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ABSTRACT

An analysls was made of one clerical occupation-in which
women predominated, that of the office secretary. The research
aimed to examine the occupation in the general context of women's
employment and in particular to examine the relationship between
- the secretary's Job and occupational and social mobility.

Informatlion was obtained from two separate sources: a) a
sample of employers in central London and all the secretaries
they employed, using &s a sample frame Thomson's London Yellow _
Pages Classi?;ed telephone directory, and, b) the nationwide
membershiprof two organisations of secretaries, the Institute of
Qualified Private Secretaries and the National Assocliation of
Personal Secretaries. Two hundred and fifty-two establishments
took part in the enquiry and eight hundred and sixty-one completed
QUestionnafres were received'from_secretaries and former-secretaries.

Employérs, who were 1nter§iewed, were asked about their
needs and uSe of secretariés. The questionnaire to secretaries
- cbveréd a pumber of différent'topics including education and
tréining, career and Job selection, a secretary's function,
conditidns of work, use of machinery, Job satisfaction, promotion
) ;nd oécupﬁtional mobility, and the effect of'marriage. Issues

_such.as a secretary's role and the status of the occupation were

_examined.

The research presents a plecture of secretaries and the work

they do and puts forward recommendations to improve thelr employmeﬁt

situation.
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INTRODUCTION

Women outnumber men in clerical océuPations, yet this has
not been reflected in previous research. The predominance of
women in clerical occupations is particularly apparent in the
case of the foice secretary; While the exact number of secretaries
‘is not known because official statistics do not quote separate
figures for them, 1t is known from the 1961 Census that -men _f
typists, shorthand-writers and secretaries constituted only
2.1 per cent of the total émployed.in those categories, whereas
they made up 86.8 per cent of clerks, cashiers and office machine
operators. It was hoped to.diécover the causes and consequences
of the secretary's job having become a predominantly female
oécupation. -ThehypothesiS'wasmad¢ thataltﬁough there were
undoubtedly several factOrS'whichpled.to-the dominance of the -
occupation by women, é mgjor contributory factor was the compatibility
betuéen the secretary's role at work and women's role in society.

The office secretary holds a position'whiﬁh 1s often
considered to be the:most prestigious among clerical occupations,
partly as a consequence of the cldée con£act at'work'with people
“of high status. For this.reason the oécupation has been one to
which more junior office staff have aspired. At the same tine,
seéretarial'work has been considered as a useful means for women
to gain entry to other occupations. Arsecdnd hypothesis was
therefbre made that the secretary's role was closely assoclated

vith upward occupational and social mobility for women.
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It became gpparent after lengthy discussions with secretaries
at the beginning of the research, fhat it was not possible to
examine these questions without considering s number of other
issues which were not only related but were of considerable
1mportance to the secretaries themselves. Many were very
concerned, for instance, at what they felt to be the devaluation
bf the term 'secretary' and the falling status of the occupation.
Employers, on the other hand, felt strongly about the sﬁbrtage
of secretarial staff and lower standards of efficiency. It

was obvious that in order to undérstand.the occupation fully
and thus put the hypotheses into proper perspective, it would
be necessary to adopt an approach which was broad in scope.

It was decided to use an historical approach ?n an attempt
to determine %hywomen vere first attractéd to office work, the
factors which encouraged them to adopt it in ever increasing
nunbers and their particular concentration in secretarial work.

In ordér to examine the compatability between the roles of secretary
andlof‘womanit'waS'ﬁhought relevant to enquire into 1ssues 3ucﬂ

as the'positiﬁn of the secretary in the organisational structure,
her function at work in terms of the tasks she carried out and

the sex—related aspects of her role. Factors thought to have

some likely bearing upon the relationship between the secretary's
Job and occupational and social mdbility for women included the
education and training of secretaries, career choice, job content,

attitudes towards and interest in promotion, and the status of

the secretary's job.



One further aim considerably influenced the direction of the
research. It was very clear from discussions with both secretaries
end employers that the employment situation, particularly in
central London, was 1n & state of flux and the cause of considerable
concern and dissatis‘faction. Changes were taking place 1n the
structure of the o'ccupat:i:on and in its status, largely brought
‘a.bout by a chronic_ shortage of secretarial staff. It was hoped
‘that the research would be of some positive practical value by
locating the causes of any dissatisfaction and subsequez;tly
inaking recomrendations which would hopefully be of some help in
improving the situation. Consequently the inclusion of additional
topics such as job selection, coﬁditions of work, job satisfaction
and the inf';l.uen;:e_ of employment agencies were considered to be
important.

This broé.d approach necessarily meant that it would not be
ﬁossible to deal with any one issue in great depth. Nevertheless
it was felt to be Justified on the grounds thst very little

information was avallable concerning secretaries specifically

or women office workers generally. It was coﬁsideréd that by
providing & basic framework th;.ch was largely descriptive in
nature, further research could be undertaken, where appropriate,
using the comparative method.

It had been decided, partly for practical reasons, to -
concentrate the research upon central London, since the research
worker was based there. At the same time, however, there were

benefits to be gained by limitiné an investigation to that area.
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Office employment in central London was highly concentrated and the
prdblems resulting from a shortage of secretarial staff were ascute.
Consequently it was thought that the area would benefit more than
any other from an analysis of the employment situation. It was
appreciated that the situation in central London might not be
representative of the whole country but since a shortage of

secretarial staff was common everywhere, the London situation

was not expected to be essentially different from that found

elsevwhere.

In order to ensure that responses to enquiries are representative,
the most reliable method available is to obtain a sample using
principles of'random.selection;.. It was decided to:useﬂsuch a
method to dbtainla sample of secretaries, one which it was hoped
would reflect the.range of‘emplqyﬁent situations, different typés
of sécretary and various shades of opinion. It was considered that
the best way of‘locating'a.representative sample of secretaries
in céntral London, there being_ho list of secretaries évaii&ble
which could be used as a sample frame, would be to select them
according to their place of work. This method would have the
additional adventage of locating a sample of employers whose
views on secretaries wouldTbg of considerable value.

It became possible as well to include in.the investigation
the membership of two organisations of secretaries, The Institute
of Qualified Private Secretaries and the National.Association
~of Personal Secretaries, whose members were, in-the former case,
very well qualified, and in the latter, senior secretaries.

A brief description of both organisations follows:

X131



The Institute of Qualified Private Secretaries Ltd., (IQPS) .
arose out of the efforts of The London Chamber of Commerce to
raise the standards and status of secretaries, through the
institution of a system of qualifications.  The Private Secretary's
Diploma was the higpest qualification given by the Chamber and
examinations were started in 1956. A group of thé first secretsries
to pass the examination decided to set up a professional association
for secretaries which was limited to tﬁose who had gained the
Privgte Secretary's Diploma, and in 1957 they formed whétwas
originally calied The Private Secretsries' Association. It was
granted a certificate of incorporation in 1961, and in 1966
assumed itspfésent title. The Iﬁstitﬁie's stated aims are:
11. To esteblish the status of the qualified Private Secretary
within the professions,commerce, industry and all other fields
in which thePfivate‘Secretarymay'be employed.
2. To dbtaiq_national recognition of the Londecn Chamber of Commerce
Privaﬁe'Secretary's Diploma.
3. To épimulate interest of employers and teaching staffs in
encouraging their personnel and students to train for the Diploma.
-:h. ?o'bfferhadvice and éuidaﬁce to those wishing to make a career
in'private secretariai work.
5. To furnish to members information on appropriate professional
.ﬁﬁtters.
6. To promote a free exchange of ideas, opinions and,exPeriénces
smongst members.’ ~
The lawest’age fﬁr taking the examination of the London Chambér of

A

Commerce is twenty-one years, and Diploma holders are entitled to

use the letters P.S.Dip. after their names.

,".
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The National Association of Personal Secretaries (NAPS)
is another professionel association for secretaries. Membership
1s restricted to 'sny person who has completed five years'
éxperience as a personal secretary or personel assistant to
a senior executive or professional person and who at the date of
application 1S SO eﬁgaged and who has passed an examiﬁation 1n
secretarial subjects.' The aims end objects of this Association
are similar to those of the Institute, although it achieves them
through mutual interest and as a pressure group, instead of
thrpugh formal qualification. The stated aims are:
:;. To provide a profes;ional as;ociation fo: personal secretaries.
2. Toencourageagfeater degpee of efficiency in_those engaged
- in personal sécretarial*wqu, tolimprove_the kno#ledge and status
of persons engsaged in personal éecrétarial*work and to achieve
uniformly high _sta.ndards of.work.
3. To promote and fbster_in_professional and commercial circles
a'higher'recdgnition of the imbortaqce of secretarial work.

L. To hold conferences and meetings for the discussion of

profESSionaliaffairs, the reﬁding of papers and the delivery of
lectures.'

The éims.of the two associations were therefore very similar.
Both organisationshad.various forms of membership in addition
'tO'full_memPership, such as associate, affiliate, or student

and trainee membership for those who were not yet qualified or
sufficiently senior, but only those with full membership were to

be included in the survey. Each organisation had its own journal



which was distributed regularly to members; held meetings at
which there were guest speskers, larranged soclial gatherings and
visits to places of interest and'héd.as its President a woman Member
of Parliament.

It was hOped that by.using two different source groups, thét
| 1s,both a random sample of secretaries working in central London
gnd the membership of two organisations of secretaries, the
information gathered would be complementary and also permit camparisqns
to be made. While a random sample of secretaries in central London;
- would be representative only of that particular aréa, the membership
of the two associations was nationwide; while a random sample
would cover a range of‘jobs of differing responsibilities, the
members of the two associations were likely to be hblding
responsible and seniér positions. By contrasting the views
from.theSé two sources 1t was hoped it might be possible to gain
a greater understandiné of each.

A somevhat different approach to the1two sources was fo be

adopted. As members of the Institute of Qualified Private

Secretaries and the National Association of Personel Secretaries
were distributed throughout the country, a postal questionnaire
was considered to be the best method of obtaining information.
With the London sample, however, it was hoped to establish some
personal contact, although the same questionnaire would be given
to members of the two organissations and to the Ldndon sample, SO

as to make comparisons between the two groups possible.
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'The aimslof the resedrch canlbe summarised as:
1. ‘I‘d éxamine the hypothesis thét the occupation is important
1ﬁfte;ms of upward occupational aﬁd s;cial m;bility forlwomen
2. To describéhan occﬁp;tional group of women office workérs.
3. Tbprovideutecomﬁ£;dafioné to improve the émployment situ#tioﬁ
'fbf both secretaries and empioyers.
Thgse'aiﬁ; were tb Beqﬁrried out in the context of women's

emplqymént And their role-in society,



CHAPTER T
OFFICE WORK FOR WOMEN:AN HISTORICAL REVIEW
'I wish you would let me sort your papers for you
uncle', said Dorothea. 'T would letter them all
and then make a list of subjects under each letter.'

Mr. Casaubon gravely smiled approval, and said to

Mr. Brooke, 'You have an excellent secretary at hand
you perceive,'

'No - no', sald Mr. Brooke, shaking his head;
'T cannot let young ladies meddle with my documents.
Young ladies are too flighty.' -

'Middlemarch' by George Eliot, 1872.

In 1966.there.were 2,097,940 women clefical workers 1n
1 . . -
England and Wales, representing approximately two-thirds of
the total clericél work force and one quarter of all Jobs done
by wonen.

Alfhough women play aﬁacceﬁted'part in office work today{
it has not always been sO; 1n the ﬁid-niﬁeteenth'century the office
was an exclusively male preserve. At that time women who .
worked‘were limited to a few areas of activity, predominantly
domeS£ic service, factory work and sewing, and they worked
because they were pooru For middle and upper class women, the
verﬁidea of work outside the home was unthinkable. They were
sﬁpported, in as grand 2 style as possible; by the male members
of ﬁheir families, and occupied themsel#es with domestic and
_séciﬁl cohcerns.

For many of these women, however, the need for employment

rwas'becoming a vital necessity.: Firstly there were those women

~ who through misfortune no longer had the financial support of
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a parent or husband, and secondly, an increasing number of single
women was to be found in the population. The Census of 1851

stated that there was a considerable excess of women over men
(between the ages of twenty and forty, women exceeded men by
133,654) - 'Of every 100 women in Great Britain of the age

20 - 40 forty two are épinsters'.2 By 1861 there were 2,482,028

~ 'Spinsters of all ages of the age of 15 years and upwards', of whom

WOy, 773 resided in London, 'as there is a demand for their
3 .

services'.
There were several possible causes of this relative excess

of women. In'the first place life expectancy for females
exceeded that o% maies. . In 1841 it was 40.2 years foi the
males ofEngland.andTwales but 42.2 years far-females;

As wéll, a large humber of single men emigrafed.to the colonies
in order to expand thelr opportunities and enrich Britain's

trade. Possibly they left partly to escape the financial

burden 1th:lch marriage at lhome would place upon them. This

was a further réason for the excess of single womenj middle

ciass men were postponing thé ége at which they entered marriage.
Postponement was consideredJudicious_untilsuchtime as a man
might be able to earn enough to support what was likely to bé

a very iarge family, now that more children survivéd birth,

and the limitiﬁg of famlly size by blrth control was not yet

. »
~an established practice.



Single women of the middle class who were not financially
suppOrted by their family were in a most difficult situation.
6n the one hand they were criticized for wishing to find work,
since to work résulted in great loss of social status, and on
the other hand there was little work avallable for them to do.
They of'ten became destitute and many ended up in the workﬁouse
or as prostitutes. 'Go thou into our parish workhouses in
| dreary London, and investigate the past histories of some of
those pale figures lying on the narrow couches of the female

wards, and thou wllt find there drifted waifs and strays from

the "upper and middle classes" who pass long months and years

6

in pauper oléthing upon a pauper's fare.'
There was one occupation alone to which an 'educated'

womanlmight turn when the necessity arose. She could become

5 governess. This was acceptable since it involvedlclose

contact with.members of a family who were of a'similar soclal

class to the governess, and beeause she possessed thé neéessary

'accomplishments' to enable her to teach the daught;rs of the

| household. Unfortunately the numbers of women available to

do the work of governesses'conSiderably exceeded the'demand.for

their services. This in turn led to them being offered

increasingly lower wages, untll they received in many'casés

ﬁo mobe than domestic servants. . _Sinée a governess was expected

to dress and deport herself as a 'lady', the increased competition

for employment led to great hardship. Although the number of



women employed as governesses grew from 21,373 in 1851 to 55,246
in 1871,7tha numbers of women seeking such employment still far
outnumbered the positions available. - In the opinion of one
commentator, a first class governess who was ‘capable of

- teaching Horace to little Lord Edward, and of reading Dante

and Schiller with young Lady Isabella'Scould still command a

. good salary. It was among those whose accomplishments were

only of an average standard, that the hardship lay. SO

critical did the situation of employment become that the
Governesses' Benevolent Institution was founded in 1843 with
the aim of_'affording assistance privately and delicately to

) 9
ladies in temporary distress.'

There had always been some women who by accidenl or intention
had received a boy's educatian, or who through iatelligence and
~ self-help had.educated.themselvas to & high staadard, It was
such women with time and money at thair disposal, who agitated
-for'the improvement 1in the position of women during the nineteenth

century. Although their activities were largely directed

towards the attainmént of the vote, they achieved considarable'-
successes In the field of legislative reform, and were instrumental
in improving the employment situation for women. Thay'had
becoma skilled in disseminating information and propaganda and

in creating pressure groups to meet the various demands for

reform. Among them were Bessie Rayner Parkes, Barbara



Bodichon, Jessie Boucherett and Emily Faithfull who ran

The Englishwoman's Journal, which acted as a forum for ail the
issues which were of concern té women at that time.  When The
HEngliShwoman's Journal ceaéed publication in 1864, ifs place
was taken in 1866 hy TheEnglishwoman'sRéview. These women
set up their own pfinting works, The Victoria Press, headed by

Emily Faithfull, which they ran without the help of men (with the
- exceptlon of the heavy lifting work). They found that thelr
colums acted as a magnet for women who were in need of advice

and large numbers of out-of-work governesses and other 'helplessly

10
"genteel"™ women' came to the offices for aid. As a result

it was decided to féfm, in 1859, The Society for-Pfomoting the .
Employment ;f‘WGmen.- - - -

In these Jjournals and elsewhere, women questioned the social
attitudes of‘the tiﬁewhidh.forbade ladies to work, and men to
give them employment. . 'I cannot see why working ladies need
be more unsexed than working,housémaids, nor why that activity,
which is deemed to make a'ﬁoman eligible as a wife to a working _
- man, should, when exercised on higher subjects, unfit and
discredit her to be the wife 6fla working barrister br medical
man_'llThey recognised that many of the barriers were to be
found 1nthé attiﬁudes of women themselves, and sald that

middle class women were apeing the life of the aristocracy which

was based on idleness, rather than accepting thelr situation as

.membérs of the middle class,fWhidh.was based on work.



- The only way in which the amount of work available to women

could be increased was to open up to them new fields of employment,

fields which were traditionally held by men, and to attempt to
change the attitudes bf both men and women so as to make such
a change possible. In 1869, Josephine Butler, who was to
play a major part in the repeal of the Contagious Diseases

.. Act (1886) wrote, 'The public approves of the propeosition that
woman should work réther than beg, and the public therefore
acknowledges that work of some sbrt-must be allowed to womén
...'ﬁomenhave always had to work, but they‘worked, say the
objectors, "quietly,éndintheir proper places; and it 1s

only in thi;generation.that they have grown querulous and
discontented, and d2mand new spheres, and want to enter into
competition with méﬁ in every trade and pn:fessibn" ... The

- fact 1s that men have taken away from women the .employménts which
formerly were appropriated to'them, and that therefore 1t is

men who forceromen.to claim the right to new openings for

12 . -
their labour.' |

Many susgestionswere pﬁt forwafd.as to the type of work
that women might undertake. One writer proposed that ladies
should work as Shop asslstants, especially in 'those departments
in the greatIShops, which are devotEd to the sale of light

articles of female attire. Why should bearded men be employed

to sell ribbon, lace, gloves, neck handkerchiefs, and the

dozen other trifles to be found in a silk-mercer's or haberdasher's shop?'

12



The reasons were expounded in an item in . the Edinburgh Review:

'One is, that women are too 11l instructed in arithmetic for
£he purpose; the other is, that ladies prefer the services
of men.' The first reason, however, explained the second -
'Ladies would rather be waited on by a man who understands his
business, than by é woman who keeps them waiting for ten minutes,
while she 1s trying to make out their b:‘i.ll.'14

This illustrates one glafing defect which severely limited
the employment of women in certain occuﬂations-- theirieducation
was grossiy inadequate. As far as schools for girls were

concernedqd, the only choice of establishment offered to middle
class parents for thelr - daughters in the 1850s was between
'Miss Jones's establishment, where the course of education
consists in playing on the pianoforte, working in worsteds and

doing crochet, and the seminary for young ladies kept by Miss

Robinson, where dancing, deportment and flower painting ar
15 o _ .
the order of the day.' Some of the reasons for this situation

were given by the Rev. J. P. Norri-s, the Government School

Inspector, in his Report to the Committee of the Council of
16 '

Education in 1857. He said that there was a general feeling
of apathy towards the education of girls which was reflected

in the fact that they were hardly considered when géneral

questions of education were discussed, and that the. reasons

were twofold. Firstly, those who were in a position to



influence education thought of it only in terms of increasing
the national wealth, that is, howleduoation would help to
| increase national production, and, as women did not work,
education was consequently of little moment. Secondly, some
peoﬁle were prejudiced against edﬁcation of all kinds and
although they mighi.hesitaté to express théir views as far
as_boys wéfe concerned, they felt no such hesitation in
' expressing them towards education for girls. Hé suggested
that 'The more enlightened women of England muSt come éorward
and take the matter into their own hands, and do for our girls
what Mrs. Fry 4id for our prisons, what Miss Carpenter has done
for our reforﬁétOries, what Miss Nightingale and Miss Stanley
are doing for our hospitals.' -
Another field of employment which was suggested as sultable
for women was clerical work, but here again.there.were few
women who had been suffioiently“well educated to cope with such

a Job. A gentleman who spoke on %his subject at a meeting of
the National Association fdf Promoting Social Science at Bradford
in 1860lgointed out that,gbeinganxious to make his daughters
good arithméticiaﬁs; he requested that their governesses teach
them this subject. However, several in turn said that 1if
they'wante§ arithmetic taught, he would have to employ a

tutor; and indeed at girls' schools if arithmetic was attempted,

it was invariably taught by a man. He feared that if inadequately

- educated women were employed as blerks, it would reinforce the

Y



doubts felt by employers that women were not capable of such
work and that lack of education would rebound on women's chances
- of employment in that sphere.

One deficiency the Society for Promoting the Employment of
Women sought to remedy was tﬁe lack of training available to
women who contemplated attempting business occupations. The
. Soclety managed to raise enough funds to set up a school for
girls and young women where they were trained to wait ?n shops,
by being 'thoroughly well instructed in accounts, book-keeping,
ete. ' They were also taught ﬁo ;fold and tie up parcels,
and perform.many other little acts' including ... 'the necessity

of politeness towards customers, and a constant self-command.'

It was hoped that girls educated in this school would also be
capable of'becoming_clerks, cashiers and ticket sellers at
railway stations. The Society reported, 'We are aware that
instruction cannot be given to all who require 1t; twenty

schools would not suffice for that, but when 1t is proved that

women are capable of these employments, a demand for them will

,"sprins up, which will compel a change in our present one-
| * - 18

sided system of education.'

- Education for women gradually improved throughout the'century,
' bartly as-a result of improved education for all, but also as
a*result of the foundation of institutions specifically for
glrls. Among the working c;ass, education for both boys and

girls was uniformly bad, or non-existent. For the middle class
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such schools as did exist for girls had as many unpleasant
features as did their counterparts for boys. JaneEyre'sharrowing
experiences at 'Lowood' are founded on Charlotte Bronte's
Iattendance at such an institution. However, for middle class
girls at least, the situation began to improve dramatically
from the middle of‘the century.

The Gﬁvernesses'Benevolent Institution‘had aroused the
. interest of F.D. Maurice, Professor of English Literature and
Modern History at King's College, London, who had a siéfer
working_as a éoverﬁess, and.he,.togéther with his friend Charles
Kingsley, founded.in‘l843 an educational institution next der to
the Governesééé'"Benevolent Institution in Harley Street to
educate women aged fourteen and over for their teaching role.
Tts instruction was.in.the form of popular lectures, and its
name, ’Queensié College' reflected its associatioﬁ'with the
founding members af_ King's. Two wome-n who attended these
lectures, Frances Mary Buss and Do;*othea Beale, were within a
very short time to'found e?cellent schools for girls, the North
,Londdn Colleglate School in 1850 and Cheltenham Ladies College
in 1853. ‘ .

In the 1860s the movement quickened, owing to contlnued
agitation for reform. Its success was possibly due to the

fact that improvement in the educational standard for women

was a reform more easlly provided than the political changes which
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they were demanding. Queen Victoria granted a Royal Charter to
Queen's College in 1853, although maintaining her strong disapproval
of political action-by'woman;

The Schools Inquiry Commission sitting between 1864 and
1866 was;persuaded.by'Emily*Davies, who wasuto found Girton
College, Cambridge‘in 1873, to inciude education for girls in
their terms of reference. The Commission recommended that
every town large enough to have a boys' grammar school shdﬁld
also have a girls' day school under public management and with
‘ moderate fees. In 1869 the Endowed Schools Act was éxtehded
to girls, and in 1870 it became possible for endowed schools
for gifls to be built out of excess funds which had been given
to-ﬁoys' schools. In the same year State aided‘schooling for
both sexes waS-iﬁtfoduced by the.Edﬁcation_Act. ~ The Girls'
~ Public Day School Trust was established in 1872; it was a

commercial ventﬁre, demonsﬁrating‘with.the success of its first
school in Chelsea in 1873 that education could be profitable

as well as desirable, and within the next twenty years thirty-
 six Girls' Public Day Schools were foundéd by the Trust.

Higher education for women, which had begun with Queen's College,
also became established at this time.‘ Bedford College, which
sfafted as é school for girls run by'Miss Reid in 1847, modelled
itself on University College, London, and received a charter of

incorporatioq.in 1869, and in 1873 and 1875 Girton and Newnham

Colleges were m at Cambridge. At Oxford, the first

11



University college for women was Lady Margaret Hall, which
opened in 1879.

It was fortunate that the need for work on the part of women,
and the improvement in their educational opportunities,
coincided with an expansion in trade and commnerce which dated
from the 1850s. And in the mood of prosperity and change
which was to suffuse England for about twenty years, employers
« were more flexible in their atiitudes. They were prepared to
contemplate thglpossibility that women might be employed in

certain select occupations, such as_clericai work. The Census

of 1851 1ists the number of malé'commercial clerks as 11,755 and
only 15 women, ygt by 1861 there were 274 women employed in this
capacity. ‘Women seemed to have got their foot into the office

aoor.

The responsibility carried by the first women office workers
was very great for 1t was believed that upon their reliability
dependéd th;fate of future wﬁmen.employees. '"The glrl who
;éails fhrougthant of care-and painstaking is inexcusable, and
she injures not only herself but all other working women:
'by'per7follyshe createé an unfavourable impression against
them, and acts as a warning to employers not to engage persons
of her own sex. Every woman on the contrary, who performs
her dutieé well and carefully, encourages the employment of other
women. By her good and honest work she lays the foundation of

R 19
her own fortune, and that‘of'bthers also at the same time.'
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However, the increasing demand for clerical labour, as borne

out by Census figures, suggests that there would have been a

demand for women's labour irrespective of the superior quality

of their performance compared with male clerical workers.

By 1871 there were 1,412 female commercial clerks employed
in England and Wales, and one of the major employers of female
labour was the Civil Service. In particular the office of the
rﬂPostmasterGeneral was held by a succession of men who were -
sympathetic to the cause of employment for women and were
prepared to give a lead. Women were first employed in the
Ciﬁil Service as telegraphists; it was probabiyeasier to

introduce this new labour into a new-occupation.than one which

was already well-established. The Post Office was pleased
with the performance of the telegraphistsi they were quick

and had a 'delicacy of touch, are more patient than men during
long confinement to one place, and take more kindly to sedentary
Eemployment.' Other advantages were that 'the wages.whiéh will
draw men from but an inferior class will draw women from a

superior class, and hence they will generally write better than
the former and spell more cbrrectly} and that they are less

disposed than men to combine for the purpose of extorting
0 _

higher wages.'  Nevertheless, the justification for their
employmant*was found in their*dheapnesé. ‘Women were less
expensive to employ by the Poét Office not only because they
accepted }owerpwages, but because when they 1;ft to get married

(and no married women were officially employed in the Civil
Service until 1946) their replacements began at the bottom of

the salary scale, unlike men who, as their years of employment

13



accumilated received regular increments.

Great fears were expressed at the dangers to which women
mlght be exposed by working in the company of men, and in fact,
parents were loath to allow their daughters to work in offlces

for this'very reason. The first women who were employed by
21

the Clvil Service were locked into a room for their protection.
'JBut in the Post Office, which was a newDepartment; a mixed
staff.was emplcyed from the first. Mr., Scudamcre in the Post
Office Telegraph Report for 1872 said 'the admixture'of the
sexes involves no risk but is highly beneficial. It raises

" the tone of the male stafflby'conf%ning them during many hours
of the day,'eo a decency'ef conversation and-demeaneur which
is not always to:be feuhd Where men alone are.employed.
Further it1is a matter of-experience thet fhe‘mele clerks are
more willing to help the female clerks with,theirlwork than to

help each other; and that‘on'many occasions pressure of

business is met and difficulty overcome through.this willingness

and cordial cooperation.'

Howevep, the intrdduction of women did not pass without )

protest, not least from Post Office clerks whose Jobs were

threatened by the new cheap labour. The;EngliShwomen's Review
reported that in the Savings Bank Office, where the employment

of forty women clerks waS'contemplated, an indignation meeting
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was held to protest against the proposed action of the authorities,

to complain of the 'grievous dangers, moral and cofficial, which

are likely to follow the adoption of such a course.' The Review

noted an observation made by a cynical reporter from the Sussex

Daily News that presumably the clerks were horrified at the
notion that the presence of women would oblige them to behave

like gentlemen. The reporter himself was aslamed of his sex

 when he found men clamouring for protection against the weaker

-sex. 'If men are better than women', he commented, 'they need

no protection; if they are not better, then they do not deserve
23 -
it'.

In 1871, the Telegraph Clearing House Check Branch was

established with a staff composed wholly of female clerks

'and'fﬁter they were employed in the Returned Letter Office,

~the Controller of the Department stating that their employment

completely surpassed his expectations. 'They are very accurate,

and do a fair quantity of work,'more so, in fact, than many of

the males who have been emplcyed on the same duty. Since postal

orders vere introduced last year, the whole of the clerical work -

is performed by a stafi of women clerks, and is done in a very
2

satisfactory manner.'

During the 1870s the numbers of women working as clerks grew.

Employers outside of the Civil Service, such as the Prudehtial-

.Life_Assurance Socliety, took on women clerks, and others considered

doing so. - A solicitor writing-toThe’Times on January Jordg,
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1882, for example, expressed a general willingness to try out
the new entrants: 'I have long thought and been convinced that
- women might be as usefully employed as men as writers, bookkeepers,
'and general clerks, and I personally carry out my conviction
to the extent of occasionally employing them out of my office,.

Why not in my_offfce? I should not object; but would my
I”‘clients? l i am & solicitor in good practice, with a large
staff of clerks - all men, young or middle-aged ; what would
be the effect of introducing young women into the offiée? At
first, no doﬁbt,-fiutter and flirtation: but when the novelty
hﬁdwbrked off the innovation would, I feel sure, ﬁorksatisfactorily.

The separ;a.t'é room system would not answer; indeed, I do not

see why 1t should be tried, I Shall try the experiment by and
by of'engaging two young'women as writers, and I will see what
stuff they'gfemade o', not as mechanical writeré,butas
intelligent brain-workers in the law..,'e5

In the Post Office, the proportion of women  continued to
gr'ov, but_théir presenceﬁgs not as accepted as their numbers
~ might suggest. In a paper read to the Social Science Congress
in 1879, Wﬁately Céoke Taylor, on the subject of Civil Service

Appointments for Women, recalled that he had been the first

- person, ten years PPeViOUSlys to suggest that the Civil

Service be opened to them. Since then there had been persistent

Tefforts to keep women out, to the point where he feared the

16



critics might be succeeding. The grounds on which people
protested were simply that the duties of a clerk were unfeminine,
although he could see nothing essentially masculirne in the
occupation of writing and summing figures. fit is said, for
instance, that the strain and excitement of competitive industry
1s not suitable to the more nervous organisations of women:

and yet it is in the labour of factories and workshops, all of

.. which is sfrictly competitive industry, that the great majority
of women are employed. It is said that the higher and more
dignifiied offices in the body politic are not within their
sphere; and yet the Sovereign of these realms is a woman.'

He fellt the orﬁx of the matter was probably still the feeling

that though some careers might not be exclusively masculine,

all were essentially unfeminine, that is to say that all means of
earning an independent livelihood were unbefitting to women.

He thought it was more than a coincidence that the women who
had been employed 1n the Post Office were put into the Jjqbs
‘that were the least sultable for them, where the work was
harder, more irregular, and_there was more contact with the
“public than in most?Depart@ents. The jobs were the worst paild,
involved concentrﬁted attention,_and.often night work. Now
there had been complaintsfﬁat women were not so efficient.

'It 18 conceivable that badly paid young womenlwill suffer more
from sitting up at night than bétter paid young men.' Tth had
been made to work longer hours, and been required to be more

punctual 1n'attendance, been granted less leave of absence than

men and treated more harshly in every way. These were the
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same tactics, he claimed, that had been used against women inr
other spheres, such as medicine.

Mr. Taylor's fears that women might be kept out of
‘Government offices were never realised, since women were lncreasingly
'usedfwithin-the Civil Service. In 1880 they were selected for
employment on the same basis as meﬁ, that is, by open competition;

the only problem.fdf the Civil Service was to keep the number of
applicatiohs for positions down to a manageable size. An article
Ffin Cassell's Magazine in 1893 suggesﬁed a way in which this

highly competitive situation might best be tackled from the
applicant's point of view, 'When a girl is.between fifteen

‘and elghteen she competesfbr a, fémale sortership in the General
Post Office.J,Spould she be so fortunate as to obtain.one of
these situationé, she devéfes her_e#enings to study.  Then,

as soon &s she 1is 18,*she presents1herself at every examination
for clerkships (in this way she is éarning while training) ...
Assuming_fhat examinations are held bi-annually she has fourteen
chanées-insfead of four.?eT Concern withthe status of the occupation
and 1its 'réspectability' is'illustrated.in'the same article when

1the authorreﬁiiedto qﬁestions put to her by the mother of a friend.
'And are the lady clerks nice in themselves, my dear - well cbnnected,

- ¥,

and 'so on?' 'Yes;lon tﬁe whole, I think we are quite sufficientlyl
respeét&ble cooe Wheﬁ I entered, twelve years ago, 1n the old

- nomin&tioh_dgyé,"wewere very select indeed, only the daughters
of“professional men being elibible as nominees. Now, however,

the daughters of the butcher, the baker and the candlestick maker

~can enter by the broad'path of open competition ... but ... what

18



they lack in gentle breeding is made up to them in intellectual pre-eminence.'l
By 1881 the numbers of male clerks*had risen to 175, 468

and the number of wo}nen clerks to 5,989, In the Post Office

some women had gained promotion; Mr. Fawcett, the Postmaster

General, ammounced in the House of Co.mmons that between 1876

and 1883, 153 male clerks had been appointed with 13 'superior

appointments' and 156 female clerks with 15 'superior appointments'.

However, the salary allotted to a superior appointment on the

female staff was about one-third of that allotted to an appointmen£

" of the same rank on the male staff. Mr. Fawcett was asked .

if complaints had .r-eached him from female clerks that they

were reQuired.to.do the_work of male clerks at low salary and

Mr. Fawcett replied that he had no doubt that female clerks

would be glad to have advances in their salaries, but he found q

no difficulty in obtaining eligible candidates for the appoihtments.

It was at about this time that an event occurred which
was to turn the flow of women workers into the office from a
éteadilyincreasing trickle to a torrent - a practical typéwriﬁer
- was Invented.

’fhis‘mchine » which was marketed | lin the United States of.
America in 1873, and appeared in England the next year, was
the culzﬁinatibn of years of experiment and improvement. The
first patent for a writing machine had been taken out in 1714 by
Henry Mill, an Englishman who was the engineer to the New River
Water Comprany; the invention was described as 'An artificial

machine or method for the impressing or transcribing of letters
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singly or progressively one after another, as in writing,
whereby all writings whatsoever may be engrossed in paper or
ﬁarchment so neat and exact as not to be distingul shed from
print; that ‘the sald machine or method may be of great use in
settlements and publick records, and impression being deeper
and more lasting than any other writing, and.not to bé erased
or counterfeited without manifest discovery.'29'Unfortunately
iﬂno details of this apparatus éxist.
During the eighteenth century several simple machines

had been developed in Europe, some of which had as their object
a means of helping blind people to write. 1The first American
. patent was taken Sut in 1829 by W. A. Burt and was called a

.'typographer'. It was a box-like contraption, made mainly
rofwood. The type was mounted on a rotating circular frame,
and‘it operated by'moVing the wheel around until the desired
letter had reached the printing position. Then it was prgssed'

. 20
down against the paper with a lever. It printed in capital

letters only, and was considerably slower to use than a pen.

It did, however, work falirly reliably.

A different prinoiplewés patented in France in 1833 by
Xavier Progin for a 'typographic machine or pen'.31 This
machine was thé first to use type bars and wés operated by
lpulling_upihooksattached to long wires. The paper remained

still while the mechanism rotated. This was claimed by the
- - 32

inventor to be 'almost as fast as a pen.’
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In 1836 a typewriter was invented which was reminiscent
of that machine which used to be found on piers and ih amasement
arcades and is now used for labelling. It consisted of a round
face with letters around the clrcumference and a pointer which
was moved by hand to the appropriate letter, and.then ﬁregsed
to print on to paﬁer or cardboard.

Between 1831 and 1860 very many attempts at solving the
mechanical problems of a typlng machine were made, lncluding
‘such contributions as those by Ravizza (Italy 1855-56) who invented
the ribbon inking system, and by Thurber (U.S.A. 1843) whose
'Chirographer' contained a roller for rotating paper gnd
_enabling letters to be spaced out. _Wheatstone (U.S.A.)
inventéd several different typewriter models between 1851 and
1860, one of which had a keyboard like a piano and printed
6n to narrow strips of paper. The piano keyboard idea was
lSO appealing that 1t probably'delayed.the progress of development
~and several attempts were made to improve upon 1t.}3i .

It was not until 1868, however, that the first really

practical typewriter was patented, and that was invented by
 C. L. Sholes with the aid of Glidden and Soulé. Glidden

" found the money, Sholes invented the spacing mechanism, and the

34 |
idea of converging typebars was suggested by Soul?. James

. Densmore became interested in the machine as a commercial

‘proposition and repeatedly encouraged Sholes to improve upon

the first model in order to make it into a viable cotrnercial
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proposition. 1t was ndt until E. Remington and Sons, the
small-arrﬁa manufacturers, became involved in 1873 and agreed
to produce thé machiﬁe, improving upon it technically, that the
typewriter became a commercial practioélity. While the
individual features of the_ Sholes=Glidden machine, known as
l the No.l Remington,‘ could be found in different models of
typewriters whi.ch had been invented during the previous fifty
?-years, in ﬁhiS'model for the first time'they were all successfullyl
combined. Subsequent models made further advances such as the I
use of both upper and lower case letters, and in 1883 Horton's
machine was the first to make it possible for operators to
actually see without difficulty what they had typed.

Remington gave their London agency in 1886 to the firm
of Wyckoff, _Seaméné and Benedict, and this greatly enlarged
~ their salesl in Britain. (By 1909, a book on the, History of

. 35 .
the Typewrliter listed two hundred and seventy different machines

whichrhad been invented by that date.)

Within a comparatively short time, typewriters were being
- used in offices throughout the country. At first they were
" hired out with an operator, until enough people had béen trained
to enable machines to be bought indepehdently. It was seen
that_mechanical writing could be both cheaper and faster than
hé.nd writing and by 1878 it was in use in the Civil Service.

In the Probate Office, which had to furnish copies of all titles

to the Legacy Duty Office, the work of copying done by clerks

formerly cost £3,000 per ahnum.,  With three typewriters
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and three young women to operate them, it was possible to reduce
the cost to £300. Coﬁsidering that the first practical typewriter had
onlybeen produced in 1873, this was a very rapld acceptance of

a mechanical aid, although#Rhee suggests that the typewriter was

36
"employed very slowiy compared with the adoption of computers today.

By 1889, approximately £3%0,000 per annum was being spent on
_ 37 _

typewriter operators in the Civil Service., Women were at

L1

- a distinct advantage since 1t was felt that they could manipulate
the typewriter keys with greater ease than could men. - They were
- still recéiving considerably less pay than thelr male counterparts
and so economy could be made both in time and money. - It was
calculated in'1889 that about £10,000 per annumn could be saved

in and around'Whitehall by'theemployhent of women and typewriters.jB

In addition, it is likely that women were acceptable as typewriter
operators, as they had been as telegraphiéts, because it was a
new occupation which did not, on the face of it, threaten established

workers, who in any case had no power to resist such an innovation

since they had not formed unions.

- There was sbme confusion at about this time, as to the
correct nogsnclature to adopt for typewriter opergtors. A
commentator remarked that 'it would be.well if some fertile
brain could creafé a sui?able title for these "copyists". They.
are frequently called "typewriters", which is clearly a misnomer,
as the machine is the "typewriter". Then again, the name

"typist" is often used, but this is a most objectionable title.



~ 5
"Pype-writer copyist" is certainly the correct appellation.'

It appears in fact that they were most commonly referrod to
as 'typewriters' until about the turn of the century when the
now-familiar word 'typist' was adopted.

The Society for the Promotion of.Employment for”Women‘was
quick to reoognize.the Job opportunities that lay in the typewriter.
They recommended its adoption and announced that they were
intending to take some positive action. In 188% they:wrote ¢on
- '"The introduction of the new type-writer, with small as well
as capital letters, seems to promlise a new fiéld of employment
to educated women, and though ﬂheGommittee are scarcely as
sanguine as to the amount to be earneo by means of 1t as the
writers of some recent articles in the-Newspapers appear to be,
still 1t seems to them that an intelligent woman, who 1s energetic
and punctual ought to be able to make a fair income'by it.
They'have, therefore, decidod to establish an office in tﬁe City,
where four or five ladies may'work under an.experienoed ouperinténdent
‘o The cost of a typewriter is £21, and each worker must have
~a machine for her own use. The Committee, therefore, desire
to raise a sum of £63 to pﬁrdhase three machines, as the office

cannot be self-supporting unless four, at least, are working

| 40
in i1t. Donations for this purpose will be thankfully received.'

Their appeal was obviously successful since later in the same

year they wrote: - 'We are glad to be able to record the commencement

of a new and probably fairly well paid employment for women in
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the ladies' Type Writing Office, Ionsdale Chambers, 27 Chancery
Lane coineidentally, this is today the‘address of the location
of Offices Bureau whose funotion_is to encourage offices'to move
-from London to other areae]. ... To all who take an interest
in the welfare of women thils office must commend itself; for
it not only affords a means of earning a livelihood but also
tends to educate, as z;ery manuscript must be thoroughly studied

* before being copied.'

In 1890 a typewriting contest was held with the object
| of*publicising the new skill. Ninety per cent-of'the applicants

were women and.theyetook all the prizes.

The number of women working as 'typewriters' created
certain problems, one ofIWhich.was that the standard of worker
had fallen. 'More'meant'worse'in the offices of late nineteenth

century employers. In 1891 R. V. Gill in The Englishwoman's

Review pointed out that 'type-writing is distinctly a profession

and not a trade, requiring education, energy and the other
icharaeteristics which make 1t essentially work for educated

'~ women, and much harm is done to the status of the profession,
and eepecially to the standard of the_wqu, by the mistaken
system adopted in some offices of teaching a large number of
illiterate young women who cen.never make reliable workers.
The secret of the whole thing which dwarfs the progress of the

profession is that there are legion of incompetent workers -

afloat'. The writer went onr to state that the essential talents

of a good copylst were:
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" '1. That she is a lady by birth and edqcation, well-read,

and conversant with the general topics of the day, and

2. That she has a fair amount of common sense, and the power

to know when she does not know, and to be thus guarded agaiﬁst
making the stupid mistakes of_misreadin;gjr & difficult MS. to a
degree ﬁhich is sometimes astonishing.' - The proposed solutions
to these problems were that only educated gentlewomen should be

trained as type-writers, and that they should receive certificates:

of competence from the body from whom they received their training.
The same author wrote some time later: ‘'alas! the market 1s

overstocked with so-call_ed ladies who have learned so-~called

typewriting "but 'Out of every hundred women ... there are not

twenty capable workers, and probably not twenty who are

| gentlewomep « o I'b has come to my personal knowledge that one
girl at least who makes sad havoc of her h's, and cannot spell
‘and punctuate, has been engaged j.ln a Government office. Would
a man of this type be employed?' ’ This protest appeared to be

directed not only towards standards of proficiency but towards

the soclal class origins of the lady typewriters.

The typewriter had been accepted and developed partly in
response- to a2 commercial and industrial need, but it was not
the only machine to change the face of offiee employment.

Inventions such as the telephone, telegraph snd electric light,
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and office equipment such as copying machines and carbon
paper, all made their appearance and contribution in the latter
part of the century.
r At about the same time, the technique of shorthaﬁd writing
became the object of considerable interest and experiment.
Shorthal;ld 1s a very ancient skill, some people maintaining
~ that references to it can be found in the Bible, although this

is a matter of questionable interpretation. Butler reports
4y

in The History of British Shorthand (from which the following

infbrmation on shorthand was obtained) that it was certainly
practised in 'Roma.‘n. times, although the efficiency of the system
1is not known. Julius Caesar used shorthand when writing to
frimds-ﬁ he was possibly taught by Marcus Tullius Tiro, who was
the .originator- of the first known system.of shorthand writing.
Shorthand may have been used even earlier in Greece, but from
"either Greece or Rome came the system used in Egypt in A.D.155,
. where evlidence exists of‘ a contract‘ between Appollonius, the

shorthand-teacher, and Chaerammon, the pupil, to have lessons
in shorthand costing one hundred and twenty drachmae, 'forty

to be pald in advance, forty on satisfactory evidence of progress,
| ' 45
and forty when the boy had become proficient.!  In A.D. 411,

~elght stenographers took down the Proceedings of a conference

of over five hundred bishops in Carthage.
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The eariiesf English stenographic systém was invented by
a monk named John of Tilbury, in 1180, and consisted of eighteen
characters. In the 16th century Timothe Bright received
Letters Patent from Queen Elizabeth for his invention described
as 'Characterie: An Arte of Shorte, Swifte and Secrete Writing
by Character'. The system was diff‘icult to 1éar'n since there
- was a different sign for each word, SO to adopt it would be
~like learning a new language. The characters were made up

of strokes with hooks, ticks and circles at the beginnings

and ends. The following description demonstrates how unreliable

!

it must have been. .+« perhaps the most remarkable thing

in the whole system is the way in which the inventor provides .

for the representation of words for which he had no "charactery"

symbol ... If the stenographer wished to wrii:e the word abandon, -

which is not furnished with a special sign, he must first

write the character for the synonymous word forsake, and then

. L6
‘at the left-hand side the alphabetic character for a.'

In 1589 there is a record of the first woman known to have

learnt shorthand. Her name was Jeane Seager and an example of

her work is in the British Museum; 1t was not for another three

hundred years that many more women were encouraged to learn the

skill.,

'Thé first workable shorthand System was published by John

Willis in 1602. It was an dimprovement on 'previous systems since

‘he used phbnetics to a certain extent; he also had some shortened

formsl of words, althoquh these were not related to his systen.
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For example, the symbol for the word 'heart' was a heart shape,
which any shorthand writer knows is not quick to write down.
In the early 18th century Byron invented a system called
" "Universal English Shorthaﬁd' » consisting of straight and curved

lines with attached circles and dots for vowels. His ocontemporary,
James Weston, wrote 'Stenography Compleated' and the two systems
were 1n gfeat competition. Thomas Gurney adapted and improved

upon a system invented by William Mason in 1707, -producing

'Gurney's Brachygraphy' in 1750. He used this method‘to
record sermbns, and was later appolnted the official shorthand
writer at the Old‘Bailey. It was this method which Charles
Dickens used :_when he. worked as a reporter.

The number of systems invented multiplied rapidly. Between

Bright's system in 1588, and 1850, two hundred and forty-two

different systems were published. The function ;:f shorthand
had been laz;gely to record sermons and in order to mai:ﬁtain
secrecy in dlaries and oonfidential papers, but when Parliamentary

debates came tol be publishé:d the demand for shorthand writing
increased, until it became quite a respectable accomplishment.

. One system came to be of prime importance in England; it was
Based on 'Stenographic Sound-Hand' described in a book written
- by Isaac Pitman in 1837, which further improved upon earlier
at£empts by Taylor and Harding. Pitman continued to work upon

the system throughout his life, and the“f‘inal'pr'oduct was very

- different from the systems from which it was derived. Pitman
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 emphacsised thé Ehénetic basis of words and this was the
distinguishing I'eature,j of his approach. There was nothing
original in his system because all its component characteristics
can be found in earlier schemes ; however, he was not aware of
these and rediscovéred most ofﬁthem. for himself. Even the
title he found for his _work, '"Phonography', was not, as he
believed, original. Pitman's system came to be universally
adopted in this country as it was considered to be the best,
while Gregg's system, published in 1888, was adopted in the

.~ United States of America to which Gregg had emigrated from
Liverpool. These two were the only shorthand systems to
survive.

The prolific number of shorthand inventions reached a boom
in the 1880s. ‘Between 1850 and 1880 f 1fty-six more éhorthand
schemes were published, and there was great ;:omp'etition between
propohents as to which was the besﬁ. _ Systems ;:ere publiclised
through shorthand magazines, which contained news and descriptions
of their characteristics plus exercises.

The skill of shorthand writing .became one more means by
which women were able to earn a living., 1In 1878 it was
recommeﬁded that a career for one's daughter might be to
"learn shoithand, and make a good thing as a reporter for
Journals'_. f Miss Joseph of Shepherd's Bush reported in 1884

that she had been very successful during thleqs season in taking

shortharid reports of lectures and speeches, Four years later
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The Englishwoman's Review stated: 'ANOTHER occupation has been

found for educated women. It 1s well known that a number of
public men and journalists employ lady secretaries, and now
political dames and leaders of fashion engage ladies to report

) drawling-room meetings, or write out invitations fr'oml shorthand
notes. The Secretary of a ILondon Lat::lies't Shorthand Association
says that ladies before beginning this latter kind of work

must be able to write one hundred words a minute in Pitman's
style. Engagements from two to four bring in thir';r;y—five
shillings a week, and morning engagements fifteen.' ’ - In

1886 the Council of the Shorthand Society passed a bye-law

- . 50
'‘that ladies be admitted Associates of this Society’.

By the end of the century, women were being employed in
offices in increasing numbers, as clerks,_'type-writers',
shorthand writers and shorthand-typists. By this time there
was an even greater proportion of s;l.ngle women in the populaticn
than there had been fifty years before. The Census of 1901
shows tha't for every 1,000 men and women aged tweﬁty years and
upward;s, in 1881, there had been 261 single women, in 1891, 281
single women and in 1901, 208. Had employmant not been found

for them, their situation would have been critical.

The Census of 1901 does not distinguish between the

. different clerical tasks undertaken by women (they are all
referred to as 'commercial 6lerks'), but the number éf women

employed in this category had grown rapidly, as can be seen in

 Table T.1.
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Table I.1 increase in numbers of w.omenﬂ clerical
workers, 1861 - 1901

Year No. of women clerical workers
per 1,000 of occupied persons

1861 5
1871 16
1881 3
- 1891 72
1901 155

source: Census 1001

The Census commented, 'Commercial or Business Clerks increased
between 1891 and 1901 from 247229 including 17,859 females, to
363,673, including 55,784 females, or in the proportion of

47.1 per cent. Among male clerks the increase was equal to
34,2 per cent, whilst the female clerks more than trebled in

- number. The ratio pf‘ female to male clerks increased from
7.8 per cent in 1891 to not less than 18.1 per cent in 1901. '51
It can be seen that women were not actually replacing men at I
work, but the total number_ of Jjob va‘cancies had lncreased, _and-

~ some of those vacancies had been filled by women.

Despite 'l;he obvious advantages of the new work, there were
still problems to be faced. Women had been given jobs
beeause they were willing to be paid less than me;, but this
in itself was a source of difficulties. In 1889 ,5l§rs. Fawcett

was reported as saying that women broke down more quickly than

men in their Jobs, because they were less well paid, and that in
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a survey in the Post Office some years earlier it had been

found that newcomers especially were susceptible. This was
becaus.e they earned £40 a year, were expected to dress like
ladies, and many had rallway fares to pay. They consequently
- went without food and thls affected their health and subsequently
their performance. As a result their pay had been increased
by another £10 a year, when it was observed that they 'dined
nearly every day'. Thelr pay was later raised to 65 per
‘annum, but this was still less than men in the same Department
‘received.
Tt was not only their pbverty which was causing concern.
Women officeﬂbworkefs came from a different social class than
the men who did the same work, ahd the low pay and consequently
iow standard of living, was an embarrassment to them. Not only
"were these women 'the creaﬁl of women workers, the girls for
whom their parents have been able to provide a first-class
education or special coaching; or have displayed some - particular
aptitudé that takes them out of the common rut', but they had
‘been used to better things. -'Their natural friends and
assoclates are the daughters of men who live in villas at
Streatham or Finchley with incomes of from £500 to £800 a year.
Fresh air and cleanlineés, pretiy cl(Jthes, little soclal
pleasures, the small refinements of the table and the toilet, have

come naturally to them from tbeir birth. One must remember all



this before one can reallze what it means for a girl with-
these hablits and this training to live in London, year in and
'.'year out, on 25s. a week.' Many of these girls who led
'stunted, unwholesome lives, underfed and overworkéd', if they
appeared among the:’Lr old friends at social functions were
conscious ‘of'the taint of the 'shabby genteel'.Bj

This loss of social status in their own eyes. was mirrored
in the views of many men who felt middle class women were out
of place in the work situation. Charles C. Harper wrote in
1894, 'If the time is past when women were regarded as a
Cross betweeq an angel and an i_'diqt it is quite by her own dbing,
and if she ﬁo ionger recelves the deference that is the due
of an angel, 'nor the oompassionate consideration usually
accorded an idiot, no one is to blame but herself ... in the
occupations of clerks,'caShiers, telephonists, telegraphists
and shorthand writers they ha;fe sufficiently demonstrafed their
unfitness, | and only retain their situations by reason of the
lower wages théy are prepared to accept, in competi'big;lwith men,
~ and thréughﬁ the sexual sentimentality which would rather have
a p;'etty woman to flirt with in the intervals of typewriting

| 54 -
than a merely useful and unornamental man.'

Despite such attitudes, women's role in the office
became an established fact, and their numbers continued to
Increase both absolutely and relatively to men. This trend

was accelerated by two World Wars in which women were required

S
1%:;
ll-' "
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to do Jobs which were not previously in their domain, and by
the general growth of business activity, It was not until the
Census of 1951, however, that official statistics showed women

clerical workers outnumbering men.

Table I.2 shows the growth in the numbers of men and women

clerical workers between 1911 and 1051.

Table I.2 Growth in clerical work 1911 - 1951
male clerical % of all female clerical % of all
‘workers males workers . females
(thousands) gainfully (thousands) gainfully
employed - employed
1911 708 5, 48 179 3,30
1921 - 736 5.40 | 564 9.90
19%1 817 ' 5.53 648 10, 34
1951 990 - 6.35 1,414 20. 41

source: Routh, Guy, Occupation and Pay in Great Britain 1906-60
Cambridge University Press, 1965, Table I.
Between 1921 and 1961 the numbers of women office workers

increased almost fourfold from Just over half a milliion tc; nearly

| 55 .
two millions, and in 1966 women accounted for 67 per cent of all

'clerical wm_:'kers. Among these women clerical workers, 35 per
cent were typlsts, shorthand writers or secretaries. The

' growth in the numbers of women office workers is represented by

an increase 1in the numbers of girls taking up office work when
they left school (31.9 per cent of all girl school leavers between fifteen

and eighteen years of age togk up office work.in 1951, 37.6 per cent
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in 1961 and 40.1 per cent in 1966), and an increase in the numbers

of married women who were returning to office work after having
brought up families.58
Within the fie.ld therg were conslderable differences to
be found in the type of office work that was .done by men and by
women. In 1951, for instance, while 54 per cent of book~keepers
Ywere men, men constituted onlysg.s per cent of the shorthand-
typists, the rest being women. In 1966, 93 per cent of

office machine operators in England and Wales were women and

7 per cent men. Among typists, shorthand writers and secretaries,

60

‘however, 98 per cent were women.
This study is concerned with one particular group of
clerical workers, women secretaries. , There are no figures

available which reveal the number-of women secretaries who have

been employed in the rast, or today, since in no Census returns

have they been categorised as a separate occupational group,
but by 1966 there were approximately 730,000 women typists,

| 61
shorthand.writers and secretaries in England and Wales.

The seciretary's job has a long history, for, until relatively
recently, the skill of writing was possessed by only a few people.
Centuries ago scribes were employed tb deal-with the corresﬁondence
of.men who elther could not write-themsélves or were fully

occupied in other activities such as governing. The word
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'secretar'y' derives from the Latin sec-.retum‘, secret, a&nd 1rm
medieval tlmes a secretary was the person who dealt with the
correspondence of the king, or other liigh rankiﬁg person, and
consequently with confidential and secret matters.  The scribe
sometimes came to undertake work other than writing on behalf
of the monarch or the high ranking-person for whom he worked,
.. and as a consequence the title of secretary came to be applied
to offices assoclated with delegated work such as matters of
Sté.te ( Sécretary qf State), i:o work which was transac’;ed on
béhalf of others or organisations (Comﬁany Seqretarry), as
well as‘ to that a.ssocia..ted with correspondence (Personal or
Private Sedfgtary). The original notions of confidentiality
and skill in corir-espondenee are stlll, however, the elements

‘which are most closely associated with the occupation with which .

the present study i1s concerned, that of the office secretary.
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CHAPTER 11

METHOD

In the Introduction, the two sources from which information
concerning secretaries was to be obtained were described. They

wvere, a random sample of secretaries'working 1n central London, to
be selected according to their p}ace of“work, and the membership
of two secretarial organisations, The Institute of Qualified
?;ivate Secretaries (IQPS) and The National Association of Personal
Secretaries (NAPS).

It was decided to undertake first the surﬁey of tﬁe two
organisations of secretaries, since the procedure invoived was
relatively straightfbrward, and then_to undertake the survey of

the central London sample, which was rather more complicated.

The Questionnaire

In order to fulfil the aims of the research, a number of
questions were asked on a wide range of different topics, all of
which 1t -was- conéidered wop.l@ throw some light on the employment
of secretaries. The topics included basic demographic information
gsuch as age, marital status, education and social class: the
'reasdns for Bécoming'a secretary and the structure of careers;
details of present jobs held by secretaries including éonditions
‘of work and:jOb content; promotion and occupational mobility; job
gatisfaction; status; and sex-related aspects of the secretary's

- role.
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Before the final version of the questionnaire was completed,
preliminary drafts were given to twenty-five secretaries whom the
investigator knew and who were willing to comment on, as well as
complete, the questidnnairé. The final questionnaire, together

;with the covering letters to secretaries in the two organisations

and in the central London sample, can be seen in Appendix 1.

Survevy of members of The Institute of gualified Private Secretaries

and The National Association of Personal Secretsries

Surveys conducted by'mail have séveral disadvantages.
The re8ponserate 1s often low; the questionnaire can be read
through before the decision to éomplete 1t is made, whereas in
aniintefviEW'situaticn'questions can be'pat in a.particular order;
replies cannot be checked or supplemented'with Obsérvatioaal
data. Its advantages are that it is both quicker and cheaper
than interviewing and since the research was being conducted
by one person these practical considerations'were important.
In addition it was hoped that the-members of 1QPS and NAPS would
be responsive to & questionnaire about secretaries. The very
fact that they-belonged*toan associatioa for secretaries was
taken to mean fhat they felt.strongly committed to the occupation

end would therefore be more willing to complete s questionnaire than

is normally the case in a mail survey.



A questionnaire was sent by post to all the full members of
each orgsnisation, excepting only one msale member and those

vhich had appeared in the journals distributed to their members

by the two ofganisations, saying that permission had been given
. . .

for the questionnaire to be distributed. Four hundred and
fifty—one questionnaires were sent to members of the Institute of
Quelified Private Secretaries and one hu.ndred and forty-nine

to members of the National Association of Personal Secretaries,
a total of six hundred questionnaires.

It became apparent, as the questidnnai res were returned

by IQPS and NAPS members, that a considerable number of recipients

were unable to complete the questionnaire because they were no
longer working as secretaries. They were either housewives,

or women who had moved to other jobs having been secrefariés;

the bulk of the latter were teaching secretarial subjects or
employed in administrative work. Consequently two shortened
versions of the original questionnaire were designed, one of
which was sent to housewives and the other to former secretaries
who were now working in di'fferent_ca.pacities‘, which would provide
information concerning, in particular, the social and occupational

mobility of secretaries (Appendices 2 and 3). When each completed
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questionnaire was received, a personal letter of thanks wes sent

to the respondent, (Appendix h).
(4689

As the origlnal questionnaires had been sent out inJune,L? ich

was possibly an ilnconvenient time due to summer holidays, it

wes decided not to send reminders until after the holiday season.

A follow-up letter was then sent to non—respoﬁdents (Appendix 5)
APogether witﬁ another questionqaire and a stamped envelope addressed

to the investigator. If still no reply had been obtained, a further

short reminder 1ettera§§$ sent.

Response Rate

The total number of completed questionnaires received from
members of the two organisations was three hundred_and forty-
six (a fesﬁonse rate of 57.6 per cent); there were one hundred and
Bévénty from full-time secreteries from IQPS, seventy-three

.fﬁll-time secretaries from NAPS, seventy-three from.former

secretarieé, énd,thirty from housewives.
Analxsis.of ncn-response

Response rates in.postal surveys are notoriously low.
* According to Ileriic, iOn the average, a 20 per cent response is
cénsidered good.’ It was hoped that as recipients in this survey
would.have read about the project in their journal, and have seen

that it received their committee's approval, there might be =

higher response rate.

Of the 254 members who did not complete questionnaires,
.fifty-five'were returned with positive explanations of why they
 did not wish, or were unable, to take part. The reasons given

or deduced were:



1. The nature of some of the questions (salary, parents'

occupations, too personal) ' 1k
2. No time €
‘3. Breaks confidentiality ef job 6
,, Only work spasmodically )y
5. Can see no use in questionnaires 3
6. Dislike answering questionnaires | o
{HT. No longer member of organisation | 2
Also:
8. Retired ' . *. | 3
9. Deceased | N o 1
ib} Mbvedror_goneaway 1 - o Y

Unfortunately it is not possible to tell whether these
responses vere or were not representative of the general reaction.
As fer as the nature of questions ie concerned, different people
£ind different questions unacceptable. For example, in a test
of postal sﬂrveys on politicai questions carried out by Lansdowne
in 1971, iewas found that of those who did not respond to a

‘political questionnaire, 80 per cent did not do so because the

. 2
political questions themselves were considered too personal.

" In this case, however, age might have influenced the response

rate. Britton and Britton found that older women were less

3.

.tl"_inglined.tban others to answer questionnaires, and while 29 per

cent of the IQPS respondents were aged over forty, no less than

68 per cent of NAPS fell into this age group. Although the

- combined response reate from the fwoiorganisationswas 57.6

per cent, a greater proportion of members of IQPS (61 per cent)

!
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than of NAPS (50 per cent) completed questionnaires.

Other factors which may have adversely affected the response
rate were theilength of the questionnaire, the lack of anonymity
and the order of the questions. As the survey covered a number
of different but related topics, the questionnaire was of
necessity long, and this may well have been a deterrent. Its
1design, in retrOSPect,couldhaye'been improved upon if the first
page of the questionnaire, asking for name and address, age,
marital status and father's occupation, had been put at the end.
Anonymity was not possible, however, if follow-up letters were
to be sent and if respondents were to be thanked for taking part
in the survey, both of which were thought to be important
considerations. The only factor, however, which has been y
shown consistently to affect response rates is a reminder letter.
In the sﬁrvey of the two organisations, 26 per cent of questionnaires

were received as a result of a follow-up letter; it was

particularly effective among hdusewives, vhere thirteen out of

thirty (bl per cent) responded to a reminder letter.

Survey of the London Sample of Secretaries

In selecting a random sample of secretaries in central London
8 problem was posed by the lack of any comprehensive list of
secretaries which could serve as a sample frame. Consequently

a.means‘of locating a representative sample had to be.devised.

- It was considered that the best way in which this could.Be



achieved was to locate secretaries at their place of work by
selecting a random sample of employers in central London and

to use all the secretaries they emﬁloyed.as the sample. By
taking a random samble of establishments and giving questionnaires
to all the full-time vomen secretaries employed in each, a wide
range of employment and eﬁployee differences would be fepresented.
Rgndom.sampling meant that each establishment would be selected

in such a way that the whole sample would be representative of th¢
general distribution of establishments in the chosen are;.
Consequently by including all the secretaries employed in each

establishment selected, it was hoped that the distribution of

secretaries would also be representative. This method of

dBtaining a sample 1s sometimes referred to as 'cluster sampling'.

It was not possfble'to estimate how many establishmentsl
employed secref&ries, or even the type or size of orgenisations
wﬁich did soy hence only a fully comprehensive list of establishments

could be considered as a sample fpame 1f all types of employment

situatidns were to be explored.
It was decided to use Thomson's London Yellow Psges Classified
5 .

telephone directory as the sample frame, after an examination of
seve?al other possible1alternatives. This directory contained

the names, addresses, telephone numbers and business classifications
of all telephone users who had a business telephone, excluding only
one category of business, barristers' chambers, since an entry

for them was considered to be advertising. By agreement with
Thomson's it was planned to use tﬁe computer list for the directory,

rather than the actual publication, since the unpublished list

was more up-to-date.



The area which the investigations were to cover in central
London was chosen toc be defined as that which fell within a
two-mile radius of Charing Cross, so that the main central London
business distficts would be included; It stretched from King's
Cross in the North, to the Oval in the South, and from Knightsbridge
in the West to the eastern'boundary of the City of London in the
egst. The two-mile circumference was then drawn on to a map. A
aéscription of the geographicaliarea covered by each telephone

exchange was obtained and superimposed upon this map. &hose

exchanges covering areas which fell inside the circumference

.

were then selected for inclusion in the sample. Where an
exchange area appeared to straddle the circumference, it was
selected on the basis that if the major part of the ares fell
inside the boundary it was included, but if it fell outside the
boundary it was excluded. = In no case'was'it difficult to make
s decision about whether or_not to include a telephone exchange
on this basis. (When the survey was subsequently carfied out,
only three establishments, each employing one secretary, were
located significantly outside the boundary of the area, in two

of the cases because the firmg'had.moved). Fifty-four telephone

exchanges were chosen in the above manner.

Since 1t was not pOssiblé to foré£e11 how many establishments
employed secretaries, and ﬁs the list dbtainedpwould.include all
types of business concern, the somewhat arbitrary number of
approximately one thousand business addresses was sought. It

wvas intended that if this number ﬁroduced too many firms employing



secretaries to make the research a practical undertasking, then a

sample could be taken from the original thousand.

The fifty-four exchanges selected contained approximately
61,000 business subscribers. Each-subscriber, however many
telephone lines he déed,‘was treated as a single unit, unless
the business was located at more than one address, in which case
igach address was included as a separate unit. In order to produce
about one thousand names, a fractional selection of one in
fifty, or 2 per cent, of the approximately 61;000 subscribers
was taken by Thomson YeilowPageé‘Limited, resulting in a list of
1,232-names;_the siightly larger number than one thousand was drawn
in order to allow for some establishments having closed since
‘they were initially registered, and because a sample of one in
fifty was a convenient proportion on which to base analysis.

The list obtained in this way consisted of the name, address,
telephone number and classificétion‘of'business function of each
esta.'blishmeﬁt .

In order fd.divide'up'ﬁhe establishments into manageable
. pumbers, it was decided to treat them in batches of one hundred.
.The first théee batches of one hundred were selected using random
numbers, so that if it became necessary to use a number of
. M:estdblishmegts whiéh was smaller than the whole sample, they would
have been selected on & random basis. Each batch was sortéd

into alphabetical order for easy identification.

20



The prinCipals of the first hundred_establishments'were sent

a letter, signed personally by Professor Sir Robert Birley, who was
the Head of the Department in which the research was being undertaken.
The letter (Appendix 6) introduced the.research worker and explained
the purpose qf the investigation. It said that the organisation
would receive a telephone call from the research worker to find

out whether the establishment employed.a secretary or secretaries,
«and if so whether the employer would be willing to grant the
investigator'a.short interview and allow questionnaires~to be handed
to any secretaries employed.

- .Allowing enough time fbr the letter to reach the appropriate
person, the hundred recipients were telephoned, asked whether they
employed seqfetaries, and i1f so whether they would be willing to
graht a short inte?view'0f ten minutes to the interviewer. If

the employer agreed to this, he was asked thelﬁumber of secretaries

| | \
employed so that the appropriate number of questionnaires could be

taken to the interview. A careful record was kept of telephone

calls and conversations.
Of the first hundred business establishments approached, 1t was
- found that thirty-five employed secretaries, sixty did not employ
secretaries and five could not be contacted. Of thosewh§
employed secretaries; sig‘Were not'willing-to take part in the
survey. The rest were willing to do so, and granted appointments
to be-visited; Where at all possible the visits were arranged
so that several emplqyers in the same'region could be seen on the

same day. | "

o1



At the interview the employer was asked questions put to him

or her from a loosely-structured questionnaire; this enabled the

given more time (Appendix 7). The employer was then asked if the
research worker could hand & questionnaire to each of the sécretaries
employed by the organisation at that address.- For the purposes
40f the survey, a secretary was defined as 'anyone who is'called.
8. éecretary by the person who employs her'. This definition
was chosen since it would establish which employees were considered
to be secretaries by employers. The matter was of'some importance
becﬁuse 1t had.been repeatedly claimed in the Press and during
informal diS¢ussions, that 'anybody who can type is called a
secretary nowadays', and it was hoped to examine the validity of
this and similar claims. The definition had the disadvantage
thatrsome employees whO'wgre not called secretaries but, say,
personal assistants, might not be included in the sample although
they possibly performed.the-same role or function as a.'se;retany'
did elsewhere. In'practice, however, the problem of definition
arose 1in only a few instances which will be described later.
It was ﬁot considered appropriate to define in advance who was
a secretary bgcause*without a prior analysis of the occupation,
the criteria upon which any definition would be based would be
purely subjective. .

The possibility of holding an interview with the secretaries
- was rejected, as 1t was considergd.that the response from;firms

willing to take part might be much lower if it entailed & loss
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of the secretany?s time. In the event many informal discussions

with secretaries were held. When meeting a secretary, the

interviewer explalined very briefly the purpose of the research and asked

if she would be willing to complete a quesfionnaire. If she
agreed, she was harded a questionnaire ﬁhe same &s that'which had
been given to the members oflthe two organisations of secretaries,
~#£ogether with a letter explaining more fully the purpose of the
research, and a stamped—-addressed envelope. The name and home
address of the secretary were taken but she was told she could
complete the questionnéire anonymously if she wished. 1t was
hoped that by:handing;the questionnalre to secretaries,
some personel contact might be established which would help the

response rate, although the method was essentially the same as

that of a mail questionnaire, and suffered from the same
disadvantages. In very large organisations, emblqying 8.
considerable number of secretaries, it was not possible to hand
tuStionnaires to all the secre£a£ies personally, and they were
distributed by the companyi

Both employer and gecretarieS'were told they would be
informed'Whéfe the results of the survey could be seen when they
5ecame avallable. [Each employer was later thaﬁkedﬂby letter
':r_fOr the iqterview, as was each secretary who completed a
qﬁestionn;ire.

The next two batches of a hundred firms were dealt with in

the same manner, by which tifie it had become apparent that 1t

would be possible to deal ﬁith the'whole sample of 1,232 establishments.
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From then onwards firms;were not selected into batches by random
numbers but by telephone area, so that they could be visited more
effectively.

It took_apprbximately nine months to complete this part of
the survey, during which time reminder letters and second questionnaires

-

were sent to non-respondents.

Response rates

Table II.1 shows the number of establishments employing secretaries in

the chosen area of central London, and their response to the

survey:
Table Il.1 Sample firms employing secretaries in the
| chosen ares of central London and their
‘response to the survey
) No. of
establishments
l. No secretaries employed by establishment | - 801

2. Interview obtained with employer and questlonnalres
given to secretaries 211

3. No interview with employer ‘but questionnailres |
given to secretaries | | - _ . 39

. Interview obtained with employer but questionnaires
‘not given to secretaries _ _ 0

5. Unwilling to take part:
a) employer unwilling | ' 67
b) secretaries unwilling | o1

6. Unobtainable:

‘a) no reply | ' | ol
b) deceased 1
¢) closed or moved . 54
d) wrong number | i o 8

T. Other | ‘ . L

Total 1232



From Table II.1 it can be seen that only 5 per cent of non-
contact with employers can be positively attributed to the sample‘
frame, (closed or moved, and wrong number) which indicates that
ﬁhe London Yellow Pages Claséified directory was a reliable basis
to use for contacting employers, bearing in‘mind.that no sample
frame can be completely up-to-date. In the cases of 'no reply'
it can safely be assumed that no secretary was employed since the
telephone was not answered although the number was rung bn several
different occasions; the actual reason for there being no reply,
‘however, was not known.

Of the 1,141 employers in central London who were'contacted,
three hundred gnd forty (30 per Cént).employed secretaries.
Interviews wefegiven at two hundred and thirteen establishments
and two hundred and fifty-two firms participated in some way.

TS5 per cent of thoéebusiness establishments employing secretaries
took part in tﬁe survey. .

Five hundred and fifteen completed questionnaires from
gecretaries were received from.this-central London sample, one
thousand andninghaving‘beéﬁ distributed in the 75 per cent of

establishments employing secretaries, an overall response rate
Tfromnthese eStdblishments of 51 per cent.

Several factors emerged as milifating against the complete
rVrepresentativeness of the sample. Firstly, the very largest
company in ihe sample,_although'willing to discuss the employment
of secretaries in detail, did not wish to allow their two hundred

‘and thirty secretaries to answeér .questionnaires. In four other



large organisations a number of secretaries, selected by the employer,

completed the questionngire. This means that the number of
secretaries working for large organisations is under—represented.'
Secondly, at some establishments s propprtion of the secretaries
chose not to accept a questionnaire; hence there is some discrepancy
between the.nuMber of secretaries who recelved questionnaireé end the
actual number employed. ' This occurred in twenty-five companies and
accounted for 6 per cent of all the secretaries employed.

%

The problem of definition arose in a few instances. In two
cases the employer said there was only one 'real! secreﬁary in the
firm but he believed that the shorthand-typists called themselves
secretaries, and in ordgr not to offend them he would like them to
be given questionnaires. Interestingly, in both cases only the
'real' secretary completed the questionnaire, some of the oﬁhers
- being returned'with'the comment that theywerg not secretaries but
Bhorthandrtjpists. Occasionally the employer st;ted that the
company employed a certain number of secretaries ;nd.they were
then handed questionnaires; however, this1number“was not then
confirmed.by the secretariés_themselves 1f they did'ﬁot define

themselves as secretaries.
Analysis of non-response

Table 11.2 demonstrates that the response rate by seéretaries
was very largely associated -with the numbér of secretaries
employed at their place of work. The response rate from.
secretaries in organisations employing only one secretary was

70 per cent, compared to one of 30 per cent in firms employing

-

. more than fifty secretaries.
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Table II.2 Percentage'of questionnaires received from secretaries
- 1in establishments employing different numbers of secretaries

Response rate

Establishments .

employing: 1 secretary . 70%
2 - 5 secretaries 53%
6 - 10 secretaries - 417%
11 - 20 secretaries 5T%
21 - 56 secretaries 537%
More than 50 secretaries ‘ 30%

There are several possible explanations for this difference
in response.
1l. Personal contaet.i There'were & number of reasons vwhy contact
was notesfeblished*with a proportion of secretaries. They were
either absent from work or at lunch; employers preferred to pass
on the questionnaire to the secretary themselves; employers
were not able or willing to glve an interview, but were prepared
for their secretaries to be sent questionnalres by posf; finally, due
to problems Of size, there'was no personal contact in the largest
organisations, vhere questionnaires were distributed by the
employer. Lack of personal 'conta.ct.. 1s one factor which may
have had an adverse efféct upon the response. This explanation
is supported by comparing the response rate from all secretaries
according to whether they were seen by the interviewer or not,

as Table II.3 shows.
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Table II1.3 Response rate from secretaries who were
a) seen personally and b) not seen personally,
according to the number of secretaries employed.

&) secretaries seen b) secretaries not

personally seen personally
% response rate % response rate

Establishments

employing:

1 secretary . 1T - 43

2 - 5 secretaries 58 . 34

6 - 10 secretaries 51 . 2k

11 - 20_secretaries | 62 ' 54

21 - 50 secretaries 55 | 49

More than 50 secretaries 35 _ 29

In every size of establishment, measured by the number of _
secretaries employed, fewer of those who had not been seen personally
'returned.questionnairgs. However, it is interesting to note
that the difference seems to be greater in firms employing few
gsecretaries than in those émploying many . Possible explanations
for this finding may be either that those working in lerge organisations
have lower expectations of personal contact as a result of
experience of working in large organisations, and therefore do
not react to“a-lack of 1t, or'that secretaries working in large
organisations are self-selected, and are not the kind of people
who place a high value upon personal contact.

2. Collusion. This 1s a factor to be coﬁsidered'wheremore than
one secretary was employed in an establishment. The larger the
-nuﬁber of recipients of questionnaires in any one organisation,
the greater the risk of collusion occurring, since whole
departments maybé affected'by the influence of oﬁe vocel non-

respondent.



3. In large organisations, the fact that questionnaires were in
some cases distributed by the employer might have made some
secretaries hesitant about co-operating for fear that the employer
‘would in some way discover their replies, although they were
assured about confidentiality.
. 4, Follow-up reminders were less effective in the large organisations
since they often could not be éent out fo individuals but hﬁd to
be sent to the employer to.be distributed, and in two cases
employers requested that no reminder letters be sent. Follow-
up is probably the least important of the explanations in this
part of the'gurvey,since of the five hundred and fifteen completed
questionnaires received, only fifty-three (10 per cent) were
returned as a response to reminder letters.

The problems associated with the response réte-from.larger
organisations llean that, once more, secretaries working in such

%W!
Sempie, Nevertheless

concerns are under-represented in the

they still constitute the second largest group of secretaries
‘in the sample, although had a'50 per cent response been received
from them they would have been the largest single group in

the sample (Table II.L),

09



Table II1.L4 Number§ of guestionnaires received from establishments
employing different numbers of secretaries |

Establ§shments No. of questionnaires
employing: ' recelved
1 secretary 1 : 84
2 - 5 secretaries | 128
6 — 10 secretaries ' 67
}l - 20 secretaries 71
21 - 50 secretaries | Lo
More than 50 secretaries 11k -*
Not known¥ 9
015

#gnonymous replies sometimes made it
difficult to identify the firm at
which a secretary worked
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CHAPTER III

THE SAMPLE OF BUSINESS ESTABLISHMENTS
IN CENTRAL LONDON

Establishments in the sample ranged in size from the very
smallest concerns, which could have been termed 'nuclear firms'
since they consisted onlf'of & principal and a secretary, to large
international companles.

d The greatest number of business establishments in the sample,
nearly half of them, employed only one secretary, while four

employed more than fifty secretaries (Table III.1).

Table III1.1 Business establishments classified according
| to the number of secretaries employed

No. of secretaries No. of establishments
emplqyed |
1 . ' _ | 123
2 -5 _ ' ol
& - 10 o | 22
11 - 20 _ ' 9
21 - 50 - . 3
More than 50 | R
. r ;;;.

Each business establishment was asked to give details of
their total number of office employees, including secretaries
‘and executives (Appendix 7, question nos. 2 and 3) and the

results were found to be very similar to those reported elsevhere.
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The Report of the Committee bf Inquiry on Small Firas (1971),
chaired by J. E. Bolton,lfoundthat 93 per cent of all firms in
selectéd.industries were -small (meaning, where appropriate, that
they employed fewer than 200 persons). In the present sample
only 6.7 per cent of establishments employed more than 200‘
office workers, leaving 93.3 per cent employing fewer than
two hundred. Bolton also found that 29 per Eent of employees
;were'working.in small firms; ip this sample 30.5 per cent of
'office employees were working in small firms.
_ .

Table III.2 gives the Standard Industrial Classific&tionh
of all the establishments in the sample, together with the
numbers of secretaries and office workers employed in each
"categony.
The greatest number of establishments were classified as

Professional and Scientific Services (sixtyftwo); these included

mediéal and dental (fourteen), legal (thirteen), architects and

surveyors (eleven), and education (seven). Other categories
within this sectioﬁ were accountancy, religious asnd research
organisations. The second highest number of establishments

were in Insurance, Bahking, Finance and Business Sérvices (fifty-
four) including insurancé (fourteen), advertising andmarkét
research (fourteen), banking (nine) and other financial
institutions (nine). ‘Misgellaneous.Services (forty) included ten
Trade Assoclations, nine charitable organisations, nine cinémas,
theatre, radioc and teievision concerns, plus hotels, catering,

sports and recreational facilities and hairdressers.
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With two exceptions, the numbers of office workers employed in
various industries is similar to the figures in the 1961 Census

3

for all types of employee. The ekceptions are one very large

0oil company, categorised under Mining and Quarrying, employing
over four thousand office workers, whose secretaries didlnot take
part in the survey;and‘bistributive Trades, possibly because
fewer office workers in relation to other employees are found

:in this field. It can be seen that-in all other respects.the
figures more nearly approximate to those for the City of London
than for the Other Central London Areas, since not only 1s the
proportion of sedentary office workers to otheis greater in the
Ccity (sixty-five per cent were office workers), but the special
nature of the work undertaken there means that certain industries
employ more office workers than is usual for gither the rest of
London or the rest of the country. The Economis£s1Advisory
lGroup, in a study of the City of London? stated éhat four activities
accounted for 56.9 per cent of the total labour force in 1961

in that area, namely insurance, banking and finance; wholesale

distribution; printing and publishing: and posts and telecommunications.

In terms of office workers only the present study found that

18.8 per cent were employed in these fqur categories, although
the figure covers business services as well as insurance, banking
and finance; retail as well as wholesale distribution; paper as
well as printing and publishing; and transport as well ag

posts and.telecommuniéations (categories used by the Standard

-

Industrial Classification).




The Economists Advisory Group found that 9 per cent of
office workers in the City of London were in transport and
communications, and 6.9 per cent in proféssionél and sclentific
services. _Similar proportions (8.3 and 8.9 per cent respectively) _
wvere found in the present study in central London, although only -
20.5 per cent of office'workerS'were ln insurance, banking and
finance, as compared to the Group's estimate of 28.7 per cent.

These similarities indicate that the sample of establishments
was adequate for sampling purposes, in terms of size and function,
and the secretaries in the survey are therefore likely to reflect

G

e«ruwe picture of the employment situations of secretaries in

~central Londpﬁ,'with the previously mentioned exception of those
working in large organisations.

Certain deductions can be made from the figuégs shown 1n
Table III.2. Of all office employees'worﬁing within a radius
of two miles of Charing Cross, approximately 10 per cent are
women secretaries. As the numbers represent a 2 pef.cent sample,
it can be calculated that some Th,500 secretaries are likely

to be working in the area. In the same way, it can be calculated
that approximately 737,000 gffice'workers of all kinds are
employed.th;re, although this may be a slight underestimation
as the numbers were not known in twenty-seven estsblishments.

Of all types of work undertaken by establishments in fhe
area, 21 per cent of establishments were financial in nature

(fifty-four out of two hundred and f‘ifty-two) and employed

e
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‘20.5 pér cent of all the office workers. However, only
12 per cent of the secretaries in the area worked for these
institutions. The largest proportion of secre£aries, 25.7
per cent,wofked fOr_paper, printing and publishing firms,
particularly for national newspapers. Professional and
scientific services employed 21.9 per cent of. all the secretdries,
although only 8.5 per cent of the office staff. Hence these
;£wo industries are more 'secreﬁary intensive' than others,
that 1is, they-employ a greater proportion of secretaries than )
office workers generally. The reverse is the case in transport
and communications, where the proportions of office workers to
secretaries aré 8.3 to 1.6 per cent, and in insurance, banking,
financé and business servicesmentioneé previously, where the
proportion of office workers emplqyed.ié 20.5 per cent and
secretaries 12.4 per cent.
Employe?s were also asked whether their establishment
was & whole organisation or part of a larger enterpriée (Table III.3).
One third of all the offices in the central London

semple were whole organisations, the greatest proportion, although

they employed fewer secretaries'and office workers than Head

Of fices alone. It is apparent that the greatest numbers of
secretaries worked for Head Offices, followed by those working for
whole organisations and those employed in London, City or English

offices of larger enterprises, alﬁhoughrmost establishments vere

whole organisations. This reflects the fact that most business



concerns are small in size, whereas Head Offices gre usually large.
T0 per cent of all office workers in the sample were employed by
elther Head Offices, or London, City or English offices cof
enterprises.

" Table III.3 Type of office in central London sample

and.numbers employed

*do not total 100%

due to rounding

Type of office No.of No.of % of total No. of % of total
; establish—- secreta-no. of office no. of
ments ries secretaries workers office
; workers
‘Whole organisation 83 393 26.4 1793 12.2
Head office 61 619 k1.5 5136  3L.8
Iondon, City or
English office 26 302 20. 3 5262  35.7
Administrative office 5 18 1.2 T4 0.5
Branch office 15 48 3,2 518 3.5
Divisional office 6 39 2_6; 1464 9.9
Departmental office 3 8 0.5 67 0.5
Specialist function e.g.
promotion, sales, design T 20 1.3 163 1.1
One of several similar |
~offices 5 | 22 1.5 108 0.7
Warehouse, depot 2 2 0.1 T ~
Medical and dental 9 13 0.9 20 0.1
Miscellaneous 3 6 0.4 127 0.9
Not known 27 - - _ -
Total 252 190  99.9% 14739 99.9*%




On average, four secretaries and tﬁentyntwo office workers weré
employed in complete organisations; ten secretaries angd eighty-four
office workers were employed in Head Offices; and tweive
secretaries and two hundred and two office workers in London, City or
English offices. [Thus whple organisations were aiso more
'secretary intensive', employing 18.2 per cent of secretaries as =a
(proportion of all office workers, whereas Head offices employed
11.9 per cent and London, City and English offices 5.9 per cent.

The fact that yhole organisations employed.more secretaries than
any other type of office structure is probably due to small firms
being more 1ikel} than larger organisations to have more executives
in relation £o other employees, and executives are the people who

have secretaries.

1
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CHAPTER 1V

THE SAMPLE OF SECRETARIES
AGE, MARITAL STATUS AND SOCIAL CLASS

Age

The age distribution of secretaries in all three groups

is shown 1in Table IV.1l, together with the age distribution of a

‘national sample of women full-time workers. The three groups

>

*of secretaries differed from each other and from the nsationsal

L

sample.

Table IV.1 Age distribution of secretsries compared
with a national sample (all percentages)

Age - ———————— Secretaries Women full-time

~ Central I1QPS NAPS workers (national

London sample, U.K.)*
sample
(n=515) (n=170) (n=73)

Under 20 8.k - - 18,7

20 - 2 43.5 20. 4 8.5 k.4

25 - 29 23.8 21.6 7.0 7.6

30 - 3k 5.2 12.0 9.9 6.2

35 - 39 5.8 16.8 7.0 8.2

4o - Lk 2.8 11.h4 15.5 10.8

45 - L9 3.6 13.2 25.4 12.2

50 - Sh 4.4 2.4 15.5 9.7

55 - 59 1.4 1.8 8.5 8.1

60 - 6k 0.8 0.6 2.8 4.0

Over 64 0.2 - - not known

®source: A Survey of Women's Employment, 1968,

T3
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Comparing the central London sample with the national sample,

two striking differences can be seen. Firstly, approximately
two-thirds (67.3 per cent) of the centralLondoﬁ secretaries are
concentrated.in the age range 20 - 29, compared with approximately
one-fifth (22 per cent) in the national sample of women full-time
workers. Secondly, in the natidnal sample there i1s a noticesble
increase in the numbers of working women between the ages of forty and
1}‘brty*nine; this feature 1is miésing in the central London sample of
secretaries.

These large differences cannot be explained simply on the basis

of there being more young women living and working in the London

area. inthe.Sample Census of 1966, the proportion of'woﬁen
aged.betﬁeentwentj and twenty-nine in Greater London was 7.53
per cent of all women in the area,compared to a figure of
6.46 per cent found in England éndWales a.s.awhole.2 Although
there 1is a‘differencé of jgst over 1 per cent (representing
approximately H3,000'women_aged between twenty and twénty-ﬁine
years) it would not account for the much greater proportion of
young women secretaries working in central London compared with
the national sample. '
There afe sevéral possible explanations for the abnérmal
age distribution of secretﬁr{es. Central Lohdon may attrasct
youﬁg people, firstly becéuse the envirqnment and facilities in
the area, such as.shops and enteriainments, are particularly
appealing and stimulating. Secondly, pay is pigher in central

London and this may be more impoftant for the young and single,



especlally 1f they are living away from home, and for young

married women who are likely to be saving for a home. Thirdly,
young people change their jobs more fregquently than do older
people.3 As there is a wide range of jobs available in central
London, they-may be attracted by the degree of choice. Fourthly,
the predominance of young secretaries may reflect the emphasis on

. youth and physical attraction which is found in many advertisements.

Conversely, the area may fail to attract older women because

the majority are likely to be married and have children and would

try to find work nearer to their homes; the journey into work

1s likely to be a greater deterrent to them than to younger women with
fewer dﬁmestic responsibilities. A survey of white collar
commuters found that L5 per cent of merried women office workers

in the duter Mbtrobolitan Region of London had’fonmerly.worked

in central London. It is also possible that women returning

to work after having brought up families might consider jobs

in central London to be too demanding or threatening, especially

since it is well known that women who have been confined to a
>
domestic role experience a loss of confidence. The emphasis

on youﬁh, which was mentioned as & possible attraction to the
young, might deter older women by making them feel they would be
inadequate or out of place in an office environment.

A further difference in age distribution between the central
London sample of secretaries and the national sample, is that

the proportion of secretaries aged under twenty is relatively low.



This is undoubtedly due to the situation where a secretary usually

begins work in a more junior capacity, for instance, as a shorthand-
typist (Chapter XIII). There were only two secretaries in the

London sample who were less than eighteen &ears of
age.

When the age distributions of members of the two secretarial
«organisations are examined, 1t can be seen that they differed
sharply from each other, from the central London sample, and
from.the national sample. They differedfroﬁ each other mainly
as a consegquence of the concentration of members of NAPS between the
ages of forty gnd.fifty-fbur years. Members of IQPSFtended to be
younger than:mémbérs of NAPS, 42 per cent of them being in the
twenty to twenty-nine year range and a further 28.8 per cent in
their thirties. Both organisations;differed from the céntral
L.ondon sample éf secretaries'basicallybecause their members
wvere older. - Whereas énly 13 per cent of London secretaries
were more than forty years of age, é9 per cent of IQPS and 68
per cént of NAPS_weré Similéily agedJ On the other hand,

42 per cent df IQPS membgrs_and 15.5rper cent of NAPS members,
'compared.with 67.3 per ceht of the London sample,were in the
agé range 20 -.29.

The two organisations also differed from the hational.
disfributioﬁ of women full-time workers. A graph plotting this
age distribution would show & bimodal curve; there would be an

‘initial high_peak_representing'Single and young married women 1n



their late teens and early twenties, which fell off steeply
before twenty-five yeﬁrs as women left the labour force to get
married or have children. A sécond smaller pesk would occur
between forty and forty-nine years,'representing wbmen returning
to work having completgd their child-rearing. The two organisations °
differed from this national picture in having neither the initial
~nor the later peak. A larger proportion of members of IQPS

than nationally were in their twenties (42 per cent) but more
than a half (53.4 per cent) were in their thirties and forties.
The bulk of members of NAPS on the other hand were aged between
forty and fifty-four yeé.rs.

These differences refleét both entry qualifications and the t
Punctions of the two organisations. Young members are excluded.by
both organisatioﬁsrsince in the case of IQPS ‘the minimum entry . -
age for the Private Secretary's Diploma is twenty-one years.

To join NAPS, all members have to have been working for a senior
executive or professional person for five years. The presence

of the relatively high proportion of secretaries in their thi;ties

- and forties in IQPS can be partly explained.by'the fact that some
menbers take the examination.when'they are already well established

in their careers, thus it is taken at a range of ages. In addition,
_the organisations probably attract different types of people;

IQPS members are likely to be.career—ariented and take the examinations
in order to improve their job pfospects. The members of NAPS,

already holding senior posts, have very little motivation to



take an examinsation but may have joined their Association as a
means of expressing dissatisfaction with certain aspects of their
work, such as limited carzer prospects or inadeéuate rewvards.

Audrey Hunt's survgy poigted out that the more highly
qualified women are, the greater is-the likelihood of their.
remaining at work, and this may be one more explanation of the
age distributions of the two ofg&nisations, and in particular of
ifhe proportion of members of IQPS who Were in their thirties and
forties.

There were more older single women in the two organisations,
compared with the London sample. It may be the case that
secretaries wh5 find they are not going to marry, or having married
are not going to have children, join an organisation such as NAPS
or IQPS in order to further their career which will, by then,
have assuned g:eater importance. The high;r proportion of
aivorced and widowed secretaries fouhd among the two groups.

(8 per cent compared with 3 per cent in central Londoﬁ) would be
consistent with this view.

However, since m@ny members of the two organisations lived
and worked outsidé London, the differences observed may be partly

accounted for by a different age distribution smong secretaries

in other areas of the country-.

Merital Stetus
Iﬁile IV.2 shows that approximately two-thirds of the London

sample were single and one-third married (3.4 per cent were either

widowed or divorced). As the whole samplewasyoung, the majority

of both married and single women were less than thirty years of age.
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Consequently, most of those who were married (69 per cent) had been
so for less than six years, although there was another group

(20 per cent) who had been married for more than fifteen years.

Children

A quarfer of the married secretaries in central London
¥£26 per cent) had children, although these constituted only
9 per cent of all the secretaries in the sample. Most had either
one or two children, only four secretaries‘having more than two.
Surprisingly,more mothers were uﬁder forty than

over forty, with the greatest number in their thirties. This

may be an indication that secretaries with children are tending

to return to work earlier than in the past.

Only six secreta‘ries (1.2 per cént) had a first child who was
less than five years old, while three (0.6 per cent) had a second
child under school age. Half-of the mothers, however (k4 per cent
of all the secretaries emplqyed)had children under sixteen years

of age. This proportion is much smaller than that found nationally,

vhere 17..7 per cent of those women who were working full-time for an

| w - [
employer were responsible for school-age children. The difference

'may'be partly due to the social class distribution of secretaries
'(Beg below) who tend to come from high social class backgrounds
end thus have a less pressing economic need to return to work, and

partly to the difficulty of combining a secretary's job with the

‘responsibilities of motherhood, ﬁarticularly 1f there is a long
| . g

aourney involved to get to work. The study of white collar commuters

L
=



found that twice as many married women with children worked in
the Outer Metropolitan Region as in the central London ares.

The proportion of IQPS members who were married and had children

was almost the same as in the London sample, but among members of

NAPS 39 per cent were married of whom just over half had children.

Social class

%

Fathers' occupations

Occupation is generally agreed to be the single most relisble
indicator of social class, since it correlates highly with other

variables such as education and income, which in turn reflect

9 | .
different 1life styles. _ ‘

Secretaries were asked to state their father's job;'or if he
was no longer iiving or was retired, his last job.‘ As the ages of
sécretaries in the sample varied considerably, fathers would be at
different.stages in their careers, and so in order to standardise
0c¢upations as far as possible, secretaries were also asked to
name their fathér's occupation whén the secretaries themselves
were twelve years of age. This age was selecﬁed as one which
could probably be remembered by respondents (however, it was
found that 12 per cent of secretaries did not know what their
father's occupation was when.théy.themSelves were twelve years old).
It was gﬁnsidered as well that this information might be mofe
relevant in some circumstances Phan the father's present or last

occupation, for example regarding the school a secretary attended

or her choice of career.



The Registrar General's Classification of social classes is

based on occupations,with the intention that 'each cgtégory 18
homogeneous in relation to the basic criterion of the general
standing within the community of the occupations concerned.'lo
There are five categbries, of which the third and fourth are
divided into manual and non-manual groupings, which are described
Qés: I. Professional (e.g. doctors), IT. Intermediate (e.g. managers),
III. Skilled - non-manual (e.g. clericai workers) , III. Skilled - manual
(é.g. carpenters); IV. Partly skillednon-manﬁal (e.g. teléphone
operators), IV. Partly ékilled*mﬁﬁual (e.g. coal miners), V.
Unskilled (efg, 1§bourers). Jobs held by fathers of secretaries
are shown in Table IV.3. For comparison the nationsl figures for
“the social class distribution of occupied men in 1931 and 1951 are
given although ¢lassification.has differed slightly between each
Census.

The greatest proportion of London secretaries were the
daughters of men in social d;ass II, and if tﬁese are taken together
with those who were from.soéial class I backgrounds, they account
for more than'half of the.London secretaries. The majority of
the remainder are from socisl dlass IITI, with rather more having
fathers from manual than non-manual occupations. Only 6 per cent
tjlof Londonsecretaries wvere frcm;eocial classes IV and V. A
quarter of éecretarieshadfathers‘whowere engaged in manual work.
Fathers' ocpupations differ considerably from the national distributién

.of occupied males i1n 1931 and f951; fathers of secretaries were

heavily overrepresented in social classes I gnd IT and underrepresented

r
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in social classes II, IV and V.

Fathers' present or last jobs do not differ to a great eitent from
those they he}d.when_their daughters were twelve years of age;
TT per'cent gf fathers were doing jobs which were in the same
social class categories as their present or last jobs, while
8 per cent df them had been upwardly mobile snd 3 per cent
downwvardly mﬁbile. Comparisops'between fathers' present or last
jobs and those held when the secretaries were twelve years old
can only be tentative, however, since a substantial propﬁrtion
of secretaries in each group (12 per cent in London, 11 per cent
in IQPS and 19 per cent in NAPS) did not know their father's
occupation when they themselves were twelve, and this factor may
diétdrt-thé distributions.

- Looking at father's jobs 1n more detail by examining the
occupational orders to which theybeldnged (Table IV.L4), it can
be seen that_mosp fathers of London secretaries were professional
and technical, sales or administrative workers. Within tﬁese
groups certain occupations stand out. The single occupation

in which the higheSt number of fathers was employed was 'clerks

and cashiers', accounting for 9 per cent of all fathers of

secretaries. The next most common single occupation represented
was 'proprietors and managers, non-food sales', accounting for

5 per cent of fathers, and 'manager n.e.c.'(not elsewhere

C1&331fied), L per cent. Among professional workers, accountant

was the most common occupational group.
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Table IV.k

Occupation Orders

T, Farmers, Foresters, Fishermen
II. Miners and Quarrymen

iII. Gas, Coke and Chemical Makers
IV. Glass and Ceramics Makers

V. Furnace, Forge, Foundry, Rolling
Mill Workers |

VI. Electrical and Electronic Workers

VII. Engineering and Allied Trades
Workers n.e.c.

VIII. Woodworkers

IX. Leather Workers

X. Textile Workers

XI. Clothing Workers

XIi. Food, Drink and Tobacco Workers
XIII. Paper and Printing Workers

'XIV. Makers of other Products
XV. Construction Workers
XVI. Painters and Decorators

XVII. Drivers of Stationary Engines,'
Cranes, etc. '

XVIII. Labourers n.e.c.

XIX. Transpori and Communications Wprkeré 30

XX.'WarehouSemen, Storekeepers, Packers,

Bottlers _
XXI. Clerical Workers
XXII. Sales Workers

XXTII. Service; Sport and Recreation
Workers '

XXIV. Administrators and Managers

" XXV. Professional, Technical Workers,
Artists _

XXVI. Armed Foreces

Not Kknown

¥categories taken from

Classification of Occupations, 1966.

[
Fige

L
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Mothers' occupations

35 per cent of the mothers of London secretaries had never
_worked. Of those who had, half had at some time worl;ed in
bccupations classified as social class II1, and one quarter in
jobs classified as social class II._‘ Only 2 per cent of mothers
had had jobs of ajﬁfoféssional nature, compared with 13 per cent
of fathers.

The range of jobs underteken by mothers was narrow, and was

predominantly in four areas: 'Clerical workers' (39 per cent) who
had worked mainly as 1 'typists, shorthand writers or secretaries' and
'elerks and cashilers'; 'Sales w'ofi:ers' (13 per cent), the largest
group being 'shop salesmen and assistants'; 'Service, sport and
recreation workers' (15 per ceht); and 'Profeséional, technical
workers, artists' (17 per cent),hwho~were mainly nurses and teachers.
The limited rgnge 6f~ jobs held by mothers, compared with fathers,
is illustrated by the fact that of the two hundred and eleven
possible océupa.tionai categories, one hundred and twenty were
filled by fathe}s, whereas pnly fifty-four were filled by mothers.
" This reflects rt;he géneral eﬁployment situation for women where

the majority work within a limited range of 'occupations.-

“ Althouéh sex-rbles may be important in determining the choice
of a career for some women5 the high proportion of mothers who
had been :'u} clerical occupations suggests that mothers may have
had more influence on & daughter's choice of occupation than

fathers. In 1951, approximately 60 per cent of all clerical

| 11 .
workers were women, but among parents of secretaries in this

- study TT per cent of the clerical workers were women. This

Hili be discussed further in Cliapter VI.
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CHAPTER V

EDUCATION AND TRAINING

Education
.In the nineteenth century the ranks of women office workers
were filled:by those who had received an education which was
well above the average. Education then was a scarce commodity
énd.only those with a sufficientiy high attainment level succeeded
in holding down their jobs. The improvement in general standards
'of education fdr all'means tha£ nowadays the level of education
vhich in the nineteenth century was limited to only a few, is
attained.bY-thé majority of school leavers. As a consequence,
clerical*work 1s open to proportionately greater numbers.
Secretarial'work prdbdbly more ?han any other clericeal

occupation ideally reﬁuires a high standard of education; the
persons for ﬂpom.sécretaries work are themselves likely to be
well*eduéated and in order to communicate effectively with
them.anéptheir,colleagues the secretary needs to have in
particula: a'widé vocdbulgry‘and & good command of the language.
These skillsabecome even more important when the employer 1is
not particularly literate; a secretary then has to make up for
~his or her deficiencies. '
Schoéls

| Table V.1l shows the type of school last attended by

secretaries in the three groups (Appendix 1, question no.1lh).
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Tabie V.1 Las§ school attended by secretaries
LLONDON I1QPS NAPS

(n=515)  (n=170) (n=73)

y 2 %

1. Central L 6 3
2. Comprehensive 6 1 -
3. Elementary 1 2 1
L., Grammar 31 LYy Lo
‘5; Private 17 11 19
6. Public 9 1 g
"7. Secondary Modern 18 12 T
8. Technical 8 10 1k
9. Other (e.g. religious 6 13 T

institution, private tuition)

The greatest proportion'of secretaries attended Grammar
schools, and this is particularly evident in the case of IQPS and NAPS.
Those who attended Private and Public schools accounted for
26 per cent of the London sample, 12 per cent of IQPS and
28 per cent of NAPS. If Grammar, Public and Private schools
are taken together they were attended by 57 per cent of London
secretaries, 56 per cent of IQPS secretaries and 68 per cent of
NAPS. . Rather more of the London sample (2k per cent) had
attended Secondary Modern and Comprehensive Schools than had
IQPS ahd.NAPS members (13 and T per cent respectively).

As the structure of the educational system and its

institutions has changed over the years, the type of school

attended by secretaries in Lonrdon is related to their age.



For example, all those whose last school had been a Central
school were over thirty-five years of age because that category
of school was ended in 194k. In every age group, however,

the largest proportion (approximately'one-third) had attended
Grammar schoois, although fewer in the forty to forty-nine

aée group had done so. This latter finding is likely to bé

due to the different social class origins of ;ecretaries in the
forty to forty-nine age group (Chapter XIV) which can be accounted
for by the effect of the Second World War. Seéretaries aged
forty to fofty-nine were probably entering their first jobs in
the period.between 1940 and 1950 when the employment situation
ﬁas disrupted &nd a greater proportion of them had last attended
6entral and Eiementary schools, while fewer than st othér£imes
had attended.Private and Grammar schools.

The tendency over the age range had beén for the proportion
of secretaries who attended Private and Public schools to fall,
from 35 per cent of those gged over fifty, to 1T per cent of
those aged under twenty, aithough among those aged from.fwenty
to forty years the numbers remalned steady with about a quarter
of fhe secretéries.having attended Private or Public schools.
The numbers who attended.Secdnda:y ﬁbdern schools, however,
grew from l9 per cent of those aged thirty to thirty-nine to
26 per cent of those aged under twenty.

In 1970, Grammar Si?°°15 acéaunted‘for 20 per cent of all

secondary school places, so the proportion of one-third of

gecretaries who were educated nt this type of school is higher
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than might be expected on the basis of the general distribution of

Grammar school places.

Schools attended by secretaries tended to reflect their
social class origins, measured by their father's occupation when
secretaries were twelve years of agé. Hence the majority of
those from social class I had attended Private and Public schools,
from.social.classes Il and I1I Grammar schools, and from social

v

classes IV and V Secondary Modern schools.
Examinations

Of all the London secretaries, 88 per cent had a non-vocational
educational qualification of some kind, S7 per cent holding
GCE .'0' levels, and of these 17 per cent also had GCE 'A'
levels (Appeﬁdix 1, quéstion no.16). If these qualifications
are combined with General School Certificate and Higher School
Certificate he;d.byolder secretarieé, then 67 per cent had the
equivalent of '0O' level passes and 19 per cent 'A' level paéses,
 while 3 per éenthad auniversity dggree. A large number of
Becretaries.(EBPer cent)hgd.Royal chiety of Arts qualifications
in non-secretarial sﬁbjects; although i1t may be assumed that many
_of’these.were_gained.at the same time as secretarial training
was ﬁndertakén. 'A‘variety of other examinations had been

passed by 20 per cent of the London sample in such subjects as

f.1anguages and the arts.
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The Survey of Women's Employment found that of all women

aged between sixteen and sixty-four, 17.5 per cent had passed
at least one examination at schoolé GCE. .'0' level or its
equivalent had'beeh attained by 14.3 per cent of working women
and among non-manual working women 28.1 per cent had reached

2
that standard. Hence the educationsal standard of secretaries

in London is high compared both with the general population of
;orking women é.nd with non-manual working women. The difference
appears even more marked when the number of '0' level pa;ses 18
téken into account. Of those wiﬁh 'O' level passes, half had

reached this level in at least five sﬂbjectS, representing
29 per cent of the whole London sample.

12 per cent of all the London secretaries had no formal
educational qualificﬁtions. None of those who had been to a
Public school §ere included in this gfoup but L per cent of those
from Grammar schqols, 12 per'cent from Private schools, 17
per cent from.Compréhensive schools and 21 per cent of those from
Secondaiy Modern and Technical schools had not passed a public
Qxamination.

Table V.2 shows the educational qualifications gained by
the secretaries and the type of school last attendegd by then.

Most of those with CSE had been to Secondary Modern and Comprehensive

schools; with RSA to Secondary Modern schools and with GCE'O' and 'A'

levels and degrees, to Grammar schools.
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Further Education (non-vocational) |

A high proportion of secretaries had received non-vocational
Ieducation of some kind after leaving school, accounting for
49 per cent of the London secretaries‘and 66 per cent of both
IQPS and NAPS (Appendix 1, question no.iS). 'This latter
figure in particular is high compared with those quoted in
A Survey of Women's Employment where it was reported that
hhlB per cent of women 1n non-manual jobs had attended a further

education establishment for either vocational or non-vocational

subjects.3 . Table V.3 shows atwhich institutions non-vocational
further education was undertaken, and is divided into full-time,
ﬁart-time,‘da&drelease and evening classes.

It can be seén that by far the greatest number of secretaries
who continued non—vocational education after leaving SChbol, did
- so by attending evening'classes (23 per cent of the London sample
and 37 per cent of both IQPS and NAPS) and many of them had.
attended more than one typeiof evening.class. These findings
are consistent with those of the Henniker-Heaton Report on Day

!

Release, where 1t was fbund-that,aftEr leaving school,only a$
evening classes did the numbefs of girls exceed boys in further
education in.both*vocational and non-vocational subjects.

Whereas evening classes attiracted secretaries from.a'wiﬁe
range of social class'backgrbunds,'catering as they do for all
levels of ability and topics of interest, university education'
was confined largely to those from social classe; I and iI, while
the majority who pad attegded_a College of Further Education were

mainly from social class III-manual.
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L™

The proportions from each type of school who had received

some kind of further education were:

Central _ 457
Comprehensive 30%
. Elementary 17%
Grammar 56%
Private 50%
Public 5T%

Secondary Modern 4L5%

"Technical - 5h
Onlylamong seoretafies.who had last attended Comprehensive and
Elementary schools did the proportion who had received further

education of some kind fall below k5 per cent.

Educational requirements of employers

As literacy is a prime requirement for a secretary, it

might be expeoted that employers would demand of their secretarial

gtaff a certain level of educational attainment, assuming that

academic achievement indicates a relatively high standard of

literacy. It was surprising, therefore, to learn that the

-'majority of employers (61 per cent) required no particular level

of educational gualification ffom.their secretaries (Appendix 7,
question no.3). . ‘

' Among;those”Who did lay‘down a specific standard of education
which they would like their secretaries to possess, requirements
varied widely. Seven employers required GCE YA' lewls and

a further thirty-three GCE '0' levels, either in specific

t*-
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subjects such as English.or Mathematics, or a particular number
of passes at this level. A further fourteen needed a 'high' or
'reasonable' standard of education, five more Civii Service or
Local Government entry examination passes, and eight

said their requirements depended on the boss or on the job.
Sécretaries working for dentists usually had to have a nursing
qualification.

¢ The reasons given by employers for their lack of emphasis

on educational requirements varied considerably, and even where
standards were laid down they were often compromised.. The
shortage of staff was frequently cited as a limiting factor, and
gsome of those fequiring GCE 'A' and '0O' levels were not categorical
rdbout their ruling. One employer said, 'I specify '0' levels,
but it doesn't automatically follow that I insist upon it.

With the present shortage you tend to take whoever you can get and
sbrt them out afterwvards. ' Simllarly another remarked that he
would not take less than five '0' levels, 'but with the present

labour market I have to bréak Iy own rules. If a girl seems
good then I take her without these standards.'

- One large organisation said that they asked for '0' levels
but for older secretaries thé rule did not apply. They felt that
girls with 'A' levels were probably more ambitious and consequently
better, but that many secretaries had missed the opportunitj to
take examinations early in life and so élthough qualifications
were considered a useful yardstick, the employer did not insist

b upon them.
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Many employers who sald that they did not ask for any
particular level of educational attainment from secretaries,
qualified their statements. Some said that experience was
more important than educatiohal qualifications, and that
if a secretary had held a responsibie jJob previously the employer
‘bc;ok it for granted that she had‘ had an adequate level of
education to cope with 1t. Several expressed disillusionment
W¥ith educational qualifications; one employer said he had had a
secretary with ‘'A' level mathematics who could not work out
simple commission sheets for representatives.r Another commented,
'TI had one secretary with a degreé'but no common sense, and 1in
my experience-girls with, for example, three 'A' levels have not
been any better than those with five 'O' levels. So we have
concluded that education 1s notvthe point.' A third remarked,
'Eﬁucation does not worry me. If a ‘girl has five '0' levels
and three PA's.it doesn't impress me because they may still be
~dim or lazy. Someone without these may Jjust as well be brighter.’
One sceptic'rematkedqthat hé no longer asked about educational
qualificatidns since he‘had-hO'way of checking that what he was

told was true: 'I have to believe what they say'.

Not unnéturally'many employers were concerned that secretaries
chould have a good standard of English, and in particular .
-emphasised spelling vhich a number had found to be a recurring
prdﬁlemJ “

Other general attributes which were often mentioned in lieu

of educational qualifications were intelligence, common sense, a



good cultural background, a good school report, or a 'worldly
education'. | Three employers felt that a Grammar school education,
irrespective of qualifications, was sufficient for them, and
another insisted on a shorthand-typist as a secretary ratner than

an audio-typist, as he invariably found that the former had

a better standard of education than the latter.

' The problem of attracting secretarial staff to an unpleasant

ares was mentioned by several companies. Consequently they felt

they could not insist upon any particular educational standard.
One employer said, 'There is a great deal of labour in this
area which is basically uneducated. We often give them day
release and,éhen find when we have trained them they leave us
and go elsevwhere.'

For many-emﬁloyers the interview.played Q great part in
assessing the qualities gf a secretany.. Several indicated that
the personality of the applicant was very important to them,
outweighing eﬁucational considerations. '"'We fake a secretary
on,'based.uppn*what'we can see at an interview., We ask about

education, but it doesn't influence us- if their personality and

character appear to be what we want.' - Again, a personnel officer'
9

commented, 'My last secretary had no education but was excellent.

.,

The present one has 'A' levels. Directors' secretaries here

have a degree. Personally I would not specify a certain standard,

as personality is the most important factor.'
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Thus, on the whole, employers did not place great importance
upon educational gualifications; this is surprising in viéw of
the modern tendency to value qualifications, and because of the
importance of literacy to a secretary's work. Factors such
as experience, personality, compatability, or general intelligence
were frequently considered to be more important than, or acceptable
replacéments+for, formal educational quelifications. It could
ilso be the case that employers do not judge the work they give
to their se_cretaries requires'a high level of education..
Other reasons for the lack of emphasis put upon educational qualifications
include the possibility that many employers are older and may not
thenselves hajvé such formal qualifications and so would not
necessarily consider them .to be important. As has been seen,
some do not place much confidence in qualifications and in any
case many older secreﬁaries would not conform to certain standards.
Furthermore, a highly—educated secretary may be seen as a threat
by an employer who is himself not well educated, or even by an
employer who is educated. . |

Working as a secretary can often be considered‘ as an
educational learning situ&fion in itself. Girls who lack a
_ backlground where verbal ability has been emphasised, can improve
their vocabulary and knowledge of‘English from taking dictation,
as well as scquire information about the business concern f-or
which they work. Many secretaries und'oubtedly do benefit in
thié way . Employers probably recognise the educational value

of experience and are consequently less likely to be 8o particular
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about academic qualifications. They realise that what a
secretary learns at work may be of more practical valﬁe to them
than her previous educational attainment.

Secretaries'whoﬁere'better qualified'educationally might
be expected to be attracted to certain kinds of employmentlsituations,
such as the academic or professional world. The possibility was

{tested and found not to be the cése;.secretaries with 'A'!' levels
were employed in all types of establishment in direct p;oportion
+0 other secretaries who were less well qualified.

Aparticuiar difficulty 1s preéented.by secretaries who are
also graduates. Because some women have been unable to find jobs
once theyhafé left university, théy‘have taken secretarial
courses as & lasﬁ resort hoping it will provide a way in to
g particular field of activity, although'some; of course, enjoy
working as seéretariés and select their occupation as a first
choi&e rather than.as a iast resort._ The secretary's job has
glways been a traditional way in which ambitious women can enter an
occupagional sphere. ‘ - .

Two surveys of the émpldyment.of graduate secretaries héve

| beeq carried out by the hppointments Boardssof Universities 1n
Wales and in London, Glasgow and Belfast.s’ They both concluded

- fhat'sécretarialfwork in genergl didnot alldw a graduate enough'

:écope to cépitalise'dn her degree qualification, as alternative

occupations such as teaching would have allowed her to do. A’
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particular problem was that most graduates who undertook secretarisl
training did not really want to become secretaries and one of the

. reports stated that none of the graduates actuaily*wanted.to do

the work. Apparently they found the training quite different

from anything they had had to tackle before and frequently

complained of being treated like schoolchildren while they were
undergoing training. .The skills demanded were technical rather
than intellectual; the graduates expected that their fifst job
would give them an intellectual challenge with responsibility,
not realising'that-it-needed to be used as a training situation
in order to improve their skills'and;find out about general

r

office routine and procedures. However, to see this in

T

perspective, a report on graduates in industry found +hat

40 per cent of ail graduates dislinedtheir first jobs. One
universityfemployment'bqard suggeétéd.that training should.includel
g ‘'sandwich' situation, where actual office experience was parf

of the course, in order to fanilia;isegraduateswith the office
-3ituation.r Graduates rargly found that they achieved job

satisfaction ffom_secretarialwork‘because 'they are really

looking for something more than a secretarial Job from an employer

who may n%;be prepared to recognise any other ability and merit they

may have.' An obviously dissatisfied graduste in the present study
. described & secretary's job as 'the manipulation of the most

elementary skills, the annihilation of any important initiative and

~ the ability to acquiesce passively.' One of the most important
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recommendations made in the above reports was that Only a woman
graduate who really_wents to beceme_esecretery should take up
the work. This can only be achieved 1f the graduate apﬁrecietee
the problems vhick are likely to arise.

In general, one important consideration should be taken
into account by secretaries who wish to use their jobs as a means
of achieving occupational mobility - their education should be such

4

that it will enable them to be competitivewith other job
epplicants, at a later stage. In other wofds, 1f theyfexpect
fo use the secretary's position ee-e stepping steone to g8y, 8
management job, they nust be -as well qualified educationally as
othef non-secretarial applicants for the managerisl position

would be.

| T;-a,ining _

In the pest, in order to reach the exalted rank of secretary,

‘efwoman usually_hed to have worked her way up from.a.more.junior 
'position. 'On the way she gained knowledge, experience and
‘maturity so that whenehereachedthe‘tOP she wes.eble te make

a very useful‘contribution to her boss?e;work. - Today, most
secretaries are young and therefore cannot have had the same
experienee as their older colleeéues. It 1s perhaps this
change'which‘has 1ed to the loss of confidence, expressed by older

employers in particular, in the standards of secretaries.

inlt
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Training is the one way in which to compensate for lack of
experience. There is a tendency, however, for training to
concentrate upon shorthand and typewriting. If a girl learns
only how to receive words from the mouth of another person and
reproduce them on paper, she will not know how to cope with: the
enornous variety of tasks and situations she may be expected to
@eél with as a secretary.

b

There 1is no doubt that this need has been appreciated by
training institutions and in the recent past secretariai coﬁrses
have expandéd.their range of topics from what was formerly
essentially shorthand, typewriting and bookkeeping to such subjects
.as the use of office machinery, a know}edge of business organisations,
communications, and Organisation and Methods.

The pressure for change'began'in the 1950s when post-war
expansion increased the demand for office.workers. In 1959
the National_Federation of‘ProfeSSional Workers, a federation of
thirty-five trade unionslcombrising‘workersinthepréfessional,
clerical, technical, administrative and supervisory grades in
indnstry and employment, produc;d a8 report on the further education
énd.training;of clericel staff. They pointed out that far too
little atﬁention had;beeh'givén to the clerical worker by‘
employers; they did not'appreciate that a better educated and
trained clerical staff would make a substantia