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Foreword

The research reported here is one element in the program of activities

of the Institute for Research and Development in Occupational Education of

The City University of New York. The Institute was established and its

activities made possible through the professional support and cooperation

of Dr. Robert S. Seckendorf, Assistant Commissioner for Occupational Edu-

cation in the New York State Education Department.

Under funding from the State Department of Education, the original re-

quest by Mr. Hobart H. Conover, Chief of its Bureau of Business Education,

permitted inquiry limited to job daties in relation to curriculum compo-

nents, carried out on a modest scale. Upon examination of earlier com-

parable investigations, however, it quickly became apparent that there ex-

isted the possibility of developing a set of procedures for conducting cur-

ricular inquiries into occupational fields that could provide information

not heretofore sought in such studies and that have generalizable, not

merely local, applicability. In recognition thereof, the inquiry was ex-

panded in scale and scope: a larger probability sample of employees was

secured; educational and work-experience background information was so-

licited and related to job duties and job advancement; at our request, in-

quiry by Labor Department occupational analysts into the effects of techno-

logical developments on job duties and on hiring prerequisites was at a

level of detail beyond that common to Labor Department occupational anal-

yses; principally, the two major tactics of a playback of curriculum compo-

nents to employees and of actual job duties to curriculum makers were both

employed.

Fiscal support for the expanded inquiry, on a larger scale than the ori-

ginal State Department of Education funding, was supplied from Institute

funds and by the Office of Teacher Education of The City University of New

York.

It is hoped that the expanded scale and scope of this inquiry provide not

only more precise and pertinent information than was formerly available, but

that its procedures will be suggestive for later inquiries aimed at bringing

other occupational curricula into closer accord with actual job requirements.

Lee Cohen, Director
Institute for Research and Development

in Occupational Education
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ABSTRACT

To provide a base of information for potential updating of the prevail-

ing high school curricula in Recordkeeping/Bookkeeping, the components of

those curricula were examined in relation to the actual job duties of em-

ployed bookkeepers--with special focus on entry-level positions and on the

effects of computerization on job duties. The questions are: What is in

the curriculum that is also on the job? and What is on the job that is not

in the curriculum? On the first question, data were gathered by a question-

naire that also solicited details on the educational and work-experience

background of employed bookkeepers. On the second question, accounting su-

pervisors in industry were interviewed by professional job analysts who also

inquired into the hiring prerequisites of employers. Using an approximate

probability sample of employees in New York City private establishments of

all types and sizes, questionnaire responses were secured from 597 employ-

ees of 337 employers, plus a small phonebook sample of employees in three

small Upstate cities. Interview (job-analysis) data--again from a cross-

section of types and sizes of employers--covered 237 employees under 63 job

titles in 16 establishments.

Questionnaire findings provide explicit information on the varying via-

bility of the components of high school instruction. Job-analysis find-

ings show: computerization to have reduced the need to understand bookkeep-

ing concepts, the relative infrequency of prior school training as a re-

quirement for securing an entry-level position, and the prevalence of on-

the-job training of a few days to a few months--whatever the educational

background of the employee. Aside from details on these issues, among the

higher-oruer findings and inferences are these: The Recordkeeping curricu-

lum appears to be nonfunctional; The terminology of school instruction is

often at variance with job terminology; The job duties and job-responsibility

levels of those with no school training in bookkeeping are indistinguish-

able from those with only high school training; Job responsibility and ad-

vancement depend heavily on work experience, secondarily on post-high school

education, and not discernibly on high school bookkeeping training; Jour-

nal and ledger work is predominantly carried out by experienced, not novice,

employees, and high school instruction beyond the trial balance is totally

unjustifiable. Recommendations for curricular revision are made in accor-

dance with the findings, explicitly distinguishing between instruction for

small-firm and large-firm employment (i.e., manual vs. computerized duties).



SURVEY OF ENTRY-LEVEL BOOKKEEPING ACTIVITIES

IN RELATION TO THE HIGH SCHOOL BOOKKEEPING CURRICULUM

The primary objective of occupational education in the secondary schools

is preparation for immediate employment. It is self-evident, then, that oc-

cupational curricula should match entry-level job requirement.. as closely as

possible. The present inquiry was intended to provide a basis for potential

modification of the high school curriculum (more exactly, courses of study)

in recordkeeping/bookkeeping/accounting by examining the extent of its agree-

ment with the job activities of employed entry-level bookkeepers.
1

The major

questions are: What curricular components are in good accord with job re-

quirements? and What job activities associated with computerized and other

automated systems of processing financial data are not in the conventional

high school bookkeeping curriculum? Information on the first question was

sought by questionnaire and, on the second, by interview.

The earlier history of this inquiry is well represented by both profes-

sional and public anticipation of substantial effects of technological de-

velopments (principally computerization and other modes of automated data

processing) on work activities and job requirements. As early as 1961, the

sociologist Ida Hoos, in her Automation in the Office, treated the probable

effects of technology on office occupations; and Diebold's popular journal

article, "When Will Your Husband Be Obsolete?" (1963), is representative of

the drawing of public attention to the effects of technological developments

on occupations. Further, it was generally recognized--for example, by Rosen-

berg in his Automation, Manpower, and Education (1966)--that restructuring

of job requirements mandates reexamination and updating of job training.

In particular, bookkeeping occupations were early identified as ones non-

trivially affected by the newer automated modes of data processing and, for

that reason, suspected of being no longer well matched to or well served by

the conventional high school bookkeeping curriculum. That curriculum, as the

leading high school bookkeeping texts demonstrate, is predicated on manual

1An additional thesis or philosophy is that education should be, in part,
preparation for a career and that high school bookkeeping instruction pro-
vides an early step in a career ladder. The present investigation, via its
data on the employment and educational history of employees, also furnishes
information on the validity of the philosophy.
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bookkeeping systems with a hist-iry measurable in scores of years. Occasional

mention is made of machine methods of data processing, chiefly to demonstrate

the universality of fundamental accounting principles. In any event, the

suspicion of an out-of-phase curriculum has lec.: in recent years to a number

of inquiries into the work of employed bookkeepers and accounting clerks.

The findings of those studies are in general agreement in calling into ques-

tion the relevance of the conventional high school bookkeeping curriculum to

present employment requirements and to career advancement. Some of the de-

tails of these earlier studies provide explanatory background for the pres-

ent investigation.

Earlier Research on Bookkeeping Activities and Employment

The pertinent earlier research deals, on the one hand, with curricular

relevance and, on the other, with census data on bookkeeping employment.

Five studies completed during the 1967-1970 period provide a sufficient

characterization of the information available on the issue of curricular

relevance up to the present investigation. Consideration of their scope,

purposes, methodology, and findings identifies some of the major areas of

information needed to provide'a more adequate basis for curricular revision

than is supplied by these earlier studies: information to which the present

inquiry is addressed.

Luxner, in her inquiry into the early employment history of all 107 vo-

cational bookkeeping graduates of eight Pittsburgh high schools in 1969

(1970), found that of the 89 graduates who were available for employment

only 6 persons (6.7%) were able to secure entry-level employment in book-

keeping positions. Analysis of actual job activities led Luxner to conclude

that high school teaching of "the method of making complicated entries, such

as closing or adjusting entries, and the manual completion of corporation

and partnership practice sets is indefensible" (pp. 145-146). In addition

"The study of two years of manual bookkeeping in high school, in and of it-

self, meets neither job requirements for accounting clerks nor for accoun-

tants" (p. 146). Luxner also mentions "the reluctance of business to hire

the youthful high school graduate for any responsible position" and recom-

mends that "preparation for an accounting career should be deferred until

the post-graduate level" (p. 146).

Similarly, Spanswick, in another small-scale study (1967), found that work

experience, rather than their bookkeeping courses, prepared experienced work-
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ers to handle the bookkeeping activities most frequently performed in their

work.

Lanham, Herschelmann, Weber, and Cook interviewed office employees (mainly

between the ages of 16 and 24 with less than a baccalaureate degree) in sev-

eral major cities (1970). They concluded from data supplied by 251 holders

of bookkeeping positions that "the functional classification of accounting

and computing might well have been relabeled numerical data handling . . . .

The number of [bookkeeping tasks engaged in] requiring application of 'prin-

ciples of accounting' as taught in schools or requiring 'double entry book-

keeping' as a system of financial transaction analysis was minimal" (p. 27).

A number of procedural features of the Lanham study introduce limits to

the applicability of its findings to curriculum revision that the present

investigation sought to remedy. In the Lanham study interviewees appear to

have been drawn from types of firms (stratified into seven Standard Indus-

trial Classifications - -SICs) in proportion to the population distribution by

type. However, the report does not give the number and distribution of em-

ployers in the sample or describe their method of selection. Also/ for

breadth of coverage, interviewers were instructed to select no more than 7

cases from any one company, no more than 2 persons in any one job classifi-

cation in any one firm, and no more than the 6 major activities of each em-

ployee. Neither the sampling of firms (within SIC strata) nor of employees

within firms seems to have been at random; the restrictions on sampling of

employees within firms may have narrowed the range of activities found under

given job title; the frequency of occurrence of various tasks is not re-

,orted; and the limit of six major activities for each employee probably sac-

rificed identification of additional tasks that should be considered for in-

clusion in school curricula. While the major conclusion of the Lanham study

quoted earlier would surely still apply had random sampling been employed

throughout, the relatively narrow set of bookkeeping activities observed

does not permit one-to-one matching with, or item-by-item assessment of, the

components of the high school bookkeeping curriculum.

Perkins, Byrd, and Roley, in their questionnaire survey of a carefully

drawn sample of all office employees in the State of Washington (1968), re-

ported the percentages of "Bkkpg/Acctg Workers Performing Financial and Rec-

ordkeeping Tasks" who engaged in each cf 90 activities ranging from "Sign

checks" (207) to "Keep books and/or ledgers for any purpose" (75%). The
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latter activity is the heart of bookkeeping and is one of a number of instances

of task phrasing too general to permit explicit association with a particu-

lar curricular component: what books? what Ledgers? just what activities

are subsumed under "Keep"? For another thing, the State of Washington does

not represent the concentrations of office workers in large businesses in

metropolitan areas. The entire State contains only 11 employers of more than

30U persons; whereas in New York City alone (according to the complete em-

ployer records of the New York State Department of Commerce) there were, in

April 1971, 346 employers of 500-999 persons and another 253 employers of

more than 1,000 persons. Thus the study by Perkins and his colleagues does

not reveal the specialization of function suspected to characterize large

employers; its findings are not a demonstrably pertinent guide for curricu-

lum revision applicable to the concentrations of office work in metropolitan

areas. (See, below, census data on bookkeeping emproyment.)

Finally, Fairbank inquired by questionnaire into the uses of bookkeeping

skills and knowledges of a sample of high school graduates in New York State

who had completed the high school bookkeeping curriculum (1967). The inquiry

was made four to five years after graduation; the report is based on a 35.5

percent response rate and is silent on nonrespondents. Thus, its ,rirp,..),..-Led

findings have undeterminable; but probably low, reliability--in view of the

characteristic tendency (in questionnaires of the kind and to the audience

of Fairbank's investigation) for nonrespondents to differ in material ways

from respondents. In the present instance, nonrespondents would tend to be

the nonusers of bookkeeping skills--so that the Fairbank data almost certainly

substantially overrepresent the use of bookkeeping knowledges and skills among

a population defined as high school bookkeeping majors four to five years af-

ter graduation.

Summary of Curricular Studies. The reliable evidence from these earlier

studies is uniform in calling into question the pertinence of the traditional

high school bookkeeping curriculum to beginning bookkeeping employment. How-

ever, in some of the earlier instances the task descriptions are too gross

to permit unambiguous association with a curricular component. In others,

the language of the task descriptions does not permit one-to-one matching

with curricular components. There is also some question about the breadth

of job title coverage. In all, the earlier studies do not provide suffi-

cient detail for identifying the viable components of the present curricu-
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lum, the ones worth retaining. Desirable substitutions in or additions to

the curriculum are also not easy to locate in these earlier studies. More-

over, the extent to which obtaining an entry-level bookkeeping position aad

later advancing to a more responsible position depends on formal school

training is an important question to which none of the earlier studies was

explicitly addressed.

Questionnaire studies (e.g., Perkins, et al.) that ask employees to in-

dicate which listed activities they engage in cannot identify job activities

not on the list. On the other hand, direct observation and interview of em-

ployees (e.g., Lanham, et al.) has not to date provided a basis for full as-

sessment of curricular components. Given an existing curriculum and a di-

rective to supply a sufficient and unambiguous basis for modification cf it,

the present investigation employed both questionnaire and interview tech-

niques: the one, identifying present curricular components that are not

viable; the other, identifying current job activities (principally relating

to computerization of financial recordkeeping) that are not in the curricu-

lum.
2

The first tactic plays back the curriculum to employees; the second

plays back job activities to curriculum makers. Taken together, the infor-

mation from both sources can provide a more complete basis for curriculum

revision than has been available up to now.

Census -Data on Bookkeeping Employment. The earlier discussion of the Per-

kins study points to the relationship between size of city and the distribu-

tion of employers according to number of employees and, as well, the suspected

differences in extent of specialization of job duties among small versus large

employers. Those phenomena have self-evident bearing on the confining of the

present investigation (as instructed by the funding agency) largely to New

York City employees; and data on bookkeeping employment demonstrate that such

2
The curriculum in data processing that is offered in some of the high

schools seems to presuppose a clear demarcation between bookkeeping and data
processing personnel--in that the DP curriculum does not deal with the con-
cepts that underlie financial recordkeeping (journalizing, posting, etc.).
That demarcation appears to be fictitious -- applicable, if at all, only to
some of the very largest employers. Instead, our own survey data show over-
whelmingly that, when ADP is in effect, most bookkeepers are partly involved
in it; likewise, some data processing personnel require conceptual knowledge
of bookkeeping while others do not. There is no clear line between the job
requirements of bookkeepers and those of data processors who handle financial
recordkeeping information.
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employn...Int is heavily a big-city, big-firm phenomenon.

Cook .nd Lanham, in their study of Detroit high school graduates (plus

dropouts) who were available for employment (1966), round that small compan-

ies are not a major source of entry jobs for office workers--at least not in

areas containing many large employers. In corroboration of that finding (and

as a preview of present findi.ngs), only one-fof!rth (24.27) of employers of

0-3 persons and only one-third (34.27) of employers of 4-9 persons were found

to employ any bookkeeper. 3 On a larger scale, data from the 1970 decennial

census are provided in two government reports (U.S. Department of Commerce,

1971; Gellner, 1971). These summaries of census data show that the 20 larg-

est 5.14^,As (Standard Metropolitan Statistical Areas) contain 31.9 percent of

the nation's population, but 41.0 percent of the nation's clerical workers.

In more detail, the percentages of all employed persons who were clerical

workers in 1970 are: in the nation, 17.47; in all nonmetropolitan areas,

12.87; in all metropolitan areas, 19.97; in the 20 largest SMSAs, 21.67 (23.47

in the central cities of these SMSAs and 19.97 in the suburban rings). One-

third (33.07) of all the clerical workers in the 20 largest central cities

are employed in New York City, which employs 6.37 of the nation's clerical

workers although it contains but 3.97 of the nation's population.

Decennial census data supplied by the Division of Occupational Education

Planning of the New York State Department of Education4 reveal that New York

City contained in 1.970: 43.3 percent of the State's population, 54.0 percent

of the State's clerical workers, and 52.3 percent of the State's employed

bookkeepers. Taken together, the State's "big six" central cities (Albany,

Buffalo, New York, Rochester, Syracuse, Yonkers) contained 50.3 percent of

the State's population, 61.0 percent of the State's clerical workers, and

58.4 percent of the State's employed bookkeepers. The SMSAs of which these

big-six cities are the hub (central cities plus suburban rings) contain 84.3

percent of the State's population (U.S. Department of Commerce, 1971) and,

by inference, a -,:omparably dominating proportion of the State's clerical

3
Among a sample of 727 employers, all who employed 0-9 persons who did

not respond to our questionnaire (but to whom our mail was delivered and
for whom a phonebook listing existed) were telephoned to determine whether
any person was employed whose job duties included bookkeeping.

4
Personal communication, January 26, 1973.
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workers and, within that occupational group, bookkeepers. Finally, in New

York State as a whole, 10.7 percent of all clerical workers are classified

as bookkeepers. (The largest specified category of clerical workers is

"stenographers, typists, secretaries," accounting for more than one-fourth

of the nation's clerical workers).

The foregoing data make apparent that clerical work is a substantially

urban phenomenon. The New York City data of the present study may be as-

sumed to apply beyond the City to metropolitan-area employment in general,

which is to say, to the majority of the nation's employed bookkeepers. Also,

to the extent that the content of the courses of study represented in the

present questionnaire is reasonably characteristic of national courses of

study (as inferred from analysis of the content of leading textbooks), the

findings of the present investigation have national applicability. Present

data are based on firms of all sizes, including a small sample of employers

in three upstate areas.

MAJOR PURPOSES

The general purpose of the present inquiry was to provide an unambiguous

basis for potential modification of the high school courses of study in rec-

ordkeeping/bookkeeping/accounting to bring them into close accord with the

actual job activities of entry-level bookkeepers and accounting clerks. (An

entry-level position is one that employers in fact offer to inexperienced or

untrained or nominally experienced or nominally trained persons.) Based on

data almost entirely confined to New York City employees, the major questions

are:

1. What components of the standard high school recordkeeping/bookkeep-
ing/accounting curriculum represent activities engaged in by'entry-
level employees?

2. What work activities of entry-level employees (particularly those
attendant on computerization of financial data processing) are not
included in the standard high school curriculum?

As will be explained under "Procedures," information on the first ques-

tion was obtained by mailed questionnaire completed by employed bookkeepers

and, on the second question, by interview of accounting supervisors and, some-

times, of their bookkeepers. In view of the common supposition that the work

activities of beginners might vary with differences in type and size of firm- -

extreme specialization of function being suspected in the very large firms
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and breadth of function being expected among very small firms - -a third ques-

tion is:

3. What differences in work activities, if any, are associated with
differences in type and size of firm?

Closely related to the foregoing major questions are others arising from

the thought of those responsible for bookkeeping instruction that the trained

person has an advantage over the.untrained one in finding a bookkeeping job

and, second, that although the high schcol graduate with school training in

bookkeeping is not expected to be offered at the outset a position involving

higher-level activities (e.g., preparation of financial statements), formal

training in bookkeeping is necessary or helpful for advancement in the field.

On those issues our questionnaire for employees solicited educational and

work history, as well as respondents' judgments of the pertinence of school

training to employment and advancement. Also, for reasons that will be given

later, respondents were found to range over a hierarchy of job responsibility

from the lowliest clerks to company officers with job titles such as chief

accountant, treasurer, and the like. Accordingly, the present investigation

also furnished information on the question:

4. What is the extent of dependence of employment and advancement in
bookkeeping positions on formal school training in bookkeeping?

Another common position is that bookkeeping has "general education" val-

ues. That issue is, in part, a philosophical--and therefore not a research-

able--one. Argument over what is "good for people to know" leads nowhere.

If, on the other hand, the question is restricted to "What components of

bookkeeping instruction are in fact used by large numbers of adults in gene-

ral?" (e.g., bank reconciliation: bringing one's own checkbook records and

the bank's statement into agreement), the issue becomes a manageable one.

For the presumed modest number of items so identified, one could then con-

sider whether an entire year of instruction is needed for such matters or

whether, instead, they could be incorporated into some school offering man-

dated for or made available to all students. After all, if some component

of instruction has general education value, it should be available to all

and not be restricted to the "business" majors who enroll in bookkeeping

courses.

Finally, a few words on computerization of financial data processing are
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in order. The questionnaire contains a section on data processing, almost

entirely confined to the essentially clerical tasks of coding input data,

verifying computer output (printouts), and correcting discrepancies. Data

processing activities unlikely to involve bookkeepers are not listed. Dis-

cussion with Labor Department personnel during the planning of their (inter-

view) part of this inquiry made apparent that computerization goes beyond

mere clerical tasks and involves intermediate records unlike those of manual

bookkeeping 3ystems. Accordingly, their interviews were deliberately planned

to include information on the question:

5. What job activities under computerization of financial data proc-
essing require cognitive knowledge: understanding of bookkeeping
and accounting concepts and principles (e.g., double-entry)?

Other more detailed questions (e.g., extent of use of various business ma-

chines) were also incorporated into the questionnaire. These and other lower-

order questions are not listed here, but are made explicit in the later sec-

tion of this report containing the findings or results of this inquiry.

The five major questions listed above are judged to capture the kinds of

information that can provide a suffic5ently detailed and unambiguous basis

for improving the match between high school training in bookkeeping and em-

ployment requirements. Information for curricular examination is supplied.

It is not the intent or purpose of the present inquiry to suggest or identify

or construct a modified curriculum, but only to provide a base of informa-

tion for that purpose.

PROCEDURES

An overview of procedures may help to put into focus the more detailed ex-

position that follows. First, some data were collected by questionnaire;

other data by interview. Second, questionnaire data were almost entirely

from New York City employees, but a small portion represents employment in

three small upstate cities.- Third, access to employees for questionnaire

purposes was through their employers, and our initial sample of employers

was not confined to those known to employ at least one bookkeeper. There

was, therefore, a reduction_of the initial employer sample to those known

to be "eligible" in the light of this survey's purposes.

Procedural details are given first for the questionnaire inquiry conducted

by the investigator and his colleagues (in New York City and then upstate);

next for the interviews conducted by job analysts of the New York Occupational
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Analysis Field Center of the New York State Department of Labor.

Questionnaire Prccedures

The applicable procedures, described in turn, concern: (1) design of the

questionnaire, (2) sampling of employers and of employees within employing

units, (3) mechanics of approaching and following up members of the sample

and of resolving discrepancies and contradictions in responses, and (4) de-

velopment of a job-level or job-responsibility code.

Questionnaire Design

A copy of the 4-page questionnaire is appended (pp. 231-234). Its three

major sections cover biographical and other background information, details

of present work activities, and additional work activities and task-frequency

information.

The first section of the questionnaire (first page and left side of sec-

ond page) consists of 36 questions5 that solicit identifying and background

information about respondents: educational and employment history (Questions

3-23), including respondents' opinions about the need for formal bookkeeping

training (Questions 13, 14, 21c and d, 23c), machine use and computational

activities in the respondent's present job, involvement in electronic data

processing, etc. (Questions 24-32).
6 Question 33 (number of money columns

in journals) was included (for its curricular implications) at the express

request of the Bureau of Business Education of the New York State Department

of Education. Questions 34 and 35 provide summary information about journal

and ledger work covered in more detail later in the questionnaire, and Ques-

tion 36 solicits details of subsidiary-ledger work not elsewhere reported.

The main body of the questionnaire (beginning on the right side of the

second page) lists the "Details of Present Job Activities,"
7
numbered seri-

Formulated by the principal investigator, who was also responsible for
the graphic design of the entire questionnaire.

6The responses to Question 30 (left side of second page) were not proc-
essed because internal evidence and telephone inquiry of respondents revealed
the question to have been ambiguous, its intent not clear to respondents.

7An initial draft of the curriculum-derived job activities was developed,

refined, and organized into subsections by the two bookkeeping/accounting

consultants mentioned in the Acknowledgments (Messrs. Elliott and Toder).
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of financial recordkeeping. The LEARN columns accompanying the job activi-

ties list were provided by the principal investigator mainly to supply an

explicit basis for distinguishing what must be from what need not be incor-

porated into formal school training. One might ask, polemically: "Why

teach it in school if it is typically learned on the job?" or, rhetorically:

"What should be inferred if persons who perform an activity covered in ear-

lier school training do not recall its inclusion in their schooling or do

not feel that the activity was 'really' learned in school?"--as inferred

from a check in the Job but not in the Sch column. Interpretation of the

LEARN-column responses is not so clear-cut as the foregoing questions might

suggest; for example, an item typically in the curriculum might not have

been covered in a particular school or bookkeeping class, or it might have

been forgotten by a respondent whose school training long antedates his

questionnaire responses--but the intent of the LEARN columns is evident in

the two questions raised above.

Details of Present Job Activities. The major bases for drafting job-

activities items associated with the curriculum (Section L excepted) were

New York State's "Bookkeeping and Accounting I and IT Syllabus" (1970)

and the the New York City syllabus in "Recordkeeping for High Schools" (L970).

Two tactics were employed to estimate the applicability of these local syl-

labi to bookkeeping instruction nationally: (1) To determine the extent to

which questionnaire content is generally present in national instruction, the

questionnaire items were tallied against the contents of eight nationally

used high school recordkeeping/bookkeeping textbooks of three major publish-

ers, and (2) To determine what national instruction is not covered by the

questionnaire, the contents of one first-year bookkeeping text were matched

against the questionnaire items.9 In short: (1) Is what is in the question-

8
There are actually 131 items. Item 94 (Do you prepare a post-closing

trial balance?) was inadvertently omitted in Varityping the master copy, and
its omission was not caught by the principal investigator in proofreading
the master before duplication.

9Textbook examination was done by Mr. Aaron Toder. The books examined
were the latest ones applicable to the high school attendance of the young-
est questionnaire respondents and consisted of: three recordkeeping texts
of two publishers, one first-year bookkeeping text of each of three publ;sh-
ers, and one advanced bookkeeping text of each of two publishers. Among

them, one first-year text was tallied against the questionnaire items.
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naire also in the textbooks? and (2) What is in the textbooks that is not in

the questionnaire? The rationale underlying both aspects of questionnaire/

textbook comparison is that, with due respect to local variations and locally

prepared materials, it is the textbook that largely defines the curriculum.

In that connection, both textbook salesl° and enrollment figures show that

one year of bookkeeping instruction predominates in the public secondary

schools, but that the New York City schools have enrolled much Larger pro-

portions in second-year courses. Specifically, across the nation, 90 per-

cent (and in New York State exclusive of New York City, 87.5%11) of enroll-

ment is in 1-year courses (Wright-, 1965; Gertler and Barker, 1972); whereas

75 percent of New York City enrollment has been for 1 -year programs.12 In

short, the national ratio of 1- to 2-year enrollment has been 9 to 1; the

City ratio, 3 to 1. However, during recent years, characterized by gross

changes in the composition of the City's student body, the former 1-year

curriculum has been extended over a somewhat longer period. Second-year

instruction does include deeper treatment of selected topics, but on a more

modest scale than had prevailed in second-year instruction in earlier years.

The detailed results of examination of eight textbooks for inclusion of

121 questionnaire items (Section L excepted) are shown in Table 83 (page

206). All but 1L items were covered in at least one of the eight books,13

and more than half the items were covered in 4-8 of the books, as follows:

No. of books 0 1 2 3 4 5 6 7 8

No. of items 12 12 21 13 16 16 13 15 3 (Total = 121)

10
In personal communications (February 1973) to Mr. Norman Elliott from

the two largest publishers of high school bookkeeping texts, the ratio of
sales of 1-year to 2-year texts was estimated at 10:1 and 7:1. Presumably,
at least some of second-year sales is to proprietary business schools and
junior colleges.

11 Based on data supplied by the New York State Department of Education.

12
Data sl,pplied by Mr. Elliott, March 1973.

13Questionnaire items not in any of the eight texts are Nos. 28,36, 47, 62-
64, 96, 98, 99, 126, 127, 131. The consultants included them in the ques-
tionnaire either because the activity is known to be reasonably prevalent
in bookkeeping practice or because it is related to subcontracting, branch
accounting, or institutional recordkeeping. No. 47 perhaps belongs in Sec-

tion L, as a data processing activity.
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In the reverse direction (What is in one of the leading first-year textbooks

that is not in the questionnaire?), tallying of the contents of the Freeman,

Hanna and Kahn textbook against the 131 questionnaire items revealed the ten-

dency of textbooks to be encyclopedic, to leave few stones unturned. Thus the

textbook, but not the questionnaire, includes the very rare Journalless and

Ledgerless accounting and such essentially clerical and nonccnceptual matters

as visual files, edge notched cards, strip accounting, and batch posting. The

textbook also deals specifically with closing entries for each of various types

of accounts, whereas that type of activity is represented by only one question-

naire item (No. 114), referring to income and expense accounts. The foregoing

items (and the textbook treatment of data processing) excepted, everything in

the t!xtbook is represented in the questionnaire.

Taken together, the results of 8-book and 1-book examination demonstrate the

applicability of the questionnaire's job activity list to national instruction

in bookkeeping. Tangential corroboration of that inference was supplied by

examination of the questionnaires used in two earlier studies (Fairbank, 1967;

Perkins, et al, 1968), which revealed no job activities with conceptual content

omitted from the present questionnaire. Finally, some syllabus items that are

wholly or largely manipulative (e.g., coin wrapping, sorting financial papers

by date or number, and other such trivia) were also omitted.

Concerning Section L of the questionnaire (on data processing), the New

York State Depart 7.ent of Education syllabus entitled "ADP [Automated Data Pro-

cessing] Supplement to Bookkeeping and Accounting I and II (1971) was found to

be inapplicable to the purposes of the present investigation. High school data

processing, as given in that Supplement, is largely conceptua: and general (e.g.,

How to read a punch card, How to read a flow chart); it does not prescribe in-

struction or "hands on" practice in carrying out data processing activities.

Questionnaire item No. 125 excepted, nothing in the Supplement could be worded

as an explicit job activity. Adtivities 116-124 record, instead, the consul-

tants' judgments of clerical data processing activities likely to involve book-

keeping personnel.

Another point concerns the phrasing of job activities. High school instruc-

tion is overwhelmingly oriented around "businesses" that have "customers." The

wording of Item 26 illustrates the capturing of institutional and professional

employment as well: Do you record or post imioices, bills, or credit memos
to accounts of customers, subscribers, patients, clients,
or grantors?
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There was less success in capturing the terminology associated with auto-

mated processing of financial data. For example, one "posts" to a ledger

and makes "entries" in journals. Yet, many respondents who checked Yes to

items that describe posting and journalizing checked No to the general ques-

tions on ledger work (Nos. 34 and 35, left side of second page) and did not

specify the number of money columns in the pertinent journals listed in Ques-

tion 33 (left side of second page). The reverse inconsistency was also quite

frequent: Yes to the general questions, unaccompanied by Yes to the more

particular items. Telephone inquiry of such respondents revealed that they

were involved in computerized systems that use locally designed intermedi-

ate forms that might or might not correspond to a ledger account or journal

page and might or might not require conceptual understanding of posting and

journalizing. In any event, the mode of correcting these on-the-surface in-

consistencies and reliably interpreting the respondents' job activities is

described later (p. 17).

Sampling of EiNmployers and Employees

The procedures and outcomes of sampling of employers and employees in New

York City and in three small upstate cities are given in detail in a Techni-

cal Appendix (pp. 209-221) and are briefly summarized here.

A probability sample 15 was drawn fromthe population (as of spring 1971)

o al 1 197.565 \cw York City nongovernmental employers and, among them, their

bookkeeping employees. In the three small upstate cities, samples were drawn

from the yellow pages of the local phone books. Completed questionnaires

were received From 59 upstate bookkeepers employed by 56 firms and, in New

York City, from 597 employees of 337 different employers (see Table 90, p.

218). Cooperation was received from 46.1 percent of the sample employers

known to employ at least one bookkeeper and from 59.3 percent of the sample

employees of the cooperating employers--in New York City.

15A probability sample is one in which every element in the population
has a known probability of being selected. In the present instance, the sam-
ple frcquencies for "type" (Standard Industrial Classification) and "size"
(total number of employees) were approximately in proportion to the type and
size distributions of the population of all 197,565 New York City private em-

ployers. The sampling plan war drawn up by our statistical sampling consul-
tant, Professor Martin Frankel, then of Baruch College of The City University
of New York and now at the University of Chicago, based upon population in-
formation supplied by Mr. Peter A. Ansell, Director of the Bureau of Business
Research of the New York State Department of Commerce.
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Generalizability of Sample Data. The generalizability of the sample find-

ings to the population of all bookkkeeping employment (particularly entry-

level employment) rests on the question of whether the job activities of non-

respondents to our questionnaire differ from those of respondents. The infor-

mation on that question is given in the Technical Appendix (pp. 209-221),

showing the various ascertained reasons for nonresponse none of which had

to do with distinctiveness of job activities. Accordingly, it is felt that

the sample findings adequately characterize bookkeeping employment and pro-

vide a sound basis for curricular modification.

Contacting and Followin& Up Employers and Employees in New York City

Because many of the details of contacting and following up employers and

employees are given in the Technical Appendix (mainly pp. 210-216), the ap-

plicable procedures are summarized here, and some additional information is

given.

Smaller firms (Sizes A and B, 0-3 and 4-9 employees) were sent by mail an

explanatory cover letter (p. 228), a copy of the questionnaire, a separate

explanatory note to the bookkeeping employee (p. 230)) and a franked busi-

ness reply envelope. The assumption was that the small firm employed at

most one bookkeeper. The employer was asked to give that person our ques-

tionnaire and its accompaniment:,. The larger firms (Sizes C-F 10-1,000+

employees) were sent a different cover letter (p. 227), together with an

illustrative list of typical entry-level job titles as given by the Depart-

ment of Labor (p. 229). As stated in the large-firm cover letter, employ-

ers were then phoned to further solicit their cooperation and to draw a

random sample of their entry-level bookkeepers and accounting clerks (de-

tails given in the Technical Appendix, pp. 213-214). Upon completion of

employee selection from cooperating employers, we mailed to the employer

for distribution to selected employees the required number of questionnaires,

explanatory notes for the employees, and return envelopes. As given in the

employer cover letters (to both small and large firms), employees were of-

fered a $3 emolument for completing and returning the questionnaire.

The foregoing procedures were applied twice: in spring and fall 1972

mailings to different samples of employers drawn from the same population

of all 197,565 New York City nongovernmental employers. In the spring,

employer mailings were marked for the attention of "President or Personnel
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Director." Among large employers, endless telephoning was required in order

to reach the company officer who could take responsibility for authorizing ac-

cess to employees. 16 Very often, our original mail did not reach that person;

another mailing had to be addressed to him by name. Sometimes, a copy of

the questionnaire was specifically requested, so that employers could assure

themselves that no confidential information was being sought. Fall mailing

was preceded by telephoning with the question: "May I speak to (or what is

the name and title of) the person in charge of your bookkeeping and account-

ing personnel (so that we may send a letter directly to that person)?" Fall

mailings were then addressed directly to the appropriate company officer by

name and title--greatly reducing, but by no means entirely removing, the re-

peated telephoning that followed the spring mailing.

Immediately upon receipt of completed questionnaires, they were screened

for completeness and internal consistency. Omissions and discrepancies were

cleared up in a telephone call directly to the respondent, who was then sent

a check for $3 together with a little note of thanks.

Both employers and employees were followed up by phone. Employers who

promised cooperation were followed up--if necessary, to the point of no re-

turn--on behalf of their getting in hand a list of all pertinent employees

from which a sample could be drawn; (in the giant firms, such a list could

have hundreds of names pulled together from various departments and geograph-

ical locations - -at no small cost of company time). Employers to whom mater-

ials for employees were sent were also followed up if, within a week or two

after mailing, no responses were received. In the same fashion, individual

employees not heard from within a week or two after receipt of our question-

naire were telephoned at work to urge their cooperation. In all, it is es-

timated that perhaps about half of our questionnaire returns were derived

from telephone follow up, rather than from initial contacts. A telephone

campaign accompanying efforts by mail would seem to.be a necessity in inves-

tigations like this one--that is to say, ones in which cooperation is more

a courtesy than an act leading to clear and immediate gain by participants.

16Much of the telephoning was done by a pretrained group of college stu-
dents who became very skillful at dealing with secretaries who viewed their
prime mission as protecting their bosses from strange callers. Arnow; the

more successful ploys was: "I'm in the same boat you are. My boss (the
principal investigator] won't like it if I can't make contact with Mr. .
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Resolving Discrepancies in Questionnaire Responses. Omissions and incon-

sistencies discovered upon screening returned questionnaires were repaired

by telephoning the respondent. One common class of inconsistencies, easily

cleared up, were estimates of work time for various activities that had to-

talled a work week characteristic of the sweatshop era. For example, a re-

spondent might report 10 hours a week at a typewriter and also 90 percent of

a typical work week spent in performing calculations (Question 29, left side

of p. 2). "It only seems that way" was the typical and revealing comment of

such respondents before correcting the calculation percentage.

More troublesome were the inconsistencies mentioned in the upper part of

page 14 of this report. In all such instances the respondent was asked to

describe as best as possible over the phone the nature of the locally devel-

oped, intermediate record forms involved in computerized systems and whether

a knowledge of double-entry principles was required for making entries on

those forms.1:7 Many such respondents, by the way, had earlier held responsi-

ble positions under manual accounting systems but, upon computerization, no

longer required knowledge of double-entry principles. Thus, many understood

the later computer processing of intermediate-form records in double-entry

terms (because of their earlier experience in manual accounting systems), but

explained that there was no real "need to know." In any event, as required,

the Yes responses to posting and journalizing activities in the job-activities

list were brought into agreement with the responses to Questions 33-36 (left

side of p. 2 of questionnaire)-and vice versa. As applicable, instances of

Yes to a given job activity had to be changed to No (with the concurrence of

the respondent).

Development of a Job Code

From small employers (fewer than 10 employees) it was anticipated that the

single bookkeeping employee might well not be an entry-level person. However,

despite the cover letter and job-title list pointing to entry-level persons

sent to larger firms and despite the follow-up phone conversation with a com-

17Phone description of record forms, without the record form in our hands,
was nct considered a sufficiently reliable basis for formal characterization
of the extent of need for conceptual bookkeeping knowledge under computerized
accounting systems. Accordingly, findings on that issue are confined to the
outcomes of the Labor Department job analyses of interview data, accompanied
by copies of the intermediate record forms used in computerized systems.
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pany officer for employee-sampling purposes, substantial numbers of returns

from employers of more than nine persons were from nonentry-level employees.

Telephone inquiry of the employer or employee, soliciting an explanation and

asking whether there might not be a lower-level person to whom we might send

a questionnaire, elicited such comments as: Well, I looked at your question-

naire, and none of our beginners do such advanced things or Our junior people

couldn't check more than one or two things on it or We just don't have any--
body who hasn't been around for several years or I'm the junior person around

here; and so on. What seems to have happened (perhaps the offer of a $3 emolu-

ment had something to do with it) was that some company contact persons took

"entry-level" to mean their junior people, regardless of their status in re-

lation to the illustrative job-title list that accompanied the cover letter.

The foregoing outcome provided an unexpected dividend, a bit of serendipity.

Despite our directive to examine entry-level positions, returns from persons

across the hierarchy of job responsibility also permitted examining the con-

tribution of formal school training in bookkeeping to job advancement. To

do so, it was necessary to develop a code representing successive levels of

job responsibility inferred from the job activities reported by respondents.

The task of developing a job-level code was undertaken by Messrs. Elliott

and Toder, two of our bookkeeping consultants, and an early draft instantly

made apparent the difference between "bookkeeping" defined as what is taught

in bookkeeping courses and "bookkeeping" defined as what persons employed to

process financial data in fact do. The latter definition is manifestly the

pertinent one. Under the former definition, the majority of respondents at

entry levels would have had to be characterized as clerks, not bookkeepers.

Accordingly, the job-level or job-responsibility code was developed in keep-

ing with the pertinent definition. Each of its levels is defined by the cri-

teria displayed in Table 1; those criteria are tied to Yes checks for the

questionnaire items given in the footnote. Grossly defined, the levels are;

(1) Clerk or machine operator, (2) Accounting clerk, (3) Assistant
bookkeeper, (4) Bookkeeper, (5) Junior accountant, (6) Accountant,
and "Mixed" positions.

The "mixed" positions cover activities in addition to bookkeeping: e.g., the

owner of a small business who keeps his own books, dental nurse, secretary/

bookkeeper, Gal Friday, office manager/bookkeeper, and the like.
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As shown in Table 1, there are 11 different ways (Levels 3a-3k) to be an

"Assistant Bookkeeper," 4 ways to be a "Bookkeeper" (Levels 4a-4d), and

either of two ways to be a "Clerk" (Level 1) or "Accounting Clerk" (Level 2).

Reading of the table is illustrated following the table, on page 20.

Table 1

Criteria for Job-Level Codinga

Level
General
Journal

Special
Journals

General
Ledger

Subsidiary
Ledgers

State-
meets

Adjust-
merts

Other

1

1 2 3+ 1-2 3+ 1 2+ TB Other 1-2 3

x OR x

2 x OR x and x

3a x x x

3b x x

3c x
x

x

3d x
1

x

3e x x
-.

3f x Payroll

3g x x

3h x Payroll

3i , x Payroll

3j x

3k
i

x x

4a x r x x x x

4b x ; x 1 i

1

x x

4c
1

x x x; x

4d
1

.

x x x

5 At least 2 years post high school education,
post high school accounting courses, plus
section

including
Yes checks

at least two
in Statements

a
Cenl. Journal items:
Spec. Journal items:

Genl. Ledger items:
Subsid. Ledger items:
Statements:
Adjustments:

33(1), 65, 97, 98, 99, 100, 101, 104,
33(2-6), 9, 10, 11, 15, 16, 17, 18,

45, 48, 49, 51, 52, 54, 56, 69, 77,
34, 70, 79, 100, 105, 112
35, 26, 27, 28, 57, 58, 130, 131
88, 89, 90, 91
106, 107, 108, 109, 110, 115

111,

19,

78,

113, 114
25, 42, 44,
82, 102



To illustrate the reading of Table 1: One way to qualify as an Assistant

Bookkeeper (Row 3a) is to check Yes to one of the Special Journal question-

naire items (see table footnote), to 1 or 2 General Ledger items, and to at

least 2 Subsidiary Ledger items. Another way (Row 3e) is to make entries in

the General Journal and in at least 3 Special Journals. One way to qualify

as a Bookkeeper (Row 4c) involves the General Journal, at least 3 General

Ledger accounts, the preparation of a trial balance (TB), and at least 3 ad-

justing entries. An Accounting Clerk (Row 2.) must make General Journal en-

tries or be involved with.1 Special Journal plus 1 Subsidiary Ledger. The

particular questionnaire items that go with the column headings of Table 1

are given in the table footnote.

Those holding "mixed" positions (Level 7, not shown in Table 1) were ad-

ditionally coded on the bases shown in Table 1. Level-6 criteria are also

not shown in Table 1. Coding at levels 5 and 6 was on a less piecemeal

basis than the lower levels: from involvement with financial statements

considered side by side with post high school education and accounting

courses, as well as job title (Questions 6-10, p. 1 of questionnaire). The

primary job coding basis was job activities, regardless of self-assigned job

title (Question 10). For example, a respondent we coded as a Junior Account-

ant (Level 5) called himself an accounting clerk only because that was the

job title assigned by his employer; he in fact supervised a number of "book-

keepers." One peppy and peppery gentleman in his seventies claimed the ac-

tivities of a senior accountant although hehad no formal bookkeeping train-

ing and no post high school education whatever. His telephoned explanation

was: "When you've been in the accounting field for fifty years, as I have,

there's nothing you can't and don't do." He was assigned his earned job

level of 5 for junior accountant. In some instances, the responses to Ques-

tion 133 (last page of questionnaire) helped to discriminate borderline sta-

tus between one job level and another.

Beyond the immediate purposes of the present investigation, the job-level

code is felt to provide a useful preliminary attempt at job analysis of the

field of bookkeeping/accounting rather deeper than that available up to now

in the Labor Department coding of the Dictionary of Occupational Titles. In-

deed, for the analysis of the Labor Department interview data of the present

investigation (bearing on the need for conceptual knowledge among computerized

accounting personnel), a 3-level code suggested by the investigator was used.
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Processing of Upstate Returns

Inclusion of three small upstate cities in this investigation was at the

mandate of the New York State Department of Education. It was presumably

felt that the small employer characteristic of the small city would go hand

in hand with a requirement for employees who could carry responsibility for

a variety of bookkeeping activities up through, perhaps, the preparation of

financial statements. Small employers are, of course, arso represented in

the New York City sampling, and generated completed questionnaires from 56

employees in 52 non-public establishments. Upstate, small-city sampling (gene-

rating 59 responses from 56 employers) may be thought of as adding to the

amount of information on which inferences about small employers could be

based.

In any event, phonebook (rather than probability) sampling of upstate em-

ployers was agreed upon.with the funding 'agency--with the understanding that

follow-up efforts and resolving of discrepancies in returns from upstate

respondents would not be undertaken: the gain would not be worth the invest-

ment of telephone toll charges between New York City and the three upstate

cities (Auburn, Batavia, Elmira). Accordingly, the mailing to small employ-

ers (see p. 15) was made to the upstate cities from New York City and fol-

lowed up by phone from the Cornell campus only to verify receipt of the

mail, to encourage employer cooperation, to send another mailing should

the earlier one not be at hand, and to send an additional questionnaire or

two should the employer be large enough to justify sampling more than one

employee. All 190 of the upstate employers were phoned, and 101 of them

reported no bookkeeping employees. No further contact with upstate employ-

ers or employees was undertaken. Completed questionnaires mailed to New

York City were processed as best as possible. Omissions and inconsisten-

were not resolved via further inquiry. In consequence--and in contrast to

the data from New York City employees--upstate data are judged to be of lower

reliability and, for that reason, areseparately reported, not added to the

New York City data for small employers.

Labor Department Job Analyses

The derivation of questionnaire statements of job activities from curricu-

lar sources largely confined to manual bookkeeping systems could not ade-

quately capture the changes in activities of entry-level bookkeepers occa-
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sioned by computerization of financial recordkeeping. Accordingly, upon re-

quest, the Occupational Analysis-Industrial Services Unit of the New York

State Department of Labor agreed to undertake interviewing of a sample of

accounting supervisors and, in some instances, of their entry-level book-

keeping employees. The inquiry was conducted by experienced, professional

job analysts who used standard Labor Department techniques and vocabulary in

conducting and reporting the results of interviews. Also, in particular be-

half of this investigation, computerization was especially examined, and rec-

ord forms were collected and analyzed.

Interviews covered 16 "establishments" (employers) in 10 industries. The

employers were selected to cover the range of industrial classifications and

firm size (total number of employees), but not by any formal (probability) sam-

pling process. The employers were: a paint manufacturer, a women's dress

manufacturer, a hotel of an international hotel chain, a nonprofit publisher,

a commercial publisher, a major department store, a retail furniture store,

an insurance brokerage, a major wholesaler and a major marine transporter of

petroleum products, a national medical insurance carrier, a commercial and a

mutual savings bank, a public utility, an aircraft manufacturer, and State

government (New York State Labor Department). Of the 16 employers, 12 were

located in New York City; the others, upstate or in New Jersey. Firm size

ranged from 15 to more than 10,000 employees.

Interviews covered 63 different "jobs" (job titles) embracing 237 "posi-

tions" (individuals). Specifically, 52 jobs covering 213 positions were at

entry levels; 11 jobs covering 24 positions were nonentry ones. Of the 63

jobs, 38 (60%) involved computerization, embracing 155 (67%) of the positions.

The resulting iob descriptions are the raw materials which form the basis

for the definitions (job descriptions) that later appear in the Dictionary

of Occupational Titles. For present purposes, interviewers also collected

samples of work forms used by employees; and they estimated, jointly with

accounting supervisors in these firms, the level of conceptual knowledge of

bookkeeping required for using the work forms. Three levels of conceptual

requirements--used by the Labor Department for classifying each of the 63

jobs--are given, with illustrations, in Table 2. In addition, the principal

investigator and the chief Labor Department analyst examined all the job

descriptions and accompanying materials, and they also applied the six-level

job-responsibility code earlier developed for the questionnaire data.



-23-

Table 2

Criteria for Estimating Conceptual Knowledge Requirements for Job Performance
In Labor Department Job Analyses

I. Little or no concep-
tual knowledge re-
quired

II. Limited or moderate
conceptual knowl-
edge required

III Substantial conceptual
knowledge required

Simple balancing to prove
one set of figures against
another; preparing a so-
called trial balance not
involving double-entry
records.

Preparing trial balance
or cash and security
proofs to verify accu-
racy of records.

Taking trial balance to
close books.

Transcribing (copying)
debit and credit entries
so labeled on business
forms. Machine or manual
journalizing requiring
only copying and comput-
ing totals and balances.

Journalizing and/or
posting requiring com-
prehension of double-
entry principles.

Requiring full under-
standing of double entry
as related to both bal-
ance sheet and P & L.
Maintaining general led-
ger; opening and closing
books.

Simple coding for com-
puter input.

Coding requiring judg-
ment of nature or cate-
gory of transaction
(debit? credit? to what
account?). Complex
journalizing and coding
of composite transac-
tions.

Preparing reversing en-
tries for correction
where figures are given
as plus or minus.

Preparing reversing en-
tries to record adjust-
ments, accruals, pre-
payments, suspensions,
etc.

Reconciling simple bank
statement.

Reconciling bank state-
ment requiring complex
adjustments to company
accounts.

Maintaining subsidiary
ledgers and proving
sub-ledgers against
general ledger accts.

Relating of sections of
accounting system to sys-
tem as a whole in terms
of debits, credits, ac-
counts, Flowd data, etc.

(Table 2 continued on the next page.)
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Table 2 (continued)

I. Little or no con
tual knowledge
required

conceptual knowl-
edge required

(III. Substantial concep-
tual knowledge re-
quired

Maintaining running in-
ventory

Recording depreciation
requiring understanding
of the principle. Main-
taining equipment accts.

Preparing simple recapit-
ulations and summaries.

Preparing complex cum-
maries involving debit
and credit or sales
and purchases.

.

Actions requiring knowl-
edge of fiduciary ac-
counting conceptsrelated
to statutes, courtcases;
etc.

As may be inferred from the Level-I illustrations in the left-hand col-

umn of Table 2, there are instances in which recordkeeping activities that

might appear superficially to consist of journalizing, posting, balancing,

making reversal entries, and making various summaries were in fact trans-

formed into clerical tasks involving mere copying, transcribing or comput-

ing. Also evident are the rather higher standards of definition used by the

accounting executives and supervisors than in high school bookkeeping in-

struction. For example, to employers, reconciling a simple bank statement

is a clerical task; whereas in boo'-.keeping instruction that act is consi-

dered to have nontrivial conceptual content intrinsic to bookkeeping.

The chief implication of the conceptual standards of Table 2 in relation

to the six-level job-responsibility code applied to questiOnnaire responses

is that the latter code undoubtedly overestimates the conceptual require-

ments at the lower levels. Neither the wording of questionnaire items nor

the telephone follow-up procedures that were employed permitted, especially

among personnel in computerized systems, sufficiently accurate discrimina-

tion between simple copying and conceptual requirements. In the instances

of ambiguity or uncertainty at lower levels, coding erred on the generous

side. The standards of Table 2 are probably a more accurate guide to the

conceptual requirements of entry-level positions, and the outcomes of their

application to the 63 job analyses, further trangformed into the same 6-level

code applied to questionnaire respondents, are shown in Table 72, pp. 131-134.
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Presented here are the questionnaire findings based on 597 New York City

respondents and on 59 Upstate respondents and, thereafter, the findings from

the interviews conducted by the Labor DeparLment occupational analysts. Con-

cerning the Upstate data, in many instances there were too few persons in-

volved to justify reporting the data, or the findings differed little if at

all, from the New York City findings. Accordingly, details on Upstate find-

ings are given only when based on sufficient numbers and when there were

apparent differences between Upstate and New York City respondents.

Another feature'of the organization of this part of the report provides

a safeguard against losing sight of the forest for the trees. Detailed cur-

ricular findings are mostly those relating to the list of 131 job activities

in the questionnaire--these are the trees. However, the substantial amount

of background information on respondents (their educational and job history,

primarily) provides not only a helpful perspective for considering curricular

details, but also (and often) generalizations of more consequence than those

that arise from job-activity details. Accordingly, background information is

reported first, detailed curricular findings last (pp. 108-126 and 165-172).

Age, Sex, Education, and Amount of Work Experience

Respondents reported their ages as either in the range 16-24 years old or

25+ years. The percentage distributions for age and sex, as reported by

respondents, are shown in Table 3. Here and hereafter, NYC stands for New

York City respondents.

Table 3

Age and Sex of NYC and Upstate Respondents

(In Percentages)

Sex

Age

New York City Upstate

-24 25+ All -24 25+ All

hale 6.2 21.8 28.0 1.7 20.3 22.0

Female 15.9 56.1 72.0 15.2 62.7 78.0

Total 22.1 77.9 100.0 16.9 83.1 100.0

Note. N = 597 NYC and 59 Upstate respondents.
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Table 3 makes apparent that bookkeeping occupations mainly attract females.

In contrast to NYC respondents, the Upstate employees consist of fewer young

males and more older females. For New York City and then Upstate, the female-

to-male ratios are 2.6 to 1 and 3.5 to 1; the older-to-younger ratios are 3.5

to 1 and 4.9 to 1.

Age information was solicited in categories as gross as 18-24 and 25+ in

anticipation of the resistance of some females to reporting to-the-year age.

However, closer estimates of age are inferable from high school graduation

date, assuming 18 to be th- characteristic age at high school graduation.

Distributions for high school graduation year and estimated age are given in

Table 4.

Table 4

High School Graduation Year and Assumed Median Age of Respondents

Graduation
Year

Median
Age

New York City Upstate

N %
Cum. %

(Read Up)
N

7 Cum. %
(Read Up)

Pre .930 60+ 31a 5.5 100.0 5 9.2 100.0

1930-39 55 113 20.0 94.5 9 16.7 90.7

1940-49 45 114 20.2 74.5 12 22.2 ,74.1

1950-59 35 88 15.6 54.3 12 22.2 51.9

1960-65 28 103 18.3 38.7 7 13.0 29.6

1966 24 18 3.2 20.4 1 1.9 16.7

1967 23 26 4.6 17.2 2 3.7 14.8

1968 22 22 3.9 12.6 1 1.9 11.1

1969 21 18 3.2 8.7 1 1.9 9.3

1970 20 14 2.5 5.5 2 3.7 7.4

1971 19 14 2.5 3.0 2 3.7 3.7

1972 18 3 .5 .5 0 0.0 0.0

Grads. 564 100.0 54 100.0

Non-Grads. 33 5

Total 597 59

a
One each from the graduation years 1915, 1917, 1918; the re-

maining 28 were graduated during the 1920's.
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The information in Table 4 is further summarized in Table 5, showing as-

sumed age at selected percentiles of the distribution of graduation years.

Table 5

Assumed Age at Selected Percentiles
Of High School Graduation Year

New York City Upstate

Toile
A ge

Graduation
Year

A ge
Graduation

Year

121/2 57 1933 60 1930

371/2 44 1946 45 1945

50 37 1953 40 1950

621/2 30 1960 34 1956

871/2 23 1967 23 1967

The data of Tables 3-5 make evident that the questionnaire respondents were

not concentrated in the 18-24 age range originally anticipated for holders of

entry-level positions--if a beginning occupation is defined as one held by a

young person. Both by mail and telephone (except to firms with fewer than 10

employees) the interest in "entry-level" positions was stressed. The actual

age distributions mandate a definition of "entry-level" in terms of job duties,

not chronological age of the employee. There are here, as in many occupational

fields, persons who spend their entire working lives at relatively low-level

jobs.

A second probable factor accounting for the large number of older persons

parallels Luxner's finding (see p. 2, this report) that only 6.9 percent of

the bookkeeping graduates of the Pittsburgh high schools in 1969 who were

available for employment were able to find bookkeeping positions. Here, also,

there do not seem to be many bookkeeping job openings for new high school

graduates.

A third factor, leading to many responses from holders of nonentry posi-

tions, is also pertinent. As many employers explained by phone, only their

more experienced employees were engaged in the kinds of activities listed in

the questionnaire (see the quoted comments, top of p. 18, this report).

The various reasons given above explain the large numbers of older respon-

dents. Illustratively: Table 3 shows that more than three-fourths of the
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questionnaire respondents were at least 25 years old; Table 4 shows that one-

fifth of the NYC respondents and one-sixth of the Upstate respondents were in

the age range 18-24; Table 5 shows that half the respondents were in their

late thirties or older, having been graduated from high school not later than

the early 1950's, with only one-eighth at age 23 or younger in high school

graduating classes since 1967. The phenomena pointed out here apply, as Tables

3-5 show, somewhat more markedly to small-firm Upstate employees than to the

wider range of firm sizes of New York City respondents.

Work Experience and Education

The status of respondents with respect to formal school training in book-

keeping or accounting was determined via questionnaire items 5 and 9; their

work experience in bookkeeping, from items 11 (for those with no experience

prior to their present job) and 23b (for the others). Some had no school

training in bookkeeping, others only in high school, others only in some post-

high school institution, and still others both in high school and post-high

school. The percentage distributions for experience and bookkeeping educa-

tion are shown for NYC and for Upstate respondents in Tables 6 and 7.

Table 6

Percentage Distribution of Bookkeeping Work Experience and Education

Among NYC Respondents

Amount
of Work

Experience

School Training in Bookkeeping/Accounting Total

None HS Only HS+ Post HS Post HS Only Cum.

(N =166) (N =196) (N= 118) (N=117)

Less than
1 yr.

1 yr.

2 yrs.

3-4 yrs.

5-9 yrs.

10-19 yrs.

20-29 yrs.

30+ yrs.

Total

1.5 1.8. 1.0 1.0 32 5.4 5.4

4.2 2.5 .8 1.5

3.0 1.3 2.3 2.0

4.4 2.7 2.3 2.5

3.7 5.5 3.8 4.7

6.0 12.1 4.5 4.4

3.5 4.5 3.4 3.0

1.5 2.3 1.5 .5

27.8 32.8 19.8 19.6

54 9.0 14.4

52 8.7 23.1

71 11,9 35.0

106 17.8 52.8

161 27.0 79.8

86 14.4 94.2

35 5.9 100.1

597 100.1

As shown in the last row of Table 6, nearly two of every seven NYC respon-
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dents had had no formal school training in bookkeeping; nearly one-third

undertook only high school training; the remaining two-fifths were equally

divided between those who took bookkeeping/accounting courses only after

high school graduation or both in high school and subsequently. With re-

gard to work experience in the bookkeeping field (last column of Table 6),

only a little more than one-third of the NYC respondents had less than five

years of experiences; median work experience (taking the 5-9 yr. range as

60-119 months) was 91/2 years. As thus far characterized, the typical NYC

respondent was, in 1972, a 37-year-old female with 91/2 years of work expe-

rience, with five chances out of seven to have had some formal school train-

ing in bookkeeping.

Upstate data, based on the 51 of the 59 respondents who supplied both

experience and education information, are displayed in Table 7.

Table 7

Percentage Distribution of Bookkeeping Work Experience and Education
Among Upstate Respondents

Amount
of Work

Experience

School Training in Bookkeeping/Accounting Total

None
(N = 17)

HS Only
(N=25)

HS +Post HS
(N=5)

Post HS Only
(N=4) N

Cum.

Less than 9.8 0.0 3.9 0.0 7 /3.7 13.7

1 yr.

1 yr. 3.9 3.9 0.0 0.0 4 7.8 21.5

2 yrs. 0.0 5.9 0.0 0.0 3 5.9 27.4

3-4 yrs. 2.0 7.8 2.0 2.0 7 13.7 41.1

5-9 yrs. 7.8 13.7 0.0 2.0 12 23.5 64.6

10-19 yrs. 5.9 5.9 2.0 2.0 8 15.7 80.3

20-29 yrs. 3.9 9.8 0.0 2.0 8 15.7 96.0

30+ yrs. 0.0 2.0 2.0 0.0 2 3.9 99.9

Total 33.3 49.0 9.8 7.8 51 99.9

For the data of Table 7 and throughout for Upstate respondents, the num-

bers are too small to warrant firm generalizations or inferences: one NYC

respondent is one-sixth of one percent of such respondents, whereas one Up-

state respondent is nearly two percent of such respondents. For whatever

the diffe -ences may be worth (Table 6 vs. Table 7), a larger percentage of
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Upstate respondents took bookkeeping only in high school or had no formal

school training in bookkeeping; fewer undertook post-high school courses in

bookkeeping/accounting. The typical Upstate bookkeeper, as thus far charac-

terized, was, in 1972, a 40-year-old female with 7 years 1 month of work ex-

perience in the bookkeeping field, with two out of three chances to have had

some formal school training in bookkeeping.

Finally, if the "None" column of Tables 6 and 7 is divided after the 3-4

yrs. experience point, it appears that employment of those without formal

school training has been appreciably stable over the years; about half of

those without school training have had less than 5 years work experience as

bookkeepers, the other half have had 5 or more years of work experience. To

put it another way, the employment of those without school training has been

at about the same rate in recent years as in the past years.

High School' Bookkeeping Training. Question 5 of the questionnaire soli-

cits high school bookkeeping background as: none, 1 or 2 years of Record-

keeping (offered to NYC students not judged capable of mastering classical

bookkeeping), and 1, 2, or 3 years of Bookkeeping. Only 3 of the 56 Upstate

respondents who supplied the information reported having taken Recordkeeping

in high school (perhaps in New York City before moving Upstate). Accordingly,

with NYC respondents supplying the bulk of all data, information on their

high school backgrounds in bookkeeping can usefully be viewed against city-

wide enrollments in Recordkeeping/Bookkeeping for the selected years shown in

Table 8 (next page).

As shown in Table 8, Recordkeeping enrollment over the 10-year period in-

creased from about 3 of every 10 enrollments (1962) to 3 of every 8 enroll-

ments (1971); whereas Bookkeeping enrollments declined in complementary fash-

ion from 7 out of 10 (1962) to 5 out of 8 (1971). Across the 10-year period

Recordkeeping accounted for one-third of enrollments. Bookkeeping for two-

thirds. The last column of Table 8 reveals continuous decline in total en-

rollments, most sharply in the most recent years. One might suppose that the

decline in total enrollments and the shift toward increased Recordkeeping

registrations as a percentage of total enrollment are in large part attribut-

able to the changing character of the school population during the period

shown. Less interest ln office occupations, particularly those requiring

arithmetic aptitudes, seems probable. Whatever the causal factors may be,

a final bit of detail (not shown in Table 8) is that, citywide, about four-
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fifths (82.27) of Recordkeeping enrollment was for 1 year, not more; and

about two-thirds of Bookkeeping enrollment was for 1 year, not more--over

the 10-year period.

Table 8

Citywide High School Recordkeeping/Bookkeeping Enrollment

In Four Selected Years*

(In Percentages)

Percent

Year
Record-

a
keeping

Bookkeepin8b
N

c
Change

1962

1965

1968

1971

All 4
years

N

29.9

35.4

32.7

37.8

70.0

64.6

67.3

C2.2

42,425

39,370

37,986

31,334

- 7.2

- 3.5

-17.5

33.7

50,902

66.3

100,213

151,115 -26.1
d

*Data supplied by the Bureau of Business and Distribu-
tive Education, NYC Board of Education.

a
Includes Recordkeeping 1, 2, and 3 plus (in 1971) Co-

operative Bookkeeping/Recordkeeping.

b
Includes Bookkeeping 1, 2, 3, Accelerated Bookkeeping,

College Bookkeeping, plus (in 1971) Exploratory Bookkeep-
ing, Pre-Technical Accounting, and Miscellaneous Account-
ing.

c
From previous year listed.

d
1971 in relation to 1962.

It may be mentioned in passing that for the school year applicable to our

youngest respondents (1972), the trend evident in Table 8 is even more marked:

47.8 percent of all enrollments were in Recordkeeping, 52.2 percent in Book-

keeping.

With citywide enrollment data as a background for assessing the involve-

ment of Recordkeeping and of Bookkeeping students in bookkeeping occupations,

the New York City portion of the data for our questionnaire respondents (Ta-

ble 9, next page) shows only 4 percent with a high school background in Rec-
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ordkeeping (24 of 597 persons)--despite the 33.7 percent citywide enrollment

in Recordkeeping. (While it is certainly not assumed that all 597 respon-

dents attended a NYC high school, the most reasonable assumption is that most

of them did.) Table 9 displays the details.

Table 9

High School Bookkeeping Background of Respondents

Pertinent
HS Training

New York City

N

Upstate

N

None

Recordkeeping
1 year
2 years

Bookkeeping
1 year
2 years
3 years

No response

Total

283 47.4

18 3.0

6 1.0 4.0

90 15.1

104 17.4

96 16.1 48.6

0

597 100.0

23

3

40.4

5.3

12 21.1
17 29.8
2 3.5 54.4

2

59 100.1

The data of Table 9 considered in relation to those of Table 8 reveal

that Recordkeeping students do not appear to obtain employment in bookkeep-

ing occupations. Moreover, the sharp contrast between citywide Recordkeep-

ing enrollment (Table 8) and Recordkeeping in the high school background of

NYC respondents (Table 9) is not a function of recent enrollment shifts:

Although details are not shown here, examination of high school background

in relation to high school graduation year shows the Recordkeeping respon-

dents to be distributed across the range of graduation years (e.g., 15 of

the 24 Recordkeeping respondents were graduated prior to 1966, 9 prior to

1960).

From the data of Tables 8 and 9 it seems proper to infer that--

The New York City high school curriculum in Recordkeeping is not no-
ticeably preparing the kinds of students it attracts for employment
in occupations involving the processing of financial information. At
least, the needs of New York City employers for such persons are be-
ing met almost entirely (and in approximately equal proportions) by
those with high school Bookkeeping training and by the presumably
academic majors who have no directly relevant high school background.
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One might surmise that the academic majors (the "None" respondents of

Table 9) who fill nearly half the bookkeeping positions are largely those

who do not write shorthand, who are not skilled typists (or who prefer

not to earn a living at the typewriter), who are not interested in retail

sales positions, and who, for lack of an available alternative of interest

to them, enter the white-collar occupation of bookkeeping/accounting.

Furthermore, as data arising from Labor Department interviews (given later

in this report) lavishly demonstrate, entry positions in the processing of

financial data below the level of college trained accountant seem to re-

quire little more than general clerical skills, particularly arithmetic.

At least, as will be shown in later tables, employers often do not require

previous school training in bookkeeping, and they usually find a few days

to a few months of on-the-job training to be sufficient for inexperienced

and untrained new employees.

Post-High School Education (Summarized). Details on post-high school

education were solicited in questionnaire items 6-9. In summary fashion

at this point (details later), the status of respondents with respect to

post-high school education and the taking of bookkeeping/accounting courses

post-high school is shown in Table 10. Thereiry "Bk/Ac" stands for book-

keeping or accounting (courses).

Table 10

Post-High School Education and Bk/Ac Courses of Respondents

Status
New York City Upstate

N % N %

No Post-HS Education 226 37.9 35 59.3

Some Post-HS Education

No Bk/Ac Courses 136 22.8 13 22.0

Some Bk/Ac Courses 235 371 39.4 62.1 11 24 18.6 40.7

Total 597 100.0 59 100.0

"Post" in Table 10 means after leaving high school, not necessarily in-

struction at a level above high school curricula. For example, 26 of the

NYC respondents later attended evening high school programs presumably of-
.
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fering instruction parallel to the day high schools.
18

In private business

school, junior, and senior college instruction, Bk/Ac courses ranged from

the equivalent of high school bookkeeping through college accounting aimed

at eventual CPA licensing. As Table 10 shows, rather more NYC than Upstate

respondents undertook some schooling after high school and, among such per-

sons, Bk/Ac courses were more prevalent among NYC respondents.

Total Formal Schooling in ckeeitp2zthscolaintinBool. Table 11 (for NYC re-

spondents) and Table 12 (for Upstate respondents) combine the data of Tables

9.and 10 by showing the incidence of post-high school Bk/Ac courses accord-

ing to high school background--in a phrase, total job-relevant schooling.

Table 11

High School and Post-High School Job-Relevant Schooling
Among NYC Respondents*

High School
Background

No Post-HS
Bk/Ac

Some Post-HS
Bk/Ac

Total

N % N % N %

None 166 27.8 117 19.6 283 47.4

Recordkeeping 18 3.0 6 1.0 24 4.0

Bookkeeping 178 29.8 112 18.8 290 48.6

Total 362 60.6 235 39.4 597 100.0

*Row 1 shows, for example, that of 283 respondents
without high school training, 117 undertook later train-
ing, 166 did not. In all, 39.4% of respondents took one
or more Bk/Ac courses after leaving high school.

As shown, the job-relevant post-high school training rates are the same

for those with and without prior high school training (19.6 vs. 1.0+ 18.8).

Prior high school training does not especially stimulate further training.

The employed bookkeeper who feels a need for school training undertakes it,

whatever the high school background. Concerning the two instances of "no

response"(Table 12), to avoid loss of data in later displays of more impor-

tant information, the two are counted as "None" for high school background.19

18
Elicited via phone from respondents who reported no post-high school at-

tendance (in business school or college, Question 6), but 1 or more post-high
'school Bk/Ac courses (Question 9).

19
Telephoning NYC respondents to remedy omitted questionnaire responses
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Table 12

High School and Post-High School Job-Relevant Schooling
Among Upstate Respondents-

_

No Post-HS Some Post-HS

High School Bk/Ac Bk/Ac
Total

Background
N % N % N

None 19 32.2 4 6.8 23 39.0

Recordkeeping 2 3.4 1 1.7 3 5.1

Bookkeeping 26 44.1 5 8.5 31 52.5

No response 1 1.7 1 1.7 2 3.4

Total 48 81.4 11 18.6 59 100.0

*See footnote of Table 11.

A final summary of educational status in terms of job-relevant courses

at any school level is displayed in Table 13.

Table 13

Incidence and School Level pi' Job-Relevant Training

Training

NYC Upstate

N

None 166 27.8 19 32.2

HS only 196 32.8 28 47.5

Post-HS only 117 19.6 6 10.2

HS + Post-HS 118 19.8 6 10.2

Total 597 100.0 59 100.1

Upstate respondents are too few in number to justify any generalizations,

and the several contrasts with NYC outcomes have been mentioned in passing,

earlier. Based on NYC respondents, the data of Table 13 may be put as fol-

lows: Of every 20 holders of bookkeeping/accounting positions who responded

to our questionnaire, 5 had no pertinent school training, 7 had only high

nearly always led to a "no" or "none" or zero response--which is character-

istic for questionnaires. Accordingly, in some instances Upstate omissions

(not checked by phone) were considered to be "no" or equivalent responses.
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school training, and another 4 each took Bk/Ac courses only after high school

or in addition to high school training. In all, a little more than seven-

tenths of the NYC respondents had at least some job-relevant formal schooling,

as did two-thirds of the Upstate respondents.

Details of Post-High School Education. The Upstate data suffer from too

many omitted responses and, besides, involve too few persons to justify re-

porting the details of post-high school education. Confined, then, to NYC

respondents, mention was made earlier (Footnote 18, 0. 34) of 26 persons who

informed us, upon telephone inquiry, that they attended adult programs in

evening high schools (or, occasionally, a college extension program or an

employer-supplied course). Those persons excepted, Table 14 provides de-

tails on the presence or absence of Bk/Ac courses at the various post-high

school levels. As shown, some persons attended several post-high school in-

stitutions (e.g., BS + JC +SC means business school and junior college and

senior college).

Table 14

Incidence of Bk/Ac Courses at Various Post-High School Levels

School Level
Bk/Ac Courses

Total
Median No. of
Bk/Ac Courses

N
(of 345)

None 1- 5+

Business school 51 56 107 31.0 1

Junior college 18 18 36 10.4 2-3

Senior college 56 93 149 43.2 3

BS + JC 5 10 15 4.3 4

BS + SC 4 17 21 6.1 2

JC + SC 2 9 11 3.2 5+

BS + JC + SC 0 6 6 1.7 3-4

Subtotal 136 209a209 345 99.9 2

Elsewhere 26

No Post.HS 226
Education

Total 597

aThese persons, plus the 26 "Elsewhere" respondents, make up
the 235 NYC respondents shown in Table 10 as having taken at least

one post-high school bookkeeping or accounting course.
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The 209 respondents who took from 1 to 5 or more bookkeeping or account-

ing courses after leaving high school make up three-fifths (60.6%) of the

345 persons who undertook some higher education; and those 345 persons make

up 57.8 percent of all NYC respondents. Or, worded as a generalization,

nearly three-fifths of employed bookkeepers who respond to an inquiry ad-

dressed to entry-level persons undertake some higher education; among them,

three-fifths include one or more bookkeeping or accounting courses in that

higher education. (Still finer details--in relation to high school back-

ground--were displayed in Table 11, p. 34.) However, as will later be

shown in detail, substantial numbers of NYC respondents held higher-level,

not entrylevel, positions. Thus, the percentages given above apply to

higher education and job-relevant courses in that education across the

range of bookkeeping/accounting occupations represented by our respondents.

Details on number of post-high school, job-relevant courses are displayed

in Table 15.

Table 15

Distribution of Post-High School Bookkeeping/Accounting Courses

,,,_Number of Courses
Total

1 2 3 4 5+

Number

Percent

64

30.6

50

23.9

19

9.1

26

12.4

50

23.9

209

99.9

As shown in Table 15, job-relevant post high school education consists

most often of a little (one or two courses) or a lot (five or more courses)- -

typically (median), of two courses. Also to be inferred (from Table 14)

is that the 5+ persons are those who attended senior college, the ones who

are the junior and senior accountants among our respondents.

College attendance and graduation rates are shown in Table 16.

Table 16

Junior and Senior College Attendance and Graduation Rates

Attended Percent Graduated.
School Level

N % of 597 Of Attendees Of 597

Junior college 68 11.4 70.6 8.0

Senior College 187 31.3 48.1 15.1
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Typical (median) duration of attendance at business school, junior college

and senior college is, respectively, 1, 2, and 3 years, ranging, respectively,

from '2- to 2, -12. to 2, and 2 to 5+ years.

The data of Tables 14-16 bear in a number of ways on the purposes of this

investigation. For the reasons given on page 27, interpretation of that data

applies not only to the primary interest in the high school bookkeeping cur-

riculum, but also to what might be called a sociology of bookkeeping/account-

ing occupations--the latter, an unanticipated dividend supplied by respondents

who hold higher-level positions and by those with some or complete higher

education whose relatively low-level job duties are in keeping with the rou-

tine finding of earlier occupational studies that show numbers of college-

educated persons working at sub-college occupations.

In any event, one might take "entry level" to mean without previous job

experience. If so, a college accounting major hired as a junior accountant

upon college graduation has accepted an entry-level position. Responses from

such persons contribute to the second or sociological findings. Even for the

primary interest associated with high school curricula, it is necessary to

define entr, level as referring to job duties, not experience. If certain

types of "accounting clerk" positions are available to high school graduates

without previous job experience, a person who has held such a position for

ten years holds an "entry-level" position, despite his job tenure. Also,

at least some of the job-relevant post-high school education whose details

are given in the preceding tables is no doubt the equivalent of high school

bookkeeping, not college accounting.

The data of Tables 14-16, then, in part provide a partial explanation of

the job-activities details given later in this report--across the spectrum

of job levels from the lowliest clerk to a company's chief financial officer;

in part, they bear on the sociology of bookkeeping/accounting occupations.

Summarizing the tabled data: Table 16 shows that about 1 out of 10 respon-

dents attended a junior college; the 7 of every 10 of them who were graduated

make up about one-twelfth of all our respondents. About 3 out of 10 attended

senior college, nearly half of whom were graduated--the graduates compris-

ing about one-seventh of all our respondents. In all, a little more than

two-fifths (42.7%) of our respondents attended junior and/or senior college,

of whom 54.4 percent (nearly one-fourth, 23.1%, of all respondents) were

graduated. Including attendance at a private business school or evening
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high school, as shown in Table 11, nearly two-fifths (39.4%) of all respon-

dents took one or more post-high school bookkeeping or accounting courses,

typically two such courses (Table 14).

Summarizing all job relevant education: The typical NYC respondent is as

likely as not to have had some job-reivant high school training (Table 9) --

followed, in 5 instances out of 8, by some post-high school education that

is more likely than not to have included at least one job-relevant course

(Table 10). Job-relevant post-high school training is equally likely among

those with and without prior high school training (Table 11) and, if under-

taken, is likely to have consisted of two courses (Table 15). Junior col-

lege attendees most often graduate; senior college attendees, about half

the time; the typical NYC respondent, however, is unlikely to be a junior

or senior college graduate (Table 16). Finally, the variety (and combina-

tions) of school levels shown in Table 14 attest to the availability of

post-high chool education in a city like New York. One must suppose that

the frequency of job-relevant post-high school education would be lower in

areas not so well supplied with post-high school educational institutions.

Present-Job Tenure and Prior Employment Status. Total work experience of

respondents was displayed in Tables 6 and 7 (pp. 28, 29). The 131 job ac-

tivities of the questionnaire, however, apply to the respondent's present

job, and details of present-job tenure provide another part of the background

or framework for the later findings on job activities. As a preliminary,

the data on previous employment, by age, are shown in Table 17.

Table 17

Previous Employment Status of Respondents, by Age

Employment Status
and Age

New York City

N

U

N

state

Previously employed
18-24
25+

Subtotal

Not previously employed
18-24
25+

Subtotal

Total

57
342

399

75

123
198

597

9.5

57.3

12.6
20.6

66.8

33,2

100.0

3

32

35

7

17

24

59

5.1

54.2

11.9
28.8

59.3

40.7

100.0
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Table 17 shows that about two-thirds of the NYC respondents and three-

fifths of the Upstate respondents had previous employment; i.e, their pres-

ent jobs were not their first jobs. Inevitably, the majority of those per-

sons were the older ones. Duration of present-job tenure is given in Table 18.

Table 18

Duration of Job Tenure with Present Employer

Tenure
New York City Upstate

N % Cum. N % Cum. %

To 6 mos. 58 9.7 9.7 9 16.4 16.4

7-11 mos. 32 5.4 15.1 2 3.6 20.0

1 yr. 92 15.4 30.5 7 12.7 32.7

2 yrs. 76 12.7 43.2 3 5.5 38.2

3-4 yrs. 103 17.3 50.5 8 14.5 52.7

5-9 yrs. 121 20.3 80.7 13 23.6 76.4

10-19 yrs. 79 13.2 94,0 9 16.4 92.7

20-29 yrs. 29 4.9 98.8 3 5.5 98.2

30+ yrs. 7 1.2 100.0 1 1.8 100.0

No response 0 4

To cal 597 59

Median tenure 3 yrs. 10 mos. 4 yrs. 9 mos.

Although the modal (highest-frequency) job-tenure interval is 5-9 years,

the Cumulative Percent columns of Table 18 show that three-fifths of the NYC

respondents and a. little more than half the Upstate respondents had held

their present jobs for less than 5 years--the typical (median) NYC respondent

for a little less than 4 years, the typical Upstate respondent for a little

less than 5 years.

As a final bit of background, the extent of job mobility among NYC respon-

dents (number of different employers for whom they have worked during their

entire job history) is shown in Table 19. Upstate data are not shown because

of too many omitted responses. As inferred from the percentages of Table 19,

the modal (most frequent) number of employers is 1, and three-fifths of the

NYC respondents have worked for not more than 2 different employers. The

discrepancy between the 38.7% entry of Table 19 and the 33.27 entry of Table
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17 is not unambiguously explainable. Different interpretations by respon-

dents of the number of employers involved in instances of promotion to a

different unit (and supervisor) within the same company possibly account

for the discrepancy.

Table 19

Job Mobility of NYC Respondents

(In Percenuzges)

Number of Different Employers

1 2 3 4 5 6 7+
Total

38.7 21,3 21.3 10.0 5.0 2.3 1.3 99.9

Present-Job Titles

The results presented so far provide general background for considering

the present-job duties of respondents and the relationship of those duties

to various aspects of respondents' backgrounds. At a first, global leVel

of job description, to be followed by finer details, the job titles are

given next.

The respondents' self-reported job titles, solicited in Question 10, of-

ten turned out to be too general, not particularly descriptive of their ac-

tual job duties. Employees of smaller firms tended to call themselves book-

keepers or some variant thereof; those in the larger firms with a formal

personnel structure tended to call themselves "accounting clerks." Such

catch-all titles agree with the experience of the U.S. Department of Labor

over the years (illustrated in the account of their interview findings later

in this report) that bookkeeping is one of the occupational fields in which

job titles tend to be untrustworthy--not particularly descriptive of actual

job duties. One of many such instances was mentioned earlier: a so-called

'accounting clerk" who was in fact a junior accountant; another is a so-

called "comptometer operator" who was in fact an assistant bookkeeper.

Because of the frequent inaccuracy or imprecision of self-reported job

titles, those that were inaccurate or unnecessarily general were replaced

by more accurate or precise ones--on the basis of responses to the list of

131 job activities. "General" was retained as part of a job title only when

the detailed activities fell under several of the lettered categories into
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which the 131 job activities of the questionnaire were organized. The re-

sulting corrected, revised-for-accuracy-and-precision job titles consisted,

for NYC respondents, of 115 different job titles (57 of which occurred only

once each); for Upstate respondents there were 20 different titles (10 of

which occurred once each). 20 Across all respondents, NYC plus Upstate, there

were 121 different job titles, 60 of which occurred once each. To distin-

guish the kinds of job duties at entry levels from those at higher levels of

job responsibility, the 61 titles that occurred more than once are shown in

Table 20, by level (as defined in Table 1, p. 19), accompanied by the number

of respondents holding each title. For present purposes, those who held

"mixed" positions (bookkeeping plus other duties) are shown as such, rather

than by "level" (33 or 5.5% of the NYC respondents and 17 or 28.8% of the

Upstate respondents). The percentages in parentheses accompanying some of

the "mixed" titles show the proportion of total job duties specifically in

bookkeeping/accounting.

Table 20

Job Title of Respondents, by Level of Job Responsibility

Title (by Level) NYC
Up-
state

Title (by Level) NYC
Up-
state

Level 1 (Clerk or Machine
Gperator)

Level 2 (Accounting Clerk)

18 1Payroll clerk
General clerk 27 0 A/R clerk 14 0

Billing clerk 14 0 General clerk 12 0

Bkpg. machine opr. 12 0 Receipts & disburs. clerk 11 1

DP (Data Proc.) Genii. 9 0 A/P (Accts. Payable) clerk 9 0

Figures clerk 8 0 Receipts & receivables 6 0

A/R (Accts. Rec.) clerk 8 0 A/R & Payroll 6 0

DP clerk, payroll 6 0 Bank reconciliation clerk 4 0

Records clerk 3 0 Expense ledger clerk 3 0

Proof machine opr. 1 2 DP clerk 3 0

Cash receipts clerk 2 1 Disbursements clerk 3 0

Payroll forms clerk 2 0 A/R & A/P clerk 2 0

Cash disbursements clerk 2 0 Cost clerk 2 0

Insurance clerk 2 0 Others (1 each) 18 0

Keypunch opr. 2 0

DP, inventory control 2 0

Others (1 each) 12 0

(Continued on the next page)

20
Because job titles were assigned as each questionnaire was screened, in

turn, it could not be foreseen in advance whether some new title would recur.
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Table 20 (Continued)

Title (by Level) NYC
Up -

state
Title (by Level) NYC

Up -

state

Level 3 (Asst. Bookkeeper) Level 5 (Jr. Accountant)

Asst. bkpr. general 77 10 Junior acct. 10 2

A/R 26 0 Acct./Bkpr. 8 0

A/P 20 0 Acctg. asst. 3 0

Receipts & disburse. 15 2 Asst. scct. 2 0

A/R & A/P 15 0 Jr. cost acct. 2 0

Payroll 7 0 Asst. to Treasurer 2 0

Payroll & A/R 5 1 DP control anal. or supr. 2 0

Receipts & receivables 4 2 Others (1 each) 3 1

Ledger
Payroll & disbursements

3

2

0

0
Level 6 (Sr. Accountant

Billing supervisor 2 0 Accountant 7 0

Inventory records 2 0 Sr. accountant 4 0

Paymaster 2 0 Cost accountant 2 0

Others (1 each) 7 0 Others (1 each) 3 2

Level 4 (Bookkeeper) "Mixed" Positions

Bookkeeper, general 75 16 Bkpr./Secretary 11 8

Head or full-charge bkpr. 24 0 Owner or mgr./bkpr. (50%) 4 3

Office Mgr./Bkpr. (90%)4 2 1 Office mgr./bkpr. (50%) 4 1

Others (1 each) 4 0 Gal Friday 4 0

Office mgr./asst. bkpr. 2 0

Owner or mgr./bkpr. (75%) 0 2

Office mgr./bkpr. (75%) 0 2

Others (1 each) 8 1

*This title is shown here, rather than as a "mixed" position, because at
least 90 percent of the job duties were in bookkeepingin contrast to the
"mixed" positions showing up to 50% or 75% of job duties in bookkeeping.
Percentage of job duties in bookkeeping was solicited in Question 15.

To add to the job-title array displayed in Table 20 and to convey some-

thing of the flavor of the specificity of job duties, here are some of the

"1 each" titles (levels in parentheses): (1) safe deposit box clerk, mu-

tual funds clerk, cashier, accounts clerk; (2) posting clerk, loan clerk,

proof clerk, traffic rate clerk; (3) accounting cashier, tax clerk, accts.

reconciliation bookkeeper; (4) A/P manager, note teller, bookkeeper/accts.

analyst; (5) budget coordinator, assistant comptroller, assistant account-

ing manager; (6) corporate accountant, comptroller, auditor, tax account-

ant, financial analyst; (Mixed) dental nurse, A/R clerk and typist, typist/

cash records, AIR clerk/telephone operator, administrative assistant/book-

keeper.
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The job titles of Table 20 were deliberately assigned to discriminate

maximally among the topical areas engaged in by respondents: e.g., accounts

receivable vs. accounts payable vs. payroll vs. A/R and payroll vs. AIR and

A/P vs. payroll and disbursements, etc. The occasional listing in Table 20

of the same job title at different job-responsibility levels reflects the

same topical areas of work duties, but different levels of conceptual knowl-

edge required to execute one's duties within the area(s)--as represented by

the job-level criteria of Table 1 (p. 19).
4

Perhaps the most striking--but not surprising--feature of Table 20 is

the relative incidence of "mixed" positions (5.5% of the NYC respondents,

but 28.87. of the Upstate respondents). The business major in the smaller

schools tends to be required to "take" a little bit of everything: book-

keeping, shorthand, typewriting; and the small employer tends to need a Jac-

queline-of-all-trades. Greater specialization in school instruction and in

the staffing of large employers prevails in urban centers.

The most important inference to be drawn from the data of Table 20 con-

cerns the narrowness of job activities at the lower levels of job responsi-

bility. As powerfully confirmed by the Labor Department interview findings

reported later, lower-level duties tend to consist of a piece of a piece of

a piece of an entire accounting operation, rarely requiring more than triv-

ial or narrow knowledge of bookkeeping concepts.

Summary of Job-Responsibility Levels. The holders of "mixed" positions

were coded for job level according to the complexity of the recordkeeping/

bookkeeping/accounting portion of their total job activities. Across all

respondents, the mean and distribution of job levels are shown in Table 21.

Table 21

Mean and Distribution of Job-Responsibility Levels

Level Description
NYC Upstate

1 Clerk 118 19.8 5 8.5

2 Accounting clerk 119 19.9 2 3.4

3 Assistant bookkeeper 199 33.3 20 33.9

4 Bookkeeper 112 18.8 26 44.1

5 Junior accountant 33 5.5 4 6.8

6 Senior accountant 16 2.7 2 3.4

597 100.0 59 99.9

Mean Job Level 2.78 3.47
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The data of Table 21 reveal that a larger proportion of Upstate than of

NYC respondents held higher-level positions; however, the many omissions

and inconsistencies in the Upstate returns were not--in contrast to NYC

returns--corrected by telephone discussion with the respondent. Thus, the

Upstate data of Table 21are of uncertain reliability at the higher job lev-

els. In particular, both for NYC and Upstate, it is virtually certain that

the numbers at Levels 3 and 4 (assistant bookkeeper and bookkeeper) were

overestimated, especially at Level 4. As given in the criteria for job-

level assignments (Table I, p. 19), trial-balance preparation is a major

component at Level 4. However, as the Labor Department interview findings

(given later) convincingly demonstrate, very little of so-called trial bal-

ance work among employees below the level of junior accountant consists of

the classical trial balance "of the books" intended by job activity No. 88

of the questionnaire. Instead, local figures (e.g., "open items related

to C.O.D. sales," to use one of the Labor Department illustrations) "are

extracted from control records and listed and totalled for comparison with

the books, not a trial balance of the books." Bringing that distinction

to bear on the questionnaire respondents was not possible because it had

not been foreseen in drafting the job activities section of the question-

naire. There is little question but that many of the questionnaire respon-

dents who gave a "Yes" response to activity No. 88--but whose other activi-

ties seemed less consequential--were using the term in a "comparison -with-

the- books" sense, not in the classical sense of a trial balance of the books.

For that reason, it is probable that the numbers at Level 4 are overesti-

mated; many categorized as "bookkeeper" should probably have been assigned

to Level 3, assistant bookkeeper. The oversight that led to the omission

of what was to have been activity No. 94 ("Do you prepare a post-closing

trial balance?") is, therefore, especially unfortunate.. That verbiage is

probably less susceptible to loose and inaccurate interpretation by respon-

dents; had the item not been omitted, the accuracy of job-level assignments

would have been improved.

The Labor Department findings also suggest that the number of question-

naire respondents at Level 3 (assistant bookkeeper) was overestimated.

Much activity associated with the Level-3 criteria of Table 1 was assumed,

in interpreting the data, to involve the sorts of journal and ledger forms

of "classical" bookkeeping instruction. Instead, as the Labor Department



-46-

interviewing of employees and analysis of the record forms used make evident,

prelabeled and precoded forms prevail, removing or reducing to greater or

lesser extent the need for conceptual knowledge in order to carry out one's

job duties.

In effect, the job-activity statements of the questionnaire, prepared by

consultants from the educational world, presupposed employment terminology,

concepts, and record forms like those of high school bookkeeping instruction.

Instead, the face-to-face interviewing of accounting supervisors and workers,

and the inspection of the hundreds of record forms actually used by employ-

eeslcarried out by trained Labor Department occupational analystsprevealed

substantial differences between the suppositions of school instruction and

_Ictutil job practices. This is certainly not to say that the concepts that

underlie the maintenance of financial records are inapplicable, but rather

that the need to understand those concepts has been removed or lessened by

the personnel structures and by the record-form designs in actual use in in-

dustry by bookkeeping personnel, especially among the larger employers. As

the later account of Labor Department findings will show, it is often com-

puterization that has led to and made possible the record-form designs that

remove or reduce the need to understand bookkeeping/accounting concepts among

employees below the level of college-trained accountant.

In sum, then, the numbers of questionnaire respondents given in Table 21

(and in later tables) as "bookkeeper" and "assistant bookkeeper" (Levels 4

and 3) are overestimates: some, perhaps many, of the 4's should be 3's; and

some, perhaps many, of the 3's should be 2's (accounting clerk). However,

there is no reasonably accurate way to correct the frequencies; those of Ta-

ble 21 prevail throughout the reporting of questionnaire findings.

Personnel Needs in Establishments of Various Sizes

The supposition (see Purpose No. 3, p. 8) that specialization of function

and, in turn, less need for higher-level skills would be found among the

larger employers is nicely supported by the questionnaire findings. Taking

job-responsibility levels 1 and 2 (clerk, accounting clerk) to represent the

more modest requirements for specialized conceptual knowledge, the data of

Table 22 (next page) show progressive increase in the percentage of all re-

spondents from employers of various sizes who were at Levels 1 or 2--as size

of firm (total number of employees) increases: from one-eighth (12.5%) of

those in the smallest establishments to five-eighths (64.5%) of those in the
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largest establishments. In corroboration of that clear trend, the average

(mean) job level of all respondents from establishments of each size goes

down as firm size goes up. (The data of Table 22 apply only to New York

City respondents; information on size of firm was not available and could

not be secured for Upstate respondents.)

Table 22

Percentage Distribution of NYC Respondents by Firm Size and Job Level
And Mean Job Level for Each Size of Firm

Size of Firm
(No. of

Employees)

Job Levels
(Percent) Mean

Level

All Respondents

N7.
3-6

0-3a 12.5 87.5 3.47 32 5.4

4-9 12.5 87.5 3.25 24 4.0

10-99 24.4 75.6 3.02 209 35.0

100-499 37.9 62.1 2.87 124 20.8

500-999 62.5 37.5 2.38 87 14.6

1000+ 64.5 35.5 2.31 121 20.2

Total 39.7 60.3 2.78 597 100.0

aResponses can (and did) come from firms with zero employees in
instances of owner-operated establishments without employees whose
owners did part or all of the bookkeeping.

Subject to the probable overestimation of respondents at Levels 3 and 4

(see pages 41-46), the mean job level of 2.78 places the typical respon-

dent about three-fourths of the way between accounting clerk and assistant

bookkeeper. The trends in relation to the personnel requirements in firms

of various sizes have been pointed out preceding Table 22 and are evident

in the second and third of the four sections of the table.

It is evident from the data of Table 22 that in establishments with fewer

than1Oemployees, the need is for bookkeeping personnel at about the level

of assistant bookkeeper. However, the accounting for the full population of

all New York City private employers as of April 1971 (supplied by the New

York State Department of Commerce and used as the basis for the sampling plan

for the present investigation, as detailed in the Technical Appendix) shows

the extent to which the relatively small number of large employers accounts
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for large proportions of all employees. The population frequencies supplied

the Commerce Department are displayed in Table 23, together with the esti-

mated cumulative percentage of employees, by si :e of firm.

Table 23

Distribution of All NYC Private Employers as of April 1971
And Estimated Percentage of anployees, by Firm Size

Size of Firm
(No. of

Employees)

Median No.
of !Employees

No. of
Firms

Cumulative %
(Read Up)

Firms anployeesa

0-3 11, 112,903 100.0 100.0

4-9 61 43,663 42.9 95.7

10-99 55 37,255 20.8 88.6

100-499 300 3,145 1.9 36.8

500-999 750 346 .3 12.9

1000+ 1000
1)

253 .1 6.4

197,565

a
The frequencies underlying the percentages are arrived

at by multiplying the midpoint of each "size" interval
(Column 2) by the number of firms in that interval (Column
3).

b
Taking 1,000 as the midpoint of an interval that begins

at 1,000 of course leads to a conservative estimate of the
number of employees in such firms.

The cumulative percentages of Table 23 make evident that the small numbers

of large firms employ disproportionately large percentages of all employees.

Taking 100 as the cutoff point for "large," less than 2 percent of the firms

account for nearly three-eighths of employment; using 10 as a cutoff, one-

fifth of the employers accounts for more than seven-eighths of employees. 21

In short, although the number of small employers greatly exceeds the number

of large ones, the bulk of employment resides in the large firms.
22

use of the class-interval midpoint as a multiplier makes the employee
percentages estimates, not exact figures. The percentages for firms, on the
'ber hand, are exact.

22
If "Government" and other nonprivate employers were to be considered,

the percentage of total employment accounted for by largo employers would
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Considering the foregoing phenomenon in relation to the job-level data

of Table 22, it is evident that the bulk of the need for bookkeeping per-

sonnel among private employers in New York City is at the level of account-

ing clerk (as defined by the criteria of Table 1, p. 19). The mean or

average job level reflects all respondents, including the many holders of

nonentry positions. Even so, the large-firm requirement is mainly for

persons at Levels 1 and 2, not exceeding "accounting clerk." It follows

that--

High school bookkeeping training at the level of accounting clerk
would satisfy a large proportion of the needs of New York City pri-
vate employers.

More advanced training could be undertaken after employment at one or

another post-high school institution--as may be judged desirable by the

employee. Indeed, as shown in Table 11 (p. 34), post-high school book-

keeping/accounting courses were taken by about one-fifth of those with-

out job-relevant high school raining and by an equal percentage of those

who did take recordkeeping or bookkeeping in high school.

Relationships Between Job Level, Education, and Work Experience

Aside from the details of job activities represented by the 131 question-

naire items, the dominating question is surely the one of the extent to

which the level of one's job responsibilities depends on formal school train-

ing as contrasted with amount of work experience. Closely associated with

that question is the issue of promotion. Is it schooling or experience

that mostly accounts for (a) level of job responsibility and (b) advancement

to more responsible duties? These two issues are treated in turn.

Job level is expressed on the 1-6 scale enumerated in Table 21, and the

various levels are defined according to the criteria of Table 1 (p. 19)..

For various amounts of total work experience in the bookkeeping field and

for status with respect to job-relevant school training, the means and stand-

ard deviations for job level among NYC respondents are shown in Table 24.

probably be even greater. Also, the assumption underlying the reported per-
centages is that clerical employees in general and bookkeeping personnel in
particular are in proportion to total employees. In view of the decennial
census data for New York City cited on page 6 of this report (viz., 6.3% of
the nation's clerical workers in a city that contains 3.9% of the nation's
population), it is not unlikely that the proportion of total bookkeeping
employment concentrated in large establishments is even greater than that
reported above. In the decennial census month of April 1970, by the way,
there were 154,396 persons employed as bookkeepers in New York City.
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The details of Table 24 deserve close examination. Consider, first, the

job-level means for work experience among all respondents (next to last col-

umn of Table 24) in contrast to those for schooling (the "Total" row of the

table). For work experience, with occasional zigzags, job responsibility

increases with experience, covering a range of 1.5 steps (from 2.31 to 3.81)

on the 6-step job-level scale: from the lower end of accounting clerk du-

ties to the upper end of assistant bookkeeper activities. Within each of

the four schooling columns, the same general trend towarc increased respon-

sibility with increased experience is apparent. To make more apparent the

general trend somewhat masked by the zigzags accompanying the rather fine

classifications of work experience listed in Table 24, condensing the array

leads to job-level means as follows:

Less than
1 yr. 1 yr. 2 yrs. 3-4 yrs. 5+ yrs.

2.34 2.31 2.60 2.87 2.89

From the job levels associated with various amounts of work experience

and with various school backgrounds, considered separately and together,

it may be inferred that:

Job responsibility increases with experience regardless of status
with respect to job-relevant schooling.

With particular reference to high school training in bookkeeping, the

"Total" row of Table 24 shows nothing to choose between those with no job-

relevant schooling and those with high school training only (2.54 vs. 2.52).

The sizable increase in job level is found among those with post-high school

job-relevant training, especially those without prior high school training.

Post-high school training to some extent and self-selection to a large ex-

tent--not high school training in bookkeeping--appear to explain the dif-

ferences in job level shown in the "Total" row. That is, the assumption is

inescapable that the "None" and "Post-HS only" respondents are mostly the

academic, not the business, majors in high school--the ones who are academi-

cally more able, as revealed by IQ measures (see Footnote 24, p. 67). Such

persons do as well as those with high school training (2.54 vs. 2.52) and,

when they undertake post-high school training, clearly exceed in job respon-

sibility those who add post-high school training to high school bookkeeping

(3.44 vs. 2.92). The foregoing outcomes are generally applicable to each

of the "experience" rows of the table. The summary inference is that--
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The job-responsibility levels of bookkeepers are largely determined
by experience, general intellectual ability, and post-high school
job relevant schooling--not by high school bookkeeping training.

The foregoing inference is merely an instance of a well established gene-

ral phenomenon: Occupational status is largely a function of the measurable

features of experience, ability, and advanced training plus, of course, the

hard-to-measure or unmeasurable factors of attitude, drive, chance, luck,

and the like.

Concerning post-high school, job-relevant training, increases in job re-

sponsibility levels go with increases in number of bookkeeping/accounting

courses. For those with no job-relevant, post-high school training, the

mean job level is 2.52; for those with 1 or more courses, 3.14. Details are

shown in Table 25.

Table 25

Mean Job Level of NYC Respondents,
By Number of Post-High School Bookkeeping/Accounting Courses

1 2 3 4 5+ 1-3+ None

2.68 2.83 3.05 3.85 3.84 3.14 2.52

The trends of Table 25 are in accord with common-sense expectations and

require no additional comment.

Returning to Table 24, by no means do the inferences drawn suggest that

high school training in bookkeeping is valueless. It is conceivable, perhaps

even likely, that many of the sorts of students who elect high school book-

keeping (rather than an academic curriculum) could not otherwise obtain and

retain jobs in the bookkeeping field. The questionnaire provides no direct

data.on that hypothesis or supposition. Indirect evidence, however, is sup-

plied by the responses to Question 13, soliciting the respondents' judgments

of the extent to which they felt they could have learned (or did learn) to

perform their job duties without previous school training. The findings on

that question, in relation to schooling status, are displayed later in this

report (pp. 68-73).

In the meantime, a basis for interpreting the standard deviations (S.D.'s)

of Table 24--measures of the spread of job levels around the average or mean

level--is provided by the detailed distributions of job levels according to



schooling status, shown in Table 26.

Table 26

Job-Level Distribution of NYC Respondents,
By School Background in Bookkeeping

Job
Level

School Background in Bookkeeping

None

N

-53-

All
HS + Post-HS Respondents

HS Only Post-HS Only
N

2

3

4

5

6

All

N %

40 6.7 44 7.4

35 5.9 42 7.0

60 10.0 74 12.4

25 4.2 36 6.0

5 .8 0 0.0

1 .2 0 0.0

166 27.8 I 196 32.8

20 3.4

30 5.0

27 4.5

26 4.4

11 1.8

4 .7

118 19.8

14 2.3

12 2.0

38 6.4

25 4.2

17 2.8

11 1.8

117 19.6

118 19.8

119 19.9

199 33.3

112 18.8

33 5.5

16 2.7

597 100.0

Reflected by the smallest S.D. for training in Table 24 (1.03), none of
the "HS Only" respondents of Table 26 exceed Level 4. The Table-24 S.D.'s
of 1.13, 1.35, and 1.42 reflect the increasing proportion of higher-level
job holders (Levels 4-6) as one moves (in Table 26) from "None" through "HS +
Post-HS" to "Post-HS Only." Selection factors (i.e., native ability) no
doubt largely account for the greater incidence of higher-level positions
among "None" than among "HS Orly" respondents. Post-HS bookkeeping/account-
ing training is the major contribi_tor to higher-level positions and, among
such persons, selection factors again explain the greater incidence of higher-
level positions among the "Post-HS Only" than among the "HS + Post-HS" re-
spondents.

For the respondents classified by schooling as displayed in Table 26,
(from "None" through "Post-HS only") the percentages holding positions at
the three higher levels, 4-6, are, respectively: 18.7, 18.4, 34.7, and 45.3.
Findings such as these make apparent the role of post-high school, job rele-
vant training in obtaining or advancing to higher-level positions in the
bookkeeping/accounting field. For amount of work experience in the order
listed in the left-hand column of Table 24, the percentages of respondents
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at levels 4-6 are, respectively, 3.1, 14.8, 23.1, 31.0, 18.9, 30.4, 39.1

and 44.1. Nontrivial incidence of higher-level positions tends to occur

among those with at least three years of experience and, understandably,

is most marked among those with 20 or more years of work experience.

In relation to one of the major purposes of this investigation (Purpose

No. 4, p. 81, the findings on job responsibility call into question the sup-

position of those responsible for high school bookkeeping instruction; viz.,

that high school bookkeeping training is a necessary or clearly helpful con-

tributor to the attainment of higher-level positions. Instead--

Attainment of higher-level positions in the bookkeeping/accounting
field is largely a function of work experience, academic ability, and
post-high school bookkeeping training--not high school bookkeeping.

In particular, the important role played by post-high school, job-relevant

training in accounting for level of job responsibility is evident in the per-

centages of persons at each job level who undertook such training. For job

levels 1-6, respectively, the percentages are 28.8, 35.3, 32.7, 45.5, 84.8

and 93.8. Such training is increasingly in evidence as job level increases.

Other Relationships with Job-Responsibility Level. The older, more ex-

perienced persons tend to be those whose present jobs are not their first

jobs. Reflecting that phenomenon, the job-level means for those with and

without work experience prior to their present jobs are, respectively, 2.91

and 2.52; for ages 18-24 and 254, the means are 2.38 and 2.90, respectively.

Proportionately more males than females undertock (a) post-high school

education, (b) bookkeeping/accounting courses in that education and, when

they did, (c) more such courses. In particular, those at Levels 5 and 6

(junior and senior accountants) are almost exclusively males. Such findings,

taken together with the staffing policies of employers, no doubt account for

the job-level means for males and females of 3.29 and 2.59, respectively.

[Here and throughout this report, findings do not represent the gamut of

bookkeeping/accounting occupations, but only those from an entry-level in-

quiry that happened to elicit responses from some higher-level persons.]

Condensing the data of Table 24, the job level means fl.r those with and

without school training are, in turn, 2.88 and 2.54 (S.D.'s of 1.30 and 1.13).

Excluding the 33 holders of "mixed" positions among the 597 NYC respon-

dents, the effects on job level of higher education are apparent. The job-
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level means are: (1) for junior college graduates vs. all others, 3.00 vs.

2.77--a difference of .23; (2) for senior college graduates vs. all others,

3.79 vs. 2.61--a difference of 1.18; (3) for those with at least 2 years of

senior college and at least 2 post-high school bookkeeping/accounting courses

vs. all others, 3.82 vs. 2.62--a difference of 1.20. Even among those with-

out post-high school, job-relevant courses, the difference in native ability

implicit in graduation vs. nongraduation among senior college attendees is

evident in the graduate vs. nongraduate job-level means of 3.09 vs. 2.44--a

difference of .65. The fundamental concomitant of differences in job level

is the differences in native ability that distinguish college attendees from

others and, in turn, graduates from nongraduates. Add job-relevant higher

education to the picture and job-level differences increase further.

Upstate Findings. Supplementing the Upstate findings already presented,

the job-level means of those with various job-relevant school backgrounds

are displayed in Table 27.

Table 27

Mean Job Level of Upstate Respondents, by Schooling Status

Job-Relevant Schooling Mean

None 19 32.2 3.05

HS Only 28 47.5 3.39

HS + Post-HS 6 10.2 4.50

Post-HS Only 6 10.2 4.17

All respondents 59* 100.1 3.47

*Includes 3 persons who failed to report either high-
school training status or post-high school status (but not

both). The omissions were taken to mean "None," and 1 of
the 3 was allocated to "HS Only"; the other 2, to "Post-HS

Only."

In contrast to NYC respondents, Table 27 shows larger differences for HS-

Only vs. no training (about one-third of a step on the job-level scale).

The substantial increases in job responsibility, "as one might expect and in

agreement with the NYC data, are for those with post-HS job-relevant courses.

However, as Table 28 (next page) shows (for the 51 respondents who reported

both schooling and experience), such persons are mainly the more experienced

ones. For the 19 persons with and the 40 persons without job-relevant school

training, the job-level means are, respectively, 3.68 and 3.05.
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The cell frequencies of Table 28 are so small that the reliability of the

cell means is questionable, permitting no clear inferences. Indeed, inter-

pretation of the job-level means by experience requires condensing the array

into fewer and broader intervals (e.g., Less than 3 years, 3-9 years, 10 or

more years). With that caveat and in keeping with ordinary expectations, job

responsibility increases with amount of work experience.

Concerning schooling, the difference between the overall job-level means

of Tables 27 and 28 (3.47 vs. 3.53) means only that the 8 nonrespondents

omitted from Table 28 were holders of lower-level positions.

Miscellaneous other findings are:

1. The job-level distribution (see Table 21, p. 441 shows more than three-

fourths of Upstate respondents at Levels 3 and 4 (Assistant Bookkeeper and

Bookkeeper), with an overall mean of 3.47. Tn simple relation to the mean

job level for 597 NYC respondents of 2.78, it might appear that the presum-

ably small Upstate employers require more sophisticated bookkeeping person-

nel. Probably so: for the one- or two-person office staff does not permit

the extensive hierarchy of job responsibilities of the large employer. How-

ever, for the reasons given on pages 45-46--and even more so because there

was no telephone check on discrepant or inconsistent responses--Upstate re-

spondents at Levels 3 and 4 were probably overestimated. The "true" job

level mean for Upstate respondents is probably less than the obtained one

of 3.47--how much less is impossible to say. Another important distinction

is that 17 of the 59 Upstate respondents (297,1 held "mixed" positions--in

contrast to the 33 (5.57) of the 597 NYC respondents who held "mixed" posi-

tions. A larger percentage of Upstate respondents have job duties wholly

outside bookkeeping.

2. Entirely in accord with ordinary expectations and correlated both with

age and amount of work experience, the job-level means of those with and

without work experience prior to their present jobs (Ns of 35 and 24) are,

respectively, 3.71 and 3.12.

3. By sex, the job-level means for the 13 males and 46 females were, re-

spectively, 4.84 and 3.47. By age, for the 10 and 49 persons below and above

age 25, the means were, respectively, 2.80 and 3.61.

No findings are given on college attendance and number of post-high school

bookkeeping/accounting courses because too few were involved to warrant re-

porting. Such trends as were apparent paralleled those for NYC respondents.
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In sum, the Upstate findings on job responsibility are in general agree-

ment with those for NYC respondents--with respect to trends associated with

variations in amount of work experience and job-relevant schooling. The im-

portant distinction is in the wider range of bookkeeping job duties, leading

to higher average job-responsibility levels, of the one- or two-person of-

fice staffs in the small establishments presumed to prevail among the employ-

ers of our Upstate respondents. In that connection, it was mentioned earlier

(p. 21) that Upstate data could be thought of as rdding to the NYC data for

snail employers. In the event, it would appear that Upstate investigation

wi,s needless; for Upstate job levels parallel those for NYC employees in

snail establishments. The mean job-level for Upstate respondents (3.47) is

identical to that shown in Table 22 (p. 47) for the 32 NYC employees in firms

with 0-3 employees. Pool the 24 NYC respondents in firms with 4-9 employ-

ees (mean job level of 3.25, Table 22) with the 32 in still smaller estab-

lishments, and the result is a job-level mean for 56 employees in NYC firms

with fewer than 10 employees of 3.36--little different from the Upstate mean

of 3.47. Furthermore, even that small difference could easily lie in the

lesser reliability of Upstate data due to the probable overestimation at

the higher job levels mentioned in paragraph "1." on page 57. Although small

differences in details as between NYC and Upstate respondents have been re-

ported and will later be reported, job level--based as it is on actual job

duties--is probably the single best index of work activities. It should be

apparent, then, that at least for bookkeeping occupations and no doubt for

many others, narrowness or breadth of job duties and responsibilities is a

function of staffing policies tightly associated with size of establishment

(total number of employees), not with geography. In studies like this one,

.,;eograpLy is irrelevant; size of firm is the proper major basis for sampling.

In any event, the close correspondence of mean job levels for Upstate re-

spondents and for small-firm NYC respondents supports the propriety of pool-

ing the data, resulting in a job-level mean for the 59 Upstate respondents

plus the 56 small-firm NYC respondents of 3.43. To the extent that the mean

provides an approximate index, one might infer that--

Preparation for small-firm employment (fewer than 10 employees) could
be represented in the high schools by a curriculum extending to jolt
activities in the "assistant bookkeeper" range--as defined by the cri-
teria of Table 1 (p. 19).
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Summary Inferences from Job-Level Findings. The major issues to which the

job-level data of this section of the report have been addressed is the ques-

tion of the dependence of job responsibility on formal school training and on

work experience. At least for bookkeeping occupations (i.e., for data based

very largely on employees below the level of junior or senior accountant),

there is a clear trend toward increases in job responsibility with increases

in amount of work experience, regardless of differences in formal school

training (Table 24, p. 50). It may therefore be inferred that--

Work experience is more important than job-relevant schooling in de-
termining one's job responsibilities in bookkeeping occupations.

In addition, the differences in job levels associated with differences in

schooling (Table 24) suggest that--

Post-high school, job-relevant education--whether undertaken prior to
or after employment23--is a more important determinant of job respon-
sibilities than the presence or absence of high school bookkeeping
training.

Finally, consideration of the job-level data by size of firm (Tables 22,

23; pp. 47-48)--in relation to the job-level criteria of Table .1 (p.

suggests two inferences for high school bookkeeping curricula; as follows:

For schools serving geographical areas containing mainly small em-
ployers (fewer than 10 employees); high school training extending
to job activities in the "assistant bookkeeper" range would serve
employment needs. That is, it would provide training 'for the job
duties of the typical employee across the range of work experience
from a few months to more than 30 years--thereby more than ade-
quately meeting requirements for initial employment.

In large urban centers, in which large employers account for an
overwhelming percentage of all bookkeeping employment, high school
training at the level of "accounting clerk" would cover the job ac-
tivities of the typical employee over a wide range of work experi-
ence and would easily meet the requirements for initial employment
in the larger firms; the ones that provide the bulk of employment.

The last-mentioned inference is stronglysupporbA by the Labor Department

findings from direct employer/employee interviews and from analysis of the

record forms used on the job (discussed later in this report). The central

and simple fact is this: Higher-level positions are filled from the ranks

of experienced or accounting-trained persons--not by new high school gradu-

ates, whatever the content of their high school bookkeeping course's.

23The questionnaire did not inquire into when post-high school education

was undertaken.
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Promotion in Bookkeeping Occupations

Questions 18 and 19 on page 1 of the questionnaire inquire into promotion

under one's present employer and into the job title just prior to promotion.

Partly as an approximate check on responses to the promotion questions and

partly as an index of fixed vs. fluid job duties, Questicn 12 asked: "How

long have you worked at your present duties for your present employer?" This

section of the report presents the findings on promotion in relation to school

training background, post-high school education, job level, size of firm,

and age. The underlying issue is: What are the correlates of promotion in

bookkeeping occupations? The term "promotion," however, seems to have been

understood by some respondents as meaning an increase in salary rather than,

as was intended by Question 18, a change "to more advanced job duties" (the

quoted phrase was not, but should have been, included in the original word-

ing of Question 18). Accordingly, the number who reported themselves as

havitv been promoted is probably somewhat overestimated.

Change in Job Duties Under Present amployer. A person engaged in his

present job duties (Question 12) for less time than his total present em-

ployment (Question 11) experienced a change in job duties during his pres-

ent employment. Among NYC respondents, 35 percent had a change in job du-

ties, 65 percent did not. The Upstate percentages are 18 and 82.

Promotion in Relation to Other Variables

Because only 10 (one-sixth) of the 59 Upstate respondents reported hav-

ing been promoted, the findings presented here apply entirely to the 257

(43 percent) of the 597 New York City respondents who reported having been

promoted "since beginning work for your present employer."

Ass. Dichotomized for age as under 24 and 25 +, the promotion rates, re-

spectively, are 38.6';', and 44.37 On the one hand, promotion tends more of-

ten to occur among the older (i.e., more experienced) persons; on the other,

the small difference between the two promotion rates merely reflects the

general phenomenon of perso..., low on any continuum having more room to move

up (a large percentage of Privates moves up to Corporal; a smaller percentage

of Majors is promoted to Lieutenant Colonel).

School Background in Bookkeeping/Accounting. For the categories (1) None,

(2) HS Only, (3) HS + Post-HS, and (4) Post HS Only, the percentages promoted

are, respectively 45.8, 39.8, 43.6, and 44.1. The modest differences among

these promotion rates suggest that promotion is little influenced by school-.
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ing and, by inference, more influenced by work experience and caliber of

job performance.

High School Bookkeeping Background. Details are displayed in Table 29.

In it, R-1 and R-2 :tared for 1 and 2 years of high school Recordkeeping in-

struction, while B-1, B-2, and B-3 represent 1, 2, and 3 years of high school

Bookkeeping instruction.

Table 29

Promotion Rates Among NYC Respondents
With Various High School Backgrounds

N and % None R-1 R -2 B-1 B-2 B-3 Total

Total N 282 18 6 90 104 97 597

Promoted
N 127 9 1 36 40 44 257
7 of Total 45.0 50.0 16.7 40.0 38.5 45.4 43.0

Supporting the inference previously drawn about the relative contribution

of job-relevant schooling vs, job experience and job performance in account-

ing for promotion in bookkeeping occupations, the differences in promotion

rates displayed in Table 29 are rather modest. The 24 Recordkeeping enrol-

ees are too small in number to justify a confident inference, ond the 10

who were promoted make up 41.7 percent of the 24 enrolees.

Number of Post-High School Job-Relevant Courses. Greater maturity and

motivation necessarily distinguish involvement in post-high school train-

ing from high school curricular choices. Furthermore, it should probably

be assumed that one or two post-high school courses are probably little

more than the equivalent in content of high school bookkeeping, whereas

three or more courses probably extend into accounting. If so, the influ-

ence on promotion of advanced (i.e., accounting) training is evident in

the promotion rates among those who undertook none, 1, 2, 3, 4, or 5+

post-high school, job relevant courses. In turn, the promotion percent-

ages are: 42.3, 42 9, 38.9, 60.0, 57.1, and 37.3. The sharp rise occurs

at 3 such courses; and the fall-off (to 37.3%) among those who took 5 or

more courses reflects the fact that most of them are college-trained ac-

countants who enter employment as such and have little further room to

progress.
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Job Level. For the persons at job levels 1 to 6 (assigned on the basis

of the criteria of Table 1, p. 19), the promotion percentages are, respec-

tively: 38.1, 47.9, 43.2, 42.9, 45.5, and 37.5. On the one hand, the nar-

row range suggests approximately equal promotion opportunities at or from

the various levels of job responsibility. The lower rates (at the lowest

and highest job-responsibility levels) are among the clerks whose job du-

ties require little or no conceptual knowledge (Level 1) and those at top

levels (senior accountant, Level 6). For whatever the small difference may

be worth, the highest rate (47.97. among Level-2 respondents) probably re-

flects the move from clerk to the job level (Level 2, accounting clerk) rep-

resenting the highest-frequency staffing in large firms. In them, the num-

bers of "accounting clerks" swamp any other job category in the bookkeeping/

accounting field.

Size of Firm. The foregoing phenomenon and the inference from it are at

least mildly supported by the promotion rates in the establishments classi-

fied by size according to total number of employees. For the sizes 0-3, 4-9,

10-99, 100-449, 500-999, and 1000+, the promotion rates are: 40.6, 33.3,

36.4, 45.2, 46.0, and 52.9. With one reversal at the small-size end, the

promotion rates increase with size of firm. To say that the chance of pro-

motion increases with size of firm is not, however, to say that higher-level

jobs are more frequently available in the larger firms. Indeed, the reverse

appears to he more likely. The very large firms are substantially repositor-

ies of "accounting clerks"; the smaller ones tend to require a do-everything

assistant bookkeeper or bookkeeper. College-level accounting training ap-

pears to he the prerequisite for the highest-level jobs in the large firms;

and, according to the Labor Department findings, such positions are commonly

filled from the ranks of college-trained accountants rather than by promo-

tion from within among those at accounting clerk/bookkeeper levels. With

relatively few exceptions, without college training in accounting, job ex-

perience and job performance can take one no further than "bookkeeper" lev-

els. Of course, few would have supposed otherwise.

Type of Job Duties Prior to Promotion. With very few exceptions, the job

titles supplied in response to Question 19 tended to he very general ones.

Althotwil it was easy to identify job titles prior to promotion that were

"Not office work" or "Office work but not bookkeeping," discriminating from

the reported prior job titles bookkeeping duties that were like vs. unlike
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present duties was often rather tenuous--so that the frequencies for those

two categories are of uncertain reliability. In any event, the findings are

displayed in Table 30.
Table 30

Type of Job Duties Prior to Promotion with Present Dmployer

Type of Job Duties N

Not office work 17 6.7

Office work, but not bookkeeping 46 18.3

Bookkeeping duties like the present ones 61 24.2

Bookkeeping duties different from present ones 128 50.8

No response to job title 5

257 100.0

The phenomenon dealt with in Table 30 was not considered important enough

to warrant associating prior-to-promotion title with school background data.

No doubt some of those in the first two categories of Table 30 ("not office

work"; "office work, but not bookkeeping") had prior school training, either

in high school or undertaken later on (perhaps in the interest of change of

work); whereas others in those two categories may have learned the necessary

skills and knowledges from fellow employees. Second, subject to the uncer-

tain reliability of inferring from job title prior bookkeeping duties like

and different from present ones, an extremely conservative assumption would

be that those in the "like" category were "promoted" to a raise in salary,

not necessarily reflecting more advanced job duties. On that assumption,

the "true" promotion rate for NYC respondents would be about 33 percent,

rather than the earlier-reported 43 percent. In any event, movement from

other occupations into bookkeeping, as well as within bookkeeping, is evi-

dent in the data of Table 30.

Promotion Possibilities and Judged Bases for Promotion

Question 16 asked respondents to estimate promotion possibilities in their

firm (good, fair, poor, don't know); and Question 20 asked what promotion is

mostly based on in your firm (mostly formal school training, mostly job ex-

perience and performance, school training and job experience about equally).

Surprisingly, two of every seven respondents (28.37) gave a "don't know" re-

sponse to promotion possibilities. Details, by size of firm, are displayed
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".n Table 31. The mean values arise from weights of 3-2-1 assigned to Good,

Fair, and Poor--excluding the "71on't Know" respondents.

Table 31

Promotion Possibilities Among Fnployers of Various Sizes

No. of
Aimployees

Mean
Percent

Don't Know
Total N

0-3 1.30 28.1 32

4-9 1.33 37.5 24

10-99 1.81 30.6 209

100-499 1.87 24.2 124

500-999 1.82 31.0 87

1000+ 2.05 24.8 121.

Total 1.85 28.3 597

With weights of 3-2-1 assigned to good-fair-poor,
the higher the mean, the better the chances of promotion.

In the judgment of respondents and on the average, promotion possibili-

ties were less than "Fair" (mean of 1.85, where 2 s Fair and 1 Poor). The

estimated possibilities for promotion tend to increase with size of firm;

but,of course) those in the very small firms tend already to be at assistant

bookkeeper/bookkeeper levels, from which little if any further promotion is

possible. Also, the very largest firms (1000+ employees) tend to have a de-

tailed personnel structure, with finer gradations in job titles, responsi-

bilities and salaries than is characteristic among smaller firms. In addi-

tion, as mentioned earlier, greater chances for promotion do not connote

high-level openings. The large-firm employee promoted from clerk to account-

ing clerk is at a lower level than the assistant bookkeeper or bookkeeper in

the small firm who is already at the ceiling for job level,in such firms. -

and who knows it. Promotion aside, it should be remembered that the bulk of

urban bookkeeping employment is in the large firms (Table 23, p 48). In

any event, from the less-than-"Fair" judgment of respondents, bookkeeping

does not appear to be an occupational field characterized by exciting pro-

motion possibilities. The foregoing inference is in relvtion to "Fair" as

an absolute term--not to the outcomes relative to what they might be in

other occupational fields had inquiry been made in other fields.
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Judged Bases for Promotion. Of the 552 persons who responded to the ques-

tion of whether promotion depends mostly on school training, on job experi-

ence and performance, or on both equally, the percentages in each category

were: school, 5.67; job experience and performance, 66.874 both equally 27.5%.

On the thesis that the judged bases for promotion might vary among employees

according to (a) school background, (b) present job level, and (c) size of

firm, the judgments were examined in relation to the three variables enumer-

ated, with weights of 1-2-3 assigned, respectively, to mostly school, both

equally, mostly job experience and performance. For school background, the

findings are shown in Table 32.

Table 32

Judged Bases for Promotion
Among NYC Respondents with Various School Backgrounds in Bookkeeping

(In percentages)

School
Training

Mostly
School

Mostly
Experience

Both
Equally

N Mean*

None 4.4 76.1 19.5 159 2.72

HS Only 4.6 71.4 24.0 175 2.67

HS + Post-HS 8.0 54.0 38.1 113 2.46

Post-HS Only 6.% 59.0 34.3 105 2.52

Total 5.6 66.8 27.5 552 2.61

No response 45

All persons 597

The higher the mean, the greater the importance of experience.

The percentages for the three categories of judgments shown in Table 32

arein the approximate ratio of 1 to 12 to 5. Job experience/performance is

clearly the dominating basis for promotionas one might expect it to be in

any occupational field. The overall mean of 2.61 is a little more than

halfway between "both equally" and "experience." As one might expect, the

judgments to some extent reflect school background: Those with no school

training in bookkeeping least often consider schooling the major basis for

promotion and most often credit job experience and performance. The large

differences in percentages and in mean judgments separate those with post-

high school training in bookkeeping from all others--an outcome in accord

with earlier data showing post-high school training in bookkeeping to be
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more influential than high school training. En the present instance, that

is, in relation to the judgments of those with no school background, the value

of schooling is larger at post-high school than at high school levels. Up-

state, although only 10 persons reported they had been promoted, 43 responded

to the question on bases for promotion, for whom the frequencies (in paren-

theses) were: school (1), job (37), both equally (5)--resulting in an over-

all mean of 2.84. For the smaller firms presumably predominating in the

three small Upstate cities, experience is even more important in relation to

schooling than it is among NYC respondents as the judged major basis for pro-

motion. More of the Upstate than of the NYC respondents, however, had no

job-relevant schooling (33.3% vs. 27.8%--Tables 7 and 6, pp. 29. 28).

Another reflection of the greater importance of post-high school than of

high school, job-relevant schooling is the greater importance given to school-

ing among those at the highest job levels. Table 26 (p. 53) shows that 43

of the 49 NYC respondents at job levels 5 and 6 had some post-high school

training in bookkeeping/accounting. For the six job levels in turn, the mean

judgments on bases for promotion are: 2.69, 2.47, 2.73, 2.59, 2.37, 2.38.

Those at job levels 5 and 6 give more weight to schooling than the others.

Finally, and paralleling the Upstate findings given above, small-firm em-

ployees give more weigh to experience in relation to schooling than do em-

ployees in larger firms. For the six firm sizes in turn (0-3, 4-9, 10 -99,

100-499, 500-999, and 1000+ employees) the means for bases for promotion

among NYC respondents arc: 2.71, 2.68, 2.75, 2.59, 2.38, and 2.55. For

0-99 vs. 100 or more employees, the means are 2.74 and 2.52, respectively.

Summary and Inferences

Varying interpretationsof the term "promotion" (a raise in salary vs. as-

signment to more advanced job duties) require estimating promotion rates

among NYC respondents as something between 33 and 43 percent, varying little

among those with and without high school and/or post-high school training

in bookkeeping/accounting (p. 60;, as well as among those with various high

school backgrounds (Table 29). Promotion rates were highest among those

with at least three post-high school, job-relevant courses (p. 61), varied

little with job level, but tended to increase with size of firm (p. 62).

About one-fourth of promotions were from a nonbookkeeping occupation; the

other three-fourths, within bookkeeping (Table 30). About two-sevenths of

New York City respondents did not know what the promotion possibilities were
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in their firms; the remaining respondents judged their chances of promotion

to he less than "Fair" (at 1.85 where 3 = good, 2= fair, 1 = poor), but im-

proving with increase in size of firm (Table 31). The last-mentioned find-

ing principally reflects the detailed personnel structures in the larger

firms and the prevalence of "accounting clerk" positions to which lower-

level "clerks" can be promoted.

As judged bases for promotion (mostly school training, mostly job exper-

ience and performance, schooling and work experience equally), for every

person who thought schooling was the major basis, five thought school and

work were equally important, and delve gave major eight to job experience

and performance (Table 32). Schooling increases in importance with size

of firm and with job level (which is the same as saying "with post-high

school, job-relevant training")--differences in high school background

having little differential effect (pp. 65-66). Nonetheless, regardless of

job level, size of firm, or school background, the dominating basis for pro-

motion was judged by respondents to be job experience and performance.

In relation to Purpose No. 4 (p. 8), the inference from the findings on

promotion is this:

Advancement in bookkeeping positions is dominatingly judged by re-
spondents to depend on job experience and performance. Differences
in high school background have little differential effect. The in-
fluence of schooling begins to have some effect at post-high school
levels characterized by at east three bookkeeping/accounting cour52s.
In a phrase, promotion is mainly a function of job experience and
performance and, secondarily, of advanced post-high school training.

. .

Any possible supposition on the part of..those responsible for high schcol

bookkeeping instruction that such instruction proviles a basis for advance-

ment is a gratuitous one, not supported by the present data. Those with no

job-relevant training whatever are promoted somewhat more frequently than

those who had only high school training and, understandably, give less weight

to schooling as a basis for promotion. Selection factors are probably oper-

ative here: more academic abili'y among nonbusiness majors in high schoo1.24

24
IQ scores correlate variously with achievement in different school sub-

jects and are, by virtue of their correlations, at least moderately predic-
tive of school success. Studies routinely show lower IQs among business than
among other majors. Poindexter (1963), for example, in examining the records
of 5,21,0 graduates of 33 high schools (mainly in Iowa), found the mean IQ of
business majors to he 6 points below that of other majors, with 7.97, of busi-
ness majors and 11.7`7 of other majors having IQs in excess of 120. The trend
of the Poindexter findings is typical of such studies, and the amount of the
difference varies with the sample of students whose records are examined.
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Judged Contribution of Schooling to Job Performance

Much of the information thus far presented on the question of the depen-

dence of bookkeeping occupations on formal school training in bookkeeping

has been objective; that is, -dependent of the judgments of respondents.

For example, the school training status of respondents has been shown in re-

lation to various features of occupational status. As a second way to exam-

ine the extent of the need for formal school training among holders of book-

keeping positions, the opinions of respondents were solicited, via Question

Nos. 13, 21d, and 23c--worded identically except that No. 13 referred to

"present" job duties; No. 21d, to "first job in the field of recordkeeping/

bookkeeping/accounting"; and No. 23c, to "all jobs" in the bookkeeping field.

The wording common to all three questions is:

In your opinion could you have learned (or did you learn) to per-
form your duties in the general field of recordkeeping/bookkeep-
ing/accounting without previous school training?

Entirely Mostly Partly No

A possible alternative wording, considered at the time of drafting the

questionnaire items, is: "In your opinion do you think school training in

recordkeeping/bookkeeping/accounting helped you (or could have helped you)

to perform your job duties?" That wording was rejected in favor of the

phrasing quoted previously because rejecting at least some benefit from

school training is hardly conceivable, either logically or psychologically;

the question would have been analogous to, "Do you think a better diet would

improve your health?"--hardly permitting of any answer but "Yes," and thereby

failing to provide useful information on the question at issue. More exactly,

those in the "None" category for formal school training in llookkeping, being

employed, have a basis for responding to the actual wording of the question,

whereas the rejected wording hardly permits of anything but a positive re-

sponse. In the event (and as anticipated), those without school training

assigned less value to it than those with school training. Details follow.

By way of preliminary overview, the response percentages to each of the

four response options are shown in Table 33 (next page) for NYC and for Up-

state respondents. In it, the "First Job" and "All Jobs" information ap-

plies only to those whose present jobs are not their first jobs in the book-

keeping field. '
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Table 33

Judged Ability to Perform (a) Present Job, (b) First Job,

And (c) All Jobs -- Without School Training

(In Percentages)

Judgment

NYC, Upstate

Present
Job

First

Job

All
Jobs

Present
Job

First
Job

All

Jobs

Entirely 29.8 29.5 21.7 27.1 33.3 21.6

Mostly 24.0 22.8 24.0 97.1 79.9 24.3

Partly 27.6 22.5 26.9 33.9 19.4 32.4

No 18.6 25.2 27.4 11.9 25.0 21.6

100.0 100.0 100.0 100.0 99.9 99.9

N 597 404 405 59 36 37

Most evident in Table 33 is the distribution of responses across all four

judgments, rather than a concentration in one or two of them. That is, of

course, what one would expect from employees whose job duties range in their

demand for conceptual knowledge of the kind that characterizes school instruc-

tion. Condensing the data display (by adding the percentages for "Entirely"

and "Mostly") shows that about half (46%-567) of all respondents estimated

that they could (or could have) perform(ed) their present, first, and all

jobs in the bookkeeping field "entirely" or "mostly" without formal school

training in bookkeeping.

It should be recognized, however, that--among the more experienced re-

spondents--the accuracy or reliability of the "first job" and "all jobs" judg-

ments suffers from the lapse of time. That is, estimation of the value of

an event (schooling) far back in time is probably less certain, in contrast

to judgment of more recent events. Indeed, it seems plausible to expect that

the less recent the schooling and the more the job experience, the lower the

judged value of schooling. Sorting out the data in the three dimensions of

schooling content, schooling recency, and job experience was not judged worth

the effort, however: three-dimensional displays resist comprehension, and

many cell frequencies would probably be very small. Thus, the comment about

the reliability of first-job and all-jobs judgments is left as a speculation.
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In Relation to School Background

With weights assigned as shown in square brackets just below the title of

Table 34, the mean value of formal school training in bookkeeping according

to school training status is shown next. With weights- assigned as given, the

higher the mean, the greater the judged value of schooling. Occasional very
small differenc in frequencies (Ns) between those of Table 34 and earlier

tables reflect missing or uninterpretable responses to one or another of the

variables that were cross-tabulated.

Table 34

Weighted Mean Judgment of NYC Respondents with Various School Backgrounds
Of Their Ability to Perform Their (a) Present Job, (b) First Job,

And (c) All JobsWithout School Training

[Weights: Entirely = 0, Mostly = 1, Partly = 2, No = 3]

Training Status'
Present Job First Job All Jobs

N Mean N Mean N Mean

Only HS Rec. 18 1.11 12 1.08 12 1.25

Only HS 13k. 178 1.55 134 1.72 134 1.81

Only Post-HS 118 1.61 82 1.43 82 1.68

HS Rec. + Post-HS 6 1.67 5 1.20 5 1.40

HS 13k. -h Post HS 111 1.86 83 1.87 83 2.17

Total with training; 431 1.63 316 1.65 316 1.84

No s,:hool training 166 .63 83 .64 83 .66

All respondents 597

_

1.35 399 1.44 399 1.60

*Rec. = Recordkeeping, Bk. = Bookkeeping.

The most striking contrast in the data of Table 34, as one might antici-

pate, is the negligible value given to school training (means in the .60's)
by those without such training--in relation :io the clearly higher mean val-

ues of those with school training in the occupational field (1.63 to 1.84).

Those without school training apparently f :!el they have suffered little loss.

For "prjsent job," those with school training fall, on the average, a little

closer to "partly" than to "mostly" able to perform their ci.k without school

training (mean of 1.63). "First job" performance by those with school train-
ing is also judged to have been modestly assisted by school training (mean of

1.65); whereas, subsumed under the all-jobs mean of 1.84 is the powerful up
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ward effect of post-high school training variously undertaken, presumably,

before or during employment in bookkeeping/accounting. The first-job and all-

job means for those with school training as well as for all respondents are

consistent with earlier evidence pointing to the modest knowledge required

for an entry job and the greater importance of post-high school than of high

school training. The especially low means for those in the "Only HS Rec."

group are alto consistent with earlier evidence pointing to the low useful-

ness of "Recordkeeping" instruction for employment in bookkeeping occupations.

Whatever job activities are covered in Recordkeeping instruction would seem

to be ones readily learned on the job, making school training unnecessary.

The inference about the greater effects of poet-high school than of high

school training is nicely substantiated by the findings on the value of school-

ing among those who undertook various numbers of post-high school, job-rele-

vant courses, displayed in Table 35.

Table 35

Weighted Mean Judgment of IVC Respondents with Various Numbers of Post-HS
Courses of Their Ability to Perform Their (a) Present Job, (b) First Job,

(c) All Jobs--Without School Training

[Weights: Entirely = 0, Mostly = 1, Partly = 2, No = 3]

Number of
Post-HS
Courses

Present Job First Job All Jobs

N Mean N Mean N Mean

1 77 1.49 59 1.41 59 1.71

2 54 1.83 41 1.83 41 1.98

3 25 1.80 16 1.75 16 2.12

4 28 1.96 18 1.72 18 2.11

5+ 51 1.82 37 2.00 37 2.00

Total with Post-HS Courses 235 1.72 171 1.70 171 1.92

No Post-HS Courses 362 1.10 228 1.07 228 1.36

All respondents 597 1.35 399 1.44 399 1.60

With occasional zigzags, the trend toward increase in the judged value of

school with increase in number of post-high school bookkeeping/accounting

courses is evident in the data of Table 35. Although the differences between

the means of Tables 34 and 35 are small, the direction of the differences

shoT.7s the greater value attached to post-high school than to high school
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training in bookkeeping/accounting. The summary inferences are these:

In the judgment of respondents of their ability to perform their work
without school training: (1) Recordkeeping instruction has little
value; (2) Those without school training assign nominal value to
schooling, while those with school training assign moderate value
(between "mostly" and "partly" able to perform without school train-
ing); (3)Post -high school job-relevant training is more valuable than
high school training, increasing with the number of post-high school
courses; its effects, moreover, apply more to an entire job history
than to first or present jobs in the bookkeeping/accounting field.

Upstate. As shown in Table 10 (p. 33), there were only 24 Upstate respon-

dents who undertook post-high school education, and only 11 of them included

bookkeeping/accounting in that education. Because so few were involved, the

mean judgments of Upstate respondents are shown according to high school

background only, regardless of post-high school education status.

Table 36

Weighted Mean Judgment of Upstate Respondents with Various High School
Backgrounds of Their Ability to Perform Their (a) Present Job,

(b) First Job, and (c) All Jobs--Without School Training

[Weights: Entirely = 0, Mostly = 1, Partly = 2, No = 3]

High School
Training Status

Present Job First Job All Jobs

N Mean N Mean N Mean

Recordkeeping, 1 year 3 1.00 2 .50 2 1.00

Bookkeeping, 1 year 12 1.42 6 .83 6 1.33

Bookkeeping, 2 years 17 1.88 11 1.82 11 2.36

Bookkeeping, 3 years 2 2.00 1 2.00 1 2.00

Total with training

......

34 1.65 20 1.40 20 1.90

No high school training 23 .74 14 1.14 14 .86

All respondents 57 1.28 34 1.29 35 1.47

Although the Upstate data of Table 36 do not reflect post-high school edu-

cation, the means are very like those of Table 34 for NYC respondents and

support the same inferences: less value assigned to school training by those

without such training and means for those with school training falling be-

tween "mostly" and "partly" able t3 perform job duties without school train-

ing. Also, means increase with the sophistication and amount of training.
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Finally, the appreciable increase in Cle means for 2d-year over 1st -year

bookkeeping (1.88 vs. 1.42, 1.82 vs. .83, 2.36 vs. 1.33) suggests clear

value for the second year ,sf high school bookkeeping instruction among

Upstate respondents and, by inference, a 2d-year curriculum that is indeed

"advanced" bookkeeping. By contrast, the means of NYC respondents are:

High School Present First All
Training Job Job Jobs

Bookkeeping 1 1.56 1.63 1.70

Bookkeeping 2 1.69 1.69 1.95

In contrast to the differences for Upstate respondents, those for NYC re-

spondents are much smaller, lending support to the inference drawn earlier

in this report that the New York City curriculum over two years of bookkeep-

ing is narrower than the Upstate curriculum across both years. At least

the added contribution to job performance of a second year of high school

bookkeeping instruction is rather larger among Upstate than among NYC re-

spondents. A contributing factor could be lesser academic ability among

2-year than among 1-year Bookkeeping students in New York City.

In any event, the first two of the three inferences for NYC respondents

(top of page 72) also apply to Upstate respondents. Too few Upstate respon-

dents engaged in post-high school bookkeeping/accounting courses to justify

reporting the details; nonetheless, it must be supposed that its effects

parallel those for NYC respondents and that the third inference also applies

to Upstate respondents.

In Relation to Job Level

The judgments of NYC and Upstate respondents of their ability to perform

their present jobs without previous school training is shown, by present job

level, in Table 37 (next page). Parallel data for "first job" and "all jobs"

areuot shown because little meaning could be attached to such information

in relation to present job level. In accord with a numbel of the inferences

drawn earlier in this report, the data of Table 37 show little judged need

for school training at the lower job levels (the means for Levels 1-3 are

close to "mostly" able to perform without previous school training). At

first blush, the increase in means with increase in job level shown in Table

37 might also suggest that school training is judged to be increasingly im-

portant for the obtaining of increasingly responsible jobs. The extent to
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which that hypothesis is a tenable one is less ambiguously tested by the

means in the "Total" row of Table 24 (p. 50), showing substantial effects

on job level of post-high school, job-relevant schooling, but not of high

school training alone. The data of Table 37 are regardless of amount of

work experience; and, as shown in Table 24, job level also increases with

work experience. In Table 37, therefore, job-level is confounded with

amount of work experience. Its data preclude unambiguous interpretation;

and it is unfortunate that the investigator did not anticipate the interpre-

tiveproblem in time to arrange for cross-tabulating the respondents' judg-

ments of the value of job-relevant schooling with "amount of work experi-

ence." A final possibility reflecting the common expectation of educators,

but not tested or testable by any of the data of the present investigation- -

is that those who advance furthest occupationally are the highly motivated,

academically oriented students who, for that very reason, place the highest

value on schooling. Even so, taken at their face (but subject to the.reser7-

vation that amount of work experience increases with job level), the data

of Table 37 do suggest increased indebtedness to job-relevant schooling

with increase in job responsibility.

Table 37

Weighted Mean Judgment of Ability to Perform Present Job
Without Previous School Training--By Present Job Level

Variable

Job Level

Mixed* Total

1

Clerk

2

Acctg.

Clerk

3

Asst.
Bkkpr.

4

Bkkpr.

5

Jr.

Acct.

6

Sr.

Acct.

New York City

N 113 111 187 105 32 16 33 597

Mean 1.16 1.26 1.33 1.47 1.53 2.38 1.39 1.35

Upstage

N 3 2 15 17 3 2 17 59

Mean .67 .5n 1.20 1.59 2.67 2.00 1.00 1.30

*These are respondents with job duties in addition to bookkeeping.

The mean for Bookkeeper (Level 4) is just about at the midpoint of the 0-3

rating scale, midway between indispensable and useless in their judgment of
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the value of job-relevant schooling for their job performance. Among hold -

era of lower-level positions, schooling is less valuable; among the accoun-

tants, more valuable. These findings are in entire accord with common-sense

expectations.

Hiring Requirements of Employers

Respondents were asked (Question 21) whether their employer on their

first job in the bookkeeping field required previous school training and

(Question 14) whether their present employer required (a) previous school

training and (h) previous job experience.

First Job in the Bookkeeping Field

The questionable accuracy or precision of self-assigned job titles has

been mentioned earlier: a phenomenon that applies particularly to the first-

job titles solicited in Question 21a, which, unlike present job title (Ques-

tion 10), could not be verified or corrected by examination of detailed job

duties. Subject to the foregoing reservation, a job-responsibility level

on the 6-step scale was assigned as best as possible to the first-job titles

given in response to Quest4-n 21a. The resulting distribution of ft7st-job

level is probably inflated; that is, few beginners could conceivably start

as "bookkeeper" as defined by the criteria of Table 1 (p. 19); yet "book-

keeper" or some variant of that term was a common self-designation. In any

event, the distributions of first-job levels, of employers' requirements for

previous school training among respondents at each level, and of median first-

job tenure are displayed, for New York City respondents, In Table 38.

Table 38

Employers' Requirements for Previous School Training on First Job,
By Level, and Median First-Job Tenure- -Among NYC Respondents

First-Job Level
Previous School-

ing Required Median Job
Tenure

Title N 7.

1 Clerk 116 30.7 38 32.8 3-4 yrs.
2 Acctg. Clerk 105 27.8 48 45.7 2 yrs.
3 Asst. Bkkpr. 76 20.1 38 50.0 3-4 yrs.
4 Bkkpr. 56 14.8 33 58.9 5-9 yrs.
5/6 Jr./Sr. Acct. 10 2.6 10 100.0 2 yrs.

General Office 15 4.0 8 53.3 3-4 yrs.

All respondents 378 100.0 175 46.3 3-4 yrs.
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The data of Table 38 are confined to those whose present employers are

not their first employers and who responded to the questions of whether

their employers required previous school training and of the duration of

their first employment in the bookkeeping field. The last row of the ta-

ble shows that 175 (46.3%) of the 378 such respondents were required by

their employers to have previous, job-relevant school training. Reading

down the second of the three sections of Table 38, the incidence of em-

ployers' requirements for previous school training increases with job level- -

from about one-third of the clerks to all of the accountants. Also, the

typical entrant to bookkeeping employment holds his first job for 3-4 years.

The finding most relevant to the major purpose of this entire investiga-

tion is contained in the first section of Table 38--showing that nearly three-

fifths of entry jobs (30.7% + 27.8% = 58.5%) in the bookkeeping field require

either no or nominal conceptual knowledge of bookkeeping. That estimate is,

in fact, a conservative one in view of the earlier-mentioned (p. 45) prob-

able overestimation of persons at Levels 3 and 4.

Upstate, the number of respondents to the various first-job questions

varied from 29 to 35 and therefore does not justify a detriled display of

findings. Among them, first-job tenure ranged from less than 6 months for

12 persons to more than 20 years for 7 persons, averaging 2 years. The in-

flation in self-assigned job titles (i.e., the tendency to use "bookkeeper"

as a general catch-all for anj job acivities) is especially evident in the

contrast between 13 out of 35 respondents (37.1%) reporting an employer's

requirement for previous school training--but 27 out of 29 persons (93.1%)

assigning themselves job titles at levels 3-6 (8, 6, 5, and 8 persons at

levels 3, 4, 5, 6, respectively). In short, the Upstate data are sd sus-

pect as hardly to be worth reporting.

Present Job

The percentage of New York City and of Upstate respondents who reported

that their present employers required them to have previous school training

in bookkeeping and previous work experience in the bookkeeping field are

displayed in Table 39 (next page)--in relation to level of job responsibil-

ity. As shown, the incidence of requirement for previous schooling and work

experience tends to increase with job level, as one would expect. At all

job levels, the higher percentages for experience than for schooling demon-

strate the greater importance of experience for employment in the field.
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Table 39

EmpIO-yers' Requirements for Previous Schooling and Experience
For Present Job--By Present-Job Level

Job Level N
NYC "Yes" Percentage

N
Upstate "Yes" Percentage

Schooling Experience Schooling Experience

1 Clerk 118 16.1 35.6 5 0.0 0.0

2 Acctg. Clerk 119 32.8 49.6 2 0.0 0.0

3 Asst. Bkkpr. 199 30.2 58.8 20 25.0 30.0

4 Bkkpr. 112 42.9 57.1 26 19.2 34.6

5 Jr. Acct. 33 57.6 42.4 4 50.0 25.0

6 Sr. Acct. 16 68.8 75.0 2 100.0 100.0

All persons 597 32.8 56.8 59 22.0 30.5

The Upstate data of Table 39 are somewhat open to question because of the

absence of telephone follow-up to check inconsistencies bearing on improving

the reliability or precision of job title (andlin turn, job level) assign-

ments. Confined, then, to New York City data: with the unexplainable excep-

tion of junior accountants, at each job level experience is mare often re-

quired than schooling. Employers' requirements for previous schooling for

present employment range from oae-sixth of the clerks to more than two-

thirds of the senior accountants; the experience range is from a little more

than one-third of the clerks to three-fourths of the senior accountants.

Summary Inferences About Schooling and Work Experience

The information reported thus far in this "Results" chapter displays clear

,internal consistency. The data on employers' requirements are in entire agree-

ment with the earlier-reported judgments of respondents (Tables 33-37) and

with the volume of still earlier information relating job responsibility to

variations in school background and in amount of work experience (Tables 24-

28). In relation to assessment of high school curricula in recordkeeping and

bookkeeping, the inferences are inescapable that- -

Experience is more important than schooling in determining one's job
duties in the bookkeeping/accounting field. Post-high school, job-
relevant schooling, not high school training, is the powerful deter-
minant of job responsibilities and is especially influential in attain-
ing the higher-level jobs beyond the reach of the entry-level job ap-
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plicant. For such jobs (clerk and accounting clerk) the requirement
for and benefit from job-relevant high school training is nominal; in
particular, the curriculum in Recordkeeping in the New York City high
schools is nonfunctional. High school training modest in content and
duration--largely confined to accounting-clerk activities--would serve
as adequate preparation for entry employment in the bookkeeping field
in urban centers in which the great preponderance of employment oppor-
tunities reside in the relatively small numbers of large employers.

The foregoing summary inferences arise from the questionnaire data, but

are in thorough accord with the more precise information supplied by the La-

bor Department investigation reported later. The small-employer, Upstate

questionnaire data are too full of omitted responses and inconsistencies to

permit inferences as firr: as those for New York City respondents. However,

in advance of detailed consideration of the 131 job activities listed in the

questionnaire, it appears that--

High school instruction should stop short of financial statements.
Big-city instruction at the level of journals and ledgers and small-
city instruction extending, possibly, to the trial balance is all
that seems justifiable.

Other Aspects of Job History

In the expectation--a naive one, as it turned out--that a change of em-

ployers would usually be for reasons of better pay associated with more re-

sponsible job duties, Question 22 asked for the respondent's job title just

prior to work with his present employer; that is, job title for his previous

employer. To provide information on the hierarchy of bookkeeping occupa-

tions in relation to promotion possibilities, Question 17 asked for "the

next higher position above yours." The outcomes, however, did not lend

themselves to their intended use and are therefore reported here rather than

in the earlier discussion of promotion. In the interest of examining what

might be called the "chain of command" in bookkeeping/accounting occupations,

Question 32 asked for "the job title of your immediate superior." The find-

ings on (a) previous job title, (b) title of next higher position above the

current one, and (c) job title of immediate superior are presented next.

Job Title for Previous Employer. Among the many telephone conversations

with respondents to remedy omitted responses and remove inconsistencies in

responses, there were scores of instances in which a switch of employers was

not E., reasons of job advancement. More convenient location, more pleasant

work atmosphere were among the explanations for a prior job title higher than

one's present one. Not seldom, computerization was responsible for a change
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to a less responsible job: numbers of experienced "manual" bookkeepers be-

came, in effecz, accounting clerks when their employers computerized their

hitherto manual accounting operations or deliberately changed employers in

favor of the lighter demands of computerized operations in contrast to the

pressures and responsibilities of manual systems. Whatever the reasons,

for the 387 NYC respondents to whom Question 22 was applicable, the percent-

age distribution of job titles (converted to grosser categories) just pre-
...

ceding work with one's present employer is shown in Table 40. In it, "dif-

ferent" bookkeeping duties means just that, including ones both less and

more responsible than present duties. Decisions on "same" or "different"

job duties on prior and present jobs were based on job-responsibility level

(on the 6-step scale), inferred as best as possible from the pair of job

titles. Since job level inferred from prior job title alone, unaccompanied

by job-activity details, is at best a rough approximation, the distinction

represented by the last two types of work listed in Table 40 is of uncertain

reliability.

Table 40

Type of Work Just Prior to Present Employment

(In Percentages, N = 387)

Type of Work

Not office work 2.1

Office work, but not bookkeeping 18.1

Bookkeeping duties same as present ones 39.3

Bookkeeping duties different from present ones 40.6

100.1

Aside from the effects of computerization mentioned preceding Table 40,

nothing of consequence is evident in or was expected from the data on pre-

vious job title. As shown, four-fifths of respondents retained bookkeeping

jobs; one-fifth entered (or, conceivably, reentered) bookkeeping from other

occupations. As was shown in Table 30 (p. 6?); one-fourth of NYC respon-

dents changed from a nonbookkeeping to a bookkeeping job under their pres-

ent employers. No doubt, there are also those who leave bookkeeping for

other occupations, either for the same or for a different employer.
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Next Hither Position and Position of Immediate Superior (Ques. 17 and 32).

Both the variability in personnel titles among firms a7A the narrow versus

large range of titles in small versus large firms, respectively, made the

responses to Questions 17 and 32 not very useful for the purposes intended

by the questions. In all, some 75 different job titles were supplied by re-

spor-lents. Condensed as best as possible into seven larger categories, these

are displayed in Table 41, together with the percentage of NYC respondents

in each category. [Here, as.earlier, Upstate data do not ju ify reporting.]

Table 41

Job Title Category for "Next Higher Position" and for "Immediate Superior"

Job Title Category

Percentage

Next Higher Position
(N = 535)

Immediate Superior
(N = 580)

Intermediate bookkeepera

Senior bookkeeper

Office manager, superlisor (un-
specified) or department head
(nonaccounting)c

12.1

24.7

20.4

2.1

23.4

24.1

Accountant or auditord 15.7 13.1

Company officere 14.6 22.4

Manager, owner, president, part-
ner, boss

10.1 12.9

Other (not elsewhere classified)
f

2.4 1.9

a
Among 12 job titles, illustrative ones are: cashier, accounts receiv-

able clerk, assistant supervisor, audit control clerk, section head clerk,
senior bookkeeping machine operator.

b
Among 26 job titles, illustrative ones are: senior bookkeeper, ac-

counting supervisor, paymaster, revenue supervisor, budget coordinator,
manager of accounts, general ledger supervisor.

Among 7 job titles, illustrative ones are: credit manager, plant su-
perintendent, traffic manager, office manager.

dAuditor, CPA, accountant (asst., junior, senior) Gtaff, chief).

e
E.g., comptroller, treasurer, vice-president,

f
E.g./I-executive secretary, specialist, administrative assistant, time-

keeper/
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The outcomes displayed in Table 41 suggest a number of things. First,

the wordingof the questions (Nos. 17 and 32) did not well express their in-

tent. For example, an employee could hardly expect to be "promoted" to

owner, although some gave "owner" in response to Question 17. Often: in the

smaller firms, there is no one between the worker and the top job, a posi-

tion to which "promotion" is not an applicable concept. Second, one's im-

mediate superior was sometimes a general administrator rather than an ac-

counting specialist. Third, the large numbers of titles used by employers

are often not closely indicative of actual job duties. In general, the fre-

quency with which the same title was given for "next higher position" (Ques-

tion 17) and for "immediate superior" (Question 32) reveals the state of af-

fairs and the difficult of securing, via a mailed questionnaire, pertinent

information of the kind sought in Questions 17 and 32.

This concludes the presentation of findings on the education and employ-

ment history of respondents and their interrelationships (covered by Ques-

tions 1-23 on the first page of the questionnaire). Treated next, prior to

consideration of the fine details cf job activities represented by Items

1-132, are the findings on Questions 24-36 (plus those on No. 15), which pro-

vide something of a bird's eye or condensed view of major work features and

of duties peripheral to the bookkeeping activities.25

Overview of Present Job Duties

Treated in turn are: (1) percentage of total presentjob duties directly

in recordkeeping/bookkeeping/accounting, (2) use of the typewriter and other

business machines, (3) involvement in electronic data processing, (4) percent-

age of work cime devoted to making calculations (i.e., arithmetic), (5) re-

sponsibility for one's own work (vs. submitting it to a superior for check-

ing), and (6) use of particular journals and ledgers.

Percentage of Total Job Duties Devoted to Bookkeeping

The response options to Question 15 were: 25%, 50%, 75%, and 90 + %. Find-

ings, by job level, are shown for NYC and for Upstate respondents in Table

42 (next page). As one might anticipate from the hypothesized Jacqueline.-of-

all-trades nature of small-firm employment largely characteristic of Upstate

25
The findings on Question 30 (about time spent in clerical copying) are

not reported because responses to it made apparent that the question was am-
biguous, not worded so as to make its intent clear to respondents.
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respondents, they tended on the average to devote less of their time--in con-

trast to NYC respondents--to bookkeeping duties (as shown in the "Median"

columns of Table 42).

Table 42

Percentage of Total Present-Job Duties Devoted to Bookkeeping
Among NYC and Upstate Respondents, by Job Level

(In Percentages)*

Job
Level

New York City Upstate

N

Percentage
Median

Percentage

25% 507. 750/ 90+7. 257. 507. 7570 90+7.

1 118 22.9 20.3 20.3 36.4 75% 40.0 60.0 0.0 0.0

2 119 8.4 22.7 26.0 42.9 75% 2 0.0 0.0 50.0 50.0

3 199 6.0 12.1 23.1 58.8 90+% 20 15.0 20.0 50.0 15.0

4 112 3.6 8.0 20.5 67.9 90 +7. 26 3.8 7.7 30.8 57.7

5 33 12.1 6.1 18.2 63.6 90+% 4 25.0 0.0 25.0 50.0

6 16 6.2 18.8 12.5 62.5 901% 2 0.0 50.0 0.0 50.0

All 597 9.7 14.9 22.1 53.3 904P4 59 11.9 17.0 33.9 37.3

IMedian

7570

90+7.

757.

*To illustrate the reading of the table; 22.9 percent of the 118 NYC em-
ployees at job-level I reported spending 25 percent of their time directly
at bookkeeping duties. Also, the typical level-1 job holder in New York
City devoted 75 percent of his time to bookkeeping duties. The last row of
the table shows, for example, that more than half the NYC respondents (53.3%)
spent at least 90 percent of their time at bookkeeping--in contrast to three-
eighths (37.3%) of Upstate respondents. The other entries are read in the
same way.

Besides the more frequent involvement solely in bookkeeping duties of

the New York City respondents than of the Upstate respondents (as illustrated

in the footnote to Table 42), it is also evident that the higher the job

level, the larger the proportion solely in bookkeeping/accounting duties.

It is the lower-level clerks and accounting clerks who tend to spend, on the

average, one-fourth of their time on nonbookkeeping activities. That out-

come is in accord with common-sense expectations and has no particular sug-

gestiveness for high school instruction other than the desirability of in-

forming students that their first jobs are quite likely to involve them in

at least some duties outside bookkeeping; e.g., filing, typing, etc.
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Use of the Typewriter and Other Business Machines

The U.S. Department of Labor, in its Occupational Outlook Handbooks,

regularly mentions that for bookkeeping workers "Training which includes

typewriting and the use of office machines is often helpful . . ." (p. 285

of the 1972-73 edition of the Handbook). For that reason--and especially

to secure information on the extent and type of involvement with various

office machines--a subsection of the questionnaire (Questions 24-26) was

devoted to the issue: Hours per week at the typewriter (Question 24),

nature of typing activities (Question 25), and other machines and hours

per week spent at them (Question 26).

Hours Per Week at the Typewriter. As shown in Table 43, three-fifths of

the NYC respondents and four-fifths of the Upstate respondents type on the

job. Among those who do type, median hours per week among NYC respondents

is 3; among Upstate respondents, 42. Assuming a work week of 35 or 371/2 or

40 hours, the typical respondent who types spends from 7.5 to 12.9 percent

of his work week at the typewriter.

Table 43

Hours Per Week of Typing Among NYC and Upstate Respondents

Hors
per

u

Week

New York City Upstate

N %
Cu.
(of

m
363% )

N
Cum. %
(of 48)

1 93 15.6 25.6 10 16.9 20.8

2-3 92 15.4 51.0 10 16.9 41.7

4-5 48 8.0 64.2 8 13.6 58.3

6-10 72 12.1 84.0 8 13.6 75.0

11-15 24 4.0 90.6 3 5.1 81.2

16+ 34 5.7 100.0 9 15.3 100.0

All who type 363 60.8 48 81.4

No typing 234 39.2 11 18.6

All persons 597 100.0 59 100.0

Concerning the Upstate data of Table 43, it should be remembered that two

of every seven such respondents hold "mixed" positions, some of them under

the title "typist/bookkeeper" and the like.
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The question of moment for high school instruction is the involvement in

typing among the holders of jobs open to beginners; secondarily, the involve-

ment in typing at the various levels of job responsibility might be of some

interest. Table 44 displays the findings, by job level, for New York City

respondents. Upstate data are not shown because so many held "mixed" posi-

tions under titles that include typing; among Upstate respondents, involve-

ment in typing is greater than is shown for NYC respondents in Table 44.

Table 44

Hours Per Week of Typing Among NYC Respondents,
By Job Level

Job
Level

N
Percent
Who Type

Hours per Week

Range Median Mean"

1 118 56.8 0-16+ 4.0

2 119 53.8 0-16+ 1 3.2

3 199 70.4 0-16+ 2 3.8

4 112 66.1 0-10 2-3 3.0

5 33 33.3 0-10 0 .9

6 16 43.8 0-10 0 1.4

All 597 60.8 0-16+ 1 3.3

*Both the
respondents,
and the mean
the midpoint

mean and the median reflect all
including those who do not type;
conservatively takes 16 hours as
of the interval that begins at 16+.

In the light of the footnote to Table 44, were only those who do type to

be considered, the median and mean hours per week of typing for NYC respon-

dents at job levels 1-6, respectively, are: Medians 4.5, 4.5, 3, 3, 3, 2, 3;

Means 7.0, 5.9, 5.3, 4.5, 1.3, 2.0. For all the 363 persons who do type,

the median hours per week is 3 and the mean is 5.5.

Summarizing the data: (1) The holder of an entry-level job (clerk or ac-

counting clerk, Levels 1-2) is more likely than not to type on the job; if

so, typically for 41/2-7 hours per week. (2) Perhaps surprisingly, assistant

bookkeepers and bookkeepers are more often involved in typing than those at

lower levels; but, if a bookkeeper, for not more than 10 hours per week.

(3) Across all job-responsibility levels, the chances are 3 in 5 that typing

will be involved; and, if so, typically for 3-51/2 hours per week.
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Nature of Typing Duties. Question 25 asked for typical hours per week

spent typing each of four specified kinds of tasks, plus "Other." Too many

respondents merely checked the typing tasks they engaged in, without re-

porting hours, to permit reporting time distributions for each kind of typ-

ing task. Accordingly, Table 45 shows only task engagement, not time.

Again, for the reason mentioned earlier only NYC, not Upstate data, are

shown.

Table 45

Typing Activities of NYC Respondents Who Type

(N = 363)

Activity N % of 363

Letters 240 66.1

Forms 163 44.9

Reports 96 26.4

Tables 68 18.7

Other 79 21.8

From the data of Table 45 it would seem that the conventional vocational

typing curriculum--including,as it does, the various kindEof typing activi-

ties engaged in by bookkeeping personneladequately serves the bookkeeping

student. Nothing special is required; but bookkeeping students in typing

classes should be informed of the relevance to their potential future work

in the bookkeeping field of the various components of the typing curriculum.

Use of Office Machines Other Than the Typewriter. Question 26 asked for

a listing of other machines used on the job and the number of hours per week

spent at each. Of the 597 NYC respondents, 583 (97.7%)--and of the 59 Upstate

respondents, 56 (94.9%)--reported the use of at least one office machine.

For NYC respondents a median of 161; hours per week and for Upstate respon-

dents a median of 19 hours per week were spent at such machines. In advance

of finer details, time at such machines may be summarized as:

NYC Upstate

Hours N % N

1-9 173 29.7 20 35.7
10-19 180 30.9 12 21.4
20+ 230 39.5 24 42.9

583 100.1 56 100,0
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Finer details are shown in Table 46.

Table 46

Hours Per Week at Machines Other Than the Typewriter
Among NYC and Upstate Respondents

Hours

NYC Upstate

N
Cum. %

(Read Up)
N

Cum. %
(Read Up)

1 15 2.6 100.0 2 3.6 100.0

2-3 30 5.1 97.4 3 5.4 96.4

4-5 59 10.1 92.3 3 5.4 91.1

6-7 43 7.4 82.2 3 5.4 85.7

8-9 26 4.5 74.8 9 16.1 80.4

10-14 101 17.3 70.3 7 12.5 64.3

15-19 79 13.6 53.0 5 8.9 51.8

20-24 66 11.3 39.5 4 7.1 42.9

25+ 164 28.1 28.1 20 35.7 35.7

All 583 100.0 56 100.1

To the extent that machine time reported by respondents is reasonably ac-

curate, the extent to which bookkeeping personnel are--to use a phrase oth-

ers have used--"figures clerks" is manifest in the data of Table 46. As

shown in the "Cum. %" columns of Table 46, about two out of five respondents

spend more than half of a 40-hour work week (20+ hours) at machines that- -

as Table 47 (next page) shows--are mostly ones that do arithmetic. More

than half of all respondents spend at least 15 hours per week, and average

(mean) hours per week (conservatively taking 25 as the midpoint of the in-

terval that begins at 25 hours) are 15.4 for NYC respondents and 15.6 for

Upstate respondents. One respondent whose reported typewriter time, other

machine time, and percentage of time spent making calculations amounted to

a work week reminiscent of the sweatshop era, when queried by telephone

about the impossible total, remarked of her other machine/calculation time:

"It only seems that way."

In response to Question 26, nine different machines or types of machines

were mentioned with sufficient frequency to justify specific mention. These,

plus "Others," are listed in Table 47 (next page).
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Table 47

Office Machines Other Than the Typewriter
Used by NYC and Upstate Respondents

Machine
NYC Upstate

N (7. of 597) N (% of 59)

None 14 2.3 3 5.1

Adding 474 79.4 47 79.7

Calculator 215 36.0 15 25.4

Checkwriter 128 21.4 17 28.8

Duplicating/Copying 80 13.4 9 15.3

Bookkeeping or Billing 79 13.2 9 15.3

Comptometer 28 4.7 1 1.7

Cash register 17 2.8 15 25.4

Keypunch 15 2.5 0 0.0

Computer 9 1.5 0 0.0

Others 24 4,n 5 8.5

The data of Table 47 are clear enough: adding/calculating machines are

the dominant ones; and, as Cook and Maliche (1966) have shown, pre-employ-

ment training on such machines is not required by employers. Indeed, among

the types of machines listed in Table 47, Cook and Maliche reported that

pre-employment training or on-the-job training of more than one day tends

to apply only to keypunch and bookkeeping machines. The Comptometer--as

both Cook and Maliche and the Labor Department findings given later in this

report show--is virtually obsolete. With the exceptions mentioned, high

school training on the machines listed in Table 47 is superfluous and there-

fore not justifiable. A final comment, in passing, bears on the 15 Upstate

respondents who use a cash register. Presumably, these are retail store em-

ployees who combine bookkeeping with sales clerk and/or cashier duties.

Finally, the number of different office machines other than the typewriter

(from 1 to 5+) used by various numbers of respondents is shown in Table 48

(next page). As shown, about five-eighths of Upstate employees and three-

fourths of the NYC employees use one or two machines; the remainder, three

or more machines.
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Table 48

Number of Office Machines Other Than the Typewriter
Used by NYC and Upstate Respondents

Number of NYC Upstate
Different
Machines

0 16 2.7 3 5.1

1 245 41.0 17 28.8

2 215 36.0 20 33.9

3 91 15.2 18 30.5

4 27 4.5 0 0.0

5+ 5 .8 1 1.7

Total 597 100.2 59 100.0

Involvement in Electronic Data Processing (EDP) or Services

Among the 597 New York City respondents, 63 percent answered "Yes" to

Question 27: "Does your employer use electronic data processing equipment

or services (punch cards or computer equipment) to generate bookkeeping and

accounting records?" Because only 9 Upstate respondents were involved in

EDP, findings are given here only for New York City respondents, applied to

Question 28, covering six accounting "areas." First, however, the question

of computerization in establishments of various kinds (SICs) and sizes is

of interest. Findings by size of firm (total number of employees) are dis-

played in Table 49.

Table 49

Involvement in Electronic Data Processing
By NYC Respondents in Firms of Various Sizes

Size of
Firm

Total N
EDP Users

N % of Total

0-3 32 3 9.3

,4-9 24 3 12.5

10-99 209 98 46.9

100-499 124 90 72.6

500-999 87 77 88.5

1000+ 121 105 86.8

Total 597 376 63.0
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Table 49 shows, for example, that 3, or 9.3 percent, of the 32 New York

City respondents who are employed in establishments with fewer than 4 em-

ployees are involved in nonmanual bookkeeping systems. Mainly, and support-

ing common expectation, involvement in unit records or computerized systems

increases with size of firm: from nearly half in establishments with 10-99

employees, through more than seven-tenths in the 100-499 class, to about

seven-eighths in the still larger firms. Computerized and associated sys-

tems dominate in the larger firms, and the larger firms account for the bulk

of employment (Table 23, p. 48). Curricular implications are given in the

account of La tor Department findings later in this report, showing that com-

puterization reduces the need for conceptual knowledge among employees.

Paralleling the data of Table 49, Table 50 displays the findings by type

of firm--Standard Industrial Classification.

Table 50

Involvement in Electronic Data Processing Among NYC Respondents,
According to Standard Industrial Classification of Employer

Standard Industrial Classification
EDP Users

N % of Total

Agriculture, Mining, Contract Construc-

tion (SIC 01-17)

15 3 20.0

'Manufacturing (SIC 19-39) 121 71 58.7

Transportation (SIC 40-47) 37 29 78.4

Communication and electric, gas, and
sanitary services (SIC 48-49)

29 26 89.7

Wholesale and retail trade (SIC 50-59) 134 69 51.5

Banking, other credit agencies, secur-
ity and commodity brokers, dealers,
exchanges and services (SIC 60-62)

57 48 84.2

Insurance and real estate (SIC 63-67) 54 38 70.4

Services (nonprofessional) SIC 70-79) 68 37 54.4

Services (medicaland other health) 44 30 68.2

(SIC 80)

Services (Other: legal, educational,

etc.) (SIC 81-89)

38 25 65.8

Total 597 376 63.0
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To an extent, type and size of firm are not independent. As one may in-

fer from Table 50 as well as from the Technical Appendix (pp. 209-221),

transportation, communication and public utilities, banks and brokerage

houses, hospitals and major insurance carriers tend to be large establish-

ments. Iii any event, the large establishments are prominently the "paper

work" ones, the volume of whose recordmaking requirements have led such ex-

tablishments to computerize a portion or much of their operations. The opera-

tions that have been computerized in the establishments employing our re-

spondents are displayed in Table 51, based on the total of 376 EDP users.

Table 51

Distribution of Computerized Accounting "Areas"
Among NYC Respondents

(N = 376)

Area N % of 376

Payroll 293 77.9

Accounts receivable 263 69.9

Accounts payable 228 60.6

Sales 154 41.0

Inventory 143 38.0

Purchases 119 31.6

Others 60 16.0

Here and throughout this presentation of findings on EDP and computeriza-

tion, the data apply to the field as a whole, not merely to the areas involv-

ing our respondents. Questions 27 and 28 inquired about "employer," not em-

ployee, involvement in EDP; and Question 28 specifically requested the respon-

dent to "ask your supervisor" if "you are not sure." Especially since the

rank ordering of areas in Table 51 is in excellent agreement with Labor De-

partment findings, the data may be taken as indicative of the extent of com-

puterization from one area to another in the accounting field. "Payroll"

lends itself most readily to computerization and, as shown, leads the rest.

It would seem rather difficult to justify the maintenance of manual payroll

records as more than a minor part of high school bookkeeping instruction.

Finally, the breadth of EDP uses across "areas" in the establishments of

our respondents is covered in Table 52 (next page).
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Table 52

Number of Computerized Accounting "Areas"
In the Establishments of NYC Respondents*

Number of
Arers

Cum. %
(Read Up)

1 20,6 100,0

2 14.8 79.4

3 20.8 64.6

4 17.7 43.8

5 8.4 26.1

6 17.7 17.7

*Excluding the "others" of Table 51.

As shown in the middle column of Table 5z, one-fifth of the respondents

were employed in establishments that :lad computerized one accounting area.

As shown in the last column, abc-it five-eighths (64.6%) had computerized

in three or more areas; more than one-fourth had computerized in five or more

areas. Among the establishments covered by the Labor Department interviews,

some who had not yet begun computerization were planning it; and some who

had computerized in some areas were planning extension to other areas. Com-

puterization of accounting records is manifestly a tide that no King Canute

can stop--with attendant implications for more modest high school instruc-

tion in bookkeeping.

Involvement in Computational Activities

In recognition that some (unknown) proportion of ' kkeeping arithmetic is

done mentally or by pencil and paper, rather than machine, Question 29

asked for the percentage of a typical work week Levoted to both manual and

machine computations (accompanied by examples), with options at 10% inter-

vals from 0% to 90+%. Hours at office machines had been asked in Question

26 and at the typewriter in Question 24. In many dozens of instances (and

predicated on a 35- or 371/2- or 40-hour work week), the sum of these various

activities, as originally reported, exceeded the possible total. In all

such instances, respondents were phoned to remedy the inconsistencies, usu-

ally with cheerful embarrassment on their part. The arithmetic of bookkeep-

ing, it seems, had for some respondents little transfer value for arithmetic
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in other settings. At any rate, excluding the nonrespondents to Question 29

(30 in NYC and 7 Upstate), the NYC and Upstate distributions for percentage

of a typical work week spent making calculations are shown in Table 53.

Table 53

Percentage of Work Time Spent Making Calculations

Work
Percent

NYC Upstate

Cum. % Cum.

0 1.6 1.6 5.8 5.8

10 12.3 13.9 21.2 26.9

20 13.6 27.5 23.1 50.0

30 18.3 45.8 11.5 61.5

40 9.7 55.5 11.5 73.0

51, 14.8 70.4 9.6 82.7

60 8.5 78.8 3.8 86.5

70 7.4 86.2 7.7 94.2

80-90+ 13.8 100.0 5.8 100.0

Fewer of the Upstate than of the NYC respondents spend very large amounts

of time at calculation because more of the former group have job duties out-

side bookkeeping. Confining attention, for that reason, to the NYC data of

Table 53, tl:t large amount of arithmetic involved in bookkeeping occupations

is obvious and explains the routine plea of employers for job applicants who

are "good at figures." Although the frequencies underlying the percentages

of Table 53 are not shown, the typical (median) NYC respondent devoted 44.4

percent of a typical work week to making calculations- -15.5, 16.6 and 17.7

hours, respectively, of a 35 -, 371/2-/ and 40-hour work week. Some 30 percent

f NYC respondents spent more than half their time at calculations, and the

nearly one out of seven who spent at least 80 percent of their time in that

way are "figures clerks" with a vengeance.

On the hypotheis that the lower the level of job responsibility, the

more time spent calculating, calculation time was examined in relation to

job levels--with outcomes that do not support the hypothesis. Calculation

time at job levels 1-4 ranged between 34 and 41 percent; at levels 5 and 6,

48 and 50 percent, respectively (the foregoing percentages are medians).
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Responsibility for One's Own Work

Inquiry into whether the respondent was mostly responsible for his own

work or, instead, whether it was mostly checked by someone else (Question

31) led to results as displayed in Table 54, by job level; for the 460 NYC

employees who responded to the question.

Table 54

Percentage of NYC Respondents Who Have Responsibility for Their Own Work,
By Job Level

Job Level 1 2 3 4 5 6 Total

Percent 66.9 78.8 75.9 85.7 81.8 87.5 77.1

The substantial number of nonrespondents to Question 31, added to the

variety of possible interpretations of "mostly having responsibility for

one's own work," make the particular percentages shown in Table 54 of little

interest. The data are displayed merely as a mild confirmation of the com-

monsense expectation that the higher the level of job responsibility, the

less the likelihood of having one's work checked by a superior.

Involvement in Journalizing

As a condensation of the various journalizing activities represented by

particular items within the 131 detailed job activities, Question 33 (left

side of page 2 of the questionnaire) listed six types of journals and asked

the respondent to check the number of money columns in each of the journals

that he used. The response options included one representing non-use of the

particular journal. In all instances, the responses to Question 33 were

checked against the parallel items in the list of 131 job activities that

followed. For example, a respondent who indicates that he performs Activity

No. 9 ("Do you make entries in a sales journal . . .?") should be able to

give (in Question 33) the number of money columns in that journal. In per-

haps as many as a hundred instances, there were inconsistencies that had to

be cleared up by telephone. Not atypically, one could hear over the tele-

phone a respondent asking a colleague: "Say, how many money columns do we

have in our sales [or other] journal?" Examination of the Labor Department

findings that were available later largely explained the puzzling inability

of many who reported journalizing activity to give the number of money col-

umns: They were using locally designed forms which they either did not rea-
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lize were journals or which were, in fact, a portion of a journal. The dis-

agreementsin responses were resolved as best as possible by phone--giving the

respondent the benefit of the doubt; i.e., crediting him with a Yes for jour-

nalizing in uncertain instances. As a result, the involvement in journaliz-

ing displayed in Tables 55 and 56 (for NYC respondents) is probably somewhat

overestimated. Although no wording of the titles of Tables 55 and 56 could

be found that made the difference in their data immediately clear (see, there-

fore, the illustrative footnotes), the intent of Table 55 is to show what per-

centage of persons at each of the six job levels use each of the various

journals; the intent of Table 56 is to show what percentage of those who do

use each of various journals are at the various job levels. The underlying

curricular questions are: What is the rank order of frequency of use of the

various journals? and Are there journals characteristically handled by hold-

ers of higher-level, rather than entry-level, jobs?

Table 55

Percentage of NYC Respondents at Each Job Level
Who Use Each of Various Journalsa

Journal
Job Level

Mixed
Total

1 2 3 4 5 6

General 9.7 23.4 36.9 78.1 81.2 93.8 51.5 41.2 246

Sales 6.2 16.2 47.1 62.9 34.4 37.5 54.5 35.3 211

Purchases 3.5 9.0 35.3 61.9 2.2 31.2 39.4 28.8 170

Cash Receipts 13.3 25.2 74.3 88.6 53.1 75.0 63.6 52.8 315

Cash Payments 1.8 21.6 65.2 57.2 56.2 81.2 63.6 48.6 290

Combination Cash
Rec. and Pay.

1.8 10.8 30.5 34.4 25.0 25.0 27.3 21.4 128

- - -
N 113 111 187 105 32 16 33 597

a
The first of the percentage columns shows that 9.7% of the 113 Level-1

respondents make entries in a General Journal.. The Total columns at the
right of the table show, for example, that 246, or 41.2% of the 597 NYC
respondents make entries in the General Journal.

b
These persons are not full-time bookkeepers, but instead combine other

duties with bookkeeping/accounting.



-95-

If the various journals are rank-ordered according to the "Total 7." col-

umn, the Cash Receipts journal is most commonly used, followed in turn by:

Cash Payments) General) Sales, Purchases) and Combination Cash Receipts and

Payments. This is not to say that that rank order applies across the field

of accounting for private employers. Rather) it is applicable to the work

of persons responding to an inquiry addressed to entry-level persons that

happened to attract responses from numbers of higher-level persons. For ex-

ample, in possible explanation of the failure of the General Journal to rank

first, phone conversations with respondents with discrepant responses often

elicited the comment that the General Journal was maintained by a senior

person or by an outside accountant on a monthly basis. In other instances,

the difficulties were ones of terminology (e.g., to a telephoned question,

a respondent answered, "Oh, we call it a Disbursements Journal." The titles

of Question 33 should have incorporated the terms Expense, Disbursements, et al.

The issue of the relation between job level and journalizing is subject

to some circularity in the data. The criteria for job-level assignments (as

given in Table 1, p. 19) make journalizing a principal hallmark of the

assistant bookkeeper and bookkeeper (as distinguished from the Levels 1-2

clerks and accounting clerks). Thus, the larger percentages of journaliz-

ing for upper-level than lower-level employees shown in Table 55 reflect

the assignment to upper levels of those who journalize. In a phrase, the

job-level assignments epitomize and represent by one number on a 6-step

scale the details of each person's job duties. The distinction is that

the maintenance of one special journal earns a Level 1 or 2 assignment; of

more than one, a higher-level assignment. Reflecting, then, the criteria

for job-level assignments, journalizing is relatively infrequently carried

out by entry-level persons. None of the percentages for journalizing at

Levels 1 and 2 shown in Table 55 exceed 25. Also notable is the extent to

which maintaining the General Journal is the task of the full bookkeeper,

junior accountant or accountant (Levels 4-6). The implications for high

school bookkeeping instruction are more or less evident and will be sug-

gested following the display of Table 56 (next page).

In contrast to Table 55, Table 56 shows, for example, that of the 246

respondents who make entries in a General Journal, 4.5 percent are Level-1

persons; of the 315 persons involved with a Cash Receipts Journal, 44.1 per-

cent are assistant bookkeepers (Level 3).
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Table 56

Job Levels of NYC Respondents Who Make Journal Entries

(In Percentages)a

Job
Level

Journal

General Sales Purchases
Cash

Receipts
Cash

Payments
Combin.

Rec. & Pay.

1 4.5 3.3 2.4 4.8 .7 1.6

2 10.6 8.5 5.9 8.9 8.3 9.4

3 28.0 41.7 38.9 44.1 42.1 44.5

4 33.3 31.3 38.2 29.5 31.0 28.1

5 10.6 5.2 4.1 5.4 6.2 6.3

6 6.1 2.8 2.9 3.8 4.5 3.1

Mixed 6.9 7.1 7.6 6.7 7.2 7.0

Total 100.0 99.9 100.0 100.0 100.0 100.0

N 246 211 170 315 290 128

a
The reading of this table is illustrated in the last paragraph on

p. 95.

Table 56 shows that journalizing is predominantly the province of the as-

sistant bookkeeper and bookkeeper, not of the clerk or accounting clerk.

Taken together with the information in Table 55, the data suggest that--

High school instruction should focus on the more common special jour-
nals, primarily the income and expense journals, and make only pass-
ing reference to the General Journal--because few entry-level persons
are given General Journal responsibilities.

Upstate Journalizing Activity. Tables 57 and 58 (pp. 97-98) contain the

Upstate findings, paralleling those for NYC respondents shown in Tables 55-56.

Despite the very small numbers of persons at job levels 1 and 2 and at levels

5-6, there is little to choose between the trends (and therefore the impli-

cations) of the NYC and Upstate data. For both groups of respondents, jour-

nalizing is mainly done by persons at Levels 3 and 4 (assistant bookkeepers

and bookkeepers). In fact (Table 58), since 3.1 or 3.2 percent of 32 or 31

persons is 1 person, there are only three instances of any kind of journal-

izing among the clerks and accounting clerks-confined to two special jour-

nals (Sales and Cash Receipts); no beginner handles the General Journal.
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Table 57

Percentage of Upstate Respondents at Each Job Level
Who Use Each of Various Journalsa

Journal
Job Level Total

1 2 3 4 5 6

General

Sales

Purchases

Cash Receipts

Cash Payments

Combination Cash
Rec. & Pay.

N

0.0

20.0

0.0

20.0

0.0

0.0

5

0.0

50.0

0.0

0.0

0.0

50.0

2

35.0

40.0

10.0

45.0

35.0

25.0

20

80.8

69.2

53.8

76.9

69.2

38.5

26

75.0

50.0

50.0

50.0

50.0

50.0

4

50.0

50.0

0.0

0.0

0.0

0.0

2

54.2

52.5

30.5

54.2

45.8

30.5

32

31

18

32

27

18

59

a
The holders of "mixed" positions are shown for the job levels that ap-

ply to their bookkeeping/accounting duties, rather than separately. The
data of the table are read in the manner illustrated by footnote a of Ta-
ble 55.

One distinction between the NYC data of Table 55 and the Upstate data of

Table 57 consists of several small changes in the rank order of use of the

six journals listed. Upstate (as shown in the "Total %" column), the Gene-

ral and Cash Receipts Journals are tied for first rank, and the Cash Pay-

ments Journal ranks fourth. A clearer index of NYC/Upstate differences in

journal usage--which is to say between the types of journals maintained in

establishments ranging up through very large versus ones that are presumably

mostly very small-is provided below, in which the "Total %" data of Tables

55 and 57 are rounded to the nearest whole percentage. The journals, abbre-

viated,are shown in the order of the listings of Tables 55 and 57.

G S P CR CP Comb.

NYC 41 35 29 53 49 21

Upstate 54 52 30 54 46 30

In the smaller Upstate establishments, there appears to be more frequent

use of the General, Sales; and Combination Cash Receipts and Payments Jour-

nals. However; size of firm is not the only explanatory factor. As shown

in Table 89 (p. 217, Technical Appendix), nearly half (28 of 59) Upstate
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respondents were employed in establishments engaged in SIC 50-59 (Wholesale

and Retail Trade), probably almost entirely in retail trade. In contrast,

among NYC respondents (Table 90, p. 218, Tenhnical Appendix) 24 percent of

the establishments and 22 percent of the respondents were associated with

the category "Wholesale and Retail Trade," including many wholesalers. Per-

haps the data contrasting NYC with Upstate journal usage suggest that, in the

smaller establishments, the General Journal is more common and a variety of

special journals somewhat less common--than in larger establishments. If so,

perhaps--

High school bookkeeping instruction in the smaller cities might give
somewhat more attention to the General Journal than seems justified
in the large urban areas.

Table 58 displays the Upstate findings paralleling those in Table 56 for

NYC respondents.

Table 58

Job Levels of Upstate Respondents Who Make Journal Entries

(In Percentages)
a

Job
Level

Journal

General Sales Purchases
Cash

Receipts
Cash

Payments
Combin.

Rec. & Pay.

1 0.0 3.9 0.0 3.1 0.0 0.0

2 0.0 3.2 0.0 0.0 0.0 5.6

3 21.9 25.8 11.1 28.1 25.9 27.8

4 65.6 58.1 77.8 62.5 66.7 55.6

5 9.4 6.5 11.1 6.3 7.4 11.1

6 3.1 3.2 0.0 0.0 0.0 0.0

Total 100.0 100.0 100.0 100.0 100.0 100.1

N 32 31 18 32 27 18

a
The table is read in the same manner as Table 56 (see the last para-

graph on p. 95).

The implications of the data of Table 58 have been discussed on pages 95

and 96 and require no further comment. Considered, next, is the number of

money columns in the journals used by the questionnaire respondents (Ques-

tion 33--left side of page 2 of the questionnaire).
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Number of Money Columns in Various Journals. Curricular interest in the

number of money columns in journals is in manifest awareness of the varia-

tions in accounting usage and of the instructional principle that expresses

the importance of matching,in instruction the (varying) states of affairs

that are likely to be found on the job. Subject to the uncertainty of many

NYC respondents about number of money columns referred to on page 93 (i.e.,

uncertainty about whether the forms they used were, indeed, journals), the

NYC findings for number of money columns in journals are displayed in Table

59; the Upstate findings, in Table 60. The pertinent questionnairJ item

(No. 33) provided, one-by-one, for respons's to number of money columns from

1 through 11+. However, with the exceptions covered by the last three foot-

notes of Table 59, the grouping of 3-7 columns reflects relatively low fre-

quencies for the individual columns within the group; the 9+ grouping for 9,

10, and 11+ reflects both the 10-punch limitation on an IBM card and the

sufficiency for curricular purposes of the grouping.

Table 59

Percentage Distribution of Number of Money Columns
In Various Journals Used by NYC Respondents

Journal
Number of Money Columns

1 2 3-7 8 9+

General 8.1 24.0 26.8 11.0 30.1 246

Sales 10.4 12.8 39.3 11.4 26.1 211

Purchases 8.2 10.6 26.5
b

15.3 39.4 170

Cash Receipts 8.6 8.9 34.6c 8.6 39.4 315

Cash Payments 7.6 9.3 25.2 10.0 47.9 290

Combination Cash 7.8 10.9 200 d
4.7 51.6 128

Rec. & Pay.

All 8.5 12.7 30.0 10.2 38.6

aThe table shows, illustratively, that in 8.1% of General
Journal usage, that journal has 1 money column. The column
totals are across all six of the journals listed; e.g., about
one-eighth of the time (12.7%), the journals have 2 money columns.

b
For 4 columns, the percentage is 15.3.

c
For 6 columns, the percentage is 11.1.

d
For 6 columns, the percentage is 10.2.
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Without exception, the modal (most frequent) number of money columns in

each of the six journals listed in Table 59 is 9+; next most frequent num-

ber of money columns, per Journal, is: General 2, Sales 2 (with 4 columns

nearly as frequent as 2), Purchases 8, Cash Receipts 6, Cash Payments 8,

and Combination 2 (with 6 columns nearly as frequent as 2). Prevailingly,

then, all the journals most often have many columns; next most often, the

General and Sales Journals have few (2); the others continue to have many.

Table 60 displays the money-column information for Upstate respondents.

Table 60

Percentage Distribution of Number of Money Columns
In Various Journals Used by Upstate Respondentsa

Journal
Number of Money Columns

1 2 3-7 8 9+

General

Sales

Purchases

Cash Receipts

Cash Payments

Combination Cash
Rec. & Pay.

All

9.4

12.9

16.7

21.9

25.9

16.7

18.8

19.4

22.2

15.6

14.8

27.8

21.9

32.3

27.8

31.3

29.6

27.8

3.1

12.9

5.6

6.3

3.7

11.1

46.9

22.6

27.8

25.0

25.9

16.7

32

31

18

32

27

18

16.5 19.0 28.5 7.0 29.1

a
See footnote a of Table 59.

For the first five of the six journals listed in Table 60, the modal (most

frequent) number of money columns is again 9+; for the Combination journal, 2.

Next most frequent among Upstate respondents are: General 2, Sales 2, Purch-

ases 2, Cash Receipts 1, Cash Payments 1, Combination 1 and 9+, equally. Pre-

vailingly: then, the Upstate journals (which is to say, the small-firm Jour-

nals) mostly have many columns; next most often, they have few.

The Labor Department occupational analysts also collected information on

number of money columns in journals by direct examination, thus freeing their

findings of the uncertainty characterizing some of the data for NYC question-

naire respondents. Their findings (for nonentry and entry positions) are

given in Tables 75 and 76 (pp. 143-144), but with percentages computed on
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a different base from that of Tables 59 and 60, with different money-column

groupings, and across all journals encountered, including many highly spe-

cialized ones (e.g., see Figure 7, p.152) not listed in Tables 59 and 60.

As best as can be done by way of comparing questionnaire with interview in-

formation on number of money columns in journals in view of the noncompara-

bility factors given above, it may, as a preliminary, be stated that the La-

bor Department found journalizing to be engaged in by 30 percent of the em-

ployees, whereas the percentages for NYC respondents to the questionnaire

ranged, as shown in Table 55, from 21 to 53 percent. The 6 NYC percentages

cannot be averaged for comparison with the Labor Department's 30 percent be-

cause of NYC-employee engagement in different numbers of journals (sometimes

1, at other times more than 1).

On the question of number of money columns, the Labor Department percent-

ages of Tables 75 and 76 (pp. 143, 144) have been converted (in 'liable 61, be-

low) to the same base as the NYC ones and, when possible, the NYC groupings

of number of money columns have been converted to the Labor Department group-

ings.

Table 61

Percentage Distribution of Number of Money Columns in Journals
Among NYC Questionnaire Respondents and Labor Department Interviewees

Number of Money Columns
OUULL.0

1

,

2 3-5 6-8 6-10 9+ 11+ Unknown

NYC Questionnaire 8.5 12.7 17.4 22.8 38.6

Labor Department * 29.6 35.2 9.9 14.1 11.3

*Not reported.

Table 61 shows very poor agreement between the Questionnaire and Labor

Department findings on number of money columns in journals: the latter show-

ing a preponderance of 2-5 columns; the fo:mer, a preponderance of 6 or more

columns. In view of the many omitted questionnaire responses to Question 33

and the characteristic uncertainty of respondents during a telephone check

on the discrepancies, one is tempted to place greater credence in the Labor

Department findings on number of money columns in journals. However, inso-

far as the curricular question could be more simply answered were there to

be some prevalent number of columns per journal, the question has no simple
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answer--except that of variability. It would be well to provide in bookkeep-

ing instruction journal forms that vary widely in number of columns.

Involvement in Maintaining Ledgers

The final "overview" area before considering the 131 detailed job activi-

ties concerns whether or not respondents post to the General Ledger (Ques-

tion 34), to one or more subsidiary ledgers (Question 35), and if "yes" to

the latter, which subsidiary ledgers (Question 36). Here again, as with

the discrepant or inconsistent responses for journalizing, a certain amount

of telephonil remedying of inconsistencies had to be undertaken. As a con-

venient means of examining ledger involvement in relation to total job ex-

perience (whether or not post-high school bookkeeping/accounting courses

may have been taken), involvement in General Ledger work is shown in Table

62 for those who were graduated from high school pre- and post-1970.

Table 62

General Ledger Work Among Pre- and Post-1970 High School Graduates

HS Graduation
Status

Yes No . Total

N %
a

N %
a

%
b

New York City

By 1969 207 38.8 326 61.2 533 89.3

1970-72 7 22.6 24 77.4 31 5.2

Non-Grads. 5 15.2 28 84.8 33 5.5

Total 219 36.7 378 63.3 597 100.0

Upstate

By 1969 33 66.0 17 81.0 50 84.7

1970-72. 2 50.0 2 50.0 4 6.8

Non-Grads. 3 60.0 2 40.0 5 8.5

Total 38 64.4 21 35.6 59 100.0

a0f the row totals; i.e., of 533, 31, . . ., 59.

b0f 597 and of 59.

As shown in Table 62, about three-eighths (36.7%) of the NYC respondents,

but about five-eighths (64.4%) of the Upstate respondents, reported that they

post to the General Ledger. Among Upstate respondents the frequencies for
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pre- and post-1970 high school graduation are too small to permit any infer-

ences. Confined, then, to the NYC data for graduates, less than one-fourth

of the recent graduates (22.6%), but about three-eighths of the older gradu-

ates (38.8%) were involved in General Ledger work; the ratio of those per-

centages (older to younger graduates) is 1.7 to 1. Working with the General

Ledger is prevailingly a task for the more experienced employee.

Paralleling the data for General Ledger work in Table 62, the information

on subsidiary ledgers is shown in Table 63.

Table 63

Subsidiary Ledger Work Among Pre- and Post-1970 High School Graduates

HS Graduation
Yes No Total

Status %a
N %

a
%b

New York City

By 1969 209 39.2 324 60.8 533 89.3

1970-72 9 29.0 22 71.0 31 5.2

Non-Grads. 11 33.3 22 66.7 33 5.5

Total 229 38.4 368 61.6 597 100.0

Upstate

By 1969 17 34.0 33 66.0 50 84.7

1970-72 1 25.0 3 75.0 4 6.8

Non-Grads. 1 20.0 4 80.0 5 8.5

Total 19 32.2 50 67.8 59 100.0

a
Of the row totals; i.e., of 533, 31, . ., 59.

b
Of 597 and of 59.

The findings of Table 63 on posting to subsidiary ledgers are so very

like those of Table 62 applying to the General Ledger that there is little

that need be added to the earlier comments. The older graduates are about

equally engaged in the General and subsidiary ledgers; the younger ones,

slightly more often with subsidiary ledgers than with the General Ledger.

So many dozens of highly specialized subsidiary ledgers were reported in

response to Question 36 ("... which subsidiary ledgers?") as to make their

mention of little curricular relevance. Instead, the data were tallied for
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number of subsidiary ledgers to which the respondent posted, with results as

shown in Table 64.

Table 64

Number of Subsidiary Ledgers Maintained

(In Percentages)"

Number NYC Upstate

1 40.6 31.6

2 30.1 36.8

3 11.4 21.1

4 9.6 5.3

5+ 8.3 5.3

Total 100.0 100.1

*Based on Ns of 229 for NYC and 19
for Upstate respondents.

The data of Table 64 suggest that a bookkeeper whose duties involve sub-

sidiary ledgers will more likely than not be involved with more than one

such ledger.

The close agreement between the reported General Ledger and subsidiary

ledger work (Tables 62 and 63) might perhaps be suspected, even if only on

the grounds that - -with one General Ledger vs. (potentially) many subsidiary

ledgers--there ought to be more persons involved with the latter ledgers.

In the present instance, playing detective is not possible because so many

of the questionnaire respondents were experienced persons, not beginners.

The Labor Department findings are more pertinent to the issue of ledger in-

volvement because of the precise distinction between entry and nonentry job

holders. As shown in Tables 75 and 76 (pp. 143, 144) 11 of 24 nonentry job

holders (45.87.) and 42 of 213 holders of entry jobs (19.7%) were engaged in

ledger work of one kind or another--without distinguishing the General from

subsidiary ledgers. It may also be mentioned (Row 4 of Tables 75 and 76)

that 29.1 percent of nonentry-job holders and 14.6 percent of entry-job

holders "reconcile subsidiary ledgers with general ledger accounts."

In summary, taking the Labor Department findings as less ambiguous on the

issue of ledger work among ueginners, only about one-fifth of such persons

are engaged in ledger work.
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Summary and Implications of Job-Overview Findings

The findings and their implications summarized here are largely, but not

entirely, confined to those that have implications for high school bookkeep-

ing instruction. In each instance, the particular page and table numbers con-

taining the details are shown in square brackets.

Typewriting [pp. 83-85, Tables 43-45]. About three-fifths of the NYC re-

spondents and about four-fifths of the Upstate respondents type on the job- -

the former, typically for 3-52 hours per week; the latter, for rather more

than that because small-firm employees often have duties aside from bookkeep-

ing. The kinds of things bookkeepers type are indistinguishable from the

activities commonly included in standard typewriting instruction.

The high school bookkeeping student is well advised to learn to
type--the same sorts of things that are taught to potential other
office employees.

Other Office Machines [pp. 85-88, Tables 46-48]. More than 19 of every

20 employees use office machines other than the typewriter--prevailingly

adding/calculating machines and,more often than not, more than one machine--

typically spending 15-16 hours per week at such machines. Both earlier

studies and the Labor Department findings of the present investigation show

that no prior school training on any of these machines is desired except

for keypunch and bookkeeping machines.

There is no justification for adding/calculating machine training
in the high schools.

Electronic Data Processing [pp. 88-91, Tables 49-52]. Employee involve-

ment in computerized or other electronic bookkeeping/accounting systems

ranges from about one-tenth in establishments with fewer than 10 employees

to more than seven-eighths in the giant firms. "Payroll" is the area most

commonly computerized (more than three-fourths of the instances), with "Ac-

counts Receivable" and "Accounts Payable" at 70 and 60 percent levels, re-

spectively. Among 6 areas (the foregoing, plus Sales, Inventory, and Pur-

ases), 3 is the typical number subject to EDP. Labor Department data, how-

ever, show a steadily increasing trend toward computerization of accounting

records and uniformly-unique-to-the-establishment record forms that sub-

stantially reduce the need for conceptual knowledge.

Except in small-city instruction there is no justification for more
than nominal attention to manual payroll records. In big-city in-
struction a general reduction in the focus on conceptual knowledge
seems indicated.
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Computation Time [pp. 91-92, Table 53]. The typical bookkeeping employee

spends about 44 percent of a typical work week (151/2-17k hours) performing

calculations (by machine, by paper and pencil, mentally). Perhaps surpris-

ingly, the more responsible the job, the greater the number of hours and

proportion of a work week spent calculating. These findings have no particu-

lar instructional implications, but they do strongly validate the "Good at

figures" stress placed by employers on job applicants.

Responsibility for One's Own Work [p. 93, Table 54]. Subject to the vari-

ous possible interpretations of "responsibility" among respondents, more than

three-fourths of them reported that they did not mostly have to submit their

work for checking by someone else. Inc=ise in self-responsibility is evi-

dent with increase in level of job responsibility (from two-thirds of the

clerks to seven-eighths of the accountants). To the extent that the respon-

dents' reports on this issue are reliable- -

High school bookkeeping students should understand that on the job- -
in contrast to in the classroom--there will usually not be someone
in a teacherlike role to check the employee's work.

Journalizing Activity [pp. 93-102, Tables 55-611.. Here, there are sub-

stantial differences between Questionnaire and Labor Department findings- -

with Labor Department findings deserving of more credence because they are

free of the many inconsistencies in questionnaire responses concerning jour-

nalizing And considered of more pertinence because of the unambiguous dis-

tinction between entry-level and higher-level employees. Among 213 holders

of entry-level positions, 30 percent were found by the Labor Department oc-

cupational analysts to be involved in journalizing. Among questionnaire re-

spondents, the incidence of use (in parentheses) of six specified journals

was: Cash receipts (53%), Cash payments (49%), General (41%), Sales (35%),

Purchases (29%), and Combination cash receipts and payments (21%)--among

NYC (i.e., mainly large-firm) employees. Among the smaller-firm employees

Upstate, involvement in journalizing tended to be somewhat more frequent,

especially for the Sales Journal and the General Journal. Both in New York

City and Upstate, journalizing was infrequent (about 10 percent) among hold--
ers of lower-level jobs; journalizing is markedly the province of the assis-

tant bookkeeper and bookkeeper--the General Journal, more often of the lat-

ter than the former person. Number of money columns in the various journals

ranges widely for each journal, with little agreement between Questionnaire
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and Labor Department findings in that regard. Especially in view of the

large variety of unique-to-the-establishment, highly specialized journal

forms discovered by the Labor Department occupational analysts, it would

appear that- -

Big -city high school instruction in bookkeeping should give par-
ticular focus to the special journals--deliberately varying in
number of money columns--with lighter attention to the General.
Journal. Ia small-city instruction, somewhat more attention to
the General Journal seems justified.

Ledger Activity [pp. 102-104, Tables 62-64]. Although to a lesser ex-

tent than was true of journalizing, there were inconsistencies in question-

naire responses on ledger work. Combined with the sharper distinction be-

tween entry-level and higher-level jobs provided by the Labor Department

findings, those findings appear to deserve the greater credence. Among

holders of entry-level positions, the Labor Department found 20 percent to

be involved in ledger work (with 15 percent of such persons responsible

for reconciling subsidiary ledgers with General Ledger accounts). Among

questionnaire respondents, about three-eighths of NYC employees (includ-

ing one-fifth of low-level job holders) made entries in the General Ledger,

as did about five-eighths of the small-firm, Upstate respondents. Subsid-

iary ledger work was engaged in by about three-eighths of the New York City

employees (including about three-tenths of the lower-level job holders) and

by about three-tenths of the Upstate respondents. In all, the bookkeeping

employee is more likely than not to be involved with more than one ledger.

Finally, as with the journal forms, so with the ledger forms analyzed by

the Labor Department investigators: they vary in design from one estab-

lishment to the next, including variation in number of money columns. Al-

though rather more mildly, the instructional implications for ledger work

parallel those for journalizing:

In the big cities, particular focus on subsidiary ledgc.rs, widely
varying in design of the ledger forms, seems desirable--with rela-
tively lighter attention to the General Ledger. For small-city in-
struction, the General Ledger appears to be clearly more important
than subsidiary ledgers.

Throughout this 3-page summary of "job overview" matters, the Labor De-

partment criterion for defining an entry-level job is totally free of ambi-

guity: one for which employers require no previous job experience.

Considered, next, are the fine details of questionnaire raspondents' work.

r;
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Details of Present Job Activities

The 131 detailed job activities that begin on the right side of page 2 of

the questionnaire are organized into thirteen lettered subsections (h-M) rep-

resenting topical areas of work. For each of the 131 tasks the respondent

was asked to check whether or not he performed the task and, if so, whether

he had learned to perform it in school, on the job, or both. Before present-

ing the task-by-task findings (according to job-relevant school background),

a bird's eye view of the scope or breadth of job activity across the 13 areas

and 131 tasks is provided. In all instances, only New York City data are

shown--because (a) the Upstate findings differ only negligibly from NYC data

and (b) Upstate frequencies at all job levels except 3 and 4 (assistant book-

keeper and bookkeeper) were so small (3, 2, 3, 2, plus 17 "mixed" positions)

that no useful information on entry-level positions was generated.

Number of Areas and Tasks Engaged In. As one might expect, those at entry

levels (1 and 2, clerk and accounting clerk) had narrower job duties than

those at higher levels of job responsibility. For those at assistant book-

keeper and bookkeeper levels, the median and modal number of areas (out of

thirteen) engaged in was 9 or more (with a "Yes" for an area whenever at

least one task in that area was performed). At Level 1 (clerk), the median

is 3 and the mode 2; at Level 2 (accounting clerk), the median is 4 and the

mode is also 4.

At a more detailed level, the median number of tasks performed (out of

131) is shown2 by job level, in Table 65.

Table 65

Median Number of Tasks Performed by NYC Respondents, by Job Level

Job Level 1 2 3 4 5 6 Mixed All

N 113 111 187 105 32 16 33 597

Median 7 14 27 60 30 50 36 23

In corroboration of much earlier data--and of the Labor Department find-

ings to be presented later- -Table 65 shows that the holder of an entry posi-

tion (Levels 1 and 2) performs relatively few different tasks, in contrast

to the numbers performed by holders of higher-level positions. The "Book-

keeper" and the "Senior Accountant" appear to have the largest array of job

activities, with the "Assistant Bookkeeper" and "Junior Accountant" at in-

termediate levels of variety of job duties.



-109-

Across all job levels, the percentages(of the 597 NYC respondents) who

perform various numbers of tasks (out of 131) are shown in Table 66.

Table 66

Percentage of NYC Respond.7nts
Who Perform Various Numbers of Tasks

Number
of Tasks

0/
/0

1-9 20.1 20.1

10-19 22.6 42.7

20-29 18.9 61.6

30-39 11.1 72.7

40-49 10.6 83.3

50-59 5.9 89.2

60-69 5.5 94.7

70-79 3.0 97.7

80-89 1.5 99.2

90-99 0.3 99.5

100-117 0.5 100.0

The data of Table 66 are self-explanatory and require no comment.

Preparation for Job Duties b Those with HS Trainin in Bookkeeping

The data of Table 67 on the following pages are confined to the 196 NYC

respondents who had "Only high school training in bookkeeping" and show,

for each job activity or duty, the percentage who reported that they learned

to perform the activity in school (S), on the lob (J), both in school and

on the job (B), or who did not specify where they learned to perform the

task (U = unspecified). Also shown is N, the number of respondents(out of

196) who reported they performed the activity. Not shown are the 12 job

activities not in the high school recordkeeping/bookkeeping curricula

(Nos. 28, 36, 47, 62, 63, 64, 96, 98, 99, 126, 127 and 131). No. 94 is

also missing because it was inadvertently omitted from the questionnaire.

Evident at a glance in Table 67--despite the inclusion in high school in-

struction of all the activities listed--are the large percentages for those

who reported only on-the-job learning (J), in contrast to the much smaller

percentages for school (S) and for both school and job (B) learning The

J category exceeds in all instances the sum of the S and the B categories.
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Table 67

Number of NYC Respondents with "High School Only" Training
Who Perform Each Job Duty and Percentage Distribution of

Where They Learned to Perform that Job Duty

[S = School, J = Job, B = Both, U = Unspecified]

Job
Where Learned

Activity*

(A) Sales or Services Rendered

1 Do you decide or help to decide to whom credit
should be extended?

2 Do you keep records of merchandise stock numbers
sold or types of services rendered?

3 Do you listby salesman. week, territory, or type
of servicecustomers, subscribers, clients or pa
tients?

4. Do you prepare sales invoices or bills for services?

5 Do you prepare credit memos?

6 Do you keep records of sales taxes charged?

7 Do you calculate for recording on sales Invoices or
b.11s extension:. discounts. allowances, deductibles,
taxes or freight charges?

B Do you list or total sales invoices. bills or credit
memos?

9 Do you make entries in a sales lournel or a Journal
for se-vices rendered?

10 Do you make entries in a sales returns and allowances
tuornal?

11 Do you rucoIrl C 0 D sales in a iournel?
11 Do you calculate salesmen's commrxpons or expenses?

11:111Cash Receipts I

13 Do you calculate discounts, allowances or partial
Payments before incoming checks are recorded?

14 Do you, c.slcuIate payments or pato& payments re
cawed as grants or budgetary allocations?

15 Do you enter incoming checks in a cash receipts
pournal)

16 Do you record bank deposits in a cash receipts
journal?

17 Do yOu start each month's cash receipts iournal with
a cash balance from the previous month?

18 Do you total cash receipts records, registers or
bona's?

19 Do you make journal entries for cash received on
installment sales?

20 Do you use a cash register?

21 Do you count cash received or prove correctness of
cash on hand with totals on a cash register?

22 Do you keep records of sales taxes collected?

23 Do you collect cash from two or more registers and
record the totals?

24 Do you keep records of expenses. purchases or draw
fig bald for by Coins and bills taken from daily receipts?

25 Do you make entries for discounting notes payable?

I CIS Acrounts Rece,able

26 Do you record or post invoices. bills. or credit
memos to accounts of customers, subscribers, patients,
c',ents or grantors?

2? Do you post to accounts. checks or cash received?

S J B U

7 81 2 10 42

0 83 6 11 36

2 79 6 13 47

7 65 18 10 72

10 63 19 9 70
2 78 8 12 40

9 60 21 9 85

12 59 19 11 94

15 52 25 8 40

13 58 19 10 31

16 58 11 16 19

5 84 5 7 44

11 64 12 12 73

7 64 14 14 28

17 49 26 9 90

20 53 18 9 89

21 47 21 12 43

16 54 16 13 92

7 64 7 21 14

0 71 14 14 14

0 81 10 10 21

7 70 13 10 30

0 86 0 14 7

6 74 6 13 31

10 65 15 10 20

17 56 16 10 81

22 51 19 9 93



Table 67 (Continued)

Job Activity

29 Do you find balances in accounts?
30 Do you prepare statements of accounts?
31 Do you list or prepare schedules of end of,month

balances of accounts?

32 Do you age accounts receivable to identify how long
they are oast due?

33 Do you keep records of accounts written off as bed
debts?

(MI Purchases or Services Received

34. Do you prepare purchase orders or requisitions?
35. Do you compare merchandise or services received

with purchase invoices or bills received?
exsermerd-ee.

37 Do you record purchase quantities on Invenrory,
stock, or open to buy records?

38 Do you compare the total of purchase invoices or ex.
ponse vouchers with amounts budgeted I or them?

39 Do you prepare credit slips for returned puri:hasee or
for errors on purchase invoics?

40 Do you calculate due date on purchase invoices,
vouchers or bills received?

41. Do you prepare vouchers for purchases or con
fretted services?

42 Do you enter purchases or bills fur services in a
purchases journal or tournel for services received?

43 Do you make entries in a lourval that has depart
mental column headings?

44 Do you enter vouchers In a voucher register?
45 Do you make entries in a purchase returns journal?

1E11 Cash Disbursements

46 Do you prepare stubs and checks for cash disburse
nest s?

48 Do you enter issued checks in a cash ,layments
icirnal?

49 Do you make entries in a check register that is part
of a voucher system?

50 Do you verify correctness of cosh cournaJs by corn
Paring balances in journals with balances in checkbook?

51 no you make entries relating to operating expenses,
such as rent. telephone, electricity etc/

52 Do you make entries for proprietor's personal
I, awing°

53 Do you reconcile the bank statement balance with
me checkbook or cash journal balance?

54 Do you make entries for bank charges and collection
charges?

55 Do you use a pegboard or other one write- system
for cash receipts or cash payinetts?

56 Do you record entries in journals for collection or
payment of notes receivable or payable?

1Flr, Accounts Payable

57 Ors you post purchase or return amounts in crept,
tors or veridurs' accounts?

58 Do you post to creditors' accounts the amounts of
cash paid to them?

59 Do you comp ire statements received from r:reditors
with balances in their accounts?

60 Do you list or prepare schedules for and of month
taisiances In creditors' accounts?

Where Learned

S J B U

20 56 15 9 107
17 59 13 11 90

13 59 17 11 90

9 60 20 11 75

10 71 5 14 58

0 73 12 15 26

2 78 10 10 60

0 77 8 15 13

0 86 0 14 21

3 72 8 17 36

2 14 67 2 51

4 67 25 24

18 44 18 20 45

17 60 14 9 35

0 80 7 13 15

5 55 20 20 20

19 57 16 8 96

19 49 20 13 70

0 69 10 21 29

15 65 13 8 62

12 69 7 12 58

6 85 0 9 33

24 51 17 8 72

20 70 3 7 69

13 87 0 C 15

3 76 8 14 37

25 48 13 13 52

20 56 13 11 61

14 65 9 12 69

16 60 11 13 55
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Table 67 (Continued)

Job Activity

1G1P Merch-ildise Records

61 Do you Keep cost records for manufacturing de
par trnentS'

ienipiieiiiieerrits-se-senii-ser-elreekk.1-

65 Co you make journal entries for merchandise
snipped or received, on consignment,'

66 Do you price or total merchandise for ph sicel
inventury7

67 Do you compare physical inventory count with
inventory or stock records?

(Fill Petty Cash

68 Do you prepare petty cash slips or vouchers?
69. Do you ent&i petty cash slips or vouchers in a petty

cash book or jou nal7
70 Do you post directly from the petty cash journal

to the general ledger?

71. Are you responsible for maintaining the petty cash
boa or drawer?

Ill I Payroll]

72. Do you prepare time cards for employees?
73 Do you calculate time worked by employees?
74. Do you calculate gross earnings of employees?
75 Do you calculate piecework earnings by employees?
76 Do you calculate payroll deductions for takes, etc?
77 you enter payroll Information in a payroll bnok

or register?
78. Du yOU record payroll entries in a cash payments

journal?
79. Do you post directly from the payroll journal to

the general ledger?
80 Do you enter payroll information on individual

employees' earnings records?

81 Do you prepare forms for depositing at the bank of
employees' and employer's payroll taxes?

82 Do you make :ournal entries for depositing employ
er's and employees' payroll taxes?

83 Do you total individual employees' earnings records
at the end of each quarter?

84. Do you prepare quarterly payroll tea reports for
federal, state or city governments?

85. Do you total employees earnings records for the
year?

86 Do you prepare information for employees' W-2
forms?

(J) I Financial Statements

87. Do you prepare sales or commercial rent tax returns?
88 Do you prepare trial balances?
89. Do you prepare work sheets for balance sheets or

income statements?
90. Do you prepare balance sheets or income statements?
91. Do you prepare comparative balance sheets or com

parative income statements?

Where Learned
N

B U

0 78 0 22 9

25 50 0 25 8

0 85 0 15 13

0 80 0 20 10

15 62 10 13 61

10 76 4 10 50

9 77 5 9 22

3 85 0 13 39

2 85 2 10 48
4 76 8 12 67

12 73 7 8 60
6 94 0 0 17
9 70 11 11 57
8 69 10 13 61

18 67 7 9 45

10 77 3 10 30

7 78 5 9 55

2 86 4 8 49

3 86 3 9 35

4 85 2 9 55

2 84 2 11 45

5 81 2 12 59

3 83 5 10 58

0 82 0 18 17

8 56 26 10 39

0 71 17 12 24

14 59 18 9 22

0 69 15 15 13



Table 67 (Continued)

Job Activity

92 Do you prepare income tax or franchise tax returns
for your employer?

93 Do you use financial statements as a basis for pre
paring current ratios, working capital or merchan
dising turnover?

95 Do you calculate the distribution of net profits for
a partnership?

(KO General Ledger and General Journal

iiieeeeireitexel-erreeperiere4-1-i-

97 Do you record entries in the general pournal?

100. Do you post from the general Journal to the general
ledger?

101 Do you record notes receivable or notes payable in
the general Journal or other journals,

102 Do you record entries relating to interest income
or interest expense,

103 Do you reconcile accounts receivable or accounts
Payable with general ledger accounts?

104. Do you record payroll entries In the general
journal7

105 Do you reconcile payroll records with general
ledger accounts?

106. Do you prepare adjusting entries for bed debts or
depreciation,

107 Do you make achusting entries for accrued expenses
(unpaid salaries. etc I,

108. Do you prepare adjusting entries for deferred ex-
penses (unexpired insurance, supplies on hand, etc 17

109 Do you make adjusting entries for accrued or de
ferred income?

110. Do you make correction entries in journals and
ledgers when mistakes are found?

111 Do you make entries for recovery of bad debts
previously written off?

112. Do you keep drawing and capital accounts for an
individual proprietorship or partnership?

113 Do you make entries for earnings and dividends in
capital stock, retained earnings, and other capital
accounts?

114 Do you make entries to close Income and expense
accounts at the end of the fiscal year?

115 Do you make, if necessary, reversal entries in the
general journal?

(1.) Data Processing

116. Do you make calculations in connection with enter-
rng financial data on coding or input sheets for
data processing?

117 Do you enter finenciI data on coding/Input forms
f or data processing?

118. Do you compare data processing coding/input forms
with original bookkeeping and business papers'

119. Do you enter coding information on business papers
in preparation for deb processing?

120. Do you compare or balance data processing print-
outs with original business Papers?

Where Learned
N

S J B U

0 75 0 25 8

0 71 0 29 7

0 0 50 50 2

16 56 12 16 32

18 54 10 18 28

0 74 4 22 23

3 74 7 16 31

12 60 14 14 58

4 83 4 8 24

6 78 6 9 32

0 68 8 24 25

6 75 6 13 16

0 75 8 17 12

0 80 7 13 15

8 72 11 9 64

4 77 4 15 27

0 89 0 11 9

0 89 11 0 9

10 65 15 10 20

7 70 13 10 30

4 80 4 11 45

0 82 3 15 34

0 92 0 8 36

0 90 0 10 40

0 89 3 8 37

-113-



-114-

Table 67 (Continued)

Job Activity'
Where Learned

N

S J B U

171 00 you enter corrections On coding/input forrns for
data processing'

122 Do you enter uurentury Information ci. !oding forms'
123 0o you examine irate processing records to verify

124 Do vu., ndnIne data prOcessIng records to find re
cuested odor rnabon

125 vbr f..1,dre flOVY chr.ts de.a processing sys

0

0

0

0

0

4

4

11

15

91

83
89

90

75

70

79

89

77

2

0

0 y

0

0

11

4

0

0

7

17

11

10

25

15

14

0

8

43

12

35

50

4

27

28

9

13

iNiiMoatiliarlet,
. .

C. 0.6

128 interest
wrest exor. sef

129 Do yOu n Ord entries in notes receivable or mutes
Payable roli.ster

130 On you .11..1_1 a subsidiary ledger or other record for
plant, euoionlent or other fixed assets'

444.6--eMe-7 volx-fs-
.s71.-ercererfele.fre.rferwira---

132 DO you rbfike entries in lournals that differ from
their r. olocnn headings (double posting, negative en
tries, etc I

The deleted activities are those not included in the high
school curriculum of New York City.

Upon superficial consideration, the swamping of S-plus-B by J (of school

plus school-and-job by job learning alone) would seem astonishing among per-

sons with high school training in rocordkeeping/bookkeeping responding to

activities included in the high school curriculum. The findings of Table

67 certainly do not mean that the listed activities were not taught in high

school or that respondents simply forgot that they had been taught. Instead,

the findings 3ugest that there has been little transfer of the instructional

focus on concepts to on-the-job activities. In view of the numerous vari-

ations in practices, terminology, and record forms used on the job, the ma-

jority of respondents seem not to have recognized that their job activities

are merely varied representations of what they had been taught in school.

The school "theme" is embedded in classical bookkeeping terminology and rec-

ord forms; respondents mostly did not recognize their on-the-job activities

as variations on that theme--variations in Form, but not in substance or

concepts. Insofar as school instruction is preparation for work, school

instruction shou,ld transfer to job performance. Manifestly, teaching for

transfer has not been well accomplished in high school bookkeeping instruc-
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tion. The purported conceptual focus which is the raison d'etre or justi-

fication for high school bookkeeping instruction does not appear to be hav-

ing its desired effects--at least as measured by recognition of job activi-

ties as having been learned (in substance, if not in detail) in school.

Now, the paradigm for maximum positive transfer requires as close as pos-

sible a match between school and job activities. The evident slippage re-

vealed by the data of Table 67 clearly lies in the failure in school instruc-

tion to deal with the variations in terminology found on the job, to make

apparent that the record forms used in school are merely stripped-down ab-

stractions of on-the-job forms that vary widely in details but not in con-

cepts, to include in school training a reasonably representative sample of

the kinds of forms used on the job, including those that are portions of a

journal or of a ledger account, ones that represent half of a debit/credit

concept. The recommendation for school instruction, whose major components

have just been mentioned, may be summarized as--

Insert into high school bookkeeping instruction a wider representa-
tion of the varied terminology and record forms found on the job
and use those variations to teach for transfer.

Performance of Job Duties According to School Training Status

For each of the 131 job activities, Table 68 shows the percentage of all

597 NYC respondents and of those with various school backgrounds in bookkeep-

ing/accounting who perform the activity.
26

Following Table 68 (page 122) the

activities are listed in rank order.

Among those with various school backgrounds [None, HSO (high school only),

PHSO (post-high school only), HSP (high school plus post-high school)] the

differences in task engagement tend mostly to be rather modest, seldom ex-

ceeding about 10 percent--a finding that suggests the greater role of job

experience than of school training in determining one's job duties. The ex-

ceptionsthe larger differences--are those relating to financial statements

(Section J, Activities 87-95) and to selected General Ledger and General

Journal items (Section K, Activities 96-115). Among them, the influence of

post-high school training is apparent.

26
The percentages for Items 20, 23, 88, and 110 are suspect: #s 20 and

23 because internal evidence shows "cash register" to have been interpreted
by some respondents to mean the piece of hardware rather than the record;
#88 for the reasons given on page 45; and #110 because the Labor Department
findings suggest its probable misreading to mean mere correcting of errors
rather than the formal making of "correction entries."
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Table 68

Percentage of NYC Respondents Who Perform Each of 131 Job Activities,
According to School Background in Bookkeeping/Accounting

[HSO f high school only, PHSO = post-high school only,
HSP = high school plus post-high school; Ns in parentheses]

Job Activity

School Background
Total
(597)None HSO PHSO HSP

(166) (196) (117) (118)

(Al Sales or Services Rendered

Do you decide or help to decide to whom credit
should be extended?

23.5 21.4 19.7 16.9 20.8

2 Do you keep records of merchandise stock numbers
sold or types of services rendered?

20.4 18.4 14.5 19.5 18.4

3 Do you list by salesman, week, territory, or type
of service customers. subscribers. clients or pa 19.9 24.0 18.8 15.3 20.1
/rents,

4 Do you prepare sales invoices or bills for services? 31.9 36.7 34.2 33.0 34.2
5 Do you prepare credit memos? 32.5 35.7 37.6 32.2 34.5
6 Do you keep records of sales taxes charged? 25.3 20.4 23.1 18.6 21.9
7. Do you calculate for recording on sales invoices or

bills extensions, discounts, allowances, deductibles,
taxes or freight charges?

42.2 43.4 35.9 40.7 41.0

8 Do you list or total sales invoices, bills or credit
memos?

50.0 48.0 39.3 39.0 45.1

9 Do you make entries m a sales journal or a journal
lor services rendered?

25.3 20.4 35.9 26.3 26.0

10. Do you make entries in a sales returns and allowances
lournal?

14.5 15.8 19.7 14.4 15.9

11 Do you record C 0 D sates in a journal", 11.4 9.7 7.7 6.8 9.2
12 Do you calculate salesmen's commissions or expenses? 15.1 22.4 19.7 20.3 19.4

(131 Cash Receipts

13. Do you calculate discounts, allowances or partial
payments before incoming checks are recorded? 33.1 37.2 29.9 22.9 31.8

14 Do you calculate payments or partial payments -re-
ceived as grants or budgetary allocations?

17.5 14.3 21.4 10.2 15.7

15. Do you enter incoming checks in a cash receipts
journal?

41.6 45.9 51.3 39.8 44.6

16. ro you record bank deposits in a cash receipts
journal?

44.6 45.4 52.1 37.3 44.9

17. Do you start each month's cash receipts journal with
a cash balance from the previous month?

30.1 21.9 32.5 24.6 26.8

18. Do you total cash receipts records, registers or
tournIs?

48.2 46.9 58.1 44.1 48.9

19. Do you make journal entries for cash received on
installment sales?

12.7 7.1 14.5 15.3 11.7

20. Do you use a cosh register? 9.6 7.1 7.7 4.2 7.4
21. Do you Count cash received or prove correctness of

cash on hand with tote's in a cash register?
14.5 10.7 16.2 15.3 13.7

22. Do you keep records of sales taxes collected? 18.1 15.3 18.8 16.9 17.1
23. Do you collect cash from two or more registers and

record the totals?
42.2 3.6 6.8 5.1 4.7

24 Do you keep records of expenses. purchases Or draw
ing paid for by corns and bills taken from daily receipts?

16.9 15.8 13.7 11.0 14.7

25. Do you make entries for discounting notes peyebie? 12.7 10.2 14.5 11.9 12.1
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Job Activity

School Background
Total
(597)None WO PHSO HSP

(166) (196) (117) (118)

(CI( Accounts fieLeivable

26 Do you record or post invoices. bills. or credit
memos to accounts of customers, subscribers, patients,
clients or grantors?

46.4 41.3 44.4 33.9 41.9

27 Do you post to accounts, checks or Lash received? 49.4 47.4 48.7 45.8 47.9
28 Do you key off or letter off entries in accounts? 39.8 38.3 46.2 33.9 39.4
29 Do you find balances in accounts? 57.8 54.6 59.0 55.1 56.4

30 Do you prepare statements of accounts, 43.4 45.9 45.3 41.5 44.2
31 Do you list or prepare schedules of end of month

balances of accounts?
46.4 45.9 46.2 47.5 46.4

32 Do you age accounts receivable to identify how long
they are pest due?

34.9 38.3 36.8 33.9 36.2

33 Do you keep records of accounts written off as bad
debts?

31.9 29.6 31.6 31.4 31.0

ID) Purchases or Services Received

34 Do you prepare purchase orders or requisitions? 15.1 13.3 16.2 20.3 15.7
35 Do you compare merchandise or services received

with purchase invoices or but :eceived?
28.3 30.6 25.6 26.3 28.1

36 Do you code purchase invoices or bills received to
indicate the nature of the purchase or service?

20.5 23.0 23.9 23.7 22.6

37. Do you record purchase quantities on inventory,
stock, or opento-buy records?

9.0 6.6 12.8 7.6 8.7

38. Do you compare the total of purchase invoices or !ex-
pense vouchers with amounts budgeted for them?

10.2 10.7 14.5 7.6 10.7

39 Do you prepare credit slips for returned purchases or
for errors on purchase Invoices?

16.9 18.4 16.2 15.3 16.9

40 Do you calculate due date on purchase invoices,
vouchers or bills received?

16.3 26.0 23.9 15.3 20.8

41. Do you prepare vouchers for purchases or con-
tracted services?

9.0 12.2 14.5 16.9 12.7

42. Do you enter purchases or bills for services in a
purchases journal or journal for services received?

24.1 23.0 30.8 17.8 23.8

43. Do you make entries in a journal that has depart
mental column headings?

21.1 17.9 24.8 21.2 20.8

44 Do you enter vouchers in a voucher register? 9.0 7.7 10.3 18.6 10.7
45 Do you make entries in a purchase rturns journal? 7.8 10.2 8.5 9.3 9.0

(E)1Cash Disbursements

46 Do you prepare stubs and checks for cash disburse-
ments?

39.2 49.0 50.4 44.1 45.6

47 Do you code checks or stubs by function? 24.1 26.5 27.4 28.8 26.5

48 Do you enter issued checks in a cash payments
journal?

38.0 35.7 45.3 31.4 37.4

49. Do .; Ou rnek entries in a check register that is part
of a voucher system?

14.5 14.8 16.2 18.6 15.7

50 Do you verify correctness of cash journals by corn 31.9 31.6 43.6 28.8 33.5
Oaring balances in journals with balances in checkbook?

51 Do you make entries relating to operating expenses,
such as rent, telephone, electricity, etc?

36.1 29.6 47.9 37.3 36.5

52. Do you make entries for proprietor's personal
drawings?

15.7 16.8 23.9 15.3 17.6

53 Do you reconcile the bank statement balance with
the checkbook or club 'owns, balance?

33.7 36.7 48.7 36.4 38.2

54. Do you make entries for bank charges and collection
charges?

31.3 35.2 42.7 31.4 34.8

55. Do you use a pegboard or other "one write- system
for cash receipts or cash payments?

6.6 7.7 8.5 4.2 6.9

56. Do you record entries In journals for collection or 22.9 18.9 25.6 22.0 21.9
Payment of notes receivable or payable?
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Table 68 (Continued)

Job Activity

School Background

Total
None HSO PHSO HSP (597)

(166) (196) (117) (118)

(P) Accounts Payable

57 Do you post purchase or return amounts In credi-
tors' or vendors' accounts?

58. Do you post to creditors' accounts the amounts of
cash paid to them?

59. Do you compare statements received from creditors
with balances in their accounts?

60 Do you lest or prepare schedules for ndof month
balances in creditors' accounts?

(G) Merchandise Records 1

61. Do you keep cost records for manufacturing det
Par tments?

62 Do you prepare charge slips to subcontractors for
merchandise sent to them?

63 Do you keep records of merchandise and money re .
carved from or due to subcontractors?

64 Do you prepare charge slips or cedit slips for
merchandise shipped to or from branches or sub
std cartes?

65. Do you make Journal entries for merchandise
shipped or received on consignment?

66. Do you price or total merchandise for physical
Inventory?

67. Do you compare physical inventory count with
inventory Or stock records?

(H) Petty Cash]

68 Do you prepare petty cash slips or vouchers'
69 Do VOU enter petty cash slips or vouchers in a petty

cash book or journal"
70 Do you post directly from the petty cash journal

to the general ledger 7

71 Are you responsible for maintaining the petty cosh
box or drawer'

III Payroll

72. Do you prepare time cards for employees?
73 Do you calculate time worked by employees?
74 Do you calculate gross earnings of employees'
75 Do you calculate piecework earnings by employees?
76. Do you calculate payroll deductions for tames, etc?
77. Do you enter payroll information in a payroll book

or register'
78 Do you record payroll entries in a cash payments

79 Do you post directly from the payroll journal to
the general ledger'

80 Do you enter payroll information on individual
employees. earnings records'

81 Do you prepare forms for depositing at the bank of
employees' and employer's payroll taxes?

82 Do you make looms' entries for depositing employ
er's and employees' payroll taxes'

83 Do you total iiut vuli al employees" earnings records
at the end of each quarter'

84 Do you prepare quarterly payroll tax reports for
ieder81, state or city governments'

05. Do you total employees' earnings records for the
Year?

86 Do you prepare information for employees' W 2
forms'

24.7 26.5 31.6 23.7 26.5

28.3 31.1 33.3 22.0 29.0

30.1 35.2 43.6 27.1 33.8

24.7 28.1 33.3 18.6 26.3

7.8 4.6 12.8 5.9 7.4

3.6 3.1 0.9 0.8 2.3

5.4 6.1 6.0 5.9 5.9

4.8 4.1 6.0 4.2 4.7

7.2 4.1 6.8 5.1 5.7

9.0 6.6 12.0 8.5 8.7

10.8 5.1 12.8 8.5 8.9

32.5 31.1 37.6 29.7 32.5

23.5 25.5 29.9 27.1 26.1

15.7 11.2 19.7 18.6 15.6

20.5 19.9 25.6 17.8 20.8

22.9 24.5 24.8 16.1 22.4
.30.1 34.2 32.5 25.4 31.0
28.9 30.6 36.8 26.3 30.5
10.8 8.7 12.8 12.7 10.9
27.1 29.1 34.2 25.4 28.8

33.1 31.1 35.0 25.4 31.3

28.3 23.0 29.9 22.0 25.6

15.7 15.3 22.2 15.3 16.8

30.1 28.1 32.5 21.2 28.1

27.1 25.0 29.1 22.9 26.0

22.3 17.9 25.6 22.0 21.4

25.9 28.1 33.3 22.9 27.5

21.7 23.0 32.5 22.0 24.3

26.5 30.1 33.3 22.9 28.3

25.3. 29.6 31.6 23.7 27.6
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Table 68 (Continued)

School Background

Job Activity

IJI `Financial Statements!

81. Do you prepare sales or commercial rent tax returns?
88. Do you prepare trial balances?
89. Do you prepare work sheets for balance sheets or

income statements?

90 Do you prepare balance sheets or Income statements?
91. Do you prepare comparative balance sheets or com-

parative income statements?
92. Do you prepare income tax or franchise tax returns

101 your employer?
93. Do you use financial statements as a basis for pre-

paring current ratios, working capital or merchan-
dising turnover?

95. Do you calculate the distribution of net profits for
partnership?

(K) General Ledger and General Journal

96. Do you keep records or eccounl for mortgage In-
terest end principal?

97. Do you record entries in the general journal?
98. Do you record entries in the general journal for af:i

propriations granted to your department or fund?
99. Do yuu make entries In the general journal for an

ticipatied revenues for your department or fund?
100. Do you post from the general journal to the general

ledger?

101. Do you record notes receivable cr notes payable in
the general journal or other journals?

102. Do you record entries relating to interest income
or interest expense?

103. Do you reconcile accounts receivable or accounts
payable with general ledger accounts?

104. Do you ecord payroll entries In the general
journal?

105. Do you reconcile payroll records with general
ledger accounts?

108. Do you prepare adjusting entries for bed debts or
depreciation?

107. Do you make at..:justing entries for accrued expenses
(unpaid salaries, etc.)?

108. Do you prepare adjusting entries for deferred ex-
penses (unexpired insurance, supplies on hand, etc.)?

109. Do you make adjusting entries for accrued Of de-
ferred income?

110. Do you make correction entries in journals end
ledgers when mistakes are found?

111. Do you make entries for recovery of bad debts
previously written off?

112. Do you keep drawing and capital accounts for en
individual prcprieturehip or partnership?

113. Do you make entries for earnings and dividends in
capital stock, retained earnings, and other capital
accounts?

114. Do you make entries to close income en° expense
accounts at the end of the fiscal year?

115. Do you make, if necessary, reversal entries in the
general journal?

Total
None HSO PHSO HSP (597)
(166) (196) (117) (118)

8.4 8.7 17,1 11.9 10.9

16.9 19.9 35.9 33.1 24.8
10.2 12.2 31.6 23.7 17.8

8.4 11.2 23.9 22.9 15.2
6.6 6.6 16.2 19.5 11.1

6.0 4.1 12.0 7.6 6.9

2.4 3.6 11.1 9.3 5.9

0 1.0 4.3 4.2 2.0

5.4 7.7 14.5 9.3 8.7

25.3 16.3 43.6 37.3 28.3
7.8 4.6 10.3 11.0 7-9

4.8 3.1 8.5 7.6 5.5

18.1 14.3 29.9 28.8 21.3

18.1 11.7 17.9 19.5 16.2

16.9 15.8 35.9 27.1 22.3

31.9 29.6 48.7 41.5 36.3

19.9 12.2 26.5 16.9 18.1

19.9 16.3 30.8 26.3 22.1

10.8 12.8 22.2 19.5 15.4

10.8 8.2 23.9 27.1 15.7

6.6 6.1 22.2 18.6 11.9

9.0 7.7 16.2 19.5 12.1

42.8 32.7 59.0 55.9 45.2

19.3 13.8 23.9 24.6 19.4

1.8 4.6 9.4 7.6 5,4

6.0 4.6 14.5 10.2 8.0

9.0 10.2 28.2 22.0 15.7

22.3 15.3 46.2 31.4 26.5
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Table 68

Job Activity

IL) Data Processing

116. (.10 you make calculations in connection with enter-
ing financiI des- coding or Input sheets for
data processing?

117 Do you enter financial data on coding/input forms
for data processing?

1 18. Do you compare data processing coding/input forms
with original bookkeeping end business papers?

119. Do you enter coding information on business papers
in preperation for data processing?

120 Do you compare or balance data processing print-
outs with oiguial business papers?

121. Do you enter corrections on cod:ng/input forms for
data processing?

122. Do you enter inventory information on coding forms?
123. Do you examine data processing records to verify

complaints?
124. Do you examine data processing records to find re-

quested information?
125. Do you prepare flow charts for data processing sys-

tems?

(MI I Miscellaneous

126. Do you keep a register of your organization's in
surance policies?

127. Do you file claims for losses covered by insurance?
128. Do you calculate amounts of interest income or in-

terest expense?

1 29. Do you record entries in notes receivable or notes
payable registers?

130. Do you keeps subsidiary ledger, or other record for
piens, equipment or other fixed assets?

131 Do you keep subsidiary ledgers for individual greats
or appropriations?

132. Do you meke entries in Journals that differ from
their column headings (double posting, negative n-
tries, etc.)?

(Continued)

School Background

Total
None HSO PHSO HSP (597)
(166) (196) (117) (118)

19.9 23.0 23.1 28.8 23.3

19.9 17.3 18.8 29.7 20.8

20.5 18.4 23.9 31.4 22.6

17.5 20.4 23.9 33.1 22.8

19.9 18.9 23.9 33.9 23.1

24.1 21.9 24.8 37.3 26.1

9.0 6.1 11.1 10.2 8.7

20.5 17.9 23.9 25.4 21.3

27.1 25.5 31.6 39.8 30.0

1.8 2.0 6.0 5.9 3.5

13.9 13.8 22.2 18.6 16.4

12.0 20.9 28.2 13.6 18.4

10.8 13.8 29.1 20.3 17.3

13.9 14.3 17.1 16.1 15.1

10.8 4.6 12.8 16.1 10.2

3.6 2.0 5.1 7.6 4.2

13.9 6.6 17.9 14.4 12.4

The data of Table 68 provide the basis for a number of inferences and

curricular recommendations. As between the "None" and high-school-only

respondents, on no activity but the suspect No. 110 (see footnote 26 p.

115) does the difference exceed 10 percent, and that difference favors the

"None" over the HSO respondents. That aside, the close correspondence of

"None" and HSO job activities supports the earlier inference of greater

general ability among the presumed academic majors without job-relevant

school training than among high school bookkeeping majors. The job activi-

ties of the high school bookkeeping major are lzarned on the job by the

academic major with no formal school training in bookkeeping/accounting.

A second inference was mentioned just preceding Table 68: the most re-



-121-

sponsible activities (associated with Financial statements and with the Gene-

ral Journal and General Ledger) tend rather more often to be carried out by

those with post-high school, job-relevant schooling. Taking a difference

of 15 percent as a cutoff point and excluding data processing (Section L),

there are 12 activities carried out distinctly more often by those with post-

high school training than by high-school-only respondents. In rank order

of size of difference (from 30.9% to 15.3%) the activities are: Nos. 115,

97, 110, 102, 89, 103, 107, 114, 108, 88, 100, and 128. Among them, the

difference for trial-balance preparation (No. 88) is probably larger than

16 percent--because of the incorrect use of the term trial balance among

some respondents (see p. 45). In any event, the 12 activities mentioned

become candidates for lighter, rather than deep, treatment in high school

instruction. That is--

Activities that tend to be more characteristic of those with post-high
school bookkeeping/accounting training and which, for that reason,
might be given light, rather than deep, treatment in high school in-
struction are those concerning: trial balance, work sheets for ')al-
ance sheets, General Journal, posting from the General Journal to
the General Ledger, interest income and expense, reconciliation of
subsidiary with General Ledger accounts, adjusting and correction
entries, closing of income and expense accounts, and reversal en-
tries.

Job Activities in Rank Order of Frequency

The more general issue is implicit in the rank ordering of activities ac-

cording to frequency in Table 69 (next page); instructional priority belongs

to the most frequent activities, and the low-frequency activities are candi-

dates for minimal attention or even discarding. Task frequency, however, is

not an index of amount of instructional attention; for, no matter how fre-

quent, simple tasks require little instructional time. Consider, for exam-

ple, the ten most frequent tasks (Nos. 29, 18, 27, 31, 46, 110, 8, 16, 15,

30). The first two (Nos. 29 and 18) are mere arithmetic, as are Nos. 8 and 31.

Nos. 30 and 46 ale clerical tasks with nominal conceptual content. No. 110,

as mentioned earlier, is suspect. Posting to accounts (No. 27) and making

cash journal' entries (Nos. 16 and 15) remain as ones invoking "bookkeeping"

concepts.

In Table 59 the column headings are the percentages of NYC respondents en-

gaged in the activities whose item numbers are listed below--in rank order
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from high to low (exact percentages are given in Table 68). Tied items (equal

percentages) are accompanied by a side bar, and each item is followed by the

letter of its section number in the questionnaire. Reading down each column

and then from left to right across columns supplies a rank order for all 131

items from most to least frequent (No. 29 to No. 95).

Table 69

Rank Order of 131 Activities, by Number,
According to Percentage of NYC Respondents Engaged in the Activity*

(Items tied in rank marked with a side rule)

Percent:. Engaged

59-55 49-45 44-40 39-35 34-30 29-25 24-20 19-15 14-10 9-5 4-1

29C 18B 16B 28C 5A 58F 88J 12

Al

24B 11A 23B

27C 15B 53E 4A 761 841 111K 21B 45D 64G

31C 30C 48E 59F 851 42D 2AI 41D 67G 131M

46E 26C 51E 50E 97K 116L 1274 132M 37D 125L

110K 7A 103K 68H 35D 120L 104K 25B 66G 62G

8A 32C 13B 801 119L 89J 109K 96KI 95J

54E 771 861 36DI 52E 108K 122L

33C 831 118L 128M 19B 113K

7311 17B 721 22B 91J 98K

741 47E 102K 39D 7511 20B

124L 57F 105K 791 87J, 61G

115K GA 126M 38D 55E

60F 56E1 101K 44DI 92J

69HI 821 10A 130M 63G

121L 100KI 14B 93J

9A 123L 34D 65G

811 lA 49E 99K

781 40D 107K 112K

43D 114K

71H 70H

117L 106K

3A 90J

129M

*For the reasons given in Footnote 26 (p. 115), the rank-order placements
of Activities 20, 23, 88, and 110 are probably of low reliability.
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Table 69 shows the wide range of engagement in the various activities- -

from less than 4 percent to more than 55 percent. Also striking is that

only one activity engages more than half the NYC respondents (No. 29).

Discernible upon visual scanning of the section letters accompanying each

activity number is the preponderance of Sections J and K activities (fin-

ancial statements and the General Journal and Ledger) at the low-percentage

end of the distribution. The relative infrequency of such activities--es-

pecially at the lower levels of job responsibility (see Tables 56, 58, 62;

pp. 96, 98, 102)--suggests that they be, variously, lightly treated in or

discarded from high school bookkeeping instruction in cities in which large

employers account for most of the employment.

Table 70 shows the number and percentage of activities engaged in by

various percentages of NYC respondents; e.g., 63 of the activities (48%

of 131) are engaged in by from 15 to 30 percent of NYC respondents.

Table 70
Distribution of 131 Activities

According to Percentage of Engagement Among NYC Respondents

Percent
Engaged

Activities
N Cum. of 131

Cum.

59-55 1 1 .8 .8

49-45 6 7 4.6 5.3

44-40 5 12 3.8 9.2

39-35 7 19 5.3 14.5

34-30 11 30 8.4 22.9

29-25 18 48 13.7 36.6

24-20 22 70 16.8 53.4

19-15 23 93 17.6 71.0

14-10 14 107 10.7 81.7

9-5 18 125 13.7 95.4

4-1 6 131 4.6 100.0

Table 70 shows, for example, that less than one-fourth of the components

of the high school curriculum (22.9%) engage as many as 30 percent of NYC re-

spondents. Nonetheless, with the class of exceptions mentioned preceding the

table, the diffusion of on-the-job activities across the curriculum demon-

strates the need to "touch many bases" in high school bookkeeping instruction.
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Activities that Discriminate Entry-Level from Iliigher-Level Emplayment

The pertinent earlier studies (see pp. 2-5) report that no employer gives

the inexperienced high school graduate any responsible work to do and that

little work requiring understanding of concepts unique to bookkeeping is

done by beginners. Further, present questionnaire findings already reported

show that attainment of more responsible jobs is a joint function of amount

of work experience and of post-high school, job-relevant courses, not of

high school instruction. Accordingly, and in view of the primary objective

of high school instruction as preparation for initial employment, the job

activities carried out substantially more often by high-level than by low-

level employees become potential candidates for discarding from (or light

treatment in) high school bookkeeping instruction.

Our own findings demonstrate that entry-level positions are overwhelmingl!

at Levels 1 and 2 (clerk and accounting clerk). Therefore, to identify the

job activities that discriminate entry-level from higher positions, the per-

centage of NYC respondents at Levels 1 and 2 (N = 224) who engaged in each

of the 131 job activities was compared to the percentage of those at Levels

3-6 (N = 340) similarly engaged (omitting the 33 holders of "mixed" posi-

tions); for each activity the difference in percentages was computed.

For the Data Processing activities (Nos. 116-125), all but one (No. 116)

were more often carried out by lower-level persons, but with no difference

exceeding 7 percent. The other 121 job activities were more often carried

out by higher-level persons. In considering the details reported next, ref-

erence should be made to the last column of Table 68 (pp. 116-120)--for a

difference between two groups cannot he large if total task engagement is

modest, as illustrated in Table 68 for some of the highly consequential ac-

tivities of Sections J and K (Nos. 87-115). Excluding the data processing

activities mentioned above, the other activities associated with differences

of various sizes in percentage of engagement in the task (Levels 1-2 vs. 3-6)

are shown next--with all differences favoring the higher-level respondents.

[The percentages underlying the differences are shown for each of the two

groups in appendix Table 82, pp. 202-206.]

Differ-
cnce Activity Number

-117. 2, 3, 7, 11, 20, 23, 34, 37, 38, 41, 55, 61-67, 75, 92, 93, 95,

96, 98, 99, 112, 113, 130, 131 [29 activities]
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Differ-
ence Activity Number

11-197 1, 4, 5, 8, 12, 14, 19, 21, 24, 25, 39, 40, 44, 45, 49, 72, 87,

91, 107 -109, 126-129, 132 [26 activities]

20-297 6, 9, 10, 13, 22, 32, 33, 35, 36, 43, 47, 52, 56, 68-71, 73, 74,

76, 77, 79, 80, 82, 84, 86, 89, 90, 101, 102, 104-106, 111, 114

[35 activities]

30-39% 17, 26, 29, 30, 42, 57, 58, 60, 78, 81, 83, 85, 88, 97, 100, 115

[16 activities]

40-49% 27, 28, 31, 46, 48, 50, 53, 54, 59, 103, 110 [11 activities]

50-59% 15, 16, 18, 51 [4 activities]

The foregoing display is by no means a sufficient basis for identifying

viable curricular components for high school instruction because--as Table

82 (pp. 202-206) shows-there are many activities engaged in by persons

at all job levels. With relatively few exceptions everything done by lower-

level people is also done by high-level employees; indeed, even the highest-

level job holders are not free of even the pettiest clerical activities.

The important activities for present purposes are the ones in which the

reverse situation obtains: few low-level but many high-level persons. In-

formation of that kind must be considered side by side with the "difference"

data displayed above. For example, the activities engaged in by fewer than

11 percent of Levels 1-2 persons but by more than 25 percent of Levels 3-6

persons are (from appendix Table 82): Nos. 1, 6, 9, 12, 17, 40, 42, 43, 48,

50-54, 56 -60, 69, 71, 76, 80-86, 88, 89, 97, 100-102, 104, 105, 111, 115.

The cutoff points (less than 11 vs. 25 percent) are merely illustrative; the

choice is somewhat arbitrary, and other cutoff points could be used.

One important class of exceptions to a cutoff-point basis for identify-

ing unnecessary curricular components, however, covers those activities that,

because they are not daily ones, necessarily engage few people (as in some

of the activities of Sections J and K). For example, No. 90 (balance sheet

preparation) engages, according to Table 68, only 15 percent of all NYC re-

spondents--comprised (as Table 82, p. 205, shows) of only 1.3 percent of

those at Levels 1-2, but of 24.1 percent of those at higher levels. That

activity and ones like it are clear candidates for discarding from or light

treatment in high school bookkeeping curricula. The desideratum throughout

is a curriculum attuned to entry-level employment.
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Upstate Findings--Job Activities Among Small Employers

The large number of unresolved contradictions and discrepancies in the Up-

state data on the 131 job activities--especially those relating to journal and

ledger work--does not justify displaying Upstate findings paralleling those

of Tables 66-70. With the important additions prominently specified on page

107 plus, perhaps, treatment of the trial balance, the information given for

New York City respondents may be taken to apply, as well, to high school book-

keeping instruction for small-firm employment.

Majcr Listed Activities and Additions to the List

The last page of the questionnaire concludes with a request for a specifi-

cation of additional activities not covered in the questionnaire and for the

ten listed activities most frequently engaged in. Many respondents did not

cnmply with the latter request, and many of those who did showed Section let-

ters, rather than activity numbers. The last-mentioned outcome is entirely

understandable--not only because it is extremely difficult to make a reli-

able selection of ten from among many activities, but also because one would

tend to perceive one's job duties in global terms: e.g., as maintaining a

cash receipts journal rather than, separably, as entering incoming checks

(Item 15) and as recording bank deposits (Item 16) in that journal. Be-

sides, it is notorious that accurate information about task frequency or

task time on each of many detailed activities cannot be secured by question-

naire, but only by direct observation carried out by trained observers. For

the various reasons given, accurate information on the highest-frequency

tasks could not be secured and is not reported.

The request for details on additional activities (Question 133) was more

often complied with, resulting in two classes of activities: nonbookkeepi-g

duties and many dozens of special journals and subsidiary ledgers unique to

the particular establishment. There is, it seems, no end to the prolifera-

tion of records created by an employer to suit his unique needs--a matter

of which bookkeeping students should be made especially aware. The unique-

ness of course applies to the particular class of transaction represented

by the record, not to the underlying bookkeeping concepts.

Classification of 131 Job Activities in Relation to Bookkeeping Concepts

The many respondents without school training in bookkeeping/accounting,

as well as the face content of many of the 131 activities, led the investi-
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gator to ask Mr. Elliott, one of the consultants to this investigation, to

sort the 131 activities into appropriate categories. The categories are

ad hoc inventions for the purpose, rather than standard ones, but they and

their associated activities are:

1. Routine clerical operations involving no bookkeeping concepts

Nos. 2-8, 12, 13, 20-24, 34, 35, 37, 39, 40, 62, 67, 68, 71-75,
116, 117, 122

2. Routine operations involving bookkeeping concepts that can be
carried out by a person who is shown what to do, without the
need to understand the underlying concepts

Nos. 9-11, 14, 16-19, 26-31, 33, 45, 51, 52, 54, 35, 57-60, 65,
69, 70, 76, 79, 80, 83, 85, 86, 100, 118, 119, 121, 126, 128

3. Bookkeeping activities requiring understanding of the under-
lying concepts

Nos. 15, 25, 44, 49, 50, 56, 61, 78, 82, 88-93, 95, 97-99,
101-115, 129-132

4. Activities based on general and particular understandings of
business operations not unique to bookkeeping/accounting

Nos. 1, 32, 36, 38, 41-43, 46-48, 53, 63, 64, 66, 77, 81, 87,
96, 120, 123-125, 127

The foregoing detailed listing may be summarized as:

No. of
Category Items % of 131

1 30 22.9

2 39 29.8
3 39 29.8
4 23 17.6

131 100.1

In Mr. Elliott's judgment, three-tenths of the high school recordkeeping/

bookkeeping curriculum require conceptual understandings (Category 3); an-

other three-tenths (Category 2) cover job duties that can be executed with-

out conceptual understanding; the remaining curricular components (Categories

1 and 4) are divided between purely clerical tasks and business information

not unique to bookkeeping.

The foregoing outcomes are very much in accord with the volume of ques-

tionnaire findings that have been reported and with the curricular inferences

that have been drawn. The bulk of high school instruction (components, not

necessarily instructional time) does not revolve around building a necessary
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understanding of concepts unique to the maintenance of financial records.

The large numbers of respondents who had no job-relevant school training

whatever and whose job duties cannot be distinguished from those with (Dilly

high school training in bookkeeping make evident that even the necessary

conceptual understandings can be.- because they have been--learned on the

job. Here, however, the differences in general ability between those pre-

sumed academic majors and the youngsters enrolled in a high school bookkeep-

ing curriculum is a pertinent consideration whose possible basis for high

school bookkeeping instruction, along with others, will be discussed in the

final section of this report.

In the meantime, summarizing the findings and implications of the ques-

tionnaire data is deferred until after presentation of the findings of the

Labor Department interviews of accounting supervisors in industry (and, when

necessary to verify particular details, uf the employees working under these

supervisors), as well as the results of analysis of the record forms used

by employees. The Labor Department data are of such high precision and sub-

stantial freedom from ambiguity, and actual job practices *differ sufficiently

from the suppositions of high school instruction, as to make the interview

and record-analysis findings a necessary precursor to summarizing all the

information on the activities of personnel employed in recordkeeping/book-

keeping/accounting occupations and drawing curricular inferences therefrom.

Following presentation of the Labor Department findings and in order to

give it the prominence it deserves, information on small-firm employment

among NYC questionnaire respondents is supplied--supplying correctives to

some of the uncertainties that surround Upstate questionnaire findings be-

cause numerous discrepancies in.Upstate responses were not resolved by tele-

phone follow-up with the respondent. The principal question is one of the

extent to which high school bookkeeping curricula might justifiably differ

as between large cities and smaller ones.
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RESULTS AND DISCUSSION: II. LABOR DEPARTMENT FINDINGS

Summary information about the sources of interview and forms-analysis

data was given on page 22 of this report. Additional details are shown in

Table 71.

Table 71

Distribution of Job Titles Analyzed, Positions,
And Total Employees Among Sixteen Employers

Industry and Employer
No. of

Job Titles
No. of

Positions
Total

Employees*

Banking (Commercial) 12 74 10,000

Banking (Mutual Savings) 1 25 300

Government (New York State 7 31 13,349
Labor Department)

Hotel and restaurant 6 22 1,000

Insurance (Brokerage) 2 3 20

Insurance (Hospital and 4 4 600
Medical Service Plans)

Manufacturing (Aircraft) 1 4 1,870

Manufacturing (Apparel) 1 1 80

Manufacturing (Paint and 3 3 188

Varnish)

Public Utilities (Natural 3 12 1,100
Gas)

Publishing (Commercial) 1 1 15

Publishing (Nonprofit) 3 3 500

Retail Trade (Department 12 41 3,000
Store)

Retail Trade (Furniture) 1 1 15

Transportation (Petroleum 1 3 601
Products, by Water)

Wholesale Trade (Petroleum
and Petroleum Products)

5 9 700

Total 63 237 33,338

*Numbers of at least three digits ending in zero are rounded.

Employers were selected to cover the range of industrial classifications

and fi-m size; while job titles focussed on entry positions clearly involv-

ing a recordkeeping/bookkeeping/accounting function, with special attention
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to computerization. Occupational analysts first prepared a "Staffing Sched-

ule" covering all personnel in the accounting department(s), at whatever level,

and then selected particular entry jobs for detailed analysis. A few nonentry

jobs were also analyzed (see Table 72 and some of its footnotes).

As a basis for a discussion of details, an overview is provided in Table

72 on the next four pages, covering: (a) employer and job title, plus num-

ber of positions (i.e., individuals) under each title, (b) hiring prerequi-

sites (minimum educational level, type of school training, previous job ex-

perience), (c) employer-supplied training, (d) involvement in computeriza-

tion.and its effects on the employee's "need to know" bookkeeping concepts- -

in comparison to the conceptual requirements under earlier manual systems,

and (e) level of job responsibility (on the same 6-step scale earlier applied

to questionnaire respondents27). The job titles shown are sometimes those

used by the employer and at other times as amended by the investigators for

the sake of greater descriptiveness of job duties. The three "Requirements"

columns and the duration of on-the-job training before the employee is con-

sidered to have mastered his job represent employers' judgments. Involve-

ment in computerization shows "Yes" whenever any portion of job activities

provides input to and/or uses output from a computer and affects the employ=

ee's job duties. Accompanying the "Yes" entries and based on the collective

judgments of the occupational analysts and the accounting supervisors in the

cooperating establishments is an estimate of the effect of computerization

on "need to know," shown as: S (same need to know), L (less need to know)

or ? (undeterminable). There were no instances of more need to know.

C:incerning job responsibility level (last column of Table 72), the Labor

Department materials include detailed job descriptions, accompanied by sam-

ples of the record forms used by each employee. For that reason judgments

of job level could be more accurately est.mated than for the questionnaire

respondents. However, because the form and language of the questionnaire

and interview data differ, application of the job-level criteria could not

always be exact. A few Labor Department l's border Level 2; alternatively,

some questionnaire 2's might better have been assigned to Level 1.

27Mr. William F. Walquist, of the Occupational Analysis Field Center, to-
gether with the author of this report, examined the detailed job descriptions
and accompanying record forms and converted the 3-level code described on
pages 23-24 to the 6-level code applied to questionnaire respondents. The

original Level I became Levels 1 or 2; Level II's became 2's or 3's; Level
III's became Level 3 or higher.



T
a
b
l
e
 
7
2

H
i
r
i
n
g
 
R
e
q
u
i
r
e
m
e
n
t
s
,
 
T
r
a
i
n
i
n
g
 
P
r
a
c
t
i
c
e
s
,
 
I
n
v
o
l
v
e
m
e
n
t
 
i
n
 
C
o
m
p
u
t
e
r
i
z
a
t
i
o
n
,
 
a
n
d
 
J
o
b
 
L
e
v
e
l

A
s
s
o
c
i
a
t
e
d
 
w
i
t
h
 
S
i
x
t
y
-
T
h
r
e
e
 
J
o
b
 
T
i
t
l
e
s
 
o
f
 
S
i
x
t
e
e
n
 
E
m
p
l
o
y
e
r
s

R
e
q
u
i
r
e
m
e
n
t
s

E
m
p
l
o
y
e
r
 
a
n
d
 
J
o
b
 
T
i
t
l
e

O
n
-
t
h
e
-
J
o
b

C
o
m
p
u
t
e
r
i
z
e
d

J
o
b

(
N
o
.
 
o
f
 
"
P
o
s
i
t
i
o
n
s
"
)

M
i
n
i
m
u
m

S
c
h
o
o
l

P
r
e
v
i
o
u
s

T
r
a
i
n
i
n
g

(
N
e
e
d
 
t
o
 
K
n
o
w
)

L
e
v
e
l

E
d
u
c
a
t
i
o
n

T
r
a
i
n
i
n
g

E
x
p
e
r
i
e
n
c
e

E
x
p
e
r
i
e
n
c
e

B
a
n
k
 
(
C
o
m
m
e
r
c
i
a
l
)

1
.
 
A
c
c
e
p
t
a
n
c
e
 
(
L
t
r
.
 
C
r
e
d
.
)
 
C
l
k
.
 
(
1
)

H
S

V
o
c
.

(
H
)

N
o
n
e

6
 
m
o
s
.

N
o

1

2
.
 
J
o
u
r
n
a
l
 
C
l
e
r
k
 
(
2
)

H
S

V
o
c
.
 
(
H
)

N
o
n
e

3
 
m
o
s
.

Y
e
s
 
(
S
)

2

3
.
 
L
o
a
n
 
C
l
e
r
k
 
(
1
3
)

H
S

V
o
c
.
 
(
H
)

N
o
n
e

1
 
m
o
.
d

Y
e
s
 
(
S
)

3

4
.
 
M
o
r
t
g
a
g
e
 
C
l
e
r
k
 
(
5
)

H
S

N
o
n
e

N
o
n
e

3
 
m
o
s
.

Y
e
s
 
(
L
)

1

5
.
 
P
a
y
i
n
g
 
a
n
d
 
R
e
c
e
i
v
i
n
g
 
T
e
l
l
e
r
 
(
1
7
)

H
S
e

N
o
n
e

N
o
n
e

1
 
w
k
.
f

Y
e
s
 
(
S
)

2

6
.
 
T
r
u
s
t
 
(
F
i
d
u
c
i
a
r
y
)
 
A
c
c
o
u
n
t
a
n
t
 
(
1
4
)

2
 
C

A
c
c
t
g
.

N
o
n
e

2
 
y
r
s
.

N
o

5

7
.
 
P
e
n
s
i
o
n
 
(
J
o
u
r
n
a
l
)
 
C
l
e
r
k
 
(
2
)

H
S

N
o
n
e

N
o
n
e

3
 
m
o
s
.

Y
e
s
 
(
S
)

2

8
.
 
D
a
c
e
.
 
P
r
o
c
e
s
s
i
n
g
 
C
l
e
r
k
 
(
4
)

H
S

N
o
n
e

N
o
n
e

3
 
m
o
s
.

Y
e
s
 
(
S
)

1

9
.
 
C
a
s
h
 
U
p
d
a
t
e
 
C
l
e
r
k
 
(
7
)

H
S

N
o
n
e

N
o
n
e

3
 
m
o
s
.

m
o
s

Y
e
s
 
(
S
)

1

1
0
.
 
S
e
c
u
r
i
t
i
e
s
 
L
e
d
g
e
r
 
C
l
e
r
k
 
(
5
)

H
S

N
o
n
e

N
o
n
e

3
 
m
o
s
.

Y
e
s
 
(
S
)

1

1
1
.
 
C
a
s
h
 
R
e
p
o
r
t
s
 
C
l
k
.
 
(
n
o
 
c
o
m
p
u
t
i
n
g
)
 
(
3
)

H
S

N
o
n
e

N
o
n
e

3
 
m
o
s
.

Y
e
s
 
(
S
)

1

1
2
.
 
S
e
c
u
r
i
t
i
e
s
 
T
r
a
n
s
a
c
t
i
o
n
 
C
l
e
r
k
 
(
1
)

H
S

A
c
a
d
.
 
(
P
)

1
 
y
r
.

6
 
m
o
s
.

Y
e
s
 
(
S
)

3

B
a
n
k
 
(
M
u
t
u
a
l
 
S
a
v
i
n
g
s
)

1
3
.
 
T
e
l
l
e
r
 
(
2
5
)

H
S

N
o
n
e

N
o
n
e

3
 
m
o
s
.
g

Y
e
s
 
(
S
)

2

G
o
v
e
r
n
m
e
n
t
 
(
N
Y
 
S
t
a
t
e
 
L
a
b
o
r
 
D
e
p
t
.
)
h

1
4
.
 
S
r
.
 
P
a
y
r
o
l
l
 
C
l
e
r
k
 
(
P
r
o
m
.
)
1
 
(
1
)

2
 
H
S

M
/
B
k
.

1
 
y
r
.

2
 
m
o
s
.

Y
e
s
 
(
?
)

2

1
5
.
 
L
e
d
g
e
r
 
C
o
n
t
r
o
l
 
C
l
e
r
k
 
(
P
r
o
m
.
)
 
(
1
)

2
 
H
S

M
/
B
k
.

1
 
y
r
.

3
0
 
d
a
.

Y
e
s
 
(
?
)

2

1
6
.
 
S
r
.
 
L
d
g
.
 
&
 
J
o
u
r
n
.
 
C
l
k
.
 
(
P
r
o
m
.
)
 
(
4
)

H
S

M
/
B
k
.

1
 
y
r
.

6
-
1
2
 
m
o
s
.

Y
e
s
 
(
?
)

3

1
7
.
 
D
a
t
a
 
P
r
o
c
.
 
&
 
C
o
n
t
r
o
l
 
C
l
e
r
k
 
(
2
)

2
 
H
S

N
o
n
e

N
o
n
e

3
0
-
9
0
 
d
a
.

Y
e
s
 
(
?
)

1

1
8
.
 
T
r
a
v
e
l
 
V
o
u
c
h
e
r
 
C
l
e
r
k
 
(
1
8
)

2
 
H
S

N
o
n
e

N
o
n
e

*
Y
e
s
 
(
?
)

1

1
9
.
 
E
q
u
i
p
m
e
n
t
 
L
d
g
.
 
B
k
k
p
r
.
 
(
P
r
o
m
.
)
 
(
4
)

H
S

N
o
n
e

1
 
y
r
.

*
Y
e
s
 
(
?
)

3

2
0
.
 
T
r
a
v
e
l
 
V
o
u
c
h
.
 
C
o
n
t
.
 
C
l
k
.
 
(
P
r
o
m
.
)
 
(
1
)

2
 
H
S

N
o
n
e

1
 
y
r
.

*
Y
e
s
 
(
?
)

2



T
a
b
l
e
 
7
2

(
C
o
n
t
i
n
u
e
d
)

E
m
p
l
o
y
e
r
 
a
n
d
 
J
o
b
 
T
i
t
l
e

(
N
o
.
 
o
f
 
"
P
o
s
i
t
i
o
n
s
"
)

R
e
q
u
i
r
e
m
e
n
t
s

O
n
-
t
h
e
-
J
o
b

T
r
a
i
n
i
n
g

C
o
m
p
u
t
e
r
i
z
e
d

(
N
e
e
d
 
t
o
 
K
n
o
w
)

J
o
b

L
e
v
e
l

M
i
n
i
m
u
m

a
E
d
u
c
a
t
i
o
n

S
c
h
o
o
l

T
r
a
i
n
i
n
g

P
r
e
v
i
o
u
s

E
x
p
e
r
i
e
n
c
e

E
x
p
e
r
i
e
n
c
e

H
o
t
e
l
 
(
w
i
t
h
 
r
e
s
t
a
u
r
a
n
t
)

2
1
.
 
R
e
s
t
a
u
r
a
n
t
 
A
u
d
i
t
 
C
l
e
r
k
 
(
5
)

E
l
e
m
.

N
o
n
e

N
o
n
e

6
 
m
o
s
.

N
o

1

2
2
.
 
B
i
l
l
i
n
g
 
M
a
c
h
i
n
e
 
O
p
e
r
a
t
o
r
 
(
2
)

E
l
e
m
.

N
o
n
e

N
o
n
e

2
 
m
o
s
.

N
o

1

2
3
.
 
C
r
e
d
i
t
 
C
a
r
d
 
C
l
e
r
k
 
(
1
)

E
l
e
m
.

N
o
n
e

N
o
n
e

2
 
m
o
s
.

N
o

1

2
4
.
 
C
o
m
m
i
s
s
i
o
n
 
C
l
e
r
k
 
(
1
)

E
l
e
m
.

N
o
n
e

N
o
n
e

1
 
m
o
.

N
o

.
1

2
5
.
 
F
r
o
n
t
 
D
e
s
k
 
C
a
s
h
i
e
r
 
(
8
)

E
l
e
m
.

N
o
n
e

N
o
n
e

2
 
m
o
s

N
o

1

2
6
.
 
N
i
g
h
t
 
A
u
d
i
t
o
r
 
(
5
)

E
l
e
m
.

N
o
n
e

N
o
n
e

6
 
m
o
s
.

N
o

2

I
n
s
u
r
a
n
c
e
 
(
B
r
o
k
e
r
a
g
e
)

2
7
.
 
P
r
e
m
i
u
m
 
C
l
e
r
k
 
(
2
)

E
l
e
m
.

N
o
n
e

N
o
n
e

3
 
m
o
s
.

N
o

2

2
8
.
 
B
i
l
l
i
n
g
 
C
l
e
r
k
 
(
1
)

E
l
e
m
.

N
o
n
e

N
o
n
e

3
 
m
o
s
.

N
o

1

I
n
s
u
r
a
n
c
e
 
(
H
o
s
p
.
 
&
 
M
e
d
.
 
S
v
c
e
s
.
)

2
9
.
 
F
i
g
u
r
e
s
 
(
P
u
r
c
h
.
 
O
r
d
e
r
)
 
C
l
e
r
k
 
(
1
)

H
S

N
o
n
e

N
o
n
e

3
 
m
o
s
.

N
o

1

3
0
.
 
C
a
s
h
 
R
e
c
e
i
p
t
s
 
J
o
u
r
n
a
l
 
C
l
e
r
k
 
(
1
)

H
S

N
o
n
e

N
o
n
e

3
 
m
o
s
.

Y
e
s

(
S
)

2

3
1
.
 
F
i
g
u
r
e
s
 
(
P
r
e
m
i
u
m
)
 
C
l
e
r
k
 
(
1
)

H
S

N
o
n
e

N
o
n
e

3
 
m
o
s
.

Y
e
s

(
S
)

1

3
2
.
 
F
i
g
u
r
e
s
 
(
C
h
a
r
g
e
)
 
C
l
e
r
k
 
(
1
)

H
S

N
o
n
e

N
o
n
e

3
 
m
o
s
.

Y
e
s

(
S
)

1

M
a
n
u
f
a
c
t
u
r
e
r
 
(
A
i
r
c
r
a
f
t
)

3
3
.
 
F
i
g
u
r
e
s
 
(
C
o
s
t
 
C
o
n
t
r
o
l
)
 
C
l
e
r
k
 
(
4
)

H
S

B
u
s
.

N
o
n
e

N
o
n
e

Y
e
s

(
?
)

1

M
a
n
u
f
a
c
t
u
r
e
r
 
(
A
p
p
a
r
e
l
)

3
4
.
 
P
a
y
r
o
l
l
 
C
l
e
r
k
 
(
1
)

E
l
e
m
.

N
o
n
e

N
o
n
e

2
 
m
o
s
.

N
o

1

M
a
n
u
f
a
c
t
u
r
e
r
 
(
P
a
i
n
t
s
 
a
n
d
 
V
a
r
n
i
s
h
)

3
5
.
 
C
r
e
d
i
t
 
M
e
m
o
 
C
l
e
r
k
 
(
1
)

H
S

'
B
k
.
 
(
P
)

N
o
n
e

2
 
m
o
s
.

Y
e
s

(
L
)

2

3
6
.
 
A
s
s
t
.
 
C
r
e
d
i
t
 
M
e
m
o
 
C
l
e
r
k
 
(
1
)

H
S

B
k
.
 
(
P
)

N
o
n
e

2
 
m
o
s
.

Y
e
s

(
L
)

1

3
7
.
 
P
a
y
r
o
l
l
 
C
l
e
r
k
 
(
1
)

H
S

B
u
s
.

N
o
n
e

3
 
m
o
s
.

'
Y
e
s

(
L
)

1



T
a
b
l
e

7
2

(
C
o
n
t
i
n
u
e
d
)

R
e
q
u
i
r
e
m
e
n
t
s

E
m
p
l
o
y
e
r
 
a
n
d
 
J
o
b
 
T
i
t
l
e

(
N
o
.
 
o
f
 
"
P
o
s
i
t
i
o
n
s
"
)

O
n
-
t
h
e
-
J
o
b

T
r
a
i
n
i
n
g

C
o
m
p
u
t
e
r
i
z
e
d

(
N
e
e
d
 
t
o
 
K
n
o
w
)

J
o
b

L
e
v
e
l

M
i
n
i
m
u
m

E
d
u
c
a
t
i
o
n

S
c
h
o
o
l

P
r
e
v
i
o
u
s

T
r
a
i
n
i
n
g

E
x
p
e
r
i
e
n
c
e

T
r
a
i
n
i
n
g
b

P
u
b
l
i
c
 
U
t
i
l
i
t
y
 
(
N
a
t
u
r
a
l
 
G
a
s
)

3
8
.
 
S
a
l
e
s
 
O
r
d
e
r
 
C
l
e
r
k
 
(
3
)

2
 
C
 
(
P
)

A
c
.
 
(
P
)

N
o
n
e

1
 
w
k
.

Y
e
s

(
L
)

1

3
9
.
 
P
a
y
m
e
n
t
 
V
o
u
c
h
e
r
 
C
l
e
r
k
 
(
8
)

2
 
C
 
(
P
)

A
c
.
 
(
P
)

N
o
n
e

6
-
8
 
m
o
s
.

Y
e
s

(
L
)

2

4
0
.
 
P
a
y
r
o
l
l
 
C
l
e
r
k
 
(
n
o
 
c
o
m
p
u
t
i
n
g
)
 
(
1
)

2
 
C
 
(
P
)

A
c
.
 
(
P
)

N
o
n
e

1
 
w
k
.

N
o

1

P
u
b
l
i
s
h
e
r
 
(
C
o
m
m
e
r
c
i
a
l
)
.

4
1
.
 
C
a
s
h
 
R
e
c
.
 
&
 
D
i
s
b
u
r
s
.
 
C
l
e
r
k
 
(
1
)

E
l
e
m
.

N
o
n
e

N
o
n
e

T
o
 
4
 
m
o
s
.

N
o

1

P
u
b
l
i
s
h
e
r
 
(
N
o
n
p
r
o
f
i
t
)

4
2
.
 
M
a
c
h
i
n
e
 
O
p
r
.
 
(
I
B
M
 
2
6
6
0
 
&
 
N
C
R
)
 
(
1
)

H
S

B
k
.

N
o
n
e

2
 
w
k
s
.
3

Y
e
s

(
S
)

3

4
3
.
 
S
e
c
u
r
i
t
i
e
s
 
B
o
o
k
k
e
e
p
e
r
 
(
1
)

H
S

B
k
.

N
o
n
e

2
 
m
o
s
.

Y
e
s

(
S
)

3

4
4
.
 
A
c
c
o
u
n
t
s
 
P
a
y
a
b
l
e
 
C
l
e
r
k
 
(
1
)

H
S

B
k
.

N
o
n
e

2
 
m
o
s
.

N
o

1

R
e
t
a
i
l
 
T
r
a
d
e
 
(
D
e
p
a
r
t
m
e
n
t
 
S
t
o
r
e
)

4
5
.
 
A
s
s
t
.
 
B
o
o
k
k
e
e
p
e
r
,
 
G
e
n
e
r
a
l
 
(
1
5
)

H
S

3
k
.
1

N
o
n
e

N
o
n
e

N
o

3

4
6
.
 
C
.
O
.
D
.
 
A
u
d
i
t
 
C
l
e
r
k
 
(
3
)

H
S

B
k
.
 
(
H
)

N
o
n
e

2
 
d
a
.

N
o

1

4
7
.
 
J
o
u
r
n
a
l
 
T
r
a
n
s
a
c
t
i
o
n
 
C
l
e
r
k
 
(
1
)

H
S

B
k
.
 
(
H
)

N
o
n
e

2
 
d
a
.

N
o

1

4
8
.
 
M
a
c
h
i
n
e
 
O
p
r
.
 
(
B
u
r
r
o
u
g
h
s
 
3
2
0
0
)
 
(
2
)

H
S

B
k
.
 
(
H
)

N
o
n
e

2
 
d
a
.

N
o

1

4
9
.
 
B
o
o
k
k
e
e
p
e
r
 
(
L
e
d
g
e
r
 
&
 
T
r
i
a
l
 
B
a
l
.
)
 
(
1
)

H
S

2
 
B
k
.

N
o
n
e

6
 
m
o
s
.

Y
e
s

(
S
)

4

5
0
.
 
S
u
b
s
i
d
i
a
r
y
 
L
e
d
g
e
r
 
B
o
o
k
k
e
e
p
e
r
 
(
2
)

H
S

2
 
B
k
.

N
o
n
e

6
 
m
o
s
.

Y
e
s

(
S
)

3

5
1
.
 
N
C
R
 
O
p
e
r
a
t
o
r
 
(
6
)

H
S

2
 
M
/
B
k
i

1
-
2
 
y
r
s
.

3
 
m
o
s
.

N
o

1

5
2
.
 
S
u
b
s
i
d
i
a
r
y
 
L
e
d
g
.
 
C
o
n
t
.
 
C
l
e
r
k
 
(
1
)

H
S

2
 
M
/
B
k
.

(
o
r
)

1
-
2
 
y
r
s
.

1
 
m
o
.

Y
e
s

(
S
)

2

5
3
.
 
F
i
g
u
r
e
s
 
C
l
e
r
k
 
(
2
)

H
S

2
 
M
/
B
k
.

N
o
n
e

6
 
m
o
s
.

N
o

1

5
4
.
 
M
a
c
h
i
n
e
 
O
p
e
r
.
 
(
N
C
R
 
C
h
e
c
k
w
r
i
t
e
r
)
 
(
1
)

H
S

2
 
M
/
B
k
.

N
o
n
e

1
 
m
o
.

N
o

1

5
5
.
 
P
a
y
r
o
l
l
 
C
l
e
r
k
 
(
6
)

H
S

N
o
n
e

N
o
n
e

3
-
6
 
m
o
s
.

Y
e
s

(
S
)

2

5
6
.
 
A
c
c
o
u
n
t
s
 
R
e
c
e
i
v
a
b
l
e
 
B
o
o
k
k
e
e
p
e
r
 
(
1
)

H
S

2
 
B
k
.

N
o
n
e

N
o
n
e
.

Y
e
s

(
S
)

3

R
e
t
a
i
l
 
T
r
a
d
e
 
(
F
u
r
n
i
t
u
r
e
)

5
7
.
 
M
a
c
h
i
n
e
 
O
p
e
r
.
 
(
A
/
R
-
&
 
A
/
P
)
 
(
1
)

E
l
e
m
.

B
k
.

N
o
n
e

T
o
 
6
 
m
o
s
.

N
o

3



T
a
b
l
e

7
2
 
(
C
o
n
t
i
n
u
e
d
)

E
m
p
l
o
y
e
r
 
a
n
d
 
J
o
b
 
T
i
t
l
e

(
N
o
.
 
o
f
 
"
P
o
s
i
t
i
o
n
s
"
)

R
e
q
u
i
r
e
m
e
n
t
s

M
i
n
i
m
u
m

a
S
c
i
c
o
l

P
r
e
v
i
o
u
s

E
d
u
c
a
t
i
o
n

T
r
a
i
n
i
n
g

E
x
p
e
r
i
e
n
c
e

E
x
p
e
r
i
e
n
c
e

O
n
-
t
h
e
-
J
o
b

C
o
m
p
u
t
e
r
i
z
e
d

J
o
b

T
r
a
i
n
i
n
g

(
N
e
e
d
 
t
o
 
K
n
o
w
)

L
e
v
e
l

T
r
a
2
s
p
o
r
t
a
l
i
o
n
(
P
e
t
r
o
l
e
u
m
)

5
8
.
 
A
c
c
t
s
.
 
R
e
c
.
 
&
 
P
a
y
.
 
B
o
o
k
k
e
e
p
e
r
 
(
3
)

H
S

W
h
o
l
e
s
a
l
e
 
T
r
a
d
e
 
(
P
e
t
r
o
l
e
u
m
 
P
r
o
d
.
)

5
9
.
 
S
h
i
p
m
e
n
t
 
C
l
e
r
k
 
(
1
)

H
S

6
0
.
 
B
i
l
l
i
n
g
 
C
l
e
r
k
 
(
3
)

H
S

6
1
.
 
S
p
e
c
.
 
J
o
u
r
n
.
 
&
 
S
u
b
s
i
d
.
 
L
d
g
.
 
C
l
k
.
 
(
2
)

H
S

6
2
.
 
S
p
e
c
i
a
l
 
J
o
u
r
n
a
l
 
C
l
e
r
k
 
(
1
)

H
S

6
3
.
 
C
a
s
h
 
R
e
c
e
i
p
t
s
 
B
o
o
k
k
e
e
p
e
r
 
(
2
)

1
 
C

B
k
.

N
o
n
e

N
o
n
e

N
o
n
e

N
o
n
e

A
c
.

N
o
n
e

6
 
m
o
s
.

Y
e
s
 
(
S
)

3

N
o
n
e

1
 
w
k
.

N
o
n
e

1
 
w
k
.

2
 
y
r
s
.
 
(
P
)

1
 
w
k
.

2
 
y
r
s
.
 
(
P
)

1
 
w
k
.

1
-
3
 
y
r
s
.

2
 
w
k
s
.

N
o

1

N
o

1

Y
e
s
 
(
S
)

3

Y
e
s
 
(
S
)

3

Y
e
s
 
(
S
)

3

a
H
S
 
=
 
h
i
g
h
 
s
c
h
o
o
l
 
g
r
a
d
.
;
 
2
 
H
S
 
=
 
2
 
y
r
s
,
 
h
i
g
h
 
s
c
h
o
o
l
;

1
 
C
 
o
r
 
2
 
C
 
=
 
1
 
o
r
 
2
 
y
r
s
.
 
c
o
l
l
e
g
e
;
 
E
l
e
m
.
 
=
 
e
l
e
m
e
n
t
a
r
y

s
c
h
o
o
l
;
 
(
P
)
 
=
 
p
r
e
f
e
r
r
e
d
 
(
b
u
t
 
n
o
t
 
r
e
q
u
i
r
e
d
)
.

b
V
o

-
 
v
o
c
a
t
i
o
n
a
l
;
 
(
H
)
 
=
 
h
e
l
p
f
u
l
 
(
b
u
t
 
n
o
t
 
r
e
-

q
u
i
r
e
d
)
;
 
A
c
.
 
=
 
a
c
c
o
u
n
t
i
n
g
;
 
A
c
a
d
.
 
=
 
a
c
a
d
e
m
i
c
;
 
B
u
s
.
 
=
,

b
u
s
i
n
e
s
s
;
 
B
k
.
 
=
 
b
o
o
k
k
e
e
p
i
n
g
 
(
1
 
y
r
.
)
;
 
2
 
B
k
.
 
=
 
2
 
y
r
s
.

b
o
o
k
k
e
e
p
i
n
g
;
 
M
/
B
k
.
 
=
 
m
a
t
h
 
o
r
 
b
o
o
k
k
e
e
p
i
n
g
.

(
S
)
 
=
 
S
a
m
e
,
 
(
L
)
 
=
 
L
e
s
s
,
 
(
?
)
 
=
U
n
d
e
t
e
r
m
i
n
a
b
l
e
.

d
P
r
e
c
e
d
e
d
 
b
y
 
1
-
w
k
,
 
f
o
r
m
a
l
 
c
o
u
r
s
e
 
b
y
 
e
m
p
l
o
y
e
r
.

e
P
l
u
s
 
p
a
s
s
i
n
g
 
a
n
 
a
r
i
t
h
m
e
t
i
c
 
t
e
s
t
.

(
P
r
e
c
e
d
e
d
 
b
y
 
2
-
w
k
.
 
f
o
r
m
a
l

c
o
u
r
s
e
 
b
y
 
e
m
p
l
o
y
e
r
.

g
P
r
e
c
e
d
e
d
 
b
y
 
3
-
w
k
.
 
f
o
r
m
a
l
 
c
o
u
r
s
e
 
b
y
 
e
m
p
l
o
y
e
r
.

T
h
e
 
S
t
a
t
e
 
c
i
v
i
l
 
s
e
r
v
i
c
e
 
j
o
b
s
 
c
o
v
e
r
 
t
w
o
 
o
f
f
i
c
i
a
l

t
i
t
l
e
s
:

A
c
c
o
u
n
t
i
n
g
 
C
l
e
r
k
 
a
n
d
 
S
e
n
i
o
r
 
A
c
c
o
u
n
t
i
n
g

C
l
e
r
k
.

O
f
f
i
c
i
a
l
l
y
,
 
t
h
e
r
e
 
a
r
e
 
n
o
 
e
d
u
c
a
t
i
o
n
,
 
t
r
a
i
n
-

i
n
g
 
o
r
 
e
x
p
e
r
i
e
n
c
e
 
r
e
q
u
i
r
e
m
e
n
t
s
 
f
o
r
 
t
h
e
 
l
o
w
e
r
 
t
i
t
l
e
;

f
o
r
 
t
h
e
 
h
i
g
h
e
r
 
t
i
t
l
e
,
 
1
 
y
e
a
r
 
o
f
 
p
r
e
v
i
o
u
s
 
S
t
a
t
e
 
e
m
-

p
l
o
y
m
e
n
t
 
i
s
 
a
 
p
r
e
r
e
q
u
i
s
i
t
e
.

T
h
e
 
d
e
t
a
i
l
s
 
s
h
o
w
n
 
f
o
r

t
h
e
 
j
o
b
s
 
r
e
p
r
e
s
e
n
t
 
s
u
p
e
r
v
i
s
o
r
s
'
 
j
u
d
g
m
e
n
t
s
,
 
n
o
t
 
o
f
-

f
i
c
i
a
l
 
r
e
q
u
i
r
e
m
e
n
t
s
.

1
(
P
r
o
m
.
)
 
=
 
p
r
o
m
o
t
i
o
n
;
 
i
.
e
.
,
 
q
u
a
l
i
f
i
e
d
 
f
o
r
 
t
h
e

S
e
n
i
o
r
 
A
c
c
o
u
n
t
i
n
g
 
C
l
e
r
k
 
p
o
s
i
t
i
o
n
 
o
n
 
t
h
e
 
b
a
s
i
s
 
o
f
 
1

y
e
a
r
 
o
f
 
p
r
e
v
i
o
u
s
 
S
t
a
t
e
 
e
m
p
l
o
y
m
e
n
t
.

P
r
e
c
e
d
e
d
 
b
y
 
2
-
w
k
.
 
f
o
r
m
a
l
 
c
o
u
r
s
e
 
b
y
 
e
m
p
l
o
y
e
r
.

k
P
l
u
s
 
1
 
c
o
l
l
e
g
e
 
c
o
u
r
s
e
 
i
n
 
I
n
v
e
s
t
m
e
n
t
 
P
r
i
n
c
i
p
l
e
s
.

1
P
l
u
s
 
2
 
y
r
s
.
 
b
u
s
i
n
e
s
s
 
s
c
h
o
o
l
,
 
i
n
c
l
u
d
i
n
g
 
c
o
m
p
-

t
o
m
e
t
e
r
 
o
p
e
r
a
t
i
o
n
.

"
E
m
p
l
o
y
e
r
 
e
s
t
i
m
a
t
e
s
 
6

m
o
s
.
 
"
o
r
i
e
n
t
a
t
i
o
n
"
 
t
o

b
e
c
o
m
e
 
f
a
m
i
l
i
a
r
 
w
i
t
h
 
t
h
e
 
c
o
m
p
a
n
y
'
s
 
p
r
o
c
e
d
u
r
e
s
.

*
I
n
f
o
r
m
a
t
i
o
n
 
n
o
t
 
a
v
a
i
l
a
b
l
e
.



-135 -

Of the 63 jobs listed in Table 72, covering 237 positions or individuals,

11 are nonentry jobs (i.e., they require previous experience), covering 24

positions, viz., Job Nos. 12, 14-16, 19, 20, 51, 52, and 61-63. The remain-

ing 52 jobs, covering 213 positions/ are entry jobs available to those with-

out previous work experience.

The types of information reflected by the column headings of Table 72

are discussed below, in turn, and some of it is further summarized for con-

venience of discussion.

Educational Requirements

The details of Table 72 are summarized in Table 73.

Table 73

Percentage Distribution of Educational Requirements
For Entry and Nonentry Jobs and Positions

Minimum Education

Entry Nonentry Total.

Jobs
(N=52)

Pos.

(N =213)

Jobs
(N =11)

Pos.

(N=24)
Jobs
(N=63)

Pos.

(N =237)

Elementary school 21 13 0 0 17 12

2 yrs. high school 4 9 27 12 8 10

High school graduation
Required 63 51 64 79 63 54
Preferred* 4 14 0 0 3 13

Up to 2 yrs. college
Required 2 7 9 8 3 7

Preferred 6 6 0 0 5 5

Total 100% 100% 100% 99% 99% 101%

*Job Nos. 3 and 5.

As shown in Table 73, the majority of employers prescribe high school

graduation as an employment prerequisite. Some employers, however,(viz.

the hotel, the insurance broker, the apparel manufacturer, the commercial

publisher and the retail furniture store) consider that no more than ele-

mentary school education is adequate for the 11 jobs (see Table 72) listed

for them. At the other extreme (for the public utility), the occupational

analyst judged that the college requirement was overstated by the employer;

nothing in the detailed job description was felt to justify that require-

ment (or Zor accounting as a component of that college work). In general,
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each employer tends to set the same minimum education level for all his en-

try. level positions.

Specific Vocational Training

In contrast to employers' standards for educational level, rather more

discrimination is evident with regard to the specific components of that

schooling; both within establishments and from one employer to another. The

details of Table 72 are summarized in Table 74.

Table 74

Percentage Distribution of Special Training Requirements
For Entry and Nonentry Jobs and Positions

Special Training

Entry Nonentry Total

Jobs
(N=52)

Pos.

(N=213)
Jobs
(N=11)

Pos.

(N=24)
Jobs
(N=63)

Pos.

(N=237)

None 52 61 36 33 49 58

Vocational or business
training helpful 6 8 5 7

Vocational or business
training required 4 2 3 2

Bookkeeping preferred
or helpful 10 4 8 3

1 yr. bookkeeping re-
quired 12 10 10 9

2 yrs. bookkeeping re-
quired 6 2 5 2

2 yrs. math or book-
keeping required 4 1 18 29 6 4

Math or bookkeeping
desirable) 27 25 5 3

Up to 2 yrs. college
accounting required 2 7 9 8 3 7

Up to 2 yrs. college
accounting preferred 6 6 5 5.

Academic background
preferred 9 4 2 *---

Total 102% 101% 99% 99% 101% 100%

In-plant or OJT 1007. 100% 100% 100% 100% 100%

1

'
Opinion of accounting supervisors (Jobs 14-16)--not an official require-

ment for the position--see Footnote h of Table 72.

Less than half of 1 percent.
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The data of Table 74 have rather important implications for the via-

bility of conventional high school training in bookkeeping. Most striking

(first row of Table 74) is that more than half the entry job titles (52%),

covering three-fifths of the positions (61%), surveyed by the Field Center's

occupational analysts require no previous school training in bookkeeping or

closely associated areas. Indeed, for only 11 (21%) of the entry jobs,

covering 13 percent of the positions, is bookkeeping (or high school mathe-

maLics)required. For another 10 percent of the job titles, covering 4 per-.

cent of the positions, bookkeeping training is preferred or helpful, but

not required. The "math" entries of Table 74, by the way, only partially

reflect the uniform specification by accounting supervisors to the occupa-

tional analysts that applicants be "good at figures." In that connection

the overwhelming incidence of "computation" as a job activity will be shown

later (Tables 75 and 76, pp. 143-144), as will the use of record forms unique

to the job and the employer--often bearing little superficial resemblance to

the journal, ledger and other forms characteristic of school training in

bookkeeping. Taking together the uniqueness of each establishment's opera-

tions and record forms, plus the massive computation activity associated

with entry jobs, it is easy to understand (last row of Table 74) why in-

plant and/or on-the-job training is uniformly provided by employers--either

as sufficient unto itself or as a necessary addition to previous formal

school training in bookkeeping. Indeed, when prior school training is spec-

ified by employers, it may well be more as an indicator of the applicant's

motivation for and interest in such work than of possession of particular

job knowledges and skills. Finally, the school training information of Ta-

ble 74 is largely confined to bookkeeping skills, not including such commonly

preferred (or required) peripheral skills as typing.

In-Plant and On-the-Job Training

Occasional instances of employer-supplied training in formal courses of

1-3 weeks prior to undertaking actual job duties are footnoted in Table 72 --

applicable to the highly specialized activities of banking and to a highly

sophisticated computerized system (with cathode ray tube display) used by

two of the establishments (Job Nos. 42 and 63). In any event, the substan-

tial range of duration of OJT (from a few days through a year)--before it

is felt that the employee is "on top of" his job--should probably be taken

as an approximate index of job complexity, subject, however, to the varying
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notions or standards of adequacy of job performance and of job complexity

undoubtedly present among accounting supervisors.

Effects of Computerization on "Need to Know" Bookkeeping Concepts

The many hundreds of locally developed record forms used by the holders

of the 63 job titles listed in Table 72 and collected by the occupational

analysts range from items as simple as a credit card voucher (representing

payment of a guest's hotel bill) to ones with an eye-boggling number of col-

umns or categories and fineness of detail, from ones on which an employee

merely copies information from an earlier record to ones requiring substan-

tial judgment, from forms containing such terms as "debits," "credits,"

"journal," "ledger" that do not require a conceptual understanding of the

meaning of those terms to ones with the same terminology that do require a

grasp of their meaning. Instantly apparent from the immense variety in the

design of these forms and from their specific-to-the-particular-employer

content is their lack of visual resemblance to the standard journal and

ledger forms used in bookkeeping instruction--so much so that the locally

designed forms might not be recognized for what they are by a person with

conventional training in bookkeeping until briefed by his supervisor. In-

deed, the largest single class of inconsistencies in questionnaire responses

that required telephone follow-up was the reporting of specific journaliz-

ing or posting activities not accompanied by matching responses to Questions

33-35 on the left side of page 2 of the questionnaire. That is, many re-

spondents did not realize that the forms they used were in fact journals or

portions of them, ledgers or portions of them; and they were often puzzled

by and unable to respond to the query about "number of money columns."

In any event, judging the effects of computerization on "Need to Know"

(in parentheses in the "Computerized?" column of Table 72) could not be

precise in all instances, despite the pooled judgments of the occupational

analysts in consultation with the accounting supervisors of the employees.

At the extremes, of course, judgments were easy to make. For example, the

NCR operator (Job No. 51, Table 72) who follows an unvarying routine in

preparing expense journal sheets, but whose machine alse prepares a punched

tape that goes to the computer, has no need for conceptual knowledge to pre-

pare the journal sheets and is wholly unaffected by the punched-tape output.

In the same category is the clerk who enters simple data on a multiple-carbon
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snap-out form, the last copy of which goes to a keypunch operator. There

are also those whole involvement with computerization consists solely of

comparing computer printout totals or balances with those on earlier man-

ual forms--essentially a verification-of-arithmetic function. The several

instances of purely nominal involvement in computerization are shown as "No"

in the "Computerized?" column of Table 72; the "Yes" entries represent a

substantive effect of computerization on job duties. In most such instances

(24 or 63% of the 38 "Yes" entries), there was judged to be no effect on the

"need to know"--the (S) or "Same" level of conceptual knowledge was required

as would have been the case had there been no computerization. For 6 (16%)

of the 38 Yeses there was judged to be (L) or "Less" need to know. There

were no instances of (M) or "More" need to know; and in 8 instances, (21%)

the effect on need to know was ? (undeterminable).

In connection with the foregoing judgments it is important to understand

that they represent change, not amount. *That is there are (S) jobs that re-

quire little or no need to know either with or without computerization, as

well as ones that require modest or substantial conceptual knowledge under

both manual and computerized conditions. Similarly, there are (L) jobs re-

duced from substantial knowledge, as well as ones reduced from modest concep-

tual requirements. As thus far discussed, it appears that computerization

most often has little effect on whatever "need to know" goes with the book-

keeping activities performed at entry levels.

Because the 16 employers surveyed by the Labor Department were not se-

lected in a fashion that permits characterizing them as a representative

sample drawn from a specifiable population of employers, the Labor Depart-

ment analyses with regard to computerization should be taken as suggestive

rather than definitive. That understood, the overall descriptions and char-

acterizations provided by Mr. Walquist in his preliminary draft report of

the occupational analysis data are quoted below.

The jobs surveyed fall into four general categories or stages of
technological development: (1) Classical bookkeeping (manual jour-

nalizing, posting, and balancing); (2) Machine bookkeeping (classi-
cal bookkeeping utilizing bookkeeping machines); (3) Preparation of
accounting data (by journalizing and/or coding) for input to elec-
tronic computers by keypunch operators and proving or correcting
the resulting computer output; and (4) Direct input of accounting
data to computer, utilizing on-line peripheral equipment.
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Most of the firms visited use a combination of these methods--
all but five make some use of the computer. Two of the five com-
bine manual and machine bookkeeping, while three use manual only.
All the others utilize the computer to some degree.

The size of the firm does not necessarily determine the data
processing method. An insurance brokerage with 20 employees pro-
cesses its data through a computer, while a large hotel with 1,000
employees does not.

The accounting departments of all but'three of the establishments
use more than one of the four bookkeeping methods for different parts
of their operations. One of them, a nonprofit publisher and distri-
butor of Bibles, is presently in all four stages of development (man-
ual, machine, indirect computerization via keypunch, and on-line com-
puterization)at once! This is because it takes time to computerize.
A department store chain that put its accounts receivable department
on electronic data processing six years ago has just finished con-
verting its payroll department, is about to start computerizing ac-
counts payable, does not expect to have its entire accounting opera-
tion computerized for another 7 to 10 years, and has no plans at all
for computerizing its general ledger.

Computerization has a varied effect on job structure. . . . In
general, computerization reduces the posting elements of the work and
increases the balancing and checking functions.

Accounting departments are just beginning to nibble around the
edges of direct input via on-line devices. With this method, paper-
and-pencil coding could be eliminated. Codes and other data can be
transmitted directly to the computer by typewriter-style keyboard.

Bearing on the last paragraph quoted above, for a description of what ac-

counting will be like after introduction of the CRT (cathode ray tube) for

direct input of accounting data to the electronic computet, selected por-

tions of the Labor Department job analysis for Job No. 63 (not an entry-

level job) are shown on appendix pages 222-226: job summary and job defi-

nition on page 222, hiring requirements and a description of the display

station on page 223, the four major tasks that make up the job on page 224,

and discussion of the effects of the computer revolution on accounting prac-

tices and hiring requirements on pages 225-226 (whose underscored and side-

marked portions highlight the anticipated changes).

School Training_ vs. OJT. Before reporting some illustrative job descrip-

tions and displaying some illustrative record forms, an important inference

may be drawn from the findings discussed thus far. Before doing so, it should

be noted that 11 of the 63 jobs listed in Table 72 are not entry-level posi-

tions (Nos. 12, 14-16, 19, 20, 51, 52, 61-63) and that 5 others either re-

quire or prefer college training (Nos. 6, 38-40, 43). Of the 47 entry-level
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positions that do not specify college training, the majority do not specify

prior high school training in bookkeeping. One must infer from employers'

hiring practices that:

On-the-job training is adequate for much entry -level employment in
bookkeeping; prior high school training in bookkeeping is often not
required.

The foregoing inference is a rather gross one; more discrimination and

illustrative detail are evident in the practices of the department store

(Job Nos. 45-56 in Table 72). Again quoting from Mr. Walquist's prelimi-

nary draft report:

[Job No. 45] requires a commercial high school diploma with one
year of bookkeeping courses; the Sales Audit Department asks for high
school graduates in any course (with bookkeeping indicated as help-
ful but not required); the General Accounting Department requires
two years of bookkeeping; the Accounts Payable Department wants two
years of mathematics or bookkeeping; the Payroll Department will ac-
cept Any type of high school diploma; and Accounts Receivable demands
two years of bookkeeping.

The department store excepted, the actual hiring practices of employ-

ers (see the "School Training" column of Table 72) are rather at variance

with the armchair opinions of accounting supervisors about employee quali-

fications. In fact, OJT without prior school training predominates; in

opinion, according to Mr. Walquist, basic, educational requirements are not

altered by innovations such as computerization and, when it applies, book-

keeping theory is as pertinent to computerized as to manual operations. In

all instances, "the universal demand is that the worker be good at figures."

Again from Mr. Walquist's draft report (of the experience of State Employ-

ment Service personnel):

. . . Lower level jobs, such as Posting Clerk, while not always
requiring specific vocational training, do require that applicants
be good at figures. Employers prefer high school graduates, but
are often flexible in regard to this requirement. Typing, espe-
cially statistical typing, is helpful for many entry jobs.

. . . it is difficult to get high school graduates who are good
at figures . . . the so-called Recordkeeping courses are inadequate
. . . . Graduates should be more familiar than they are with the
forms used in business, as well as with the finished clerical prod-
uct.
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Job and "Data" Level

"Job Level" estimates (last column of Table 72) used the same criteria

that were applied to questionnaire respondents, ones unique to the present

investigation. Standard Labor Department job-analysis procedures, however,

include a different basis for estimating the intellectual demands of the

various occupations included in the DOT. "Data Level," as defined in the

U.S. Department of Labor's Handbook for Analyzing Jobs (1972, pp. 73-76),

consists of seven levP1s1 from high to low, as follows:

0 Synthesizing

1 Coordinating

2 Analyzing

3 Compiling: Gathering, collating,
or classifying informationabout
data, people, or things. Report-
ing and/or carrying out a pre-
scribed action in relation to
the information is frequently
involved (pp. 74-75).

4 Computing: Performing arithmetic
operations and reporting on and/
or carrying out a prescribed ac-
tion in relation to them. Does
not include counting (p. 75).

5 Copying

6 Comparing

Of the 63 jobs listed in Table 72, one (the Trust Accountant, Job No. 6)

was assigned Data Level 1 by the occupational analysts. There were three 5's

(Nos. 11, 18, 20) and one 6 (No. 37). The remaining 58 jobs were assigned in

approximately a 2 to 1 ratio to Data Levels 3 and 4.28 With the exception of

the commercial bank's Trust Accountant (requiring college training), none cf

the jots analyzed required abilities above "Compiling." Neither Synthesizing

("Integrating analyses of data to discover facts and/or develop knowledge

concepts or understandings"), Coordinating ("Determining . . . operations or

actions to be taken . . . ."), nor Analyzing ("Examining and evaluating data.

Presenting alternative actions in relation to the evaluation . . . .") were

judged, according to Labor Department definitions and criteria, to be appli-

cable to the the jobs surveyed.29

28At Data Level 3 were Job Nos. 2 -5, 7, 12-17, 19, 21, 23, 24, 26, 33, 36-
39, 41-45, 48-52, and 55-63. At Data Level 4 were Job Nos. 1, 8 -10, 22, 25,
27-32x 34, 35, 46, 47, 53, and 54.

29Something of the flavor of the higher-order data levels may be gained
from these Handbook examples: Synthesizing ("Formulates hypotheses and ex-
perimental designs . . . ."); Coordinating ("Plans advertising campaign

. .h); Analyzing ("Reviews loan applicant's financial status . . . .").
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Details of Job Activities

Drawn from Mr. Waiquist's draft report, the job activities that go with

the 11 nonentry jobs are shown in Table 75; those that go with the 52 entry

jobs, in Table 76. In both tables, the row numbers and designations agree.

Table 75

Distribution of Nonentry Jobs and Positions Requiring Various Job Activities

Job Activity
Jobs

(N=11)
Positions
(N = 24)

N % N %

1. Double entry

J
a

P
b

2. Ledgers

c. 3 columns 9% 8%
d. More than 3 columns 9% 4%
e. Info. not available 18% 33%

8

4

3

73

36

27

21

11

7

88

46

29

Total

4. Reconcile subsid. ledgers with genl. ledger accts.

5. Journals J
a

P
b

a. 2 columns 9% 17%
b. 3-5 columns 9% 8%
c. 6-10 columns 18% 12%
d. More than 10 columns 9% 25%

Total 5 45 15 62

8. Trial balance 1 9 4 17

9. Reversing entries 5 45 12 50

10. Preparation of vouchers 1 9 6 25

11. Preparation or processing of debit-credit memos
or tickets

3 27 4 17

12. Computation 11 100 24 100

13. Coding for computer input 8 73 20 83

14. Preparation of summaries or recapitulations 6 55 12 50

15. Use of pre-printed forms 11 100 24 100

16. Manual processing of IBM cards 1 9 1 4

17. Verify or prove manual records against computer
printout or extract data from printout for
manual preparation of summaries or reports

7 64 11 46

18. Use of calculating or adding machine 73 13 54

19. Operate a bookkeeping machine 1 9 6 25

20. Operate CRT on-line with computer 1 9 2 8

a
Jobs

b
Positions
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Table 76

Distribution of Entry Jobs and Positions Requiring Various Job Activities

Job Activity
Jobs

(N = 52)

Positions
(N = 213)

N % N %

1. Double entry

2. Ledgers J
a

P
b

a. 1 column 2% 1%

b. 2 columns 4% 7%
c. 3 columns 4% 1%

d. More than 3 columns 8% 11%

e. Info. not available 2% *

18

10

2

5

35

19

4

10

106

42

16

31

50

20

8

15

Total

3. Balance and close books

4. Reconcile subsid. ledgers with genl. ledger accts.

5. Journals Ja Pb

a. 2 columns 8% 8%

b. 3-5 columns 10% 11%

c. 6-10 columns 2% 2%

d. More than 10 columns 10% 2%

e. Info, not available 6% 4%
Total 18 35 56 26

6. Profit and loss statement 2 4 16 8

7. Balance sheet 1 2 1 *

8. Trial balance 6 12. 14 7

9. Reversing entries 10 19 36 17

10. Preparation of vouchers 7 13 20 9

11. Preparation or processing of debit-credit memos
or tickets

17 33 91 43

12. Computation 47 90 182 85

13. Coding for computer input 10 19 84 39

14- Preparation of summaries or recapitulations 34 65 141 66

15. Use of pre-printed forms 52 100 213 100

16. Manual processing of IBM cards 5 10 24 11

17. Verify or prove manual records against computer
printout or extract data from printout for
manual preparation of summaries or reports

15 29 71 33

18. Use of calculating or adding machine 43 83 170 80

19. Operate a bookkeeping machine 9 17 37 17

20. Operate CRT on-line with computer 1 2 1 *

21. Operate other on-line devices 1 2 25 12
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The information about nonentry jobs in Table 75 is given mainly to pro-

vide (together with the entry-job information of Table 76) complete cover-

age of all 63 jobs listed in Table 72. The major interest is in, and dis-

cussion is therefore confined to the entry-job information of Table 76.

It is apparent that:

1. Everyone uses locally developed pre-printed forms (Row 15), and nearly

everyone computes (Row 12)--mainly by desk calculator or adding machine (Row

18).

2. The concept of double entry is applicable to only half the positions

(individuals) and to a little more than one-third of the jobs (Row 1).

3. There is much preparation of recapitulations and summaries (Row 14)

and lesser, but nontrivial, involvement in journalizing (Row 5), preparation

or processing of debit-credit memos or tickets (Row 11), and verifying of

manual records against computer printouts (Row 17). Posting to ledger ac-

counts (Row 2) and making reversing entries (Row 9) are less common, and

reconciling of subsidiary with general ledger accounts (Row 4) is still less

common.

4. Few prepare a trial balance3° (Row 8), and the preparation of a profit

and loss statement or of a balance sheet is practically nonexistent (Rows

6-7). The same applies to closing the books (Row 3).

The unmistakable inference from the foregoing data is in perfect accord

with that of the earlier studies by Luxner (1970) and by Lanham, et al.

(1970). It may be concluded that:

There is no justification-whatever for including in high school book-
keeping training the preparation of financial statements (trial bal-
ance, P & L statement, balance sheet). Such records are rarely if
ever prepared by holders of entry-level positions. Even direct work
with ledgers and journals is only moderately present among holders
of beginning positions.

The presumably prevailing assumption by bookkeeping teachers is that ad-

30
According to Mr. Walquist, little so-called trial balance work is of the

classical kind--a trial balance "of the books." Instead, local figures (e.g.,
open items related to C.O.D. sales) are extracted from control records and
listed and totalled for comparison with general ledger entries--a listing for
comparison with the books, not a trial balance of the books. "Posting" is
another term loosely used by employers and employees, often consisting of en-
tering amounts on 1-column intermediate forms, not to ledger accounts. The
employer terminology of the Labor Department job descriptions is sometimes
not the technically correct terminology of the bookkeeping textbook.
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vancement to higher level positions requires the treatment of financial

statements in high school instruction. That assumption is manifestly a

gratuitous one. For one thing, there is no discernible reason for bookkeep-

ing occupations to be thought to differ from the mass of occupations in our

society; advancement is overwhelmingly a function of job experience and,

sometimes, of additional formal schooling undertaken concurrent with employ-

ment. For another thing, by very definition, the number of lower-level po-

sitions in any field swamps the number of higher-level ones; there are always

more braves than chiefs. Thus, to teach all persons activities and concepts

that will in fact apply to only a few is hardly a defensible proposition.

Those who "have what it takes" will acquire the necessary advanced knowl-

edges and skills either on the job or via advanced school training under-

taken after employment, sometimes with costs underwritten by the employer.

As will be made evident by the illustrative job descriptions and record

forms discussed next, the beginner's work tends to cover a piece of a piece

of an entire accounting operation, largely self-contained and--from the view-

point of what the worker needs to know to execute that "piece"--only remotely

associated with superordinate bookkeeping concepts or financial statements.

The concept of "balance" or "difference" is clearly a viable one even at the

lowest levels of work; so is verification of amounts from one record to another.

But those concepts are everyday ones, resting on no special skills other than

simple arithmetic. In summary:

For the most part, the beginning bookkeeping employee tends to deal
with a single class of transactions, does much arithmetic associated
with that class, and records the results of that arithmetic on pre-
labeled forms.

Illustrative Job Descriptions and Record Forms

The information generated from the job analyses by the staff of the Occu-

pational Analysis Field Center covers 748 pages, plus a 56-page introductory

overview. For each of the 67 job titles involved31 there are a number of

pages of formal Labor Department reporting forms. In all, more than half

the 748 pages consist of samples of the various bookkeeping forms used by

the employee on his job: from one such form for some job titles to more than

a dozen for other job titles. Selected from the detailed job descriptions

31Three of the 67 titles were discarded from the present report because
they involved purely clerical tasks, without a bookkeeping component. An-
other two titles were combined into one because the duties were virtually
identical, leaving 63 job titles dealt with here.
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and sample bookkeeping forms for illustrative purposes here are a number

that represent various levels of (a) requirements for conceptual knowledge,

(b) volume of details that make up the job, and (c) involvement in computer-

ization. For display purposes in this report, the original forms have been

substantially photoreduced.

1. Rudimentary Debit-Credit Knowledge Required, Little Detail. The ma-

jor activity of the Assistant Credit Memo Clerk for the paint manufacturer

(Job No..36, Table 72), accounting for 35 percent of that person's time,

is -the preparation of Debit-Credit Memos, a 7k" x 8%" form, illustrated be-

low. On the form, the employee copies identifying information from earlier

records, including a precoded "Request for Credit" form. The conceptual

knowledge required is confined to circling the pertinent Transaction Code

on the debit-credit memo. Completed 'memos are sent to the IBM Department

for computer preparation of customer-credit invoices and other accounting

records. In summary, Jdb No. 36, as a result of computerization, does not

involve the employee in keeping or posting to books of account.

CREDIT EI DEBIT CD MEMO

APCIAL . **** CTOON

SPECIAL 'CERNY

TRANSACTION CODES lcmcLcs

CREDIT IN SALES. J CREDIT S/S IN SALES L I DEBIT IN SALES

CREDIT NOT IN SALES CREDIT S/S NOT IN SALES M I DEBIT NOT IN SALES
memo ... ... cc l'... Cftapi pg., cl...1. ea .".4.1' v°

1:17Vg.'"
p I.

wc 1r 1....
P.c.,.

..e ......

51-0. lEOGER BILL To CARO CI
CARO
CODE DISCOUNT . LEGEND CARDS CO ITEM SIZE 071. GROUP

NUMBER DOLLAR AMOUN T

Fig. 1. Debit-Credit Memo (Job No. 36)
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2. Payroll Work Converted from a Bookkeeping to a Clerical Task. Payroll

activities appear to be among the easiest to computerize, and the effects of
computerization are summarized in the occupational analyst's report covering

Job No. 55 of Table 72 (See Fig. 2, below), as follows:

Before computerization the payroll clerks prepared the entire payroll
. . . . What has happened [as a result of computerization] is that the
quantity of posting and computing by these workers has been reduced,
and instead the Payroll Clerk transcribes and codes the raw data in
convenient form for . . . keypunch operators. The computer itself does
most of the actual calculating. On the other hand, the Payroll Clerks
now do more balancing and checking of the finished payroll to provide
better control than was possible under the old system.

The same conclusion applies to Job No. 37 (see Fig. 3), as follows:

The computer has relieved the Payroll Clerk of the bulk of the compu-
tational and posting work.

The detailed descriptions of Jobs 37 and 55 swarm with the verb "tran-
scribe." Information from a variety of input forms is merely copied on

forms designed for the keypunch operator, as illustrated in Figs. 2 and 3,

the originals of which are EWT x 11".

pq / TO.Svot - TO PAT

,.V. ,- O.P. - ...h...,. ut.... -,...umeiriorninolis
1111111111111 ms Ems movilinninnlitirlinlillinlin

....... ,...
-inth /Ay i0124$no 1 ......14. OT

1 ;6%
: f--.7i,-
: 411 ..

11 .....
10 ILAus

a it,:::ra.::1;- --- -.
L-4 ""--' °"*"` ' I.'"

MIM immuinummunrreurnmarnernvelwammmusontel
111111111111111111111111111.11111111111111011arninnsinvinrnmsnnemmormemneniumminornrinnentMOM MI MIMI mvainvinanum
11111111111111111111111111111111M111111 IIIMIIMIII
IIIVI 1111111111,1111111111111nnnee
IMMIUMMIIIIIR1111117111111111Ordi
MI1111111.1111111111111M112111111.111111!numnumninimminmesnimisiimureminimismcm
11111111MIIIIIIIMINITIIMIMIll
1111111M11111121111111111111111VMMINEminnininni smoun.,

MINI

MIMI

MB

mulesNMI
,,, , ,.. ii , 1,,,,E1,,,,,..-,0. T. tar 4ar44.Z: .. P. .....!Z:. !,.....ri...4,,,,,... r..n..... ..1; 17. .,,..2...;,;,,..

Fig. 2. Payroll Form
(Job. No. 55)

NEW EMPLOYEE RECORD

4( COOT -DEPT. ElAPLCrIEE

EMPLOYEE LATHS

SOCIAL SEELAST *.. .. t ft.:

I.

M:3=3
IIINPII

ISA.1=A+1 IAA MAAoa..

I
10sir AC.

ri EIA71.0.1 ES IF

'"'"' I 1 I till!. *.
EMPLOYEE ADDRESS

CiTT C STATE

SI

/Are BORTH

bt

'DAIS .31.1[T,-1

(4.7

CO.
'Tow. own. uNT .74.

es.

xs 5

Fig. 3.. Payroll Form
(Job. No. 37)
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3. Transcription of Much Detail for Computerization. Again illustrative

of an essentially clerical task devoid of bookkeeping concepts, but involv-

ing much detail, is the work of the Mortgage Clerk for the commercial bank

(Job. No. 4, Table 72). The occupational analyst's Job Summary reads:

Compiles and codes identifying and financial mortgage data and en
ters on coding sheet for processing by Keypunch Operators . . . .

The form shoWn in Fig. 4 (original size, 81/2" x 14"), together with another

worksheet (for recording "changes in payment amounts due to rise in expenses

such as taxes and insurance"), capture 90 percent of the job duties of the

Mortgage Clerk; and the input data for these forms is contained in a number

of earlier forms from which the pertinent information must be selected.

The various forms are unique to the particular job and establishment.

NSW MORTGAGE LOADS WORKSHeft vin

AOPhaal =KU

w omen
Amain

fa. 9/2111

LLU LLLLII

f LLLLL1 LLLLL11.1 I L11

LELLELLILLELTITTTI ri 1-1-1-TTITL111:1

IMMUMOMM MMOOMMINIMMM
rimmuninumnimmum so r..c0:0:

MEMMEMEMOMMWOMMMEMMOOMMEMMEMMI
17.4:EEE c

CC]

UMMEMEMINEMMIUMMIMISEMMOMM

1011.1111 LT' (;[-E=cj
m7.7:1 cEj =pajar-cEj 1;1 raz".°..Q

P=0;:]0"-":....MM M., 11; 417:1=1:0:2 :11tV

g=1:1=10:CCIJ
PALO.

Muria loar.RL

PDTEID:j
ciEj

VI=Cp MUMMUMMO 1111...pT.

" c1=1:C C=0: ..C1=EP.
rzz L114_LLLLI ,CQ

21.1=r tr=rumomm
n-gjr,..--1,-c=.1=ACLETEM;)m.
n. .wm==i,:==o Vg777717Q c[j

...Pao. le Mb

'wig. 4. Worksheet (Job. No. 4)
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4. Use of Bookkeeping Terminology without the Need to Understand Concepts.

The Restaurant Audit Clerk for the hotel (Job No. 21, Table 72) checks for

accuracy such original papers as cashier's records, resta,:rani- checks, etc.,

(60 percent of his time) and compiles a daily report on the form shown as

Fig. 6 on the next page (15 percent of his time). As shown (original size,

14" x 19"), each class of transaction or item is prelabeled on the form, so

that dollar entries need merely be copied in the correct place. Debits and

credits are summarized at the right, but the explicit listing of each debit

and credit entry makes it unnecessary to understand the theory underlying

the terminology. The bulk of the employee's work is essentially as a fig-

ures clerk, and the hiring prerequisites include no more than a 7th-grade

elementary school education.

5. Much Detail Moderate Conce tual Knowled e Re uired, The occupational

analyst's task description for the bank's Journal Clerk (Job No. 2, Table 72:

bookkeeping training helpful but not required) is given verbatim and in full

below, and as much as could legibly be reproduced of the loan journal (orig-

inal size 162" x 28") is shown as Fig. 7 (p. 152); omitted for reasons of

space are four columns at the right and four at the left of the form. In

all, the form contains more than 150 categories.

1. Journalizes loan- or lettor-of-credit-related transactions: Receives
Journal copies of Payment benedule5, Acce7tanco SchedulesocLoan Transaction
Tickets, debit, and credit memos, and otner loan- or letterThilt related

mass paperafrom other personnel for jzurnalizing and summarizing. Totals
and chocks off each typo of entry (such as interact, comnission, customer's
liability, or acceptances outstanding) in entire batch, using twelve-column
adding machine. Writes entry category (40count title) above each totalled
gr-,up to identify for journalir,ing. Goes throu,:h batch repeatedly until all
entry categories have been totalled. Transcribes totals from tapes to Journal
under account titles indicated on tapes. TA 7ritee account titles in ink if
not pro- printed on journal. Totals and enters appropriate debits to offset
credits and vice versa as indicated on business papers. Totals all debits
and all credits on journal and compares totals for balance. Compares Journal,
tapes, and business papers item -by -item to locate error if difference is
found betreen journal debit and credit totals. Makes corrections as necessary
or refers to responsible employee for correction. Repeats foregoing proce-
dure with each batch of papers received. (90%)

2. Summarizes journal: Totals figures under each account heading in journal
at day's end. Tran6cribes each total to dobitor credit column opposite pro -
printed account number and nano on journal proof sheet (recapitulation) for
further processing by Keypunch Operators. Writes in account numbers and names
not pre-printed. T.)tals and balances debits and credits, using adding machine.
Enters time, date, and initials on proof sheet for reference. Forwards ori-
ginal and carbon copies of proof sheet to other departments for further pro-
cessing. Sorts, batches, and forwards tickets and tapes to specified personnel
for addltional progeguing. (10%)

Fig. 5. Job Description (Job. No. 2)
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6. Journalizing One Class of Transactions, Moderate Knowied.ge Required.

The Cash Receipts Journal Clerk for the medical insurance carrier (Job. No.

30, Table 72) "Posts cash receipt deposits onto journals32 and computes

and balances accounts, by adding machine." The detailed job description

shows: (1) Posts and computes daily deposits (40%), (2) Computes and bal-

ances daily deposit totals (30%), (3) Computes and balances monthly journal

(25%), and (4) Computes and balances annual journal (5%).32 The monthly

"journal" form (original size 11" x 17") is shown as Fig. 8, below, and re-

quires transcribing or copying of totals from the daily journal. As shown

in Table 72, the employer requires no prior school training in bookkeeping,

but provides 3 months of OJT.
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Fig. 8. ;Monthly Cash Receipts Journal (Job No. 30)

32A prime example of abuse of the term "post" (see the footnote on page
145). Also, a "journal" is a book of.daily record; it is not compiled or main-
tained "monthly" or "annually." The terms "journal" and "journalizing" are
apparently incorrectly and misleadingly used by some employers.
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7. Specialized Journalizing, Moderate Conceptual Knowledge Required. The

nonprofit publisher requires for the Securities Bookkeeper (Job No. 43, Table

72), besides one year of high school bookkeeping, a one-semester college

course in "Investment Principles." The occupational analyst's job summary

is quoted below, and the journal form (original size 9" x 11") covering 85

percent of the employee's work is shown as Fig. 9. Two months' OJT is sup-

plied to the new employee by the employer's Investment Counselor.

Verifies and journalizes purchases and sales of securities, reconciles Custodian's
monthly statement of socurity-account transactions, examines record of investment
income, gains, and losses to insure yroper crediting by custodian, distributes
investment income, gains, and losses to funds according to budget allocations and
prepares investment journals, proves subsidiary investment lodgers against general-
ledger control account, determines each position of firm and transfers funds be-
tween banks to meet duo payments, and performs miscellaneous incidental clerical
tasks.
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Fig. 9. Investment Journal (Job No. 43)

8. "Trial Balance" for Com arison "withuthe Books. The C.O.D. Audit

Clerk for the department store (Job No. 46, Table 72) devotes 25 percent

of his time as follows.

prepass:1 trial balance: 1::nters control-book totals of open C. 0. D. items
en trill h711-1(7,3 ronthay. listing separately any debits over thirty days old, and
compares total with lefiger in General-Accounting Department to verify
accuracy. Compares item-by-it= with general lodger, if there is any cash difference
or if any other ,'...Lfforence is over fifty dollars, to locate error, and make:
corrections rv. necessary. Prepares copy of final trial balance and forwards to
company tro.Asurer for his informtion. (25%)
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For the audit clerk in question, the employer considers high school book-

keeping helpful but not required, and he provides two days of OJT to the new

employee. That so modest a background permits preparation of a "trial bal-

ance" makes apparent that the term is not being used in the classical sense

of a balance of the books but, instead, in the sense given in the quoted job

description and characterized in the footnote on page 145--a listing for com-

parison with the books. Bringing that distinction to bear on the New York

City and Upstate questionnaire respondents was not possible, however, because

it had not been foreseen in drafting the job activities section of the ques-

tionnaire. There is little question but that many of the questionnaire re-

spondents who reported they prepared trial balances--but whose other activi-

ties seemed less consequential--were using the term in the second of the two

senses described above. The questionnaire data on Activity No.88 should be

interpreted accordingly (i.e., many of those assigned to Job Level 3 or 4

should have been 2's or 3's).

More important is the implication for bookkeeping instruction: the de-

sirability of explicit treatment of the second usage of the term, probably

as a precursor to its classical meaning.

As a second illustration of a trial balance in the second usage of the

term--this time at a more sophisticated and complex level--consider the ac-

counts receivable trial balance prepared by the department store's Accounts

Receivable Bookkeeper (Job. No. 56, Table 72), whose employer requires two

years of high school bookkeeping training. The occupational analyst's job

summary is reproduced below, and the portion of the detailed job description

applicable to the trial balance work, plus the trial balance form (original

size, 11" x 17") are displayed--the latter as Fig. 10--at the top of the

next page. It may also be mentioned that in lieu of OJT, the employer de-

scribes "orientation" to the job as consisting of "Six months to become

familiar with company's bookkeeping procedure."

4. JOB SUMMARY:

Summarizes accounts-receivable-related control sheets into combined control

for comparison with parallel accounting records, reconciles accounts re-

ceivable with general-ledger control accounts, prepares monthly accounts-

receivable -trial balance to verify controls against computer printout and

other independently generated figures, and performs related checking and

balancing tasks.
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3. Prepares monthly accounts-receivable trial balance: Enters, in "Billing
Balance" column of accounts-receivable trial balance, billing balance as shown
on accounts-receivable computer printout, and balance of Manual Items from book-
keeping-machine-generated figures. Totals billing-balance column, using ten-
column adding machine, to obtain combined balance, and enters on "Combined EDP
and Manual" ling. Enters control balances from control sheets for same data in
"Control Detail Balance" column, enters control adjustments balance in "Adjustments"
column, subtracts or adds adjustments to control balances, and enters results in

"Adjusted Control" column to provide basis for comparison with computer and manualbalances. Computes and enters overages and/or shortages in appropriate column.
Computes and enters net variations by adding or subtracting computer and manualfigures. Adds monthly figures to year-to-date figures on previous month's trial
balance and enters in "Year-to-Bate" column. Forwards trial balance to reprok-
duction room for duplication and delivery to specified company personnel. (35)
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Fig. 10. Accounts Receivable Trial Balance (Job No. 56)

9. Precoded Journal, Ledger, and Profit and Loss Statement. Our Job No.

45 (Asst. Bookkeeper, General) is designated "Comptometer Operator" by the

employer--which provides a good illustration of how misleading employer-

designated job titles can be. As reported by the occupational analyst:

13. General Comments

Ro: Item 1, Fstt:bliment Job 7";ties. This job d.o-!r not convert

the 11.0.T of Cr.lc:rltin:: Yrchin? 01^ror
216.;:33, since tllo f.,xtics 1n112 pos%In7, f.n 7via-

ition to s17%nie Vote tn':t 3co'c.konin7

trainin7, is a hirin7 ths ?Itab7ichrnent
is not a siplo Cpo-rtor, but ,1 7:07 II

21`).r.
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Additional comments by the occupational analyst about the viability of

comptometer training speak for themselves.

he; 'Item 6a Tee Mr.n ger of the ftatintical D:nrtment in this
establishment advised the Analyst. that Comptometer Operators are
in extremely short supply becacse young people today do not enter
the field, preferring to take training in key- punch operating,
which is easier to learn. She feels that if students could be
pernuadedilo AoVrn the comptcm,er as part of their bookkeeping
training, itAfill a definite labor-market need. She states that

she hat, had six openirj for the past five years; that she has been
able to keep these slots covered only with casual workers from
the temporary help s(4encics. 13hc has been able. to obtain only

two permanent workers during this period. This was when another
department store went out of business.

However, a check with the Fesearch and Statistics Office of
the Divrision of Employment reveals that the use of the Comptometerb
has,ettmost completely phased out -- except in accounting firms and
department stores -- with the tdveLt of more rapid calculators and
electronic computers. Departrent st:,res, too -- Pesearch and
Statistics advises -- have rep1ced Cwiptometers with such equipment
as optical scanners and electyonic computers, input with such
devices as pre-punched price tar,;. Thus the limited demand for
Comptometer Operators has created a limited supply. The Office
Personnel Placment Center of the D. of E. gets very few orders
for Comptometer Operator. We understand, however, that this store
doer not expect the Statisticca Department to be computerized for
seven to ten years.

The deMand for Comptometer Operator by accounting firms is
seasonal. only, and these operators meat have a complete knowledge of
boOkliceping in addition to their machine skill. See also general
comment above re: Item 1.

The overall job summary is quoted. next and, below it, the portion of the

detailed job 'description applicable to the preparation of a Statement of Ex-

penses. In its turn on the next page is the portion detailing preparation

of the Profit and Loss. Statement. Fig. 11, page 158, shows only that por-

tion of the first of six pages of the Expense Statement (original size, 11"

x 13") that could be legibly reproduced. Fig. 12, page 159, is also con-

fined to a reproducible portion of a 14" x 19" Profit and Loss Statement.

4. Description of Duties

Prepares merchandise and other operating reports of department -store chain by
copying num erical data in appropriate columns of work sheets and reports,
operating Comptometer and Calculating Machine to compute totals, extensions,
percentages, and balances, and entering results in appropriate columns of reports;
reconciles inventory estimates on merchandise reports with actual physical in-
ventory; prepares general journals; posts to subsidiary ledgers; and prepares.
profit-and-loss statements and other statistical material for use by company
executives or further processing by General Accounting or other departments.

2. Prepares departmental operating statements: Computes, using comptometer
and calculating machine,dollar and percentage increases or decreases in
operating figures (such as purchases, sales, and various expense items) store
by store for each department, deriving figures from entries in stock ledgers
and expense statements; enters results on lines of departmental operating
statement by store and in columns by operating category (such as income, cost,
and expense items); and totals each column to 'provide combined company-wide
departmental figures. (15%)
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5. Prepares profit-and-loss statement for each store: Transfers income, expense,
and budget entries for current period and last-year period to specified columns of
profit-and-loss statement frm stock ledger, expense reports, records suppled by
General Accounting Department, And tables of fixed dollar allowances, tahcs sub-
totals and totals of income and expense p-oups, using comptomater, and subtracts
cost and expense totals from. income totals to detertine operating and net profit
or loss. -Computes percentage increase or decrease from previous period of each
entered item, using electric or electronic calculator. (15%)

Evident from Figs. 11 and 12 is the prelabeling and precoding or, in gen-

eral, the preclassifying of the components of the two statements. For the

employee, the task consists of very large amounts of comptometer or calcu-

lator arithmetic and the correct matching of input data to the components

of the preclassified forms. Although enormous attention to detail is re-
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quired the design of the forms has converted the tasks into ones requiring

rather less sophistication than might be supposed from conventional bookkeep-
ing instruction on the preparation of P & L and other summary statements.

The details of P & L Statement

preparation are quoted at the left,

below; and Fig. 12, at the right,

displays a portion of the P & L

statement.

5. Prepares profit-and-loss state)1
ment for each store: Transfers in.*
come, expense, and budget entries
for current period and last-year
period to specified columns of
profit-and-loss .statement from
stock ledger, expense reports,
records supplied by General Ac-
counting Department, and tables
of fixed dollar allowances, takes
subtotals and totals of income and
expense groups, using comptometer,
and subtracts cost and expense to-
tals from income totals to deter-
mine operating and net profit or
loss. Computes percentage in-
crease or decrease from previous
period of each entered item, us-
ing electric or electronic calcu-
lator.

,Figs. 11 and 12 rather handsomely

illustrate general characteristics

also evident in the earlier displays

of record forms: their uniqueness

to the particular establishment and

job title, as well as the extent to

which the requirement for cognitive

understanding of bookkeeping concepts

has been minimized by prelabeling,

precoding, and preclassifying the

items on the form. In addition, com-

puterization has increased balancing

and verifying activities, while re-

ducing posting, coqputation, and the

manual preparation of summary records.
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10. Detailed Journalizing and Account Analysis. A final and more detailed

account is of Job No. 61 (see Table 72), for which the employer, the whole-

saler of petroleum products, "prefers" but does not require two years of pre-

vious work experience in bookkeeping (e.g., via promotion from a lower-level

job in the same establishment). The occupational analyst's task descriptions

are reproduced below, together with a description of the journal form dis-

played as Fig. 13 on the next page. Illustrated here is the great particu-

larity of the form to the uniqueness of the establishment's operations.

1. Journalizes purchases and sales (see General Comments): Receives purchase
orders, customer invoices, and other sales-and-purchase-related papers for
process; n'. Transcribes and codes details of each transaction from invoices
and other papers to ,;or: -.a; Sales Journal Memorandum to provide data for pay-
ment vouchers and for pzepazece.377bey Keypuncn 6perators of punched cards used
in electronic data processing. Assigns codes, from memory or by consulting
code book, to identify such details as general-ledger account, s-dsidiary
account, supplier, source and destination of cargo, and delivery date. De-
bits total amount of sale, including miscellaneous charges, to customer accounts
receivable. Credits total sales price of each product to sales, Credits mis-
cellaneous anticipated charges, such as inspection and freight, to Clearing
and Apeortionmeet Account. Debits purchase price to purchases and creeifgpur-
cease pria to supplier. makes Reversing journal Entriesto correct errors,
such as erroneous billings. prepares oteerjournalentries as necessary to
record various elements of transactions. Balances journal debits and cre-
dits by inspection-or ble totaling and comparing each side, using ten-key
adding machine or pencil and paper. makes necessary corrections if difference
is found. Forwards completed journals and other papers to personnel res.:.

ponsible for vouchering. (70%)

2. .Analyzes accounts: Reviews periodically (monthly or quarterly) certain
prepaid and deferred - charge accounts, such as clearing and apportionment, to
determine whether certain bookkeeping and other procedures have been carried
out correctly. Scans computer printout of account to spot excessively aged
open items. Pulls related journals and source documents from file and com-
pares with printout entry to determine reason, such as error on invoice,
posting to wrong account, or non-receipt of freight bill, for persistence of
open item. Takes printout, journal, and documents to personnel responsible
and points out need for correction or follow-up. (20%)

3. Maintains oil-exchange ledger: hen journalizing oil-exchange transactions,
posts entry at same time to exchange-ledger account of company receiving or
supplying exchange cargo, debiting for supply and crediting for receipt.
Balances account or accounts when current balance is requested by company
official. Balances ledger monthly and compares with general-ledger control
account to verify accurancy. Compares exchange ledger item-by-item with con-
trol account and journals to locate error if difference is found. Makes cor-
rections as necessary. (10%)

Normal Sales Journal memorandum. A combination journal and.coding sheet
on which sales-and-purchases-related data are entered for transcription
by Keypunch operators for electronic data processing. The journal page

is about inches high and 13 inches wide. Debits are prepared in the

upper portion and credits in the lower. At the left side are three columns
for entering numerical codes to identify (for input to the computer) the
department involved in the transaction, the main (general - ledger) account,
the subsidiary account, and further detailed classification of the trans-
action. The next column to the right is used to record either the quan-
tity of the product sold or its value in foreign currency. U.S. dollar

amounts are entered in the next column. Further to the right (on each
line) are twenty-nine small spaces arranged in groups for the entry of
additional codes, such as invoice numbers, delivery and mail dates, codes
to identify affiliated companies, and destination of cargo. A separate
journal page is used to record the details of each pair of transactions
(purchase and sale of the same cargo).
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Fig. 13. Sales Journal Memorandum (Job No. 61)

Also of interest is the projected restructuring of the job, paralleling
the one already in effect for Job No. 63 (see appendi)t pp, 222-226).

Re: Projected restructuring of this job.

This job will be considerably restructured by the end of 1972 as-a
result of changes in computer input proced,res. Instead of preparing
a journal for the Keypunch Operators, the ACCOUNTING CLERK - CARCO will
post directly to the computerized ledger* by means of the typewriter -
style keyboard of an IBM 2260 Display Station connected by cable to the
computer itself. As data is typed into this device it is displayed on
a television-type screen where it can be observed by the operator for
errors. The computer can also be programmed to detect certain types of
mistakes, such is non-existent account numbers or codes, and to flash
an error signal on the screen.

The specific details of the job restructuring cannot be determined
at this tine, since the zrstem Analysts have not yet fully evaluated the
accounting procedures. Probably, however, the purchase-sales data will
be transcribed via the keyboard directly from source documents (such as
purchase orders) and code book. It may be that the functions of this and
other jobs in the Cargo Sales/Supply Section will be merged for simul-
taneous° input via the Display Station as computer storage and output are
combined in one operation. Thus the computer might electronically cal-
culate the cargo price and automatically print out the invoice at the
same time that it is processing and storing the data which the clerk is
typing in.

However, while there will be some changes in job duties and rela-
tionships, the company does not contemplate any substantial reduction in
staff. The purpose of the new system is to speed up the billing process
and to facilitate the retrieval of critical accounting data rather than
to cut costs. The keypunch step, of course, will be bypassed.

*Ledger data stored on magnetic tape rather than recorded in books.
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Summary

The several general. characterizations and associated inferences given in

connection with the particular job titles discussed in the preceding pages

are pulled together and listed below. As background for considering them,

it should be remembered that the establishments surveyed by the Labor De-

partment occupational analysts do not purport to be, in the technical sense,

a "representative" sample of all employers of bookkeeping/accounting per-

sonnel. Instead, they cover a range of standard industrial classifica-

tions and firm sizes and were identified for and by occupational analysts

as cooperative ones. In addition and more important for present purposes,

the particular jobs surveyed were selected to meet the purposes of the pres-

sent investigation: focus on entry-level positions and on the effects of

computerization on job duties. Finally, the particular jobs examined in

detail in the subsection entitled "Illustrative Job Descriptions and Record

Forms" (pp. 146-161) are illustrative, not necessarily comprehensively rep-

resentative of the many hundreds of forms associated with all 63 of the jobs

detailed in Table 72. Their infinite variety resists capturing in any sam-

ple. Instead, the ones selected for display are meant to convey the "flavor"

of the range of variation for amount of detail, conceptual knowledge require-

ments, and the effects of computerization. That understood, the major find-

ings (and inferences from the findings) of the Labor Department occupational

analyses are:

1. For one-fourth of entry level jobs, not more than two years of high

school is required; for another two-thirds of the jobs high school gradua-

tion is required or preferred (Table 73; p, 135).

2. More than half the jobs require no previous school training in book-

keeping. For another 31 percent of entry jobs, covering about one-sixth

of the positions, school training in bookkeeping (or math) is either re-

quired or preferred (Table 74, p. 136). The dominating requirement, as

voiced by all employers: is that the applicant be good at figures.

3. Whatever the job applicant's background, it is apparent from the

unanimity of on-the-job training (preceded for highly specialized jobs

by formal in-plant courses) that--for the most part, if not in all instances- -

performing the activities of entry level jobs does not require prior school

training in bookkeeping; anyone good at figures can learn the job on the job.

The uniqueness of each employer's accounting practices and accompanying rec-



-163-

ord forms (see below) probably accounts in large part for the phenomenon.

That is: Bookkeeping concepts exist and could be associated with the vari-

ous details of job activities--ones treated in generic form in conventional

high school instruction in bookkeeping; however, transfer or application

of general concepts to the myriad of superficially varying job practices

and record forms seems not to have been accomplishes. The latter inference

seems a necessary one from the frequency with which employers do not re-

quire school training in bookkeeping and the unanimity of on-the-job train-

ing regardless of prior school background. Indeed, the characteristics of

the labor supply for bookkeeping positions is no doubt one of several major

factors that have led employers, via computerization and record-form design,

to reduce to a minimum the need to understand bookkeeping concepts in order

to carry out an entry-level job. To take just one, but compelling, instance

(Row 1 of Table 76, p. 144): Little more than one-third of the entry jobs,

covering only half the positions, invoke double-entry concepts or involve

double entry activities. That is --

4. Overwhelmingly, an entry job deals with a piece of a piece of a piece

of an entire accounting operation (e.g., only C.O.D. sales, only mortgage

loans, only items that eventually become debits--or credits--to a single

account or class of accounts), with no need to "understand" the status of

that limited activity in relation to "the books as a whole." In fact, a

leading characteristic of computerization of financial data is computer

preparation of various summary records from piecemeal inputs. Moreover, as

exemplified by the Labor Department findings, computerization is on the

increase and will surely become increasingly available to small employers

either on a shared-time basis or via subcontracting to data-processing

firms.

5. The computer now does much arithmetic formerly done by the employee,

but still leaves to the holder of an entry job formidable amounts of arith-

metic. Another effect of computerization is gross reduction of posting

activities, offset by an increase in balancing (computing differences) and

in checking or verifying manual against computer records. In effect,

"bookkeeping" in the classical sense has been reduced--not only because

of computerization but also via the design of record forms (see, for ex-

ample, the right-hand column of Fig. 6, p. 151, and Figs. 11 and 12, pp.

158-159)--and the entry job has become more or less "general clerical,"
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plus arithmetic.

6. Of particular relevance to conventional bookkeeping curricula, "trial

balance" in the classical sense has little if any applicability to entry jobs.

Less than one-eighth of the entry jobs and positions involve preparation of

a trial balance--overwhelmingly in the sense of totalling an isolated type

of item for comparison "with" the books (i.e., with the parallel ledger ac-

count). In addition, the preparation of a Balance Sheet or*of a Profit and

Loss Statement is an extreme rarity among beginning employees (see Table 76,

p. 142), and their inclusion in conventional high school instruction is inde-

fensible as a basis for entry employment.

The various summary findings may perhaps be further encapsulated as:

No very compelling case can be made for any bookkeeping instruction
in the high schools, but such instruction as might be justified would
require substantial recasting in the direction of the piecemeal job
duties of entry-level employment. There appears to be only a modest
need for understanding of bookkeeping concepts and, when pertinent,
they require treatment in a form that makes apparent their applica-
bility to the piecemeal activities of beginning employees.

What is required, in a phrase, is "teaching for transfer"--evidently not

well accomplished by conventional instructional methods or materials. More

detailed discussion of instructional possibilities is contained in the con-

cluding section of this report (pp. 193-199).
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RESULTS AND DISCUSSION: III. SMALL-FIRM EMPLOYMENT

On the probably sound supposition that the 59 Upstate respondents were

mostly employed in small firms (fewer than 10 employees), Upstate findings

have been given in earlier tables in the first "Results and Discussion" sec-

tion of this report (pp. 25-128). However, as explained earlier, there were

many omitted and contradictory responses (not resolved by telephone follow-

up), particularly with regard job duties most dependent on conceptual un-

derstandings (journals, ledgers, financial statements). In contrast, the

NYC data are free of contradictions and are reported here for the 56 small-

firm respondents (32 in establishments with 0-3 employees, 24 in ones with

4-9 employees). Among those employees, 13 (23%) held "mixed" positions--in

contrast to less than 4 percent of such persons in larger establishments.

That trend also distinguished Upstate from NYC respondents. That is, what-

ever the size of city, the small-firm employee is more likely than the large-

firm employee to have job duties outside bookkeeping.

The remaining information presented here compares the 56 small-firm NYC

respondents with all 597 of them on variables judged to be related to job

responsibility and entry-level employment, viz.; age, job experience, job-

relevant schooling, job-responsibility level, employers' hiring requirements,

employees' judgments of the value of schooling, previous employment, per-

centage of all duties in bookkeeping, and peripheral duties. In the expec-

tation that any employer, regardless of size, would tend to assign only

experienced persons to responsible duties, some of the variables enumerated

above were selected to test that expectation. In other words, the involve-

ment of many small-firm employees in more responsible duties--as reported

earlier--is not in question. Rather, the question is: Does the small em-

ployer hire inexperienced high school graduates for such duties? The per-

tinent data are reported next and may be compared to the findings for all

597 NYC respondents [referenced in square bracketsl.33

Age and Work Experience. In relation to the age and work experience of

33
In only a few selected instances (e.g., EDP use, shown in Table 49, p.

88) were earlier findings displayed by size of firm. For comparative pur-
poses here, it was not thought worth the effort to subtract frequencies for
the 56 small -firm respondents from those for all 597 NYC employees--because
the 56 make up only 9.4% of all NYC respondents, little affecting the com-
parative findings and leaving the inferences from those findings undisturbed.
Specifically, ware small-firm frequencies to have been subtracted from all-
firm frequencies, differences would '.)e slightly larger than those reported

here.
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all 597 NYC employees [Tables 4-6, pp. 26-28], the 56 small-firm employees

are substantially older and more experienced. Specifically, none of the

latter group was graduated from high school after 1969; in fact, only 3

(5.3%) were graduated after 1965 [Cf.; 20.4% in TaHe 4]. With age inferred

from high school graduation date, for the percentiles of the age distribu-

tion listed in Table 5 (p. 27), small-firm employees ranged between 2 and

11 years older, being 9 years older at the median (50th percentile)--46

rather than 37, years old.

As one would expect from the findings on age, substantially more work ex-

perience is also evident among small-firm employees. Table 77 displays the

cumulative percentages for various amounts of work experience in the book-

keeping field among "All" (597) NYC respondents [taken from Table 6, p. 28]

and for the 56 "Small"-firm NYC employees.

Table 77

Cumulative Percentage for Work Experience

Among Small-Firm and All-Firm NYC Respondents

Years of Experience

-1 1 2 3-4 5-9 10-19 20-29 30+

Small

All

1.8

5.4

3.6

14.4

8.9

23.1

14.3

35.0

33.9

52.8

64.2

79.8

89.3

94.2

100.0

100.1

A glance at Table 77 shows that the median (50th percentile) lies in the

10-19 year interval for small-firm employees, but in the 5-9 year interval

for all NYC respondents: specifically, 14.6 ana 8.2 years of experience for

small- and all-firm employees, respectively. Also, 4 times as large a per-

centage of all-firm than of small-firm respondents had less than 2 years job

experience (14.4/3.6); for less than 3 years experience the ratio is 2.6 to

1 (23.1/8.9). The small-firm employee is clearly not a beginner. On the un-

doubtedly sound assumption that the establishment with "ewer than 10 employ-

ees rarely employs more than one bookkeeper, the cover letter to small em-

ployers (see p. 228) specifically requested that our questionnaire be given

to the "less experienced employee" should there be more than one bookkeeper

employed. In the light of that request, the inference from the data of Table

77 is an unmistakable one; for if there were jobs in small firms for inex-
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perienced new high school graduates, such persons ought to be found among

our small-firm respondents. Instead, the inference mandated by the findings

(fully agreeing with the Cook and Lanham study, see p. 6 of this report) is--

In big cities, there are very few small-firm employment opportuni-
ties in bookkeeping for inexperienced new high school graduates.
In fact, substantial work experience in the field is overwhelmingly
characteristic of small-firm bookkeepers in big cities.

The big-city small employer obviously secures his bookkeeper from among

the ranks of those who have acquired experience elsewhere. That conclusion

is somewhat less applicable to small-city employment [see the Upstate data

of Table 7, p. 29], showing one-fifth of the employees with less than 2

years of experience and a little more than one-fourth with less than 3 years

of experience.34

Previous employment (prior to one's present job) is about as common among

small-firm as among all-firm NYC respondents (63 vs. 67 percent). Percent-

age of total job duties devoted to bookkeeping is also comparable: 55 per-

cent of small-firm respondents and 53 percent of all-firm NYC employees

[Table 42, p. 82) devote 90+ percent of their time to bookkeeping.

Job-Relevant Schooling and Job Responsibility. Only modest differences

in high school study of bookkeeping exist as between small-firm and all-firm

respondents [all-firm data taken from Table 9, p. 321. For the two groups

(small vs. all) the percentages are: None, 51.8% vs. 47.4%; Recordkeeping

7.1% vs. 4.0%; Bookkeeping, 41.1% vs. 48.6%. Slightly less involvement in

Bookkeeping and slightly more involvement in Recordkeeping and in (presum-

ably) academic high school programs prevail among small-firm respondents.

Adding post-secondary, job-relevant schooling to the data leads to out-

comes (for schooling status and job responsibility level) as shown in Table 78.

34
In relation to the si.ze-of-firm distribution for the population of all

NYC private employers, fte 597 NYC respondents over-represent large employ-
ers and under-represent small ones. Nonetheless, as explained in the Tech-
nical Appendix, the small-firm findings are perfectly representative of
those that would have bean secured had more small-firm employees been heard
from. What is affected by the undersupply of small-firm respondents in New
York City is the data on engagement in each of the 131 detailed job duties
(Tables 67 and 68). Were more small -firm respondents to have been heard
from, the percentage of all respondents engaged in some of the more respon-
sible job duties would have been somewhat larger, while the percentages for
the job duties heavily involving large-firm respondents would have been
somewhat smaller.
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Table 78

Schooling Status and Job Responsibility Level
Of Small-Firm and All-Firm NYC Respondents

Schooling

Percentage Mean Job Level

Small All Small All

None 19.6 27.8 2.82 2.54

HS Only 35.7 32.8 3.10 2.52

HS + Post-HS 12.5 19.8 3.71 2.92

Post-HS Only 32.1 19.6 3.83 3.44

Total 99.9 100.0 3.36 2.78

Table 78 shows, among small-firm employees, somewhat lower incidence of

no school training, closely comparable involvement in high-school-only train-

ing, and approximately comparable involvement in post-high-school bookkeep-

ing/accounting courses (44.67 vs. 39.5%). The small-firm job-level means

reinforce the Upstate findings in showing more responsible work required

among such employees, mildly correcting (at an overall mean of 3.36) the

suspected inflation in the Upstate mean of 3.47. Also, job responsibility

increases with job-relevant schooling, the notable contributor being post-

high school courses. In small firms as in all firms, the employee who feels

the need formal schooling undertakes it.

Employers' Requirements. Among small-firm and all-firm NYC respondents,

employers' present-job requirements for previous schooling and experience

are indistinguishable; in small-all order the "Yes" percentages are:

Schooling, 32.1% vs, 32,8%; Previous experience, 57.1% vs. 56.8% '[all -firm

data from Table 39, p. 77].

Employee Judgments of the Value of Schooling. On the question of the de-

pendance of job performance on school training in bookkeeping/accounting

(quoted on p. 68), there are substantial differences between small-firm and

all-firm NYC respondeuts--greater value being attributed to schooling by

small-firm respondents. The findings shown (next page) in Table 79 by job

level and in Table 80 by educational background are mean values, using the

weights specified in Table 34 (p. 70)--the higher the mean, the greater the

value of schooling. Where Ns are very small among small-firm respondents

(as at job level's 1, 2, 5, and 6 in Table 79 and for several of the educa-

tional background categories of Table 80), the mean values have uncertain .
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reliability, making the direction, not the size, of the difference the focus

of interest. The means in the "Total" column of Table 79 place the all-firm

respondent closer to "mostly" than to "partly" able to perform his job du-

ties without school training--but the small-firm respondent closer to "plrtly"

than to "mostly." Because of the small Ns for small-firm data, distinctions

by job level are more tenuous. The data of Table 80 speak for themselves and

require no additional comment on a descriptive level. Explanation of the out-

comes is the important matter and appears to lie, as shown next, in differ-

ences in journal and ledger activity.

Journal and Ledger Activity. With all-firm journalizing percentages

rounded from those of Table 57 (p. 97) and ledger activity taken from Tables

62 and 63 (pp. 102, 103), the percentages of small-firm and all-firm NYC re-

spondents involved in journal and ledger work are displayed in Table 81.

Table 81

Percentage of Small-Firm and All-Firm NYC Respondents
Engaged in Journal and Ledger Work

Size

Journal* Ledger

G S P CR CP Comb. Genl. Subsid.

Small 54 61 50 88 80 29 57.1 42.9

All 41 35 29 53 49 21 36.7 38.4

Diff. 13 26 21 35 31 8 20.4 4.5

*The abbreviations stand, in turn, for: General,

Sales, Purchases, Cash Receipts, Cash Payments, and
Combination Cash Receipts and Payments.

Taken at their face, the differences in journal-and ledger work shown in

Table 81 only partly explain the greater value.ascribed to schooling by

small-firm respondents with various educational backgrounds (Table 80) or

job levels (Table 79). Given the frequent telephoning of NYC respondents

to unravel apparent contradictions between responses to the general ques-

tions about journal and ledger work (Nos. 33-35 on the left side of page 2

of the questionnaire) and responses to the parallel items within the set of

131 detailed job activities,particularly the common omission of number .of

money columns in journals--the probable explanation of the value-of-schooling

differences lies in the Labor Department findings. That is, small-firm em-
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ployees are probably using ledger and journal forms very much like those of

classical bookkeeping instruction and which invoke the pertinent bookkeep-

ing concepts. That is, he directly applies his school training in full-

scale journal and ledger maintenance. In contrast) large-firm employees,

as the Labor Department analyses reveal, routinely use unique-to-the-estab-

lishment record forms that usually represent portions of journals and led-

gers and which require little if any conceptual knowledge of the kind that

forms the foundation of school instruction. Accordingly, the value of

schooling is judged to be greater by the small-firm employee.

Computerization and Peripheral Job Duties. As a mild indication that

firm size, not geography, is the major determinant of bookkeeping job du-

ties, comparable involvement of Upstate establishments and of NYC small

establishments in computerized systems was found: in the establishments

of 9 of the 59 Upstate respondents and of 6 of the 56 NYC employees of

small firms.

The desirability of typing skill is especially evident among small-

firm bookkeepers: 82 percent of such NYC persons (Cf., 81% for Upstate

respondents, Table 43, p. 83), but 61 percent of all NYC respondents type

on the job [Table 43].

Summary

On occasion reinforcing and at other times mildly correcting small-firm

information from Upstate respondents, among 56 NYC respondents in establish-

ments wit' fewer than 10 employees, the findings--in contrast to those from

all-firm respondents--show:

1. Slightly larger involvement in job-relevant schooling.

2. More responsible job duties--but in agreement with all-firm data--in-

creased responsibility with increased schooling, most markedly for post-

high school involvement in bookkeeping/accounting courses.

3. Greater involvement in journals and ledgers involving the concepts of

classical bookkeeping instruction and, for that reason, greater value as-

signed to schooling.

4. Near-total absence of employment of persons with less than 2 years of

job experience (with 9 percent having less than 3 years of experience); the

typical small-firm bookkeeper is 46 years old and has had 14.6 years of ex-

perience in the bookkeeping/accounting field.
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The last-mentioned finding is the one with the most consequential impli-

cations for high school bookkeeping instruction. In the big cities, small

employers account for very few employment opportunities (in New York'City,

for 5 percent of all bookkeeping employment; see Table 23, p. 48), and those

employers secure "their bookkeeping personnel from the ranks of those who

have gained their experience elsewhere. Therefore--

In the big cities, high school instruction should preferably center
around the leading duties of entry-level clerks and accounting clerks
in large establishments.

In the smaller cities and towns, there is a somewhat larger incidence of

employment of relatively inexperienced persons: In the three small cities

in upstate New York, one out of five employees .ad less than 2 years of job

experience and two out of seven had less than 3 years experience [Table 7,

p. 29]. The important curricular distinction for high school instruction

is this--

Large-city instruction should be largely devoted to the piecemeal
records, requiring little conceptual understanding, that prevail
among clerks and accounting clerks; whereas, small-city instruction
should deal with full-scale journal and ledger maintenance and the
concepts associat-d with such records.

The substantial engagement in post-high school bookkeeping/accounting

courses (19 percent of Upstate respondents [Table 10,p. 33], 39 percent of

all NYC respondents [Table 10], 45 percent of small-firm NYC respondents

[Table 78, p. 168]) makes apparent that those who feel the need for formal,

job-relevant schooling undertake it. It therefore seems appropriate to

suggest that in cities of whatever size- -

Preparation for higher-level activities (e.g., financial statements,
closing the books, adjusting, reversal, correction entries, and the

like) should he left to on-the-job learning and/or post-high school

bookkeeping/accounting courses.

Neither from common experience in the world of work nor in the data of

this investigation is there the slightest reason to suppose that the high

school experience is the dominating factor. Leave to job experience and to

post-high school education the roles they can more efficiently play.
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SUMMARY OF FINDINGS AND RECOMMENDATIONS

To provide a basis for considering findings and recommendations, the major

purposes and procedures of this investigation are first briefly summarized

and distinguished from those of earlier inquiries with comparable purposes.

Purposes and Procedures

Earlier studies have shared with this one determination of the job duties

of employed bookkeepers for the purposes of curricular revision. Several

major features, however, distinguish this study from earlier ones. First,

earlier studies have tacitly assumed the need for school training as a basis

for employment and have been largely confined to examination of on-the-job

activities independent of the employee's educational and job history. In

cmtrast, the present study solicited school and.job history information from

one of its two major groups of respondents and relates variations in job ac-

tivities to differences in school and work backgrounds, thereby assessing

the need for job-relevant schooling in relation to job duties and providing

information across the range of job responsibility from clerl through ac-

countant.

Second, a number of prevailing assumptions about high school training are

examined: that it is a step on a career ladder leading to later job advance-

ment; that those with high school training in bookkeeping have an advantage

over those without suck. training in obtaining employment and in Wing pro-

moted; that executing the job duties of an entry-level position (thinned as

one available to those without previous job experience in the field) requires

an understanding of concepts unique to bookkeeping.

Third, as distinguished from earlier studies that used one or the other

technique the present study employed both questionnaire and interview proce-

dures: the first,"playing back" to employed bookkeepers the components of

the present high schoOl curriculum in Recordkeeping/Bookkeeping, thereby

identifying what is in the curriculum that is also on the job; the second,

examining on-the-job activities (particularly those involving computerization)

to identify job requirements that are not in the present curriculum.

Via mailed questionnaire, employed bookkeepers were asked whether they

performed each of 131 listed activities (high school curriculum items) and,

if so, whether they learned to perform the task in school, on the job, or

both. The findings of that inquiry are based on a probability sample of

the bookkeeping employees of all private employers in New York City, strati-
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fied by type and size of establishment (Standard Industrial Classification

and total number of employees), leading to responses from 597 employees of

337 New York City employers.35 Evidence for the representativeness of the

sample respondents is given in the Technical Appendix (pp. 209-221) and,

for the coverage in the questionnaire of a national curriculum in high

school Recordkeeping/Bookkeepinp:, on pages 11-13 and in Table 83 (pp. 206-

208).

The second data-gathering tactic consisted of face-to-face interviews of

accounting supervisors in industry (and, when necessary to verify particular

details, of their bookkeeping employees), together with analysis of the fin-

ancial record forms used on the job. That portion of the investigation was

conducted at our request by professional occupational analysts of the Occu-

pational Analysis-Industrial Services Unit of the New York State Department

of Labor. Interview and records-analysis findings are based on 16 estab-

lishments embracing 10 Standard Industrial Classifications (including Gov-

ernment) and covered 63 job titles involving 237 bookkeeping employees.

Size of firm ranged from 15 to more than 13,000 employees, for a total of

more than 33,000 employees (see Table 71, p. 129). At our particular be-

hest, the Labor Department focussed on entry-level positions36 (those avail-

able to persons without previous job experience) and on the effects of com-

puterization on job duties. In accord with standard Labor Department job

analysis protocols, employers' requirements for previous education and par-

ticular specialized schooling were also determined.

Taken either together or separately, the questionnaire and interview data

appear to be on the largest scale of any inquiry into bookkeeping occupa-

tions conducted to date, and its unique elements have been detailed above.

35In addition, in the expectation that big-city, big-firm employment
would tend to consist of narrower, more specialized job duties than would
be encountered in small-firm, small-city employment, questionnaire data
were also secured from a phonebook sample of 59 employees of 56 establish-
ments in three small New York State cities (Auburn, Batavia, Elmira). In

the event, it turned out that Upstate inquiry was superfluous. The activi-

ties of Upstate bookkeepers were indistinguishable from those of small-firm
employees in New York City. In studies like this one, size of establish-
ment, not geography, is the proper mAjor basis for sampling.

36 Of ;the total, 52 job titles covering 213 individuals were for entry-
level positions, of which 5 titles covering 28 positions required college
training--leaving 47 job titles covering 185 positions open to persons with
neither college training nor previous work experience in the field. (See

Table 72, pp. 131-134.)
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Besides the 131 job activities representing the high school curriculum in

recordkeeping/bookkeeping the questionnaire also solicited information on

a variety of ancillary or peripheral issues associated with lower-order pur-

poses (e.g., time spent in calculation and in operating business machines,

bases for prom)tion employers' hiring requirements, employees' opinions of

the value of school training for job performance, etc.). In all, the ques-

tionnaire findings cover a range of respondents from those with less than 6

months to those with more than 30 years of work experience in the field,

from the lowliest clerks to the comp4ny's chief financial officer, from

those with no job-relevant schooling whatever to college-graduate CPAs,

from workers in firms with 0-3 employees to those in establishments with

more than 1,000 employees--covering the range of SICs (Standard Industrial

Classifications) established by the federal Department of Labor to describe

type of employer.

The original intent--and the directive from the funding agency; the New

York State Department of Education--was to deal with entry-level positions,

and our explanatory cover letter to employers (of 10 or more employees)

stressed that interest (see p. 227 and p. 228 for the cover letter to small

employers). Nonetheless, for the reasons given under "Development of a Job

Code" (pp. 17-18), substantial numbers of questionnaire responses were re-

ceived from nonentry persons. Taking "Clerk" and "Accounting Clerk" as

general titles embracing numerous entry-level positions, about 40 percent

of New York City questionnaire respondents held such positions; another

third were classified as "Assistant Bookkeepers"; the remainder were at

still higher levels of job responsibility (see Table 21, p. 44). Accord-

ingly, our questionnaire findings may be described as resulting from an

inquiry into entry-level positions that happened to secure information

from higher -level persons as well. In all instances, findings are con-

sidered in relation to job level, thereby separating out from the mass of

data those applicable to the jobs available to previously inexperienced

persons. Especially reflecting small -firm employment, some respondents

held 'mixed" positions (nonbookkeeping as well as bookkeeping duties) and

were assigned a job level reflecting the complexity of their bookkeeping

duties. Across all questionnaire respondents (597 in New York City and

59 Upstate) there were 60 job titles under each of which there were at

least two respondents (see pages 41-44).
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Major Findings and Inferences

The data of this investigation are displayed in 90 tables covering both

major and minor matters. Here, the major, global issues are considered first,

together with the supporting data; second-order information is given next.

In each instance, bracketed reference is made to the table 'nd page numbers

containing the pertinent data, including the more molecular findings not spe-

cifically listed in this summary.

Two preliminary observations must be made. First, for the reasons given

on page 21, questionnaire data from the 59 Upstate respondentsare of uncertain

reliability. Inferences about small -firm employment and, in turn, about appro-

priate high school curricula for such employment are therefore more tentative

[see, however, Footnote 34, p. 167, and the next to last paragraph on page

58]. Second, those responsible for high school bookkeeping instruction in the

large cities need to consider whether certain characteristics of New York City

(hereinafter, NYC) bookkeeping students and instruction also characterize their

cities. Specifically, in relatively recent years there has been a substantial

shift in the composition of NYC's high school population, reflected by: (a)

the offering of a Recordkeeping curriculum (to those not judged capable of

learning classical bookkeeping), (b) increasing enrollments in Recordkeeping

in relation to those in Bookkeeping [pp. 30-31 and Table 8], (c) a larger

proportion of NYC students enrolled in second-year bookkeeping than in the

State as a whole [p. 12], and (d) internal evidence suggesting thlt the sec-

ond year of high schooi bookkeeping in NYC goes little beyond what is com-

monly incorporated into a 1-year curriculum [top of p. 73]. Although the

131 job activities listed in the questionnaire represent a national curricu-

lum, to the extent that the foregoing NYC characteristics apply elsewhere,

the findings of the present investigation have special force. At the same

time, there are a number of findings so consistent with those of earlier

studies as to provide generalizations applicable to all high school instruc-

tion aimed at employment in the maintenance and processing of financia- c-

ords.

Recordkeeping Curricula

Although one-third of NYC enrollments during the 10-year period 1962-1971

were in Recordkeeping [Table 8, p. 31], only 4 percent of NYC questionnaire

respondents had been Recordkeeping students [Table 9, p. 32]. Furthermore,

such students among our NYC respondents held jobs at substantially lower
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levels of job responsibility than did those with other school backgrounds.37

Although there is nothing to suggest that Recordkeeping students are not ob-

taining employment, they are manifestly seldom employed directly in the oc-

cupational field of their high school course of study; even when they are

so employed, they tend to hold relatively low-level jobs. To argue that

Recordkeeping instruction contributes to some portion of duties in other oc-

cupational fields is to beg the question--for "General Clerical" programs

and "Clerical (or Office) Practice" courses have that function. Recordkeep-

ing should contribute something unique to readiness for employment in the

maintenance and processing of financial records and to the obtaining of such

employment.

The Recordkeeping curriculum appears to be nonfunctional--at least, it

is not achieving its purported major objectives for the kinds of students

enrolled in that course of study in the New York .City high schools. Sugges-

tions for restructuring of curricula are given later in this summary, fol-

lowing citation of other major findings relevant to the issue.

Data Processing Curricula

New York State (and City) data-processing supplements to the syllabus

in bookkeeping/accounting are confined to general concepts (How to read a

punch card, a flow chart, etc.), without "hands on" practice involving punch-

card decks, coding or input sheets, computer printouts, etc. Footnote 2 (p.

5) reports the general tenor of questionnaire findings on the involvement of

bookkeeping personnel in data processing, and details are shown as Activities

116-125 in Tables 67 and 68 (pp. 114 and 120). As a group, those activities

are the only ones more frequently carried out by low-level than by higher-

level employees [p. 124]. They are purely clerical tasks, quite independent

of the conceptual understandings purveyed in high school data processing cur-

ricula and readily learned on the job. Indeed, a large proportion of our

questionnaire respondents were graduated from high school before the estab-

lishment of data processing curricula in the high schools of New York City,

37
Reported here (but not in earlier tables) is that on a 6-level job re-

sponsibility scale (1 = clerk, . . 6 = senior accountant; see Table 21,
p. 44, and Table 1, p. 19), the average (mean) job level for those with no
high school training in Recordkeeping or Bookkeeping is 2.92 (N = 283); for
24 Recordkeeping students the mean is 2.29; and for 290 Bookkeeping students,
2.52. The foregoing data are irrespective of status with respect to post-
high school, job-relevant schooling.
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and they engage in data processing job duties of the kind described in ac-

tivities 116-125 without having had earlier school instruction. The possi-

ble value of high school data processing instruction for persons other than

potential bookkeepers is outside the province of the present study; but for

potential bookkeepers, the instruction prescribed in the State and City data-

processing supplements to the bookkeeping syllabus makes no discernible nec-

essary contribution.

High School Bookkeeping Curricula

For a swift, rather than diffuse, perspective providing a basis for cur-

ricular recommendations, a number of the major findings are briefly given;

then inferences are drawn.

Job-Relevant Schooling. Nearly half the 597 NYC respondents and tvo-

fifths of the Upstate respondents to the questionnaire had no high school

training pertinent to bookkeeping employment [Table 9, p. 32]. Post-high

school bookkeeping/accounting courses were taken with equal frequency by

those with and without prior high school instruction [Table 11, p. 34] al-

though less often by Upstate than by NYC respondents [Cf. Table 12, p. 35].

Among all 597 NYC questionnaire respondents (Upstate data are too skimpy to

justify reporting), total job-relevant schooling is distributed as follows

[Table 13, p. 35]: None (28%), Only in high school (33%), Only post-high

school (20%), Both in high school and post-high r...hool (20%).

The foregoing data make apparent that bookkeeping occupations are not

ones that uniformly require prior high school training, nor is such training

(as contrasted with its absence) a particular stimulus for further school-

ing after high school.

Job Responsibility in Relation to Schooling and Experience. Using the 6-

step job-level scale (see Table 21, p. 44, in relation to Table 1, p. 19),

there is nothing to choose between the levels of job responsibility attained

by those with no job-relevant schooling whatever and those with only high

school training [Table 24, p. 50, for NYC data], although modest differences

in favor of schooling prevail Upstate [Table 27, p. 55]. Furthermore (for

NYC respondents only, because too few Upstate respondents undertook post-high

school education to provide reliable information), post-high school edlca-

tion is the important determinant of job responsibility; for the four school-

ing groups, the average (mean) job levels (in parentheses) are: Post-high
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high school only (3.44), High school plus post-high school (2.92), None (2.54),

High school only (2.52) [Table 24, p. 50]. Also, level of job responsibil-

ity increases with increase in number of post-high school bookkeeping/ac-

counting courses [Table 25, p. 52]. Finally, both for NYC and Upstate em-

ployees, job responsibility increases with amount of work experience in the

field, regardless of schooling status [Tables 24 and 28, pp. 50 and 56].

The foregoing data demonstrate that level of job responsibility in book-

keeping/accounting occupations is largely dependent on amount of work ex-

perience and on job-relevant, post-high school education--not on high school

bookkeeping instruction.

Differences in general ability, maturity, and motivation probably account

for the outcomes given above. Those in the "None" and in the "Post-high

school only" schooling categories were presumably academic majors in high

school--the brighter students [see Footnote 24, p. 67]. The academic-major

"None" employees readily learn to carry out their job duties on the job, and

they further demonstrate their intellectual advantages over the high school

bookkeeping student when they undertake post-high school, job-relevant courses.

Greater maturity is a second factor that, by definition, distinguishes

the student still in high school from the one who has completed high school.

Third, motivational differences distinguish the high school student from

the employed person. Both factors are implicit in our finding that those

who feel the need for post-high school, job-relevant schooling undertake it,

whatever their high school background. Consider, too, that the high school

student elects the study of bookkeeping from a relatively small number of

curricular options, not necessarily with informed and definite intent to

work in that field -- whereas, the employee in that field has stronger moti-

vation and acts accordingly.

The foregoing explanations aside, from the obtaining and retaining of

bookkeeping occupations among those without directly pertinent schooling,

the need for school training seems questionable. On that issue, the find-

ings on employers' requirements for school training and on employees' judg-

ments of the value of school training are given in the next subsection of

this summary; and the dependence of entry-level jobs on understanding of

concepts unique to bookkeeping is discussed in the subsection after that.

First, however, some might feel that high school recordkeeping/bookkeep-

ing students like those of New York City's schools could not otherwise ob-
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tain bookkeeping employment. That interesting supposition will be consido

ered later in this summary.

Employers' Requirements and Employees' Judgments Concerning Schooling.

The characteristic entry-level positions are those subsumed under the gene-

ral titles "Clerk" (Level 1) and "Accounting Clerk" (Level 2). Among NYC

questionnaire respondents, one-third of those whose first jobs in the field

were as clerks and a little less than half of the first-job accounting clerks

reported that their first employer required previous school training [Table

38, p. 75]. These are persons, it should be remembered, whose total job

experience ranges up to more than 30 years, often long preceding computeri-

zation of financial records--a factor, as will be shown later, that signifi-

cantly affects employers' requirements. On their current jobs (the first

job in the field among one-third of the NYC respondents), employers required

previous schooling of one-sixth of the clerks and one-third of the account-

ing clerks; whereas previous job experience was required by the employers of

one-third of the clerks:and half the accounting clerks [Table 39, p. 77].

The Labor Department interview findings on schooling requirements are

greatly more pointed and pertinent--because the information came directly

from employers and applies with zero ambiguity to entry-level jobs-in often-

computerized financial record systems. For only 22 percent of the entry-level

job titles (covering 13 percent of the entry -level employees) was high school

bookkeeping (or mathematics) "required"; for another 10 percent of the titles

(covering 4 percent of the employees), high school bookkeeping was "preferred

or helpful" but not required [Table 74, p. 136].

What about employees' judgments of the value of schooling for carrying

out their job duties and for advancement in the field? Detailed findings

among respondents at various levels of job responsibility and with various

school backgrounds are given in Tables 33-37 [pp. 68-75, passim] and are sum-

marized at the top of page 72. Briefly, those without school training as-

sign negligible value to it; those with school training, moderate value.

Schooling was judged to have lesser value for entry-level jobs than for more

advanced ones; and post-high school training is the consequential schooling.

Two-thirds of the respondents judged promotion to be based mostly on job

experience and performance, about 5 percent on schooling, and more than one-

fourth on job performance and schooling equally [Table 32, p. 65]the sup-

positions of educators about the value of schooling notwithstanding.
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Duties of Entry-Level Employees. As described earlier, questionnaire

data on job duties arise from a playback of high school curriculum compo-

nents to employees, whereas interview data arise from first-hand examina-

tion of the duties of employed persons and, for that reason, must be con-

sidered more reliable in instances of disagreement between the two sources

of data. Often, the questionnaire and interview data are in excellent

agreement. When they are not, as will be documented, the lesser credibil-

ity of the questionnaire findings is nearly always due to one or the other

of two characteristics: (I) The terminology of the questionnaire job ac-

tivities is the correct, classical terminology of bookkeepingfaccounting,

whereas on-the-job terminology is often loose and has meanings at variance

with the technically correct ones; (2) The wording of the questionnaire job

activities is predicated on manual records, substantially failing to cap-

ture the gross changes in job duties occasioned by computerization--the ones

revealed by the interview data.

An instance of the first kind is described on page 45: Beginning employ-

ees rarely take a trial balance of the books (the meaning intended by Ques-

tionnaire Activity No. 88); instead, they balance local accounts for compari-

son with the books. "Posting" is another abused term: As represented in

many questionnaire activities, its intended meaning was the correct one in-

volving both debit and credit; whereas, in computerized systems the term

often applies to one or the other half of the correct meaning. Indeed, the

latter instance illustrates the major effect of computerization on job du-

ties: The entry-level employee has extremely narrow job duties consisting

of a piece of a piece of a piece of an entire accounting operation, often

using record forms that have little resemblance to those of high school in-

struction and that seldom require an understanding of concepts unique to

bookkeeping/accounting,[see pp. 138-164]. Details follow.

Among 131 job activities (covering 13 topical "areas") listed in the

questionnaire, the typical "Clerk" engages in 7 activities confined to 2

or 3 areas; the typical "Accounting Clerk" engages in 14 activities con-

fined to 4 areas [Table 65 and p. 108].

Journalizing is rare among entry-level persons - -from .7 to 11 percent

of such persons, varying with the journal [Table 56, p. 96; and Table 76,

p. 144]. Work with the General and with Subsidiary Ledgers is even more

rare among beginner. 3 [pp. 102-104 and Table 76, p. 144]. Furthermore, as
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mentioned above, much so-called journal and ledger work invokes only a por-

tion of what is meant by those terms in classical usage.

The percentage of all NYC respondents engaged in each of the 131 job ac-

tivities is given in the last column of Table 68 [pp. 116-120] and of those

holding entry-level jobs (clerk and accounting clerk) in Table 82 [pp. 202-

206]. Because of the gross variances in terminology (e.g., see pp. 93-94

for the concept of "journalizing"), the questionnaire findings do not per-

mit inferring the relevance of "double entry" as a concept applicable to job

duties. On that issue the interview findings are precise: The central and

dominating bookkeeping concept of double entry applies to little more than

one-third of the entry-level job titles held by half the entry-level workers

[Table 76, p. 144].

Both the questionnaire and the interview findings demonstrate the rarity

among entry-level employees of: (1) balancing and closing the books, (2) re-

conciling subsidiary ledger with general ledger accounts, (3) preparing of

a balance sheet or profit and loss statement or trial balance, (4) making ad-

justing, reversal or correction entries [Tables 76 and 82, pp. 144 and 202-

2(=6). Still other rarities are mentioned on page 121 and itemized in Table 82.

Overwhelmingly evident is that the high school bookkeeping curriculum ex-

tends far beyond what employers.require or appreciate among applicants for

entry-level positions and equally far beyond the actual duties of beginners.

Curricular revision in better keeping with the employment facts is suggested

later in this summary.

Where Job Duties Were Learned. For each of the 131 job duties performed,

the respondent was asked to show whether he learned to perform that duty in

school, on the job, or both in school and on the job. Confined to the 196

NYC respondents with "Only High School" training in recordkeeping/bookkeep-

ing and excluding the 12 job activities not in the high school curriculum

[details in Table 67, pp. 110-114], for each of the remaining 119 job activi-

ties the percentage of respondents who reported on-the-job learning greatly

exceeded the sum of those who reported school or school-plus-job learning.

For the distribution of 119 activities, the median percentages were: School

(6%), Job (72%), Both (8%), Undecided, i.e., no response, (11%). The mid-

dle 90 percent of activities embraced the following ranges of percentages

of persons reporting where they learned the activity: School (0-22%), Job

(46-90%), Both (0-23%), Undecided (0-24%).
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The startling infrequency of "learned it in school" among persons who per-

form the activity on the job and for whom the activity. as included in their

high school training demonstrates that there has been little transfer of

school learning to job performance--a matter discussed on pages 114-115, in-

cluding a suggestion for remedying the state of affairs.

Computerization

Among Labor Department interviewees (across both entry and nonentry po-

sitions and across all previous schooling requirements), 38 of the 63 job ti-

tles (60%), covering 157 of the 237 individuals (66%), employed in 11 of the

16 establishments (69%), were involved at least in part in computerized ac-

counting'systems [Table 72, pp. 131-134 and pp. 139-140]. Among NYC ques-

tionnaire respondents, the employers of five-eighths of them were so in-

volved--increasing sharply from one-tenth of the respondents employed in es-

tablishments with 0-3 employees to more than seven-eighths of the respondents

employed in establishments with more than 1,000 employees [Table 49, p. 88].

"Payroll" was the most frequently computerized area (78%), "Purchases" the

least (32%) [details in Tables 51 and 52, pp. 90-91].

Judgments by accounting supervisors and Labor Department occupational ana-

lysts of the effects of computerization on "need to know" bookkeeping con-

cepts (in contrast to the requirements under manual systems) showed more in-

stances of unchanged needs than of reduced needs, with no instances of in-

creased need for conceptual understandings [Table 72, pp. 131-134, and p.

139]. These judgments, however, do not mean what they might seem to mean.

As mentioned earlier, for one thing, entry-level jobs tend to have little

conceptual content; for another, the very design of the record forms asso-

ciated with computerized systems [see pp. 146-164] makes the concepts asso-

ciated with them of a rather different order from those associated with

manual records. One leading instance was mentioned earlier: comparison of

local account balances with the books, rather than a trial balance of the

books. Another pervasive, across-the-board generalization was stated by

the Labor Department occupational analysts as: "In general, computeriza-

tion reduces the posting elements of the work and increases the balancing

and checking functions" (p. 140). With "double entry" the fundamental con-

cept from which much else in accounting flows and which is directly invoked

in the maintenance of ledger accounts, the effects of computerization on
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posting to accounts supports the propriety of the summary conclusion that

computerization substantially reduces the need to understand the concepts of

classical bookkeeping in order to carry out entry-level job activities.

Accounting supervisors judge educational requirements to be essentially

little affected by computerization; but the actual design of computerized

record forms and its effect on job duties contradict their armchair opinions

(p. 141). As displayed in Table 72 (pp. 131-134), they hire those with

neither previous experience nor previous school training in bookkeeping, and

on-the-job training of a few days to a few months meets their personnel

needs. In short, the opinions of accounting supervisors in industry are at

variance with their actual behavior.

The foregoing employment policy and practice reveal the modest incidence

of a requirement for prior school training in order to secure employment and

suggest that entry-level job duties are often essentially clerical, with nomi-

nal dependence on concepts unique to bookkeeping. Both phenomena probably

arise in some part from the dizzying variety of record forms unique to the

establishment and to each job title within establishments. Plainly, employ-

ers turn novices into functioning employees in a few days to a few months.

The foregoing employer practices, however, are ones identified mostly

among large employers. Small-firm findings are summarized next.

Small-Firm Employment

The data on small-firm employment are based on 59 employees of 56 estab-

lishments in three small Upstate cities and on 56 employees of 52 small em-

ployers in New York City (fewer than 10 employees per establishment). De-

tailed Upstate findings are given throughout this report and on NYC small-

firm respondents on pages 165-172. Summarizing here:

The small-sfirm employee does tend to engage in a wider range of job du-

ties than does the large-firm employee and is more often engaged in the main-

tenance of journals and ledgers like those of classical bookkeeping instruc-

tion--perhaps in large part because of the infrequent computerization of

small-firm accounting records [Table 81, p. 170, and Table 49, p. 881. Trial

balance preparation is also more frequent among Upstate respondents (42.4%)

than among NYC employees (24.8%)--the latter percentage applying to all 597

NYC respondents in establishments of all sizes. In general, classical man-

ual bookkeeping prevails among small employers.
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Surely because of the greater correspondence of their job duties to school

instruction predicated on manual financial records, small-firm employees value

formal schooling somewhat more highly: in New York City, at 1.64 (vs. 1.35),

where 1.00 = "mostly" able to perform one's present job duties without school

instruction and 2.00 = "partly" able . . . [Table 79, p. 169]. Among Upstate

vs. all NYC respondents [Tables 34 and 35, pp. 70, 71], schooling is valued

about equally for "present" job and "all jobs" in the bookkeeping field, but

more highly among NYC than among Upstate respondents for "first job" in the

field. The explanation for the latter finding appears to lie in the greater

involvement of NYC employees in post-high school bookkeeping/accounting

courses [Table 13, p. 35]1 which was, for many, their only job-relevant school-

ing [Table 11, p. 34]. Here and throughout, it is post-high school bookkeep-

ing/accounting courses, not high school bookkeeping instruction, that is most

highly valued [Table 34, p. 70, and Table 80, p. 169] and that is associated

with the highest levels of job responsibility [Tables 24 and 28, pp. 50, 56].

The principal characteristic that explains the higher job levels of small-

firm than of all-firm NYC employees (means of 3.36 and 2.78) and that has

implications for high school bookkeeping curricula in big cities is that the

small-firm employee is overwhelmingly a highly experienced person--typically

46 years old, with 14.6 years of job experience--only 9 percent had less than

3 years of work experience in the field [Table 77, p. 166]. Manifestly, the

small employer in the big cities secures his bookkeeping personnel from among

those who have gained pertinent work experience elsewhere; he does not hire

the new high school graduate. For that reason, as well as because small-firm

employment accounts for a negligible proportion of all employment opportuni-

ties in big cities--less than 5 percent in New York City [Table 23, p. 46] --

no defensible case can be made for orienting big-city high school bookkeep-

ing instruction around the classical bookkeeping concepts associated with

the manual accounting systems of small-firm employment. If and when the need

for such instruction arises, when it is not acquired on the job, it is avail-

able in post-high school institutions: 39 percent of all NYC respondents

undertook such post-high school instruction, equally divided between those

with and without prior high school instruction [Table 11, p. 34].

Upstate (i.e., in the small cities), on the other hand, the findings and

the inferences are less clear. From total job tenure Upstate about equal to

that of all 597 NYC employees (5-9 years), one must infer less reluctance to
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hire the new high school graduate. For one thing, however, fewer Upstate

respondents undertook post-high school courses and more of them (than in NYC;

had no school training in bookkeeping [Table 13, p. 35]. Even more provoca-

tive, the Upstate employee is typically 40 years old; only one-eighth of them

are younger than 24 [Table p. 27]. From that fact alone, it seems rather

doubtful that the small-city employee is given advanced responsibilities at

the start of employment.

Thus, although a clear case can be made for a focus on classical bookkeep-

ing concepts associated with manual accounting systems in small-city high

school instruction, this is not to say that the beginner's job responsibili-

ties go much if at all beyond journalizing and posting.

Another insight into the relevance of school training for small -firm em-

ployment is an employer's requirement for previous schooling for "first job"

among three - eighths of the Upstate respondents [p. 76], but among 22 percent

of the-"present job" holders [Table 39, p. 77]. In New York City, small -firm

respondents were no more often than all-firm respondents (one-third of them)

required by their present employers to have job-relevant schooling; whereas

more than 11 out of 20 were required to have previous job experience [p. 168].

For small-firm employment, previous schooling is a minority requirement; ex-

perience is clearly the primary factor.

Job Duties That Discriminate Novice from Advanced Employees

In the light of the findings and the inferences from them thus far summa-

rized, it should be apparent that work experience and post-high school, job-

relevant schooling are the primary determinants of job duties. With initial

employment the dominating objective of high school bookkeeping instruction,

two bases for identifying elements in the present high school curriculum that

are superfluous seem pertinent: (1) duties distinctly more often engaged in

by those with than without post-high school courses and (2) those distinctly

more often carried out by higher-level than by lower-level employees. The

former activities are identifiable from Table 68 (pp. 116-120) and are pin-

pointed on pages 121 and 182. The latter activities--in excellent agreement

with those identifiable from Table 68--are among those listed in appendix

Table 82(pp. 202-206) and are given, grouped by "size of difference," on

pages 124-125. Briefly and somewhat grossly, the activities superfluous to

high school instruction are those that go beyond journal and ledger mainten-

ance. Especially reinforcing of that conclusion-- indeed, an even more pow-
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erful basis for it than the questionnaire findings--are the interview re-

sults displayed in Table 76 (p. 144) for entry-level positions. They show

how infrequently the beginner is assigned to job activities beyond simple

journalizing and posting. Moreover, in the large firms from which the bulk

of interview data was secured, the journalizing and so-called posting activi-

ties are often not those of classical bookkeeping instruction [see pp. 146-

164], but instead, only half the time dependent on double-entry concepts

[Table 76]. For small-firm employment (i.e., small-city high school book-

keeping instruction), on the other hand, the classical journalizing and

posting activities are applicable [see pp. 170-171].

Other Features of Bookkeeping Employment

The typical NYC bookkeeper devotes more than 90 percent of his time to

bookkeeping duties, the small-city bookkeeper about 75 percent (because

many hold job titles embracing more than bookkeeping, e.g., secretary/book-

keeper); the entry-level person, however, tends to have duties outside

bookkeeping and averages 75 percent of his time on bookkeeping duties [Ta-

ble 42, p. 82].

Three-fifths of NYC respondents and four-fifths of Upstate and of small-

firm NYC respondents include typing in their job activities, typically for

412- to 7 hours per week [pp. 83-84]. The particular typing activities of

bookkeepers are more or less those of typical typewriting instruction [Ta-

ble 45, p. 85].

Practically everyone computes, typically by adding machine or desk cal-

culator and typically devoting about 15-18 hours per week to computation;

however, only for keypunch and bookkeeping. machine operation is prior school

training desired by employers [pp. 85-88, 91-92].

Largely reflecting the bases on which job levels were assigned to respon-

dents, journalizing is relatively infrequent among all respondents below the

level of assistant bookkeeper [Tables 56 and 57, pp. 96, 97]. Also, in New

York City [Table 55, p. 94]--if not among small-firm Upstate respondents [p.

97]--some of the special journals are more common than the General Journal.

Number of money columns in journals varies so widely as to preclude identi-

fication of any prevailing number of columns [pp. 99-102].

Three-eighths of NYC respondents and five-eighths of Upstate respondents

are involved in General Ledger work, less often among recent than among older

high school graduates [Table 62, p. 102]. Three-eighths of NYC respondents
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and about one-third of Upstate respondents maintain subsidiary ledgers- -

again, more often by older than by recent high school graduates [Table 63,

p. 103]. Even for the most fundamental of accounting records (journals and

ledgers), the tendency among employers is to entrust such activities to

those of their employees who have acquired at least some job experience.

Mainly because of the loose and technically incorrect usage of the terms

"journal" and "ledger" often found among questionnaire respondents, the in-

terview findings are more accurate on the question of journal and ledger

work. They show a fourth of entry-level persons engaged in journalizing

and one-fifth in ledger work [Table 76, p. 144]--among the large-firm em-

ployees that account for most of the interview data.

Particularly evident is the extent to which the high-frequency (daily)

activities are engaged in by persons at all job levels; the high-level per-

sons are by no mean-1 free of the myriad of relatively petty activities that

antedate periodic closing of the books and preparation of summary records

[pp. 124-125].

Finally, an ad hoc classification of the 131iob activities of the ques-

tionnaire (by one of the consultants to this study) identified only 39 of

them (307,) as requiring understanding of concepts unique to bookkeeping.

The remaining 92 activities were judged to consist of understandings of busi-

ness operations, purely clerical tasks with no conceptual content unique to

bookkeeping, and clerical tasks involving bookkeeping concepts but which

can be executed without understanding those concepts [p. 127]. Such a

classification is very much in keeping with employees' questionnaire re-

sponses and with the Labor Department interview findings.

Summary

With occasional minor exceptions (viz., number of money columns in jour-

nals, uncertain reliability of Upstate findings on the more consequential

job duties leading to probable overestimation of the sophistication of small-

firm job duties), the findings of this investigation have striking internal

consistency. Epitomizing the myriad of detailed findings in one major gene-

ralization--

Only a modest portion of the activities of entry-level bookkeepers
appear to require an understanding of concepts particular to the main-
tenance of financial records, and the applicable concepts are sub-
stantially more modest than those that prevail in high school book-
keeping instruction in this country.
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In support of that overarching inference, consider that- -

1. Nearly two-sevenths (of NYC) employees and nearly one-third of Upstate

(small-firm) employees have had no school instruction in bookkeeping/account-

ing whatever--yet achieve levels of job responsibility equalling or nearly

equalling those of employees who studied bookkeeping in high school. [Prob-

ably, these are the academic majors in high school.]

2. Accounting supervisors in industry require previous school training

for little more than one-fifth of entry-level positions, and they convert

beginners into functioning employees in a few days to a few months of on-

the-job training--targeted at the unique-to-the-establishment record forms

of each employer. Among questionnaire respondents, an employer's require-

ment for previous schooling in bookkeeping for one's first job in the field

applied to less than half the employees.

3. Questionnaire respondents judge themselves to be approximately halfway

between "mostly" and "partly" able to perform their first jobs in bookkeep-

ing and their present jobs in the field without school training. Further-

more, they overwhelmingly attribute promotion to job experience and perfor-

mance, not to job-relevant schooling. Indeed, the prominent effect of

schooling is for post-high school bookkeeping/accounting courses, not high

school instruction.

4. Computerized accounting systems overwhelmingly prevail among the larger

employers, and the clear effect of computerization is to reduce the need

for conceptual understanding.

5. Job duties above the level of journal and ledger maintenance are nearly

nonexistent among beginning emp'oyees. Activities associated with closing

the books, with reconciling subsidiary ledger with general ledger accounts,

and with the concepts intrinsic to adjusting, correction and reversal en-

tries are overwhelmingly carried out by highly experienced persons, not by

beginners. Even the central concept of double entry was found to be appli-

cable within the activities of only half the entry-level job holders.

6. For the activities performed on the job by those whose job-relevant

schooling is confined to high school bookkeeping (as represented by the 131

curriculum-derived job duties of the questionnnaire), on-the-job learning

is prevailingly giiren as the source of the ability to perform the task.

Much less frequently is the activity recognized as one that had been cov-

ered (at least, in principle) in school instruction or both in school and

on the job.
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These summary findings make apparent that--

Job-relevant schooling is not a majority requiremenefor obtaining
one's first job in the bookkeeping field. In addition, job respon-
sibility and advancement are heavily dependent on job experience and
performance and on post-high school bookkeeping/accounting courses- -
not on high school bookkeeping instruction.

Bases for Recommendations

There are several considerations that are, strictly speaking, not part of

the findings of this investigation, but that are nonetheless a vital Eounda-

Lion for the curricular recommendations that conclude this report. In some

instances those considerations are matters of educational philosophy that

become pertinent :.ecause of the various rationales for high school bookkeep-

ing instruction advanced by those responsible for designing and conducting

that instruction (as given on pages 1-2 of this report and as represented by

some of the "Major Purposes" enumerated on pages 7-9). Very often, the find-

ings of this investigation provide a test for those philosophies or ration-

ales.

Quickly dispensing of one of the more minor suppositions, the finding of

approximately equal involvement in job-relevant, post-high school courses

among those with and without high school bookkeeping in their background

suggests that high school study of bookkeeping is not a particular stimulus

for further study. Instead, it is job requirements--regardless of prior

schooling--that appear to stimulate the undertaking of post-high school book-

keeping/accounting courses.

Concerning the complaints of business teachers for half a century that

the business subjects have been made a "dumping ground" for low-ability stu-

dents--verified by the finding of lesser academic intelligence among such

students--what of the supposition that such students could not, without high

school instruction, obtain jobs in the bookkeeping field? Whether that sup-

position is sound or, instead, a rationale for maintence of the status quo

is beside the point--for it is not a testable hypothesis. Testing it would

require the impossible: the denying of high school instruction in bookkeep-

ing to a random half of all those who apply for it and, subsequent to high

school graduation, looking into the occupations of the two groups of gradu-

ates. Even were it possible to conduct such an inquiry, the proper criterion

for the "denied" group would be employment, not necessarily employment in

bookkeeping occupations. The result would be to leave the question still
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largely unanswered. It is surely more sensible to rely on the reported em-

pirical findings of studies like this one (in excellent agreement with ear-

lier studies with comparable purposes) than on idle (i.e., untestable) sup-

positions.

Another feature of conventional philosophy--perhaps the central one--is

implicit if not explicit in the extending of high school bookkeeping instruc-

tion into such higher-order matters as closing the books and associated ac-

tivities. One would infer that that curriculum characteristic is considered

a necessary asis for job advancement if not for initial employment. Why

anyone should imagine that the high school experience is the dominating one

for one's later occupational history surpasses understanding. Why not leave

to the high schools their unargued primary objective of preparation for ini-

tial employment and to later events (job experience and post-high school

education) preparation for job advancement? As the findings of this inves-

tigation lavishly demonstrate, one's job duties in bookkeeping/accounting

occupations and advancement in that field depend, variously and jointly, on

job experience and post-high school bookkeeping/accounting courses - -not,

discernibly, on one's high school background.

Another factor, particular to New York City but which may have parallels

in other big cities, is sometimes argued by persons responsible for high

school bookkeeping instruction. Such persons point to the many classified

advertisements for manual bookkeepers, at relatively substantial salaries,

presumably for the garment industry, New York City's largest industry. How-

ever, our own data and the population file of all New York City private em-

ployers maintained by the New York State Department of Commerce [see Table

23, p. 48, for summary data] strongly suggest that the garment industry's

need for manual bookkeepers is swamped by the needs for low-level persons

among the large, computerized employers. To put all high school bookkeep-

ing students through a curriculum pertinent to a small percentage of all

employment opportunities hardly seems defensible. Such needs would have

to be satisfied, jointly, by on-the-job learning and by one or two perti-

nent post-high school bookkeeping/accounting courses undertaken by those

initially employed in such firms at levels of job responsibility below

that of full-charge (manual) bookkeeper.

Garment industry firms, by the way, are probably not "small" (as defined
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in this investigation by the arbitrary cutoff point of "fewer than 10 em-

ployees"). Instead, presumably most of their workers are production, not

office employees. What of "small" employers, few of whom, according to the

findings of this investigatio5 have computerized any portion of their fin-

. ancial record maintenance and whose books are manual ones? Again, one can

only point to the very small percentage of total employment opportunities

among such employers [Table 23, p. 48] and ask whether all high school

bookkeeping students should be led through a curriculum pertinent to rela-

tively few jobs--in the big cities.

Another consideration prefatory to making curricular recommendations is

the reported preference among bookkeeping teachers for the "balance sheet

approach" over the "journal approach"--the bird's eye view to the worm's eye

view (Devine, 1962). That preference has its own defensible, intrinsic logic;

but perhaps part of its appeal to teachers is emotionally based--associated,

as that preference is, with the greater prestic, of an accounting than of

a bookkeeping point of view. Also possible is that the confining of high

school bookkeeping instruction to more modest job duties--as the data of this

and earlier investigations clearly support--reduces the prestige of bookkeep-

ing instruction in the eyes of those responsible for it. The reference here

is to damage to self-image and possible ensuing reluctance of teachers to

adopt a different curriculum in better accord with employment needs. In that

connection, two points may be made--the first, self-evident; the second,per-

haps not so evident. First, schools exist for students, not for teachers.

Second; the balance sheet approach is essentially deductive, whereas the in-

ductive processes that attend a journal approach are equally applicable and,

indeed, more "natural." That is, much learning, notably among children, is

inductive: generalizations are formed from particulars, the latter occur-

ring first in time.

In short, and as a leading prefatory basis for curricular modifications, it

is by no means suggested that high school bookkeeping instruction consist of

"monkey see, monkey do" activities, without conceptual foundation (even though

much entry-level employment has more than .a little of that character). In-

stead, more modest curricular objectives and, following necessarily there',

from, an inductive treatment of the applicable bookkeeping concepts appear

to be strongly indicated by the findings of this and earlier investigations.
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Finally, there are the rampant job dissatisfaction and high turnover rates

among persons overtrained for their actual job duties, as reported by such

critics as Ivar Berg (1970). May it not be that the high school student who

completes the conventional bookkeeping curriculum is led to wrong expecta-

tions of his early job duties and, upon employment, to disappointment and

damage to morale. More recent observers--of manufacturing employment--have

argued for reversing the one-act character of assembly-line production meth-

ods in favor of giving small crews of employees wider responsibilities. The

possible viability of such a reversal remains to be determined. For finan-

cial record maintenance, however, the tide of computerization is probably

one that no King Canute can stop. May it not therefore be in closer keep-

ing with the facts of bookkeeping employment to provide a high school cur-

riculum more closely attuned to initial job duties and leave to job exper-

ience and later schooling the functions they are better able to serve?

Recommendations for High School Recordkeeping/Bookkeeping Curricula

The principal curricular distinction is between large-city and small-city

instruction--that is, between the computerized systems of the larger employ-

ers and the manual systems of small establishments. Even here, however, it

is important to make local inquiry--not only of employee distributions by

size of firm (as in Table 23, p. 48), but also of the mobility of high school

graduates. Do small-city persons stay there or, instead, seek employment in

larger cities? Or, conceivably, does some one very large, computerized em-

ployer dominate employment in a particular small city?

In other words, it may be that the extreme concentration of employment

opportunities in relatively small numbers of large establishments charac-

teristic of New York City may be less in evidence in other large cities.

For determining what the employment distributions may be, New York State's

Department of Commerce surely has its counterparts in other States, of whom

inquiry may be made by the State Department of Education or other agency.

The decennial census reports and the interim reports of other State and

federal agencies (e.g., Bureau of Labor Statistics, State and federal Em-

ployment Service(s) et al.) also contain much pertinent information. At

a minimum and far short of further inquiry in depth, curriculum specialists

could then estimate the extent of desirable instructional orientation toward

computerized and manual accounting systems.
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Recommendation 1. As a major basis for high school bookkeeping cur-
ricula in big cities, solicit employment distributions by size (and,
if desired, by type) of establishment from the pertinent State and/
or federal agencies.

The recommended action is a necessary but possibly, sometimes, not a suf-

ficient one. That is, it is a first step, quickly accomplished at no or nomi-

nal dollar cost. Although the findings of the present investigation sug-

gest that computerization varies with size, not type, of establishment,

should it be suspected that, in a given large city, the large firms less

often have the "paper work" characteristic of many New York City large em-

ployers, additional inquiry into computerization should preferably be con-

ducted. [The class intervals for size of firm (Table 23, p. 48), by the way,

are by no means the only possible ones; they are particular to this inves-

tigation and could differ elsewhere.]

A second line of inquiry and applicable recommendation follow from the

overwhelming evidence in the present study of sharp differences between the

terminology and record forms of classical bookkeeping instruction and those

of computerized accounting systems. Nearly all instances of omitted or con-

tradictory questionnaire responses that had to be resolved by telephone dis-

cussion with the respondent, as well as nearly all instances of differences

between questionnaire and interview findings, lay in differences in termi-

nology and in record forms--differences that make apparent that high school

bookkeeping instruction has not been in close touch with the actual job prac-

tices in computerized accounting systems. The varying meanings and record

forms associated with journalizing, posting, and the trial balance are lead-

ing examples.

Focussing on fundamental bookkeeping/accounting concepts (illustrated and

implemented by the record forms of manual bookkeeping systems), and making

only passing and vague mention of varying modes of implementing those con-

ceptshave clearly not been successful--nor could such tactics be expected to

be; for they seriously violate the conditions for the transfer of behavior

from one situation to another (i.e., from school to job). Required is as

close as possible A match between school and job terminology and record

forms. Probably, one should move from lavish use of the varied on-the-job

terms and forms to the inducing therefrom of the underlying concepts--not,

as in traditional instruction, from classical concepts illustrated by man-

ual record forms, followed by vague and unspecified mention of on-the-job
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variations. Transfer of concepts requires lavish illustration; it does not

occur otherwise.

Recommendation 2. Introduce in large-city instruction the terminol-
ogy and record forms used on the job and use them as the basis to
build inductively toward a grasp of the underlying bookkeeping con-
cepts.

The foregoing recommendation is easily made, but not easy to execute be-

cause it poses substantial record-form problems. The forms of pages-146-161

are a small sample of the many hundreds of unique forms collected from only

16 different establishments for the purposes of the present investigation.38

However, even they provide at least a beginning example of on-the-job varie-

ties. However, subject-matter experts should have little difficulty in

selecting (from the full set of forms; see Footnote 38) a few that illus-

trate each of such variations as: only debit entries, only credit entries,

full double entries, etc. Actually, the task is one for authors and pub-

lishers of instructional materials and record forms for high school book-

keeping instruction aimed at employment in the computerized accounting op-

erations of large establishments.

The recommendation for inductive teaching, by the way, should be no means

be taken as an absolute. Many opportunities to work from the concept to the

particulars will occur--so that going back and forth between deductive and

inductive teaching will often be convenient, economical, and efficient. In

either instance, lavish illustration of variations in terminology and in

record forms is a "must." Of course, as concepts begin to take hold be-

cause they have been illustrated in sufficient variety, it will be progres-

sively less necessary to provide illustrations--at least, fewer illustra-

tions will be found to be needed.

Recommendation No. 2 implies important distinctions between instruction

for employment in computerized versus manual bookkeeping systems. Whether

different textbooks for the two kinds of instruction might be called for is

a question for authors and publishers.

The two recommendations thus far made bear on determining whether the fo-

cus should be on employment in computerized bookkeeping/accounting opera-

tions and, if so, what mode of implementation seems indicated.

38The full set of record forms collected by the Labor Department for this
investigation are on deposit with the Bureau of Business and Distributive
Education of the New York State Education Department.
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Recommended Ceilings for High School Instruction

The findings of the present investigation are in total agreement with

those of the earlier studies by Luxner and by Lanham, et al. (see pp. 2-3)

in identifying job activities definitely beyond the pale of high school

instruction--beyond what employers expect or need from beginning employees.

The findings of this investigation make apparent, in addition, that the

high schools are not the viable locus of instruction in higher-order du-

ties, that they are most efficiently learned later on. The findings on

entry-level job duties of this investigation strongly suggest--

Recommendation 3. Big-city instruction for employment in computer-
ized bookkeeping/accounting systems should stop with journalizing
and posting, whereas small-city instruction for manual bookkeeping
employment should perhaps extend as far as the trial balance--but
no further. The focus should be on initial entries in books of
original entry, without extending to financial statements, to ad-
justment, correction, or reversal entries or to reconciling subsid-
iary ledgers with the general ledger. Such duties strongly tend to
be entrusted by employers only to experienced employees.

The preceding recommendation applies to the typical big-city or small-

city bookkeeping student. There can be no objection to more sophisticated

instruction offered to exceptionally able students -- although it seems rather

doubtful that employers will assign more responsible duties to such persons

at the outset. They might, however, advance more rapidly.

Design of High School Instructional Sequences

The conventional curriculum no doubt covers the bookkeeping concepts ap-

plicable to initial employment under any of the common entry-level job ti-

tles. Partly in view of the preceding recommendation for a more modest cur-

riculum and partly to tie instruction more tightly to the clusters of job

duties associated with the leading entry-level job titles, it is worth con-

sidering the possible desirability of reorganizing the curriculum around

the leading entry-level job titles, conceivably as a series of modules.

Recommendation 4. Consider for early instruction a series of mod-
ules built around the common job titles: e.g., accounts receivable
clerk, accounts payable clerk, receipts and disbursements clerk,
(special or general) journal clerk, (subsidiary or general) ledger
clerk.

The foregoing job titles are merely illustrative; more detailed bases

for identifying appropriate job titles are given in Table 20 (pp. 42-43),

and the particular job duties that go with each of the titles are easily
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identifiable from the job-duty distribution of Table 82 (pp. 202-206) for

job levels 1 and 2. It is also the task of specialists in bookkeeping in-

struction to select an optimum sequence for the modules, probably one that

begins with the simplest concepts and builds progressively thereon. It may

be, for example, that journalizing is an appropriate first step. In any

case, the findings of this investigation on the typical job duties of begin-

ners suggest that the special journals and subsidiary ledgers should pre-

cede the General Journal and General Ledger. At least, assignment to one

or another of the subordinate books prevails among beginners; the General

Journal and General Ledger are rarely entrusted to inexperienced persons.

Two qualifying considerations apply. First, the General Journal and

General Ledger are more common in the small-firm than in the large-firm

work of employees--so that instruction for small-firm employment should

deal more thoroughly with the General books of entry. Second, the distinc-

tion between manual and computerized records should be observed in small-

city vs. big -city bookkeeping instruction. In the latter instruction, Rec-

ommendation No. 2 and the paragraph that follows it (p. 195) apply.

Manual Bookkeeping in Big-City Instruction

Manual bookkeeping dominates small-firm employment and, in New York City,

it is the impression of the consultants to this investigation that it pre-

vails in the garment industry, in establishments of whatever size. The pro-

portion of total bookkeeping employment in New York's garment industry is

not determinable from the data of this investigation. However, across all

our NYC respondents in establishments of all kinds and sizes, five-eighths

of their employers maintained computerized accounting systems (to greater

or lesser extent). Thus, to confine large-city instruction to computerized

bookkeeping would be a mistake (although it must be supposed that computeri-

zation will increase). One could not defend putting all students through

some one type of curriculum; and the findings of this investigation show that

conventional manual instruction (1) goes greatly beyond what is required for

computerized entry-level positions and (2) has little transfer value for ac-

tual entry-level job duties.

The findings of this investigation make the problem clear enough, but pro-

vide no solutions to it. Whether separate (manual and computerized) curric-

ula should be developed or, instead, whether computerized instruction might

precede manual bookkeeping instruction (the former requiring little by way
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of conceptual understandings and thereby providing a low-difficulty founda-

tion for later attention to applicable concepts)--is hard to say. ["Compu-

terized" bookkeeping instruction, it should be understood, does not mean

dealing with computer printouts or punchcard decks, but with the extremely

piecemeal manual forms representing portions of journals and ledgers that

are turned over to keypunch and bookkeeping machine operators for subse-

quent processing.] In any event, solutions to the problem are tasks for

specialists in bookkeeping instruction. Perhaps the issue considered next

is suggestive.

Recordkeeping and Data Processing Instruction

If the data processing supplement to bookkeeping instruction used in New

York City has any useful applicability to the work of entry-level bookkeep-

ers, it was not discernible in the findings of this investigation. More or

less the same may be said of the formal Recordkeeping curriculum for the kinds

of students assigned to it in New York City. The very term has perhaps come

to connote instruction of little substance and has become an invidious one.

Consider a possibly viable substitute in terminology and in instructional con-

tent. Consider that "computerized" bookkeeping, as described above, makes

only nominal demands on conceptual understandings; yet can--indeed, must- -

be tied to real-job activities: via the piecemeal manual records that pro-

vide the first-stage documents for later computer processing. Is there not

here the possibility of viable, job-oriented instruction for students formerly

in Recordkeeping curricula? More able students could continue thereafter with

the higher-order concepts and records of manual bookkeeping/accounting sys-

tems. In short--

Recommendation 5. Distinguish in instruction between computerized
and manual systems--the former providing the basis for the latter
and perhaps providing a viable alternative to the nonfunctional
conventional Recordkeeping curriculum.

In view of the majority involvement of all big-city establishments in com-

puterized bookkeeping/accounting systems, Recommendation No. 5 does not mean

"computerized" bookkeeping reserved only for students of lesser ability. All

students need it. Instead, there is the possibility of homogeneous grouping,

different rates of progress through that curriculum, and an earlier stopping

point for students of lesser ability. One can conceive of fast and slow

groups for "computerized" bookkeeping, with the fast group following there-
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after into higher-order concepts and full double-entry records. [Computer-

ized" is an off-the-cuff, invented term for present purposes; specialists

may wish to consider some alternative label.]

Finally, the findings of this investigation are so consistent with those

of earlier studies as to make pointless further inquiry into what entry -

level bookkeepers do--at least, until such time as new technological devel-

opments in processing financial information may suggest possible change in

job duties and in the prerequisites for performing those duties. It is now

time for those responsible for high school instruction to concern themselves

with curriculum revision and reform--with painstaking development of instruc-

tional materials (and attendant modifications in methodology) in better

agreement with the actual duties of beginning employees, especially under

computerization.

In that connection, it is pertinent to point to the strikingly different

meanings attached by educators and by accounting supervisors in industry to

some of the technical terms of bookkeeping/accounting--differences that sug-

gest something of an iron curtain between educators and the world of work.

Those that know the world of work should assist educators in the task of

curriculum reconstruction. The reference here is not to the C.P.A. in an

accounting firm; and the need is not for tiresome platitudes about general

traits of the boy-scout-oath or good-at-figures kind. Instead--

Recommendation 6. For curriculum revision, educators should en-
list the services of accounting supervisors in industry, persons
who are on the firing line of the design and supervision of book-
keeping/accounting operations in the world of work, and engage
their attention to the small details of curriculum reconstruction
and to the questions of instructional materials and record forms
attendant on that reconstruction.

Some of the earlier, more detailed recommendations for curriculum design

are intended merely as suggestions for consideration. They are all aimed at

the fundamental requirement--

Provide a high school bookkeeping curriculum more closely attuned
to entry-level job duties. Leave to job experience and later
schooling the functions they are better able to serve:
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Table 82

Number and Percentage of Low Level (1-2). and Higher Level (3-6)
NYC Respondents Who Perform Each of 131 Job Activities

(Ns = 224 for Levels 1-21 340 for Levels 3-6)

Job Activity

(Al Sales or Services Rendered

1. Do you decide or help to decide to whom credit
should be extended?

2. Do you keep records of merchandise stock numbers
sold or types of services rendered?

3. Do you list -by salesman, week, territory, or type
of service customers, subscribers, clients or pa
tients?

4. Do you prepare sales invoices or bills for services?

5. Do you prepare credit memos?

6. Do you keep records of sales taxes charged?

7. Do you calculate for recording on sales invoices or
bills- extensions, discounts, allowances, deductibles,
taxes or freight charges?

8. Do you list or total sales invoices, bills or credit
memos?

9. Do you make entries in a sales journal or a journal
tor services rendered?

10. Do you make entries in a sales returns and allowances
journal?

11. Do you record C.O.D. sales in a journal?

12. Do you calculate salesmen's commissions or expenses?

ICash Receipts

13. Do you calculate discounts, allowances or partial
Payments before incoming checks are recorded?

14. Do you calculate payments or partial payments re
ceived as grants or budgetary allocations?

15. Do you enter incoming checks in a cash receipts
journal,

16. Do you record hank deposits in a cash receipts
journal?

17. Do you start each month's cash receipts journal with
a cash balance from the previous month?

18. Do you total cash receipts records, registers or
journals?

19. Do you make journal entries for cash received on
installment sales?

20. Do you use a cash register?

21. Do you count cash received or prove correctness of
cash on hand with totals in a cash register?

22. Do you keep records of sales taxes collected?

23. Do you collect cash from two or more registers and
record the totals?

24. Do you keep records of expenses, purchases or draw-
ing paid for by coins and bills taken from daily receipts?

25. Do you make entries foi discounting notes payable?

ICj Accounts Receivable

26. Do you record or post invoices, bills, or credit
memos to accounts of customers, subscribers, patients,
clients or grantors?

27. Do you post to accounts, checks or cash received?

28. Do you key off or letter-off entries in accounts?

29. Do you find balances in accounts?

Number by Level Percent by Level

1 2 1-2 3-6 1-2 3-6 Diff.

10 12 22 87 9.8 25.6 15.8

16 11 27 73 12.1 21.5 9.4

21 14 35 76 15.6 22.4 6.8

33 19 52 129 23.2 37.9 14.7
22 30 52 139 23.2 40.9 17.7
8 8 16 100 7.1 29.4 22.3

41 37 78 147 34.8 43.2 8.4

35 37 72 176 32.1 51.8 19.7

5 11 16 124 7.1 36.5 29.4

4 3 7 83 3.1 24.4 21.3
1 5 6 43 2.7 12.6 9.9

11 6 17 92 7.6 27.1 19.5

15 20 35 140 15.6 41.2 25.6

5 6 11 77 4.9 22.7 17.8

4 23 27 218 12.1 64.1 52.0

4 23 27 223 12.1 65.6 53.5

3 14 17. 129 7.6 37.9 30.3

7 27 34 238 15.2 70.0 54.8

0 2 2 61 .9 17.9 17.0

1 4 5 35 2.2 10.3 8.1

5 10 15 62 6.7 18.2 11.5

2 6 8 82 3.6 24.1 20.5

0 1 1 23 .4 6.8 6.4

3 8 11 64 4.9 18.8 13.9

1 4 5 61 2.2 17.9 15.7

23 29 52 183 23.2 53.8 30.6

18 26 44 218 19.6 64.1 44.5
12 20 32 187 14.3 55.0 40.7

33 41 74 243 33.0 71.5 38.5
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Table 82 (Continued)

Job Activity

30. Do you prepare statements of accounts?

31. Do you list or prepare schedules of end-of-month
balances'ot accounts?

32. Do you age accounts receivable to identify how long
they are past due?

33. Do you keep records of accounts written off as bad
debts,

I Dl I Pu,. . ..ice,. Pi 7.7
34 Do you prepare purchase orders or reouisitions?
35 Du you iJompare merchandise or services received

..vith purchase invoices or hills received?

313 Do you code purchase invoices or bills received to
inde ate the ',Awe of the purchase or service?

3/ Do you record purchase quantities on inventory,
stuck, or open to buy records?

38 Do you compare the total of purchase invoices or ex
pease vouchers with amounts budgeted for them?

39 Do you prepare credit slips for returned purchases or
for errors on purchase invoices?

40. Do you calculate due date on purchase invoices,
vouchers or hilts received'

41. Do you prepare vouchers for purchases or con
nactedservices?

42 Du you enter purchases ur bills for services in a
purchases journal or journal for services received?

43 Do you make entries in a journal that has depart
,,burat column headings?

44 Do you enter vouchers in a voucher register?
45 Do you make entries m a purchase returns journal?

i Eli Cash Disbursements

46 Do /0., stir Sc checks for cash disburse -
merits?

47 Do you 'mite c. her ks or stubs by 'function?
48 Do yob imp, issued checks in a cash payments

ioarnal?
49 Do you make entries in a check register that is part

of a qouchcr 7.ystein,

50 Do you verity iorrei_triess of r ash !our nals by corn
pinny l'7,t/an, m:5 In bourn -am S with balances m checkbook'

51 Du you make entries relating to operating
such as relit, telephone, electricity, etc?

52 Do you make entries for proprietor's personal
drawings:,

53 Do you reconcile the hank statement balance with
the checkbook or cash !OUrnal balance?

54. Do you make entries for bank charges and collection
charges?

55. Do you use a pegboard or other -one write" system
for cash receipts or cash payments?

56 Do you record entries in journals for collection or
payment of notes receivable or payable?

! Accounts Payable

57 Do you post purchase or return amounts On credi
tors' or vendors" accounts?

58 Do you oust to creditors' accounts the amounts of
cash paid to there?

59 Do you compare statements received from creditors
,y,th balances in their accounts?

60 Do you list or prepare schedules for end of month
balances in creditors' accounts?

Number by Level Percent by Level

1 2 1-2 '3-6 1-2 3-6 Diff.

23 31 54 189 24.1 55,6 31.5

22 23 45 212 20.1 62.3 42.2

13 24 37 140 16.5 41.2 24.7

13 19 32 140 14.3 41.2 26.9

12 12 24 56 10.7 16.5 5.8

14 17 31 119 13.8 35.0 21.2

14 23 37 91 16.5 26.8 20.3

10 5 15 35 6.7 10.3 3.6

6 6 12 49 5.4 14.4 9.0

5 15 20 70 8.9 20.6 11.7

8 15 23 88 10.3 25.9 15.6

5 8 13 56 5.8 16.5 10.7

2 8 10 121 4.5 35.6 31.1

3 7 10 106 4.5 31.2 26.7

2 6 8 52 3.6 14.7 11.1
3 1 4 46 1.8 13.5 11.7

11 26 37 217 16.5 63.8 47.3

6 17 23 126 10.3 37.1 26.8

2 13 15 191 6.7 56.2 49.5

2 8 10 78 4.5 22.9 18.4

1 8 9 177 4.0 52.1 48.1

2 11 13 190 5.8 55.9 50.1

0 7 7 91 3.1 26.8 23.7

1 19 20 192 8.9 56.5 47.6

3 11 14 182 6.2 53.5 47.3

1 2 3 34 1.3 10.0 8.7

1 8 9 112 4.0 32.9 28.9

3 11 14 136 6.2 40.0 33.8

2 10 12 151 5.4 44.4 39.0

4 17 21 170 9.4 50.0 40.6

2 6 8 140 3.6 41.2 37.6
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Table 82 (Continued)

Job Activity

Merchandise Records

61 Do you keep cost records for manufacturing de
partnIents?

62 Do you prepare charge slips to subcontractors for
,ner,handiSti sent to them?

63. Du you keep records of merchandise and money re
ceived from or due to subcontractors?

64. Do you prepare charge slips or credit slips for
merchandise shipped to or from branches or sub
todwrws,

65 Do you make journal entries for merchanctise
shiopec1 or received on consignment'

66. Do you price or total merchandise for physical
Inventory?

61. Do you compare physical inventory count with
inventory or stock records,

Petty Cash

68. Do you prepare nervy cash slips or vouchers?

69. Do you enter petty cash slips or vouchers in a petty
cash book or journal?

70 Do you post directly from the petty cash journal
to the general ledger?

71. Are you responsible for maintaining the petty cash
box or drawer?

Payroll

/2 Do you prepare time cards for employees?
73. Do you calculate time worked by employees?
74. Do you calculate gross earnings of employees?
75 Do you calculate piecework earnings by employees?

/6 Do you calculate payroll deductions for taxes, etc?
77 Do you enter payroll information in a payroll book

or register?

/8. Da you record payroll entries in a cash payments
journal?

79. Do you post directly from the payroll journal to
the general ledger?

80 Do you enter payroll information on individual
employees' .-27rnmgs records?

81. Do you prepare forms for depositing at the bank of
employees' and employer's payroll taxes?

82. Do you make )uurnal entries for depositing employ-
er's and employees' payroll taxes?

P3 Do you total individual employees' earnings records
at the end of each quarter?

84 Do you prepare quarterly payroll tax reports for
federal. state or city governments?

85 Do you total employees' earnings records for the
year?

86 Do you prepare information for employees' Oil 2
forms'

Financial Statements

87 Do you prepare sales or commercial rent tax returns?
88. Do you prepare trial balances?

89 Do you prepare work sheets for balance sheets or
income statements?

Number by Level Percent by Level

1 2 1-2 3-6 1-2 3-6 Diff.

5 7 12 30 5.4 8.8 3.4

0 3 3 10 1.3 2.9 1.6

2 4 6 28 2.7 8.2 5.5

2 6 8 19 3.6 5.6 2.0

1 4 5 27 2.2 7.9 5.7

5 7 12 48 5.4 14.1 8.7

5 6 11 39 4.9 11.5 6.6

11 19 30 143 13.4 42.1 28.7

1 18' 19 120 8.5 35.3 26.8

1 5 6 80 2.7 23.5 20.8

2 12 14 95 6.2 27.9 21.7

10 15 25 98 11.2 28.8 17.6

15 21 36 135 16.1 39.7 23.6
6 20 26 138 11.6 40.6 29.0
5 9 14 43 6.2 12.6 6.4
6 17 23 133 10.3 39.1 28.8

7 22 29 144 12.9 42.4 29.5

2 7 9 134 4.0 39.4 35.4

0 4 4 89 1.8 26.2 24.4

6 18 24 132 10.7 38.8 28.1

3 10 13 126 5.8 37.1 31.3

1 5 6 111 2.7 32.6 29.9

2 16 18 131 8.0 38.5 30.5

3 12 15 117 6.7 34.4 27.7

4 14 18 136 8.0 40.0 32.0

5 17 22 129 9.8 37.9 28.1

1 1 2 56 .9 16.5 15.6

3 4 7 134 3.1 39.4 36.3

3 2 5 96 2.2 28.2 26.0
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Table 82 (Continued)

Job Activity

90. Do you prepare balance sheets or income statements?
91. Do you prepare comparative balance sheets or com-

parative income statements?

92. Do you prepare income tax or franchise tax returns
for your emplbyer?

93. Do you use financial statements as a basis for pre-
paring current ratios, working capital or merchan
dising turnover?

95. Do you calculate the distribution of net profits for
a partnership?

(K) General Ledger and General Journal

96. Do you keep records or accounts for mortgage in-
terest and principal?

97. Do you record entries in the general journal?
92. Do you record entries in the general journal fur ap-

propriations granted to your department or fund?
99. Do you make entries in the general journal for an-

ticipated revenues for your department or fund?
100. Do you post from the general journal to the general

ledger?

101. Do you record notes receivable or notes payable in
the general journal or other journals?

102. Do you record entries relating to interest income
or interest expense?

103. Do you reconcile accounts receivable or accounts
payable with general ledger accounts?

104. Do you record payroll entries in the general
journal?

105. Do you reconcile payroll records with general
ledger accounts?

106. Do you prepare adjusting entries for bad debts or
depreciation?

107. Do you make adjusting entries P.,. accrued expenses
(unpaid salaries, etc.)?

108. Do you prepare adjusting entries for deferred ex-
penses (unexpired insurance, supplies on hand, etc.)?

109. Do you make adjusting entries for accrued or de-
ferred income?

110. Do you make correction entries in journals and
ledgers when mistakes are found?

111. Do you make entries for recovery of bad debts
previously written off?

112. Do you keep drawing and capital accounts for an
individual proprietorship or partnership?

113. Do you make entries for earnings and dividends in
capital stock, retained earnings, and other capital
accounts?

114. Do you make entries to close income and expense
accounts at the epo of the fiscal year?

115. Do you make, if necessary, reversal entries in the
general journal?

(L) 1 Data Processing

116. Do you make calculations In connection with enter-
ing financial data on coding or input sheets for
data processing?

117. Do you enter financial data oriaoding/input forms
for data processing?

118. Do you compare data processing coding/input forms
with original bookkeeping and business papers?

Number by Level Percent by Level

1 2 1-2 3-6 1-2 3-6 Diff.

2 1 3 82 1.3 24.1 22.8

1 1 2 61 .9 17.9 17.0

2 1 3 34 1.3 10.0 8.7

1 0 1 33 .4 9.7 9.3

1 0 1 10 .4 2.9 2.5

3 4 7 41 3.1 12.1 9.0

6 11 17 139 7.6 40.9 33.3

1 3 4 41 1.8 12.1 10.3

2 1 3 29 1.3 8.5 7.2

3 2 5 114 2.2 33.5 31.3

2 4 6 86 2.7 25.2 22.5

4 9 13 116 5.8 34..1 28.3

4 23 27 180 12.1 52.9 40.8

0 6 6 94 2.7 27.6 24.9

1 9 10 114 4.5 33.5 29.0

1 6 7 80 3.1 23.5 20.4

3 7 10 80 4.5 23.5 19.0

0 6 6 64 2.7 18.8 16.1

2 3 5 65 2.2 19.1 16.9

9 32 41 216 18.3 63.5 45.2

1 5 6 103 2.7 30.3 27.6

0 1 1 29 .4 8.5 8.1

3 1 4 42 1.8 12.3 10.5

2 5 7 83 3.1 24.4 21.3

6 7 13 137 5.8 40.3 34.6

24 28 52 84 23.2 24.7 1.5

24 24 48 71 21.4 20.9 .5

26 27 53 77 23.7 22.6 1.1
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Table 82 (Continued)

Job Activity
Number by Level Percent by Level

1 2 1-2 3-6 1-2 3-6 Diff.
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37
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40

2

7

7

8

6

10

4

10

62

56

67

24

58

71

8

10

10

13

8

12

4

12

71

77

85

26

66

103

12

13

181

83

75

46

21

57
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Table 83

Questionnaire Activities Included in Various High School Textbooks

[13 = Beginning, A = Advanced, U = Unspecified level; the book
numbers (1-8) correspond to those similarly numbered in the
footnote; x denotes inclusion of the activity in the book.]

Ques.

Item
No.

Book Number

Ques.

Item
No.

Book Number

1 2 3

Record-
keeping

4 5 6 7

Bookkeeping

8 1 2 3

Record-
keeping

4 5 6 7

Bookkeeping

8

BAU BBB AA BAU BBB AA
1

2

3

4

5

6

x

x x

x
xxxxxx
x x x

xxxx

x
x

x

x x

x

x

x

x

x
x
x
x
x

7

8

9

10

11
12

xxx
x x

xxx
x x

x

xx
xxx
xxx
x

x
x

x
x
x
x
x
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Book Number Book Number

Ques. 1 2 3 4 5 6 7 8 Ques. 1 2 3 4 5 6 7 8

Item
No.

Record-
keeping

Bookkeeping
Item
No.

Record-
keeping

Bookkeeping

BAU BBB AA 3An BBB AA
13 x x x x x x 56 xxx xx
14 x 57 xx x x x xx
15 x x x x x x x 58 xx x x x xx
16 x x x 59 x
17 x x x x 60 xxxxxx
18 x x x x x x x 61 x x
19 x x 62

20 x x x x x x 63

21 x x x x 64
22 x x xx xx 65 x x
23 x x 66 x x x x x

24 x x x x 67 x x x x

25 x x x xx 68 x x x x x x x

26 x x x x x x xx 69 x x x x x
27 x x x x x x xx 70 x x x

28 71 x x x x x x

29 x x x x x x x 72 x x x xxx xx
30 x x x x x x x 73 x x x x x x x x
31 x x x x x x x x 74 x x x x x x xx
32 x x x x 75 x x x x

33 x 76 x x x x x x x x

34 x x x xx x 77 x x x x x x xx
35 x x x xx 78 x x x x x

36 79 x x

37 x x x x x 80 xxx xxx xx
38 x x 81 xx x x x x

39 xx x x x xx 82 x x x x

40 xxx xxx x 83 xxx xxx x

41 x x 84 xx x x x x

42 x x x x x x xx 85 x x x x x x

43 x x x 86 x x x x x x x

44 x x 87 x x x

45 x x x x 88 xx xxx xx
46 x x x x x Y 89 x x x x x

47 90 x x x x x xx
48 x x x x x x xx 91 x x

49 x x 92 x x x x

50 x x 93 x x x

51 x x x x x x xx 95 x x x

52 x x x x x xx 96
53 x xxxxxx 97 xxxxxx
54 x xxx xx 98

55 x x x x 99
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Table 83 (Continued)

Book Number Book Number

Ques. 1 2 3 4 5 .6 7 8 Ques. 1 2 3 4 5 6 7 8

Item
Record- Item

Record-
No.

keeping
Bookkeeping No.

keeping
Bookkeeping

BAU BBBAA BAU BBB AA
100 x x x x x 117 x x x x x x
101 x x x x x 118 x
102 x x x x x 119 x
103 x x x x x x x 120
104 x x x x 121
105 x x x x 122 x x x

106 x x x x x 123

107 x x x x x 124
108 x x x x 125 x x x x

109 x x x x 126
110 x x 127

111 x x x 128. x x x x

112 x x x x x x x 129 x x x

113 x x x 130 x x

114 x x x x x 131

115 x x x 132 x x x

116 x X X X X

Note. The books are:

1. Baron, H. and Steinfeld, S.C. Clerical Record Keeping, Course I

(2d ed.). Cincinnati: South-Western, 1965.

2. Baron, H. and Steinfeld, S.C. Clerical Record Keeping, Course II

Cincinnati: South-Western, 1970.

3. Huffman, H., Stewart, J.R. and Schneider, E. General RecordkeeEla
(6th ed.). New York: McGraw-Hill, 1971.

4. Janis, A. and Miller M. Fundamentals of Modern Bookk2eaing (First

Course). New York: Pitman, 1965.

5. Freeman, M.H., Hanna, J.M. and Kahn, G. Accounting 10/12. New York:

McGraw-Hill, 1968).

6. Boynton, L.D., Carlson, P.A., Forkner, H.L., and Swanson, R.M. 20th

Century Bookkeeping and Accounting, First-Year Course (23d ed.). Cincinnati:
South-Western, 1967.

7. Boynton, L.D., Carlson, P.A., Forkner, H.L., and Swanson, R.M. 20th
Century Bookkeeping and Accounting, Advanced Course (23d ed.). Cincinnati:

South-Western, 1968.

8. Clow, C.A., MacDonald, R.D., Blanford, J.T., Freeman, M.H., Hanna,

J.M. and Kahn, G. Gregg Accounting, Advanced Course (2d ed.). New York:

McGraw-Hill, 1969.



-209-

TECHNICAL APPENDIX

This technical appendix describes the details of sampling of New York City

and upstate private employers and their employees associated with the ques-

tionnaire data of this investigation. Governmental employees are not repre-

sented here but, instead, are included among the Labor Department interviews.

Sampling of New York City Employers and Employees

The first level of sampling was of private (nongovernmental) employers.

Then, within cooperating employers, employees were sampled. The two succes-

sive sampling stages and methods are described in turn.

Sampling of Employers. Economy in the conduct of this investigation could

have been effected by access to a sample of employers known to employ book-

keepers. However, data of that kind are collected by the Bureau of Labor

Statistics on the understanding that individual employers will not be iden-

tified to any outside agency. Accordingly, there was no recourse but to

sample from a population file not subject to that constraint- -the computer

file of all New York City private employers maintained by the New York State

Department of Commerce--in the foreknowledge that numbers of employers drawn

from that file would be inapplicable to the present study because they em-

ploy no bookkeepers.

The Commerce Department supplied (in the form of a duplicate set of com-

puter-printed, gummed mailing labels) a probability sample39 of New York City

private employers stratified by type and size. "Type" is represented by ten

different SIGs (Standard Industrial Classifications) and "size" by six ranges

of number of employees. Sampling rates from the Commerce Department popula-

tion file were set so as to supply, with a modification, a probability-in-

proportion-to-size sample. Strict sampling on that basis was modified to

provide a somewhat larger number of large firms: first, because the large

firm employs more potential respondents to our questionnaire than the small

firm does; second, to insure at least some responses from large firms in

view of the small number of such firms relative to the number of small firms.

That is, an overage of large firms could be held in reserve. The sampling

rates for size of firm are shown in Table 84 on the next page.

The sample of employers thus drawn, because of the adjustments, approxi-

39
See Footnote 15, p. 14.
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mates one whose probabilities are in proportion to size, and its size was

originally predicated on an estimate of the number of questionnaire returns

that might be secured within the budget for this investigation. From it, a

sample strictly proportional to size was drawn and a mailing was. sent to the

selected firms. Returns failed to match the parent distribution for type

and size and seemed unlikely to do so after reasonable (follow-up) effort

and time. Therefore, the remaining sample firms were contacted--foregoing

strict proportionality and accepting approximate proportionality. However,

tallying of questionnaire reLvirns received in response to a spring 1972 mail-

ing to an original sample mPe than 700 employers revealed very small fre-

quencies in some cells (sizes within types of firm). Therefore, in the fall

of 1972 a second probability sample of more than 1;200 employers was drawn

on the same basis as the first one; but with sampling rates doubled. Differ-

ent entry points (random starts) were made in the population file of the Com-

merce Department to minimize duplication of firms in the two samples. 40

Table 84

Sampling Rates for Size of Firm

No. of
Employees

Sampling
Percentage

0-3, 4-9 .2

10-99 .5

100-499 4.0

500-999 10.0

1000+ 20.0

Sampling
Rate

1 in 500

1 in 200

1 in 25

1 in 10

1 in 5

Note. To illustrate strict propor-
tionality, with 55 as the midpoint of
the 10-99 interval and 300 the mid-
point of the 100-499 interval, the
sampling rate from the latter inter-
val would be about 51/2 times (300/55)
the rate from the former interval; in
fact, it was 8 times the rate (4.0/.5) .
Similar upward adjustments were made
in the still larger firms.

"Some duplication is inevitable. For example, if there is only one New
York City employer of a certain type and size, that employer will necessarily
turn up in all samples that specify a selection from that cell (type and size).
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Application of the sampling rates of Table 84 to the spring sample of em-

ployers is illustrated next for firms of Size D (100-499 employees), calling

for a 4.0 percent sampling rate. For each SIC group, the upper figure is

the number of sample firms and the lower one the number in the population

of all 197,565 New York City private employers as of April 1971.41

SIC 01-17 19-39 40-47 48-49 50-59 60-62 63-67
70-79.

1--

80-89
80 TOtal

Sample 7 40 10. 1 23 9 8 28 5 131
Pop. 163 998 226 16 569 204 176 678 115 3,145

Entries in the population file were as of early 1971, whereas our samples

were drawn in the spring and fall of 1972. In the interim some of our sam-

ple employers had gone out of business or had moved out of the geographical

limits of New York City (as inferred from return of our mail as undeliver-

able and from no listing in the phone books of New York City). Of the total

of 2,010 different employers in the Commerce Department sample (739 in the

spring and 1,271 in the fall), 197 were identified as inapplicable or ineli-

gible (out of business, not in New York City, duplicates), leaving a remain-

der of 1:813 potentially pertinent New York City private employers (727 in

the spring sample and 1,086 in the fall sample). The distribution of that

sample, by type and size of firm, is displayed in Table 85 (next page).

Eligible Employers. Table 85 displays the numbers of sample employers

of various types and sizes who are presumed to have received our mailing.

Among them, large numbers of'ineligibles were anticipated (mainly small firms

that employ no bookkeepers). To identify ineligibles, the tactic described

in Footnote 3 was employed, with outcomes as given on page 6 of this report.42

41
For many of the cells and for "total" the sample is more than 4 percent

because of the random entry point for each cell in the population file. For
example, if a selection of every fifth name (20 percent) in a file of 102
names starts with the second of the 102, 21, not 20/names will be selected
(20.8 percent selection rate).

42The assumption was that the small firm employs at most one bookkeeper,
whose duties are probably more extensive in scope than those found under the
greater specialization in large firms. It was also anticipated that book-
keeping might often be only a portion of the duties of a small-firm employee.
Accordingly, inquiry of small firms (0-9 employees) was about employment of
any person whose duties include bookkeeping. In the larger firms (10-1,000+
employees), on the other hand, information was requested only from entry-
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Table 85

Distribution of Potentially Eligible New York City Employers, by Type and Size

Standard Industrial
Classification

Number of Employees

A
0-3

B

4-9 10-99 100-499 500-999 1000+

Agriculture, Mining, 31 13 27 11 3 0

Contract Construction
(SIC 01-17)

Manufacturing (SIC 19-39) 41 34 171 67 19 13

Transportation (SIC 40-47) 15 10 20 17 5 7

Communication and electric,
gas, and sanitary services
(SIC 48-49)

2 1 2 2 1 4

Wholesale and retail trade 1 189 105 170 39 12 10

(SIC 50-59)

Banking, other credit agen-
cies, security and commod-
ity brokers, dealers, ex-
changes, and services (SIC

8 5 10 13 10 15

60-62)

Insurance and real estate 111 24 26 15 6

(SIC 63-67)

Services (nonprofessional) 95 40 65 23 10 8

(SIC 70-79)

Services (medical and other
health) (SIC 80)

48 7 6 8 8 10

Services (other: legal, edu-
cational, tc.) (SIC 81-89)

115 19 38 16 6 2

Total 655 258 535 211 80 74

Total

85

345

74

12

525

61

187

241

87

196

1813

Since the spring and fall samples were drawn from the same population

file, it was judged statistically sound (in order to save the personnel and

other costs of phoning 691 small firms in.the fall sample of 1,086 firms)

to apply the spring percentages of ineligibility to the fall sample of small

firms (Sizes A and B, 0-3 and 4-9 employees). The larger firms in both sam-

ples were also phoned (for the, reasons given on page 16), and a number were

level persons. It may be mentioned in passing that very large proportions
of ineligibility were found among realtors (SIC 65), very often consisting
of a landlord of one or more buildings conducting his business singlehandedly
out of his own home or apartment.
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identified who either employed no entry-level bookkeeping personnel or whose

accounting operations were conducted outside New York City.

In sum, an original sample of 2,010 employers was reduced to 1,813 dis-

tributed as shown in Table 85, and they, in turn, to 731 "eligible" employ-

ers, defined as: (a) conducting their accounting operations in New York

City and as (b) in small firms, employing any person whose duties include

bookkeeping and, in larger firms, employing at least one full-time, entry-

level bookkeeper. The distribution of these 731 eligible firms by type and

size is shown in Table 86.

Table 86

Distribution of Eligible Employer Units by Type and Size

SIC*

Number of Employees

Total
A
0-3

B

4-9 10-99 100-499 500-999 1000+

01-17 5 2 12 5 3 0 27

19-39 5 8 95 48 13 9 178

40-47 0 1 12 14 3 5 35

48-49 0 0 0 2 1 4 7

50-59 23 37 83 26 9 9 187

60-62 3 0 7 11 8 15 44

63-67 20 8 8 10 5 4 55

70-79 17 14 34 18 10 6 99

..,..-

80 15 2 3 8 8 10 46

81-89 18 3 13 12 5 2 53

Total 106 75 267 154 65 64 731

*See Table 85, p. 212, for SIC descriptions.

Sampling of Employees. It was anticipated that small employers (up to 9

employees) would be unlikely to employ more than one bookkeeper. The cover

letter to firms of Sizes A and B (see p. 228) was therefore accompanied by

a copy of the questionnaire and associated materials and included the re-

quest that the enclosures be given to the bookkeeper employed. The larger

firms (C-F, 10-1,000+ employees) were sent only a cover letter, plus a list



-214-

of illustrative entry-level job titles (sec pp. 227, 229)--without accompany-

ing questionnaire. On the heels of delivery of that letter, each employer

was phoned and, upon his agreement to cooperate, an appropriate sample of his

entry-level bookkeepers was selected. In short, just as employers were se-

lected at random from Commerce Department files, so were employees within

firms sampled at random, according to the sampling plan shown in Table 87 43

Table 87

Sampling of Employees Within Employer Units

No. of
Ent. Lev.

Bkkprs.

Size

1 1 1 1 1

2 2 2 2 2

3 2(1) 2(1) 2(1) 2(1)

4 4 2(1) 2(1) 2(1)

5-6 4(1) 2(1) 2(1) 2(1)

7-10 5(2) 3(2) 2(1) 2(1)

11-15 7(4) 4(2) 2(1) 2(1)

16-19 9(5) 5(3) 3(2) 2(1)

20-29 13(7) 8(4) 4(2) 2(1)

30-49 20(10) 13(7) 5(3) 3(2)

50-75 32(16) 18(9) 6(3) 4(2)

76-99 25(13) 9(5) 5(3)

100-149 25(13) 13(7) 6(3)

150-249 20(10) 10(5)

250-499 38(19) 19(10)

500-999 38(19)

43Upon telephone contact with an employer and his expression of willing-
ness to cooperate, the number of entry-level bookkeepers and their names or
initials were solicited. Then, persons were selected from that list (using

14, a table of random numbers), according to the sampling plan displayed in Ta-
ble 87. If, for example, a firm of Size C employed 13 entry-level bookkeep-
ers, 7 of those 13 were selected, plus 4 (half as many) alternates as poten-
tial replacements for any of the original 7 who might not wish to complete
our questionnaire. The appropriate materials were then mailed to the em-
ployer for distribution to the selected employees. As returns were received,
the sender's names were checked off against our file records of their names
or initials.
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Employee sampling (Table 87) was with probabilities approximately inverse-

ly proportional to employer-selection rates, so as to yield approximately

equal probability of selection for all entry-level bookkeepers within each

of the biX size classes--with one mandatory modification: in firms with

more than one entry-level bookkeeper, minimum sample size was two.

Summarizing on New York City sampling procedures, within the six size

classes all employers had an approximately equal probability of selection

and, within employers, all entry-level bookkeepers had an approximately equal

probability of selection.

upstate Sampling

Employer sampling in each of the three small upstate cities (Auburn, Ba-

tavia, Elmira--designated to the investigator by the New York State Depart-

ment of Education) was in proportion to the 1970 census data on population

in these cities, distributed as follows:- Auburn 70, Batavia 40, Elmira 80 --

for a total of 190 employers. Sampling was done from the yellow pages of

the phone books for these cities. Every nth yellow page was selected (n

varying with the number of employers to be selected in relation to the total

number of yellow pages in that phonebook: e.g., every page in phonebook X,

every fourth page in phonebook Y, etc.). Within yellow pages, a random se-

lection of a particular listing was made, using a table of random numbers

and counting duplicate listings of the same employer as a single listing.

The foregoing procedures would yield a probability sample under the condi-

tion of a nearly equal number of discrete listings on each page. Varying

amounts of display advertising on certain pages violate that condition.

However, the effort of counting discrete listings throughout each book,

rather than working on a page-by-page basis, was not felt worthwhile--not

judged likely to generate a sample materially different from that resulting

from selection on every nth page.

Predicated on the assumption that small city equals small firm equals one

bookkeeping employee, a questionnaire and associated materials were mailed

to each of the 190 employers, who were then followed up by telephone by the

staff of our sister Institute at Cornell University. As anticipated, num-

bers of the employers contacted by phone reported that they employed no

bookkeepers, thereby reducing the original sample of 190 employers to 101

eligible employers. In the absence of official (Department of Commerce)
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classification of these employers by type and size, a best estimate of SIC

was made by the New York State Department of Labor on the basis of the yellow-

page classification and full firm name of each employer, supplied by the prin-

cipal investigator. Size information (number of employees) could not be se-

cured. The SIC distribution of the 101 eligible upstate employers, by city,

is given in Table 88.

Table 88

SIC Distribution of Eligible Upstate Employers

(By city)

SIC
a

Auburn Batavia Elmira Total

01-17 3 3 2 8

19-39 3 2 1 6

40-47 2 1 1 4

48-49 1 3 1 5

50-59 13 11 19 43

60-62 1 0 1 2

63-67 3 2 2 7

70-79 7 3 8 18

80 1 1 0 2

81-89 2 2 ' 2 6

Total 36 28 37 101

a
See Table 85, p. 212, for SIC definitions.

Response Rates

Of the 731 eligible New York City employers, 163 flatly refused to coop-

erate, leaving a potentially cooperative group of 568 employers: ones who

supplied a list of entry-level bookkeepers and to whom questionnaires were

sent for distribution to designated employees. Among these 568, 231 were

not heard from further, despite telephone follow up. Whether the contact

person (owner, manager: personnel director, director of accounting, vice-

president for finance: office manager, head bookkeeper, et al.) discarded

our questionnaiLe(s) upon receipt or whether the questionnaires were dis-

tributed to employees as requested, but not completed by them, is not known.

At least one completed questionnaire was received from eachofthe remaining337
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employers. In New York City the response rate from potentially eligible em-

ployers is, then, 46.1 percent(337/731), and from potentially responsive em-

ployers, 59.3 percent (337/568). A summary accounting for New York City pri-

vate employers consists of:

Potentially eligible

Less ineligible

1813

Unreachable 176

No entry-level bkkprs. 906
Total ineligible 1082

Actually eligible 731
Less refused to cooperate 163

Potentially responsive 568

Less not heard from 231

No. of employers heard from 337

To the 568 potentially responsive employers, a total of 1,191 question-

naires was sent. From some of these employers, nothing was returned; from

others, all selected persons responded; from still others, some but not all

employees responded. Of the total distributed, 597 usable returns were re-

ceived, for an employee response rate of 50.1 percent (597/1191). It may

be mentioned in passing that the spring and fall response rates were virtu-

ally identical, both for employers and employees.

The distribution of New York City employer and employee responses, by SIC

and size, is shown in Table 90 (next rage).

Upstate, 59 responses were received from 56 employers: 1 from each of

53 different employers and 2 from each of 3 other employers. The employer

response rate is 55.4 percent (56/101), and the employee response rate is

56.7 percent (59/104). The employers of these 59 respondents are distrib-

uted by SIC as displayed in Table 89.

Table 89

SIC Distribution of 59 Upstate Responses

01-17 19-39 40-47 48-49 50-59 60-62 63-67 70-79 80 81-89 Total

4 5 0 3 28 2 6 8 1 2 59

As is evident from the totals of the size columns of Table 90 (next page),

in the smaller firms each respondent tended to represent a different employer.
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As employer size increases, so do respondents per employer: about 1.5 re-

spondents per firm of Size C, about 1.8 for firms of Size D, about 2.1 for

firms of Size E, and about 3.1 for firms of Size F. As is evident from the

totals of the SIC rows of Table 90, in SIC 01-17 (mainly Contract Construc-

tion), the tendency is toward one beginning bookkeeper employed by each such

employer; at the other extreme, employers in SIC 48-49 (Communication and

Public Utilities) are substantial users of beginning bookkeepers; to a some-

what lesser extent, so are those in "paperwork" areas (banking and allied

areas, insurance, stock brokerage).

Of special note in relation to the coverage of types and sizes found among

our returns: with but two exceptions, every nonzero "eligible" cell (Table 86)

is paralleled by a nonzero "returns" cell (Table 90).

Table 90

Distribution, by SIC and Size, of New York City Employer/Employee Respondents
a

(Frequencies shown as: Employer/Employee)

Size
b

SIC TotalA
0-3 4-9 10-99 100-499 500-999 1000+

01-17 2/2 1/1 6/7 3/4 1/1 0 13/15

19-39 0 4/5 48/57 16/29 10/21 3/9 81/121

40-47 0 1/1 6/11 8/16 2/3 3/6 20/37

48-49 0 0 0 2/4 1/3 2/22 5/29

50-59 11/11 11/11 41/66 11/21 2/12 6/13 82/134

60-62 0 0 4/7 5/9 6/13 11/28 26/57

63-67 8/11 1/1 5/18 6/8 5/11 2/5 27/54

70-79 3/3 4/4 18/31 7/11 4/10 3/9 39/68

80 2/2 0 2/4 7/13 5/6 8/19 24/44

81-89 3/3 1/1 5/8 5/9 4/7 2/10 20/38

Total 29/32 23/24 135/209 70/124 40/87 40/121 337/597

a
The table is read as follows: At the intersection of SIC 81-89 with Size

F, 2/10 means that questionnaires were received from 10 different bookkeepers
employed by 2 different employers.

b
See Table 85: p. 212, for SIC descriptions.



-219-

Generalizability of Findings to All Entry-Level Bookkeepers

As given in the body of this report, respondents consisted of all levels

of accounting personnel from the lowliest clerks to company comptrollers;

and findings that vary with job-responsibility level are reported as such.

The central question is: Do our findings represent the "world" of bookkeep-

ing employment and, v,. thin it, the subclass of entry-level employers to

which this investigation was primarily addressed?

A first answer to that question is a matter of definition of the popula-

tion of which our respondents are members; namely, all persons who would have

been respondents had a complete census been undertaken. That is, temporar-

ily setting aside the problem of nonresponse (employers and employees in the

sample who did not cooperate), the bases for drawing the sample, explained

in detail earlier in this technical appendix, necessarily make the respon-

dents representative of those who would have responded had all New York

City private employers been approached. On that issue, representativeness

is defined by the sampling procedures that were employed.

Consider, next, nonresponse. The fundamental issue of the generalizabil-

ity of sample findings to the defined population of bookkeeping activities

rests on whether the job activities of respondents and nonrespondents dif-

fer. One standard test of that issue assumes that the tardy respondent who

has to be nagged or otherwise pressed to respond may be taken to stand for

unwillingness at the level of nonresponse (for whatever reasons). On that

prevailing assumption, comparison of findings from early and late respon-

dents provides the appropriate test. Such a test could not be adopted here

because tardiness was not uniform across employers according to size (total

number of employees). For the smaller employers, reaching the right company

officer and, in turn, one or more of his few bookkeepers was swiftly accom-

plished; questionnaire returns from such employees tended to arrive early.

For the larger employers, on the other hand, endless telephoning over a

period of days and even weeks was often required to reach the company offi-

cer who could take responsibility for allowing access to bookkeeping person-

nel; and then it could take days and even weeks for that company officer to

have in hand a list of all pertinent employees (from a number of departments

or divisions in the firm or at a number of geographic locations), from which

a sample could be drawn. Thus, returns from larger employers were late in.

arriving. As a result, early vs. late is not, in this instance, an index of
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unwillingness to cooperate but, instead, a built-in characteristic of size

of firm. Accordingly, any comparison of early with late respondents would

reveal not the job activities of hypothesized nonrespondents but rather the

job-activity differences associated with size of firm.

As an alternative test, consider the reasons for nonresponse--determined

during many hundreds of phone conversations with employers and employees and

revealing no instances of unique job activities. Instead, company noncoop-

eration todksuch forms as: We're just too busy or Company policy forbids

participation or We can't favor some employees over others; you'd have to

send us a questionnaire for everyone [which we could not do without violat-

ing sampling requirements] or We're in the middle of changing our whole ac-

counting system; and so on in that vein. Employee noncooperation was char-

acterized by such comments as: She's on vacation or He's been switched to

another department or She doesn't work for us any more or Gee, I just for-

got or I'm really too busy or You don't need me; Miss Evans sent back your

questionnaire, and we all do the same thing around here; and so on in simi-

lar vein. None of our many hundreds of phone conversations suggested dis-

tinctive job duties among uncooperative employers or employees. It is there-

fore judged that nonresponse has not affected our findings.

Another kind of question about generalizability arises from an inquiry

into entry-level employment that happened to secure numbers of responses

from higher-level persons as well. There is, however, no population distri-

bution against which respondent distributions for job level could be-compared.

Thus: although 20 percent of our respondents are "clerks," this is not to

say that 20 percent of all bookkeeping/accounting employees are clerks; al-

though 70 percent of our respondents prepare credit memos, this does not

mean that 70 percent of all bookkeeping/accounting employees prepare credit

memos. In short, our findings across all 597 New York City questionnaire

respondents are not a mirror of all employment in the field. Instead, it

seems reasonable to assume that the respondents at the various job levels

do represent those at those job levels--were a sample to have been drawn

from a population so defined.

What is generalizable, then, are findings pertaining to subclasses of re-

spondents: e.g., those for educational and work-experience background in

relation to job level and job duties and those that discriminate between



-221-

entry-level and higher-level employment and background characteristics.

Illustratively: Recordkeeping students infrequently secure bookkeeping

employment; New York City respondents with no job-relevant schooling do

as well as those with only high school training; 3 percent of entry-level

persons but 24 percent of higher-level persons "close income and expense

accounts"--and so on into the very many findings for various subclasses of

respondents.

In summary, without any claim for representativeness of-findings across

all 597 NYC respondents, those for various subclasses identified in ways

pertinent to curriculum modification for entry-level employment appear to

be usable for that purpose.
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Labor Department Job Description of Advanced Computerization

NEW VOIN; STATE ATART:IENT OV LABOR
Division of Employmeot OMB 1411-R0722

Estah, & Sched. No. 35240D-2z:5_
JOH ANALYSIS SCHEDULE

1. Est ate. .101) Title SELLOILAQCOUNTE;(1 CLErlic-CA S EVRECEIVA MSS

2. Ind. Assign __uole2alcn'ode

3. SIC Coclu(s) and Title(s) 5Q92 Petroleum and Petroleum Products

Si

to 7(1

to
0.1 0

!Si
(71

4

r-c`
a

9

(

4. 3013 Sl7;!IIARY:

A0
0
F

Reviews, totals, proves, and codes cash-receipts memoranda

(remittance advices) for computerization, posts cash-receipts

data to computer, using 2260 Display Station, identifies

and lioLs over and short payments for follow-up, and per-

forms related clerical tasks.

Job Definitions:

Prosessos enchroccipts source dosiments for cv:iputerization
and post: to caoiplJter, ..Gil g 2260 Disploy Station: P.vieldr; pay-

menta-received advAe,,:s (fleelni:enation) nor com:deteners. Re-

computeo Latsh usinf; adding machine., and comr:.res for

accu:7ncy wiih tapas roceive2 adris:s. i!akes esxrections ao

necessary. Eatorr3 2::(1 idnLifyin codes on dices and
cover cho-Jt, rerGi'fin;; to oc:le boo]: as nrieoosary . j.,ists reversing

entries n7.edel to creed sLy.,11 items, such as time dio!Jount:2 not

token. Depres:,es k n on typewriter-style keybord of 2;?iD..71v
Static (j to c:,usr.: index to arpcar or te]oviion-type scn.
Sc1(..to r,nd types index nuirLcr for cat,:'gory of poviu:nts heirc

process:..d to r;usc approprirAo blank fo-1:m to appear on s.areen.

Depressor:: keyo to move cnr;1!: (g) to starting pint cn screen and

dep.resses keys to dinp]s'r date, identifying codes, rind amounts

on r.creen. Depresses keys to display new blank:.: as ncessary and
to display antmatically coMputod nub-totals and totals. Obsorves

screen for sicnal that entries do not balance and for other com,-

pater -pz.ogred error signals. Rcdisplys completrid entries on
scrc:ons end cc:spores in detail ,:ritn source documents to locme

errsrs. 13ackspacno to reAcit erroneoum tnitry on scre.:c1 and types

in corrc:cted Presscs key to feed ccMploted a7A corrected
entries into computer for electronic data processinc, rec.Drdin;;,

and storage. Compares payments- received advises lilt!, customer-

ch4rge lint, n;;.^ to identify over and short payments and notifies

designat=d personnel by memo. Ansvors phone inluiries i'cgarding

cash-receipts
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SENIOR ACCOUNTING CLERK-CASMRECEIVADLES

7. General Education
Sched. #352-700-57-5

a. Elementary A High School 4 Courses any

b. College courses

8. Vocational preparation

a. college 1 year courses College Accounting

b. Vocational Education -- courses

c. Apprenticeship

d. rnplant Training

e. On -the -Job Training 64 hours

One year as BUNKER BILLING CLERK (SE) or 3 years in
L performance on other jobs any jobs in accounting field in other Estabs.

9. Experience Sams as 8F.

10. Orientation 2 days

11. Licenses, etc.

12. Relation to Other Jobs and Workers

promotion: From Rinker Billing Clerk To 3,r.,..A_Q_Ct. Clerk AccountsReceivable

Transfers: From__Comparphlm Position im other sec=ToComparaWe Position in other sections

tions of Treasurer Dept. of Treasurers' Dept.

Supervision Received Section Heed

Supervision oven Alnnp

13. Machines, Tools, Equipment, and Work Aids
2260 Disnlav Station - A table-mounted device designed to feed data into

an electronic computer for both processing (e.g. effecting arithmetic

calculations) and storage, and to retrieve the stored or processed information

from the com:)uter. Ledger data is stored on' magnetic tape but hard-copy

accounting documents are printed out and retail.ed for historical reference.

The display station consists of a typewriter -style keyboard and an eleven

inch patbody Tube similar to a television picture tube. As information

is entered or retrieved via the keyboard it appears for inspection as

acr_e:en on the face of the tube. A screen may be a complete assembly of in-

formation, such as an index of nualerical codes, or it may be a display of

blank lines and columns to be filled in with appropriate data by the operator.

A point of light., knewn as a Cursor, indicates the spot on the screen at

which a letter or other symbol will appear if one of the keys is deprez.sed.

The cursor, can be moved to the desired spot on the screen by pressing the

space bar, back-space key, etc., just as the carriage would be moved on a

typewriter.
In addition to the usual alphabetical, numerical, back-space, shift,

and other keys and bars of a typewriter, the keyboard includes special-.

purpose buttons to activate the computer printer, to enter data into the

computer, to move the cursor, and to flash retrieved data onto the screen.

There are also special keys to erase a screen or portions of it. The dis-

play station is manufactured by -the International Business Machines Corporation.
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SENIOR ACCOUNTING CLEPX-CASII/RECEIVABLES
Sched. 352-700-57-5

15, Description of Tnsls:

1. Prepares cash-receipts data for computerization: Receives batched Remittance
Advicco and related papers from Treasurer's Department for processing.
Separates outside-customer advices from affiliate - company advices to facilitate

distribution of bookkeeping entries to proper accounts. Totals remittance
amounts daily, using adding machine, and compares batch totals with adding-ma-
chine tapes received with batches to verify accuracy. Compares remittance
advices and tapes item by item to locate error if difference is found, and

makes corrections or advises appropriate personnel of need for correction.
Enters identifying codes on remittance advices, referring to code book if neces-
sary. Scans advices and attachments for completeness and searches files or
contacts appropriate personnelto obtain missing data, such as invoice numbers.
Lists reversing entries for subsequent computerization to clear small items,
such as time discounts not taken by customer because of expiration of discount
period. Records date, identifying codes, and totals on cover sheet, sub-
tracts adjustments from total or vice versa, and enters adjusted total to
provide control for use of company accounting personnel. Assembles papers
for posting to computer.

(60%)
2. Posts cash-receipts data to computer: Arranges remittanceadvice batches
and related papers on desk alongside 2260 Disolay Stntion for coavenience in
processing, Switches on display station. Ty= identifying code of

initialisation Criteeia index and presses "enter" key to cause index to appear
on Cathode Hav Tube. Selects index number for type of batch being processed,
such as "dollar receipts" or "sterling receipts." Types index number and
depresses key to cause corresponding Screen to appear. Depresses keys and/
or bars to move Cursor to starting position onscreen. Transcribes (types)
batch total from adding-machine tape to screen. Moves cursor to specified
line and enters amount and identifying number of first remittance advice.
Moves to next line, enters next remittance, and repeats procedure until all
lines are used. Depresses key to replace completed screen with blank screen
showing electronically computed sub-total at top. Repeats procedure until all
remittance have been entered. Back-spaces and re -types as necessary to correct
erroneous entry. Enters date and initials upon completion of final screen
and depresses key to effect computation and screening of remittanceentry
total. Observesscrcen for "Pack tbatcli7 does not balance" signal indicating
difference between tape total and entry total. Presses keys to display
completed screens one at a time if unbalance.is signalled and compares entries,
item by item, with remittance advices to locate error. Makes corrections as
necessary. Presses key to display Bookins Criteria index. Selects appropriate
criterion and presses hey to display corresponding screen. Enters (types)
date, initials, account number, and identifying codes. Observes screen for
error signals and makes corrections as necessary. Presses key to feed com-
pleted entries into computer for electronic data processing and recording.
Notifies designated co-worker of need for service when. system malfunctions.

(20%)

3. Identifies and lists over and short payments fer follow-up: Compares
amounts on remittance advice:: with computer printout of customer charges to
identify over and short payments. Prepares memos of over and short payments
and forwards copies to designated personnel in Controller's and Treasurer:;
Departments for action. Evters for reference on memos, from memory or by
consulting list, names of employees responsible for follow-up.

(10%)
4. Performs miscellaneous related clerical tasks: Answers phone inquiries
from Treasurer's Department regarding cash-receipts matters. Carries out
other special assignments as directed by Section Head.

(10%)
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17. General Comments

Re: Item 1 , Description of Taskn. Task fi2

This job, after a recent restructuring, represents the first step in

a technological revolution in eemputerized accounting. The chanenover

should give us a fairly good picture-of how ether bookkeeping jab:: in this
establichment -- and ultimately in much of industry as a whole -- will look
after the introduction of the CRT (cathode-ay tube) for direct input of
accounting data to the electronic computer. It is expected that about 90%

of the firm's accounting data trill be entered by this means.

Prior to the conversion, the SaiIOR ACCOMMI CLEIllc-CASH/RECEIVABLES
prepared, coded, checked and balanced detailed journalsof cash receipts for
transcrintion ley Kyptu Operaters to punched cande for computer input.
Today the paper-end-pencil journnlizing has been eliminated and the clerk
posts cash receipts directly from source documents to the computerized
ledger, utilizing the Car 2260 Display Station. The preparation of punched

cards as an intermediate step is no longer necessary.

The changeover was scheduled to take place in mid-Apnil 1972 but

technical difficulties with electronic equient and programming forced
postponneent. This particular job was finally converted in August. The

other bookkeepingrelated jobs in the Aviation-:.nrine Section will be con-
verted to direct input by about April 1, 1973 and those in the Cargo-
Trading-and-supply Section by -- it is expeeted -- year end. Meanwhile,

most bookkeepers in the two sections are getting in-service training on

the CRT.

The Systens Analyst-Accountant team which is guiding the develoyeent
of the new system explained to us the reasons for the changeover and its
probable effect on labo -market demand, job duties, hiring reauiromentc, and
accountingelrocedures. The purpose, they emphasized, is not to cut expenses.
Rather, it is to improve the timeliness and availability of data -- or, as
another Accountant expressed it, to expedite the retrieval of critical
accounting information. Thu CRT skips the keypunch step and thus offers
instant input. By giving direct access to the computer data bank via its
koybonrd it also cakes possible irritant retrieval. Once the entire account-
ing system is on lino with the CRT, even a company-wide balance sheet as of
one particular mcvocnt could conceivably be obtained by'runching the keys
of the dirploy station with instructions to the computer to print it' forth-

with. No mare need to wait till the end of the month fora printout. The

possibilities, moreover, would not be limited to standard computer-programed
reports. Thus a company official might want a breakout of selected data.
The Bookkeeper or Accountant could search out the information in the data
bank via the display-station keyboard and viewing screen Then, by pressing
a button, he could obtain a printout of the specified information in report
form.

Uhile all of this eliminates the need for such workers as Keypunch and
Comptometer Operators there will be little if any change in the demand for
Bookkeepers, according to the development team. As of now they see a saving
of no more than ten to fifteen percent on bookkeeping jobs. Farthermore,
newly evolving jobs in computer maintenance and programming should offset
the reduced need in the clerical field.

As for Bookkeeper training requirements, any changes in this area will
result from revieed accounting procedures dictated by the nor technology.
Accounting theory will not be affected -- double entry will still be the
basis of the system. Any changes will be in the mechanics and speed of in-
put and retrieval and in the takeover by the computer itself of routine
calculating, account-selection, and audit-checking tasks. Thus the operator
can routinely cater raw data through the CRT without necessarily knowing a
debit from a credit.
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However, background knowledge is a help, or even a near necessity, in
almost any occupation which involves a systematic process. A Calculating-
Machine 0i:crater could hardly multiply and divide on the calculator without
at least knowing elomentary-cohoo) aritic. Even a mechanized '2ookkeeper,
according to the team f,cuountant; should urvierstand toe...keeping theory and
practice. Beyond routine recording, the soF,histicated Use of the CRT to

search out data would call for some theoretical knowledge.

In addition to boclsepinz training as such, a basic (not in-depth)
introduction to computers would ba helpful. Practical hands-on familiarity
with peripheral celaipment including the CRT would be valuable and night
well be incorporatcd in bookl;eeping courses. The Accountant and the Systems
Analyst COVIC:,1T in this.

In a conversation with the JU.alyst, the team Accountant and the Aviation/
Marine Snution Head (also an Accountant) mentioned that certain personal
traits will gain ipertance under the new system. One of these is temory,
which would reduce time-consuming dependenr2.e on such work aids as code
books.

Another valuable trait would be imagination, because cnT boo!:keoping
is not necensarily the cut-and-dried procejore it superficially al.pearl; to
be. in entering or retrieving data the oparator can bypass certain inter-
mediate steps to reach the appropriate data-storage area. Imaginative use
of availtle short cuts will increase efficiency.

It should be Lr. that business will not switch to CRT bookkeeping
overnight. While the C7T has been used for other purposes for a numb-.)r of

years, its utilisation in accounting is brand-new and willtake some developent.

So far as we know, only one other company -- a publisher -- has tried it,
and in a less innovative way. That establishment uses it simply as a machine
for posting from vouchers and previously prepared journals directly into the

computerized general ledger (See JLS #352-fj00-49-1). Other firms which are
computerizing for the first tine are using punched tape and cards, and con
template nothing tore advanced than optical scanning. And, of course, smaller
businesses will still find manual or machine bookkeeping more suitable to

their needs. The CHI. revolution will be a slow one and probably limited at

first to very large operations.
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Gentlemen:

This university needs your cooperation in providing New York City em-
ployers with better trained personnel in the fields of recordkeeping,
bookkeeping and accounting. We are working in cooperation with the New
York State Departments of Commerce and Labor, and your firm turned up
as a member of a random sample of all New York City employers. YoUr
cooperation with us will take only a few minutes of your time and will
contribute in the long run to filling your personnel needs.

Here's the story. Technological developments have influenced the work
of bookkeepers. But in many instances high school instruction has not
kept up with these developments. It needs to be updated to bring it
into closer accord with what today's bookkeepers actually do.

As a first step in modernizing bookkeeping instruction, The New York
State Department of Education asked The City University of New York to
determine the actual job activities of "entry-level" bookkeepers and
accounting clerks (not data processing personnel). Our interest is not
in the highly experienced full-charge or head bookkeeper who maintains
a full set of books, but in persons who have job titles like those on
the enclosed list: persons below the level of full-charge bookkeeper.

Here's how you can help. Please prepare a list, by name, of your entry-
level bookkeepers, as described above. We will phone you in a few days
and identify over the phone--using certain random procedures--a few of
the persons on your list. Then we will send you a questionnaire for
each of the persons selected, together with a return envelope and a
brief explanatory letter for each one. All we ask you to do is to give
the questionnaires and associated materials to the persons selected and
to urge them to cooperate with us.

The cover letter for the employee asks that person to complete the ques-
tionnaire on his own time. Upon receipt of each completed questionnaire
in the envelope provided, we will pay the person $3 for his time-- amount-
ing to about 20-30 minutes at most--more often about 10 minutes.

Participating firms and individuals will not be identified in any way
in our report. We are interested only in job activities, not in any
information that could be considered confidential.

Won't you please prepare a list of your bookkeeping employees. If you
have it in hand when we phone you within the next few days, we can in a
matter of minutes carry out the steps described above.

Sincerely yours

064.77.14A.r12

fs Leonard J. West
Professor and Project Director

Enc. Job title list

,Y

COVER LETTER TO LARGE EMPLOYERS
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Gentlemen:

This University needs your cooperation in a project designed to provide
New York City employers with better trained personnel in the fields of
recordkeeping, bookkeeping and accounting. We are working with the New
York State Departments of Commerce and Labor, and your firm turned up
as a member of a random sample of all New York City employers. Your
cooperation with us will take only a moment of your time and will con-
tribute in the long run to filling your personnel needs.

Here's the story. Technological developments have influenced the work
of bookkeepers. But in many instances high school instruction has not
kept up with these developments. It needs to be updated to bring i.t
into closer accord with what today's bookkeepers actually do.

As a first step in modernizing bookkeeping instruction, the New York
State Department of Education asked The City University of New York to
determine the actual job activities of entry-level bookkeepers and ac-
counting clerks and of the person in the small firm whose duties in-
clude, but are not necessarily confined to, bookkeeping.

Here's how you can help. Just ask your employee whose duties include
bookkeeping to complete the questionnaire on his own time. If there
is more than one such person, give it to the less experienced employee,
together with the enclosed cover letter addressed "Dear Bookkeeper" and
the return envelope. As stated in that cover letter, upon receipt of
a completed questionnaire, we will pay the person $3 for his or her time.

Participating firms and individuals will not be identified in any way
in our report. We are interested only in job activities, not in any
information that could be considered confidential.

Please give your bookkeeping employee the questionnaire and cover let-
ter inside the return envelope and urge that person to complete the
questionnaire promptly and return it to us. Should you or your book-
keeping employee have any questions, phone me at 239-7430.

Sincerely yours

fs Leonard J. West

Encs. 3
Professor and Project Director

Questionnaire
Cover ltr. for bookkeeper
Return envelope

COVER LETTER TO SMALL EMPLOYERS
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TYPICAL ENTRY-LEVEL RECORDKEEPING/BOOKKEEPING JOB TITLES

General Titles

ACCOUNT CLASSIFICATION CLERK

ACCOUNTING CLERK
Accounts payable clerk
Accounts receivable clerk
Advance payment clerk
Cash posting clerk

AUDIT CLERK

BALANCE CLERK

BANK RECONCILIATION CLERK

BILLING CLERK
Bill of lading clerk
Invoice clerk

BOOKKEEPING MACHINE OPERATOR

COST CLERK
Auto cost record clerk
Labor classification clerk
Operating cost clerk

CLASSIFICATION CONTROL CLERK

GENERAL LEDGER BOOKKEEPER

INSURANCE CLERK

PAYROLL CLERK

POSTING CLERK
Cash journal clerk
Journal clerk
Order ledger clerk
Posting clerk, stock record
Sales distribution clerk
Sales entry clerk

Additional Specialized Titles]

BANKING
Accounting clerk, payroll
Accounting clerk, trust
Christmas Club bookkeeper
City cash collection clerk
Commodity loan clerk
Discount bookkeeper
Interest accrual bookkeeper
Investment bonds bookkeeper
Reconcilement clerk
Safe deposit box bookkeeper
Savings bookkeeper
Trust bookkeeper
Trust investment clerk

HOTEL and RESTAURANT
Night auditor
Sales distribution clerk

INSURANCE
Abstract examination clerk
Bank ledger clerk
Commission auditor
Dividend deposit voucher quoter
FHA loan auditor
Medical voucher clerk
Mortgage loan computation clerk
Real estate expense posting clerk
Remittance auditor
Rent and miscellaneous remittance clerk
Revolving fund clerk

LIGHT, HEAT and POWER
Account information clerk
Billing control clerk
Bill recapitulation clerk
Chart calculator
Construction ledger clerk
Cost estimating clerk
Distribution accounting clerk
Fixed capital clerk
Tax record clerk

PRINTING, PUBLISHING and COMMUNICATIONS
Circulation bookkeeper
Classified advertising bookkeeper
Toll billing clerk

TRANSPORTATION
Branch agencies order clerk

WHOLESALE and RETAIL TRADE
Mail order biller

ENCLOSURE TO LARGE-FIRM COVER LETTER
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Dear Bookkeeper:

This University is trying to improve the training of book-
keepers. To do so, we need to determine what today's book-
keepers actually do.

You can help us by telling us what you do on your job. For
that purpose we have enclosed a questionnaire and a return
envelope. The questionnaire takes about 20-30 minutes to
complete. When we receive your completed questionnailt, we
will pay you $3 for the time you have spent.

You will notice that the descriptions of job activities that
begin on the second page of the questionnaire are grouped in-
to separate sections, under separate headings. Even though
the heading might not seem to apply to you, it is especially
important that you do not skip any section. Answer every
question in every section. Only check marks are required.
When you finish the questionnaire go over it again to make
certain that you have not omitted any question (except, per-
haps, for Nos. 21-23 on page 1).

The names of individuals gra-firms who cooperate with us
will not be mentioned in our report. We are interested only
in job activities, not in any information that could be con-
sidered confidential.

Thank you in advance for your assistance. We look forward
to receiving your completed questionnaire within the next
few days.

Sincerely yours

:e4)k
fs Leonard J. West

Professor and Project Director
Encs. 2

Questionnaire
Return envelope

EXPLANATORY LETTER TO BOOKKEEPING EMPLOYEE



Check OA what applies to you 1

Pi41115111 return this Institute for Research and Development In Occupational Education
questionnaire to: The City University of New York, 1411 Broadway. New York, NY 10018

(Phone: 239-7430)

SURVEY OF BOOKKEEPING AND ACCOUNTING JOB ACTIVITIES

Your name
(Piaui print) (Last) (First)

Firm name
and address

(Street address) (City) (Zip coda)

DIRECTIONS. As Indicated, please check or circle or print your answers.

EDUCATION

3. High school graduate or equivalency diploma? Yes _ No _

4, If so, when?
(Year)

5. In high school did you study sck one of the six blanks below):

No recordkeeping or bookkeeping

Only recordkeeping 1 yr. 2 yre.

Only bookkeeping or accounting 1 yr. 2 yre. _ 3 yrs._
6. How many years did you attend (circle one at each level:.

Private business school

Jr; or community collage

Senior college

o /4 1 114 2

14 1 111 2

O 14 1 1% 2 3 4 5+

7, Did you earn a junior college certificate or degree? Yes _ No

a. Did you earn a senior college diploma? Yes _ Na

9. How many post-high school bopkkeeoing or ac-
counting courses have you taken (circle one): 0 1 2 3 4 6+

PRESENT EMPLOYMENT
10. Whet Is your present job title? (Examples: accounting clerk, accounts

payable bookkeeper, accounts receivable bookkeeper, balance clerk,
bookkeeping machine operator, payroll clerk, posting clerk, figures
clerk, assistant bookkeeper. book:keeper)

Your title

11. How long have you worked for your present employer? Yrs._ Mos.

12. How long have you worked at your present
duties for your present employer? Yrs. Moe.

13. In your opinion could you have learned (or did you learn) to perform
your present duties in the general field of recordkeeping /bookkeeping/
accounting without previous school training?

Entirety Mostly Pertly _ No

14. For your present duties in the field of recordkeeping/bookkeeping/
accounting, did your employer require you to have:

a. Previous school training in the field? Yes No

b. Previous job experience in the field? Yes No

15. What percentage of your pr 'sent job duties Is 25% 50%
directly in recordkeepingibuokkeeping/accounting? 75% 90%4.

16. In your firm how good are the promotional opportunities In recordkeep
Ingi000k keeping/accounting?

Good Fair_Poor_Don't know_
17. What Is the title of the next higher position above yours?

-231-

Today's date
(Initial) (Mo. /Day /Year)

Office Phone No. 1. Age: 16.24_. 25+.

2. Sex' M F

18. Have you been promoted since beginning
work for-your present employer? Yes No

19. If so, what was your Job title Just before your present one?

20. Circle the number that most closely represents what pro-
motion depends on in your firm. 1 mostly formal school
training, 2 mostly job experience and performance, 3
school training and job experience about equally.

If your present Job is your first job, omit
Questions 21.23 and continue with No. 24.

PREVIOUS EMPLOYMENT

21. On your first job in the field of recordkeepIng/bookkiePintli
accounting.

1

2

3

a. What was your job title?

b. How long did you hold that job? yre. Mos. ____

c. Dld your employer require
previous school training? Yes _ No

d. In your opinion could you have learned (or did you learn) to
perform your duties without previous school training?

Entirely Mostly Partly

22. Whet was your last job title for your previous employerthe
one just before your present one?

23. g_nty In the bookkeeping fieldnot counting other jobs:

e. For how many different employers have you
an.rked (including your present job)?

b. What is the total amount of your employ-
ment in the bookkeeping field for all em. Yrs. _ Mos. _
plovers?

e. In your opinion could you have learned (or did you team) to
perform your bookkeeping duties without previous school
training?

Entirely Mostly Pertly No

PRESENT JOB DUTIES

Use of Business Machines

24. In typical work week about him many hours do you spend at
typewriter (circle one):

0 1 2 3 4 5 6 7 8 9 10 11.15 16+

25, If you do type, whet sorts of things do you type? (Write in the
short blank alongside each item, the number of hours per weak
you typically spend at typing that kind of item.)

Letters or memos

Statistics, tables

Reports

Filling In standard forms or business
papers (invoices purchase orders.
tax or payroll forms, checks etc

Other

Do not
write
in this

column



Sates or Services Rendered

You're doing fine! Keep up the good work.
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2e. Noma other machines you use on your lob AND, In the short
blink alongside each, writs the NUMBER OF HOURS youwend at that machine Ina typical week. (Examples addingmachine. comprometer, calculator, billing machine, book-
keeping machine, duplicator, check writer, cash register)

27. Does your employer use electronic data processing equipment orikarvIces (Punch cards and/or computer equipment) to generatebookkeeping end accounting records?
Yes- ___ No

28. If your answer to Question 27 Is yes, please check the
below to which electronic data pr-Waseing applies. (if you arenot sure, ask your supervisor.1

Payroll Accounts payable

Sates Accounts receivable

Purchases inventory records

Other (describe)

Job Overview

29. Circle the number that most closely represents the percentageOf time In a typical week you spend in making calculations -both manually and by machine (adding totals, subtracting efts-
Counts, computing percentages, checking arithmetic, and so on),

0 10 20 30 40 50 80 70 80 90+

30. Circle the number that most closely represents the percentageof time in a typical week you spend in routine clerrciTs
or transcribing of information from one record to souther,not counting permanent financial records.

0 10 20 30 40 50 80 70 80 90+

31. In general, do you have final responsibility for your work, or is it
usually checked or verified by someone else?

Mostly, I have final Mostly, my work is
responsibility checked by someone else_

32. What Is the lob title of your immediate superior?

33. Show which of the following JOURNALS YOu use on your job by
circling the number of money columns in ENV Journal. -1 you donot ir.ierh. journal, circle the X.

General X 1 2 3 4 5 6 7 8 9 10 11+

Sates X 1 2 3 4 5 8 7 8 9 10 11+

Purchases X 2 3 4 5 6 7 a 9 10 11+

Cash receipts X 2 3 4 5 8 7 8 9 10 11+

Cash payments X 1 2 3 4 5 6 7 8 9 10 11+

Combination
cash receipts
and payments

X 1 2 3 4 5 6 7 8 9 10 it+

34. Do you post to the GENERAL LEDGER? Yes No

35. Do you post to one or more
SUBSIDIARY LEDG1,RS? Yes - No

36. If so, to which subsidiary ledgers? Name them.

DETAILS Of PRESENT JOB ACTIVITIES

INSTRUCTIONS. For each Job activity, chock In the PERFORM column eitherYes or No to Indicate If you perform that duty on your present lob. THEN -
If your answer Is Yes. chock In the LEARN column to show where you learnedto perform that earl:inv. Check either the Sch (School) or the Job column-orcheck In both columns if both apply,

IA)

1. Do you decide or help to decide to whom creditshould be extended?

2. Do you keep records of merchandise stock numberssold or types of services rendered?

3. Do you Iles -by salesman, week, territory, or type
Of service-customers, subscribers, ur paCents?

4. Do you prepare urea invoices or bins for services?
6. Do you prepare credit memos?

6. Do you keep records of sales taxes charged?

7. Do you calculate for recording on sales Invoices or
bills: extensions, discounts, allowances, deductibles,
taxes or freight charges?

8. Do you list or total sales invoices, bills or creditmemos?

9. Do you make entries In a sales journal or a Journal
for services rendered?

10. Do you make entries in a sales returns and allowancesJournal?

11. Do you record C.O.D. sales in a journal?
12. Do you calculate salesmen's commissionsor expenses?

18) Cash Receipts

13. Do you calculate discounts, allowances or partial
payments before incoming checks are recorded?

14. Do you calculate payments or partial payments re-
ceived as grants or budgetary allocations?

15. Do you enter Incoming checks in cash receipts
Journal?

M. Do you record bank deposits in a cash receipts
Journal?

17. Do you start each month's cash receipts Journal witha cash balance from the previous month?

18. Do you total ;:ash receipts records, registers or
loupe's?

19. Do you make journal entries for cash received on
Installment sales?

20. Do you use a cash register?

21. Do you tour, cash received or prove correctness of
cash on hand with totals in a cash register?

22. Do you keep records of sates swot sottecsepj

23. Do you collect cash from two or more registers andrecord the totals?

24. Do you keep records of expenses, purchases or draw-
ing paid for by coins and PHIS taken from daily receipts?

25. Do you make entries for discounting notes payable?

(CI! Accounts Receivable I

26. Do you record or POst invoices, bilis, or credit
memos to accounts of customers, subscribers, patients,
clients or grantors?

27. Do you post to accounts, checks or cash received?

28. Do you kny.oif or letter off entries in accounts?
29. Do you find balances in accounts?

30. Do You prepare statements of accounts?
31. Do you list or prepare schedules of end.ofmonth

balances of eccountsI

32. Do you age accounts receivable to identify how long
they are past duo?

33. Do you keep records of accounts written oil as bad
debts?



iPurchases o SersIcer Fie mved I

Financial Statements]

(0)
34. Do you prepare purchase orders or requisitions?
36. Oo you compare merchandise or services received

with purchase invoices or bills received?
36. Do you code purchase invoices or bills received to

indicate the nature of the purchase or service?

37. Do you record purchase quantities on inventory,
stock, or open.to-buy records?

38. Do you compare the total of purchase invoices or ex
pens.) vouchers with amounts budgeted for them?

39. Do you prepare credit slips for returned purchases or
for errors on purchase invoices?

40. Do you calculate due date on purchase invoices,
vouchers or bills received?

41. Do you prepare vouchers for purchases or con.
treated services,

42. Do you enter purchases or hills for services in
purchases journal or jour,a1 for services received?

43. Do you make ent:..,s in a journal that has depart.
mental column headings?

44. Do you enter vouchers in a voucher register?
45. Do you make entries in a purchase ratiins journal?

(E) I Cash Disbursements

46. Do you prepare stubs and checks for cash disburse.
ments?

47. Do you code checks or stubs by function?
48. Do you enter issued checks in cash payments

journal?
49. Do you make entries in a check register that is part

of a voucher system?
50. Do you verify correctness of cash journals by corn.

paring balances in journals with balances in checkbook?
51. Do you make entries relating to operating expenses,

such as rent, telephone, electricity, etc?
52. Do you make entries for proprietor's personal

drawings?

53. Do you reconcile the bank statement balance with
the checkbook or cash journal balance?

54. Do you make entries for Lank charges and collection
charges?

55. Do you use a pegboard or other "onewr ite" system
for cash receipts or cash Payments?

56. Do you record entries in journals for collection or
payment of notes recei.able or payable?

(F) lAccounts Payable

57. Do you p,, purchase or return amounts In credi
tors or vendors accounts?

58. Do you post to creditors accounts the amounts of
cash paid to them?

59. Do you compare statements receivm, from creditors
with balances in their accounts?

60. Do you Iht or prepare schedules for and -of -month
balances in creditors' accounts?

(G) IMerchandise Records

61. Do you keep cost ocords for manufacturing de.
Partments?

62. Do you prepare Emerge shoo to subcontractors for
merchandise sent to them?

63. Do you keep records of merchandise and money re
calved from or due to subcontractors?

64. Do you prepare charge slips or credit slips for
merchandise shipped to or from branches or sub-
sidiaries?

66. Do you make journal entries for merchandise
shipped or received on consignment?

:M. Do you price or total merchandise for physical
Inventory?

67. Do you compare physical inventory count with
Inventory or stock records?

PERFORM LEARN

Yes No Sch Job Petty Cash

68. Do you prepare petty cash slips or vouchers?
69. Do you enter petty cash slips or vouchers in a petty

cash book or journal?
7 . Do you post directly from the petty cash journal

s the general ledger?

71. Are you responsible for maintaining the petty cash
Lox or drawer?

(I) I Payroll

72. Do you prepare time cards for employees?
7:a. Do you calculate time worked by employees?
74. Do you calculate gross earnings of employees?
75. Do yor calculate piecework earnings by employees?
76. Do you calculate payroll deductions for taxes, atc?
77. Do you enter payroll Information in a payroll book

or register?
78. Do you record payroll entries In a cash payments

journal?
79. Do you post directly from the payroll journal to

the general ledger?

80. Do you enter payroll information on individual
employees' earnings records?

81. Do you prepare forms for depositing at the bank of
employees and employer's payroll [mat?

82. Do you nick; journal entries for depositing employ.
er's and employees payroll taxes?

83. Do you torsi individual employees' earnings records
at the and of each quarter?

84. Do you prepare quarterly payroll tax reports for
federal, state or city governments?

85. Do you total employees' earnings records for the
year?

86. Do you prepare Information for employees' W2
forms?

(J)

87. Do you prepare sales or commercial rent tax returns?
88. Do you prepare trial balances?
89. Do you prepare work sheets for balance sheets or

Income statements?

90. Do you prepare balance sheets or income statements?
91. Do you prepare comparative balance sheets or corn`

paretive Income statements?
we. Ocr You prepare income--t-asx or franchim/tax returns

for your employer?
93. Do you use financial statement, as a basis for pre

paring current ratios, working capital or marchan
dising turnover?

95. Do you calculate the distribution of net Profits for
partnership?

(K) (General Ledger end General Journal

96. Do you keep records or accounts for mortgage in-
terest and principal?

97. Do you record entries In the general journal?
98. Do you record entries in the general journal for aP

propriations granted to your department or fund?
99. Do you make entries in the general journal for an

Pair:rated revenues for your department or fund?
100. Do you post from the general journal to the general

ledger?
101. Do you rem.; motes receivable or notes payable in

the general journal or other journals?
102. Do you record entries relating to Interest income

or interest expense?

IDon't give up now-you're almost finished! I
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Yes No
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Sch Job



IData Processing
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103. Do you reconcile accounts receivable or accounts
payable with general ledger accounts?

104. Do you record payroll entries in the general
journal?

105. Do you reconcile payroll records with general
ledger accounts?

106. Do you prepare adjusting entries for bad debts or
depreciation?

107. Do you make adjusting entries for accrued expends
(unpaid salaries, etc.)?

108. Do you prepare adjusting entries for deferred ex
penses (unexpired insurance, supplies on hand, etc.)?

109. Do you make adjusting entries for accrued or de.
toroth income?

110. Do you make correction entries in journals and
ledgers when mistakes are found?

111. Do you make entries for recovery of bad debts
previously written off?

112. Do you keep drawing and capital accounts for an
Individual proprietorship or partnership?

113. Do you make entries for earnings and dividends in
capital stock, retained warnings, and other capital
accounts?

114. Do you make entries to close income and expanse
accounts at the end of the fiscal year?

115. Do you make, if necessary, reversal entries in the
general journal?

(L)

116. Do you make calculations in connection with enter-
ing financial data on coding or input sheets for
data processing?

PURFORM

Yes No

LIAO.

Sch Job
117. Do you enter financial data on coding/Input forms

for data processing?
118. Do you compare data processing coding/input forms

with original bookkeeping and business papers?
119. Do you enter coding information on business papers

in preparation for data processing?
120. Do you compare or balance data processing print.

outs with original business papers?
121. Do you enter corrections on coding/Input forms for

data processing?
122. Do you enter inv. story information on coding forms?
123. Do you examine data processing records to verify

complaints?
124. Do you examine data processing records to find re-

quested information?
125. Do you prepare flow charts for data processing sys-

tems?

thi) Miscellaneous

1:6. Dc you keep a register of your organization's in-
surance policies?

127. Do you file claims for losses covered by insurance?
128. Do you calculate amounts of Interest income or In-

terest expense?

129. Do you record entries In notes receivable or notes
payable registers?

130. Do you kmp subsidiary ledger or other record for
plant, equipment or other fixed assets?

131. Do you keep subsidiary ledgers for individual grants
or appropriations?

132. Do you make entries in journals than differ from
their column headings (double posting. negative n
tries, etc.)?

Just two more questions below. please

PIMPORM

Yes No

1..ERN

Sch Job

Have we forgotten anything? Is there anything else you do in the
general field of recordkeeping/oc oick ems:rig/accounting that we have
not asked about? If so, please list those activities below. Assign
number to each, beginning with 133.

133.

FINALLY, wet are your ten major activities, the ones that make up most of
your work? Review the questions in Sections (Al through (M) to which you
answered yes, plus those you may have listed at the left (Question 133).
Than, enter In the blanks below the numbers of those activities. Write the
number of your most frequent activity in blank 1, the number of the next
most frequent activity In blank 2, and so on up to a maximum of ten.

1. 2 3. 4 5

6. 7 8 9 10

You have been most cooperative. MANY THANKS!
Check to see that you have left no quections unan-
nyered and return your completed questionnaire
In the return envelope that has been provided.


