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tests, job placements and job successes. Schultheis says that
the management by objective 1n industry gave the impetus to the
movement in education. "Many legislators, gvovernment officials
and educational administrators have tried to impose business man-.
agement practices on the cducational systewm, hoping in the process,
to improve the process to i1mprove the outcowmes and efficiency
of the system.'" (Schultheis, p. 29-33)

Schul theis 5%?? 4 resistance to the accountability movement
/

based upon a number ot considerations. e sayvs that what happens
in the classroom is comples and is iInfluenced by tactors besides
teachers; i.e., administrators, counselors, the learning environ-
ment, stute Jdepartments and state boards of cducation, plus state
legislatures. He fears that the teacher alone will be held account-
able when in fact he/she cannot control many ol the variables that
contribute to a child's success, such as the child's previous
educational e¢xperience, its socio-economic background, and its
genetic endowment. (Schultheis, p. 29-33)

The accountability movement has given rise to competency:
based educQtion where o student's achievement is based upon whether
or not he/she has met a pie determined level of competency. In an
article entitled "K - 1. Competency-Based Hiducation Comes to Penn
sylvania,'" John . Sandberg, Director of Teacher lducation at
Carnegic-Mcilon University ", . .fears that it will succeed only
in diverting vast amounts ot time, energy, and intelligence from
more important and attainable goals." In the Pennsylvania
"Project 81" the goal is to sece that students acquire the skills
and knowledpes they need to succeed in the adult world. Sandberg
feels this pgoal 1s unattainable because we don't know now what the

competendies will be in ten years, a time when the student becouwes
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an adult, in a fast-changinyg technological society. Sandberg would
prefer to teach students to read, to write, to Jdo arithmetic, to
draw, to make music, and to get along with euch other. He says,
"We are not doing these few things for enough kids now, so perhaps
that is what we should be working on instead of making new lists of

things we won't know lhow to do." (Sandberg, p. 119,)

Vocational lducation
Competency-based cducation has achieved a strong foothold in
vocationual education, and its implementation has generated strong
positive and strong negative teelings from many leaders in the field.
A strong supporter is Ben A, Hirst, Jr., Lxecutive Director

of V-TECS. In his article entitled "Laying 1t On the Line," he has

outlined the ten necessary components of a successlul competency-

based vocational program: (Hirst, p. 31.)
1. cuployment opportunities tor students
2. 1dentified tasks that workers pertorm

comoditfication of tashs to the local arca
¢stimation of time lapse between instruction and
the student's fiv -t performance on-the-job; then,
basced upon entry-level tasks, the actual writing
of the perlormance objective

5. an analysis of the caisting instructional materials
and media

development of new materials and media
development of jesson plans

testing new materiatls, media, and lesson plans
revising materials and media

10, reviewing and up Jdatiny the task analyses

~ .
—

e~ o

lHirst summarizes by saving that the development of a com-
petency-based vocational provram is not easy. V-TECS can supply
a program with all but 5 throash 9 of the above components. He
recommends that 25 percent ol the materials that are being currently
used in traditional methods be discarded. He concludes that a CBVE
program results in 1) a positive linkage between what is being

taupht in the classroom to what is performed on the job; 2) a success:
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opiented atmosphere for leurning; 3) a learning cnvironment where
competition among students is climinated and the competition between
a student's performance and that needed on the job is encouraged.
It is an approach where learning becomes the primary reason for
instruction, and the timc trame becomes less important. The teacher
sets the cnvironment for learning and acts as un aide in guiding the
student through meaningtful lcarning experiences. The learners take
on the responsibility for learning the tasks that they know will
lead to productive jobs. (Hirst, p. 31.)
Michael V. Sugarman has some reservations about CBVE., In
his article "Accountability and the Systems Approach to Vocational
Education," he calls attention to a frequently overlooked component
to successful vocational training; i.e., student rcadiness. What
is the student's attention span, motivation, and level of development?
"When the institutional philosophy is such that the
cost-effectiveness ot the training is subservient to
preparing people for uscful employment (as it 1s in

the pablic schools) the system must have the flexibility

to adapt to individual needs. Remedial or auxiliary

componcnts must be added."™  (Sugarman, p. 02.)

William i, Blank, Awsistant Professor for Adult and Voca-
tional bducation at the University of South Florida favors CBVE
provided it incorporates four essential characteristics: (Blank,
P, 32.)

1. precisely worded tashks verified as essential to

entry-level employment in the occupiation

2. learning activities tailor-made to match the

veritied tasks ]

3. sutficient time provided (within reason) tor each

student to pertform the tasks

4. certification, vrading, and exit based on the

student's ability to perform the task.

Blank miade reference to the results of Benjamin Bloom's

analysis of thousands ol major research efforts.,  Bloom concluded
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that the mastery learning approach is viable and that there are
three variables necessary to move closer to the ideal where students

reach mastery: (Blank, p. 32.)

1. cognitive entry behuviors - great care must be made
to make sure that students master prercyuisite tasks
2. affective entry hehaviors - students' f{celings about

the task must be onthusiastic
3. quality instraction.

Blank says thut a great Jdcal of research has been done evaluating
the results of CBVE and that threc messages emerpe: (Blank, p. 32.)
1. No i1mprovement 1n learning is noted it traditional

provrams arc only modified.
2. Well-designed approaches to CBVE, such us carefully
designed learnine packets and appropriate use of
the media, tend to cnhance learning signiticantly,
3. Training time is lessened and student attaitade is
tavorable in a CeVlE program.
Shultheis' article "Why the Accountability Movement Is
Going Nowhere," focuses attention particularly to vocational
education when he asks il 1t 1s tair to hold a vocational teacher
accountable when an auto mechanics student reads at the third grade
level. He maintains that competency-based instruction with criterion-
referenced measures compounds the problem of accountability. He
asks if a shorthand teacher can be held accountable for poor trans-
cription skills when the other teachers poorly prepared those stu-
dents in typing and Enplish grammar. '"Most competcency-based program
outcomes include many that are partially or wholly the turf of
teachers in general education areas.” He also warns that competency -
based education is narrowing the learning experience:

(Schultheis, pp. 29-33.)



"Many human relations, attitudinal or affective
behaviors are very difficult to state in obscrvable

and measurable terms.  When we examine the research

In job success, however, we often confront conclusions

that Tead us to helicve that affective objectives

are more critical to job success than the acquisition

ot a host of facts or number skills, Pressuare in a

systew designed to hold teachers accountable will be

to lmmit course und provram objectives to those that

are casy to describe in measurable terms and casy for

the student to acquire."  (Schultheis, P. 29-33.)

Schultheils feels that projects such as V-1TLCS are disturb-
ing becausc they fail to focus on the needs of a locality and
instead focus on a broad spectrum of a society that is highly
pluralistic. e also maintains that personnel in  school systems
which have tried measurable behavioral objectives are smothered
in a blizzard of paperwork. He feels that objectives, competencics,
and evaluations should be locally developed based on local surveys
of emplovers' requirements along with student abilities and inter-
ests and uall factors should be considered with the full knowledpe
of the pitfalls of these devices,

Gili1, Professor of bducation at SUNY College of Technolopy,
and Wilcox, Cosmetology instructor at Western Delaware BOCES, in
their joint article "A (ritical View of CBE" believe that the best
vocational instruction will be a compromise betwcen CBE and the
traditional classroom. 'The notion that everyone must achieve
minimum levels of protficicucices is unrealistic. Gilli and Wilcox
also advise apgainst validating competencies because the results or
usefulness after such a delay would be minimal. Compromise, they
say, 1s realistic. Instructors should demand minimum achievement

from each student based upon what each student can succeed in doing

within a recasonable length of time and what is nceded on the job.
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Mainstreaming handicapped puts another added dimension of complexity
into the problem and causes teachers to resent the concept of
accountability. They concilulde:
"The irony in all this 1is that excellence in C-B
immdustrial education 15 remarkably likce the good

teaching before CBE Ccame to our attention. So

let's not be carrvied awav from the pround well of

pressure to incorporate CBLE, but instead ase it as

4 tool 1n our ongolny quest to lmprove tnstruction,

Let's use 1t and not permit it to use us.'

(Gitlr, Wilcox, p. 41.)

Sowe untested new 1deas are being promulgated ¢oncerning
vocational instructional methods. Paul V. Braden and Krishan K,
Paul sugpest that a closer linkage be developed between emplovers
and vocational education where vocational education provides class-
room training and industry provides on-the-job expericence.

(Braden, p. 30-38.)

The View from Industry and Business. An abundance of lit-
eraturc ltocuses on the input trom industry and business and seens
to point to one conclusion: "tive us students with basic skills
and attitudes, and we will do the rest."

lone Phillips, in an c¢ditorial in the October 1980 issue of
"Vocational bducation Journal' summarizes the views of representa-
tives from the business community when they were posed with the
question of how vocational c¢ducation is helping them find good
workers. A common theme running through their responses is that
they all need workers who can read, write, compute, and think.
They say they can get the job done only with employces who get to
work on tiase, who cooperate with others, who take responsibility,

and who can adapt to chancce. Phillips says . . . "lhis says to

vocational educators that business recognizes the vilue of a
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program that blends the teaching of basic and emplovability skills
with the teaching of job-specitic skills. It is just this approach
that all ot the good vocatioial education programs take in prepur:
ing students for work." (rhillips, p. 29.)

In an article entitled "Business Is Ready," author Jim
Hendricks quotes Gordon L. Houpgh., Hough is retaired at age 80 after
32 years with Bell Systewm as Chairman of the Board of Pacific Tele-
phone for the last three ycars. e was founder and member of
Industry bducation Council ol tCalifornia. llendricks quotes Hough:

"To me, the job uapplication should not be the first

place where business and cducation come topether. The
first call of carcer cducation should be to teach specific

skills and the specitic skills - T'm not necessarily
referring to such activities as typing, anto repalr, or
carpentry. Vocational c¢lasses are certainly both im-

portant and usecful, but carcer education whould emphasize
the development of those basic skills upon which the
learning of other <hbills is based." (Hendricks, p.o 39.)
Mr. flough concluded:
"Vocational education programs can benefit their own
cause as well as that of their students by concentrating
more on basic skills because the emplover will send the
candidate for training in specific skills to perform on
the jobh.,"
lle also believes that vocational education should develop
good attitudes, prepare studcents to accept change, provide stu-
dents with more information about jobs, and provide students with
actual work cxperience. (Hendricks, p. 39.)

Along these same idcas, James Campbell, Chairman of the
Education Lmployment and Training Committee of the Chamber of
Commerce of the United States in his article "A U.S. Chamber of

Commerce View: Exmployers lLxpect the Best,' savs that in a survey

made of cmplovers by the Vice President's Task borce on Youth,



employers said that they soupht high school vraduuates who could

read, writce, compute, and comnanicate.,  Students who lack such

skills will not benpetit from voecupational traitnine tn the long run
for they arce not able to ftunctiron in today's cowolen and rapidly
evolving organtzations whether large or small.  "Ouality,”
according to Campbell, "is the issae.'" Given a choirce between a
first-class mechanic who doc. not come to work revularly and an un-
trained, but interested, cuplovee, the employer preters the untrained
employee who can be depended upon.  Campbell says:

"Iwployers want i1eoponsible workers. Implovers want
employces who are comjetent to face ups and downs with
courave; committed to Jdoing a good job at whatcever they
plan to do with theiv lives; able to recornize that every
projoect has a beoinning, a middle, and an ond; and able
to beoin an assicument and take each step to carry the

project to a conclu-ion of which the emplover can be
proud. smployers believe schools should teach all stu-

—

dents to work to such srtandards."™  (Cawpbell, p.o 300)

Campbell also maintains that employers uare very critical
that vocational schools take the least able students.  LEmployers
cannot turn over complen, cxpensive equipment to people who are
not quick witted. Lighty percent of jobs in business do not ab-
solutely require a colleve depree; yet 37 percent of high school
graduates go on to collepge.  There is a need for loosening the
boundaries between vocat ional oducation and college.

Robert Miller, Assi-tant Professor in the Business Education
and Administrative Service-, Central Michigan University, and
Wells I. Cook, Associate Protessor, at the sume university cites
a study done by the Vocational kducation Advisory Council in Texas,
which seems to echo the pleas of employers concerning attitudes.

A statewide survey on the "Qualities Employers Like or Dislike in
Job Applicants" found that the ten leading reasons Qmployers eave
for rcjecting job applicants were, in rank order, below: (Miller,

p. 255.)



o

l. little interest or poor reasons for wanting 4 job
2. applicant has past history of job hoppine

3. inability of applicant to communicate during job

mterview

4. health record

5. 1mmaturity (other than chronological age)

b. personal appearance

7. omanners or mannevias

8. personality

9. lack of job-related skills
10. poorty filled out job application form

A back to-basics supporter is Len Mrachek. In an article
entitled "Forward to the Busics,," he emphasized the need for teach
ing basic skills at all lcvels of schools and encouraged vocational
teachers to take advantagce ot the "golden opportunity' to show the
general cducation teacher the necessity of properly preparing stu-
dents so that they can mecet the challenges of a modern, technolopical

society. (Mrachek, p. 23-25.)

Business lLducation

Those business educators who are totally competency-based
are very enthusiastic; but there are others who believe that total
CBE does not focus suftficiently on basic skills and attitudes nec-
essary for job success.

Charles Walejko, Business Chairman with the Business Educa-
tion Department of Woodrut! Regional Occupational Center in Stockton,
California, authored an article entitled '"How to Be in 30 Diff-
erent Places at the Same Time.'" Woodruff 1s totally competency-
based and he identifies their number one activity as helping stu-
dents solve problems that are blocking their paths toward job com-
petency. At Woodrufl student ardes are used extensively to help
solve the problem of a tceacher's being in 30 places at the same
time. Aides nust have cloacly delined duties; they must be care-

fully trained in those duties; and they must be closely supervisced
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in the performance of those tusks from the beginning. Storage of
materials is also a problém. No one has access to the storage except
students who are paid to work there. There must be control of
reproduction and students must have access to keyvs for evaluating
their work. tvaluation of the overall program is sought from stu-
dents, both current students and students who have vraduated; from
teachers, counselors, and administrators; from advisory committeces,
and emplovers. (Walejko, p. 31-306.)

Jane M., Banks, Certitied Public Secretary, and Professor
of Secretarial Science at Brookdale Community College, New Jerscy,
feels that sccretarial students, in addition to shorthand, typing,
and English skills, must have definite skills which she calls
"survival skills" to enablc them to get and keep jobs long enough
to be promoted vertically or horizontally. These skills include:
(Banks, p. 18-22.)
1. Communication: Ability to
a. handle the tclephone
b, ask questions and to listen
¢. locate information

d. develop chronological files
e. track the excecutive

o

. Decision Making: Ability to

a. make decisions

b. work under pressure.
Thomas R. Allen, Jr., Protessor in the College of Business, Appala-
chian State University, Boone, NC reports that in a recent survey
conducted with employers and tcacher coordinuators of cooperative
office education programs, results decidedly revealed that most

problems ure cither dirvectiy or indirectly related to poor written

and oral communications. Problems identified in written communica-

tion werce specitically noted in the following arcas: (Allen, p. 55.)
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1. poor handwriting

2. misspelling

3. lack of sentence variety

4. little knowledse of basic sentence stiructure
5. un absence of rhetorical classification

6. inability to paragraph

7. too much ewphasts on "I

8. lachk of evidence of use of the 5 "W's"

9. poor reading abrlity

Oral communication problew- were identified as:

1. inability to handle telephone

2. lack of the usc of the 5 "w's" in relating
information

3. Tack of tact in darly transactions

4. failure to couwprohend and commenting upon a
problem without tfirrst understanding 1t.

Legal Secrcturial

The availability of rescarch in the legal sccretarial field
was limited; however, onc master's research study was done in 1975
by Wanda lUreceman entitled "lthe Role of the Legal secretary and
Legal Assistant in Law Uftices in Atlanta." Freeman found that the
ten most trequently pertormed duties in law oftices in Atlanta
were, in ordcer of importance: (treeman, p. 10.)
taking dictation and transcribing
filing
answering the phone
billineg clients
5. composing and answering routine correspondence
O. handling closed ftiles
. acting as host or hostess in the office

S. handling incoming mall

9. piacaing long-distance phone calls

10. discarding certain mail selectively.

Parl B. Russell, rescarch specialist and coordinator of the
Advanced Study at National City for Research in Vocational hduca-
tion, Ohio State University, cites the Mid Westchester Center for
Occupatiovnii Bducation at Valhalla, NY as a school to contact con-

cerniny an onvoing Leval Sceorctarial Program under total Competency-

Based btducattion. The scicotion of this school and specitic legal
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secretarial program was bascd upon the propgram's mecting the
following criteria:

1. pretesting of students upon entrv
2. allowing each student to proceed to subscquent
Iinstruction us soon as performance objoctives
are met
3. providing an alternative method ot instruction
it o student doo o not achiceve a learnine task
d. recording a student' portormance as cach objec-
tive 1s achicved
5. placing greater cmphasis on exit requircements
than on entrance requirements
6. exliting students on the basis of competencies
evaluated by criterion-referenced testing,
I'f further information on this legal scoretarial program is
desired, bonna M. Santa mav be contacted by writing or telephoning

914 701-3400. (Russell, p. 55.)

Summary

Although there secms to be much controversy concerning the
effectiveness of the compcetency movement in the area of general
education, there seems to be u consensus that in vocational educa-
tion the direction is toward total competency-bascd cducation or
to a compromise where the hest of CBE and the traditional methods
are inteprated.

Avong cmployers, there is a definite cry for educators to
swing back on all levels, from Kindergarten through 12, to an
emphasis on basic skills, a4~ well as an emphasis on developing
improved attitudes.,

Sitgniticantly, surveys ot employers in business seem to
point to a necd for better oral and written communications among

job applicants coming from business curricula.
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Employers seem councerned that the lack ot basic sKills will
prevent today's youth trom boing successfully as.amilated into the
highly technological work torce that will be aceded in the years
just ahead. They are cantioning vocational cducators to find 4 bal-
ance amony three elements of cimplovability: a) basic skills, 2} job-

specific skills, and 3) attitudes,



CHAPTER TT11

METHODS AND PROCEDURES

Methodology

To determine which ot the 104 V-TECS tasks are per-
tformed in the Norfolk-Portsmouth-Virginia Beach area legal
offices, the researcher designed a survey to he answered by

legal secretaries alrcady working in legal offices,

Population

Because the survey involved responses to 104 tasks,
a personal contact seemed advisable in order to secure a
reasonable response. The researcher contacted the Presidents
of both the Virginia Bcach and the Norfolk-Portsmouth Legal
Secretaries Association and requested and was piven permission
to attend a meeting of  cach association to cexplaln the pur-
pose of and to distribute the surveys.

Virpinia Beach had a total membership of 27; Norfolk-

Portsmouth, 42,

Field Procedures

On March 23, 1980, the researcher attended the Virginia
Beach lLepal Secretarics Association and distributed surveys to
those in attendance; on April 2, to the Nortfolk-Portsmouth
Association.

One week followiny ecach of the meetinys, a letter was

sent to those members not in attendance requesting that they
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complete the survey and return in the mail within approximately
one week.

A follow-up tetephone call was made to ecach member not
returning a survey approximately two weeks following the mailing
of the letters, 4

Sixty-nine lepal sccretaries werce contacted personally,

by mail, and by phone.

Questionnaire

The questionnaire was designed in two parts. Part "A"
Fisted the 104 V-TLCS tasks. The respondents were requested to
check one of three columns. The directions follow:

Place a ¥ in Column 1, "Essential," if a task

is so important in your office that you would

not hire i4n e¢ntry-level worker if he/she is not

highly proficient in its performance.

Place a 4 in Column 2, "Helpful But Not Essential,"

it a task is pertormed in your office but you

would consider hiving an entry-level worker who

is not proticient in the performance ol that task.

Place a ¥ in Coluan 5, "Not Needed,'" if a task
is not pertormed in your office.

If the respondent checked Column 1, the rescarcher
assumed that this ta-h 15 performed by the sccretury; and that,
in her opinion, she would not have been hired without a reason-
able proticiency in 1t~ performance.

I Column 2 wa. checked, the researcher assumed that

| | | Rl
this task is performed by the respondent; but, JnA.er opinion,
/@hﬁ/could have been hirced without proficiency, and that pro-

ficiency was developoed on the job.
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If Column 3 was checked, the rescarcher assumed that
the task is not pertormed by the respondent.,

In Part "B' of the questionnuive, a list of ten abilitices
(skills and attitudes) were listed with space for the respondent
to add any that were owttted which she felt to be significant.,
The respondent was ashed to rank the abilities in importance
by placing a "1" beside the ability she considered to be the
most important in a legal ottice; a "2" beside the second in
importance, etc.

Ihe researcher's purpose was to arrive aut a quantitative

ranking ol these skills and attitudes.

Sumnmiary
The purposc and design of the survey was to:

|. determine to what extent each task is performed in
legal oftices in the area scerved by the Norfolk
Technicat Vocational Center;

2. and, to Jdetermine how legal sccrcetaries view the
importance of mastery of these tusks in relation
to certain uther basic skills and attitudes.



CHAPTER TV

FINDINGS

A total of 35 questionnaires were returned representing
input trom 47 legal scevretaries,  Several large offices having
a number of secretaries 1n the legal secretaries assocliations,
collaborated and returncd one questionnaire representing the
combined views of all the wmembers. The size ol the offices

ranged from 1 lawyer to .5, and from 1 secretary to 35.

Part "A"
On the pages that tollow is the actual questionnaire
with the percentage of responses for each task shown in the

appropriate column at the right.
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SUBVEY INSTRUMENT
Please fill in the following infornu: un

Name of Law t vin

Address of Law ! i

Name of Respundent

Phone Number

No. of Lawyers, Associates, etc. , o No. of Office Waerkers

PART A

Listed below are 104 tasks that have been pesearched and developed by a tesm of researchers
in Kentuchy e tasbs that are perforecichy looad s wretaries. The purpese of 5 questionnaire
is to dovvimne who o these tavhs oo oo d by entry-level workors vooatonally trained
in legal secreian but without jub oo 5o e e degal offices in Nuttoln woed Vinginia Beach.,

Ideatty, a teas o shoabd teach virta diy it these tasks, Time will not ponit such thorough
training, Yoo can Lot bedp legal socn oo ab tes s i your area to tocus v thie truly essential
tashs by conglotng the tollowing suive s,

INSTRUL TS

- . . » - ¥ " . -y
Placea 1 o Colamn 1, “Essential,” ot cphicif a task is so important i your office that
you would nut bire wnentry-level workboi at i/ ohe is not highly proficient in its performance.

Place a p/ s Column 2, " Helpiol Do e Eaeential)” at the right if a ek is pertormed in your
office but you wouid consider hirng v ety fovel worker who is not piolic st in the perform-
ance of thai 1o .

Place a A/ i Coiuran 3, “Not Noedo o7 v a task is not performed in your oiiice,

Helpful
But Not  Not
LEGAL StCRETARIAL AR Ls-ential Bssential Needed
e and Orgasicing g v :
1. Arrange olit o fiyouar UL kY LY
2. Plan woik wid st priorities 0o 23 12
Surosaising and e pleos ating
3. Actas Nty vt El 60
4. Add suppieowenin to law library 11 W 22
Py o=ty and Lvaluating
5. Inspect inncicrs b aontrany kR 37 29
6. Inspect chicons For eoveptability ETHE 7] 2K

Loantating and Fortoraing
Porso s Activitios Loa 10 pdayer
7. Make arranicciocats for employer s oo U 03 17
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Survey Instrument - Page 2

10.
11.
12.
13.
14.
15.
16.

17.
18.
19.
20.
21.

22.
23.
24,
25.
26.

27.
28.
29.
30.
3t

32
33.
34.
3s.
3u.

37.

38.
39.
40.
41.
42,

43,
44.
45.
406.
47.

48.
49,

LEGAL SECRETARIAL TASK

Pertormdng Geneosd 000 oion Duties
Take dictatica directly at ety L wiier
Take dictation of and tramsdeit v by betters

e vining Generad Fvpeo e Dutes
Take divtsinnof and travinei 0 o nda

Take cictativn ol andd transc i a0 ne conversations

Type vome ban returns

Type b oives vatnarandas, aiid a0 fom lenghand nates

Ty pe oo vos tioam previousty 1y, oo o naterdl

Type v ada from previo. 0ty o wcitien material
Type roparts from previousty Ly s Gttt materials

Pro o Client oo
Prepare e oot bromdin oo
Progoce avce wonts from rongi diadt
Prcé"“: < bl ot sale
Propuae codails
Propase coatiacts from dictation

Propare contoqts on pre-pruitod forms
Propore des o deam dictaiion

Propoae do i oa gieprinad Lo
Pfi.'lufi‘f ooy broan dictateon

Prepose dcases cn pre-printed 1o

Preposc move coes from dict i
Prepocmor, Lo onpreprin: o foumns
Propioe chiae chmortgaves o e s dated forms
Fropose prosasery notes frun o 1 fioen
Propooe puomisaory notes an e e d forms

Propooo pov s of attorney Fooan gt aion
Propaac piovers of attorney ¢ pne ponicd forms
Projnae walls

Prepare arin b s of incospoi.an

Prepuic vorp adon mimne ool

Prepaie stock certificates

Pieparing Court Dovaments
Propare 2o Gon papets
Prepaie 3t dts trom typowiitien copy
Prepos e albaaits Tor motions aind notice
PI&‘!‘,..UL‘ TR

Prepore pag e for banbaupay

| of FUTRRENE PRTRN

Pre, o v cun nrints on presadoasd boris
Pivp v cony tants Irom sae d s
Prog o con s feam b,
Propoore avowar and counte Laos

Prepae aooors and eross Claioe

h 4 M c
‘Jt\l‘ (AR EXPRNENLI ) H

b ssential

Tz

iy
S |
t s
oyl

Helpful
But Not
Essential

Not
Needed

s
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Survey Instrument - Page 3

LEGAL SECRETARIAL TASK

e
Helpful
tut Not  Not
Lssential bosential Needed

50. Prepare restraining orders {injunctions) ad o a0
51, Prepare judzments 37 4y
52. Prepaie sacions 10 5
53. Picpare saotions and notice 10 1)
54. Picpaue votices 1U (
55. Prep we st hic nstices 31 51 17
56. Prepare widos ‘ Nl 38 8
57. Prepaic petinans from dictation n 1) R
' TN il L§ R PR SN, RS S
gg :):::;1:: ; z‘m‘s 3 from sample forms 0 0 0
. MATE stdipreitay ) ; M
‘ 1] So 19
60. Prepare susun s 7 () 24
61. Prepare i ctitions and certificates fur dissolution of marriage 1a 37 14
62, Propare tinin s of facts and decrees Tor dissolution of marriage 77 21
63. Picparc bapn s For probate court 13 23
64. Prepuse tinad s tthements of evtates ’ -
65. Prepare papsers for child suj - Je L
O Prepare pancrs tor child support 30 19
Poriorming Mail-Handhiog Dutics )
66. Prepaie convelopes for mailing Su K .
67. Forward nail " AU
68. Hundle sy cialived mail G0 3 O
69. Prepure o chosure materials for outgoing mail S Oy
70. Process itveming mail N T o
Parfurimng Filing Duties
71, Establi batpd ahenical system of fiding Ao 31 23
T2, Keep o' ubenal Tiies 65 3] O
73. l:?‘;.xé'»!.- foiare e system ot ity :1' —w :,’”‘_,’ 34
T4. Fite s v orically Ty " )
75. Establdy sde of addresses and web-phone numbers c 17 3 '1 I]
76. Estbited file of Loy ad forms 4R 7y, O
77. Trazsior st Socawd Files R 10 12
78. Obtain iete b or information fiom tiles e Er El
79. Search for Lot apaterials in tiles e 20 3
by .
Perlonming Accouniing and Financial
Recordieepmg Dutics
80. Keep (hoikbaok 10 17 37
81, Keep ivome and expense records e 47 70
i =0 b= A —
82, Prepare b:mi\ Jepyosits 10 oz 3]
B3. Prepare ativce payroll o ‘4"“"“‘“ 40
B4. Prepare quariorty tax withholding reports o 13 =
B5. Recoodis bank statements l S
31 5 S 34
86. Initiate anid muantain client secords R i3
87. Prepoie and post petty cash vorichiers 1, 63 7]
88. Proguse and sost check revns 1 19 71
89, tewnete and cintam client aconrait shects T "
90. Prepere stat cionts 1o st A = 3
. l‘<‘_'b!( St aiadils 10 Qe ii i) . .
Porforoing Cliriead
91. Apply ior e ary public TN 1 Sl I
92. P!'a‘p,:wg Vool X pe e volicio i 11, A

Murk cxtueats prosented in oot




94.
925.
96.
97.
98.
99.
100.
101.
102
103.
104.

Revevos vl
Receive 10
Receive toid

Helpful
But Not Not
Survey Instrument - Page 4 Essential Essential Needed
LEGAL SLCRETARIAL TASK
[0 ‘(5) %
Periorming Receptionist Dutics
Greet clionts or vicitors 57 11 3
recond aa tony distance te! phone calls Y L34 14
Comgp.ie reconds of long distunce teiephone calls 2h o H 14
Muke itrodaioans 2l 17 A1
Make tong ditance telephone catls VN R 3
Plece o rad vaigoing calls Y 20 —_—
sene calls for employer -8 gV ———
coae calls from plaanitis b S - b
phione calls from dutecdanits BV - A1
Send 1otz ares o cabligrams 51 2Ll 14
Contaat mioinational sources 57 A7 . 5

PART B
INSTRUCTIONS:

Below is a tist of secretacial skilis and attitudes. Rank them in the vider of importance by
placing a 1" in tront of the skili o aititude you consider to be the mosi important for an
entry-lovel worker; a 2" infront of the <2l you consider to be second inimportance; etc.

Please whid wiry conitied shills or attandes ihat you feel are important at the bottom of the
list beture bt to rank.,

Abiliy
b

Spell w7 pactuate

CO"H‘H)’ IR T PR

Use coreo €y onnrar verbally

Use conov v v onvar in written communications
"?;'x"' IR . { i(.“x’il]ihﬂ)'()gy

Porionn: i s s as listed in Pairt A of this survey
Pypeo ot 0 o Ta waords per minute
(V‘ ‘ I TRt | t’:"x‘ dl)oV(')

Get alan oot to anikers
Ben:ooooo o
Be erthoo ot

Otha

| deeply arpreviate your teking the tune to complete this survey. When completed, simply
mail st in (e attached sell-adiic oo stamped envelope.

Mot Hamilton, Teachier

Lo Otiice Procedures

Meoocin e foechnical Vocational Coster
D e Atitary Mishvay
Fictiotk, VA 23502

Pioo L 615510
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Part "B
In arriving at 4 quantitative ranking of the 10 skills
and attitudes in Part "K," the researcher placed an inverse
point value on the respondents' ranks; for example, if spelling/
punctuation was ranhed t1r=t by respondent "A'" 4 value of 10
points was assigned to that ability; if respondent "B" ranked
spelling/punctuation sceond, a value of U points was assigned;
a ranking of third by respondent "C," a value ot 8 was assigned,
etc. {Values from nine yuestionnaires were not tabulated
because of various reasons which made the information invalid.)
when the total point values were computed, the results

were as follows from the highest point valuces to the lowest:

Total
Ability to: Point Value#*
Spell and punctuate 240
lse correct vrammatr (written) 211
Use correct grammar (verbal) 1uo
Tvpewrite 153
Spell and use lepal terminology 124
Be enthusiastic 117
Get along with ¢o workers 11
Pertorm job-upocitic tasks I
Compose letters 104
(\,”

be innovative
These values arve graphically illustrated by the bar

graph on the following pave.

*A perfect point value would have been 60 (every re-
spondent ranked that parvticular item first.)



QUANTITATIVLE RANKEHG OF QUESTIONNAIRES -~ PART B

A Scur

(Rank o

Ability ¢

Spell and punctuate

Lse corrvoet
(written)

g rammar

Usce correct

(vorbal)

grammar

Typewrite

Spell il Use legal
terwinoloyy

Be cnthusiastic

Get along with
co-wiorkers

Pertorm job-specific
ik

Compose letters

Be: innovative

o
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First
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CHAPTER V

CONCLUSIONS

In teaching a typical legal secretarial program,
teachers must realistically choose to develop those basic
skills and proficicncies that will permit students to find
employment in legal ottices and to move in time into positions
of responsibility and caployee satisfaction. 1t is evident
that a three-hour-per Jdav, one-year program Jdoes not provide
sufficient time to develop a high-level of proficiency in
each of the 104 tasks listed in the V-TECS Catalog.

Obviously, vertain tasks must be omitted from an edu-
cational program to be later learned on the job. The researcher
suggests that those tasks indicated by a score of 50 percent
or above in Column 1, "l'ssential," be included in a legal
secretarial course of studv, if time permits.

1t one examines the 50 percent or more cutoff, it 1is
clear thut certain study arcas are more important for entry-
level success than others. The following arcas would need
concentration in the classroom:

Pertforming Cencerval Typing Duties

Preparing Clicnt Documents

Preparing CIRTAIN Court Documents

Performing Mail tlandling Duties

Performing Liliny Duties

Performing Kecentionist Duties.

Within these gencral areas, there are tasks falling

into the below 50 percent cutoff which could be omitted. T
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addition, there are a number of tasks in the peneral areas not
listed previously which would bear including because of the
importance attributed to those tasks by the respondents (See
Pages 25 to 28).

In Part "B" the respondents ranked job-specific tasks
as seventh in lmportance. The researcher would recommend,
therefore, that a teacher, before moving a student into the
learning of job-specitic tashs, make certain that he/she has
a high level of proficiency in the following arcas:

Spelling and punctuation

Use of correct grammar in written communications

Use of correct grammar in verbal communications

Typewriting

Use and spelling ot legal terminolopy.

Summary

The researcher's overall conclusions from this study
echo the views set forth in Chapter II of thosc employers
who urge vocational teachers to emphasize mastery of basic
skills either prior to or concurrently with the teaching of
Job-specific skills, This is not to say that teachers can
omit tcaching job-specitic skills; only that mastery of basic
skills must not be releguated to second place.

Most of the comments (see appendix) made by respondents
indicated a need tor developing basic skills and professional
attitudes as a first priorvity. There scemed to be a general
consensus that an employce with good basic skills, initiative,

and good judgment can become a successful lepal secretary.

PR, ya— [ R SR ey ¥
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SAMPLE COVER LETTER

Nortolk Techin. ol Vocational Center

b o i iy HIGHWAY
Foo e i v dTEA 23502

Apred 10, 1981

Ms. Linda C. Johnson

c/o Jeremiah AL Denton, LIl, bsyuire
120 8. Lynnhaven Road, suite 200
Virgiutia Beach, VA 23402

Dear s, Johnson:

I tesct legal Oftice Procoedures at the Nortolk Technical
Vocaticnnl Center and am asking for the help ot the members
of the Nortolk=Portsmouth bhepual Secretaries Association on
a rescareh project.,

The purposc of the rescarch is to determine what tasks are
perforuscd in local legal oltices by secretavios and what
skills you would expect an ENTRY-LEVEL worker to be pro-
ficicnt in BEFORE enmplovient in your oflice., The results
of this survey will help omee to develop the curvicalum in

legal conmunity.,

As 1 mivsed seeing you at the last Legal Scoercturies meeting,
I am c¢nclosing a copy ol Lhe survey with this letter, Would
you plecsse take a lew minutes to complete it and return it

to me within one weck.

When completing the suarvey, Keep in mind that the survey is
to determine what skills are necessary for an LATRY-LEVEL
worker to have developod PUIOR to applying for cuployment
in your office. T

When you have completed the survey, just drop 1t in the mail
in the envelope that is enclosed,

Thank you for your holp.
Sincerely yours,

) /}/ -
) / /14,, 2ot (gé/)/}u,/ffn

!

Margarcet/Hamilton, tTeacher
Legal OfWice Procoednres
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RESPONDENTS' COMMENTS

The following comments were written in the "Other'" section
of Part "B":

Good phone manners!

If you are innovative, cnthusiastic, easy to work with, and
possess basic skills that are good, you can be trained to

do anvthing in a law ofttice! Without basic skills, the others
are unimportant!

Abilityv to learn procedures gquickly (without repetitive in-
struction required)

I don't tecel 1 can place a "rank'" on the importance of these
skills., They arve all of the utmost importance in my office.

I have interviewed apolicants for 12 years and found that

very few were skillod on vrawsar and punctuation. A typlst is
no greater at 100 wpm than at 40 wpm i she has no idea where
to place o comma,

[ can't =tress enouch how twportant decent spelling and grammar
are'  When these ave present, with a little common sense,
the rest will tollow!

Thirst tor knowledpe (whyo, whats, and fors)
Be courteous

It i+ important to kncew tine Courts and their procedures - How
thev want their pleadin o scet up, ete.  There is also docket

calis, praccipes, and Jechetr sheets, which are very important.
Also, foepine a cadendor Showing dates cach and cvery attorney
has sowcthing scheduled; trials, depositions, conterences, ot

Pertection (in typionel, nolt speed Is requiired.
fLovalty, contidentiality, ncatness

I cannot scparate thene three items:  (spell and punctuate,
spell and use legal terminology, use correct prammar in written
communications) they are all essential.

Ability to work under pres.ure and cope with stress - 1 know
you cannot teach this bat 1t is an essential quality and |1
belicve trank discussion. would be helpiul, particalarly with
youn: stndents.  Also vou Jo not mention any mathematical
ability or use of caloadlators = most lcyal sceoretaries need
this,



RESPONDENTS ' COMMENTS, Continued

It is important to an cumployer that his/her employee be well
groomed, polite, and helptul to his/her clients. An employee's
appearance and attitude is very important. Skills come next
and specific tasks can be tearned later.

Hold professional attitude. Know how to use dictionary.
Take initiative

The majority of tashs mentioned in Items 1 thru Y3 are some-
what complicated to c¢axpect a beginning lepal scoretary to be
proficicnt, Most ol this knowledge comes with caperience.

Proper telephone procedure (may make the ditterence in obtain
ing new clients)

I feel that a class of this type would truly be beneficial

to anvonce interested 1o oentering the legal field.  Of course,
there i1s no better teacher than expericnce, but this sounds
Like o« c¢lose second. 1t wan Jdifficult to determine the differ
ence botween "essential™ and "helpful, but not cusential"
inasmoch s many coplovers are willing to work with a person
to learn, with eventual bwprovement. It would be helptul to
anyonce to hnow a little -omething about cach item listed on
the survey, but [ doubt there are many cuployers who would not
hire an tadividual tor lack of proficiency. The main attention
should be directed toward skills and attitude. when I ogradu-
ated {rowm hieh schoot | osearched for a school with this type
ol procraa, but found that 1 could only get this through
expericice.  dest ol luck with your thesis and rescarvch.



