits, and
Imowledge

" ICharters end Wnitley, Op. Cite, pe 12.

'EA-- Pe 13
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e To sequaint the students with the soclslesconomis pervices
showing the meaning and make=up of business end its
function in life and education,

S. To encourage students to develop interest in their work.’
Cherters and Whitley also made an snalysis of traits. The
gradnates in this study were not asied ghout specifie tralit abhilities.
It is assumed that a list of traits can be derived from a study of

the duties performed. For exampls, the duty “take dictation and
transeribe” was performed often by 30 or 68 per cent of the graduates.
In order to perform this duty, it is evident that the secretary must
be sscurate, intelligent, snd preficient in shorthend and traoscripe
tions

A 1ist of traits msy slso be used by the employer, searetarys
and teachar, Charters and Whitley sald the employer mays

1. Use the list of traits as a check list to indicate the
traits ho valoes most highly.

2+ Use trait astions as a basis for correction of any
defectsa

3, Use trait lists in interviewing spplicants.’

The secretary may use a trait list as a basis for self-analysis
and when malking out a program for improvement of thelr weskest traits.>

Next,; the business teacher may also use the trait list ir two
wvayni

£ El

SInad.






CHAPTER VI
CURRICULUNM EVALUATION

As an integral part of a program of currisulum development,
there should be a plan of ressarch involving the sppraisal of
procsdures, materials, and practices in use at the present time.
This plan was carried out in the previous chapters.

The primary purposs of this ehapter was to evaluste the
euﬂﬁluofmmmmwwmmm,xmu
State Teachars College of Emperis, and to determing if the cowrses
taloen by the gradustes gave them the development that wms most
Mh-ﬁu 1life's situations.

This information was obtained by listing all the courves
offered by the Division of Busiress end Business Education, The
graduates were asked to think of the courses they had taken at the
Kansas State Teachers Collsge of Emporia and to gheck whether the
courses taken were valnable, of some valus, cr of no valos to them
in their present positions.

A column ertitled "did not take course® was piven. If the
graduates did not take the ceurses, they were saked to check in this
column. Finally, the graduates were ssked to reconsider the courses
listed and to check those courses they would take if they had to plan
their schedules once again. The response to this question was
tabulsted in Tabls XI, pages Lk <18,
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The majority of the courses listed were mentioned as "not taken®
by the graduates. It is evident thet the curriculum of the Division
of Pusiness and Business Education has changed considersbly since
1918, In fect, some graduates said they wished many of the courses
offered now had been offered when they were students.

One graduate thought the euestionnaire should have been sent
to more recent graduatesy for example, 1957 or 1958 graduates, because
he felt it was impessible to indicate one's interest in & course
without imowing scmething sbout the course, Also, he expressed his
opinion sgbout the courses offered by saying there was too mach
overlapping.

Yot, another graduate said he was greatly impressed by the
curriculum how offered by the Division of Business snd Business
Education, Fe sald the ewrriculum had improved since he was a2
studant,

Trends snd Issnes in the Administration and Supervision of
Evsiness Education was a course that was not tsken by 39 er 89 per
cent of the graduates. Thirty-eight or 26 per cent of the graduates
did pot taie Seminar in Management., Thirtyeseven or &l per cent of
the graduates ssid they did not take the following courses: Small
Business lMansgement, Visual Merchandising, Salss Management, Marketing
Analysis, Controllership, Socisl Comtrol of DBusinass, Seminsr in
Distribution, Improvement of Instruction in Distributfon Education,
Orcanisation and Administration of Distribution Bducstion, Methods
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end Materials in Distribution Education, The Administrator and School
Custodial Servises, Workshop in Pusiness Education, Seminar in
Business Teaching Problems, Accounting Systems for Publie Schools,
Fisld Study, and Thesis in Pusiness Fducation. It seecms mnecesssry
to mention other courses not taken because 1t is obvious from those
courses already rmenticmed that meany new courses have been added since
1918, Furthermore, the courses not taken were not primarily designed
for secretaries.

The colmm entitled *If I had to plan again I would taks® wam
not used by the majority of the gradustes. There were Z1 or LB per
cent, of the Ll graduates who mentioned Incoms Tax for the Individual
&8 a course they wonld take if they had to plan their schedules again.

One graduate, who has a Masters degree from a well-known
mniversity, had a different opinion of the course Income Tax for the
Individual, Fe said, "It seomn to me that any citizen with a littlae
application cen assimilate the materials which woul? be included in
Incoms Tax for the Individusl, He was astonisbhed by the number of
okill courses which were available in contrast to those of & back-
ground nature. ‘

Alwo, this graduate said that even though the secretarial
students should have a knowledge of filing and office routins,
duplicating imhinu, trenscribing machines, caloulating and posting
machines, comptomsters, elestronio recording and sorting mechines, two
courses should cover the materials adequately end give the students a
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working imowledge of the routines and machines, He suggested that
grester emphasis be placed on business economicsy that is, the business
community and its relation to the rest of the world and its response
to day-to-day happenings.

Another eocurse, Personnel Managemsnt was mentioned by 19 or 43
per cent of the gradustes as & course they would take if they had to
plan their scheduls again,

Seventeen or 39 per cent of the graduates mentioned Office
Hanagement and Supervision as a course they would take if they had
to plan their schedules againy 15 or 3k per oent of the graduates said
they wonld tske Instruction in Clerieal Practice snd Techniques,

Humsn Relations in Business Management, and Duplicating Hachines.

The colunn marked valusble was taken from Table XI and the
courses were listed in Table XIT pages 52 = 5i, The gradustes had
alrealy taken these courses, and they wmre considered waluahls to them
in their positicoms. The courses were ranked in order of frequancy.

Thers ware two more colmms given in Tahle XI entitled "Some
Valoe" and "So Valme.” Of the courses {aken by the Ll gradoates, 22
or 50 par cent sald Fusiness Organisation was of some value to them
in their present positions. Eighteen gradustes or 0.9 per esnt said
Marketing was of some valws. Principles of Economics was mentioned by
17 individuals or 38.6 per cént of the Ll gradustes as being of som
valie to them. '

The column entitled "No Valus" was not used by mamy graduates.
The highest mention in $his column was 12 individuals or 27.3 per cent
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of the Ll gradustes. They said Comptometer Operation was of no valus
to them in their present positions. Fleven graduates or 25 per cent
gaid Personnel Mensgement was of no value to them.

TABRIE XII
FREQUENCY RANK OF THE COURSES
CONSIDERED "MOST VALUABIE®™ EY Lk ORADUATES

Rank taking course Per Cent Course Title
Lle 38 864 Accomnting II
2. 36 81.8 Accounting I
3e 36 81,8 Buainess Correspondencs
L. 3k TTa3 Advanced Typewriting
Se 32 T2.7 0ffice Practice and Procedure
8. n T0.5 Intermediste Stenogrephy
Te n 70.5 Secretarial Training
8. 26 £9.1 Elsmentary Stenography
% 2h Sheé Dictation and Transeription
10, 23 52+3 Intermediate Typewriting
1n. 23 £2.3 Filing and Office Routine
12, 23 £2.3 Business Lew I
13. 20 . Fusiness Law II
1. 19 o2 Elementary Typewriting
15. 16 38.4 Business Practice
15, 15 3k.1 Prineiples of Economics
17. 13 29.6 Office Management and Supervision
18. 13 296  Duplicating Machines
19. 12 273 Business Organisation
0. 11 25,0 Business Calculstions
21. 0 | 25.0 Caleulating snd Posting Machines
22. 10 22.7 Intermediate Accounting
23 9 20.5 Cost Aecounting
2h, 9 20.5 Business Penmanship
25, 9 20,5 Transeribing Machines
26. 8 18,2 Personal Finance
27. 8 18.2 Advaneed Aecounting-
284 8 18,2 Incom Tax for the Individual
29 8 18.2 Introduction to Salesmanship
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TABIE XITI (Continued)

30, 7 15.9 Insurance
. é 13.6 Introduction to Business Finsnce
32. é 13.6 Comptomater Operation
33. é 1346 Current Business Problens
3k g 1.k Personnel lznagement
15, 1 1.k Instruction in Clerical Practioe
and Techniques
36. 5 1.k Marketing
37. 5 1.k Practicum in Typewriting
380 5 noll Business Statistics
P 5 1.k Principles of Business Educetion
. kL 09.9 Msthods of Research
v I h 0949 Investment Analysis
k2. h 099 Prasticum in Stenography
h3. N 09,9 Principles of Advertising
Lke 4 099 Human Relations in Business
Manasgemen,
kS, i 0949 Money and Banking
kibe L 09,9  Anditing
L7, b 09.9  Finsncial Statement Analysis
A8, L 09.9  Economic History of United States
L9 3 0648 Internationsl Econemies _
50, 3 0648 The Mathemstics of Finanoe
5l. 3 06.8 Federal Tex
2. 3 06.8 Seminar in Fuman Relationships
53. 3 06.8 Purliamentary Procedure
Ske 3 06,8 Xey Punch and Sorting Mschine
5 Operation
55 3 08,8 Improvemsnt of Instruction in
Shorthand snd Transeription
56, 3 06.8 Fisld Study and Conferenses I, IT,
III, IV, ¥, VI
ST 3 06.8 Business Cyeles and Forecasting
58, 2 OL.6 Pr;::tm in Bookkeeping and Aecount-
59 2 0h6 Smell Business Managemsnt
&._ 2 oh.6 Nontextile Merchandise Aralysis
61, 2 0h.é Textile Merchandise Analysis
62. 2 0L.6 Applied Retailing
63. 2 0Leé Industrial Production and Managemert
6k 2 OL.é Sales Management



TABIE XII (Continued)

SEE—

TrHor T e
Rank taking courss Fer Cent Course Titlse
6S. 2 0keb Fuman Relations and Superviawy
Treining .
66, 2 Olie6 Principles snd Philesophy of
Vocgtiongd Education
67 1 02.3 Thesis in Business Edueation
68, 1 023 Tisld Stody
69» 1 023 Research in Pusiness Education
70. b 022 The Business Currieunlum
M. 1 0243 Accounting Systems for Public
Schools
T2 p § 023 Hothods and Materials in
Distributive Education
3. l 023 on and Administyation
of Distribution Education
The p § 02,3 of Instruetion in
; Distribution Educatien
75« 1 02.3  Seminar in Distribution
76+ i 2.3 Thesis in Pusiness Administration
nb ;: 02.3

Controllarship
02.3 Imprevemsnt of Instruction in

queation, "What coursss were most valusble?", there was no 100 per cent
“;‘pwnntmm
most valuable coursej therefore, it ranks firet.
Ascounting I and Business Correspondenes ranked the seme or seconds
Thirty-six individuals or 81.8 per cent of the gradustes said these
coursss were most valuable, Advanced ting was considered most
valuable by 77«3 per ecent or 3L of the Li gradustes. Therefore, it
ranked fourth., Offlce Frastice and Procedure ranked fifth with T72.7
Mwnﬂmwmaanﬁhooumum
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Although there were other courses mentioned as most valuable

by the graduvates, the gbove named courses, in particulsr, seem to be
worthy of mention here.



CHAPTER VII
SUGGESTIONS SUBMITTED

This chapter adheres strictly to the suggestions given by the
gradoates. Out of Lk gradustes whose replies to the questionnaire
were usabls 15 failled to giwe any suggestions or opinions. It was
azsoaed they did not feel qualified to mske suggestions becanss thay
had bsen away from school teo long or else had none to offer.

Since the gradustes are the individuals in the offioce and other
occupations, it was felt that thelr opinions or suggestions would be
of great value in evaluating the curriculum which was one of the
prizary objectives of this atody.

Each of the following suggestions were given by 29 graduvatest

l. The students should be taught to thinkj that is, to learn

to find material, to organize it, to anslyse it, teo
reach logical conclusions, to verbalise ths probleam and
findings, and finally to use them.

2+ There should be more emphasis on business sconomicsp that is,
the business comunity and its relation to the rest

of the world and its response to day=te-dsy happenings.

3. The secretarial students should not take shorthand courses
until their junicr or senier yeer so that they will not
forget the shorthand before they go out on a jJob.

ke A great deal more emphasis needs to be plased wpon the
necessity for sequiring facility in the use of the
English language.

Ss Thers should be more empbasis on mathematics.
6« There should be courses offered which would enshls one to

make flow charts and programs for the 705 I Elsctronie
Erain,
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8.

e

10.

1.

12,

13,

15.

16.

17«

57

There should be more courses offered that are of a
practical nature.

There should be more emphasis on interpersonsl relstion~
ghips in all areas.

The students should be tanght that when they are out on a
Job, they will be on their owm and will have to discover
tb‘.rmmetdodmnthmmgto
their own particular situation.

There should be more ¢ourses in Consumer Fconomies
of fered.

The teachers should be stricter about -qning work with
poor spelling and grammar,

The students shonld be given good, sound advice en how to
choose a graduste school.

The students should be temght that the most valushble

aaset a young person can hawe is a plsasing, cooperative,
honest dispesition.

The students shonld be tavght that most technicel skills
can be learned on the job but Christisn principles of

between the person who is promoted to places of responsi-~
bility and the person who 1= relsgated to the menial
chores no one else wants,

There should be good, sound advice in healping students
choose a schedule of courses thet will be most bensficisl
to them in later life.

There should bs more courses of fered that will give the
future secretariss practical exverieace in publie
relationg,

There should be more cn=the-job training,
There should be more emphasis on offioe conditions,

particularly different personalities, with which peopls
will coms in contast.



CHAPTER VIII

SUMMARY, CONCLUSICNS, AND RECQMMENDATIONS

mm&m.w—qnumd
this study and a statement of conclusions end recomrendations,

i.

I. SUmARx
L

In this stady, there wore 56 cerds yeceived from gradustes
who classified their jobs as oifice positionss A
questionnaire was malled to themy Fiftyeous gradustes
or 09 per cent of the 56 greduates returned thelr
questionnalres, Seven of the fifty-onn questiomnaires
were unusable becsuse the graduates wore exployed in
other occupations, Therefore, this study was based

upon Ll yeplies, |

The 56 greduates of the Diviglon of Buginess and Business
Bducation were living in 15 etates, Fashington, D Ce and
Tguali,

Of the Lk graduates engaged ia office employment, only

3 have Mester's dogress, One of the 3 gradustes has

27 hours beyond & Master's degree, Thiriyetiyee gredutes
or 75 per eent of the rosponémbte have no graduate work
on yecord, )

Fifty per oont of the kb gradustes secured thely jobs
thirough pereonsl applications,
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Ps

The manugl typewriter was used by 32 lndividuals or T2 por
cont of the gradiates,

The Dictaphone was the moet popular velcewriting machine,
It was used by 12 gradustes or 27.3 per cent,

Of the four most widely weed filing systems, the
clphsbetic filing cy-tem was uwsed by 33 graduates or
75 per cent of the Li gredustes,

Fifty-tuwo du'lies wore mpationed as being perforsed by
the graduatos, The two dutdos tist venied highest as
being performed "Often® Ly the greduntes weres take
distation sl transeribe, sngwer the telephone and routs
sallers,

Accounting IT, Accounting I, Business Correspondence,
Advanced Typewriting, Office Practice sad Procedure,
Interzediate Stenogrephy, snd Secretarial Tratiaing
were the courses with the higiset frequency rank and
congidered “ibst Valushle® Ly the graduatesy

Pringiples of Econoumics was the coures that renked
highest of the courses mentiomed of "No Value,®

Heny of the courses were nob talenm by 8k to 89 per cemd
of the graduates,



iie

&
Applied Peychology, Mumsn Belations in Business, training
prograns of partetime work experience while attending
school, and a prectical course in Dusiress Pnglish were
mentioned as courses that would help improve the
curriculume

II, COMCLUsSICES

The following comclusions were dremm from the data obtaimed
in this studn

1,

2

k1

La

A dogree is priceless for anyone who chooses a professional
carecr whother it be in the teaching field or secretarial
field,

The first requirement for a successful bLusinese career

is an active intelleoct,

A list of jobs held by former gradustes and a study of
the dutiss performed could have some guidance value,

It is concluded that the program established by the
faculty of the Division of Business end Business Educatien,
Eansas Stete Teachers College of Mmporda, met with the
approval of the majority of the gradustes,

III, RECOMENDATIONS

It is recommended thate=

is

Teachers guide the students into & sultable career by
giving the students an idea of what they will have to
oope with in varioue positions.



[

A formal course in bhusineps English should be provided,
411 gpecrotarisl students wio plan to male the secretarial
fisld a career should be encouraged to take the Certified
Professional Secretary exanination,

There should be move counselling; that is, students need
advice on how %o choose & groduste school and sbout the
courses they should take,

A study of different fome used by varlous businesses
should be included in the Dusiness Correspondence courees
All secretarisl students should be required to tale more
uathezaticse

If stenogreph sachines cen te secured, a course in machine
shorthend should be offered,

There should be more emphasis on the importmmce of good
hunan relations,
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KANSAS STATE TEACHERS COLLEGE
EMFPFORIA, KANSAS

Emporia State has always prided itself on having an ocutstanding
program in Business and Business Education, but we are always
concerned sbout making it even better. You can help us do this
by cc-operating in & study which we are preparing to undertake.
We are interested in knowing your ideas on our present course
offerings at the college. In & very short time we will be con-
tacting you for informastion that will enable us to revise our
present curriculum.

Your co~operation in this study will help us make vital improve-
ments in the Business and Business Education Division instructional
program. With the full co-operation of all the graduates, we know
that this can and will be a study of great value in helping us meet
the current needs of the business world.

This study will be directed toward curriculum evaluation. We will
be asking such questions as: what courses were taken that you feel
ere of most value to you in your present career, which are of least
value, what are your educational needs for probable promotions and
future vocational plans, etc.

Use the postage-free card to tell us that you are backing your
Alma Mater all the way in this study. When the investigation is
completed, we will be happy to send you & summary of our findings
should you desire & copy.

We certainly hope you will help us develop & program of which we
can be even more proud; please fill in the information on this
card ana return it to us by

incerely yours,

E. C. McGill, Cheirman

Division of Business and

Business Education
ECM/plo

Enclosure
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NAME : .

PRESENT -

ADDRESS : ‘s Xo:
Te— T %

PERMANENT

ADDRESS :

Please classify your occupation under one of the following ‘
headings, if possible, or specify under other.

a. Teaching f. Business Administration
b. Accounting Field

c. Secretarial Specify

d. Retailing g. Other

e. Housewife
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KANSAS STATE TEACHERS COLLEGE
EMPORIA, KANSAS

February 10, 1$59

Dear Graduate:
IT'S NOT TOQ LATE!

Your help is still urgently needed! Join us in a study to help
improve the curriculum at Emporia State. On January 26, 1959, we sent
you an introductory letter and a postal card for your reply. We have
not yet heard from you.

Please fill out the enclosed card before it is misplaced and
return it to us immediately.

Your co-operation in this study will enable us to improve our
present business curriculum.

Please return the card to us NOW; so that we can also include you
in this study.

Sincerely yours,

E. C. McGill; Chairman
Division of Business and
Business Education



KANSAS STATE TEACHERS COLLEGE OF EMPORIA
Division of Business and Business Education
Emporia, Kansas

0

(Please print or type. Answer each question to the best of your knowledge
and add additional information you think necessary.)

L, NAME:

Last E Firsc Tiddle (Maiden, if any)

2. PRESENT ADDRESS:

(St., Route or P. O. ?px) City State
3. MARITAL STATUS: Married Single
1. EDUCATION:
a, Advanced Degrees: Masters Doctors

b. If you have not completed work for an advanced degree, have you any
graduate work on record? L ns o Number of Hours

c. If you are working on an advanced degree, please specify:

Name and Location of School

Credit FHours Completed: Area of Study

e The following list of courses are now being offered by the Division of
Business and Business Education, Kansas Staite Teachers College of Emporia.
Please check in the appropriate columms your opinions about the courses.
(Consider the value to you in your present position.) Indicate in the last-

column, the courses you would take, that you have not had before, i7 you
had to plan your scheduls again.

If 1 had
to plan
Some |No Did not again I
Course Title Valuable |[Value |[Value [take course [would take

rinciples of Lconorics

mternational LCONCMICS

‘con. History of united otates

lisiness Organizabicn

ersonal rinance -

ntroduction Lo BuS. Fipance

‘he Mathematics of Finance

Jorporation rinance

Tnancial Statement ANalysis

leminar in rinance

lusiness Lalculations

lccounting L

[ccounting 11

05T_Accounting




L

Course Title

Valuable

Some

Value

No
Value

Did not
take coursse

If 1 had
to plan
again T
would take

 Advanced Cost ACCOUNTINg

ntermediate Accounting

- 1BM Punch Card Accoontcing

. Governmental Accounting

Advanced Accounting

C.P.A. Review

_Fracticum 1in Bookks sping and
Accounting

Auditi

| Incomen%ax for the Individual

Federal Tax

Business Penmanszhip

Business Correspondence

Business Practice

- OfTice Management and Super-
vision

Persornel Management

Office fractice and Procedure

TFethods of Individual Training
and Job Analysis Education

Instructicn in Clerical
Practice and Techniques

Introduction to Salssmanship

Insurance

Voney and Banking

Marketing

omall Business Management

Nontextile Yercqandise Anslysils

Textile Merchandise Analysis

Yarket Eing fmgfv*s (s
Seminar in d“a;

': p}

10
Human iezatiuns and Supe ViSory
Traiming

Contemporary Unlo

?arllamentarv

Intermediate '

Advanced Typsm*lilng

Elementary Typewriting

Tmprovemen‘ of Instruction
Typewriting

tfaczwcum 1n Typewriting
OfTice Houtine

(AW)
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Course Title Valuable

Sonme
F Talue

No
Value

Did not
take course

1T I had
to plan
again I

Transcribing Machines

would take

Calculating and “osting Machines

Comptometer Operation

Yey Punch and sorting Machine
Operaticn

Elementary Stenograpny

Intermediate Stencgraphy

Dictation and Transcription

Secretariai Training

Practicum in Stenography

Improvement of Instruction 1n
Shorthand and Transcription

Field Study and Conferences 1,
Ii, IIT, IV, ¥, VI

Business Law 1

Business Law 11

Current Business Froblems

investment Analysis

Administration of Business
Associations

Business Statistics

Business Uycles and Forecasting

Controllership

Soclal Control of Business

Rusliness Case Studies

Thesls 1n Business Administration

Seminar in Distribution

Improvement of Instructicn in
Distribution Educatiocn

Organization and Administration
of Distribution Educaticn

Methoos and Materisls in
Distributive Education

Principles and Philosophy of
Vocational Education

Principles of fBusinsss Eaucation

s

Co=-ordination Skills and
Techniques in Business Education

Adult Educatilen and Conference
Leading

Co=prdination Sroblems in
Business Education

The Administrator and School
Custodisl Services

workshop 1n Buslness aducatlon

Trends and lssues 1n The Admin-
istration and Supervision of
Buginess Education

SDEMINAT 1n Susiness leaching
Problems

Accounting Systems for Public
Schools

SN

g
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5 IT I had

to plan
Did not again T

take course

Some o

Course Title Valuable |[Value |Value

would tak

a
=

The Business Curriculum

Hesearch 1n Business sducation

TTeld Study

Yethods of Research

Thesls in Businesz prducsation

(List amny other courses that you
may have had and that are not
mentioned above. Check in the
appropriate columns your
opiniens. )

6. Do you have a Certified Professional Secretary rating?

7. If you do, when did you receive this rating and whers?

8. What courses helped you most in preparing for the CPS examination?

course numbers above, )

9. TVhat are the factors and/or conditions of the

(Use the

CPS examination? 1In other

words, what were the qualifications you had to meet?

1OB

Insurance Doctor
Lawyer Ma

Personal Application
Want Ad in Newspaper
Letver of Tnguiry

Placement Bureau of
Employer approached yo

the
1

12.
U.Sj_ngo

Typewriter ( )
Typewriter (Electric)
Dictaphone
Voicewriter
Audograph

Scund Scriber

Wire Recorder
Comptometer

10=-key adding machine
Full-bank adding machine
Calculsteor

J

anufacturing Co.

College

Flease check the following office machines and equipment

Please check in what type of business you are employed.

Cther (Please specify)

Please check how you obtained your present position,

Relative

FT_end

State _lqymnnu Office
Other {(lease specify)

that you are now

Ditho Duplicator (Spirit)
Azograph Duplicator (Spirit)
Rex=0-CGraph

Mimeograph

Gelatin Duplicator

EEA
ﬁ:
.a;
:

Ozalid

Thermofax
Spesd-0-Print

IBM FPunch Card Machine
Other (Please list)

|



) R T ok
3 imayiind
e N g .

3 %o, Alphabetical Geographical
e A Numerical Dewsy Decimsal J . !
A
i, Please check the fpllowing duties according to frequency of performance. ‘.}
{
Duties Often |Occasionally |Rarely | He'-:;a:gi{ e
Filing [ 4 "";
Keep personal Tinancial reccrds for emp.loyer 21 4
Reep olfiCe Gr company financial records V.
Kesp & record of appoLruments %
Keep a clipping Tile or ScrapbooK for X
employer ik
Resp employer's checkbooxk P

Keep personal records

Keep

contidential personnel rscords

Leep

eXpense records Of empioyer's Lravel

T
o vy

Take

dlctation and transcribe

Take

notes at meetings

Taks

dictation directly at the typewriter

Take

speeches as dict&ted

Fiot

graphs

Requisition supplies

Help entertain visiting cUScOmMers and Dranch
reprensentabives

Gather material Io0r speecnes

Act as librarian for the OLiiCe Library

Viake digest of articles, letters, Or DOOKS
for employer

Help plan and organize &ll olTice sSocial
affairs

felp employer make InCome La&x Tepors

frepare Lrip lCinerarics

Iype tganscripts Irom & VOiCe racording
machine

Type and index Minuces Of MEeGings

Type copy Tor publicacion

Prepars peayrolls and budgevs

Frepare 107 MOLGALY DOSId MESLings

Prepars empiCyerls Driel CAss 10T orips

Up personali sSnoOpping Ior uaAs smployer

Mark articles To be clippsa

Ict as olflce manager

Ettend meetings

DUpEervise Clerical and SCencgraphic emp.oyess

Jompose writoen communicacion from
long hand notaticns

Make BDDOLTLMENTS

PBke long distance calls

er the Lelephone &nd route Callers

s peneral cutgolng callis

AssTST with the preparation of writhen
repcrts of a general, financial, govern-
mental or research nature




| e
T 7 - Im = —TT
47 4 SR . %
% 7 aeduties Often |Cccasionally |Rarely [lever

TEinan gérsonal tiles for the employer

Take nobel reservations

Compose written commumications from oral
instructions

See customers and generally meet the public

Maintain & follow-up or "tickler® file

Compese wrltien communications

vaincain card files

Gather information for reports

Do perscnal bamking Ior the employer

Make transpertation reservaclions

ict as an intermediary for the employer
in the organization

Organize and type a report from rough Aralt

CTopies from employer's long hand noces

{lisC other imporvant dubies not mentioned
above)

|
R |

i

Your name

will not be mentioned and this will be kept strictly CONFIDENTIAL,

$1200 - 31700 33600 = 31300
$1800 - 52300 3h200 - 34700 T
$2L00 - 32900 $L800 - $5300
$3000 -~ $3500 ~ $5h00 ~ $5900 _ -

6.

any other you might think of)

i the findings of thisb_smge

-

$6000
57000
$8000
32000
$10000
$11000

$6500
$T500 —
58500 -
$9500
$10500
- Abcven_

-

Flease list amny suggestions you fesl would heip to improve the curricul
at Kansas State Teachers College of Emporis.
methods of teaching, areas of study, equipment, programs of oiferings, or

(Courses, units of work,

o

s

In order to determine the range and variation of the present day salaries,
will you check your present salary to the nearest thousand.
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KANSAS STATE TEACHERSB COLLEGE
EMPORIA, KANSAS

We are pleased to know that you have tzken
an interest in the study to improve the office
education curriculum at Kansas State Teachers
College of Emporia,

The opinions and suggestions of graduates
should aid us immensely in evaluating the pre-
sent curriculum,

Will you please fill out the enclosed ques=-
tionnaire and return it to us immediately., If
you'!ll just check "yes" on question 17, you will
receive a summary of our findings,

Thank you for your co-operation.

Sincerely yours,

E. C, McGILL, Chairman
Division of Business and
Business Education

ECM/vv
Enclosure



KANSAS STATE TEACHEES COLLEGE
EMPORIA, KANSAS

If I were able to call on you at your home and ask you
to please fill out the questionnaire that was mailed to you
recently, you would probably sit down immediately and fill
it out for me,

Why not mail it instead? We NEED only a few more replies
to make this study completel Your reply plays an IMPORTANT
part in this study.

For your convenience, I am enclosing another set of the
same forms, together with a self-addressed, postage-free
envelope, PLEASE fill out the papers and return them to us
§QH’ as we want tc include your opinions and recormmendations
in our survey,

Sincerely yours,

E. Co McGILL, Chairman

Division of Business and

Business Education
ECM/wf

Enclosures: 2






”
NAMES AND ATDRESSES

OF THE
GRADUATES CONTACTED IN THIS STUDY

tare Address
Androws, M, Virginia (Holdren) 9735 South MaeArthur Court
Jacksonville 11, Florida
lnni.l, Esther Pauline m. m’ m F Bireet MN.¥.

Washington 6’ D Co
Baumgartner, Certruode Je (Soeolofsy) 1220 N, Kokomo Avenus

Dtrby, Kansas

Erocks, Dlanche M, (Morris) 501, Tmmhld
sas

Cloutier, Terne I. (Bammgartosr) 7h9 ¥, LiTth Street Forth

Wichita h Kansas
Cooper, Glemn:a Marie ko1 S,

Bartlesville, Oklahoma
Crawford, Forrest Keith 2107 Piatt Awenue

Wichita 1, Kmsas
Cushing, Faye 701 Metoalf

Overland Park, Kansas
Pillard, Leona M, (Sneed) 733 Troy Avenus

Erooklyn 3, New York
Doban, Ina Iou (Henry) 216 N, 9th Avenume

¥anville, New Jersey
Dow, Helsen E. 615

Emporia, Kansas
Dryden, Myrtls D. 3534 South Trerton

Tulss, Oklshoma
Yarias, Cecils (McCandless) 1320 S, Hobart Boulevard

Los Angelss 6, Californis
Fry, loeills (Roulund) 5100 West Tlst

Prairis Village 15, Kanszas
Gallatin, Kathleen (CGleichman) 910 Congress

Emporia, Kansas
Gangwer, Petricia 905 Wallace

Bowling Green, Ohio
Gardner, Carol R. 4220 Harrison

Esnsas City, Missourl
Goerhring, Mary Catharine (Dean) Box 155, 1710 ¥orth Seventh Strest
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Hames and Addresses (continued)

Hane Adiress
Hackett, Doris (Riggs) 09 Gest Otoe
Poneca City, Oklahoma
Hele, Rhea ILindeay 3933 Broadway
Indignspolis, Indians
Halkin, Gladden (Haskell) Apte 22-A, Manheim Gardens
Manheim snd Schuyler Streets
Philadelphia Lk, Fennsylvania
fall, Pauline 615 South Prookside Drive
Hanson, Edith B, 1226 South
Wichita 13’ Tansss
Haghbarger, Frances 192k South Eln
Pittsburg, Ksnsas
Fovorka, June (Andersom) 920 W, H-inat
5 Ransas
Jones, Barbara (McDonald) 328 Court

Juhlin, Jeanne (Belting)
Kegel, Corinne (Galt)
Tlein, Mary Jo (Allen)
Tine, Mary Ann (Fulton)
Klostermann, Helen larie
Enapp, Dorothy T.
Krosksr, M. Alberta (Nicholas)
Lenshan, Rhoda M.

Lewls, lewis Rodney
Fadden, Luella

Main, Willigm

Hanhattan, Kansas
10250 Breckenridge Road
St. Ann, Missouri
808 31lst Avenue
1536 Peterson
Fert Collins, Colorads
827 Congress

Kargas

West 1lth Avenme

Emporie, Fansas
305 Chio Avenue
Holton, Ksnsas
1117 Nerth Dellrose
Wichita 14, Kansas
Tonganoxie, Kansas

4432 Paris Avenue

Hew Urleans, Louisisna
1022 University Drive
Fortales, New lexico
1211 N, Eadn
Carden G‘!.ty, Ksnsas

B e e e e i ot S S S e e S A e e e e



Names snd Addresses (continssd)

Massey, Ethel Pearl (Sheeley)
¥eats, Violet Yetieve

MoRge, Elisabeth Jo

Money, Frs. Max

Ranninga, Esther M,

Pinson, Mabel Irene

Robhins, Roy Keith

Root, Mary (Wallingford)
Scarlett, Pat

Seett, Winnie Talitha
Shepard, Virginia lLois
Smith, Beulsh Mary (Pointer)
Smith, Iva Flaine (Griffin)
Smith, Phyllis Ann (Jensen)
Strouts, Marjoris

Symes, Marjorie (Clark)
Waller, Grace C. (Cunter)
Wegley, Mary Jare (Quaistance)
Wigger, Albert Dietrich
Williams, Hewel (Curtis)
Zenger, Sharon Xaye (Winters)

107 West 15th Street
Haya, Kansas
IeRoy, Kansas

3411 Gillham Road, Apt. 105
Famwas City 9, Misesourl
821 W, Third

Pratt, Kansas

1112 Fifth Street

Clay Certer, Fansas
1215 ¥, Puckeye Avenue
Abilene, Kansas

303 F, Greenwocod
Fureka, Kansas

2hLE Kaala Street
Homolulu L, Hawail

1703 E11

m;.t-wzth, FHebraska
Re




