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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 duties in relation to curriculum compo-
nents, carried out on a modest scile. Upon examination of earlier com-
parable investigations, however, it quickly became apparent that there ex-
isted the possibility of developing a set of procédures 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, applicabiiity. In recognition thereof, the inquiry was ex-
panded in scale and scope: a larger probabilitv 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 a.d on hiring prerequisites was a2t 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 Educatipn 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,

Py s/

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 h»ookkeepers. 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 frdm 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 bookkeép-
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 thcse with no school tiaining 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
TN RELATION TO THE HIGH SCHOOL BOOKKEEPING CURRTCULUM

The primary objective of occupational education in thie 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 ﬁor 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.l 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 earliy 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 histury measurable in scores of years. Occasicnal
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 led 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 advancément. 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 uﬂ 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 wo-
cational bookkeeping graduates of eight Pittsburgh high schools in 1969
(1970), found that of the 8% 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 ertry 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
inveétigation sought to remedy. In the Lanham study interviewees uppear 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-
sorted; 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 Washingtcn (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" (20%) 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 Washirgton does
not represent the concentrations of office workers in large businesses in
metropolitan areas. The entire State contains only 11 employers of more than
300 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 employment.)

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 purpuzied
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. 1In 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 and
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 of 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 Fmployment. 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

2The curriculum in data processing that is offered in snme 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 empleyers. 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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employnent is heavily a big-city, big-firm phenomenon.

Cook znd 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. 1In corroboration of that finding (and
as a preview of present findings), only one-forrth (24.2%) 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 SMaAs (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: 1in the nation, 17.47; in all nommetropolitan areas,
12.8%; in all metropolitan areas, 19.97; in the 20 largest SMSAs, 21.47% (23.47%
in the central cities of these SMSAs and 19.97 in the suburban rings). One-
third (33.0%) of all the clerical workers in the 20 largest central ci*ies
are employed in New York City, which employs 6.3% 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

4 reveal that New York

Planning of the New York State Department of Education
City contained in 1970: 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 Stute's population (U.S. Department of Commerce, 1971) and,

by inference, a comparably dominating proportion of the State's clerical

Among a sample of 727 employers, all who employed 0-9 persons who did
not respond to our questionnaire (but to whomour 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 cf 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 bockkeeping job
and, second, that although the high schcol graduate with schoel training in
bookkeeping is not expected to be offered at the outset a position involving
higher-level activities (e.g., preparation of firnancial 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
frem 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:

1}

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, ir part, a philosophical--and therefore not a research-

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

I1f, 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 intc agreement), the issue becomes a manageable one.

For the presumed mudest 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 8chool 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

O
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in order, The questionnaire contains a section on uata 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 computerizaticn goes beyond
mere clerical tasks and involves intermediate records unlike those of manual
bookkeeping systems. 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 Ffindings or results of this inquiry.

The five major -questions listed above are judged to capture the kinds of
information that can provide a sufficiently 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, questionnmaire 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 Procedures

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). 1Its 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

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

5Formulatedbythe 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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ally 1-1328 and organized into lettered subsections corresponding to areas
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 wnet 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
ques tionnaire responses--but the intent of the LEARN columms 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 1T Syllabus" (1970)

and the the New York City syllabus in "Recordkeeping for Wigh Schools" (1970).
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 schoo!l 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.? 1n short: (1) Is what is in the question-

There are actually 131 items. TItem 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.

ITextbook examination was done by Mr. Aaron Toder. The books examined
were the latest cnes 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 publish-
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.

10 2nd enrollment figures show that

In thal connection, both textbook sales
one year of bookkeeping instruction predominates in the public secondary
schrols, but that the New York City schools have enrolled much lavcger 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 l-year courses (Wrigh*, 1965; Gertler and Barker, 1972); whereas
75 percent of New York City enrollment has been for l=yaar programs.12 In
short, the national ratio of 1- to 2-year enrollment has been 9 to l; 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 l-year
curriculum has been extended over a somewhat longer period. Second-year
instructicn does include deeper treatment of selected topics, but on a more
modest scale than had prevailed in second-year instructicn 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). A1l but 1% items were covered in at least one of the eight books, |3
and more than half the items were covered in 4-8 of the books, as follows:

3 4 5 6 7 8
1 13 16 16 13 15 3 (Total = 12D

No. of books 0 1

2
No. of items 12 12 2

OIn personal communications (February 1973) to Mr. Norman Elliott from
the two largest publishars of high school bookkeeping texts, the ratio of
sales of l-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.

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

12Data supplied 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 tcxtbooks
that is not in the questionnaire?), tallying of the contents of the Freéman,
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 noncoenceptual matter:
as visual files, edge notched cards, stfip 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-bock and l-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—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 conceptual 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. Activities 116-124 record, instead, the consul-
tants' judgments of clerical data processing activities likely to involve book-
keaping 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 invoices, biils, 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. TFor 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 journmals 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 te a ledger account or jeurnal
page and might or might not require conceptual understanding of posting and
journalizing. 1In any event, the mode of correcting these on-the-surface in-
consistencies and reliably intevpreting the respondents' job activities is

described later (p. 17)

Sampling of Employers 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 sample15 was drawn from-the population (as of spring 1971)
oifall 197,565 New York City nongovernmental employers and, among them, their
bookkeeping employeces. 1In the three small upstate cities, samples were drawm
from the yellow pages of the local phone books. Completed questiomnnaires
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). Coopecration was received from 46.1 percent of the sample employers

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

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

L3 nrobability sample is one in which every element in the population
has a known probability of being selected. 1In 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 wac 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, bhased upon population in-
formation supplied by Mr. Peter A. Ansell, Director of the Pureau of Business
Research of the New York State Departwment 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 Following 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 aﬁd its accompaniments, The larger firms (Sizes C-F, 10-1,000+
emplcyees) 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 questiomnaires,
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 sprihg and fall 1972
mailings to different samples of employers drawn from the same population
of all 197,565 New York City nongovermmental 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 persomnel (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 interndl 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 employeaes 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 pertiment 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 mecessity 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 whio viewed their
prime mission as protecting their bosses from strange callers. Amony 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 alsc 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. 1In 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.?7 Many suchrespondents, by the way, had earlier held responsi~-
ble positions under manual accounting systems but, upon computerization, no
longer required knéwledge 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." 1In 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

gent 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 questiom-
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 B
"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 difective 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 l; 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/

bookkezper, 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 Coding?

General Speciall Ceneral| Subsidiary| State- | Adjust-
Level | Other
Journal Journalsl Ladger Ledgers ments ments
12 3+{;1-2 34| 1| 2+ | tBlother| 1-2| 3
1
1 X QR X
T
2 X OR x and p.d
3a X X x
3b X x
3c X x X
3d X X
3e X x
3f X Payrol!l
Jg i X X
3h X -j Payroll
3i X Payroll
3] #47 X X
3k | X X
4a X ; : ? b x x x
4b X : X 3 lx
- + —
be X P : l x Xi | x
————— — T
4d " : i X X ix
. A f ; A —— i
5 At least 2 years post high school education, including at least two
post high school accounting courses, plus Yes checks in Statements
section

“Cenl. Journal items: 33(1), 65, 97, 98, 99, 100, 101, 104, 111, 113, 114

Spec. Journal items: 33(2-6), 9, 10, 11, 15, 16, 17, 18, 19, 25, 42, 44,
45, 48, 49, 51, 52, 54, 56, 69, 77, 78, 82, 102

Genl. Ledger items: 34, 70, 79, 100, 105, 112

Subsid. Ledger items: 35, 26, 27, 28, 57, 58, 130, 131

Statements: 88, 89, 90, 91

Adjustments: 106, 107, 108, 109, 110, 115
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To jillustrate 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 éntries. -An Accounting Clerk (ﬁow 2) must make General Journal en-
tries or be involved with 'l 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 shoyn 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 questionnairé). The
primary job coding basis was job activities, regardless of seif-assigned job
title (Question 10). Tor 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 he-had 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
1eve1 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 Gccupational 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, also 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 emplcy-
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 inconsisteri-
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 bock-
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 job descriptions are the raw materials which form the basis
for the definitions (job descriptions) that later appear in the Dictionary

of Qccupational 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.
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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

ITL Substantialconceptual
knowledge required

Simple balancingto prove
one setof 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.

Transeribing (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 juag-
ment of nature or cate-
gory of tramsaction
(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.

(Table 2

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, flow of data, etc,

continued on the next page.)



Table 2 (continued)

I. Little or no concep- J}II. Limited or moderate |II1. Substantial concep-

tual knowledge conceptual knowl- tual knowladge re-
required edge required quired
Maintaining running in- Recording depreciation
ventory requiring understanding

of the principle. Main-
taining eauipment accts.

Preparing simple recapit- | Preparing complex sum-
ulations and summaries. 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-1 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 questfﬁﬁhaire 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. 1In 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 tranéformed into the same 6-level
code applied to questionnaire respondents, are shown in Table 72, pp. 131~134,
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RESULTS AND DISCUSS1ON: L. QUESTIONNAIRE FINDINGS

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 Depariment occupational analysts. Con-
cerning the Upstate data, in many instances there were too few percons 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)

Age
Sex New York City Upstate
24 25+ All -24 25+ All
male 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 1l and 4.9 to 1.

Age information was solicited in categories as gross as 18-24 and 25+ in
3ﬁticipation 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 !8 to be tb~ 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

New York City Upstate'

Graduation |Median -

Year fee N % (;ZEB é%) N % (étjg éb)
Pre 1930 60+ 312 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 i6.7
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

%0nc 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 Seclected Percentiles
Of High School Graduation Year

New York City Upstate

Tile Graduation Graduation

Age

Year Year
12% 57 1933 60 1930
37% 44 1946 45 1945
50 37 1953 40 1950
62k 30 1960 34 1956
87% 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 ablé 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 emp loyers 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 gréduated 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 School Training in Boolkkeeping/Accounting Total
"of Work
Experience None HS Only HS+ Post HS Post HS Only Cum.
(N=166) (N=196) (N=118) (N=117) N % %
Less than 1.5 1.8. 1.0 1.0 32 5.4 5.4
1 yr.
1 yr. 4.2 2.5 .8 1.5 54 9.0 14.4
2 yrs. 3.0 1.3 2.3 2.0 52 8.7 23.1
3-4 yrs. 4.4 2.7 2.3 2.5 71 11.9 35.0
5-9 yrs. 3.7 5.5 3.8 4.7 106 17.8 52.8
10-19 yrs. 6.0 12.1 4.5 4.4 161 27.0 79.8
20-29 yrs. 3.5 4.5 3.4 3.0 86 14.4 94.2
30+ yrs. 1.5 2.3 1.5 .5 35 5.9 100.1
Total 27.8 32.8 19.8 19.6 597 100.1

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 9% years. As thus far characterized, the typical NYC
respondent was, in 1972, a 37-year-old female with 9% 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 School Training in Bookkeeping/Accounting Total

E}fpfefioerri‘ce ‘None  HS Only HS+Post HS Post HS Only ~ cum.
(N =17) (N=25) (N =5) (N=4) N A A

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 diffevences 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 scheool 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 tiaining 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 capablie 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
showm. Less interest .in 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 (82.2%) 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 N %
Record- . b c
keeping Bookkeeping Change
1962 29.9 70.0 42,425
1965 35.4 64.6 39,370 - 7.2
1968 32.7 67.3 37,986 - 3.5
1971 37.8 £2.2 31,334 -17.5
ALL & 33.7 66.3 151,115 -26.1¢
years
N 50,902 100,213

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

#Includes Recordkeeping 1, 2, and 3 plus (in 1971) Co-
operative Bookkeeping/Recordkeeping.

bIncludes Bookkeeping 1, 2, 3, Accelerated Bookkeeping,
College Bookkeeping, plus (in 1971) Exploratory Bookkeep-
ing, Pre-Technical Accounting, and Miscellaneous Account-
ing.

c 3 cerig
From previous year listed.

d1971 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 markéd:
47.8 percent of all enrollments wére in Recordkeeping, 52.2 percent in Book-
keeping.

With citywide enrollment data as a background for assessing the involve-
ment of Recordkeeping and of Bookkceping 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 New York City Upstate
HS Training N ° N 9
None 283 47.4 23 40.4
Recordkeeping
1 year 18 3.0 3 5.3
2 vears 6 1.0 4.0
Bookkeeping
1 year 90 15.1 12 21.1
2 years 104 17.4 17 29.8
3 years 96 16.1 48.6 2 3.5 54.4
No response 0 2
Total 597 100.0 | 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 tle 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 Nz 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 ﬁew 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. Therein, "Bk/Ac' stands for book-

keeping or accounting (courses).

Table 10

Post-High School Education and Bk/Ac Courses of Respondents

New York City Upstate
Status
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 Bookkeegipg/Accounting. 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®

No Post-HS | Some Post-HS Total
High School Bk /Ac Bk /Ac
Background
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
1

*“Row 1 shows, for example, that of 283 respondents
without high school training, 117 undertook later train-
ing, 166 did not. 1In 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

18Elicited 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 (Quecstion 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 Total
High School Bk /Ac Bk /Ac ota
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 1.71 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 0% Job-Relevant Training

NYC Upstate
Training —_—

N % 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 & each took Bk/Ac courses only after high school
or in addition to high school téaining. 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, p. 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 4+ JC 4 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 o Median No. of
None 1- 54+ N (of%SQS) Bk/Ac Courses
Business school 51 56 107 31.0 1
Junior college 18 18 36 10.4 2-3
Senior college = 56 93 149 43.2
BS + JC 5 10 15 4.3 4
BS + SC 4 17 21 6.1 2
JC + SC 2 11 3.2 5+
BS + JC + SC _0 6 6 1.7 3-4
Subtotal 136 209 345 99.9 2
Elsewhere 26
No Post HS . 276
Education -
Total 597

%These 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 persoﬁs 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 entry~level, 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 64 50 19 26 50 209

Percent 30.6 23.9 9.1 12.4 23.9 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 Ccllege Attendance and Graduation Rates

Attended Percent Graduated

School Level
N % of 597 0f 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 %5 to 2, %5 to 2, and %5 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. 1If 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 educarion: The typical NYC respondeunt is as
likely as not to have had some job-re¢livvant high school training (Table 9)--
followed, in 5 instances out of 8, by scme 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). TFinally, the variety (and combina-
tions) of school levels shown in Table 14 attest to the availability of
post-high cnool 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 New York City Upstate
and Age N 9 N Y
Previously employed
18-24 57 9.5 3 5.1
25+ 342 57.3 32 54.2
Subtotal 399 66.8 35 59.3
Not previously employed
18-24 75 12.6 7 11.9
25+ 123 20.6 17 28.8
Subtotal 198 33.2 24 40.7
Total 597 100.0 59 100.0
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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

New York City Upstate
Tenure

N %  Cum. % N %  Cum. %
To 6 mos. 58 9.7 9.7 9 16.4 l6.4
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, 7% 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 Y 4
Tocal 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 @ 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 33.2% 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 Perceniages)

Number of Different Employers
Total

1 2 3 4 5 6 7+

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 trmo 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
tities, 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 occufred 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

. Up- . Up-
Title (by Level) NYC state Title (by Level) NYC state

Level 1 (Clerk or Machine Level 2 (Accounting Clerk)
Gperator) Payroll clerk 18 1
General clerk 27 0 A/R clerk 14 0
Billing clerk 14 0 General clerk 12 0
Bkpg. ‘-machine opr. 2 0 Receipts & disburs. clerk 11 1
DP (Data Proc.) Gen'l. 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)

0 : . . . . .
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 sgzte Title (by Level) NYC siz;e
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, acct, 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 3 0
Payroll & disbursements 2 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. (50%)° 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 bookkeeping--in 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, A/R 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. A/R 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).

Perhaps the most striking--but not sur}rising--feature of Table 20 is
the relative incidence of "mixed" positions (5.5% of the NYC respondents,
but 28.8% 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.

Surmary 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

NYC Upstate

Level Description —_— —_—
N % N %

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 21 are of uncertain reliability at the higher job lev-
els. 1In particular, both for NYC and Upstate, it is wvirtually 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 1, 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.0.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 boéks.
For that veason, it is probdble 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 fespondeﬁts 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

ERIC
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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-
ees, carried out by trained Labor Department occupational analysts, revealed
substantial differences between the suppositions of school instruction and
dctusl 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 personmel structures and by the record-form designs in actual use in in-
dustry by bookkeeping persommel, 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: éome, 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 freguencies; 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

, . Job Levels

Sl:§00foilrm (Percent) Mean All Respondents

S, Level -,

Employees) 1-2 3-6 : N %
0-32 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

aResponsea 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
(sce pages 45-46), 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
than 10 employees, 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 privace 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




<48-

for larye proportions of all employees. The population frequencies supplied
1

av rhe Commerce Department are displayed in Table 23, together with the esti-

mated cumulative percentaye of employees, by size of firm.

Table 23

Distribution of All NYC Private Employers as of April 1971
And Estimated Percentage of Hmployees, by Firm Size

Cumulative %

Size of Firm Median No. No. of (Read Up)

Emgiéy;;s} of Employees Firms Cirme Bnployeesa
0-3 1% 112,903  100.0 100.0
4-9 6l 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” 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.

bTaking 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 pefcent 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.zz

21Use of the class-interval midpoint as a multiplier makes the employee
peicentages estimates, not exact figures. The percentages for firms, on the
sther hand, are exact,

ZZIf “"Government'" and other nonprivate employers were to be considered,
the percentage of total employment accounted for by large 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-fimm reqﬁirement is mainly for
pérsons 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. 1Indeed, 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 itraining 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 decemnial
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
eployment 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
jok-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 &ithout 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,‘Tajors 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 che 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+ 1-5+ 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 duv 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
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schooling status, shown in Table 26.

Table 26

Job-Level Distribution of NYC Respondents,
By School Background in Bookkeeping

School Background in Bookkeeping
All

Job HS + Post-HS Respondents

Level None HS Only Post-~HS Only )

N %

N % N % N % N %

1 40 6.7 44 7.4 20 3.4 14 2.3 118 19.8
2 35 5.9 42 7.0 30 5.0 12 2.0 119 19.9
3 60 10.0 74 12.4 27 4.5 38 6.4 199 33.3
4 25 4,2 36 6.0 26 4.4 25 4.2 112 18.8
5 5 .8 0 0.0 11 1.8 17 2.8 33 5.5
6 1 _.2 | _0 0.0 4 .7 {_11 1.8 _16 2.7
All 166 27.8 196 32.8 118 19.8 117 19.6 597 100.0

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,
of 1.13,

The Table-24 S.D.'s
1.35, and 1.42 reflect the increasing proportion of higher-level
job holders (Levels 4-6) as one moves (in Table 26) from

Post-HS" to "Post-HS Only,"

"None" through "HS +
Selection factors (i.e., native ability) no
doubt largely account for the greater incidence of higher-level positions
among ''None" than amorig ''HS Orly" respondents. Post-HS bookkeeping/account—
ing training is the major contribitor 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

18.7, 18.4, 34,7, and 45.3.
Fiadings such as these make apparent the role of post-high

the three higher levels, 4-6, are, respectively:

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
amony 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. 8), the findings on job responsibility call into question the sup-
position of those responsible for high school bookkeeping instruction; viz.,
that high school bookkeeping traininy 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. 1In 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 for 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 N % 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

Ali 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 (abdut 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 sre 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 ycars, 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 ditference 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-ievel positions.

Miscellaneous other findings are:

1. The job-level distribution (see Table 21, p. 44) shows more than three-
fourths of Upstate respondents at Levels 3 and 4 (Assistant Bookkecper and
Bookkeeper), with an overall mean of 3,47, 1In simple relation to the mean
job level for 597 NYC respondents of 2.78, it mipght 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 hieruarchy of job responsibilities of the targe employer. How-
ever, for the reasoas given on pages 45-46--and even more so becausec 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) held "mixed" positions--in
contrast to the 33 (5.5%) 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 sgiven 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 responderts.
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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 assoéiated 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 hipher 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
snall employers. 1In the event, it would appear that Upstate investigation
wi.s needless; for Upstate job levels parallel those for NYC employecs in
snall establishments. The mean job-level for Upstate respondents (3.47) is
identical to that shown in Table 22 (p. 47) for the 32 XYC employees in firms
with 0-3 employees. Pool the 24 NYC respondents in firms with 4-9 employ-
eces (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. Furthermmore, 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,

veograpl.y 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 £9 Upst.te respondents
plus the 56 small-firm NYC respondents of 3.43. To the extent that the maan
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 job

activities in the "assistant hookkeeper' range--as defined by the cri-
teria of Table 1 (p. 19).
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Summary Inferences from Job-Level Finding;, 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 employment“~~-is a more important determinant of job respon-

sibilities than the presence or absence of high school bookkeeping

trzining.

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. 19)--
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 lastc-mentioned inference is stronglysuppertad 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 courses.

231he questionnaire did not inquire into when post-high school education
was undertaken.



O

ERIC

Aruitoxt provided by Eic:

-6~

Promotion in Bookkeepiny Occupations

Questions 18 and 19 on page | 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 vou 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 charge '""to more advanced job duties" (the
quoted phrase was not, but shorld have been, included in the original word-
ing of Question 18)., Accordingly, the number who reported themselves as
havin been nromoted is nrobably somewhat overestimated,

Change in Job Duties Under Present Bmplover. 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 heginning work for your present employer."

Age. Dichotomized for age as under 24 and 25+, the promotion rates, re-
spectively, are 38.6% and 44.3%. 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).

Schoo! 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 ctand for 1 and 2 years of high school Recordkeeping in-
struction, while B-1, B~2, and B-3 represent 1, 2, and 3iyears of high school
Bookkeeping instruction,

Table 29

Promotion Rates Among NYC Respondents
With Various High School Backgrounds

N and 7, 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 Recordkecping enrol-
ees are too small in number to justify a confident inference, and the 10
who were promoted make up 41.7 percent of the 24 enrolees.

Number of Post-High School Job-Relevant Courses. Greater maturitv and

motivation necessarily distinguish involvement in post-high school train-
ing from high school curricular choices, Furtherwore, 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 amonp Level-2 respondents) probably re-
flects the move trom clerk to the job level (Level 2, accounting clerk) rep-
resenting the highest-frequency staffing in large firms. In them, the num-
hbers of "accounting clerks' swvamp any other job category in the bookkeeping/
accountiny, 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,
11-99, 100-499, 500-999, and 1000+, tbhe 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-tevel
johs are more frequently avaitable in the larger firms. Indeed, the reverse
appears to be more likely. The very large firms are substantially repositor-
ies of "acomunting clerks'; the smaller ones tend to require a do-everything
assistant bookkeceper or hookkeeper. College-level accounting training ap-
pears to be 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 {rom within amonsy those at accounting clerk/bookkeeper levels. With
relatively few exceptions, without college training in accounting, job ex-

' lev-

perience and joh performance can take one no further than "bookkeeper'
cls, Of course, few would have supposed otherwise.

Type vl Job Duties Prior to Promotion., With very few exceptions, the job

titles supplied in response to Question 19 tended to be very general ones,
Althourh it was casy to identify job titles prior tu promotion that were
"Not otffice work"” or "Orfice work but not hookkceping,' discriminating irom

the reported prior job titles bookkeeping duties that were like vs. unlike

RIC
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present duties was often rather tenuous--so that the frequencies for those
two categories are of uncertain reliability. 1In any event, the findings are

displdyed in Table 30,
Table 30

Type of Job Duties Prior to Promotion with Present Employer

Type of Job Duties N 7
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 onecs 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-prombtion title with school background data.
No doubt some of those in the first two categories of Table 30 ('not office
work'; "ofrice 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 nccessary
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 Qhat promotion is
mostly based on in your firm (mostly formalvschool training, mostly jobh ex-
perience and performance, school training and job experience ahout equally).
Surprisingly, two of every seven respondents (28.37) gave a 'don't know" re-

sponse to promotiun 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 "Mon't Know'" rcspondents.

Table 31

Promotion Possibilities Among Fmployers of vVarious Sizes

Bmployees ean* pon' ¢ 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 = Fair and 1 = Poor). The
estimated possibilities for promotion tend to increase with size of firm;
but,of coursg 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 firmse-
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). 1In
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 relztion to "Fair' as
an absolute term--not to the outcomes relative f:0 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, 5.6%; job experience and performance 66.87; 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. TFor 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)

Ti:?zgig ?2:5i¥ ExEZ::lZce EEE:le 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 6.7 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 axperience.

The percentages for the three categories of judgments shown in Table 32
are in the approximate ratio of 1 to 12 to 5. Job experience/performance is
clearly the dominating basis for promotion--as 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. 1In 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 leveis 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
amon; NYC respondents arc: 2,71, 2.68, 2.75, 2.59, 2.28, 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 (Tahle 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 bool:keeping (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 be less than "Fair" (at 1.85 where 3 = good, 2‘= fair, 1 = poor), but im-
proving with jncrease 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 twelve gave major weight to job experience
and performance (Table 32). Schooling increases in importance with size
of (irm 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. & (p. 8), the inference from the findings on
promotion is this;:

Advaqgcment 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 least threc bookkeeping/accounting coursas.

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 proviies a basis for aévancc—
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, understandavly, give less weight
to schooling as a basis for promotion. Selection factors are probably oper-

. o msq s . . . . )
ative here: more academic abili‘y among nonbusiness majors in high school.2%

24IQ scores correlate variously with achievement in different school sub-
jects and are, by virtue of their correlations, at lcast 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 5,20% graduates of 33 high schools (mainly in Iowa), found the mean IQ of
business majors to be 6 poiints below that of other majors, with 7.9% of busi-
ness majors and 11.7/ 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 nf students whose records are examined.
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Judged Contribution of Schooling to Job Performance

Much of the information thus far nresented 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 o[ 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 cf 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 batter diet would
improve your health?'"--hardly permitting of any answer but 'Yes,' and thereby
failing to provide useful informetion on the question at issue. More exactly,
those in the 'None" tagégéfy for formal school training in bookkeeping, being
employed, have a basis for responding to the actual wording of the question,
whereas the rejectod 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 respcase 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 (¢) A1l Jobs--Without School Training

(In Percentages)

) NYC Upstate

Judgment Present First All Present First All
Job Job Jobs Job Job Jobs
Entirely 29.8 29.5  21.7 27.1  33.3 21.6
Mostly 24.0 22.8 24.0 27.1  22.2 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 1060.0 100.0 100.0 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%-56%) 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 schcoling. Sorting out the data in the three dimensiéns 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 wean, the greater the judged value of schooling. Occasional very
smallldifferenCvs in frequencies (Ns) between those of Table 34 and ecarlier
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 Perfoirm Their (a) Present Job, (b) First Job,
And (c¢) All Jobs--Without School Training v

[Weights: Entirely = 0, Mostly = 1, Partly = 2, No = 3]

. Present Job First Job A1l Jobs
Training Status” I — _
N pMean N Mean N Mecan
Only HS Rec. ) 18 1.11 12 1.08 12 1.25
Only HS Bk. 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 Bk. + Post US 111 1.86 83 1.87 83 2,17
Tota1 with trainin: 431 1.63 31¢€ 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 = Bookkceping.

The most strviking contrast in the data of Table 34, as one might antici-
pate, is the neglicible value civen to school training (means in the .60's)
by those without such training--in reiation 20 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 tz2el they have suffered little loss.
For '"present job," those with school training fall, on the average, a little
closer to "partly" than to "mostly" able to perform their ik without school
training (mean of 1.63). "First job" performance by those with school train-
ing is also judued éo 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 also 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 pout-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 N7C 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 Present Job First Job All Jobs
Post-HS _ :

Courses N Mean N Mean N Mean
1 77 1.49 59 1.41 59 1.7

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 towerd 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

shows the greater value attaciied 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); () 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 Present Job First Job All Jobs
Training Status N Mean N Mean N Mean
Recordkeeping, 1 year 3 1.00 2 .50 2 1.00
Booklkeeping, 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 2,90 1 2.00 1 2.00
Total with training 34 1.65 20 1.40 20 1.90
No high school training 23 . Th 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 i> 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 t.e means for 2d-year over lst-year
bookkeeping (1.88 vs., 1.42, 1.82 va. .83, 2.36 vs. 1.33) suggests clear
value for the second year ' 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 reépondents, those for NYGC 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 facébr could be lesser academic ability among
2-year than among l-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 engéged 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 inferenze 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"
are: et shown because little meaning could be attached to such information
in reiation to present job level. In accord with a number 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" ablé 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. 1In Table 37, therefore, job-level is confounded with
amount of work experience. 1Its data preclude unambiguous interpretation;
and it is unfortunate that the investigator didnot anticipate the interpre-
rive problem 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 educatorsr-
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.reser:
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

Job Level
Variable 1 2 3 4 5 6
Acctg. Asst. Jr. Sr. . %
Clerk Clerk  Bkkpr. Bkkpr. Acct. Acct. Mixed™ | Total

New York City

N 113 111 187 105 32 16 33 597

Mean 1.16 1.2v 1.33 1.47 1.53 2,38 1.39 1.35
Upstace ’ '

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 wmidpoint 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-
ers 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 Kequirements 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 (b) 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 2la, 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 Questi~n 2la. The resulting distribution of fi:st-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. 1In any
event, the distributions of first-job levels, of employers' requirements for
previnus school training among respondents at each level, andof median first-

job tenure are displayed, for New York City respondents, in Table 38.

Table 38

Bnployers' Requirements for Previous School Training on First Job,
By Level, and Median First-Job Tenu.e--Among NYC Respondents

Previous School-

First-Job Level ing Required Median Job

Tenure

Title N 7 N %
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 pevsons 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 detziled 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, avaraging 2 years. The in-
flation in self-assigned job titles (i.e., the tendency to use '"bookkeeper"
as a general catch-all for any job ac’ivities) 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 su 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 relaticn 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 percertages for experience than for schooling demon-

strate the greater importance of experience for employment in the field.
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Table 39

Employers' Requiremehts for Previous Schooling and Experience
For Present Job--By Present-Job Level

NYC "Yes' Percentage Upstate '"Yes' Percentage
Job Level N N
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 (and,in 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 more often re-
quired than schooling. Employers' requirements for previous schooling for
present employment range from one-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.

Surmary 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). 1In relation to assessment of high school curricula in recordkeeping and
bookkeeping, the inferences are inescapable that--

Experiencé 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 schonl 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 cf em-
ployers would usually be for reasons of better pay associafied 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 hic 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 promo&ion. 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 cf next higher position above the
current one, and (c) job title of immediate superior are presented next.

Job Title for Previous Hnployer. Among the many telephone conversations

with respondents to remedy omitted reSponseé and remove inconsistencies in
responces, there were scores of instances in which a switch of employers was
not f... 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" bookkaepers be-
came, in effec:, 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 coantrast 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 tltles (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 jobé 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
0ffice 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 Higher Position and Position of Immediate Superior (Ques. 17 and 32).

Both the variability in personnel titles among firms ard 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 purroses intended
by the questions. 1In all, some 75 different job titles were supplied by re-
sporfents. Condensed as best as possible into seven larger categories, these

are Jisplayed 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"

Percentage

Job Title Categor ’
gory Next Higher Position Immediate Superior

(N = 535) (N = 580)

Intermediate bookkeepera 12.1 2.1
Senior bookkeeperb 24,7 23.4
Office manager, supervisor (un- 20.4 S 24,1

specified) or department head

(nonaccounting)®
Accountant or auditerd 15,7 13.1
Company officer® 14.6 22.4
Manager, owner, president, part- 10.1 12.9

ner, boss
Other (not elsewhere classified)f 2.4 1.9

8among 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 supervigsor.

c . . . . .
Among 7 job titles, illustrative ones are: credit manager, plant su-
perintendent, traffic manager, office manager.

dAuditor, CPA, accountant (asst., junior, seniocr, staff, chief).

e .

E.g., comptroller, treasurer, vice-president,
fE.g.fmexecutive secretary, specialist, arministrative assistant, time-
keepers '

4
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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. Seccond, 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 "immediatc superior" (Question 32) rewveals the state of af-
fairs and the difficult of seccuring, 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.2?

Overview of Present Job Duties

Trecated in turn are: (1) percentage of total present-job duties directly
in recordkeeping/bookkeeping/accovnting, (2) use of the typewriter and other
business machines, (3) involveuaent in electronic data processing, (4) percent-
age of work vime devoted to making calculations (i.e., arithmefic), (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 Jacquelinc-of-

all-trades nature of small-firm employment largely characteristic of Upstate

25The 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 tehded 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)™

New York City Upstate
L2321 Percentage ' Percentage '
N Median N Median
25% |50% 175% |90+% 25% [|50% {75% |90+4%
1 118 4 22.9120,.3(20.3136.4 75% 5140.0}60.0| 0.0} 0.0 -
2 119 8.4122,7126.0142.9 75% 2 0.0] 0.0(50.0}50.0 -
3 199 6.0]12,1¢23.1}58.8 90+7% 20} 15.020.0{50.0{15.0 75%
4 112 3.6} 8.0420.5167.9 904% 26 3.8} 7.7130.8157.7 90+
5 33( 12.1] 6.1]18.2163.6 90+7, 4]125,0] 0.0(25.0(50.0 -—--
6 16 6.2118.8]12.5162.5 90+, _21_0.0150.0} 0.0}50.0 ~-~—-
All 597 9.7114.9]22.1153.3 90+, 59| 11.9(17.033.9(37.3 75%

*To illustrate the reading of the table: 22.9 percent of the 118 NYC em-
ployees at job-level 1 reported spending 25 percent of their time directly
at bookkeeping duties, Also, the typical level-l 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 (37.37%) 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 nonbookkeceping activities. That out~
come is in accord with common-sense expectations and has no particular sug-
gestiveness for high school instruction other than the desirabilityr 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 OQutlook 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. Amowng those who do type, median hours per week among NYC respondents
is 3; among Upstate respondents, 4%. Assuming a work week of 35 or 37% 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

New York City Upstate

Hours Cum. 7, Cum. %
per Week N % (of 263) N % (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

411 who type 363 60.8 48 1.4

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

Hours per Week

Job N Percent

Level Who Type Range Median Mean”
1 118 5€.8 0-16+ 1 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 mean and the median reflect all
respondents, including those who do not type;
and the mean conservatively takes 16 hours as
the midpoint 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 fof 4%-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 3-5% 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 earlfer 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 kinde of typing activi-
ties engaged in by bcokkeeping personnel--adequately 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
ir 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 16% 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

NYC Upstate
Hours ¢ . cum. % ] . Cum. %
(Read Up) (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

NYC Upstate
Machine —
N (% 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 4.0 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 employrers. 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 Whouse a cash register. Presumabiy, 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 employaes and three-
fourths of the NYC employees use one or two machines; the remainder, three

or more machines.



-88-~

Table 48

Number of Office Machines Other Than the Typewriter
Used by NYC and Upstate Respondents

Number of NYC Upstate
Different R —— -
Machines N % N %
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+ ) .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. Tindings 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 EDP Users
Firm Total N -
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 Labor 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

" EDP Users
Standard Industrial Classification N
N % of Total

Agriculture, Mining, Contract Construc- 15 3 20.0

tion (SIC 01-17) _

*Manufacturing (SIC 19-39) 121 71 58.7
Transportation (SIC 40-47) 37 29 78.4
Communication and electric, gas, and 29 26 8%.7

sanitary services (SIC 48-49) _

Wholesale and retail trade (SIC 50-59) 134 69 51.5
Banking, other credit agencies, secur- 57 48 84.2

ity and commodity brokers, dealers,
exchanges and services (SIC 60-62)

Insurance and real estate (SIC 63-67) . 54 38 70.4

Services (nonprofessional) SIC 70-79) 68 37 54.4

Services (medical and other health) 44 30 68.2
(SIC 80)

Services (Other: legal, educational, 38 25 65.8

ete,) (SIC 81-89) ‘
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, hospitais and major insurance carriers tend to be large establish-
ments. In any event, thc¢ large establishments are prominently the 'paper
work™ ones, the volume of whose recordmaking requirements have led such ex-
tablishments to computerize & 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 Acccunting "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 tc 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 EDY; 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 tne Establishments of NYC Respondents*

Number of 9 Cum. %
Aress (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 lilad computerized one accounting area.
As shown in the last columm, abcuat 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 thar - machine, Question 29
asked for the percentage of a typical work weel -tevoted 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 37%- or 40-hour work week), the sum of these various
activities, as originally reported, exceeded the possible total. 1In 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 NYC Upstate

Percent % Cum. % % Cum. Y%
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 1.5  61.5
40 9.7  55.5 11.5 73.0
5¢ 14.8 70.4 9.6 82.7
60 8.5 78.8 3.8 86.5
70 7.4 86.2 7.7 9.2

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 bookkeen:ing. Confining attention, for that reason, to the NYC data of
Table 53, tli: large amount of arithmetic involved in bookkeeping occupations
is obvious and explains the routine plea of employers for job applicants who

are ''good at rigures."

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-, 37%-, and 40-hour work week. Some 30 percent
of 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 vengeauce.

On the hypothesis that the lower the level of job respomsibility, 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,

#8 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 likelikood of having one's work checked by a superior.

Involvement in Journalizing

As a condensation of the various jourmalizing activities represented by
particular items within the 131 detailed job activities, Question 33 (left
sidc of page 2 of the questionnaire) listed six types of journals and asked
the respondent to check the number of money columms in each of the journals
that he used. The response options includéd one representing non-use of the
particular jourmal. 1In 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 columms 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 & 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-

ums: 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-
agreements in 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 Journals?®

Job Level b Total
Journal Mixed _—
1 2 3 4 5 6 % N
General 9.7123.4136,9]78.1181.2] 93.8 51.5 41.2 246
Sales 6.2]116.2147.1162.9}34,4}37.5 54.5 35.3 211
Purchases 3.5 9.0} 35.3}161.9 2.2]31.2 39.4% 1 28.8 170
Cash Receipts 13.3§25.2 | 74.3188.6 {53.1| 75.0 63.6 52.8 315
Cash Payments 1.8] 21.6 | 65.2 t 57.2|56.2] 81.2 63.6 48.6 290
Combination Cash | 91 10.8]30.5(34.4]25.0]25.0] 27.3 | 21.4 128
Rec. and Pay. —==
N 113 111 187 105 32 16 33 597

8The 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.

bThese persons are not full-time bookkeepers, but instead combine other
duties with bookkeeping/accounting.
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I1f the various journals are rank-ordered according to the "Total %" 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 scnior
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 Jﬁurnal." 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, ‘hen, 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 hich
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

Journal
Job
revel General Sales Purchases Regiigts Pasizgts Reg?mzi;;y.
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 _ 1.6 _ 6.7 7.2 1.0
Total 100.0 99.9 100.0 100.0 100.0 100, 0
N 246 211 170 315 290 128

%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 Journelizing Activity. Tables 57 and 58 (pp. 97-98) cantain 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 dnd 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 Journals?

Job Level Total
Journal

1 2 3 4 5 6 % N
General 0.0 0.0 35.0 80.8 75.0 50.0 54,2 32
Sales 20.0 50,0 40.0 69.2 50.0 50.0 52.5 31
Purchases 0.0 0.0 10.0 53.8 50,0 0.0 30.5 18
Cash Receipts 20.0 0.0 45.0 76.9 50.0 - 0.0 54,2 32
ash Payments 0.0 0.0 35.0 69.2 50.0 0.0 45.8 27

Combination Cash
Rec. & Pay. 0.0 50.0 25.0 38.5 50.0 0.0 30.5 18
N 5 2 20 26 4 2 59

“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 Reccipts Joumals 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 journmals maintained in
establishments ranging up through very large versus ones that are presumably
mostlyvery 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.

€ S B R CP Comb.

NYC 41 35 29 53 49 21
Upstate 54 52 30 54 46 30

In the smaller Upstate establighments, 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 es*ablishments engaged in SIC 50-59 (Wholesale
and Retail Trade), probably almost entirely in retail trade. In contrast,
among NYC respondents (Table 90, p. 218, Te~hnical Appendix) 24 percent of
the establishments and 22 percent of the respordents 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

Journal
Job
Level General Sales Purchases ReSZ:EtS Pagizzts Reg?mzi;éy.
1 0.0 3.2 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 _32  _00  _00  _0.0 _0.0
Total 100.0 100.0 100.0 100.0 100.0 100.1
N 32 31 18 32 27 18

8The 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).



-99.

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 expres:ses
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 questionnair: 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 Colgmns
In Various Journals Used by NYC Respondents

Number of Money Columns

Journal
1 2 3.7 8 9+ N
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° 15.3 39.4 170
Cash Receipts 8.6 8.9 34.6°5 8.6 39.4 315
Cash Payments 7.6 9.3 25.2 10.0  47.9 290
Combination Cash 7.8 10.9 20.0% 4.7 s1.6 128
Rec. & Pay.
All 8.5 12.7 30.0 10.2 38.6

%The 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 columms.

bFor 4 columns, the percentage is 15.3.

“For 6 columns, the percentage is 11.1.

dFor 6 columns, the percentage is 10.2.



-100-

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 olumns
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 Respondents?@

Number of Money Columns

Journal N
1 2 3-7 8 9+
General 9.4 18.8 21.9 3.1 46.9 32
Sales 12.9 19.4 32.3 12.9 22.6 31
Purchases 16.7 22.2 27.8 5.6 27.8 18
Cash Receipts 21.9 15.6 31.3 6.3 25.0 32
Cash Payments 25.9 14.8 29.6 3.7 25.9 27
Combination Cash 16 ; 57,8 27.8 1.1 16.7 18
Rec. & Pay.
All 16.5 19.90 28.5 7.0 29.1

#See footnote a of Table 59.

For the first five of the six journals listed in Tatle 60, the modal (most
frequent) number of money columns is again 9+4; 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 ¢f money columns in journals by direct examination, thus freeing their
findings of the uncertainty characterizing some of the data for NYC question-
naire responients. 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. Thé 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 %able 61, be-
low) to the same base as the NYC ones and, when possible, the NY®© groupings
of number of money columns have been converted to the Labor Department group-
inés.

Table 61

Percentage Distribution of Number of Monmey Columns in Journals
Among NYC Questionnaire Respondents and Labor Department Interviewees

Number of Money Columns

Source
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 i1.3

*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 former, a preponderance of 6 or more
columns. In view of the many omitted questionnaire responses to Questionm 33
and the characteristic uncertainty of respondents during a telephone check
on the discrepancies, one is tempted to place greater credence in the Labor
Departmert 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 telephone 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 es No . Total
Status N 70a N 9 N 70b
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

%0f the row totals; i.e., of 533, 31, . . ., 59.

bOf 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 respoitdents 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 (38.87%) 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
Ledgerlis prevailingly a task for the more experienced employee.

Paralleiing 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 ves No Total
Status N 9 N o N %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. 21 20,0 4 80.0 5 8.5
Total 19  32.2 50 67.8 59  100.0

80f the row totals; i.e., of 533, 31, . . ., 59.

bOf 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 omes,
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

*Bagsed 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 closc 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 possihle 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
subgidiary ledgers. 1t 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
igssue of ledger work among veginners, 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-fifﬁhs of the Upstate respondents type on the job--
the former, typically for 3-5% hours per week; the 1attér, 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,mbre 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 knowladge

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 (15%-17% hours) performing
calculations (by machiine, 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 art

figures' stress placed by employers on job applicants.

Responsibility for One's Qwn 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. Incrcaose 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 uiniderstand 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 55-61].. 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 tbe smaller-firm employees
Upstate, involvement in journmalizing 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 markedi§'the province of the assis-
tant bookkeeper and bookkeeper--the General Journal, more often of the lat-
ter than the former person. Number of mongy.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-- o

Big-city high school instruction in bookkeeping should give pare
ticular focus to the special journals--deliberately varying in
number of money columns--with lighter attention to the General
Journal. Ia smali-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 tue 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. 1In all, the bookkeeping
employee is more likely than not to be involved with more than uvne ledger.
Finally, as with the jourmal forms, so with the ledger forms analyzed by
the Labor Department investigatcore: they vary in design from one estab-
lishment tc 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 ledgers, 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 iedgers,

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.
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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 letterad subsections (A-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. Befare present-
ing the task-by=task findings (accordinz 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. 1In 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 entiy

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 shown, 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.
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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 Respondrnts
Who Perform Various Numbers of Tasks

Number or Crm.
of Tasks “ %
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
80-8¢ 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 by Those with HS Training 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 8chool (S), on the job (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 s glance in Table 67--despite the inclusion in high school in-
struction of all the activities listed--are the large percentages fcr those
who reported only on-the-job learning (J), in contrast to the much smaller
percentages for school (8) 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 Activity*

Where Learned

J

B

(A)Ealas or Services Rendered ]

1 Do vou decide ar help to dacide to whom credit
shouid be extended?

2 (Do you keep records of merchandise stock numbers
sold or types of sarvices rendered?

3 Do vou list—by salesman, week, territory, of type
of service—customers, subscribers, clients or ps
tients?

Do vyou prepare sales invoices or bills for sarvices?

Do vyou prepare cradit memos?

o n &

Do vou keep racords of seles taxes charged?

7 Do vou calculate for recording on sales invoices or
bilis extension:, discounts, allowances, deductibles,
taxes or freight charges?

8 Do vou hist or total sales iNnvoices, bills or credit
memos?

9 Do you make entries 1N a sales [ournel or a journal
for se*vices rendered?

10 Do you make entries 1n 8 sales returns and aliowances
journal?

11 On yourecord C O D sales in a journal?

12 U0 you calculate salesmen’s commissions of expenses?

(B), Cash Receipts l

13 Do vou calculate discounts, allowances or partial
rayments before incoming checks are recorded?

V4 Do vou calcu'ate payments or partial paymentsra
cewed gs grants or budgetary allocations?

15 Do vou enter incoming checks in a cash receipts
journal?

16 0o vau record bank deposits in a cash receIpts
journai?

17. Do vou start 8ech month's cash receipts journail with
a cash balence from the previous month?

1B Do vou total cash receipts racords. reqisterss or
journa's?

19 Do vou make journsl entrigs for cash received on
instailment sales?

20. Do vou use 8 cash register?

21 Oo vou count cash received or prove correctness of
cash on hand with totals 'n & cash register?

22 Do yOu keep records o} sales taxes coliacted?

23 Do vou collect cash from two or more registers and
record the totals?

24 Do you keep records of expenses, purchases or drew
'ng cad tor by coins and bilis teken trom daily receipts?

25 Do vou make entries for discounting notas payabie?

-
‘C!il Accounty Receivable '

26 Do vyou record or post invosces, bills. or credit
rmemos 1o accounts of custorners, subscribers, patients,
¢hiants or grantors?

27 Do you post to accounts. checks or cash receivad?

PN e " b &
To—ro-y Y

12
15

13
16

11

17
20
21
16

S D ON O O

17

22

81

83
79
65
63

78
60

59

52

58

58
84

64
64
49
53
47
54
64

71
81

70
86

14
65

56

51

18
19

21

19
25

19
11

12
14
26
18
21
16

L4
10

13

15

16

19

10

11
13

10
16

12
14

12
13
21

14
10

10
14

13
10

10

42
36
47

~
<

70
40
85

94

40

31

19
44

73
28
90
89
43
92
14

14
21

30

31
20

81

93
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Table 67 (Continued)

*
Job Activity

Where Learned

J

B

29 Do vou find balances in accounts?
30 Oo vuou prepare statements ot accounts?

31 Do you list or prepare schedules of end of-month
balances of sccounts?

32 Do yuu age accounts receivable 10 identify how long
they are past due?

33 Do vou keep records of accounts written off as badg
debts?

(D)l Purchasss or Services Received

J4. Oo you prepare purchese orders or requisit:ons?

35. Do you compare merchandise or services received
with purchase nvoices or bills received?
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31. Do vou record purchase auantities on invenrory,
stock, or open to buy records?

8. Do you compare the to1al of purchase :nvoicas or ex-
pense vouchers with amount: budgeted for tham?

J9. Do you prepare credit ships for returned pur:hases or
tor errors on purchese invoices?

40 Do vou calculate due date on purchese iNnvoeces,
vouchers or bilis recetved?

41. Do you prepars vouchers 1or purchases or con-
tracted services?

42 Do you enter purchasss or bills for services in a
purchases journal or journal for services received?

43 Do you make entrigs in a jours-al that has depar?
mental column headings?

44 Oo you enter vouchers in a voucher register?

45 Do you make entries in a8 purchess returny journal?

(E) I Cash Dishursaments
—_

46 Do vyou prepare stubs 8nd checks for cash disburse
menits’?

Adeibetn - . ik
4 o TPt TRt

48 Do you entar 1ssued checks in a cash Dayments
1ovrnal?

49 U6 you make entries in a check register that s part
of 4 voucher sysiern?

50 Do vou veérdly correctness gt cath (curnals by com
paring balances 1N journals with baiances n checkbook?

51 Do you make entries relating to operating expanses,
such as rent telophone, electricity etc?

52 Do you make entries for proprietor’s personal
Aravaings?

53 Do you reconc:le the bank statement balance with
tne checxbook or cash |ournal balance?

54 o you make entries for bank charges and collection
charges?

5% Do vou use a peghoard Or other 'one write’’ system
tor cash receipts or cash paymets?

56 Do yourecord entries in journals tor collection or
payment of nates raceivabile or payable’

(F} &ccour\ls Payalile

57 Do you post burchase or return smMounts 1n cred)
tOrs of vondurs accounts?

58 Oo you post to creditors’ accounts the amounts of
cash pad 10 them?

59 Do you compire statements raceived from <reditors
with balances 1n Their accounts?

60 Do you hist or prepare schedutes for end of month
baiances in creditors’ accounts?

20
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15
12

24
20
13

25
20
14
16

56
59
59

60
71

73
78

77
86
72
14
67
44

60

80
55

57

49
69
65
69
85
51
70
87
76

48
56
65
60

15
13
17

20
5

12
10

67

18
14

20

16

20
10
13

13
13

11

9
11
11

11
14

15
10

15
14
17

25
20

13

20

13
21

12

14

13
11
12
13

107
90
90

75
58

26
60

13
21
36
51
24
45

35

15
20

96

70
29
62
58
33
72
69
15
37

52
61
69
55
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Table 67 (Continued)

i

Job Activitf

Where Learned

J

B

(G)[LMerch._nd.sc Hocords

61 Do you neep cost records for rmanufacturing de
partments’
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65 [Cu you make journal entries for merchandise
sh.pped Of received ON consignment?

66 Do you price or total merchandise for phy sicel
inventury?

67 Do you compare physical inventory count with
thventory or stock records?

{H)] Petty Cash

68 Do you prepare petty cash slips or vouchers?

69. Do you ente: petty cash shps Or vouchers 1n a petty
cash book or journal?

70 Do you post directly from the petty casn journal
to the general ledger?

71. Are you responsible for mainteining the patty cash
box or drawar?

(13} ‘ Pavroll_‘

72. Do you prepare time cards for employees?

73 Do you calculate ime worked by einployees?

74. Do you caiculate gross earnings of employees?

7% Do you calculate piecework 8arnings by employees?
76 Do you calculate payrcll deductions for taxes, etc?

1?7 N3 you enter payroll informetion in a peavroll book
or register?

78. Cou you record payrotl entries in a cash payments
journai?

79. Do you post directly trom the payroll journal to
the general ledger?

80 Do vYou enter payroll information on individuael
employeas’ earnings records?

81. Do you prepare torms for depositing at the bank of
amployess’ and employer’'s payroll taxaes?

82 Do you meke icurnal entries for depositing employ
er's and employees’ payroll taxes?

83 Do vou total indwidual employees’ earnings records
at the end ot each quarter?

84. Do you prepare guarterly payroll tax reports for
federal, state or ity governmenis?

85. Do vou total employees’ sarnings records for the
year?

86 Do you prepare infarmaton for employees’ W-2
torms?

{3 [ Financial Slatemonﬂ

87. Do you prepare sales or commerciat rent 1ax returns?

88. Do vcu prepare trial balances?”

89. Do you prepare waork sheets for balance sheets or
:ncoma statements?

90. Do you prepare balance sheets or iIncomae statements? 1

91, Do you prepara comparative balance sheets or com
parative incoma statements?
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71
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12
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18
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12
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39
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Table 67 (Continued)

Job Activity*

Where Learned

J

B

92 [Do vou prepare . ncome tax or franchise tax returns
for your employer?

93 Do you use hinancial statements as a bavwis for pre-
pJarnng current ratios, working capital or merchan
dising turnover?

95. Do you calculate the distribution of net protits for
a partnership?

(<) Goreral Ledger and General Jnumal“

PV RN & - 4
\idad Lig -
b
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97 Do yuurecord entries in the general journal?
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100. Do vou post from the general jouinal to the general
ledger?

101. Do you record notes receivable or notes payable 1n
the general journal Or other journals?

102 Do vou record enfries relating 10 snterest \ncome
or interest exounse?

103 Do you reconcile accounts receivable or accounts
payable with general ledger accounts?

104. Do you record peyroll 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 expanses
{unpaid salares. etc )?

108. Do you pregare adjusting entries for deferred ax-
penses {unexpired insurance. supplhies on hand, etc )7

109 Do you make adjusting entries for accrued or de
ferred income?

110. Do you make correction entrids in ournals and
lecigars when mistakes are found?

111. Do vyou maks entries foar recovery of bad debts
previously written off?

112. Do vou keop drawing and capital accounts for an
individual proprietorship or partnership?

113. Da you make entrics or ®arnings and dividends in
capital stock, retained earnings, and Other capital
accounts?

774. Do you make eniries 10 close iIncome and axpenss
accounts at the end of the fiscal yesr?

115 Do you make, if necessery, roeversal entries in the
general journal?

(L) | Data Processing

116. Do you make calculations in connect:on with entar-
ing fsnancial data on coding or input sheets for
datas processing?

117 Do you énter finenciel dete on coding/input forms
for data processing?

118. Do you compare data processing coding/input forms
with original bookkeeping and business papers?

119. Do vou enter coding :n1Grmation on butiness papers
in preparation for dnte processing?

120. Do you compare or belence dats processing print-
outs with original business capers?

16
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75
71

56

54
74
74

60
83
78
68
75
75
80
72
77
89
89

65
70

80

82
92
90
89
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25
29

50

16

18
22
16

24
13

17

9
A

15
11

10
10

11

15

10

32

28
23
31

58
24

32
25
16
12
15

64
27

20
30

45

34
36
40
37
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Table 67 (Continued)

% Where Learned
Job Activicy N
S J B U

121 Do vyou entar corractions on coding/inpt torms for 0 2

data processing” 91 < 7 43
122 Do you enter imventory intorm AN TIRY ?

\ vy intormation civ coding forms 0 83 0 1 12

123 Do vou examine yats processing records 1o verify r n

Ccomplaints? v 89 hd ll 35
124 Do you caamine data processin

. € @ records to find re

cuestad intormation? 0 90 0 10 50
125 .o vou prepare flow che.ts 15 s processing sys

twerss 0 75 0 25 4
P |
inNi) 1 Aiscatlaneuus

_nmnaehne
PO - bt
o oy “ aad 24

PR bl —
o —Peryorrddartsermsdaat S >3
128 Do your oo ulate arnounts of Mtarest income ar in 4 70 11 15 27

terest exyi “se?
109 Do youw ri Grd entrigs 10 Notes receivab!e or nutes

payabie registers? 4 79 4 14 28
130 Dn vouxeen ¢ subsididgry ledger or Other record for 1 1 89 0 0 9

plant eguipment or othar tixed assats?
ity - b i it oy 2k«

I TEE s v o Laad =
132 0o vou make entries in journals that ditfer trom 15 77 0 8 13

thoir column heactings (double posting, negative n
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 scem astonishing among per-
sons with high school training in recordkeeping/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 suggest that there has been little transfer of the instructiomal
focus on concepts to on-the-job activities. 1In 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 instructien is preparation for work, school
instruction sho91d transfer to job performance. Manifestly, teaching for

1transfer has not been well accompiished in high school buokkeeping 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-
ceptions--the 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.

26The 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 = high school only, PHSO = post-high school only,
HSP = high school plus post-high school; Ns in parentheses]

School Background

- Total
Job Activity None HSO  PHSO HSP (597)
(166) (196) (117) (118)
CA)FSaIes or Services Hendem
' Do you dec:de or heip 1o decids to whom cred:t 23.5 21.4 19.7 16.9 20.8
shoutd be extended?
2 Do vou keap records of merchandise stock numbers 20.4 18.4 14.5 19.5 18.4
sold or types of services randered?
? oD'Os;:)vL:c:“crubs‘:os:\I:v‘r::l‘)::f-?:év:,"crllhte?-n'(vs':v’;::pe 19.9 24.0 18.8 15.3 20.1
nents?
4 Do you prepare sales invoices or bills for sarvicas? 31.9 36.7 34.2 33.0 34.2
5. Do yOu prapare credst memos? 32.5 35.7 37.6 32.2 34.5
6. Do vYou keep records of sales taxes charged? 25.3 20.4 23.}. 18.6 21.9
7. 0o vou calcutate for recording on sales (nvoices Or 42 . 2 43 . 4 35 . 9 40 . 7 41 . 0

bifls extentons, discounts, allowancas, deductibles,
1axes ur treght charges?

8 Do V0u7llslor to1al sales invoices, bilis or credit 50.0 48 .0 39.3 39.0 45.1

9 Do vyou mpake entries in a sales journsl or a journal 25.3 20.4 35.9 26.3 26.0
for services rendered’

10. Do VO\'A make entri@s in a sales returns and aliowances 14.5 15.8 19.7 14.4 15.%
Journal?

11 Do you record C O D saies in ajourhal® 11.4 9.7 7.7 6.8 9.2

12 Do you caiculate salesman’s COMMISIONS Or expenses’ 15.1 22 .4 19.7 20.3 19.4

13. Do vou catcutnte gucounts, ailowsnces o partl 33.1 372 29.9 22.9  31.8

14 Do you calculate payments or partial payments 1e- 17.5 14.3 21.4 10.2 15.7
ceived s grants or budgetary aliocations? -

15. Do VOT?"‘“' incoming chacks in & cash receipts 41.6 45.9 51.3 39.8 44.6
Jjourna

16. Do yonl;?vacord bank deposits in a cash receipts 44 .6 45.4 52.1 37.3 44.9
journa

17. DO vou start each month's cash recaipts journal with 30.1 21.9 32.5 24.6 26.8
a cash baiance from the previous month?

18 Do VOIIJ ;oul cash raceipts records, registars or 48.2 46.9 58.1 44.1 48,9
rournals

19. Do you maks journal antries for cesh received on 12.7 7.1 14.5 15.3 11.7
instalimant sates?

20. Do vou use a cash ragister? 9.6 7.1 7.7 4.2 7.4

21. Do vou count cash recelved or prove correctness of 14.5 10.7 16.2 15.3 13.7
cash on heand with totels in a cash register?

22. Do you keep records of sales tuxes coltected? 18.1 15.3 18.8 16.9 17.1

4. Do vou coliect cash from two Or more registers end 42,2 3.6 6.8 5.1 4.7
record the totels?

24 Do you keep records of axpensas, purchasas ur draw 16.9 15.8 13.7 11.0 14.7

ing pard for by cotns and bills tekan from daily receipts?
25 Do you make entries for discounting notes payabie? 12.7 10.2 14.5 11.9 12.1
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Table 68 (Continued)

School Background

Total
None HSO PHSO HSP (597)
(166) (196) (117) (118)

Job Activity

(C)rACCOun(! Receivable

26 Do you record or pocst invoices, biits or credit ;
memos 10 accounts of customers, subscribers, patients, 46 . 4 41.3 44' 4 33 . 9 41 .

clients or grantors’

O

27 Do you post to accounts, checks ot cash received? 49 . 47 . 48 . 45 . 47 .
28 Do vou key off or lettar off entries 1n accounts? 39. 38. 46. 33. 39.
29 Do you tind balances in accounts? 57. 54. 59. 55. 56.
30 Do you prepare statements of accounts? 43 . 45 . 41 . 44 .

3% Do vou list or prepare schedules of end of month 46.
batances of accounts?

46.
36.

47.
33.
31.

46.
36.
31.

32 Do you age accountsreceivable to 1dentity how long 3[; .
they are past due’

O W oo
ol
w
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Do you keep rocords of accounts written off as bad 31 .
dabts?

(D)[furchsus or Services Received ]

16.
25.

23.
12,
14.
16.
23.
14.
30.
24.
10.

20.
26.

23.

15.
28.

22.

34 Do you prepare purchase orders or requisitions? 15.

35 Do you compare maerchandise or services received 28 .
with purchase invoices or brils received?

36 Do you code purchese invoices or bills received to 20.
indicate the nature of the purchase or service?

37. Do you record purchase quantities on inventoly, 9
stock, of open-to-buy records?

38. Do you compare the total of purchase invoices or ax- 10 .
pense vouchers with amounts budgeted for them?

10.
16.
20.
12.
23.
20.
10.

39 Do you prapsre credit slips for returned purchases or 1 6
tor errors on purchaese invoices/

15.
15.
16.
17.
21.
18.

40 Do you caiculate due date on purchese invoices, 1 6 .
vouchers or bills recewvad?

41. Do you prepare vouchers for purchases or con- 9 .
tracted services?

42. Do you 8nter purchases or bills for services in a 24 .
purchaws journal or journal for services received?

43. Do you make entries in @ journal that has depart 21.
mental column headings?

44 Do you enter vouchars in @ voucher ragister?

WO H~ H O W W N O U WwH
—
o)
NN O O N O & NN oy O oW
L 0 00 L YW N L O O oM
w o [N SR ] o oW W (o2 N @ )} ~N W W
O~ 00 00 ~N O VW N N o +HN
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45 Do you maka entries in a purchase -aturns journai?

(E)(Cuh Disbursements |

55 Do you use 8 pegboard or other "'one writa’ systam 6 .
for cesh receipts or cash payments?

46 Do you prepare stubs and chacks for cash disburse: 39 . 2 49 . 0 50 . 4 44. 1 45 . 6
ments?
47 Do you code checks of stubs by function? 24.1 26.5 27.4 28.8 26.5
48 Do vou?enm issued checks in @ cesh payments 38 . 0 35 . 7 45 . 3 3 1 .4 37 . 4
journal
49 Do 5 ou makae entries in a check register that is part 14.5 14.8 16.2 18.6 15.7
of a voucher system?
50 Do you verify correctnass of cash journals by com 31.9 31.6 43.6 28.8 33.5
paring balances in journals with bslances 1n checkbook?
S1 Do you mekae entries relating to operating expenses, 36.1 29.6 47.9 37.3 36.5
juch as rent, talephone, electricity, etc?
52 Do vou n;aka entrias tor proprietor's personal ]_5 . 7 ]_6 . 8 23 - 9 15 - 3 17 . 6
drawings
53. Do you raconcite the bank statemant balance with 33 . 7 36 . 7 48 . 7 36 ,4 38 . 2
the checkbook or cash journai balance?
54. Do you maeka entrias for benk cherpes end collaction 3 1 . 3 35 . 2 42 . 7 31 .4 34 . 8
charges?
6 7 5 .2 9
9 9 6 0 9

18. 25. 22. 21.

56. Do you racord antrias in journals for collection or 22.
payment of notes raceivable or peyable?
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Table 68 {(Continued)

Job Activity

School Rackground

None

(166)

HSO

(196)

PHSO
(117)

HSP
(118)

Total
(597)

(F)

57

58.

59.

60

Accounts Payabla I

Do you post purchase or return amounts in credi-
tors’ or vandors accounts?

Do you post to creditors’ accounts the amounts of
cash paid to them?

Do vou compare statemants recaived from creditors
with balances in their accounts?

Do vyou Itst or prepare schadulas tor and-of month
balances in creditors’ accounts?

(G)Enerchlndiu Racords ]

61.

62

63

64

65.

66.

67.

Do you keuwp cost racords for manufacturing de-
partments?

Oo you prepara charge siips to subcontracto.s tor
rrarchandise sent to them?

Do you kesp records ot merchandise and money rea-
cetved from or due to subcontsactors?

Do vou prepare charge ships or credit ships for
merchandise shipped to of from branches or sub
sidiaries?

Do vyou make journal entries for merchandise
shipped or re¢eivad on conslgnment?

Do vou prica of total merchandise for physicel
inventory?

(o you comgpars physicel inventory count with
invantory or stock rocords?

{H}| Perty Cash

68
€9

70

n

Oo you prenure petty cash slips or vouchers?

Do you enter petty cash ships or vouchers in a petty
cash book or journal?

Do vyou post directly from the petty cash journal
to the general ladger?

Are you responsible for maintaining tha petty cash
hox or drawer?

() | Payroll ,

72.
73
I3
75
76.
7.

8

79

80

a1

82

83

84

85.

86

Do you prepare tima cards for smployees?

Do yo' calculate time worked by einpioyees?

Do you calculate gross earnings of employess?

Do vou calculate precework earnings by emploveas?
Do you calculate payroll deductions for tanen, etc?

Do you enter payrolt information i 8 payrotl book
or register?

Do you record payroll entries in 8 cash paymaents
journal?

Do you post directty from the pavroll journat to
the general ledger?

Go you enter payroll information on individual
emplovees earniigs records?

Do vyou prepare forms for depositing at the bank of
amployees’ and employer’'s payroil taxas?

Do you make journal entries for doepositing employ
er's and employees’ payroll taxes?

Do yon total indsvatual employeaes’ earnings records
at the end of sach quarter?

0o you propare quarterly payroll tax reports for
fedorel, state or City governments?

Do vou totel employees’ aarnings recorda for tme
vear?

0o you prepare «nformation for employeess’ W 2
forms?

24.7
28.3
30.1
24.7

7.2
9.0
1.8

32.5
23.5

15.7
20.5

22.9
30.1
28.9
10.8
27.1

33.1
28.3
15.7
30.1
27.1
22.3
25.9
21.7
26.5

25.3.

26.5
31.1
35.2
28.1

31.1
25.5

11.2
19.9

24.5
34.2
30.6

8.7
29.1

31.1
23.0
15.3
28.1
25.0
17.9
28.1
23.0
30.1
29.6

31.6
33.3
43.6
33.3

12.8
0.9
6.0
6.0
6.8

12.0

12.8

37.6
29.9

19.7
25.6

24.8
32.5
36.8
12.8
34.2

35.0
29.9
22.2
32.5
29.1
25.6
33.3
32.5
33.3
31.6

23.7
22.0
27.1
18.6

29.7
27.1

18.6
17.8

16.1
25.4
26.3
12.7
25.4

25.4
22.0
15.3
21.2
22.9
22.0
22.9
22.90
22.9
23.7

26.5
29.0
33.8
26.3

7.4

32.5
26.1

15.6
20.8

22.4
31.0
30.5
10.9
28.8

31.3
25.6
16.8
28.1
26.0
21.4
27.5
24.3
28.3
27.6
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Table 68 (Continued)

School Background

.o Total
Job Activit
Y None  HSO PHSO  HSP (597)
(166) (196) (117) (118)
(¥)] LFmancial Sutamomﬂ
87. Do you Drepare sales or cOmmaercial rant tex raturns? 8 . 4 8- 7 1 7. 1 11 . 9 10 . 9
88. Do you prapsre trial betences? 16.9 19.9 35.9 33.1 24.8
89. Do you prepare work sheets for belance sheets or 10.2 12.2 31.6 23.7 17.8
income stataments?
90 Oo you prepare balance sheets or Income statements? 8 . 4 11 . 2 ?.3 . 9 22 . 9 15 . 2
91. Do you prepara comparative balence sheets or com- 6.6 6.6 16.2 19.5 11.1
parative incoma statements?
92. Do you prepere incoma tax Of franchise tex returns 6.0 4.1 12.0 7.6 6.9
for your amployar?
93. Do you use tinenclel ste:sments es & besis for pra- 2 . 4 3 . 6 ]_]_ . l 9 . 3 5 - 9
paring current ratios, working capital or merchan-
dising turnover?
95. Do you calculete the distribution of net protits for 4] 1.0 4.3 4.2 2.0
a pertnership?
(K)| Ganeret Ladger and General Journlj
96. Do you keep records or eccounrs for morigege in- 5.4 .7 14.5 9.3 .7
terest end principal?
97. Do you record sntrias in the genersl journal? 25.3 16.3 43.6 37.3 28.3
98. Do you record entries in the general journel for ap 8 4.6 10.3 11.0 7.9
proprietions grented to your depertment or fund? ° * *
99. DO yuu maka entries in the general journal for an 4.8 .1 8.5 7.5 5.5
ticipsted ravenues for your department or fund?
100. Do you post from the generel journal 10 tha generel 18.1 14.3 29.9 28.8 21.3
ledger?
101. Do you racord notes receivable cr notes payebla in i18.1 11.7 17.9 19.5 16.2
tha general journel or other journais?
102. Do you record entrias r6iating 1o interest 'ncoms 16.9 15.8 35.9 27.1 22.3
of interest expense?
103. Do vou reconcile eccounts receivabl ount 2
Deysbie with general I:;gor .cco\::nu.?o' fecounty 31 : 9 ?9 - 6 48 - 7 41 : "') 36 T
104. Do you racord payroll entries in the general 19.9 2.2 26.5 16.9 18.1
journel?
105. Do you reconcile payro!l records with genere! 19.9 16.3 30.8 26.3 22.1
ladger accounts?
108. Do vou prepare adjusting eniriss for bed debts or 10.8 12.8 22.2 19.5 15.4
deprecistion?
107. Do you mske sCjusting entries for accrued expenses 10.8 8.2 23.9 27.1 15.7
{unpseid salaries, etc.)?
108. Do you prepare edjusting antries for deferred ex. 6.6 6.1 2.2 18.6 11.9
penses (unexpired insurance, supplies on hand, etc.}? ° ° == ° °
109. Do you rnake sdjusting entries for eccrued or de- 9_0 ,7 16.2 19.5 12- l
ferred income?
110. Do you make corraction entrie rnels and 5
Iodger:'whon mistakes ere ?o'un:!I?n Journeis o 42'8 32' 7 )9'0 55 '9 45 '2
t11. Dovyo ke entries for ove t bad debt
praviously written offs oY O baddebs 19.3 13.8 23.9 24.6 19.4
112. Do you kaep draw'ng and capital accounts for an .8 6 9.4 7.6 5.4
individual praprietorship or pertnership? : -
113. Do you make antriss tor esrnings and dividends in 6.0 ) 14.5 10.2 8.0
caplital stock, reteinad earnings, and other capitai
accounts?
114 Do you make entries 10 ciOse income ena expense 9.0 10.2 28.2 22.0 15.7
accounts at the enct of the fiscal year?
115. D0 you make, if necessery, raversal sntries in the 22.3 15.3 46.2 31.4 26.5

generel journel?




Table 68 (Continued)

School Background

Total
None HSO PHSO HSP (597)
(166) (196) (117) (118)

Job Activity

(L) ‘ Dats Processing

116. Do you makae celculstions in connsection with enter- 18.9 23.0 23.1 28.8 23.3
ing tinanciel dat~ ~~ coding or input sheats for
Gete processing?

117 Do vou entér tinancial data on coding/input forms 19.9 17. 3 18 .8 29.7 20_8
tfor data processirg?

118. Qo vou compare data processing cnding/input forms 20 5 18 . 4 23.6 31 . 4 22 . 6
with original bookkeeping end business papars? *

119. Do you enter coding information on business papers 17.5 20.4 23.9 33.1 22.8
n preparation for deta processing?

120 Do you compare or balance ¢data processting print- 19.9 18.9 23.5 33.9 23.1
outs with oriyinel business papers?

121. Do you enter corrections on cod:ng/input torms for 24.1 21.9 24 .8 37.3 26.1
data processing?

122. Do vou enter inventory information on coding forms? 9 . 0 6 . 1 11 . 1 10 . 2 8 . 7

123. Do vou exemine deta processing racords to verify 20.5 17.9 23.9 25.4 21.3
complaints?

124. Do you examine data processing records to find re- 27.1 25.5 31.6 39.8 30.0
quested information?

125. Do vou prepare f1ow charts for data processing sys- 1.8 2.0 6.0 5.9 3.5
tems?

(M} | Misceitanaous ]

126. Do vou keep a register of your organizetion's in 13.9 13.8 22.2 18.6 16.4
surance policies?

127. Do you tile claims for lossas covered by insurance? 12.0 20.9 28.2 13.6 18.4

128. Do you calcutate smounts of interest income or in- 10.8 13.8 29.1 20.3 17.3
tarest expensa?

129. Do you record entrias in notes raceivable or notes 13.9 14.3 17.1 16.1 15.1
paysbie registers?

130. Co you kewp & subsidiery iedger or other record for 10.8 4.6 12.8 16.1 10.2
ptant, equipment cr other {ixed assets?

131 Do you keep subsidiery ledgers for individual grants 3.6 2.0 5.1 7.6 4.2
or appropriations?

132. Do you make entrias in journeis that differ from 13'9 6'6 17 .9 ]_4'4 12.4
their column headings (double posting, negative en-
tries, etc.)?

The data of Table 68 provide the basis for a number ¢f inferences and
curricular recommendations. As between the '"None'" and hLigh-school-only
respondents, on no activ{ty but the suspect No, 110 {see footnote 26 p,.
115) does the difference exceed 10 percent, and that differcnce 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 actiwvi-
ties of the high school bookkeeping major are lzzrned on the job by the
academic major with no formal school training in bookkeeping/accounting.

A second inference was mentiored just preceding Table 68: the most re-
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sponsible activities (associated with iJinancial statements and with the Cene-
ral Journal and Gencral Ledger) tend rather more cften 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 hal-
_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 firsc two (Nos. 29 and 18) are mere arithmetic, as are Nos. 8 and 31.
Nos. 30 and 46 are 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"
concapts.

In Table 69 the column headings are the percentages of NYC respondents en-

gaged in the activities whose item numbers are listed below--in rank order

Q
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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 121 Activities, by Number,
According to Percantage of NYC Respondents Engaged in the Activity*

(Items tied in rank marked with a side rule)

Percenc Engaged

39-35 49-45 44-40 39-35 34-30 29-25 24-20 19-15 14-10  9-5 4-1

29C 18B l6B 28C 5A 58F 88J 12 24B 11A  23B
27¢C 158 53E 4A 761 841 111:} 21B 45D 64G|

31C 30cC 48E 59F 851 42p 2A 41D 67G 131M

46E 26C 51E 50E 97K 116L 127M' 132M 37D} 125L

110K 7A 103K 68H 35D} 120L 104K 25B 66G| 62G

8A 32C 13B 80i} 119L 89J 109K‘ 96K} 95J

S4E 771 861 36D| 52E 108K 122L
33C 831  118L} 128M 198 113K

731‘ 178 721 228 913 98K
741 47E] 102K 39D 751' 20B
124L 57F{ 105K 791 87J; 61G

115K 6A]l  126M 38D 55E
60F 56Ef{ 101K 44D| 92J
69H 821 10A] 130M 636G
121L] 100K 14B 93J
9A 123L 34D 65G
811 1A 49E - 99K
781 40Dj 107K 112K

43p} 114K

71H 70H

117L1 106K

3A 903

129M

*For the reasons given in Footnote 26 (p. 115), the rank-order placements
O of Activities 20, 23, 88, and 110 are probably of low reliability.

IToxt Provided by ERI
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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).
Discérnible upon visual scanning of the section letters accompanying each
activity number is the preponderance of Sections J and K activities (fin-
ancial statements and 'he 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 Activities % Cum,
Engaged N Cum, of 131 %
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-lLevel from Higher-Level Employment

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. 1In considering the details reported next, ref-
erence should be made to the last columm of Table 68 (pp. 116-120)--for a
difference between two groups cannot be large if total task cngagement 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
~-11% 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

11-19% 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]

20-29% 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 [1l 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 enceptions 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 l-Z 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 X). 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 Employcrs

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 schocl 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
comply 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 i5 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 reascns 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: nonbookkeepirg
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
uf which bookkeeping studentc 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 dutie§ 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 unigue 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 6n1y
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 ccnsideration whose possible basis for high
school bookkeeping instruction, along with others, wiil 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
recessary to verify particular details, ol 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 therefrem.

Following presentation of the lLabtor 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 cnes.
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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

No. of No. of Total

Indust . .y
ndustry and Employer Job Titles Positions Hmployees™

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 (llospital 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 5 9 700
and Petroleum Products)
Total 63 237 33,338

*Numbers of at least three digits ending in zero are rounded.

Bnployers 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 respondent527). 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 emglozers' 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.

Concerning 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. Tor that reason judgments
of job level could be more accurately estimated 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 1's border Level 2; alternatively,

some questionnaire 2's might better have been assigned to Level 1.

27vr. 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
II1's became Level 3 or higher.
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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 cou-

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

Entry Nonentry Total

Mini Ed tis
inimum tducation Jobs Pos. Jobs Pos. Jobs Pos.

(N=52) (N=213) (N=11) (N=24) (N=63) (N=237)

Elementary school 21 13 0 0 17 12
2 yrs. high school 4 9 27 12 8 10
High school graduation

Rennired 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 _Q0 0 5 _5
Total 1007 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 commereial
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 requivement was overstated by the employer;
nothing in the detailed job description was felt to justify that require-

ment (or lor accounting as a component of that college work). In genecral,
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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

Entry Nonentry Total

Special ini
pecial Training Jobs Pos. Jobs Pos. Jobs Pos.

(N=52) (N=213) (N=11) (N=24) (N=63) (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 :

desirablel ' 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.
Acadenmic background '

preferred 3 4 2 *
. Total 1027 101% 997% 997% 101% 100%
In-plant or OJT 100% 100% 100% 100% 100% '100%

1Opinion of acéounting 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 schocl 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 traiping 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-
matics)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." 1In that connection
the overwhelming incidence of "computation" as a job activity will be shown
later (Tables 75 and 76, pp. 143-144), aswill 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 thé massive computation activity associated
withlentry 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 éufficient unto itself or as a necessary addition to previcus formal
school training in bookkeeping. Igdeed, when prior school training is spec-
ified by employers, it may well be more as an indicator of the applicant'é
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--
applicablie to the highly specialized activities of banking and to a highly
sophisticated computerized sysﬁem (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 0JT (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 complgxity, 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 aslsimple as a credit card voucher (repreéenting
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 wvisual 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 reéponses
that required télephone 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 occupaticnal
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, Tgble 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 conceﬁtual knowledge to pre-
pare the journalhsheets 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 ijn his preliminary draft report of .

the occupational analysis data are quoted below.

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.

The jobs surveyed fall into four general categories or stages of
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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 & 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
af 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 functioms.

Accounting departments are just beginning to nibBlg 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 introductiomn of the CRT (cathodg éay tube) for
diréct input of accounting data to the electronic computer, 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 requiremeﬂts and a description of the diSpiay
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 underécored and side-
marked portions highlight the anticipated changes).

School Training vs. OJT. Before reporting some illustrative job descrip-

tions and displaying gome 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 wiil 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) arerather 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, basie 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.

e. . . 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 Departmenﬁ 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 levels, from high to low, as follows:

0 Synthesizing 4 Computing: Performing arithmetic
operations and reporting on and/
or carrying out a prescribed ac-
2 Analyzing ' tion in relation to them, Does
not include counting (p. 75).

1 Coordinating

3 Compiling: Gathering, collating,
or classifying informationabout 5 Copying
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).

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 bahk's Trust Accountant (requiring colilege training), none cf
the joleanalyzed required abilities above '"Compilingz.' Neither Synthesizing

("Integrating analyses of data to discover facts and/or develop knowledge

concepts or undérstandings”), 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

284t 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,
27-32,. 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 . . . .'"); Cocrdinating ('Plans advertising campaign
. « « '3 Analyzing (“Reviews loan applicant's financial status . . . .').
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Drawn from Mr. Walquist's draft report, the job activities that go with

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 Varicus Job Activities

Jobs Positions
Job Activity (N=11) (N = 24)
N % N %
1. Double entry 8§ 73 21 88
2. Ledgers gé -Eb
c. 3 columns 9% 8%
d. More than 3 columns 9% 4%
e. Info. not available 187 33% i
Total 4 36 11 46
4. Reconcile subsid. ledgers with genl. ledger accts. 3 27 7 29
5. Journals gf gb
a. 2 colummns 9% 17%
b. 3-5 columns 9% 8%
c. 6-10 columns 18% 12%
d. More than 10 columns _97 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 prccessing of debit-credit memos 3 27 17
or tickets
12. Computation 11 100 24 100
13. Coding for computer input 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 7 64 11 46
printout or extract data from printout for
manual preparation of summaries or reports
18. Use of calculating or adding machine 8 73 13 54
19. Operate a bookkeeping machine 1 9 6 25
20. Operate CRT on-line with computer 1 9 2 8

, b ]
aJobs Positions
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Table 76
Distribution of Entry Jobs and Positions Requiring Various Job Activities
Jobs Positions
Job Activity (N =52)| (N = 213)
N % N %
1. Double entry 18 35 106 50
2. Ledgers gé gb
a. 1 columm 2% 1%
b. 2 columns &% Th
¢c. 3 columms 4%, 1%
d. More than 3 columns 8% 11%
e. Info. not available 2% _* :
Total 10 19 42 20
3. Balance and close books -2 4 16 8
4. Reconcile subsid. ledgers with genl. ledger accts. 5 10 31 15
5. Journals gé gb
a. 2 columns 8%. 8%
b, 3-5 columns 107 11%
c. 6-10 columns 2% 2%
d. More than 10 columns 107 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 17 33 91 43
or tickets
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 26 11
17. Verify or prove manual records against computer 15 29 71 33
printout or extract data from printout for
manual preparation of summaries or reportis
18. Use of calculating or adding machine 43 83| 170 - 80
19. Operate a bookkeeping machine , 9 17 37 17
20, Operate (RT 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 1is 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 journmalizing (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 balance30 (Row B), 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 presﬁmably prevailing assumption by bobkkeeping teachers is that ad-

3(-)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.0.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 l-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 18 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 pc-
sitions in any field swamps the number of higher-~level ones; there are always
more braves than chiefs. Thus, to teach all perscns 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 récord
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 supgrordinate bookkeeping concepts or finmancial statements.
The concept of ''balance'" or '""difference' 1is clearly a wviable 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 sSummary: )

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 arithmecic on pre-
labeled forms.

Ililustrative 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 py
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

3lThree 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 7%" 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, Job No. 36, a2s a result of computerization, does not

involve the employee in keeping or posting to books of account.

CREDIT 1 DEBIT[J —  MEMO
ST e
SPECIAL YENME DATING:
TRANSACTION CODES BTN
CREDIT IN SALES . J CREDIT_S/5 IN SALES L ] oesiT in saLEs D
CREDIT NOT IN SALES K . | creoit sss wor v sates M | pesim not wsaes  E

PO Frevm s et o] CubrA seCTo e CheBiY on Gl YD YT L

[

arnlwo. ' N L
—odmuese n."—‘——'—l"-cnu..v -.-T--—-. e
ey e mCY  june orane
Etregy
SLMN LEDGER @iLL TO cARo [}

CARO -1 GROUP )
cooE DISCOUNT & LEGEND CARDS co. » ITEM # size Qry. NONGER DOLLAR AMOUNT

Fig. 1. Debit-Credit Memo (Job No. 36)
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2. Payroll Work Converted from a Bookkeeping to a Clerical Task.

Fayroll

activities appear to be among the easiest to computerize,

and the effects of

computerization are summarized in the occupational analyst's report covering
P P y P

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 . . .
most of the actual calculating.

keypunch operators.
On the other hand,

The computer itself does
the Payroll Clerks

now do more balancing and checking of the finished payrell 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 8% =x 11",

NEW EMPLOYEE RECORD

EP» DEFT.- * I Ewnowee |
N N O T |
EMPLONEE HNAME '
et [ [/ PAYEDLL YORXMER - TO paAY l‘:n PR ST S S A S S S P -
Cmployse Ma. [Depr =3 :l-!.m $hmoun 01 haur o sron| <[00 EOTT
siie Tim1e 31 T0-13 36235 oo 13 [ake o for e [socas secmat & I Faem [ framy mave | Jees nos |
IEERS NSNS IR TENE NI N | lon 24y Coogs l,,,‘,.,,,i - I;,.l
Lot s dreetvagsdqattlyrrfalfy fen 3 Bravler aor i b bl
Ll baerder oy beror v ypre i fon 3 nm =] [oees ] 5";,,“"“""
IESNE NSNS N SR TN 1 1oz 3 yazsiten e L, ] _
S W FEWE FEEWH FFETEE FETE P NP it s @ -~
NS T T T AT INETI r"';'":"” i =
. N
ENESEEEFEEEY FEFFTS VETE N E R R oy ey o ETr——— | EMTATEE ¥ i
IEnu sl IEWI RN ENETNE N 3 1 {os - 2 = T
[EE NI ETEE ENET 1re st} 1 |n2z 3 :._l.J..L.T.}.l.'.]..n ..J
1t
1115 31111 NN RSN L joxzf P hed to Tarmigs f EMPLOYEE ADDRESS J
L1 1er 1 b1 1y feprpnbggtly L oz o .
® & Oeduct from Karairoy | N P 1
P2y !rpydyrygdyogstpdstrty I jezz s =3
BRSNSV INNETAN 1 D
E 4
S TTEFETE I T W i b EwPLonEe Cwmy & STATE ]
Lee e v by vaferanaly i 1 Jo2z I—LLL-"l"**"' l
IEREFE N ISV TR I B 3oz
o5 27 Wirmes meurs wett
el FETE T I R 1 la framw of am | [oaw einew | (SR ;_"".'::
' B ETERNE TN 1 ez i_‘.l_.l_l_l_l_.' LEJ_A_A_J_L_' ter o Q
TOTAL MEAKR | T —[ 1
Crro x 1 L1 v etz a1 gt p 8811 rpgrtigdptylopaey = YT wie T
FIELED f' Batch mo. Apg. W1, seg-. Larnings 0. Y-le[ het Cérninps [I-'l(-'?r“wj ed ﬂ
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Fig. 2. Payroll Form Fig. 3. Payroll Form
Ne. 35) (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 ¥ig. 4 (original size, 8%" 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.

Nilw MOARTGAGE LOAH WORKSHEET
woome (T [T0) CCTLTY BRGS0
we  LTITLCLEICUCCCTOOLLLLLL LI ] L
s acomem f_TTTI'T'I'I"FI'I‘]T’TTTD'I'T[' CITPITTTY (oI7)

0ATS

Shemuoes [TT LT TTTTTTTTTITTTTTTTTTTTITTTT]
wnarmean LT T TTTTTT T T T TTT T TT T (T
oa)]

mwy (I IITTITTITTITTTTITITTTIT17T)
S [TITTTTTITTITTITTI T I )8u(TTTT]

| oo
e [ITTT] oo ;:u.mﬁD
mve (1) S=CTTaelT] ceel] B0
sy (JTTITT] e [TTTTTITTI 1)
st (JTTJTTIT) mesa (TTTTTTT]
wne {1)  =(T) sl sRee[ 7T} 203

[IITIITT) sme
CHARGE BUNSIR EwARCAQl

e (T T TTIT Qae{TT)

MOCK mane EEEEE-] :’v‘l;TL.LJ_.].iTI_LLJ {'rl l.‘]":‘ [_.'“[ I [_

wcomrme (TS TFT) 2ms(TTJITIT) sb[IETETY G
woronres TLYEE(TED) 2 (T TIT]) en[TITET)
wooermn (1 Jt=(TFT) aess (T TT0T) en[TFLET]
werres CIRSTCTET] s (TTJITIT) sn[I513T)
weromrer [LIBRE{TIT] 2o (IT]TTTT) sn[TE1ET)
wnmres TIBIE(TET) 2 e[ TETET) (0
wormrns [T JRS 0101 2 CIT]TLA0] enl CL1ET]
aenmres (V1B TIT] s (T sal 10101
wxsomren [V 101 2ms D ULPLEVL) 2ad LT ET) (ole]
PMPANERD B oo e e, TRTPNOMD Y e MPRNIONY . o

wrvewers y var

¥ig. 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, restaurant 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 mérely 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 terminoiogy. 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 Conceptual Knowledge Required. 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 16%" 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. 1In

all, the form contains more than 150 categories,

1. Journalizes loan- or lettur-of-credit-relatod transactions: Recelves
Journal coplos of Payment sencduleg, Accegbance Schedulegorloan Transaction
Tiexnta, debit and Cradit memos, and other loan~ or letter-of~cradit rolated
Ta5ina65 pepors from other porsonnal for Jurnalizing and sunmarizing. Totals
and cho:zks off each type of entry (such ss intorest, comniesion, customer's
I1iability, or accoptances outstanding) in entire batch, using twolve-column
adding machina. Writes entry category {eccount title) above each totalled
gr-up to identify for journalizing. Goas throu:h batch ropoatedly until all
entry catogories have been totalled. Transcribes totals from tapes to Journal
under account titles indicated on tapes. Writes account titles in ink IT

not pre-printed on journal. Totals and enters appropriato dabite to offset
crodits and vice versa as indicated on business papers. Totals all debits

and all credits on Jjournal and compares totals for balance. Compares journal,
tapes, and business papers item-by-item to locato error if difforence is
found betsen journal debit and credit totals. Makes corrsctlions as necesoary
or refers to responsible employes for correction. Repsats forogoing proce-
durs wlth each batch of papers recoived. (904

2. Summarizes journal: Totals figures under each account heading in journal
at day's end. Transcribes each total to dobitor credit column opposite pre-
printed account numbor and nawo on journal proof shest (recapitulation) for
further procesging by Koypunch Oporators. Writes in account nunmbors ond namess
not pre-printed. 4votals end 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, batchos, and forwards tickets and tapes to specified personnel
for additional procosaing. (10%)

Fig. 5. Job Description (Job. No. 2)
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6. Journalizing One Class of Transactions, Moderate Knowiedge 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 (S‘Z,).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)
32

A 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' 0JT is sup-

plied to the new employee by the employer's Investment Counselor.

Verifies and journalizes purchases and sales of securities, reconciles Sustodian'g
monthly statement of socurity-account transactions, examines record of investuent
income, gains, and losses to insure proper crediting by custodian, distributes
investment income, gains, and losses to funds according to budget allocations and
prepares investment journals, prover subsidiary inveatment ledgers against genecral-
lodger control account, determines cach position of firm and transfers funds be-
tween banks to meet rduo payments, and performs miscellancous incidental clericel

tasgks.
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Fig. 9. Investment Journal (Job No. 43)

8. '"Trial Balance'" for Comparison "with' the Zuoks. The C.0.D. Audit

Clerk for the department store (Job No. 46, Table 72) devotes 25 percent

of his time as follows.

2, Prepares trinl balaﬁae. knters control-book totals of open C. 0. D. items
n trial balanee rmonthiy. Listing soparately any debits over thirty days old, and
compares total with geomeral ledeer in General-Accounting Department to verify

accuracy. Compares ibem-by-itom with goneral lodger if there is any cash difference
or if any other “i{fereace is over {ifty dollars, to locate error, and makec
corrections ac necescary. Prepares cepy of final trial balanco and forWards to
company trousurer for his infermation. (25%)

ERIC

Aruitoxt provided by Eic:
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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 jub 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
vears of high school bookkeeping training. The occupational analyst's job
summary is reproduced below, and the portion of the detailed job descriptior
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 accothing rocoerds, roconciles 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.

ERIC

Aruitoxt provided by Eic:
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3. Prepares monthly accounts-receivable trial balance:
Balance" column of accounts-receivable trial balance,
on accounts-receivable computer printout, and balance
keeping-machine-generated figures.
column adding machine,
and Manual" lins. Enters control balances from co
"Control Detail Balance" column,
column, subtracts or adds adj
"Adjusted Control"
balances. Computes and enters overa
Computes and enters net variations
figures, Adds monthly figures to

Enters, in "Billing

Totals billing-balance column, using ten-

billing balance as shown
of Manual Items from book-

to obtain combined balance, and enters on "Combined EDP

ntrol sheets for same data in

enters control adjustments balance in "Adjustments"

ustments to control balarces, and enters results in

column to provide basis for comparison with computer and manusl
ges and/or shortages in appropriate column.

by adding or subtracting computer and manual

year-to-date figures on previous month's trial
balance and enters in "Year-to-Date"

column, Forwards trial balance to re
duction room for duplication and cdeli

Qe
very to specified company personnel. &;3
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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.

designated job titles can be. As reported by the occupational analy

13. Geacral Comaments

Re: Tiem 1, Tstebl convert
co the D.,0.7 Title

216,198, since tha

itinn to simole on.

tralning is a hiyrin

5.8 not a 3imple Cul

lelerienl) 210,370,

employer--which provides a good illustration of how misleading employer-

st:

45 (Asst. Bookkeeper, General) is designated '"Comptometer Operator" by the
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Additional comments by the occupational analyst about the viability of

comptometer training speak for themselves.

Ket Ttem 6u Pae Manaser off Lhe Stetisticel Dopartment in this
establisiment advisad the Analyst thet Comptometer Operators are
ip extrerely short supnly becnune young people today do not enter
the field, preferring to take treining in key-punch operating,
which is easier to learn, She fenls that 1if students could be
versuaded o, qern the comptoater as part of their boorkeening
traininz it 1111 ¢ definite lavor-market need. She states that
she has had six openings for the past rive yeara; that che has been
able to keep these nlols covered only with cesual workers from
Ahe teaporery hwelp pgeacics.  She hag been eble to obtaln only
two permanent vorkers during this period, 7This was when another
department store want out of business.

However, n check with the Kesearch and Statistics Office of
the Qi;}sion of Taployment reveals that the use of the Comptometer

'hasﬁﬁfmost couplivilely phated out -- ewxcept in accounting firms and
Gepartment stores -~ with the cdvent of more rapid crlculators and
electronic counputers. Depariment stores, too -- Pesearch and
Statistics advisea -- have replreed Coaptoreters with such eguipment
as optical scanners and electroalc camputers, input with such
devices &s pre-punched price tags, Thus the limdted demund Tox
Comptometor Oparators has created & limited supply. The Office
Personnel Placerent Cenber of the D, of E. gets very few orders
for Comptometer Operator., We understand, however, that this store
Goes not expect the Statistical Department to be computerized for
seven to ten years,

The demand for Comnptcmetcer Operator by accounting firms is
scasonal only, ond theae operatuors muat have a complete kaowledge of
Bookreeping in cddition te their machine skill.  See clso goneral
commont sbove 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., TFig. 11, page 158, shows only that por-

tion of the first of six pages of the Expense Statement (origiﬁal 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 end other operating reports of department-store chain by
copying nuﬁzprical data in approprlate columns of work sheets end reports,
operating Complemeter and Calculating Mechine to compute totazls, extensions,
rercentages, and balances, end eantering results in eppropriete columns of reports;
rcconciles inventory estimates on mercheandise rejports with actual pnysicel in-
ventory; prepares general journals; posts to subsidiary ledgers; and predarcs
profit-and-loss statements and other statistical material for use by ccmpany
executives or further processing by General fccounting or other departments.

2. Prepares departmental operating statements: Computes, using comptometer

and calculating machine,dollar and percentage increases or decreases in

opereting figurcs (such as purchases, sales, and various expence items) store

by store for each department, deriving figures from eniries in stock ledgers

and expence statements; enters results on lines of departmental operating
statement by store snd ih columns by operating category (such as income, cost,

and expense items); and totals each column to provide combined company-wide
departmental {igures, ‘ ' (15%)



5. Preperes profit-and-loss statement for each store: Transfers income, expense, -
and budget centrics for current period and last-year period to specirfied columns of
profit-and-loss statement from stock ledger, expense reports, records supplied by
Generel Accounting Depirtment, and tebles of fixed dollar allowinces, tukies sube
totals and totals of income and expense groups, using comptorater, and subtracts
cost and expense totals from income totals to detersiine overcating and ast profit
or loss. Computes percentage incrcase or decrevase from previous period of esacn
entered item, using electric or electronic calculator, (159)

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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Fig. 11. Statement of Expenses (Job No. 45)
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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 statew-
ment for each store: Transfers ine
come, expense, and budget entries
for current period and last-year
period to specified columns of
profit-and-loss .statement from
stock ledger, expense Teports,
records supplied by General Ac-
counting Department, and tables

of fixed dollar allowances, takes
subtotals and totals of income and
expense groups, using comp tometer,
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 electranic caleu-
lator,

//
-~
Figs. 11 and 12 rather handsomely

illustfate general characteristics
also evident in the earlier displays
of record forms: thkeir uniqueness
to theﬁgarticular 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, coggytation, 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. Jcurnalizes purchases and sales (see General Cormments): Receives purchase
orders, customer invcices, and other sales-and-purchase-related papers for
processing., Toanscribes and codes details of each transaction from invoices
and other papers to Yormmal Sales Journal Semurandum  to provide data for pay-
ment vouchsrs and for oreparacion by keypuncn Operators of punched cards used
in electronic data processing. Assigns codes, from memory or by consulting
code book, to identify such details as goneral-ledger account, s.dsidiary
account, supplier, source and destination of cargo, and delivery date. De-
bits total amount of sala, including miscellaneous charges, to customer accounts
receivavls. Cradits total sales price of each product to sales, Credits mis-
cellanzous anticivated charges, such as inspection and freight, to Ciearing
and ppcortionment Account, Debits purchase prica to purchases and credi £5 pur-
chase prite Lo supplier. Makes Reversing Journal Entries to correct errors,
such as erroncous billings. Preparzs oizer journal entries as necessary to
record various elements of transactions. Balances journal debits and cre-
dits by inspaciion or by totaling and comparing each side, using ten-ksy

adding machine or pencil and paper. Makes necessary corrections if difference
is found. TForuwards completed journals and other papers to personnel res-~
ponsible for vouchering. (70%)

2. fnalyzes accounts; Reviews periodically {monthly or quarterly) certain
prepaid ard deflerrad-charge accounts, such as clearing and apportionment, to
determine whether certain boolXeeping and other procedurss 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 ccm-
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. VMaintains oil-exchange ledger: vhen journalizing oil-exchange transactions,
postsentry at same time to exchange-ledger account of company receiving or
supplying exchange cargo, debiting for supply and crediting for receipt.
Balancas account or accounts when current balance is requested by company
officiak. BRalances ledger wmonthly and compares with general-ledger control
account to verify accurancy. Compares exchange ledger item-by-item with con-
trol account and journals to locata error if difference is found. Makes cor-
rections as necessary. (10%)

Norral Sales Journal Memorandum. A combination journal and.coding sheet
on whicn sales-and-purchases-relatad data are entersd for transcription
by Xeypunch Operators for electronic data processing. The journal page
is about 8% inches high and 13 inches wide. Debits are prepared in the
upper portion and credits in the lewer. At vhe left side ars three columns
for entering numerical codes to identify (for input to the computer) the
department involved in the transaztion, the main {general-ledger) account,
the subsidiary account, and further detailed classificatlon 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 enterad 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, oSuch as invoice numbers, delivery and mail dates, codes
to identify affiliated companies, and destinabion of cargo. A separate
Journal page is used torecord the detalls of each palr of transactions
(purchase and sale of the same cargo).
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Also

the one

Fig. 13. Sales Journal Memorandum (Job No. 61)

of interest is the projected restructuring of the job, paralleling
already in effect for Job No. 63 (see appendix pp, 222-226).

Re: Projscted restructuring of this job.

This job will be consider ably 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 JCCOUNTING CLERK - CARGO will
post directly to the computerized ledger# by means of the typewriter-
style keyboard of an IBM 2260 Display Station c.nnected by cable to the
computer itsell. As data is typed into this device it is dispiayed on
a television-type screen whera it can be observed by the operator for
errors. The computer can alsobe programmed to detect certain types of
mistakes, such as non-exd.stent account numbers or codes, and to flash
an error signal on the screen.

The specific detalls of the job restructuring cannot be determined
at this time, since the System 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-
taneouse 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 storingthe data which the clerk is
typingin.

However, while thers will be some changes in job duties and rela-
tionships, the company doos not contemplate any substantisl reduction in
staff. The purpose of the new system is to speed up the billing procoss
and to facilitate the retrieval of critical accounting data rather than
to cut costs, The keypunch stap, 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 mect 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 reqﬁired 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-
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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 accomplished. 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 inualve
double entry activities. That ig=--

4, Overwhelmingly, an entry job deals witli a piece of a piece of a piece
of an entire accounting operation (e.g., only C.0.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." 1In 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 effact of computerization is gross reduction of posting
activities, offset by an incre.se in balancing (computing differenqes) and
in checking or verifying manual against computer reccrds. In effect,
"bookkeeping'' in the classical sense has been reduced--not only because
of computerization but also via the design of record fowms (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 respondénts 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 étatements). 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 scﬁooling, job-responsibility level, employers' hiring requiremeﬁts,
employees' judgments of the value of schooling, previous employment, per-
centage of all duties in bookkeeping, and peripheral duties. Ia the exbec-
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 bracl::ets].33

Age and Work Experience. In relation to the age and work experience of

33In 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, wore 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 Tatle 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 "A11" (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 1.8 3.6 8.9 14.3 33.9 64.2 89.3  100.0
A1l 5.4 14,4 23.1 35.0 52.8 79.8 94,2 100.1

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 reSpondeﬁts: 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 Z 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 thét 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-fimm 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 Responsibiligx. Only modest differenqes

in high school study of bookkeeping exist as between small-firm and all-firm
respondents [all{firm data taken from Table 9, p. 32]. 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.

34In relation to the size-of-firm distribution for the population of all

NYC private employers, the 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 be:n secured had more small-firm employees been heard
from. What is affected by the unlersupply 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-Ffirm respondents to have been heard
from, the percentage of all respondents engaged in some of the more respon-
sible job duties would have been somevhat 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

Percentage Mean Job Level

Schooling
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.¢ 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 (44.6% 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. 1In small firms as in all firms, the employee who feels

the need uf 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 Tsble 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 levels 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 ”Tofal" coiumn 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 'pirtly"
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. Exélanation 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 (6.'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

Journal® Ledger
Size
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 schooiing 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 activitieSv-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-




-171-

ployees are probably using ledger and joufnal forms very much like those of
classical bookkeeping instruction and which invoke the pertinent bookkeep=
ing ¢oncepts. 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 markedlyvfor 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 bockkeeper 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 seciire their bookkeeping personnel from the ranks of those who
have gained their experience elsewhere. Therefore--

In the big cities, high school instructicu 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 pieceméal

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 s¢hool 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 be 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 élightest 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
cintrast, 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 k#ing pro-
moted; that executing the job duties of an entry-level p051t10n (dJ‘lned as
one available to thosc 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/Bookkeeping, on pages 11-13 and in Table 83 (pp. 206~
208). |

The second data-gathering tactic consisted of face-to-face interviews of
accounting éupervisors 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 iﬁvestigation 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 rccords-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, questiommaire 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). 1In
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. '

36Of J&he 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 prev1ous 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 prowstion, employers' hiring requirements, employees' opinions of
the value of schocl training for job performance, etc.). In all, the ques-
tionnaire findings cover a range of respondents from those with less than 6
tonths to those with more than 30 years of work experience in the field,
from the lowliest clerks to the company'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 positioms,
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
emplovers). Nonetheless, for the reasons given under ''Development of a Job
Code" (pp. 17-18), substantial nuﬁbers 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 responsibiiity (sce 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 (nonbookkeceping 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 cach of which there were at

least two respondents (see pages &41-44).
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Major Findings and Inferences

The data of this investigﬁtion 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. i

Two preliminary observations must be made. First, for the reasons given
on page 21, questionnaire data from the 59 Upstate respondents are 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 that the sec=-
ond year of high schooi bookkeeping in NYC goes little beyond what is com-
monly incorporated into a l-year curriculum [top of p. 73]. Although the
131 job activities listed in the questionnaire represent a naticnal 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 ear.ier
studies as to provide gecneralizations 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 lO-year period 1962-1971

‘were in Recordkeeping [Table 8, p. 31], only & percent of NYC questionnaire

respohdents had been Recordkeeping students [Table 9, p. 32]. Furthermore,

such students among our NYC vespondents held jobs at substantially lower

Q
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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 pfOcessing 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.

Daita Processing Curricula

New York State (and City) data-processing supplemeﬁts 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 persomnel 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,

37ieported 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 wifh no
high school training in Recordkeeping or Bookkeeping 1s 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 Ffor persons other than
potential bookkeepers is outside the province of the present study; but for
potential bookkeepers, the iﬁstruction 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 two-

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 ~hool (20%).

The foregoing data make appareﬁt 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 differencés
in favor of schooling prevail Upstate [Table 27, p. 553]. Furthermore (for
NYC respondents only, because too few Upstate respondents undertook post-high
school.education to provide reliable information}, post-high school edtca-
tion is the important determinant of job responsibility; for the four school-

ing groups, the average (mean) job levels (in parentheses) are: Post-high

ERIC

IToxt Provided by ERI
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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, fhe 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 conside
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 rememberéd whose total job
experience ranges up to more than 30 years, often long preceding computerl-
zation of financial records--a factor, as will be shown later, that Slgnlfl-
cantly affects employers' requireéments. On their current jobs (the first
job in the field among one-third of the NYC respondents), employers required
previoué 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 méthematic;) "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 vcrious
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 negiigible 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 mostlv 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.
Q
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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-
neuts 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 disagfeement 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: (1) The terminology of the questionnaire job ac-
tivities is the correct, classical terminology of bookkeeping/accounting,
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 Activ.ty 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 temm
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 biece 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 "Accourting Clerk' engages in 14 activities con-
fined to 4 areas [Table 65 and p. 108].

Journalizing is rare among entry-lével 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 beginners [pp; 102-104 and Table 76, p. 144]. Furthermore, as
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mentioned above, much so-called journmal and ledger work invokes only a por-
tion of what is meant by those temms in classical usage.
'lThe 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 rariﬁy
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 arc 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 (Q-ZS%), Undecided (0-24%).
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The startling inirequency of "learned it in school" among persons who per-
form the activity on the job and for whom the activity was 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 -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. 90-917.

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. 1In 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 clericél, 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-firm 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.4170, and Table 49, p. 88]. 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
‘ l In general, classical man-

NYC respondents in establishments of all sizes.

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. i.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], 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 coufses, 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 schoel graduate. For that reason, as well as because small-firm
employment accounts for a negligible preportion 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 iﬁstruction, 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 empleyee is typically 40 years old; only one-eighth of them
are younger than 24 [Table °, p. 27]. From that fact alone, it seems rather
douttful that the small-city employee is given advanced reSponQibilities 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 beycviad journalizing and pousting.

Another insight into the relevance of school training for small-firm em-
ployment is an employer's requirement for previous schooling for "fivst job"
among three-eighths of the Upstate respondents [p. 76], but among 22 percent
of the 'present job" holders [Table 39, p. 77]. 1In 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 scheoling; 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 boolkeeping 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 emplovees. 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 thoée 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
4% 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 cclumns [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




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
wofk. They show a fourth of entry-level persons engaged in journalizing
and one=fifth in ledger wofk [Table 76, p. l44]--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 meanr 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 131 job activities of the ques-
tionnaire (by one of the consultants to thisz 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' questicunaire 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 employeces 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
appliied 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 schecoling. 1Indeed, the prominent effect of
schooling is for post-iigh school bookkeeping/accounting courses, not high
school instruction.

4. Computeriz~d 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 heclders.

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 given 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 instvuction 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 requirement’ for obtaining
one's first job in the bookkeeping field. 1In 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 founda-
tion 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.

Conicerning 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 sﬁp-
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 th; impossiblef 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 instruec-
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 tasis 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 cccupational 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 1avish1y'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) bopkkeeper.

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, ﬁresumably most of their workers are production, not
office employees. What of ''small" employers, few of whom, according to the
findings of this investigation 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 prestigi 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 ''matural.” 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 bookkeepirng instruction consist of
“monkey see, monkey do' activities, without conceptual foundation (evén though
much entry-level employment has more than.a little of that character). In-
stead, more modest curricular objectives and, following necessarily theree
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 determlned For finan-
cial record maintenance, however, the tide of computerlzatlon 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 fimm (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 Educaticn 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. WNearly all instances of omitted or comn-
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 implemenging 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
clese as possible.d match between school and job terminology and record
forms. Probably, one should move rrom lavish use of the varied on-the-job
terms and forms to the inducing theirefrom of the underlying concepts--not,
as in traditional imnstruction, 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 colleéted 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 forvauthors and pub-
lishers of instructional materials and record forms for high school beok-
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. 1In
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 computefized bookkeeping/accounting opera-

tions and, if so, what mode of implementation seems indicated.

38The full set of record forms coliected 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
nigh 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 shoulid 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 inexperiericed persons.
Two qualifying consideratioms apply. First, the General Journal and
General Ledger are more common in the small-firm than in the large-fimm
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. 1In the latter instruction, Rec-

ommendation No. Z2 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 Néw 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



~198~

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 bobkkeeping 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 investigafion. 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. 1In short-~-

Recommendation 5. Distinguish in instruction between. computerized

and manual systems--the former providing the basis for the latter

and perhaps providing a viable altermative 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 fcr 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.

ERIC
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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 1-2, 340 for Levels 3-6)

Number by Level Percent by Level
Job Activity
1 2 1-2 3-6 1-2  3-6 Diff.
[A)| Sales or Services Rendered ' 5 o .
1. Da you decide or help to decide to whom credit 10 12 22 . 87 9. 8 25. 6 15 .8
should be extended?
2. Do you keep records of merchandise stock numbers
sold or types ol services rengered? ]. 6 ].1 27 73 ].2 . 1 2]. . 5 9 . li—
3. Do you bst -by salesman, week, territory, or type
of service -customers, subscribers, clients or pa 2]. 14 35 7 6 15 . 6 22 . 4 6 . 8
tients?
4. Do you prepare sales invoices or bills for services? 33 19 52 129 23.2 37.9 14.7
5. Do you prepare credit meimos? 22 30 52 139 23 . 2 40 . 9 17 . 7
6. Do you keep records of sales taxes charged? 8 8 16 100 7.1 29.4 22.3
7. Do you calcutate for recording on sales invoices or
bills- extensions, discounts, allowances, deductibles,
taxes or freight charges? 41 37 78 147 34.8 43. 2 8, 4
8. Do you list or total sales invoices, bills or dit
mermos? ! nvolees. B crec 35 37 72 176 32.1 51.8 19.7
9. Do you make entries in 4 sales journal or a journal -
tor services rendered? 5 1 1 ].6 1 24 7 . 1 36 . 5 29 - 4
10. Do you make entrie; in asales returns and allowances
journal? 4 3 7 83 3.1 24.4 21.3
11. Do you record C.0.D. sales in a journal? 1 5 6 43 2.7 12.6 9.9
12. Do you calculate salesrnen’s commissions or expenses? 11 6 17 92 7.6 27.1 19.5
(B)lCash Receipts
13. Do you calculate discounts, allowances or partial
nayments before incoming checks are recorded? 15 20 35 140 15 . 6 41 .2 25 . 6
14. Do you calculate payments or par tial payments ra- y :
ceived as grants or budgetary allocations? 5 6 11 77 4 . 9 22 . 7 ].7 . 8
15. Do you enter incoming checks in a cash receipts
journal? 4 23 27 218 12- 1 64- 1 52.0
16. Do you recuord bank deposits in a cash receipts
tournal? 4 23 27 223 12. ]. 65 . 6 53 . 5
17. Do vou start each month’s cash receipts journal with
a cash balance from the previous month? 3 14 17 -1 29 7 . 6 37. 9 30 . 3
18. Do you total cash receipts records, registers or
journals? 7 27 34 238 15.2 70.0 54.8
18. Do you make journal eatries for cash received on
installment sales? 0 2 2 61 -9 17.9 17.0
20. Do you use a cash register? 1 ‘4 5 35 2. 2 10. 3 8 .1
21. Do you count cash received or prove correctness of
cash on hand with totals in a cash register? 5 10 15 62 6- 7 ].8 .2 11 . 5
22. Do you keap records of sales taxes collected? 2 6 8 82 3.6 24.1 20.5
23. Do you collect cash from two or more registers and
record the totals? 0 1 1 23 .4 6.8 6.4
24. Do vou keep records of expenses, purchases or draw- .
ing paid for by coins and bills taken from daily receints? 3 8 11 64 4. 9 18 . 8 13 . 9
25. Do you make entries foi discounting notes payable? 1 4 5 61 2.2 17.9 15.7
(C)UCCOU"(S Receivable
26. Do you record or post invoices, bills, or credit
memos to accounts of customers, subscribers, patients, 23 29 52 183 23 . 2 53 . 8 30 . 6
clients or grantors?
27. Do you post to accounts, checks or cash received? 18 26 44 218 19. 6 64. ]. l}({. . 5
28. Do you key-otf or letter-off entries in accounts? 12 20 32 187 14- 3 55. 0 40 . 7

29. Do you find balances in accounts? 33 41 74 243 33 . 0 7 ]. . 5 38 . 5
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Job Activity

Number by Level

Percent by Level

1

2

1-2

3-6

1.2

3-6

Diff.

30. Do you prepare statements of accounts?

31. Do you list or prepare schedules of end-of-month
balances ot accaunts?

32. Do vou age dccounts receivable to identify how long
they are past due?

33. Do vou keep records of accounts written off as bad
debts?

D) Pu.':-ll_'--.-s v _:r‘.-:.." in .:.-;;L

34 Do you prepare purchase orders of reauisitions?

35 Do you cainpare merchardise or services received
Nath purchase mvorces o1 bills received?

36 Do vou viode purchase imvowes ar bills recerved to
rdicate the nature of the purchase or service?

37 Do you revord purchase quantitigs onoinventory,
stouk, Or open 1¢ buy records? -

38 Do you compare the total ot purchase invoices or ex
pernse vouchers with arnounts hudgeted tor them?

39 Do you prepare credit ships for returned purchases or
tar ¢rrors on purchase invoices?

40. Do vou calcalate due date on purchase invosces,
vouchers ar bHilis received?

41. Do you prepare vouchers for purchases or con
Uracted services?

42 Do you enter purchasas or bills {or services in a
purchases pournal or jourial for services received?

43 Do you make antries in g journal that has depart
snentat coluimn headings?

44 Do you enter vouchers in a voucher register?

45 Do vou make entres m o puichase returns journal?

iE) i Cash Dusburanants

46 Do sou jrepare stubs and checks for cash disburse:
ienis?

47 Do you codue theckS or stubs by tunction?

43 Do you enter issued checks in a cash paynrents
Journal?

49 Do you imake entriesan g check register that is part

ut g voucher systan?

50 Do vou venty correciness of vash journals by com

prareng hetane psan jours.ars with balanens in cheackbook ?

51. Do you Make entries relating ta operating expeinses,
such as rent, telephone, electriaty, ete?

52, Do you fmagke entries for proprietor’s personat
draerngs?

53. Do you reconuie the hank staternuent balance with
the checkbook or cash iaurneagt balance?

54. Do you dake entries tor hank chargas and collection
chorges?

55. Do you use a peghourd or other *'one write'' system
for cash receipts or cash payinents?

56 Do you record entries in journals for collectian or
pay'rent of notes receivablie or payable?

iF3! Accounts Payable I
Faihhet

57 Do you post purchase or return amounts in cradi
tors’ or vendors’ accounts?

58 Do vou post to creditors” arcounts the arngants of
vash pind 1o them/

59 Do you cumpare statements received froim creditors
snth balances in their accounts?

60. Do you bst or prepare schedules for end-of month
batances i creditors’ accounts?

23
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13

12
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14
10
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17
13

11

19
11

11
10
17

54
45
37
32

24
31
37
15
12
20
23
13
10

10

8
4

37
23
15

10

20
14

14
12
21

189
212
140

140

56
119
91
35
49
70
88
56
121

106
52

217
126
191

78
177
190

91
192
182

34
112

136
151
170
140

24,1
20.1
16.5

14.3

10.7
13.8
16.5
6.7
5.4
8.9
10.3
5.8

16.5
10.3
6.7

4,5
4.0
5.8
3.1
8.9
6.2
1.3
4.0

55.6
62.3
41.2

41.2

16.5
35.0
26.8
10.3
14.4
20.6
25.9
16.5
35.6

3L.2

14.7
13.5

63.8
37.1
56.2

22.9
52.1
55.9
26.8
56.5
53.5
10.0
32.9

40,0
44 .4
50.0
41,2

31.5
42.2
24.7

26.9

5.8
21.2
20.3

3.6

9.0
11.7
15.6
10.7
31.1

26.7

11.1
11.7

47.3
26.8
49.5

18.4
48.1
50.1
23.7
47.6
47.3

8.7
28.9

33.8
39.0
40.6
37.6
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Table 82 (Continued)

Job Activity

Number by Level

Percent by Level

2 1-2

3-6

1-2

3-6

Diff.

!G!LMerchandvse Reuom?l

61 Do you keep cost records for manufacturing de
partnents?

62 Oo you prepare charge shps to subcontractors for
merchanagise sent to them?

63. Do vou keep records of merchandise and money re
ceived trom or due to subcontractors?

64. Do vou prepare charge slips or crecit slips for
muerchanaise shipped to or from branches or sub
siduaries?

65 Do you make journal entries for merchanaise
shioped or received on consignrnent?

66. Do you price or total merchandise for physical
nventory?

67. Do you coimpare physical inventory count with
inventory or stock records?

(H)] Petty Casnh

68. Do you prepare perty cash slips or vouchers?

69. Do vou enter petty cash ships or vouchers in a petty
cash book or journal?

70 Do you post directly {rom the petty cash journal
to the general ledger?

71. Are you responsibie for maintaining tha petty cash
box or drawer?

} ‘ Payroll l

72 Do you prepare tirne cards for employees?

73. Do you calculatle time worked by employees?

74. Do you calculate gross earnings of employees?

75 Do you calculate pecework earnings by employees?
76 Do you calculste payroll deductions for taxes, etc?

77. Do you enter payroll intormation in a payroll book
or register? :

/8. Do vou record payroll entries in a cash payranents
journal?

79. Do you post chirectly from the payroll journal to
the general ledger?

80 Oo you enter payrothinformation on individual
employees' “urmings records?

81 Do vou prepare forms for depositing at the bank of
ermployees’ and emptoyer’s payroll taxes?

82 Do you makepurnal entries for depositing empioy-
er's and employees” payroll taxes?

73 Do vou total individual emplayees’ earnings records
at the end of each quarter?

84 Do vou prepare quarterly payroll tax reports tor
tederal, state ar city governments?

85 Do vou total employees’ earnings records for the
yvear?

B85 Do you prapare information for employeas’ W 2
torms?

ih LFmant:l.)l Staternents

87 Do you prepare sales or commercial rent tax returns?
88. Do you prepdre trial balances?

89. Do you prepare work sheets tor balance sheets or
ncomn statemants?
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120
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95
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89
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111
131
117
136

129

56
134

96

5.4

1.3
2.7

3.6
2.2
5.4
4.9

13.4
8.5

2.7
6.2

11.2
16.1
11.6
6.2
10.

12.9
4.0
1.8

10.7

5.8
2.7
8.0

8.8

2.9
8.2

5.6
7.9
14.1
11.5

42.1
35.3

23.5
27.9

28.8
3%.7
40.6

12.6
39.1

42.4
39.4
26.2
38.8
37.1
32.6
38.5
34.4
40.0
37.9

16.5
39.4

28.2

3.4

2.0

5.7
8.7

6.6

28.7
26.8

20.8
21.7

17.6
23.6
29.0

6.4
28.8

29.5
35.4
24.4
28.1
31.3
29.9
30.5
27.7
32.0

28.1

15.6
36.3

26.0
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Job Activity

Number by Level

1

2

1-2

3-6

Percent by Level

1-2

3-6

Diff.

90. Do you prepare balance sheets or income statements?

91. Do you prepare comparative balance sheets or com.
parative income statemeants?

'92. Do you prepare income lax 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 vou calculate the distribution of net protits for
a partnarship?

(K)[Eeneral Ledger and General Journal ‘

96. Do you keep records or accounts for mortgage in-
1erest and principal?

g7. Do you record entries in the general journal?

a2 Do you record entries in the general journal fcr ap-
propriations granted to your depariment or fund?

g9, Do you make entrias in the general journal for an-
ticipated revenues for your department or fund?

100. Do you post from the general journal to the generai
ledger?

101. Do you record notes receivable or notsgs 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
pavable with general ledger accounts?

104. Do vou record payroll entries in the gereral
journal?

105. Dc you reconcile payroll records with general
ledger accounts? .

106. Do you prepare adjusting entries for bad debts or
depreciation?

107. Do vyou rmake adjusting entries f.. 3ccrued expenses
{unpaid salaries, etc.)?

108. Do vou prepare adjusting entries for deferred ex-
penses [unexpired insurance, supplies on hand, etc.}?

109. Do vou 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?

(L) { Data Processing '

116. Do you make calculations in connection with enter-
ing financial data on cnding or input sheets for
data processing?

117. Do vou enter financial data on ¢oding/input forms
for data processing?

118. Do you compare data processing coding/input forms
with original bookkeeping and business papers?
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83
137
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71
77

12.1
2.7
4.5
3.1
4.5
2.7
2.2

18.3
2.7
A
1.8

3.1
5.8

23.2

21.4
23.7

24,1
17.9

10.0
9.7
2.9

i2.1
40.9
12.1

8.5
33.5
25.2
34.1

52.9
27.6
33.5
23.5
23.5
18.8
19.1

63.5
30.3

8.5

22.8
17.0

8.7
9.3
2.5
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Table 82 (Centinued)

Job Activity

Number by Level

Percent by Level

1-2 3-6 Diff
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Table 83

Questionnaire Activities Included in Various High School Textbooks

[B = Beginning, A = Advanced, U =1Unspecified level; the book
numbers (1-8) correspond to those similarly numbered in the
footnote; x denotes inclusion of the acktivity in the book. ]

Book Number

Ques. 1 2 3 4 5 6 7 8

Item

Record-

No. keeping

Bookkeeping

B A U B B B A A

Ques.
Item
No.

Book Number

1

2 .

3

Record-
keeping

4

5 6 7 8

Bookkeeping

B

A

U

O
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1 X X

2 X X X X X
3 X X X
4 X X X X X X X
5 X X X X X X X
6 X X X X X X X
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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 Item
No. ﬁi:g;:g Bookkeeping No. ﬁizgigg Bookkeeping
B A U B B B A A 3 A U B B B A A
13 X X X X X X 56 X X X X X
14 X 57 X X X X X ¥ X
15 X X X X X X X 58 X X X X X X X
16 X X X 59 X
17 X X X X 60 X X X X X X
18 X X X X X X X 61 X X
19 X X 62
20 X X X X X X 63
21 R4 X X x 64
22 X X X X XX 65 X X
3 X X 66 X X X X X
24 X X X X 67 X X X X
25 X X X X X 68 X X X X X X X
26 X X X X X X X X 69 X X X X X
27 X X X X X X X X 70 X X X
28 71 X X X X X x
29 X X X X X X X 72 X X X X X X X X
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 X X
32 X X X X 75 X X X X
33 b 76 X X X X X X X X
34 X X X X X X 77 X X X X X X X X
35 X X X X X 78 X X X X X
36 79 X X
37 X X X X X 80 X X X X X X X X
38 X x 81 X X X X X X
39 X X X X X X X 82 X X X X
40 X X X X X X X 83 X X X X X X X
41 X X 84 X X X X X X
42 X X X X X X X X 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 X X X X X X X
46 X X X X X x 89 X X X X X
47 90 X X X X X X X
48 X X X X X X X X 91 X X
49 X X 92 X X X X
SO b d b d 93 b d X X
51 X X X X X X X X 95 X X X
52 X X X X X X X 96
53 X X X X X X X 97 % X X X X X
54 X X X X X X 98
55 e 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 Ttem
No. Ezzgzig Bookkeeping No. ﬁzzgzgé Bookkeeping
B A U B B B A A B A U B B B A A
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 X
109 X X X X 126
110 X X 127
1i1 X X X 128 X X X X
112 X X X X X X X 129 X X X
113 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-Westernm, 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 Recordkeeping
(6th ed.). New York: McGraw-Hill, 1971.

4. Janis, A. and Miller M. Fundamentals of Modern Bookkeeping (First
Course). DMNew York: Pitman, 1965.

5, Freeman, M.H., Hanna, J.M. and Kahn, G. Accounting 10/12. New York:
McGraw-Hill, 1968).

6. Boynmton, L.D., Carlson, P.A., Forkner, H.L., and 3wanson, 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., Macbonald, 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.
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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 emong the Labor Department interviews.

Sampling of New York City Employers and Employees

The first level of sampling was of private (nongovernmzntal) 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. Accqrdingly, 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 SICs (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 mere potential respondents to our guestionnaire 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-

Igee 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 toc 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 revurns received in response to a spring 1972 mail-
ing to an original sample ni mdote 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.ao

T'able 84

Sampling Rates for Size of Firm

No. of Sampling Sampling
Employees Percentage Rate
0-3, 4-9 .2 1 in 500

10-99 .5 1 in 200

100-499 4.0 1 in 25

500-999 10.0 1 in 10

1000+ 20.0 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 5% 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.

40some duplication is inevitable. For example, if there is only one New
York City eumployer 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 saﬁpling 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 Gity private employers as of April 1971.41

70-79+.

SIC  01-17 19-39 40-47 48-49 50-59 60-62 63-67 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 rctentially 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).

Eligisle 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 imeligibles 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

41For 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-




-212~

Table 85

Distribution of Potentially Eligible New York City Employers, .by Type and Size

. Number of Employees
Standard Industrial A B c D E F

Classification 0-3 4-9 10-99 100-499 500-999 1000+ | Total

Agriculture, Mining, 31 13 27 11 3 0 85
Contract Construction
(SIC 01-17)

Manufacturing (SIC 19-39) 41 34 171 67 19 13 | 345
Transportation (SIC 40-47) 15 10 20 17 5 7 74
Communication and electric, 2 1 2 2 1 4 12

gas, and sanitary services
(SIC 48-49)

Wholesale and retail trade 189 105 170 39 12 10 525
(SIC 50-59)
Banking, other credit agen- 8 5 10 13 10 15 61

cies, security and commod-
ity brokers, dealers, ex-
changes, and services (SIC

60-62)
Insurance and real estate 111 24 26 15 6 5 187
(SIC 63-67)
Services (nonprofessional) 95 40 6? 23 10 8 241
(S1IC 70-79)
Services (medical and other 48 7 6 8 8 10 87
health) (SIC 80)
Services (other: legal, edu- | 115 19 38 16 6 2 196
cational, &tc.) (SIC 81-89) - .
Total 655 258_ 535 211 80 74 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 tﬁe‘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

Number of Employees
s1c* A B c 5 e ¢ | Total
0-3 4-9 10-99 100-499 500-999 1000+

01-17 5 2 12 5 3 0 27
19-39 5 8 95 48 i3 9 178
40-47 o 1 12 14 3 5 35
48-49 0o o 0 2 1 4 7
50-59 23 37 83 26 9 9 187
60-62 30 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 ) 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 mofe 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 associatel 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
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of illustrative entry-level job titles (see 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 Size
Ent. Lev.
Bkkprs. C D E F
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(D)
7-10 5(2) 3(2) 2(1) 2(D)
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
a table of random numbers), according to the sampling plan displayed in Ta-
ble 87. 1If, 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 (Taeble 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 six 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-
meant 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 Ehe 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 r~ndom numbers
and counting duplicate listings of the same employer as a single listing.
The foregoing procedures would yield a prubability 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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clagsification 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)
stc®  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 3
50-59 13 11 19 43
60-62 1 0 1
63-67 3 2 2
70-79 7 3 8 18
80 1 1 0 2
81-89 2 2 2 _6
Total 36 28 37 101

®See Table 85, p. 212, for SIC definitioms.

Response Rates
0f 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 questionnaire(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 eachof the remaining 337
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employers. 1In 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 1813
Less ineligible

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 tie 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
emplioyees 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 SI€
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 respcnse 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 19-3Y 40-47 48-4% 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 colummns of Table 90 (mext page),

in the smaller firms each respondent tended to represent a different empioyer.
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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 A
areas, insurance, stock brokerage).

Of special note in relation to the coverage of types and sizes found among
our returns: with but two exceptlons, 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
(Frequencies shown as: Employer/Employee)

. Size
SIC A B C D E F Total
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 0 417 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 24144
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

%The table is read as follows: At the intersection of SIC 81-89 with Si:ze
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.
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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, w.thin it, the subclass of entry-level employecs to.
which this investigation was primarily addressed?

A first answer to that question i8 a matter of definition of the popula-
tion of which our respondents are members; namely, all persons who would have
been respondents had a cbmplete 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.

Consjder, 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, éompany noncoop-
'eration todk such 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 chauging our whole ac-
counting system; and so on in that vein. FEmployee 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 de 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 nornresponse 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 repreéent 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
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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 YOUL STATE .'H-.'I’AP.T":H.':N'I' G LABOR . .
pivisiun of pEaployment OMB §4-ROY22

Estab, & Sched. No. 302-703. 47
JOB ANALYSIS SCHEDULE e T 1200 s

1. Estab, Job Title SEMIOR_AGCOUNTING CLIAK~CASIH/REGEIVABLES

2. Ind, Assign, _Ielesale Yroade

3. SIC Code(s) and Title(s) 5092 -~ Petroleum and Tetroleum Products

=

4. JOB SUMMARY:

.
3

w| g Revicus, totals, proves, and codes cash-receipis memoranda

w0 £

o g

o 0 (remittance advices) fer coumputerization, posto cash-receipts

— 4%

N

data 1o computer, using 2200 Digsplay Station, identifies

and lisis over and short payments for follow-up, and per-

Code

forms reluted clerical tuasks.

5. Job Definitions:

Processes eachi-receipls sonrce documents for covputerizgation
nd posts to couputieor, u&inv 2200 Diegplay Stabion: DPoviews pav—
mentu-recaived advicas (4

;o adling nachive, and comrores for

. Makes crirections ax
n codes on advices snl
gary, Tizote reversing

g
comentation) ior comniehoncen, Re-
computos Laiek Lotalc, urin

accurnay vith tapaa
neccsoavy,  Eatrra dind
cover choot, refersing to cude Oﬁo“
entrics nredsd o clear g1l ivens, time disuounts no“
taken., lDepresses jers on {ypewriter-shylc keybourd of 2260 Tdznluy
Station () o ecruss judex to appear on t»lcv1rion~ty;e seragn.

WTA GroLp p 280 Computing & Relphed

Selcebs wid typzs index numier for catrzory of poymenits bolng
proccesnd to cruac aln:oo" e blonk fovin to appear on s::ecn.
Dopwssses keys Lo Curser (g) to sterting point ¢u scercen and
depreaszs keye to sylay duic, ideatifyins codes, ond amounts

on sercen, Dazpresses koys to display new blanks as nocescsary and
to displey auiernuid ly comnuied sub-iotals and totzls, Obesrves
screun fo; shgnal sntriec do not balunce and for otlher com-
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o
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{.'/'
D.\o

’w11s. Radicpl>ys coinpletad entries on
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in correcved entry. Preszcs key bo feed c cmplabed 11& Lorreetaﬁ
entries into computer for clectrenic data processing, reesrding,
and storaze. Cormparce payuwents-received advices with customer-
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ol by memo,  Ansvers phone inquirles regarding
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de51:1" i pers AN

1
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SENIOR ACCOUNTING CLERK—CASH/RECEIVABLES
7. General Tducation Sched. #352-700-57-5

a. Elementary g High school A Courses__. 8Ny

b. College_______ Courses

8. Vocational preparation

a, College__1 year courses___ College Accounting
b. Vocational Education _—— courses
c. Apprenticeship ——

d, Inplant Training

e. oOn-the-Job Training__ 64 hours

One year as BUNKER BILLING CLERK (SE) or 3 years in
f, performance on Qther Jobs any iobs in accounting field in other Estabs.

9. Experience_ Same as 8F

10. Orientation 2 days.

11, Licenses, etc.

12. Relation to Qther Jobs and Workers

promotion: From__Bunker Billing Clerk To Sp,_Acct, Clerk -~ Accounts-Receivadle

Transfers: From _Camparshle Position _in other gec-To Comparabie Poszition in other sections
tions of Treasurcr Dept. of Treasurers' Dept.
Supervision Received Section Head i

Supervision given NMone

13. Machines, Tools, Equipment, and Work Aids
2260 Dienlav Station - A table-mounted device decigned  to fesd data into
an elecirenic computer for both procassing (c.g. effecting zrithmetic
celculations) and storage, and to retricve the stored or processed information
from the cowruter. Ledzer data is stored on magnetic tape but hard-copy
accounting documents are printed out and retailed for historical referonce.
The digplay station consists of a typswriter-rtyle key-bourd and an eleven-
inch Cathods-Tay Tube siwilar to a televisicn picture tube. As information
rciricved via the keyboard it appesrs for inapzction as o

is entered o
Serean on the face of the tubs. A scroen may be a complote assenbly of in-
forration, such as an index of nuserical codes, or it may bz a display of
blank lines and columns to bes filled in vith appropriate dzta by the oparator,
A point of light, knowm as a Qursor, indicates the spot on the screen at
which a lettcr or othev symbol will appear if one of tne keys is deprecsed,
The cursor ccn te moved o the desived spot on the screen by pressing the
space bar, back-space key, etc., just as the carrisge would be moved on a
typew?itgaéition to the ucual aiphabetical, numerical, back-space, shif't,
and other keys and bars of a typeiriter, the keyteard includes special-
purpose buttons to activate the compuler printer, to enter data into the
computer, to move the curzor, and to flash rctricved data onto the sercen.
Q Thore are alzo ssecial keys to erase a sereen or porL%ons of it: The dig- ..
[E [(:‘ play station is manufactured by -the Tntersational Business Machineg Corporaticn.

Aruitoxt provided by Eic:
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SENIOR ACCOUNTING CLERX-CASH/RECELVABLES
Sched. # 452-700-57- 5

Description of Tasks:

1. Prepares cash-receipts data for computerization: Receives batched Remittance
Advices and related pupers from Ireasurer's Department for processing.
Separnges outgide~cusloner advices from affiliate-covpany advices to facilitate
distribution of bookkecping entries to proper accounts, Totals remittance
awounts daily, using adding michine, and compares batch totals with adding-ma-
chine tapes reccived with batches to verify accuracy. Compares remittance
advices and tapes item by item to locate error if difference is found, and
makes corrections o1 advises appropriate personnel of need for correction.
Enters identifying codes cn remittance advices, referring to code book if neces-
sary., Scans advices and attachments for completeness and searches files or
contacts zppropriate personnel -to obtain miscing data, such as invoice numbers
Lists reversing entries for subsequent computerlnﬁt:on to clear small items,
such as time discounis not taken by customer bacause of expiration of discouut
period. Records date, identifying codes, and totals on cover sheet, sub-
tracts adjuntments from total or vice versa, and enters adjusted total to
provide control for uge of company accounting personnel. Aszembles papers
for posting to computer

(60%)

2, Posts cash-receipts deta to computer: Arranges remittance--advice batches
and related papers ou deslk alon551de 2260 Disolay Station for coavenience in
processing, Switchios on display station. Tvpes identilying code of
Initialization Criteria index and presses "enter" key to cause index io appear
onh Cathode-iizy Tube. Selects index number for type of batch being processed,-
such ag "dollar receiptsY or "sterling receipts.” Types index numbar and
depresses key to cause corresponding Screen Lo appzar. Depresses keys and/
or bars to wove Cnr"o“ to gtarting poqltion on-screan. Transcribes (types)
batch total from ‘~Lna—mach1ne tapt to screen. Moves cursor to specified
line and enters amouat and identifying number of first remittance advice.
Moves to next line, enters next remittance, and repeats procedure until all
lines are used. Dzpresses key to replace completed screen with blank screen
shoving electronically computed sub-total at top. Repeats procedure until all
rewittanceshave been entered. Back-spaces and re-types as necessary to correct
errcnecus cnlry, Enters date and initials upon completicn of final screen
and deprcsses key to effect computation and scresning of remittance--entry
total. Olservesscrcan for "Pacl /batcn7 dozs not ba]qnce” sipnal indicating
dlfferencL belween tape total and entry total. Presses keys to display
completcd screens one &t a time if unbalance.is signalled and canpares entriesy
itew by ifcm, with remittance advices to locate crror. Makes corrections as
necessary. Dresses key to dicplay Booking Criteria index. Selects appropriate
eriterion und presses Itey Lo display corresponding screen, Enters (types)
date, initials, acccunt mumber, and identifying codes. Observes screen for
error sigrals and makes corrections as necessary. Presses key to feed com-
pleted cntrics into computer for electronic data pracessing and recording.
Notifies decignated co-worker of need for service wheir system malfunctions.
(20%)
3. Identifies and lists over and short paymenis fvr follow-up: Compares
amounts on remittance advices with computer printout of cusbomer charges to
identify over and short payments., Yrepares memos of over and shorbt payments
and foruards copies to designated perconnel in Controller's and Treasurers
Departments for action. Enters for reference on memos, from memory or by
consulting 1list, names of caployee responsitle for follow-up.

(10%)
4. Perforns miuscellaneous celated clerical tasks: Answers phone inquirics
fron Treasurer's Department regarding cash-receipts matiters. Carries out
other special assignments as directed by Section Head.

(10%)
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17. General Comments

Tork #2

Re: Item 15, Description of Ta

This job, after a rccent restructuring, represents the first step in
a techuological revolution in cewpatarized accountling. The changzover
should pive ue a fairly goced plcture of how cther bookkeceping |oL: in this
establichuent -- and nltimately in wuch of industry as a waole —-— will look
after the introdaction of the CRT (cathode-rey tuba) for dirsct input of
accounting data to the electronic computer. It is expected that about 90%
of the firit's accounting data vill be entered by this mezns.

Prior to the convergion, the SEHIOR ACCOUOTING CLERK-CASH/RECEIVABLES
preparod, coded, cheched, and balanczd dstailed journalsof cach receipts for
transcription by ht)puubﬂ Opovaterg to punched cards for computer input.
Today the paper-sud-prneil jourazlizing has boen eliminated end thz clerk
posts cazh receipts dircctly f{rom source documents to the computerized
ledger, wlilizing the CRT 22060 Display Station. The preparation of puached
cards as an intcrmediate step is ne lonzer necessary,

The changeover wes scheduleld 1o take place in mid-April 1972 but
technical difficultics with electronic esuiy s2nt and prozrmming forced
postponeowent, This particular job was finally comverted in August., The
other booklieepirg-related jobs in the Aviation-Marine Section will be con-
verted to direst input by absut April 1, 1973 and those in the Cargo-
Trading-and-Supply Ssction by -- it is cxpected -~ year end. Meanmyhile,
most bookkeepers in the two ssctions are geliing in-service training on
the CRT.

The Systens Analyst-Accountant team which is guiding the develop:ent
of the new syrtem explainel to us the rcascns for the chenscover znd its
probable cffect on labor-rmarket demund, job duties, hiring requircments, end
accounting -procedures. The puerrose, Lhcy eprhasized, is not Lo cat expenszes.
Hather, it is to improve ths timeliness and availability of data -- or, as
another fccountant exnvesssd it, to expedite the retricval of critical
accounting information, The CRT skips the keypunch step and thus offers
instant input. By giving direcet access to the cousputer data bank vie its
koybonrd it aleo pakes posulble instant retrieval, Once the entire account-
ing system is on line vith the CRT, even a compeny-wide balance sheet as of
one pnrt¢cular mosent could coneeivably be oblained Ly punching the keys
of ihe display stution with instructions to the zomputer to print it forth-
wilh. No moarec neced to wait till e end of the month for-a printout. The
pogsibilities, morecover, would wot be limitcd to standard computer-programnce
reporls. Thus a company official might went a breakoul of sclected data.
The Boolikeeper or Aczountant could search out the information in lhe data
bank via the displey-station keyboard and viewing screen Then, by pressing
a button, he could obtain a printout of the specified 1nform1t10n in report
fornm.

hile all of this eliminates the nzed for such worlers as Keypunch and
Comptoieter Operators there will be litlle if any change in the demand for
Bookkeapers, according to the dovolopmeat teaw. As of now they see a saving
of no more thun ten ©o fifteon parcent on bookkeepinz jobs. Furtharmore,

newly cvolving jobs in computer maintenznce and programming should offect
the reduced need in the clerical ficld.

As for Pookkeeper training requirements, any changes in this area will
result from reviscd asccounting precedures dictated by the new technolony.
Accounting theory will not be affected — double entry will still be the
basis of thie system. Any chenges will be in the mechanics and speed of in-
put and retrieval ond in the takeover by the coinputer itgelfl of routine
ealculating, account-selecticn, and audit-checking tesks. Thus the operator
can routincly eater raw data through the CRT witnoul necessarily knowing o
debit from a credit.,
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However, backaround knowledge is a help, or even a near nscessity, in
almozt any occupation  which involves o systemstic process. A Calculating-
Machine Opaorator could hardly maltiply and divide on the ealculator without
at least knowing elementary-cscioel aritiveilc. Even a nachaniced lookhespor,
according to the teum fccouniusut; chould understand bockkeeping theory anl
practicz., DBeyend rouline recording, the sorhisticated use of the CAT to
search out data would c2ll for scwe theoretical knowledge.

In addition to bockkeeping lraining as such, a basic (not in-depth)
introduction to cowpulers would be hzlpful. Practicol hands-on femiliarity
with pericheral equipment including the CRT would be valueble ani wight
wall be incorporated in bookkeeping courses. The Accountant aud the Systems
hnalyst concar in this.

In & conversaticn with the Aizlyst, the teem Accountant and the Aviaticn/
Marine Serction Heud (eleo an Accounlant) mentioncd that certain perseonal
traits will godn dupowviznes vader the now sysben, One of these ia newory,
vhich vould reduce tinc-concuming dependenca on such work &ids as code
books.,

Another valuable trait would be imagination, bacausc
is not neconsarily the cuteand-dried proceidure it superficizlly cpnenvs Lo
be. In entering or retrieving doln the oporator can bypass certoin inler-
mediate cteps to veneh Lhe appropriate data-storage area. Imaginative use
of avallalle short cuts will increzse efficiency.

It should be hasized that businese will not switch to CRT bookheaping
overnight. While tha OUT has beea used for other puvposes for a numbor of
years, its utilization in acccunting ia brond-new and w1l tuke some developnont.
So fur as ve kaow, only one olher company ~- a publisher -- has tried it,
and in a leses innovative way. That establichment uses 1t sinply as a machine
for posting from vouchers and prev;ou;]v prepared journals directly into the
computerized general ledper (Sce JiS /3562-500-49-1). Other firms vhich are
compuberizing for the first tire arc using punched tapc and cards, and cone-

template nothing rmore advanced than oplical scanning. And, of course, smuller
businesses will still find munual or machine bosklec plnf more suitable to
their needs. The CHI revolufion will be a slow one and probably limited at
first to very large operations.

5l
N
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INSTITUTE FOR RESEARCH AND DEVELOPMENT
IN OCCUPATIONAL EDUCATION

OFFICE OF TEACHER EDUCATION
CITY UNIVERSITY OF NEW YORK
1411 Broadway, New York, N. Y. 10018

Fall 1972 212/ 239-7430

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 instructicn, 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

Lot Gl @/{%

fs B Leonard J. West
Enc. Job title list Professor and Project Director

COVER LETTER TO LARGE EMPLOYERS

ERIC

Aruitoxt provided by Eic
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INSTITUTE FOR RESEARCH AND DEVELOPMENT
IN OCGUPATIONAL EDUCATION

OFFICE OF TEACHER EDUCATION
CITY UNIVERSITY OF NEW YORK
1411 Broadway, New York, N. Y. 10018

Fall 1972 212/ 239-7430

Gentlemen:

This University needs your cooperation in & 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 & 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 ut
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 lese 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 smployee 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

(/&,Ka,\_oa @a)\
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 jourmal clerk
Journal clerk
Order ledger clerk .
Posting clerk, stock record
Sales distribution clerk
Sales entry clerk

¢
H

[Additional Specialized Titles]

BANKING
Accounting clerk, payroll
Acceunting clerk, trust
Christmas Club bockkeeper
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
Reai estate expense posting clerk

Remittance auditor

229~

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
Coat 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




~230-

£CION% INSTITUTE FOR RESEARCH AND DEVELOPMENT
§ \N|Y/ # IN OCGUPATIONAL EDUCATION
e e B BT BITRY

LEE COHEN

ADVISORY COUNCIL
{human

CNUHMAN RILEAKD. IR
Yr Premdeni
Furst Natinaal t oty Haml

CHERBERT RIENNTOUR
Kemrnal e tor.
Kurrau of tahor Saneice

DAYID ] BILLINGS D
(Rasrman, Vouw Yoek fatv
(ouned Lainsi Porenty

DOYLE A BR INER
Urea, Nebosod of b ducaion
The (1y Collrgr

N cEN)
Faecuinw Necrotary, tdrsory
Couned fuor (h copotional Vdurasion

EVELY N LENNING AW
Dirvrie. Bumen's U eet of the
Cametnt’s Ufficr

ROBERT HOPPOCK
Professor of Counselor Educatian
New York Univeruty

THEODORE (L ANG
Prufecseor of Fdureiton
Harueh Collegr

CSRLANLIE 1IN
Pevulenie & nated Pacente
armiion of Srw Voed faty, Inr,

JAMES § AWGRATH
Then for ( ommunity { olirer (\ffars
Gty { mirvraiy af Vew Yok

RILIARIFPE AKRNON
hran. John Jav Collegr for
Lamimal Justu e

SRILLIAT L BOBINSOY
Finnt Amisinl Courarl
S LA Legnl Defrnar Fuml

JELW RO 17
Fur Presicont
Hoasreral Vuvwsates Ine.

SANETIE b StobkED
Cammeree and Iniduciry Iasewation
of Vew York, Inc.

CALKERT SHANVREN
Preadent. 'icted Foderation
af Traehore

Julls wilaon
{arreiaw, Cnenell Inciaivte for
{arree Pdu ation

BESJAMIN ROSSER, vv offioo
Univermiy Uraa

{XPcr of Trochre b dursiion
{lty {'aivernty of Vew York

SExrrilns Commiliee

O

RIC

Aruitoxt provided by Eic:

Fall 1972

Dear Bookkeeper:

This University is trying to improve the training of book-
keepers. To do s0, 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 & return
envelope. The questionnaire takes about 20-30 minutes to
complete. When we receive your completed questionnaiie, 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 vou 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 end.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

Fegmans PraedN

fs Leonard J. West
Encs. 2 Professor and Project Director

Questionnaire
Return envelope

EXPLANATORY LETTER TO BOOKKEEPING EMPLOYEE
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quastionneire to:  The Clty University of Naw York, 1411 Broadway, New York, NY 10018

{Phona: 239-7430)

SURVEY OF BOOKKEEPING AND ACCOUNTING JOB ACTIVITIES

Your name Todey's dete

{Pleess print) {Last) {Flest) (Initiel} (Mo./Dey/Yesr)
I Chack {v/| what appiles to you ,

Flrm name

end sddress COffice Phone No,

1. Age: 16.24___ ___ 25+

2. Sex: M F

{Street eddress) {Clty} (Z1p code)

DIRECTIONS. Asindicated, pleats check or circle oF print your enswers,

EDUCATION

o

. High school graduate or squivalency diplome? Yes ____ No ____

4. 1f o, when?
{Yeor)

8. In high school did you study .~ sck ona of the six blanks below):

No recordkeeping or bookkesping

Only recordkesping Tyt e 2yes

Only bookkeeping or accounting Tyr. 2yre, ____ 3yrs,

8. How many years did you ettend (circie one at eech level,:

Private business school 0 % 1 W% 2

Jr; or community coilage 0 % 1 % 2

Senlor college 0 % 1 W 2 3 4 S+
7. Did you earn e junior college cartificate or degree? Yes ____ No

8. Di¢ you esrn a senior coltege diploma? Yas ____ No

8. How many post-high schoo! bonkkaeaoing or ac-
counting courses have you taken (circle one): 0 1 2 3 4 s+

PRESENT EMPLOYMENT
What is your present job titie? {Examples: sccounting clerk, accounts
payable book keeper, sccounts receivahlv bookkseper, balance clerk,
bookkeeping machine operetor, nayroll clerk, posting clerk, figurss
clerk, assistant bookkesper, boo% ksepar}

10

Your title

11, How long have you worked for your present amployer? Yrs. —_ Mos,

12, How long have you worked at your presant

duties for your pressnt employer? Yrs, Moa.

13. tn your opinion coutd you have learned (or did you iesrn) to perform
your present dutias in the general field of recordkesping/book k eeping/
accounting without previous school training?

Partly No

Entirely _____ Montly

14. For your present duties in the lieid of racordkesping/bookk seping/
accounting, did your empigyer requira you to have:

No

e. Previous school training in the fieid? Yes

b. Previousjob sxperience in the field? Yes ____. No

15. What percentege of your pr-sent job duties is 25% _ S0% _
directly in recordkeeping/hockkeaping/accounting? yg5e L 90%+ __

18. In your firm how good are the promotional opportunitiag in recordk eep.
lngioookkoep‘mg/accouming?G

ood____ Fair___ Poor Don’t know,

17. Whet I the titls of the next higher position above yours?

18. Hava you been promoted since beginning
work for.your present employar? Yes ____ No___

19. If s0, what was your Job titi2 Just before your presant one?

-

20, Circle the number that most closaly represents what pro-

motion depands on in your firm. 1 « mostly formal school 2
training, 2 = mostly job experierice and performanca, 3 =
school tralning and job experiance about equally. 3

1f your present job is your first job, omit
Cuestions 21-23 and continue with No. 24.

PREVIOUS EMPLOYMENT

2%. On your flrstfob in the fiald of recordkeeping/bookk eeping/
sccounting,

o. Whet wes your Job title? .

Do not
write

in thly
cotumn

b. How long did you hold that job? Yrs. —_ Mos. ____

¢. Did your employar regquire

previaus school treining? Yas No

d. In your opinlon could you heve [earned (or did you lesrn) to

perform your duties without previous school training?

Entirely Mostly Partly No

22, Whast was your Isst Job title for your previous omplov.r—'(ho
one just before your presant ona?

23. Oaly in the bookkeeping fisld-~not counting other jobs:

& For how many diffarant employers have you
werkac {including your present job)?

b. ¥/hatis the total emount of your employ-
mentin the bookkeeping fietd tor ait am-  Yrs, ____ Mos. ___.
ployers?

¢, In your opinion couid you hev arned {or did you learn) to
perform your bookk seping duties without previous schoot
welning?

Entirely

Mostly Partly Mo

PRESENT JOB DUTIES

Use of Business Machines

24. In e typical work waek sbout how many hours do yYau spend at e
typewriter (circle one):

0 1 2 3 4 5 6 7 8 9 10° 1115 16+

25. 1f you do type, what sorts of things do you type? {Writs in the
short tiank alongside each item, the number of hours per week
you typically spand st typing that kind of item,}

Lettars or memos Fitllng in standard forms of business
pepers (invoicas, purchasa orders,

Statistice! tables tex or payroll forms, chacks, etc.)

Reports e Other, ————
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28. Name other machlnes YOU Use on your Job AND, in the short
blank elongsida each, writs the NUMBER OF HOURS you

spend et thet mechina in e typicel waek,

keeping machine, duplicetor, check writer, cash register}

27.

(Exemplas: adding
machine, comptomater, calcutetar, bifiing machina, book-

Ooes your employar yse electronic date pgrocessing aquilpment or

services (punch cards and/or computer squiomuntl to generete

fhookkesping end accounting records? Yas

if your enswar to Question 27 is ye
below to which alectronic deta proc
not sure, esk your supervisor,}

Peyroll — Accounts payabls
Sates —— Actounts recelvebla
Purchases fnventory records

Other {dexcribe)

No

ploase check the ereas
%ing epplles, {If you are

J0b Overview

29, Circle the number that most clfosaly reprasents tha

tounts, computing parcentagas, chacking srithmatic, and o on),

percontage

of tima in e typical week you spend in making caleulations =
both maruaslly and by machine {adding totals. subtracting dis-

0 10 20 30 AC 50 &0 70 80 90+
30, Circle tha number thet most closaly reprasants the parcentage
of tima in a typical week you spend in routine clerical #3ay-
Ing or transcribing of information from one record to aruther,
not counting pearmanaent financisi records.
0 10 20 30 40 50 a0 70 Bo 90+
31. in generst, do you have final responsibility for your work, or Is it
usuelly checked or verified by someona alsa?
Mostly, | havs final Mostly, my work is
responsibliity chacked by somacne else
32. What is the job title of your immed|ate superior?
33. Show which of the foliowing JOURNALS you use on your job by
clrcling the number of money coiumns in tFat journal TTvou do
Nnot tisa tha Inyrnal, circle the X.
General X|234567891011*
Seles X123 45867849 0 11+
Purchases X123456789101H
Ceshreceipts X1 23 4587809 10 j1+
Cath peyments X1 23 4567899 10 31+
Combinatian .
ceth receipts X 12 3 456867849 10 11+
end peyrmants
34. To you post 1o the GENERAL LEDGER? Vas No
35. Do you post 10 one or more

SUBSIDIARY LEDGERS?  Yvas No

38, H 50, to which subsidiary ladgers? Name them,

DETAILS OF PRESENT JOB ACTIVITIES

INSTRUCTIONS. For esch job activity, chack (n the PERFORM column elthar

Yas or No to Indicate

1 your answer I3 Yes, check In the LEARN column to

If you perfarm that duty on your praseng job. THEN —

show whera you learndd

10 perfarm that activity. Check sither the Sch {Schoal)} or the Job column—or

check In both columns if path apply.

PENEORM,

LEARN

1A)| Seles or Services Rendered '

Yol No

SchlJob

1. Do you decide or help 10 decide 1o whom credit
shouid be extended?

2, Do you keep records of merchandise stock numbaery
sold or types of sarvices rendersd?

3. Do you llzt—-by satasman, week, territory, or type
of sarvice~customars, suhserihery cllenis or pa.
tlents?

4. Do you prapere ssies invoices or biiis for servicea?

6. Do you prepare cradit memos?

8. Do you keep records of sales taxes charged?

7. Do you galculate for recording oin sales Invaices or
bills; extansions, discounts, aliowances, deductibies,
texes or frelght charges?

8. Do you list or total sales involces, bllis or cradit
memos?

9. Do you make antrias In salas journal or & Journal
for ssrvices rendared?

10. Do you make entries in a selas returnt and sllowences
Journal?

11, D0 you racord C.0.D. yalesin a Journal?

12. Do you calcuiate salesmen's cOmmissions or expanses?

00 you calculate dlscounts, allowances or partial
Payments bafore incoming checks are recorged?

Do you calculate paymunts ar pertial payments re-
celvad 8t grants o budgertery ellocations?

Do you anter Incoming chacks in e cesh recaipis
journal?

DO you recard bank deposits in a cash receipts
journai? .

Do you start each month's cesh receipts journal with
a cash balance trom the pravious month?

. Do you total ;ash receiprs records, ragistars or
jougnsls?

19. 00 you make journsl entries for cash raceived on

installmont sales?

20. Do vou use a cash ragistar?

21. Do vou cour, cash raceived or prove correctness of

cath on hand with totals in 8 cash ragister?

22. Do yau keep records of sajes taxe: sciizctenr?

23, Do yuu cullact cash frem two or more ragistars and

record the totais?

24. Do you keasp records of axpanses, purchases or draw-

Ing paid for by coins and bills taken from daily raceipis?

25. Do you make entrlas for discounting notas payable?

(C)l Accounts R vabls

26, Do you rocord or post invoicas, bills, or credit
memos 10 accounts of customers, subscribars, patients,
clients or grantors?

27. Do You past 10 accounts, checks or cash recelved?

28. Do you kuy.oit or lattar-oft entries in accounts?

29. Do vou find balances in gccounts?

30, Do vou prepare statemnents of accounts?

31. Do you listor prepara schadules of eand-of-month

balances of sccounts?

J32. Do you age accounts recaivable to identify how long

they are past due?

33. Do you keep records of accounts written oft as bad

dabts?

uou'ro doing finel Keep up the good work. I




(D} Purchases o Sew\:u Re aived ]

34, Do you prapare purchass ordars or requisitions?

36. Do you compare merchandise or sarvices racaived
with purchase snvaices or bills received?

36. Do you code purchase invaices or bills received to
Indicate the natura of the purchase Or service?

37. Do you record purchase quantitias on inventory,
stock, or open-to-buy records?

38. Do you compare the total of purchiase Invoices or ex.
pense vouchers with amounts budgeted tor tham?

38. Do you prepare credit slips for returned purchases or
for arrors on purchase invoices?

40. Do you calculate due date on purchase invCicas,
vouchers or bilts received?

41. Do you prepare vouchers for purchases or con.
tractad servicas.

42. Do you anter purchases or hiils for services in @
purchases journal or jour-.al tor servicas received?

43. Do you make ent-ius in a journal that has depart-
mantal column headings?

44, Do you anter vouchers in & voucher ragister?

45. Do you make entrias in 8 purchase raturne journal?

{E} | Cash Disbursements i

46. Do you prepara stubs and checks for cash disbursa-
mants?

47. Do you code chacks or stubs by function?

48. Do you entar issued checks in & cash pay mants
journal?

49. Do you make entries in & check register that is part
of a voucher system?

60. Do you verify corractness of cash iournals by com-
paring balances in jQurnals with balances in checkbook?

51, Do you make entries relating to operating expansaes,
such as rent, teiephone, aiectricity, etc?

52. Do you maka entries for propristor’s parsonal
drawings?

$3. Do you reconcile the bank statument batance with
the chzckbook or cesh journai balanca?

54. Do you makae entrias fOor Lank chergas and collaction
charges?

55, Do you use a pegbcard Or othar “"ona-writs’’ system
for cash raceipts or cash paymaents?

B86. Do you record entries in journats for collaction or
payment of notas recei.able or peyable?

87. Do you p..c purchass or return amounts In credl-
tors’ or vendors’ accounts?

88. Do you post to creditors’ accounts the amounts of
cesh paid to them?

89. Do you compare statemants raceivea trom creditors
with balences in tneir accounts?

60. Do you lint or prepare schecutes for and-of-month
balances in creditors’ accounts?

(Gi{Marchandise Racords

61. Do you kaep cost  acords for manufacturing de.
partmants?

62. Do you praparae cnarge slios to subcontractors for
marchandise sent to tham?

63. Do you keep records of merchandise and monaey re.
celvad from or due to subcontractors?

64. Do you prapare charge slips or credit slips for
merchandise shipped to or from branchas or sub-
sldiarias?

65. Do you make journal antries for marchandlise
shipped or raceived on consignmant?

36. Do you price or tots! merchandise for physicel
invantory?

67. Do you compara physicel invantory count with
invantory or stock records?

68. Do vyou prepare petty cash slips or vouchers?

69. Do vou enter petty cash slips or vouchers in a petty
cash book or journal?

7.*. Do you post directly from the patty cash journal
1> the ganaeral {adger?

71. Are you responsible for maintaining tha patty cash
Lax or drawer?

(|)| volll

72. Do vou prapare tima cards for employeas? -

7. Do vou calculate time worked by employees?

74. Do you calculate gross aarnings of smployees?

75. Do you celculate piacawork earnings by employ ees?
76. Do vou calculate payroll dsductions for taxes, atc?

77. Do vou antar payrolt information in a payroll book
or ragistar?

78. Do vou record payrcll entries in a cash paymants
journal?

79, Do you post directly from the payroll journal to
tha general ledger?

80. Do you anter payroll infarmation on individual
amployees’ earnings racords?

81. Do you prepare {Orms for depositing at the bank of
employeas’ and employer’s payroll texes?

82. Do you maks journal antries for depositing employ-
ar’s and employees’ payroll taxas?

83. Do vou toral individual employaes’ earnings records
at the and of each quarter?

84. Do you prepara quarterly payroll tax raports for
fedaral, state or city governments?

85. Do vyou total employees’ aarnings racords for the
yaar?

86. Do vou prepare information for amployees’ W.2
forms?

87. Do you prepare 32183 or commerciel rant tax raturns?
88. Do vou praepare triel balancas?

89. Do vou prepare work shaets for belance sheets or
Income statermnants?

90. o you prepara balance shaets or income stataments?

~
91. Do you prapare comparativa balance shears or\cOm-"
parative income statements? /

- . LS
2. DO you prepare income tax or franchise tax returns
for your employar? Ne—"

93. Do you usa financial stataments as a basis fOr pre.
paring current ratios, working capital or merchan-
dising turnovar?

96. Do you calculate tha distribution of net profits for
a partnarship?

(K)[Gnn.u! Ledger and G.!’\I'Il Journal ]

96. Do you kasp racords or accounts for mortpege in-
terast end principal?

97. Do you record antrias In the ganeral |ournal?

98. Do you record entries in tha genaral journat for ap.
propriations granted to ypur department or fund?

99. Do you maka entrias in the ganeral journal for an-
ticipeted ravanuas for ycur depertment or fund?
100. Do you post from the general journal to the general

fadger?

101. DO you raco.i 1«Otes racaivable of notes payebia in
the ganerat journal or Othar journais?

102. Do you racord antrias relating to intarest Incoma
or interast axpenss?

Bon‘t giva up NOw—you're almost finished!

~233-

L LEAARN

Schilob|

ERIC

Aruitoxt provided by Eic:



O

ERIC

Aruitoxt provided by Eic:

'112. Do you keep drawing end capital accounts for an

-234~

PERPORM

LEARN

Yes

No

Sch

Job

103. Do you reconcile accounts receivabla or accounts
peyable with general tedger accounts?

104, Do you record payroll entries in the general
journal?

105. Do you reconcile payrclil records with gencral
ledger accounts?

106. Do you prepare adjusting entries for bad debte or
deprecistion?

107. Do you make edjusting entries for accrued expen:is )
{unpaeid salaries, etc.}?

108. Do you prepare adjusting entrias for deferred ex-
panses {unexpired insurance, supplies on hand, ete.)?

109. Do you make edjusting entries for accrued or de-
ferrnd incoma?

110. Do you mske correction entries in journals and
ladgers when mistakas are found?

111. Do you méke antries for recovery of bad dabts
previously written off?

{individual proprietorship or partnership?

113. Do you makae entries for earnings and dividends in
capital stock, retained warnings, and other capital
accounts?

114, Do you make entries to close income and expense
accounts at the end of the fiscal year?

116, o, if necessary, revearsal entries in the
7

116. Do you make calculations In connection with enter-
ing finencial deta on coding or input sheets for
dete processing?

177. 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 praparation 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 inve ,xory information on coding forms?

123. Do you axamine data processing records to verify
complaints?

124. Do you examine data procesiing records to find re-
quested information?

12%5. Do you prepare flow charts for dula processing sys-
tems?

M) | Miscell

us

126. Dc you kesy a register of your orgenization's in-
surance D0licies?

127. Do you file claims for losses covered by insurence?

128. Do you calculate amounts of interest income or In-
terest expensa?

129. Do you racord entrias In notes receivable or notes
payabie registars?

130. Do you ke<p e subsidiary ledger or other record for
plent, equipmant or other fixed assets?

131. Do you keep subsidiary ledgers for individual grants
or eppropriations?

132, Do you make entries in journals thar diffar from
thelr column headings (double posting, negative en-
tries, etc.)?

Just two more quastions below, pleass

Have we forgotten anything? is thare anything else you do in the

generel field of recordkeeping/ocoick euping/occounting that we

not esked ebout? if 30, please list those activities below. Assign e

number to sach, beginning with 133,

133.

FINALLY, w:»22 are yOur ten maejor ec

tles, the ones that make up most ef

your work? Review the guestions in Sections (A} through (M) to which you
enswered yes, plus those you may hava listed at the left {Question 133).
Then, enter In the blenks below the numbers of those activities. Write the
number of your most frequent activity in blank 1, the number of the next

most frequaent activity in blank 2, and 30 0n up to a maximum of ten.

Vo oo 2. 3. 4.

6. 7. 8. 9.

You have been most cooperetive. MANY THANKSI
Check to see that you have left no qusstions unen-

swared end return your completed gucstionngire
in the return envelopa that has been provided,




