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THE PURFOSE OF THIS STUDY WAS TO IDENTIFY CLUSTERS OF
TASKS FERFORMED BY A COMPREHENSIVE SAMFLE OF OFFICE EMPLOYEES
WORKING IN FIVE OFFICE-SIZE CAIEGORIES IN 12 STANDARD
INDUSTRIAL CLASSIFICATIONS IN WASHINGTON STALE.

- QUESTIONNAIRES LISTING 599 OFFICE TASKS AND VALIDATEC BY

INTERVIEWS WITH 286 OFFICE WORKERS AND SUFTRVISORS AND BY A
JURY OF EXPERTS, WERE SENT 10 A PROPORTVIONAL, STRATIFIED
SAMPLE OF 295 FIRMS IN THE PRIVATE ENTERFRISE SECTOR AND 23
GOVERNMENTAL AGENCIES. OF 767 QUESTIONNAIRES DISTRIBUTED; 663
(86.4 PERCENT) WERE RETURNEC IN USEABLE FORM. ON THE BASIS OF
FINDINGS, THE 599 OFFICE TASKS WERE CLUSTERED WITHIN 43 MAJOR
CATEGORIES--TYPEWRITING, OPERATING OFFICE MACHINES AND

. EQUIPMENT, TAKING DICTATION AND TRANSCRIBING, MAILING,
FILING, TELEFHONING AND COMMUNICATING, FERFORMING CLERIZAL

OPERATICNS, SECURING DATA, USING MATHEMATICE, PERFORMING
FINANCIAL AND RECORD KIEPING OPERATIONS, PERFORMING EDITORIAL
OPERATIONS, MEETING ANZ WORKING WITH PEOFLE, AND
MISCELLANEOUS. CLUSTERS OF TASKS WERE SINILARLY FREPARED FOR
EACH OF SIX BRCAD JO3 CATEGORIES--SUFERVISION,
SECRETARIAL~-STLNOGRAPHIC, CLERICAL, BOOKKECFING-ACCOUNTING,
BUSINESS HACHINE OFERATION, AND BATA FROCESSING.
RECOMMENDATIONS CONCERNED (1) IDENTIFYING CLUSTERS OF
KNOWLEDGES, SKILLS, AND CAPABI'.ITIES ASSOCIATED WITH THE
PERFORMANCE OF MAJOR TASKS, (2) ASCERTAINING EMERGING CHANGES
IN OFFICE STRUCTURES AND FUNCTIONS; (3) DEVELOPING AN
INSTRUCTIONAL OBJECTIVES-DERIVING MODEL FOR OFFICE EBDUCATION
AND (4) DEVELOPING SELF-PACED LEARNING FACKAGES. A FULLER
DESCRIFTION OF TnE DESIUN FOR THIS STURY IS PROVIDED IN
DOCUMENT VT 001 758. (FS)
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SUMIARY

Purpose

The purpose of this study was to identify clusters of tasis per~
formed by a comprehensive sample of office employees working in vari-
ous sizes of offices in 12 Standard Industrial Classifications (S1C>.

This study i{s a first step ip ideatification of capabilities re-
quirad for mudern office work. It, «nd related studies, provides a par-
tial base for design of educationsl programs most 1likely to maximisze
caraer-long occupational opportunity, competency, and choice for youth
entering office occupations.

Methods
P tion

From Pederal Census data and data provided by stite agencies, the
office employment population of the state of Wachington vas ostimated
to be approximately 164,263 in September, 1965.

Sample

f propoctional, stracified sample of 295 firms in tha private enter-
ptise sector and 20 govermment agencies was selected. The sample wvas
stru:tured to include five office-s’ze categories within exch of the
following SIC'é: Agriculture; Mining; Construction: Manufzcturing:

% Transportation; Communication and Utilities; Wholesale Trade; Retail
‘ Trade; Finance, Insurance, and Resl Estate; Servicea; Govermment; and
Education.

Comparison of national and state 1960 census data shows the” in
Washington State the percentag: of all enployeses who are engag'd in
office work and the percentazes of all esployees in various £1C's who
are office workers vary orly slightly from those percentages for the
United States as a whole.

Data-Gathering Proceduras

A questinnnaire composed of 39 (ffice tasks was validated by inter-
vieus with 286 office workers and supcrvisors and by a jury of experts.

A total of 767 validated auestionnaires was distributed to firms and
sgencies constituting the above semple in the spring of 1967. Total re-
turns were 86.4 per cent—80.3 per cent in the private enterprise sector
and 55.8 1o the government sectorx.
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Treatment of Data

Respondents wers classified in six broad orcupational categories:
supervision, secretarial-stenographic, clericeZ, bookkeeping-accounting,
business machine operators, and data processing. Returned questionnaires
were code? by industry and by size of offize. Item responses were coded

and processed by computer.

Percentages of smployces in five cizes of offices in each SIC who
perfora sach task were computed. Differences in percentages of amployees
within each SIC who perform taske were also computed. Analysis of dat»

supported two hypotheses: (1) There are significant differences in
tasks performed by office emplioyees in the various industrial classifica~

tions, and (2) there are significant differences in tasks performed by
office employses in small and large offices.

Pezcentages of raployess performing each task were ranked in descend-
ing order for sach of the six troad job classifications and for a "com-
posite" of all six classifications. These rankings constitute "job
clusters” for each of the six categories and for office work as a whcle.

Limitations

Percantages of workers performing a task show only the percentage
of workers performing it within the last two years while working for their
prssent empioyers. The percentage doss not provide information sbout the
relative importance of the task, frecuency of performance, portions of
worier time used for performance, or the levels of ability involved in

‘parformance.

Findings and Analyois

The $99 office tasks have been clusterad within 13 major categories
of tusks--typewriting, office machines and equipment, dictation and tran-
scribing, mailing, filing, telephoning and communicatisg, clexical, se-
curing data, mathematics, financial and recordkeeping, sditorial, mweting
and working with people, and miscellaneous--to provide Composite Clusters
of Tasks performed by of.ice employees. Since these data represent the
tasks performed by a typical office worker, the Composite Clusters can
be used as a partial basis fcr a re-evaluation of the high school busi~
pess cvericulum, which is primarily concerned with the total realm of
og:cc w:k and not solely with the fitting of & graduate into a specific
office job.

Clusters of tasks have similarly becn prepsxed for each of the six
broad job categories. These data represent duties performed by major
office occupational groups and should prova useful to curriculum special-
iets concerned with more specialized high school and post-high school
office education programs. :
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Analysis of the data suggests that “gkills" represent only a portion
of the office worker's function. It is hypothesized that teaching objsc-
tives, learning experiences, and evalustion can profitably be organized
within the framework of the cognitive and affective domains.

INTRODU'CTION

One sajor purpose of Project OE7-(031 is to identify clusters of
knowledge and competencies mnst likely vo maxixize the caresr-long occupe=~
tional opportunity, competence, and choi:e of mon-college bound youth in
an evolving technological society.

Purpose

The purpose of this study wu to identify clusters of tasks pexformed
by a comprehensiva sample of office amploysss working in various sizes
of offices in 12 Standard Industrial Classifications (SIC).

This study is a first step in identification of capsbilicies regaired
for modern office werk. It, and related studies, provides a partial
base for dusign of aducational programs most likely to maxinise carser-
long occupational opportunity, compsteacy, and choice for youth entrring
office occupationo.

Assumptions

1. The "Average Size of Office" concept assumed that the ratio of
office employees is similar in small or large organizations. This study
did not attempt to ascertain the validity of this assumptica. A swall
variance would not affect the validity of the results.

2. Field testing of the questionnaire and revisions msde to increase
its accuracy indicate that it does yield accurate data regarding tasks
perforned by office employees.

3. To the extent that the proportion of workers in the various cells
(size of firm in a given SIC) is not significantly different in other
regions than in Wastington, the results are generalizable to other regions
of the country. .




Limitations

Limitations in the task anslysis study which have been evident are
enumersted below:

1. 1960 Federal Census data were used to ascertain the percentage
of office workers in each industrial classification (SIC). The 1960
census data provided the most recent data permitting these computations.
However, 1965 empioyment data were used because they were more up to date.
Ths percentages from the 196) census data wers applied to the 1965 employ-
ment data to estimate t:~ office population. This procedure iuvolves the
question of the degres to which the percentage of office ewployases in
each industry remained constant between 1960 and 1965.

2. Ly defining an office employes to correspond with DOT classifica-
tions, an extremely broad range of office functions was included, How-
sver, this msy also be interpreted as a strength of the study.

3. The identifics.ion of certain elements of the governmental and
education sectiors created ssxziing difficulties. The percencage of office
employees in certain types of governmental functions V8.8, hospitals,
=aintinance departments) is less than it is in others (8.8.5 legislative,
judicisl). Because of insufficiently detsiled data, it was aecessaxy to
use out constsnt percentage in developing the office populatimms.

&. Due to limitations of funds it was Jdeemed desirable to confine
the sempie to Washingto.: Siate.

S. Seratification by both industry (SIC) and sisze of office within
each induatry resulted in a metrix with s large number of cells. The
susber of respondents desired from some cells was small. It is statisti-
cally indafensible for one response to rapresent an entire cell. However,
such cells represented only a small propcrtion of the total offics popu-
lation. ¥o conclusions wers based on results from single cells.

6. Two hundred ninety-five firms were selected st random in the
private enterprise sector. Of the 51 "non-respondling” firms, 21 stated
that they performed "no office functions.” While it is recognized that
non-respondents can build a bias into a sample, it cau be argued that 21
firms were respondents in the sense that no office workers were employed
by those firms.

7. Non-response bias may be evident in tha "small” sine of office
cells, especially in the Manufacturing, Retail, and Sex.ice im.ictries,
This could also have affected the hypothesis tested veluting to tasks
performsd by persons working in small or larze offices.




8. Office employees selected at random within fizms were asked to
classify themselves in one of six broad job categories. In firms with
yvelatively few office employees, many types of functious are or may be
pexforned by office employees. Although gpecific exsmples were given in
the questionnaire, it was difficult for some office smployees to classify
themselves. This can be construed as a limitation, but also as & strength
of the study, In smsll firms a significent per cent of individual office
employees do in fact perform multiple functions such as those performed
by a secretary, a bookkeeper, and/or an office supervisor.

9. The number of questionnaires distributed necessitated uve of
thirteen intervievers. While interviewers were traincd to follow a uni-
form procedure, some discrepencies are inevitable. Analysis of returns
suggests that the procedures were correctly followed.

10. The data-zathering instrument has no “power factor." A yes
response indicated caly that an employee had performed a tagk at least
once in the last two years while working for his/her prcsent employer.
Results show what tasks are presently so performed, not the precise ex-
tont to which they are performed nor what might be desirable nor what
tasks might be performed in the future.

11. The private enterprise return was 80.3 per cent wvhile the gov-
ernmmental return was 96.8 per cent., Recogrnizing the pcssibility that
the office populations of certain govermmental functions may have been
overestizated, the decision was made toc reduce the valve of governmental
returns %o .85. Statistical consultants agreed that that was the most
defensible action to take because it resulted in bringing the total value
of that sector into agreement with the MODXL.

METHODS

This section briefly describes the design for Adentifying a popu~-
lation and developing a sample. A fuller description is provided in "A
Research Model for Identification of Task and knowledge Clusters Asso-
ciated vith Performance of Mejor Types of Office Employses' Work" (here-
after referred to as the MODEL). That_document was submitted to the U.S.
Office of Education in December, 1966.%

Iproject No. ERD-257-65, Contract No, OE-5-85-109, Published by Devart-
ment of Education, Washington State University, Pullman, Washingtom.




Tdentification of P tion

For purposes of this study, an office employee was defined to corre-
spod with the Dictionrry of Occupational Titles (3) classificstiocns of
clerical and kindred workers (DOT). Ths office population was dofined as
the total office labor force empl in the state of Washingtox in
September, 1965, in tho 12 3IC's.“ Anslysis of Federal Censvs definitions
(2) and the DOT definitions indicated that the census occupztional clas-
gsification was generally comparable with the DOT.

Using 1960 Federal Census data for the state of Washington (2), the
proportions of all employees of industrial and commercial firms, govern-
mental agen.ies, and iustitutions which ave considered clerical and
kindred workers was determined (see Appendix A). Recognizing that many
persons employed in larger firms might perform more specialized funciions,
the variable of office size was also considered. The following office-
size categories were established: 1-4 office workers constituted a
i?ll:;‘ue office; 5-49, medium; 50-99, large; 100-299, X large, and 3004,

ge.

Two hypotheses ware tested: (a) that employees in the various SIC's
perform some dissimilar tasks or duties and (b) that office employees
in the various sizes of offices perform some dissimilar tasks.

A statewide listing of employer units and the number of workers
employed by each in September, 1965, was obtained fron state agencies.
This included all SIC groups in the private euterprise sector except
Railroads (a subdivision of Transportation). A matrix was developed des-
cribing the size of employer unit for each SIC corresponding with the
“gizes of offices.” This was done by dividing ea~h predetermined office-
size figure by the constant percentage of office workers inciuded in each
SIC (see Appendix B).

A computer progran for processing data was vritten. Printouts pro-
vided data cn the number of employer units and the nuebers of persons
employed by firms of various sizes within each SIC (see Appendix C).
Companies operating in more than one county were considered to be inle-
pendent employers in each county and appeared on the initial printout
once for each county in which they wers located.

251C"s used in this study: Agriculture; Mining; Constructicn; Manufac-
turing; Transportation; Communications and Utilities; Wholessle Trade;
Retail Trade; Finance, Insurance, & Real Estate: Services; Govirmment:
Education.




Utilizing data from various state agencies, the total mmbers of
persons employed by Government, Educatiom, and Railrosds in Washington
State was determined. Results are shown in Appendix D.

| Cowbining the dsta in Appendices C and D and utilizing the percent-
age of office workers in eack SIC (see Apr: -ix A), a matrix wvas zon-

structed showing the estimated office population of 164,263 workers in
Washington State in September, 1965. This astrix is shown in Appendix Z.

Analysis of employment data indicates that more than 95 per cent of the
total office population was identified.

Comparison of national (1) and state (2) 1960 census data shows that
in Washington State the percentage of all employeas who are engaged in
office work and the percentages of all employeses in various SIC's who are ,
office vorkers vary only slightly from those percentages for the United ,
States as & whole.

Sampling Technique

For a confidence level of 95 per cent, 384 usable questionnaires
were needed based on an office population of 165,000 (5). Recognizing
that all questionnaires would not be returned and the possible compiica-
tions in weighting schemes, it was decided thzt 800 questionnaires would
be distributed. A matrix distributing them within each cell on a propor-

tional basis was constructed (sse Appendix F).

It was deemed desirsble to have as broadly basad a sample as possible.
It was ascertained that approximstely 350 cmployer contacts would be eco~
nomically feasible. The average mumber of office eaployees per employer
vait for esch cell of the matrix was determined by dividing the nusber
of office employees in a given cell by the number of employar units in
that cell (see Appendix G}. This was done for all SIC's except Federal,
Local Education, and Railroads, where data vere insufficient. As &
result, it was determined that the sample of cffice employees within
individual employer units would be as follows:

Percentage of Sample in Each Employer Unit
by Size of Office

Medium Large X Large XX Large
5=49 50-99 100~-299 300+
20% 102 S% All units sampled
in proportion




To &70ié & statistical bias in the XX Large category, it was neces-
sary to identify each employer unit in the state. For exsmple, Company A
might hrve 5,000 office ssployess, and Compary B might have 200. It
was necessary to incure that esch ci the 5,800 office workers had an equal
opportunity of being selected st random. Fewsr questionnaires were
needed in the X Large sisze-of-office category, so the number distributed
to ugh selected firm was specified {instead of using the 5 per cent
t‘t’.o . '

As praviously noted, the sources of informstion used in identifying
the office population were different for the private enterprise sector
and the governmental sector. As a result, the sampling technique was
different for each ssctor.

In ths private enterprise suctor the "Percentage of Sample in Each
Eaployer Unit by Size of Office” was applied to the average number of
cffice workers in each cell to determine the apprcximate number of
quesilonnaires to be distributed to an individual emplayer unit. Bzsed
on the number of responses needed in each cell (Appendix F), the zamber
of employer units needed in each ceii was determined. This cowputation
is shown in Appendix H. The needed employer units iv the private eater-
prise sector were selected at ramiom by computer from the statzwide list-

ing of employer units.

Io the govermmental and railrosd categories the random selection of
employer units was made using a table of random numiers. In the State
Education and State Non-Education categories there was sufficient data
to detevmine the average number of office workers per employer unit.

The "Percentage of Sample in Bach Employer Unit" wus applied to the aver-
age mumber of office workers to arrive at the number of employer contacis
necessary in relation to the number of responscs needed in each cell.

In the XX Large classification, however, two esmployer units were selected
at random and sampled in proportion.

In the Federal category, the employer units and the total mmber
employed by each were ilentified. The average mmber of office workers
within the size-of-office 2slls was estimated. The number of employer
units selected 4in :thelj:catezories i3 showma in Appendiw B,

In the Local Non-Education, Local Education, and Railroad categories
the only data availeble were in "total" category form. It was not pos-
sible to identify individual employer un:its. Three counties in the state
were selected at random on the following basis:

Largest counties in state according to population: Spokane County
selected at random

Middle-sized counties: Yakima County seiected at random
Small-gsized counties: Garfield County selected at random




The totsl number of workers employed in these counties was deCermined
and :he comstant percentage then applied to estimste the office popula-
tion in esch coumty. The total mumaber of workers employed by the cities
Spokane, Yekina, and Poweroy was determined, and the constant percentage
applied to estimate the of'fice population for these cities. A mstrix
was devaloped, and 98 questionnsizes were distributed on a proportional
basis in the counties and cities nwmed.

The J.ocal Education category vas treated in the ssme manner using
the same three counties.

One tailroad was selected at random. Working from a statewide list-
ing of their employees, (he random selection of persoms to raceiva ques-
tiomaives wzs made using & table of random nusbers.

Development of Data-Gathering Irstrument

It wvas assuked that ascertainsble fucts regarding office tasks or
duties could be obtained dircctly from u reprusentative sauple oi office
employees. It was recognized that many office employees are not avars
of tie knowledges nacessary to successfully perform office tasks; more-
ovex, tha performance of a task om their pari: does not necessarily sean
that the task has been performed correctly. Based on thoss assumptions,
a highly specific, open-ended task instrument containing 399 items
designed to ascertain the specific tasks performed by office workers was
developcd. It appears in Appendix I. The steps in the developmental
orocess are described helow:

a. Conceptualization and devzlopment: of initixl task instrument
by university personnzi.

b. Project persornel fisld tested 240 questionnaires. The return
was 65 per cent.

c. Approximately one month later, ten per ceat of the respondents
weve interviewed and asked to respord to the sawe task state-
wnts. They were encouraged to make comments or criticisms
egarding questionnaire statements of tasks, especislly 1f they
$21t the wording was confusing or if a task was superfluous.
Thiey were also asked to comment on tasks they performed that
were not listed.

d. Az \tem-by-item comparison of the respondents’ criginal res-
ponses and iaterview responses was made. On tne basis of that
analysis, the arrangement of the questionnasire was revised and
some items were reworded. Some sdditional icems uire added and
some wvere combined or deleted. Care was used to make wording
congrumt with office workers' fremes of refersace.
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e. The revised instrument was submitted to a panel of office
education experts for their critical analysis. These persons
were public and private educationsl institution employeer, &
personnel manager, two Certified Professionsl Secretaries, and
a clerical supexvisor of tha local employment security office.
They were asked specifically to consiler the following as bases
for analysis of the instrusent: (1) wordiug of each item,

(2) elimination of superfluous and/or addition of items that
night have been omitted, (3) rearrangemant of items into a
more logical sequence, and (4) general format, total organizs-
tion, and appearance of ths instrument.

f. The questionnaire was also evaluated by two senimar groups of
business educators. Their recoomendations geverally paralleled
those of the panel.

g. Based on the panel's and semirar groups®' recomaendations,
mmerous refinements were made.

h. The revised instrument was field tested with 44 office employees.

1. Pourteen per cent of the field-test respondents were interviewed,
using the procedure described ir "c" above.

j. As a result, additional minor revisions were nade.

k. Two sdditional experts in the areas of bookkeeping and accow t-
ing were consulted, and additional minor revisions were aads.

Method Used in Distribution of Data-Gathering Instrument

The number of questionnaires distributed snd the geographic area
covered required that more than one person be irvolved in the distribu~-
tion process. The employer units selected at random were plotted on 2
state msp, and the State Director of Business and Office Education
assisted with the identification of thirteen business educators wio acted
as interviewer-distributors. An orientatior: and truining neeting was
held to explein the cbjectives of the resesrch, the random sslection of
offic: employees within firms, interview techniques, and the rep reting
system. Role playing was utilized as a training device.

Contact schedules were arranged to minimize the amount of time 2ad
travel necessary for contacts. Approximately one week before a contact
was to be made, a letter of intraduction was sent to the firm. A day or
two before a contact, intervievers telephonei for appointments.

10




Experience demonstratec the importance of following normal 1iues of
communication within an organization. In each case, personal contact was
pade with the owner, personnil manager, or the person having general
rasponslbility over employsa3. The objectives, random selection of his
firz, ani. nsads of business uducation were explained. "0ffice employses"
was arefully defined. .

_aterviewers, with assis:ance of managers, made random selection of
the nesded number of office enployees within sach firz. A table of rindom
mmbers was used for selection. If employees selectad at zandom worked
in firms employing supervisors, those supervisors were contacted add the
objectives of the study wers explaiuved.

No coercive pressure was ipplied to persons whose names were selected
at random. Voluntary cooperat.ion was solicited. Genuinely appreciative
a:titudes toward what was bein{; asked were exhibited.

Return envelopes accompanied the questionnaires. In most instances,
the employess sent the completed questionnaires directly to project per-
sonnel. Employees of some firms and agenciesr returned the instruments
to the managument contact who forwarded them o projec: personnel.

Intervaewers completed repirting forms containing various data about
questionnaire diatribution and ,ant them to project persounal. The forms
were used as a basis for checking in tha compli:tdd "questidnnaives (aee

Appendix J).

Follow-Up Procedur.es

Approximate’y one month after questionnaires had been distrlbuted,
follow-up letters were sent to ron-respondents by project personnsl. As
a resvlt of this effort, 36 adiitional questionncires were completed.

Taree weeks after the follcw-up letters had been swmt, those persons
who had still not responded wers contacted again. Wher: feasible, (iirect
teleghcne contsct was made by project personnel ad the iaterviewsrd.
Letters ware sent to non-responcents who were not accessible by phone.
Eleven more returns were obtainid.

The total of 47 instrument: received through follow-up efforts
represented severn per cent of thie tcta) number of rasponses.

11
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Analyeis of Returns

Por a confidence level of 95 per cent, it was necessary to have 384
usabia questionnairias returned based on an office population of 165,000
(5). According to the NODEL designed to obtain that mumbher ¢ returans,
800 questicunaites wers to be distributed. Appendix E indicates how the
295 firms in the yrivate enterprise sector were distributed. However,
the actual distrirution process did not perfactly match the MODEL. Of
the 295 firms selected, 15 could not be lccated or ware o, louger in
business, 15 firms declinad to cooperate, and 21 stated ‘uat they parformed
"no office functions,” because such work was “"contracte’ out." Appendix K
shows distribuion of non-participating firms. All of the governmentszl
and education agencies selected at random conperated.

Appendix F shows the MODEL for distribution of the 800 caestionnaires.
Bacause son;: randomly selected firms declined to participate, the mumber
of questiormaires distributed within each cell varied from ths J90DEL.

The “Average Number of Office Employees Per Employer Unit" coacept
developei ia the MODEL assumed that the actual number of questionnairee
distridbuted would approximate the mumber needed in sach cell of the
natrix. Analysis of the returns indicated that this wis gensrally true,
although over-sampling appeared in the Service "small-office," Manufac-
turing "small,” and Wiolesale "small" cells. In the X% Large cells,
all firms were identificd and sampled in proportion. In eaih case, the
nunber of questionnaires distributed was specified. Due to the limited
nmber of responses nseded in thz X Large cells, tlie mumbar of question-
naires distributed to the firms selected were als: specifiad.

Due to the careful procedures used to contact employurs and subjects
the percentage of returns was exceptionally high. Overall, 663 (86.4
per cent) of the 767 questionnaires distributed ware retarned in usable
form. In the private enterprise sector, 80.3 per cent vere raturned; and
in the governmental snd educaiion snctors returns wire 96.8 per cent.
Appendix I. shows the distribution and returp for each cell of the matrix.

An examinativn of each cell in Appendix L indicatas that the major-
ity of non-responses were in the small- and medium-gized offices, although
the overall rate of retur: Zor the private enterprise "small" cells wes
68.1 per cent and in the "medium" cells the return was 90.5 per Cent.
Based on the actual distribution. tke Manufacturing "small" cell, the
Retail "small" cell, the Sorvice "small" cell, and the Finsnce "medium"
cell seem to be the areas where significant non-response hias couid be
evident. The non-response factor in the governmental arni educstion sec-
tors does not seem to be significant.

12




Anslysis of the ccwpleted questionnaires indicated that some xespon-
dents d1d uct respond to each of the 599 tazk items. In some cases a
ssction or page was missed, perhaps insdvertently. A few respondents
responded cnly to tasks they performed; i.e., they checked "yes™ and not
“no" as requestcd. A blank (no response) itca was vot recorded as either
a "yes" or "no" but was considered a non-response. Therefore, the number
of respondents (N) for some tack items varies between 663 and 620.

The questiomnaire contained one question that directed the respon-
dents %0 classify themselves in one of six broad job categories motad
below. Specific job titles weic uved as examples for eack broad category.
Project personnel checked each coxpleted instrument to make sure thot the
Job categiry checked had some relationship to the tasks performed by each
respondent. In a few cases. it was necessary to decide in which category
respondents helonged because of (a) non-response, (b) checking of two
categorice, or (c) an obvicus error. Of the 663 total respondents, 92
wire supervisory persomnel, 162 were secretarial or stenographic person-
rel, 230 wery clerical personnel, 131 were bookkeeping personnei, 28 weve
business machine operators, and 20 were data processing personnel.

Irestuent of Duta

The completed questionnaires were coded using a five-digit number.
The ficst two digits represenied the induscry (SIC), the third digit
repressnted the “size of office,” and the last two Jigits represented
the ldentification number within a specific SIC size cetegory. (No more
than 100 instruments were returned for any cell in a given SJC.)

The code number, psrsona) dats, and the task responves were coded
on mark-sense sheets. Each quustionnaire required thirte:n shuets. IBM
cards were punched directly from the mark-sense sheets, and a printout
(raw listi=3) was obtained. Some inadequate mark sensing and a few
double gunches caused some inaccuracies. The necessary corrections were
msde, and another printout verified that the data were correct. A key-
punch and ‘rerifying process probably would have besn more cfficient.

Two progrums, Cross I and Cross III, were wodified for processing data
by the IBM 360/67. Computer language ured was Fortran IV, H Level.

Hypothesa:; Tests

Pricr to developing the task fraquency listings, it was necessary
to know 'if the procedure in sampling was justified; that is, do office
employees in different industries and in various sizes of offices perfcrn
some diissimilar tasks?

One null hypothesis stated shat there wa: no significant difference
in the tasks performed by office employees in the various industrial (SIC)
categories. The alternate hyvothesis stated that there was a significant
difference in the tusks nerforned by office employees in the variocus in-
dustrial (SIC) categories.

13




A chi-square test for significance of proportions in k indopandent
samples var used to test the null hypothesis at iue 5 per cant {.J5)
level (6:175-179). 1t was applied to each of the 3599 tasks. The maximum
nuwber of respondants was 654 as the nine cases in Ag=iculture, Mining,
and Constzuction were deleted because responses were toc few to be rip~
resentative. Responsaes ir the Railrcad category ware combined with those
in Trangportation. The State Rducation and Lozal Education categorics
also were comt:ined. The chi-square test uszd and one of the 399 chi-
¢quare tables src shovn in Appendix M. -

The null hypothesis was rejectes at the .05 level and the alternate
hypothesis accepted. Of the 599 tasks, 417 tasks were perfoimed by sig-
nificantly different proportions of office twmployess in the various
industrial classifications. That is, 417 tasks were nignificant at the
.05 level or higher. This represented 69.5 per cent of the total nuaber
of tasks tested.

The socond null hypothesis stated that there was no significant
difference in the tasks performed by office employses working in small
ot large cffices. The alternate hypothesis stated thet there was &
significant difference in the tasks perforwed by office employees worl-
ing in small or large offices.

A chi-square test for independent proportions was used to test the
null hypothesis at the .05 level (4:204). A small office was defined
to correspond with the smzll-office size (1-4) used in the sample. Large
offices included those in the sample's large (50-99), X large (100-299,
and XX large (3004} sizes of offices. The sample's medium (5-49) size
of office was pot used in the test since the purpose was to test for sig-
nificance of differencss between clearly defined swmall and large offices.

The maximcn number of respordents fcr the chi-square test was 232
(Saall » 128 aud Large = 124). Only the private enterprise sector was
used to test this hypothesis. As previously discussed, certain problems
wers encountered in the governmental and education sectors in identify-
ing the "size-of-office" populations. The chi-square test used and one
of the 599 taltles that appesred in the printout are shown in Appendix N.

The null hypothesis was rejected at the .05 level and the alternate
hypothesis 2:ceptedi Of the 509 tdeks, 311 were performed by a signif-
icantly different proportion of office employses working in small and
large offices; that is, 211 tasks ware significant at the .05 level or
h!.zh:z. This represented 51.8 per cent of the total number of tasks
tested.

14
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Listings Showing Percentages of Horkers Performing Tasks

Stratifying the sample both by industries (S:C) and size of office
made the computsr program mcre complex. For each >f the 399 task items,
a “per cent of rusponse” was determined. It was necessary to know both
the total mmber of workers who responded to a task item and ilie number
vho responded "yes." As previous'y notad, there was a varisnce of up
to 40 respondents (N) for a given item.

Esch "yas" response to a task item was assigned the value of one
(1.0) in the private enterprise sector. However, in the governmental
and education sectors ths assigned value was .85; that is, in thore
categories the value of each "ves" response was reduced by .15 for the
computer cperations. The ressons for this decision are eiumerated below:

1. Based on the MOLYL, 65.5 per cent of the raturns were to be
from private enterprise; 35.5 per cent were to be from govern-
nent and education. (The actual distribution was 62.8 per cent
to private enterprise aad 37.2 per cent to government and
education.)

2. The private enterprise return was 80.3 per cent; the governmental
and education return was 96.8 per cent.

3. The possibility of & bias in the governmental sector (discussid
in the MODEL, pp. 20-21) was evident because of discrepancies
betwesn census data and SIC classifications. It is possible
that the office population in certain types of governmental
functions was overestimated.

4, There were aot enough returns desired or obtained from some
cells of the matrix (Appendix L) to apply a weightiog scheme to
each cell. (The zepresentation of an entire cell by a singlc
response is statistically induvfensible.)

5. Statistical consultants unanimously sgreed that it would be
more accurate to reduce the value of the govermsantal returns
than to jzcrease the value of private enterprise returas £o a
dimension greater than one (1.0).
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The sctusl parcentage rasponding “yes" to a given item does not
change as a result of reducing its value to .85 if the value assigned
to each respondent is also reduced to .45. Por example:

Reducing

100 total respondents to an item 100 x .85 = 85

57 ckeck “yes" 57 x .85 = 48.45
57 + 100 = .57 or 572 48.45 + 85 = .57 or 57}

As previousiy noted, respondents were asked to place themselves in
one of six broad job categories. As an illustration, one of the 599
tasks is listed below as it was printed out. (The task is "Type display
or decorative type copy."'')

RESPONDENTS TO A GIVEN TASK
{Fraquency Count)

Spvsr  Sec/Steno. . Ciur- Sikg  Bus Mach D.P. “Total
Yes 9.00 40,95 29.85 10.00 1.00 0.00 90.80
No 79.65 114.40 183.95 108.890 23.95 19.25 530.00
Total 38.55 155.35 213.8C 118.8C 24,25 19.25 623.80

COLUMN PERCENTAGE
(Per cent of "Yes" and "No" Reapondents
by Job Classification)

Spvsr  Sei/Steno Cler Bkkg Bus-Msch D.Ps.

Yes 10.2 26.4 14.0 8.4 4.0 0.0
No 89.8 3.6 86.0 91.6 96.0 100.0
Total 100.0 100.0 100.G 1c0.0 100.0 100.0

s the tables ware printed by computer, cards were punched with the
percentage applicable for each of the six job categories and the overall
{composite). For exumple, the cverall task performance percentage for
the item illustrated in the "RESPONDENTS" table was obtained by dividi .
90.80 by 620.80. The result is 14.6 rer cent. This means that 14.6 per
cent of all office employees in the sample perform the task. The percent-
ages for each of the six broad job categories came directly from the
""COLUMN PERCENTAGE" table. For the performance listings, the perciuiuxcs
were rounded to the nearest whole pe. cent. For example, the table shows
that 10 per cent of the supervisory personnel perform the task; 26 per cent
of the secretarial/stenographic personnel perform the task, etc.
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The punchod cards were ranked in descending order of percentages of
workers performing tasks. This provided an overall (composite) work
profile and profiles for each of the six broad job categories. Appendix O
shows the de:conding rank order for the composite as well as the per cent
of "yes" responses for each task item by job category.

Packground ¢atn (sex, age, experience, etc.) were slso computed for
the compusite and the six job categories. These dats will be utilized
in a forthcoming report.

The wording of certain questions was such that it wvas impossible
to detzrmine (a) the percentage of nffice employees who sctusily use a
*ypewriter and (b) the percentage or office employses who actually write
stiorthand. It was nmecessary to extrapolate these data from the question-
naires.

The RESULTS AND FINDINGS section presents the composite profile
showing pexcentages of workers performing all tasks and similar profiles
for the six jcb categories. In the six job category profiles, only those
tasks performed by 20 per cent or more of the respondents by (a) task
category and (b) job classification are ranked.

RESULTS AND FINDINGS

Individual office task items have been clustered vithia major
categories of tasks (typewriting, filing, mailing, etc.) to provide
Composite Clusters of Tasks performed by employees. Those same items
have also been clustered within six broad categories of office work:
supervisory, secretarial-stenographic, clerical, bookkzeping-accounting,
business machine operators, and data processing. Thuese clusters show
the major types of tasks performed by workers ia each occupational
category.

Within each category, tasks performed are listed in zznk order,
determined by the percentage of respondents checking "yes." Hence, in
the Composite Clusters, "Type postal cards" is followed by two numbers,
"20.0" and "41." The first number shows that this task item ranks
twentieth among the 69 typewriting tasks identified by the study. The
second number shows that 41 per cent of all respondents performed the
task of typing postal cards one or more times within the past two years.

Task items comprising the Composite Clusters are also grouped in
five frequency-of-performance groups. Grour 1 items are those performed
by 8G per cent or more of respoudents. Group 5 items are those performed
by 19 per cent or less of respondents.  The other three groups include
tasks performed by percentages of workers ranging from 20 to 79.

17




These data on perceantag:s of workers performing tasks do not provide
information about the relative importance of the task, portions of
worker time used for its performance, or the levels of ability imvolved
in its performance.

Due to the large number of tasks cheocked by fewer than 20 per cent
of the respondents, Group 5 tasks have been omitted from the rank list-
ings under the six occupational clusters. Any Group 5 item within any
occupational cluster, however, can be ascertained from the straight-rank
listing for all tasks shown in Appendix O. An analysis of the tasks
performed by 20 per cent or more of the respondents, by job category and
task category is located in Appendix P.
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PERCENTAGES OF ALL
CFFICE WORKERS IN THF SAMPLE
PERFORMING TASKS

(Composite)
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PERCENTAGES OF ALL WORKERS PEFFORMING

TYPEWRITING TASKL

1 - Tasks performed by 80% or more
rosgggssnfg_

Type addresses on envelopes and/or cards
Type carbon copies

Group 2 - Tasks poerformed by 79% to 6C% of
respondsnts

Proofread typewritte. copy
business letters

Erase original copies

Erase carbon copies

Type memorandumns

Type and/or rule tabular material (tables,
columny, rows of figures)

Type final copy from rough-draft copy

Type labels individually

Type cards (index cards, file cards,
nwgddrass finder" cards, etc.)

Type copy from unarranged copy

Typ® manuscripts and/or reports

Type fill-ins on duplicated lettars or
bulletins (form letters, etc.)

Compose copy at the typewriter

Group 3 - Tasks performed by 59% to 40% of
usﬁgnts

Select or order typewriting supplies and
equipment (ribbons, erasers, etc.)
Select or order proper typewriting paper
and carbon paper

Make corrections with Tip 0K, Ko-rectype,
etc. (requires no erasing)

Type in outline form

Type postal cards

Type information on continuous roll tape
(gusmed back or self-sealing back)
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TYPEWRITING TASKS CONTINUED Times
Mentioned
‘iroup 4 - Tasks sgrfoned by 39% t» 20% of Rank  (Per Cent)
' respondents
ruled business forms 22.5 34
Type minutes or rgports of neetings 22.5 34
Type and correct spirit masters (e.g.,
Ditto Masters) 24.0 33
Take dictation at the typewriter (type
dictation as employer dictates) 25.5 32
Type on printed personnel forms 25.5 32
Type and correct stencils (Mimeograph
process) 27.0 31
Type on printed puvchase requisitions 28.0 30
Type on printed purchase orders 29.5 29
Type on printed checks 29.5 29
Type on printed invoices 1.5 25
Type on printed monthly statements 31.5 25
Type on printed telegrams 33.5 24
Type on printad payroll time sheets 33.5 24
Type and correct offset masters (mats or
multilith) 36.5 22
Type budgets 36.5 22
Type on printed vouchers 36.5 22
Type on printod receipts 36.: 2‘2)

Type balance sheets 39.

Group 5 - Tasks performed by less than 20% of
‘ ﬁﬁems

Type on printed W-2 tax forms 40.0 19
Type agreements 41.5 18
Type on printed credit memorandums 41.5 18
Type copy where all lines end even on tie
right margin (justifying) 43.0 17
Type acknowledgments 44.5 1€
Type on printed tax returns 44.5 16
F Type profit and loss statements 46.5 15
Use proofreading syxbol 46.5 15
Type affidavits - 49.0 14
Tvpe insurance forms 49.0 14
Type on printed credit inquiries 49.0 14
Type sales contracts 52.5 13
Type display or decorative type copy 52.5 13
Type on printed news releases 52.5 13
Type on printed quotations 52.5 13
Type on printed shipping crders 55.0 12
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TYPENRITING TASKS CONTINUED

Rank
Type leases $7.0
Type on printed bills of sale sY.0
Type on printed promissory notes 57.0
Type bank reconciliations §9.0
Type real estate papers 60.0 7
Type poxers of uttorney 62.0 6
Type mortgeges 62.0 6
Type on printed sales quotas and graphs 62.0 6
Type deeds 65.0 S
Type incorporation papers 65.0 5
Type insurance policies 65.0 S
Type proxies 67.0 4
Type wills and probate papers 68.5 3
Type litigation papers 68.5 3
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PERCENTAGES OF ALL WORKERS OPERATING
OFFICE MACHINES AND EQUIPMENT

Operate typewriter” NOTE: 31% use manuals
only: 17% use electrics only; 43% use

manuals and electrics 1.0
Group 2 - Tasks performed by 79% to 60% of
uﬁmts
Operate 10-Key adding machine 2.0
Operats copying machine {e.g., Xerox,
Thermofax, etc.) 3.0
Oporsts paper punch 4.0
Operate paper cutter 5.0

Group 3 - Tasks performed by S9% to 40% of
e ts

None

G 4 - Tasks performed 39% to 20% of
R sy SR e

Operate rotary calculator (e.g., Monroe
CSA-10, SCM Marchant 10-CM, Friden 4W,

etc.) 6.0
COperate intercom 7.0
Oporate spirit duplicator (e.g., Ditto) 8.2
Operate mailing meter (postage meter) 9.0
Operate stencil duplicator (e.g.,

mimeograph) 10.0

*This item did not specifically appear in questioraaire.
represents a composite of three questiomnaire items: "

Executive typewriter.
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Group 1 - Tagks performed by 80% or more Rank
re ts

Times
Mentioned

(Per Cont)

91

76

70
62

-

The 91% figure
operate manual
typewriter," "operate electric typewriter (stundard)," and "opsrate IMM
Executive typewriter." The original data seemed to indicate that the
respondents did not differentiate between a standard electric and an IMM




OFFZICE MACHINES CONTINUED

Operate full keyboard adding-1isting
sachine
Uperate check writer protector

Group 5 - '::sks 5: rf:r-ed by less than 20% of

Opzrate printing calculator

Opexats transcribing machine (Dictaphone,

IBM Executary, etc.)
Operate nusi:ering machine
Operate mailing sealer

Service office machines and equipment

(minor repairing)
Operate addressogrgph

Operate public-address system

Operate switchboard (PBX) -

Operate dictating machine

Operate cash register

Operate bookkeeping machine

Operate electric stapler

Operate tape recorder

Operate teletype

Operate key mumnch

Use jiiluminated drawirg bosxrd (e.g.,
Mimeoscape, etc.)

Oporato key-dyiven caloulator

Uperate microfilm reader

Operate automatic collator

Operate billing machine

Operate sorter

Operate offset duplicator (e.g.,
multilith)

Operate fucsimile machine

Cperate folding machine

Operate sutomatic lotter opener

Operate tatuiating machine

Operate electronic calculator (e¢.g.,
Friden 132 Electronic Calculator)

Operate photographic camera

Operate microfilm reyproducer

Operate microfilm recorder

Operate check signing machine

Operate film, filmstrip, or slide

projector
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OFFICE MACHINES CONTINUED

Opexate card verifier

Operate cooputer

Operate burster machine

Operate tyjing machine

Operate embossing machi..ne (Graphoiype)

Operate change-making machine

Operute elevator (not self-service)

‘ Operate automatic typewriter (Autntypist,
Ro‘bo;:ype. IBM Magnetic tape machine,
etc.

Operate gang punch

Operate accounting machine

Operate motorized filing equipment

Operate de-collator

Operate binding machine

Cperate paper shredder

Operate laminating =achine

Operate overiicad projeci.ox

Onszate Vari-typer

| Operate Justoiriter

l Operate Flexuwriter

Operate insertsr (stuffing sachine)

Cpoerate Cerlox machine
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PERCENTAGES OF ALL WORKERS TAKING

DICTATION AND TRANSCRIBING

Group 1 - Tasks performed by 30% or more

Nene
Group 2 - Tasks Etfomd by 79% to 60% of
respondents
None
Group 3 - Tasks performed by 59% to 40% of
NSEEIEEII_tS :
None

Group 4 - Tasks performed b 30% to 20% of
zeﬁ&ts

Write shorthand (any system)*

Take dictation over the telcphone

Transcribe (type) from shorthand outlines

Nrite shorthand from two or more dictators
(but only one at a time)

Transcribe (type) from recorded media--belt,
disc, etc. (e.g., IFM Executary, Dicta-
phone, Stenorette, ntc.) NOTE: 13% write
shorthand and trans:ribe from recorded
media; 7% transcrib? from recorded media

only

Group 5 - Tasks performed by less than 20% cf
resmsz'its

Write group proceedings and/or conferences in
shorthand
Write shorthand from enly one dictatox*

*These items did not specifically appear in questionnsire.

necessary to extrapolate these d=ta.
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5.0

7.0

Tinmes
Mentioned

(Pex Cent)

32
29
27

22
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It was




DICTATION AND TRANSCRiBING CONTINUED Times
Mentioned

Rank  (Per Cent)
Transcribe (type) ifrom shorthand machine

tape (e.g., Stenograph) 8.0 4
Operate shorthand machine (e.g.,
Stenograph) 9.0 1
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PERCENTAGES OF ALL WORKERS PERFORMING
MAILING TASKS

Group 1 - Tasks performed by 80% or more

raspondents

Address letters, packages, etc.
Insert letters in envelopes
Fold 1lstiters *

Group 2 ~ Tasks satfomd by 79% to 60% of
vesrondents -

Seal envelopes (manually)

Open mail

Take mail to mail room or mail box

Mark, sttach, or enclose materials for
outgoing mail

Read incoming mail

Sort mail (for different persons)

Fozward or distribute mail

Group 3 - Tasks perforred by 59% to 40% of
resﬁents '

Stamp envelopes (manually)

Pick up mail (leave dosk to obtain)

Sign for Registered Mail

Sort mail (in priority order)

Read outgoing meil to check up on infor-
mation, etc.

Make notes on incoming nail which superior
should see

Wrap and tie packages

Attach pertinent correspoadence to incomin;
mail for superior to refresh his memory

Sign boss's mail (his signiture)

Take mail to post office

Have mail vegistered or certified

Calculate postal rates (parcel post, bulk,
1st class, etc.)

Stuff, bundle, sort, and/vr .abel outgeing
bulk mail

Rank

1.0
<.0

3.0

11.0
12.0
13.0
14.0

15.0

16.5
16.5

18.5
18.5
20.0
21.Q
22,5

22.5

Times
Mentioned

86
82
80

77
72

71
70
65

56
33
52
SC

48

16
46

45
45
43
41
40
40
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MAILING TASKS CONTINUED
Group 4 - Tasks performed by 39% to 20% of

Tespo. ents

Purchase postage

Stamp il)xcolinz msil (as to date, time,
etc.

Make up mailing list

Revise mailing list

Check mailing list

Have majl insured

Distridbute mailing list

Obtain maiiing msuterisl from post office
(certified and registered mail stickers,
rate sheets, etc.)

Trace mail

Group 5 - Tasks performed by less than 20% of
usﬁ_ﬁ%m:s

Log incoming mail (in regular book)

Use franking-permit privileges (right to
send free mail) o

Keep postage meter record

Recall msil from post office

29

Rank

24.0

25.5
25.5
27.0
28.0
29.0
30.0

31.0
32.0

33.0

34.0
35.0
36.0

Times
Menticned
(Per Cent)

37
37
35
34
30
23

21
20

17

16
14




PERCENTAGES OF ALL WORKERS PERFORMING

FILING TASKS

Group 1 - Tasks performed by 80% or more
respondents

Get mat>rials from files
Sort materials for filing

Group 2 - Tasks performed by 79% to 60% of
| nmﬁmts

Makos folders and folder titles for files
{1abels) .

Search for iost utorins

Transfer records to insctive files

File materials by name of person

Revise files

File materials by topic orr subject

Keep card indexes of various kinds

Handle classified or confidential files
. File materials by number

Group 3 - Tagks performed by 59% to 40% of
rosﬁts

Dispose of records

File materials by date

Select and/or order filing equipment and
supplies

Control and manage filing system

Handle cross references

Keep tickler or follow-up files of various
kinds

Follow up released matarials

Check out materiels from files to employies

Group 4 - Tasks rformed by 39% to ?0% of
resggigents i

Install filing system
Assign file numbers
File materials by city, state, or region

* & 0

~OORARNEN
C IO VMNOOD

|
[}

12.0
14.¢

14.0
14.0
16.0

17.0
18.0
19.0

Times
Mentioned

gPor Cmtz

90
84

77
75
74
68
68
65
61
61

57
53
53
S3
50
49

43
41

3¢
23




FILING TASKS CONTINUCED Times
Mentioned

Rank  (Per Cent)

Keep clipping file (newspapers, msgazine
.rtiClOi. “i:co} 23.0 21

G 5 - Tasks periformed by less than 20% of
R RS

'$

Keep clipping books (of any type) 24.0

Use microfilming equipment 25.0

_ File materiasls by sound (Soundex, etc.) 26.0
/] Use motorized filing equipment 27.0
\ Use magnetic filing ejuipment 28.¢

3l




PERCENTAGES OF ALL WORKERS PERFORMING
TELEPHONING AND COMMUNICATING TASKS

Group 1 - Tasks performed by 80% or more
msﬁts
Answer telephone
Place telephone calls (local)
Carry out written or oral orders or
instructions of superiors
Place telephone memoranda, messages, etc.,

wvhere employer will sez them
Turn telephone calls over to another

department

Group 2 - Tasks performed by 79% to 6€9% of
reffm_a:nts

Compose correspondence

Place telephone calls (long distance)

Give oral directions to other office
vorkers

Group 3 - Tasks performed by 59% to 40% of
usﬁts

Compose business reports of svy kind

Compose written directions co other office
workers

Screen omployer's calis

Receive telegrams and/or cablegrams

. Group 4 - Tasks performed by 39% to 20% of
_ mﬁ_ﬁ%—nt:s:

Send telegrams and/or cablegrams

Maintain record of long distance -alls

Decide on least expensive and/=s mos’
desirable way to commmi-<-«te (%olegram,

long distance call, et:.)

Rank
1.0
2.0
3.0
4.0
5.0

o

.0

9.0
10.5

10.5
12.0

13.0
14.5

14.5

Times
Mentioned

(Pex Cent)

S5
92

86
84
a3

74
73

S0

49
49

45

37
29




TELEPHONING AND COMMUNICATING TASKS CONTINUED Times
Mentioned

Group § - Tasks ormed by less than 20% of Rank  (Per Cent)
nsﬁs

Arrange for snd/or cancel newspaper or

magazine advertising 16.0 17
Compose news items or msgazine articles

(newspapers, trads publications, house

organs, etc.) 17.5 13
Give oral presentations (rcports, speeches,

etc.) 17.5 13
Compose legal papers 19.0 11
Give dictation to other office workers 20.0 10
Figure cost ¢f telegrams, long distance

calls, etc. 21.0 9
Conduct meetings 22.0 8
Prepare audio-visual materials (trans-

parencies, tape recordings, etc.) 23.0 7
Code telegrams and/or cablegrams 24.5 3
De-code telegrams and/or cablugrams 24.5 3

33
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PERCENTAGES OF AlLL WORKERS PERFORMING

CLERICAL TASKS
Tinos
Menticned
Group 1 ~ Tasks rmed by 80% or nore Rink  (Pex Cent)
rmﬁu o
Look uy names and addresses 1.0 89

Group 2 - Tasks ormed by 79% to 60% of
respondents |

Arrange papers or articles on your own and/or

your emplioyer's desk 2.0
Cut materinls (scissors, papcr cutter, etc.) 3.5
Look over notes und memos for the dey 3.5
Check on supplies (for re-ordering

purposes) 5.0
Make notes for next day's work 6.0
/ssemble and staple duplicated materisls 7.5
Change calerdar daily 7.5
Order supplies of various kinds for the

office (from suppliers or centrsl supply

Send out notices of any type 10.0
Compare copy (one copy with another copy) 11.¢
Protect valuable and confidential

materials 12.0

Group 3 - Tasks performed by 59% to 40% of
e ts

Keep desks equipped with office supplies
(sharpened pencils, ink in pens, etc.) 13.9

Compile periodic reports 14.0
Get information Zyom various departments

needed for correspondence 15.5
Change dates on rubber stamps or time

stanp machine daily 15.5
Make out requisitions 17.0
Distribute supplies 18.0
Inspect material veceived for compieteness,

damages, etc.) 19.5
Count items 19.5
Work with records of time and time cards 21.0




CLERICAL TASKS CONTINUED Times
Mentioned
Rank (Per Cent)
Make chang? 24.0 44
Gather datas to £ill out questionnaires 23.0 41
Post notices 4.0 40

Group 4 - Tasks ormed by 3% to 20% of
res ts

Check money oxders, checks, evc., as to

amounts, dates, signatures, etc. 25.0 39
Take inventory T 26.0 38
Ge® quotations on siupplies (from

suppliier) 27.5 37
Dust employer's dezk and keep eaployer's

desk neat 27.5 37
Route shipments of materials (within

office, between depurtments, e<c.) 30.5 35
Keep daily attendance of emplcysss 30.5 35
¥aer office manusl or ‘instruction book

for employees 30.5 35
Review unf’nished business file 30.5 35
Check up on observance of various laws

(in connection with work) 33.0 33
Malke preparations for meetings 34,0 30
Place daily newspzpers, magazines, etc.,

on emyrloyer's desk 35.0 29
Keep calendsr marked with appointments for

smnlsvor at his desk 36.5 28
Weigh items 36.5 28
Make out accident ruports for self or

other workers 38.0 27
Anticipate needs of employer as te records,

papers, etc., needed on trips, for

intexviews, etc. 39.0 26
Check psrsonnel of committees (names,

addresses, etc.) 40.5 24
Keep records on maps or charts (sales

recoxrds, otc.) 40.5 24

, Obtain trip reservations and/or ti..ets

for employer 42.5 22
Renew newspaper and magazine subscriptions 42.5 22
Make hotel reservations for smployer 44.5 20
Prepare signs, posters, or other graphic

materials 44.5 20

35




CLERICAL TASKS CONTIMUED

Make change
Gather data to £ill out quastionnaires
Post notices #

Group 4 - Tasks ormed by 35% to 20% of
Xos ts
Check money orders. checks, etc., as to
apounts, dates, signatures, etc.
Take inventory
Get quotations on supplies (from
supplier)
Dust employer's desk and keep employer's
desk neat
Route shipments of materials (within
office, between departments, etc.)
Keep daily attendance of employees
Keep office manual or instruction book
for employees
Roview unfinished business file
Check up on cbservance of various laws
(in connection with work)
Make preparatiors for meetings
Place daily newspapers, magszines, etc.,
on employer's desk
Keep calendsr marked with appointments for
empioyer at his desk
Woigh items
Make out accident reports for self or
othor workers
Anticipate needs of employer as to records,
papers, stc., needed on trips, for
interviews, etc.
Check personnel of committees (names,
addresses, etc.)
Keep records on maps or charts (sales
vecords, etc.)
Obtain trip resexrvations and/or tickets
for employer
Renew newspaper and magazine subscriptions
Make hotel reservations for employer

Prepars signs, posters, or other graphic
materials

Rank

22,0
23.0
24.0

25.0
26.0

27.5
27.5

30.5
30.5

30.5
30.5

35.0
34.0

35.0

36.5
36.5

38.0

39.0
40.5
“0.5
44.5
4205
44.5

4.5

Timns
Mentioned

(Per Cant)

44
41
40

39
38

37
37

4

L |

38

35
35

33
30

)

28
28

27

26
24
24
22
22
20

20




CLERICAL TASKS: CONTINUED Tines

Mentionad
Group S - ‘l'uks rformed by less than 20% of Rank  (Per Cent)
ts
Scan newspapers, magazines, trade journals,
for employer marking items of interest 1o
him 47.0 19
Meke out shipping instructions (outgoing
shipmsents) 47.0 19
agenda for meetings 47.0 19
Approve requisitions made out by others 50.5 18
t Check tally shests on various jobs 50.5 18
Revise stock list 50.5 18
Have legal papers recorded 50.5 18
f Make arrangements for freight, express,
] ste. 53.9 17
Meintain incoming and outgoing corresponience
register $4.5 15
Record daily shipments 54.5 15
. Revise catalogs 56.0 13
f Make out day's schudule for employer 57.0 12
Meke out itirerary or schedule for
; employer's trips 58.0 11
Secure government permits of various kinds
(buildings, tsx, otc.) 58.5 11
Do work invelving customs, tariff regula-
tions, etc. 60.0 10
Act as notsry public 61.5 7
Keep record of territory asiigned salesmen 61.5 7
Obtain information and papers for foreign
travel for employer 63.5 4
Apply for passports or visas for employer 63.5 4

B ka S
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PERCENTAGES OF ALL WORKERS

SECURING DATA
Tizes
Mentioned
Group 1 - Tasks performed by 80% or more Rank  (Per Cont)
usﬁ ndents -
Use telephone directoxy 1.0 95
Use dictiocnury 2.0 86
Group 2 - Tasks performed by 79% to 60% of
us@entg_
Use company manuals 3.0 64
Use office manuals 4.0 62
| Group 3 - Tasks performed by 59% to 40% of
Ye ts
Use U. S. Zip Code Directory S.0 56
Use city directory 6.0 Sl
Use other reference books or manuals not
1listed here 7.0 47
Use maps 8.C 42
|
l Group 4 - Tasks performed by 39% to 20% of
usﬁts
Use secretarial handbook 9.0 37
Use technical manuals 10.5 34
Use newspapers 10.5 34
Use U. S. Postal Manus.: (postage rates,
types of mail) ~ 12.0 31
Use magazines 13.0 29
Use synonym books, thesaurus 14.0 22
Use atlas 15.0 21
Use timetables (R.R., airlines, etc.) 16.0 20




SECURING DAT/. CONTINUED

Group S - Tasks performed by less than 20% of
g,‘o::s:ﬁts:"""' ==

Use libyrary card indexes

Use encyclopedia

Use lotel reference books

Use aisanac

Use Reador's Guide teo Periodic Literature

Rank

17.0
18.0
19.0
20.0
21.0

Tines
Mentioned

(Per Cent)

13

12 i
8 |

7

4




PERCENTAGES OF ALL WORKERS USING

MATHEMATICS
Group 1 - Tasks gfomed by 80% or more Rank
res ts
Use zddition 1.0
Use subtraction 2.0
Use multiplication 3.0
Use division 4.0
Add long columns of figures 5.0
Group 2 - Tasks ormed by 79% to 60% of
Tes ts
Use decimals 6.0
Use fractions 7.0
Group 3 - Tasks ormed by 59% to 40% of
res ts
Convert fractions to decimals 8.0
Convert decimals to fracticns 9.0
Compute percentage probleas 10.0
Group 4 - Tasks performed by 39% to 20% of
res ants
e sales tax 11.0
Compute trade and cash discount 12.0
Compute interest charges 13.0
Group 5 - Tasks performed by less than 20% of
Tespondonts
Compute amount and per cent of markup or loss 14.0
Covpute insurance premiums (life, medical,
retirement, etc.) 15.5
Comptite property and/or income taxes 15.5
York with reciprocals 17.0
Computs dividends 18.0
Compute foreign monies figures 19.0
Convert figures to metric system 20.0

39
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Times
Mentioned

gl'er Cent)

95
93
59
87
81

77
68

CX
47

37
26
23

16

12
12
11




PERCENTAGES OF ALL WORKERS PERFORMING
PINANCIAL AND RECORDKEEPING TASKS

Times
Mentioned
G:’_gm_-ruhguomdbzm“m Rark  (Per Cent
e TS
None
Group 2 - Tasks performed by 79% to 60% of
res ts
None
| ) Group 3 - Tasks s_:%forwd by 59% to 40% of e
respuadents
f Keep books and/or ledgers for any purpise 1.0 45
Make journal entries (any type of jcurinsl) 2.0 44
Check bills and/or invoices (verify
| extensions. stc.) 3.0 42
' Write zecsipts 4.0 41
Kesp current files of invoices and purchase
orders 5.0 40
Group 4 - Tasks porformed by 39% to 20% of
res ts
Mske entries in special journals (Cash Receipts,
Sales, Cash Payment, Purchases, etc.) 6.0 38
Deposit checks and/or cask in bank or
cashier's office 7.0 36
Take orders for various goods or services
; (in perszon or by pione) 8.5 54
Write checks {for any purpose as a part f
your job) 8.5 34
0X bills of auy kind 10.0 33
a Cash checks 31.0 31
; Give checks to esployer for signature 12.0 29
i Act as cashier or teller 13.0 28
: Post (transfer) eatries from journals to
& ledger (group of accounts) 15,0 27
Use lodger accounts with'vbalance” colusn
fbalance forr) 15.0 27
&C
]




FINANCIAL AND RECORDKEEPING TASKS CONTINUED

Maintain psyroll register (all employees
listed)

Compute payzolls for employees

Compile statistical dats

Apply for group insurance (as an employee)

Make "General Journai" entries -

Work with subsidiary ledger (accounts
receiveble, accounts paysble, etc.)

Endorse checks

Prove cash daily

Take care of checkbook and stubs

Keep cash account

Recorncile bank statement

Keep petty cash sccount

Calculate deductions (Income Tax, FICA,
Insurance, etc.)

Maintain individual employee’s earnirgs
records

Send out invoices for payment. due (on
contract, etc.)

Take care of bankbook

Maintain price lists and mske necessary

s

change
Figure extensions
Mgke petty cash payments
Write checks for payroll
Sell various goods or services
Use check register

Group 5 - Tasks performed by less than 20% .f
res ts

Prepare Worksheet

Total weekly or monthly sales

Make out monthly statements (for services
rendered, goods sold, etc.)

Xeep track of bad debts

Count wcney to verify cash register
Teturns

Make "Coabined Journsl®" entries

Handle collection of outstanding debts
(accounts receivadble)

Make entries directly to accounts if
business docs not use journals




FINANCIAL AND RECORDKEEPING TASKS COMTINUED Times

Mentioned -
Rank  {Per Cent) )
Prepare sales slips 45.5 17
Prepare a Trial Balance at end of nonth or
fiscal period (prove oquality in ledger) 49.5 )
Record time clock data on payroll forms 49.5 16
Make out withholding cax statemeits at end
of year (N-2 forus) 49.5 16
Koep FICA tax vecurds (Social Security) 49.5 16
Meintain file of W-4 forms 49.5 16
vouchezs for traveiing expense: 49.5 15
Kesp state and/or Federal Governmen:
income tex records S4.7. 15
Look up ¢ check on financial ratings of |
custrasrs or smployees §40 15 N
Sign chiecks r4,0 15 ,
Prepsre Balance Sheet 59.0 14 -
Prepare adjusting entries 59.0 14
Make out reports for state and/or Federsl
Goverrment pertaining to B § 0 tax,
FUTA tax, FICA tex; income tax, state
unesployment tax, state industrial tax,
or sales tax $9.0 14
Figure inventory 59.0 14
Send out credit memos for goods returned,
etc. 59.0 14
Age the accrnts receivable 59.0 14 |
Prepare sccounting data for transmittal to '
er center 59.0 14 .
Make lists of employees for income tax
purposes (salaries, etc.) 64.0 13
Record inventory records in proper forns 64.0 13
Chart data 54.0 13
Prepare closing entries 69.5 12
Close ledger accounts 69.5 12
Keep state unezployment taxt records $9.5 12
Keep state industrial insurance records 69.5 12
Keep state szles tax records 69.5 12
Work in connection with other state or
Federal taxes, licenses, vermits,
. reports, etc. 69.5 12
; Keep rocords of sales exempt from tax 69.5 12
Decide charges on work done 63.5 12
Make entries only in journal(s) if business
uses only journal(s)--does not use any
accounts as such 77.5 11
Prepare reversing entries 77.5 11
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FINANCIAL AND RECOKDKEEPING TASKS CONTINUED

Rule ledger sccount:

Post datsé on daily :ales shoets by
department or empluyee

Record daily sales in unit control forms

Make decisions on discounts allowsble

Figure discount and maturity dates

Make contract for supplies, services,
ote.

Rule journals

Keep FUTA tax records (Fed. unemploy-
ment tax)

Keep books which supply data for income
tax for company, trust, etc.

Work with city and/or county tax
statements

Keep records pertaining to employoces
belonging to unior

Record cash register tapes

~ Use voucher register

Prepare bids (for contract)

2 Profit and Loss Statement
(Incoms Statement)

Keep B § O tax records

Record stock count information in proper
book (merchandise control)

Assesble and/or interpret cost dats

Countersign checks

Collect notes

Make up budgets

Systematize and record iteas deductible
from income tax

Work with accrusls

Keep wage and sales comparison records

Kesp wage and cost coeparisons

Keep sales performance records

record of interest-duc dates

Responsible for notes, renmewals, drafts,
etec.

Make 1ists of contents of office safe
and/or safe deposit box and keep it
up to date

Avrange for insurance policies

Post-Closing Trial Balance

Compute depraciation

93.0
93.0

93.0
93.0
93.0
93.0
95.0

101.0
101.0
101.0
101.0
101.9
101.0

101.0

101.0
101.0
107.5
107.5
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FXNANCIAL AND RECORDKZEPING TASKS CONTINUED

E
g

Interpret financial figures into a
simpler statement

Make cut household and/or personal
¢hecks ilor employer

DeZermine ratios other than current
ratios or acid-test ratios

Establish depreciation schedules for
oquipment

Axrange with bank for fonds to be wired
or cabled

Make {financial graphs

Taks care 0f employer's personal
insurance (car, life, etc.)

Obtain credit cards for employer

Keep list of credit card nusbers

‘Pigure premiums (insurance, etc.)

0X moi:thly group iasurance bills

Figurs insurance rates

Prepare salesmen's commission statements

» Capital Statoment

Getarwmine current ratio

Get latters of credit from banks

Mske list of personmal stocks, notes,
collatersl, etc. (employer's)

Yeep lists of employer's personal property
up to date

Work on quarterly or snnual dividends

' income tax returr for company,
tmt’ ‘tco

Purchasc traveler's checks fox employer

Use insurance register

Prepare personal income tax return for

employer

Check and meil stock certificates

Issue dividend checks

Make list of securities (Zfor business)

Secure quotations from Lrokers

Determine acid-test ratios

Make up weekly statement of overdrawn
bank account

Prepars key-punched customer credit record
of charges snd paysents for transaittal
to computer center

Purchase foreign exchange
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FINANCIAL AND RECORDKEEPING TASKS CONTINUED

Arrange for payment of dividends
Make cividend lists
Keep file of meturity dates of sucurities
Buy stocks
cash register stock c/mtrol tspes
for transmittal to computer canter
Sell stocks

138.5
138.5
138.5
138.5

143.5
148.5

Times
lisntioned

NN N

L B



EDITORIAL TASKS

Group 1 - Tasks E formed by 80% or more

Group 2 - Tasks gomd by 79% to 60% of
T'e ts

None
Group 3 - Tasks performed by 59% tc 40% of
nﬁts
None |

Gre 4 - Tasks jerformed by 39% to 20% of
SRS ipidents

Gather data for reports

Prepare material for printer or publisher

Compile one report Ifrom numerous small ones

Mske arrangements foi centralized depsrtment
ety dmlicsts Zats 14l

Bdit letters di:tated by employer

Make arrangements for centralized department
to print materia’s

Read legal rulings, currvent topics, books,
etc.

Group S - 1vsks .%rfo by less thun 20% of

I‘OW" tS

Check printexr's 'proof copy"

Clip and collect uguine articles, neus-
papers, etc., of interest

Edit reports, bullstins, etc.

Punctuste articles, manuscripts, stc.

Get information from library

PERCENTAGES OF ALL WORKERS PERPORMING

E

1.0
2.0
3.0

4.0
5.0

6.0
7.0

Tines
lhutionod

(Per Cent)

19

16
15
15
14
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EDITORIAL TASKS CONTINUED

Make srisiigenents for centralized
to bind materisls

Arrange for printed programs

Give news, information, etc., to
Teporters

Take care of publicity items

Sumarize articles, reports, lectures,
ete.

Bdit manuscripts

Write sdvertisements of various kimds
(circular ietters, bulietins, newspepor
sdvertising, etc.)

pemphlets and cataiogs

Writs copy for newspspers, megezines, 22<.

Prepare pozcers for advertising

Keep scrzup bocks of various items for
NeWSpAPETS Or Megazines

Help pian advertising campaigns

Gather news for various papers, magazines,
etc.

Compile bibliogiaphies

Edit magazine or paper (house organ,
trade magazine, etc.)

Translate letters, articles, etc., from
foreign languages into English

Translate 1stters. articles. etc.. from
English into foreign language

13.0
14.5

14.5
16.0

17.0
18.5

18.5
20.5
0.5
235.0

23.0
23.0

25.0
26.5

26.5
28.5
25.5
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PERCENTAGES OF ALI, WORKERS MEETING AND WORKING
WITH PEOPLE
Times
“entioned
M}_-Tubgomdym“m Rank  (Per Cent)
res ts
Plan work for one's self 1.0 88
Give informstion in response to verbal
inquiries 2.0 87
Dec:ide on priority of work for self 3.0 2
Group 2 -~ W‘IQ& to 60% of
ts
Dirvect peuple to proper office or department 4.0 78
Hear complaints in office aad over tele-
phone 5.0 72
Mest callerxy 6.0 70
Make introductiuns 7.0 67
Make recommen’ations for improvements of
office procsdures, routines, etc. 8.0 62
3 - Trsks performed by S9% to 40% of
G et
Confer with employer cn policy, procedures,
otc. 9.0 56
E Instruct new eaployees (work procedures, job
ozientation, etc.) 10.0 54
Keep employe: reminded of engagements,
dates, things to do, etc. 11.5 53
Give directions for work 2o be done (a3 a
co-worker or supervisor) 11.5 53
; Coordinate with other persomnel on various
matters for employer 13.0 50
Make engagements and appointments for
empioyer 14.0 45
Plan work for others 15.0 44
‘ nScreen” visitors or people who want to
%08 yOur employer 16.0 43
Got tid of cranks, beggars, and other
undesirables 17.0 41
Check up on unfinished work of other |
employess 18.5 40
Handle service calls on equipment 18.5 40
48




MEETING AND WORKING WITH PEOPLE CONTINUED

Gxoup 4 - Tasks rformed by 39% to 20% of
nsﬁts

Decide on priority of work fcr others

Follow up on written notices for meetings

by telephone

Distribute work among other employeos
(in a supervisory capacity)

Manage office

Supervise other employses
Round up people for meetings

Counteract false reports which spread im

organization
Assist in plans for entertainnents,
receptions, dimmers

Actend conventions, banquets, or meetings
outside coapany but relating to company

business

Intexview and/or recosmend applicants for

emplcyment

Consult with attorney, tax-examiner,
auditor, etc.

Act as a guide to visitors

Reprimand employoces

Approve {0K) customers' checks, charge

purchases, etc.

Group S - Tasks pexf( mmed by less thar 20% of
ﬁts

Investigate causes of troudble belween
eaployees

Serve on committees within company

Arrange lunch hours or vacations for
employees

Help with campaigns of various kinds

Render policy decisionz on questions
asked by members n" office force

Investigate references, personal or
financial

20.0
21.0
22.0
23.0
25.0
25.

25.0

27.0

28.0
29.5
29.5
31.0
32.8

32.5

34.5
34.5
37.0
37.0
37.0

3.0

24
23
23
22
20

20

19
19

18
18

18
17




MEETING AND WORKING WITH PEOPLE CONTINUED Times
Mentioned

Rank  (Par Cent)

Mske arrangements for guests and visitors

(hotel, entertainment, stc.) 40.0 16
Act as hostess at company-sponsored teas,

coffee hours, parties, etc. 41.0 14
Issue permits for various things 42.0 13
Hire employees | 43.5 12
Help organize office ur company committees 43.5 12
Address a meeting of employees 45.0 10
Act for your employer on committees 46.0 9
Administer employment tests 48.0 8
Discharge employees 48.0 8
Travel to make investigations of various

kinds 48.0 8
Teach training class of employees 50.5 7
Secure signers for petitions of various

kinds 50.5 7
Conduct "Exit" interviews 52.5 S
Oversee workmen (carpenters, electricians,

etc.) 52.5 5 |
Select and/or invite speakers 54.5 4 ;
Arrange itineraries for speakers, saleszan,

etc. 54.5 4




Group 1 - Tasks ormed by 80% or more
res ts

None

Group 2 - Tasks performed by 79% to 60% of
re‘ﬁ_ﬁ ents o

Straighten up office
Nust
Run errands

Group 3 - Tasks performed by S9% to 40% of
respondents

Prepare or obtain cofise or refreshments for
empioyer or his guests

Clean and o0il typewriter

Collect money from office employees for
various purposes

Group 4 - Tasks ormed by 39% to 20% of
res ts

Clean and oil office equipment other than
typevwriter

Arrange physical layout of office, pictures,
furniture, draperies, etc.

Sslect or order furnishings for office

Advise employsr of illnesses, deaths, births,
weddings, etc., of friends

Purchase flowers, fruit, books, gifts, etc.,
for office

Arrange for disposil of wornout equipment
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Rank

VN
VDO

7.0

8.9
9.0

16.0

11.0
12,0

(Per Cent)

77
76

48
47

47

31
30

25

23
22




MISCELLANEOUS TASKS CONTIN''RD Times
Mentioned
Group 5 - Tasks g_egfforme& by less than 20% of Rank  (Per Cent)

Write lett2rs of condolence and congratula-

tion 13.5 18
Keep in touch vith legislative activity

that bears on work 13.5 i8
‘Shop for employer 15.0 17
Send out Christmas cards for employer 17.5 15
sicknowledge letters of condolence and

congratulation 17.5 15
Write suitable cards to accompany gifts,

flowers, etc., sent by cmployer 17.5 15
Acknowledge invitations 17.5 15
Help with decorations at meetings or

conventions 20.0 13
Keep stork of employer's personal station-

ery, cards, etc., on hand 22.0 12
Purchase Christmas cards, valentines,

birthday cards, etc., for employer 22.0 12
Send out invitations 22.0 12

Prepare and keep up shstract book or file
folder with excerpts and reprints of
speechies, hints for speechkss, data

figures, illustrations, etc. 24.0 9
Make arrangements for repairs on employer's

personal property (car, etc.) 25.0 8
Dress window (window displays) 26.5 6
Keep employer photographs and biographical

information for publicity 26.5 6
Trace maps 28.0 5
Collect stamps for employer, domestic or

foreign 29.0 4
Keep personal diary foxr employer 30.5 2
Make tracings for blueprints 30.5 2
Assist with iaboratory work 32.5 1
Make blueprints 32.5 1

LT3
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PERCEN{ACES OF
SUPERVISORY WORKERS
PERFORMING TASKS

33
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PZRCENTAGES OF SUTERVIGORY WORKERS PERFORMING
TYPEWRITING TASKS

Tines
| Mentioned ,
Group 1 - Tasks perform:d by 60% cr mere Rank  (Per Cent) .
respondents YK
Nene
Group 2 - Tasks performed by 79% to 60% of
yespondents
“ype addresses on envelopes and/or cards 1.0 n
Proofresd typewritten work 2.0 68
Type business letters 3.0 65
carbon copies 4.0 64

Select or order typewriting supplies aand
equipment (iibbons, erasers, etc.) 5.0 60

Group 3 - Tasks performed by 59% to 40% of
resS ents

Type memorandums 6.5 59
Erase original copies 6.5 59
Erase carbon ccpies 8.0 58
Select or order proper typewriting paper

and carbon paper 9.0 56
Type labels individually 10.5 49
Type cords (index cards, file cards, "address

findex" cards, etc.) 10.5 49
Type manuscripts and/or reports 12.5 48
Type and/or rule tabvuiar material (tables,

columns, rows of figures) 12.5 A8
Type copy from unarranged copy 14.0 47
Type final copy from rough-draft copy 15.5 46
Compose copy at the typewriter 15.5 - 46
Type £/11-ins on duplicated letters or

bulletins (form letters, :tc.) 17.0 42

Group 4 - Tasks sgrfomed by 39% to 20% of
respondents

Type postal cards 18.0 36
Type on printed purchase orders 19.0 35

54




TVPEWRITING TASKS CONTINUED

Make corrections with Tip 0K, Ko-rect:n2,
stc. (requires no erasing)

%ype on printed checks

Type in outline form

Type on printed invoices

Prepare ruled business forms

Type on printed monthly statements

Type on printed W-2 tax forms

Type on printed purchase requisitions

Type minutes or rercits of msetings

Type on priaced credit memorandums

Type on printed personnel forms

Type on printed seceipts

Type information on continuous roll tape
(guemed back or self-sealing back)

on printed psyroll time sheets

Type: dictation at the typewriter (type
distation as employer dictates)

Type on printed tax returns

Type on printed vouchers

Type agreements

35

Rank

20.5
20.5
22.0
23.0
24.5
24,5
6.8
26.5
29.5
29.5
29.5
29.5

32.0
33.0

34.5
34.5
36.9
37.0

Tines
Mentioned

(Pex Cerit)

34
3w
33
29
28
28
27
27
26
26
26
26

25
24

23
23
21
20




PERCENTAGES OF SUPERVISORY WORKERS DPZRATING !
OFFICE MACHINES AND EQUIPMENT i

Times f
Mentioned |
Grxoup I - Tasks performed by 80% or nmore Rank (Per Cent)

¢
respondents l
None !

Group 2 -~ Tasks performed by 79% to G0% of
resmnﬁents

Operate typewriter* NOTE: 42% vse nanuals
only; 7% use elcctrics only; 29% use both f
manuals and electrics 1.0 78 t

Operate 10-key adding machine 2.0 77 |

Group 3 - Tasks serfomed by 59% to 40% of
Tespondents

Operate copying machine (e.g., Xerox,

Thermosax, etc.) 3.0 55 5
Operate paper punch 4.0 47
Operate paper cutter 5.0 45

Group 4 - Task: performed by 39% to 20% of
xespoidents

Operste rotary caiculator (e.g., Monroe
CSA~10, SCM Marchant 10-CM, Friden CW,

etc.) 6.0 39
Operate intercom 7.0 33
Operate check writer protector 8.0 32
Operate printing calculator 9.5 P43
Operate full loyboard adding-listing

machire 9.5 25
Operate mailing meter (pestage meter) 11.C 20

*See yootnote in Composite Llusters section.
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PEKCENTAGES OF SUPERVISORY WORKERS TAKING
DICTATION AND TRANSCRIBING

All tasks less than 20 percent.

E
|
|
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PERCENTAGES OF SUPERVISCRY WCRKERS PERFORMING

MAILING TASKS

wp 1 -~ Tash. E;xfbtmaﬂ oy 80% or move

respondents
Norne

roup 2 - Ta-ts performed by 79% to 60% of

respondents

Open tail

Read incoring mail

Address intters, packages, etc.

Scal envelopes (manually)

Insert ietters in envelores

Sign for Registered Mail

Mavtk, attach, or enclosz materials for
outgoing mail

Fold letters

Stam) envelopes

Read outgoing mail t3 check up on informa-
tioa, etec.

Sort mail (for differeat perscns)

Group 3 - Tasks performed by 59% to 40% of

respondents

Fooward or distribute mail

Take mail to mail room or mail box

Purchase postage

Pick up mail (leave desk to obtuin)

Make notes on incoming mail which superior
should see

Take mail to post office

Have mail registered or certified

Wrap and tie packages

Attach pertinent correspondence to incoming

meil for superior to refresh his memory
Have mail insured
Sign boss's mail his signature)
Calculate posta’ rates (parcel post, bulk,
1st class rail, ete.)
Sort mail

Rsnk

D VI ?mamnw
Gt Tt OO0V O

P
[ )

13.0
13.0
13.0
15.5

15.5
17(.0
18.0
19.0

20.0
21.0
22.D

23.0
24.0

Tines
Mentioned

(Per Cent)

76
75
73
72
71
68

67
67
61

61
60

57
57
57
55

$5
54
51
SO

49
48
46

44
43




MAILING TASYS CONTINUED Times
Mentioned
Gzoup 4 - Tasks performed b 39% to 20% of Rank (Per Cent)
rcsﬁents
Make up mailing 1list 25.0 39
Kevise mailing list 26.0 38
Stamp incoming mail (as to date, time,
etc.) 27.9 37
Check mailing list 28.0 35
Stuff, bundle, sort, and/or label outgoirg
{ bulk mail 29.0 33
Obtain mailing material from prst office
(certified and registered mail stickers,
rate sheets, etc.) 0.0 25
Trace mail 31.0 27
Distribute mailing list 32.0 22

39




PERCENTAGES OF SUPERVISORY WORKERS PERFORMING

FILING TASKS
i
> Times
F Mentioned
Group 1 - Tasks sgrfomed by 80% or more Rank  (Per Cent)
respondents
None
Group 2 - Tasks ﬁgrfomed by 79% to 60% of
| Tespondents
Get materials from files 1.0 79
| search for lost materials 2.0 71
‘ Sort materials for filing 3.0 70
File materials by nare of person 4.5 68
Handle classified or confidential files 4.5 68
Revise files 6.5 67
Select and/or order filing equipment and
supplies 6.5 67
Transfer records to inactive files 8.0 43
lake folders and folder titles for files
(labels) 9.0 62
| Group 3 - Tasks performed by 59% to 40% of
| respondents
i Control and manage filing system 10.0 59
Keep card indexes of various kinds 11.0 58
Dispose of records 12.0 57
Keep tickler or follow-up files of various
kinds 13.0 S1
File materials by topic or subject 14.0 50
Follow up released materials 15.5 47
Install fiiing system 15.5 47
Handle cross references 17.0 42
Group 4 - Tasks performed by 39% to 20% of
respondents
File materials by muber | 18.0 39
Assign file numbers 19.0 37
Check out materials » om files to
employees 0.0 36
60




FILING TASKS CONTINUED

File materials by date
Keep clipping file (newspapers, magazine
articles, etc.)

Rank
21,0
22.0

Tines
Mentioned

(Pexr Cent)
32

28




PERCENTAGES OF SUPERVISORY WORKERS PERFORMING
TELEPHONING AND COMMUNICATING TASKS

Times
Mentioned
Group 1 - Tasks performed by 80% or more Rank  (Per Cent)

respondents

Place teiephone calls (local) 1.5 93
Ansvwer telephone 1.5 9z
Place telephone czlls (long distance) 3.0 89
Compose correspondencs 4.0 82

Group 2 - Tasks serfo:;ged by 79% te 60% of
‘ - TESpo !.

tS

Give oral directions to other office workers 5.0 79
Carry out written or oral orders or

instructions of sureriors 6.0 77
Place telephone meroranda, messages, etc.,

where employer will see them 7.0 73
Turia telephone cills over to another

department 8.0 69
Compose written ¢irections to other office

workers 9.0 67
Compose busine: reports of any kind 10.0 66
Receive telegr. ... and/or cablegrams 11.0 6C

Group 3 - Tasks sg;f:‘oued by 59% to 40% of

respondeats
Send telegr-. s and/or cablegrams 12.0 48
Decide on "ast expensive and/or most
desira’ ie way to commmicate (telegram,
long distance call, etc.) 13.0 47
Scrsen coployer's calls 14.0 45

Group 4 - Tasks performed by 39% to 20% oi

respondents
Give oral pressentations {reports, spuech‘ .,
etc.) 15.0 39
Maintain record of long distance cails 16.90 36
Arrange for and/or cancel newspapex or ‘
nagazine advertising 17.5 35
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TELEPHONING AND COMMUNICATING:..TASKS CONTINUED Times

Mentioned
Rank  (Per Cent)

Conduct meetings 17.5 35
Give dictation to other office workers 19.0 33
Compose news items or magazine articles

(newspapers, trade publications, house

organs, etc.) 20.0 30
Compose legal papers 21.9 20

63




PERCENTAGES OF SUPERVISORY WORKERS PERFORMING
CLERICAL TASKS

Tines
Montioned
Group 1 - Tasks performed by 80% or more Rank  (Per Cent)
respondents
Order supplies of various kinds for the
office (from suppliers or central -
supply departaent) 1.5 82
Check on supplies (for re-ordering purposes) 1.5 82
Group 2 - Tasks performed by 79% to 69% of
respondents
Look over notes znd memos for the day 3.0 79
Arrange papers or articles on your own
and/or your employer's desk 4.5 78
Look up names and addresses 4.5 78
Make notes for next day's work 6.0 77
Protect valuable and confidontial materials 7.0 74
Inspect material received for completeness,
damages, etc. 8.0 69
Change czlendar deily 9.0 67
Compile periodic reports 10.0 66
Get qguotations on supplies (from supplier) 11.0 63
Send out notices of any type 12.0 62
Cut materials (scissors, paper cutter,
etc.) 13.0 61
Work with records of time and time cards 14.0 60
Group 3 - Tasks performed by 59% to 40% of
respondents
Distribute supplies - 158.5 59
Assemble and staple duplicated materials 15.5 59
Compare copy (on: copy with ancther copy) 17.5 58
Get information Ffrom various departmenis
needed for cerrespondence 17.5 58
Make out requisitions 19.0 57
Make change 20.0 56
Gather data to fill out aguestionnaires 21.0 55
Count iterns 2.0 54
Take inventory 23.0 53
Check up on observance of various laws
{in connection with work) 24.0 51
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CLERICAL TASKS CONTINUED

Keep desks equipped with cffice supplies
(sharpened pencils, i,k in pens, etc.)

Keep daily attendance of employees

Post notices

Check money orders, checks, etc., as to
amounts, dsces, signatures

Approve requisitions made out by others

Change dates on rubber stamps or time

- stamp machine daily

Review unfinished business file

Rersy newspaper and magazine subscriptions

Route shipuments of matevials (within office,
between departments, etc.)

Make preparations for meetings

Group 4 - Tasks performed by 39% to_20% of
respondents

Make out accident reports for self or other
workers

Keep office manual or instruction book for
employees

Keep records on maps or charts (sales
records, =tc.)

Have legal papers recorded

Weigh items

Make arrangerents for freight, express,
etc.

Make out shipping instructions (outgoing
shipments)

Prepare agends ior meetings <

Prepare signs, postexrs, or other graphic
materials

Anticipate needs of erployer as to records,
papers, etc., needed on trips, for
interviews, etc.

Check personnel of coumittees (names,
addresses, etc.)

Revise stock list

Check tally sheets on various jobs

Pizce daily nowspapers, magazines, etc.,
on employer's desk

Secure government permits of various kinds

(buildings, tax, etc.)

Rank

25,5
25.5
27.0

28.5
28.5

30.9
31.0

B »
w N

8
D0 ©

35.0
20.0
37.5
37.5
40.0
40.0

40.0
42.5

42.5

44.0
45.0
46.5
46.5
48.0

49.0

Times
Menticned”

(Pex Cent)

48
48
47

40
46

45
43
42

41
40




N CLERICAL TASKS CONTINUED Times
- Mentioned

Rank (Per Cent)

Keep calendar marked with appointments for

employer at his desk 50.0 25
Dust employer's desk and keep employer’s

desk neat 51.5 24
Record daily shipments 51.5 24

Scan newspapers, magazines, trade journals,
for employer marking items of interest

to him 53.0 22
Make hotel reservations for employer 54.5 21
Do work involving customs, tariff

rogulations, ctc. 54.5 21
Revise catalogs 56.9 20

66
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PERCENTAGES OF SUPERVISORY WORKERS
SECUKING DATA

Group 1 - Tasks nﬁ:rfomed by 80% or more Rank
respondents
K Use telephone directory 1.0
. Use dictionary 2.0
Group 2 - Tasks performed b 79% to 60% of
;es@'ﬁents |
Use ¢ffice manuals 3:0
Use cospany msnuals 4.0

Group 3 - Tasks performed by 59% to 40% of
respondents

Use other reference books or manuals 5.0
Use raps 6.0
Use newspapers : 7.0
Use technical manuals 9.0
Use city divectory 9.0
Use magazines 9.0
Use Ui.S. Zip Code Directoiy 11.0

Gronp 4 ~ Tasks Frfamed by 39% to 0% of
‘ respondeits

- Use U.S. Pustal Mznual (postage rates, types

of nail, etc.) 12.0
Use timetables (R.R., airlines, etc.) 13.0
Us2 atlas 14.0
Use librazy card indexes 15.0

67

Times
Mentioned:
(Per Cent)

93
86

55
53
52
<9
49
49
48

36
32
28
22




PERCENTAGES OF SUPERVISORY WORKERS USING
MATHEMATICS

Group ) - Tasks performed by 30% cr more
respondents

Use addition

Use subtraction

Use multiplication

Use division

Add long columns of figures

Group 2 ~ Tasks ge:fomeé by 79% to 63% of
yesvondents

Use decimals
Use fractions
Convert fractions to decimals

Group 3 - '_l'gsks srformed by 59% to 40% of
g_es_Tlﬁggg i eﬁ""""“"xg:_._r._

Copute percentage psoblems
Converi: decimals to fractions
Computz trade and cash discount
Computz sales tax

Group 4 - Tasks %erformed by 39% to 20% of
respondents

Compute interest charges

Compute amount and per cent of markup or
loss

Compute property and/or income taxes

Compute insurance premiums (life, medical,
retirement, etc.)

Work with reciprocals

48

6.0
7.0
8.9

13.0

14.0
i5.0

16.0
17.0

Times
Mentioned

(Per Cent]

95
94
94
92
81

79
76
62

58
57
48
44

37

33
26

25
22




PERCENTAGES GF SUPERVISORY WORKERS PERFORMING
FINANCZAL AND RECORDKEEPING TASKS

Times
Mentioned
Group 1 - Tasks serfomed by 80% or more Rank  {Per Cent)
respondents
None
serforned by 79% to 60% of
spo ents
Check bills and/or invoices (verify extens’
siong, etc.) 1.0 67
OK bills ¢f any kind | 2,0 66
Group 3 - Tasts performed by 59% to 40% of
responients
Keep current files of invoices and purchase
orders 3.5 55
KWrite receipis 3.5 55
Take orders fox various goods or sevvices
(in per:on or by phone) 5.0 54
Deposit checks and/or cash in bank or
cashiexr's office 6.0 53
Make journal entries (any type of jocurnal) 7.0 52
Make entries in special journals (Cash
Receipts, Sales, Cash Payments, Purchases,
etc.) 8.0 49
Compute payrolls for employees 10.6 48
Endorse checks 10.0 48
Write chocks (for any purpose as a part
of your job) 10.0 48
Keep books aud/or ledgers for any purpose 12.0 &7
Take care of checkbook and stubs 13.0 46
Cash checks 14.5 45
Calculate deductionz (Income Tax, FICA,
Insurance, etc.) 14.5 45
Maintain payroll register (all employees
listod) 17.0 42
Sell various goods or services 17.0 42
Maintain price lists and make necessary
changes 17.0 42
Keep track of bad devis 20.0 41

69




FINANCIAL AND RECORDKEEPING TASKS CONTINUED

Group

Sign checks

T2ke care of bankbook

Handle collection of outstanding debts
(accounts receivable)

4 - Tasks nﬁerfomdgy 39% to 20% of
yespondents |

Maintain individual employee's carnings
records -

Keep potty cash account

Write checks for payroll

Post (transfer) entries from journals to
a ledger (group of accounts)

Keep cash account

Use check register

Act as cashier or teller

Reconcile bank statement

Prove cash daily

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

Make petty cash payments

Count money to verify cash register
returns

Make "General Journal" entries

Work with subsidisry ledgerr (accounts
receivable, accounts paysole, etc.)

Keep FICA tax (Social Security) records

Figure inventory (value)

Make contract for supplies, services, etc.

Decide charges on work done

Age the accounts receivable

Figure extensions .

Mske out reports for state and/or Feder:ul
Government pertaining to taxes

_Total weekly ox monthly sales

Frepare sales 3lips

Give checks to employer for sigmature

Compile statistical data

Avply for group insurance (as 22 employee)

Make out withholding tax statements at end
of year (W-2 forms)

Keep records for state Or Federal Income
taxes

70

Rank
20.0
20.0

22.0

23.5
23.5
27.0

27.0
27.0
27.0
2?'0
30.5
30.5

32.0
33.5

33.5
35.5

35.5
38.0
38.0
38.0
40.5
40.5
4.5

44.5
44.5
43.5

44.5

44.5
28.5

48.5
54.0

Times
Mentioned

{Per Cent)

41
41

40

39
39
37

37
37
37
37
36

35
34

34
33

33
31
31
31
30
30
29

29
20
29
25
28

28
27




FINANCIAL AND RECORDKEEPING TASKS CONTINUED Times
| Mentioned
Rank  (Per Cent)
Maintain file of W-4 forms 54.0 ry
Make lists of employees for incime tax
purposes (salaries, etc.) 54,0 27
Record inventory records in proper forms 54,90 27
Prepare vouchers for traveliang expemses 54.0 27

Make out monthly statements (for services

rendered, goods soild, etc.) 54.0 27
Make up budgets 54.0 27
Make "Combined Jourmal" entries 54.0 27
Pzepare Worksheet 54.0 27
Keep records of sales exempt from tax 59.0 26
: Keep records for State Unemployment taxes 50.5 25
: Keep records for State Industrial
' Insursnca 60.5 25
Keep records for Sales tax 63.0 24
Look up or check on financial ratirgs of
customers or employees $3.0 24
Assesble and/or interpret cest data 635.0 24
N Werk in connection with other state or
| foderal taxes, licenses, pcrmits, reports,
etc. 65.5 23
Send out invoices for payment due (on
contract, etc.) 65.5 23
3 Make decisions on discounts allowable 70.5 22
Work with city and/or county tax
statements 70.5 22
Prepare bids (for contract) 70.5 22
Countersign checks 70.5 22
\ Record time clock data on payrell forms 70.5 22
’ Keep FUTA Tax (Federal Unemployment tax)
recoxds 70.5 22
Make entries directly to accounts 70.5 22
Prepare adjusting entries 70.5 22
Keep books which supply data for incone
tax for company, trust, etc. 76.0 21
Post data on daily sales sheets by
departaent or employee 76.0 21
Arrange for insurance policies 76.0 21
Systematize and record items deductible
£rom income tax 80.5 20
Keep records pertaining teo emplovees
belonging to union 80.5 20
Record stock count information in propcr
book (merchandise control) 30,5 20
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FINANCIAL AND RECORDKEEPING TASKS CONTINUED Times
Mentioned!

Per Cent

[

Sand out credit memos for goods rsturned,
ste, 80.5 20
Prepare a Trial Balance at end of month
, o fiscal period (prove equaiity in
- ledger) 80.5 20
. Prepare closing entries 80.5 20

12




PERCENTAGES OF SUPERVISORY WORKERS PERFORMING
EDITORIAL TASKS

Times
Mentioned
Group 1 - Tasks sg rformed by 80% or more Rank  (Per Cent]
respondents

Hone

2 « Tasks performed by 79% toc 60% of

ants.

None

Group 3 - Tasks porformed by 59% to 40% of
TeSpomients

None

Group 4 - Tasks ﬁerfomed by 39% in 20% of
respondents ‘

Gather data for reports 1.0 38
Prepare material for printor or publisher 2.5 3€
Check printer's "proof copy" S 36
Read legal rulings, current topics, books,

etc. 4.0 35
Make arrangements for centralized department

to print materials 5.0 30
Make arrangements for cenirzlized department

to duplicate materials 6.0 29
Compile one report frum numerous swall ones 7.0 26
Clip and collect magazine articles, ncws-

papers, etc., of interest 8.0 p
Edit reports, bulletins, etc. 9.0 23
Giva news, information, etc., to reporters 190.5 22
Take care of publicity items 10.5 22
Summarize articles, reports, lectures,

etc. | 12.5 20

Arrange for printed programs 12,5 20




PERCENTAGES OF SUPERVISORY WORKERS MEETING AND WORKING

WITH PEOPLE
~ Tinmes
Mentioned
Group 1 - Tasks per_srmed by 80% or more Rank  (Per Cent)
resfg_ﬁ%nts
Plan work for one's self 1.0 89
Give information in response to verbal
inquiries 2.5 88
Decide on priority of work for self 2.5 88
Heexr complaints in sffice and over
telephone 4.0 84
Maks recommendations for improvements of
office procedures, routires, etc. 5.5 82
Give directions for work to b2 done (as
& co-werker or supsrvisor) 5.5 82
Group 2 - Tasks rformed by 79% to 60% of
resmﬁents
Meet callers 7.0 76
Plan work for others 3.0 76
Check up on unfinished work of other
employees } 2.0 76
Instruct new employees {(work procedures,
job orientation, ete.) 9.0 76
Distribute work among other employees (in
a supervisory capacity) 1.0 75
Supervise other employees 12.5 74
Make introductions 12.5 74
Direct people o proper office or
department 14.0 73
Decide on pricrity of work for others 15,5 72
Manage office 15.5 72
Confer with amployer on policy, procedures,
etc. 17.0 67
Interview and/or recommend applicants for
employnent 18.0 61
Investigate causes of trouble betwecn
amployees 19.0 60
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MECTING AND WORKING WITH PEOPLE CONTIMNUVED Times

Mentioned
Group 3 - Tasks perfoxmed by 59% to 40% of Ranik (Per Cent)
rqsggﬁsonts

Reprimand employees 20.8 57
Coordinate with other personnel on various

matters for employer 21.5 55
Attend coaventions, banquets, or meetings

outside of company but relating to ~

cospany busiress 21.5 85
Counteract false reports which spread in

an orgusrization 23.0 54
Arrange lunch hours or vacations for

employens 24,5 53
Get rid of cranks, beggars, and other

undesirables 24.5 53
Consult with attorney, tax-examiner,

auditor, ete. 26.0 52
Handle service calls on equipment 27.0 51
"Screen" visitors or people who want to

see your employer 28.5 45
Hire empioyecs 28.5 45
Make engagements and appointments for

employar 31.0 44
Keep employer reminded of engagements,

dates, things to do, ete. 31.0 44
Render policy decisions on questions

asked by members of office force 31.0 44
Round up people for meetings 33.5 43
Assist in plans for entertainments, recep-

tions, dinners, etc. 33.5 43
Approve {OK) customers' checks, charge

purchases, etc. 35.0 41
Act as a guide to visitors 36.0 40

Group 4 - Tasks ﬁerfomed by 39% to 20% of
respondents

Follow up on written notices for meetings by

telephone 37.5 k47
Investigate references, personal or

financial 37.5 35
Help with campaigns of various kinds 39.0 34
Discharge employees 40.5 33
Travel to make investigations of various

kinds 40.5 33

Address a meeting of employeces 42.0 36




MEETING AND WORKING WITH PEOPLE CONTINVED

Serve on commiitees within company

Issue permits for various things

Make arrangements for guests and visitors
(hotel, entertainment, etc.)

Teach training class of employees

Help organize office or company committees

Act for your employer on committees

Act as hostess at company-sponsored teas,
coffer hours, parties, etc.

Administer employment tests
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Rank

43.0
45.0

45.0
45.0
47.5
47.5

49.0
50.0

Times
Mentioned

(Per Cent)

27
24

24
24
23
23

21
20




PERCENTAGES OF SUPERVISORY WORKERS PERFORMING
MISCELLANEOUS TASKS

Group 1 - Tasks ﬁerformed by 80% or more Rank
fespondents
None

Group 2 - Tasks _performed by 79% to 60% of
TespoRdonEs

Straighten up office 1.0
Dust 2.5
Run errands 2.5
Gelect or order furnishings for office 4.0

Group 3 - Tasks rforied by 59% to 40% of
resggns;nts

Arrange physical layout of office, pictures,
furniture, draperies, etc. 5.0
Avrange for disposal of wornout equipment €.0
Collect money from office employees for
various purposes 7.0
Clean and oil typewriter 8.0

Group 4 - Tasks ﬁarfbrmcd by 39% to 20% of

respondents

Prepare or obtain coffee or refreshments

for employer or his guests 9,0
Purchase #lowers, fruit, books, gifto, .

etc., for office 10.5
Keep in touch with legislative activities

that bear on work 10.5
Clean and oil office equipment other +han

typewriter 12.0
Advise emsliover of ilinesses, deaths,

bivths, weddings, etc., of friends 13.5
Write letters of condclence and congra:-

ulation 13.5
Shop for employer 16.0
Write suitable cards to accompany gifts,

flovers, etc., sent by employer 16.0
Acknowledge letters of condolence and

congratulation 16.0
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Times
Mentioned

(Per Cont)

7
62
62
60

57
51

44
40

38
33
33
36

26

26
23

23
23




PERCENTAGES OF
SECRETARIAL/STENOGRAPHIC WORKERS
PERFORMING TASKS

78




PERCENTAGES OF SEC/STENO WOR:ERS PERFORMING
TYPEWRITING TASKS

Times
Mentioned
Group 1 - Tasks performed by 80% or more Rank  (Per Cent)
resﬁnts
Type carbon copies 1.0 99
Type final copy from rough-draf? cocvy 2.5 98
Type addresses cn envelopes and/or cazds 2.5 98
Type mecmorandums 4.5 97
Type bLusiness letters 4.5 97
Proofroed t<ypewritten copy 6.0 96
Erase carbon copies 7.0 95
Erase original copies 8.5 94
Type and/or rule tabular miterial

(tables, columis, zows o} figures) 8.5 S4
Type manuscrijis and/or Teports 10.9 92
Type copy frcm unaxranged copy 11.5 91
Type caxds (index cards, file cavds,

"address finderw cards, etc.) 11.5 91
Type labels individually 13.0 90
Compose copy at the typewriter 14.0 89
Type fill-ins on duplicated letters or

bulletins (form letters, etc.) 15.0 86

Group 2 - Tasks gerfomd by 79% to 60% of
reshopaents
Type in outline form 16.0 77
Select or order other typewriting supplies

and equipment (erasers, ribbons, etz.) 17.0 73
Make corrections with Tip» 0K, Xo-rectype,

etc. (requires no erasing) 18.5 2
Typc minutes or reports of reetings 18.5 72
Select or order proper typewriting paper

and carbon paper 20.0 69
Take dictation at the typewriter (type

dictation as employer dictates) 21.0 65
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TYPEWRITING TASKS CONTINUED Times

Mentioned
59% to 40% of Rank  fPer Cent)
Type informacion on contiiwus roll tape
(gummed back or self-sealing back) 22.0 58
Type and correct sririt masters (e.g.,
pPitto fzsters, etc.) 23.0 57
Type on printed yersonnel forms 24.0 £S5
Type postul cards 25.0 53
Type on printed purchase requisitions 26.0 49
Type and correct stencils (Mimeograph
process) 27.5 A7
Type on printed telegrums 27.5 47
Prepare ruled business forms 29.0 45
and correct offset masters (mats
or multilith) 30.0 40
Group 4 - Tasks performed b 39% to 20% of
_rggponsems
Type budgets 31.0 39
Type on printed purchase orders 32.0 38
Type iegal agreements 33.0 33
Type on printed news releases 36.0 20
Type on printed checks 36.0 39
Type on printed payroll time sheets 35.0 30
Type display or decorative type copy 36.0 3G
Type on printed receipts 35.0 30
Type on printed vouchers 39.0 29
Use proofreading symbols 40.0 26
Tvpe lepal affidavits 41.0 25
Type legai acknowledgnents 42.0 248
Type insurance forms 43.0 .Y
Type on printed monthly statements 44.0 2%
Tyne on printed invoices 46.0 20
Type copy where all lines end even on the
right margin (justifying) 46.0 20
Type Balance Sheets 46.0 20
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PERCENTAGES OF SEC/STENC WORKERS OPERATING
OFFICE MACHINES AND EQUIPMENT

Tines
Mentioned
Group : - Tasks sgrfbrmed by 80% or rore Rank  (Per Cent)
respondents :
Cperate typewriter* NOTE: 12% use :anuals
only; 30% use electrics only; 49% use both
naﬂu;zs and electrics ’ 1.0 100
Operate copying machine (e.g. Xerox, Thermofax,
Nzalid, ete.) 2.0 88
Group 2 - Tasks performed Ly ¥9% to 60% of
Tespordents
Operate papes punch 3.C 77
Operate paper cutter 4¢3 75
Operate 10-key adding machine 4.5 75
Group 3 - Tasks i5_:_14.’«:»::11‘«1 by 59% to 40% of
respondents
Operate intercom 8.0 48
Operate transcribing machine 7.0 45
Operate spirit duplicutor (e.g. Ditto) 8.0 41
Group 4 - Tasks performed by 39% to Z0% of
respondents
Operate calculator (Monroe, Marchant, etc.) 9.0 35
Operate stencil dvplicstor {(v.g. mimeograph) 10.0 31
Operate mmbering mechine 11.0 22
Operate dictacing wachine 12.5 20
Operate full-bank adding mzchine 12.5 20

*This item did not specifically appear in questionnaire. The 100%
figure represunts a composite of three questionnaire items: ‘“‘operate
mstibal typswaites.' "operatc electric typewriter (standird)," and
"operate IBM Executive typewriter."” The original data seemed to
indicate that the respondents did not differentiate between a standard
electric and an IBM Executive typewriter.
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PERCENTAGES OF SEC/STENO WORKERS TAKING
DICTATION AND TRAMNSCRIBING

Group 1 - Tasks §rf¢..nd by 80% or more Rank
respondents

¥rite shorthand (any system)* 1.0

Group 2 - Tasks performed by 79% to 60% of
xe_ﬁ%'s ts

Transcribe (type) from shorthand cutlines 2.5
Take dictation over the telephone 2.5
¥Write shorthand from two or more dictators

(but only cne at a time) 4.0

Group 3 - Tasks psrformed by 59% to 40% cf

Trascribe (tpe) from recordad media--belt,
disc, etc. (e.g.. IBM Executary, Stenorette,
Dictaphone, etc.) NOTE: 41% write short-
hand and transcribe from recorded media;

7% traascribe from recorded media only. 5.0
Write group procecdings ani/or conisrences
in shorthand 6.0
Group 4 - Tasks grfomed by 39% to 20% of
yespondents
None

*These items did not specifically appear in questionnaire.

necessary to extrapola®s these data.

Tizes
Mentiocned

(Per Cent)

e
78

64

48
43
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PERCENTAGES OF SEC/STENO WORKERS PERFORMING

MAILING TASKS
Times
Mentioned
Group 1 - Tasks performed by 80% or wore Rark  (Per Cent)
Tespondents
Address letters, packages, e’c. 3.0 98
Fold letters 2.0 87
Insert letters in envelopes 3.9 96
Mark, attach, or enclose materials for
outgoing mail 4.0 62
Forward or distribute mail 5.5 38
Take mail to mail room or mail box 5.5 88
Read incoming mail 7.0 87
Open mail 8.0 86
Seal envelopes (manually) 9.0 83
Sort mail (for different perscns) 10,0 32
Group 2 - Tasks performed by 79% to 60% of
resg-;_ﬁs_;enzs
Sort mail (in priority order) 11.5 71
Sign boss's mail (his signature) 11.5 n
Attach pertinent correspondence to
incoming mail for superior, to refresh
his memcry 13.5 70
Read cutgoing mail tc check up or informa-
tion, etc. 13.5 70
Pick up mail (leave desk to obtain) 15.0 €8
Make notes on incoming wail which
superior should see 16.0 62
Sign for Registered Mail 17.0 69
Group 3 - Tasks performed by 59% to 40% of
Tespondents
Stanmp envelopes (manually) 18.9 59
Wrap and tie packages 19.0 55
Have mail registered or certified 20.0 82
Make up mailing list 21.0 48
Take mail to post oiffice 22.0 45
Stamp incoming mail (as to date, time,
etc.) 23.5 44
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MAILING TASKS CONTINUED

G

Check mailing list

.alculate postal rates (parcel post,
bulk, 1st ciass mail, etc.)

Revise mailing list

Stuff, bundie, sort, and/or i-Yel
outgoing bulk mail

Group 4 - Tasks serfome@ by 39% to 20% of

Tespondents

Purchase postage

Distzibute meiliag 1ist

Have mail iasurved

Use franking-permit privileges (right
to send free mail)

Trace mail

Obtain mailing material from Post Office
(certified & registered mail stickers,
rate shsets, otc.)

Log incoming mail (in regular bock)

23.5

25.5
25.5

27.0

28.0
29.0
30.0

31.0
32.0

33.5
33.5

A Ak e Ak - i eahem b ke ban, Seata. &

Times
Mentioned

(Per Cent)
44

43
43

41

39
32
25
23

20
20




PERCENTACES OF SEC/STENO WORKERS DERFORMING
FILING TASKS

Times

Mentioned

Group 1 - Tasks nserfcmd by 80% or more Rank  (Per Cent)

respondents
Get materials from files 1.0 96
Meke folders and folder titles for files

(labels) 2.0 93
Sort materiils for filing 3.0 89
Transfer records te inactive files 4.0 86
Search for lost wuaterials 5.0 84
File materials by topic or subject 6.0 83
Revise files 7.0 82

Group 2 - Tasks performed b 79% to 60% of
usﬁSeuts

Handle classified or confidentiali files 8.0 79
Keep card indexes of various kinds 9.0 76
Pile materials by name of jerson 10.0 71
Control aaxd manage £iling system i1.5 69
Dispose of records ' 11.5 69
Select and/or order filing equipment and

supplies 13.0 67
Keep tickler or foliow-up files of

various kinds 14.0 65
File materials by number 15.0 63
File materials by date 16.0 62
Check out materials fron files to employees 18.0 60
Handle cross references 18.C £0
Follow v released materials 18.0 60

Group 3 - Tasks performed by 59% to 40% of

respondents

}

/

: Install filing system 20.0 13 |
Assign file numbers. 21.0 49

) ‘
|

Group 4 - Tasks performed by 39% to 20% of
respondents o

Keep clipping file (newspapers, magazine
articles, etc.) 22.0 39
File materials by city, state, or region 23.0 23
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PERCENTAGES OF SEC/STENC WORKERS PERFORMING
TELEPHONING AND COMMUNICATING TASKS

Times
Mentioned
Group 1 - Tasks performed by 80% or more Renk  (Per Cent)
respondents
Answer telephone 1.0 99
Place telephone calls (local) 2.5 o8

Place telephone memoranda, messages, etc.,

whers caployer will see them 2.5 98
Cazry out uwritten or oral orxders or

instructions of superiors 4.0 96
Turi telephone calis over to another

department 8.0 91
Compoze correspondence 6.0 88
Place telephone zalis (long distance) 7.0 86

Group 2 - Tasks erformed by 79% to 60% of
respongints

Give oral directions to other office workers 3.0 75
Screen employer®s calls 9.0 71
Compose written divections to other oifice

workezs 10.0 60

Group 3 - Tasks ﬁ_zrfomed by 59% to 40% of
respondents

Send telegrams and/or cablograms 11,0 59
Receive telegrams and/or cavlegrams 12.0 58
Coxpose business reports of any kind 13.6 51
Maintain record of long distance calls 14,0 41

Group 4 - Tasks performed by 39% to 20% of
Tespondents

becide on lsast expensive and/or wSt
dssirable way to commmicate (telegram,

long distance call, etc.) 15.0 39
Arrangs for and/or cancel nowspaper or
nmagazine advertising 16.9 23
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PERCENTAGES OF SEC/STENO WORKERS PERFORMING

CLERICAL TASKS
Times
Mentioned
Group 1 - Tasks ﬁerformed by 80% or more Rank  (Per Cent)
respondzats
Look up names and addresses 1.0 96
Arronge papers or articles on your own
and/or your employerts desk 2.0 91
Make notes for next day’s work 3.0 90
Cut materials (scissors, paper cutter, etc.) 4.5 89
Assemble and staple duplicated materials 4.5 89
Look over notes and memos for the day 6.0 87
Change calender daily 7.0 85
Sznd out notices of any type 8.0 84
Check on supplies (for re-orderiug
purposes) 9.0 83
Protect valuable and confidential materials 10.0 80
Group 2 - Tasks performed by 79% to 60% of
respondents -
Compare copy (one copy with another copy) 11.0 79
Keep desks equipped with office supplies
(sharpened pencils, ink in pens, etc.) 12.0 78
Order supplies of various kinds fer the
office (from suppliers or central supply
department) 13.0 76
Get informztion from various departments
needed for correspendence 14.0 73
Compile periodic revorts 15.0 68
Distribute supplies 16.0 65
Make out requisicions 17.5 64
Dust employer's desk and keep employer's
desk neact 17.5 64
Grcup 3 - Tasks performed by 59% to 40% of
respondents
Make preparations for mectings 19.0 58
Inspect material received for completeness,
damages, etc. 20.5 86
Keep calendar marked with appcintments for
employer at his desk 20.5 56
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CLERICAL TASKS TONTINUED Times
Mentioned

Rank {Per Cent)

Xeep office manual or instruction book

for employezs 32,0 85
Change dates on rubber stamps or time

stamp machine daily 23.5 54
Post. notices 23.5 54
Gather data to fill out questionnaires 25.0 52

Anticipate needs of employer as to records,
pape:-, etc., needed on trips, for ' .
interviews, ete. 26.5 50 n

Review unfinished business file 26.5 50
Work with records of time and time cards 28.5 - 49
Place ~ily newspapers, magazines, etc., on

employerts desk 28.5 49
Count items 30.5 48
Make hotel reservations for employer J0.5 48
Keep daily attendance of employees 32.5 47
Obtain trip reservations and/er tickets

for employer 32.5 47
Route shipments cf materials (within

office, between departmeats, etc.) 34.0 45
Check personnel of committees {names,

addresses, etc.) 35.0 44
Check up on observance of various lawvs

(in connection with work) 36.0 42
Get quotations ¢n supplies (from supplier) 37.0 41
Make change 38.0 40

Group 4 - Tasks perfoimed by 39% to 20% of

7N

respon?ents
Prepare agenda for meetings 35.0 39
Take inventory 40.0 38

Scan newspapers, magazines, trade journals,
for employer marking items of interest

to him 41.0 35
Check money orders, checis, etc., as to

azrunts, dates, signatures 42.0 34
Make out accident reports for self or

other workers 43,0 31
Make out itinerary or schedule for

employer's trips 44.0 29
Renew newspaper and magazine subscriptions 45.5 27
Maintain incoming and outgoing correspon-

dence register 45.5 27




-

CLERICAL TASKS CONTINUED

Prepare signs, posters, or other graplic
materials

Keep records on naps or charts (sales
records, etc.)

tiave legal papers recorded

Weigh items
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Rank

47.0

48.0
50.0
50.0

Times
Mentioned

26
25

23
23
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PERCENTAGES OF SEC/STENO WORKERS
SECURING DATA I

Times
Mentioned
Group 1 - Tasks performed by 80% or more Rank  (Per Cent) .
Tespondents . ‘
Use telephone directory 1.0 99
Use dictionary 2.0 98

Gyoup 2 - Tasks performed by 79% to 60% of
Tespondents

Use company manuais 3.5 75
Use secretarisl handbook 3.5 75
Use office manu2ls 5.0 74
Use other reference books or manuals 6.0

7.0

Use U.5. 2ip Code Directory 63

Group 3 - Tasks performed by 59% to 40% of

respondents
Use city directory 8.0 57
Use newspapers 9.0 54
Use maps 10.0 51
Us2 magazines 11.0 43 .
Use synonym books, thesaurus 12.5 41
Uze technical manuals 12.5 41
p Sroup 4 - Tasks performed by 39% to 20% of
Tespondents
Use timetzbles (R.R., airlines, etc.) 14.0 36
yse U.S. Postal Manual (postage rates, .
sypes of mail, etc.) 15.0 32 ’
Use atlas 16.0 29
Use library czrd indexes 17.0 20




PERCENTAGES OF SEC/STENO WORKERS USING

MATE EMATICS
Times
Mentiuned
Group 1 - Tasks performedl by 80% or more Rank  (Per Cent)
respondents
Use addition 1.0 96
Use svhtraction 2.0 94
Use rultiplication 3.0 92
Use division 4.0 91
Add long columns of figures 5.0 82
Use decimals 6.0 80
Group 2 - Tasks performed by 79% to €0% of
respondents
Use fractions 7.0 69
Group 3 - Tasks 52 rformed Ly 59% to 40% of
’ respondents
Convert fractions to decimals 8.0 51
Convert decimals to fractions 9.0 45
Compute percentage problems 10.0 43
Compute sales tax 11.0 27

0% of

Group 4 - Tasks performed by 39% to ¢
respondeats

None
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PERCENTAGES OF SEC/STENO WORKERS PERFORMING
FINANCIAL AND RECORDKEEPING TASKS

Times
Mentioned
Group 1 - Tasks performed by 8(% or more Rark  (Per Cent)
respondents
None
Group 2 - Tasks performed Ly 79% to 60% of
respondents
None
Group 3 - Tasks performed by 59% to 40% of
respondents
None
Group & - Tasks performed by 39% to 20% of
respondents
Keep books and/or ledgers for amy purpose 1.0 35
Keep current files of invoices and purchase
ordors 2.5 34
Write receipts 2.5 34
Compile statistical data 4.5 32
Make journal entries (any type of journal) 4.5 33
Check bills and/or invoices (verify exten- _
sicons, etc.) 6.0 30
Deposit checks and/or cash in bank or
cushier's office 7.5 28
Give checks to employer for siguuture 7.5 28
OK biils ¢z any kind 11.0 26
Write checks (for any purpose as a part
of your job) 1.0 26
Cash checks 11.0 26
Prepare vouchers fer traveling expenses 11.0 26
Make entries in special journals (Cash
Receipts, Sales, Cash Payments, Purchases,
etc.) 11.0 26
Apply for group insurance (as an employee) 14.0 24
Maintain payroll register (all employees
listed) 15.0 23
Keep petty cash account 16.0 22
Take care of checkhook and stubs 17.0 20
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PERCENTAGES OF SEC/STENO WORKERS PERFORMING
EDITCRLAL TRGH

'(‘imes."d

Wentione

Group 1 - Tasks E'exfomd by 80% or mors fark  (Per Cent)
respondents

None

Gxoup 2 - Tasks performed by 79% to 60% of
rospondents

Noae

Group 3 - Tasks se rioraed Uy SC% to A0% of
T2spondonts

Edit letters dictcted by employer 1.0
Prepare material for printer or publisher 2.0
Gather data for reports 4.0
Make srrangements for centralized depart-
ment to duplicat® materials 2.0 44
1)
6.0

58
46
44

Compile one report from numerous small ones 44
Make arrangsments for centralized depart-
ment to print materials

40

Group 4 - Tasks pexformed by 39% to 20% of

respondents

Punctuate grticles, manuscripts, etc. 7.0 35
Clip and collect magazine articles, news-

vapers, etc., of interest 8.0 33
Read legal rulings, current topics, books,

etc. 9.0 30
Cet information /from library 10.0 29
Check printer's 'proof copy" 11.0 28
Edit reports, builetins, etc. 12.0 26
Make arrangements for centralized depart-

ment to bind materials 13.0 21

Give news, information, etc., to reporters 14.0 20




PERCENTAGES OF SEC/STEND WORKERS MEETING AND WORKING

WITH PECPE

Giown 1 - Tasks performed by 80% or more
resgﬁs ents -

Group

Flan vork for cne's self

Give infarmation in response te verbal
inquiries

Direct people to propsr office or department

meet callers

Decide on priority of work for self

Make introdugtions

2 - Tasks performed by 79% to 60% of

ents

Keep employer reminded of engagements, dates,
things to do, etc.

Coordinate with other personnel on various
matters for employer

Hear complaints ir office and cver
telephone

Make recommendations for improvements of
office procedures, routines, etc.

Make engagements an’ appointments for
employer

Confer with employer on policy, procedurcs,
ete.

"Screen'" visitors ov people who want to
see your employer

Follow up on written notices for meetings
by telephone

3 - Tasks perforred by 59% to 40% of

T-SDONULENTS

Instruct new employses (work procedures,
job orientation, etc.)

Give directions for work to be done (as a
co-worker or supervisor)

Round up people for meetings

Handle service calls on ejuipment

Get rid of cranks, beggars, and other
undesirables

Rank

1.0

2.0
3.0
4.2
5.0
6.0

Tines
Meinitioned

(Per Cent)

95

94
93
a0
89
86




MEETING AND WORKING WiTH PEOPLE CONTINUED Times

Mentioned
Rank  (Per Cent)

Plan work for others 20.5 43
Check up on unfinished work of other

emplcyees 20.5 43

Group 4 - Tasks nsg rformed by 39% to 20% of
respondents

Decide on priority of work for oihers 22.0 39
Counteract false reports which spread in

an organization 23.0 37
Make arrangenmenits for guests and visitors

(hotel, entertainment, etc.) 24.0 33
Manage office 25.5 31
Cistribute work among other 2mployees

fin a supervisory capacity) 25,5 31
Assist in plans for entertainments,

receptions, dinners, etc. 27.0 20
Help with campaigns of varicus kirnds 28.5 27
Act as a guide to visitors 28.5 27
Supervise other employees 30.0 26
Serve on committees withir company 31.0 25
interview and/or recommend applicants for

employment 32,0 21
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PERCENTAGES OF SEC/STENO WORKERS PERFORMING
MISCELLANEOUS TASKS

Times
. Mentioned
Group 1 - Tasks performed hy 80% or more " Rank  (Per Cent)
respendents 5
Straighten up office | 1.0 87
Dust 2.0 86 -
Group 2 - Tasks performed by 79% to 60% of
respondents
Run errands 3.0 78
Prepare or obtain coffee or refreshments
for employer or his guests 4.9 66
Collect money from office emplcyees for u
various purposes 5.0 62
)
Group 3 - Tasks performed by 59% to 40% of
respondents 3
Clean and oil typewriter 6.0 58 f
Group 4 - Tasks performed by 39% to 20% of
respondents
Write letters of condolence and congratula-
tion 7.0 38
Select or order furnishings for office 8.0 37
Arrange physical layout of office, pictures,
furniture, draperies, etc. 9.5 36
Advise employer of illnesses, deaths, birtis,
weddings, etc., of friends 9.5 38
Clean and oil office equipment other than
typevwriter 11.0 35
Acknowiedge invitations 12.0 32
Purchase flowers, fruit, books, gifts, etc.,
for office 13.0 30
Acknowledge letters of condolence and
congratulation 14.0 29
Arrange for dieposal of wornout aaninment 15.0 28
Keep in touch with legisiative activity
that bears cn work 17.5 23
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MISCELLANECUS TASKS CONTINUED Tinmes
Mentioned

Rank (Fer Cent)

Keep stock of employer's personal station-

ery, cards, etc., on hand 17.5 23
Shop for employer - 17.5 23
Send out invitations 17.5 23
Write suitable cards to accompany gifts,

flowers, etc., sent by employer 20.5 22

Prepare and keep up zbstract book or file

folder with excerpts and reprints of

speeches, hints for speeches, data

figures, illustrations, etc. 20.5 22
Send out Christmas cards for employer 22.0 20




PERCENTAGES QF
CLERICAL WORKERS

PERFORMING TASKS
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PERCENTAGES OF CLERICAL WORKERS PERFORMING
TYPEWRITING TASKS

Times
F Mentioned
; Group 1 - Tasks s_e_rfomd by 80% or more Rank  (Per Cent)
| respondents
e addrasses on envelares and/or cards 1.0 89
Type carbon copies 2.0 80
Group 2 - Tasks nﬁerfomed by 79% to 60% cof
respondents |
Type business letters 3.5 76
| Proofread typewritten copy 3.5 76
Erase original copies 5.0 74
; Erase carbon copies 6.0 73
| Type labels individually 7.0 7
| Type cards (index cards, file cards,
"adéress findex" cards, etc.) 8.0 70
Type memorandums 9.5 68
Type and/or rule tabular material (tables,
columns, rows of figures) 9.5 68
Type final copy from rough-draft copy 11.0 66
Type £ill-ins on duplicuted letters or
bulletins (form letters, etc.) 12.0 65
Type copy from unarranged copy 13.0 62
Group 3 - Tasks performed by 59% to 40% of
respondents
Type manuscripts and/or repoxts 14.0 56
Composc copy at the typewriter 15.0 55
i Select or order other typewriting supplies
and equipment (erasers, ribhons, etc.) 16.0 46
| Make corrections with Tip OK, Ko-rectype,

, etc. (requires no erasing) 18.0 45
* Type postal cards 18.0 45
Select or order proper typewriting paper

and carbon paper 18,0 45

Lomemed

| i asduniigi §

| bt Suns

H 99




TYPEWRITING TASKS CONTINUED

Group 4 - Tasks performed by 39% to 20% of
msFoﬁSantg '

Type in outlire fornm
information on continuous roil tape

(gusmsed back or self-sealing back)

Type and coyrect spirit masters (e.g.,
Ditto Masters, etc.)

Type and correct stencils (Mimeograph
process)

Prepare ruled business forms

Type on printed purchase requisitions

Type mirutes or reports of meetings

Take dictation at the typewriter

Type on printed perscnnel forms

Type on printed purchase orders

Type and correct offset masters (mats or
multilith)

Type copy where all lines end even on the
right margin (justifying)

S
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Rank

20.0
21.0
22.5

22.5
24.0
25.0
26.0
27.0
28.5
28.5

30.0
31.0

Tines
Mentioned

{Per Centz
39
37
32
32
29
28
24
23
22
22
21

20




Times
Menticned
Group 1 - Tasks thomaé by 80% or nore Rank  (Per Cent)
Tespondents .
Operate typewriter®* NOTE: 35% use manuals
only; 14% use electrics only; 41% use both
manuals and electrics 1.0 90
Group 2 - Tasks performed by 79% to 60% of
resﬁ,ents
Operate 10-key adding machire 2.0 70
Operate copying machine (e.g. Xerox,
Thermofax, Ozalid, atc.} 3.0 69
Operate paper cutter 4.5 61
Operats paper punch 4.5 61

PERCENTACES OF CLERICAL WORKERS OPERATING
OFFICE MACHINES AND EQUIPMENT

Group 3 - Tasks performed by 59% to 40% of
respondents

None

Group 4 - Tasks performed by 35% to 20% of
respondents

Operate intercom 6.0 35
Operate calculator (Monroe, Marchant, etc.) 7.0 30
Operate mailing meter (postage meter) 8.0 27
Operate spirit duplicator (e.g. Ditto) 9.0 23
Operatc stencil duplicator (e.g.

mimeograph) 10.9 21

*This item did not specifically appesr in questionnaire. The 90%
figure represents a ccmposite of three questionnaire items: "operate
manual typswriter," "operate electric typewriter (siandard)," and
ngperate IBM Executive typewriter." The criginal data seemed to
indicate that the rospondents did not Jiffurentiate between a standard
electric and an IBM Executive typewriter.
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PERCENTAGES CF CLERICAL WORKERS TAKING
BGISTATION AND TRANSCRIBING

All tasks less than 20 percent.




PERCENTAGES OF CLERICAL WORKERS PERFORMING

MAILING TASKS
Times
Mentioned
Group 1 - Tasks :Serfomed by 80% or more R (Per Ceat)
zespondents |

bddress letters, packages, etc. 1.9 a8
insert ietters in envolopss 2.0 84
Fold letters 3.0 83
Seal envelopes (manually) 4.0 82

Group 2 - Tasks performed by 79% to 60% of
re—tnfﬁiggnts L

Take mail to mail room or mail box 5.0 74
Open mail 6.0 72
Mark, attach, or enclose materials for
autgoing mail 7.0 69
Sext mail (for different persons) 8.0 67
Read incoming msil 9.0 66
Foxward or distribute mail 10.0 62
Group 3 - Tasks performed by 59% to 40% of
raspondents
Stamp envelopes (manuaily) 11.0 55
Pick up mail (leave desk to obtain) 12.0 53
Sort mail (in priority order) 13.5 50
Wrap and tie packages 13.5 50
Stuff, bundle, sort, and/or label out-
going bulk mail : 15.0 48
Sign for Registered Mail 16.0 47
Read outgoing mail to check up on infor-
mation, etc. 17.0 40
'%
g Group 4 - Tasks performed by 39% to 20% of
'respgi'ﬁents r.=
Take mail to post office 18.0 39
Stamp incoming mail (as to date, time,
etc.) - 13.5 38
Calculate postal rates (parcel post, bulk,
1st class mail, etc.) 19.5 36
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MAILING TASKS CONTINUED

Sign boss's mail (his signature)

Make notes on incoming mail which superior
should see

Attach pertinent correspondence tc incoming
mail for superior, to refresh his memory

Revise mailing list

Have mail registered or certified

Check mailing list

Make up mailing list

Purchase postage

Have mail insured

Distribute mailing 1list

Obtais: msiling material from Post Office
(cortified & repistered mail stickers,
rate sheets. eic.)
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.- -Mentioned
Rank  (Per Cent)
21,0 37
22,0 36
23.9 35
24.%5 "
24.5 34
26.5 52
20.5 32
8.0 30
29.C 2%
30.5 21
30.5 21
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PERCENTAGES OF CLERICAL WORKERS PERFOPMING

PILING TASKS

Group 1 - Tasks performed by 30% or more
zgsgé ents

Get materials from files
Sort materials for filing

Group 2 - Tasks performed by 79% to 60% of
resgéents

Make folders and folder titles for files
(1sbels)

Search for lcst materials

Transfer records to inactive files

File taterials by nsme of person

Revise files

File materials by topic or subjoct

File materials by number

Keep card indexes of various kinds

File materials by date

Group 3 - Tasks erforned by 59% to 40% of
res ents

Group

Dispose of records

Handle cross rsferences

Keep tickler or follow-up files of various
kinds

Handle classified or confidentisl files

Control and manage filing system

Select and/or order f£iling equipment and
supplies

Check out materials from files to 2mployzes

4 - Tasksjsez:ﬁ’:‘omd by 39% to 20% of

IESpo. ents

Follow up released materials

Instali filing system

Keep clipping books (of any type)

File materials by city, state, or region
Assign file numbers
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Tines
Mentioned

(Per Cent)

92
87

78
74
73

’

67
67
65
63
62

56
54

52
Sl
47

45
40

39
34
33
29
29
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PERCENTAGES OF CLERICAL WORKERS PERFORMING
TELEPHONING AND COMMUNICATING TASKS
Times
Mentioned
Group 1 - Tasks s_zrfomed by 80% or more Rank  {Per Cent)
sespondents
Answer telephone 1.0 9%
Place telephone calls (local) 2.0 92
Carry out written or oral orders cr
instructions of superiors 3.0 88
Turn telephone calls over to srother
nt ‘.0 87
Place telephone meuoranda, messages, etc.,
* where employer wiil see them 5.0 84
.
; Group 2 - Tasks performed by 79% to 60% of
; TeS ents
Compose correspondence 5.0 68
| Place telephone calls (long distance) 7.0 66
Give oral directions to other office
; workers 8.0 63
E Gxoup 3 - Tasks performed b 59% to 40% of
| respor% ts
Screen employer's calis 9.0 45
Group 4 - Tasks performed by 39% to 20% of
| respondents
Receive telegrams and/or cablegrams 11.0 39
Compose business reports of any kind 11.0 39
Compose written directions to other office
workers 11.0 39
Send telegrams and/or cablegrams 13.0 26
Decide on least expensive and/or most
7, desirable way to communicate (telegram,
‘* long distance call, etc.) 14.0 23
Maintain record of long distance calls 15.0 21
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PERCENTAGES OF CLERICAL WORKERS PERFORMING

CLERICAL TASKS
Times
Mentioned
Group 1 - Tasks Erf@rnd by 80% or more Rank  (Per Cent)
resporvients
Cut materizls (scissors, paper cutter, etc.) 1.0 81
Arrange papers or articles on your owa and/ow
ycur employer's desk 2.0 80

Group 2 - Tasks performed by 79% to 50% of
re ants

Look up names and addresses 3.0 79
Assemble and staple duplicated materials 4.0 74
Change calendar daily 5.0 73
Look ove> notes and memos for the day 6.0 71
Check on supplies (for re-ordering purposes) 7.0 70
#Make notes for next day's work 8.0 65
Change dates on rubber stamps or time stamp 0 .

machine daily 9.

Group 3 - Tasks performed by 59% to 40% of
resﬁ_aenﬁs

Order suppiies of variovs kinds for the office

{from suppliers cr central supply

deparixent) 16.5 58
Send out notices of any type 10.5 S8
Keep desks equipped with office supplies

(sharpened pencils, ink in pens, etc.) 12.3 56
Cosmpare copy (one copy with another copy} 12.5 56
Count items 14,0 58
Gec informaiion from various departuents

needed for correspondence 15.0 53
Make out requisitions 16.5 50
Protect valuable and confidential xaterials 16.5 50
Distribute supplies 18.0 49
Inspect material received for completeness,

dzmages, etc. 19.0 48
Compile pericdic reports 20.0 45
Make change 21.0 42
Take inventory 22.0 40
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CLERICAL TASKS CONTINUED

Group 4 - Tasks s_qrfoned by 39% to 20% of
respondents

Post notices

Route shipments of materials (within
office, between departments, etc.)

Weigh items

Mork with records of time and time cards

Dust employer's desk and keep employer's
desk neat

Gather data fo fill out questiomnaires

Check money orders, checks, etc., as to
sxounts, dates, signatures o

Ger. quotations on supplies (from supplier)

Keep office manusl or instruction book for
smuloyces

Review unfinished business file

Ctieck up on observance of various laws
(irs connection with vork)

Place daily newspapers, magazines, etc.,
on employer's desk

Keop daily attendance of employees

Make cut accident reports for self or
oth~r workers

Kesp records on maps or charts (sales
records, etc.)

Keep calendar marked with appointments
for empioyer at his desk
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23.0
724.0
25.0
26.0

27.5
27.5

29.0
30.0

31.0
32.0

33.0

34.5
34.5

36.5
36.5

Times
Mentioned

(Per Cent)
35
37
35
34

32
31

30
Z8

27
26

25

24
24
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PERCENTAGES OF CLERICAL WORKERS
SECURING DATA

roup 1 - Tasks parformed by 80% or more
rogp_gnﬁents

Use telephone directory
Use dictionary

roup 2 - Tasks rformed by 79% to 60% of
rgggoisents

Use manuals
Use U.S. Zip Code Directory
Use office umuls

Group 3 - Tasks performed b 59% to 40% of
resﬁents

Use city directory
Use other reference books or manuals
Use maps

Group 4 - Tasks performed by 39% to 20% of

res ents

Use secretarial handbook

Use U.S. Postal Manual (postage rates,
types of mail, etc.)

Use technical manuals

Usz newspapers

Times
Mentioned
Rank  (Per Cent)
1.0 04
2.0 84
3.0 66
4.0 63
5.0 61
6.0 54
7.0 44
8.0 42
9.5 33
9.5 33
11.0 27
12.0 22




PERCENTAGES OF CLERICAL WORKERS USING
MATHEMATICS
Times
Mentioned
Gioup 1 - Tasks serforned by 80% or more Rank  (Per Cent)
respondents
Use addition 1.0 94
Use subtraction 2.0 89
Use multiplication 3.0 83
Group 2 - Tasks pesformed by 79% to 60% of
‘ resangents
Use division 4.0 78
Ada long columns of figures 5.0 75
Use decimals 6.0 65
Group 3 - Tasks performed by 59% to 40% of
?Esg_ons:nts x
Use fractions: 7.0 56
; Convert fractions to decimals 8.0 40
:
E
Group 4 - Tasks performed by 35% to 20% of
| Tesponlents
]
i
i Convert decimals to frections 9.0 32
E Compute percentage problems 10.0 31
| Compute sales tax | 11.0 29
t
|
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PERCENTAGES OF CLERICAL WORKERS PERFORMING
FINANCIAL AND RECORDKEEPING TASKS

Times
Mentionad

roup i - Tasks performed by 80% or more Rank  {Per Cemt)
ponﬁts |

res

None

mz-'hsks ormed by 79% to 60% of
TOS ents |

None

Group 3 - Tasks Egrfomed by 59% to 40% of
Tespondents

None

Group 4 - Tasks performed by 39% to 20% of
res[on‘sents-

Write receipts

Keep books and/or lodgers for any purpose

Take orders for various goods or services
(in person or by phone)

Make journal entries (any type of Journal)

Make entries in special journals (Cash
Rece%pts, Sales, Cash Payments, Purchases,
etc.

Act as cashier or teller

Check bilis and/or invoices (verify
extensions, etc,)

Deposit checks and/or cash in bank or
cashier's office

Apply for group insurance (as an employae)

Cash checks

Prove cash daily

Maintain price lists and make necessary
changes

Send ou;: invoices for payment (ca contract,
etc,

OK bills of zny kind




PERCENTAGES OF CLERICAL WORKERS PERFORMING

EDITORIAL TASKS
| Times
. Nentioned
Group 1 - Tasks pertormed by 80% or morc Rank (Per Cent)
res nts
None
Group 2 - Tasks performed by 79% to 60% of
TRE Rtents
None
] Group 3 - Tasks performed by 59% to 40% of
' resggi_sgnts
None
Group 4 - Tasks performed by 39% to 20% of
gas@ems
Make arrangessnts for centralized department to
print materisis ' 1.0 21
Make arrangements for centralized depactment
| to duplicate materials 2.5 20
- Prepare material for printer or publisher 2.5 20

4
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PERCENTAGES OF CLERICAL WCRKERS MEETING AND WORKING
WiTH PEOFLE

Times
Ventioned .
Group 1 - Tasks sgrfamed by 80% or more Rank  (Per Cent)
b psE ents 4
Give information in response to verbal
inquiries 1.0 88
Plan work for one's self 2.0 85 5
Group 2 - Tasks performod by 79% to 60% of i
resﬁts :
Decide on priority of work for self 3.0 79 |
Direct people to proper office or department 4.0 78 j
Hear complaints in office and over telephone 5.0 70
Meet callers | 6.0 68 |
, Make introductions 7.0 62
‘ Group 3 - Tasks performed by 59% to 40% of
SRS empondents
Make recommendations for improvements of
office procedures, routines, etc. 8.0 53
Confer with employer on policy, procedures,
etc. 9.0 52
Instruct new employees (work procedures, job
orientation, etc.) 10.0 50
Keep employer reminded of engagements,
dates, things to do, ectc. 11.0 46
Give directions for work to be done (as a
co-worker or supervisor) 12.0 45
"Screen" visitors or people who want to _
see your employer 13.0 43
Coordinate with other personncl on various :
matters for employer 14.0 41 v
Group 4 - Tasks performed by 39% to 20% of
resﬁgents
Get rid of cranks, beggars, and other un-
desirables 15.0 38
Make engagements and appointments for
employer 16.0 37
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MEETING AND WORKING WITH PEOPLE CONTINUED

Plan work for others

Handle service calls on equipment

Decide on priority of work for others

Follow up on writien notices for meetings
by telephone

Check up on unfinished work of othe:
employees

Distribute work among other empleyees (in
& supexvisory cspacity)

Counteract false repcrts which spread in
an organization

Supervise other employees

Attend conventions, banquets, or meetings
outside of coupany but relating to
company business

Assist in plans for entertainments, recep-
tions, dinners, etc.

Round up people for meetings

Rank

17.0
18.0
19.0
20.0
21.0
22.5

22.5
24.0

Times
Mentioned

(Per Cent)

36
33
32
Il
30
22
22
21
20

20
20



PERCENTAGES OF CLERICAL WCRKERS PERFORMING
MISCELLAN.JUS TASKS

Times
Mentioned :
Group 1 - Tasks s_e_rfomd by 80% or nore Renk  (Per Cent) .
respondents :
None
Group 2 - 7asks performed by 79% to 60% of
cespondents
st 1.0 79
Straighton up offies 2.0 77 .
Rua ervaiiis 3.0 64 :
Group 3 - Tasks ﬁrfomd by 59% to 40% of
TUSpO ts
Ciean and oil typewriter 4.0 52
Prepsre or obtain coffee or refreshments for
employer or his guests 5.0 47
Colliect money from office emplovees for
various purposes 6.0 44 .
~ Group 4 - Tasks performesd by 39% to 20% of
resﬁ:_\ts
Clean and 0il other office wquipment bhesides
typewriter 7.0 29
Arrange physical layout of office, pictures, |
furniture, draperies, etc. 8.0 21 "
Advise employer of illnesses, deaths, cirths, ‘
woddings, etc., of friends 9.0 20
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PERCENTAGES OF
BOOKKEEPING/ACCOIINTING WORKERS
PERFORMING TASKS
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TYPEWRITING TASKS

Croup 1 - Tasks pertormed by 80% or more
Tospondeits

Type addresses on envelopes and/or cards
Type catbon copies

Group 2 - Tasks performed by 79% to 60% of
rosﬁ ts

Type business letters

Proofread typewrittei: copy

Erase original copies

Erzse carbon copies

Type aemorandums

Type and/or rule tabular materials (tables,
columns, rows of figures)

Type final copy from rough-draft copy

Type copy from unarranged copy

Type labels iasdividually

Type cards index cards, file cards,
“address finder" cards, etc.)

Group 3 - Tasks performed by 59% to 40% of
tespondents

Type manuscripts and/or reports
Compose copy at the typewriter
on printed checks

Type fill-ins on duplicated letters or
bulietins (form letters, etc.)

Select or order other typewriting supplies
and equipment (erasers, ritbons, etc.)

Type on printed monthly statements

Select or oxder proper typewriting paper
and carbon paper

Typre on printed W-2 tax forms

Prepare ruled tusiness forms

Type on printed invoices

Type on printed tax returns

PERCENTAGES OF BKPG/ACCTG WORKERS PERFORMING

Rank

L

1.0
2.0

O oI
[ J L J e L ] [

o oo wmunownn

Y
b s b

13.0
14.0
15.5

18.5

17.0
18.¢

19.5
19.5
21.0
22.5
22.5

Times
Mentioned
(pex Cent)

89
83

76
76
73
71
71

68
65
60
60

60

59
56
5§

55

53
47

45
45
43
40
40




TYPEWRITING TASKS CONTINUED Times
Mentioned

Group 4 - Tasks rformed by 39% to 29% of Rank (Pex _Cent)
usﬁents

Type information on continuous roll tape

back or self-sealing back) 24.0 39
Type financial Baslance Sheets 25.0 38
Type on printed payroll time sheets 25.0 37
Make corrections with Tip OK, Ko-rectype,
etc. (requires no erasing) 27.5 36
Type postal cards 27.5 36
Type on printed personnel forms 29.0 33
| Type in outline forn 30.5 31
Type on printed credit memorandums 30.5 31
Type financial Profit § Loss Statements 33.0 30
| Type on printed purchase orders 33.0 30
| Type on printed vouchers 33.0 30
Type and correct stencils {Mimeograph ‘
process) 35.0 28
Type financial budgets 36.0 26
Type on printed receipts 37.5 4
Typc bank Reconciliations 37.5 24
| Type on printed purchase requisitions 39.0 22
| Type minutes or reports of meetings 40.0 21
Type on printed credit inquiries 41.0 20
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PERCENTAGES OF BKPG/ACCTG WORKERS OPERATING
OFFICE MACHINES AND EQUIPMENT

Times
Mentiored
Group 1 - Tasks grfmd by 80% or more Rank  (Per Cont)
res ts ‘
Operate typcwr% itoxr* mri s 40% us: manuals
only; 5% use electrics only; 50% use both
unu;ls and eiectrics ’ 1.0 95
Operate 10-key adding machine 2.0 82
Group 2 - Tasks performed by 79% to 60% of
, usﬁms
Operate copying machine (e.g. Xerox, Thermc-
fax, Ozalid, etc.) 3.0 67
Operate paper punch 4.0 64
Operate calcu.ator (Monroe, Marchant, etc.) 5.0 60

Group 3 - Tasks rformed by 59% to 40% cf
respgisgnts

Operatc paper cutter 6.0 55

Gr 4 - Tasks performed by 39% to 20% of
respondent ‘

Operate check writer protector 7.0 38
Operate 10-key printing calculator 8.0 34
Operats intercom 9.0 3
te mailing meter (postage meter) 10.0 29
Operate full-bank adding machine 11.0 26
Opcrate stencil duplicator (e.g.
mimeograph) 12.0 &5
Operats mmbering machine 13.0 23
Operate bookkesping machine 14.0 20

*This item did not specifically appear in questionnaire. The 95%
figure represents & composite of three questionnaire iteus: "opirate
nancal typewriter," ‘operate electric typewriter (standard),” and
woperate I Executive typewriter.” The original dara seemed to
indicste that ihe respondents did not differentiate between a ste ndard
electric and an IBM Executive typewriter.
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PERCENTAGES OF BKPG/ACCTG WORKERS TAKING
DICTATION AND TRANSCRIBING

All tasks less than 20 percant.

.....
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PERCENTAGES OF BKPG/ACCTG WORKERS FERFORMING
MAILING TASKS

Group 1 - Tasks performed by 80% or more
resgﬁts

Address letters, packages, etc.
Insert letters in envelopes

Group 2 - Tasks performed by 79% to 60% of
resgﬁents

G

Fold letters
Seal ~uvelopes (manually)
kead incoming mail
mail
Take mail to mail room or mail box
Mark, attach, or enclose materials for
outgoing mail

Group 3 - Tasks performed by 59% to 40% of
reﬁents_

Stamp envelopes (manually)

Sort @ail (for different persons)

Forward or distribute mail

Sign for Registered Mail

Pick up mail (lesve desk to obtain)

Take mail to post office

Make nctes on incoming mail which superior
should see

Purchase postage

Calculate postal rates (parcel post, bulk,
ist class msil, etc.)

Have mail registered or certified

Attach pertinent correspondenc® t¢ incoming
mail for superior to refresh his memory

Sort mail (in pricrity ordevr)
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9.0
10.0
11.0
12.0
13.5
13.5

15.0
16.0

17.5
17.5

19.0
20.0

Tines
Mentioned

(Per Cent)

90
87

79
79
71
69
63

65

58
57
S5
52
51
51

47
44

42
42

41
40




MAILING TASKS CONTTIUED Timzs

Mentioncd
Group 4 - Tasks jerformed by 35% to 20% of Rank (Pex Cert)
respondents

Make up mailing list 21.0 37
Sign boss's mpil (his signatu.e) 22.5 35
Read outgoing mail to ckeck ¢p on informa-

tion, etc. 22.5 35
Have m2il insured 24.0 34
Stuff, bundle, sort, and/or label outgoing

bulk mail 25.5 33
Wrap and tie packages 25.5 33
Revise mailing list 27.0 32
Check mailing list 28.5 20
Stamp incoming mail (as to date, time,

etc.) 28.5 30
Obtain mailing material from Post Office

(certified § registersd mail stickers,

raze sheets, etc.) 30.5 22
Keep postage meter record 30.5 22
Trace mail 32.0 21
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FILING TASKS

Group 1 - Tasks performed by 80% or more

respondents

Get materials from files
3ort materials for filing
Transfer records to inactive fil=s

Group 2 - Tasks performed by 79% to 60% of

respoadents

Make fuiders and folder titles for files
(1abels)

Search for lost materials

File materials by name of person

Revise files

File materials by number

File materials by topic or subject

Group 3 - Tasks performed by 59% to 40% of

respondents

Handie classified or confidential files

Select and/or order filing equipment and
supplies

Control and manage filing system

Dispose of records

File materials by date

Keep card induxes of various kinds

Handle cruss references

Grzup 4 - Tasks »rformed by 39% to 20% of

respondents

Install filing systcem

Follow up released materials

Keep tickler or follow-up files of v=uious
kinds

Chack out materials from filzs to
employees

Assign file numbers
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PERCENTAGES OF BKPG/ACCTG WORKERS PERFORMING

Rank

bl:éh'
(==~

10.0

11.5
11.5
13.0
14,5
14.5
16.0

17.0
18.p

19.0

20.5
20.5

Times
Mentioned

(Per Cent)

9l
88
81

79
74
69

63
60

57

53
53
52
49
AS
42

37

35

31
31




PERCENTAGES OF BKPG/ACCTG WORKERS PERFURMING
TELEPHONING AND COMMUNICATING TASKS

Group 1 - Tasks pexformed by 80% or more

respondents

Answer telephone

Place telephone calls (locel)

Place telephone memorands, messages, °tc.,
where employe: will se¢ them

Carry out written or oral orders or
instructions of superiors

Group 2 - Tasks performed by 79% _to 60% of

gzespondents

Turn telephone calls over to another
department

Compose correspondence

Place telesphoae calls (long distance)

Give oral directions to other office
workers

Compose business reports of any kind

Group 3 - Tasks performed by 59% to 40% of

respondents

Compose written dircctions to other office
workers

Group 4 - Tasks performed by 39% to 20% of

respondonts

Receive telezrams and/or cablegrams
Screen employer's calls

Send telegrams and/nr cablegrams
Maintain record of lurg distance calls
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10.0

11.0
12.0
13.0
14.0

Times
Mentioned
Rank (Per Cent)

93
94

83
81

76
75
65

63

44

37
35
32
30




PERCENTAGES OF 3KPG/ACCTG WORKERS PERFORMING
CLERICAL TASKS

Group 1 - Tasks performed by 80% or more
rasEEESents o

None

Group 2 - Tasks pexformed bi.79‘ to 60% of

respondents

Check on suprlies (for re-ordering purposes)

Make notes for next day's work

Look up names and addresse:.

Look over notes and mewos £d>r the day

Arrange papers or articles on your own
and/or your employer's desk

Cut materials (scissoxrs, paper cutter, etc.)

Change calendar daily

Assesble and staple duplicated materials

Compile periodic reports

Order supplies of various kinds for tie
office (from suppliers or central supply
department)

Check money orders, checks, etc., as to
amounts, dates, signatures

Work with records of time and time cards

Protect valuabie and confidentizxl materiuls

Group 3 - Tasks performed by 59% to 40% of

respondents

Send out notices of any type

Compare copy (une copy with anothez copy)

Change dates on rubber stumps or tims stamp
machine daily

Keep desks equipped with office supplies
(sharpened pencils, ink in pens, etc.)

Make change

Get information from various departments
needed for correspondence

Nske out requisitions

Gather data to fill out questionnaires
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Rank

L ]
oOWNNOoO ocoowmwn

10.0

11.5
11.5
3.0

14.5
14.5

1€.0

17.5
17.5
19.5

19.5
21.0

Times
Mentioned
(Per Cent)

76
75
75
74

70
69

68

63

61
61
60

56
56

53

52
52
46

46
45




CLERICAL TASKS CONTINUED

Count items
Inspect material received for completenesy,
damages, stc,

Group 4 - Tasks performed by 39% to 20% of

Tespondentts

Get quotations on supplies (from supplier)

Bistribute supplies

Keep daily attendance of exployees

Review unfinished business file

Check up on observance of various ilaws
(in connection with work)

Take inventory

Dus* employer's desk and ke2p employer's
desk neat

Mzke out sccident reports %cr s<if or
other workers

Post notices

Keep office manual or instruction book for
employees

Route shipments of materials (within office,
betweea departments, etc.)

Weigh items

Rensw newspape: and magazine subscriptions

Keep records on maps or charts (sales
xecords, etc.)

Check tally sheets on various jobs

Place daily newspapers, magazines, etc.,
on employer's desk

Make preparations for meetings

Secure governreat permits of various kinds
(buildings, tax, etc.)
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Times
Mentioned

Rank  (Per Cent)
22.0 43
23.0 42
24.9 39
25.5 38
25.5 38
27.5 35
27.5 35
9.0 34
3.0 33
31.0 32
32.0 31
33.0 27
35.0 24
35.0 24
35.0 24
37.5 22
37.5 22
40.0 20
40.0 20
40.9 20




PERCENTAGES OF BKPG/ALCTG WORKERS
SECURING DATA

Group 1} - Tasks performed by 80% or more Rank

respondents

Use telephone directory 1
Uss dictionary 2.

Group 2 - Tasks verformed by 79% to 60% of

respondents

None

Group 3 - Tasks performed by 59% to 40% of
respondents S

Use company manuals
Use office manuals
Use U.S. Zip Code Directory

QOQ

Group 4 - Tasks performed by 39% to 20% of
- r°3ﬂ°55:““ - -

Use city directory

Use other reference books or manuzls

Use maps

Use technical manuals

Use T.S. Postal Manual (postage rates,
tyoes of mail, stc.)

Use newsnapers

Use magatines

Use secrutarial handbook

S wwNo

@

*

counnn coocd

Ped bod pud pod
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Times
Mentioned
(Pse_Cent)

96
85

55
48
46

39

32
27

25
25
22
20




PERCENTAGES OF BKPG/ACCTG WORKZRS USING

R iy

MATHEMATICS
Times
Mentioned
Group 1 - Tasks performed by 80% or more Rank  (Per Cent)
respon.ients o ’ -
Use subtraction 1.0 98
Use division 2.5 97
Use addition 2.5 97
i’se muiciplication 4.0 96
Usz decimals 5.5 92
Add long columns of figures 5.5 92
Use fractions 7.0 86
Croup 2 - Tasks performed by 79% to 60% of
- respondents |
Convert fractions to decimals 8.0 74
| Compute percentaxe problems 9.0 70
| Convert decimals to fractions 10.0 69
| Compute sales tax 11.0 61
Group 3 - Tasks rerformed by 59% to 40% of
respondents o
Coumpute trade and cash discount 12.0 47
Group 4 - Tasks performed by 39% to 20% of
respondents
Compute interest charges 13.9 37
Corpute amount and per cent of markup or
loss 14.0 24
Compute property and/or income taxes 15.0 23
Work with reciprocals 16.0 22
Compute insurance premiums (life, medicel,
] retirement, etc.) 17.0 21
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Group 1 - Tasks performed by 80% or more
o respondents o i

None

Group 2 - Tasks perforwed by 79% to 60% of

respondents

Xeep books and/or ledgers for any purpose

Make journal entries (any tvpe of journal)

Check bills and/or invoices {verify
extensions, otc.)

Write checks (fer any murpose as a part of
your job)

Make entries in special journals (Cash
Receipts, Sales, Cash Payments, Purchases,
etc.)

Use ledger accounts with "balance" coiumn
(balance form)

Post (transfer) entries from journals to
a ledger (group of accounts)

Group 3 - Thsksﬁsgrfbrned by 59% to 40% of
~ xespondemts

Work with subsidiary ledger (accounts
receivable, sccounts payable, etc.)

Deposit checks and/or cash in bank or
cédshier's office

Compute payruells for employees

Mzke “General Journal" entrics

Give checks to employer for signature

Keep current files of invoices and
purchase orders

Calculate deductions (Income Tax, FICA,
Insurance, etc.)

Maintain payroll register (all employees
listed)

Maintain individual employee's earnings
Tecords

Write receipts
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PERCENTAGES OF BKPG/ACCTG WORVERS PERFORMING
FINANCIAL AND RECORDKEEPING TASKS

Times
Mentioned
Rank  (Per Cent)
1.9 75
2.0 70
3.0 69
4,0 65
5.0 63
6.0 62
7.0 61
8.5 59
8.3 59
10.0 58
11.0 57
12.0 56
13.5 55
13.5 5S
15.0 54
16.5 52
16.5 52




FINANCIAL AND RECORDKEEPING TASKS CONTINUED

Write checks for payroll

Use check register

OX billis of any kind

Take care of checkbook and stubs

Make "Combined Journal' entriec

Keep records for FICA tax (Social Security)

Maintain file of WN-4 forms

Cash checks

Reconcile bank statement

Make out withholding tax statements at
end of year (W-2 forms)

Send out invoices for payment due (on
contract, etc.)

Prepare Worksheet

Act as cashier or teller

Prove cash daily

Take orders for various goods or services
(ia person or by phone)

Keep revords for income taaes

Make out reports for state and/or Federal
Governaent pertaining to various taxes

Prepare a Trial Balance at end of month or
£3scal period (prove equality in ledger)

Keer cash account

Tske care of bankbook

Group 4 - Tasks performed by 39% to 20% of

respondents

Endorse checks

Figure extensions

Total weekly or monthly szles

Compile statistical data

Prepare Balance Sheet

Make lists of employees for income tax
purposes ({salaries, etc.)

Keep track of bad debts

Record time clock data on payroll forms

Make out monthly statements (for services
rendered, goods sold, etc.)

Keep records pertaining to State Industrial
Insurance

Prepare adjusting entries at end of month

Times
Mentioned

Rank (Per Cent)
18.0 50
19.5 490
19.5 49
21.5 48
21.5 48
24.0 46
24.0 46
24.0 46
26.0 45
27.0 41
28.5 42
28.5 42
11.0 41
31.0 41
31.0 41
35.0 40
35.0 40
35.0 40
35.0 40
35.0 40
39.0 39
33.0 39
39.0 39
41.0 38
42.0 37
44.0 36
44.0 36
44.0 36
47.0 3S
47.0 35




FINANCIAL AND RECORDKEEPINC TASKS CONTINUED

Make entries directly to accounts if
business does not use journals

Close ledger accounts

Keep records pertaining to State Un-
employment taxes

Handle collection of outstanding debts
(accounts receivable)

Keep records pertaining to sales tax

Age the accounts receivable

Prepare closing entries at end of month
or fiscal period

Rule ledger accounts at end of moath or
fiscal period

Keep records of sales exempt from tax

Keep peity cash account

Make petty cash payments

Count money to verify cash register
Teturns

5ell various goods or services

Look up or check on financial ratings of
customers or employees

Keep records pertaining to PUTA tax
(Federal Unemployment tax)

Rule journals at end of wonth or fiscal
pericd

Apply for group insurarce (as an
employee)

Work in connection with state or federal
taxes other than B30, FUTA, FICA, Incoue,
State Unemployment, State Industrial
Insurance, or sales tax, licenscs,
permits, reports, etc.

Prepare reversing entries at end o{ month
or fiscal period

Figure inventory {value}

Send out credit memos for goods returned,
8LC.

Maintain price lists and maks necessary
changes

Figure discount and maturity dates

Prepare Profit and Luss Statement {Income
Statement) at end of month or fiscal
period

Prepare sales slips
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Tiwes
Mentioned
(Per Cent)

34
34
34
33
32
32
32
31
31
L
30

30
30

30
29
28

8

27

-~
'Y

26
26
25
25

25
25




FINANCIAL AND RECORDKEEPING TASKS CONTIMJED

Record desily sales in unit conirol forms

Keep records pertaining to BAO Tax

Keep books which supply data for income
tax for company, trust, etc.

Post data on daily sales sheets by depart-
aent or employee

Make decisions on discounts allowable

Record inventory records in proper forms

Work with city and/er county tax state-
ments

Keep records pertaining to employees
belonging to union

Assenble and/or interpret cost data

Prepare Post-Closing Trial Balance at end
of month or fiscal period

Prepare any other accounting data for
transmittal to computer ceater

Use voucher register

Woxk with accruals

Mske entries only in journal(s) if
business uses only journal(s)--does
not use any accounts as such

Keep wage and sales comparison records

Keep record of interest-due dates

Sign checks

Rank

75.0
75.0

5.0
81.0
81.0
81.0
81.0

81.0
81.0

81.0
81.0

81.0
86.5

L]

mmmg
0?@
ooOoWwm

Tines
Mentioned
{Pexr Cent)

24
24

24

22
22
22

22

22
22

22

22
22
21

21
20
20

20




PERCENTAGES OF BKPG/ACCTG WORKERS PERFORMING
EDITORIAL TASKS

Times
Mentioned
Group 1 - Tasks performed by 80% or more Rank (Per Cent)
respondents
None
Group 2 - Tasks performed by 79% to 60% of
res ents
None
Group 3 - Tasks performed by 59% to 40% of
resmionts x
None
Group 4 - Tasks performed by 39% to 20% of
rospondents
Gather data for reports 1.0 24
Compile one report from mumerous small
ones 2.0 22
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Group

PERCENTAGES OF BKPG/ACCTG WORKERS MEETING AND WORKING

WITH BEOPLE

1 - Tasks performed by 80% or more

respondents

Plan work for one's self

Give information in response to verbal
inquiries

Decide on priority of work for self

Group 2 - Tasks performed by 79% to 60% of

Tespondents

Direct people to proper office or depart-
ment
Hear complaints in office and over tele-

phone

Group 3 - Tasks performed by 59% to 40% of

respondents

Meet callers

Make intrcductions

Mske recommendations for improvements of
office procedures, routines, etc.

Confor with employer on policy, procedures,
QtCo

Keep employer reminded of engagemants,
dates, things to do, ete.

Give directions for work to be done (as a2
co-worker or supervisor)

Instruct new employees (work proceadures,
job orientation, etc.)

Coordinate with other personnel on
various matters for employer

Handie sevrvice calls on equipment
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4.5
4.5

6.5
6.5

8.0
9.0
10.0
11.0
12.0

13.5
13.5

Tines
Mentioned

{Yey Cent)
90

53
30

71
71

S6

S5
51
48
45
43

40
40




MEETING AND WORKING WITH PEOPLE CONTINUED
Group 4 - Tasks ggrfomed by 39% to 20% of

Tespondents

Get rid of cranks, beggars, and other
undesirables

Plan work for others

Consult with attorney, tax-examiner,
auditor, etc.

Check up on unfinished work of other
ewployees

Make engagements and appointments for
employer

Approve (0K) customers' checks, charge

es, etc.

"Screen" visitors or peoplc who want to
see your employer

Manage office

Decide on priority of work for others

Counteract false reports vhich spread in
an organization

Supervise other employees

Distribute work among other employees
(in a supervisory capacity)

Follow up on writtsn notices for meatings
by telephone

Investigate references, personal or
financial

Attend conventions, banquets, or neetings
outside of company but relating to

vy business
Intexrview and/or recommend spplicants for

employment

Rank

15.5
15.5

17.0
18.5
18.5
20.5
20.5
23.0
23.0

23.0
25.5

25.5
27.0
28.0

29.0
30.0

Times
Mentioned
(Pexr Cent)

37
37

36
32
32
31
31
28
28

28
27

27
24
23

22
20




PERCENTAGES OF BKPG/ACCTG WORKERS PERFORMING
MISCELLANEOSS TASKS

Times
Mentioned
Group 1 - Tasks performed by 80% or more Rank  (Per Cent)
respondents
None
Group 2 - Tasks perfcrmed by 79% to 60% of
respondents
Straightm up office 1.0 77
Dust 2.0 73
Ru: errunds 3.0 60
Group 3 - Tusks performed by 59% to 40% of
T3Spo ts
Clean and oil typewriter 4.0 41
Group 4 - Tlasks pexformed by 35% to 20% of
res i
Prepiaxa or obtain <offee or refreshments for
employer o) his guests 5.0 39
Collect money from office employees for
various purposes 6.0 37
Clean and oil other office equipwent
hesides typewrite:r 7.0 32
Advise empluver of illnesses, deaths,
births, woddings, etc., of friends 8.0 28
Select or order furnishings for office 9.5 24
Arrange physical layout of office, pictures,
furniture, draperies, etc. 9.5 24
Shop for esgployer 11.0 20
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PERCENTAGES OF
BUSINESS MACHINE CPEZRATORS
PERFORMING TASKS
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PERCENTAGES OF BUSINESS MACHINE OPERATORS PERFORMING

TYPEWRITING TASKS

Group 1 - Tasks psrformed by 80% or more
- res] nts

Type addresses on envelopes and/or cards

Group 2 - Tasks perforned by 79% to 60% of
Tes ents |

Type labels indivicually
Proofread typewritten copy

Group 3 - Tasks performed by 59% to 40% of
| TesSpo ts ' -

Erase carbon copies

Erase original copies

Type carbon copies

Type and/or rule tabular material (tables,
columns, rows of figures)

Type business letters

Type nemorandums

Group 4 - Tasks performed by 39% to 20% of
| respondents - o

Type manuscripts and/or reports

Type cards (index cards, file cards,
"address finder'" cards, etc.)

Make corrections with Tip OK, Ko-rectype,
etc. (requires no srasing)

Type fill-ins on duplicated letters or
bulletins (form letters, etc.)

Type final copy from rough-draft copy

Type copy from unarranged copy

information on continuous roll tape

(gummed back or self-sealing back)

Compose copy at the typewriter

Select or order proper typewriting paper
and carbon paper

13

Rank

1.0

10.5
10.5
12‘5
12.5
14.0
15.0

16.0
17.0

18.0

Times
Mentioned

(Per Cent)

83

59
57
$S
52

45
44

39
39
38
38
35
32

31
21

20




|

PERCENTAGES OF BISINESS MACHINE OPERATORS OPERATING
CFFICE MACHINES AND EQUIPMENT

Group 1 - Tasks performed by 80° or more
respondents |

Operate “ypewriter* NOTE: 32% use manuals
only; 7% use electrics only; 42% use both

manuals and electiics

Group 2 ~ Tasks performed by 79% to 60% of

respondents

Operate 10-key adding machine
Operate paper culter

Group 3 - Tasks performed by 59% to 40% of

Tespondents

Operate copving machine (e.g. Xerox,
Thexrsofax, Ozalid, etc.)

Operate paper punch

Operate calculator (Monroe, Marchant, etc.;

Operate bookkeeping machine

Group 4 - Tasks performed by 39% to 20% of

respondents

Operate full-bank adding machine
Operate switchboard (PBX)
Operate mumbering machine

*This item did not specifically appear in questionnaire.
figure represents a composite of three questionnaire items:

Tines
Mentioned
(Per Cent)

QOO0

81

68
61

59
53
47
41

31
29
26

The 81%
'"operate

manual typewriter,” ''operate electric typewriter (standard),' and
"operate IBM Executive typewriter.” The original data seemed to

indicate that the respendents did not differentiate between a
standard electric and an IBM Executive typewriter.
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PERCENTAGES OF BUSINESS MACHINE OPERATORS TAKING
DICTATION AND TRANSCRIBING

All tazks less than 20 percent.
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PERCENTAGES OF BUSINESS MACHINE OPERATORS PERFORMING

MAILING TASKS

Group 1 - Tasks performed by 80% or more

rospondents

None

Group 2 - Tasks performed by 79% to 60% of

res ts

None

Group 3 - Tasks performed by S9% to 40% of

respondeiits

Addre.s letters, packages, etc.

Pick up mail (leave desk to obtain)

Seal onvelopes (manually)

Insert letters in envelopes

Take mail to mail room or mail box

Porward or distribute mail

Mark, attach, or enclose materials for
outgoing mail

Fold letters

Stamp envelopes (manusally)

Group 4 - Tasks rformed by 39% to 20% of

respondents

Sort mail (for different persons)

Open mail

Calculate postal rates (parcel post, bulk,
1st class mail, etc.)

Read incoming mail

Stuff, bundle, sort, and/or label outgoing
bulk mail

Read outgoing wn:i! to check up on informa-
tion, atc.

Stamp incoming mail (as to datc, time,
stc.)

Check mailing list

Sign boss's mail (his signature)
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10.5
10.5

12.0
13.0

14.0

15.5

7.5
7.5

b et

Tinss
Mentioned
(Per Cont)

75
S3
53
53
51
49

42
41

33
26

25
23
23

2?
22




PERCENTAGES OF BUSINESS MACHINE OPERATORS PERFORMING

FILING TASKS

Groun 1 - Tasks performed by 80% or more
respondents |

Get materials from files

Group 2 - Tasks performed by 79% to 60% of
- respondents | |

Sort materials for filing

Search for lost materials

Make folders and folder titles for files
(1abels)

Group 3 - Tasks performed by 59% to 40% of
' ) TOS]X nts o

File materials by name of person
File materials by date

Transfer records to inactive files
File materials by number

File materials by topic or subject
Revise fil:u:

Hanale cross references

Group 4 - Tasks performed by 38% to 20% of
2 - ts 22 o s

Handle classified or confidential files
Dispose of records

Keep card indexes of various kinds
Follow up released materials

Check out materials from files to

employees

Times
Mentioned
Rank  (Per Cent)
1.0 80
2.0 £9
3.0 64
4.0 63
5.0 57
6.0 53
7.0 48
8.0 46
9.0 42
10,0 41
11.0 40
12.0 38
1%.0 36
14.0 33
15.0 31
16.0 22




PERCENTAGES OF BUSINESS MACHINE OPERATORS PERFORMING
TELEPHONING AND COMMUMICATING TASKS

Group 1 - Tasks performed by 80% or more
o res ents 000

Answer telephone

Turn telephone calls over to another
department

Place telephone calls (local)

Group 2 - Tasks performed by 79% to 60% ~f
' resj ts S '

Carry out written or orsl orders or
instructions of superiors

Place telcphone memoranda, messages, etc.,
where employer will sec them

Place telephone calls (long distance)

Give oral directions to other office
workers

Group 3 - Tasks performed by 5% to 40% of
' respondents o

Scroen employer's calls
Compose written directions to other office
workers

Group 4 - Tasks performed by 39% to 20% of
respondents '

Compose business reports of any kind
Compose correspondence
Maintain record of long distance calls
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Rank

5.0
6.0

8.0

5.0

Times
Mentioned
(Per Cent)

92

85
82

77

72
70

62

44

43

39
32
22



PERCENTAGES OF BUSINESS MACHINE OPERATORS PERFORMING

CLERICAL TASKS

Group 1 - Tasks performed by 80% or more Rank

Tespondents

None

Group 2 - Tasks performed by 79% to 60% of
esponionts

Look tp names and addresses 1.5
Chan;s calendar daily 1.5
Checl. on supplies (for re-ordering

iTposes) 3.0

Group 3 - Tasks S%fomd by 59% to 40% of
respondents

Ar1:ange papers or articles on ysur own and/or

your smployer's desk 4.0
hAssemble and staple duplicated materials 5.5
Change date: on rubber steaps or time

stamr machine daily 5.5
Look over notes and meumos for the day 7.5
Cut materials (scissors, psper cutter,

etc.) 7.5
Compare copy (one copy with another copy) 9.0
Make notes for aext day's work 10.0
Count items 11.0
Keep desks zquipped with office supplies

(sharpzned pencils, ink in pens, etc.) 12,0
Order supplies of various kinds for the

ofZice (from suppliers or central supply

department) 13,0

Group 4 - Tasks performed by 39% to 20% of
respondents
Send out notices of any type 14.5
Check money orders, checks, etc., as to

amounts, dates, signatures 14.5

Make ouz requisitions 16.5
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Times
Mentioned
(Per Cent)

63
63

61

56
52

52
50
50
48
46
44

43

41

37

37
33




CLERICAL TASKS CONTINUED

Compile periodic reports 16.
Make change 18
Get information from various departments

needed for correspondence 2
Distribute supplies 2
Work with records of time and time cards 20.0 26
Review unfinished business file 23.5 22
Keep rocords on maps or charts (sales

Tecords, etc.) 23.5 22
Tak > inventory 23.5 22
Neigh items 23.5 22




SECURING DATA

Group 1 - Tasks %omd by 80% or more
res ts

Use telephone directory

Group 2 - Tasks perZformed by 79% to 60% of
respondents

Use dictionary
Use city directory

Group 3 - Tasks ssnn_'omd by 59% to 40% of
respondents |

Use office manuals

L

Use cg?g% manuals
Use U.5. Zip Code Directory

Group 4 - Tasks performad by 39% to 20% of

respondents

Use technical manuals

Use other reference books or manuals

Use maps

Use U.S. Postal Manual (postage rates,
types of mail, etc.)
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PERCENTAGES OF BUSINESS MACHINE OPERATORS

Rank

1.0

Times
Mentioned

{Per Cent)

85

67
63

58
53
46

32
25
22

22




PERCENTAGES 0F BUSINESS MACHINE OPERAT(RS USING

MATHEMATICS
Times
Mentioned
Group 1 - Tasks perforved b 80% or more Rank  (Per Cent)
T =
Use addition 1.5 90
Use subtraction : 1.5 90
Group 2 - Tasks performed by 79% to 60% of
s_om‘yiﬂ' dents
Uses multiplicstion 3.0 79
Add long columns of figures 4.0 78
Use decimnls 5.0 76
Use fractions 6.5 72
Use division 6.5 72
Group 3 - Tasks performed by 59% to 40% of
' rosﬁ_iﬁ%ntg '
Convert fractions to decimals 8.5 57
Convert decimals to fractions 8.5 57
Compute percentage problems 10.0 42
Group 4 - Tasks performed by 39% to 20% oi
Tes ents o -
Compute sales tiax 11.0 39
e interest charges 12.0 30
Compute trade and cash discount 1%.0 23
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PERCENTAGES OF BUSINESS MACHINE OPERATORS PERFORMING
FINANCIAL AND RECORDKEEPING TASKS

Times
Mentioned
Group 1 - Tasks performed by 80% or more Rank  (Per Cent)
Tespol ts - '

None

Group 2 - Tasks performed by 79% to 60% of
respondents

None

Group 3 _.sks performed by 59% to 40% of
' xesppﬂﬁznts ’

Keep books and/or ledgers for any purpose 1.0

Make journal entries (any type of journal) 2.0

Check bills and/cor invoices (verify
extensions, etc.) 3.0 42

Write receipts 4.0 41

44

Group 4 - Tasks performed by 39% to 20% of
rospondents

Post (tsansfer) emtries from journals to a
lcdger (group of accounts) 5.0
Figure extensions 6.0 31
8.5
8.5

Send out invoices for payment due (or
contract, etc.)

Figure discount and saturity dates

Make entries ir special journals (Cash
Receipts, Sales, Cash Payments, Purchases,

27
27

etc.) 8.5 27
re Worksheet 8.5 27
Make "General Journal" entries 14.5 23
Make entries directly to accounts if
business does not use journals 14.5 23
Use ledger accounts with "balance' column
(bulance form) 14.5 23

Prepsre a Trial Balance at end of month
or fiscal period (prove equality in
tedger) 14.5 23
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FINAVICIAL AND RECORDXEEPING TASKS CONTINUED

Prepare adjusting entries

Send out credit memcs for goods returned,
etc.

Write checks (for any puxpose as 3 part
of your job)

Xeep current files of invoices and purchase
orders

OK balls of any kind

Rank

14.5
14.5
14.5

14.5
13.0

Times
Mentioned
(Per Cent)

23
23
23

23
20




PERCENTAGES OF BUSINESS MACHINE OPERATORS PERFORMING
EDITORIAL TASKS

Times
Mentioned

Group 1 - Tasks performed by 80% or more Renk (Per Cent)
resgaﬁ&?nts Il '

None

Group 2 - Tasks performed by 79% to 60% of
respoTuients ' '

None

Group 3 - Tasks performed by 59% to 40% of
respondents S '

None

Group 4 - Tasks performed by 39% to 20% of
respondents '

Compile one report from numerous small ones 1.0 20
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PERCENTAGES OF BUSINESS MACHINE OPERATORS MEETING AND WORKING
WITH PEOPLE
Times
Mentioned
Group 1 - Tasks performed by 80% or more Rank  (Per Cent)
respondents '
None
Group 2 - Tasks performed by 79% to 60% of
ros ts
Give information in response to verbal
inquiries 1.0 74
Plan work for one's self 2.0 70
Direct people to proper office or
departasent 3.0 67
Deciile on priority of work for self 4.0 62
Group 3 - Tasks performsd by 59% to 40% of
usooﬁsgnts ' '
Instruct ne> employees (work procedures,
job orientation, etc.) S.0 59
Hear complaints in office and over
telephone 6.0 58
Give directions for work to be done (as
a co-worker or supervisor) 8.0 42
Meet callers 8.0 42
Make introductions 8.0 42
Make recommendations for improvements of
| office procedures, routines, etc. 10.0 41
;K Group 4 - Tasks performed by 39% co 2(G% of
| respondents
! Handle service calls on equipment 11.0 35
| Plan work for others 12.0 31
Keep employer remindod of engagements,
dates, things to do, etc. 13.5 29
Coordinate with other personne’ on
various matters for employer 13.5 29
Decide on priority of work for others 15.0 27
Confer with employer on policy, procedures,
etc. 16.0 23
Make engagements and appointments for
employer 17.0 21
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PERCENTAGES OF BUSINESS MACHINE OPERATORS PERFORMING
MISCELLANEOUS TASKS

Times
Mentioned
Group 1 - Tasks performed by 30% or xmore Rank (Per Cent)
Tespondents —
Group 2 - Tasks performed by 79% to 60% of
~ respondents = ' |
ust 1.0 79 i
Run errands 2.0 76 |
Straighten up office 3.0 65 |
Collect money from office smployees for
various purposes 4.0 62
Group 3 - Tasks performed by 59% to 40% of
respoacents S o
None
Group 4 - Tasks performed by 39% to 20% of
respondents ' ' '
Clean and oil typewriter 5.5 29
Clean and oil office equipment other than
typewriter 5.5 29
Prepare or obtain coffee or refreshments
for employer or his guests 7.0 28
Purchase flowers, fruit, books, gifts,
etc., for office 8.0 20
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PERCENTAGES OF
DATA PROCESSING WORKERS

PERFORMING TASKS




PERCENTAGES OF DATA PROCESSING WORKERS PERFORMING

TYPEWRITING TASKS

Group 1 - Tasks performed by 80% or more

Tespondents

Nonie

Group 2 - Tasks performed by 79% to 60% of
' ruspoﬁsznts ) .

None

Group 3 - Tasks performed by 59% to 40% of

respondents

Proofisad typewritten copy
Type labels individually |
Type addresses on envelopes and/or cards

Group 4 - Tasks performed by 39% to 20% of

rospondents

Erase carbon copies

Type business letters

Type carbon copies

Type information on continuous roll tape
(guwed back or self-sealing back)

Type final copy from rough-draft copy

Type copy from unarranged copy

Erase original copies

Type in outline form

Type and/or rule tabular material (tables,
columns, rows of figures)

Make corrections with Tip 0K, Ko-iaectype,
etc. (requires no erasing)

Type memorandums
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35
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30

26
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PERCENTAGES OF DATA PROCESSING WORKERS OPERATING
OFFICE MACHINES AND EQUIPMENT

Times
“entioned
Group 1 - Tasks formed by 80% or more Rank (Per Cent)
respondents | ' . B
Operate key punch 1.0 G:
Group « - Tasks performed by 2% to 60% of
| rTespondents = ==0000@
Operate sorter 2.0 74
Operate Card Verifier 3.0 71
Operate 10-key adding machine 4.0 70
Operate typewriter* NOTE: 15% use manuals
only; 22% use electrics caly; 27% use both
manusls and electrics 5.0 64
Grouvy 3 - Tasks performed by 59% to 40% of
' respondents = 00
Operate burster machine 60 43
Group 4 - Tasks performed by 39% to 20% of
respondents S
Operate paper ontter 7.0 38
Operate tabulating machine 8.0 34
Operate copying machine (e.g. Xerox,

Thermofax, Ozalid, etc.) 10.0 33
Operate intercom 10.0 33
Operate paper punch 10.0 33
Operate mailing meter (postage meter) 12.<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>