






more important qualities oOll:tributlag to theemplayabll 

personality maw be <levelope' Dt:Ul1nG$ $ eda.alion COVS8S are the 

to 11()ltil1€' to adil1s\. atti11lde tnWA"'Pi'I prepatai$iontor a 

i;,o uess,. "p,metual:11iy and .• 

the 

these 

. ""1. ",fElli." e. ""R.. and ethers, nlmproving .).$atning and 
the Jtvelopen'b ,Qt Japlo;ra'blePersonal.1tiel. in :BuIines. 

!heAJuGfi4an J\l$i.ne.s II (1,45), 
pp. :536-;9. 
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wascempiled from 

aidrsSf.ie$ given an the quest1onna1l*'U~ retu.rnel by the 

were al'~anpdWith thirty :representatives who 

~m:ploY!Aent in firms wltich were ~o.at$d in Oovinsl0n. 

:So'b.Qol bttlina"S gradllA1tS wauld. 'De representea.. '!he 

interviews were talmla:bed and are Pf8fltnted in the 
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~~~ lfX'ained !.!Non .... Oolleie ~~~ Office Workers. In 
iii tu.~, spot iiab'les1 ClM 

gave preierenQ$ to "'"'~..t. . .L.t:::IJI:;:"1iZl tra.ined office yorkers. 

1Itlsre as follQwst 

No 

13 
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1. a61s~,~dGlph,. "Row to Sq 1t 'Wi ih Statistics," 
pr1p:ier'slllk. Vol. 233 (Dgeem.ber 8, 1950), 23---24. 
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more than ona type of 

who 

Jobs -

list, wi'lih stenographers 

(ac.tually ...,."""","' .... '" lceepers in most oases) 

of 

men toreter to the 

for Jobs. Of this Ir0up 

referred 'bo the highschool 
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th1r'iyemployera t when 
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One provided nQ information 

sa,la:rles lfaid beginning 

by thirty interviewees ... "".,. ......... £! 

and frequen().1 

workers in CovingtQa 

$169. See~able 

f:lgu,re. !fhe meaian.:for 



~.A.1LE ?IJ 

OF D$'l'S USlilD FOR APPLIO.iU:r!S OF QlrFlOE JOl3S 

!, 

Ol.eriCal Aptt tude tel' 

~ewr1tinl~esl 

Shorthand. fcest 

Intel11genQe !e$s't 

Merit E:x:amlnaticn 

PS!*$onal Inventory 

Gane~al !esl 

Frequ.enq 

1 

6 

4-

1+ 

2 

1 

1 

~ fests 'tfse4.tQr' ,AU11eant$ !! OffleeJoos. !fable y:; 

indicates a-e).erieal aptitude test is most often used tor applicant$ 

of office the thirty empleyelTa intervieysd. IJ?w'enty employers 

stated that they-did not giYe e.ny t1Pe Qf test to applilants. 
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SKILlaS DCiSS.AltY ]OR OIFI o:m WO. 

Typewi t.1ng 

,n,v .. v...s.Uf5 Ma.ch111e Opelfatiol1 

ShQrthand 

!VJ.lJlleo,gr;~'{l.tl Operation 

Oalettla:Gor Operation 

-------
30 

24 

20 

1) 

1 

4 

:5 

:2 

2 

SkUl$leeEHI$glfor Office Work. A$oorciing to 1he fiaalngs 

in ~&ble Jl. sIdll in typ$wrtt1ng 113 0011$idered the mOB' eS8e:a:bial, for 

otfice work. 

:ranks third.. 
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!!.A:8l1E 32 

onlOE WOBtN' WHIOl1 l:ttGB: S(BOOL OJFIOI WOmtmlS 
eOVlN'G'l.'ON RIGI 50110014 DED MOD '.eRAINllfG 

Spell.ing 

~1 tb.meti.efundamen tall 

Prope~ attitude t.owa.rd work 

Filing 

A$~a.w in typewriit1ng 

Following til:"ections. to th 0%'&1, and W':rltten 

';i."h.Qro~e.$ and aocuraq in work 

Fre que nq 

13 

11 

11 

10 

10 

10 

9 

9 

9 

OoviAiton K1mS~oqlliea4More Tra1nin,. A summary of the repl1.es ()f 

empl&1t2f'$ ",0 the qaa$tiont "What things have you had to t:each the high 

school 'bu.sine lie training? ft 1s given in fable 32. 

is proof' of thetaot lhat bu.sin$.smenin Covington 

like those eu ... fi~ew:nel~e are looking :tor employable pfu:sonalities. SOt the 



Sp&lling. 

in 'J11)eWl'·~'1~:1n{!;. olailn fottrthplaee. FolloWingdire;ctlons. tb.eron.ghnall 

opex-ai1on of commonotfiae ntach.1l\$$ luch a.s ddiDg 

A items mentioned leIs 

".I."'''~''~''4.I;~3.. proper use of thete:lephone, poise a.nd self-confidence. logieal 

mote drill lntypewriting Ullll'bers" more trai.uil1g in typ6l'rrit1ng of 

balanced ar:t:l'alllgelnetll of .1erial on a. ~ge. systematio ha.blts, and 

Officer Ma:nag&r and Assistant freasver of 

OompaulY f Division of Asseciated IpringCorporatie.n. 

,ffice beginners:" 

A$ employers of 'beginning offiee 'Workers, 
for mentalalerbels al well 8.1 soundiJralning 
1undlsmental $ al langu.a,ge ana arithmetic. 
important are the ineu.1«atio!1 a good ~ob 

the devalopm.ent of the l1$W employee as a. 
whQ should be. a.ble 'boassume respon!llbl11ty 

$Ue'cet.sM17 wi.th $the~s. Xi thoro~e.$ 
y:)el~81.S1H!nC~R havtl be.enstre8$$tl in ilhe' schools 

-r:;n"'ft'"1'H,1'1"l S$!tt~ detin.i te ta-ainingiowariL developing thole 
~LLU..~1l) .. our new $mplO;ref? will infoma'biol1 that 
~<VCli..z....J...;< neoessary' to get ud to hold an otfi.ee ,3ob 

" • ,. • mor$ "tIe eooperata wi'l11 sohools, the 
tV.UtreW1tle shall a:pprouh "bo ob'baining the kind of 'begin­

empl.oyee we wish to have in our offie ••• I 

1 •. Haskell,:rranel$lt.. JI5t to .mXOSClrtl of Gttica Jag!1Ul.trs t it 

ltOXA.lFo~) ('Novslll'bexo 1950), pp. 



what use theDuslnessgradus;t$. of Covington BiCh 1.001 to., 'ihe 1'$&r8 

194~19.50 male of' the business subJeots theysat1sfari&ltily eomplete4. 

)(01'e sp6ei£i~ally the prQblem was intended. (1) to determine the typel 

of emploY111enth wnt-the h1ghseh()ol busine$s gaduates are engaged; 

(2) tt!) :lelem1ne th$Talue of bUsine$s eduoation louses to businell 

gr-ad.uat$S S.CCOl'ding to their opiue>nll (3) to determine what the $I. 

plC1ers eoneiler the ma~.:r weaknelse. o£ the business graduateS they 

emplOYJ (4) toobta.1n sngge&tlen$ tOl;' thE) improvement of the busine,s 

e4uca;~loneu.rrleul:um at Covington 1Iigh 8.001 tha.t would be beneficial 

in training $'t'tldents for GmplQ:nnent on the initial j()"b.; and (5) to 

provide :t.nfomationfQ'r' the Gld.d.anee SemCGs. 

$CPI~ :i!eclmigues, a.nd Methods. This inVe$ligatlon :lnOl.ude~ 

tor the year$ 1946-1950. 

A letter, a. quetrl;lonna.!:re, and. a sheet of tt:O.f1n1t101\$ ot Job 

~i tles'· W$r$ sent to 102 busine$s grail'\;lJ.a.tes to obtain pel~sonel,adu-. 

businels lfu,bjeets, and their S'ltggesiiQ)1s for the improvement of the, 

:Susine.fI Huea.tiol,1 Jeputment. lfhiny bu.sinessmen were lntervieiJted 1;0 

lecu.re thel~:rea.tiQnfl 10 e:mployment of man)" of the •• graduates. 



Findings 

following are !lome findings wi threcommen~tions for 

the 1mprovemen t of business ettueatiQn curicm.lum at Oovington High 

SQhool. 

naires sent to 

wt:l$seoured 

It 'tIras 

Finding No.1. 

t1rere there 100 per eent retune from the questiol1-

business gradua:tes. but also splendid cooperation 

emplorers inte:viewed. (See !ablls 3 and 21.) 

00 un ty 0 f the $mplQyed £rI!1'm~'l"l'!:!l 

~entt resided. in .ule&U~ 

or 87.3 per cent. worked 

13. ) Ai so. 52 grad:u.a.ies, or in All$glta.ny QO'Wlty. (See lables It 

51 per 't'le.;re married. (See 5.) 

!!tt"~LCI.:tI.a:f3en! can :make it :pQ8sible 

instruction to the needs of the 

studies also will help to determine the 10 

the bUsiness education 

community. Follow-up 

of the graduates, lheir 

statu.s. aud whether the bttsinesscurrieu.lumls 

sa.ti$taetory. $ueh a study shQuld 'hemad-e the »1l$1ll.e~$ EdUOalicn 

:Oe~tm.ent~Qparatiell, with the prineipal. r.fhe data seCu.r'ed from 1b.e 

stu.dy used :tor eurriou.lullt reTi if nead.ad. follow-up 

studies help to d~velopa relationship between the 

eeoo! It is further in order to 8(!H:lure the 

cooperation pupils after gradu.ation. inatruciion in the purposes 

and vall1es a follo~up progl"aTn should be provided while the pupils are 

It ill 



Finding No. ::2 

Seventy-two graduates, or 10.6 cent. had only a high 

school education. (See Table 7.) Also. the large lnajority of the busi-

ness ne additional. business eo;u.catioll since graduation from 

high scnQQ1.( (See Ta.bles 6, 8. 9 and lO.) 

aeommenaation. Sin.oe itappea.rs the school is large17 

the source business t;,ah1ng for itabilsineSs gradua.tes, shoUld 

provide a.n aO.equateoffaring in the b'tlsiness ourrioulum tom..at the 

needs of t.he busine$$ comm.unity. 

Only 

they tnT&1 ted. 

Only 

po $1 t ions 

( S eeTabl e ) 

in a. variety 

Finding No. 3 

graduates, 0:' 51 per cent. are doing the type of work 

do at the time of high sahool gra.duation. (Se9 fable 11.) 

or 31 peroent. indioated that chose their llresent 

these poSiti·ons prQvlde of work they liked .. 

It Was found tha.t 'bua1ne ss graa:u,ates have been engaget 

eCOl1pations,. ( ~ables 20. 21.) 

ReoommenQtioll.. 2b.e ;B&1inistra.tion is ll:rged. to provide the 

funds trained personnel so that the Guidance Services of the 

school may expandel and :prGvl$icnm~ made for more guidance in 

o o Gupational and tmining and more hell? in orrta.i,ning a Job be~rfi 

suited to abilities of the student. 



!fhebtudn$sa graduates are 1n a. number at oocupations. 

(See :eables 14 and 15.) Fif't~two graduates, or 51 per cent, are work. 

1ng a.t require some knowledge ofbusine,.ul $u"bj.eotEh . Forty~n1ne 

of are enga€:ed. in office Jobs 'tn th gen~ral cleri.oal post tion$ 

leading list; tl4ecretarlal, 8000ll11; ~tenogra'Ph11'l t third._ 13ook-

on the list with offioe workews holding allen 

at :po~d. 'bion. graduates are in merchand.ising and manutactur-

lug than in any. other (See 'fabl.e IT.) 

ReeomendB:tion. !ra.ining clerioal,. !liS well as sscre1iarieJ.-

pos1 tlons, should. provided. SinGe thegrad:uates employed 

in the ""'''''''h'';'''''''"",, area w111b8 many types ·o:f offices. they 

a tho~ough the fundamental skills and duties 

of IG that they may be to make easy and sui table 

ad-jus tmel'l t .. 

th! g study more ofbnsin.e$s grad:u.8,tes 

are '\i;l''''JoI]:'~)..:i~ in general alerieal jobs than ally ethe:r types of 0:£f14$ work, 

it 1s rec~nllllende' that shorthe.nd not ~equ.ired Of all busine •• graduates. 

Jj&'~tl.se O11.e y~ar of as now offered appears suffioient 

to trise" needs fOf the '01181nes$ gradua.t,as1 advanced or second. 7ear 

IJO€i1t.l$.'leelr:r.n.~ is not recOlnmslui&d. 
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Findlng No. 5 

. ~r half of the bUsiness gra4uates found regular emplo,meni 
. . . 

wi·thin tlll:'ee monthsedter grMut1on.. (9$e fabla 18.) A !.lumberef 

these ~atua1.JJ ha4. temporary orpa.rt~\ime emplo,msnt before ga-dution 

trem high stlhQQl.. S!Jtt1-1hree 01 the gxt-9Aua:ba' t or 61 per cent, were 

employed Stt the t:tme· ot th.is Biuq.!!hel'$ was tnlyone un.emploteL 

~he rem.dnde~ \ltere 01 ther purs'U.ing furtheJ'" educa. iion or henlsekeeping. 

le~an4a.t1on. Sine$ the lnltJiness grad.UAtes are. tor the 

lllOlt part.' .... U' .... "'~ to workimmediat,elYt 1t is important that thef1nal 

weeks of f,t"'Cl~;I.l"!."''''B a.ppro!'dma1u~ ft' nearly as possible the wot'k the student. 

can be A"lM'~~A·ttAtl to perform on a job. Since there is.s. growing leniellQ1 

tor mGre ""'l19,1.u.Q;,L.~ gr.aduates to work atter marriage, the1 must not only be 

initial job. but also tor advanc;emen.l$. 

Thiriy-etght gradUa,lGI, OT 36 per cent, 11'\0<1 their own 

a.pplication) as being the me'hhod used in tinting 'tibet;, 

30b$ through. lriend. or l"e1a1i1~lt and fourteen graAuat$$, 

through the busllte.$ teaoher. (See fable 19.) 

ReQQmnIen4a:t.ion. The gr~ui:u.ates should be taught how to make 
1 

personal i::!111:'ll,;f4;;'~(;:l,o'"~.{.j!''''''' for a Job since the major1t1 obtain their firsi 

1>011t10ns 4"'h"a"~""''1~t.lth their own etfort·s. Here 1s anotller place where the 
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theY' can help buslnetsmen find sui table emplQyees. 

business machines l1f1hi!}d by the greatest n.umber of grad.uate$ 

in their "Jere tT;Pewri ters, a.dd1ng ma.ellines. calculating maQhlnes. 

and. stencil duplica.to:r~h (See Ta.bles and 23.' 

Recoeendati.on. ~e lku~:t:ness Education Department should have 

these t;r.p0S oiofflee equlpmen:t so that the studen1s will have an 

opportunity 

student$t 

lea..rn their use a.nd operation thereby increasing the 

to business firms. Such equipment should be modem. 

ea~d.l7 avail&bl;0 to the business tea'Clhera .. andh good in -good working 

order. 

Xn instances, in.adequa.cies in hi.gh $.001 business 

training as ,Ustedbyboth the bus$.ne$s gra.&u.a.tss and. the employe~s 

were identical. Theneedl f<)1! belta: t:aining as listed by the graduates 

were a.s follotfs: (al l1l$eting the public. (b) tiling, (0) making long 

distanoo (d)lea.ming proper office etiqu.ett$, (e) learning to 

fill in the ntost efficient manner, (f') learning the importance 

ot the economy of motion to conserve energ" . (~) .handl:lng. a 

carbon (h) eomplet!ng work within a speoified time, and. (1) type-

wr1 'bing aecuratelr_ (See fable 24.) 

majtlrweakne8S$S of high ~ch..ool gr&.cluatH\~S a.s gi van. b7 

thei.r employers were as tollo\lfSl (a) getting al~ng with ot}u~rSt 
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(b) En~ishfund.amen1ia.l$. (C) leiter writing, (d) spelling, (e) a.rithmetic 

fundamentals, (£) proper attitude toward work, (g)f11ing. (h) following 

oommon 

maehine$. 

maahines such as adding. oalaule..ting, and dupl1ca:ting 

!able 32.) 

Re!,o~~ndatlon,!, The inadequaOies in higb.$Qhool business 

training 8.$ by both g~oUP$ should be lessened as much as 

possible by lmproved. m.ethode ot teaching; offering additional 

busine$s sub.jeets an<l.pTovlding equipment.tu.mi turs and appliances 

necessary to implement the in.struc tionsl. pt-ogrant. 

U'e!lEUi~a.L business, combining both bus in e.' and economic under ... 

slanding~ QUlinels $;riimmetic. as. the first co'l1rssrequired of all 

businelS will, if properly taught, go a long way toward elimi .... 

lla.ting some oi' 1na.dequaQies. 

$lohool also nee(la to give mora emphasis to spelling. 

pu.notuatioll f and lel.t~r 'Wr:l/bin,g. 'lbe busine's students are 

already grouped. in10 one section of senior lfingl:1sh and the 

cou.rse 1$ 01 the regular English teacher. ~us, senior English 

is being to the neetls oft-he bum. ne~$ )9,,-p11s. It is recommended 

that the English teaoher who' tea.ches the section for business pupils and 

the the Business EduoationDapar.tmentstaff tV'ark toga thar :more 

oloselY' in to provide functional English tor these pupils. 

practioe 

organized 

A COilrse in general office praetlee whioh inoludes maeh.ine 

offiee procedures should be offered. !h~ eourse should be 

resemble work in offices. In 8. general office pl*actice 



t:!;LU.1ii.Ui;:t.~4.o:i should be :pla.eed en. integrating skills alrea.d1' developed. 

filing telephone, operating offioe machines, developing a. 

tion of srnlOC·.:l. and 

'1as listed most:treqtwn:tly 8..$ i'the busines$ subjeet 

of .O''Y"t:.uiI.'ttli!.':l!l:!itt value in the work the gradua:tea.:Bookk$ep;1.ng ranked 

third. (See ~ables :;1.) 

content shouJ.d be enriched and enlarged. I.t is reeom-

mandedthat 

of 'bo ~nsral office practice. For suggestions. see :the 

Course ~. '~~"". ~p:1t.~ewl"t tit!' 1! the. Gte-ite. g!Vil?sin1a.
2 

1.::Bt1.sines$lUd:u.eal.1Qll Serviae the 1)1v1$1013. of Vocational 
Edu.qatiOll, $ta-teOclU1;a$ gf.S'bu& fQrlusiness Educat;Qll! Part lIt. 
OleriQ& l?ra(ltice and Vocational Offioe 'raining, 1950. 

2. Bus1.nels Educal10n Service Q:f -Una Dlvision of Vocational 
Edu_tian.Sta\e .~urse, ,u,. Stu&fo~:su.ed.n$le IduC$.'iion, P~t lIt 
~@"1r1ting. )...950. 



Finding 1'0.10 

A ot the sUigestions offered by the business gra.d:u.a.\es 

for the imprQv$ment of the Justness Eduee;bion Depa.rtment were (a.) to 

practice (iourse, (e) place more emphasis Gn how to meet the public 

and how to eonduet oneself in the otfiee properly. (d) equip the type-

writing 'room. variotu$ makes oft.y:pe\..rTl ters i.nclu.ding ele.tric, 

n()iseles~ and el,ite font maohine St (e) a broader business 

currieu11.un, ttl tea.ch filing, and. (g) require ample experience with 

English fundamentals. (See !a.ble 26.) 

res1l1ts of' interviews with employers of bu.$in~H'$ 

tt:."';~~UiiJl,yJ,t;' ~ follow: 

(a) ~tHlty-f1ve employers, 01." 8:; 

employ 

ha.d. bu.sine$st~a.in1ng in high $(ju)ol. 

(p) T\r(enty .... one employers, or 70 celll:II, il1dtaated t1¥tt.they 

rele~' to IChoolf'or recommenlia.'ion of 'fane grad:ut$$ 'tho aPP17 

tor joDs. 

(til) A total oft.veniT-feur office llOrkers haTe been emplot'$d 

c1ur1q th$ past yea:/: in the bUli.uel. e$labl:ll_eniH~ 01' the thirty 

employers tnterviewecl. (8$$ !!able 29.) !welv$ 01' the empl.~ers stated. 

thait the they represent ec1 had no openings for otf'lceworkersdu'riu.g 

the pa.tI't ;ree:r:. rellase, lnmost instanees,representedbnslnesses whlGh 

emplQ1 on1;1 one Qr 'bwo workers in their Qfflc.tl. 



(d) 

(e) 

91 

01 the employer'$il1dioated thAt their tim. enrplo1~'n\ 

of office wo~kell!'. kneral office clerk$ led the l.isl;.j 

$t$nG~pher$ rank~d Be.onl. bookkeepers (aetual17reoord l(eepan1n 

140 st inl'ta.nees) elatnled tJ1ird. place. 

(t) ~/¢ ... th1rds of the empl&yers stated that lh$Y did not gi-V6 

most 'US$.d. byemplqere who indicated the, tes\ed job a.pplicants. 

(g) n.ecesaary f'orc:ffiee work as 1.1aled b7 'the largest 

pero ent age employers were typsw!. ttng.a.dding malhineo:peration. 

shorthand, steno;'l dupl1oa:t;or operation. !.f!ypewr1 ting wa.s considered 

all the mostels$ntial business skill tor 01£10& wr-k. 

pre,ent 
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the lns'~tio1 in business education should be US$~ in revi$ing the 

busin$'U~ $ducation curriculum. As a. result of the findings in this study. 

ttaeemS the school :n.ads a good twe .. watr business wrriO'Ulllm. 

PROPOSD OOYIJG1'ON 'XIGI SfliOOL llUSI1{ilS·S DUOAfION 
'lIDo-RAMOl SmI>tES 

·Sten~~le· 

General :Business 

. Steno~aphT 

OffioePl'&etice 

1 ult 

li'Ul1it. 

2 alll 

t utd.1i 

»O&kk$$ping 

Office Praetiee 

1 unit 





Abraham. Loui.e. 'fA Study of Royerton (Indiana) liigh Seh<)ol 
Graduates Who . lave sad lktsines •. Diu_tion. U Unpublished 
!:last:Q:rfs !hearts. :Ball State ~$ao:hers OOllege, 1947. 

:8-.1$1$Y I: l.lYol. JfRecent Development in Business EdueatiQn," 
~eA1n~l'iC!lan :&u.sl1\el.lclucati.tlll. Yearbpok, V(;)1. V. 
Somerville, New Jeney: Somerset'ress. Inc., 1948. 

:Blaokstone. I. &. "SurveY' of OCQupat:ional HistQr1e's of Iowa Oommercial 
Sluden" •• ft . trntversl tat 21.. Iowa Monogra:pp.sinEdu.eation. 
V01.IX. IOWA Oit" Sta~~ t1id.ver'sity ot Ii •. November, 1925. 

:eovell. O. t. and. Others. tflm.prGving~ea.rning and Achievement in the 
Dttvel<lpmentQto,able Pe"sonal1ti$$ in l3usine$s Edu.cation." 

.. ,r.1,eanBusineaflJ lid:lloatif)l1 'yearbook, Vol. II. Somerville. 
iel'S$7' S~er'set Pre$s, Ine. ,194;. 

li'..t.'ilf+".,. Loui sa. ttA lo11ow ..... u.:p stu~ of the O·onunereia.l Gradua tes 
:Bel"kley Righ Sehooi", Je2:kl,r. Michigan. for the l'ealf$ 

1933.1943, Inclusive." U~1.p1l1)liahe' Masier t s i*hesis f University 
of }U .. ektgan.194;_ 

OOQpe~ttye Study ot Secondary $eh001 standards. Evalu.ative 0,1"1 teria •. 
lfaehington, D. G.. 1950. 

Oovington 

Sehool. CkJj.d.an~eJulletln. (lOVington, Virginla# 
<nr .• j" ..... • ••• '''n High School, 19~·b. 

School. Guidan~$ Bulletin. Covington, Virginia; 
.".~ ..... 'n,v," ".~... High School. 1950 • 

School. Prineip&lt$ Annual Reports. OOVington, Virginia." 
"'","-F;.V",,u. liigh Seh()('Jl. 1946-19;0. 

n_eIJ.1:rank,l3~inkman, Albert I.., and v/ea;ver. Wilbur R. Frees1.s, 
Gu1dan~e and. P1a.eement in Eusine$$ EdtlCation. Chiaagol . 
Scutli-WQstern Pll'bllsh:tng'Company, 1944. Pp. v .. 216. 

I. :rr~.tt!h$"l.s an A4eq,us:t;eSelection. Gnldance, Placement 
lollow.up Plan. tt'PheJatio!la:l l!usinessEdu()atl0;lQ.uQrterlz, 

Vol. XVIII (Winter 1949f, :pp. 59-63- ' 

ntsha.l$e, lean VUginia.t1.A;n Ooou:pational survey of the :Bu.siness Grad:uates 
of ,Laneliigh School. Oha.rlottesvil1e, Virginia, 1945-1949. n 
Unpub1ished MasteT's TheSiS, Virginia Po1ytechnlclnst1tu.te. 
1950. 



· .d:u.eation for General Clerieal Post tions. 11 lIBEA 
Vol. tv (February. • p. 16. 

Flnk~lho;r, 1Jez-o"q o. nOec'Upati.onalMjustments otJel1nning Ctfiee 
v1o:rke:rs. f1 Unpu.blished. M:a.te~1 $ !fb.es1$, University ot 
Pi tt$'bU.'rgh, 1941. 

FlesCh, lludQlph. "HoY to SsY1t ."tdth Ste:M.stiCs, tl Printer's In~. 
Vol~ ~33 (DeC$mber S, 1950), :Pl?- 23-24. 

Haskell. L. "t!fb.at to Expeet of the Offioe Jeginner, tf NOMA· l'0rtml. 
Vol. 2;,PPII 3-6. . 

Indust-ri$tl Development o om! tt6e of ~;Qhamber of Commerce. Economie 
~nd I~dus1rialSunel$f Covtnstona.ndAlleeanl Oou.ntl~ 
Oovillgi-()n, Virginia: Chamber of Oommerce. 1950. 

K0Qh, Al vema. t'Anliistorial $tudyof Ooeeroial Department 
Gradu.a.\el of Lima High 8choo1_ Li_, Peru. andaSlU'Y'Gf of 
G~aduatel from 1919 through 194,." Unpublished Master s 
'"".l.il>1I:i'!1i:>,J,..;). 110Wling Green Univers:i ty, 1948. 

Lopema...'tl, Harriet. nA Study of School Gmd.uates 'rna Drop""cuts 
of D$.nyel's Righ50hool, Unpublished Maliar s IJJhesis, 
Nelflhweltern trnlvers1 t1 t 194.g. 

nAn of Methods ot :ReSearch with Suggestions ;foX'- High School 
Principals and Teachers, tt~eauQf ~du_'i()n:Su.lle":ln, 
]IQ. 24, 1926" - I 

rtltehis, Sam'll. e, 1:8,.. 1IA, .. rGl,l,O,'W"U:£,S~Udy Of., ,~51 Fllnl lli,gh SohO()l 
Graduates Jmployed in .!lint, Michigan. 1931)0001941. ft 
unpublished Me.stel'* s !he.is. University of Michigan, 
194:;-

Rowe. :Be~_in. "The Role of in Soh.oola. U .fheJou:rul 
. .2! ..• !!!~e!!$!s Education, Vol. XXVI (Octtibe;r, 1950) J pp. b3-64. 

"'_~"IJ"'k R. itE.quipment for ihe . Education Department,« 
American :Business Eeucat10n Yearbook, Vol. y" 

SomerV'ille. New ;Jex-seyt Somerset t Inc' t 1948. 

Snyder, 

Stevans, lla.rri~t. tt,A. FQllow .... up theOommereial Graduates of 'Ylesl 
School. A'll.rora, Illlnals. tl 'O'npu.blishad Haster' s Thesi.s 

of lewa. 1941. 
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Strauch. lidiabel. dGler1eal W'orkersAre :BtltCkbone ot An OffieG,'-
J0vna1 of JusinesIElua:biQn. Vol. 26 (Septem.ber, 1950) t 
11'"'14. 

t. ·~Job-Oentere4!u$1:neS$ llhoation. tf D4 Journal, 
"Qt.. lOtXVlII (May, 1949). 31t8-49. ----

\ls1ker, Luel11eW. If A Follow-up Study of High School Clradn.ates of 
Ja;1ette COUll. ty. Wes; Virginia. H 'f1npubli,hed. Master'if !thesls. 
Ohio state University, 1948. 





VI!eA 

I W&S born in Alleghany Oounty, Virginia. N;r elemental"1 

and school educa-tionwa.$ received in the publiosohools of 

Olifton Virginia. In 1924 I was grad:ua:ied. from Olifton Forge 

High Sol'l(.lo1.. 

Oollege 

undergradu.a.te work ".8 o()nl.:pleted atSta,le ilea-chen 

ton~lOod QQllege), Farmville, Virginia. On June S, 1925, 

1 reoeived the :Bachelor of Soience d.agree in Edueation from that· 

inst1tl1tiQn. FOllowing grad:ua:~l()n from farmville ~eache:rs Oollege; ; 

stud.ied seienoee.t the University of Virginia. d'll.ring the .ummel's 

1937a..nd 19;5. 

in bll.sine'ss .4"tU)aiion were pu.rsu.ed at Mary Wa.shington 

College, hedenckeburg, Virginia,during the summers of 1931, 1934 

and193!5. Also. du.ring the fall of 1931t. and spring ot 1.935, the et"q 

of MU.-jl..t..!..I.~:;;'D~ education was oontinued. at night schoel c.'!laases at vlest 

V;Lrgi.nis ;l.n.~il)A..u.·lt::;'Dj:) Oollege, :Blu.efield. West Virginia. !lttring the summer 

of 1940 additional courses in buslnesseduoation were taken a .. Bowling 

Oommeroe. !ow11ng Green. len'tucq. Extension courses 

of the Ul'LlIi.VerSJt.u:.v Q:f Virginia. in personnel manalEnnen:t and. gu.1danee in 

the eetJo:na.al~ 

(191tS-1951) I have attended the V1);*lin18. Polyteohnic Xustitute, J1acksbu;rg, 

Virginia. requirem.entaior the lYI~M&ter of Science degree in 

:Business lineation. 
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1928 .... 1929 I taught in AJ~.J.e~~UlI:.!l:Jr (Jounty, Virginia. at 

Selma. .ru.Lt~men~~'J':Y' School. In thee! 1930 I tattght in the fh'aham 

Elementary SohQol ~t :Bluefield. Virginia. This position was held tor 

five From September 2. 1~35to Jan'UAry 31. 1940·.1 serve! as 

instl"Uctor 'business sllbjeets,teQ,oher-librarian and seoretary i.o the 

• .1..""' ... ],, ........ of Graham Blgh School. !luafield. Virginia. Olt February 1, 

1940, 1 a teaching positioll at Andl":ew Lewis School. Salem. 

'W&sheld until June! 19l.;,6. At A..\'l.drew L,ana High School. 

Ita:u.p)1t "' ...... li:l,,\,;l.a,'''';Qi:> lubjeats and 12!6"'V~('t a~ a$sistan\ in school 

s~hoclof'fiee. -the sum.mer 19411, I served. a a 

$U1l11'ner 1:i1,;~.t.l.V~)L insilruotol" at Kenn$itt t s School of Commerce (now Virginia 

SouthernOoll$ge) in Roanoke. Virginia. In September 1946 ! becaJ"11s 

the 

business subjec\$ at 

fl'lr one year l 

' ....... ArA""''''''I:.~ Wilson Iiigh SOhool, Portsmouth. 

the adult edl.lca:b:Lonpl"ogram in 

Pt)%'ts:tnonth, serving as inGtro.eiior of business llubjects 1.n the 

Since September 19~"1, I ha.ve been teaching bu.sinels 

Vil"ginia. 

I 'if.t8.S contributor to ltevissdOours$ of stm.ly in Typsvn"i ting 

Virginia (194g); s~rve' as a member of workshop 

D'~.j):\'11V!.~ w.t~ . ..s.'~~ helped to formulate Practice Vocational Office 

".l;TI!!Ll;.U;Lng t"r.'."t""''''I.o of Study for the i:i)et::on~:r~Y Schools of thaS.tate 6t 

It\. Manual of and P%"Q6$durss tor Eu.siness 

a Oourse General Business (1951) .. 





Covington 
Oovinston. 

Corrected Address" _____________________ ........ _-

(First Year) 

(second 
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(Ssl11ple) Da te filled in ---------------------
~UESTIONNAIRE TO COVINGTON HIGH SCHOOL BUSINESS GRADUATES 

FOR TEE YEARS 1946--1950 

Read this questionnaire carefully before answering. All information 
~ be held strictly confidential. Answers wil~ be reported ~gures 
and \1i11 be in no way conneoted with your name. 

I. GENERAL INFORl>1ATION 

1. Name 
--~(-La-s-t~)--~(~F~ir-s-t~)------~--~-

lviale () 
O~iddlej - Female ( ) 

Married ( ) 
Single () 

Name (if married) 
------------------------------------------------

Present Mailing Address ------------------------ Telephone ----
Permanent Mailing Address ____ ~----------------- Telephone ___ _ 

2. Year of graduation from Oovington High School ----
II. BUSlliESS EDUCATION 

subjeets that you studied in 1. Please Check the following business 
Covington High School. 

Booltkeeping (first year) 
--Business English 

Shorthand (first year) 
-Shorthand (second year) 

----Commercial Math ----Typewriting (first year) 
----General Business Typewriting~(seoond year) 

2. Have you had any addi tional education after graduatiQ'n from 
Oovington High School! Yes_ No 

~usiness School Post graduate high school 
__ College Others (specify) ______ --____ _ 

Name and location of $chool attended 

Institution and lOCation 

Date Time Spen'.t 
Yrs. 140 s. 1ike. 

------------------------------------------
3. Have you received a degree from any college? Yes ____ Uo_ 

Institution and location ------------------------------------------
If so~ what degree do you hold? __________________________ ----____ _ 

4. Che cl: business sUb.jects 
Covington High School. 
_AdvertiSing 

Bookkeeping 
--Office lViachines 
--Business English 
----Business Law 

Filing 

you have taken Since graduation from 

Office Practice 
----Salesmanship 
--Shorthand diotation 
-Shorthand transcription 
--Type1N"Ti ting 

Other (specify)-...-___ _ 
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Q,UESTIONNAIIDJ TO COVIl\TGTON HIGH SCHOOL :BUSINESS GRADUATES 
FOR THE YEARS 1946-1950 

III. EMPLOYMENT! RECORD 

1. Have you ever been employed? Yes 

2. After graduation from Covington High S~~ool, how did you obtain 
your first job? (Oheck only one) 

Aid of friend or relative 
----Help of high school office 
----Help of business teacher 

Help of teacher (other than business teacher) 
____ 3y personal application at random (applying in person) 

By letter of application 
-Allsvlered advertisement 
--Through state employment agency (USES) 

Through private employment agency 
Competitive examination 
OTIDrR. 'T:tAYS (speoi£y)__.------------___ _ 

3. HO\"l many weekS elapsed after graduation from Covington High School 
before securing temporary work? Regular work? ____ _ 

4. 1'i'hat is your present occupation? 
Go ing to s cho 01 

----Housekeening 
----Nilitary~ service l1hat branch? 

Profession ('I.'lhich one) -------------
l1urse 

-Teacher 
--0 the r (name) 

Business ---------------------------------------
---- Accountant 

----Adding Machine Operator 
--Acldres sing Machine Operator 
--Anditor 
--Billing Clerk 
--Bookkeeper 
--Cashier 
-Cost Olerk 
----Olerk-Typist 
-Credit Manager 
--Duplicating Machine Operator 
--'File Clerk 
--General Olerk 
--Mail Olerk 

Unemployed 

Messenger--Runner 
-Office ~/Ianager 
----Pay-Roll Olerk 
----PBX Operator 
-Receptionist 
-Sales Olerk 
-Secretary 
--Stenographer 
-Teller 
-Timekeeper 
----Tra~scribing 
~1achine Operator 
_Typist 

Other (name) ______ --________________ --______________ _ 

5. By \"hom· are you employed at pre sent 1 
Firm "---------------------------------------------------------Address· ___ ~~ ____ ~ ____ -------------------------------------
Supervisor1 s Name ______ ~ __________ --------------~-----------
~ihat department a.re you in. ______ ------~--~------------------EmploYment 1)egan: Year _______ Month ........... _______ -
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~UESTIO~jAIRE TO COVINGTON HIGH SCHOOL BUSINESS GRADUATES 
THE YEARS 1946-1950 

III. EMPLOYMEN'l' RECORD 

6c Why did you choose the position you ,now have:? 
____ T7pe of work you like 
~Oouldnl t get the type of 'ltlOrk 'ltlanted 
_.,_',_. Opportuni ty for valuable experience 
~Offers opportunity for advancement 

Greatest value to the war effort 
• Other (specify) 'f WI'. 

~{----~------~---------------------------
7. Are you doing the type of 'ftlOrk .y.ou wanted to do at the time of 

high school graduation? ,Yes_ 

8. i1hat iq.;. the number of different jobs held outside the home since 
graduation from high school? (Include those lasting as long as 
one month) 

-~-

9s Check any of the following types of work engaged in since 
grt;l.duation~ 

Accountant 
\ Adding Machine Operator 

____ Addressing Machine Operator 
Audi tor 

----Billing Olerk 
-Bookkeeper 
--'Cashier 
-Cost Olerk 
----Clerk~Typist 
--Credit Manager 

Duplicating machine operator 
File Olerk 

. Housekeeping 
Mail Clerk 

Messenger-Runner 
-Office Manager 
----Pay-Roll Olerk 
--PBX Operator 
----Receptionist 
-Sales Clerk 
-Secretary 
----Stenographer 
--Teller 
- Timekeeper 
--, Transcribing Machine 
-- Operator 

Typist 
Other (name) __ ----

10. Check the office machines you have used on your past or present 
jobs ~,in.ce graduation from high school. 

T~pewriter Mimeograph 
----Adding machines ----Ditto 
----Calculating machines ----Dictaphone 
---- Burroughs ----Addressograph 

----Comptometer ----Bookkeeping machine 
~~onroe ----Posting machine 

. Others (name) Others (name) 

11. From the business subjects you studied in high school, check; the 
ones you have found most useful in business employment. 

Bookkeeping General BUSiness 
-BUSiness English -Shorthand 

Oommercial Math Typewriting 
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~UESTIONNAlRE TO COVINGTON HIGH SCHOOL BUSINESS GRADUATES 
FOR TEE YEARS 1946~ 1950 

I I I. EMPLOYMENT BECORD 

l2~ Oheck skills and kno\ft]ledges you learned on the job after 
employment ~lhioh "lere not learned in school. 
____ Type numbers accurately . 
____ Typewrite quicldy and accurately from rough draft copy 
____ Prepare rough drafts to be copied 
____ Oomplete work within a given t~me.w~th speed and accuracy 
_Importance of ecol\omy of ,motion to conserve time and energy 
____ Place and handle the materials so that they may be used 

with least expense of time and energy 
____ How to handle a carbon set-up 
----1{ow to judge centering 
__ Ho,', to make mathematical placement for tabulations 
_Ho,,,, to erase properly 
----:~ow to fill in forms i~ the most efficient manner 

Proper desk arrangement for filling in checks, invoices, 
and other forms filled out in quantity 

How to align information to be filled in on drrFlicated 
---- form letter 

Prepare stencils for duplication 
____ Operate a stencil duplicator 

Operate a fluid duplicator 
--Oonserve materials and supplies 
-Filing 

How to meet the public (handling office callers) 
Proper office conduct (business etiquette) 

--Operate a transcribing machine 
--Operate a calcu.lating machine 
-r\iake long distance calls 
-. -Send telegrams 

. OTHERS (specify) ____________ -----_ 

IV. SUGGESTI01\IS FOR IMPROVING HIGH SOHOOL BUS I1TESS EDUOATION 

1. Please list be10\" any suggestions you have for improvement of 
the business education department at Oovington High School. 

PLEASE FILL IN AlID RETURN THIS QUES~I01~AIRE in stamped, self-addressel' 
envelope to Miss Beulah Jones, Business Teacher, Oovington High School, 
Oovington, Virginia. Thank you lor your assistanceJ 
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time card •• or supervisos 
qat_ ulGd to Noordlng 
total time eaoh lQI,Wot.l'4WJ/ 
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Date filled in ------------------------
QUESTIONNAmE TO COVINGTON HIGH SCHOOL BUSINESS GRADUATES 

FOR ·THE YEARS 1946-1950 

Read this questionnaire carefully before answering. All information 
will be held strictly confidential. Answers will be reported in figures 
and will~in no way connected with your name. 

I. GENEHAL INFORMATION 

1. Name Male ( ) Married ( ) , (Last) (First ) (Middle) Female ( ) Single ( ) 

Name (if married) 

Present Uailing Address 
------------------~ 

Telephone ----
Permanent Hailing Address ------------------------ Telephone -----

2. Year of graduation from Covington High School ---
lIt BUSINESS 

1. Please check the follo"J1ring business subjects that you studied in 
Covington High School. 

Bookkeep ing (:Cil" sif ye.ar) 
----Business English 
-Commercial Math 
-General Business 

Shorthand (fir st year) 
-Shorthand (second year) 
--Typewriting (first year) 

Typev~iting (second year) 

2. HaVE; you had any additiona1 education after graduation from 
Covington High School? Yes No 

Business School 
College 

Post graduate high school 
----others (specify) ----------------

Name and location of school attended Date Time Spent 
Yrs. :fos. Wks. 

3. Have you received a degree from any college? Yes No ---
In;.~titut,ion and location --------------------------.--------------------
If so, what degree do you hold? 

----------------------~---------------
4. Checl\: business subjects you 

Covington High School. 
have taken since graduation from 

Advertising 
---Bookkeep ing 
"-Office Machines 
--Business English 
--Business Law 
-Filing 

Office Practice 
----Salesmansh~p 
----Shorthand dictation 
----Shorthand transcription 
-Type111JT i ting 
----Other (specify) -------
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~ti'ESTIOlmAIRE: TO COVI~TGTON HIGH SCHOOL :BUSINESS GRADUATES 
FOR THE YEARS 1946-1950 

III. EMPLOYMENT BECORD 

1. Have you ever been employed? Ye8 ____ No_ 

2. After graduation from Covington High SChool, how did you obtain 
your first job? (Oheck only one) 

Aid of friend or relative 
Hel~ of high school office 
Help of business teacher 
Help of teacher (other than business teacher) 

__ "By personal application at random (applying in person) 
By letter of application 

----Answered advertisement 
----Through state employment agency (USES) 

Through private emplo~~ent agency 
Competitive examination 

. OTHER 11AYS (specify) ____________ - ____ __ 

3. HOi:l many weeks elapsed after graduation from Covington High School 
before securing temporary work? Regular work? ---

4. 1mat is your present occupation? 
Going to school 
House.keeping 
lJuli tary service 'that branch? 

--Profession (~.1hich one) ------------
---- Nurse 

-Teacher 
-Other (name) 

Business --------------------------------------
---- Accountant 

-Adding Machine Operator 
--Addressing Machine Operator 
--Auditor 
----Eilling Clerk 
--Bookkeeper 
--Oashier 
--Cost Clerk 
--Clerk-Typist 
--Credi t Manager 
----Duplicating Machine Operator 
--File Olerk 
----General Olerk 

Mail Clerk 

Unemployed 

Messenger~-Runner 
-Office Manager 
----Pay-Roll Clerk 
--PBX, Operator 
-Receptionist 
-Sales Olerk 
-Seoretary 
----Stenographer 
-Teller 
--Timekeeper 
----Transcribing 
---Z1achine Operator 

Typist -
Other (name) ________________________________________ _ 

5. By whom are you employed at present? 
Firm 

.------------------------------------~----------------­
Address __ ~~~---------------------------------------------Supervisor's N~le __________________________________________ _ 

ifuat department are you in _______________ ~-------------------
Employment began: Year Month ________ _ 



110 

qUESTIONlTAIRE TO COVINGTON HIGH SCHOOL ]USINESS GRADU~ES 
FOR THE YEARS 1946-1950 . 

I I I,. EMPLOYMIDNT BE CORD 

6. Why did you choose the position you now have? 
__ Type of work you like 
____ Oouldn1tget the type of work wanted 
____ Opportunity for valuable experience 
____ Offers opportunity for advancement 

Greatest value to the War effort 
-Other (speoiiy) ---- ----------------~-----------------------

7. Are you doing the type of work you wanted to do at the time of 
high school gr~d.v.ation? Yes No_ 

8. 'that is the n~ber· of different jobs held outside the home sinoe 
graduation fro~ h.igh &chool? (Include those lasting as long as 
one mo:n th) __ .• 

9. Ch.eck any of tA~ £()llowing types 
graduation .. 

Aocountant 
-Adding Machine Operator 
--Addre s sing lvIachine Operator 
-kuditor 
--:Billing Olerk 

Bookkeepep 
Oashier 

--Cost Clerk 
----Cler~Typist 
--Oredi t Hanager 
--Duplicating machine operator 
-File Clerk 

of work engaged in since 

Messenger-Runner 
-Office Manager 
--Pay-Roll Clerk 
--P:SX Operator 
--Receptionist 
--Sales Clerk 
-Secretary 
-Stenographer 
--~eller 
- Timekeeper 
----. TranseribingMaohine 
-- Operator 

Typist --Housekeeping 
--Mail Clerk ' Other (name) _____ _ 

10. Check the office machines you have used on your past or present 
jobs since graduation from high school. 

Typewriter Mimeograph 
~ding maohines --Di tto 
-OaJ.culating machines --Dictaphone 
---- Burroughs ----Addressograph 

-Comptometer -Bookkeeping machine 
-Monroe --Posting machine 
----Others (name) Others (name) 

From the business subjeots you studied in high school, check 
ones you have found most useful in business employment . 
. '. Bookkeeping General ]usiness 
-:Business Inglish -Shorthand 

Commercial Math Typewriting 

the 
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Q.UESTIO:N1JAlBE TO COVINGT01T HIGH SCHOOL BUSINESS GRADUATES 
FOR THE YEARS 1946-1950 

I I I. EMPLOYlvIENT BECORD 

12. Check skills and knowledges you learned on the job after 
employment ""hich "rere not learned in school. 
____ Type numbers accurately 
__ Type'lflri te quickly and accurately from rough draft copy 
____ Prepare rough drafts to be copied 
_·_Complete ''lork \'1i thin a given time 'I:.ri th speed and accuracy 
__ Importance of economy of motion to conserve time and energy 
_Place and. handle the materials so that they may be used 

with least expense of time and energy 
__ Ho", to handle ~ carbon se t-tl,P 
__ --!{ow to judge centering 
_Ho'l:!- to make mathematical placement for tabulations 
__ Ho\1/' to erase properly 
_. __ HO'lfl to fill in forms in the most efficient manner 
____ ,Proper desk arrangement for filling in checks. invoices, 

and other forms filled out in quantity 
____ How to align information to be filled in on dtrp1icated 

form letter 
_ &:,repare stencils for duplication 
____ Operate a stencil duplicator 
_Operate a fluid dUJ?licator 

Conserve materials and supplies 
Filing 
Ho,'1 to meet the public (hand1in1~ office callers) 
Proper office conduct (business etiquette) 

----Operate a transcribing machine 
. Operate a calm,uating machine 

I\lake long distance calls 
----Send teleGrams 

OTHE~S (spocify) __________________________________ __ 

IV to SUGGESTIONS FOR IMPROVING HIGH SOHOOL BUSI~JESS EDUCATION 

1. Please list below any suggestions you have for improvement of 
the business education department at Oovington High School. 

PLEASE FILL IN A}JD lli~TURN THIS ~UES~I01{NAlRE in stamped, self-addressei 
envelope to Miss Beulcll Jones, Business Teacher, Covington High School, 
Oovington, Virginia. ~hank you tor your assistanceJ 





Dear Graduate: 

112 

COVINGTON HIGH SCHOOL 
Covington, Virginia 

Covington High School needs your help1 The business education 
department of Covington High School is making an effort to 
determine the direct value of high school business courses to 
graduates of Covington High School for a five year period, 
1946-1950. 

1nJhether or not you are employed, in school or in the armed 
services, married or single, your assistance in this matter 
is very important and will be greatly appreciated. 

The purpose of the questionnaire is to secure information that 
'will offer suggestions for improvement of courses in our business 
education department. Will you fill it out carefully and thought­
fully? All information will be held strictly confidential. Only 
totals Trill be used in our conclusions and names will not be 
re ferred to in any way. 

Will you please anSlJver the questionnaire today? The stamped 
self-addressed envelope is for your convenience in returning 
the questionnaire. 

Thank you very much for the cooperation and assistance you are 
lending in helping us improve our business education department. 

Enclosures: 

Questionnaire 
Envelope 

Sincerely 

W. R. Curfman 
Principal 

Beulah Jones 
Business Teacher 
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Dear Sir: 

114 

COVINGTON HIGH SCHOOL 
Covington, Virginia 

The Business Education Department of Covington High School is making 
an effort to fjnd out what employers thuu(of the graduates whom 
they employ in office positions. Since you are employing one or 
more of our graduates, will you help us make our business education 
program at Covington High School more effective? 

The business education program is effective only to the degree 
that it meets the needs of the students and the business community. 
We would like to know what business men in this area expect of 
prospective office employees. 

Since the success of this project depends upon the responses received, 
frank and complete replies will be greatly appreciated. All information 
will be held strictly confidential. Only totals will be used in our 
conclusions and names will not be referred to in a~ay. This 
information will help us in adjusting our program to meet the needs 
of students and business. 

This study is being made with the approval of W. R. Beazley, 
.Superintendent of Schools, and W. R .. Curfman, Principal of 
Covington High School. 

May I have an interview with you to discuss this matter? You may 
contact me by calling the school telephone 8271. 
T: 
Thank you very much for the cooperation and assistance you are 
lending in helping us improve our business education department. 

Sincerely .yours, 

Beulah Jones 
Business Teacher 
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news i tam. appea.red. in Roanoke. !iDle s. tAil 

l'lEfflf$1)at)E~r serving the WfH~tern of Virginia, on 

........................... " ..... iigh School Bu.siness Edu8a:t1on Department is 

conducting a. follow .... up 8'tU"'Vey of gradU&iJes who studied business 

subjects Oovington High SchoGl b~tween 1946 .... , and 1950. 

are being IU9n'b to graduates and interviews are being 

the busines$ men this area • 

.... '.>liAl..ltil/l.'" 30n$ $, one of the leaders at the Htgh 

SehQol,is ~'i"~""tl"Di't1" leader. 



11S 

the 

The 111gb. school Bu.,intas Edueation Department L-~'---

to a "t.~.,,,,,, .. ,,,,,,,, .. to tn all the school graduates who 

a U~~~~4~~'~ _._~ _____ ~ 

~e survey will be the sohool$s business 

currell:t 

Busines. tir.ms that school graduates 

in the will b$ interviewed or sent qU$stionnaires 

school. 

She 

directed by 

COl1rune·rc~~aJ. Instruotor. 

students. 

llU'ft'lI'WTlrll:l,,,", will 

thestua.en.ts now 

to the 

v......," .... ""'~ business courses, 

the school 





A 

stu~ tIe.$ 

of the 

)lUSlNE$S G!lllUATES 
COVI'IG-!Olr t VIRGIlIA" JOB. 

COVI1:1GTOJ' HIGH SCHOOL 
YEARS 1946-1950 

mtbjects they satisfactorl1ycompleted. 

uta-required for this i't)J;vey were obtained through "9th 

interview. A lette~. a que$'blonnaire. antira. $heet 

Job 'Pi t1&8 U wtre sent to the 102 "buliness graluat$s 

high sehool business subjectsJand thel~ sugge",tions 

of the JU$iness Edu.cation Department. One hudre' 

two :Jer cent returns. were received. Selected. employen 

ot office 'illt6Y"W~!i~~ were also interviewed to seo:u.re their rea.ctions to 

1lJtructed Q.I;~\;'W.l."'.Ls:;. the resul us oftha s'UJ!Ve;v. 

theiindings were as followsl (a) 73.4 per cent of 

reside! in Alleghany Oounty! (b) gr.3 per cent of the 

employed worked in Alleghany OottntYI (e) 51 per eentot tM 

graduates illaremarried; (d) 10.6 peroent oftl1e graduates had onlr 



nQ 

tr) more tf:~Ltbla,tfJ!1.l ws31's f:Jn~~;~~'~ 

~e (a) prOT1.U 

W4W""lIil!i<Sl ot 



in 'Order 10 functiona.l English :f'Q1" iheeepupils; (e) requ1r. 

general 

Ings 

a. eo~rse ccmbin.ing bUsiness and eeonom;lc 'Illlderstana, ... 

!.l~r;:I",.u.1~C arithmetic. of all business studen,s; (t) provide 

an office __ lffll, n'l'!:'1 

proeed:tlresJ (g) 

pers.ona,111;y 

CQurse which includes business l1a.chines and aNie-a 

more emphasis to'd.evelop1ng a. wsinetelike 

propsr job attitudes; (h) do not reqttlre shor~n4 .t 

all ""<4>;;''''~.L''''lh;>'''' gradlla:bet; (1).ont1n11$ to f.Jtfer one,ear of bookkeeping 

which a.l)J.aa.l~$ 

gfa4:Wltas·l (;]) the gu,idanoe servicel and make proVision for 

more 1n oocupa.tional choice and Mdmore 11elp in 

obtaining a best mtited to the ab11itiefJ of the stu4entJ and 

(k) business eluoa1lion 8uricu1-. 




