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PREFACE

The Vocational Education Amendments of 1976 mandate that sex
bias and stereotyping be eliminated from all. vocational edu-
cation programs.

The amendments set aside $50,000 of each state's Federal
vocational funds for this purpose and mandate that each state
employ an individual full time to work on eliminating sex
bias and stereotyping from vocational programs.

Each program area has special problems which must be addressed
ii-. order to achieve sex equity. In business and office occu-
pations programs, the problems have been centered around
increasing the number of male students in the program, encour-
ac:ing women to move into management.positions and other upper
level supervisory jobs, and using sex-fair language in busi-.
ness communications.

sex equity modules are designed to:

i. fOcus on issues which are related to specific
clusters of career options as defined in
Delaware's competency-based goal orientef
business and office-68cupations curriculfm;

2. provide information and materials for one
to three days of activities; and

3. focus the student's attention on those sex
equity concerns which will affect her/his
experiences aS a student in the classrooms,
on-the-job, and career decisions.

Instruction in business and office occupations programs should:

1. afford both male 'and female students opportunities
to pursue a number of career options;

2. include a sex-fair curriculum; and

3. provide students with cooperative work experiences
without regard to the sex of the student.
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SUB-CLUSTEES

The specific jobs for which s_ladents are pre:Dared in the
sub-clusters are indicated on Ti=e 3 of this guide. Each
specific (:)lo has been identif_adrverified via survey of the
business community throughout :he Delaware region.

vA,NAGEMENT ASSISTANT OCCUPATIIS (USOE 14.0700)

(a) Office Administration Carle=s

The office administraioT. rogram is divided into two
sub-clusters which emnhaeLc:e administrative7support func-
tions including generati: classifying, disseminating,
and storage/retrieving i:.1-Hrmation. A general overview,

-specific job description: and employment outlook for each
sub-cluster are provided tr-:low.

. Programmed learning guides
assist students through ecepetency-based modules which may
result in-employment accoring to job titles identified.

(b) Management Assistant Occations

This sub-cluster is des,jned to prepare students for
successful employment i.: office occupaclons by developing
competenciet in shorthand /machine transcription, keyboard,-
ing, composition, recor :s management, and business machines
operation. Management assistants usually specialize in a
particular. field. Law firma require individuals knowledge-
able in legal terminology, forms, and 'procedures. Technical
secretaries/stenographers work for enc.ineers performing
tasks- which require knowledge of technical language. The
medical 'field requires similar specialized skills. Offices
in business, government, anc_ industry offermany opportuni-
ties for men and women.

Duties of management assistants. depend primarily upon the
degree of responsibility delegated and ':he kind of work
performed by employers. BusinesS, technical, legal, and
medical secretaries /stenographers prepare:correspondence,
documents, and reports for departments and/or individuals.
Management assistants alsO work as administrative secreta-
ries who are responSible for organizing work schedules,
supervising office personnel, and research information.

Individuals interested in careers as management assistants
should possess a high.degree of intelligence, an excellent
command of the English language, the ability to plan and
organize work, and the maturity to assume responsibility.
A pleasant personality, good grooming, patience, tact, good
judgment, and. dependability are most important for indivi
duals working,within the office environment.
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11111SINESS ADMINISTRATION AND OFFICE CAREERS CLUSTER]

OFFICE ADMINISTRATION CAREERS]

t17 JEMENT ASSISTANT OCCUPATIONS

I).U.T.

14.0101 ,I62-010

14.0102 feL,i62-010

14,0102 A.362-010

14,0702 210.362-014

14,0102 201,362-014

14.,0101 202.162-014

14,0199 203,131-010

POSITIONS

Executive Secretary

Secretary

Legal Secretary

Medical Secretary

Technical Secretary

Stenographer

Correspondence Secretary

((lord Processing

Supervisor)

CLERICAL OCCUPATIONS

40.S,O,E.
b
OAT, POSITIONS

14.0901 203,362-010 Assistant Typist

14.0902 203.502 -022 Typist

14.0399 203.502-034 Magnetic Tape Operator

14,0499 203 ;S02 -058 Transcribing Machine

Operator

14.0003 206.131-010 Records Supervisor

14.0102 206,162-010 File A'ssistant

14.0301 201.602=010 Repographics Operator

14,0402 209,16/-010 Correspondence Assistant

14.0181 209.562-010 General Office Assistant

14.0403 209,503-026 Mail Assistant

14.0399 216.02-014 Calculating/Adding Machine

Operior

14.0504 222.301 -026 Inventory L;shaant

14.0504 222,301-050 Stock Assistant

14.0503 222,301-050 Shipping/Receiving Assistant

14,0401 235.662-022 Telephone Operator

14,0406 231,161-010 Receptionist

14.0405 239.561-010 Office helper (Messenger)

Thk huacr refas to U. S. Office of Education Codes for business and office occupations.

olciloualy of ocupatitli Title--191B
This number rUfers to Department of Labor Codes

101 !,pi.clfic lobs'w1thio a4occopatIonal !looping.



(c) Job Descriptions

Training programs in this sub cluster prepare
individuals to assume the following positions
within an inforffon-processing system:

(1) Executive Secretary (D.O.T. 201.162-010)

Directs and coordinates activities of workers
performing office functions; plans and coordi-nates the organization's functions such as con-
ventions, exhibits, and workshops, relieves
officials of executive detail; performS duties
which require a higher degree of Confidentiality;
makes contact with many people outside the
employer's business.

(2) Secretary (D.O.T. 201.162-030)

Relieves officials of clerical work and many
administrative and business details; schedules
appointments; gives information to callers;.
takes dictation (shorthand or machine); and
transcribes notes on a typewriter; makes travel
arrangements.

(i) Legal Secretary (D.O.T. 201.362-014)

Prepared legal papers and. correspondence;
reviews law journals and legal publica-
tions, identifying data pertinent to
pending cases.

(ii) Medical Secretary (D.O.T. 201.362-014)

Performs secretarial duties utilizing
knowledge of medical terminology and
office/laboratory\procedures; prepares
and sends pills to patients; records,
appointments.

(iii) Technical Secretary (D.O.T. 202.362-014)

Takes technical dictation in shorthand
and transcribes into correspondence,
reports, and other documents.

(3) Stenographer (D.O.T. 202.362-014)

Takes dictation in shorthand and transcribes at
typewriter; performs variety of clerical duties;



'perforr minor administrative and general
office duties.

(') Correspondence Secretary (P.O.T. 203.137-010)

Prepaes, operates and coordinales activities
of werhers engaged in processing correspondenCe,
records, reports, insurance policies and similar
Cocuments:. operates specialized-typing machine:
such as computing terminals and automatic. word
precessing equipment.

( )' Imployment Outlook

Forecasts made by various agencies indicate that employ-
mr-nt opportunities- for male and female office personnel
bre excellent with information systems expected to con-
tinue to expand. The U. S. Department of Labor emphasizes
that offic assistants with shorthand skills (and machine.
transeilptior) will continue to have a wider, choice of
johs, than these individUals trained in typewriting skills
alone . Fven though transcribing equipment is growing in
popularity, shoTthand proficiency is needed for.advance-
ment to many administrative jobs.

Persons who are proficient in the .use of business. machines
and shorthr:rd are better prospects for employment' than
those without these skills. Young men and women who are
looking for temgorary. (part time) work and have secretarial
skills should find extensive employment opportunities. In
addition-, re- entry into office occu'p'ations may be easily
accomplished through refresher courses and a review of
office skills.

II. riANACENFNT ASSISTANT AND RELATED OCCUPATIONS
PF,RFORMANCE AND .0PJFCTIVFS

1. FOCUSES

(a) The use of language in communications.

(h) Tddressing persons in business meosi letters, and reports.

(c) Career mobility how to move up "on the job" and how to
plan for advancement.

2 7CTIVITIFS

(a) Fre-opinion survey.,

(.) Fefinitions.

(c) Language comparisons.
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This module has been designed to provide students with theopportunity_to consider administrative assistant as a careeroption and to'practice the use of inclusive language in busi-ness communications._ Activities will focus on the followingi's'sues concerning sex equity in administrative assistantpositions:
\

(a) Use of language in communications in business andoffice occupations.

(b) Addressing persons in business memos, letters, andreports.

(c) Career ladders How to move up in a company andplan for advancements.

1. OVERVIEW OF INSTRUCTIONAL ACTIVITIES

(a) Pre- and Post-Opinion Survey

This survey should be administered to measure the
students' awareness of their attitudes toward therole of women and men in our society. The resultsof the survey can serve as a device to determine thekinds of attitudes the students have acquired aboutsex equity and serve as a basis for class discussion.

f

(b) Definitions

This, activity focuses on definitions that are part of,the sexiequity movement. Use the transparency to ini-tiate class discussion concerning terms associated
with sex equity.

.(c) 'Language.Comparisons

Since men and women are assuming new roles on the job
and in'the home, it is important to, use inclusive lan-guage to describe these new responsibilities and activ-ities. In many cases, alternatiVe words are available;
in'a few cases, new words need 'to be coined. This
activity, is designed to provide students with an oppor-tunity to learn sex-fair language alternatives.

Duplicate the language comparison list as a worksheet
to hand to. each stuent. Instruct them'to write in a
work substitute for /the sex biased word or words listed.After the class has/completed the worksheet, discuss
their responses and show the answer. key on an overhead
projector.
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(d) Yemos, and letters.

(c) Slide-tape presentation.

(f) cualifications for employment.

(g) Post-opinion survey.

3. rFpromAncr OBJFCTIVES (COMPFTFECIFS)

(a) Given practice exercises and information about sex-fair
language, the student will correct three sentences anC
make the language totally sex -fair. vrith 100% accuracy.

(h.) Given sample exercises and information about inclusive
language in memos and letters, the student will find
five errors and change them to inclusive terms with
1004. accuracy.

(c) Given an exercise on job qualifications, the student
will list. with 100% accuracy, two reasons why it is said
that men do not'make "good" management assistantsz(secre-
taries). and two reasons why they do well at this jot.,

III. INTFODUCTION TO YlrAGENTN7 ASSISTINT roruLr

The taboo against male secretaries is ironic, since men have domi-
nated the field throughout most of recorded history. Cot until the
beginning of the twentieth 'century and the invention of the type-
writer did women begin to enter th, e business office in numbers.
.Before that, literate and educated men, not women, were the scribes
and trusted right hands of such prominent ;individuals as Queen
Cleopatra of Egypt and, in more recent times, Mary (7ueen of Scots.
Thomas Jefferson, Adolph Eitler, Somerset nangham, and Pox Peed.
;!en of the stature of Mark Twain, Woodrow Wilson, Henry Ford, Lyndon'.
Johnson, and even Dustin Hoffman got their starts ors Male secretaries
in various fields ranging from show business to goverment finance.

'The Department of Labor's Bureau of Labor. Statistics reports that
there. are 33,000 male secretaries in the United States--fewer than
one percent of the nation's 3,385,000. secretaries. The figure
represents a significant increase in the :number of men who have
entered the profession since 1966 .(the number has doubled).

Today's want ads are by .law free of such- sexist,-dereaning language;
and the help-wanted columns are now labeled "Pal/e/Ferale". And
thousands of secretaries with names like Firhy and Ralph and Art
and Greg and Pichard and Fe and Les and Bill are taking advantage
of the opportunity to nail down good secretarial jobs.,
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(d) Memos and Letters

Communications in today'S offices often reflect sexist
attitudes of the past. This activity is 0c-signed to
heL students identify sex biased terns and to repl,:lee
then, with those which are sex fair. rave each student
Oom;lete the worksheet containing lctters and meos by
correcting the sexist language and then follow the
activity with a class discussion.

(e) Slide-Tiape Presentation

(f) Qualifications for Employment

Qualifications for Employment is desicned to expose
students to the many different jobs available in Manage-
ment Assistant Occupations and to make students aware
.that. qualifications for employment -are not determined
by sex.

(g). Post-Test

The pre-opinion survey is also to be used as a post-
opinion survey. After completing-the activities related
to-thi-smodule, responses which reflected negativ atti-
tudes in the pre-inventory study should now reflect posi-
tive attitudes.

1i.
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ACTIVITY (a).

Pre -'and Post- Opinion Survey

Pirec-,Lons: The statements listed below describe attitudestoarL the role of women and men in our society. You are askedto react to each statement below by circling the appropriate 1c7:_er.

1 - Agree
2 - Disagree

Lespond to each of the statements quickly and as candidly aspossible. Do not leave any blank.

2. Most women who work outside the home do so
to supply extras for their families. 1

2. Our culture overly protects girls and women,
therebyincreasing their dependence. 1

3. It is importantfor both.men and women to
develop empathy and nurturance;

4. Women tend to respond emotionally, men
by thinking.

1

5. ChOice of training:and education is not as
important for a girl as for a boy. 1

6. Young girls should be encouraged to explore
their environment as much as yOung boys. 1

7. Most women tend to lose their femininity
when they perform dobs usually executed
by men.

8. ,Schools areequally preparing girls and boys
to meet.their adult needs.

1 2

9. Teachers working with girls. should understand.
and accept that their academic and vocational
plans may be less serious than those of boys.

10. Boys and girls should be enrolled equally
in Business and Office Occupations.

II. A man should never be expected to share
household responsibility except in
emergency circumstances.

1 2

12. Most women spend a significant number of
years in the paid labor: force.

1
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1 .. rot en are employed only part-time. 1 2

It is for employers when recruiting
from hi- ':hccls to icouest applicants r:f a

!Yore rJ hov7.0 elect math and science
ccur5es L cuo f their usefulness in

'if .

11. Laws which 3egislate sexual equality in
the school? arc necessary for charge to
eccur..

Fchoels would benefit by hiring more women
in nortraditional teaching and administrative
resitions.

.The 4,a for rinority women in the work, force
very closely to the data for white

, yeren.

\7 wife's opinion shoulC, have the same bearing
4er irpc,rtant-docisions for the family as. her

20. ti.joren are less able to handle creative and
imaginative tasks, and therefore, are better
at detailed and repetitive tasks.

21. Weon should' he advanced according to their.
:hi1ls and abilities, even if it means
bypaSsing,a man of lower credentials.

1

i. 2

1 2

1 2

1 2

1.

1 2

1. 2

22. rest weren are found in low skilled jobs
with little- ei,portunity-for advancement
Lec:.,use they are -not career- oriented. 1 2

2:!. _There isn't an area of work today in which
women-couldrt make a major contribution. 1. 2

V. Elementary school textbooks should show
women -)rking in a wide varlet,: of jchs
in ad:litiOn to the 'traditional 7-ictUres
0' th- mother in the here. 1

25. It is important for men to'dev.,,:io. home
and-rz,i.entingski137. 1 2

26. Vol.. ,;:c7:enhave thc strength and ability
to cerretc,in the work world ci men. 1 2

Developed by the Wisconsin Feminists Project Fund, Inc.

Jo
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ACTIVITY (B)

DEFINITIONS

SEX EQUITY THE LANGUAGE THAT WE USE

SEX DIscprINATIor ANY ACTION WHICH LIMITS OF DENIES f PERSON

OR GROUP OF PERSONS OPPORTUNITIES, PPIVILEGES, POLES OP PIMPS

ON THE FASIS OF THEIR SEX.

SEX BIAS PEHAVIORS RESULTING FROM THE ASSUMFTION'THAT ONE SEX

IS SUPERIOR TO THE OTHER,

SELIDILEETIEDELL7- ATTRIBUTING BEHAVIORS, APIWIES,.

INTERESTS, VALUES AND ROLES TO A PERSON OR GROUP OF PERSONS

ON THE BASIS OF THEIR. SEX,

OCCUPATIONAL SEX POLE STEREOTYPES THOSE IN WHICH SPECIFIC

OCCUPATIONS ARE LINKED, AND BELIEVED TO BE APPROPRIATE, TO

MEMBERS OF ONE OR THE OTHER SEX.

(MOVING BEYOND DISCRIMINATION PEFOPrING AND ImPROVINC;

BASED OM CONCEPTS OF FAIRNESS, JUSTICE = P RIGHT PECOCNI7ED

AND ENFORCED.

EQUALITY THE QUALITY OR ST4TE OF BEING EQUAL

SEX FAIRNEU TREATING BOTH S XES IN THE SAME MANNER.

NONTRADITIONAL '(WORKER A PERSON. EMPLOYED IN AN OCCUPATIONAL,

AREA ONCE CONSIDERED APPROPRIATE FOR THE OPPOSITE SEX.



ACTIVITY (c)

EAKUPCE CnMPARISerS

SALESMAN

CNAIRMPN

SCULPTPESS, POETESS, AL'THOPESS

MAILMAN

HOUSEVIFE

MIDDLEMAN

COED

BUSINESSMAN

NEWSMAN

FIREMAN, PEWIT/To; LIVEMAN

SALESGIRL

CLERGYMAN

FOREMAN

WORKMAN

CAMERAMAN

STOCKBOY

DEAR SIR.

GENTLEMEN

A MAN IN BUSINESS HAS TO

\FOOD IS ONE OF MAN'S EPSIC NEEDS

A MANSIZED JOB

NEN/WOMEN

MALES/FEMALES

HUSBAD/ WIFE

SEX FAIP

12



ACTIVITY Cc)

LANGUAGE COPPPPISCr

KEN

EX BIASED

SALESMAN

C(iAIMAN

SCULPTRESS, POETESS, AUTHORESS.

MAILMAN

HOUSEWIFE

MIDDLEMAN'

COED

BUSINESSMAN

NEWSMAN

FIPMAN, REPAIRMAN, LINEMAN

SALESGIRL

CLERGYV;H

FCREIM

WORK'.

CAMLilrf

STOCKLF

DEAF. SIT-

GENTLEME1',

A MAN IN LUSINESS HAS TO

FOOD IS ONE OF VAN'S BASIC NEEDS,

A MAN-SIZED JOP

MEN /WOMEN

MALES/FEMALES

HUSND/WIFE

13

PERSON

CHIOERSrN

SCULPTOR, POET, AUTHOR

LETTERCAPFIEP OP PCSTAL (WORKER

FOPEPAKER

INTERFETIAPY, LIAISON.

STUDENT

BUSINESS PERSON

NEWSCASTER

FIREFIGHTER, RIMER, ELECTRICIAL
[FE INSTAiLER

SALESPFRSON

CLERGY MEMBER,. CLERGY

SUPER/F.0P

WORKER

CAMERA TECHNICIAN, FromArTEr

STOCK PERSON

DEAR SIR OR rAur, GENTLEPERSON

COLLEAGUES TOJO WHOM IT rAY CONCERN,
PEOHLE,MILEPERSON

A PERSON IN PUSINESS HAS TO .

FOOD IS ONE OF THE RISIC NEEDS CF (IF

A BIG JOE

PEOPLE, PERSONS

BOTH SEXES

.SPOUSE



ACTIVITY- (d)

Nemos and Letters

,Januark.7, 2980

Johnson, Plastics Compamv
C07 West Street
i:ew Castle, Delaware 17720

Pear Sir:

14

F lease have one of your salesman deliver a sample of your
prodUct to our office immediately. Ie can leave the product,with my secretary; Mrs. John Downes. We would like to see ifyour .product is acceptable for use in our process and 'must maYe
a decision before next month.

Sincerely,

Mrs..Pohert Jones
Administrative Assistant
Walker ChemiCa3 Companv

January, 1980

Memo To Pll Telephone Company Employees

1. Ill telephone linemen will meet at 7730 a.m.1in Poor.;

2. Ail telephone-.operaters please .meet at 8 a.m. fer the.:tourof our newbuilding. Don't wear high heels as the
'requires a,lot of walking.

3- Company executives are requested to turn in those insuranceforms which shoW coverage of their wives and families:
.



ACTIVITY (d)

Memos and Letters

January, 1980

Johnson Plastics Company
607 West Street
New Castle, Delaware 19720

Dear Sir:

15

Please have one of your salespersons deliver a sample-6f 17-60-r
product to our office immediately. He can leave the product
with My secretary, Mrs. JOhn Downes. We would like to see if
your product is acceptable for use in our process and must mal.c
a decision before next month.

Sincerely,

Mrs Mary Jones
AdmininTative lssistant
Walker Chemical Company

January, 1980

?ler° To: All Telephone Company Enployees

1. All telephone line installers will meet at.7:30'a.T. in Room 865.

2. All telephone ureratorS please meet at 8 a.m. -for. the tour-of
our new building.' Wear comfartahle shoes as the tour _requires
a lot of walking-

3. .Company executives are requested to turn in those insurance
forms which show Coverage of their spouse and families.

2 3



ACTIVITY (f)

OUPLIFICATIONS FOP. EMPLOYMENT

1. PuRrosr
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(a) To expose students to the many different jobs available
in Management Assistant Occupations.

(1.,) To show students that the qualifications for employment
are-not determined by sex.

2. PPOCEDUI-E

(a) The teacher should decide which-occupation to focus-on
and discuss the many jobs available within the ranageent
Assistant Module. The teacher right make a list on the
board like this:

Examples of Job Opportunities in Management 7,ssistant Cccupation

MANAGEMENT ASSISTANT OCCUPATIONS

a
U.S.O.E bD.O.T. POSITIONS

14.0701 201.162-010 Executive Secretary

14,0702 201.162-030 Secretary.

14.0702 210.362-010 Legal SeCretary

14.0702 210.362 -014 Medical Secretary

14.0702 201,312-014 Te6hnicai Secretary
.

-14.0703 202..362-014 . Stenographer

14.0799 '203,:137 -010 Correspondence Secretary
(Word Prodessing Supervisor)

A. listaiof-j- b-opportunities. specific to, the course should
be developed. In discussion or through research, students
may learn *hat each of the jobs entail.

(b) When the list is fairly complete, distribute the student
activity sheet and have the students decide independently
which job or. jobs thiS person-is qualified. for. Discuss"
after .they have decided.

/How did you decide upon a position?

24
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- What qualities do you see necessary for all areasof employment?

What characteristics are not at all necessary foremployment?

Do you. think this person is a male or a female? Why?

If you learned that the person currently filling the
position was a male, how would this influence yourchoice of position?

- In looking at the qualifications of the applicant,is this person over qualified for the job?
Underqualified?

- Suppose you learn the sex of the applicant. Would
you change your job offer? Why?

What jobs are you interested in?

How are you qualified for these jobs?

3. VARIATION OR FOLLOW-UP

Have students research any job in which they have an. interest.FroM the research, have them list the requirements they feelare necessary )for the job,' Do they see thisjob as beingexclusively for a male or a female? ,What requirements would'limit the job to one sex? Has their perception of the job
changed 'any after researching it? Have students share their
results with the class. Use the "Financial Facts of Life"activity.

M. Smith has just graduate4 from high school a.nd.is applying fora job. In the interview and from the.refe4ences, the personnel
director finds that thecandidate has the following qualities:

(a) -A knowledge of the company through summer jobs.

(b) .A good grade average in high school.

(c) A. good attendance record in high school.

(d) Business and math skills.

(e) A pleasant personality.

(f) A desire to move up in the company.

(g) Recommendations that indicate the candidate is dependable
and has an ability to get 'along with other people.
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(h) A knowledge of safety precautions; an awareness cif
the importance of following instructions.

(i) A driver's license.

(j) Good health, and neat appearance.

What jobs would you offer Y. Smith?

A Riddle

While driving to the store, a young boy and father were inve]vcC
in a serious car accident. The father was killed and :the hoy. was
injured and taken to a hospital. At the hospital, the boy Was
examinee' and an:emergendy operation was needed. The-resident.
surgeon had: scrubbed up, 'put on a gauze mask, pnd was waitirc; in
thenoperating room when the boy was wheeled into surgery
-sUrgeon'took one look at the boy and cried, "I can't operate.ThiS is my son".

Who was the surgeon?

2-

-- source unknown
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