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CHAPTER I 

THE PROBLEM 

Introduction 

Since the advent of the space age, greater emphasis has been 

placed on education, and the resulting impact has been felt as far down 

the line as the smallest school office. Technology, automation, and 

specialization have accelerated the educational processes and these, 

too, have had added effect upon the school secretary. 

As an index of the magnitude of employment in educaLi(»rial 

enterprises, Benson has pointed out that data collected in 1957 by the 

Bureau of Census indicated there were 7,133,000 persons emplovfd by 

government at all levels, excluding military personnel. Of this total 

2,1 million persons were engage?^ in public education: 9,000 at the 

federal level, 311,000 at the state level, and 1,782,000 at the local 

level.^ 

To operate the vest network of school systemc, it tako'i a 

veritfiblo amy of service type employees. Charters^ .jmphasi'<as that 

Ĉlw'xrles S. Benson, The Economics t:f Pub3 Ic Education (Boston: 
lioughton Mift.lin Company, 1961), p. 5. 

-V:. \1. Charters, .Jr., "An Approach to the Forinl Org-mizav ioi; 
of ^bc School," in Daniel E. Griffiths (ed.), B^havjor.:] I'cic-jir̂c i.rid 
V'Juca_t_jonal Aclmi'iii <:ral_ion (.'iyr.t.y-uhirn Yearbook oi tbe rar.i(.-n.̂l SociLt^-
for the-. Study of Ed'jca tico, ]'::\'c II /^Cbiccgo: University cf •'l'.icc.i;o 
Press, 196V.), pp. 250-251. 



the performance of noninstructional services is essential to the main

tenance of the educational enterprise. Among these essential nonin-

structional employees are the educational secretaries. As long as 

schools exist, there will be a vital need for the services performed 

by these secretaries. 

The Department of Labor says the most significant change 

since the invention of the first office machines is occurring in office 

work. This change is attributed to technological advances, communi

cation advances, and automation. The outlook is for continued change— 

in equipment, duties, requirements, training, and personnel—and for 

continued expansion.^ 

In view of these significant changes, a prominent professional 

secretary has predicted that by 1981 the secretary will be a college 

graduate and a member of the management team.4 

Statement of the Problem 

The problem for study was a survey of superintendents of 

public high schools in Texas, ranked as Class AAAA and Class AAA, to 

"̂ U. S., Department of Labor, Women's Bureau, Clerical Occupa
tions for Women, Bulletin No. 289, 1964, p. 3. 

^"What's Ahead for the Secretary?" Personnel Journal, XLV, 
No. 6 (June, 1966), p. 372. Quotation: Miss Merle Law, CFS, Canada, 
International President of NSA. 



determine backgrounds and the constellation of duties of secretaries to 

these administrators. A second area of the problem was to identify the 

degrees of proficiencies that the administrators expect of secretaries 

in meeting the demands relevant to these duties and responsibilities. 

Purpose of the Study 

The first educational secretaries were expected to do little 

more thinking than the machines they operated. Today, however, much 

more is expected. Trump stressed this change of viewpoint by saying: 

The future success of school administration and of improved 
opportunities for learners v;ill depend in no small degree 
on the extent to which educational secretaries are upgraded 
in their positions. They must perform tasks so that the 
administrators of the schools will be able to play the 
roles they are destined to play in the management of this 
important enterprise.^ 

The purpose of this study was to determine the duties, 

required proficiencies, and backgrounds characteristic of school 

secretaries at the executive or administrative level. 

Need for the Study 

The image of the educational secretary ranges from the 

proverbial "gal Friday" to the elite administrative assistant. In the 

^J. Lloyd Trump, "Mr. Administrator, You Have A Secretary I" 
The National Educational Secretary (Spring, 1953), p. 14. 



modem school or school system, she is capable of performing a large 

majority of the tasks of school administration. The experienced 

educational secretary, possessing considerable training, is able not 

only to perform the clerical tasks, but also makes many decisions of 

an administrative nature. In addition, the secretary is able to perform 

executive functions within the scope of school policies. 

Two things must occur before the educational secretary will 

be able to perform in the manner just described. First, the secretary 

must be well trained for the duties to be performed. Second, the 

secretary must be given a clear understanding of, and an opportunity to 

perform,the tasks assigned. 

The need for a clarification of the duties, educational 

requirements, and levels of proficiencies relevant to educational 

secretaries on the executive level was the basis for this study. 

This need was emphasized by Harvcs Rahe when he wrote: 

Thousands of secretaries throughout the United States work 
in the offices of school principals, superintendents, deans, 
and other school administrators. Yet, very little attention 
has been given them by writers and rcF.earch workers in the 
fields of secretarial training and business education. Of 
the thousands of articles and research reports listed in the 
annual issues of the Business Education Index from 1940 to 
1958 inclusive, only a handful deal with school secretaries. 
Is it not time for speakers, writers, and research workers 
to give this particular group of secretaries more recogni
tion, publicity, study and help?" 

^Harves Rahe, "The School Secretary," American Business 
Education, XVI, No. 3 (March, 1960), pp. 156-159. 



The findings of this study could furnish valuable information 

to college students who are interested in becoming secretaries to 

superintendents in Texas, as well as give to teachers of secretarial 

subjects in Texas firsthand information of the duties, proficiencies, 

and skill requirements of secretaries to school superintendents. 

Procedure for the Study 

A list of all Class AAAA and Class AAA schools in Texas v/as 

compiled from the 1967-1968 Public School Directory, published by Texas 

Education Agency. Class AAAA schools are those with an average daily 

attendance of 1050 and above in grades 9 through 12. Class AAA schools 

are those with an average daily attendance of 450 to 1050 in grades 9 

through 12. 

The superintendents of these schools were polled by question

naire to determine: 

1. The constellation of duties and responsibilities of an 

administrator's secretary. 

2. The various required proficiencies for satisfactory 

performance as perceived by the administrators. 

3. The backgrounds of secretaries successfully meeting the 

demands of these school offices. 



Scope of the Study 

The scope of this study was to determine the duties, back

grounds, and required proficiencies Texas school superintendents in 

large districts believed to be most important for educational secretaries 

who could be classified as administrative assistants or professional 

executive secretaries. 

Delimitation of the Problem 

This study was limited to a survey of the reactions of superin

tendents to the duties, proficiencies, and backgrounds of secretaries 

to superintendents in Class AAAA and Class AAA public school systems in 

Texas. It did not include the work of secretaries to principals or the 

general office workers in these school offices. 



CHAPTER II 

RELATED RESEARCH AND LITERATURE 

Introduction 

Webster has defined a secretary a.s a par.son employed to keep 

records, take care of correspondence and other writing tasks, etc., 

for an organization or individual. More recently the State of Indiana 

Commission on Licensing in the State Departmsnt of Education has defined 

a secretary as a teacher-clerk, find more specifically as the chief 

assistant tc the administrative head of a school system. 

Luck believes that tbe adn-inistrator's secretary is in the 

most advantageous position to get an over-all viev.̂  ot the entire school 

system. The secretary usually has more personal contacts with the 

students and teachers than the administritor does; she uorks more 

closely on details wiv.h the adruinistrators tb.an the teacaerc do. She 

usually is the first person encountered by parents, me?ii ers of the IOCHI 

community, salesmen or other interested visitors. The educational 

secretary is a com.bination of teacher, admin.̂  strator a-id public rela

tions person.^ 

'Martha S. Luck, "Administrator's Secretary," The Natloii's 
Schooli;. 47, No. 4 (April, 1951), pp. 41-^3. 
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A study by Jones revealed that since World War II automation 

has affected the office work force by upgrading requirements for jobs.° 

Concepts and methods of handling office functions are constantly being 

improved. The functions of the educational secretary have changed, 

increased, and become more demanding* 

There is of necessity a close relationship between the duties 

of the superintendent and his executive secretary. Ten major divisions 

of public school administration identified in a study by Barnes are: 

1. School Law 

2. Bonds and Building Programs 

3. Instructional Program 

4. Superintendent and School Board Relationships 

5. Business and Finance 

6. School Staff Personnel 

7. Maintenance and Operation of the School Plant 

8. School and Community Relations 

9. Transportation 

10. Co-Curriculum Program^ 

^Catherine Murrison Jones, "Trends in Office Management as 
Revealed in the Literature, 1913-1962, with Implications for the Future 
of Office Management and for a College Curriculum" (unpublished doctoral 
dissertation, Boulder: University of Colorado, 1964), p. 381. 

9john W. Barnes, "The Improvement of College PrcT^aration 
Programs in Educational Administration Based Upon Case Analysis of 
Problems Encountered by Superintendents in Selected Schools," (unpub
lished doctoral dissertation. Lubbock: Texas Technological ColJegc, 
1964), p. 304. 



The findings of Rusher, in a study of women in office manage

ment, were that, for the most part, the middle management level was the 

top position attained by women and that management was reluctant to 

delegate responsibility and authority to women.^^ 

Research Studies 

Examination of the literature and research in business educa

tion and secretarial administration revealed various studies, articles, 

and books on the duties, responsibilities, and traits of secretaries, 

both general and specialized. One of the first studies to be published 

in book form was done by Charters and Whitley in 1924. The object of 

their work was stated as follows: 

. . . to determine the duties performed by the secretary 
to businessmen and administrators, and . . . to determine 
the qualities which are conspicuously absent in unsuccessful 
secretaries.^^ 

Jane Grace Whitling attempted to classify from all the duties 

of the high school secretary those which are administrative in nature. 

Even though these duties fell into a wide range from extremely broad to 

rather specific, certain duties did not fit into any accepted category. 

^^Elfreda Maxine Rusher, "A Study of \7omen in Office i\inagc-
ment Positions With Implications for Business Education," (unpublished 
doctoral dissertation, Columbus: Ohio State University, 1557), p. 172. 

^^W. W. Charters and Isadore B. !\Tiitley, An^.lv^is of Secrotarial 
Duties and Traits (Baltimore, Maryland: Williams â d V.'ilhins Coi-pai y, 
1924), p. 11. 

file:///7omen
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A major checklist was used to determine the actual duties 

performed by high school secretaries under different school organi

zations in different parts of the state of Pennsylvania. Many duties 

were comparable to those listed by Charters and Whitley. In addition 

to these regular, or accepted, duties, there were also many unusual 

duties assumed by these same secretaries. 

One of the paramount problems discovered was that of assump

tion of responsibility. Regardless of the size of the secretarial 

staff, or its division of labor, it was generally true that in each 

school office there was one secretary who, because of seniority, 

personality, educational background, or ability, assumed responsibility 

for the functioning of that office. The administrators recognized this 

situation and some of them agreed that this person was the most important 

member of the office staff. 

Secretaries and administrators agreed that the teachers did 

not give the secretary the respect, courtesy, and understanding that 

she deserves. A more important conclusion of this study established 

the following as administrative duties: 

1. Holding conferences with parents, teachers, and pupils. 

2. Arranging for the care of classes until a substitute 

arrives. 

3. Checking and approving bills and inventories in the 

absence of the administrator. 

4. Keeping an inventory of office and schoolroom supplies. 
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5. Helping with faculty meetings (other than general 

assistance). 

6. Taking inventory of supplies and equipment. 

7. Distributing supplies and equipment, 

8. Preparing school payroll. 

9. Securing information for entrance and discharge of 

pupils. 

10. Taking care of "problem children" in the absence of 

the administrator. 

Not only were these duties often performed without any recog

nition from the administrators, but were in addition to the regular 

secretarial duties.^^ 

In 1948, Marian Dark studied the educational background, 

experience, terms of employment, salaries, tenure, and duties of public 

school secretaries in Oklahoma. Data were compiled from questionnaires 

returned by 82 full-time school secretaries and 83 superintendents in 

Oklahoma public school systems. 

Dark found that the job of school secretary is considered a 

job for women; 70 percent of the superintendents preferred women 

secretaries. 

12jane Grace \:hitling, "An Analysis of Secretarial Duties in 
a High School With Emphnsis Upon AdmlnistraMve Responsibility." 
(unpublished Master's thesis. University of Pittsburg, 1943). p. 37. 
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Only one of the 82 secretaries was not a high school graduate. 

Twenty-three were high school graduates; 34 had training beyond high 

school but did not hold a college degree; 24 held bachelors' degrees. 

One fourth of the secretaries were in their first positions. 

Three fourths of the others had received previous employment experience 

in business offices. Duties performed by more than 85 percent of the 

secretaries included: telephoning; meeting visitors; typing letters, 

reports, stencils, etc.; composing letters; handling mail; making 

appointments; supplying teachers with information; operating duplicating 

machines; using miraeoscope and styli; placing orders for supplies and 

equipment; taking dictation and transcribing shorthand notes. 

Duties performed by at least 50 percent of the secretaries 

included: preparing transcripts of grades; checking invoices; writing 

receipts and checks; recording grades; paying invoices; preparing 

financial statements; making bank deposits; keeping school warrants; 

and reconciling bank statements. 

The average monthly salary for school secretaries was $158.28. 

The average salary for those with no formal education beyond high school 

was $119.90. For secretaries with bachelors' degrees, the average was 

$185.18. (It must be remembered that these salaries were reported in 

1948. More recent figures indicate salaries ranging from a ininir.um of 

approximately $2,500 for ten months' service to a high of $10,000 a 

year.) 
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The 82 school secretaries had held their present positions an 

average of 5.5 years. No clearly defined trend in tenure with reference 

to educational qualifications was shown. About three fourths of the 

secretaries were employed on a 12-month basis; the remainder, on a 

9-month basis. The average number of hours worked each week was 41. 

One of Dark's conclusions was that there is little or no 

reason why the training of school secretaries should differ from that 

of secretaries in general.^^ (With that conclusion some secretaries 

and school administrators would disagree. Some specialized training 

such as college courses in educational guidance, school administration, 

or school finance no doubt would be very helpful to the school 

secretary-) 

In 1952, Armando S. Rossi studied the duties and activities 

of the school superintendent's secretary. His purposes were to find 

the need for improvement in the work of such secretaries, to provide 

them with a better knowledge of the requirements of their jobs, and to 

suggest methods for improving the training of their successors. 

His investigational procedures included a review of the related 

literature, interviews with secretaries and superintendents in high 

schools in the Boston area, and a questionnaire survey of 155 school 

superintendents in the State of Massachusetts. 

^^Marian Dark, "A Survey of the Educational Bachground, 
Previous Employment Experience, Salaries, and Duties of School 
Secretaries in Oklahoma Public School Systems." (unpublished M.S. 
thesis, Stillwater: Oklahoma A & M College, 1948). p. 88. 
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Rossi found that most superintendents thought their secre

taries should be more proficient in: (1) assisting in the preparation 

of annual reports; (2) composing effective business letters; (3) meeting 

school visitors; (4) keeping a calendar of school activities; (5) com

posing and placing articles in local newspapers; (6) helping prepare 

school budgets; (7) writing up and placing orders for school supplies, 

equipment, and textbooks; (8) keeping payroll records; and (9) recording 

invoices. 

Typing activities the superintendents reported in need of 

improvement by their secretaries included: (1) typing tabulations and 

statistical material; (2) typing master copies for duplicating machines; 

(3) typing from rough-draft copy; (4) typing straight copy; and (5) typing 

envelope addresses. 

Other areas in which school secretaries could improve were 

reported to be (1) public relations; (2) voice culture; (3) personnel 

management; (4) public school finance; and (5) tests and measurements 

in education. 

Rossi concluded that the work of the educational secretary 

can be improved in many ways. The specific courses a secretary might 

take to improve her educational background and professional standing 

should be determined by the demands of her particular job and the 

anticipated requirements of a position to which she may be promoted.-"̂ ^ 

l^Armando S. Rossi, "A Study of the Duties and Activities of 
the Superintendent's Secretary." (unpublished Ed.M. thesis, Boston: 
Boston University, 1952). p. 57. 
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Reba Farrow Anglin investigated the duties, qualifications, 

and salaries of secretaries in the public schools of Texas in 1954. 

She obtained her information from books, periodicals, pamphlets, and 

newspapers; from correspondence with the Texas Education Agency and 

the Texas State Teachers Association; and from questionnaires returned 

by 66 school superintendents and principals in the State of Texas. 

She found that school administrators and their secretaries 

felt that additional training beyond high school was needed by most 

school secretaries. Of the 1,534 office workers in the public schools 

of Texas, 28.6 percent had only a high school education, 15.3 percent 

had attended business college, 19.4 percent had college training but 

did not hold a degree, and only 9.6 percent held college degrees. 

Approximately one third of the 66 schools hired only secretaries with 

previous secretarial experience. Skills in typewriting, shorthand, 

bookkeeping, and office machines (particularly duplicating machines) 

usually were needed by the school secretaries. In addition, many other 

duties of various kinds are required. 

Anglin concluded: (1) the secretary is an essential part of 

a school system of medium size or larger. (2) In general, school 

secretaries need to have a broad education. (3) The educational 

secretary has gained professional security and stature in the form of 

retirement privileges, tenure, hospitalization, group insurance, sick 

benefits, sabbatical leaves, and a fairly stable income. (4) The school 

secretary is more than a secretary; she is a co-ordinator, public servant, 

teacher, administrator, and public relations expert. 
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Recommendations made by Anglin were: (1) Secretaries employed 

in the public schools of Texas should become active members of the Texas 

Educational Secretaries Association, should attend secretarial workshops, 

and should get advanced training. (2) They should learn as much as 

possible about the business procedures and work of the schools in which 

they are employed. (3) They should learn to write effective business 

letters that will be correct in every detail. (4) They should strive 

to develop positive, attractive personalities. (5) Secretaries should 

prepare handbooks for themselves and also for their bosses. (6) They 

should not be expected to run the school cafeteria in addition to their 

other full-time tasks, which frequently include participation in school 

activities. (7) Their salaries should be based on the extent of their 

training, responsibilities, and duties.^^ 

In 1956, an investigation of the frequency of performance of 

the duties and activities of secretaries to high school principals was 

made by Mary V/elling. She also attempted to determine how much (if any) 

secretaries needed to improve in the performance of their duties. A 

third purpose was to gather facts regarding a good educational program 

for principals' secretaries. 

l^Reba Farrow Anglin, "Interpretative Analysis Through Survey 
and Research of the Role, Requisites, rnd Renumeration of Public School 
Secretaries with Suggestions for Improvement." (unpublished M.S. thesis. 
Commerce: East Texas State College, 1954). pp. 140. 
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Welling's findings were derived from questionnaires completed 

and returned by 105 secretaries to high school principals in New England. 

She found that the most frequently performed typewriting 

activities included making and/or placing requisitions and orders for 

school supplies and equipment, recording grades on permanent office 

records, making bank deposits, compiling weekly or monthly attendance 

reports, and recording cash transactions. 

Other frequent activities were: using the telephone, composing 

and typing letters (with or without instructions about content), handling 

mail, preparing graduation lists, handling requests for general informa

tion, taking dictation and transcribing notes, preparing transcripts of 

grades, receiving school visitors, and making appointments. 

The secretaries themselves indicated that they needed to 

improve their \<rork a great deal in preparing transcripts of grades, using 

the telephone, checking absencies in classes, keeping insurance recordr,, 

and recording grades on cumulative records. In addition, they indicated 

a need for improvement in typing tabulations and statistical reports, 

assisting in program scheduling, coding and filing material, preparing 

requisitions for purchases, and recording grades.^^ 

^^Mary Welling, "A Survey of the Duties and Activities of tbe 
Secretaries of High School Principals." (unpublished Ed.M. thesis, 
Boston: Boston University, 1956) . pp. 68. 
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One of the most recent studies of school secretaries was made 

by Dorothy C. Grovom.^' She investigated the responsibilities of school 

secretaries for performing professional educational functions in prin

cipals' offices. 

Data pertaining to those functions were secured from the 

literature in the field, from interviews with principals and their 

secretaries, and from a check-list of professional educational activities 

reported by public school secretaries in Indiana. A determination of 

the level of the work (clerical or routine, semiprofessional, or profes

sional) performed by the secretaries was the main purpose of the study. 

One of Grovom's recommendations was that secretarial depart

ments in colleges and universities should analyze their courses and 

curricula to determine whether or not they are preparing secretaries 

to render satisfactorily maximum service to school principals. 

Summary 

The preceding literature indicated that the status of the 

school secretary has risen sharply and, at the same time, duties and 

responsibilities have also increased. In order to successfully fill 

this progressively demanding role, the secretary will need to possess 

^^Dorothy C. Grcvom, "Rer-ponsibilities of the Educational 
Secretary for Activities Pertaining to the Professional Educaticnal 
Functions of the School Principal's Office." (unpubliKhcd doctoral 
dissertation, Bloomington: Indiana University, 1958). pp. 571. 
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a higher degree of proficiency in the secretarial skills of typing, 

filing, bookkeeping, dictation, and transcription. In addition, she 

will be expected to assume more responsibility for the smooth functioning 

of the school office. Training beyond the high school level will be a 

requisite since the school secretary will be expected to perform as a 

co-ordinator, public servant, teacher, administrator, and public-

relations expert. 

Current trends, reflected in the literature, further suggest 

that school secretaries will receive higher salaries based on abilities, 

responsibilities, and advanced training. Eventually, professional 

recognition will come to the school secretary as she assumes more 

administrative responsibilities. 

The foregoing studies have been done with regard to duties, \ 
\ 

knowledges, and responsibilities of secretaries, both general and ^ 
I 

specific, but none of them have dealt with recent changes, increased [ 

responsibilities, and current requirements brought about by advances 

in technology, automation, and specialization. 



CHAPTER III 

ANALYSIS AND PRESENTATION 0? OPINIONS CONCERNING 
EDUCATIONAL BACKGROUNDS, CONSTELLVPION OF 
DUTIES, AND DEGREES OF PROFICIENCIES 

OF EDUCATIONAL SECRETARIES AS 
REVEALED BY SUPERINTENDENTS 

The purpose of this chapter is to present data pertaining to 

the educational background, constellation of duties, and degrees of 

proficiencies of secretaries as revealed by the 130 superintendent? 

who responded by questionnaire. 

According to the average daily attendance as given in the 

1967-1968 Public School Directory, there are 193 Class AAAA c-rd 

Class AAA school systems in the state of Texas. ̂ ^ i'lach superlntendcnr 

of these school systems was sent a questionnaire, covering letter, and 

a stamped, addressed envelope for returning the coiTipleted questicrnaire 

Out of these 193 school systems, 130 supe^-intendents, or 67.31 percent, 

returned completed questionnaires. 

Stenographic and Secretarial Activities 

As shown in Tablv- 1, the highest ranking requircr?nt was the 

ability to operate common office rnachineo (e.g. copiers, atl.ierf-. 

^̂ T-Xcis Education Agcrcv, (rulletrla 674. Austin: Tv.xas 
Education Agency, J 967-68). 

20 
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TABLE I 

COMPARISON OF OPINIONS RELATED TO SECRETARIAL PROFICIENCIES 
IN STENOGRAPHIC ANT) SECRETARIAL ACTIVITIES 

(In Order of Importance) 

Skills 

Percent 
Indicating 
Essential 

Percent 
Indicating 
Unnecessary 

Operate Common Office Machines 
(e.g. copiers, adders, 
calculators, etc.) 

Transcribe Dictated Materials 
with Speed and Accuracy 

Edit Materials Dictated by 
Superintendent 

Prepare Reports for State Agencies 

Compose Office Memos 

Suggest Form, Styles, and Correct 
Usages for Effective Business 
Correspondence 

Write Clear and Meaningful Reports 

Prepare Reports for Federal Agencies 

Operate Dictating Machine 

Take Office Dictation at 80 to 
100 Words Per Minute 

Interpret Financial Statement 

Assist in Preparing School Budgets 

89.23 

71.54 3.08 

70.77 

70.77 

64.62 

1.54 

7-69 

2.30 

63.85 

61.54 

60.77 

46.15 

42.31 

36.92 

30.00 

2.31 

6.92 

11.53 

11.54 

10.00 

12.31 

23.85 
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calculators, etc.). None indicated that this trait was unnecessary, 

while 89.23 percent deemed it essential and 10.77 percent indicated it 

as useful. 

Second in order of importance was the ability to transcribe 

dictated materials with speed and accuracy. Of the cooperating superin

tendents, 71.54 percent indicated this was an essential requirement of 

a proficient secretary, while 25.38 percent listed it as a helpful 

trait, and only 3.08 percent thought it unnecessary as a gauge of 

proficiency. 

Two areas of proficiency tied for the third ranking require

ment. One of these was that secretaries to these school superintendents 

possess the ability to edit materials dictated by them. A small group 

of them, 1.54 percent, felt that this was unnecessary as a trait, while 

27.69 percent indicated it was helpful, and the majority, 70.77 percent, 

thought of it as an essential ability. 

Equally important in tlie thinking of these superintendents was 

that secretaries be able to prepare reports for state agencies. The 

majority, 70.77 percent, agreed that this was an essential part of tbe 

secretaries' duties, while 21.54 percent thought of it as only a helpful 

trait and 7.69 percent did not feel it was a necessary skill. 

Composing office memos is evidently an important part of the 

secretary's job because 64.62 percent of the superintendents said it 

was essential that their secretaries be able to perform in this area. 
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while 33.08 percent thought of it as being helpful, and an insignificant 

number, 2.3 percent, felt this was unnecessary. 

In the area of business correspondence, superintendents were 

asked if their secretaries were expected to be knowledgeable in sug

gesting forms, styles, and current usages for effective business 

correspondence. While 33.85 percent reported that this skill was 

helpful, 63.85 percent indicated that it was an essential requirement 

and only 2.31 percent felt it was unnecessary for the secretary to 

possess this skill. 

A paradox was indicated by the next ranking proficiency for 

the secretary to the superintendent. Even though 61.54 percent felt 

it was essential for a secretary to be able to write clear and meaningfvil 

periodic reports, 31.54 percent agreed that it was helpful, and 6.92 

percent thought it unnecessary, there was a rather î ignificant range 

of opinion among these same superintendents concerning reports for 

state agencies. A larger group, 70.77 percent, agreed that it was 

essential for the secretary to be able to prepare reports for state 

agencies; 21.54 percent said this skill would be helpful, and 7.69 

percent felt it was an unnecessary requirement. 

Evidently, there were fewer reports to be V7ritten for federal 

agencies, or else the superintendents preferred to prepare them them

selves. This fact was indicated by 60.77 percent signifying tbe prepara

tion of reports for federal agencies as a required task of the secretary, 

27.70 percent indicating it as helpful, and a significant group, 11.54 

percent, marking it as unnecessary. 
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The next secretarial skill in order of rank of importance v.as 

operating a dictating machine. Slightly less than half the superinten

dents, 46.15 percent, felt this was essential for a proficient secretary, 

while 42.31 percent agreed that this skill was helpful, and 11.54 per

cent thought of it as unnecessary. 

Several suppositions might be drawn from the next rank-order 

requirement for these secretaries. While 42.31 percent of the superin

tendents required their secretaries to be able to take office dictation 

at 80 to 100 words per minute, a slightly larger group, 47.67 percent, 

said that it was helpful, and 10 percent rated this speed as unnecessary. 

The ability to interpret financial statements is also an 

important skill for the secretary, since 36.92 percent thought of it as 

essential and 50.77 percent indicated it as a helpful tool. Combining 

these two categories will give a total of 87.69 percent, compared to 

12.31 percent who felt this ability v/as unnecessary. 

The lowest ranking proficiency in the area of stenographic 

and secretarial activities was the ability to assist in preparing school 

budgets. I\Tiile 23.85 percent agreed that it was unnecessary for the 

secretary to be knowledgeable enough to help with school budgets, 30 

percent marked it as an essential quality and 46.15 percent believed 

it would be helpful. These figures would indicate that more than 75 

percent of the superintendents vould prefer some secretarial help in 

preparing school budgets. 
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In the space provided, several of the superintendents gave 

additional proficiencies or abilities they required of the secretaries 

who served them. Five of these, 3.75 percent, said it was essential 

that the secretary be competent in maintaining a calendar of appoint

ments and events. 

Three others, 2.31 percent, indicated in this space that they 

required of a secretary that she possess the ability to meet and deal 

with the public in an efficient and pleasing manner. 

Combining "essential" and "helpful" skills gives a better 

idea of the abilities that are most useful to a secretary to the school 

superintendent. Table 2 reveals stenographic and secretarial skills 

that would be useful to a secretary who expects to work efficiently 

for a school superintendent. 

School Law 

Section II of the questionnaire was designed to reveal how 

knowledgeable the secretary might need to be in matters relating to 

school law. 

As revealed by Table 3, knowledge of school law vjas not 

considered so much an essential requirement for secretaries as a help

ful tool. 

The area of school law that the largest number of superin

tendents agreed was an essential requirement dealt with assignnicnt and 

transfer of pupils. Thirty percent of the superintendents r.aid it was 



TABLE 2 

USEFUL STENOGRAPHIC AND SECRETARIAL SKILLS 
(Ranked in Order of Combined Percentages) 
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Skills 

Percent 
Indicating 
Essential 

Percent 
Indicating 
Helpful 

Combined 
Percentages 

Operate Common Office Machines 
(e.g. copiers, adders, 
calculators, etc.) 89.23 

Edit Materials Dictated by 
Superintendent 70.77 

Compose Office Memos 64.62 

Suggest Form, Styles, and 
Current Usages for 
Effective Business 
Correspondence 63.85 

Transcribe Dictated Materials 
with Speed and Accuracy 71.54 

Write Clear and Meaningful 
Reports 61.54 

Prepare Reports for State 
Agencies 70.77 

Take Office Dictation at 80 
to 100 Words Per Minute 42.31 

10.77 

27.69 

33.08 

33.85 

25.38 

31.54 

21.54 

47.69 

100.00 

98.46 

97.70 

97.70 

96.92 

93.08 

92.31 

90.00 

t : 

t : 
I' 

Prepare Reports for Federal 
Agencies 

Operate Dictating Machine 

Interpret Financial Statements 

Assist in Preparing School 
Budgets 

60.77 

46.15 

36.92 

30.00 

27.70 

42.31 

50.77 

46.15 

88.47 

88.46 

87.69 

76.15 
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TABLE 3 

COMPARISON OF OPINIONS RELATED TO SECRETARIAL PROFICIENCIES 
IN A BROAD GENERAL KNOWLEDGE OF SCHOOL LAW 

(In Order of Importance) 

Category 

Laws Relating to Assignment and 
Transfer of Pupils 

Laws Relating to Issuing and 
Terminating Teacher 
Contracts 

Laws Requiring School Attendance 

Laws Giving Power to Administration 
to Admit and Suspend Pupils 

Laws Relating to the Operation of 
a Transportation System 
Within the Legal Structure 
of the State 

Percent 
Indicating 
Essential 

30.00 

27.69 

26.15 

18.46 

Percent 
Indicating 
Unnecessary 

7.69 

19-23 

10.77 

22.31 

13.85 32.31 

Liability Laws Pertaining to the 
Operation of a School System 

School Taxation Laws of the State 

Laws Pertaining to Certification 

11.54 

6.15 

5.39 

19.23 

35.39 

Laws Regulating Short and Long 
Term Borrowing for the 
School 3.08 56.15 

Laws Relating to School Board-
Superintendent Relations 2.31 
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essential for the secretary to have a broad general knowledge of these 

laws and 62.31 percent agreed this would be helpful to them. Only 

7.69 percent felt that this was an unnecessary requirement. 

An area felt to be of similar importance to the secretary was 

a broad general knowledge of laws relating to issuing and terminating 

teacher contracts. More than one-fourth, 27.69 percent, of the superin

tendents thought of this knowledge as being an essential tool, while 

53.08 percent agreed it would be helpful for the secretary to possess 

this knowledge. Yet, 19.23 percent responded that this knowledge was 

unnecessary for the secretarial V7ork. 

Another area considered important for the secretary was a I 
t 

broad general knowledge of laws requiring school attendance. I'Tbile 

26.15 percent said this was an essential quality, a much larger group, 

63.08 percent, felt it would be helpful to have a secretary who possessed 

this knowledge. Yet, 10.77 percent deemed this an unnecessary quality 

in secretarial skill. 

The secretary who has a broad general knowledge of laws giving 

power to the administration to admit and suspend pupils would be in a 

good bargaining position since 59.23 percent agreed that it would be 

helpful and 18.46 percent marked this as essential. However, a rather 

noticeable position was indicated by 22.31 percent of the superintendents 

who said this was unnecessary. 

The operation of a transportation system in any ^ivc^n school 

district will bring some problems of a serious and legal nature repardlcss 

Is 
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of the legal structure of that state. The majority of the responding 

superintendents felt that secretaries with a broad general knowledge of 

the laws related to the operation of a transportation system within the 

legal structure of the state would serve them more competently. This 

was indicated by 13.85 percent saying that this knowledge was essential 

and 53.85 percent agreeing that it was helpful. Yet, almost one-third, 

32.31 percent, felt that this knowledge V7as unnecessary. 

Discipline, and the laws regulating it, are of some concern 

for a prospective secretary even though 33.08 percent of the superin

tendents indicated that it was unnecessary for the secretary to have 

a broad general knowledge of this legal area. Still, it is an area of 

knowledge that 12.31 percent thought of as being essential and a majority, 

54.62 percent, agreed it would be helpful to the secretary assisting them. 

A broad general knowledge of the liability laws pertaining to 

the operation of a school program would be a decided advantage for the 

secretary since 69.23 percent agreed it would be helpful and 11.54 per

cent felt it was an essential requirement. However, a significant 

number, 19.23 percent, marked this as an unnecessary requisite. 

A significant portion, 35.38 percent, of the superintendents 

believed that it was unnecessary for their secretaries to have a broad 

general knowledge of the school taxation lav;s of the state, but 58.46 

percent indicated this knowledge would be helpful, and 6.15 percent 

agreed that it was an essential requirement. 
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The area of school law that was of less importance to school 

secretaries was that portion pertaining to short and long terra borrowing. 

Only 3.08 percent of the superintendents said it was essential for the 

secretary to be knowledgeable about such laws and 40.77 percent felt 

this knowledge would be helpful, v;hile a majority of 56.15 percent 

indicated this was an unnecessary requirement. 

An additional area of school law that seven of the superin

tendents, 5.39 percent, thought of as essential for the secretary to 

know about in a broad general scope was certification laws and require

ments. They indicated this by writing their opinions in the space 

provided for additional requirements. 

Three other superintendents, 2.31 percent, indicated in this 

same space that they would require of a secretary that she have a broad 

general knowledge of school laws relating to School Board-Superintendent 

relations and duties. 

Table 4 shows the relationship of the importance of a knowledge 

of school law to secretarial proficiency. 

School Staff Personnel 

Section III of the questionnaire attempted to gauge the knovl-

edge, experience, and training required of a secretary in her relations 

v;ith the school staff personnel. 

t i 
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TABLE 4 

KNOWLEDGE OF SCHOOL LAW USEFUL TO THE SECRETARY 

(Ranked in Order of Combined Percentages) 

Percent Percent 
Indicating Indicating Combined 

Category Essential Helpful Percentages 

Laws Relating to Assignment 
and Transfer of Pupils 30.00 62.31 92.31 

Laws Requiring School 
Attendance 26.15 63.08 89.23 

Laws Relating to Issuing 
and Terminating 
Teacher Contracts 27.69 53.08 80.77 

Liability Laws Pertaining 
to the Operation of 
a School System 11.54 69.23 80.77 

Laws Giving Power to 
Administration to 
Admit and Suspend 
Pupils 18.46 59.23 77.69 

Laws Related to the 
Operation of a 
Transportation 
System Within 
the Legal Struc
ture of the State 13.85 53.85 67.70 

Laws Regulating Discipline 12.31 54.62 66.93 

School Taxation Laws of 
the State 6.15 58.46 64.61 

Laws Regulating Short and 
Long Terî  Borrowing 
for the School 3.08 40.77 43.85 
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Of paramount importance to the superintendents was the rela

tionship between the secretary and the instructional staff. This was 

clearly indicated when 85.38 percent of the respondents marked as an 

essential requirement that the secretary possess the knowledge, 

experience, and training to maintain rapport with the instructional 

personnel. Most of the remaining superintendents, 13.85 percent, felt 

that these qualities would be helpful, while only .77 percent indicated 

that this was unnecessary as a requirement for the secretary. 

Considered slightly less important was the relationship the 

secretary is expected to maintain with tbe non-instructional personnel, 

according to the replies of the superintendents. It is essential for tj 
c : 

the secretary to the superintendent to have the knox<rledge, experience, ^ i; 

and training to maintain rapport with the non-instructional staff c I 
r •• 

according to 83.08 percent of the cooperating superintendents. Another i > 
• % 

16.15 percent of them indicated that these attributes would be helpful, \t 

and only .77 percent marked this as an unnecessary requirement. 

The secretary is called upon to perform many functions apart 

from the stenographic and secretarial activities. One of three major 

functions, as indicated in Table 5, is use of her knowledge, experience, 

and training to develop harmony, cooperation, and teamwork in the office. 

Specifically, 80.77 percent agreed that this was an essential require

ment, and 18.46 percent said it v;as helpful. An insignificant .77 percent 

felt that this was unnecessary. 
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TABLE 5 

COMPARISON OF OPINIONS RELATED TO SECRETARIAL REQUIREMENTS 
IN WORKING WITH SCHOOL STAFF PERSONNEL 

(In Order of Importance) 

Percent Percent 
Indicating Indicating 

Functions Essential Unnecessary 

Maintain Rapport with the 
Instructional Personnel 85.38 .77 

Maintain Rapport with the 
Non-Instructional 
Personnel 83.08 .77 

Develop Harmony, Cooperation, 
and Teamwork in the 
Office 80.77 .77 

Train Subordinates in Office 
Routines and Practices 63.08 2.30 

Delegate Authority to Sub
ordinates in the Office 49.23 15.39 

Settle Grievances or Complaints 
(of a minor nature) 
of Office Personnel 31.54 23.85 

Aid in Selection of New 
Office Personnel 26.15 17.70 

Evaluate Office Employees 
Periodically and Make 
Recommendations on 
Prom.otions, Transfers, 
Dismissals, and Salary 
Adjustments 22.31 36.92 
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Evidently, superintendents rely heavily on their secretaries 

in the area of office personnel training. Of the responding superin

tendents, 63.08 percent agreed that it was essential for the secretary 

to have the knowledge, experience, and training that would enable her 

to train subordinates in office routines and practices, while slightly 

more than one-third, 43.62 percent, indicated that these traits were 

helpful. A small group, 2.31 percent, rated this as an unnecessary 

requirement for the secretary-

Since the secretary was defined on the questionnaire as "the 

chief assistant to the administrative head of a school system," it 

would seem only logical that she would be responsible for delegating | 

some authority. Almost one-half of the superintendents, 49.23 percent, 

agreed that the secretary should have the knowledge, experience, and 

training to delegate authority to subordinates in the office of the 

school. Another 35.38 percent marked this ability as helpful, while 

15.38 percent indicated it V7as an unnecessary part of her training, 

experience, and knov7ledge. 

Another area in human relations of concern to the secretary 

to the superintendent was that of mediator or grievance counselor. 

While 23.85 percent thought it was unnecessary that the secretary have 

the knowledge, experience, and training to settle linor grievances or 

complaints of office personnel, 44.62 percent felt this ability would 

be helpful, and 31.54 percent said it vai. an essential requircront. 

r ̂  
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Table 6 reveals that a large majority of the responding 

superintendents, 82.30 percent, felt that the secretary is expected 

to play an important role in selecting new office personnel. This was 

indicated by 26.15 percent saying it was essential, and 56.15 percent 

agreeing that it was helpful for the secretary to the superintendent 

to have knowledge, experience, and training sufficient to aid in the 

selection of new office personnel. However, it V7as interesting to 

note that 17.69 percent felt it V7as unnecessary for the secretary to 

have this knowledge, experience, and training. 

Slightly less than a two-thirds majority, 63.08 percent, 

agreed on the important role the secretary can play if she has the 

knowledge, experience, and training to evaluate office employees 

periodically and make recommendations on promotions, transfers, dis

missals, and salary adjustments. Agreeing that this v̂ as an essential 

requirement for the secretary were 22.31 percent, V7hile 40.77 percent 

thought of this as a helpful quality. 

On the other hand, a good-sized group, 36.92 percent. Indicated 

that it was unnecessary for the secretary to have the knov7lcdge, 

experience, and training to evaluate office employees periodically and 

make recommendations on prom.otions, transfers, dismissals, and salary 

adjustments. 

Only one comment was received in the space provided for addi

tional comments. One superintendent felt that the secretary vas, in 

reality, the deputy superintendent for personnel. 



TABLE 6 

USEFUL KNOWLEDGE, EXPERIENCE, AND TRAINFNG AS 
RELATED TO SCHOOL STAFF PERSONNEL 

(Ranked in Order of Combined Percentages) 
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Function 

Percent Percent 
Indicating Indicating 
Essential Helpful 

Combined 
Percentages 

Maintain Rapport with the 
Instructional Staff 85.38 13.85 99.23 

Maintain Rapport with the 
Non-Instructional 
Staff 83.08 16.15 99.23 

Develop Harmony, Cooperation, 
and Teamwork in the 
Office 80.77 18.46 99.23 

Train Subordinates in Office 
Routines and Practices 63.08 34.62 97.70 

Delegate Authority to Sub
ordinates in the Office 49.23 35.38 84.61 

Aid in the Selection of New 
Office Personnel 26.15 56.15 82.30 

Settle Grievances or Complaints 
(of a minor nature) of 
Office Personnel 31.53 44.62 76.15 

Evaluate Office Employees 
Periodically and Make 
Recommendations on 
Promotions, Transfers, 
Dismissals, and Salary 
Adjustments 22.31 40.77 63.08 
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Public Relations 

Section IV of the questionnaire was constructed to measure 

required proficiencies of the secretary in the area of public relations. 

Considered as one of the most important duties of the secretary 

in the area of public relations was that of meeting school visitors 

graciously, according to the superintendents. As shown by Table 7, 

one hundred percent replied that this was an essential requirement for 

the secretary who performs acceptably. 

Closely allied to the skill of meeting visitors graciously 

was the ability to answer the telephone properly by displaying tact 

and courtesy toward all callers. An overwhelming majority, or 98.46 t 

percent, agreed that this, too, was an essential skill for the capable 
c 
w 

secretary. Compared to those who said this ability was essential, *• 

there were only .77 percent who thought of this as a helpful skill, and ; 

also .77 percent who felt it was unnecessary for the secretary to per

form in this function of public relations. 

Scheduling appointments for the superintendent was another 

area of public relations in which the secretary V7as expected to perform 

acceptably. This was indicated by 93.08 percent marking as an essential 

quality the ability to make appointment schedules for the superintendent. 

Agreeing that this was a helpful function were 6.92 percent, while none 

of the superintendents thought of it as an unnecessary requirement. 

The secretary also plays a vital role in the relationsliip 

between the superintendent and the meml^^rs of the school boaid. According 
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TABLE 7 

COMPARISON OF OPINIONS RELATED TO SECRETARIAL REQUIREMEÎ TS 
IN THE AREA OF PUBLIC RELATIONS 

(In Order of Importance) 

Duties 

Percent 
Indicating 
Essential 

Percent 
Indicating 
Unnecessary 

Meeting School Visitors Graciously 100.00 

Answering the Telephone Properly 
by Displaying Tact and 
Courtesy Toward all Callers 

Making Appointment Schedules for 
the Superintendent 

Maintaining Rapport with School 
Board Members 

98.46 

93.08 

86.92 

.77 
c : 
C 4 

3.08 

Sending Out Notices of School 
Events to All Interested 
Persons 80.77 2.31 

Explaining Policies and Procedures 
to Interested Citizens 71.54 3.08 

Composing and Placing News 
Articles at the Disposal 
of Local News Media 29.23 16.92 

Assuming an Active Role in 
Community Affairs 18.46 13.85 
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to Table 8, 86.92 percent felt that the secretary should be capable of 

performing acceptably in the area of public relations by maintaining 

rapport with school board members. In contrast, 10 percent indicated 

this as a helpful skill, but 3.08 percent said it was an unnecessary 

requirement. 

Another high-ranking requisite was that the secretary be 

capable of performing acceptably in the area of public relations by 

sending out notices of school events to all interested persons. There 

were 80.77 percent of the superintendents who perceived this task as 

an essential one. In comparison, 16.92 percent felt that the ability 

would be helpful, while 2.31 percent thought of it as unnecessary. 

The secretary to the superintendent has access to much knowl- ^i 

edge related to school organizations and school board policies. A 

majority, 71.54 percent, of the superintendents agreed that tbe secretary 

should be capable of performing acceptably in the area of public rela

tions by explaining policies and procedures to interested citizens. In 

addition, 25.38 percent said this trait would be helpful, and 3.08 per

cent felt that it was an unnecessary requisite. 

Should the secretary be expected to perform capably in school 

public relations by composing and placing news articles at the disposal of 

local news media? According to the cooperating superintendents, she should. 

This requirement was evidenced by the fact that 29.23 percent indicated it 

as an essential skill, and 53.85 percent marked it as a helpful ability. 

4 



TABLE 8 

USEFUL PUBLIC RELATIONS FUNCTIONS 

(Ranked in Order of Combined Percentages) 

40 

Functions 

Percent 
Indicating 
Essential 

Percent 
Indicating 
Helpful 

Combined 
Percentages 

Meeting School Visitors 
Graciously 

Answering the Telephone 
Properly by Dis
playing Tact and 
Courtesy Toward 
All Callers 

100.00 

98.46 .77 

100.00 

99.23 

Making Appointment Schedules 
for the Superintendent 93.08 

Sending Out Notices of School 
Events to All Interested 
Persons 80.77 

6.92 

16.92 97.69 

k t 
V • 
I > 
' : 

V -

Maintaining Rapport with 
School Board Members 86.92 10.00 96.92 

Explaining Policies and 
Procedures to 
Interested Citizens 71.54 25.38 96.92 

Assuming an Active Role in 
Community Affairs 18.46 67.69 86.15 

Composing and Placing News 
Articles at the 
Disposal of Local 
News Media 29.23 53.85 83.08 
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However, on the dissenting side, there were 16.92 percent who felt this 

was unnecessary as a secretarial requirement. 

There is of necessity a vital connecting link between the 

school system and community affairs. In the thinking of the superin

tendents, this involvement would quite naturally include the secretary. 

While only 18.46 percent thought that the secretary should be capable 

of performing acceptably in the area of public relations by assuming 

an active role in community affairs, a much larger group, 67.69 percent, 

agreed that this V7ould be a helpful trait. However, 13.85 percent of 

the superintendents indicated that this V7as unnecessary as a qualification. 

In the space provided for additional requisites in the area of c 

public relations, one superintendent said he expected his secretary to 

be able to maintain harmony with the community leaders. Another superin

tendent used the same space to indicate that the secretary should have 

the understanding to determine what questions should not be answered as 

well as the ones that should be answered. 

Instructional Program 

Section V of the questionnaire was constructed to determine 

what abilities the superintendent expected his secretary to demonstrate 

in helping with the instructional program of the school .system. 

As revealed by Table 9, the area where tbe secretary could 

be of most help was in administering special types of oriloyee services 



TABLE 9 

COMPARISON OF OPINIONS REIATED TO SECRETARIAL REOUIREMENTS 
IN CONNECTION WITH THE INSTRUCTIONAL PROGRAM 

(In Order of Importance) 

42 

Duties 

Percent 
Indicating 
Essential 

Percent 
Indicating 
Unnecessary 

Administering Special Types of 
Employee Services (e.g., 
insurance and retirement) 

Attending Staff Meetings for 
Orientation Purposes 

Aiding in Adapting Curriculum 
to School Facilities, Time 
Schedule, and School Staff 

40.00 

13.85 

16.92 

28.46 

6.92 50.00 

t •: 

c ; 

C I 

I > 

' c 
i M 
V -

Helping Plan Adequate In-Service 
Educational Programs 3.85 62.31 

Maintaining Contact with New 
Developments in the 
I n s t r u c t i o n a l F ie ld 3.08 49.23 
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(e.g., insurance and retirement). Forty percent of the cooperating 

superintendents marked this ability as an essential requirement, and 

another 43.08 percent felt it would be helpful. The remaining 16.92 

percent of the superintendents did not think this ability necessary 

as a secretarial requirement. 

Table 10 reveals that the next important area in which the 

secretary was expected to participate was attending staff pcctings for 

orientation purposes. Agreeing that the secretary should be able to 

demonstrate ability in this task, 13.85 percent indicated participation 

as essential, while slightly over half, 57.67 percent, felt it would 

be helpful to have the secretary perform in this area. In contrast [ • 

28.46 percent thought it was unnecessary for the secretary to be 

required to possess this skill. 

Of the cooperating superintendents, 6.92 percent felt it vas 

essential for the secretary to be able to demonstrate ability in aiding 

in adapting curriculum to school facilities, time schedules, and school 

staff. An even 50 percent said it was an unnecessary requirement. 

However, this left 43.08 percent agreeing that it would be helpful 

to have a secretary who could demonstrate ability in this area of the 

instructional program. 

New developments in the instructional field occur frequently. 

Should the secretary be able to demonstrate ability in maintaining con

tact with these new developments? The ansv7ers revealed that only 3.C'3 

percent thought this was an essential quality, while 47.69 percent said 

f -4 

'- I 

C I 
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TABLE 10 

USEFUL ABILITIES RELATED TO THE INSTRUCTIONAL PROGRAM 

(Ranked in Order of Combined Percentages) 

Abilities 

Percent 
Indicating 
Essential 

Percent 
Indicating 
Helpful 

Combined 
Percentages 

Administering Special Types 
of Employee Services 
(e.g., insurance and 
retirement) 

Attending Staff Meetings for 
Orientation Purposes 

Maintaining Contact with 
New Developments in 
the Instructional 
Field 

40.00 

13.85 

43.08 

57.69 

83.08 

71.54 

t : 

c i 

- 4 

c » 

t c 

IS 
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3.08 47.69 50.77 

Aiding in Adapting Curriculum 
to School Facilities, 
Time Schedules, and 
School Staff 6.92 43.08 50.00 

Helping Plan Adequate In-
Service Education 
Programs 3.85 33.85 37.70 
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it would be helpful, and almost one-half, 49.23 percent, marked this 

as an unnecessary ability-

The secretary probably would be least concerned with helping 

plan adequate in-service educational programs since 62.31 percent of 

the superintendents agreed that this was an unnecessary requirement, 

33.85 percent thought it would be helpful, and only 3.85 percent felt 

it was an essential skill. 

Business and Finance 

Section VI of the questionnaire attempted to determine the 
c 

areas of business and finance in which the secretary was expected to c 
t •( 

C I 

be adequately trained. 

Most superintendents would prefer that their secretary be y . 
I > 

able to perform as a notary public, according to Table 11. This opinion ; 5 
y — 

was rather clearly defined since 63.85 percent indicated such performance 

as an essential requirement and another 28.46 percent agreed it would be 

helpful if the secretary had this ability. Only 7.69 percent said it 

was unnecessary for the secretary to be able to perform as a notary. 

The secretary who has received adequate training to be profi

cient in administering a salary schedule will find that a majority of 

superintendents appreciate this skill. This training, was indicated as 

essential by 45.38 percent and as helpful by 28.46 percent. However, 

26.16 percent thought of this training as being unnecessary as a secre

tarial requirement. 
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TABLE 11 

COMPARISON OF OPINIONS RELATED TO SECRETARIAL REQUIREMENTS 
IN THE FIELDS OF BUSINESS AIN̂ D FINAINXE 

(In Order of Importance) 

Duties 

Perform as a Notary Public 

Administer a Salary Schedule 

Interpret Budget Allotm.ents 

Understand Insurance Programs 
of the School 

Percent 
Indicating 
Essential 

63.85 

45.38 

30.00 

Percent 
Indicating 
Unnecessary 

7.69 

26.16 

20.77 

C1 

26.92 18.46 

Assist with Audits of School 
Financial Records 

Secure Proper Inventories of 
School Property 

Maintain an Adequate Record of 
Property Accounting 

Understand and Interpret the 
Tax Structure in the 
School District 

23.85 

20.77 

17.69 

^4.61 

43.85 

40.00 

v -

15.38 31.54 

Regulate the Purchase of School 
Supplies and Equipment 
Subject to the Final 
Approval of the 
Superintendent 13.85 51.53 
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An adequately trained secretary would be able to interpret 

budget allotments, according to 30 percent of the superintendents who 

felt that this skill was essential. Another 49.23 percent agreed it 

would be helpful to have a secretary who could interpret budget allot

ments, but 20.77 percent of the superintendents marked this as an 

unnecessary proficiency. 

The fourth ranking requirement for the secretary was the 

ability or training to understand the insurance programs of tbe schools. 

While 26.92 percent of the respondents indicated this was an essential 

ability, 54.62 percent marked it as helpful, and 18.46 percent said it 

was unnecessary for the secretary to have this kind of training. [ : 

In order of importance, the next area in which the secretary 
c : 

( > 

should have adequate training was that of assisting with audits of the J | 

school's financial records. Of the responding superintendents, 23.85 

percent indicated this was an essential skill. In addition, 31.54 per

cent agreed this ability would be helpful, while 44.61 percent felt this 

was unnecessary as a required area of training. 

Inventories of school property are important items for every 

school system. Should the secretary have adequate training to prepare 

these inventories? There were contrasting opinions from the superin

tendents in this area, also 20-77 percent marked this as an essential 

proficiency and 35.33 percent indicated it as a helpful skill. Tlic.se 

two added together make a percentage of 56.15 agreeing that this was at 

least a useful ability. In contrast, 43.85 percent agreed that prcparir^' 

inventories was not a secretarial requirement. 

http://Tlic.se
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Should the secretary be adequately trained to maintain a 

satisfactory record of property accounting? In replying, 17.69 percent 

of the superintendents said this V7as an essential skill, 42.31 percent 

agreed it was helpful for the secretary to have this training, and 40 

percent felt that it was unnecessary for the secretary to be so trained. 

The tax structure in the school district will also be of 

special interest to the superintendent and his secretary. Even though 

there were only 15.38 percent of the superintendents who said it was 

essential for the secret.qry to be trained to understand and interpret 

the tax structure in the school system, a majority of 53.08 percent 

agreed it would be helpful for the secretary to be proficient in this c 

work. In contrast, 31.54 percent of the respondents felt that this wan 

useful skills in the area of business and finance when the "essential" 

percent and the "helpful" percent were combined. 

The majority of the superintendents, 51.53 percent, agreed 

that it was unnecessary for the secretary to have sufficient training 

to enable her to regulate the purchase of school supplies and equipnent 

subject to the approval of the employing superintendent. However, the 

secretary cannot totally ignore this work since 13.85 percent felt that 

it was an essential requirement, and 34.62 percent admitted it would 1 c 

helpful to have a secretary who was trained to help vith tlie purebase of 

school supplies. 

c I 

not a necessary skill for school secretaries. t • 

However, Table 12 shows this skill ranked as tbe median of c > 
i z 
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TABLE 12 

USEFUL SKILLS IN THE AREA OF BUSINESS AND FINANCE 

(Ranked in Order of Combined Percentages) 

Percent Percent 
Indicating Indicating Combined 

Skills Essential Helpful Percentages 

Perform As a Notary Public 63.85 28.46 92.31 

Understand Insurance Program 
of the School 

Interpret Budget Allotments 

Adm.inister a Salary Schedule 

26.92 

30.00 

45.38 

54.62 

49.23 

28.46 

81.54 

79.23 

73.84 

c i 

Understand and Interpret the v I 
Tax Structure in the *" * 
School District 15.38 53.08 68.46 ) I 

I JI 

Maintain an Adequate Record ^ " 
of Property Accounting 17.69 42.31 60.00 

Secure Proper Inventories of 
School Property 20.77 35.38 56.15 

Assist with Audits of School 
Financial Records 23.85 31.54 55.39 

Regulate the Purchase of 
School Supplies and 
Equipment Subject to 
the Final Approval of 
the Superintendent 13.85 34.62 48.47 
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In the space provided for additional comments, one superin

tendent indicated that the secretary should plan for an adequate amount 

of office supplies to be on hand at all times. 

Three other superintendents felt that the secretary should be 

proficient enough in bookkeeping to be able to check invoices, make 

the payroll, close the books each month and at the end of the year, 

and set up the books for the follov7ing school year. 

« : 
t 

r • 

L I 
- I 
ft « 

t z 

School Board 

Section VII of the questionnaire attempted to bring into clear 

focus the duties the secretary should assume in serving the school board. 

Table 13 shoves these duties in order of their importance as 

perceived by the cooperating superintendents. \, \ 

The secretary should prepare notices when needed for use of 

each member of the school board according to 89.23 percent of the 

superintendents who thought of this as an essential service for the 

secretary to render to the school board. In contrast, 6.15 percent 

thought of this as being a helpful trait, and another 4.62 percent 

said this was an unnecessary service on the part of the secretary. 

The second ranking service, as shovTi by Table 13, was that 

the secretary should serve the school board by making available to each 

member copies of the minutes of each meeting. This vas indicated by 

83.08 percent marking this service as an essential one, 8.46 percent 
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TABLE 13 

COMPARISON OF OPINIONS RELATED TO SECRETARIAL REQUIRr.lErrTS 
FOR SERVING THE SCHOOL BOARD 

(In Order of Importance) 

Duties 

Prepare Notices When Needed 
for Use of Each 
Member 

Make Available to Each Member 
Copies of Minutes of 
Each Meeting 

Percent 
Indicating 
Essential 

89.23 

83.08 

Percent 
Indicating 
Unnecessary 

4.62 

8.46 

t : 
« • 

c i 

: t 

y -. 

y — 

Prepare an Agenda For 
Each Meeting 80.00 7.69 

Prepare Minutes of Each 
Meeting 75.38 12.31 
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agreeing that this service would be helpful, while still another 8.46 

percent of the superintendents felt that it was unnecessary for the 

secretary to serve the school board in this way. 

Since the educational secretary works so closely with the 

superintendent, he evidently relies on her to help with duties related 

to school board meetings. Eighty percent of the respondents indicated 

that the secretary should serve the school board by preparing an agenda 

for each meeting, while 12.31 percent thought of this as a helpful 

service, and 7.69 percent felt that this was unnecessary as a secre

tarial service. 

Table 13 as well as Table 14 ranks as of least importance 

the secretarial service of preparing minutes of each meeting of the 

school board. This does not mean, however, that it is not of consequence 

to the school board or the secretary. While a majority of 75.38 percent i > 

of the superintendents marked this service as being an essential duty 

of the secretary, a smaller group, 12.31 percent, thought this service 

would be helpful. A like number, 12.31 percent, said this \-fas an 

unnecessary service for the secretary to perform. 

In the space provided for the superintendents to list other 

services they felt the secretary should perform for the school board, 

two of them said that the secretary should be responsible for school-

related correspondence of board members. 

Another superintendent felt that it should be the responsi

bility of the secretary to telephone board members giving notice of 

called meetings. 

I 

file:///-fas


TABLE 14 

USEFUL SKILLS IN SERVING THE SCHOOL BOARD 

(Ranked in Order of Combined Percentages) 

53 

Services 

Prepare Notices When 
Needed for Use 
of Each Member 

Prepare an Agenda for 
Each Meeting 

Make Available to Each 
Member Copies of 
Minutes of Each 
Meeting 

Percent Percent 
Indicating Indicating Combined 
Essential Helpful Percentages 

89.23 

80.00 

6-15 

12.31 

83.08 8.46 

95.38 

92.31 

91.54 

• > 
t : 
m • 
C • 

c • 

y — 

Prepare Minutes of Each 
Meeting 75.38 12.31 87.69 
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Maintenance and Operation of the School Plant 

Section VIII of the questionnaire attempted to determine what 

proficiencies the secretary was expected to possess concerning the 

maintenance and operation of the school plant. 

As shown by Table 15, the most essential area of knowledge 

for the secretary to possess was in relation to the policies governing 

use of the buildings during non-school periods. Sixty percent of the 

superintendents agreed that this knowledge would be helpful to the 

secretary and another 26.15 percent indicated it was an essential area 

of knowledge. In contrast, 13.85 percent thought it unnecessary for 

the secretary to be required to be knowledgeable in this area. 

Another area in V7hich the secretary should be knowledgeable, 

in order to meet the demands of school superintendents, was that 

•- t 

1 

V > 

related to vacation maintenance schedules. According to the replies, ! ^ 
t j> 
I- -

19.23 percent of the superintendents felt this was an essential require

ment, 44.62 percent agreed it would be helpful, but 36.15 percent 

indicated that this was an unnecessary secretarial requirement. 

The superintendent usually follows set policies for the use 

of utilities during vacation periods. Should the secretary be knowledge

able about the practices regulating use of the utilities during vacation 

periods? A majority of the respondents felt this would be a u.se.ful 

knowledge for the secretary to have. Tabic 16 r.hcx.s that combining the 

18.46 percent who marked this as an essential requirement with the 50.77 
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TABLE 15 

COMPARISON OF OPINIONS RELATED TO SECRETARIAL REQUIREMENTS 
IN CONNECTION WITH MAINTENANCE AND 

OPERATION OF THE SCHOOL PLANT 

(In Order of Importance) 

Areas 

Percent Percent 
Indicating Indicating 
Essential Unnecessary 

Policies Governing Use of 
Buildings During Non-
School Periods 

Vacation Maintenance Schedules 

Practices Regulating Use of 
Utilities During 
Vacation Periods 

26.15 

19.23 

13.85 

36.15 

> 

»- — 

18.46 30.77 

Policies Regulating Duties 
and Hours of Main
tenance Crews 13.08 52.30 
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TABLE 16 

USEFUL KNOWLEDGE IN RELATIONSHIP TO THE MAINTENANCE 
AND OPERATION OF THE SCHOOL PLANT 

(Ranked in Order of Combined Percentages) 

Areas 

Percent 

Essential 

Percent 
Indicating Indicating 

Helpful 
Combined 
Percentages 

Policies Governing Use of 
Buildings During Non-
School Periods 

Practices Regulating Use 
of Utilities During 
Vacation Periods 

Vacation Maintenance 
Schedules 

26.15 

18.46 

19.23 

60.00 

50.77 

44.62 

86.15 

69.23 

63.85 

t 
. I 

• w 

i JI 

Policies Regulating 
Duties and Hours 
of Maintenance 
Crews 13.08 34.62 47.70 
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percent who indicated this as a helpful trait gives a combined percentage 

of 69.23 percent who felt this would be of some worth to the secretary. 

On the other hand, 30.77 percent thought this was an unnecessary require

ment. 

Of least consideration to the secretary was a knowledge of the 

policies regulating duties and hours of the maintenance crev7s. This 

area of work ranked last on both Table 15 and Table 16. While over 

one-half, 52.30 percent, indicated that this knowledge was unnecessary 

as a secretarial requirement, 34.62 percent said it would be helpful if 

the secretary possessed this knowledge, and 13.08 percent of the superin

tendents felt that it was essential for the secretary to have this 

proficiency. 

In the space provided for additional comments, one superinten- ; 

dent said that the secretary should accept the responsibility for 

reporting maintenance needs connected V7ith office facilities and equip

ment. 

Miscellaneous 

Section IX of the questionnaire was an extra division provided 

for the superintendents to add other areas which they believed were 

essential requirements for the secretary. 

- 4 

• 

V > 
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Only one superintendent used this extra division on the 

questionnaire. He said that the secretary should know everything that 

the superintendent was supposed to know—but remember it I 

Comments or Suggestions 

Section X was provided for the superintendents to make addi

tional comments or suggestions they felt were indicative of any other 

needed qualities or services relevant to the secretary. 

One superintendent expressed his feelings by saying, "She is 

about the most important person around." 

« 

Two other superintendents said their school systems employed ' i 

a Director of Business Services and Instruction who performed some of 

the functions listed on the questionnaire. 

Description of Present Secretary 

In order to gain a clear picture of the type of person who 

serves as a secretary to the school superintendent, a check sheet was 

included with the questionnaire. The superintendent was asked to check 

the columns that best described his present secretary. 

Age 

As shown by Table 17, the ages of the secretaries ranged from 

under 20 to 56 and over, with an even 50 percent of their age.s falling, 

- :i 

w > 



59 

TABLE 17 

AGE CATEGORIES OF SECRETARIES 

Age Groups Number Percent 
Grouped 

Percentages 

under 20 

20-25 

26-30 

31-35 

1 

2 

11 

10 

.77 

1.54 

8.46 

7.69 

18.46 

36-40 

41-45 

28 

37 

46-50 

51-55 

56 and over 

17 

9 

15 

21.54 

28.46 

13.08 

6.92 

11.54 

50.00 

31.54 

TOTAL 130 100.00 100.00 
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in the ranges from 36 to 45. The next largest group, 31.54 percent, 

was in the range 46 to 56 and over. This left 18.46 percent of the 

secretaries in the 35 and under age group. 

The largest number falling in any one age group was 28.46 

percent in the 41-45 group. Surprisingly, there were only 10.77 percent 

of the secretaries in the 30 and under age groups, with only one secre

tary under 20 years of age. In contrast, 11.54 percent of the secretaries 

were in the 56 and over age group. 

Number of Years Employed As Secretary 

to the Superintendent 

How long has the present secretary been employed by the 

superintendent? A look at Table 18 gives a comprehensive picture of 

the years of experience. The largest group, 32.31 percent, had had 

0-4 years experience. The next highest group was the 5-8 years 

experience as secretary to the superintendent with 22.31 percent. 

When these two largest groupings are combined, a total of 54.62 percent 

of the secretaries have had 0-8 years experience at the present place 

of emplojrment. 

More than one-third, 36.15 percent, of the secretaries had been 

employed by the same superintendent from 9-16 years. In comparison, 

9.23 percent of them had been employed by tbe same superintendent for 

17 or more years. It is interesting to note that 3.85 percent of the 

secretaries had been with the same superintendent 21 or more years. 



TABLE 18 

NUl-IBER OF YEARS EMPLOYED AS SECRETARY 
TO THE SUPERINTENDENT 
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Years Number P e r c e n t 
Grouped 

Pe rcen t ages 

0-4 

5-8 

9-12 

13-16 

42 

29 

28 

19 

32 .31 

22 .31 

21.54 

14.61 

54.62 

36.15 

r r 
; 

m i 

i '̂l 
•- — 

17-20 

21 and over 

7 

5 

5.38 

3.85 
9.23 

TOTAL 130 100.00 100.00 
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Total Years of Experience as an Office Worl-er Prior 

to Becoming Secretary to a_ Superintendent 

The secretary to the superintendent must be knowledgeable and 

proficient in many areas in order to meet the demands made by complex 

and varying responsibilities. An inexperienced office worker would 

seldom be able to competently meet the challenges of this position. 

According to Table 19, only 20.77 percent of the secretaries qualified 

for their jobs with 0-4 years prior office experience. 

In contrast, 59.23 percent of the secretaries hired by superin

tendents had 5-12 years prior experience as an office worker. Another 

20 percent of them had over 13 years experience in an office before 

becoming secretary to the superintendent. Surprisingly, 4.62 percent 

of these secretaries had 21 or more years experience in an office prior 

to assuming the role of the superintendent's secretary. 

Salary Per Month 

Salaries of the secretaries working for the superintendents 

who cooperated in this study were based on twelve months' employment. 

Table 20 shows the range of salaries received by these secretaries. 

While none of them received less than $200 per month, 5.38 percent 

were paid between $201 and $300 per month. 

In comparison to the number of secretaries in this lovest 

paid group, there were nearly twice as rany secretaries, 10.77 percent^ 

who were paid $601 or more per month. 

> 

!>i 
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TABLE 19 

TOTAL YEARS OF EXPERIENCE AS AN OFFICE V70RKER PRIOR 
TO BECOMING SECRETARY TO A SUPER INTENT) ENT 

Years Number Percent 
Grouped 

Percentages 

0-4 27 20.77 20.77 

5-8 

9-12 

39 

38 

30.00 

29.23 
59.23 

13-16 

17-20 

21 and over 

16 

4 

6 

12.31 

3.07 

4.62 

20.00 

> 
m 

JI 

TOTAL 130 100.00 100.00 



64 

TABLE 20 

SALARY PER MONTH 

Salary Grouped 
Ranges Number Percent Percentages 

$200 or less 

$201-$250 

$251-$300 

$301-$350 

$351-$400 

$401-$450 

$451-$500 

$501-$550 

$551-$600 

$601-$650 

$651-$700 

$701 and over 

0 

4 

3 

16 

26 

26 

23 

13 

5 

4 

7 

3 

3. 

2. 

12, 

20. 

20. 

17. 

10. 

3, 

3. 

5, 

2 

08 

,30 

,31 

,00 

.00 

.69 

.00 

.85 

.08 

.38 

.31 

5.38 

52.31 

31.54 

10.77 

• t 

TOTAL 130 100.00 100.00 
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There were two other large groups between the lowest and 

highest salary ranges and 83.85 percent of the secretaries were in 

these median groups. More than one half of them, 52.31 percent, earned 

between $301 and $450 per month. In the next highest group, $451 to 

$600 per month, there were 31.54 percent of the secretaries. 

Educational Background 

The training the secretary to the superintendent has received 

plays an important role in her success or failure in the school system 

in which she works. The majority of the cooperating superintendents 

had employed secretaries who had received post high school training. 

Only 16.92 percent of the secretaries had received no training beyond 

their high school work. In contrast to this group, almost as many, 

13.85 percent, had received four or more years of college training. 

Table 21 shows that the largest number, 42.31 percent, had 

received additional training in business or commercial colleges. Having 

received additional training of from one to three years of college 

were 26.92 percent of the secretaries. One of the most noticeable things 

about Table 21 is that three of the secretaries had earned a master's 

degree and two others had completed some college work beyond the master's 

degree. 

ji 
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TABLE 21 

EDUCATIONAL BACKGROUND 

Grouped 
Level of Training Number Percent Percentages 

High School Only 22 16.92 16.92 

Business or Commercial 
College Training 55 42.31 42.31 

Completed One Year 
of College 13 10.00 

Completed Two Years 
of College 15 11.54 26.92 

Completed Three 
Years of 
College 7 5.38 

Earned a 4-Year 
College Degree 13 10.00 

Earned a Master's 
Degree 3 2.31 13.85 

Completed College 
Work Beyond a 
Master's Degree 2 1.54 

TOTAL 130 100.00 100.00 

4 
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Additional Benefits Available to the 

Secretary to the Superintendent 

Fringe benefits have been steadily increasing during the last 

few years and most wage experts are predicting that these benefits will 

continue to increase. Since many office employees give considerable 

weight to the fringe benefits included in a job, what type benefits can 

the secretary to the superintendent expect? 

Table 22 gives a good picture of what benefits are now available 

to the superintendent's secretary. The most widely offered fringe benefit 

is a retirement plan other than social security. These retirement benefits 

were provided by 93.85 percent of the school systems. 

The secretary to the school superintendent could also expect .. 

! 

to receive a vacation with pay, based on the number of years employed, 
* 

since 93.08 percent of the school systems made this benefit available J, 

to her. 

Sick leave, including maternity leave, was provided by 90 per

cent of the school systems. 

Over three-fourths of the school systems, 79.23 percent, 

offered the fringe benefit of group health insurance to the superinten

dent's secretary. Group life insurance was also n-.ade available to her 

by 64.62 percent of the school systems. 

Less than half, or 54.08 percent, of tbe school systems offered 

automatic yearly increments as a fringe benefit to the secretary- A 

JX 
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TABLE 22 

ADDITIONAL BENEFITS AVAILABLE TO THE SECRETARY 

Benefits 

Group Life Insurance 

Group Health Insurance 

Retirement Plans (other than 
Socia l Secur i ty) 

Sick Leave ( inc lud ing 
mate rn i ty leaves) 

Sabbat ical Leave 

Leave of Absence (when earned 
by meeting requirements) 

Automatic Yearly Increments 

Vacation with Pay (based on 
number of years employed) 

Ninnber 
Of Schools 
Offering 

84 

103 

Percent 
Of Schools 
Offering 

64.62 

79.23 

122 93.85 

117 

5 

32 

56 

90.00 

3.85 

24.62 

43.08 

J l 

121 93.08 
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leave of absence, when earned by meeting the requirements, was offered 

by 24.62 percent of the school systems. Five of the cooperating school 

superintendents said they offered sabbatical leaves as a fringe benefit 

to their secretaries. 

In the space provided for the listing of additional benefits, 

two of the superintendents mentioned that their secretaries were given 

paid holidays as a fringe benefit. One other superintendent said his 

secretary received additional overtime pay for any work above tbe usual 

40 hours per week. 

Jl 
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CHAPTER IV 

SUMMARY, CONCLUSIONS, AITO RECOMllENDATIONS 

Summary 

Since each decade brings changes, additions, and new philosophies 

in education, the school systems, administrators, and employees have coma 

Into the limelight with related problems, criticisms, and praise. 

The role of the secretary to the s^jperintendent has shown the 

same range and pace of change as has the entire school system. The 

background, qualifications, duties, and proficiencies have undergone 

tremendous change in recent years. It was the purpose of this study 

to determine the duties, required pro.':iciencies, and bachgrouu'.'K; of 

secretaries to superintendents of Class PJ\kk and Class AA^ high schools 

in Texas. A second area of the study was to identify the degrees of 

proficiencies that the administrators expect of secretaries in meeting 

the demands relevant to these duties and responsibilities. 

The superintendents of these schools were polled by question

naire to determine: 

1, The constel.i.i-tion of duties and responsibilities of an 

a dm i n i s t r a t c r' £- i. e c. x e L £'.; y. 

2. The v.^rious rcqin'::'..^ prr.ficicncies for sa t is i rc tovy 

performance i\~ p» rcr ; iv_ ' ' ; v trt-- Mdmioistratorf. 

Jl 

h\ 
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3. The backgrounds of secretaries successfully meeting the 

demands of these school offices. 

Each superintendent of these school systems was sent a 

questionnaire, covering letter, and a stamped, addressed envelope for 

returning the questionnaire. Out of the 193 Class AAAA and Class AAA 

school systems in Texas, 130 of the superintendents returned completed 

questionnaires. 

Conclusions 

The findings herein listed represent the facts obtained from 

the 130 superintendents V7ho participated in the study. 

Stenographic and Secretarial Activities 

The cooperating superintendents indicated that skills in these 

areas are basic for the proficient secretary. 

(a) Ninety-seven and seven-tenths percent of the superinten

dents said that it was either essential or helpful for a proficient 

secretary to be able to compose office memos. 

(b) The majority of the superintendents, 90 percent, indicated 

that it was helpful or essential for the secretary to have a level of 

proficiency to take office dictation at 80 to 100 v/cru.-̂  per minute. 

(c) The secretary will need to knov: lu-v to operate a dictating 

machine according to 88.46 percent of the superintendents v.l-o said it was 

either essential or helpful as a mark of proficiency. 

!Ii 
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(d) Transcribing dictated materials with speed and accuracy 

is another skill that must be mastered by the secretary to the superin

tendent* since 71.54 percent of the superintendents agreed that this 

skill was essential and another 25.38 percent indicated it would be a 

helpful tool. 

(e) The superintendent relies on the secretary to edit 

materials he has dictated. VHiile 70.77 percent said this ability was 

essential, another 27.69 percent agreed it would be helpful if the 

secretary could perform in this way. 

(f) According to the cooperating superintendents, the secre

tary would need to possess a level of proficiency which would enable 

her to suggest form, styles, and current usages for effective business 

correspondence. This was clearly evident since 63.85 percent of the 

superintendents marked this ability as essential and 33.85 percent , 
c 

agreed it would be helpful if she had this skill. :!' 

(g) Every superintendent has periodic reports to make. 

Should the secretary have a level of proficiency to write clear and 

meaningful periodic reports? According to 61.54 percent of the replie.«̂ . 

from the superintendents, this is an essential requirement. Another 

31.54 percent of them said it would be helpful if the secretary could 

do this. 

(1) The secretary to the superintendent should 

have a level of proficiency which would enable her to prepare reports 

for state agencies. This was evidenced by 70.77 percent of the 
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superintendents agreeing that this was an essential requirement and an 

additional 21.54 percent stating that it would be a helpful ability. 

(2) Along the same line of concern, 60.77 percent 

of the superintendents indicated it was essential for the secretary to 

have a level of proficiency which would enable her to prepare reports 

for federal agencies. Another 27.7 percent of the cooperating superin

tendents marked this as a helpful skill. When these two percentages 

are combined, a total of 88.47 percent of the superintendents are in 

agreement that this ability would be useful to a competent secretary, 

(h) Technological advances have improved equipment and 

m 

methods in every type of business office. Much routine work is now .; 
I 

quickly and easily accomplished by a skilled operator of common business •• 

machines. According to 100 percent of the participating superintendents, { 

the secretary in the school office should have a level of proficiency to > 

operate common office machines (e.g., copiers, adders, calculators, etc.). 

While 89.23 percent indicated this was an essential skill, the remaining 

10.77 percent marked this as a helpful ability. 

(i) Another area to which t/ie prospective secretary to a 

superintendent should give serious thought was interpreting financial 

statements. Even though only 36.92 percent of tbe respondents marked 

as essential the ability to interpret financial statements, a larger 

group, 50.77 percent, agreed that this would be a helpful quality. If 

these two groups are combined, the total of 87.69 r-ercent v.-ho feel thi.-. 

would be a useful skill Is quite ii; prepsive. 

Jl 
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(j) Although the superintendents as a group indicated that 

the least important secretarial requirement was a proficiency to assist 

in preparing school budgets, this did not mean that the secretary could 

ignore this area. Thirty percent of the superintendents marked this as 

an essential skill, and another 46.15 percent agreed that it would be a 

helpful ability. A combined total of these tv70 groups, 76.15 percent, 

reveals that this area of stenographic and secretarial activities was 

also an important part of the composite skills of the proficient 

secretary. 

(k) Miscellaneous stenographic and secretarial activities 

were added by the cooperating superintendents in the space provided on : 
* 

the questionnaire. Each of the following duties received one vote as -

being an essential requirem.ent: ; 

(1) Maintain a calendar of appointments > 

(2) Meet and know the public 

(3) Understand moods and temperament of the 

superintendent 

(4) Handle incoming and outgoing correspon^'ence 

effectively 

(5) File efficiently 

(6) Get coffee 
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School Law 

As perceived by the superintendents, the secretary was not 

required to possess as high a degree of skill in areas of knowledge 

related to school law. Yet, the majority of the superintendents indi

cated that a broad general loiowledge of school law would be helpful to 

the secretary. 

(a) A broad general knowledge of school taxation laws of the 

state was declared to be a helpful ability by 58.46 percent of tbe 

superintendents. Another 6.15 percent of them marked this as an 

essential knov/ledge. Wlien these groups were combined, 64.61 percent 

of the superintendents felt this skill was useful. 

(b) More of the superintendents believed the secretary should 

have a broad general knowledge of laws requiring school attendance. 

These were 26.15 percent who marked this as an essential quality and 

63.08 percent who said it would be helpful for the secretary to possess 

this knowledge. 

(c) The secretary who desired to work efficiently for a 

superintendent would also need to have a broad general knowledge of laws 

giving power to the administration to admit and suspend pupils. While 

59.23 percent of the superintendents thought of this knowledge as being 

helpful, another 18.46 percent of them agreed it was an essential quality 

(d) In order for a secretary to perform effectively for 92.31 

percent of the superintendents, she would find a broad general knowledge 

> 

Til 
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of laws related to assignment and transfer of pupils extremely useful. 

Thirty percent of the superintendents said this was an essential require

ment, and another 62.31 percent indicated it would be a helpful s!:ill. 

(e) Liability laws pertaining to the operation of a school 

program was another area of school law that was perceived as being use

ful to school secretaries. While there were only 11.54 percent of tbe 

superintendents who felt this was an essential requirement, another 

69.23 percent of them designated this as a helpful skill. 

(f) The one area of school lav7 that the secretary need not 

be concerned with, according to the cooperating superintendents, was 

that regulating short and long term borrox̂ îng for the school. Only 

3.08 percent of the superintendents said this was an essential ability 

and 40.77 percent marked it as helpful. This meant that less than half 

of the superintendents thought this knowledge would be of any value to 

the secretary. 

(g) A broad general knowledge of laws relating to issuing and 

terminating teacher contracts would be useful to the secretary according 

to the superintendents. Since 27.69 percent of them perceived this as 

an essential knowledge and 53.08 percent agreed it would be helpful, 

the prospective secretary would need to be knowlê igcab:'e in this area 

of school law in order to be proficient. 

(h) The secretary who expects to be more acceptable in her 

work with tbe school superintendent would find a broad general l-ov7ledge 

of laws regulating di.sciplinc quite useful. This v:as evidenced by 1:̂ .31 

.A 
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percent of the superintendents who felt this was an essential ability 

and by 54,62 percent who agreed this knowledge would be helpful. 

(i) The successful secretary to a school superintendent 

would also need to possess a broad general knowledge of laws related 

to the operation of a transportation system within the legal structure 

of the state. A combined percentage of 67.70 percent was reached by 

adding the 13.85 percent who felt this was an essential knowledge with 

the 53.85 percent of superintendents who agreed it would be helpful if 

the secretary possessed this knowledge. 

(J) Eight superintendents added comments about other areas 

of school law in which they felt the secretary should be competent. 

Two of them said it was essential for the secretary to have 

a broad general knox̂ ;ledge relating to certification and requirements. 

One superintendent said It was essential for the secretary to be 

knowledgeable about laws pertaining to the foundation program and 

another agreed that this same knowledge would be helpful to the secretary, 

Three more superintendents indicated that it was essential 

for the secretary to be knowledgeable about the Interscholastic League 

regulations and another superintendent agreed that this knowledge would 

be helpful. 

School Staff Personnel 

The relationship that exists between the superintendent and 

the school staff personnel will also involve the secretary to tlie 
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superintendent. The answers given on the questionnaires revealed the 

delicate role that the successful secretary was expected to assume in 

these relationships. 

(a) The secretary was expected to have the knowledge, 

experience, and training which would enable her to help in selecting 

new office personnel as the need arose. According to 26.15 percent of 

the superintendents, these attributes are an essential part of her 

collection of skills. Another 56.15 percent of the respondents agreed 

that these attributes would be helpful. This indicated that 82.30 

percent of the superintendents felt that the secretary should be of 

help in selecting new office personnel. 

(b) Evidently the superintendents expected the secretary to 

be a good supervisor of office personnel. VJbilc 63.08 percent of the 

superintendents indicated that it was essential for the secretary to 

have the knowledge, experience, and training to be able to train sub

ordinates in office routines and practices, another 34.62 percent 

agreed that this would be a helpful ability. Accordingly, 97.70 percent 

of the superintendents are in agreement that this skill would be useful. 

(c) The secretary to the superintendent will have to be adept 

in performing some of the duties usually assumed by an office manager. 

Only 22.31 percent of the superintendents said it was essential for th.e 

secretary to have the knowledge, experience, and training necessary for 

evaluating office employees periodically and making recor.iiendatiors on 

promotions, transfers, dismissals, and salary adjustnents. Another 40.77 

.« 
> 
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percent of the superintendents agreed that this ability was helpful. 

VJhen these two groups were combined, it meant that a majority of 63.08 

percent of the superintendents thought of this as a useful secretarial 

ability. 

(d) Developing harmony, cooperation and teamv7ork in the office 

was perceived by the superintendents as a definite responsibility of the 

secretary. A combined total of 99.23 percent of the cooperating superin

tendents agreed this was a useful function of the secretary. When the 

80.77 percent who indicated this skill as essential was combined with 

the 18.46 percent who marked it was helpful, the combined total, as given 

above, was a clear indication of the importance of this secretarial 

ability. 

(e) The superintendents also thought of the secretary as a 

good-will ambassador in relationship with the instructional personnel. 

Eighty-five and thirty-eight hundredths percent of the superintendents 

agreed that it was essential for the secretary to have the knowledge, 

experience, and training to maintain rapport with the instructional 

personnel. Another 13.85 percent indicated this was a helpful skill. 

Again, there was a combined total of 99.23 percent who said this ability 

was either essential or helpful. 

(f) Another area in \ hich the secretary was expected to per

form acceptably was in maintaining rapport vith the non-instructional 

personnel. A combined total of 99.23 percent of tbe supeiintcrdents 

indicated this was either an essential requireTrent or a helpful ability. 

> 
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This total was reached by combining the 83.08 percent indicating it as 

essential with the 16.15 percent marking it as helpful. 

(g) Playing the part of a grievance counselor or mediator was 

an expected role of the successful secretary. According to 31.53 percent 

of the superintendents, it was essential for the secretary to have the 

knowledge, experience, and training required to settle minor grievances 

or complaints of office personnel. Another 44.62 percent of the superin

tendents agreed that this would be a helpful attribute. 

(h) The superintendents perceived the role of the secretary 

to include delegating authority to subordinates in the office. Almost 

half, 49.23 percent, of the superintendents felt it was essential for 

the secretary to have the knowledge, experience, and training to perform 

in this way. Another 35.38 percent of them, thought of this ability as 

being helpful. 

(i) In the space provided for additional qualities of secre

tarial skill, one superintendent said that the secretary should be able 

to perform as the deputy superintendent of personnel. 

Public Relations 

The relationship that exists between the general public and 

the entire school system depends on irany things. Paramount, in the 

thinking of the superintendents, v.as the role that the secretary plavs 

in influencing good public relations. 

> 

Jl 
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(a) The proficient superintendent's secretary will be capable 

of performing acceptably in the area of public relations by maintaining 

rapport with the school board members. This was indicated by 86.92 

percent of the superintendents who marked this as an essential require

ment and by 10 percent of them who said it would be helpful for the 

secretary to function in this way. 

(b) Explaining policies and procedures to interested citizens 

was another essential part of public relations to be performed by the 

secretary to the superintendent. Since 71.54 percent of the superinten

dents agreed that this was an essential skill and another 25.38 percent 

felt it was a helpful ability, this indicated that 96.92 percent of the 

superintendents were in agreement that the secretary was a vital link 

between the citizens and school policies and procedures. 

(c) The superintendents were in almost total agreement of 

the important part that the secretary plays toward good public relations 

when answering the telephone properly. There were 98.46 percent of them 

who said it was essential for the secretary to be capable of performing 

acceptably in the area of public relations by ansv7ering the telephone 

properly, displaying tact and courtesy toward all callers. Only .77 

percent of the superintendents thought of this ability as being merely 

helpful. 

(d) According to the superintendents, the most important area 

of public relations to bo performed by the secretary \as that of r̂ êtlng 

school visitors graciously. One hundred percent of th.e respondents lark.d 

this as an essential requirement for the secretary. 
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(e) Another high-rank.ing public relations responsibility for 

the secretary was that of making appointment schedules for the superin

tendent. There were 93.08 percent of the superintendents who agreed 

that it was essential for the secretary to perform acceptably in this 

area of public relations. The remaining 6.92 percent of the superin

tendents said this ability would be helpful. One hundred percent of 

the superintendents agreed that this secretarial skill was either 

essential or helpful. 

(f) Public relations includes keeping the public informed 

about school events. Eight and seventy-seven hundredths percent of the 

cooperating superintendents agreed that the secretary should be capable 

of performing acceptably in the area of public relations by sending out 

notices of school events to all interested persons. Another 16.92 per

cent of the superintendents said this would be a helpful function. 

(g) Composing and placing news articles at the disposal of 

local news media was perceived as an essential duty of the secretary by 

29.23 percent of the superintendents. In addition, 53.85 percent felt 

that this would be a helpful trait for tba secretary to the superintendent, 

(h) Marked as the least Important public relations function 

on the part of the secretary was assuming an active role in communitv 

affairs. Only 18.46 percent of the superintendents said this vas an 

essential role for the secretary, while 67.69 percent indicated it would 

be helpful. 
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(1) One superintendent added an additional public relations 

duty by saying that it was essential for the secretary to know what 

questions not to answer^ 

Another duty of the secretary was to maintain harmony with 

community contacts, according to one superintendent who said this was 

an essential ability. 

Instructional Program 

Although the secretary is not directly involved in the instruc

tional program of the school, her responsibilities will necessarily 

influence this part of the school operation to some extent. 

(a) Forty percent of the superintendents said it was essential 

for the secretary to be able to demonstrate ability in administering 

special types of employee services (e.g., insurance and retirem.ent) . 

Another 43.08 percent indicated that it would be helpful for tbe secre

tary to possess this ability. This revealed that 83.08 percent of the 

superintendents believed this secretarial .̂ kill V7as an important one. 

(b) The superintendents were in disagreement as to whether 

the secretary should demonstrate ability in aiding in adapting curriculum 

to school facilities, time schedules, and school staff. An even 50 per

cent said this was an unnecessary requirement. In contrast, 6,92 percent 

indicated this ability as essential, and 43.08 percent of tbe superinten

dents agreed it would be a helpful skill. 
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(c) According to the superintendents, the secretary need not 

be able to demonstrate ability in helping plan adequate in-service 

programs. This was indicated by 62.31 percent of them agreeing that 

this was unnecessary as a secretarial ability. 

(d) Maintaining contact with new developments in the instruc

tional field was another area in which the superintendents were almost 

evenly divided as to the direct secretarial involvement. Just less than 

half, 49.23 percent, of the superintendents indicated that it was unneces

sary for the secretary to maintain contact with new developments in the 

instructional field. On the other hand, 3.08 percent said it was 

essential, and 47.69 percent felt this would be helpful. 

(e) As the superintendents perceived the role of the secretary, 

she should be able to demonstrate ability in attending staff meetings for 

orientation purposes. There were 13.85 percent of the superintendents 

who felt this was an essential skill and 57.69 percent who thought it 

would be a helpful trait. 

Business and Finance 

The varied problems that arise in the area of business and 

finance can best be solved by those who arc sufficiently prepared to 

deal with them. The successful secretary to the school superintenumt 

will find that adequate training will give her a useful ahility in 

confidently and capably meeting the challcn[;GS that occur. 
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Even though the superintendents agreed that this area of 

secretarial abilities and skills was less important than were sore 

other areas, the secretary will still need to demonstrate proficiency 

in filling her role as an assistant to the administrator. 

(a) Sixty percent of the cooperating superintendents felt 

that it would be advantageous for the secretary to be sufficiently 

trained to maintain an adequate record of property accounting. V.'hile 

only 17.69 percent marked this as an essential ability, 42.31 percent 

indicated it would be a useful skill. 

(b) According to the superintendents, the secretary should 

possess the ability to secure proper inventories of school property. 

Twenty and seventy-seven hundredths percent of them indicated this skill 

was essential and 35.38 percent marked it as helpful, 

(c) The tax structure in the school district may range from 

relatively simple to complex. Understanding and being able to interpret 

the tax structure of the district will be an asset to the secretary to 

the superintendent. Over half of the superintendents, 53.08 percent, 

agreed that this ability would be helpful and another 15.38 percent 

said it was an essential skill. 

(d) The secretary to the superintendent should be adequately 

trained to understand the insurance programs of the schcjl 5-incc 54.62 

percent of the respondents indicated this vas a useful ability and 

26.92 percent marked it as an essential i.hill. 
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(e) Thirty percent of the cooperating superintendents said 

that the secretary should have sufficient training to enable her to 

interpret budget allotments. Another 49.23 percent agreed that this 

ability would be helpful. 

(f) Ability to administer a salary schedule was perceived as 

an essential secretarial skill by 45.38 percent of the superintendents. 

In addition to these, 28.46 percent indicated this ability would be 

helpful. 

(g) Regulating the purchase of school supplies and equipment 

subject to the approval of the superintendent was of less importance as 

a secretarial function according to 51.53 percent of the superintendents 

who said this was unnecessary. However, 48.47 percent of the superin

tendents felt this ability was either an essential or helpful trait. 

(h) In the majority of school systems, the secretary would 

need to have adequate training which would enable her to assist with 

audits of school financial records. The superintendents indicated this 

with 23.85 percent of them marking it as an essential ability and 31.54 

percent agreeing that it would be a helpful skill. 

(i) In the category of business and finance, the most important 

skill for the secretary to possess V.MS the ability to perform as a notary 

public. Of the cooperating superintendents, 63.85 percent marked this 

as essential and another 28.46 percent of them agreed it was helpful. 

(j) Three superintendents added additional skills, which thcv 

believed were essential: tbe ability to check and post ir.voice-., rake 

payrolls, close out the books and ret up books for the ne..;t fiscal perioi. 
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One other superintendent added his comment that it was 

essential, in his thinking, for the secretary to plan for an adequate 

stock of office supplies. 

School Board 

In a broad context, the relationship between the superintendent 

and the school board automatically involves the secretary because of her 

duties, knowledge, and close association with tbe functioning of school 

policies. The superintendents perceived the role of the secretary in 

her relationship with the board members as a vital one. 

(a) Eighty percent of the superintendents agreed it was 

essential for the secretary to serve the school board by preparing an 

agenda for each meeting. Another 12.31 percent of them felt this would 

be a helpful service. 

(b) The secretary to the superintendent should serve the 

school board by preparing minutes of each meeting according to 75.38 

percent of the respondents who marked this as an essential service. 

Another 12.31 percent of the superintendents perceived this service 

as being helpful. 

(c) The largest group of superintendents in this cateporv, 

89.23 percent, agreed that it was essential for the secretary to serve 

the school board by preparing notices, vhen needed, for use of each of 

the board members. 
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(d) Agreeing that it was an essential service, 83.08 percent 

of the superintendents said the secretary should serve the school board 

by making available to each board member a copy of the minutes of each 

meeting. 

(e) Additional ways for the secretary to serve the school 

board members were added by a few superintendents. Two of the superin

tendents said it was essential that the secretary be responsible for 

the school-related correspondence of board members. 

Another superintendent added that he felt it was essential 

for the secretary to call each board member on the telephone and remind 

him of called meetings. 

Maintenance and Operation of School Plant 

Since the duties associated with the superintendent's secretary 

can be thought of as a service to the entire school program, she often 

must play the role of diplomat, philosopher, liason officer, and skilled 

technician. The secretary will of necessity be alert to all phases of 

school adm.inistration. 

According to the superintendents cooperating in this study, 

the secretary can play an effective and helpful role by being knowledge

able about the various maintenance and operational schedul'T. of the 

school plant. 
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(a) Vacation maintenance schedules are of special interest 

to the superintendent's secretary since 19.23 percent of the responding 

superintendents said it was essential for her to be knowledgeable in 

this area and another 44.62 percent agreed that this would be a helpful 

ability. 

(b) Another area in which the secretary could be useful 

pertained to the policies governing the use of the buildings during 

non-school periods. Sixty percent of the superintendents agreed it 

would be helpful for the secretary to be knowledgeable in this area, 

and another 26.15 percent felt that it was essential for her to possess 

this knowledge. 

(c) The secretary to the superintendent should be knowledccable 

about the practices regulating the use of the utilities during vacation 

periods. Of the superintendents, 18.46 percent said it was essential 

that she possess this knowledge, and another 50.77 percent agreed that 

this would be helpful. 

(d) There was no need for the secretary to be concerned vith 

the policies regulating duties and hours of the maintenance crews since 

52.30 percent of the superintendents said that it was unnecessary for 

her to be knowledgeable in this area. 

(e) In the space provided for additional conr.ents, one superi 

tendent wrote that it was essential for the secretary to report the 

maintenance needs for the office facilities and equipnent. 

r-
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Other Essential Areas 

Space was provided on the questionnaire for the superintendents 

to add other areas of responsibility they believed to be essential skills. 

Only one superintendent used this space, and he said that the 

secretary needed to know everything the superintendent was supposed to 

know—but remember it.' 

Comments or Suggestions 

The questionnaire provided an opportunity for the superinten

dents to add any comments or suggestions pertaining to the secretary 

which they perceived as being essential or helpful in carrying out her 

responsibilities. 

One superintendent responded by writing that she was about the 

most important person around. 

Description of Present Secretary 

Of major importance to this study were the backgrounds, educa

tional as well as personal, of the successful secretaries to the superin

tendents of Class /iÂ uV and Class AAA school systems in Texas. 

The average secretary can be described in the following; ways: 

1. Is between 41 and 45 years old. 

2. Has been employed by the present superi^.tendent 8 years 

and 4 months. 
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3. Has had 8 years and 11 months experience as an office worker 

prior to becoming secretary to the superintendent. 

4. Earns $444.23 per month (based on 12 months' employment). 

5. Has business or comm.ercial college training. 

6. Enjoys additional benefits of 

(a) group life insurance. 

(b) group health insurance. 

(c) retirement plans (other than Social Security). 

(d) sick leave (including maternity leave). 

(e) vacation with pay (based on number of years employed). 

^ The ten secretarial skills most appreciated by the superinten

dents, shown in Table 23, cover a wide range of required training and 

ability for successful performance. 

The evidence indicates that the secretaries m.ust be equipped 

to assume some administrative duties, perform public relations functions, 

serve in a liaison capacity, and be a correspondence critic in addition 

to performing the commonly accepted clerical tasks of an office. 

Tables 24, 25, and 26 rank other secretarial skills that 80 

to 97.7 percent of the superintendents appreciated. \̂ Jhile those skillt 

cover a wide range of abilities, they also reveal tbe extent to which 

the secretarial standards and requirements have risen in keeping vith 

the advances in technology and automation. 

The role of the secretary in the school office, as shown in 

the above-mentioned tables, has been perceived by tlie sup-rintendcnt:^ .?s 

that of an administrative assistant, possessing ."-ufcrior knowlt c'.-e, 
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TABLE 23 

THE TEN MOST APPRECIATED SECRETARIAL SKILLS 

(Determined by Combined Percentages) 

Skills 

Operate Common Office Machines 
(e.g., copiers, adders, 
calculators, etc.) 

Meet School Visitors Graciously 

Answer the Telephone Properly by 
Displaying Tact and Courtesy 
Toward All Callers 

Maintain Rapport with the 
Instructional Staff 

Maintain Rapport with the Non-
Instructional Staff 

Develop Harmony, Cooperation, and 
Teamwork in the Office 

Edit Materials Dictated by the 
Superintendent 

Compose Office Memos 

Suggest Form, Styles, and Current 
Usages for Effective Business 
Correspondence 

Train Subordinates in Office 
Routines and Practices 

Combined 
Percentages 

100.00 

100.00 

99.23 

99.23 

99.23 

99.23 

98.46 

97.70 

97.70 

97.70 
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TABLE 24 

SECRETARIAL SKILLS APPRECIATED BY SUPERINTENDENTS 

(90 to 97.69 Combined Percentages) 

Skills 
Combined 
Percentages 

Send Out Notices of School Events 
to All Interested Persons 

Maintain Rapport with School 
Board Members 

Transcribe Dictated Materials 
with Speed and Accuracy 

Explain Policies and Procedures 
to Interested Citizens 

Prepare Notices When Needed for 
Use of Each Member of the 
School Board 

Write Clear and Meaningful Reports 

Perform as a Notary Public 

Prepare an Agenda for Each School 
Board Meeting 

Prepare Reports for State Agencies 

Make Available to Each Member of 
the School Board Minute; of 
Each Meeting 

Take Office Dictation at 80 to 
100 Words Per Minute 

97.69 

96.92 

96.92 

96.92 

95.38 

93.08 

92.31 

92.31 

92.31 

91.54 

90.00 
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TABLE 25 

SECRETARIAL SKILLS APPRECIATED BY SUPERINTENDENTS 

(85 to 89.8 Combined Percentages) 

Skills 
Combined 
Percentages 

Know Laws Requiring School Attendance 

Prepare Reports for Federal Agencies 

Operate Dictating Machines 

Interpret Financial Statements 

Prepare Minutes of Each School 
Board Meeting 

89.23 

88.47 

88.46 

87.69 

87.69 

Know Policies Governing Use of 
Buildings During Non-
School Periods 

Assume an Active Role in Community 
Affairs 

86.15 

86.15 
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TABLE 26 

SECRETARIAL SKILLS APPPvECIATED BY SUPERINTEiroENTS 

(80 t o 84 .9 Combined Percen tages ) 

Combined 
S k i l l s Percentages 

Delegate A u t h o r i t y t o S u b o r d i n a t e s 
in t h e School O f f i c e 84.61 

Compose and P l a c e News A r t i c l e s 
a t t h e D i s p o s a l of Loca l 
News Media 83.08 

Adminis te r S p e c i a l Types of Employee 
S e r v i c e s ( e . g . , I n s u r a n c e and 
r e t i r e m e n t ) 83.08 

Aid i n S e l e c t i o n of New O f f i c e 
P e r s o n n e l 

Know L i a b i l i t y Laws P e r t a i n i n g to 
the O p e r a t i o n of a School 
System 

Understand I n s u r a n c e Programs of 
t h e School 

82.30 

Know Laws Relating to Issuing and 
Terminating Teacher Contracts 80.77 

80.77 

81.54 
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understanding, and appreciation of almost every facet of the school 

system. The responses of the superintendents clearly reveal how 

versatile the competent secretary must be in order to meet these new 

challenges. 

Recommendations 

1. It is recommended that the National Association of Educa

tional Secretaries, which now offers a voluntary certification program 

for school secretaries, establish valid criteria for certifying, on a 

professional level, those who aspire to serve at the upper levels of 

administration as secretary to the school superintendent. 

2. It is recommended that the secretary to the superintendent 

be required to obtain certification of her professional ability through 

the National Association of Educational Secretaries before she is 

granted tenure or seniority. 

3. It is recommended that the secretary be given a three-year 

probationary period during which time she will be required to strive for 

certification through her professional association. 

4. It is recommended that in-service courses in such areas as 

school law, public relations, personnel management, and finance be 

required as continuous education for secretaries now serving in superin

tendents' offices, as well as for those who obtain certification. 
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5. It is recommended that secretarial attendance at area 

workshops and seminars, designed to improve competence, be compulsory 

as well as sponsored by the school system. 

6. It is recommended that the secretary to the superintendent 

be afforded recognition, which she has earned as an indispensable part 

of the modern school system, in the forms of status symbols, better pay, 

automatic yearly increments, and leaves of absence. 

7. It is recommended that collegiate schools of business 

(private and public junior and senior colleges and universities) and 

independent schools of business seek to develop curricula which will 

give the special training necessary to equip secretarial students to 

meet the requirements of the superintendent's office. 

8. It is recommended that the secretary to the superintendent 

be identified with a more meaningful title, since tbe present one does 

not adequately describe the important role she assumes as assistant to 

a chief member of the administrative staff. 

9. It is recommended that school counselors make available 

to interested students the special requirements for the position of 

secretary to the superintendent. Hopefully, prospective employees could 

then follow a course of study that would eliminate the more-tban-P-vears-

cxperience route to this position. 

10. It is further recommended that the secretary to tbe sujerin-

tendent be studied on a national basis to determine the duties, back

grounds, and proficiencies required of successful secretaries an̂ ' that 
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the results be made available to the National Association of Educational 

Secretaries for further planning toward securing professional status for 

this important worker. 
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Secretary, July, 1960, p. 11, 

Campbell, R.:>ald F. , Luvern L. Cunningham, and Roderick T. :i-:;u3. Th. 
Orv>anizaf.ion and Control of Americai;̂ _Schooî , Oolr-.hai:, uhio: 
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Box 4428 
Tech S t a t i o n 
U.bbcck, T-.x-is 79A09 
August U , I960 

Dcur S u p e r i n t e n d e n t : 

Perlv^p.*; one of your most h e l p f u l ar.d e s b c n l l a l Gr.ploycs Ir- your 
B c c r e l a r y , Because- of the v i t a l r o l e she l i l i s in the sirocih rpe ra t lo : i 
of the e n t i l e school sys to j ! , 1 am i?akiri^ a .'•.urvtty of poKctcd f^choo} 
supej intcindtnt .- in T o . a s t o dctepjiir.f; the c o n s t e l l a t i o n en d u t i e s , pro-
f i c i e n c J t ' S , and rec^uircD^tnts of s e c r e t a r i e s to school j d i Jn i : . ' r a ' t - r . ^ . 

The findin^'.g of t h i s otudy c o j l d er.ll{;htcn collc;^;o ;.tuv;-,r.t s who s i c 
i n L e r e s t e d in Lecanli^.g sec re t .--.ries t o supcrl i . t en^cp.r s in Texa.';, as v e i l 
a s y ' v f t o to.Tt.l-.'rs of s e c r e t a r i a l s u b j e c t s :n Texas f ir si h.-.n-' Jnfcr.vation 
of the. d u t i e r , p m f : c :'cr.c iec , .ind requ i rements of secret-^r ii.«. to sch'jol 
sup<?r Jn lcnden t ••.. 

The enc losed q u e s t i o n n a i r e wilT take only n shor t ti-.e to couipl^^te 
and can be rc'LurncjU in the r d d r c s s c d , star.'.icd envelope whl.h i s provl'Jeci. 
Your c o o p c r a t Joa i-: of : he ut;nOL>t i:-.po:tance in h-ilpln:-. lo eel erjiino a 
c l e a r and coippr'-l^ens ivo d e s c r i p t i o n of a ce.-por.icc school ; e c r ' " t a ry . Will 
you ccir.pletc t h i s fiuci^tionna i r e and r e t u r n i t r it ItHci' ^hL^ ^ '".LLL-I'LL L1> 

1968; 

•you may be a s s u r e d t h a t a l l of your r e sponses w i l l be kept s t r i c t l y 
c o n f i d e n t i a l . 

I f you wo'.ild I f l .e a su.Tmary of the r e s u l t s of t h i s sturly, ple.-^se 
ir..-llcr.te t h i s in Ihc space provided on the l a s t pai;e of the Ci'.x 3t lc: ' . r .alre. 

S i n c e r e l y , 

l.tlAnd C.-.llav.T.y 

1C7 
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Quest ionnaire 

This study i s being conducted to determine the d u t i e s , f u n c t i o n s , p r o f i c i e n c i e s and backcrj;:nds of Individ.* ' . , 
serving as s e c r e t a r i e s to school super intendents in Texas. Will you please complete t h i s questionnaire and u s e t h e 
enclosed envelope to return i t to: Leland Callaway 

Box i 428 
Tech S t a t i o n 
Lubbock, Texas 79409 

The State of Indiana Commission on Licens ing in the S ta te Department of Education has defined a secretary 
Specif ical ly as "the c h i e f a s s i s t a n t to the a d m i n i s t r a t i v e head of a school system." 

With t h i s d e f i n i t i o n in mind, p lease i n d i c a t e the q u a l i t i e s you require of your secretary by placing a check 
u r k in the appropriate column. 

I X 
n 

I, Stenographic and S e c r e t a r i a l A c t i v i t i e s 

The secretary to the superintendent should have a l e v e l of prof i c i ency to: 
(a , ) Compose o f f i c e memos 
(b . ) Take o f f i c e d i c t a t i o n at 80 to 100 words per r.inwte 
( c . ) Operate d i c t a t i n g machine 
(d . ) Transcribe d i c t a t e d m a t e r i a l s with speed and accuracy 
( e . ) Edit m a t e r i a l s d i c t a t e d by you 
( f . ) Suggest form, s t y l e s , and current usages for e f f e c t i v e business corre

spondence 
(g , ) Write c l e a r and meaningful per iodic reports 

( 1 . ) Prepare reports for s t a t e agenc ies 
( 2 . ) Prepare reports for federal a^enc i e s 

(h. ) Operate common o f f i c e machines ( e . g . c o p i e r s , adders , c a l c u l a t o r s , e t c . ) 
( 1 . ) Interpret f i n a n c i a l s tatements 
( j . ) A s s i s t In preparing school budgets 
(k. ) (Others) 

.LJ_ 
X-L 
( ) 
±± 
±± 

±± 
( ) 
( ) 
( ) 

_u_ JLL 
X-L 

n . School Law 

The secretary to the superintendent should have a broad general knowledi;e of: 

(a. 

(b. 

(c. 

(d. 

(e. 

(f. 

(g. 
(h. 

(1. 

School taxation laws of the state 
Laws requiring school attendance 
Laws giving power to administration to admit and suspend pupils 

Laws related to assignment and transfer of pupils 

Liability laws pertaining to the operation of a school program 

Laws regulating short and long term borrowing for the school 
Laws relating to issuing and terminating teacher c ontrjct s 

Laws regulating discipl ine . 
Laws related to the operation of a transportation system within the 
legal structure of the state ^^___ . 

(J.) (Others) . 

H I . School Staff Personnel 

The secretary to the superintendent should have the knowledge, experience, and 
training to: 
(a . ) Aid in the s e l e c t i o n of new o f f i c e T^ersonnel ^ 

( ) 

u. ±± 
( ) 

J_L 
±± 
( > 

j L i . 
±± 
J_L 
( ) 

( ) 

(b.) Train subordinates in office routines and practices 

JLl 

(c.) Evaluate office employees periodically and make recorrmendat Ions --n . ro-
motions, transfers, dismissals, and salary ad j'j strpent s 

(d.) Develop harmony, cooperation, ^nd teamwork in the or:ice 

(«.) Maintain rapport with the instructional personnel 

(f.) Maintain rapport with the non-instruc t ional personnel 

(g.) Settle grievances or complaints (--f a minor nature) of of: Ice per>.-r.:-.e . 

(h.) Delegate authority to subor.'ina'. es in the office 

( I . ) (Others) 

( •) 

( ) 
( ) ) 
{ I 

( ) I ) 

G 
9 

s 
n 
It 

( ) 
±± 
1± 
_L_L 

( ) 

( ) 
( ) 

) 
( ) ( ) 

(Continued on back ot pai;e) 
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IV, Public Relations 

The Secretary to the superintendent s'r.juld be capable of performing acceptably 

in the area of public relations by: 

(a.) Maintaining rapport rfith schojl board members 

(b.) Explaining policies and procedures to interested citizens 

(c.) Answering the telephone properly by displaying tact and courtesy toward 
all callers 

(d.) Meeting school visitors grac icubly 

(e.) Making appointment schedules for the superintendent 

(f.) Sending out notices of school e'/ents to all Interested persons 

(g.) Composing and placing news articles at disposal of local news mod la 

(h.) Assuming an active role in comnunity at fa Irs __^_ 

(I.) (Others) 

V, Instructional Program 

The secretary to the superintendent should be able to demonstrate ability in: 

(a.) Administering special types of employee services (e.g. insurance and re-

tirement) 

(b.) Aiding In adapting curriculum to school facilities, time schedules, and 

school staff 

(c.) Helping plan adequate in-service educatim ^Tc-rams 

(d.) Maintaining contact with new devr-1-̂ ptr.ent .s in tne Inst ruct 1. na 1 f leld 

(e.) Attending staff meeting.s for orientation purpobes 

VI. Business and Finance 

The secretary to the superintendent shoul'. be adequatelv trained to: 

(a.) Maintain an adequate record of pr 'perty â ., ount In..; 

(b.) Secure proper Inventories of scho:>l pr ••;'(-• rt • 

(c.) Understand and interpret the tax structure In 

(d.) Understand Insurance programs of the -JC hool 

(e.) Interpret budget allotments 

•,'. h o J I J 1 ^t r ic t 

(f.) Administer a salary schedule 

(g.) Regulate the purchase of school supplies and equipment subject to your 

final approval _ ^ 

(h.) Assist with audits of school financial records 

(1.) Perform as a notary public 

(J.) (Others) 

VII. School Board 

The s e c r e t a r y t o the s u p e r i n t e n d e n t should se rve the school board in the 
following ways: 

( a . ) Prepare an agenda for each meet ing 

( b . ) Prepare minu tes of each mee t ing 

( c . ) Prepare n o t i c e s when needed for use of t:dcr\ nemner 
(d . ) Make a v a i l a b l e t o each member c o p i e s of T.inutes of each meeting 

( e . ) (Other s ) . 

Vl l l . Maintenance and Op.-rat ion of School P l a n : 

be knowledcab le in the f o l l o v l n . The s e c r e t a r y to the s u r e r i n t e n c e n t she 

( a . ) Vacation main tenance schedo les 

(b . ) P o l i c i e s governin , ; us^ .i: b u i l d i n g d u r i n g non-school pe r iods 

( c . ) P r a c t i c e s r e g u l a t i n g usi oi . . r i l i t - . ' s du r ing v a c a t i o n ?ir n d s 

(d . ) P o l i c i e s r e g u l a t i n g d u t i . i ..nd hours of main tenance cr ••-> 

(« . ) (Others) 

IX. Please add o the r l l e v e e s s e n t i a l : 

±± 
J J L 

-LJ_ 
XJ_ 
±± 

i_JL 
i _ l 
( ) 

±± 
( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

±± 
( ) 

( ) 
( ) 

( ) 

( ) 

' t 

•o 
c 

±± 

±± 
±± 
J_L 
J ^ 

±± 
( .' 

( ) 

±± 
( ) 

( ) 

( ) 

±± 
( ) 

( ) 

( 1 

( > 
( 1 

( ) 

r: 
3 

>< 

1_L 

U_ 
1. 

1J_ 
( ) 

L± 
JLL 
UL 

i_L 
U . 

L± 
( ) 

( ) 

( ) 

( ) 

"( ) 

( ) 

J L l 
( ) 

( ) 

i_L 

i_ l 
( ) 

( ) 

• ) 
1 

' ) 

"• Ccmnrnts u >ugg(^ t I o n s .1 i n 1 n . ' t I t h e ^ n t . i r v t o thi. ,uper int.-no •nr 
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Description cf̂  Present Secretarv 

Please check the colunn in vhich your present secretary Is best described. 

Age 

1. 

2. 

3. 

4, 

5. 

under 20 

20 - 25 

26 - 30 

31 - 35 

36 - 40 

6. 41 - 45 

7. H6 - 50 

8. 51 - 55 

9. 56 and over 

II. Number of years employed as your secretary 

1 . 0 - 4 

2 . 5 - 8 

3 . 9 - 1 2 

t 
V 

5. 

b . 

13 - 16 

l"" - 20 

21 and over 

I I I . T o t a l y e a r s e x p e r i e n c e a s an o f f i c e worker p r i o r t o becoming your s e c r e t a r y 

0 4 

5 - 8 

9 - 1 2 

4 . n - 16 

5. 1 7 - 2 0 
t>, 21 and over 

I V . S a l a r y per month ( b a s e d on 12 months employment) 

1 . 

2 . 

3 . 

4 . 

5 . 

6 . 

$ 2 0 0 or l e s s 

$201 - S250 

$251 - $ 3 0 0 

$301 - $ 3 5 0 

$ 3 5 1 - $ 4 0 0 

$ 4 0 1 - $ 4 5 0 

1 

8. 
u 

1 -1. 

11. 
12. 

cf 

S4 51 - S500 

5501 - S550 

S551 - S600 

?•,,); . ?iSO 

5nn - S700 

$701 and over 

t raining) V. E d u c a t i o n a l B.ickground ( I n d i c a t e h i g h e - t lex 

1 . High s c h o o l o n l y 

2 . B u s i n e s s or commerc ia l c o l l e g e t r a i n i n g 

3 . Comple ted 1 y e a r ot c o l l e g e 

4 . Comple ted 2 y e a r s - o f c c ' l l c g e 

5 . Comple ted 3 y e a r s o : c o l l e g e 

6 . Earned a 4 - y e a r c o l l e g e d e g r e e 

7. Earned a M a s t e r ' s d e g r e e 

8 . Has c o m p l e t e d c o l l e g e - ork beyond a M a s t e r ' s d e g r e e 

V I . A d d i t i o n a l b e n e f i t s a v a i l a b l e £ o v^3£ s^cr- t a r y ( P : e a s e i n d i c a t e t h o s e In which 
the s e c r e t a r y p a r t i c i p a t e s ) 

1 . Group l i f e I n s u r a n c e 

2 . Group h e a l t h I n s u r a n c e 

3 . R e t i r e m e n t p l a n s ( o t h e r than S r c i a l S e c u r i t y ) 

4 . S i c k l e a v e ( i n c l u d i n g naterT^.lty l e a v e s ) 

5 . S a b b a t i c a l l e a v e 
6 . Leave o f a b s e n c e ( v h e n earned by T.-:eting re^,. I rements ) 

7 . . \ u t o c i a t i c y e a r l y i n : r e m e n t s 
8 . V a c a t i o n - - i t h pay i,oo>scd on nur.ber o : v i ^ r s • . - - . ? . - y ! ) 

9 . S o e c i f v o t h e r s 

Please check if a sum-mary is i«>sired: 

I would like a so~r-.ary cf this study. 
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