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CHAPTER I 

PURPOSE AND SIGNIFICANCE OF THE SURVEY 

Much has been written in text books on personnel 

management concerning the use or certain personnel tools 

such as job analysis, job descriptions, job specifications, 

employment tests, interviews and application blanks. 

These text books tell of the use of such tools and their 

importance in the accomplishment of the employment function. 

They tell which tool should be used and how it should be 

used to accomplish certain things. These are tools whioh 

help management better perform the employment function. 

I. THE PURPOSE OF THE SURVEY 

It is the purpose of the survey to determine to what 

extent certain personnel tools are used in the selection 

procedures or companies 1n the Richmond area and to gather 

some general employment information concerning the selec

tion procedures of these companies. 

II. SIGNIFICANCE OF THE SURVEY 

The data collected by this survey will provide the 

information for an informative document concerning the 



status of certain personnel tools and furnish some general 

information about the selection procedures of a number of 

representative companies in the Richmond area. The data 

may a 

1. Serve as a reference for students of personnel 

management to enlighten them as to how selection 

procedures are aotua.lly performed by the manufac

turing and non-manufacturing concerns around Rich

mond. 

2. Serve as a reference for personnel managers in 

manuf aoturing and non-manuf aoturing concerns as a 

comparative analysis as to the procedures other 

organizations are using in the selection of em

ployees. 

J. Serve as an aid to instructors and professors 

2 

of personnel management to supplement their lectures 

with actual facts as to the personnel tools used for 

the accomplishment of the selection function by man

ufacturing and non-manufacturing concerns or various 

sizes. 

4. Serve as an aid to top management to evaluate 

its own selection procedures against the overall 

picture presented by this thesis. 



III. DEFINITION OF TERMS USED 

J!.2ll• The term "Job" means an ass1snment or work 

duties having a set ot duties and respone1b111t1ea that are 

ditterent trom those ot other work assignments. For example, 

two ealesolerks or typists who are performing work that 1n

volvea a1m1lar work duties, whether or not the1 work at 

the same looat1on 1n the plant or ottioe- a.re olaes1t1ed 

as holding the same job. 

Job !!!!1Js1a program. A program whereb7 the Char• 

aoter1st1aa, duties, and reapons1b1l1t1es ot each speo1t1o 

job are determined so as to d1fterent1ate 1t trom all other 

Jobs in the organization. 

Job deacrietioA• A written statement or oharaoter-

1at1ce, duties. and respons1b111t1es ot a epeo1t1o Job 

Wh1oh d1tterent1atea it trom other Jobs 1n the manufao

turing plant or ott1oe. 

Job speoit1oat1on. A written statement ot the m1n1· 

mum h1r1ns standards or apeo1t1oat1ons which must be met by 

an applicant tor a speo1t1c Job. 

Vf*1d1tz ot tests. Tests are "valid" 1t employment 

teats are t1rst given to present employees to determine 1t 

the tests aotually do what the1 are designed to do. 

We1f5hted applioai1on bl§!Plt. The items on an appl1· 

oat1on blank have numerical we1shts assigned according to 
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their relative value in predicting success in the work in

volved. The scores on all items are considered in deter

mining whether the applicant has reached the critical score 

assumed to differentiate between success and failure. 

Planned interview. The type of interview wherein 

the interviewer has worked out on paper or in his mind what 

he hopes to aooomplish, what kind of information he will 

seek or give, how he will oonduot the interview, and how 

long the interview will last. 

ffon-d1rect1ye interview. The type of interview in 

which the applicant is given a free hand to talk and ask 

questions as he or she desires. The interview is not con

trolled by the interviewer. On· the contrary, the applicant 

determines the trend of conversation. 

IV. ORGANIZATION OF THE THESIS 

This thesis is divided into seven chapters and ap-

pend.ix. 

Chapter I. "PU.rpose and Signlficanoe of the Survey," 

explains the purpose and s!gniticanoe or the thesis. It 

explains a list or terms used 1n the survey questionnaire. 

An explanation of the content of each chapter of the thesis 

is given. 

Chapter II,"Survey Procedure," explains how the sur

vey was conducted. It explains certain criteria which were 



s 
followed in designing the questionnaire. A breakdown of 

the types of information requested is also covered. in this 

chapter, together with sources of information and oharao

teristics of the firms surveyed. Attention is also given 

to such comments about the survey and survey questionnaire 

as were received :trorp respondents. 

Chapter III, •Job Analyses, Job Descriptions and Job 

Speoif1oat1ons," discusses the use of job analyses, job 

descriptions and job speoifioations 1n the employment ot 

job applicants. 

Chapter IV, "Employment Tests,• discusses the use 

of employment tests in the employment ot job applicants. 

Chapter v, UApplioation Blanks,• discusses the use 

ot the applioation blank in the employment ot job applicants. 

Chapter VI, "Other Employment Information," covers 

some general employment information not covered in other 

chapters. 

Chapter VIIt ttSummary and Conclusion," presents a 

summary and conc1usion which are derived from the general 

disoussion of the survey results. 

mhe Appendix 1nolude? a oopy of the survey question

naire, a letter of transmittal, a glossat-y of terms used in 

the survey questionnaire, and a copy of the follow-up letter. 

Some general employment 1.nf'ormation about the companies is 

also inoluded. 



CHAPTER II 

SURVEY PROCEDURE 

This survey is based on confidential data supplied 

br sixty-nine companies in the Richmond area. In November, 

1958, one hundred and thirty companies received a copy or 
the survey questionnairet a letter of transmittal, and a 

glossary or terms which explains certain terms used in the 

questionnaire. About a month later, a follow-up letter was 

sent to some of the companies which had not responded. A 

personal telephone call was made to the few remaining com

panies not responding to the follow-up letter. Eighty-one 

questionnaires or 62.3 per oent were received as the result 

of the survey. Sixty-nine were answered and twelve were 

returned unanswered. 

The concerns which returned questionnaires have been 

grouped into the following categories: 

Firms having O to 249 employees. 

Firms having 2so to 999 employees. 

Firms having 1000 to 2499 employees. 

Firms having 2500 or more employees. 

The data a~e presented below under these tour 

categories. 



I. THE SURVEY QUESTIONNAIRE 

The questionnaire was designed as a oheak list so 

that each item could be answered "yes," "no," or with a 

check mark. Some questions required written explanations 

if procedures differed from those listed. Such questions 

were held to a minimum. In designing the questionnaire, I 

tried.to follow established criteria or standards. 

Mr. Frederick L. Whitney, in his book entitled 

Elements 2t Research, lists certain standards or criteria 

to be used in evaluating a questionnairet 

l. Is the questionnaire adequately sponsored? 

2. Is the purpose or the study frankly stated, and 

is it one which calls for a repl~ under the policy 

set up ·ror dealing with questionnaires? 

3. Is the questionnaire on a worth1 educational 

topic? 

4. Is the questionnaire well organized? 

s. Are the questions clearly and briefly worded? 

6. Can most of the questions be briefly answered 

with a check mark or by a fact or figurej and is 

7 

the number of questions requiring subJeotive replies 

kept to a minimum? 

7. Is the information requested not available else

where and obtainable only through questionnaire? 



8 

8. Is the questionnaire set up in proper mechanical 

f'orm? 

9. Are the demands of the questionnaire reasonable? 

10. Is a summary of the results (or other proper 

return) promised to respondents?l 

Seven sensible criteria in designing a questionnaire 

are given as follows by G. M. Whipple, former secretary or 
the National Society tor the Study of Education: 

l. lt sbould be within the comprehension of those 

who are to answer it. 

2. It should demand a minimum amount or writing. 

3. It should be directed primarily to matters or 

ascertainable fact and less to matters of opinion. 

4. It should elioit unequivocal replies; especially 

if these are to be subjected later to stat1stioal 

treatment. 

s. It should deal with matters not oll.ly worth 

investigating but also worthwhile from the point 

of view of the respondents. 

lFrederiok Lamson Whitney, The Elements £[.-Research, 
(New York: Prentice-Hall, Inc., 19JO), p. 1¥2, quoting 
J. K. Morton, "The Questionnaire," Research Bulletin VIII, 
No, l, National Education Assooiation, 19JO. 



6. Although demanding only brief replies, it 

should stimulate supplementary oommunioations from 

the recipients. 

7~ It should promise the respondents a oopy of the 

published restilts.2 

9 

A copy of the questionnaire, a glossary of terms, and 

a f orward.ing letter is shol'm .. in the appendix. Also a copy 

of the follow-up letter 1s shown in the appendix. 

II. NATURE OP THE INFORMATION REQUESTED 

My questionnaire is divided into five main sections 

under the following headings: 

1. :L2!l :1..:n_alxs.es., l9J2. PEtsoriptions ~ :!2h Speci

ficationA• This section in-vestigates the use o:C Job 

analysis to develop job desoript1ons and job spea1-

t1oations. 

2. Emp6olmen~ Tests. This section investigates the 

use of employment tosta in the selection procedure. 

;. The f\.Bpl;1,cat1on £11&¥..• This section investigates 

the use ot the applioation blank in the selection 

procedure. 

2Ibid. Quoting G. M. Whipple, "The Improvement of 
Eduoatioii'"Ii'isearoh," School~ So,.2.ietz, 28: 249-250 (192?). 



4. !!!!. Interview. Thia section investigates the 

use ot the 1ntervie~ as to the kind of interview 

used in the se+eotion procedure • 

10 

.5~ Ge;t+,e'.!"~l Eµiplozment I11formation. This section 

contains general questions concerning the $election 

procedure and requests information suoh as the size 

of the personnel department and the n'l,Wtber of dif

ferent jobs in the oonoern. 

III. · SOURCES OP THE MAILING LIST 

Survey questionnaires were sent to representative 

rnanufaatur1ng and non-manufacturing concerns in the Rich

mond area. These concerns were selected. from four 

sources which are as follows= 

l. Coxnpanies contacting the Placement Offioe of 

the School of Business Administration at the 

University or Richmond. 

2. Companies whose personnel officers belong to 

the following Richmond personnel clubs• 

(a) Richmond Industrial Personnel Club. 

(b) Ri~hmond Personnel and Guidance 

Association. 

(o) Richmond Personnel Executives 

Association. 
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J. Companies in the Riahmond area which are listed 

in the Directory of Manufacturing and Mining 

Companies as published by the Virginia State Chamber 

of Co~rce whioh have one hundred or more employees 

on the payroll.3 

4. Other companies listed in the Richmond City 

Directory which are known to hav a p0rsonnel depart- . 

ments. 

IV. CHARACTERISTICS OF FmMs SURVEYED 

The following two tables indioate the general char

aoter1st1os or the responding firms. 

o·- 249 
2SO ... 999 

1000 - 2499 
2500 or more 

Total 

TABLE I 

FIRMS CLASSIFIED BY SIZE 

Firms 

JO 
26 

8 

bf-

Jvirginia State Chamber of Commerce. ¥1reotorz of 
Vi:rgin1?; Minuracturi~ ~ ~lining, 19.57-.58, R chmond, 
vlrgfiiia. 3-67. 



TABLE II 

FIRMS CLASSIFIED BY PRODUCT 

Manufacturing Firms 

Food an~ kindred products • • • • • • • • , • • • • • 7 
Tobaooo manufacturers • " • • • • • • • • • .... • • " • J 
Textile mill products • • • • • • • • • • • • • • • • l 
Apparel and other finished products made from 
fabrics· and similar" materials • • . • • • • • • • • • • 2 
Lumber and wood produots. • • • • • • • • • • • • • • 1 
Furniture and fixtures. • • • • • • • • • • • • • • • l 
Paper and allied products • • ~ • • • • • • • • • • • 8 
Printing, publishing and allied i:ndustries. • • • • • 4 
Chemical and,allied products. • • • • • • • • • • • • 4 
Stonet ola1 and glaas products. • • • • , • • • • • • l 
Fabricated metal products (except ordne.noe 
machinery and transportation equipment) • • • • • • • .5 

Non~Manufacturing Firms 

Advertising agencies •••• • • • • • • • • • • • • • 1 
Banks • • • • •. ·• • ·• • • , • • • • • • • • • • • • • 6 
Electr1oal contractors. • • • • • • • • • • • • • • • 1 
Munioipalitiea. • • • , • • • • • • • • • • • • • • • 1 
Hospitals • • • • • • • • • • • • • • • • • • • • • • l 
Insurance companies • • • • • • • • • • • • • • • • • 5 
Publio utilities. • • • • • • • • • • • • • • • • • .• 2 
Research organizations •••• , • • • • • • • • • • • l 
Retail stores • • • • • • • • • • • • • • • • • • • • S 
Telephone, telegraph and rc.dio coII1lllu...~1cations • • • • l 
Miscellaneous non-manufacturing organizations • • • • 8 

12 
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V,. COMME!fi'S RECEIVED FROM BESPONDEHTS 

Various comments have been reoe1ved from respondents, 

including some who answered the survey questionnaire and 

some who did not answer it. Following are some of the com

ments from those who completed the survey questionnaire: 

"Your approach seems to be an excellent one. We have 
done what we can to cooperate in answering to our best 
ability the questionnaire attaohed," 

"I appreciate the opportunity to participate in your 
survey and would be glad to answer any other questions 
which may occur to you.u 

"I hope the information provided Will be o! help to 
you, Best of luck·onyour thesia." 

'*I note in your letter that you mentioned the fact 
that the names of individual conoerns will not appear in 
the thesis •. It ia not our oustom to divulge auoh infor
mation but due to the nature of your business, we are 
making an exoe~tion in your oase. Please guard the 
information carefully and be certain that it is not 
related to this company in any way." 

"We trust that this questionnaire which is enclosed 
will be of help .to you in connection with your thesis 
toward a t-tastel' of Science Degree in Business Administration." 

"We are returning your question.nu.ire which has been 
tilled out as you requested. We hope it will be helpful 
to you in writing your thesis. Please let us know if we 
can be of further service to you." 

One was or the opinion that the questionnaire did 

not fully oover his firm as his organization was small. 

The person filled out the questionnaire and in addition 

wrote a two page lette?' explaining his operation in detail. 
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Following a.re some of the typical comments received 

from those who did not complete the questionnaire: 

"Having reviewed the questionnaire, we aro of the 
opinion that it would be more beneficial to you if com
pleted by a company which has a personnel department. 
We do not have a member or our firm devoting full time 
to the type of work in tthich you are interested. Con
sequently, we are of the opinion that the questionnaire, 
if completed by us, would be of little value." 

"After going over this matter thoro~0hly, I do not 
believe the information we could get for you in a short 
period of timo would be very faotual nor do I think that 
our type of firm could supply you with the information 
you deserve." 

"We acknowledge your questionnaire of Ootober·14th, 
and sincerely regret that we do not have the facilities 
nor the manpower to fill out suoh.an 1nvolvcc question
naire and hope that you will excuse us this time from 
not being able to oooperate.with you." 

"We are returning ttrul.t"'lswared your questionnaire as 
we do not feel that we could answer enough of these 
questions to be of any vnlue to you.• · 

"Thank you vei~r muoh for your questionnaire covering 
the employment proaedures of our company. I am sorry to 
tell you that due to the length of the quaotionnaire, I 
am unable to provide you w1th the information you need. 
However, please feel free at any time to sto~ by and see 
me and perhaps I oould halp you on a limited number of 
items ... 



CHAPTER III 

JOB ANALYSES, JOB DESCRIPTIONS AND JOB SPECIFICATIONS 

This chapter discusses the use of Job analyses, job 

descriptions and Job specifications in the employment of 

job applicants. The tables included in this chapter and 

the Appendix give a detailed picture of the use of job 

analyses, job descriptions and job specifications. Tables 

III-X show in detail the responses of the 69 companies 

arranged according to size. The reader is also directed 

to Tables XLI-XLIV in the Appendix which contain clas-

sif ioa tions of the companies according to size and also 

according to the extent to which they employ job descrip

tions and other personnel tools. Tables XLVI-XLIX in the 

Appendix give a detailed account or the use or job analyses 

by the companies responding to the questionnaire. 

An examination or these tables reveals several 

interesting oharacteristios of these 69 Richmond companies, 

and it is worth while to summarize here some of these 

oharaoteristics. 

Thirty-two, or 47 per oent of the 68 companies 

responding to Question S have some type of Job analysis 

program currently in operation (Table L). Another eight, 

or 24 per cent of the companies answering Question 6, plan 
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to initiate sueh a program in the near future. This means 

that almost three-fourths or Richmond companies are pres

ently engaged in job analysis, or expect to be so engaged 

shortly, which compares with 80 per cent in Spriegel's 

"blue ribbott' survey of i953l. A larger percentage of the 

companies with 1000 or more employees have a job analysis 

program currently in operation than is true or the companies 

with lesa than 1000 employees. 

Although only 32 companies state they have a job 

analysis program currently.in operation, we find that 44 

companies, in"answer to Question 7, say that over 20 per 

cent or their Jobs have been studied completely (Table XLV). 

Companies having 1000 to 2499 employees have the best 

coverage of jobst indeed, all seven responding to 

Question 7 have over 20 per cent of their jobs covered 

by a Job analysis program and four of the seven have 

coverage higher: than 80 per cent (Table XLIII). Companies 

with less than 2SO employees rank next: twenty-one or 

·?S .per oent of them responding to this question have over 

lw1111am R. Spriegel et al, PersoPJlel Mana.gemen~ 
(New York: McGraw-Hill Book Company, Ino., 1954), 
pp. 6)4-J.?. 
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20 per cent or their jobs covered by an analysis program, 

and seventeen or 61 per cent have over 80 per cent of their 

jobs covered by an analysis program. This is a surpris

ingly high percentage for small concerns (Table XLI}. 

Companies with 2.50 to 999·employees rank third in this 

respect. Some 14 out or 24 replying to Question 7 have 

over 20 per cent of their jobs covered by suoh a program 

(Table XLII). Companies with 2500 or more employees rank 

fourths only two of the five respondents have made com

plete studies of more than 20 per cent or their jobs 

(Table XLIV). This is also surprising, in that we would 

expect that the largest companies would have done more 

with Job analysis than smaller companies, generally 

speaking. 

Over 62 per cent of the companies answering 

Question 8 have between 21 and 100 per cent of their jobs 

covered by written job desoriptionsJ and the proportion 

is fairly uniform for companies or each size (Tables XLI

XLV). Out of the 25 companies having only a small per

centage of their jobs covered by written job desoriptions, 

five plan to develop them in the near future (Table III). 

Two companies having between 250 and 999 employees plan to 

develop written job descriptions in the near future and 

one company in each or the other three groups plans to do 

so~ 
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Tables XLI-XLV also show that written job specifi

cations are used somewhat less frequently than written job 

descriptions. Ot the companies having less than 20 per 

cent or their jobs covered by written job specifications, 

a very small number plan to develop them in the near 

future. Whereas five companies plan to develop written 

job descriptions in the near future, seven companies plan 

to develop written job specifications. None of the companjeg 

with less than 250 employees plans to develop specifications 

but four companies with 250 to 999 employees do plan to 

develop them in the near future. One company in each of 

the other groups plans to develop job specifications in 

the near future. 

To summarize. the general impression gathered from 

the replies concerning job analyses is that a respectably 

large percentage of Richmond concerns cover a majority of 

their Jobs and this percentage is due to increase. I 

interpret this means that Richmond business is realizing 

more and more the importance of a complete understanding 

or its jobs. 



TABLE III 

JOB ANALYSES PROGRAMS OF COFiPANIES HAVING 0-249 EMPLOYEES 

Number Number Hav_e job analysls · no· not but plan to Percentage of jobs 
of of program currently initiate program covered by a 

Employees jobs in operation in the near future job analysis progra.m 
25 12 No No 131~-100--·--~~-

25 ) Yes .---· 81 - 100 
JO lJ Yes --- 81 - 100 
40 No Reply Yea --- 81 - 100 
52 8 No No O - 20 
60 33 Yes --- 81 - 100 
60 14 Uo No Bl - 100 
60 34 Yes --- 81 - 100 
65 29 Ho Yes 0 - 20 
76 23 Yes --- 81 - 100 
80 JO No No no Reply 
88 19 Ho No 81 - 100 
90 50 Mo No O - 20 
90 JJ Yes --- 61 - 80 
91 150 No No 81 - 100 

100 No Reply No Uo · O - 20 
100 15 No Yes 41 - 60 
105 28 No No Reply 61 - 80 
111 51 Ho .No 41 - 60 
lllt- 44 No No Reply No Reply 
135 11 Yes --- 81 - 100 
lJ 7 20 No No O - 20 
1.50 60 .No No 81 - 100 
164 No Reply Yes --- 81 - 100 
168 83 Yes --- 81 - 100 
170 20 No No o - 20 
180 No Reply Yes --- 81 - 100 
188 6 No No 0 - 20 
195 53 Yes --- 81 - 100 
204 No Reply No No 81 - 100 

..... 
'° 



TABLE IV 

JOB ANALYSES PROGRAMS OP COMPANIES HAVING 250-999 EMPLOYEES 

Number Number Have job analysis Do not, but plan to Percentage of jobs 
or of program currently initiate program covered by a 

epmloyees .lobs in qperation in the p.ear future job anal!Si§ program 
2.50 
28.5 
290 
JOO 
31.5 
3.50 
3.59 
366 
400 
42.5 
476 
480 
498 
.500 
.500 
.535 
550 
575 
580 
698 
725 
750 
750 
800 
840 
8.56 

11 
47 

Yes 
Yes 

No reply 
0 .... 20 
0 - 20 
0 - 20 
0 - 20 

Uo 
No 

JO 
8 

65 
No reply 

11.5 
56 
43 
35 
14 
.50 
24 
56 

162 
102 

92 
250 
220 
113 

87 
91 

No reply 
50 

J86 
60 

No 
Yes 
No 
Yes 
Yes 
lio 
No 
No 
No 
No 
No 
No 
Yes 
No 
Yes 
Yes 
Yes 
N'o 
No 
Yes 

No reply 
Yes 
Yes 
Yes 

Yes 
Yes (Improving} 
No 

Yes 
No 
No 
No 
No 
No 
No ---
Yes ------
No 
No 

No reply 

81 .... 100 
81 - 100 

0 - 20 
0 -- 20 
0 ... 20 

81 - 100 
41 - 60 
81 - 100 

0 - 20 
61 - 80 

0 - 20 
81 - 100 
61 - 80 
81 - 100 
81 - 100 

0 ... 20 
81 - 100 
No reply 
81 - 100 
81 - 100 
81 - 100 

I\) 
0 



TABLE V 

JOB ANALYSES PROGRAHS OF COMPANIES HAVING 1000-2499 EMPLOYEES 

Number Number Have job analysis Do not, but plan to Percentage of jobs 
of of program currently initiate program covered by a 

emplozees jobs in operation in the near future Job analisis nrog~2m 

1100 50 No Mo reply 21 - 40 

1200 JOO Yes 81 - 100 

1200 20 Yes Bl - 100 

1400 1J8 Yes 81 - 100 

1800 60 Yes 81 - 100 

1900 296 Yes 61 - 80 

2000 No reply Ho No Ho reply 

2300 No reply Yes 61 - 80 

N .... 



Number 
of 

em12lo;zees 

2850 

3212 

4250 

.5000 

9600 

TABLE VI 

JOB ANALYSES PROGRAMS OF COMPANIES HAVING 2500 OR HORE EMPLOYEES 

Number Have job analysis Do not, but plan to Percentage or jobs 
of program currently initiate program covered by a 

,jobs in OJ2t1,rat1on in the near future .lob anal;r_Q_:iJL J1rogram 

J.50 Yes --- 81 - 100 

20.5 Yes --- 0 - 20 

460 Yes --- 81 - 100 

soo ?Io Considering 0 - 20 

No reply !Io No 0 - 20 

l\) 
l\) 



TABLE VII 

JOB DESCRIPTIONS AND JOB SPECIFICATIONS, COMPANms HAVING 0-249 EMPLOYEES 

IIumo-er Number Percentage of Do not have written -Percentage of --Do not-11a.vewrftten 

Of of jobs covered. job descriptionsy but jobs covered by job specifications, 
by written plan to develop them written job but plan to develop 

emnlo e.-; obs ·ob descri tions in near future s ecif icationa them in near future 
2 12 l - 0 Yes 81 - 100 --25 3 81 - 100 --- 81 - 100 
JO 1) 81 - 100 --- 81 - 100 
40 no reply 81 - 100 --- 81 - 100 --.52 8 0 - 20 N'o 0 - 20 No 
60 33 81 - 100 --- 81 - 100 --60 14 0 - 20 No 0 - 20 No· 
60 J4 81 - 100 --- 81 - 100 ---65 29 0 - 20 Yes 0 - 20 No 
76 23 81 - 100 --- 0 - 20 No 
80 30 61 - 80 No 0 - 20 No 
88 19 0 - 20 No 81 - 100 
90 50 0 - 20 No 0 - 20 No 
90 33 21 - 40 Yes 21 - 40 No reply 
91 150 0 - 20 Ho 0 - 20 No 

100 No reply 0 - 20 No 0 - 20 No 
100 15 41 - 60 Yes e1 - ioo 
10.5 28 0 - 20 N'o 81 - 100 
111 51 0 - 20 No 0 - 20 No 
114 44 41 - 60 No reply 41 - 60 No reply 
135 11 81 - 100 --- No reply No reply 
137 20 0 - 20 No 0 - 20 No 
150 60 81 - 100 --- 0 - 20 No 
164 .No reply 81 - 100 --- 81 ... 100 ---
168 83 41 - 60 --- 41 - 60 ---
170 20 0 - 20 No 0 - 20 No 
180 No reply 81 - 100 --- 81 - 100 
1138 6 0 - 20 No 21 - 40 No N 

195 53 81 - 100 81 - 100 
\.,..) --- ---

204 No reply 61 - 80 --- 61 - BO ---



TABLE VIII 

JOB DESCRIPTIONS AND JOB SPECIFICATIONS, COMPANIES HAVING 250.999 EMPLOYEES 

Number---··· nuriiber ____ Percentaieo.f-Do-not-navewrit-ten -----.Percentage- of bo not have written 
of of jobs covered job descriptions, but jobs covered by job specifications, 

by written plan to develop them written job but plan to develop 
f.tnployees .lobs .iob descriptions in ~ear future s122c!ficatious th~m in nc.}1~ future 

250 11 No reply · Yes No reply Yes 
285 47 O - 20 Yes O - 20 Yes 
290 JO 21 - 40 Yes 21 - 40 Yes 
JOO 8 81 - 100 --- No reply Yes 
315 65 0 - 20 No 41 - 60 --• 
350 No reply 81 - 100 --- 81 - 100 ---
359 11.5 81 - 100 --- ti.1 - 60 ....... _ 
J66 56 81 - 100 --- 0 - 20 Yes 
400 4J 0 - 20 No 0 - 20 No 
42.5 35 O - 20 No o - 20 No 
'-Vl6 14 0 - ?O No 0 - 20 No 
480 50 41 - 60 --- 41 - 60 
498 24 81 - 100 --- 21 - lj.Q 
500 56 O - 20 No 0 - 20 
500 162 61 - 80 --- 0 - 20 
535 102 O - 20 Yes 0 - 20 
550 92 81 - 100 --- 81 - 100 
575 250 61 - 80 --- 61 - 80 
580 220 81 - 100 --- 0 - 20 
698 llJ 81 - 100 --- 81 - 100 
725 87 0 - 20 No reply 0 - 20 
750 91 81 - 100 --- 81 - 100 
750 No reply No reply N'o reply Uo reply 
800 50 81 - 100 --- 81 - 100 
840 386 81 - 100 --- 81 - 100 
8)0 60 81 - 100 --- 81 - 100 

--No 
No 
Yes 

---
Yes 

No reply 

No reply 

!\) 

.t::" 



employees 

1100 

1200 

1200 

1400 

1800 

1900 

2000 

2300 

T.l\BLE IX 

JOB DESCRIPTIONS AND JOB SPEC!FICATIOUS, COMPANIES HAVING 1000-2499 EMPLOYEES 

jobs 

.50 

JOO 

20 

1J8 

60 

296 

No reply 

No reply 

Percentage of 
jobs covered 
by tn-i tten 

job descriptions 

. 0 - 20 

81 - 100 

61 - so 
81 - 100 

0 - 20 

61 - 80 

0 - 20 

81 - 100 

Do not have written 
job descriptions, but 
plan to develop them 

in near future 

Yes 

---
No 

No 

Percentage of 
jobs covered by 
written job 
rspecif'icat1ons 

0 - 20 

81 - 100 

61 - 80 

Uo reply 

0 - 20 

61 - 80 

0 - 20 

61 - 80 

Do not have written 
job specifications, 
but plan to develop 
them in. near future 

Yes 

............. 

----· 
No reply 

No 

--
No 

~ 
\)\ 



Number 
of 

employees 

2850 

3212 

42.50 

5000 

9600 

TABLE X 

JOB DESCRIPTIONS AND JOB SPECIFICATIONS, COMPAiHFtS HAVING 2,500 OR HOHE EMPLOYEES 

Number 
of 

jobs 

350 

205 

460 

.500 

No reply 

Percentage Of Do-not l1ave written 
jobs covereQ job descriptions, but 
by written plan to develop them 
job descriptions in near future 

81 - 100 

41 - 60 

81 - 100 

0 - 20 

0 - 20 

Considering 

No 

Percentage of 
jobs covered by 
~~itteu job 
specifications 

0 - 20 

0 - 20 

81 - 100 

0 - 20 

0 - 20 

Do not have written 
job specifications, 
but plan to develop 
them in near future 

No reply 

llo 

Considering 

No 

N 

°' 



CHAPTER IV 

EMPLOYMENT TESTS 

This chapter discusses the use of employment tests 

in the employment of applicants. The tables included in 

this chapter and the Appendix give a detailed picture of 

the use of employment tests. Tables XI-XIV show in detail 

the companies according to size which use.tests along with 

the number of employees, number and percentage of Jobs 

tilled by means of tests, and the year employment tests 

were introduced or first used. Tables XV-XVII compare 

purchased standard tests with tests developed by the 

companies themselves as to frequency or use. Tables XIX

XXII give a breakdown of tests by type, and also show to 

what extent purchased standard. tests are used compared 

with tests developed by the companies themselves. Table 

XXIII shows the number of companies according to the 

various size groups which administer their own tests or 

hire the services or outside consultants. Table XXIV 

shows the number or companies whioh use employment test 

scores to determine whether a ourrent employee qualifies 

for advanced training, promotion, or transfer. The reader 

is also direoted to Tables XLI-XLIV in the Appendix, 

wh1oh give the number of companies in each or the four 
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groups as to the percentage of jobs they fill with the aid 

of employment tests. Tables XLVI-XLIX in the J,.ppend.1x 

give a more detailed account of the use or employment 

tests on the part of the 69 Richmond companies. 

Although the tables themselves give a detailed 

picture ot the use or employment tests by the companies 

responding to the survey questionnaire, the following 

po~nts deserve special mention. Fifty, or 72.5 per cent 

or all the companies responding to the quest1onne.1re, use 

some employment tests 1n their selection procedures (Table 

L). This proportion is quite close to tlle 75 per cent-of 

blue ribbon concerns reported to be using tests in the 

1953 Spriegel surveyl. Only two ot the nineteen companies 

not using tests say that they plan to use them in the riear 

tutura. Generally speaking, three out or four companies 

in ea.oh of. the various size categories use tests, with the 

exception or those having 2$00 or more employees. A 

larger proportion or the biggest oompanies--indeed 100 

per oent--uses employment tests to at least some extent. 

Porty per cent or all the companies which use 

employment teats fill over 80 per cent of their Jobs 

with the aid of tests. Sixty per cent or the companies 
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hav1ng 1000 to 2499 employees till over e1ght7 per cent ot 

their Jobs 1n thia W&f t whereas 50 per cent ot the companies 

with 250 to 999 em.plo7eea till 81 to 100 per cent ot their 

Jobs with the aid ot emplofllle~t tests. In oompar1eon, only 

31 per oent of the companies with less than 250 emplo7eea 

and only 25 per cent ot the companies with 2500 or more 

emplo7ees till over 80 per cent ot their Jobs with the aid 

ot teata. Howe~er, as mentioned abovet all ot the tour 

large concerns which responded to Question 14 use employ• 

ment tests to some extent. That.1st they t1ll between 41 

and 100 per cent ot their vaoanoiea with some attention 

to pe7oholog1cal teats (Table XIV). 

Standard tests are used by more oompan1ea than teeta 

developed by the oompan1ea themselves, acoorc11ng to the 

survey results (tablea XV•XXII). 

R1ohmond companies appear to prefer to administer 

their own emplo7ment testa rather than hire outside 

consultants (Table XXIII). thOae oompaniea Whioh do hire 

outside oollSultanta are generallJ oompan1es with less than 

a thousand, emplo7eea. Two oompan1ea with less than 249 

emplo7eea and one OODlP&n1 With leas than 1000 employees 

have the V1rg1n1a EmploJm.ent service administer all their 

employment• tests (Tablea XIX·XXII). 

The answers to Question 18 aa to when emplo1I11ent 

teats were t1rst plaoed in use show a strong upward trend 
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in their adoption 1n R1obmond (Tables XI•XIV). Only two ot 

the 40 companies replJ1ng to this question with a. det1n1te 

date were using tests before World War II (1925 and 1935). 

Two more instituted testing between 1940 and 1943. The 

number introducing teste a1noe 1943 hao grown steadily each 

tr1enn1um with five 1n 1944-46• six in 1947•49, aeven 1n 

1950•52, eight 1n 1953•55, and ten (or 25 per cent ot the 

total) 1n the t1nal three-7ear period 1956-58. 

Aa tor aize or oonoern, 12 or tho 16 emalleat com• 

panies have added testing since 1949, compared Hith 11 out 

ot the 15 concerns in the next.-to-smallest size and onl.7 one 

concern in the moderatel.T large, and one 1n the large-size 

categories. In other words, the extension ot testing 1n the 

last decade has been ma!.nlr among concerns· with less than 

1.000 emplo1ees. 

Four out ot tive companies having between 1000 and 

2499 emplo1eee have validated some or their emplo7ment teats 

on the basis ot emploreea alre&df on the payroll (Table XLVIII), 

compared with 59 pel' oent ot all the other companies responding 

to Question 19. These are surpr1s1ngl7 high percentages, al• 

though we cannot tell the extent or the validation. There 1s0 

ot oourae, the pose1b111tr that the respondents to Question 19 

do not tull7 understand the true meaning ot "validation". 

Twentr•eight per cent of the Richmond oompanieo 
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reply to Question 20 that they select some applicants 

primarily on the results of test scores, with approximately 

the same percentage of companies in each group answeririg 

1n the affirmative. By way of contrast, a much higher pro

port1on--7S per aent--or the oompanies state that they 

reject applicants primarily on the results of test scores 

(Question 20) with approximately the same percentage of 

the companies in each group answering in the affirmative 

(Tables XLVI-L). 

Stenographic or clerical tests are the most popular 

tests used in Richmond, with mental or intelligence tests 

ranking a olose second (Table L}. It appears, furthermore; 

that the lar~estconoerns restrict their activities to 

mental, aptitude1 and clerical tests almost exclusively 

(Table XLIX), That is, none reported, in reply to 

Question 22, that they use trade or personality and 

temperament tests at all. This is remarkable in view of 

the fact that personality and temperament tests are used 

fairly consistently by the smaller concerns (Tables XL!V-

. XLVIII). 

Although ;o companies report they use tests to 

some extent in the seleotion ot new employeest only 15 

use test results to determine whether an employee merits 

advanced training, only 2) companies use tests in oonneotion 
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with promotion, and only 17 use pa7ohological tests 1n ques• 

t1ona involving the traneter ot an emplo7ee already on the 

payroll (Table XXIV). In other words, testing in Richmond 

is largelf, thQugh not ent1re11. confined to the employment 

prooedure. 

Aooord1ng to the survey resulto~ twenty Richmond com• 

panies (42 per cent ot those repl.y'lng to Question 24) have 

test adm1n1atrators Vho are trained bf formal education and 

study 1n the theory ot employment tests. In some respects 

both the number and percentage are surpr1a1ngly large. Ott• 

hand one would not expect to tlnd eo many trained teat ad• 

m1n1strators 1n a c1t7 the size ot Richmor~, although figures 

are not available to indicate tol' oel'ta1n that this 1s a high 

or low figure. Frankly, these results m&1 have stemm&d rrom 

a m1n1ntel"Pretat1on ot Question 24 on tho part of the res• 

pondents 0 some or whom 1!18.1 not realize how muoh training le 

neoeaear1 tor a qualified administrator ot tests. 

Aotuallf 67 per oent ot the companies responding to 

Question 25 have a minimum score on each employment test as a 

gu1d$ tor the eeleotion ot employees and the companies or 

var1oua e1zee reported w1del1 different percentages tor this 

question (Table• XLVI•L). As tor maximum out-ott eaoree 0 the 

number report1ns their use (Queat1on 26) is oomparat1ve17 

amall••twelve or 27 per cent ot thoae respondtng--e.nd the 

proportion is very nearly the oSJne 1n each or the four groupa 

ot companies. 
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According to the survey results, the larger com

panies have done more research to determine the reliability 

of their testing program than the smaller companies 

(Question 27), Eighty per cent of the companies with more 

than 1000 employees have done research, whereas only JS 

per cent of the companies w1th less than 1000 employees 

have done research to determine the reliability of their 

testing programs (Tables XLVI-L). This is in line with 

what one might expect. 

One hundred per cent of the companies havinglOOO 

to 2499 employees and usine employment tests think that 

the use of such tests has had a becring on the rate or· 
turnover (Question 42) and 70 per cent of the remaining 

companies whioh answered thia question sha.ro this opinion. 

For one reason or other, 15 conoarns failed to hazard an 

opinion on the subject (Table L). 

To summarize, the general impression gathered from 

the replies on employment tests is that their importa.'t'J.ce 

in the selection of applicants is recognized by most 

companies of all sizes in the Richmond area. Small 

companies are beginning to use employment tests in 

progressively larger numbers. The uso of these tests 

indicates that the companies are beginning to use the 



objective.approach more and more in the selection of 

applicants. As for other fields, such as transfer; pro

motion, and advanced training, psycholog1oal tests appear 

to be used by only a minority of Riohmond eonoerns. 

34 



TABLE XI 

EMPLOYHENT TESTS, COHPANIES HAVIUG 0-249 EMPLOYEES 

Number Number -Use of employment DO not use te-sts Percentage of'- jobs -- Yearoegan 
of of tests in selection but plan to use filled with aid of using employ-

employees jobs ~rocedure them in near:tllture employrgent tests ment test 
ZS 12 Yes --- 61 - BO 19¢0 
2.5 3 N'o Ho --- ------30 13 Yes 
40 

81 - 100 A long time ago ---No reply Yes 
52 8 no 
60 33 No 
60 ll~ Yes 
60 34 Yes 
6.5 29 Yes 
76 2J No 
80 JC Yes 
88 19 Yes 
90 50 No 
90 33 Yes 
91 1.50 Yes 

100 N'o reply Yes 
100 15 Yes 
105 28 Yes 
111 .51 Yes 
114 44 Ho 
135 11 Yes 
137 20 Yes 
1.50 60 Yea 
164 No reply Yes 
168 83 No 
170 20 Yes 
180 Ho reply Yes 
188 6 Yes 
195 .53 Yes 
204 No reply No 

--No 
?lo 

Uo 

No 

rro 

No 

No 

81 - 100 ----81 - 100 
81 - 100 

0 - 20 

21 - 1-I-O 
81 - 100 

41 - 60 
41 - 60 
41 - 60 
21 - 40 
81 - 100 
41 - 60 
---
81 - 100 
21 - 40 

0 - 20 
61 - 80 

0 - 20 
0 - 20 

21 - 4o 
61 - 80 ---

No reply 

.. -....... 
1950 
1950 
19.54 ---

No reply 
1943 
---91111!1·--
1946 

No reply 
195(; 
1956 
19.5J 
1954 --19.50 

No reply 
195b 
19.53 
-------No reply 
1957 
1935 
1951 \...) 

Vt .......... 



TABLE XII 

EMPLOYMEllfT TESTS, CONPANIES HAVING 2.50-999 ENPLOYEES 
···-------------~-----···------- ------- ------~- ------ ---------- ---- --- ---- . ---------------- --- - -- --- ... ------ .. - --- - -----

Number Humber Uae of employment Do not use tests Percentage of joba Year began 
or of tests in selection but plan to use filled with aid of using employ-

emolo ees ·obs rocedure them in near future em lovment t sts ment test 
2 0 11 Yes --- 1 - 100 19.50 
285 47 Yes Yes 0 - 20 1950 
290 JO Yes Yes 41 ... 60 1956 
JOO 8 Yes --- 61 - 80 19.57 
Jl.5 65 No No 0 - 20 .......... 
350 No reply Yes --- 81 - 100 No reply 
359 115 No no 0 - 20 

_.........__ 

J66 56 Yes --- 81 - 100 195J 
400 43 Yes Yes 0 - 20 1958 
425 35 No Ho 0 - 20 -----~ 476 14 Yes ....... 81 - 100 194.5 
480 50 Yes --- 0 - 20 Many years ago 
1,,.98 24 Mo no 0 - 20 .... -.. 
500 56 No No 0 - 20 .... """ ... 
500 162 Yes --- 21 - 40 1952 
535 102 Yes --- 61 - 80 1953 
550 92 No tro 0 - 20 ............ 
575 250 Yes --- 81 - 100 1946 
580 220 Yes --- 81 - 100 1949 
698 113 Ho Maybe 0 - 20 ................. 
725 87 Yes --- 0 - 20 1956 
750 91 Yes --- 0 - 20 No reply 
750 No reply No No repl:y- 0 - 20 
800 50 Yes --- 81 - 100 1955 
840 386 Yes --- 81 - 100 191-l-7 
8,50 60 Yes --- 81 - 100 1954 

~ 
0-. 



TABLE XIII 

EMPLOYMEl!T TESTS, COMPANIES HAVING 1000-2499 EMPLOYEES 

Number liumber Use or employment . Do not use tests Percentage 01· Jobs . Year began 
or of tes·cs in. selection but plan to use f'illed with, aid of using employ-

employees jobs procedure ____ _. u- _ -·- them __ in ne.ar-.future emPloYI!l_e11Lte$.ts _· ___ .lll..e!l.t __ te_ats_ 

1100 50 Yes 

1200 JOO Yes 

1200 20 }fO 

1400 lJ8 Yes 

1800 60 Uo 

1900 296 Yes 

2000 I-lo reply fio 

2)00 No repl;r Yes 

--
---
Ho 

-
!{O 

---
fro 

---

0 - 20 

81 - 100 

--
81 - 100 

81 - 100 

21 - 4o 

19.5.5 

1946' 

---
1948 

---
1946 

---
1947 

VJ ....., 



TABLE XIV 

EMPLOYMENT TESTS, COllPANIES HAVING 2.500 OR MORE EMPLOYEES 

Number Number Use of employment Do not use tests Percentage of jobs Year began 
of of tests in selection but plan to use filled with a1d or using employ-

employees jobs procedure • them in near future employment tests ment tests 

28.50 J.50 Yes 

)212 20.5 Yes 

4250 460 Yes 

5000 500 Yes 

9600 No reply Yes 

--- 41 - 60 

--- No reply 

.............. 81 - 100 

--- 41 - 60 

--- 61 - 80 

191}7 

19.5'7 

1948 

No reply 

1925 

\...) 
co 
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TABLE XV 

PURCHASED STANDARD TESTS AUD TESTS DEVELOPED BY INDIVIDUAL 

COMPANIES, COMPANIES HAVING 0~249 EMPLOYEES 

Number of Use of purchased Use of tests 
compa.llies standard tests developed by 

individual 
• • comPr..rties 

6 ............ Yes 

5 Yes Yea 

8 Yes ---
1 No reply- No reply 

Notes Two companies reporting in this group use employment 
tests in their selection procedures, but the tests are 
administered by the Virginia State Employment Servioe. 
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TABLE XVI 

PURCHASED STANDARD TESTS AUD TESTS DEVELOPED IlY DIDIVIDUAL 

COH!>AU!ES 1 COMPA?T!ES UAVI!!G 250 ... 999 Eifl>LCYBES 

Numbel" of 
colJlpa.nies 

2 

6 

9 

f • • l 

Use of ptu"'chasetl 
standarQ. tests 

-
Yes 

Yes 

Uso 01" teots 
developed by 
111<11 v1duul 
oommmt!i . ' . 

Yes 

Yes 

--
Notes One company reports that they use employment tents 
in their selection procedure, but the tests are atJ..ministered 
by the Virginia State Employment Service. 
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TABLE XVII 

PURCHASED STANDARD TESTS AND TESTS DEVELOPED B':i INDIVIDUAL 

COMPAMIES, COMPANIES HAVnra 1000-2499 EMPLOYEES 

. -Number of 
companies 

4 

1 

Use of purchased 
stand.erd tests 

Yes 

Yes 

Use of.tests 
developed by 
individual 
com12ani~s 

Yes 

---

--
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TABLE XVIII 

PTIRCHASED STANDARD TESTS AND TESTS DEVELOPED BY INDIVIDUAL 

COMPANIES, COMPANIES HAVING 2.500 OR MOP..E EMPLOYEES 

Number of 
companies 

.... 
.) 

Use·or purchased 
standard tacts 

Yes 

Yes 

Use of tests 
developed by 
individual 
pomi<ttnies 

Yes 
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TABLE XIX 

TYPES OF TESTS USED BY COMPANIES RAVING 0-249 El1l'LOYEES 

Number · Purcliased 
.,--. :·: : 

Test::: dovclopE,d 
r : :: 

of standard by incli v id.ual 
oom~'lniea ~ests c2mnan1es 

6 --- 100% 

a 100% --
l 2% 98% 

2 75% .. 2s% 

l 20% 80% 

l No reply No reply 

l Not known not known 

Note: Two companies reporting in this group use employ
ment ·tests 111 their selection procedures, but the tests 
are administered by the Virginia State Employment Service. 
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TABLE XX 

TYPES OF TESTS USED BY COMPANIES HAVING .250-999 EMPLOYEES 

Mumber Purchased 
b •• 1 

Tests developed 
of standard by individual 
comvan~es tee ts companies 

l 99% 1% 
l 20% 80% 

1 80% 20% 

l 75% ~S% 

2 ...... 100% 

9 100% ...... _ ... 
l 50% .c;o~ 

l 10% 90% 

Notei One company reports that they use employment tests 
in their selection procedures but they are administered 
by the Virginia State Employment Service. 



Number 
of 
gompanits 

1 

2 

l 

1 

TABLE XXI 

TYPES OF TESTS USED BY COMPANIES 

HAVING 1000-2499 EMPLOYEES 

Purchased 
standard 
tgsts 

No reply 

Tests developed 
by individual 
commnles 

no repl;y 

4.5 



Nwnber 
of 
S!S?~nies 

) 

l 

1 

TABLE XXII 

TYPES OF TESTS USED BY COMPANIES 

HAVING 2,500 OR MORE EMPLOYEES 

, .. 4 i 

Purchased. Tests developed 
standard by 1nd1V'idual 

• I 
tests , ... aom;eanies 

100% ......... 
70% JO% 

SO% so% 

46 



TABLE XXIII 

ADMINISTRATION OF TESTS BY COHPA1:Y PERSOU1TEL AND OUTSIDE CO.MSULTANTS 

Number of Number of Humber of Number of conmanies 
employees companies companies Testa Tests Tests nadmfnlstered.-HH~-~ 
in reporting using edministered administered by company pers01mel 
company in group employment by compc.ny by outside and outside 

0- 249 

250- 999 

1000-2499 

2500 or more 

JO 
26 

s 
5 

tests , personnel consultanf;s .. consultants , , 

22 

18 

5 

5 

17 

15 

.5 

5 

5 

1 2 

+:
-.J 



TABLE xx~ 

THE USE OF TEST SCORES TO DETERMIUE WHETHER A CURilENT EMPLOYEE 

QUALIFIES FOR ADVAltCED TBAI!U1fG, PROMOTION OR TRANSFER 

Number- of ~-ltumb~er-or- --Number of !lumber- of compii.n1es-c usfiig~est scores to determine 
employees companies companies .. , whetller a currenj; employee gualifJes for: 
in reporting using 
company in group employraent. Advanced Promotion Transfer 

0- 249 

250- 999 

1000-2499 

2,500 or more 

JO 
26 

8 

~ 
.,I 

tests , training ... 

22 

18 

s 
s 

s 
? 

2 

1 

8 

10 

J 

2 

5 

7 
l} 

1 

-t=" 
co 



CHAPTER V 

APPLICATION BLANKS 

This chapte~ discusses the use of the application 

blank in the employment ot applicants. The tables included 

in this chapter and the Appendix give a detailed account 

·or the use ot the application blank. Tables xxv-xxxvI 
or this chapter show in detail the responses or the 69 

coll1pan.1es arranged according to size. Tables XLVI-XL!X 

in the Appendix give a summa.ri!!ed account of the use ot 

the application blank by the 69 companies. An examination 

of the tables ooncerning the application blank reveals 

some interesting statistics about the 69 Richmond concerns, 

and it is worth while to summarize here some ot these 

points ot interest. 

Port1•two 1 or 62 per cent or the companies 

responding to Question 28, use the same application 

for all jobs• while twenty-five, or 37 per cent use more 

than one application blank (Table L). The largest per

centage of compan1esus1ng tn0re than one application 

blank a.re companies with 2500 or more employees (Tables 

XXV •XXXII) • 

A majority of the companies are using application 

blanks which were designed rather recently. The survey 



so 
results indicate that a majority or the application blanks 

have been designed since 1950, although one company is 

using an application blank that was design~d in 1914. 

Tables XXXIII-XXXVI show the number of application 

blanks used by the various companies and the kind or 
jobs filled. T'u.e survey results do not establish any 

pattern as to the type of jobs filled. 

Pift1-seven, or 89 per cent of all the companies 

responding to Questions 31 a.nd·32, have reviewed their 

application blanks to determine if they furnished 

adequate information and to determine if all items 

therein are neoessart {Table L). This review has been 

made, with the exception or four companies, since 1955 

(Tables XXV'-XXXII). 

One company out ot 69 companies does not use the 

application blank and one company uses the weighted 

application blank. 

To summarize the general impressions gathered 

from the replies conoerning the application blank, I 

find that the appl1oat1on blanks used by the sixty~nine 

oonoerns are currently up-t9-da.te in providing adequate 

information to enable persons responsible for selection 

to correlate the applicants• qualifications to the require

ments or the job being filled. According to the survey 



results, application blanks have been reviewed recently 

to determine if all items therein are necessary and to 

determine it they furnish adequate information about the 

applioants. 



TABLE XXV 
~"-. 

COMPANIES HAVING 0-249 EMPLOYEES WHICH USE SAME APPLICATION BLANK TO FILL ALL.JOBS 

Approximate- --Has~ appl1cat.ion --- ·- Has your appli-
year appl1- blank been re- cation blank 
cation · viewed to deter- . been reviewed. 

Number Number blank · mine<1r adequate If yes, to determine if If yes, 
of or was information is 'Which all items therein which: 

employees Jobs designed furn_isll_e_d_~~-~ .... :ref:l.~-~~-~-E!re necessary year 
25 12 · 192.5 Yes 19.55 Yes 1955 
2.5 3 1956 Yes 1958 Yes 1958 
52 8 1932 Yes 1944 Yes 1944 
60 34 No reply ~o reply No reply No reply No- reply 
6.5 29 1940 Yes 1956 Yes 19.56 
76 23 1948 Yes 195.5 Yes . No reply 
80 JO Do not use blank --- ---- --- ----
88 19 1944 Yes 19.56 Yes 1956 
90 50 1946 No reply No reply No reply No reply 
91 1.50 No reply Yes Continually Yea Continually 

100 15 1952 No ---- N'o ----
105 28 19.57 Yes 19.57 Yes 19.57 
111 51 1953 No -- No ---
114 44 1948 Yes 19.56 Yes 1956 
lJ.5 11 1958 Yes 19.58 Yes 19.58 
137 20 1935 Yes 19.58 Yes 1958 
150 60 1957 Yes 19.57 No reply No reply 
164 No reply l95J No ---- Yes 19.53 
168 BJ 1958 Yes 19.58 Yes 19.58 
170 20 1957 No reply No reply Yes 1957 
204 No reply 1948 Yes 19.58 Yes 19.58 

"" I\) 



TABLE XXVI 

COMPANIES HAVING 250-999 EMPLOYEES WHICH USE SAME APPLICATION BLANK' TO FILL ALL JOBS 

' Approximate Has·- application 
y~appli~ blank been re-
cation · viewed·. to· deter-

Number Number blank mine if adequate 
of of was information 1s 

em lo ees obs desi ed furni hed 
2 0 11 19.51 Yes 
28.5 47 1956 Yes 
290 JO 1953 Yes 
300 8 1957 Yes 
315 6.5 19.55 Yes 
359 115 1942 Yes 
J66 56 19.5?-Revised Yes 
400 4J 19.55 Yes 
476 14 No reply No 
498 24 19.50 Yes 
500 .56 No reply Yes 
.535 102 No reply Yes 
698 113 1956 Yes 
750 Ho reply No reply No reply 
840 386 1914 Yes 
8.50 60 Do not know Yes 

' 

It yes, 
which 
ear 
9 . 

19.56 
19.57 
No reply 
19.57 
19.56 
1958 
1958 _ _.. __ ... 
1958 
19.58 
19.56 
1957 
No reply 
Annually 
Mo reply 

Has your appli-
cation' blank 
been reviewed 
ta··determine 1f Ir yes,. 
a11· items therein which 
are ece ar 

Yes 
No 
Yes 
No reply 
Yes 
Yes 
Yes 
Yes 
No 
Yes 
Yes 
Yes 
Yes 
No reply 
Yes 
Yes 

ar .·. 
9.51 

No reply 
19.5? 
No reply 
1957 
19.56 
1958 
1958 ---19.58 
19.58 
19.56 
No reply 
No reply 
Annually 
No reply 

\)\ 
\..J 



TABLEXXVII 

COMPANIES HAVING 1000-2499 EMPLOYEES WHICH USE SAME APPLICATION BLANK TO PILL ALL JOBS 

Approximate - -Has--appl1catiori- - -- Has your appl.1-
year appli- blank been re- cation blank 
cation viewed to deter- been reviewed 

Number Number blank · mine if adequate If. yes, to. determine if If yes, 
or of was information is which all items therein which 

em2loyees Jobs designed furnished :tear __ ·. are ne,oessa;r.:x ·;rear 

1200 20 Mo·reply Yes ·Annually Yes AmlUal.ly 

1400 1J8 1928 Yes 

1800 60 1942 No 

1900 296 1946 Yes 

2000 No reply 1958 Yes 

2300 No reply Ho reply Yes 

No reply Yes 

........... No 

1956 Yes 

1958 Yes 

1957 Yes 

.No.reply 

...... _ ... 

1956 

1958 

195?· 

\J\ 
.:::-



TABLE XXVIII 

COMPANIES HAVING 2500 OR MORE EMPLOYEES WHICH USE SAME APPLICATION BLANK TO FILL ALL JOBS 

Approxima~e--Has application Has your appll---
year appli- blank been re- cation blank 
cation viewed to deter- been reviewed 

Number Number blank mine i~ adequate If yea, to determine if If yes, 
of or was information is whioh all items therein which 

employees .~cbs desiimec'l furnished year a.re neoessa1""~ year 

5000 .500 1938 Yes 1957 Yes 1957 

\.J\ 
\.J\ 



TABLE XXIX 

COMPANIES HAVING 0-249 EMPLOYEES WHICHUsE MORE THAN ONE APPLICATION BLANK TO FILL JOBS 

Have application 
blanks been re-. 
viewed to deter-

·Number Number mine if adequate 
of., or information is 

employees jobs .furnished 

JO lJ Yes 

40 No reply Yes 

.60 33 Yea 

60 14 ·Yes 

90 33 Yes 

100 No reply Yes 

180 No reply Yes 

188 6 No 

19.5 SJ Yes 

Have your appli-
cation blanks· ' 
been reviewed 

Ir yes, to. determine · 1.f 
which all items therein 
year are necessary 

No reply' Yes 

.No reply Yes 

19.58 Yes 

No .. reply Yes 

Continually Yes 

Yearly Yes 

19.58 Yes 

.......... ~ No 

19.57 Yes 

Ir yea, 
which 
year 

No reply 

No reply 

1958 

No-reply 

Continually. 

19.58 

19.58 

....... ~ 
1957 

\J\ 
·0-. 



TABLE.XXX 

COMPANIES HAVING 250-999 EMPLOYEES·'WHICH USE MORE· THAN ONE APPLICATION BLANK TO FILL JOBS 

Have application &ive your appli-
blanks been re- cation bl.anks 
viewed.to deter- been reviewed 

Number mine lf'adequate If yes, to' determine .. if - If ye·s, 
of' 1liformat1on1s ·which·· -all items therein which 

JObS ftlrni shed · . iear. are neoeysa 
'lo reply Yes No reply Yes 

35 Yes No_ reply --Yes No reply 

480 .50 Yes No reply Yes No reply 

.500 l.62 Yes No reply Yes No reply 

550 92 Yes 1958 ·-.Office Yes 1958 - 01.iJ.ce 
19.58 - Factory 19.58 - Factory 

575 250 Yes 1947 Yes 1947 
1955 195.5 

580 220 Yes 19.56 Yes 19.56. 

72.5 87 Yes 1956 Yes 1956 

7.50 91 Yes 19.56 (1) Yes 19.56- (l} 
19.57 (2) 19.57 (2) 
1957 (3) 19.57 (J)_ 

800 50 Yes 19.57 - F.5901 .Yes 19.57 - F5901 
1958 - P.5902 1958 - F.5902 

V\ 

" 



TABLE XXXI 

COMPAUIES HAVING 1000-2499 EMPLOYEES WHICH USE MORE THAN ONE APPLICATION BLANK TO FILL JOBS 

Have application 
blanks been re-
viewed to deter-

Number Number mine if adequate 
of of information is 

employees jobs furnished 

1100 .50 No 

1200 300 Yes 

Have your appli-
cation blanks 
been reviewed 

If yes, to determine if 
which all items therein 
year are necessary 

--- Yea 

19.58 Yes 

If yes, 
which 
year 

No reply 

19.58 

\J\ 
ex> 



TABLE XXXII 

COMPANIES HAVING 2500 OR MORE EMPLOYEES WHICH USE MORE THAN ONE APPLICATION BLANK TO FILL JOBS 

Number 

of 

employees 

28.50 

J212 

4250 

9600 

-- Number _______ Have app1Teat1on If yes, Have your-applf'"" --!f-yes--;-----
blanks been re- cation blanks 

of viewed to deter- which been reviewed which 
mine if adequate to determine if 
information is all items therein 

jobs furnished year are necessary year 

3.50 Yes 

20.5 Yes 

460 Yes 

Uo reply Yes 

19.58 

At each 
reprinting 

19.58 

Uo reply 

Yes 

Yes 

Yes 

Yes 

1958 

At ea.ch 
reprinting 

19.58 

No reply 

\)\ 

'° 



Number of 
employees 

30 

40 

60 

60 

90 

100 

180 

188 

19.5 

TABLE XXXIII 

TYPES OF JOBS FILLED BY COMPANIES HAVIHG 0-249 EMPLOYEES 

WHICH USE MOBE THAN ONE APPLICATION BLANK 

Number Number of appli- Types of jobs Year 
of jobs cation blanks used filled . designed 

lJ 2 Off ice personnel Uriknown· locally 
and salesmen 
Service personnel Unknown locally 

No reply 4 No reply No reply 

33 2 No reply No reply 

14 2 No reply 19.50 
1956 

33 J Key jobs 1946 
sales jobs 1947 
Bank and file 1949 

No reply 2 General jobs 19.54 
Sales jobs 19.54 

No reply No reply No reply No reply 

6 No reply no reply l:lo reply 

53 J 
. 

No reply No reply 

°' 0 



Number of 
e»mlozees 

350 

425 

480 

soo 

.550 

575 

580 

72.5 

750 

800 

TABLE XXXIV 

TYPES OF JOBS PILLED BY COMPANIES HAVING 250-999 EMPLOYEES 

WHICH USE MOBE THAN ONE APPLICATION BLANK 

Number Number--or -appl].:.;-~ -- -TYI>es ot Joos-- Year de-
of jobs cation blanks used tilled signed 
llo reply 4 No reply No reply 

35 2 Sales 1950 
Production 1943 

50 ) Off !ee No reply 
Factory No reply 
Sales and salaried No reply 

162 J Factory 1951 
Off lee 195i 
Executive 19.5 

92 2 Off ice 19.52 
Factory 19.58 

250 2 No reply 1920 
no reply 19.5'7 

220 2 Clerical 1940 
Management trainee 1952 

87 2 Plant Prior to 194.5 
Management Prior to 193.5 

91 3 Hourly (1) 1948 
Salar1ed. ( 2) 19.57 
College (J) 19.57 

50 2 No reply F5901 1940 
No reply F.5902 1942 

°' 1-..1> 



TABLE XX:X:V 

TYPES OF JOBS PILLED BY COMPANIES-HAVING 1000-2499 EMPLOYEES 

WICHUSE.MOBE THAM ONE APPLICATION BLANK 

·-·Number of' ~Niunber- Mwnber or appll- Types or jobs . Year 
employees or jobs cation blanks used tilled v designed 

1100 so 2 No reply 1948 

1200 JOO 2 No reply 19.58 (all) 

"' N 



TABLE XXX:VI 

TYPES OF JOBS FILLED BY COMPANIES HAVING 2.500 OB MORE EMPLOYEES 

WHICH USE MORE THAllOilE APPLICATION BLANK 

Number of Number Number of appli- Types of jobs . Year 
employees of Jobs cation blanks used filled , desip:ned 

28.50 No reply No. l - 1958 
No. 2 - 1958 

J.50 2 

J212 20.5 2 Clerical 1957 
Professional, 
Administration, 

19.57 and Sales 

42.50 460 2 No reply no. 1 - 19.50 
No. lA- 1950 

Male employees 1942 
College recruits 19.5.5 

9600 no reply 4 

Female employees 19.50 

°' w 



CHAPTER VI 

OTHER EMPLOYMENT INFORMATION 

This chapter discusses some general employment 

information not found elsewhere in the thesis. Tables 

XXXVII-XL show some other employment information about 

the 69 oompanies surveyed. They show a relationship 

between the number ot employees in the personnel depart

ment and the employees in the companies. Included in 

these tables is a ratio of employees to number or Jobs 

in eaoh company and the information as to who performs 

the employment function. The Appendices A-E at the end 

of this chapter show the tabulated results of Questions 

J8 9 39, 40 e.nd 41 of the questionnaire for the 69 com

panies according to size. Tables XLVI-XLIX in the Ap

pendix give a detailed account of the use of the inter

view, references and physical examinations. 

The survey statistics ·indicate the employment 

function is performed as a part-time job by department 

heads and supervisors in the smaller companies. In 

two-thirds~ or 66 per cent or all the companies with 

less than 2SO employees, the employment function is 

performed by department heads and supervisors (Table XXXVII). 



In companies having between 250 and 999 employees, the 

employment function is performed generally as a full time 

duty by the personnel department. In companies having 

over lOOO'employees, this function is performed by the 

personnel department exclusively with the exception of 
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one company having J212 employees where the employment 

function is performed as a full time duty by the personnel 

department and as a part time duty by department heads 

and supervisors (Tables XXXVIII-XL). 

The ratio of number.of employees to number of Jobs 

var,ies, as the survey stat1stics1ndioa.te. However, the 

companies with less tha.~ 250 employees have the smallest 

ratio·as 'compared to the other companies (Tables XXXVII-XL). 

The number of employees in the personnel department 

varies aooord.ing ~o size· of the companies •. · · As shown by 

Table·XXXVII-1n comparison with Tables XXXVIII-XXXIX, the 

number of personnel in the personnel departments . ooi1sia

tently becomes larger as the companies increase in size. 

Eight companies with·· less than 250 employees reply ·to' 

Question 2 that they do not·have a personnel department. 

Ther.e are seven oompa.nj,es with less tha.n · 2.50 employees 

that have more than one employee in the personnel depart

ment (Table XXXVII). 
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The survey results show'tbat the-non-directive type 

of interview is used more than the planned type (Table L}. 

It· is interesting to note'\tha.t 60 per oent or all companies 

w1th·2500 or more employees·use other types oi" interviews 

'cTable XLIX). They use-- a: combination of the planned··and 

non~directive type. 

Forty-three, or SJ per cent of all the companies 

responding- to' Question 36, ··require written references •. This 

fa a larger percentage tha.rl 'that·· shol'm by Spriegel 's "blue 

ribbon" survey of'19.5Jl. The smaller companies, that- fa, 

less than 1000 employees, use' written references more than 

the larger companies. Twenty-one, or 70 per cent of the 

companies with: less· than 2-,SO employees, require wri t·cen 

references (Table XLVl) whereas sixteen, or 64 per cent-of 

the companies having between 2.50 and 999' employees, require 

written references. One-half, :or .50 per cent of the com

panies having between~ 1000 and 2499 employees, require writ

ten references and only 40 per cent of the companies with 

2.500 or more 'employees,·niake use ofi written references· (Tables 

XLVI-XLIX}:~ It- appears to me thB. t as the companies become 

larger; the· use Of written references decreases. 

Forty-fivo, or 66 ·per cent of the 68 oompanios:in 

reply to .Queotion J7, require e. physicc.l examination as 

·1 Ib1d.-. p. 6?.0. 
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part of, the selection procedure (Table L). This is less 
. 2 

than the 85 per cent shown.by Spriegel's su~ey of 1953 • 

Fifty-three per cent of the compani~s·with less than 250 

employees.require.a physical examination with.7? per.cent, 

75 per cent, and 100 per.cent respectively of the companies 

in the other three size categories requiring: physical 

examinations (Tables XLVI-XLIX). Twenty-seven, or 63 per 

cent, or .the companies have.the physical examination·per

rormedoff the-premises (Table XL). 

The companies were e.slred -in Question 38 how much 

authority the pe~sonn~l department has.J.n the selection of 

job applicants. The tabulatecl results;,to .this question. are 

shown ;in the Appe~dioes A-E :.at· the, end of: this. chapter: f'or 

the compa:nies. according .to e_ach size group •.. Only 12, or 19 

per cent, of thet companies~ replying to this'. question., report 

that the personnel department has:-full:autho~ity to hire, .. in 

all oases. This is very low compared to Spriegal's "blue 

ribbon« survey or 19SJ, where the personnel departm~nts o~ 

57 per., cent of. the concerns had. full authority to. hire rank 

and .f_ile workers • .3 Five, or 8 per cent, of the companies 

have the.,authority to hire in.some .cases without the super

visor's approval. In.eight, -or 13 per cent, of the companies 

2Ibid. p.620 • 

.)Ibid. p.620. 
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the personnel departnent has advisory authority only. In 

the remaining 38, or 60 per cent, of the companies it is 

either joint responsibility of the personnel department and 

line supervisor or the responsibility of the line super

visor to select the applicant. 

In-Question 39, the companies were asked to rank in 

the approximate order of importance the following items as 

used in the selection of applicants: employment test scores, 

personal qualities, training t experience and 1·ef erences. 

The companies rank the above items in the following 

order: first, personal qualities; second, experience; third, 

training; fourth, references; and fifth, employment test 

scores. For a detailed analysis cf how the companies rank 

the above items, refer to the survey reoults of this ques

tion in the Appendices A.-E at the end of this chapter. 

The companies were· asked. in Question 40 to rank the 

following personnel tools a.s to their importance in the 

selection of job applicantG; employment tests, interview, 

and applical;ion blank. The companies rank the above tools 

in the following order: first, interview; second, appli

cation blank; and third, employment tests. For detailed 

analysis of how the companies rank the above personnel 

tools, refer to the survey results of this question in the 

Appendices A-E at the end of this chapter. 
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In Question 41 of the questionnaire, the companies 

were asked if they think their selection procedures are 

successful and what can be done to improve them. Included 

in the Appendioes A·E at the end of this chapter, is a 

complete breakdown of the opinions or all the companies 

along with what can be done to improve their selection 

procedures. However. most or the companies report that 

they think their selection procedures are successful. 

Some think they are successful but can be improved ac

cording to.some of the ways mentioned in the questionnaire. 

To summariz~ the impression I have gathered from 

the replies of the companies is that the employment 

funot1on is performed by the personnel depart~ent in 

.. the, majority of the companies. The aotua.1 selection 

or the job applioant in most oases is done by the 

line supervisor and department head. In some cases 

this responsibility is shared by the department heads 

and line supervisors and the personnel department. The 

interview leads as the number one personnel tool, with 

non-direoti ve type taking the lead ovel'' the planned type. 

The survey data also indicate that larger companies do 

not generally make use or written references. Most of 

the 69 companies think that their selection procedures 

are suco~ssful. 



TABLE XX.XVII 

OTHER EMPLOYMENT INFORMATION ON COMPANIES HAVING 0~249 EMPLOYEES 

Employment funct1o~-
. performed as a ~~-

Number of Full time Part time·duty Ratio~ of 
Number of employees in duty by · · by department Number employees 

personnel personnel heads and of to jobs 
em11loyees department department supervisors ,jobs (approximate) 

2.5 None -- Yes- 12 2 to 1 
2.5 l --- Yes · 3 8 to 1 
JO Handled by br. mgr. --- Yes lJ 2 to 1 
40 2 -Yes Yes No reply ----
.52 None --- Yes 8 6 to l 
60 None --- Ye,s .33 2 to 1 
60 None -- Yes 14 4 to 1 
60 1 Yes -- :;4 2 to 1 
65 None No reply No reply 29 2 to 1 
76 1 _.;._ Yes 2J 3 to l 
80 None --- Yes JO 2i to 1 
88 J Yes --- 19 4 to l 
90 No reply --- Yes 50 2 to 1 
90 1 Yes --- JJ 3 to 1 
91 3 --- Yes 1.50 i to 1 

100 2 part tin._ --- Yes No reply ----
100 No reply --- Yes 15 6 to 1 
105 2 Yes --- 28 J~ to 1 
111 None --- Yes 51 2 to 1 
114 1 Yes --- 41~ 21r to 1 
135 1 Yes --- 11 12 to 1 
1J7 No reply --- Yes 20 7 to 1 

...., 
0 



TABLE XXXVII (Contint 

Employment function 
l2Gl"f ormed as a· 

Number of Full time Part time du tj 
Number of employees in duty- by by department 

personnel persom1el heads and 
emnlo ees de rtment de artment su ervisors 

150 l. Yes ---164 J Yes . _ ....... 
168 2 Yes ---170 s --- Yes 
180 1 ---- Yes 
188 J part time ......... Yes 
195 None -- Yes 
204 1 Yes Yes 

Ratio of 
Number employees 

-of to jobs 
. obs au roximate 

0 2 to 1 
No reply ............... 
83 2 to ··1 
20 8 to 1 
No reply 
6 31 to l 

SJ 4 to 1 
No reply 

-..J ...... 



TABLE XXXVIII 

OTHER EMPLOYMENT INFORMATION ON COMPANIES HAVING 250-999 EMPLOYEES 

Employment function 
P_erfc:>_r_mi!_d El.1l!E!__ 

Number of Full time Part time -duty· Ratio of 
employees in duty by by department Number employees 

Number of personnel personnel heads and of to jobs 
emplg_Xees d_~oortment .. _ Q..epartntent ___ n superv 1 so rs -~lP.bS_ _ __ { AP.P._:rQXima t_e.._) __ 

2:!)0 - -2- ·--Yes - - -.;___ -- -- --ll --- 2J to l 

285 1 Yes --- 47 6 to l 
290 l --- Yes JO 10 to 1 
JOO None --- Yes 8 J8 to l 
31.5 li --- Yes 65 .5 to 1 
3.50 9 Yes --- No reply 
J.59 2 Yes --- 11.5 
366 5 Yes --- 56 
400 2 Yes --- 4J 
!;.25 No reply --- Yes J.5 
476 None --- Yes 14 
480 1 --- Yes 50 
498 2 Yes --- 24 
500 2 Yes --- 56 
500 2 Yes --- 162 
.53.5 5 Yes --- 102 
.550 2 Yes --- 92 
575 4 Yes --- 250 
580 6 Yes --- 220 
698 4~ Yes --- llJ 
725 J Yes --- 87 
750 2 Yes --- 91 
750 None --- Yes Uo reply 

J to 
6 to 
9 to 

12 to 
J4 to 

9 to 
21 to 

9 to 
J to 
5 to 
6 to 
2.J to 
2.6 to 
6 to 
8 to 
8 to 

800 4 Yes --- .50 16 to 
to 
to 

840 20 Yes --- J86 2 
850 6 Yes --- 60 14 

1 
1 
l 
l 
l 
1 
l 
1 
1 
l 
1 
1 
l 
1 
1 
1 

1 
1 
1 

-..J 
I\) 



Number of 
employees 

1100 

1200 

1200 

1400 

1800 

1900 

2000 

2JOO 

TABLE XXXIX 

OTHER EMPLOYMENT INFORMATION ON COMPANIES HAVING 1000-2499 EMPLOYEES 

Employment function 
nerf ormed as a. 

Number of Fiill time Part time duty Ratio of 
employees 1n duty by by department Number employees 
personnel personnel heads and of to jobs 
department department supervisors Jobs (approximate) 

2 Yes --- so 22 to 1 

7 Yes --- JOO 4 to 1 

.5 Yes --- 20 60 to 1 

5 Yes --- 138 10 to 1 

2 Yes --- 60 JO to 1 

24 Yes --- 296 6 to 1 

20 Yes --- No reply 

10 Yes --- No reply 

""' \.J 



TABLE XL 

OTHER EMPLOYMENT INFORMATION ON COMPANIES HAVING 2500 OR MORE EMPLOYEES 

Employmen~t\lnotion 
_ performed as a 

Number of Full time Part time duty Ratio of 
employees in duty by by department Number employees to 

Number or personnel personnel heads and of jobs 
employees department department supervisors jobs (approximate) 

2850 8 Yes --- JSO 8 to l 

3212 6 Yes Yes 20.5 !Sito 1 

4250 14 Yes --- 460 9 to 1 

5000 24 Yes --- 500 10 to 1 

9600 lOJ Yes -- No reply 

-...J 
-t:" 



APPEMDIX A 

SURVEY RESULTS OF QUESTIONS J8, 39, 4o AND 41, 

COMPANIES HAVING 0-249 EMPLOYEES 

The information listed below states the survey 

results of Questions JS, J9, 40 and 41 of the question

naire. 

7S 

Question 38. How much authority does the personnel 

department have in the selection procedure of your organ

ization? 

(l) Five companies report that the selection of 

personnel is the joi11t responsibility of the 

personnel department and line supervision. 

(2) Three companies report that the personnel 

department has advisory capacity only. 

(J) Two companies report that the personnel depart

ment has authority to hire in some cases with

out the supervisor's approval. 

(4) One company reports that it does not have a 

personnel dep~rtment and that the employment 

funotion i's performed by the Branch Manager. 

He has the authority to hire, pending approval 

of the Rogional Manager. 

(5) One oompany reports that the personnel 

department does the recruiting, screening, 

interv1ew1ng, testing and makes recommendations 
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to the department head who has final authority 

to hire. 

(6) One company reports that the authority to hire 

clerical personnel rests with the Branch 

Manager, but the final authority on hiring 

administrative personnel rests with the home 

office. 

(7) Six companies report that they do not have a 

personnel department but report that the 

employment function is performed on a part

time basis by the department heads and 

supervisors. 

(8) Three companies report that they have a 

personnel department but the employment 

function is performed by department heads 

and supervisors. 

(9) Five companies report that the personnel de

partment has full authority to hire in all 

oases, although one of the five reports that 

the matter is usually discussed with the 

supervisor. 

(10) Three companies did not reply. 

Q.uesti9n 32. Bank in the approximate order the 

importance of the following items aa used by your organ

ization 1n selecting applicants: employment test scores, 
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personal qualities, training, experience and references. 

(1) Employment Test Scores: 

Two companies rate employment test scores first. 

Three companies rate employment test scores 

second. Three companies rate employment test 

scores third. Six companies rate employment 

test scores fourth. Five companies rate 

employment test scores f itth. Three companies 

did not reply. Six companies do not use 

employment te$ts. 

(2) Personal Qualities; 

Eleven companies rate personal qualities first. 

Seven companies rate personal qualities aecond. 

Seven companies rate personal qualities third. 

One company rates personal qualities fifth. 

Two oompanies did not reply. 

(3) Training; 

Two companies rate training first. 

Five companies rate training second. 

Eight oompanies rate training third. 

Five companies rate training fourth. 

Four companies rate training fifth. 

Four companies did not replys 



(4) 

(5) 

Experience: 

Nine companies rate experience first. 

Nine companies r.ate experience second. 

Five companies rate experience third. 

Two companies rate experience fourth. 

One company rates experience fifth. 

Two companies did not reply. 

References: 

Two companies rate ref erenoes first. 

Two companies rate ref'erenoes second. 

Three companies rate references third. 

Eleven companies rate references fourth. 

Seven companies rate references fifth. 

Three companies d1d not reply. 
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(6) One company rates eaoh of the above items as 

equal weight in the selection of an applicant. 

(7) One company did not rate the above items but 

states that their importance would vary with 

each position. 

guestion 40. Rank in the approximate order the 

importance of the following tools of selection as used by 

your organization in the selection procedure: employment 

tests. interview and application blank. 



(1) Employment Tests& 

Two companies rate employment tests first. 

Nine companies rate employment tests second. 

Seven companies rate employment tests third. 

Nine companies do not use employment tests. 

Two companies did not reply. 

(2) Interview: 

Twenty-one companies rate interview first. 

Four companies rate the interview second. 

Two companies did not reply. 

(3) Application Blank: 
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Two companies rate the application blank first. 

Twelve companies rate the application blan..~ 

second. Eleven companies rate the applioation 

blank third. One company does not use the 

application blank. One company did not reply. 

(4) One company rates the interview and employment 

teats equal, with the application blank rated 

second. 

(S) Two companies which do not use employment tests 

rate the application blank and interview equal. 

Questi9n 41.t. In your opinion do you think your 

selection procedures: 

(A) are successful? 

(B ) could be improved through the introduc ti<>n of u 
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job analysis program leading to the development 

or job descriptions and j:>b specifications? 

(0) could be improved through the 1ntroduation of 

employment tests? 

(D) oould be improved by a thorough analysis or 
the overall seleotion procedure? 

(E) others (list). 

(1) Nineteen companies report that their selection 

procedures are successful. 

(2) Three 9ompanies report that their selection 

procedures are successful but could be improved 

by the following ways: -

(a) Through the introduction of a job analysis 

program leading to the development or job 

descriptions and job specifications. 

(b) Through the introduction of employment 

tests. 

(a) By a thorough analysis of the overall 

selection procedures. 

(3) One company reports that their selection 

procedures are successful but oould be 

improved through the int~oduotion of a job 

analysis program leading to the development 

of job desoriptiorrn and .iob specifications. 
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(4) Two companies report that their selection 

procedures are suooessful but could be im

proved through the 1ntroduot1on of employment 

tests. 

(5) One company reports that their procedure could 

be impr~ved by the following wayss 

(a) Through the introduction of employment 

tests. 

(b) By a thorough analysis of the overall 

selection procedure. 

(c) By revamping the application blank. 

(6) Three companies report that their selection 

procedures could be improved by a thorough 

analysis of the overall selection procedure. 

(7) One company did not reply. 



APPEIIDIX B 

SURVEY RESULTS OF QUESTIONS J8, 39, 40 AND 41, 

COMPANIES HAVING 250-999 EMPLOYEES 
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The information listed below states the survey 

results of Questions 38, 39, 40 and 41 or the questionnaire. 

Suegtion j8. Row m..toh authority does the personnel 

department have in the selection procedure of your organ

ization? 

(1) Five companies report that the personnel 

department has full authority to hire 

applicants. 

(2) Three companies report that the personnel 

department has full authority to hire ap

plicants but they usually consult department 

heads and supervisors and respect their 

advice. 

(j) Three companies report that the personnel 

department has authority to hire in some 

oases without the suoervisoz's approval. 

(4) Seven companies state that it is the joint 

responsibility or employment department and 

line supervisor. 

CS) One company reports that it is the joint 
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responsibility of the employment department 

and line supervisor with the exaeption of 

highly technical employees. With the highly 

technical employees. the personnel department 

has advisory authority only. 

(6) Two companies report that their personnel 

department has advisory authority only. 

(7) One company reports that the personnel 

department generally has advisory authority only 

but with supervisor's approval may assume full 

author! ty to hi1•e employees. 

(8) One company reports that their personnel 

department does the recruiting and proces

sing, but supervisor has full authority to 

hire applicants. 

(9) Three oompanies did not reply. 

Question J2· Rank in approximate order of importance 

the following items as used by your organization in select

ing applicants: employment test scores, personal qualities, 

training, experience and references. 

(1) Employment test scores: 

One company rates employment test scores 

second. One company rates employment test 

scores third. Six companies rate employment 

test scores fourth. Six companies rate 
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employment test scores fifth. Three companies 

do not use employment tests. Four companies 

did not reply. 

(2) Personal qualities: 

Eleven companies rate personal qualities first. 

Two companies rate personal qualities second. 

Four companies rate personal qualities third. 

Four companies did not reply. 

(J) Trainings 

One company rates training first. 

Five companies rate training second. 
I 

Six companies rate training third. 

Three companies rate training fourth. 

Two companies rate training fifth. 

Four companies did not reply. 

(4) Experience: 

Five companies rate experience first. 

Five companies rate experience second. 

Four companies rate experience third. 

Three companies rate experience fourth. 

Four companies did not reply. 

(.5) References: 

Four companies rate references second. 

One company rates references third. 



Five companies rate references fourth. 

Seven companies rate references fifth. 

Four companies did not reply. 

(8} Three companies did not rate the above items 

but stated that their importance would very 

with each job. 

8.5 

(9) One company rates each of the above items as 

equal weight in the selection of an applicant. 

(10) One company rates each of the above items as 

equal weight in the selection of an applicant 

but introduced two other items to be con

sidered in the selection of an applicant, 

which are family background and interest. 

(11) One company introduced a new item to be 

considered in the selection of an applicant. 

It was actual availability. that is, a 

home situation which would permit an ap

plicant to accept a Job requiring unusual 

and irregular hours. This item was rated 

third. 

Question 40. Rank in the approximate order the im

portance of the following tools of selection as used by 

your organization in the selection pro~edure: employment 

tests, interview and application blank. 
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(1} Employment tests: 

Six comp.IDea rate employment tests second. 

Twelve companies rate employment tests third. 

Six companies do not use tests. 

Two companies did not reply. 

(2) Interview: 

Twenty-three companies rate the interview 

first. One company rates the interview 

second. Two companies dld not reply. 

(J) Application blank: 

One company rates the application blank first. 

Seventeen companies rate the application blank 

second. Six companies rate the application 

blank third. Two companies ~id not reply. 

g,uestion 41. In your opinion do you th1nk your 

selection procedures: 

(A) are successful? 

(B) could be improved through the introduction of 

a job analysis program leading to the develop

ment of job descriptions and job specifications? 

(C) could be improved through the introduction of 

employment tests? 

tD) could be improvo<l by u t!1orough analysis of 

the ove:rall selec~!on procedure? 

(E) others {list} 



(1) Ten companies report that they think their 

selection.procedures are successful. 
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(2) Two companies report that they think their 

selection procedures are successful but could 

be improved through the introduction of employ

ment tests. 

(J) Three companies report that they think their 

selection procedures are successful but could 

be improved by a th~rough analysis of the 

overall selection prooedu~es. 

(4) Four companies report that they think their 

selection procedures could be improved through 

the introduction or job analysis program 

leading to the development of job description 

and job specifications. 

(5) Two companies report that they think that their 

selection procedures could be improved through 

the introduction of employment tests and by a 

thorough analysis of the overall selection 

procedures. 

(6) One company reports that it thinks their 

selection procedures could be improved through 

the introduot1on of emplo:rment teats .. 

(7) One company reports that it thinks that their 

selection procedures could be improved by a 



thorough analysis of the overall selection 

procedures. 
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(8) One company reports that it thinks that their 

selection procedures could be improved through 

the introduction of job ana.lysis program leading 

to the devolopment of job descriptions and job 

specifications and by the introduct1011 of em

ployment tests. 

(9) One company reports that it thinks their 

selection procedures a.re successful but 

could be improved through the introa.uotion 

or employment tests a.nd by a thorough analysis 

of the overall selection prooedures. 

(10) One company did not report on this question. 



APPEMDIX C 

SURVEY RESULTS OP QUESTIOUS J8, 39t 40 AND 41, 

COMPANIES HAVING 1000-2499 EMPLOYEES 

The information listed below states the survey 

results of Questions J8, J9. 40 and 41 of the question

naire. 

89 

~uestiqn J8. How much authority does the personnel 

department have in the selection procedure of your organ

ization? 

(1) Two companies report that their personal 

departments have f'ull authority to hire all 

applicants. 

(2) Three companies report that the personnel 

department has authority in some oases to 

hire without the supervisor's approval some 

employees; with other employees, it is the 

joint responsibility of the employment 

department and the line supervisor. 

(3) One company reports that it is the joint 

responsibility of the employment department 

and line supervisor. 

(4) Two companies report that the personnel 

department has advisory authority only 1n 

the selection of employees. 
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Question 39. Rank in approximate order of 

importance the following items as used by your organization 

in the selection of applicants: employment tests scores, 

personal qualities. training, experience and references. 

(1) Employment test scores: 

Two companies rate employment test scores third. 

One company rates employment test scores fourth. 

Three did not use employment tests. 

(2) Personsl qualities: 

(3) 

Five companies rate personal qualities first. 

One company did not reply. 

Training: 

Two companies rate training second. 

Two companies rate training third. 

One company rates training fourth. 

One company did not reply. 

(4) Experience: 

One company rates experience first. 

Two companies rate experience second. 
' 

One company rates experience fourth. 

One company rates experience fifth. 

One company did not reply. 

(.5) References: 

Two companies rate references second. 



(6) 
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One company rates ref erenoes third. 

One company rates references fourth. 

One company rates ref erenoes fifth. 

One company did not reply. 

Two companies did not rate the above items but 

Etate that their importance will vary with each 

job. 

Q.uestion 40. Rank in the approximate order the 

importance of the following tools of selection as used by 

your organization in the selection procedure: employment 

tests, interview and application blank. 

(1) Employment tests: 

Three companies rate employment testa second. 

One company rates employment tests third. 

Three companies do not use employment tests in 

their selection procedures. 

One company did not reply. 

(2) Interview: 

Seven oon1panios rato interview first. 

One company did not reply. 

(J) Application blank: 

Four companies rc:.to application blank second. 

Three coopa.nieu rntn application blank third. 

One company did nG;; i•eply ~ 



guf:1stion 41. In your opinion do you think your 

selection procedures: 

(A) are successful? 

(B) could be improved through the introduction of 
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a job analysis progrem le~ding to the develop

ment of job descriptions and job specifications? 

(C) could bo improved through the introduction of 

employment tests? 

(D) could be improved by a thorough analysis of 

the overall selection procedures? 

(E) others (list)? 

(1) Four companies report that they think their 

selection procedures are successful. 

(2) One company reports that they think their 

selection procedures are successful but think 

they could be improved by the following ways: 

(a) Introduction of a job analysis program 

leading to the development of job 

descriptions and job specifications. 

(b) Introduction of employment tents. 

(o) By a thorough analysis of the overall 

selection p1·ocedu:rcs. 

(J) One company reports that u. thinks th,~ir 

selection proced.u:'us :;;.J.'c: rmocessful but pos

sibly could be ira;-n·oved by a thorough analysis 



of the overall selection procedures. 

(4) One company reports that it thinks their 

selection procedures could be improved by 

the following ways: 
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(a) Through the introduction of a Job 

analysis program !ear.ling to the develop

ment of job descriptions and job 

opeoifications. 

(b) Through the introduction of employment 

tests. 

(o) By a thorough an~lysis or the overall 

selection procedures. 

(5) One company reports that it thinks their 

selection procedures could be improved 

through the ini;roduct1on of a. .1ob analysis 

program leading to the development or job 

descriptions and job speo1fioations and 

through the introduction of employment 

tests. 



APPENDIX D 

SURVEY RESULTS OF QUES'fIONS JS, 39, 40 AND 41, 

COMPAIUES HAVING 2500 OR MORE EMPLOYEES 

The information listed below states the survey 

results or Questions 38, )9, 40 and 41 of the question

naire. 
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Queation )8. How much authority a.oes the personnel 

department have in the selection procedure of your organ

ization? 

(1) Three companies report that it is the joint 

responsibility of the employment d.epartment and 

the line supervisor. 

(2) One company reports that the personnel depart

ment has advisory authority on.ly. 

(J) One company reports that the authority and 

responsibility of the personnel department 

is limited to the rearu1t1ng, accepting the 

applications of all candidates eligible under 

published qualifications, administering 

employment tests, scoring the results. pre

paring and keeping elieibl~ list of names 

in the order of their ocorc and certifying 

eligible candidater, to dcp~rtment heads for 

selection. The operatine; department heads 



have full authority to select applicants or 

candid.ates for job vacancy. 
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Question J9. Rank in approximate order of impor

tance the following items aa used by your organization in 

selecting applicants: employment test aoores, personal 

qualities, training, experience and references. 

(1) Employment test scores: 

One company rates employment test scores first. 

One company rates employment test sco:r•es second. 

Two companies rate employment test scores 

fourth. One company rates employment test 

scores fifth. 

(2) Personal qualities: 

(J) 

Three companies re.to persona.1 qualities first. 

One company rates personal qualities second. 

One company rates personal qualities fifth. 

Training: 

One company rates training first. 

One company rates training second. 

Two companies rate training third. 

One company did not reply. 

(4) Experience: 

Two compa.niefi r.s .. l;t, ;:Jt.ptn•ic.uce Gecond. 

Three oor.ipanie& i\.\ · ... e expe.1.'ience third. 



(.5) Referenocss 

Three compenies rate references fourth. 

Two compai11eo rate references fifth. 
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Question 40. Ranlt in approximate order the irapor

tance of the following tools of selection as used by your 

company in the selection procedure: employment tests, 

interview, and application blank. 

(1) Employment tests: 

Two companies rate employment tests first. 

One company rates employment tests second. 

Two companies rate employment tests third. 

(2) Interview: 

Three companies rate the interview first. 

One company rates the interview second. 

One company rates the interview third. 

(3) Application blank: 

Three companies rate the epplication blank 

second. Two companies rate the application 

blank third. 

guestion 41. In your opinion do you think your 

seleot1on procedures: 

(A) are successful? 

(B) eoult'l be improved ~~hroup;h the 1 ntroduction of 

a job analysis pr0[i;'rnri lce.<.lln~ to the develop

ment of job descriptions and job specifications? 
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(C) could be 1cproved by the introduction of employ

ment testo? 

(D) could be improved by a thorough analysis or 
the overall selection procedures? 

(E) otherz (list). 

(1) Three companies report tr.at 'they think their 

selection procedures are successful. 

(2) One company reports that it thinks their 

selection procedures could be improved through 

the introduction of employment test. 

(J) One company reports that it thinks their 

selection procedures are sucoessful but 

could be improved by a. thorough analysis 

of the overall selection procedures. 
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APPENDIX E 

SUMMARY: SURVEY B.ESUL'l'S OP QUESTIONS .38, J9, 40, AND 41 

FOR THE SLXTY-HINE COMPAUIES 

The information below states the survey results of 

Questions 38, J9, 4o e.nd l}l of the aurve:r questionnaire. 

~uestion )8. How much authority does the personnel 

department heve in the selection p:roctEdure cf your organ

ization? 

(1) Ti·10lve companies repor·t; thet the personnel 

department has full authority to hire in all 

caz;es. 

( 2) Five companies report tha.t the personnel depart

ment has HUthority in some cases to hire without 

the supervisor's approval. 

()} Sixteen companies report that selection of 

personnel is the joint responA1b1lity of the 

personnel department and line supervisor. 

(4) Eight companies report that the personnel 

department has advisory authority only. 

(.5) Three companies report that the personnel 

department does the recruitine, screening• 

1nterv1ewine, etc.~ but the fj.ne.1 selection 

is tho rooponsi b~.1:1• ty of t·r.o clepa1"'toent head 

and line ouper"r5.t-or- .. 



(6) One company reports that the employment 

function is performed by the Branch Manager. 

He hno the author1 ty to hire, pending a.p

proval of the Regional Manager. 
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(7) ?Tine companies report that the employment 

function is performed by department heads and 

llne supervisor. 

(8) One company reports that the authority to hire 

elerioal personnel rests with the Branoh 

Manager, but the final authority on hiring 

administrative personnel rests with the home 

office. 

(9) Three companies report that the personnel 

department has full authority to hire ap

plicants but they usually consult depar•t

ment heads and supervisors and respect their 

advice. 

(10) One company reports that it is the joint 

responsib111 ty of ·the employment department 

and line supervisor with the exception of 

highly technical employees. With the highly 

technical employeeo, the personnel department 

has advisory authority only. 

(11) One company reports that the personnel 



department has advisory authority only but 

with the supervisor's approval may nssum~ 

full responsibility to hire employees. 

(12) Three companies report that the personnel 

department has authority to hire in some 

cases without the supervisor's approval. 
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With other employees, it lg the Joint respon

sibility of the persom1el department and 

line supervisor. 

(lJ) Six companies did not reply to this question. 

su2stion 32. Rank in approximate order of im

portance the following items as used by your organization 

in selecting applicants: employment test scores, personal 

qualities, training, experience and references. 

(1) Employment ·test noores: 

Three companies rate employment test scores 

first. Five companies rate employment test 

scores second. Six companies rate employ

ment test scores thil"d. Fifteen companies 

rate employment test scores four•th. Twelve 

companies rate employment test sco1'es fifth. 

Soven oompanico ci:~c.:. not reply. Tuel ve com

panies reported t:mt; tney ciid not uso employ

ment t&sta. 
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(2) Pernonal qualities: 

Thirty companies rate personal qualities first. 

Tell companies rate personal qualities second. 

Eleven companies rate personal qualities third. 

Two companies rate personal qualities fifth. 

Soven companies did not reply. 

(J} Training: 

Four companies rate trainir..g first. 

Thirt~en companies rate training second. 

Eighteen companies ~ate training third. 

Hine companies rate training fourth. 

Nine companies rate training fifth. 

Ten companies did not reply. 

(4) Experience: 

Fifteen companies rate experience first. 

Eighteen compe.nies rate e~perienoe seoond. 

Tt.1elve companies rate experience third. 

Six companies rate experience fourth. 

Two companies rate experiencei fifth. 

Seven companies did not reply. 

(5) References: 

Two companies rate references first. 

Eight companicn rate roforencce second. 

Five companies re.t.e rnf~r9r.ces third. 



Twenty companies rate references fourth. 

Seventeen companies rate references fifth. 

Sight comp0J.1ies did not reply. 
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(6) Six companies did not rate the above items but 

state that their importance will vary with 

ca.ch job. 

(?) Three companies rate the above items equal in 

the selection of ~n applicant. 

question 40L Rank in approximate order the impor

tance of the following tools of selection as \HJO(l by 

your company in selection procedure: employment test 9 

interview and application blank. 

(1) Employr.1Emt tests: 

Four ccmp.!?.?lies rate employment tests first. 

:Nineteen com:pa?lies rate emplOj?ment tosts 

second. Twcnty ... ·two compv!mies :rate employ

ment teats third. Eit;hteen companies 

reported tr..at they did not use employment 

tests& Five compenies did not reply. 

(2) !nterview: 

Fifty-four cor.i1Y.1ri .. ".ef: ~rit~~ the interview first. 

Six com:paniea r~~t!' ·1·.~",c i"'t"''."'vl~w second. 

On¢ compnny ratnc '·)''J h1~~".'!'view thirrl. 
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(3) Application blanki 

Three companies rate the application blank 

first. Thirty-six companies rate the ap

plication blank second. TWenty-two companies 

rate the application blank third. Four 

companies did not reply. 

(4) One company does not use the application blank. 

(5) One company rates the interview and employment 

tests equal, with the application blank second. 

(6) Two companies which do not use employment 

tests, rate the interview and application 

blank equal. 

Question 41. In your opinion do you think your 

selection procedures: 

(A) are successful? 

(B) could be improved through the introduction of 

a Job analysis program leading to the develop

ment of Job descriptions and job specif 1oat1ons? 

(C) could be improved by the introduction of.em-

ployment tests? 

(D) could be improved by a thorough analysis of the 

overall selection procedures? 

(E) others (list). 

(1) Thirty-six companies report that they think 

their selection procedures are sucoeasful. 
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(2) Four companies report that they think their 

selection procedures are sucoessful but could 

be improved the following ways: 

(a) Through the ·1ntroduction of a job 

analysis program leading to the develop

ment of job descriptions and job speoi

tioa tions. 

(b) Through the introduction of employment 

tests. 

(o) By a thorough analysis of the overall 

selection procedure. 

(J) Five companies report that they think their 

selection procedures are successful but could 

be improved through the introduction of a job 

analysis program leading to the development 

of job descriptions and job specifications. 

(4) Four companies report that they think their 

selection procedures are successful but could 

be improved through the introduction of 

employment tests. 

(5) Five companies report that they think their 

selection procedures are successful but could 

be improved by a thorough enalysis of the 

overall selection procedures. 

(6) Two companies report that they think their 

selection oould be improved through the 
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introduction of a job analysis program leading 

to the development or job descriptions and 

job specifications. 

(7) Two companies report that they think their 

selection procedures could be improved through 

the introduction of employment tests. 

(8) Four companies report that they think their 

selection procedures could be improved by a 

thorough analysis of the overall selection 

procedures. 

(9) One company reports that it thinks their 

selection procedures are successful but it 

could be improved through the introduction 

of employment tests and by a thorough analysis 

or their overall selection procedures. 

(10) One company reports that their selection proce

dure could be improved through the introduction 

of employment tests, by a thorough analysis of 

the overall selection procedures and by re

vamping the application blank. 

(11) One company reports that their selection 

procedures could be improved by the intro

duction of employment tests and by a thorough 

analysis of the overall selection procedures. 



(12) One company reports that their selection 

procedure could be improved through the 

introduction or a job analysis program 

leading to the development of. job desor1p~ 

tions and Job specifications, by introducing 

employment tests.and by a thorough analysis 

of their overall selection prooedures. 

(lJ) Four companies did not reply. 
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CHAPTER VI! 

SUMMARY AND CONCLUSIONS 

This survey purports to measure the extent to 

which established personnel procedures are uaed 1n the 

employment of qualified applicants to fill job vacancies. 

By using such pr0cedures Richmond companies are gradually 

doing away with the old hit-or-miss approach and taking 

on a more objective approach. 

The general impression gathered from the replies 

concerning the use or established personnel procedures 

is that a majority or the companies surveyed are using 

them. A majority of the 69 concerns have a large per

centage of their jobs covered by a job analysis program. 

This indicates that these companies are getting off to a 

good start by first determining the facts about the job. 

The use or job analyses, whereby the jobs are analyzed 

and data are obtained tor job descriptions and job 

speo1tioat1ons, shows that the companies realize that 

before a person oan be employed for a job, its demands 

upon that person must tirat be known. 

The interview, application blank, and employment 

tests are all used by a majority of the 69 companies. 

However, the data show that more emphasis is placed 
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upon the interview and application blank than upon tests, 

generally speaking. The use ot the interview ro.nks tirst 

w1th the appl1cat1on blank second. mni>lo7ment tests rank 

th1rd. The non•directive interview is used more than the 

planned type. However, some of the companies use a com• 

b1na.t1on ot the two types. A majority ot the 69 companies 

ma1nta.1n current up.to-date appl1oat1on blanks as in• 

d1oa~ed b7 the aurve1 results. 

The use ot the interview, e.ppl1oat1on blank• and 

emplo7ment teeta together give the interviewer or person 

responsible tor selection a beiter opportunity to appraiae 

a Job appl1oant. Ea.oh ot these tools has a part 1n pre• 

eenting a clear p1otu.re ot the Job applicant to the inter• 

viewer. 

Thirt1•t1ve, or 53 per oent of the concel'na reply1ns 

to Question 41 report that their selection procedures are 

auooesstul. It is not known by What standard or criteria 

ther evaluated their selection procedures. rt is the 

opinion or the wr1 ter that anawe.rs to some questions ot 

the questionnaire aa to the uae ot established personnel 

tools should 1n41oate wh.;r the companies consiaer their 

aeleotion prooeduree suoceastul. Listed below 1a tho 

extent ot th• use ot established personnel toola by the 

thirt1-t1ve oonoernsi 
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(l) Twenty.aevon0 or 77 per cent ha.v~ over twenty 

per oent ot their Jobe covered by a Job 

analyses program. 

(2) Tvent1•f1ve, or 71 per cont have over t~ent7 

per cent of their jobs covered by Job 

deaor1pt1one. 

(3) Twenty-one, or 66 per cent have over twenty 

per oent ot their Jobs oovered b1 Job spec-

1t1cat1ons. 

(4) Twent1•n1ne, or 82 per oent use employment 

teats 1n the selection ot applicante& 

(5) Thirty-tour ot the companies use the application 

blank. 

(6) All ot the companies uee the 1nterv1ewt 

Some ot the oompan1ee wh1oh do not use these 

eetablished personnel tools 1nd.1oate that the1 realize their 

importance, 1n that ther staie that their present employment 

prooedures can be improved bf the 1ntroduot1on of a Job 

analya1s program and employment teete. 

Thia survey 1s not 4 atat1at1cal anal1eie ot all 

rnanutaotur1ng and non-manutaotur1ng conoerna in the Rich• 

mond area. It doea not cover any ot the ver1 small concerns 

suoh as the individual owner or oonoe:rna with a tew employees~ 

Aa 1& ahOwn 1n matlJ' or the tables. the smallest concern 
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covered 1a one w1th twent1•t1ve employees. Nevertheless, 

I feel tha.t the survey is s1gn1t1cant to the extent that 

it covers 36,921 emplo1ees or 23 per cent of the total 

in \he R1ohmond area. The average number ot persons 

emplo1ed in 1958 was 159.200. In another wa7 thie oould 

well be oons1dered a surve1 of the "blue oh1p" concerns 

in the R1chm0nd area due to my method or selecting the 

names on fil3' ma1l1ng list. 

It is the writer's opinion that the 1nformat1on 

furnished b7 this thesis can be ot value to personnel 

managers, students of personnel management~ professors and 

instructors ot personnel management and top management. 

!he.1ntorma.t1on turn1shea personnel managers with a come 

parative anal.ya1e aa to the selection procedures used bf 

companies ot va.ry1ng s1zea. The1 could oompare their OWll 

prooedures with companies ot similar size to determine 1t 

their procedures include thoae ueed bf other concerns. It 

turnishea a 78Jtdatiok or standard to guide them 1n future 

planning. Students ot personnel management can compare 

the procedures aa actuallf ueed by companies ot Varting 

e1aea with textbook cethoda. That is, textbooks on personnel 

management tell whioh prooodures should be followed to 

enable oonoerns to seleot Job appl1oa.nte effeotivelys 

The 1nforma.t,1on turn1ahed by i#llia thea1a aeta forth whet 
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1e aotuall.7 being done 1n the way ot selecting job applioanta. 

The student can easily draw a comparison between the textbook 

version or otteot1ve personnel selection and actually what 

is being done bf companies of varying sizes. Professors 

and instructors ot personnel management can use the 1ntormat1on 

turnisbed. b1 this thesis to show students how Gompaniee or 

vaey1ng a1zea use the established personnel tools actua.111 

to select the best qual1t1ed applicant for th& job vaca.nc;r. 

They can also use the 1ntomnat1on to compare textbook 

procedures with actual procedures of selection., Top 

management can use the 1ntormat1on to evaluate its own 

procedure& with pi-ocedures used 'b;r firms ot the ea.me size. 

The 1ntor~at1on turn1shes a 1ardstiok or standard with 

which to compare its own procedures. 

In cloa1ns, the reader 1a directed to Table XLV ot 

the Appendix, wh1oh contains olaaa1t1oat1ona or the com• 

pan1ee acoord.1ng to s1ze and also to the $Xtent to which 

the7 use certain personnel tools. Table L of the Appendix 

gives a ata.ti&t1cal aummary ot the survey results for the 

69 companies. 
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TABLE XLI 

JOB COVERAGE WITH CERTAIN PERSONNEL TOOLS, COMPANIES HAVING 0-249 EMPLOYEES 

__ .. _ __ _ Numbei"· 0.f~-~0~1-:e:s~®-V_ine;~--·-- __ _ 
Jobs covered· oy~~Jobs ·covered: by ----Jobs l'illed. with Jobs which bave been 

Percentage of written job written job aid of employ- analyzed through a 
Jobs covered descriptions specifications ment tests Job analzsis urogram 

0 - 20 12 12 4 7 

21 - 40 1 2 4 0 

41 - 60 

61 - 80 

81 - 100 

No reply 

4 

2 

11 

0 

2 

1 

12 

1 

4 

J 

7 

0 

2 

2 

17 

2 

Note or explanation: This table shows the number of companies having a certain 
percentage of jobs covered by certain personnel tools. For example, 12 companies 
have 0-20% ot their jobs covered by written job descriptions. 

....., 

....., 
0 



TABLE XLII 

JOB COVERAGE WITH CERTAIN PERSONNEL TOOLS, COMPANIES HAVING 250-999 EMPLOYEES 

Numb~etm o-f-CiomJ:>an1ea nf!§1ng ___ ~ _ 
Jobs covered-by ____ -.Yobs coveredoy mmJobs f11led.-w1th Jobs which nave--been 

Percentage of written Job written job aid of employ- analyzed through a 
Jobs covered descriptions specifications ment tests job analysis Program 

0 - 20 8 10 s 10 

21 - 40 1 2 l 0 

41 - 60 1 3 1 1 

61 - 80 2 1 2 2 

81 - 100 12 7 9 11 

No reply 2 J 0 2 

Note of explanation: Th1s table shows the number of companies having a certain per
centage of jobs covered by certain personnel tools. For example, eight (8) companies 
have 0-20% of their jobs covered by written job descriptions. 

I-' 
I-' ..... 



TABLE XLIII 

JOB COVERAGE WITH CERTAIN PERSONNEL TOOLS, CONPANIES HAVING 1000-2499 EMPLOYEES 

-~----·---------- _ tJumber of __ CQfilpanie_s_hayipg_ __ ~ __ ---~- _ 
Jobs coverecr-oy -Joos-covered oy--Jobs f11leuwith Jobs-whicn nave-oeen 

Percentage of written job written job aid of employ- analyzed through a 
Jobs covered descriptions sneo1ficat1ons ment tests .lob analysis program 

0 - 20 J 3 l 0 

21 - 40 0 0 1 1 

41 - 60 0 0 0 0 

61 - 80 2 3 0 2 

81 - 100 J 1 J 4 

no reply 0 1 0 l 

Note of explanation: This table shows the number of companies having a certain percentage 
of jobs covered by certain p~rsonnel tools. For example, three (J) companies have 0-20% 
of their jobs covered by written Job descriptions. 

~ 
~ 
N 



TABLE XLIV 

JOB COVERAGE WITH CERTAill PERSONNEL TOOLS, COMPANIES HAVING 2.$00 OR MORE EMPLOYEES 

N'umber ot comPa.nies having_ 
JObs covered by Jobs covered by Jobs filled with--Jobs which have been 

Percentage or written job written job aid of employ- analyzed through a 
Jobs covered descriptions spec1f1cat12ns ment tests Job analysis program 

0 - 20 2 4 0 J 

21 - 40 0 0 0 0 

41 - 60 1 0 2 0 

.... 0 0 1 0 tu. -
81 - 100 2 1 1 2 

No reply 0 0 1 0 

Note of explanation: This table shows the number of companies having a certain percentagE 
of jobs covered by certnin personnel tools. For example, two (2) companies have 0-20% 
of their jobs covered by written job descriptions. 

...... 

...... 
\..> 



TABLE XLV 

SUMMARY: JOB COVERAGE WITH CERTAIN PERSONNEL TOOLS BY ALL SIXTY-UINE COMPAlUES 

-------~ Humber of f:.OJJlpanies having _________ _ 
Jobs covered by Jobs- cove-red by Jobs filled with Jobs which have been 

Percentage of written job written job aid of employ- analyzed through a 
.lobs covered descriptions specifications ment tests Job analysis program 

0 - 20 2.5 29 10 20 

21 - 40 2 4 6 1 

41 60 6 6 7 "' - .) 

61 - 80 6 5 6 6 

81 - 100 28 21 20 34 

No reply 2 4 l 5 

Hote of explanation: This table shows the number of companies having a certain percentage 
of jobs covered by certain personnel tools. For eY..a.mple, twenty-five {25) companies have 
0-20% of their jobs covered by written job descriptions. 

~ 
t...I 
~ 



TABLE XLVI 

STATISTICAL ANALYSIS OF COMPANIES HAVING 0-249 EMPLOYEES 

===========================--~· ===========================:::;:::::===========~============::::;:==== ~ · Yes : no : No reply 
JOB ANALYSIS PROGRAH No. Per : No. Per : Uo. Per 

cent : cent : cent 
-Do you have a job anal.ysis program currently in 12 40.o 18 t>o.o o ---- .. 

operation in your company? 

It not, do you plan to initiate such a program 
in the near future? 

EMPLOYMEMT--TESTS---~- . 
Do you employment test in your selection procedure?-

If not, do you plan to use them in the near future? 

Have you validated any tests on the basis of 
employees aL ... eady on the payroll? 

Do you ever select applicants primarily on the 
results of test scores? 

Do you ever reject applicants primarily on the 
results of test scores? 

Do you use trade tests? 

Do you use personality or temperament tests? 

Do you use mental or intelligence tests? 

2 11.1 

22 73.3 

0 ---·---
12 54.5 

8 36.3 

14 63.5 

9 40.9 

10 4S.4 

11 50. 

14 77.a 2 11.l 

8 26.7 0 

8 100. 0 

9 40.9 1 4.6 

11 .so.o 3 13.7 

.5 22.7 3 lJ.8 

13 59.1 0 .. .---
12 54.6 0 -~ ...... 
11 50. 0 -----

.... ..... 
V& 



TABLE XLVI (Continued) 

Yes- u : No : No rep1)'.; 
EMPLOYMENT TESTS (Continued) No. Per : No. Per : No. Per 

cent : cent : cent 
Do you use aptTtude tests?-- ---- -1..5 68-:-1 ___ 7 ---)1.9--~~o ----

Do you use stenographic or clerical tests? 15 68.1 7 31.9 O ----

Do you use other type tests? 1 4.6 21 95.4 o 

Do you have a test administrator who by formal 
education and study is trained in the theory of 

6 15 68.1 4.7 employment tests, their construction and uses? 27.2 1 

Do you have a minimum score on ea.ch test as a 
guide for the selection of employees? 9 40.9 11 50. 2 9.1 

Do you hav·e u maximum 3core on any test as a 
14 63.6 guide in the selection of employees? 5 22.7 J lJ.7 

Have you done any research to determine the re-
liability of your testing program? 8 36.) 11 so. J 13.7 

If you use employment tests in your selection 
procedure, do you think that their use has had 
any bearing on the rate of your labor turnover? 9 11-0.9 3 13.7 10 45.lJ. 

APPLICATION BLArrh -
Do you uso the same application blank for all jobs 20 68 .. 9 9 Jl .. l 0 
in your• orgnniza ti on? 

Has your a pp lice tion blank been reviewed to detei'"-
mine if it furnishes adequate information? 22 7.5.8 4 13.7 ) 10.5 

f-1 
f-1 

°' 



TABLE XLVI (Continued) 

Yes .. • 
APPLICATION BLANK (Continued) No. Per • • 

cent : 
Has your application blank been reviewed to deter-

79.4 mine if all items therein are necessary? 23 

Do you use a weighted application blanl{? 1 J.J 
If you use a weighted application blank, has each 
item been correlated with actual success on the job? l 100.0 

INTERVIEWING 
Do you use the planned type of interviewing? 12 40.0 

Do you use the non-directive type of interview? 17 56.6 

Do you HSG other types? J 10.0 

REFERE!ICES 
Do you require written references? 21 70.0 

PHYSICAL EXAMINATIONS 
Do you require physical examinations tor all 

16 employees aa a part of selection? 53.3 

Is it done on the premises? 1 6.2 

Is it done off premises? 14 100.0 

Do you want a copy of this survey results? 22 73.3 

No 
No. 

J 

26 

0 

15 

10 

21+ 

9 

14 

14 

--
3 

: No re:Qll 
Per : No. 
cent : 

10.J J 

86.7 J 

---- 0 

50.0 3 

JJ.J J 

80.0 J 

JO.O 0 

46.7 0 

87.5 l 
.. ___ 

0 

10.0 5 

Per 
cent 

10.J 

10.0 

10.0 

10.l 

10.0 

6.3 

16.7 

..... ..... 
-...J 



TABLE XLVII 

STATISTICAL ANALYSIS OF COMPANIES HAVING 250-999 EMPLOYEES 

Yes : No : No reply 
JOB ANALYSIS PROGRAM Uo. Per : No. Per : No. Per 

cent : cent : cent 
Do you have a job analysis-programciirren-tly in 
operation in your company? 

If not, do you plan to initiate such a program 

11 42.J 

in the near future? 5 35.7 

EMPLOYMENT TESTS 
Do- you use employment test-sTn yoursel-ection-- -- -
procedure? 18 69.2 

If not, do you plan to use them in the near future? 2 25.0 

Have you validated any tests on the basis of 
employees alraady on the payroll? 11 61.1 

Do you ever select applicants primarily on the 
results of test scores? J 16. 7 

Do you ever reject applicants primarily on the 
results of test scores? lJ 72.3 

Do you use trade tests? 8 44.5 

Do you use personality or temperament tests? 8 41+.5 

Do you use mental or intelligence tests? 17 94.4 

Do you use aptitude tests? 11 61.1 

14 .53.8 1 

9 64.J 0 

8 J0.8 0 

6 75.0 0 

7 J8.9 0 

15 8J.J 0 

.5 27.7 0 

10 55.5 0 

10 55.5 0 

1 5.6 0 

7 38.9 0 

3.9 

...... 

...... 
---co 



TABLE XLVII (Continued) 

_Yea. __ :.-... -_ J[Q_ __ ~LNQ r~-ply 
EMPLOYMENT TESTS (Continued) No. Per : No. Per : No Per 

cent : cent : cent 
Do you uae stenographic or clerical tests? 14 77.7 ~ 22.J O ----

Do you use other tests? 

Do you have a test administrator who by formal 
education and study is trained in the theory of 
employment tests, their construction and usea? 

Do you have a minimum score on any test as a 
guide in the selection of employees? 

Do you have a maximum score on any test as a 
guide in ~he selection of employees? 

Hn,re you :~one a:ny research to determine the re-
liability of your testing program? 

If you use employment tests in your selection 
procedure, do you think that their use has had 
any bearir£g on the rate of labor turnover? 

APPLICATION BLANK 
Do you use the same applicatiori-~blarik for all jobs 
in your organization? 

Has your application blank been reviewed to deter
mine if it furnishes adequt:i.te information? 

1 .5.6 

9 50.0 

14 77.7 

5 27.7 

6 33.4 

9 50.0 

15 57.7 

24 92.4 

17 94.4 

9 50.0 

4 22.3 

13 72.3 

12 66.6 

5 27.7 

10 34.6 

1 J.8 

0 

0 

0 

0 

0 

4 

1 

1 

22.J 

7.7 

).8 

I-' ..... 
'° 



TABLE XLVII (Continued) 

.Yes :- No ___ : . No_replY_ 
APPLICATIONBLANK (Conttiiued) 1fo. Per : No. Per : No. Per 

cent : cent : cent 
Has your appllcatlon blank·. been reviewed to deter
mine if all i terns··. therein are necessary? 22 84.6 

Do you use a. weighted application. blank? 0 

If you use a ·weighted application blank, has each 
item been correlated·with actual success on the Job? 0 

INTEHVIEWING 
Do you use . the planned type or 1nterv1ew1ng'f-·--·-- 11 

Do you use non-directive type. of interview? 7 

Do you use other types? 5 

REFERENCES 
-Do you require written references? 16 

PHYSICAL EXAMINATIONS 
Do you require physical examinatlons-for all 
employees as a part of selection? 18 

Is it done on tile premises? 9 

Is it done off the premises? 

Do you want a copy of this survey results? 

8 

23 

42.J 

26.9 

19.2 

61.5 

69.2 

50.0 

88.8 

88. J.} 

2: ' 7 ~ 7 

25 

0 

13 

17 

19 

9 

7 

8 

0 

1 

96 .. l 

50.0 

65.4 

73.1 

J4 .. 6 

26.9 

44.4 

).9 

2' 

l 

l 

2 

2 

2 

1 

1 

1 

l 

2 

1.1 

J.9 

ioo.o 
7.7 

7.7 

7.7 

3.9 

J.9 

5.6 

11.2 

7.7 

..... 
I\) 
0 



TABLE XLVIII 

STATISTICAL ANALYSIS OF COMPANIES HAVING 1000-2499 E}1PLOYEES 

JOB ANALYSIS PROGRAM 

Do you have c. job a."'W.lyois program currently in 
operation in your company? 

If not, do you plan to initiate such a program 
in the near future? 

EMPLOYMENT 1rESTS 
Do you use employment tests in-your.selection 
procedure? 

If not, d.o you plan to use them in the near future? 

;:c.:,'JC you ~:alid.B.ted any tests on the basis of 
.::r:~;;loy 13os a.lrcaG.y on the payroll? 

Do you ever nelcct applicants primarily on the 
resultG of test scores? 

Do you ever reject applicants primarily on the 
results of test scores? 

Do you use trade tests? 

Do you use parsonality or temperament tests? 

Do you uGc wcntal or intelligence t~sts? 

Do you use aptitude tests? 

• Yes : No : No reply 
No. Per : No. Per : No. Per 

cent : cent : cent 

6 75.0 

0 

.5 62.5 

0 

l~ 80.0 

1 20.0 

4 80.0 

2 

3 

40.0 

60.0 

5 100.0 

4 80.0 

2 25.0 

1 50.0 

J 37.5 

J 100.0 

1 

l~ 

1 

J 

2 

0 

1 

20 .. 0 

80.0 

20.0 

60.0 

!+o .. o 

20.0 

0 

1 

0 

0 

0 

0 

0 

0 

0 

0 

0 

_,.. __ _ 

50.0 

.._ __ _ 

------

--..,. 
f\.) 
t-' 



TABLE XLVIII (Continued) 

Yjis-- -- : Uo : No reply 
EMPLOYMENT TESTS (Continued) Uo. Per : No. Per : No. Per 

cent : cent : cent 
Do you use stenographic or clerical tests? 4 So.o 1 20.0 o ----
Do you use other tests? 

Do you have a test administrator, who by formal 
education and study is trained in the theory or 
employment tests, their construction and uses? 

Do you have a minimum score on any test as a 
guide in the selection ot employees? 

Do you have a maximum score on any test as a 
guide in the selection of employees? 

lie ...-e :vot::. cLO.Ile e.ny research to determine the 
reliability of your testing program? 

If you use:! employment tests in your selection 
procedure, do you think that their use has had 
any beari.'.'1g on the rate of labor turnover? 

APfliICATIOii BLA!lK 
Do you use the same a.pplication~b1ari.k tor-all-jobs 
jn your organization? 

Has your application blank been reviewed to <leter
mlne if it furnishes adequate information? 

2 4o.O 

J 60.0 

4 80.0 

1 20.0 

4 80.0 

s 100.0 

6 75.0 

6 75.0 

3 60.0 0 

1 20.0 1 20.0 

1 20.0 0 

J 60.0 1 20.0 

0 l 20.0 

0 0 

,.. 
G 2.5.0 0 

2 25 .. 0 0 

Has your application blarJ< been reviewed to deter
mim; if all i terns therein a.re necessary? ? 8?.S l 12.5 0 -----~..., N 

l\) 



TABLE XLVIII (Continued) 

. Yes : No : No reElz 
APPLICATION BLANK (Continued) No. Per : No. Per : No. Per 

cent : cent : cent 
Do you use a weight~tr-.pplication blank? o ---- 6 75.0 2 23.0 

If you use a weighted application blank, has each 
item been correlated with actual success on the job? O 

INTERVIEWING 
Do you use planned typeo_t ___ ~erv1ewingr_____ 2 

Do you use non-directive type of interviewing? 5 

Do you use other types? 2 

REFER:EUC.ES 
Do you ri~\lt\lre written references? 4 

PHYSICAL EXAMINATIONS 
uo you require physical exrunination for all 
employees as a part of selection? 6 

Is it done on the premises? 

Is it done off premises? 

r.o you want a copy of this sul"'Vey rasnl ts? 

5 

1 

7 

2,5.0 

62.5 

25.0 

50.0 

75.0 

83.3 

100.0 

On ~ 
U{•:,) 

0 

6 

3 

6 

J.~ 

2 

1 

0 

0 

75.0 

J7 • .5 

75.0 

50.0 

25.0 

16.7 

2 

0 

0 

0 

0 

0 

0 

0 

~ 
.;.. 

100.0 

........ ~ 

-----

12.5 

~ 
t\) 
w 



TABLE XLIX 

STATISTICAL ANALYSIS OF COMPANIES HAVING 2500 OR MORE EMPLOYEES 

JOB ANALYSIS PROGRAM 

Do you have a. job analysis program currently in 
operation in your company? 

If not, do you plan to initiate such a program 
in the near future? 

EHPLOYM.ENT TE-STS 
Do you une c:lploycent tests in your selection 
procedure? 

If not, ,50 you plan to use them in the near 
i'uLu.1•1:;? 

Hf..l.ve you validated any tests on the basis of 
employees already on: the payroll? 

Do you ever select applicants primarily on the 
~esults of test scores? 

Do you ever reject applicants primarily on the 
results of test scores? 

Do you use trade tests? 

Do you uGe p~rsonality or temperament tests? 

Do you. use me!!.tt.:.1 or intelligence tests? 

Do you use aptitude tests? 

Yes : No : No replz 
No. Per : No. Per : No. Per 

J 

l 

5 

J 

2 

4 

0 

0 

4 

J 

cent : cent : cent 

60.0 

50.0 

100.0 

60.0 

40.0 

Bo.o 

80.0 

60.0 

2 

1 

0 

2 

3 

1 

s 
5 

1 

2 

40.0 

50.0 

40.0 

60.0 

20.0 

100 .. 0 

100 .. 0 

20.0 

40.0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

..... __ 

_,._ .. 
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TABLE XLIX (Continued) 

EMPLOYMENT TESTS (Continued) 

Do you use stenographic or clerical tests? 

Do you use other tests? 

Do you have a test administrator, who by formal 
education and study is trained in the theory of 
employment tests, their construction and uses? 

Do you have a minimum score on any test as a 
guide in the selection of employees? 

Do you have a JievXimurn score on any test as a 
5uid.e in the selection of employees? 

I:~:va ::;ou •lone any research to determine the 
reliability of your testing program? 

If you use employment tests in your selection 
procedure, do you think that their use has had 
any bearing on the rate of labor turnover? 

APPLICATIOlfBLA!tlC 
Do you use the same application blank for ell jobs 
in your organization? 

Hns your application bla.lllc been reviewed to deter
mine if it furnishes adequate information? 

Yes 
No. Per 

cont 
5 100.0 

1 20.0 

2 40.0 

5 100.0 

1 20.0 

4 80.0 

3 60.0 

1 20.0 

5 100.0 

-:_ ---- no_ __: _ _,No __ _re~ly __ 
: No. Per : No. Per 
: cent : cent 

0 

4 80.0 

3 60.0 

0 

4 80.0 

l 20.0 

l 20.0 

4 80.0 

0 

0 

0 

0 

0 

0 

0 

1 

0 

0 

........... 

.......... 

20.0 
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TABLE XLIX (Continued) 

APPLICATION BLANK (Continued) 

Has your application blanli been reviewed to 
determine if all items therein are necessary? 

Do you use a ••1eighted application blank? 

If' you use a weighted application blank, has 
each item been correlated with actual success 
on the .]ob? 

IUTEilVIEWIHG 
Do you use planned type of~- fiite~fevr1ng? 

Do you usi:: the non-directive type of interview? 

r10 :rou UH<.'; other types? 
-----~ --------~------~--~---------RE:£. ERE H CE S 
l~o you ~cq_uire 1,.-ri tten references? 

... FH"'ISICAL EXAMIHATIONS-
Do you requij."'8 physical ex.:1mination for all 
employees as D. part o:f selection.? 

:c :; 1 t done~ ml the premises? 

Is 1 t done off the premises"! 

Do you wr-.nt a copy of this survey? 

• Ye_s__ - : No : Ng_reply 
Mo. l'er : No. Per : No. Par 

.5 

0 

1 

1 

3 

2 

5 

1 

!.;. 

s 

cent : cent : cent 

100.0 

_..,.., ..... 
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20.0 

20.0 

60.0 

40.0 

100.0 

20.0 

100.0 

100.0 

0 

5 

4 

4 

2 

J 
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4 

0 

0 

100.0 

80.0 

80.0 
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60.0 
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TABLE L 

SUMMARY: STATISTICAL ANALYSIS OF THE SIXTY-NINE COMPANIES 

,,OB ANALYSIS PROGRAM 

Do you have a job anal;;rsis program currentlj in 
operation i::-, your co.mru:iny? 

If not, do ycu plan to initiate such ~ program 
in the near future? 

EI-iPLOY}!EN':r-TifSTS 
Do :;ov. us·3 employment tests -iriy-our--seleot-ion 
p?·cc adure? 

I! not~ do you plru.1 to use t_!lem in the near future? 

v:;;; y;_:;,, ·ralidated any tests on the basis of 
:.;;u"'1>.-.. . <:..J.1.0 .sady on the payroll? 

Do you ever ~elect applicants primarily .on the 
.t•esult3 ')f test scores? 

Do you ever reject applicants primarily on the 
reoulto of test scores? 

Do you uce trnde tests? 

Do yon mrn porsonality or tempernment tests? 

Do ~JOU t·~ -. -.-..,,.1--1 O"" in~elli,...,.,.,1ce <-,,. ... tn? 
'1 lOv •U<;.l4va .I. V" o'''"" "''-'~ "" 

Do you use aptitude tests? 

Yen : No : No reJ?ly 
no. Per : No. Per : No. Per 

cent : cent : cent 

32 

n 
!.) 

50 

46.4 

22 .. 2 

72.5 

2 10.5 

JO 60.0 

14 28.0 

3.5 70.0 

19 
,.,., 
l'. • ..I. 

J'l 

JJ 

J8.0 

J.:.2. 0 

r/4.0 

66.o 

36 

2.5 

19 

17 

19 

33 

12 

31 

29 

lJ 
17 

.52.2 l 

6 , "" 9. _,, .) 

27.5 

89.5 

38.0 

66.o 

24.o 

62.0 

~n ,; ,.,/'-..)• v 

26.0 

Jlf,. c 

0 

0 

1 

3 

3 

0 

0 

u 

0 

1.4 

8.4 

2.0 

6.o 

6.o 
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TABLE L (Continued) 

Yes : No : No reMlY 
EHPLOYMEUT TESTS (Cont.inued) No. Per : No. Per : No. Per 

cent : cant : cent 
Do you use stenographic cir clerical tests? 38 70.0 -- -12 ____ 24.(S ~-6--- ----

Do you use other tests? 

Do you. have a test administrator, who by fo~l 
education and study is trainec.t in the theory of 
eciployment. tests, their co!1ntruetion and uses? 

Do you have a minimum ccore on each test as a 
guide for the selection of employees? 

Do you L.' · · ' , rtinximum score or.. any test as a 
guide for ;; 2:~:.. selection or employees? 

L ... -.:e you clone any research to determine the 
:r;::;·1i:.;.bili ty or your testing program? 

If you usr:: employment tests in your selection 
procedure, do you think that their use has had 
e .. r.;.y bearing on the rate of labor turnover? 

API;L!CATIOU BLANK 
Do you u8e the same application blank for all 
.\obB in your organization? 

,.'.\S yonr application blanl< been :reviewed to deter
mine if it furnishes adequate info1·1nation? 

l!as your application blank been reviewed to deter
mine if all 1 terns therein are necessary"? 

5 10.0 

20 40.0 

J2 64.0 

i2 24.o 

22 44.o 

26 52.0 

42 61.8 

57 8J.8 

57 83.8 

45 90.0 

28 56.0 

16 J2.0 

34 68.0 

24 48.o 

9 is.o 

?t:: J6 R .... __, .'V' 

7 10.~ 

6 8.8 

0 

2 

2 

4 

4 

1.5 

1 

4 

5 

It.O 

4.o 
J.O 

8.0 

JO.O 
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6.o 
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TABLE L (Continued) 

APPLICATION BI,ANK {Continued) 

Do. you use e. weighted applico.tion blank? 

If you u3c n i·:eighted application bln:nk, hns each 
item been correlated ulth actual success on the job? 

------ -- IH'l1EEVIBWIIm 

Do :,r\;m use pla.r!:;.ed type of 1ntervie~-:1ng? 

r.;o you use tl:e non-direct:i.ve ty;-:10 of interview? 

Do you use other types? 
REFEffSHCES 

Do you. !'eciutre '·1ri tten references? 
--~ . 

PHYSICAL EXMH!~AT!OHS 
--~-:~·;~;;:'";7r;;.. physiCPl t"YPrninatiOl1 for all ~ "' .. ,,, < ·~ ........ • •• 4 - - - - . _ .. - - ..... .,, ' .. _.,. ·- - .... 

c :::;: ·'...:J '~ .!JD.l .. t of selection? 

L; it uo.ne o>:! the pr'emises? 

I::; ~. t a.o::c ot't• prcmisen? 

; <:; :,ou WE;_t, ,-~ copy of this m.LJ."'vlf:Y i·esults? 

__ Ye_S_ __ : __ _____r_g _____ :_H_q_rQPlY_ 
No. Per : !!o. Per : No. Per 

cent : cen~ : cent 
1 1.1 62 

l lOQ.O 0 

.26 J7.6 JD 
30 l~3.4 J4 

lJ 18.8~ 51 

43 62.J 2.5 

lt.5 6,5.2 23 

16 JS.5 2'1 

27 100.0 0 

~-;-:.7 
..- I D2.6 l~ 

91.1 

5_s.o 

1.}9. 2 

73.B 
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Questionnaire 

r-.ame of urganization: 

Mldress: 

l. Number of employees in organization.~~~-

2. Number of employees in Personnel Department. __ _ 

3. Is the employment function performed as a: 

___ Part-time duty by department heads and supervisors? 

___ Full-time duty by a Personnel Department? 

JOB ANALYSIS. JOB DESCRIPTION, AND JOB SPECIFICATION 

130 

4. Hoiv many different jobs do you have in your organization? __ _ 
(See glossary of terms for definition of a job.) 

5. Do you have a job analysis program currently in operation in your 
organization? Yes No __ _ 

6. If not, do you plan to initiate such a program in the near future? 
Yes No __ _ 

7. Which range listed below contains the percentage of jobs in your 
organization for t11hich complete studies have been made of duties 
performed and qualifications required? 

--- 81-100% of the jobs in your organization. 

___ 61-80%. 

--- 41-60%. 

--- 21-40%. 

0-20%. 

8. Which range listed below contains the percentage of jobs in your organization 
for t11hich you have written job descriptions? 

___ 81-100% of the jobs in your organization. 

___ 61-80%. 

--- 41-60%. 

--- 21-40%. 

0-20%. 
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9. If you do not have job descriptions, do you plan to develop them in 

the near future? Yes No ---
10. i~hich range listed below contains the percentage of jobs in your 

organization for t~hich you have written job specifications? 

___ 81-100% of the jobs in your organization. 

___ 61-80%. 

--- 41-60%. 

--- 21-40%. 

0-20%. 

11. If you do not have job specifications, do you plan to develop them in 
the near future? Yes No ---

EMPLCYMENT TESTS 

12. Jo you use employment tests in your selection procedures? 
Yes No ---

13. If you do not use tests in your selection procedures, do you plan to 
use them in the near future? Yes No ---

14. If the answer to Question 12 is "Yes", t11hich range listed below contains 
the percentage of jobs in your organization that are filled with the aid 
of tests? 

___ 81-100% of the jobs in your organization. 

--- 61-80%. 

--- 41-60%. 

___ 21-40%. 

0-20%. 

15. If you use testing in your selection procedure, do you: 

___ develop your ot~n tests? ___ use your otvn tests in addition to 

standard tests? ___ purchase standard tests? 

16. If you use tests in your selection procedure, approximately what 
percentage of the total number of tests given are: 

Purchased standard tests __ __,%. Tests developed by your own 

organization %. 



17. If you use testing in your selection procedure, are they given: 
132 

___ on the premises by company personnel? 

___ off the premises by outside consul tan ts? 

18. In approximately which year did you introduce employment testing into 
your selection procedures? 

19. Have you validated any employment tests on the basis of employees already 
on the payroll? Yes No ---

20. Do you ever select applicants primarily on ihe results of test scores? 

Yes No ---
21. Do you ever reject applicants primarily on the results of test scores? 

Yes No ---
22. Which of the following employment tests do you use? 

Trade tests. --- ___ Personality or temperament tests. 

___ Mental or intelligence tests. ___ Aptitude tests. 

___ Stenographic or clerical tests. Others {list) 
~-~ ----~ 

23. Do you use test results to help determine if a current employee qualifies 

for: ___ Advanced training? ___ Transfer? Promotion? ---
24. Do you have a test administrator who by formal education and study is 

trained in the theory of employment tests, their construction and uses? 

Yes __ _ No ---
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25. Do you have a minimum score on each test as a guide for the selection 

of employees? Yes No 

26. Do you have a maximum score on any test as a guide in selection? 

Yes No 

27. Have you done any research to determine the reliability of your testing 
program? Yes No __ _ 

APPLICATION BLANK 

28. Do you use the san~ application blank for all jobs in your organization? 

Yes No --- ---
29. If you use more than one application blank in your selection procedure, 

how many different ones do you use? ~~~~~~~~~~~~~~~~-

30. In approximately :iJhich year (or years) i~as the application blank 
(or blanks) designed? 

Form number or title Year designed 

31. Have your application blanks been reviewed to determine if they furnish 
adequate information? Yes No If "Yes", in approximately 
which year (or years)? 

Form number or title Year reviewed 
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32. Have your application blanks been reviet·Jed to determine if all items 
therein are necessary? Yes No If "Yes", in approximately 
which year (or years)? 

Form number or title Year reviewed 

33. Do you use a weighted application blank? Yes __ _ No ---
34. If you use a weighted application blank, has each item been correlated 

wit!:l actual succe!>s on the job? Yes No __ _ 

INTERVIEl'JING 

35. Which of the following types of intervietrJ do you use in your selection 
procedure? Planned. Non-directive. Other (List) 

REFERENCES 

36. Do you require written references? Yes No ---



PHYSICAL EXAMINATION 
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37. Do you require a physical examination for all employees as a part of 
selection? Yes No • Is it done on the premises? 
Yes No ls it done elsewhere? Yes No ---

EMPLOYMENT 

38. How much authority does the personnel department have in.the selection 
procedure of your organization? 

___ Full authority to hire in all cases. 

___ Jt.uthority in some cases to hire without the supervisor's approval. 

____ Joint responsibility of employment department and line supervisor. 

___ Advisory authority only. 

__ Other Oist)·-------------------------

39. Rank in the app~oxima~e order of importance the following items as used 
by your organization in selecting applicants: 

____ Employment test scores. 

___ Personal 4ualities. 

___ Trainingc 

___ Experience. 

--- References. 



39. continued 

___ Items above given equal weight. 

--- Other Oist) 

40. Rank in the approximate order of importance the following tools of 
selection as used by your organization in the selection procedure: 

___ Employment tests .• 

Interviews. ---
___ Application blanks. 

41. In your opinion do you think your selection procedures: 

are successful? ---

136 

___ could be improved through the introduction of a job analysis 
program leading to the development of job descriptions and job 
specifications? 

____ could be improved through the introduction of employment tests? 

___ could be improved by a thorough analysis of the overall selection 
procedures? 

___ other (list) 
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41. continued 

42. If you use employment tests in the selection procedure, do you think 
that their use has had any bearing on the rate of your labor turnover? 

Yes __ _ No __ _ Not applicable __ _ 

43. ifould you like to have a report of this survey? Yes __ _ No __ _ 

44. If you desire to make additional comments on any of the questions 
above, please do so on blank paper and number them accordingly. 



(LETTER OF T~NSMITTAL) 137 
1406 Bellevue Avenue 
Richmond 27, Virginia 

I am enclosing herewith a questionnaire covering employment pro
cedures, with a request that you fill it out and return it in the 
encl'osed envelope. If you prefer, please pass it along to somebody 
else in your organization who in your opinion is qualified to fill 
it out. 

The results of this survey of employment procedures in Richmond will 
form the backbone of a thesis towards a degree of Master of Science 
in Business Administration at the University of Richmond. None of 
the material is to be published. Indeed, the names of individual eon· 
cerns will not appear in the thesis, a completed copy of which will be 
on file at the University Library for the benefit of people who are 
interested in the subject. The questionnaire has been approved by my 
Advisor, and if you all cooperate, the results may contribute con
sidera~ly to the lcnowledge of personnel administrators in this area. 

Please return the questionnaire even though you do not find it feasible 
to answer every one of the questions. Naturally, the ·value of the 
results will depend directly on the extent of the response from you and 
other concerns. 

I am enclosing a glossary with the idea of avoiding misunderstandings 
about the meaning of terms. However, if in your opinion any questions 
in the questionnaire need further clarification please write me at the 
address above or telephone me at ELgin 9-2858 after 5:15 P. M. 

f:iay I thank you in advance? 

Very truly yours, 

Charles R. Sheffield 



138 

GLOSSARY OF TE.RMS 

~· The term "job" means an assignment of work duties 

having a set ot duties and responsibilities that are 

ditterent from those of other work assignments. For 

example, two salesclerks or typists who are performing work 

that involves similar work euties, whether or not the1 ~ork 

at the same location in the plant or office, are olasaitied 

as holding the same Job. 

Job analysis program. A program whereby the chara.o

ter1st1os, duties, and responsibilities ot ea.oh speoitio 

job are determined so as to differentiate it trom all 

other Jobs in the organization. 

Job description. A written statement ot oharaoter1stios, 

duties, and respona1bil1t1es of a spec1t1o job which dif

ferentiates it from other jobs in the manufacturing plant 

or ottlce. 

Job specification. A written statement of the minimum 

hiring standards or specifications which must be met by 

an applicant tor a specific Job. 

Va.liditl ot tests. Are employment tests first given to 

present employees to determine if the tests actually do 

what they are designed to do? 

We15hted application blank. Have the items on your ap

plication blank been assigned numerical weights according 
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to their relative value in predicting success in the 

work involved? Are the scores on all these items con

sidered in determining whether the applicant has reached 

the critical score assumed to differentiate between suc

cess and failure? 

Planned Interview. The type of interview whereby the 

interviewer has worked out on paper or in his mind what 

he hopes to accomplish, what kind of information he will 

seek or give, how he will conduct the interview, and how 

long the interview will last. 

Non-directive interview. The type of interview in which 

the applicant is given a free hand to talk and ask 

questions as he or she desires. The interview is not 

controlled by the interviewer. On the contrary, the 

applicant determines the trend or conversation. 



(Follow-up Letter) 

Dear 

1406 Bellevue Ave. 

Richmond 27, Va. 

140 

About a month ago you received a survey questionr...aire 

oonoerning employment procedures in your organization. As 

or now I have not heard from your organization regarding 

the completed questionnaire. As your organization is one 

of the leading organizations in the Richmond area, I was 

looking forward to hearing from you. So far the response 

from other organizations has been most gratifying and it 

would add to the validity of the survey if a completed 

questionnaire was received from your organization. 

May I thank you in advance for your attention to 

this matter. 

Very truly yours, 

Charles R. Sheffield 
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