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ABSTRAC T 

This study was made to determine existing employment 

opportunities for high school graduat es in selected businesses 

and indust r ies in the Dickson County employment a r ea . 

A cover letter and a q u est ionnaire were mailed to 

one hundr e d businesses in the a r ea . Seventy pe r c ent were 

r et urne d , and the data were incl u ded in this study . An 

informal q u est i onnai r e wa s given to thr ee hundred ninety 

st udents p r esently enr olled in b usiness courses a t Dickson 

County Senio r High School to asce rt a in the ir educat ional and 

voc a tional plans . 

This research r e sulted in the following findings : 

1 . Most initial employment oppo rtunities a re in 
clerical occupations . 

2 . High school gr a d u ates may secure initial 
employment in the Dickson County employ
ment a rea . 

3 . Most high school gr ad uate s lack sufficient 
skills in composing letters , in spelling , 
in handwriting , and in taking and transcribing 
dictation . 

4. Be h a vioral traits are most important when 
s eeking employment . 

5. Tra ining on the most commonly us ed busine ss 
ma chines , including data processing equip 
ment , is needed for initial employment . 

6 . To obtain initial employment , high school 
gr a d uates need a good b ackgr ound in English , 
business ar it hmet ic, typewriting , busine ss 
b e havior and office practi c e . 



7. Most busine ss pe opl e beli eve work ex p e ri ence 
woul d improv e the busine ss educ a tion program . 

8 . Many peopl e in the business field revealed a 
willingne ss to work with the school to improve 
the curriculum . 

9 . Fifty - two pe r c ent of students presently 
enrol l e d in bus ine ss cours e s plan to continue 
t h e ir e duca tion after hi gh school . 

10 . Only one - fifth the students t ak ing bus iness 
c ours e s plan to work in the bus iness field . 

11 . St ud ents do not utilize the s e rvices of the 
Guidanc e De p a rtme nt in pl anning their p ro 
grams of study . 
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Chapter 1 

INTRODUCTION 

In today ' s society , every per son is heavily invo l ved 

in the business and economi c world . Ea ch person must have 

some unde rstanding of the world of business and how it func 

tions to be literate and informed . Business ed ucation plays 

a ve r y impo rtant part in p roviding students a t all age levels 

with the ability to function effectively in our business 

1 
world . 

What shall st udents le arn in thei r formal school 

expe ri ence? F or the field of busines s ed ucation , which must 

ass ume mu ch of t he r espons ibility for preparing student s for 

work and for devel oping a n unde rst anding of t he place of 

b usiness a ctivity in the t otal society , the demands for wise 

selections of school expe r iences become critica l . 

Tonne , 
polis : 

There is no single pres c ription fo r those 
cha r ged with the responsibility for the 
curriculum of a business department in a 
secondary school . . The diversity in 
a society a s complex a s the American society 
demands thoug htful consideration and awa r e 
ness of the uniquene ss of the situatio n in 
which the p rog ram is to b e offered . 2 

1Lo u is C. Nanassy , Dean R . Malsbary , and Herber t A. 
Principles and Trends in Busines s Ed ucation (Indian

The Bobbs - Me rrill Company , Inc ., 1977) , p . 1 . 

2c . A . Nolan , Carlos K . Hayden , and Dean R . Ma lsbury, 
Principles and Problems of Bu siness Education (C incinnati : 
Sout h- Western PublishingC ompany , 1967) , p . 647 . 
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STATEMENT OF THE PROBLEM 

A cruc i a l p robl em of busine ss e duc a tion is d e ciding 

exactly wha t is n e ed e d by the initial worke r on the job and 

p rov i d i ng a curriculum which will enable students to me et 

job r equir ements . What curriculum chang es n e ed to be ma de 

. in the Busine ss Educ a tion Department at Dic kson County Senior 

Hi g h School to p rovide a pro gram n eeded by the business 

c ommunity? 

THE PURPOSE 

In order to evalua te the business curriculum at 

Dick son County Senior High School, this study was conducted 

to de t e rmine job opportuniti e s for hi gh school gr a duates and 

to identify requirements n ee d e d to s e cure the se positions . 

A s e condar y obj e ctive of this r e s earch wa s to institute a 

p ro g ram for good public rel a tions b e twe en the school and the 

busine ss c ommunity . 

Spe cific a lly, the objectives of this survey were : 

1 . To de t e rmine ex isting employment opportunities 
f or high school gr a duates in sel e ct e d businesses 
and industri e s in the Dicks on County employment 
a r ea . 

2 . 

3 . 

4. 

To i den t ify and analyze the e ssenti a l skills and 
knowl e dge s nee d e d by the be ginning worke r for 
initi a l job competency in the se positions . 

To de cide wha t cha r a ct e ristics prospe ctive 
emp l oyers want in an applicant . 

To f ind out the k inds of e quipment on which 
busine s spersons f ee l the hi gh school student 
s hould b e tra ine d . 



5. To identify those business subjects business 
persons consider to be most important . 

6 . To foster good public relations between the 
school and the community . 

7 . To make recommenda t ions in the fo rm of curric u
lum objectives fo r the Dickson County Senior 
High School business education program . 

IMPORTANCE OF THE STUDY 

3 

What kind of worke rs would improve the efficiency and 

effectivene ss of the b usines s activity within the c ommunity? 

This is one of the most important questions the b usines s 

department of a s econdary school may ask . Howeve r, it i s not 

s ufficient to ask businesspersons what they want in a wo r ker . 

Future requ irements need to be determined and provided fo r 

in the schoo l p r ogram . 

The Bus iness Ed ucation Department should not adopt a 

curriculum u sed in another school merely becaus e i t wa s 

successful there . Consequently , teachers in the Busines s 

Education Department should know what job oppo r tunities a r e 

available in the employment area and the educational requ i r e 

ments for the s e positions . 

Prior to this study , a community survey had not been 

made for the purpose of studying the business curriculQm . 

Inforffi.9.tion obt ained in this study was important in the 

following wa ys : (1) The curriculum was to be enriched . 

(2) Businesspersons were to become more awa re of the func 

tions of the Business Education Depa rtment at the high school . 

(3) Occupational information was to be obtained to improve the 
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counse ling of b u s i ne ss edu c a tion st udents . 

SETTING 

Thi s study wa s conducted in Dickson County and the 

s u r r o unding a r ea . Dick s on County is loc a t e d in Middle Tenne s 

s e e and is borde r e d by Mont gomery , Ho u ston, Che a tham, 

Willi amson a nd Hi ckman Counti e s . Metropolitan Nashville , 

Dav i ds on County, is only forty miles from Dick son . The land 

area of Dickson County is fo ur hundr e d eighty- five (485 ) 

s qua re miles , and the 1 9 70 p opula tion wa s twenty- one thousand 

nine hundred sev enty- seven ( 21 , 977) . 

Dickson County Senior Hi gh School is the only second

a r y school in the c ounty and h a s an enro l l ment of twelve 

hundr ed s eventy- six ( 1,276) . The re a r e three junior high 

schools l o c a ted in the county at Cha rlott e , Dick son, and 

White Bluff . 

LIMITATIONS OF THE STUDY 

The pop ulation for this study wa s limite d to approx

ima tely on e hund r e d s e l e cte d busin e sses in the Dic k son County 

empl oymen t a re a . In a ddition to Dick son County , the employ

ment a r ea include s fiv e counti e s within a f ifty- mile r a dius 

of the county . The busine ss e s s e l e cted within the county 

included al l ma jor ind us tri e s , a ll b anks , department stores, 

j ewele r s , i n s uranc e agenci e s, a utomotive dea l e rships and 

store s, t ruck lin es , r ea l e st a t e firms, p rofe ssiona l p e rsons, 

and al l lo c a l , state , and fede r a l gov ernment of fic e s . 



The firms in the surrounding counties were chosen 

b e c a use they test and employ high school graduate s . 

ASSUMPTIONS 

The findings in this study were b a sed on the 

fol lowing as sumptions : 

1 . A study of the curriculum was desired by the 
ad.ministrat i on and business t each e rs of 
Dickson County Senior Hi g h School . 

5 

2 . Qu estions on the survey instrument were adequate 
to p rovide the information needed for this study . 

J . A sufficient number of questionnaires to 
comple te t he study would be r et urned . 

DEFINITION OF TERMS 

Terms used in this study are define d a s follows : 

INITIAL EMPLOYMENT : The first permanent job secured 

by the high school grad ua t e is initi a l emp loyment . 

BUS I NESS ORGANIZATION AND MANAGEMENT : A course 

usua lly taught in the twelfth grade for the purpose of giving 

students an overall understanding of the starting of a business . 

BOOKKEEPING I : The high school course in bookkeeping 

generally involves the prin cipl e s and method s of r e cording 

b usiness trans a ctions, the preparation of f inancial statements, 

and the interpret a tion of financial statements with empha sis 

on the records of a sma ll business . 

BOOKKEE PING II : Book k e eping II stresses the inter

pr e t a tion of bookke eping d a ta with emphas is on corpora tion 
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and p artne rship account ing . 

BUS INESS ARITHMETIC: This course app lies the funda

mental principles of a rithmetic to business problems . 

BUSINESS ENGLISH : Business English is a course 

dealing with both written and oral English as it applies to 

business . The emphasis is on the type of correct and proper 

En glish needed by the s e cretary, stenographer, clerk, and 

dictator as contra sted with the academic emphasis on English 

appreciation and literature . 

BUSINESS LAW : Business law is a course dealing 

primarily with the application of the legal principles and 

pro c edures to the personal business problems of the indivi

dual . It a lso promotes the und erstanding of laws re gulating 

the total economy which affect the individual as a producer-

consumer . 

CONSUMER ECONOMICS : Consumer economics is designed 

as a b as ic course for all students r egardle ss of occupational 

or prof e ssional int e r ests with a primary objective to help 

p upils understand the economic principles that are essential 

for participat i on a s a citiz en and fo r performance as an 

efficient produc e r in one 's occupation or profession . 

GENERAL BUSINESS : General busines s is a course that 

provides the student with an introduction to the business 

world and which h elp s him to understand his environment . 

OFFICE PRACTICE : The cont ent of this course includes 

broad knowl edge and p roc edur e s of the mode rn office in a 

changing business world . Important obj e ctive s of this course 
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a re : to develop skills n e c essary to perform cl e ric a l, non

st enographic duties at an employab le level ; to develop a 

knowledge of common business forms and skill in handling 

them; and to develop p e rsonal qualities and attitudes n ee ded 

by succ es sful cle ric a l worke rs . 

SHORTHAND I : The purpose of beginning shorthand is 

to develop a minimum shorthand writing s k ill of at least 

eighty words a minute on r e l a tively easy and c ontrolled 

material . 

SHORTHAND II : The shorthand II course emphasizes 

the development of s kil ls a cquired in beginning shorthand 

through dictation and tr anscription . 

TYPEWRITING I: The p urpose of t ypewriting I is to 

develop a touch system of typ ing with a mas tery of the key 

bo a rd, a knowl edge of the parts of the machine, the ability 

to type business and personal l etters in good form , the 

ability to tab ul ate , and the ability to follow instructions. 

TYPEWRITING II : The second y ear of typewriting is 

use d exclusively for teaching students to meet the high 

production requireme nts of the busine ss world . 

PERSONAL TYPEWRITING: High school students elect 

this course primarily to develop a useful and r apid typ e 

writing s k ill which can be app li ed in a variety of us ef ul 

ways -- composing skill, manuscript and report writing , 

orderly work habits , and a r e search tool . 

NOTETAKING: Notet a king is a personal - us e writing 



system for the p urpose of wr i ting notes r ap idly with suffi 

ci ent legibility so that it i s n ot necessary to transc r ibe 

the notes . 

RECO RD KEEPING: Re cord keep ing is off e r e d to give 

stu dents an unde r standing of the p rin ciples and proc edur e s 

8 

f or p l anni ng , managing , and r e cording the b u siness trans 

a c tions to which most ind ivi d ua ls a re exp os e d i n their pers onal 

a n d occ upationa l live s . Th is c our se offe rs the l e ss - than

ave r age ability stud ent the opportunity to elec t a gener a l 

cle ric a l c ou rse r a the r than bookkeep ing . 

PROCEDURES 

The fol l owing pro c e dur es were u s e d in cond u c ting 

thi s st udy : ( 1) a li s t of s e l e ct e d b u s ine sses wi t hin the 

Di ck s on County emp loyment a r ea wa s c omp ile d ; ( 2 ) a 

q ues t ionna ir e was de signed ; (3 ) a c ove r le t ter wa s com

pose d and typ e d ; (4 ) the c over lette r , que sti onnaire , and 

a stamped- enve lop e we r e ma i l ed to one hundr ed busine s s e s; 

(5 ) t h o s e f i rms who did n ot r e s pond by the da t e r equir e d 

we r e c ontac t ed b y t e l ephone or pe r sonal visit ; (6 ) a q u e s 

tionnaire was given t o al l s t udent s p r esently enroll e d in 

a b u sine ss c o u rse at Di c k son Co unty Seni or Hi gh Sc h ool ; 

(7 ) the data on t he r esponses we r e t ab ulated and ana lyz e d ; 

a nd (8 ) the curri c ulum p r oposal was prepared . 



Chapter 2 

REVIEW OF RELATED LITERATURE 

In 1972, Rebecca T . Collins found the survey tech

nique had become accepted by almost all communities as a 

practice essential to vocational g uidance , evaluation , and 

1 1 . 3 ong- range program panning . 

An informal survey of clerical employees was taken in 

Clarksville , Tennessee . The researchers found cleri cal j ob s 

requi r ed many specific duties , and bookkeeping positions. al so 

demanded a varie ty of skills . Businesspe r sons felt st udents 

sho uld have training in the use of vario u s office machines . 4 

A s urvey of b u sines s offices by Dorothy M. Cochran 

in Hopkinsvil l e , Kent u cky , revealed more job opportunities 

for the beginning worker were available in clerical occupa

tions . Cochr an also found that ninety- six per cent of the 

b usinesses s urveyed required a minimum high school edu cation 

for employment . Charac teristi c s in employees considered mo s t 

important were honesty , accuracy , and intelligence . The most 

prevalent negative personality traits were lack of initiative 

3Rebecca Irene Collins, 11 Guidelines for Community 
Occupational S urveys in Vocational Education, 11 Business 
Education Forum , XXVIII (October, 1973) , 38 . 

4Judy Berzins and others, 11 A Survey of Clerical 
Employees in a Random Sampling o~ 144 Clarksville Business 
Firms 11 (An informal survey, Austin Peay State University, 
1967), p . 7 . (Mimeographed . ) 

9 



and l a ck of r espons ibility, and the most prevalent training 

weaknesses were sp e lling and arithmetic. 5 

1 0 

Zita Fortman conducted a study in the El Se g undo, 

California , area to gathe r da ta abou t entry- leve l job require

ments and employment possibilities for high school gradua tes . 

Her findings we r e : (1) Over sixty per c en t of the busine sses 

were willing to hire inexperienced personne l for general 

clerical or cle r k typist pos itions . ( 2 ) Businesses were 

hesitant to hir e inexperienced bookkeepe rs . (3) Firms , as a 

rule, p referred to promote from within the company to steno -

gr aphic or secretarial positions . ( 4 ) All compani e s rat_ed 

job attitude , appearanc e , and speech a s b eing the three most 

important f a ctors in hiring personnel . ( 5 ) New office 

emp loyees showed strengths in attit ude , at tendance , and 

appearance . (6) Ma jor weaknesses were general business 

knowledge , proofreading , and b a sic mathemat ical skill .
6 

Another survey to determine entry- level employment 

requir eme nts usi ng r eturns from one hundred seventeen Pomona , 

Califo rni a , firms r evealed the following : (1) Sixty- e i ght 

of the firms r esponding did emp loy high school g r ad uates; 

5Dorothy Martin Cochran , "A Survey of Business Offices 
in Hopk insville , Kent uc ky, with Implications for the Business 
Ed u cation Curriculum of Christian County High School" (Unpub
lished Ma ster 1 s Thesis, Austin Peay State College , 1 965 ) , 
p . 86 . 

6zi t a E . Fo rtman , 11 Analysis of Ent ry- Level Office 
Job Opportunities in Busine~ s ai:1-d I~dust7y Served by_the 
El S egundo Unif i ed School Di strict, Busines s Educ ation 
Forum , XXVI ( October , 1 9 71 ) , 35 . 



11 

( 2 ) Shorthand , t yp ing , fil i n g , ma th, and l anguage skills were 

tes t e d by a ma jority of the firms ; (3) Attitude , p e rsona l 

appearance, cooperation, and dependability were r anked by 

emp loy ers a s the most important pe rsona lity traits; (4) The 

int e r v i ew i mp ression by the applicant was the mos t important 

single f a ctor when hiring; (5 ) The firms s uggested better 

p r e p a r a tion in spelling , language skill s, letter writing, 

typing , and behaviora l tra its ; (6) Employers looked for 

good spelling ability, re a ding and following instructions, 

good tel ephone t echni q ue , fil ing knowledge , use of proper 

vocab ul a ry, and p roficiency on an electric typewriter when 

considering applicant s . 7 

Da ta compiled by Ann Belland in the Addi son, Illinois, 

a re a indicated the largest nwnber of jobs avail able to the 

hi gh school grad u a te were in clerical occ up a tions . Future 

g rowth opportunity a re a s in office employment were in the 

dat a processing and the s e cretari a l occup ations .
8 

Delb e rt D. Kar nes made an analysis of job- entry posi

tions in se l e c ted major industri es in Ohio. Karne s found 

tha t f ema le graduates who p ursued the business education 

7Ellen F . Medl ey, 11 A Survey of the Pomona Business 
Corrrrnunity to De t ermine Entry- Level Employment Re quir ements 
for Hi gh School Gr a d ua t e s with No Previo u s Bus iness Exp~ri
enc e App lying for Positi ons a s Gen e ral Cle rk, Clerk- Typist, 
or St en ogr apher ," Busine ss Ed u c a tion Forwn , XXVI (Octob er, 
1971 ), 45. 

8Ann Mill e r Be lland, 1'A Survey of the Office Occupa
tions in the Addison , Illinois , Ar e a , 11 Surrrrnar i es of 1968 
Research S t ud ies in Bu s i nes s Ed u cat ion, Na tiona l Business 
Educ at i on Qu art e rly XXXVI II (Oct ob er, 1969 ), 6 . 
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curricul um qua lified for seventy per c ent of the total number 

of j ob- ent ry positions , as c ompar ed with thirty per cent of 

the female g raduate s who took the college prepara tory 
9 

curriculum . 

In 1974 , a study was completed by Ebri Usani Eteng 

to identify the r elationships between expectations of 

businesspersons and the type preparation of prospective 

off ice workers by Madison , Wisc onsin , Area High School. A 

high school diploma was the minimum requirement for employ

ment in the area, and a growing interest wa s being placed 

on hi ghe r e d u cation qualifications . Businesspersons desired 

more emphasis placed in such areas as spelling , human rela

tions , u se of mode rn offic e machines and equipment , and 

initiative . Eteng al so fo und most top exe cutives still 
10 

u tilized the service s of secretaries who wrote shorthand . 

Edna L . Gregg cond ucted a study in Tri- Cities area 

of East Tennessee to discover how office worke r s were 

s e lected and what pe rsonal characteristics were sought and 

evalu a t ed . Gre gg found the most common criticism of appli 

cants ' conduct a t intervie ws wa s a lack of confidence . 

9Delbe rt D. Karnes, "An Analysis of Job- Entry 
Posit ions in Sel e cted Major Industries in Ohio , " Business 
Educ a tion For um, XXX ( Oc tob e r , 1975 ), 38 . 

lOEbri Usani Eteng, '1A Survey to Identify the 
Relat i ons hips that Exist Be ~we en the Expectations of Mad~son 
Avenu e Business Repre s entatives and the Type of Preparat ion 
of Prospe c t ive Office Employees by the Area High School , 

11 

Business Education Forum, XXX (Oc tober, 1975) , 35 -
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Emp loyers s a id many a pplic a nts had no definite job in mind 

and were unrealistic abo u t starting salaries and r ank . 

Althou gh emp loyers welcomed application letters, few were 

r ece ived . The initial contact between employe r and prospec

tive employee usuall y occurred when the appl icant wa l ke d in 

and asked f or a job . Unf avorable impressions were created 

by applicant s who only partially completed app lication forms . 

Bu sinesspersons, in general , felt young worke rs failed to 

app ly principles learne d in school to practical work situa-

. 11 
tions . 

Riley Roy Wallingsford comp a red educ a tors' and 

employe rs' views of high school graduates' skills . Employers 

and educ ators ha d different opinions of what was expected of 

the high school g r ad ua te . Employers wanted students to be 

able to perform gene r a l duties r athe r than specializ ed tasks 

as indic a ted by ed uc ators . Employers gene r a lly required a 

higher degree of proficiency in clerical s k ills than was 

expe cted by educ a tors . Businesspersons did not find high 

s choo l g r aduates so dependable a s educ ators p redict ed , a nd 

a ma jor cause of dismissal was absentee ism and tardiness . 

People in business fe lt mo r e counseling was needed before 
1 2 

the grad uate sought empl oyme nt . 

1 1 Edna L . Gregg , " Employment Procedures in Tri 
Ci ties Area of East Tennessee ," Busine ss Educ a tion Forum, 
XXX (Octob e r , 1975) , J6 - J7 . 

12Riley Roy Wallingsford, "A Comparison of Educ ators' 
and Employers ' Views of High School Graduate s' Skills, " 
Business Education Forum , XXX (Oc tobe r, 1975) , 52 . 



Helen Abbot made a s urvey t o deve lop a list of criti 

cal r equ i r eme nt s i n h uman r e l a tions b e h avi or whi ch con trib ute 

to the s ucc e ssfu l occ upational ad justment of b eginning offi c e 

workers . S h e fou nd s up e r v i sors we r e more awa re of human 

r e l a t i ons b e havio r s of b eginning off ic e wor kers in f i ve a reas 

than we r e t h e b e ginning wo r ke rs . Th e s e five a r eas we r e (1) 

inte r e s t in self - imp r ovement and job, ( 2 ) adap t a tion t o the 

environmen t, ( J ) willingne s s to he lp co- wo r k ers, (4) pe r fo rm

an c e in h ost e ss c ap a city, and ( 5 ) maintenanc e of firm i ma ge 

. l J in t h e communi ty . 

In a study to de t e rmine the need f or shorthand , . 

Samu e l M. Scammon fou nd s ho r t h and was us ed by s ev enty- s i x 

p e r c ent of s e cre t a r ie s s urveyed . Of these , n ine ty- e i ght 

pe r c en t u sed symb ol s hor t h and . The mean spee d wa s six ty 

to ei ghty wo r ds a minu te wi th s ome jobs requ i ring e i gh t y to 

. 14 
one hundred wo r ds a mi n ute . 

Carol Ga rr ison c onducted a s ur v ey to dete rmine car ee r 

oppo r t uni t i e s for hi gh school g r a duate s in the le gal secre 

t ari a l fie ld . She fou nd the l e gal s e creta r i a l f i e l d offer e d 

c a r ee r cho i ces for women of a ll age s . Over one- ha l f the 

l egal se cre t a ri e s s ur vey e d ha d only hig h schoo l edu cat i ons , 

and most b egan the i r empl oyment in tha t fi e ld withou t previous 

1 3He l en Lawson Abb ot, " Human Rel a t i ons Skills of 
Beginning Off i c e Worke rs in Occ up a tional Adj u stment," 
Bu s ine ss Edu c at ion Forum, XXIX ( Octob er , 1 974) , 29- JO . 

1 4s amu e l Ma uric e S c ammon , " A Survey t o Determine 
Sh th d " Bu s i ne s s Ed uc a tion Forum, XXX the Nee d for or an , 

( Oc t obe r , 1 975 ), 50 . 
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Benita Lynn Harris comp ared the use of manual short

hand, di c tating-transc ribing machines, and machine shorthand 

in the Metropolitan Atlanta, Georgia , a rea . Dictating

transcrib ing ma chines were us ed to record and transcribe 

busine ss office dictation more frequently than any other 

system a lthough manu al shorthand played an important role 

in business office dictation . Approximately one-fifth of the 

busine sses had word processing centers , and the IBM magnetic 

c a rd system was the most frequently used equipment in these 

c enters . Transcription worke r s felt their training sho uld 

have included more emphasis on punctu ation . 1 6 

Linda Bly Holub made a s urvey to determine the 

rel a tive merits of mechanical dictation- transcription equ ip

ment with manu a l shorthand . She found a significant number 

of firms u sed a combination of mechanical equipment and 

manua l shorthand . Manual shorthand transcribers were more 

efficient in their method of completing transcription . 

Shorthand writers were given more r esponsibility in the area 

of composing correspondence and looking up data to be 

1 5c a rol Ga rrison, 11 The Background, Current Status 
and Future Role of Lega l Secretaries in Illinois, 11 

Busine ss Education Forum, XX.IX (Octob e r, 1974), 33- 34 -

16Benita Lynn Harris , 11 The Use of Manual Shorthand, 
Dicta ting- Transcribing Machines , an? Machine Shorthand_in 
Selecte d Businesses in the Metropolitan Atlanta, Geor g ia, 
Ar ea ," Business Educ a tion Forum, XXXII (Octobe r , 1977), 

43 . 
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. 16 i nc l ud ed i n the tr anscr i pt . 

In a s urvey to de termine the stat us of data processing 

in the secondary schools in the United St a tes, Alfred E. Smith 

found thirty-nine per c ent of the schools s urv eyed offered 

co ur ses in data processing . Tw enty per cent of the schools 

offered a on e - yea r prog ram, and the course most often taught 

wa s "Introd ucti on to Da t a Proc ess ing . 111 7 

Walter J. Bur ge ss completed a st udy to examine the 

busine ss data processing instruction a t the p ublic s e condary 

school level in Geo r gia and to de t ermine effective second a ry 

school curricula and effective business teacher education 

programs . Burgess discovered data p rocessing was t a ught as 

a unit or section of another bus iness cour se rather than as 

a s epar a te course . He a lso concluded that workshops and 

seminars we r e not considered suffici en t prepar ati on to teach 

data processing wi t hout othe r formal tra ining or expe rience .
18 

Edwa rd Pau l u s made a survey to determine the extent 

to which t eachers of high school introductory da ta processing 

included es s ential c oncepts in their courses . He concl ud e d 

161inda Bly Holub, " A S urv ey to Determine the 
Relative Merits of Mechanic a l Dict a tion/ Transc ription 
Equipment with Ma n u a l Shorthand, " Business Ed uc a tion Forum, 
XX.XII ( October , 19 77), 44 . 

17Alired E . Smith , "Surv ey to Determine the Da ta 
Processing Stat u s in Secondary Public Schools in the United 
st a t es ," Business Ed uc a tion Forum , XXX (Oc tobe r, 1975) , 51 . 

1 8wal ter J . Burgess, "Busine ss Data Processing 
Ins t ruction at the Public Secondary School Level in Geor g i a , 

11 

Business Ed ucat ion Forum, XXVII I (O ctober , 1 973), 36- 37 . 
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teachers were not doing a sat isfactory job of including con

c epts considered to be essenti a l to the education of all 

hi gh school busine ss students . 1 9 

From a stu dy to determine busine ss data processing 

job cl as sifications, J ean Ove r ton conclude d the desirabl e 

education level for comput e r operators, data processors, and 

key p unch supervision was high school g r ad uation . Oral and 

written communication skills are des irable for a ll data pro

cessing classifications . 2O 

Sharron D. Kovac h discove red the highest educational 

level required for keypunch and tabulating machine operators, 

t ape libr a rians, and other clerical worke rs was high school 

c ompletion . To instill the necess a ry attributes in potential 

employe e s, employers felt the hi gh school training most us e 

ful would be d a t a processing conc ep ts and theory , mathematics , 

communication skills, gene r a l busine ss knowledge , bookkeeping, 

ma chine operation , and personal tra its of dependability, 

· b · 1 · 21 log ic, hone sty, initiative and fl exi 1 ity . 

1 9Edwa rd Paulu s , "An Ana lysis and Evaluation of Data 
Pro c e ssing Ed u c a tion in Second a ry Schools and Univ e rsities," 
Business Educ at ion Forum, XXVIII (October , 1973), 51. 

2OR . J e an Overton, "Business Data Processing Curric 
u l um in the Community Coll e ges a nd Tec hnical Institutes and 
Data Proc es sing Job Cl a ssifications in Sele cted Businesses 
and Industries in North Caro lina ," Business Education Forum, 
XXI X (O ctober, 1 9 74), 41. 

2 lsharron Dale Kov a ch, "Opportunities for High School 
Gr ad ua tes in Da t a Proc essing Positi ons in Selected Busine ss 
Firms in the st . Louis Ar ea ," Summari e s of 1968 Research 
St udies in Bus iness Educ a tion , Na tional BusTiiess Educ a tion 
Qua rt erlyXXXVIII (October , 1 96 9 ), 22 . 



18 

Data coll e cted by Marvin Manning indic ated that an 

i n troductory course in data p r ocessing should be offered a t 

the secondary level . Businesspersons we re willing to hire 

high school students to work in their data proce ssing dep art 

ments . Ed ucators and employers preferred students to h a ve 

hands - on experienc e with data processing e quipment . 22 

Rosanne Reiff conducted a study to determine the 

r equ i r ements for entry - level employment in word processing 

c enters in New York City. Reiff found the majority of busi

ness educ a tors were unfamiliar with the concept of word 

processing . However, minimum qualific a tions necessary f .or 

employment in entry - l evel jobs in word processing centers 

in New York City could b e a chieved wi t hin the current 

. . 
1 

23 
busines s curricu um . 

Margaret Casey Reap analyzed t he job tasks of the 

b egi nning a ccounting and bookkeeping wo r ker . She found the 

job tasks of the b eginning worke r r equired little or no 

und e rst anding of the principle s of debit and credit . Of 

the on e hundred fifty job tasks on the list representing 

re a l work, only thirty - six of thos e could b e found in the 

22Marvin Dale Manning, "A Surv ey of the Opinions of 
Businessmen and Educ ators in the Chic ago Are a Concerning the 
Content of an Introductory Dat a Processing Course in the 
Secondary School with a R~sultru:it Course Ou~line," ~ummaries 
of 1968 Research Studies 2E Business Educ a tion, National 
Bus ine ss Ed uc ation Quart erly XXXVIII (Oc tober , 1969), 26 . 

23Rosanne Re iff, 11 A Study to Determine t~e Require 
ments fo r Entry- Level Employment I~ Word Proc essing Cent ers 
in New York City," Business Education For um, XXX (October, 
1975 ), 49 . 
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t ex tbook r epresenting the high school curriculum . 24 

Ac cording to Leona rd J . West, high school instruction 

in bookkeeping extended far beyond what employers wanted or 

needed from beginning workers and partic ularly failed to 

repr e sent the vast effect of computerization in job duties . 25 

John William Smith concluded that there is a signif

icant difference between the achievement in college elementary 

acco unting of students who have and who have not studied high 

schoo l bookkeeping .
26 

A summary of the previo us research discloses that 

most jobs availabl e to high school graduate s are in clerical 

and secretarial occupations . High school graduates may 

secu r e initial emp loyment in c lerical data processing positions . 

The minimum educa tional r equirement for employment in 

business office occupations is high school graduation . 

Employers consider character traits , personality traits , 

work habits , attitude , personal appearanc e , and dependability 

most important when selecting applicants f or employment. 

2L+r1arga r et Casey Reap , " Job Tasks of the Beginning 
Accounting and Bookkeeping Worker Compared with the Content 
of the High School Accounting and Bookkeeping Curriculum, 11 

Business Ed uc ation Forum, XX.XII (October, 1977) , 51 . 

25Leonard J . West, "Surv ey of Entry- Level Bookkeeping 
Activities in Relation to the High School Bookkeeping Curric
u lum, 11 Business Education Forum, XXXI I (O ctober, 1977) , 59 . 

26John William Smith, "Articulation of High School 
Bookkeeping and College E~ement':ry Account~g ,

11 
S~aries 

of 1968 Re se a rch Studies 2:!?: Busine ss Educ a tion , National 
Business Educ a tion Qua rterly XXXVIII ( October , 1969) , 44 . 
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Althou gh dict a ting- transcr i bing machines a r e widely 

used in busine ss offices , ther e is s till a nee d f or t ho s e 

gradu ates who writ e sho rthand . An acqu a i n t anc es hip knowl e dg e 

and skill in the ope r a tion of v a rious busine ss machine s are 

val uabl e to the high s chool gr ad u a t e s eeking i n i t i a l employ

me nt . 

Acc ording to the lit e r a t ure , the con tent of t h e 

high s chool b ookkeep i ng and a cc ount i n g c our ses p r ov ide a 

b et t e r b a ckground for college - bound st u dents than for the 

v o c a tiona lly oriented . 

Researcher s a ls o found tha t e duc a tors and empl oye rs 

h a ve diff e r ent opini ons of wha t is exp e cted of t he high 

school g r aduate in the bus ine ss wor ld . 



Chapter 3 

DESIGN OF THE STUDY 

This study wa s conducted in Dickson County and the 

surrounding area to determine job opportunities for high 

school g r ad ua tes and to identify r equir eme nts needed to 

s e cure the s e positions . 

Dickson County is located in Middle Tennessee 

extending to Montgomery County on the north, Houston County 

on the northwest, Che a tham County on the east and northeast , 

Williamson County on the southeast, and Hickman County on 

the south . 

The land area of Dick son County is four hundred 

ei ghty- five (485) square miles, and the 1970 population was 

21, 977 . There is a c ontinuing popul a tion growth in the 

c o unty due to industrial expansion and an influx of residents 

from Metropolitan Na shville, which is forty miles away . 

Dickson County Senior High School is the only second

a ry school in the county . The 1977- 1978 enrollment was 

1, 276 . Eight p e r c ent of the stud ents a tt ending Dickson 

County S enior Hi gh School a r e non- whit e . 

The re a re fifty- three te a chers on the faculty at 

Dickson County S enior High School . The school has one 

principal and two a ssistant princip a ls . One of the a ssist 

ant p rincip a ls is a ls o d i r e ctor of vo c a tion a l and t e chnic a l 

21 



ed uc a tion . Dickson County Seni or High School is s e rv ed by 

three guidance counselors . 
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The F r ank G. Cl ement Voc ational Te chnical School is 

located in Dickson . In addition , the high school has a 

Vocational Department offering i nstructi on in masonry , 

plumbing , a uto me chanics , carpent ry, a uto b ody repair, 

c abinet mak ing, r a dio and telev ision repai r, sma ll engine 

r epair, cra fts, dr afting , and occupational home economics . 

The re a re three junior hig h schools located in the 

county a t Charlotte, Di ckson , and White Bluff . 

The Busine ss Educ a tion Department h a s six f ull - time 

teachers . All t eachers hold a b ac helor ' s degree and are 

c ertif i ed in their a r e as of teaching a ssi gnments . Three 

teachers h ave the master 's degree , and one is presently 

completing requirements for the e ducation spe cial ist ' s 

degr ee in admi nistration and sup e rvision . 

Courses offered in the Business Ed uc a tion Department 

and the n umber of s e ctions in each subject a re : 

Vocat ional Offic e Education I 1 Section 
Vocat i onal Off ic e Ed uc ation II 1 Se ction 
Typewr i ting I 4 Sections 
Typ ewriting II 2 Sections 
Bookkeeping I 4 Sections 
Bookkeeping II 1 Secti on 
Gene r a l Bus iness 5 Sections 

Shorthand I 3 Sect ions 

Bu siness English (½ unit) 3 Sections 

Business Law (½ unit) 3 Sect ions 

Typewriting I and II , gene ral busine ss, and shorthand 

a re open to sophomores , juniors and seniors . The ma jority of 

students r egiste red for these courses a r e juniors and sophomores 
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Jun io rs an d s eni o rs ma y also r egister for bookkeeping , busi 

n es s English, bus ine ss law, and v oc a tional office ed ucation . 

In initiating this study, the r esearche r compiled a 

list of one hundred busine sses within the Dickson County 

emp loyme nt a rea . In addition to Dickson County , the employ

ment area incl u des five counties within a fifty - mile r a dius . 

These counties are Montgome ry, Davidson , Humphrey s, Willi am

son , and Cheatham . 

The businesses within the County included all major 

ind ustries , a ll banks , department stores , jewelers, insurance 

a gencies , a ut omo tive dealerships and stores, transportat_ion 

firms , r eal estate agencies , professional pe rso ns , and all 

local , , state, and fede r al government offices . 

Businesses chosen in area counties were banks, 

manufacturing firms, communications busine sses , insurance 

compani es , stock brokers, hospitals, and government offices . 

These firms we r e selected bec a use they t e st and employ high 

s chool grad u ates . 

The survey instrument designed for this study may be 

cl as sified as a fact finding and an opinion attitude devi c e . 

Eig ht items on the q ue stionnaire we re designed to sec ur e fac ts 

ab out the situa tion , while fo ur it ems sought to determine how 

businessp ersons fel t about the tra ining of high school graduate~ 

A copy of the survey instrlli~ent is given as App endix B. 

Ev a lua tiv e Crit e ri a for Surve y Inst rwnents in Busi 

ne ss Educa tion by Lawrenc e W. Erickson and Mary E . Oliverio 
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was used in eval ua ting the questionnaire . 2 7 

A c ove r l e tter (Appendix A) was then composed and 

typed . The questionna ire and the cover lette r were print e d . 

Each l e tter wa s addressed individual ly and mail ed with the 

ques tionna ire and a stamped envelope to each firm . 

Businesspersons were g iven approximat ely three we eks 

to r e turn the q u estionnai r e . Sixty- five r e s pons e s wer e 

rec e ived befo re the r e quested deadline . Those firms which did 

not r esp ond were conta ct ed by t e lephone , and five more qu e s 

ti onnai r es we r e r eceiv ed in t ime to b e includ ed in t he study . 

One firm , which emp loys a la r ge number of graduate s 

in Dick son County and in other counties , stated company 

po licy prevented the ir completing the que stionna ir e . 

Seventy per cent of the questionnair e s were r eturned . 

Four employers c a lled the r esearche r and disc uss e d the survey . 

The s e companies provided teaching a i ds and valuable mate ri a ls 

to be us ed in c o unseling busine ss student s . S eve r a l busine ss 

p e rs ons offe r ed p e rsonal as sistanc e to the Business Education 

Department . 

Each i tem on the s eventy quest ionna ires r eturne d was 

then tabulated and analyzed by the a utho r . 

An inf ormal que stionnaire (Appendix C) was given to 

al l st udents presently enrolled in a busines s co urse . The 

2 7L awrence W. Erick son and Mary Ellen Oliverio , 
Ev al uat ive Criteri a For Survey Instruments in Business 
Ed uc a tion , Monograph 111 (Cincinnati : South- Weste rn Pub-
lishing Co . , 1964 ) , pp . 50- 64 . 



25 

p urpose of this survey was to determine the educational and 

occupational intentions of students t aking business subjects 

and to find out if st ud ents utilized the services of the 

Guidance Departme nt . 

All business te a chers coop e r a ted with the researcher 

and gave the q ues tionnai re to three hundred ninety students 

c u rrently enrolled in busine ss classes . 

Items one , two , three , and four were then tabulated 

and analyzed on three hundr ed ninety r esp onses . 

This study is organized in five chapter s . Chapter 1 

cont a ins the introduction, st a t ement of the problem, purpose , 

importance of the study , setting, limitations , a ssumptions , 

definition of t e rms , and procedures . 

The review of related literature and analysis of 

previo u s r esearch is g iven in Chapter 2 . 

Chapter 3 des cribes the r esearch design . 

An analysis and int erpr etation of the data is pre -

sented in Chapter 4. 
Chap ter 5 cont a ins a s urmnary of the findings, the 

a uthor ' s conclusions and r e c ommendat ions . 

The r efer ence s e ction includes the bibliography and 

appendixes . 



Chapter 4 

ANALYSIS OF DATA 

In order for the Business Edu cation Department to 

dete rmine ex isting employment opportunities for high school 

gr a dua tes in the Dickson Co unty employment a rea , busine ss 

pe rsons we r e asked to give the number of positions in their 

firms which, if v a c ant , cou ld be filled by high school g r a d

u a tes . The res ults shown in Tab le 1 , page 27 , we re compiled 

from fifty responding companies within Dickson County and 

twenty firms ou tside the County . 

Fifty Dickson County busine sse s reported a t o ta l of 

two hund red six (20 6 ) jobs which, if vac ant , could b e fi l led 

by the b eginning worker . Twenty a re a firms indicated a 

total of six hundr ed seventy- nine (679) positions which, i f 

vacant , could be filled by the high school g rad uate . 

Sixty per cent of the positions within Dickson Count y 

we re classified as cle r ical . There we r e twelve stenographic, 

twenty- nine retail sale s, thirteen telephone operator , fifteen 

t el ler, a nd three cashier jobs which, if vacant , coul d b e 

filled by thos e with no post - s ec ond a ry tra ining . 

In twenty a r ea businesses , s ev enty- fo ur per cent of 

j ob s avai l able to b eginning wor ke rs wer e c l e r ical. There 

were e i ghty stenogra2hic jobs open to high school graduates . 

26 



Table 1 

Nwnber of Positions Which, If Vacant , Could Be Fill e d 
by High School Graduates 

Gener a l Job 
Description 

General Office Worker 

Typist 

Bookkeeping , Clerical 

General Cl e rical 

Data Processing, Clerical 

Stenographic 

Retail Sales Worker 

Telephone Operator 

Teller 

Cashier 

Other 

Totals 

Nwnber of Positions 
in Dickson County 

46 

24 

24 

21 

9 

12 

29 

13 

15 

3 

10 

206 

Nwnber of Positions 
in Area Firms 

195 

92 

1 09 

84 

29 

80 

11 

51 

28 

679 

N 
--..J 



These data cle a rly indicate most job opportunities 

fo r high school g r aduates we re in cl e rical occupations. 
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This cl a ssification included general office worker, typist, 

bookkeeping, general cle rical, and data processing clerical . 

Steno graphic jobs wer e nex t in number of positions for the 

b eginning work er . There were only twelve jobs in the Dickson 

County fi rms for stenog r ap hic employee s; howeve r, twenty area 

busine sses r eported eighty stenographic positions . The re 

we r e a lso job opportunities for those who would like to work 

in r etail sales or as telephone operators, tellers, or 

cashiers . 

Firms within the county responding to the survey 

reported employing approximately sixty-eight (68) high school 

g r ad uate s annually . Other c ounty busine sses indicated hiring 

about eighty- seven (87) gr aduat e s over a five-year period . 

In add ition, responding companies in the employment area 

aff irmed employing four hundred ninety- nine (499 ) each year . 

Several of these firms reported openings at a ll times for 

b eginning workers. 

Respondents we re r equ e sted to g ive the reasons for 

t urnove r in the ir firms over the past five years . The most 

frequent r eason given by county businesses was a cceptance of 

pos ition elsewhe re . Othe r c a us es we r e inefficiency, ma rri age 

and mate rnity, health and attendance , personality and char

a ct e r traits, college entr a nce, retir ement, reloc a tion, and 

work overload. Nine county firms r eported no turnover. 



Acc eptance of position elsewher e was a lso the main 

r eas on for t urnover in the s urrounding a r ea businesse s . 

Forty- five per c ent of a r ea business 1i· sted inefficiency as 

a r e ason for tlll'nover in emp loyee s . 

Table 2 illustrates re asons for tlll'nover in 

p e rsonnel as r eported by r esponding comp an i e s . 

Table 2 

Re a sons for Turnove r in Personnel 

Reason 

Acc ep tance of Other Position 
Ineff ici ency 
Marri age and Maternity 
Health and Attendance 
Relocation 
Personality and Character Tr a its 
College Entranc e 
Retirement 
Promotion 
Work Overload 

Number in 
County Firms 

21 
7 
7 
5 
2 
5 
4 
4 
1 
1 

Inadequ a te Edu cation 
No turnover within past five years 9 

Number in 
Area Fir ms 

1 7 
9 
5 
8 
4 
2 

1 

1 
1 

Findings in this study reveal high school gr adu ates 

with no previous experienc e and no post - secondary training 

may sec u r e initi a l employment within the Dickson County 

employment a r ea . 

Since more cleric a l jobs were avail able for high 

schoo l g r aduates , teache rs and counselors should a dvise 

students to consider these job opportuni ties and assist 

them i n pla.ILning their progr ams of study to receive proper 

training . 
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Inasmuch as clerical jobs are available, a clerical 

practice cour se should be offered to students of Dickson 

County Senior Hi gh Scho ol. The Business Education Department 

and the administra tion should conside r e stablishing a place

ment program to assist business students in securing these 

jobs . 

To analyze essential skills and lmowledges n eede d by 

t h e b eginning worke r, the a u thor a s ked employe rs to r a te 

recent high school gr ad ua tes on e l even skills and lmowledges . 

Only thirty- eight local businessper sons r e sponded to this 

q uestion , and some did not r a te al l eleven items . Of those 

r espondin g a majority had found gr ad ua t e s to be good in most 

a ll a r eas . The most apparent defi c iency of recent graduates 

was composing letters . Employees we re a lso poor in spelling. 

Although twenty- six firms felt r e cent gr aduates were 

good in handwriting, nine businesses rated them a s poor . Two 

r e spondents , both r etail stores, who had rec ently employed a 

n umb e r of high school gr a duates had a partic ul ar problem with 

h andwriting . One suggested st udents be t a ug ht how to write 

and to make figur e s . 

Twenty a r ea firms r esponded to t his question , but not 

al l r espondents r ated a ll elev en skills and knowledge s . 

Ove r all hi gh school gradua t e s r ece i ved a good r at ing . Again, 

composing l e tt e rs wa s the most obvio us weakness . Of twenty 

respondents, e i ght een gave a poor r ating on composing letters . 

Nine of fo urt een employers indicated high schoo l graduates 

were deficient in spelling . 
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High schoo l g r a du a t e s also lacked sufficient skills 

in t aking and transc r ibing dictation . One r espondent said 

he r a rely employed a hi gh school gr ad uate who could t ake 

dicta tion . Another businessperson r eported her company was 

d e spe r a te fo r appl ic ants who wrote shorthand . 

Data compiled in this study indica te hi gh school 

gra du at e s l a ck sufficient skills in composing letters, 

spelling , handwriting , and in taking and transcribing 

dictation . The r efore , te a che rs in all business classes 

should emph a size communications s k ills . Letter writing 

should be stressed in typewriting , office practice , and 

vocational office educ ation clas ses . 

More emp has is should be placed on spelling and word 

studi es in a ll class e s . Both typ ewriting and office educ a 

tion clas ses present opportunitie s to stres s sp e lling and 

word studies . 

Advis ors should counsel students who plan to work 

in business offices to include business English in their 

p ro gr ams . 

Students who plan to work in stenographic positions 

sho uld take two years of shorthand . If only one year is 

t aken , the student s should r egister for this in the senior 

y e a r . 

Table 3 , page 32, shows the r atings of gr ad ua tes by 

T bl 4, Page 33 , t e lls how a re a firms local businesses , and a e 

d t on knowledbaes and skills . rated high school gra ua es 
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Table 3 

Ratings of Graduates' Knowledges and Skills 
by Local Businesses 

Knowledges and Skills 

Arithmetic 

Composing letters 

Filing 

Handwriting 

Dictation--Transcription Speed 

Typewriting accuracy 

Typewriting speed 

Spelling 

Using adding machine 

Using transcribing machine 

Voc abulary 

Number of Firms Rating 
Excellent Good Poor 

1 

2 

2 

4 

1 

1 

3 

30 

15 

30 

26 

11 

20 

24 

22 

28 

11 

30 

7 

16 

2 

9 

4 
2 

2 

13 

3 

4 

3 
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Table 4 

Ratings of Gra duates 1 Knowledges and Skills 
by Area Busine ss e s 

Knowl e dges and Ski l ls 

Arithmetic 

Composing letters 

Filing 

Handwriting 

Dict a tion-- Transcription spee d 

Typ ewriting acc uracy 

Typ ewriting speed 

Spelling 

Using a dding machine 

Using tr anscribing machine 

Vocabula ry 

Number of Firms Rating 
Excellent Good Poo r 

1 

2 

1 

1 

1 

1 

1 

10 

2 

16 

10 

4 

7 

9 

4 
1 2 

11 

8 

.5 

18 

4 

9 

6 

6 

9 

1 

4 

5 
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To find out what chara t · t · · c eris ics prospective employers 

foun d n e c e ssary in an appli cant, the researcher requested 

businesspe rsons to rate r e cent high school graduates on nine 

attit udes , trai ts , and work h a b its . Fo r ty lo cal b u sinesses 

completed th i s item on the s urvey instrument ; however , some 

firms failed to r ate al l nine c atagor ies . 

A ma jority of b usinesses r a ted high school graduate s 

a s good in all nine a r eas . However , thirty - seven per cent 

of the employ e rs felt graduates were poor in p l anning and 

organizing wo r k . Twenty- five per cent said employees lacked 

initi a tive, did not accept c riticism graciously , and failed 

to display p ri de i n work . 

Fifteen a r ea b usinesses responded to this q uestion . 

The findings wer e similar to those indicated by the Di ckson 

County firms . A ma j or ity rated high school grad u ates good 

in all areas . Planning and organizing and pride in work 

we re the two areas in which more employees we r e defi c ient . 

One - third of the respondents indi c ated h i gh school grad uate s 

were poor in following instructions and personal grooming . 

Some emp l oyer s said the s e t r ait s depended upon the 

individual and his p e rsona lity . While many grad uates we r e 

excellent in all catagories , others we re below average in 

al l a reas . 

Since findings indicate more and b etter preparation 

is needed in behavioral tra its , instructor s should continu e 

to emphas ize these tra its in all busine ss cl a sses . 



Table 5 

Employees ' Ratings on Attitudes , Traits , and Wo rk Habits 
In Local and Area Firms 

Attitudes , Traits, Number Local Firms Rating Numbe r Area 
and Work Habits Excellent Good Poor Excellent 

Accepts criticism graciously 5 25 1 0 

Attendance 9 24 1 2 

Checks work for accuracy 4 29 7 1 

Follows directions 7 28 3 

Grooming 1 0 27 3 

Initiative 6 24 10 2 

Punctuality 5 31 4 2 

Pride in work 6 25 9 2 

Planning and organizing work 3 20 15 

Firms 
Good 

13 

10 

1 0 

10 

10 

8 

10 

7 

7 

Ra ting 
Poor 

2 

3 

4 

5 

5 

5 

3 

6 

8 

w 
Vl. 
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On what busine ss ma chine s sho uld the high schoo l 

Busine ss De p a rtrm nt offer instruction? Se v eral kinds of 

equipment were listed on the que stionnaire , and r espond ents 

were a ~Ked to decide whether or not training should be given 

on each ma chine . According to the fi r ms s urveyed , the Busi 

n e ss De partment s ho uld p r ovide trainin on all machines 

· list e d on the questionnaire . 

Two r e spondents felt student s sho uld be familia r with 

the most widely us ed word proc e ssing and composing devices . 

A large numbe r of firms felt high school st udents should have 

instruction on data pro c essing equ ipment . 

When asked what equ i pme nt chan es were pl anned for 

the for e s e eabl e future , fourt een loc a l busine sses said an 

e l e ctronic computer syst em wa s b eing c onside red . Seven a r ea 

firms indicated updating of o r a dditions to computer systems 

now in u se we r e in their imme di a t e plans . 

The se dat a r ev eal a need for an off ice ma chines 

co urs e to be offer e d at Dickson County Senio r High School . 

Tr a ining on office machine s sho uld b e str e ss e d in vocational 

of fic e occ up a tions c l a sses and in cleric a l pr a ctice c l a sse s . 

The Busine ss Dep a rtment c urri culum should incl ude a 

d t e sslil. g Considera tion sho uld cour s e in introdu ctory a a proc • 

be given to acquiring d a t a proc e ssing equipment . 

Re sponses d enoting kinds of business equipment on 

which high school stu d ents sho uld receive inst ructi on are 

given in Table 6 . 



Table 6 

Opini ons of Businesspe rsons Related to 
Instruction on Busine ss Machines 

Machine 

Full - key a dding machine 
Ten- key adding machine 
Electroni c c al c u l a tor 
Printing calc ulator 
Stencil d upl ic ato r 
Fluid dupli c at or 
Trans cribing ma chine 
Bookkeepin ma chine 
Manua l typewrite r 
Ele ctric typewrit er 
Word Processing machine 

Data Processing Equipment 
Key - p unch 
Verifier 
Sort e r 
Interpretator 
Coll a to r 
Acco unting ma chine 
Computer 
Te rmina l 

Fo rty- two 
Local Firms 
Ye s No 

24 
33 
36 
27 
16 
15 
23 
31 
31 
39 

0 

15 
11 
11 

8 
8 

1 2 
19 
16 

15 
9 
6 

10 
20 
19 
1 2 

9 
8 
3 
0 

10 
15 
11 
15 
13 
1 0 

9 
8 
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Twenty 
Area Firms 
Yes No 

15 
18 
17 
1 3 

7 
6 

15 
9 
8 

20 
2 

16 
1 2 
13 

7 
9 
6 

13 
13 

2 
0 
0 
4 
6 
7 
0 
4 
6 
0 
0 

1 
2 
2 
5 
4 
7 
2 
1 
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Businessper sons we r e as k ed t o indi cate t he importanc e 

t o the ir firm s of b usiness s ubj e c t s taught in hi gh s chool. 

Fo r ty- e ight loca l f i rms ans we r ed this q ue stion, but a ll busi 

n e sses d i d n ot r e s pond to a ll subj e cts. 

Nine t y - s i x pe r c ent of t ho s e r e s p ond ing list e d 

Engl i s h a s b e ing of ma jor i mp ortance. Typewriting wa s 

useful to f orty- s e v en firms, and forty - fiv e companies felt 

t ha t bookkeeping wa s valua ble . 

All but one r espondent felt busine ss behavior was 

an imp ort ant subject to be t a ught to prospective employees, 

whil e e i ghty-two p e r cent considered busine ss arithmetic - to 

b e wor t hwhile . 

Sho rthand wa s considere d t o be of l e sser importance 

to thirty -five local f irms; howev er, the s e busine sses did 

not have positions for steno gr a phic applicants . Seven local 

busine s s es felt shorthand was most important . 

Nine t e en of twenty are a firms r eported typewriting 

and English to be significant to their busine ss e s . Office 

pract i c e , busine ss arithme tic, business b e hav ior, gen eral 

b us ines s, and bookkeep ing we r e most import ant to ove r one-

ha lf the a r ea firms surv eyed. 

F i f ty per c ent of the a r ea firms f e lt shorthand was 

val uable to the ir c ompani e s . 

n ess 

bl 7 39 illus t r a te s the i mport ance of busi-Ta e , page , 

t o l o c a l fi rms, whil e the s i gnificanc e of s ub jects 

to a r ea firms i s s hown i n Table 8 , page 40. busine ss c ourse s 



Table 7 

Imp ortance of Bu siness S ubjects Classified 
By Forty- eight-,:- Loc al Firms 

S ub j ec t Major Importance Lesser 

Bookkeeping 38 

Typewriting 38 

Shorthand 7 

Engl ish 45 

Economics 15 

Office Practice JO 

Business Arithmeti c 37 

Salesmanship , Marketing 23 

Gen e r a l Bu siness 28 

Data Processing 14 

Business Behavior 44 

Busine ss Management 21 

* All firms did not respond to all s ubjects. 

Importance 

7 

9 

35 

2 

26 

13 

8 

21 

14 

29 

1 

20 



Table 8 

Importance of Business Subjects Cla ssified 
By Twenty-:~ Area Firms 

Subject Ma jor Importance Le sser 

Bookkee p ing 12 

Typewriting 19 

Shorthand 10 

English 19 

Economics 4 

Off ice Pra ctice 17 

Business Arithmetic 16 

Sa l e smanship, Marketing 4 

Gen e ral Business 13 

Business Law 3 

Da ta Proc e ssing 8 

Busine ss Be h avior 1 3 

Business Management 7 

-~~ All f i rms did not r e spond to all subj e cts . 

Importance 

5 

0 

9 

0 

9 

0 

2 

14 

6 

14 

7 

4 

9 



To ob t a in initial emp loyment , grad ua tes n ee d a goo d 

b ackground in English , busine ss a rithme tic, typewriting , 

business b ehavior, and clerical office practi ce. Bookkeeping, 

shorthand , and salesmanship are most important for those who 

desire employment in bookkeep ing , stenographic, and retail 

s a les occ upat i ons . 

Since the problem of correct English us age is peren

nial , t eachers sho uld c o uns e l all business students to include 

business English in their programs . Proper English us age 

sho uld b e stressed in all business cl as s e s . 

Students planning to se ek cle rica l jobs should be 

advi sed to take typewriting in the junior year and cle rical 

office p r a ctice in the senior year . 

Typewriting II s hould b e open only to seniors who 

plan to work in the business fi e ld . 

A course i n personal typ ewriting should be offe r ed 

to all college- bound students with emphasi s p laced on com

posing skills , manuscript and r eport wri ting , and r esearch 

methods . 

Since there is a tendency f or more companies to use 

computer ized word processing, experience in this a r ea would 

b · t udent At l east one a uto-be desirable for the us ines s s · 

Should b e p u rcha sed for us e in the matic typewrit er 

vocational office occupations clas s e s . 

To enable students to perform the fundamental comp u

. k and a ccura te manner, busines s t at ional p rocesses in a quic 

a rithme tic should b e offe r ed for those planning to work in 
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t h e gene r a l cl e ric a l field or in retail sales . 

St udents who desi re to wor k in accounting occupations 

and those who plan to take the busine ss curriculum in college 

s hould r egis ter for first - year bookkeep ing in the junior year 

and advanced b ookkeeping in the senior year . Data proc e ssing 

concepts s hould be stres sed in bookkeeping cl a sses . 

App roxima t e ly seventy- three per cent of local firms 

and eighty per cent of the a rea firms used a double entry 

b ookkeeping system . Therefore, emp ha sis needs to be placed 

on the fundamentals of debit and credit . 

A record keeping course should be offered at Dickson 

County Senior High School for the b e low- average students who 

wis h to t ake a gener a l clerical c ours e other than bookkeeping . 

Students who propose t o seek secretarial occupations 

should take beginning shorthand in the junior year and . 

advanc e d shorthand in the senior year . Shorthand II should 

include tra ining on transcribing machines . 

Since a knowledge of business law is of use to all 

students whatever their occupational or professional inten

tions , this course should b e open to a ll juniors and s eniors . 

Counselors should enco ur age students who p lan a business 

ma jor in college to take busine ss l aw. 

According to the business e s surveyed, a lphabetic 

f iling wa s the mos t frequ ently us e d system . Numeric, sub -

ject , and geogr aphic syst ems were al so used respec tive ly . 

Many firms r eported using two or more filing systems . 



Putt ing r e c ords awa y and finding them again is a 

b a sic a c t ivity of the b usines s office . Busine ss teachers 

sho u ld , therefore , continue to t each filing i n general 

busine ss , clerical office practi c e , and vocat i onal office 

e duca tion cl a sses with emp h as is on the alphabetic system . 

St udents must a lso be familiar with numeric , s ubje c t , and 

g e ographi c filing systems . Sorting , coding , indexing , 

cross - referencing and a fundamental understanding of the 

n a t u re and purpose of fi l e records shou ld be stressed . 

43 

Table 9 illustra t es the number of respondents using 

alphab et ic, numeric , s ubject , and geographi c filing systems . 

System 

Alphab etic 

Numeri c 

Subject 

Geographic 

Table 9 

Filing Syst ems Used 

Number of Firms Using 
Local Area 

46 18 

25 12 

1 2 1 2 

3 1 

Bu sinesse s s urveyed were asked to indi cate the k inds 

of tests g iven to job applicants . Findings revealed forty -

Of loc a l b usinesses administ ered employment two per cent 

t of the area b usiness e s gave tests , while eighty per cen 

t e sts to job appl i cants . 
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Tab le 10 

Employment Tes ts Required by Respondents 

Kind of Test Number of Local Number of Area 
Firms Re qu iring Firms Requiring 

Typewriting 16 16 

Shorthand 2 4 

Engl ish 6 2 

Voc abul a ry 9 2 

Pe rsonal ity 10 0 

Ma th 1 0 

Gen e ral Aptit ude 0 1 

As shown in Table 10 , a typ ewriting test was the mos t 

frequently requ ired employment test . Applicants were 

r equ ired to type from forty to seventy net words a minu te . 

The mean r a te was fifty words a minu te . Most employers 

demanded one hundred per cent a c c uracy . 

Applicants who desired stenographic positions needed 

to be able to t ake dictat i on at speeds from eighty to one 

hundred words a minu te . 

Othe r tests g iven to job applicants were English , 

spelling , vocabulary , personality, math , and general aptitu de 

tests . 
When a ske d if employers r eviewed the app licant ' s high 

school record, twenty- thre e reported in the affirmat ive . Two 

companies said they examined the r e cord sometimes but not 



always , wh i le twnety- five busine sses did not verify the 

applic ant 's high school record . 

Of twenty r esponding area firms , twelve reported 

reviewin g the prospective employee ' s school r e cord . 
Seven 

a rea firms did not examine the record , and one respond ent 

did not ans wer this ques tion . 
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Base d on these findings , business t eachers should 

giv e shorthand, typing , and gene r al clerical tests to busi

ness st udents to familiariz e them with testing procedures 

used by businesse s . 

Respondents were asked to make recommendations f _or 

improv en:ent of the hi g h school business curriculum. Ninety 

pe r cent of both local and a rea b u sinesspersons b elieved 

wor k expe ri enc e wo u ld be valuable to the program . 

Approximate ly one - h a lf those surveye d listed fie ld 

trips and speake rs from businesses as devices to improve the 

business educ a tion curriculum . The next most frequent 

r esponse wa s to emph a size b as ics . 

One r espondent suggested te a ching students how to 

complete a job app licat ion form n eatly and ac curately and 

to stress that f irst impressions a r e cruci a l . 

Two busine ssmen r e commended emph as i z ing the importance 

of making notations neatly and legibly . 

The personnel mana ger of a large b ank felt s k ill 

s ubj ects s uch as typewriting a nd shorthand should b e taken 

in the senior y e a r . 



46 

Since nine ty p t f e r c en o a ll busin es s e s surv eye d 

advo c ated on -the-j ob t r a ining , the Bus i n e ss Educ a ti on 

Depar tmen t s hould e v a lua te the possibili·ty f · o incorpora ting 

a c o ope r a tive work- exp eri ence pro gram i·nto the senior voc a -

ti on a l of f ic e educ at ion cl a ss. 

This study also demonstra ted a need for the school 

to work with the busine ss community in an effort to improve 

the curriculum. 

Te a ching proc e dures in typ ewriting, general business, 

bus ine ss English, office pr a ctic e and vocational office 

e duc a tion cl a ss e s should include the completion of job appli 

c a t i on f orms . 

Sinc e handwriting is imp ortant for job comp e tency, 

a ll busine ss t ea chers must insist on an a dequa te st and a rd 

of l egibility . Students nee d to b e encourage d to develop 

habits of n e atne ss, cl eanline ss of copy, and a ccura cy . 

A que stionna ire wa s g iven to three hundred ninety 

s tu d ents currently enrolled in a bus ine ss course at Dick son 

County S enior Hi g h School to a sc e rt a in their e duc a tional 

and v oc a ti on a l pl ans . Two hund red nine ty- s even we r e f emale, 

and nine ty- t hr ee we r e ma l e stud ents . Of the s e , two students 

d i d not want to finish hi gh school . 

Forty- e i ght of t h e mal e s t udents completing the 

q ue stiorLna ire p l anned to a tt end a four - year colle g e aft e r 

E l. ght i· n tend e d to enroll in an a r ea voc a tiona l g r a d ua t i on. 

s choo l, fo ur p r efe rred a two - y ear c olle ge, and fo ur wanted 

to g o to a busine ss c oll e ge . 
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Only fo ur of the twenty - nine st udents who were going 

to secur e employment immediate ly afte r g r ad ua ti on planned to 

work in the business field . Six male students intended to 

work in the vocational or technical field, and ten indicated 

plans to work a t any avai lable job . F ive male student s had 

s pe cific jobs in mind, while four were going to enter mili 

tary service . 

One hundred fifty - six, or fifty three per cent, of 

the f ema le students enrolled in business courses planned to 

continu e their education after high school . Sixty- e i ght 

int ende d to enter a four - y ear college , while sixty- two wanted 

to enroll in an area vocational school . Eleven ha d decided 

to go to a two - year college , and twenty- two had sp e cific jobs 

in mind suc h as policewoman , nurse, and mode l . 

Only one - fifth the female students taking busine ss 

courses pla nned to s eek emp loyment in the business field . 

Tw e lve st udent s int ended to s e cure positions in the t e chni

cal fi e ld, and forty- six indicated they would accept any 

avail able job . 

St udents enroll ed in busine ss courses we r e a ske d 

from whom they r eceived gui dance in planning their programs 

of study . Fifty- seven pe r cent of t he college- bound students 

report ed receiving gu idance from p a r ents, while only twenty 

four pe r c ent h ad t alke d with a counselor in the Guidance 

Department. 

- · cent of al l students enrolled in Thirty- s ix pe r 
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busine ss c our se s ha d r e c e i v ed no h e lp in planning the ir p ro

grams of stu dy, whi l e thirty per cent h a d t ak en cours e s on 

the a dv ice of other students . 

Ba sed on this informa tion, a well - designed guidance 

p r ogr am n ee ds to be structured to : 

1 . 

2 . 

3 . 

4. 

5. 

6 . 

Orient students to the curriculum. 

Gain informa tion about the students . 

Inventory occupational inf orma tion 
abou t the school ' s community . 

Counsel with st udents in terms of 
these two components of informa tion . 

Plac e students in business occ upations . 

Follow-up students and evaluate the 
p r ogram . 



Chapter 5 

SUMMARY OF FINDINGS AND CONCLUSIONS 

The purpose of this study ha s been : 

1 • To de~ermine existing emp loyment opportunities 
for hi gh school grad ua t e s in selected busi 
n esse s and industries in the Dickson County 
emp loyment area . 

2 . To identify and analyze the essential skills 
and knowledge needed by the b eginning worke r 
for initial job competency in these positions . 

3 - To decide wha t characteristics prospective 
employ e rs want in an app licant . 

4- To find out the k inds of equipment on which 
businessper sons feel the hi gh school student 
should be tra ined . 

S. To identify bus iness subj ects bus ines sp e rsons 
consider to b e most important . 

6 . To fos t e r good p ub l ic r e l ations b etween the 
school and the business community . 

7 . To make r e commendations in the form of curric
ulum obj ectives for the Dickson County Senior 
High School business educ a tion program. 

To obt a in this information,a cove r l ett e r and a 

q u est i onnaire we r e mailed to one hundred busine ss e s in the 

Dickson County employment a r ea . Sev enty responses we re 

r ece ived and analyzed , and the data were included in this 

study . 

This research r es ult ed i n the f ollowing findin g s : 

1 • Most initi a l emp loyment opportunities a r e in 
clerical occ upat ions . 
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2 . 

3. 

4-

6 . 

7 -

8 . 

9 . 

10 . 

11 . 

12 . 

13 . 

Hi g h s chool _g r adua tes may s e cure initia l 
emp l oyment in the Dick son County employ
ment a re a . 

Mo~t hi?h school graduates lack sufficient 
~kills in _c~mposing letters, in spelling , 
in ~8.1_1dwri !ing, and in taking and tran
scribing dictation . 

Behavioral traits are most important to the 
gra duate when seeking initial employment. 

Tra ining on the most commonly u sed b u siness 
machin~s, inclu ding data processing equip
ment , is needed for initial employment . 

To ob tain initial employment , high school 
graduates need a good backgro und in Englis h 
b usiness arithmetic , typewr iting, business ' 
behavior and office pra ctic e . 

Alphabetic filing is the most frequently 
u sed system . 

Many f i rms administer employment tests t o 
job app l icants . 

Most b usinesspersons believe work experience 
wo ul d impr ove the b usiness edu cation progr am . 

Many people in t he business field reveale d a 
wi llingness to work with the school to improve 
the curric u lum . 

F i fty- t wo pe r c ent of the st udents presen tly 
enr olled i n b u siness co urses plan to continu e 
thei r education after high school . 

Only one - fift h t he students taking b usiness 
courses plan to work in the b usiness field . 

Stu dents do not u tilize the serv i ces of the 
Gu idance Department in planning their programs 
of stu dy . 

After c a ref u l consideration of these findings, the 

· and recommendations seem apparent . fo llowing conclusions 

i· n thi· s st udy indic a ted that most Da t a coll e cted 

School gr ad ua t e s in the Dick son j obs a v a il a ble to hi g h 
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County emp loyment area we re in clerical occ upations . Su 
other studies analyzed by the a uthor 1 a so r evealed that 

cle rical jobs we r e the most nume r ous avai l able for the 

b eginning worker . The refore, a cl eric a l office practice 

co ur se shoul d b e included in the busines s curriculum at 

Dick son County Senior High School . Busine ss educ ators a t 

the high school should conside r es t ablishing a placement 

p r ogram to a ssist gradua t e s in s e curing employment in the 

a r ea . 
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Data in this study, a s well as findings by Medley 

and Eten g , reveal ed that many gradua tes lack s ufficient _ 

skills in composing lette rs, in spelling, and in h andwriting . 

In view of this , special at t ention should be given in all 

business cl as ses to the se s k ills . Busine ss teachers should 

a dvise a ll busine ss students to include business English in 

their p r ogr a ms . 

Since high school g r adua t es were also deficient in 

t ak ing a nd transcribing dictation, t eachers should counsel 

students who plan to seek secret a ri a l occupa tions to take 

shorthand I in the junior ye a r and shorthand II in the 

senior year . Shorthand II should include training on tran

scribing ma chines . Scammon, Ga rrison, and Harris hav e al l 

found manu al shortha nd to be widely us ed in busines s office 

dictation . 

· studi· e s r eviewe d by the a uthor A number of previous 

and data obtained in the p r esent study r evealed a n ee d fo r 
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mo r e and b e tte r p r epar ation in the b e havio r a l traits . Helen 

Abott found s up e r vis ors we r e more awa r e of b h · • e av i oral t r ait s 

than we r e b eginning workers . Accordingly , b usine ss t eache rs 

should emphasize cha r a cter a nd pe rsona lity tra i· t • s , grooming, 

etiqu e tte, wo r k habits , a ttitude s, and business b e havior in 

all cla sses . 

Since training on the most commonly used busine ss 

ma chine s is an asset to a g r ad uate seeking empl oyment, a 

cours e in business mac hines should b e made a part of the 

curriculum . Instruction on busines s machines should also b e 

g iven in voc a tional office occupations and cl e rical office 

p r a ctic e cl a ss e s . 

Acc ording to this study , a large number of firms felt 

the hi gh school student sho uld have training on dat a processing 

equipment . In 1974 , Alfred E . Smith found that thirty- nine 

pe r cent of secondary schools surveyed were teaching intro

ductory data processing . Wa lte r Burgess concluded that many 

time s data processing was taught a s a unit in other c ourse s, 

whil e Edwa rd Pa ulus b e lieve d hi gh school t eac hers were not 

doing an ade quate job in teaching essential data processing 

conc ep ts . Data colle cted by Marvin Mannin g in 1968 , r evealed 

tha t a n introductory course in data proc es sing should be 

offered a t the secondary l evel, and busine ss people preferred 

stud ents to h ave hands - on expe rienc e with data processing 

equ ipme nt . These facts po i nt t o a need fo r an introductory 

data p r o c ess ing c ourse to b e taught in the Busine ss Department 



at Dickson County Senior High School . Considerat ion must 

given to acquiring data p r ocess ing equipment . also be 

Informa tion in this study disclosed that the hig h 
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school gradu a te needs a good b a ckground i· n Engl · h b · is , usines s 

a rithme tic, typewriting, busines s behavior and office 

practice to obt a in initial employment . A c a reful review of 

these data warrants the following conclusions. 

Proper English us age should b e stressed in all busi

ness cl asse s, and all students who p lan to seek emp loyment 

in the business field should be adv ise d to t ake business 

English . 

Business arithmetic should be included in the curric 

ulum a t Dickson County Senior High School. 

Students who want to work in cl eric a l jobs should be 

counseled to take typewriting in the junior year and clerical 

office practice in the s enior year . Typewriting II should 

be open only to seniors who plan to work in busines s offices . 

Since there is a tendency for more companies to use 

comp ut e riz e d word processing, experience in this area would 

be desirable for the busine ss student . At l eas t one a uto

mat ic typewriter should be purcha sed for use in t he vocationa l 

office ed uc a tion cl a ss. 

Beginning and advanc ed bo okkeep ing should b e t ak en 

by all students who plan to work in the a ccounting field . 

A record keeping co urs e sho ul d b e ma de a part of the 

curriculum at Dickson County Senior High School for the 
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b elow ave r age ability st ud ents who wi·sh 

to take a general 

c l e ric a l cours e other than b ookkeeping . 

Business l aw should be open to all juniors and 
seniors . 

Filing should be taught in 1 b gene r a usiness, offic e 

practice, and voc at ional off ic e education classe s with 

emphasis on the alphabetic system . 

Since many firms t es t applicants' skills, busine ss 

teachers should give typewriting, shorthand, and general 

cle ric a l t e sts similar to those given by employers to 

familiarize st udents with the testing procedures used by 

businesses . 

While conducting this study, the a uthor found many 

business people willing to work with the school to improve 

the busine ss edu cation program . Sinc e Wallingsford found 

that employers and educators h ad different opinions of what 

was expe cted of the high school graduate , the Business Ed uca

tion Department should cooperate with the busine ss community 

to p rovide the best program possible to the students of 

Dic k son County Senior High School . 

Ninety per c ent of those surveyed felt that work 

exp e ri ence would improve the business educ ation program . 

Consequently, the Business Department should consider the 

possibility of incorporating a work- exper i ence program into 

t h e senior vocational office education cla ss . 

Since fifty - two per cent of the students presently 

enrolled in business courses plan to c ont inue their ed uc ation 
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afte r hi g h school , the busine ss co urses should be appl i c able 

t o b oth t h e coll ege - b ound and the voc a tiona l ly ori ented 

stu d ents . A cou rse i n pe rs onal t ypewriting s h ould b e offe r e d 

to a l l college - b ound s tuden t s with emphasis p l a c ed on com

p osing skil l s , manu s cript and report writing , an d r esearch 

me thods . St ud ents who p lan a busine ss ma jor in coll ege 

sho ul d b e a dv i se d to take b ookkeeping I, b ookkeep ing II, and 

b u sine s s l a w . 

In vi e w of the fac t tha t so f ew students s eek 

co unsel ing f rom the Guidance Dep a rtment in p l anning the ir 

p r ogr ams, the Bu sine ss Ed uc a tion Depar tment must impl ement 

a we ll - de si gne d gu idanc e pr ogr a m. 

Cons ide ring the n a t ur e and imp ortanc e of this r e s earch, 

a simil a r stu dy shou ld b e made a t l east ever y f i ve years . A 

fo llow-up study examining pos t - s chool or c ollege expe ri enc e 

of forme r s t u dents in o r de r to de t ermi ne whethe r educ a tiona l 

go a l s h ave b een a chieved sho uld b e c ond uc ted each year . 
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APPENDIX A 

Appendix A contains a cover l e tt e r which was mailed 

to one hundred businesse s in the Dickson County emp loyment 

a r ea . 

The a tt a ched questionna ire c onc erning job opportunities 
fo r high schoo l g r ad ua tes is part of a study b e ing con
ducted by the Business Ed uc a tion Dep a rtment at Dickson 
County Senior High School . This project is concerned 
spec i fi c ally with updating the curr i culum to b ette r pre 
p a r e our g r ad u ate s to mee t the needs of the business 
community . 

We a re particul a rly desirous of obtaining your response 
b e c a u s e of yo ur interest in and s e rvice to the c ommunity . 
Will yo u please h e l p u s by answering the enclosed survey 
which has been construct ed fo r yo ur c onvenience . Most 
of the items a r e checklists so that yo u ma y me r ely mark 
them a s yo u proceed . Altho ugh yo u may not emp loy any of 
our g r a d u a tes , we woul d appreciate your answe rs . 

We will appreciate yo ur comple ting the q uestionnaire 
p rior to April 21, and r et urning it i n the stamped 
envelop e enclosed . Thank yo u fo r your cooperation . 

Sinc e r e ly yo urs, 

J ohnn i e A . Hol l a nd (Mrs . ) 
Bus ine ss Ed uc a tion Dep artme nt 

Enc l osur e s 
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APPENDIX B 

Appendix B contains the questionnai· re sent to one 

hundred businesses in the Dickson County employment area . 

DICKS ON COUNTY SENIOR HIGH SCHOOL 
BUSINESS EDUCATION DEPARTMENT 

DICKSON, TENNESSEE 37055 

SURVEY OF OFFICES 

Firm Name ________ ______ Address 
------ ----

Completed by _ _____ _____ Title ------------
1 . Indicate the number of positions in yo ur b usiness , whi ch 

if vacant , could be filled by hiring high school graduates . 

General Office Worker 
--Typist 
==Bookkeepe r , Billing Clerk , Posting Cl e r k 
_ _ General Clerical, Payroll Clerk , File Clerk , Cle r k Typ i st 

Data Proc es sing 
--Stenogr ap hic a nd S e cretari a l 
- - Retail Sales (S ales Cl e r ks , Stock Clerks) 
- - Telephone Operator 
--Others--Please i nd ic ate . - - - - ------------

2 . Approximately how many high school graduates do you employ 
each yea r? ___ If less than one , how many do yo u employ 
over a five - year period? __ _ 

3. Please check the reasons for turnover of yo ur staff for 
the pas t five years . 

Acceptance of pos ition el s ewhere 
- - Health and Attendance 
- - Inadequate educ at ion 
- - Other : 

Inefficiency 
- Marriage 
- Personality and 
- Cha racter Traits 

4. What emp loyment tests do you require appl icants to take? 

Typing Re quired Speed ___ Required Acc uracy ___ _ 
--Shorthand Required Speed, ______________ _ 

- - Engl ish Spelling 
- Vocabulary ==Personality 

None 

5. Do yo u review the applicant 's high school reco
rd

? 
Ye s 

No 
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Listed below are attit udes t · t 
and skills needed by emplo; ee : ~i ; 1 work _ha?i ts , knowledge 
high school g radu ates are ex c e l l t ease indicate whet h e r 
these c ompetencie s . en ' good , or poor in 

Excel l ent Good Poor 
Atti t ude s , Tr a its , Work Habits 

Acc ep t crit ic i sm g r a ciously 
Attendance 
Ch e ck wor k f or a c cura cy 
F o l l ow d i r e c t i on s 
Grooming 
In i tiat i ve 
P unct u a li t y 
Prid e in wo r k 
Plan and organize wor k 

Knowledge and Ski lls 

Arithme ti c 
Comp o s i ng le t te rs 
Filing 
Handwr iting 
Di c tation and Transcript ion Spee d 
Type with a ccuracy 
Type with adequa t e speed 
Spelling 
Using adding mach i ne 
Using transc r ibing ma c hine 
Vo c abulary 
Othe r 

7. Ple a se i n d ic a t e which of t h e following s ub jects y ou c onside r 
to be most important and whi ch yo u feel to b e of les s e r 
impo rtanc e . 

Bookkeeping 
Typewritin g 
horthand 

Englis h 
Ec onomi c s 

Most Impo r tant Lesse r Impo r tanc e 

Office Pr a ctice ( filing , et c . ) 
Business Ar ithmetic 
Salesmanshi p , Ma rketing 
General Bu siness 
Business Law 
Business Management 
Data Proc e ssin g 
Busine ss Behav ior 
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Should the high school business department 
on the following types of equipment? offer instruction 

Full keybo a rd adding- l i st i ng mach · 
k dd . 

1
. . ine 

Ten - ey a i n g- is t ing mac h ine 
Electroni c c alc ul a tor 
Printing c al culat o r 
St encil d upl i c a t o r 
Fl u id duplicator 
Tr ansc r ib i ng ma c hine 
Bookkeepin g machine 
Manu a l typewr it e r 
Ele c t ri c t ypewr i t e r 
Speciali zed typewriter --keybo a rd ma chin e 

(word p roc e s s ing and c ompo sing de v i ce s) 
Pl ease indi c a te . 

Dat a Pr oc e s s ing Equ i pment : 
Keyp unc h 
Verif i e r 
So rt e r 
Inte r p r e t e r 
Col lator 
Ac counting Ma c h i n e 
Comp ute r 
Te r minal 
Ot he r - - Pleas e ind ic a t e . 

Ye s No 

9 . What eq u ipment c h ange s a r e p l anne d f or t he fo r e s ee able 
f ut ur e ? 

1 0 . Pl eas e indic a t e wh e t he r y ou u s e a double - ent r y b ookkeeping 
system . ___ Ye s ___ No If no , what system? __ _ 

11 . Please che ck the f i ling s y stem or sys t ems us e d in your 
b u s i n e ss . 

Al p h a b e ti c 
S ubj e c t 

Numeri c 
Ge ogr aphic 

Soundex 
Other 

12 . Wha t recommenda t ions wou l d you make fo r hi gh schools to 
imp r ove the ir b usines s progr ams? 

Fie l d trips 
Speak e r s f r om b u s iness 
Work - exper i en c e programs 

Ot he r _________ _ 
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APPENDIX C 

Append ix C cont a ins a q u estionnai·re g iven to all 

St udent s presently enr olled in bu · sine ss courses a t Dickson 

county Senior High School . 

Name ______ ___________ Grade Male Female 

1 . Do yo u intend to finish high school? Yes ___ No 

2 . 

---

If yo u intend to c ontinue yo ur fo rmal d t · e uc a i on afte r high 
schoo l , ind ic a t e yo ur future plans . 

Attend a coll ege or univ e rsity for four or mo r e years 
Att end a two - year community college 
Attend a busines s college 
At t end an area voc at iona l school 
Att end a hospital n ursing school 
Other , specify 

3. If f ur the r ed ucation is not planned, what do you expe c t 
to do af ter l eaving high school? ( Check one ) 

Work in vocational o r t e chnic a l fi e ld 
Work in busine ss field 

4. 

Work a t any availab l e job 
Ente r military service 
Othe r , specify 

In s e lecting and planning yo ur program of study , did yo u 
receive g uidanc e f rom : 

Guidanc e Departme nt 
Par ents 
Tea che r 

Other st udents 
--No one 
= Other , specify . ____ _ 

S. Indicate why yo u enrolle d in each subj e ct b elow by writing 
the letter denot ing yo ur choice in each bl ank : 
( a ) job p r epar a tion (c) c onsume r benefits 
(b) college p r epar a ti on (d) other __________ _ 

Gene r a l Busine ss 
Business Engl ish 
Busin e ss Law 
Bookkeeping I 
Bookkeep ing II 

Shorthand ---
Typ ing I 
Typing I I __ _ 
Marke ting __ _ 
VOE 
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