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ABSTRACT 

The major purpose of this study was to determine if 
shorthand is a necessary skill for those persons who wish to 
work as secretaries in Helena, Montana. 

To collect data for the study, questionnaires were sent to 
124 head secretaries in Helena, Montana, offices. The four 
strata used were (1) legal secretaries, (2) medical 
secretaries, (3) State government secretaries, and (4) other 
secretaries. Ninety-eight usable returns were received. 

Over half of the respondents reported that they were 
employed by businesses which employed 1-10 employees, and 
almost 90% of the respondents indicated they worked full 
time. Over 60% of the respondents reported they earned over 
$7 an hour. 

The findings of the study showed that 55% of the respondents 
did not have shorthand skill. Those with shorthand skill 
earned only slightly more than those without shorthand 
skill. A large percentage (48%) of the respondents with 
shorthand reported using that skill once a month or less. 
The two most common uses of shorthand reported were jotting 
telephone messages and recording verbal instructions. 

Over 70% of the respondents with shorthand skill indicated 
they did not feel they earned a higher wage because of that 
skill, and almost 80% of all respondents felt that their 
employers were not willing to pay more for a secretary with 
shorthand skill. Three-fourths of the respondents with 
shorthand reported they had never been promoted because of 
that skill: Even though the secretaries with shorthand 
skill seemed to go unrewarded in terms of increased wages or 
job promotions, 73% still felt shorthand was important to 
secretarial training programs. 

The data from the study indicated that most Helena employers 
do not require shorthand for their secretarial positions, 
and even fewer will require shorthand in the future. Only 
one of the employers who did require shorthand required a 
skill level greater than 80 words per minute. 

Based on the findings of the study, the writer recommends 
that shorthand be offered as an optional part of the 
secretarial curriculum, that speed standards for shorthand 
students be consistent with what employers require, that the 
shorthand program should not exceed one year, that practice 
in shorthand class should place less emphasis on dictation 
of letters and memos, and that less time be spent on 
transcription skills. 



Chapter 1 

INTRODUCTION 

Introduction 

Opinions about the necessity of shorthand skill in 

today's office and the office of the future abound. Angela 

M. Angerosa, assistant editor of THE SECRETARY, feels that 

with the use of dictation/transcription machines and the 

introduction of voice input modules, shorthand skill is 

obsolete. (Angerosa, 1988:11.) Others, such as Margaret 

Fulwiler report that shorthand is a necessary and useful 

skill not only for taking dictation of letters and memos but 

also for such tasks as jotting telephone messages and 

recording verbal instructions. (Fulwiler, 1983:49.) 

Business educators at both the high school and 

postsecondary level are frustrated over the issue of whether 

to include shorthand in the secretarial curriculum. Study 

results reported in the past few years about the use of 

shorthand are as varied as the opinions which exist. A 

survey of secretaries by Margaret Fulwiler showed that 70% 

of the secretaries used shorthand very frequently. 

(Fulwiler, 1983:49.) However, a survey of graduates of 

secretarial studies at Clairmont College in Ohio showed that 

only 25% used shorthand regularly. (Elmer, 1983:279.) 
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Need for the Study 

In recent years, shorthand classes have had a 

reputation of low enrollments and high dropout rates. From 

the first semester to the last semester of shorthand, the 

dropout rate is as high as 50 to 75 percent. (Auld, Bentley, 

and Nunes, 1982:11.) According to a survey of secondary 

business instructors in Nebraska, 23 percent of students 

dropped after one semester in a regular shorthand program. 

(Holmquist and Knosp, 1986:30.) Joe Pullis reported in the 

BALANCE SHEET that a higher percentage of students fail 

shorthand than any other course in public high school. 

(Pullis, 1983:47.) 

Because of tight budgets and low enrollment rates, many 

schools have dropped or are considering dropping shorthand 

from the curriculum. Since 1980, about 13 schools in 

Nebraska each year have eliminated shorthand from their 

curriculums because of lack of student interest. (Holmquist 

and Knosp, 1986:30,31.) Schindler found that three of the 

reasons that students are not willing to spend two years 

learning shorthand are: 

1. Because so much emphasis is being placed on basic 

reading, writing, and computational skills, students are 

finding less room in their schedules for elective classes. 

2. Students are more interested in the new 

technology, such as microcomputer applications. 
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3. Many students are working several hours a day and 

therefore want a short school schedule. (Schindler, 1984:4.) 

The decision of whether or not to drop shorthand from a 

program training secretaries should be made based at least 

partially on information provided by people who work in the 

office. This study provides this type of information to 

Montana schools. 

Problem Statement 

The major purpose of this study was to determine if 

shorthand is a necessary skill for those persons who wish to 

work as secretaries in Helena, Montana. 

Data collected by the study was used to answer the 

following questions: 

1. Is shorthand a requirement for secretarial 

positions in Helena, Montana, offices? Will shorthand be a 

requirement for secretarial positions five years from now? 

2. If shorthand is a requirement for secretarial 

positions, what skill level is required? Are employers in 

Helena, Montana, having difficulty finding people with 

shorthand skill to fill the positions? 

3. Is shorthand being used as a screening tool or is 

it really necessary to perform the duties of the secretarial 

position? 

4. Is shorthand being used by secretaries in Helena, 

Montana, offices? If so, how? Is shorthand used for taking 

dictation of letters and memorandums? for jotting telephone 
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messages? for recording minutes of meetings? for recording 

verbal instructions? for making "to do" lists? 

5. What shorthand systems are secretaries using? 

6. What is the average speed at which most 

secretaries take dictation? 

7. In Helena, Montana, do secretaries with shorthand 
j 

skill make more money than those without shorthand skill? 

8. Are secretaries with shorthand skill more apt to 

be promoted than those without? 

9. Do secretaries currently working in Helena, 

Montana, believe that those students training to be 

secretaries in the future should include shorthand as part 

of their training programs? 

Definition of Terms 

Certain terms are defined by the writer in order to 

insure clarity for the reader. 

High school. School which provides formal education in 

grades 9 or 10 through 12. (Houston, 1986:108.) 

Postsecondarv schools. School which provides education 

beyond high school including learning activities and 

experiences beyond the compulsory school attendance age with 

the exception of adult basic education and high school 

equivalency programs. (Houston, 1986:182.) 

Secretary. One employed to handle correspondence and 

manage routine and detail work for a superior. (Webster, 

1971:2052.) 
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Shorthand. Any system for making a written record of a 

spoken message that is faster than writing down the literal 

equivalents of the spoken words. It uses abbreviations and 

special signs instead. (Rowntree, 1982: 282.) 

Vocational education. Formal preparation for 

semiskilled, skilled, technical, or paraprofessional 

occupations usually below the baccalaureate degree. 

(Houston, 1986:262.) 

LiiQi-taticns—Qf .■■thc,.S.tudy 

The population was limited to selected secretaries who 

work in Helena, Montana, offices. The majority of 

secretaries selected were chosen from medical, legal, or 

government offices. Medical and legal offices were 

emphasized because the Helena Vocational-Technical Center 

offers specialized curriculums for training legal 

secretaries and medical secretaries. State government 

offices received emphasis because the State of Montana hires 

many of the graduates from the Helena Vocational-Technical 

Center's secretarial programs. 

The questions on the survey about the employers' views 

of shorthand were answered by their secretaries. Answers to 

these questions may have been different if the questions had 

been answered directly by the employers. 

Material in the Review of Literature and references in 

other sections of the paper were obtained mainly from the 

library at Montana State University, Bozeman, Montana. 
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Summary 

Educators at both the high school and postsecondary 

levels are questioning whether shorthand should be taught as 

a part of the secretarial training program. Reasons for 

their questioning of the shorthand requirement are (1) low 

enrollments and high dropout rates in shorthand classes and 

(2) conflicting opinions and studies about the use of 

shorthand by today's secretaries. 

This study's major purpose was to determine if 

shorthand is a necessary skill for those persons who wish to 

work as secretaries in Helena, Montana, and should provide 

helpful information to those educators evaluating a 

shorthand requirement for their secretarial programs. 



Chapter 2 

REVIEW OF LITERATURE 

Overview 

The Bureau of Labor Statistics reported that the 

largest and fastest growing profession in the United States 

is the occupation of secretary. (Holmquist and Knosp, 

1986:29.) 

A study of business educators presently teaching at the 

two-year postsecondary level and business education leaders 

currently researching or publishing about the future of the 

office showed a trend toward questioning a shorthand 

requirement for all students. One reason for this is that 

educators are not certain .whether shorthand is necessary or 

if it is being used only as a screening tool. (Stoufer, 

January 1983:133-134.) According to Robert Metcalf, author 

and producer of the CPS Examination Review Series, employers 

often use shorthand skill to screen prospective secretarial 

employees. (Metcalf, 1983:7) Annell Simcoe, who is an 

associate professor in the Department of Vocational- 

Technical Education, Graduate School of Education, at 

Rutgers University, indicated in her article in BUSINESS 

EDUCATION FORUM that more jobs require shorthand for the 

employment test than for actual job performance. (Simcoe, 

1980:11.) 

In THE SECRETARY, a magazine published by Professional 

Secretaries International, Angela M. Angerosa, Assistant 

Editor, stated "...dictation/transcription machines have 
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made shorthand all but obsolete." (Angerosa, 1988:11.) The 

dictation equipment industry markets voice-recording systems 

with a variety of features and in a variety of forms— 

portable, desktop, and remote-controlled. (Karlow, 

1988:58.) This sophisticated equipment promotes a high rate 

of efficiency because the individuals who use the equipment 

no longer need to be in the same room, same office, or the 

same time zone. (Rowh, 1988:78.) 

In the February 1985 BUSINESS EDUCATION FORUM, Maxine 

Hart reported that most recent listings of duties performed 

by secretaries do not include taking dictation. (Hart, 

1985:8.) 

A recent article in BUSINESS EDUCATION FORUM said that 

voice input modules will be a reality, and these modules 

will make an impact on the collection and processing of such 

things as letters, memorandums, reports, court proceedings, 

and patient reports. (Swanson and Swanson, 1985:17.) These 

are all areas where shorthand has traditionally been used. 

Secretarial employment ads found in newspapers from 

cities, such as Boston, Chicago, Dallas, Los Angeles, New 

Orleans, and New York, were analyzed. "Shorthand skills not 

required" was indicated in 46 percent of the 1656 

advertisements. Of the 888 ads which listed shorthand skill 

as required, 54 percent wanted a skill of 80 to 90 words 

per minute. Ten percent required a skill level of 90 to 100 
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words per minute, and 3 percent required a skill faster than 

100 words per minute. (White, 1983:137, 140.) 

However, Warren Schimmel, Senior Vice President for 

Academic Affairs for the Berkely Schools, indicated in his 

article in the BALANCE SHEET that classified advertisements 

across the United States reflect a difference in the salary 

paid to a secretary with shorthand skills and the salary 

paid to a secretary without shorthand skills. (Schimmel, 

1982:93.) Also, Marella Kocar stated in the BUSINESS 

EDUCATION FORUM that office workers with shorthand skill 

earn as much as $100 more each month than workers without 

shorthand. These workers are often promoted because of 

their shorthand skill. (Kocar, 1981:11.) 

A 1988 survey of newspaper help wanted advertisements 

conducted by THE SECRETARY included 7,167 ads in 29 U.S. and 

Canadian newspapers. The results of the survey showed that 

20.3% of the ads requested shorthand, fast notetaking, or 

“secretarial skills." The interpretation of “secretarial 

skills" by those analyzing the data was that it implied 

shorthand skill. (Fusselman, 1988:14-15.) 

In the same type of newspaper help wanted 

advertisements survey done by THE SECRETARY in 1986, 2.6% of 

the ads requesting shorthand gave speed requirements. 

Sixty-three percent of these ads required speed of 80 words 

per minute; 20%, 90 words per minute; 14%, 100 words per 
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minute; and 3%, 110 words per minute or more. (Fusselman, 

1986:6.) 

Jane Keely reported to GOOD HOUSEKEEPING readers that 

"stenographer jobs are expected to decline by some 40 

percent" by the year 2000. (Keely, 1986:18.) However, the 

1980 OCCUPATIONAL OUTLOOK HANDBOOK said that secretaries and 

stenographers are two of the jobs which will have the most 

job openings in the years 1978 through 1990. (Kilpatrick and 

Morris, 1985:12.) 

Views of Employers 

Some of the advantages employers find in having 

secretaries with shorthand skill are: 

1. Shorthand allows dictation on a one-to-one basis. 

During the dictation session, the employer and the secretary 

can discuss what is written. (Holmquist and Knosp, 

1986:29.) Sometimes a secretary can provide just the right 

word or phrase. Making corrections, inserting material, and 

giving special instructions are easier with face-to-face 

dictation. (Schindler, 1984:6.) 

2. Shorthand provides confidentiality. 

3. Because all that is required to take shorthand 

dictation is a pen and paper, it allows for flexibility in 

location. (Holmquist and Knosp, 1986:29.) Machine 

breakdown is not a problem. (Schindler, 1984:6.) 
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4. A secretary with shorthand training is usually 

more skillful in the use of grammar, punctuation, spelling, 

and vocabulary. (Holmquist and Knosp, 1986:29.) 

5. A secretary with shorthand training has usually 

developed self-discipline and the ability to concentrate. 

(Fulwiler, 1983:46.) 

6. Many of the skills needed by secretaries are 

developed and fine-tuned when a student learns shorthand and 

transcription skills. (Culver, 1982:6.) 

Employers do not seem to be as concerned about high 

speeds of shorthand dictation as they are concerned about 

the letters given to them for signature making sense and 

being error-free. The usual rate at which employers dictate 

averages 60 words per minute. They may dictate at a higher 

speed for a brief period of time but usually follow that 

spurt with a brief period of dictation below the average. 

(Nanassy, Malsbary, and Tonne, 1977:92, 93.) 

A survey of Wyoming businesses was done by Lowell L. 

Barr and Patricia Fairchild in 1984 to provide Wyoming 

business instructors with information about skills needed by 

entry-level office workers. They mailed questionnaires to 

210 Wyoming businesses and received responses from 137 of 

them. The responses to the two questions relating to 

shorthand showed that 41 to 50 percent of the responding 

businesses felt shorthand skill was unnecessary. From the 

results of the survey, Barr and Fairchild concluded that 
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"shorthand carries little importance in either the 

specialized or general office." (Barr and Fairchild, 1984:3, 

4, 8, 20.) 

Margaret Fulwiler reported in THE OHIO BUSINESS TEACHER 

of April 1983 that a survey of 16 companies showed that some 

companies required shorthand while others used it to screen 

applicants. A shorthand skill of 80 to 100 words per minute 

was expected of beginning secretaries. Half of the 

companies reported difficulty in finding people with 

shorthand skill. Those companies who did not have trouble 

finding people skilled in shorthand were larger and paid 

more. (Fulwiler, 1983:47-48.) 

Some employers have resorted to hiring secretaries 

without shorthand skills because they cannot find a trained 

person with shorthand to fill the position. (Schimmel, 

1985:26.) 

Fifty companies responded to a survey done by Harry R. 

Moon, MFC Educational Publishers. Shorthand was required by 

28 of the 50 companies. Two of the 28 companies requiring 

shorthand indicated their secretaries did not use it, and 19 

of the 28 said shorthand use was "limited" or "very 

limited." (Hart, 1985:8.) 

A survey of companies in the Missouri and Kansas area 

showed that 23.2 percent required shorthand skills. These 

companies felt that shorthand skill could help a person get 
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a better job or a higher salary. (Holmquist and Knosp, 

1986:29.) 

When 138 companies responded to questions about the 

shorthand skill required for stenographers and secretaries, 

only 20 percent expected over 80 words per minute for 

stenographers. Most of the companies had a minimum speed 

requirement of 80 words per minute for both stenographers 

and secretaries. (Kilpatrick and Morris, 1985:13-14.) 

In contrast to the previously cited studies, a recent 

survey of businesses and industries in the New York 

metropolitan area, showed 66 percent of the secretarial 

positions required shorthand. (Schimmel, 1982:93.) 

In Chicago, organizations of all sizes and representing 

fourteen different areas, such as banking, retailing, health 

care institutions, and manufacturing, were asked about 

shorthand skill for their secretaries. Shorthand skill was 

"definitely required" for employment by 88 percent of the 50 

responding organizations. Eighty-two percent said they were 

seeing an increase in the number of people without shorthand 

skill who were applying for secretarial jobs. The 

organizations were asked if they would recommend studying 

shorthand to someone who wanted to work as a secretary, and 

66 percent said yes. (McGowan, 1984:86.) 

FORTUNE magazine reported that 71 percent of top 

management and 52 percent of middle management dictate at 
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least some correspondence to a secretary with shorthand 

skills. (Nixon, 1982:7.) 

Views of Secretaries 

Secretaries working for large businesses in the Dallas- 

Fort Worth area were asked how useful shorthand was to them 

in their current position; 46.6 percent said "very useful," 

and 38.6 percent said "useful." When asked about the next 

five years, 60.1 percent felt there would not be a decline 

in the use of shorthand. (Barnes, 1982:148.) 

In Kankakee, Illinois, 57 percent of the secretaries 

surveyed said they used shorthand on the job. Fifty-four 

percent were required to have shorthand in order to be 

hired. (Holmquist and Knosp, 1986:29.) 

In her article in THE OHIO BUSINESS TEACHER, Fulwiler 

listed the findings of a survey of 20 secretaries regarding 

shorthand. Seventy percent of the secretaries said they 

used shorthand very frequently. Thirty percent said they 

used it sometimes. These secretaries used their shorthand 

skills in a variety of ways including editing, composing 

letters, making personal notes, recording telephone 

messages, jotting verbal instructions, taking minutes, and 

taking dictation of letters and memorandums. The shorthand 

speed required for their jobs ranged from 80 to 110 words 

per minute. All of the secretaries felt that they were paid 

more because they had shorthand skills. (Fulwiler, 1983:49.) 
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Of the 28 graduates of the secretarial studies 

department at Clairmont College in Ohio who answered a 

questionnaire sent by the department, only 25 percent said 

they used shorthand regularly or occasionally. However, 

when the department questioned businesses within a 15-mile 

radius of Clairmont College about shorthand skills, over 75 

percent indicated that shorthand skill of at least 80 words 

per minute was required for their beginning secretarial 

jobs. (Elmer, 1983:279.) 

Students from St. Francis Xavier University who 

graduated during the years 1969 through 1979 were surveyed 

in 1980. Of the 135 who responded, 38 were teaching and 97 

were working as secretaries. Seventy-four percent said they 

used shorthand on the job. (Sullivan, 1983:312.) 

In 1987, Professional Secretaries International did a 

member profile survey. The results were compared to the 

profile survey done of their members in 1979. The results 

showed that today's secretaries use shorthand less than the 

secretaries eight years ago. Of the respondents to the 1987 

survey who had shorthand skill, only 24% used it every day 

and more than 50% used it less than once a week. The big 

difference in shorthand use was in taking dictation of 

letters. In 1979, 73% of the respondents with shorthand 

skill transcribed letters from shorthand. In 1987, those 

who transcribed letters from shorthand decreased to 27%. 

The type of shorthand used by respondents to the 1987 survey 
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was predominantly symbol. Only 10% used an alphabetic 

system and 10% used a self-taught method. (Fusselman, 

1987:9, 13.) 

Summary 

In the current literature, the study results reported 

and opinions stated about the future use of shorthand are 

varied. These results may vary due to the different 

locations and the different time periods in which the 

studies were done. A current study done in a local area 

could, therefore, provide helpful information to those 

educators evaluating the role of shorthand in today's 

office. 



Chapter 3 

PROCEDURES 

The study of shorthand use in today's offices was 

conducted through the use of the following procedures: 

1. Review of related literature 

2. Development of the survey instrument, letter of 
transmittal, and followup letter. 

3. Selection of participants in the study 

4. Administration of the survey instrument 

5. Analysis of data and presentation of findings 

6. Drawing conclusions and making recommendations. 

Review of Related Literature 

The study was begun in July 1986 by looking for related 

articles listed in the EDUCATION INDEX, READERS GUIDE TO 

PERIODICAL LITERATURE, and BUSINESS PERIODICALS INDEX. 

Searches for related material were also done through the use 

of the INFOTRAC database and ERIC. 

Useful information gained from the analysis of the 

articles, books, and reports, as well as bibliographic data 

for each, was recorded on 3“ by 5" index cards. These cards 

were kept on file for future reference. 

During the time the study was being done, the writer 

continued to review current journals for pertinent 

information. 
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Development of the Survey Instrument. Transmittal Letter, 
and Followup Letter 

The information gathered from the review of literature 

helped the writer to develop questions to be used in the 

survey instrument. 

In February 1988, a rough draft of these questions was 

submitted to representatives of the secretarial staff, 

faculty, and administration of the Helena Vocational- 

Technical Center. These individuals were asked to review 

the questionnaire and offer suggestions in relation to 

format, wording of questions, and addition or deletion of 

questions. After considering the comments made by the 

Helena Vocational-Technical Center representatives, the 

writer revised the questionnaire. 

In late February 1988, the questionnaire (see Appendix 

B), transmittal letter (see Appendix A), and followup letter 

(see Appendix C) were discussed with Dr. Norm Millikin, the 

chairman of the writer's graduate committee. More changes 

were made and the drafts of the three documents were 

presented to a graduate-level communications class being 

conducted by Dr. Millikin at that time. The members of the 

class reviewed the documents and made suggestions for 

incorporation into the final drafts. 

The final drafts were approved by Dr. Millikin and 

mailed to 124 secretaries in Helena, Montana, offices. 
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Selection of Participants for the Study 

To collect data for the study, questionnaires were sent 

to 124 head secretaries in Helena, Montana, offices. The 

offices varied in type and sise. The secretaries were asked 

about their use of shorthand in performing their job duties, 

about their views on the use of shorthand in the future, and 

about the role of shorthand in hiring, promoting, and paying 

secretaries. 

The Helena Vocational-Technical Center has specialized 

programs for medical secretary, legal secretary, and 

executive secretary. Therefore, the writer used a 

stratified sample that included: 

1. Medical secretaries 

2. Legal secretaries 

3. State government secretaries 

4. Other secretaries 

The fourth sample group, other secretaries, consisted of 

secretaries from the private sector who worked for 

businesses and organizations listed in the yellow pages of 

the city telephone directory. 

From the current city telephone directory, the writer 

made a list of all the physicians' offices, medical clinics, 

hospitals, and nursing homes. Duplicates which occurred 

because of doctors listed separately and also listed with 

clinics were eliminated from the list. Then every other 

medical office on the list was chosen to receive a 
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questionnaire. Twenty-three questionnaires were sent to 

medical offices. 

The same type of procedure was used to obtain the 

sample of legal offices. From the current city telephone 

directory, the writer made a list of all legal offices, 

deleting duplicates which occurred due to attorneys listed 

separately and as part of a group. From the edited list, 

every other legal office was chosen. Thirty-five legal 

offices received a questionnaire. 

About 400 Helena offices are listed in the Montana 

State Government Telephone Directory. The writer chose 

every tenth office to receive a questionnaire. Forty 

questionnaires were sent to State government offices. 

The remaining questionnaires were sent to offices in 

the private sector. Starting with the A's in the yellow 

pages of the city telephone directory, the writer chose 

every twentieth office listed until the desired sample of 26 

was identified. 

Administration of the Survey Instrument 

A personalized transmittal letter for each secretary in 

the sample was printed using the merge function of 

WordPerfect software on a microcomputer. The transmittal 

letter plus a numbered questionnaire and self-addressed, 

stamped envelope were mailed on April 1, 1988. (The number 

on the questionnaire corresponded to the number beside the 

secretary's address on the master address list.) 
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As completed questionnaires were returned, the writer 

placed a check beside the secretary's address on the master 

address list. 

Thirteen of the letters sent were returned as 

"undeliverable as addressed" or "no longer in business." 

The writer rechecked the address with the original source 

and found no typographical errors. 

On April 24, 1988, eighty-three questionnaires, or 

66.9%, had been completed and returned. 

A personalised followup letter was prepared for each 

secretary on the master address list who had not completed 

and returned the questionnaire or whose original letter had 

not been returned as undeliverable. The followup letters 

along with a numbered questionnaire and self-addressed, 

stamped envelope were mailed on May 9, 1988. 

On May 24, 1988, ninety-eight questionnaires, or 79%, 

had been completed and returned. Three offices returned the 

questionnaire uncompleted saying the survey did not relate 

to their office operations. No questionnaires were received 

after May 24, 1988. 

Analysis of Data and Presentation of Findings 

. Responses from the completed questionnaires were 

tabulated, compiled, and summarized on the IBM System 34 by 

the BASIC class at the Helena Vocational-Technical Center. 

Some of the data dealing with specialized groups, i.e. 
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legal, medical, government, were tabulated and compiled 

manually on tally sheets by the writer. 

Tables were constructed from the compiled information 

to present the findings in a readable and understandable 

form. Tables and explanations were presented in Chapter 4. 

Drawing Conclusions and Making Recommendations 

Through the study and analysis of the findings 

presented in Chapter 4, conclusions were drawn about the use 

of shorthand in Helena, Montana, offices. The conclusions 

were presented in Chapter 5. 

As a result of the findings and review of literature, 

recommendations for curriculum changes in vocational 

education programs which provide training for secretaries 

were made in Chapter 5. 



Chapter 4 

FINDINGS 

Introduction 

This chapter presents a tabulation and analysis of the 

data obtained from this survey of secretaries working in 

Helena, Montana. 

Each table represents a specific question asked of the 

respondents and the data illustrates the responses. Each 

table is followed by a brief summary of the data and related 

writer comments. 

All percentages were rounded to one decimal place, 

some column totals will not add to exactly 100.0 

percent. 

Some of the respondents chose to make additional 

comments relating to the use of shorthand. Therefore, these 

comments have been included. 

Summary of Respondents 

TABLE 1 

SUMMARY OF RESPONDENTS 

No. % 

Usable returns 98 79.0 

Unusable returns 3 2.4 

No reply or undeliverable 23 18.5 

Totals 124 99.9 
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Questionnaires were mailed to 124 secretaries who work 

in Helena, Montana, offices. As shown in Table 1, one 

hundred one, or 81.5%, of the secretaries responded. Of the 

101 respondents, three did not complete the questionnaire 

because they did not feel it pertained to their office 

operations. These questionnaires were therefore unusable. 

TABLE 2 

Legal 

SUMMARY OF RESPONDENTS BY CATEGORY 

VE 
No. % 

Usable returns 25 71.4 
Unusable returns 0 0.0 
No reply or undeliverable IQ. 28.6 

Total 35 100.0 

Medical 

Usable returns 
Unusable returns 
No reply or undeliverable 

Total 

17 73.9 
0 0.0 
_6 ..2.6.U. 

23 100.0 

State Government 

Usable returns 
Unusable returns 
No reply or undeliverable 

40 100.0 
0 0.0 
0 0.0 

Total 40 100.0 

Other 

Usable returns 
Unusable returns 
No reply or undeliverable 

15 57.7 
3 11.5 

_2. 

26 100.0 Total 
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Table 2 shows a summary of the respondents broken down 

into four main categories: legal, medical, State 

government, and other. 

The secretaries from legal offices completed and 

returned 25, or 71.4% of the 35 questionnaires mailed to 

them. No unusable questionnaires were received from the 

legal secretary category. Ten of the 35 secretaries from 

the legal category, or 28.6%, did not reply. 

Of the 23 questionnaires mailed to secretaries from 

medical offices, 17, or 73.9%, were completed and returned. 

No unusable returns were received. Six of the 23 

secretaries from the medical category did not reply to the 

questionnaire. 

All of the 40 questionnaires mailed to secretaries in 

State government offices were completed and returned. 

The secretaries from the offices other than legal, 

medical, or State government completed and returned 15, or 

57.7%, of the questionnaires mailed to them. Three, or 

11.5%, of the 26 questionnaires were returned without being 

completed and were therefore unusable. Eight of the 

secretaries in the other category, or 30.6%, did not reply. 
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TABLE 3 

COMPARISON OF % OF TOTAL QUESTIONNAIRES MAILED 
WITH % OF TOTAL USABLE RETURNS 

Category % of Questionnaires 
Mailed 

% of Usable 
Returns 

Legal 28.2 25.5 

Medical 18.5 17.3 

State Government 32.3 40.8 

Other 21.0 15.3 

Table 3 shows a breakdown by category of the total 

questionnaires mailed and the total usable returns. 

The secretaries from legal offices were sent 28.2% of 

the total questionnaires mailed and provided 25.5% of the 

usable returns. Secretaries from the medical offices were 

sent 18.5% of the total questionnaires mailed and provided 

17.3% of the usable returns. State government secretaries 

were sent 32.3% of the total questionnaires mailed and 

provided 40.8% of the usable returns. Secretaries other 

than those working in medical, legal, or State government 

offices were sent 21% of the total questionnaires mailed and 

provided 15.3% of the usable returns. 
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Characteristics of Respondents 

TABLE 4 

JOB TITLES OF 98 RESPONDENTS 

Job Title No. % 

Administrative Assistant; Administrative 
Secretary; Administrative Aide; 
Executive Secretary 28 28.6 

Secretary; Receptionist 19 19.4 

Legal Secretary; Legal Assistant 16 16.3 

Office Manager; Business Manager 14 14.3 

Bookkeeper 2 2.0 

Other 15 15.3 

No response _! 4.1 

Totals 98 100.0 

The job titles provided by respondents on the 

questionnaire were applied by the writer to the groups shown 

in Table 4. 

Twenty-eight of the 98 respondents, or 28.6%, had job 

titles such as administrative assistant, administrative 

aide, administrative secretary,.or executive secretary. 

Nineteen of the 98 respondents, or 19.4%, had job 

titles such as secretary, receptionist, or 

secretary/receptionist. 

The job title legal secretary or legal assistant was 

given to 16 of the 98 respondents, or 16.3%. Office manager 
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or business manager was the job title of 14 of the 98 

respondents, or 14.1%. 

Only 2 of the 98 respondents, or 2.0%, had the job 

title bookkeeper, although many of the respondents used this 

as a secondary title, i.e. secretary/bookkeeper. 

Fifteen, or 15.3%, of the respondents had various other 

job titles. Some of the other titles were staff supervisor, 

bureau chief, compliance officer, editor, word processing 

supervisor, medical records director, chief clerk, 

president, volunteer coordinator, manager, and controller. 

Four of the respondents, or 4.1%, did not indicate a 

job title on the questionnaire. 

TABLE 5 

TYPES OF BUSINESSES EMPLOYING THE 98 RESPONDENTS 

Type No. % 

Government 40 40.8 

Legal 24 24.5 

Medical 17 17.3 

Other 17 17.3 

Totals 98 99.9 

The types of businesses employing the 98 respondents 

are shown in Table 5. 

State government employed the largest number of 

respondents. Forty of the respondents, or 40.8%, were 

employed in State offices. Some of these State government 
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employees marked other areas such as education and legal as 

a secondary type of employer because of the nature of the 

government office in which they worked. 

Twenty-four, or 24.5%, of the total respondents worked 

for legal offices. Seventeen, or 17.3%, of the total 

respondents worked for medical offices. 

Seventeen of the respondents, or 17.3%, worked for 

businesses other than medical, legal, or State government. 

Other types of businesses which were noted included retail 

business, education, secretarial service, commercial 

construction and service, and veterans organization. 

TABLE 6 

SIZE OF BUSINESSES EMPLOYING THE 98 RESPONDENTS 

Number of Persons 
Employed by Business No. % 

1- 10 56 57.1 

11- 25 10 10.2 

26-100 17 17.3 

Over 100 14 14.3 

No response __1 1 ,0 

Totals 98 99.9 

Table 6 shows the size of businesses which employed the 

98 respondents. 

Small business with 1-10 employees employed the largest 

number of respondents—56 respondents, or 57.1%. Businesses 
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with 11-25 employees employed 10 of the respondents, or 

10.2%. 

Seventeen of the respondents, or 17.3%, worked for 

businesses with 26-100 employees. Large businesses with 

over 100 employees employed 15, or 15.3%, of the 98 

respondents. 

One of the respondents did not answer the question. 

The findings show that the majority of businesses 

represented by this study were small, employing ten or fewer 

employees. 

TABLE 7 

EMPLOYMENT STATUS OF THE 98 RESPONDENTS 

Employment Status 

Full time 

Part time 

No response 

Totals 

No. % 

87 88.8 

9 9.2 

_2 ,2.0 

98 100.0 

The employment status of the 98 respondents is shown in 

Table 7. Eighty-seven respondents, or 88.8%, worked full 

time. Nine of the respondents, or 9.2% worked part time. 

Two of the respondents did not answer the question. 

The fact that over 80% of the respondents were full 

time secretaries may increase the reliability of the 

findings of this study. 
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TABLE 8 

HOURLY WAGE OF THE 98 RESPONDENTS 

Wage Range No. % 

$3.35 to $5.00 an hour 5 5.1 

$5.01 to $7.00 an hour 26 26.5 

$7.01 to $10.00 an hour 44 44.9 

Over $10.00 an hour 18 18.4 

No response _5 5.1 

Totals 98 100.0 

Table 8 shows the hourly wage range for the 

respondents. Five of the respondents, or 5.1%, earned wages 

in the low salary range, $3.35 to $5.00 an hour. Twenty-six 

of the respondents, or 26.5%, earned wages in the range of 

$5.01 to $7.00 an hour. 

Forty-four of the 98 respondents, or 44.9%, earned 

wages in the range of $7.01 to $10.00 an hour. Eighteen, or 

18.4%, of the respondents earned over $10.00 an hour. 

Five of the respondents, or 5.1% did not complete the 

hourly wage question. 

These findings indicate that over 60% of the 

secretaries in Helena make more than $7 an hour, and almost 

one fifth of the secretaries in Helena make over $10 an 

hour. 
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TABLE 9 

SHORTHAND SKILL OF THE 98 RESPONDENTS 

No. % 

Respondents with shorthand skill 44 44.9 

Respondents without shorthand skill 5i 55^1 

Totals 98 100.0 

Table 9 shows the respondents who have shorthand skill 

and those who do not have shorthand skill. Of the 98 total 

respondents, 44, or 44. 9%, have shorthand skill. Fifty- 

four, or 55.1% , do not have shorthand skill. 

According to these findings, shorthand is not a 

necessity for obtaining a secretarial job in Helena since 

over half of the secretaries who responded to this study and 

worked in Helena did not have shorthand skill. 

TABLE 10 

COMPARISON OF 
AND WAGE 

WAGE RATE OF RESPONDENTS WITH SHORTHAND SKILL 
RATE OF THOSE WITHOUT SHORTHAND SKILL 

Wage Rate/Hr. 
No. with 
Shorthand 

% with 
Shorthand 

No. w/o 
Shorthand 

% w/o 
Shorthand 

$3.35-$5.00 1 2.3 3 5.6 

$5.01-$7.00 10 22.7 17 31.5 

$7.01-$10.00 22 50.0 22 40.7 

Over $10.00 9 20.5 9 16.7 

No response 4.5 _2. . JuS. 

Totals 44 100.0 54 100.1 
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A comparison of the wage rate of the respondents with 

shorthand skill and wage rate of those without shorthand 

skill is shown in Table 10. 

One of the respondents with shorthand skill, or 2.3%, 

earned a wage rate in the lowest range, while 3 respondents 

without shorthand skill, or 5.6%, earned a wage rate in the 

lowest range. 

Indicating a wage rate in the next range, $5.01 to 

$7.00 an hour, were 10 of the respondents with shorthand 

skill, or 22.7%, as opposed to 17 of the respondents without 

shorthand skill, or 31.5%. 

Half of the respondents with shorthand skill earned 

between $7.01 an hour and $10.00 an hour. Only 40.7% of the 

respondents without shorthand skill earned wage rates in 

this range. 

Nine of the respondents with shorthand skill, or 20.5%, 

earned over $10.00 an hour. Nine of the respondents without 

shorthand skill also earned over $10 an hour, but this 

calculated to be 16.7% of the respondents without shorthand 

skill. 

Five of the respondents, two with shorthand skill and 

three without shorthand skill, did not answer the question. 

The data appears to show that those Helena secretaries 

with shorthand skill make only slightly more than those 

Helena secretaries without shorthand skill. 
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Shorthand Use by Respondents with Shorthand Skill 

This section gives findings on the use of shorthand by 

those respondents who have shorthand skill. 

TABLE 11 

SHORTHAND SYSTEMS USED BY RESPONDENTS 

No. % 

40 90.9 

_A  9.JL 

44 100.0 

Symbol (i.e., Gregg, Century 21) 

Alphabetic (i.e., Speedwriting) 

Totals 

Table 11 shows that 40 of the 44 respondents who have 

shorthand skill, or 90.9%, use a symbol shorthand such as 

Gregg or Century 21. The other 4 respondents with shorthand 

skill, or 9.1%, use an alphabetic system such as 

Speedwriting or Alphahand. 

Very few of the secretaries in Helena with shorthand 

skill are using a system other than the traditional symbol 

systems. 
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TABLE 12 

FREQUENCY OF SHORTHAND USE BY RESPONDENTS 

Frequency of Use No. % 

Once a day 11 25.0 

Once a week 12 27.3 

Once a month 7 15.9 

Never 9 20.5 

Other 4 9.1 

No response _1 2.3 

Totals 44 100.1 

Table 12 shows the frequency of shorthand use at work 

reported by the respondents with shorthand skill. 

Eleven of the respondents with shorthand skill, or 25%, 

use shorthand at least once a day. Twelve of the 

respondents with shorthand skill, or 27.3%, use shorthand at 

least once a week. Seven of the 44 respondents with 

shorthand skill, or 15.9%, use shorthand at least once a 

month. 

Nine of the respondents with shorthand skill never use 

shorthand at work. Four respondents with shorthand skill 

indicated on the questionnaire that they used shorthand at 

work somewhere between once a month and never by writing 

comments such as "very seldom," "every 3 months," "6 times a 

year," and "rarely." 
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One of the respondents did not answer the question 

about frequency of shorthand use. 

A large percentage (47.8%) of the secretaries with 

shorthand use that skill seldom, if ever, at work. 

TABLE 13 

COMPARISON OF FREQUENCY OF SHORTHAND USE 
BY TYPE OF EMPLOYER 

No. % 

Legal 

Once a day 
Once a week 
Once a month 
Never 

2 15.4 
7 53.8 
2 15.4 
2 15.4 

Medical 

Once a day 
Once a week 
Once a month 
Never 
Other 
No reponse 

1 25.0 
0 0.0 
0 0.0 
1 25.0 
1 25.0 
1 25.0 

State Government 

Once a day 
Once a week 
Once a month 
Never 
Other 

7 33.3 
4 19.0 
2 9.5 
6 28.6 
2 9.5 

Other 

Once a day 
Once a week 
Once a month 
Never 
Other 

1 20.0 
0 0.0 
3 60.0 
0 0.0 
1 20.0 
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The frequency of shorthand use of respondents working 

for different types of employers is shown in Table 13. 

More than half of the respondents with shorthand skill 

who worked in legal offices, used their shorthand skill at 

least once a week. Only two of the respondents with 

shorthand skill who worked in legal offices, or 15.4%, 

reported never using their shorthand skill at work. 

Only one fourth of the respondents who had shorthand 

skill and worked in medical offices used shorthand at work 

at least once a week. Three-fourths reported using 

shorthand at work less than once a month or never or did not 

answer the question. 

Of the respondents with shorthand skill who worked for 

State government, over half, 52.3%, reported using shorthand 

at work at least once a week. However, 28.6% reported never 

using their shorthand skill at work. 

Most of the respondents with shorthand skill who worked 

in offices other than legal, medical, or State government, 

reported using shorthand at least once a month or less. 

Twenty percent reported using shorthand at work at least 

once a day. 
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TABLE 14 

WAYS SHORTHAND WAS USED BY RESPONDENTS 

Task No. % 

Jotting telephone messages 29 65.9 

Recording verbal instructions 28 63.6 

Taking dictation of letters/memos 21 47.7 

Making "to do" lists 16 36.4 

Recording minutes of meetings 15 34.1 

Other 1 2.3 

Table 14 shows the way shorthand is used at work. The 

most frequent uses of shorthand were jotting telephone 

messages and recording verbal instructions. These two uses 

were each reported by over 60% of the respondents who had 

shorthand skill. The other uses of shorthand in order of 

frequency were taking dictation of letters and memos, making 

"to do" lists, recording minutes of meetings, and recording 

information for some forms. 
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TABLE 15 

LEVEL OF SHORTHAND SKILL OF RESPONDENTS 

Skill Level No. % 

Less than 60 wpm 5 11.3 

60-80 wpm 12 27.3 

81-100 wpm 13 29.5 

Over 100 wpm 6 13.6 

Unknown _2. 18,..Z 

Totals 44 99.9 

The levels of skill of those respondents with shorthand 

skill are shown in Table 15. 

Five of the respondents with shorthand skill, or 11.3%, 

took dictation at less than 60 words per minute. Twelve of 

the respondents with shorthand skill, or 27. .3%, took 

dictation in the range of 60 to 80 words per minute. 

Thirteen respondents, or 29.5%, reported their shorthand 

skill to be in the 81 to 100 words per minute range. Six 

respondents with shorthand skill, or 13.6%, took dictation 

at over 100 words per minute • 

Shorthand skill level was reported as "unknown" by 8, 

or 18.2%, of the respondents with shorthand skill. 
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Importance of Having Shorthand Skill (V-ie.WS of.—Tho.se. 
Respondents with Shorthand Skilll 

The secretaries with shorthand skill were asked to 

answer three questions relating to their views of the 

importance of shorthand. 

TABLE 16 

DOES SHORTHAND SKILL EARN SECRETARIES A HIGHER WAGE? 
(VIEW OF SECRETARIES WITH SHORTHAND SKILL) 

Answer No. % 

Yes 12 27.3 

No 22. . 72.7 

Totals 44 100.0 

The results of the first question, "Do you feel you 

earn a higher wage because of your shorthand skill?," are 

shown in Table 16. Most of the secretaries, 72.7%, reported 

that they did not feel they earned a higher wage because of 

their shorthand skill. Twelve of the respondents, or 27.3% 

of those with shorthand skill, felt that their shorthand did 

earn them a higher wage. 

Apparently, shorthand skill has little impact on the 

wage rate of secretaries in Helena, Montana. 
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TABLE 17 

ARE SECRETARIES PROMOTED BECAUSE OF THEIR SHORTHAND SKILL? 
(VIEWS OF SECRETARIES WITH SHORTHAND SKILL) 

Answer 

Yes 

No 

No response 

Totals 

No. 

8 

33 

__3 

44 

% 

18.2 

75.0 

6.8 

100.0 

The second question about the importance of shorthand 

asked those secretaries with shorthand skill was "Have you 

ever been promoted because of your shorthand skill?" The 

results of this question are shown in Table 17. 

Three-fourths of the secretaries reported that they had 

never been promoted because of their shorthand skill. Eight 

of the respondents with shorthand skill, or 18.2%, said they 

had been promoted because of their shorthand skill. Three 

respondents did not answer the question. 

The responses to the promotion question were consistent 

with the wage rate data reported in Table 16. Shorthand 

skill appears to have little influence on promotion 

decisions in Helena's offices. 
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TABLE 18 

IS SHORTHAND IMPORTANT TO SECRETARIAL TRAINING PROGRAMS? 
(VIEWS OF SECRETARIES WITH SHORTHAND SKILL) 

Answer No. % 

Yes 32 72.7 

No 1Z .-27-^a 

Totals 44 100.0 

The final question asked of only those respondents with 

shorthand skill was “Do you believe that students training 

to be secretaries should include shorthand as part of their 

training programs?'* Table 18 shows the results of this 

question. 

The majority of respondents with shorthand skill, 

72.7%, believed that shorthand was important to secretarial 

training programs. Twelve of the respondents with shorthand 

skill, or 27.3%, felt that shorthand was not important to 

secretarial training programs. 

The responses to this questions were very interesting 

to the writer because they seem to contrast to the responses 

about wage rates and promotion decisions which were reported 

in Table 16 and Table 17. While shorthand skill appears to 

offer little value to the secretary in terms of increased 

wage rates and job promotions, the vast majority of 

secretaries with shorthand skill feel shorthand should 

remain a part of secretarial programs. 
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Importance of Shorthand to Employers as Seen by Their 
Secretaries (Views of All Respondents,! 

The final three questions on the questionnaire were 

designed to get a view of the importance of shorthand to 

employers through the eyes of their secretaries. These 

questions were asked of all the secretaries whether they had 

shorthand skill or not. 

TABLE 19 

DO EMPLOYERS REQUIRE SHORTHAND OF SECRETARIES? 
(VIEW OF ALL RESPONDENTS) 

Answer No. % 

Yes, all secretaries 4 4.1 

Yes, some secretaries depending on duties 13 13.3 

No 76 77.6 

No response _5. 5.,.1 

Totals 98 100.1 

The first question asked if the employer required 

shorthand of those who filled secretarial positions. The 

results of this question are shown in Table 19. 

Shorthand was not required for secretarial positions by 

77.6% of the employers. Shorthand was required for some 

secretarial positions depending on the duties of the 

position by 13.3% of the employers. Only 4.1% of the 

employers required shorthand for all secretarial positions. 

Five of the respondents, or 5.1%, did not answer this 

question. 
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This data indicates that most Helena employers do not 

require shorthand of their secretaries. 

TABLE 20 

SKILL LEVEL REQUIRED BY EMPLOYERS WHO REQUIRE SHORTHAND 

Skill Level No. % 

60-80 wpm 7 41.2 

81-100 wpm 1 5.9 

No response  2. 52.9 

Totals 17 100.0 

Secretaries of the employers who required shorthand for 

at least some secretarial positions were asked what skill 

level was required. As shown in Table 20, more than half of 

the respondents did not answer the question. Seven of the 

respondents, or 41.2%, of those whose employers required 

shorthand, reported speeds between 60 and 80 words per 

minute. Only one respondent reported that a speed over 80 

words per minute was required. 

Of the 17 employers who required shorthand, only one 

required a skill level greater than 80 words per minute, 

which is considerably less than traditional standards in 

shorthand classes. 



45 

TABLE 21 

DO EMPLOYERS HAVE DIFFICULTY FINDING APPLICANTS 
WITH SHORTHAND SKILL? 

Answer 

Yes 

No 

Unsure 

No response 

Totals 

No. % 

8 47.1 

1 5.9 

2 11.8 

_6 _35_.2. 

17 100.1 

A second question asked of those secretaries whose 

employers required shorthand was whether their employers had 

difficulty finding people with shorthand skill to fill 

secretarial positions. Table 21 shows that 47.1% reported 

that their employers had difficulty, while 5.9% (only one of 

the respondents) reported the employer had no difficulty. 

Two of the repondents asked this question were unsure and 

six did not respond. 

TABLE 22 

WILL EMPLOYERS REQUIRE SHORTHAND FIVE YEARS FROM NOW? 
(VIEWS OF ALL RESPONDENTS) 

Answer No. % 

Yes 14 14.3 

No 80 81.6 

No response _A —4.1 

Totals 98 100.0 
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The second question asked to get a feel for the 

importance employers place on shorthand skill was "Do you 

expect your employer to require shorthand of secretaries 

five years from now?" Table 22 shows that 80 of the 

respondents, or 81.6%, felt their employers would not 

require shorthand five years in the future. Fourteen 

respondents, or 14.3%, felt their employers would require 

shorthand of secretaries five years from now. Four 

respondents did not answer the question. 

The data clearly shows that in the future secretaries 

looking for employment will find shorthand skill to have 

little value. 

TABLE 23 

ARE EMPLOYERS WILLING TO PAY MORE FOR SHORTHAND SKILL? 
(VIEWS OF ALL RESPONDENTS) 

Answer No. % 

Yes 13 13.3 

No 77 78.6 

No response _8 . ,8 .., 2. 

Totals 98 100.1 

The final question relating to the employers' feelings 

about shorthand was "Is your employer willing to pay more 

for a secretary with shorthand skill than for one without 

shorthand skill?" As Table 23 shows, 78.6% of the 

secretaries did not feel that their employers were willing 
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to pay more for a secretary with shorthand skill than for 

one without shorthand skill. Only 13.3% of the respondents 

indicated that their employers would pay more for a 

secretary with shorthand skill. Eight of the respondents, 

or 8.2%, did not answer the question. 

These findings again show that shorthand skill has 

little value to secretaries in relation to their wage rates. 

In summary, the findings of the study show that the 

value of shorthand for secretaries in Helena, relative to 

salary and promotion, is limited. And, the future use of 

shorthand will markedly decline. 



Chapter 5 

CONCLUSIONS AND RECOMMENDATIONS 

The purpose of this study was to determine if shorthand 

is a necessary skill for those persons who wish to work as 

secretaries in Helena, Montana. The first part of this 

chapter presents a general conclusion about each of the 

questions presented in Chapter 1. A brief summary of the 

findings of the study which lead to the conclusion is also 

presented. 

The second part of this chapter lists recommendations 

made by the writer about shorthand and its part in 

secretarial training programs. Those recommendations are 

based on the findings of this study and the review of 

literature. 

Conclusions 

The majority of employers in Helena, Montana, did not 

require shorthand for their secretarial positions. Even 

fewer employers were expected to require shorthand of their 

secretaries in the next five years. 

1. Seventy-six, or 77.6%, of the 98 respondents 
reported that their employers did not require 
shorthand skill for secretarial positions. 

2. Eighty, or 81.6%, of the respondents felt that 
their employers would not require shorthand five 
years in the future. 
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Those employers who did require shorthand of at least 

some of their secretarial positions only required an average 

of 67 words per minute and had some difficulty finding 

people with shorthand skills to fill secretarial positions. 

1. Of the 17 employers requiring shorthand, 41.2% 
required shorthand skill of 80 wpm or less. Only 
one employer required a speed over 80 wpm. 

2. Almost half of the respondents did not answer the 
question about difficulty in finding people with 
shorthand skill. However, 47.1% said that their 
employers had difficulty finding people with 
shorthand skill to fill their secretarial 
positions. 

The writer was unable to conclude whether shorthand was 

used to perform the duties of the secretarial position when 

the employer required shorthand. However, the data did show 

a greater percentage of secretaries using their shorthand 

skill in some way at work than employers requiring shorthand 

of their secretaries. 

1. Only 17.4% of the employers required shorthand for 
secretarial positions. 

2. Of the respondents with shorthand skill, 25% 
reported using shorthand at least once a day, and 
27.3% reported using shorthand at least once a 
week. 

Not all secretaries using shorthand at work used it in 

the traditional one-on-one dictation setting. Many 

secretaries were using shorthand at work for more personal 

uses such as making notes and recording telephone messages. 

1. Of the respondents with shorthand skill, 65.9% 
reported using shorthand to jot telephone 
messages; 63.6%, to record verbal instructions; 
36.4% to make "to do" lists. 
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2. Of the respondents with shorthand skill, 47.7% 
reported using shorthand to take dictation of 
letters and memos; 34.1%, to record minutes of 
meetings. 

The majority of secretaries with shorthand skill used a 

symbol system such as Gregg or Century 21. 

1. Over 90% of the secretaries with shorthand skill 
reported using a symbol system such as Gregg. 

2. Less than 10% of the secretaries with shorthand 
skill reported using an alphabetic system such as 
Speedwriting. 

Most secretaries with shorthand skill took dictation at 

100 words per minute or less. 

1. About 30% of the secretaries with shorthand skill 
reported a skill level of 80 to 100 words per 
minute. Approximately 30% reported a skill level 
of 60 to 80 words per minute and a little over 10% 
reported a skill level of less than 60 words per 
minute. 

2. Only 13.6% of the secretaries with shorthand skill 
reported a skill level of over 100 words per 
minute. 

The majority of repondents with shorthand skill did not 

feel they earned more because of their shorthand skill. 

However, a slightly greater percentage of those repondents 

with shorthand skill fell into the higher wage ranges that 

did those without shorthand skill. 

1. Of the respondents with shorthand skill, 72.7% 
felt they did not earn higher wages because of 
their shorthand skill. 

2. Half of the respondents with shorthand skill were 
earning between $7.01 and $10.00 an hour. Only 
40.7% of those without shorthand skill earned 
wages in that range. About one-fifth of the 
respondents with shorthand skill earned wages over 
$10.00 an hour. Only 16.7% of those without 
shorthand skill earned over $10.00 an hour. 
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In most cases, shorthand skill is not a basis for 

promotion. 

1. Three-fourths of the respondents with shorthand 
skill did not feel they had ever been promoted 
because of their shorthand skill. 

2. Only 18.2% of the respondents with shorthand skill 
felt they had been promoted because of their 
shorthand skill. 

Even though many secretaries did not use shorthand at 

work and did not feel they received benefits such as 

increased pay or promotion because of their shorthand skill, 

they still believed that shorthand should be included in 

secretarial training programs. 

1. Thirty-two of the 44 respondents with shorthand 
skill, or 72%, felt that students training to be 
secretaries should include shorthand as part of 
the training program. 

2. Three-fourths of the respondents with shorthand 
skill did not feel they had ever been promoted 
because of their shorthand skill. 

3. Of the respondents with shorthand skill, 72.7% 
felt they did not earn higher wages because of 
their shorthand skill. 

4. Seventy-seven of the 98 respondents, or 78.6%, did 
not feel that their employers were willing to pay 
more for a secretary with shorthand skill than for 
a secretary without shorthand skill. 

Recommendations 

Because this study's population was limited to 

secretaries who work in Helena, Montana, the recommendations 

made by the writer in the following paragraphs are directed 

specifically toward the secretarial training curriculums 
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offered at the Helena Vocational-Technical Center. However, 

some of the recommendations may be appropriate to other 

secretarial training programs, especially those offered in 

the Helena area. 

1. The writer recommends that shorthand be offered as 

an optional, not required, part of the secretarial 

curriculum. This recommendation also applies to specialised 

programs for legal and medical secretaries. Shorthand 

should not be required since (1) secretaries do not usually 

receive any reward such as higher salary or promotion 

because of having the skill, (2) the majority of employers 

do not require shorthand for their secretarial positions, 

and (3) in the future, fewer employers are expected to 

require shorthand for secretarial positions. 

However, because the majority of secretaries with 

shorthand skill believe it should continue to be offered and 

because there is a slight indication from the data that 

secretaries with shorthand do receive higher overall 

salaries, shorthand should be offered as an elective for 

secretarial students if enough demand for the class exists. 

By making shorthand an elective course, more room is 

left in the curriculum for other courses which may be 

necessary due to changes which occur in secretarial duties 

because of new technology. 

2. The writer recommends that the speed standards for 

shorthand students be consistent with what employers require 
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on the job, approximately 80 words per minute. This level 

of skill is sufficient to take dictation from most employers 

and to be used for jotting messages, making lists, and other 

personal uses. Most students can obtain this skill level in 

one year or less by studying either a symbol system or an 

alphabetic system. Those in charge of making decisions 

about the standards in shorthand classes may want to check 

current job requirements of major employers to further 

validate the findings of this study. 

3. In order to reward those students who do achieve 

the employable speed standard of 80 words per minute, the 

writer recommends that a shorthand certificate or a 

shorthand endorsement on the secretarial certificate be 

awarded to them. 

4. Because an employable speed of 80 words per minute 

can be obtained by most students in one year or less, the 

writer recommends that the shorthand program should not 

exceed one year. Secondly, the writer recommends that if a 

student can obtain employable standards in less than one 

year, i.e., one semester or two quarters, that student 

should be allowed to receive the shorthand endorsement 

without continuing in the shorthand program. 

5. The writer recommends that practice in shorthand 

class should place less emphasis on dictation of letters and 

memos and more emphasis on taking minutes of meetings, 
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jotting telephone messages, recording verbal instructions, 

and making lists. 

6. The writer recommends that further research be done 

on the advantages and disadvantages of symbol shorthand 

systems as opposed to alphabetic shorthand systems. For 

example, if 80 words per minute is an acceptable speed for 

employment in a position where shorthand is required, do 

students achieve this rate faster learning a symbol system 

than they would learning an alphabetic system? Although the 

majority of the respondents in this study used symbol 

systems, nothing in the research would indicate that one 

system was better than the other. 

7. Because fewer secretaries are transcribing letters 

and memos from shorthand, the writer recommends that less 

time be spent in a shorthand program on transcription 

skills. Some transcription is necessary in shorthand class 

to evaluate if the student is getting the dictation on paper 

and if the student is able to read his/her notes. However, 

the fine tuning of transcription skills which involves 

spelling, punctuation, grammar, and document formatting 

should be learned and fine tuned in other secretarial 

classes such as machine transcription, business English, and 

word processing. 



APPENDIX A 

LETTER OF TRANSMITTAL 

April 2, 1988 

~Fi~ 

''F2" 

''F3~ 

"F4'' 

Dear Secretary 

As a vocational educator, I am very concerned about teaching 
the skills necessary for a student to obtain a job in the 
secretarial field. Shorthand is a skill which has been 
questioned in the past few years. As part of my master's 
program at Montana State University, I would like to find 
out whether shorthand is being used in today's offices. 
Therefore, I am surveying you and other Helena secretaries. 
Would you help me by spending a few minutes of your time to 
complete the enclosed questionnaire? 

The results of this study will be used to evaluate the 
secretarial training programs at the Helena Vo-Tech Center 
where I work. They will also be made available to others 
who are involved in training secretaries. 

Please complete the questionnaire and return it to me in the 
enclosed stamped, addressed envelope. 

Sincerely, 

Glenda Elser 
5489 Sahara Court 
Helena, MT 59601 

Enclosures: Questionnaire 
Stamped, addressed envelope 

PS: If you would like a copy of the results, please 
complete the information below and return to me. 

NAME   

MAILING ADDRESS 



APPENDIX B 

QUESTIONNAIRE 

SHORTHAND SURVEY 
March 1988 

1. Hhat is your job title? 

Please check ( ) the appropriate answer to each of the following questions. 

2. In what type of business are you enployed? 
 legal  .banking 

.education .governnent 

3. How tany persons are enployed in your business? 
 1-10 enployees  11-25 enployees 

jedical 
jetail business 

.26-100 enployees 

other 

_o?er 100 enployees 

4. Are you enployed .full tine or jart tine? 

5. In what range is your current hourly wage? 
 $3.35-$5.00  J5.0H7.I _$7.01-$10.l .over $10.00 

6. Do you have a shorthand skill? Yes Jo 

If you answered yes to Question 6, please answer Questions 7-13. 
If you answered no to Question 6, skip Questions 7-13. Go to Questions 14-16. 

7. Hhat type of shorthand systen do you use? 
 synbol (i.e. Gregg, Century 21) .alphabetic (i.e. Speedwriting, Alphahand) 

How often do you use shorthand at work? 
 at least once a day  at least once a week  at least once a nonth  never 

9. tihat ways do you use shorthand at work? (Check as nany as apply.| 
 Taking dictation of letters and leaos   

Jecording ninutes of neetings 
Jaking 'to do" lists 

.Jotting telephone nessages 
Jecording verbal instructions 
Other 

10. How fast can you take dictation? 
 less than 60 wpi   .60-80 wp#  81-100 wpa 

11. Do you feel you earn a higher wage because of your shorthand skill?  .Yes 

.Over 100 wpi 

Jo 

12. Have you ever been proaoted because of your shorthand skill? .Yes Jo 

13. Do you believe that students training to be secretaries should include shorthand as part of their training prograi? 
 Yes  No 

14. Does your eiployer require shorthand of those who fill secretarial positions? 
soie secretaries depending on duties  No 

.Yes, all secretaries .Yes, 

If yes, what skill level is required?   
to fill secretarial positions?  .Yes 

.wpi Does your eiployer have difficulty finding people with shorthand skill 
 No 

15. Do you expect your eiployer to require shorthand of secretaries five years froi now? Yes Jo 

16. Is your eiployer willing to pay lore for a secretary with shorthand skills than for one without shorthand skills? 
 Yes  No 



APPENDIX C 

FOLLOWUP LETTER 

May 9, 1988 

~F2~ 
"FS" 
~F4~ 

Dear Secretary 

About a month ago I sent a letter requesting that you 
complete a survey about the use of shorthand in your office. 
As of today, I have not received your response. In case the 
survey was lost or misplaced, I have enclosed a duplicate. 

Would you please take a few minutes to complete the survey. 
The information you provide will be very helpful in 
evaluating the curriculum of secretarial programs at the 
Helena Vo-Tech Center as well as in completing my master's 
program at Montana State University. 

A stamped, addressed envelope is enclosed for your use in 
mailing the completed survey. 

Your help in completing my study of shorthand use in Helena 
offices would be appreciated. 

Sincerely 

Glenda Elser 
5489 Sahara Court 
Helena, MT 59601 

Enclosures: Questionnaire 
Stamped, addressed envelope 

PS: If you would like a copy of the results, please 
complete the information below and return to me. 

NAME   

MAILING ADDRESS   



BIBLIOGRAPHY 

Angerosa, Angela M., "Secretaries Come of Age in the 
Eighties," THE SECRETARY, Vol. 48, No. 6, June/July 
1988 

Auld, Lorene, Doris Bentley and Annette Nunes, "Shorthand 
Learning Problems: Diagnosis and Prescriptions," 
BUSINESS EDUCATION FORUM, Vol. 36, No. 5, February 
1982. 

Barnes, Cynthia C., "Shorthand--Do Secretaries Need It In 
the 80's?" BALANCE SHEET, Vol. 63, No. 3, December 
1981/January 1982. 

Barr, Lowell and Patricia Fairchild, BASIC ENTRY-LEVEL 
COMPETENCIES NEEDED FOR EMPLOYMENT, FINAL REPORT, 1984, 
Wyoming University, Laramie. 

Bennett, Marianne B., "Wanted: Secretaries With Improved 
Basic Skills," THE BALANCE SHEET, Vol. 67, No. 3, 
January/February 1986. 

Briggaman, Joan S. and William F. Clynes, "Articulation: 
Secondary/Postsecondary Teachers of Shorthand," THE 
BALANCE SHEET, Vol. 60, No. 5, February 1979. 

Culver, Gordon F., "Shorthand and the Office of the Future," 
BUSINESS EDUCATION WORLD, Vol. 63, No. 2, 
November/December 1982. 

Elmer, Timerra L., "Survey, Evaluate, and Change," THE 
BALANCE SHEET, Vol. 64, No. 5, May/June 1983. 

Fulwiler, Margaret A., "So You Think Shorthand Is Not In 
Demand," THE OHIO BUSINESS TEACHER, Vol. XLIII, April 
1983. 

Fusselman, Kay, "Job Market for Secretaries Exceptionally 
Strong," THE SECRETARY, Vol. 48, No. 1, January 1988. 

Fusselman, Kay, "Number of Ads Increases 11.5%: Computer 
Uses Up; Shorthand Down," THE SECRETARY, Vol. 46, No. 
1, January 1986. 

Fusselman, Kay, "Secretaries: A Profile," THE SECRETARY, 
Vol. 47, No. 7, August/September 1987. 

Hart, Maxine, "Changing Secretarial Jobs and Implications 
for Teachers and Administrators," BUSINESS EDUCATION 
FORUM, Vol. 39, No. 5, February 1985. 



59 

Holmquist, Donna and Debra S. Knosp, “Shorthand—To Be or 
Not To Be," BUSINESS EDUCATION FORUM, Vol. 40, No. 6, 
March 1986. 

Houston, James E., THESAURUS OF ERIC DESCRIPTORS, Oryx 
Press, Arizona, 1986. 

Kalow, Samuel J., “Electronic Dictation: An Easy Way to 
Communicate," THE OFFICE, Vol. 107, No. 5, June 1988. 

Keely, Jane, “Speaker for the House," GOOD HOUSEKEEPING, 
Vol. 203, No. 1, July 1986. 

Kilpatrick, Retha H. and Debbie Morris, “Skills and 
Knowledge Needed for Entry-Level Office Occupations," 
THE BALANCE SHEET, Vol. 67, No. 1, September/October 
1985. 

Kocar, Marella J., “Machine Shorthand: A Viable 
Alternative," BUSINESS EDUCATION FORUM, Vol. 36, No. 
1, October 1981. 

McGowan, Jeanette, “Shorthand—A Vote of Confidence," 
JOURNAL OF BUSINESS EDUCATION, Vol. 60, No. 2, November 
1984. 

Metcalf, Robert, “What It Takes To Be A Real Secretary," 
THE BALANCE SHEET, Vol. 65, No. 1, September/October 
1983. 

Nanassy, Louis C., Dean R. Malsbary, and Herbert A. Tonne, 
PRINCIPLES & TRENDS IN BUSINESS EDUCATION, Bobbs- 
Merrill Company, Inc., Indianapolis, 1977. 

Nixon, Judy, “More Reasons for Shorthand," BUSINESS 
EDUCATION WORLD, Vol. 63, No. 2, November/December 
1982. 

Pullis, Joe M., "Developing Realistic Standards in Shorthand 
Transcription," THE BALANCE SHEET, Vol. 65, No. 1, 
September/October 1983. 

Rowh, Mark C., "Dictation Systems Not Bound by Time or 
Space," THE OFFICE, Vol. 107, No. 5, June 1988. 

Rowntree, Derek, A DICTIONARY OF EDUCATION, Barnes & Noble 
Books, Totowa, New Jersey, 1982. 

Schimmel, Warren T., "Shorthand in the Age of Technology: An 
Administrative Challenge," BUSINESS EDUCATION 
FORUM,Vol. 39, No. 9, May 1985. 



60 

 , "Shorthand is Alive, Well, and Necessary," THE 
BALANCE SHEET, Vol. 64, No. 2, November/December 1982. 

Schindler, Irene, "Is Shorthand Dead, Terminally 111, of 
Just Ailing?" BUSINESS EDUCATION FORUM, Vol. 38, No. 
8, April/May 1984. 

Simcoe, Annell Lacy, "Word Processing Instruction: Should 
Business Education Be Proactive or Reactive?" BUSINESS 
EDUCATION FORUM, Vol. 34, No. 6, March 1980. 

Stoufer, Bonita, "The Office of the Future—Its Impact on 
the Postsecondary Office Technology Programs," JOURNAL 
OF BUSINESS EDUCATION, Vol. 58, No. 4, January 1983. 

Sullivan, Virginia, "The Electronic Office: New Beginnings 
for the Secretary or Beginning of the End," JOURNAL OF 
BUSINESS EDUCATION, Vol. 58, No. 8, May 1983. 

Swanson, Jean C. and Neil E. Swanson, "Voice Input: Myth or 
Reality?" BUSINESS EDUCATION FORUM, Vol. 39, No. 9, 
May 1985. 

WEBSTERS, THIRD NEW INTERNATIONAL DICTIONARY OF THE ENGLISH 
LANGUAGE, UNABRIDGED, G. & C. Merriam Company, 
Publishers, Massachusetts, 1971. 

White, Shirley, "An Analysis of Secretarial Employment Ads 
with Implication for Curricular Modification," JOURNAL 
OF BUSINESS EDUCATION, Vol. 58, No. 4, January 1983. 


