GOVERIMENT JOBS
OPPORTUNITIES POR EPLOYMENT
TN THE
TWDEPENDENT OFFICES, AGENCIES, AND BSTAN
of

THE FEDERAL GOVERIMERT



GOVERNMENT JOBS
OPPORTUNITIES FOR SERVICE
IN THE
INDEPENDENT OFFICES, AGENCIES, AND ESTABLISHMENTS

oF
THE FEDERAL GOVERNMENT

By
BRYAN J. GRIFFIN

Bachelor of Arts
The University of Oklahoma

1022

Submitted to the Department of
Trade and Industrial Education
Oklahoma Agricultural and Mechanical College
In Partial Fulfillment of the Requirements
For the Degree
of
MASTER OF SCIEI.GE
1942

ii



APPROVED BY:

i3

b d
T
b
Ce
R




iv

ACKNONLEDGEMENTS

The development of this study was made possible only through
the generous response of the men in charge of the various offices of
our Govermment. Information asked was freely given - an attribute of
the Democracy in which we live.

Indebtedness is acknowledged to Master Sgt. Morris Swett,
.Iibrarian, Fort Sill Library, for his interest in this project and his
assistence in giving the author access to valuable government mate-
rials and documents.

Appreciation is gratefully expressed to the members of the
staff of the department of Trade and Industrial Education, Oklahoma
Agricultural end Mechanical College, under whose guidance this study

was developed.

Bryan J. Griffin



PREFACE

The purpose of this study is to acquaint the high school trainee
in Trade and Industrial Education with the opportwmities for a job
career in the inﬂepondaﬁt offices, agencies, and establishments of the
Federal Government; to point out to him the numerous positions in
government service for which the Trade and Industrial Education and the
part-time training prbgrm will serve as an excellent foundation; to
acquaint him with the fact that there are splondid opportunities for
the young Trade and Industrial Education graduate to step into clerical
or stenographic jobs and work into higher administrative positions; to
show him that there are many opportunities for the young high school
trainee to step into a skilled trade in the govermment service and
receive pay while he is learning; to acquaint him with the fact that
there are opportunities for the high school graduate to secure training
while in employment in various professicnal fields of govermment service;
and to point out to him where futuwe employment desired requires college
preparation.

Many of the govermmental departments are being rapidly expanded
and there is a great need for additional personnel, duwe to the defense
program, in occupations which are essential to national defense. Thou-
sands of mechanical, plerioal, and technical workers are needed.

In the midst of this hurricane world and its rapidly changing
conditions there has arisen a feeling of insecurity and bafflement
among high school boys and girls who are faced with the problem of
planning futures and adjusting to the unsettled situations. Many high

school boys feel that the only course left open is to join in the
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military phase of the program. The glide of the Navy's new battleships
down into the sea; the rumble of the Army's new tanks as they impatiently
stand ready for action; the drone of the nation's giant bombers as they
sweep across the sky, tend to meke the patriotie Americen youth feel
thet military enlistment is the only way thet he can serve. Howova.r, if
he enters a job in industry or in the govermment mechinery which is
back of it, all his skills and his energies may be trained to fill a
vital need, and his role may play just es important a part in meking
this the "arsenal of demoeraey". Behind the military forces stand the
skills, the energies, and the patriotism of Americen labor end the
governmental machinery of the various Federal egencies, offices, and
establishments, fusing many minds and many talents, keeping e steady
flow of men-power flowing where it is needed, turning the wheels of
industry, insuring the success of the defense program, snd preserving
the democratic way of life.

This study was made to ascertain to what extent the high school
greduate in Trade and Industrial Education and the part-time training
progrem is needed in the expanding independent offices, agencies, and
establishments of the Federal Govermment and to determine in what
of fices, agencies, and establishments he can find opportunity for a

Jjob ecareer.
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CHAPTER I

INTRODUCTION

This study is intended as a reference for the coordinator of
trade and industrial education and the day trade teacher, and as voca-
tional informetion for the trade and industrial student who may desire
to enter govermment services in the independent offices, agencies, and
establishments.

A study of the various independent offices, agencies, and
establishments of the Federal Government has been made to determine what
positions are available for the Trade and Industrial trainee; what
opportunities for employment this service offers; and what qualifica-
tions are necessary to secure the existing jobs. The results of this
study are intended to help the high school Trade and Industrial Education
student select the job which he most desires for & career; to help him
plan his high school course to fill the needs and requirements of that
partiocular job; and to inform him about what further training he will
need.

Since many of these agencies have recently been established,
little has been written on the departments or their personnel. Directors
or their assistants, in most of the off'ices, have been kind enough to
furnish the writer with data pertaining to the purpose for which the
department wes established, the requirements of the office, the persomnel,
qualifications necessary, and salaries paid. Through the kindness of
Master Sgt. Morris Swett, Librarian, Fort Sill Library, government books,
manuscripts, and documents, including the Official United States Register,

of that library were made available.



Having assisted many students in past years prepare for entrance
into various fields of govermment service, the writer is aware of the
shortage of material on the independent offices, agencies, and estab-
lishments of the Federal Government. This study is intended to meet a
vitel need of the high school student or the prospective industrial
and commercial worker.

The career opportunity with the Federal Government is greater
than the average individual realizes. The Federal Government offers
the youth of Americe thousands of desirable jobs since, next to the
Soviet Union, it is the world's largest employer. Somewhere within
the departments of the govermment is a future for the capable young
person whether he wants to be a welder, engineer, stenographer, mechaniec,
nurse, clerk, or accountant, because every occupation is represented in
the complex system of our government.

Government jobs are secured in one of three ways: by election,
by appointment, or by the civil service merit system. No elective
jobs come within the bounds of the independent offices, agencies, or
establishments. The heads of most of the agencies are appointed by
the President of the United States by and with the consent of the
Senate. In some of the independent agencies the jobs within the agency
are filled by appointment by the director, while in others only the
higher ranking assistants are appointed and all other jobs are filled
by selection from the civil service register. In other agencies

practically all jobs are filled from the civil service rolls.



CHAPTER II

THE FEDERAL MERIT SYSTEM

The Civil Service Act and the civil service rules which it
authorized are the principal legal authority for the Federal Merit
System. The terms "classified n-b_s.tun", "classified service", and
"classified positions™ are used to distinguish the employees and posi-
tions to which the act and rules apply fram the other Federal employees
and poaitiona.l

The central office of the United State Civil Service Commission
announces examinations for positions in the Washington headquarters
of Federal Agencies and for Federal field positions which it appears
advisable to fill through nation-wide examinations as provided for
under the Civil Service Act. Information about examinations may be
obtained from the board of United States civil service examiners at the
post office or customhouse in any city of the United States which has
a post office of the first or second class, from the United States
Civil Service Commission, Washington, D. C., or frem any of the district
offices .2

Examinations for positions in the mechanical tredes and skilled
occupetions at Federal reclamation, irrigation, and engineering projects,
ordnance establishments, navy yards, and other naval stations, are
announced by the board of United States civil service examiners at the
station or project. Information about such examinations mey be obtained
from the secretary of the board at the project where employment is

desired.>

l. U. S. Civil Service Commission Bulletin, Federal Employment, p.6.
2. TIbid. p.22.
3. U. S. Bulletin, loec.cit.



The public is notified thet an examination will be held through
a bulletin known as an examination announcement. Each of these announce-
ments contains all aveilable informaticn about the examination, ineluding
the name of the position to be filled, the entrance salary, the deadline
for filing epplications, the duties of the position, the requirement
which must be met by competitors, the basis on which campetitors will be
rated, the application forms and proof of qualifications which must be
submitted, and the sources from which the application forms mey be
obtained. On the day when the examination is thrown open to competition
a notice to that effect is posted on the bulletin board of the post
office or other Federal building in every city with a first or second
class post office in the area for which the examinaticn is announced.

The examinetion is given further publicity through the press and otherwise.

During the fiscal year ending June 30, 1940, the Commission
examined 855,872 applicants, and 106,436 appointments were mn.de.5 The
constant objective of the Federal Civil Service is to get the best man
for the job through honest competition. The ecivil service job holder
has to prove his superiority in his field ageinst the best competition,
and he is considered the best in his line.

Employees in most branches of the service receive equal pay for
equal work, because their salaries are determined through studies of the
difficulty and responsibility of the job and the qualifieations required.
After fifteen years of service, or after having reached the retirement

age fixed for their positions, employees receive annuities from a fund

4. Ibid. p.21

5. The Congressional Directory, 1941, p.609



which has been established in part from money deducted from their salaries
during the years of their employment. Employees who, after serving five
years or more, become totelly disabled for useful and efficient service
in their positions because of disease or injury, also are entitled to
ennuities. Pay increases are fixed by Classification laws, Vecations

on pay, short hours, pleasant work, and paid sick leave are among the
benefits offered by a job under Civil Service.’

Positions within the Civil Service ere divided into five services;
professional and scientific; subprofessional; clerical-mechanical;
clerical, administrative, and fiscal; and custodial. Each of these is
divided into grades, arranged in ascending order of salary rates, which
increase in proportion to the difficulty and responsibility of the posi-
tion and the qualifications required to fill it. Entrance to the service
is usuaelly at the lowest salary rate for the grade., Higher salaried
positions are filled through promotion. Many Federal positions not
required to be filled through civil service are voluntarily filled this
way by appointing officers o

To illustrate the procedure for obtaining a position under
Federal oivil service rules, I shall use the case of an applicant for
& position of stenographer-typist because it is one which & high school
graduate of a Trade and Industrial and Commerical Education program is
qualified to fill. The applicant should file with the central office of
the United States Civil Service Commission & request for notification of

the next examination for stenographer-typist. When the examination is

6. Ibid. p.5

7. Ibid. pe65



announced, the applicant is sent an examination announcement and an
application form. He executes the application form and files it with
the commission. He then studies the sample questions for the stenographer-
typist examination which are printed in the announcement. He receives
an admission card, and presents it to the person conducting the examina-
tion. He tekes the examination and later receives a report of his rating
on the examination. Meanwhile & register card has been prepared and
filed in its proper place among the cards of other eligibles from the
same examination. The Commission later receives a request for the certi=-
fication of eligibles to fill a stenographer position in some agency of
the government. In reply, it sends this agency a certificate containing
the applicant's name. The appointing officer selects the applicant for
the position and sends the Commission & report notifying it of his
action.

For Junior Typist, the applicant must have attained ﬁ rating of
at least 70 in the general test. Applicant for Senior Typist must meet
the minimum standards required of Jumior Typist in the separate subjects
of the examination and in addition must attain in the entire Typist
examination average percentages of at least 70. Competitors will not
be rated eligible as Senior Stenographers unless they qualify as Senior
Typists. Salary for Junior Typist is $1260 a year. From the Senior
Stenographer register some appointments at §$1620, anﬁ higher salaries,

may be made to secretarial and other positions.

8. Ibid. p. 86



CHAPTER III

THE CIVIL SERVICE COMMISSION

The United States Civil Service Commission is composed of three
commissioners who are appointed by the President of the United States
with the consent of the Senate.l No qualifications are specified. The
Commission provides for open competitive examinations for testing the
fitness of applicants for the classified service; certifies to appointing
officers from among those passing with the highest grades; apportions
appointments in the departments at Washington among the States, Terri-
tories, and District of Columbia; administers regulations on political
activity relating to Federally classified employees and certain state
and local employees participating in federally financed activities;
meintains service records of permenent employees of the civil service;
makes investigations relative to enforcement of civil service rules, and
administers various Acts of Congress.

There are 1,768 persons holding employment under the Civil
Service Cumniasion.s The central oifice of the Commission is at Washing-
ton, D. C., but there are thirteen district offices in the United States

and four in the outlying possessions.

l. The Civil Service Act and Rules, 1939, p. 1

2. United States Civil Service Commission, Federal Employment under the
Merit System, 1940, p. §

3. The World Almanac, 1940, p. 832



CHAPTER IV

THE FEDERAL SECURITY AGENCY

The Federal Security Agency came into existence under the Re=
organization Act of 1939. It coordinates the activities of the Social
Security Board, the Public Health Service, Food and Drug Administration,
United States Employment Service which is consolidated with the Board,
Civilien Conservation Corps, and National Youth Administration. Under
the jurisdiction of the Agency are Howard University, Columbia Institu-
tion for the Deaf, Freedmen's Hospital, and St. Elizabeth's Hospital.

The Agency also represents the Government in carrying on the work of the

American Printing House for the Blind and part of the Office of Education,
film and radio services, which were formerly under the National Emergency
Counoil..l

The purposes of the agencies are to promote social and economic
security, educational opportunities, and the health of the citizens of
the United States. The Admin-istratpr is appointed by the President with
the consent of the Senate and receives a salary of $12,000 a year. He
appoints his assistant who receives a salary of §9,000. He also appoints
the personnel of his staff. Other positions are filled under civil
service regulations, with a few apsoiﬁed exceptions such as commissioned
physicians in the Public Health Service and a few positions in the
administrative staff of the National Youth Administmtion.z

The Federal Security Agency fills positions, whenever possible
through the promotion or transfer of present employees, thus establishing

a career service. Usually, new employees are recruited for only the lower

grades of work.

1. Digest of Purposes of Federal Agencies, 1941, p.31
2. Civil Service Aot and Rules, 1939, p. 186



There are 27,065 jobs under the Federal Security Agency. The
classified service is applied to 20,310 of these jobs.

The Social Security Board makes recommendations on methods of
providing economic security; administers old-age and survivors benefits;
approves State unemployment compensation laws; makes grants-in-aid to
States for old-age assistance, aid to blind, and aid to dependent
children; and promotes & national system of employment offices.® There
are three members of the board, as well as various directors and cm=-
sultents. The board is appointed by the President with the consent of
the Senate.® Under this establishment there are 9,661 persons employed,
9,643 of them under civil service rules.’ A great amount of office work
is done by this agency and many office machines are used. Examinations
arQ given for each type of machine operator, and for practically all of
these positions a graduate of a high school cowse in Trade and Indus-
trial and Commercial Education, with its part-time training program, can
qualify. Such jobs as calculating machine operator, addressograph
operator, alphabetic card punch operator, flat bed bookkeeping machine
operator, mimeograph operator, multigraph operator, graphotype operator,
and fabulnting machine operator are open to him. Many clerks, stenog-
raphers, and typists are required to carry on this correspondence and
other office details of the many visitors, social case workers, and others

who head the wvarious officea.s

3. Digest of Purposes of Federal Agencies, 1941, p.33
4. Congressional Directory, 1941, p. 647
5. The World Almanac, 1940, p. 832

6. U. S. Civil Service Bulletin, "Working for Uncle Sam™, p. 3
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The Publie Health Service protects the public health and prevents
the spread of human diseases; administers laws regulating manufacture and
sale of biological products; conduots merine hospitals, two hospitals for
narcotic addiets, and the National Leprosarium, supervises medical ser-
vices in Federal penal and correctional institutions; and administers
Freedman's and St. Elizabeth's Enapitala.7 The Surgeon General heads
this service.® One division of this establishment is the Nursing Service
whose staff is composed of nurses, research workers, consultants, and
clerks. Requirements for appointment to the Nursing Service are gradu-
ation from an aceredited high school; graduation from an accredited
school of nursing; state registration, qualification with the Unit‘ed
States Civil Service Commission and certification to the Public Health
Service. Promotions are made within the service based on efficiency
and length of service. Salaries range from $1620 to $2900 per annum.’
A high school graduate of a Trade and Industrial and part time training
program can qualify as student nurse at a beginning salary of $288 a
year including quarters, subsistence, laundry, and medical a.ttontion.m
Other jobs in this department of government service for which he can
qualify are baker, salary $1500; cook, §1500; matron, §1080; and hospi-

tal attendant, ’600.11

7. Digest of Purposes of Federal Agencies, p. 33
8. Congressional Directory, 1941, p. 384

9. Nursing Information Bureau, Nursing and the Registered Professional
Nurse, 1940, p. 41

10. U. S. Civil Service Examination Application, No. 56, Assembled.

11. Supplemen tal Form A-114, February, 1941
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The Food and Drug Administration enforces the Food, Drug, and
Cosmetic Act, the Tea Act, the Import Milk Act, the faustic Poison Act,

o S 1z \ oy ; (s .
and the Filled Milk Act. At its field stations snd in its leboratoeries
it inspects snd analyzes samples of produsts to detech adulterstion or

s 13 '+ . ) x 2 s o
misbrands. It is headed by a Commissioner. The perscnnel of 900
rersons includes edministrative officers, chemiszts, bactericlogists,
vhysicians, veberinarians, entomclogists, pharmacologists, microscoplists,
plant pathologists, inspectors, and other speclalists, with the necessary
staff of clerks, stenographers, and other helpers. Salaries are in line
with the classification schedule under civil service. Sepcialists con-
nected with the devartment draw salarics of $2C00 to $6400, end higher.14

Positims on the staffs of these gpecialists are the only ones
open to the high school graduate of & Trade and Industrisl and part-
time employment program. These include typists, stenographers, clerks,
and other helpers.

The Civilian Conservation Corps provides employment and vocational
training for youthful citizens of the United States who are wmemployed
and in need of employment, through performance of useful public work in

: s 4 , ) . , 15
cenneetion with the development and comservation of natural resourcss.
Its head, appointed by the President, coordinates the work of the five
agencies which have an interest in CCC: the War, Labor, #griculturs, and

Interior Departments, and the Veterans® Administr&tion.ls

12. P. V. McNubt, Functions of the Federel Seecurity Agency, p. 13
13, Digest of Purposes of Federal Agencies, p. 32

14. Fifty=-sixth Annuel Report, Civil Service Commission, 1940

15, Civil Service Aet and Rules, 1838, p. 186

18. Digest of Purposes of Federal Agencies, p. &2
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According to ir. J. J. McEntee, the Director, almost 3,000,000 men have
learned to live healihfully together; have been taught the mechanics of
engines; have become experts in driving heevy tractors and transport
trucks; end have been trained as welders, telephone men, woodworkers,
surveyors, field radio opesraters, photographers, and cooks. At present,
two thousand skilled mechenics are being trained in the campst forty—'

four central repeir shops.l7

The youths operate 4,000 pleces of auto-
motive equipment, trucks, tractors, drag-lines, snd scrapes. The CCC
operates 29 bakers and cooks schools, 31 schools for jumior officers,
ten radié schools, and one camp for training aviation mechanices.
Enrollees receive small salariss, part of which is withheld and reburned
to thelr dependents.la

The United States Office of Education makes educational surveys;
promotes vocational rehabilitation of disabled persons; supervises the
administration of funds for land-grent colleges; collects and gives out
information on sducation in the United 3tates and foreign countries; and
establishes adult civie education demonstration centers. It is headed

19 It is the

by the Conmissicaer of Education and a staff of assistants.
sponsoring agency of a program of job training including preemployment
refresher couwrses; training courses in Trade and Industrial Bducation
supplencantary to employment; training for ocut~of-school rural and none-
rural youth; training for NYA enrollees; engineering training in
cooperation with State Boards of Vocationsl Educ&tion;zo training in

21

CCC ecomps;™ ™ end training of airport attendants in cooperation with the

17, Funections of Federal Security Agency, p. b

18, Horris Sheppard, The Army of the United States, 1939, p. 187
19, Civil Service Act end Rules, 1938, p. 136

20. Digest of Purposes of Federal Agencles, p. 3&

21. Dsfense Job Training, O0ffice of RBducation, A Condensed Guide.
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Civil Aeronputics Administration with funds supplied by Work Projects
Administration.zz

Many types of positions are on the list of the Federal Security
Agency. Some of the professional fields in which the Agency is inter-
ested sre economics, social work sdministretion, labor, public finance,
public administration, personnel, indusirial engineering, sund accounting,
but the high school greduste is not immediately qualified to fill amy

2SJMHowever, the high school graduate of a Trade and Industrial

of these.,
Bdueation course would do well to find smployment in one of the lower
grade positions which he is qualified to fill, and strive for later
appointment to one of the ﬁigher jobs.z5

E&ch office has its staflf of stenographers, messengers, filing
elerlts, statistical clerks, sorting mechine operators, duplicating
meehine operators, telephone operators, photo~stet operators, blue print
operators, photographers, multigraph operators, and other maohixwgs
operators for any of which & graduste of & high school course in Trade
and Industrial end Coammercial Education cen qualify. Other jobs in this
agency require persons skilled in the trades such as bakers, barbers,
blacksmiths, boatbuilders, boilermskers, bulldozer operators, cabinet-
makers, carpenters, chefs, cooks, meat cutters,cnd mechanics. Trade

and Industrisl Education graduates can qualify for these jobs, as well

as for the many custodial jobs in the various offices.

22, DBulletin 5404, 1840, Office of Education

23. Letter, Director of Personnel, Federal Security Apgency, 1941
24, Fifty-sixth Annwal Report, Civil Service Commission, 1940

25. Uelletit, Defense Employment and Training for Employment, p. 21

26. U.8. Civil Service Commission Announcement, Ho. 215, Unassembled
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The graduete of & high school Trade and Industrial Education and
rart-time training program is gualified to fill the lower grades of
clerical posi’cions.a7 A11 higher grades are filled Ly promotion based
on merit and length of service, as vecancies oceur. General clerical
work which includes malling, filiag, and recording, comprises the duties.
There are numerous types of clerieczl positions. Among those open to
Trede and Industrial Education gradustes are Under File Clerk, the
duties of which include performsnce of simple routine clerical work
involving receiving, dispatching, classifying, recording, or filing
correspondence or other office records; Junior File Clerk, performing
more difficult duties and varied work of the some natuwe; Assistant File
end Record Clerk positions are cpen only &s promotions after one proves
successful in ome of the former grades; File and Record Clerk represents
another promotion for the person in the lower grades who proves resﬁonsi—
ble and efficient; and Statistical €Clerk whose dutlies include performance
of simple routine statistiocal and claricai tasks involved in the collec~
tion snd compilation of statistical dsta and its preparation into reports?a
After proving successful in the elementary positiones as statistical clerk;
the Trade snd Industriel Bducation graduate hes = splendid chance for
advancenent a&s vacancies cccul':.z9 Every department of govermment has

constant use for such smployees. NMathematical sbility is one important

guelification,

27. U. 8. Civil Service Exsmination Amnouncement, Clerk
28. Fifty-sixth Annual Report, U. 8. Civil Service Commission

2. U. S, Civil Service Commission, Federal Employment, p. 67
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The high school greduste of Trade snd Industrisl Bducation with
courses in chemistry or physics wmay entsr goverment service as minor
laboratory apprentice. There are many government services such as

31

laboratory assistantso end printers assistent™™ in which professionsl
and techniesnl employees can use untrezined assistants to help them in
the performance of thelir duties. Of course the high school graduate
must start st a loﬁ salary, but if he is ambitious he may lsarn his
selected trade snd advence %o a responsible position. His first duties
will include routine tasks, such s setting up laboratory equipment

and taking it dovm; cleaning and steriliziag instruments; filling,
isbeling, and sealing bobtles of liquids or samples; and similar work.
if he has a definite liking for scientific work he may find employment
in the Public Health Service or the Food end Drug Administration of the
Pederal Security Agenecy or in various other depertment of the Federal
government. He must have & willingness to perform tasks which are

ssigned and to learn duties. Spere time study in his chosen field will
2

o

be needed, but his future can be what he will make 1t.5
The job ol assictant messenger 1s open to the graduste of &
high school couwrse in Trade and Industrial Education. Beginning duties
include rumning of errands, carrying messages, distributing office supe
plies, and simple routine elerical work. For the student without &

knowledge of commercial courses bubt with some training in office work in

30. U, S Civil Service BExamination Announcemeat, No. 9-340, Assembled,
2nd Amendment

3l. U. S. Civil Service Exaninstion Announcement, No. 182, Assembled

32. U, B. Civil Service Comnission, Federal Employment Under the lerit
System, p. 67
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his pert-time training program &nd & lilkdng for offlce dubies this
branch of government work is a good entering wedge, and a stepping stone
to higher positions.35

The gr&duata of & high schocl course in Trade and Industrial
Bducation and pert-time training progrem is gualified 4o £ill a position
as ninor library assistant in the verious govermment schools, hospitals,
and institutions of this agency as well as the other departments and
establishments of the government.

b great smount of office worlr is done in the Social Security
Depsrtment, end in other agencles of the Fedsral Security Agency. Numer-
ous machine operators are reguired. The high scheol greduste of a Trade

and Industrial Bduecaticon and part-time training program

i 5 qualified to

Ll

£i1l these if his apprentioce training hes been received in an office
where he hos been trained to uso same of these maschines. Jobs of this
nsture which he can {ill include those of alphabetic Card Punch Operator,
Junior Cesleulating Mechine Operator, Graphotype Operator, and athers.54
Sevarate examinetions arz given for sech type ol machine opereator. The
duties include the operstim of the particuler mechine, snd spsed and
aceureoy in eolleﬁﬁing end filiong materiel used in the performence of

- ‘s ; 35
the dutles of the positicn are required.

33, U. 8. Civil Service Bxamination Announcement, No. 104
34. U. 8. Civil Service Exeminalion Announcement, No. 215

356, U. S. Civil Service Examination Announcement, No. 144
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CHAPTER V

THE FEDERAL WORKS AGERCY

The Federal Works Agency deels with public works and the adminis-
tration of Federal grants and loans for purposes of construetion. It is
headed by an Administrator, appointed by the President with the consent
of the Sennte, whose salary is $12,000 per annum. The Commissioners of
the varicus constituent units of the Federal Works Agency are also
‘appointed by the President on the recommendation of the Federal Works
Administrator. The Assistant Administretor receives a salary of §$9,000
per annum; the Commissioner of Public Buildings receives $9,000; the
Commissgioner of Fublie Works, $10,000; and the Comissioner of the Work
Projacts Administration, %lO,OOO.l

Most of the bulldings in use by the Federal Government are
designed, constructed, and maintained by the Public Buildings Adminis-
trationsz The Treesury Department must have custom~houses; the Coast
Guard needs air stations; the Department of Justice must have peniten-
tiaries and courthouses; the Department of Labor, immigration depots;
the Public Health Service, hospitals and quarantine stations; the Post
{Office Department, various buildings; and the Department of State,
Ambassadors?! residences and embassies. The Publie Buildings Adminis-

tration remocdels and extends existing buildings, carries out necessary

. : . . 3
repairs, and ecquires new building sites.

1. Civil Service Act and Rules, 18392, pp. 183-189%
2. Carmody, Pirst Annual Report, Federal Works fAgency, p. 241

3 . xbid' 67"93



The Public Roads Administration is the road building and planning
agenecy of the Federel Govermment. Its function includes improvement of
the Federal sid system; improvement of secondary roads, comsbruction of
roads in neticonal parks and national forests; and ressarch on building
methods.4

The Public Works Administration has had charge of & vast con-
struction job started in 1953.to create employment and to promote economic
recovery, It has built many kinds of publie works from small rural
schools to bridges, twnels, snd great hydroelectric davelopments.5

The Work Projects Administretion was created to provide jobs for
unemployed workers omn useful public projects.6

The United States Housing Authority was ereated to clear the
slums of smerica and provide adegquate housing for familiss of the lowest
income group.7

The specialized nature of nmuch of the work performed in the
various department s of the Federal Works Agency has required the insti-
tution of training programs in many fields. Such programs are adding
greatly to the working efficiency of employees and have contributed to
e balanced employment policy.

Approximetely 300 men have attended the course in operation of
refrigération plants and air-conditioning machinery, in the three years
of its operation. More than 2,750 persons have attended the Guard School

of Imstruction, epsrated to train the large number of guards necessary

4. Ibid. p. 243
B. Civil Bervice Lot and Rules, 1839, p., 180
6. Coarmody, Op.Cid., p. 31

7. 1bid., p. 5%
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to protect public buildings in the District of Columbia. Those enrolled
are instructed in fire fighting, the use of firearms and thelregulations,
routine snd customs of guard activity.g A high school graduate of &
Trade and Industrial Education courseé and part-time training progrem
meets 8ll the qualificafiens necessary to enter training for jobs in
these departments.g

In addition to guards of the Public Buildings Administration,
eight other Govermment agencies have used these tralining facilities for
the improvement of their personnel. Since 1989, 37 courses in soils for
highway engineers have been conducted by the Public Roads Administration,
in order that engineers might keep abreast of rapidly developing ressarch
in this important field .- In the new and widening field of public housing
training courses have been instituted in various phases ofvmanagement;
end numerous courses for clerical and stenographic personnel have besn
given. Clerical courses are given to the employees of the Work Projects
Administration, the subjects dealt with ineluding correspondence emnd
secretarisl training.la

Positions in thlis agency which the high school graduste of Trade
and Industrial Education and part-time training program is quelified to
£i1l include those of typisf, stenographer,ll minor lasboratory spprentice,
library assistant, machine operator, telephone operator, and elevetor
conductor.

The high school graduate of & Trade and Industrial Education znd

part-time training program is also qualified to £i111 the position of

8., Ibid., p. 22
8, U. 5. Civil Service Examination Announcement, No. 9=388 Unas.
10. Carmody, op.cit., p. 23

11. John ¥W. Studebaker, Defense Job Training, A Condensed Guide.
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mechanical helper (both tractor and automotive). Pay is at the rate of
$4.08 per diem and the duties sre indlcated by the title of the positiom.

He can also qualify as general mechanie, aflter certain experience
on the job, either inm the branch of plunbing and sewsrs which includes
plumbing, sheetmetal work, and steamfitting; or in the branch of carpentry
which inecludes menufacture of doors, stshes, windows, repair and upkesep

: . . . SRR -

of mill machinery, ceabinet making, and mason or cement finishing.

Pollowing & period of cxperience om the job the high school gradu-
ate of a Trade and Industrial Bduestion and part-time training program
is guslified to fill the followling jobs, also mechenic in the specified
trades or occupations of stove or furnace repairmen, shseimetal worker or
. . 14 a1y 15 , 1 et
ironworker,”  machinist's helper, or checker, labor and meterials,
- 16 .. . . .
Junior or under checker. Deteils regarding requirement, duties an
ray may be obtained from the ennowmcenment of each exeminstion.

After qualifying in experience, the high schoeol graduste of a
'rede and Industrial Bduecation and part-time training program is qualified
to fill the positien of superintendent of construection in the Faderal

T s . . .
1 Hig duties, wnder genersal supervision, are to direct

¥orks Agency.
the foremcn, laborers, snd mechanics on large construction projects; to

coordinate the work and asctivities of sush foremen as the cwmerete

12.- U, 8. Civil Service Examinstion Amnouncement, No. 9-211, Unas.
13. U. 8. Civil Service Examinstion Announcement, No. 3-262, TUnas.
14. U. 8. Civil Service Examinetion Announcement, Ho. 9-263, Unas.
1&. W. S. Civil Service Examination Amnouncement, Neo. 9-210, Thasg.
lé. U. 8. Civil Service Exsmination Announcement, No. 9-34, Unas,.

17. Letter, Office of Administretor, Federal Works Lgency
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foremen, steel foreman, carpenter foreman, etc.; toe supervise the
installation of mechanical and slectrical équipment; to inspect materials
and workmanship to see that they conform to specifications; and to
orgénize men and matericls for efficlent comstruection operations. The
difficulﬁy of the work performed, the degroe of supervision %o which

the employee is subject, or which he exercises, and the responsibility
assumed, will vary with the grads of the position. Salaries range from

33200 to 55600 & your .o

18. Carmody, op.cit., p. 241
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CIAPTER VI

THE FRDERAL LOAN AGENCY

~  The Federal Loan Apency iuncludes a group of lending sgencies

which formerly were independsnt and whose purposs is to stimulate end
stabilize the finencial, industrial, end commercial enterprises of the
eountry,l‘ There are 19,546 persons employed in this estaﬁlishmentg
which is heeded by an sdministrator whose salery is $12,000 per enuum.
He appoints the assistant administrator whose salary is §$9,000 a year.3

The Disaster Loan Corporatiocn is under this agency and it makes
loans where they are needed because of catastrophss in specified years.
It is munaged by officers and agents appointed by the Recconstruetion
Fianance Corporation.4

The purpose of the Electric Home and Farm Authority is "to aid
in the distribution, sale, and installation of electrical end gss appa-
ratus, equipmeht, end appliances." It finances the purchése of domestie
electrical and gas equipment for homes and farms. Personnel, with the
exception of & few administrative positions, are secured from registers
of the Civil Service Commission. Salsries are under the Classified
Schedule.5

The Export-Import Bank aids in finencing exports and imports
and exchange of commoditiess between the United States and any of its

\ . 6
pogsessions or any foreign eowntry. There are 33 versons on the staff

1. Digest of Purposes of Federal Agencies, p.>37

2, World Almenac, 1940, p. 832

3. Civil Service Act and Rules, 1939, pp. 191-162

4., Congressicml Directory, 1941, ». 630

5. FElectric Home and Parm Authority, Circuler N. Rev. 40, p. 1

6. Letter, Assistant Secrotary, Expori-Import Bsnk of Washington
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&

in Washington. The stenographers, and othsr employess ars under Civil

By

Service, with the excepticns of those in the higher positions who are
-4 - S p} ‘, ‘ el £ 7
lawyers or banking and trade experts with years of expsrience.
The Federal Home Losn Bsnk Board supsrvisez the Federal Home
Losn Bank System, charters and supervises Federal Ssvings snd Loan
Assocliations, the operation of the Home Omners' Losn Corporation, and
B

thie operation of the Federal Savings and Loan Insurance forporation.

Weerly 3,900 savings end loan assoeistioms snd other finencing institue-

ticns are limlked through the system in the largest home mortgage ¢redit
system in the worlﬁ; savings of investors in nearly 2300 of these
institabions ere protected through the Federsel Savings and Loan Insurance
Corporation; amd thousands of home owmors are Gn‘their'w&y to debt-{ree
home cwnership.g ﬂundreﬁs of experts in the fileld of business have
enployment in this establishmeﬂﬁ, including auditors, srchitects,
fienancial &d%isers, directors of personnel aud general counselers.

The Federal Watlonal Moritgage Assocliation purchases and sells
mortgages which héve been insured by the Federal Housing Administration.
I% iz cantrelled and operated by ithe Receﬁstruction Finanece Corporstion.
Its objectives are tc establish a market for first morigages insured
vnder the Natienzl Houeing Act, covering prepegties upon whieh are
located newly constructed houses; to facilitate the eomstruetion and
finanelng of cconomieally sound rental housing projects; and to mike

.

gvailable to individual end institutionsl investors, bonds issued by the

7. Dlgest of Purposes of Federal Agencles, p. 38
8 [ ] Ibid - p -« 57

9. The Federal Home Logn Bank Board, Government Bulletin, 1941, p. 1



‘g 1g ; . : .
Association. o The work of this depertment is guitc diversified and
ranges from gemeral routine tesks, such a3 messenger work and filing,
to highly technieal operations such az engiresring. Salaries ars
commensurate with the positions, which are filled by appointment by the
‘ - . : 11

Board of Directors from the Civil Service register.

The Reconstruetion Finance Corporstion provides emergency
. . NP s : s ; . =z . s pa .
fineneing facilities for finanecial institutions;™ alds in fineneing
agriculture, cammerce, znd industry; aids the govermment in its
national defense progrom; purchases nonassessable stock, capitel notes,

. ra s 1D : X :

or dehentures of national nmertgage asseciations,” and other financial
institutions; snd makes loans as preseribed by lew. It furnishes
personnel for the Federal National Mortzage Association, the Disaster
Loen Corporation, and the RFC Mortgage Company. Its work is quite
diversified ond ranges from general routine basks to highly technical
operations., Salaries are commensurate with the positions, and positions
are filled from the ¢ivil service register.

Positions dn the Pederal Loan Aroncy which the high school

Q

zreduate of Trade end Industrial and Commercial Educetion program is

s

qualified to fill ineluds those of jumlor typist, senior typist, junia
stenographer,l4 senior stenographer, various grades and types of

6,17

15, ., 1
clerical positions, assistent messenger, library assistant, mechine

operator, telephone operator, eolevetor conductor, all of which have

10. Circuler ¥o. 1 of the Federel Fational MNortgage Associstion, p. 1
11. Ciroular ¥o., 4 of the Federel ZHational Mortgege Asscciation, p. 1

12, Digest of Purposes of Pedersl aAgencies, p. 38
13. Jesse B, Jones, Recomstructicn Finance Corporztion, Seven Yoear
Report, 1839, p. 1 :

[

14. T. S. 8ivil Service Serviee Dxaminstion Announcement, Ho. 8-18



been discussed under Chepter IV, as well as some of the secrsiarial
positions after qualifying by service iu some of the ahove mentioned

lower branches of service.

15. U. S. Civil Service Examination Announcement, Ne. 104
16. U. 8. Civil Service Examination Anncuncement, No. 218

17. U. S. €ivil Service Examination Announcement, No. 144

25
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CHAPTER VII

THE FEDERAL COMUNICATIONS COMMISSION

The Federal Cemmunications Commission movides for the regula-
tion of interstate and foreign communication by radio or by wire aining
toward mores offective communiosbion service. It hes the licensing and

s o . . 1
regulation of radio stations and operators,

The Commission operates seven monltoring statims in verious
parts of the country. Thess stations make measurements of freguencies
and determine the guality of emissions and also spot interference. Wow
bases for mobile operation are being established at points throughout

- ; 2
the United Stetes and its possessions.

The field division employs less then two hundred persms. Func-
tiens of this division are inspection of stations licensed by the
Commission, and the issuance of licenses; investigetim of illegal
operations; inspeotisn of ship and other marine radio stetiocns; and
general regulatory supervision.

The Commission makes appointments 4o positions in its depart-
ments from the registers of the United States €ivil Bervice lists, with
the exception of a few key positions. AL the clese of the fiscal year
there were 434 emplcyees in the Washington offiees and 191 in its fiold

2 3 3 A o i3 L >
offices. Due to the national defense emergency the ield force is

being greatly expanded, and severel hundred inspectors snd other experts

1. Federal Communications Press Release (41838) p. 1
2. Ibid. p. 2

3. Letter, Secretary of the Federal Communications Commission,
Woshington, D C.
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will be employed, but the additional personnel will came from the Civil

4
Service rolls.
The many operators and other employees needed in comnection

with the additicnal redio stations in the enlarged field of this depert-

ment ean well receive their fundamentel training in & couwrse of Trade

and Industrial Education, serving their apprenticeship et a loeal radice

. &
station.

Physies should be included in the course of study of the high

school treinee who plans to become & radio operator or & redio repair
mexis The high school graduwste of & Trade and Industrisl Education and

part-time treining program 1s qualified to i1l the position of assist-

ant redio operetor or radio repair man,s' By application to his job he

may be given advencement to & higher position.

4. U,

e Er'

S. Civil Service Commisslion Announcement, Wo. 10-847

8. Civil Service Commission Announcement, Mo. §-379

Ue S. Civil Servies Commission Announeement, No. 10-978



CHAPTER VIII

THE FEDERAL DEPOBIT INSURANCE CORPORATION

The Federal Deposit Insurance Corporation insures the deposits
of &1l banks which asre entitled to the benefits of insurance under the
law. It pays depositors of insured banks closed without prov:’i.sicms‘
having been made to pay claims of the depositors; its seots as receiver
for suspended bunks; and prevents development of unsafe banking

1
practices. The management is vested in & board of three directors,
one the Comptreller of the Currency, snd the other two appointed by
the President with the consent of the Senate .2

There are 1,396 persons employed, 545 of these being taken
from the eivil service rolls. Positions of a clerical and custodial
asture in the Weshington office number 353, and in the field 495.3

A suggested course of study for e high school student interested
in a Job in this establishment would include enrcllment in Trade and
Industrial Edueation with courses in typewriting, shorthand, booke
keeping, and the part~time training program with a bank or an insurance
of flce as the training station. Bxperienece in modern business methods
as well as training in use of the many modern mechines in the bauk or

in the office is of wuntold value.

l. Annuel Report, Pederal Deposit Corporatiom, 1939, p. D
2. Civil Service Act end Rules, 1939, ». 91

3. Lestter from Director of Persemmel, Fadersl Deposit Insurence
Corporstien, Washington, D. C,
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CHAPTER IX

THE FEDERAL POWER COMMISSION

The Federal Power Commission provides for improvement of water-
ways ond promotion of interests of interstate or foreign commerce through

development of water power on streams subject to

st
&

deral Jurisdiotion,
or ou public lands by private or governmental pgencies which are licensed
by the Commission. In addition to the chairman, vice chairman, and three
other members of the commission, the staff ineludes speclalists in the
various divisions.l

The employees number about 900 qualifications being largely in
the fields of enginesring, eccounting, and law. Stenographsrs, typists,
secretaries, snd various clerks and trained operators are also employed.
Salaries are prescribed by the Civil Service Lommission and appointments
rede from those rolls for all positions under $3200 per smunum. Above
thet figure, the appeintmenté are besed upon the gualificati oms of
the individual to mest the fequirements of an expert in the particular
field.2

Commercial classes, typewriting,'shorthand and bookkeeping
courses, and courses in economics a&s well as the cooperative program
for parte-time training on the job offer sdeguate preparation for students
in high school Trade and Industrial Bducttlon courses to quelify for
positions of stenographer, typist, secretary, elevator conductor and
mechanician, addressograph operator and custodian.

The graduste of a high school course in Trade and Industrial

Education and the part-time training program is wualified to fill the

1. Federal Power Commission Publiestion, May 1, 1541

Z. Letter, Personnel Division, Federal Power Commissicn, lay 1, 1941



positions of assistent engineerinp dralismen, engineering drafteman,

senior engineering droftswan, prinecipel enginearing drafbsmen, or chiefl
Li’d

engineering draftsmon, after he can guelify in expefiaﬁce.a The duties

ere, under immediate supervision or professicnal guidance, to perform

subprofessional work in one of the optional branches of drafting in

which eppointment is made. The duties performed and the responsibilities

assumed will vary according to the grade of the positionf..Salaries

renge from $1620 to $2600 & year,

The high school graduate of & Trade and Industrial Fducetion
and pert-time training preogram is gualified, when he has fulfilled the
experience requirement, without further aducation, to 7111 the positions
of assceiate superintendent of eonstruetion and superintendent of con-

struction at sslaries of $3200 and $3800 s year, resPGGtively.4

. Us 8. Civil Service Exaninatium Announcement, No. 28
3. Ue. 8. Ciwil 38 Examinat 5 woenent, No. 28

4, TUe 8. Civil Servies Exaumination Announcement, Ho. 48



CHAPTER X

THE FEDEHRAL RESERVE SYSTEH

The purposes cof the Federal Reserve System are to provide for
the establishment of Federal Reserve banks, to furnish an sleostic
currency, to afford means of rediscounting commerecial paper, to estab-
lish & more effective supervision of banking in the United States, and
for other purposes. The Board of -Gofmrnors exer cises supervisory
functiaﬁs.

The system inecludes twelve Federal Reserve banks and twenty-
four branches located in different secticms of the ecountry; more than
6,000 member banks; the Federal Open larket Committee; and the Federal
Advisory Council. This organizetion hires persons trained largely as
acecountants, economists, statisticians, lawyers, stenographers and
caleulating machine operstors. The applicant employed is the one best
gualified for it by training and experience, and salaries are compsrable
to those paid under the classified serviee for similar work. Thers are
425 emplovees end all are unclassified.l

h@ny employees in this dspartment nsed snecial training beyond
that offered by a high school. TFor the major positions a course in
Trade and Industrial Edueation has no roal value. Excspltions to this
are the jobs as secretaries, typists, clerks, stenograrhers, ‘elenhone
operators, custodians, addressograph and other machine operators, sleva-
tor conductors, and messengers. These jobs have been discussed in

detail under Chapter IV.

fice of Board of Governors, Federal Reserve Svstenm,
shington, D. €,
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CHAPTER XX

THE FEDERAL TRADE COMEISSTOE

5]

i

The Pederel Trade Commissieon sttempls to prevent unfalr methods

of' competition and deceptive uots end trics to promote fair canpestition

&

s
4y

nterstate and foreign comerce. Uﬂon request of the Attorney

s
1
oo

General the Commission investigetes snd reports upon slleged violations
. B : 1
of the entitrust lews.

Enployed in this department sre 687 persons, whose salaries are

i

ca s ; - . 2
paid in accordance with the Civil Service regulations., The Comamission
which hesds thieg depariment is a «dﬁlﬂl strative tribunel with ite five
members appoeinted for = tern of seven yesrs esch by the FPresident with

. 3,4
the approval of the fenate. ?

Positions excepted by statute from eivil
service regulstions includs & secrstary and clerk to each commissionsr,
attorneys, special experts, smd examiners. Each commissioner recsives
o snlary of §10,000 a yoear. The Commission appoints a seeretary vho
receives a salary of §5,000 a year, snd has authority to employ end
fixz 4the compensation of such *ttorﬂevs special exverts, examiners,
&

clerks, snd other employees as it may find necessary..

Except for the positiouns of secrebary, messenger, televhous
operator, office machine operator, end custodimn, jobs in this depart-
ment hawve 1ittle connection with day trade or cooperative part-tinme

¢lasses. These have been discussed undar Chapter IV.

1. 4nnual Report, Fedoral Trade Commission, 1940, p. 1

2. World Almanae, 1540, p. 757

3. Letter, Secretary, Federsl Trade Commission, Washington, D. C,
4. Annual Repori, Federal Trade Cemnissioun, 1840, pe 8

5. The Congressional Dirsctory, 1941, p. 687



CHAPTER XII

THE INTERSTATE COMUERCE COMHISSION

The Intersteate Commerce Commission is empowered to regulate, in
the public interest, common carriers engaged in transportation in
interstete commerce, and in foreign commerce within the United States.
It attempts to promote sefe and effieclent service and encourages fair
wages and equitable working conditions.

There are eleven members on the Commission. They appoint &
secrotary, an assistant secretsry, a chief counsel, and such attorneys,
examiners, special agente, and ¢lerks as are necessary to the proper

nion & : '
performance of duties.  There are 2,621 employed, a1l but 26 of whom
, fei Qs . B,4
come under Clvil Service regulations.

Positions of secretary, typist, and stenographer may bs filled

by a graduate of & Trade and Industrial and Commercial program in high

school. These have besn discussed wnder Chapter IV.

1. Digest of Purposes of Federal Agencies,fp.TQE BENENUEI S SN ;fé°

5
C , R PR E

o o . -

2. The Congressicnal Directory, 1941, P 669° ;55;7L§7?
3. The World Almenmc, 1940, p. 832

4. The Congressicnal Directory, 1941, p. 393
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CHAPTER XTIX

THE MARITIME LABOR BOARD

The Maritime Labor Bourd was established to encourage maritime
employers and their empleyees to make and maintain written collective
sgreements; to settle disputes in order to aveid interruptions to water-
borne copmerce; and to stabilize meritime labor relations.

The Board consists of three mewbers appolinted by the President,
with the consent of the Senmate. Bach member receives a salary of $10,000
per ennun and necessary traveling end subsistence expenses. The Board
appoints such experts andé essistants, and officers and other employses,
as are essential in performing the duties of the Board;z Among its
enployees are mediators, economists, clerks, stenographers, and typists.
The Civil Bervice Commission, in every case, deteraines the eligibility
of persons applying for these'positions. Positions as mediatore or
economlste require previous experience in the respective fields.5

Twenty—eight persons have empleyment under this Board.é‘ Secre~
taries, typists, and clerks may well receive their training in coopera-
tive part-time classes, under 2 Trade and Industrial and Commercisl

Education programn.

1. Digest of Purposes of Federal Agencies, p. 44
2. The Merchent Marine Act of 1936, Sec. 1007, Title X, p. 4

3. Letter, Paul F. Steiner, Administreative Assisgtant, Maritime Lebor
Board

4, The World Almansc, 1940, p. 832
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CHAPTER XIV

THE NATIONAL LABOR RELATIONS BOARD

The Netional Lebor Heletions Board affirms the right of
employees to full freedom in self-organizetion and collective bargein-
ing, and declares unlewful labor practices which might deny these
rights.l

A Chairmen heeds the board. On the staff sre & General Cowmsel,
an heting Secretary, an Assistent General Counsel, a Chief Trial
Exsminer, a Director of Publications, a Director of Persommel, end &
Chief Glsrk.z There are 841 persons employed in this departmént, 454
of whom ere under Civil Service regulations, while 387 are unelassified?

Mexmvers of the Board are appointed by the President, with the
consent of the Senaste, fach member receives a salary of $10,000 a year
and is not allowed to engege in eny other employment. The Board appoints,
without regerd to the provisions of the eivil service laws, cuch
atiorneys, examiners, regional directors, and other employees as ﬁre

& .
needed. Positions of attorney, examiner, and director require more
than & high school education.s However, there are positions of secre-
tery, typist, and clerk where adeguate training can be received under

2 Trade and Industrial and Commercial Education program in high school.

1. Digest of Purposes of Federal Agencies, p. 45

2. Congressional Dirsctory, 1941, p. 383

3. World Almanae, 1940, p. B3Z2

4. National Labor Relstions Act (49 Stat. 445) pp. 3-4

E. Fifth Annual Report, Netional Labor Relations Board, 1940, pp. 9-10



CHAPTER XV

THE WAT IOWAL MEDIATION BOARD

The Nationel lediation Board facilitates, through the process
of mediation, the meking and meintenance of labeor sgreements betwesn
rajlroads or alr line znd thelr employees, establishiug the rates of

. of work . 1
ray, the hours of work, and the working rules of these employees,

There are throe members, & secretary, an assistant sscretery,
and eleven medistors on the board. The members of the Board are

. X ; o , 2
appointed by the President, with the consent of the Senate. The
beginning salary for & mediator is $3800 annuelly and a considerable
amount of experience in actual negotiations in wages and rules agree-
ments is required to qualify for these positions. There are twenty=-
five employees, mostly clerks and stenogravchers. All persons with the
board are subject to rules and regulstions of the Civil Service

.. &
Commission.

1. The Rallwey labor Act and The Nationel Medistlion Beard, 1940,
?'9 ’

2. The Congressional Directory, 1541, p. 3928, p. 685

3. R. F. Cole, Sgcretery, National Medistion Board, letter.
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CHAPTER XVI

THE RATLROAD RETIBEMENT BOARD

The Railroad Retiremont Board administers o retirement systen

£T.

for the rayment of annuities and nensions to aged and disabled reilroad

enrloyees, and an unemployment iasurence-employment serviee system fo

ah

the payment of benefits to snd securing the roemployment of reilroad
1
employees whe become unemployed.

There sre three members eppointed by the President, heading a
L o et 2 . s . )
stalf of assisbants,” Employment in this department

i
. ‘s Lo B,
parsons, &ll but 55 of whom come under civil servied. Ths positions

=9
]
l"""
[a5]
-
2]
=i
R
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g
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for vhich the gradunte of a high school Trade and Indust

marcisl Education program can gualify are those of typist, secrstsry,

stenographer, messenger, telephons operator, and custodisn.

fie)
o
(&)

1. The Congressioonl Directory, 1941, p. 888, p.

2. The World Almsnsc, 1940, p. 832

3. Civil Service Act and Rules, pp. 164-165
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CHAPTER XVIX

THE SECURITIES ARD GXCHANGE COMMISSION

The functions of the Sscurities end Bxchange Commission fall
within thess elusses: supervisicn of registration of secwrity issues
end suppression of fraudulent practlices in sale of securities; super-
vision and regulation of trading in outstanding cecurities on the stoek
exchanges and in the markets; regulation‘of pﬁblic utility holding
companies; supervision of indentures in the publie offering of new
security issues; registration end regulation of investment companies
and advisers under the Investment Compuny and Investment Advisers Achs

Lo L
of 1540; and cother dutles.

iUnder the Bosrd of Commissioners the deparitment is in several
divisions including Legal, Registration, Trading eand Exchange, Public
Utilitiles, Raorg&nizatiou, Investment Company, and Administrative,
There ere nine regicnal offices, each headed by an administrater. There
ere 1,576 persons employed 1n this department, more than half of whom
are within the Civil Berviee. The only exceptions of eppointments from

- .

@ Civil Service rolls ere for sttorneys, vho must be members of th

kS

5

bar, and experts who smst be psrsons possessing highly specialized or
technical experience in clther securities, wtilities, or corporate
, 2
orgenizations.

. 3, .
The range of compensstion for expert positions® is from 3200

to §5600 per amnua, with a fow key positicuns paying higher salaries.

.

fme?
L

Digest of Purposes of Federal Agencles, p. 46

2. Letter, Assistant Director of Persomunel, Sscurities and Exchange
Commission, Washingten, D. C.

3. Sixth Annual Report, Securities and Exchange Commission, 1840,
ppe 1=11
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The remuneration paid attorneys is $2000 & year for the junior grade up
to $5600 a year for principal attoerneys. Classified Civil Service
employees in this organization receive salaries from $1080 a year upward,
but with &ery few positions paying more than $3200 a year.é

The expert positlons require specialized training, but meny of
the civil servies jobs in this governmsntal department can be secured
by graduates of a Trade and Industrial EBdueation program in high school.
Commereial work and vart-time training program prepare the student te

gqualify for many of the secretarial and clerical jobs. For deteiled

information on these jobs, see Chapter IV.

4. Letter, op.cit.
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CHAPTER XVIII

THE SIMITHSONIAN INSTITUTION

The Smithsonian Institution is & government bursau originally
foumded through the beneficence of James Smithson, an Englishman, as
an institubion of learning and research. It 1s located in Washington,
D. €., and hes the threefold purpose of increasing kmowledge by research,
diffusing it by means of publications, and exchang;ng the results of
investigations with other countries. It is administéred by two boedies;
one consisting of the President, the Vice President, the Chief Justice,
and the members of the Cabinet; and the other cmsisting of two members
of the first Esféblishment, the Vice President snd Chief Justice, and
three Senators, three Representatives, and six citizens from as many
different statss, two of whom must be residents of the city of Washington,
who make up a Boerd of Regents. The members of the board are appeinted
by joint resolution of Congress. The Bureaus under the Smithsonian
Institution are supported by appropriation of Congress.l

Govermnant Eureausz which come under the direction of the
Smithsonian Institution are the National Museum, the Nationsl Gallery
of Arts, the National Collcction of Pine Arts, the Freer Gallery of Art,
the Bureau of American Bthnology, the International Exchenges, tho
Fetional Zoological Park, the Astrophysical Observatory, the Division
of Rediation and Organisms, and the Smithsonian Gallerv of Art Commission.

Employed in this bureau are 489 persons. Salaries of Aids very

from $1,680 to $2,300 per annum. These assist the research steff and are

1. The Congressional Directory, 1941, p. 693

2. Ibid. p. 403
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engaged in & wide variety of activities including preperation of fossils,
taxidermy, philately, osteology, history, library work, in additicn to

several of the fields in biology, geology, and engineering. Thers are

(e}

-

gbout thirty such pesitions in the Museum, bub vacancies»qccur infre-
quently.

On the professional staff there are about twenty~eight positions
up to end ineluding the renk of assistent or associate curetor. TFor the
higher curatorial positicns which pay $4,600 per annum, the vacaencies
are usuvally filled by promotion from the assistant or associate curators,
The salary renge for assistant eurators snd below varies from $2,000 to
$3,200 per year. The work is concerned with the fields of biclogy,
anthropology, geology, history, and engineering and wacancies do not
occur very freguently. 411 pcéitions are filled through Civil Servige.s
With the exception of the secretarial, clerical, and custodial Jcbs,
positions in this bureau heve no connection with Trade and Indusirial
Education snd part-time elasses. The secretarial and clericel jobs are

discussed in detail under Chapter IV,

3. Letter, Office of Smithsonian Institution, Washington, b. C.
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CHAPTER XIX

THE TENPESSEE VALLEY AUTHORITY

The Ternnesses Vglley Authority provides for meintenance end
operation of Government-cwned properties in the vieinity of lMuscle
Shoals, Alabama, end unified development and control of the water
resources of the Tennessee River and .its tributaries through the con-
struction of dams to provide navigation, control floeds, and produce
power; utilization of the power for the purpose of determining the
relative costs of public and private power opsration, and distribution
of this power to the grestest number of people; experimentation to
lower the cost of production, distribution, and application of the major
elements of fertilizers, and promoticn of the nstional defense by maine-
teining & plant ready to manufscture nitrates; plemning for the com=~

plete Ternesses River watershed, including erosion control, forestation,

*

the further use of mineral resocurces, the promotion snd cosrdination of
industry and agriculture, surveys and plans for the proper use of laand
end other natwral resources, and the general social and econcmic wellw
being of the Valley.l

Departments within the Authority include the 0ffice of ths Board
of Directors; the O0ffice of the General lMansger; amgement Servics
Departments which include Personnel, Finance, Legal, Meterials, Land
Acquisition, and Office Service; Vater Control in the Hiver Clennel;
Veter Power Utilization; Weter Control of the Land; snd Regional Survey

2
snd Demonstretion.

1. Digest of Purposes of Pederal Agencies, p. 47

Ak ]
L]
e
&

inistrative Bulletin No, 30-2, 1541, p. 1-3
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There are 12,149 persons employed wnder this Auwthority, all in

the Unclassified Service.s Although the Authority is exempt from the

previsions of oivil service laws, civil service ratings ore considerecd
along with other evidences ol gualifications. Hmployses transforred te

the Authority from the classified civil service are eligible to retain

their civil service siatus end retirement benefl te. Tho Authority's

G

personnel needs ere served from its own applicetion registers snd files,

end applicatious with other govermment sgencles are net rscorded with
the Authority. Appointments snd pronotions are made on the basis of
meridt snd efficiency.

The Beard of Directors which heads the Authority is composed of
three members appointed by the President, by and with the advice and
consent of the Senste. The President designates the chairman, but all
other officials, agents, and employeces ars designated and selseted by
the board. Bach membor of the besrd receives an enawwl salary of
$10,000, quarters, and actuel sxpenses.

Positions to‘which sppointmonts are made by the beard include
those of managers, assisbant managers, officers; employeces, attorneys,
and agents. Salaries vary with the dubties invelved md are defined by
the board. Stenographers, typists, sscretariss, end clerks are euployed
in the various offices. Excepbionally campetent stenographers and
secretaries are demanded. Condidstes whe have supplemsnted their high

sshool training with college work or the equivalent eand have demonstrated

rosourcefulness, tsct, and intelligence ere better qualified for the

3. World Almanze, 1940, ». 832

4. VL Selary Schedule - 1520 - (PH~11-39)
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duties which they are called upon to perform. A year or more of steno-
grophic experience in a well-organized office is desirable and almost
reguisite. Preliminery requirements sre the ability to type accursately
fron plain copy at the rate of fifty words a minute and to take accurate
shorthaﬁd 2t one hundred words & minute.

Persons interested in any of ths adainistrative, professiounsl,
techuical, and supervisory positions or in the stemographic or clericel
positions, have the necessary qualifications, and have not already filed
applications are invited to do so by means of lotters giving full details

£ previous education, training, sxperience, and interests. Information
‘desired includez age, education and cther training, smployment or pro-
fessional record (including dotes, nomes of employers, earnings, nature
of duties, etc.) personal and professional interests, reports and other

sritings, as wall as other pertineut data.? Amnuel salary gradés are
assigned to positions upon a basis of duties and responsibilities
involved. The classification of annval posltions conforms generally

»

with standards prevelling iu the classifled Federal service. Annual

employees who have rendered satislactory service of not less than one
. - - . ‘s 6
year in & grode are eligible for salaory increases within grades.
Workmen are drawm as far ae possible fram the Temnsssee Valley
aren. GConstruction projects are necessarily temporary, and the Authority

docs not encoursge migration of men from otheor ssetioms without the

prospect of reascnably psrmenent employment. There are largs nuabers

of well-qualified crafismen and laborers in the regioesn, and workmewn are

§. Letter, TVA Offlics, Huonoxville, Tennessee

6. Tennessee Valley Authority dct (299567-41=1)
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called from outsiée thexTenneSSee Valley Area only when men well quali-~
fied for certain special jobs camnot be obtsined in the area. Hourly
rates of pay are determined iuvnen & basls of occupationml classification
and are not less than those prevailing for work of a similar nature in
the vicinity of the Authority's operations. Applications should be
made to the Tennessee Valley Authority, Knoxville, Tennessee.

A high school Trade and Industrial Education program offers
training which will qualify the graduste for the positions of stenoge-
rapher, typist, secretary, clerk, itypewriter repeirmen, telephone
operator, tabulating mechine operator, stonemason, statistical clerk,
sorting meehine operator, rotoprint operator, photographer, photostat
end blueprint operator, plasterer, sheetmetal worker, mimeograph operator,
painter, assistant enginenan, assistant electrician, addressographer,
and other similer jobs. Uther jobs of & professional or technical
nature which require specialized training heve no counnectiom with a
Trade and Industrial Edueation program. Positions of stenographer,
typlst, secretary, clerk, telephone operator, and the various machine -
operators are discussed under Chapter IV. Positioas of mechanical
helper, both tractor and sutomotive, general mechsnic, senior operator
(highway building equipment ), machinist, and superintendent of con-

struction are discussed fully under Chapter V.

7. TVA Government Bulletin 321 (PD-10~40) p. 3-4



46

CHAPTER XX

T2 WATIONAL ARCHIVES

For records worth keeping cover long éeriods of time, or perma-
nently, The National Apchives provides in 1ts building e haven where
they are protected from iajuricus atmospheric conditions, insects, dirt,
fire, and theft, and where, should the occasiocn arise, the successive
floors of conersete and steel would provide a degree of resistance to
serial bombardment comparable to that afforded by new archival struc-
tures which heve been bullt in Burope recently, to cope with such
hazards.l These records include motion picturs films, socund recordings
of historiecsal sctivities of the Uni ted States, Presidentisl Proclemations,
Executive Orders, and other documenfs. The Division of the Federsl
Reogister publishes Presidentiel proclemetions and other important docu-
ments and supervises and coordinates fhe form, style, arrengement, and
indexing of the codification of the administrative lews of the various
Government &genoiss.z

Salaries for the various types of work in The National Archives
begin at $1,260 per annum. There are subprbfessioual and professional
positions with initial salery rates of $1260, $1440, 51620, $1800,32000,
$2600, $3200, $3800, and $4600, depending upon theldifficulty of the
work and responsibility involved.3

All positions in The Vationel Archives are subject to the rules

and regulations of the Civil Service Coumission and must be filled through

1. Digest of Purposes of Tederal Agencies, p. 47
2+ ¥Viorld Almenac, 1940, p,., 289

%+ Letter, Chief of Division of Perscomnel, Naticnal Archives
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that agency.é There sre about 400 employees on the staff. Advanced
specializetion is required for the person who aspires to a professionsl
position in the National Archives. Qualifications and reguirements of
secretarial and stenographic positions may be mot by the greduate of a
Trade and Industriel Bducation courses, with necessary commercial courses,

=4
in high school. For further informetion on these jobs see Chapter Iv.°

4. 0ivil Service Act and Rules, p. 169

Be BSizth Avnval Report of Acrhivist of United Stetes, p. 38



CHAFTER XXI

THE VETERANS' ADMINISTRATION

The Veterans' Administratibn administers all lews which pertain.
to members, of former je&rs, of the navel and military forces of the
United States. It gives relief to veterans an@ te dependents of
deceased veterans of all wars, and to vetersns and dependents of deceased
veterans who served in the Government militery and noval esteblishments
during pesce times.

The Veterans' Administration employs many types and elassifica-
tions of persomnel: managers, physiclans, nurses, pharmacists, aides,
dietitisns, laboratorians, dental mechaenics, librariasns, firemen,
carpenters, painters, plumbers, electricians, automechanics, chauffeurs,
laborers, clerks, stenographsrs, typlots, chefs, bakers, mess attendants,
hespital attendants, berbers, metrons, houseloepers, maids, laundry
helpers, and seamstresses. Saleries range fram §1020 to $5000 per annum.
The total personnsl numbers about 44,000,

411 positions are filled in sccordance with Civil Service rules
and regulations, and eligibility for appointment is obtained by quali-
fying in the proper Civil Service examination.z The higher grade
positicns are usually filled through the promotion or transfer of quali-
fied perscmmel on duty. The lower grads positions are filled by selec-
tion from Civil Service registers.

Reguirements of a big per cent of the jobs of this Administretion

mey be met by the graduate of & Trade and Industrial Education pr ogram.

l. Letter, Dirsctor of Personnel, Veterans fAdministration

2. Civil Service Act and Rules, p. 170
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Such jobs es under file clerk, stock clerk, assistant statistieal eclerk,
stenogravher, typist, messenger, tolephone operator, eleovator conductor,
typewriter repairpen, carpenter, painter, plumber, electrician, auto-
mechenie, chauffeur, clerk, laborer, chefl, baker, meat cutter, mess
sttendent, hospital sttendant, barber, matron, housekeeper, maid, laundry
helper, and seamsfress may be filled by the gf&du&te of a Trade and
Industrial Dducation progran where apprenticeship hos been served in
the chosen trade. In some of the jobs, sxperience before eﬁterimg civil

sarvice is required, bubt in most cases the apprentice treinins in cone
4 [} I &

s suificient, DEvening

e

nection with the cooperative part-time classes
vtrade classes provide valuaeble prsparation for many of these jobs.
Positions of stenogrerpher, typist, secrstary, clerk, telephons
operator, and the various machine operators which the high school gradu-
ate of Trade and Industrial Jducetion and cuamaercial courses is gualified

to £111 are discussed fully under Chapber IV, Positions of mechanical

Chepter ¥. Other positions within this Administration which the high
school graduste in Trede and Industrisl Dducation is gquelified to £111
baker whose duties are as indicnted by the title of the
position and include both bread snd pastry baking; cook, the duties of
which are indicated by the tltle of the exeminstion; and mest cutber
whoss duties are to storo and cubt meats, to receive and weigh mest, and
in general to take carcess of beel and handle it from careass unbil

meat is ready to scrve as steaks, chops, ridb roasts, etc. énd to perform

related work s reguired.



3. Information gathered from the following Civil Serviece Examination
\ Arnouncenents:

Junior Bockkeeping Wachine Operator, No. 9-45, Assennblsd
Junior Multigraph Uperator, No. 144, Unassembled
Addressograph Operator, No. 215, Unassembled

Assistant Messenger, Ho. 104, Assembled

Beker, No. 9~154, Unassembled

Cook, Ko. 8=191, Unassembled

Heat Cutter, No. 9~153, Unassembled

Attendant, Supplementsl Form A-114

Student Hurse, Wo. 56, Assenbled
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CHAPTER XXII

THE AMERICAN BATTLE MONUMENTS COMMISSION

5

The imerican Batile lonumente Commission commemorates the serw
vieces of the American forces in Burope during the World War by the
erection of suitable memorials, by the preparation and publieation of
historical infarzetion; adeninisters sad maintains the fmericen nstioml
cemeteries and memorials in FBurope; and exercises control pver the
ercction of memorisls in Burope by Americen citizens, states, munici-

: s oas 1
palities, or sassociations.
, , . X 2 :

There ere 121 perscns employed in this department.  The Com=
mission's construction progrem waes completed several years ago, and has
little meed for architecturzl, technical, or professiocnel services other

> » B
than those which are secured from other agencies of the government.
However, additional services are scquired by contract when needed.

The persomnel of the Commssion are appointed after selection

from certificates of eligibles furnished by the Civil Service Commission.
g ¥

*

Most appointments sre made from the stenographic and clerical registers

A
at entrance salaries of $1260 or {1440 per annu, with the opportunity

of gqualifying for promotion to vacancies which may occur in higher pos

. 3 , . .
tions, and the graduete of a Trade and Industrizsl snd Commercial Educaw

fude

tion program is immediately quelified to fill these Jobs,.

1. The Congressional Directory, 1941, p. 608
2. The World Almansc, 1940, p. 832

3. Letter, Secretary American Battle lonuments Commission, Washingben,
D, C. '
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CHAPTER XXIIX

THE UNITED STATES MARITIME COMMISSION

According to the lerchent Marine dct of 1956, "It is necesssry
for the national defense and development of its foreign and domestic
commerce that the United Stetes shall have a merchant marine {a) suffi-
cient to carry its domestic water-borne export and import foreign

commerce of the United States and to provide shipping service on all

(2.8
&

routes essential for maintsining the flow of such domestic and foreign
water-borne commerce st all times, {(b) ca?able of serving as & naval
end military suxiliary in time of war or nationsl emergency, (¢) ovmed
and operated under the United States flag by eitizens of the Uhited
States insofar as possible, and (d) composed of the best=eguipped,
gafest, and most sultable types. of vessels, constructed in the United
Stetes and manned with & trained and efficlent personnel. It is hereby
declared to be the pelicy of the United States to foster the develop=
ment and encourage the maintenance of sueh & merchant marine.”

With the exception of a camparatively few positions all of which
require specislized training and experience in meritime activibvies, all
appointments in this orgenization must.be made in accordance with Civil
Service regulations.z There are 1,371 persomms e.mployed.3

Examinations are now being conducted to establish registers to
£111 vocancies in this Commission for positione with salaries of $2000

to $5600 & year, but all of these reguire colloge or specialized training

1. Digest of Furposes of Federal Agencies, p. 49
2. Letter, Director of Personnel, U. S. Maritime Commission

3. World Almenoc, 1940, p. 332



beyoﬁd high school.4 ¥any secretaries, clerks, and stenographers are
required by this commission, their salaries being in accordence with

the various certified grades. A Trade and Industriel end Commercial
Bducstion program offers training which will qualify the student to

£fi1l many of these jobs.

The high school graduste of a Trade and Industrial Education
course with its part~time employnent program can, after qualifying in
experience, fill the position of marine surveyor under bthe United States
Maritime Commission., The szlary is 3200 a year and the dutiss, under
general supervision, are te conduct complete independent Surveys of
ocean-going merchant vessels, including the irspoction of hulls, appurte-
nences, engines, boilers, machinery and equipment, snd the preparation
of deteiled reports covering all defects and reguirements as to repair
end meinbenance, ineluding cost estimates; znd to psrform related work
&8 required.5

=3

The high schoel gradustes of a Trade and Industrial Education
»

course, after qualifying in experience, can £ill the position of

expediter (marine propelling and outfitting equipment) under the United

]

state 1

fre)

ritine Commission., The salary is $3200 a year end the duties
are, under general supervision and with consiéeréblé opportunity for
the exercise of initiative, resourcefulness, and independent sction, to
perfom = variety of duties boaring directly upon the progress of pro-
duction iz wanufacturing plants throughout the United States; to follow

g schedule of visits to manufacturing plants

i

producing marine propslling

4, Letter, Director of Personnel, U. S. Maritime Commission

5., U. 8. Civil Service Examination, Announcement No. 72, Unassembled
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and outfitting equipment prior to time of delivery, end %o ascertain by
investigetion the stetus of production end probability of delay: to
nrepare reports and recommendations regarding the status of production,

covering such factors as facilities of the plant, materials and methods

3

used, econmmic stetus and practical ability of thes menufacturer to proe
duce, the dote when materisl and eguipment can bhe produced andbdelivered,-
and the necessary changes in the schedule of productiorn; to follow up
and expedite shipments in trauslii; and to serve as g eontact with manu-
feoturers in the reschedunling of ordsrs.6

The graduate of & high school Trade and Industrial Hdueation and
part-time training program can quelifly for the position of Junior
Inspector, Enginsering Materizls, with a salery of $1620 a vear. He
may enter one of the optional branches, steel hulls, mechanical,
electricel, or radio. If he applies himself to the job he may be pro-
moted to the higher position of Associste, Assistant, or Senior Inspector

- F . 7
with a top salary of $2600 & yesr.

6. U. S5, Civil Service Examinetion Annoumcement, No. 82, Unassembled

7. U. 3. Civil

1923

ervice Bxanmination Annouwuncement, Wo. 9-43, Unassembled
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CHAPTER XXIV

THE NATIOWAL CAPITAL PARK AND PLARWING COMMISSION

The Netional Capital Park snd Planning Commission wae created
for the purpose of preserving the flow of water in Rock Creek, preventing
the pollution of Rock Creek and the Potomme and Anacostia rivers, pre~
serving forests and natural scenery in and ebout Washington, asnd to pro-
vide for the development of the park snd playground system of the
Hetional Cepital. It employs only twenty persons, all of whom are
employed through clivil service. Their duties are in comnnection with
the ecquisition of land and other functions usually devolving upon a
municipal plemnning commission. Salaries which range from $1080 to 45000
per annun, ere paid through approprisations by Cangress.

‘This small board employs a few secretaries who mey qualify for
positicns in the department‘upon gradustion from high schocl where
courses in Trade and Industrial Education and the part-time training
program have been taken, but the remainder of the positions have no
connection with a Trade and Industrial Education program. For detailed
information concerning the secretarial and stenographic positions under
this Commission for which the high school graduste éf & Trade and Indus-

trial BEducstlon and commercial course can qualify, see Chapter IV.

1. Letter, The Secretary of the Capital Park and Planning Commission,
Weshington, D. C.



CHAFTER XXV

THE NATIONAL ADVISORY COIRIITTEE POR AERGHAUTICS

The Bationel Advisory Commlttee for Aeronautics was estoblished
to "supervise smd direct the seientific study of the problems of flight,
with & view tc their practical solution® and to “direct and cmduct

esearch and experiment in seronautics."” Thers are fifteen members
appointe d by the President, two representetives each of the War and
Navy Deparitments, two representatives from the Civil Aeronautigs Admini s-
tration, one representative each from the Smithsonian Institution, the
United States Weather Dursau, and the National Bureau of Standards, zund
six additional persons who are "acguainted with the needs of aeronautical
science, either civil or military, or ékilled in aeronsutical englineering
or its allied sciences." All membors serve without remuneration.

A11 positions in this organization are filled through €ivil
Service, salaries ranging from $720 to $9000 & yesar. There are mbout
900 employees whose gualifications vary from a grade schoel education to
a number of ysars of university work plus years of research experience.z
Requirements for such positions as stenographer, typist, secretary, and
custodian, are net by & Trede and Industrial and Commercial Educstion

3,4
program.

1. The Twenty-sixth Annual Report of the Natloﬂal Advisory Committee
for Aerenautics, 1940, p. 19

2, Letter from Assistant uooretary, National Advisory Commitice for
Aeronautics, Washingtoan, T. C.

3. V. S. Civil Service Comnission Ammouncenent, No. 144, Unassembled

4. Ue S. Civil Service Commission Announcement, Wo. 9-45, Azsembled



CHAPTER XEVI

THE UKITED STATES TARIFF COIR{ISSION

The United States Tariff Commlissica investigates and reports
upon all tariff motters snd makes investigations and reports and fure
nishes any informetion which may be required by the President, the
House Viays snd Means Committes, the Senate Finance Committes, or sither

i
branech of Congress.
o 2

There are 305 persons employed, most of whom have a broad
scuonomics background, and in the higher grade positions, considerable
specianlization in teriffs, internsational trade, end international
economic relations. There sre technionl positicons which eall for
experience in various industrial fields, such sz iron and steel, chemi=-

3 . .
cals, paper and pulp. There are about 150 persons in the professional
group, but the turnover is not great for there sre few vaconcies. The
entrence salary of a junicr professional employee iz ususlly $2000 per
annun. Appointments are made from the Civil Service register. With the
exception of stenographic and custodial positions, inelwding office
device operators, telephene operators, end stock clerks, and jobs con=-
nected with & fow of the industrial fields, such as the synthetic
organic chemicale industry,4 the Trade and Industrial Eduecatien progrem

iz not adequate preparation for the positicus in this depsariment.

1. The Twenty-fourth Annual Report of the United States Tariff Commission,
1940, p. 2 '

2. The World Almenac, 1940, p. 832

3. The Twenty-fourth Annuval Report of the United States Tariff Come
mission, 1940, p. 30

4. U. S, Civil Service Commission Announcenent, No. 9-340, Assembled



CHAPIEE XXVII

The high school youth whe is interested in ajob career with the
Federal Government should first study his own ;nterests gnd his owm
capebilities. He should then make @ thorough study of the fields of
govermnent service in which he aspires to engage, learning which fields
offer opportunities for growth, development, end permanency. le should
read newspapers, magazines, and books on government and politics; atiend
lechbures; and avall himself of every opportunity to gzet betler acquainted
with his possible future emplover. If thes job in the field in which he
is interested comes under the Civil Service Rules, he should inguire at
his local post offiee for informetion regarding applications and queli-
fieations for the position whiech he has in mind, or‘write to the Civil
- Bervice Commission, Washington, D. (., for the needed informati&n.

The high school youth should teke advantage of local library
facilities and learn all he possibly can regarding jobs in the field in

£

which he is interested. He should; i{ possible, make perscnal acguaint-
ance of persons engaged in this type of work. Experience is wvaluable,
and part-time employment with apprentice training in his chosen line of
future employment, will be invaluable in qualifying for employment in
govermnent service. The student should plan his high school courses
with his chosen fieid in mind, Any school‘offering a commercial course
and 2 part-time trade and industrial or day-trade program will give the
student the training he needs to enter jobs available in government
service, without speéial or collegs training.

This study has showm that the positions of stenographer, typist,

and secretary in government ssrvice are numerous. Each independent
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office, agency, and establishment has its clerical staff, for stenog-

4“

raphy and typing form & lerge part of all govermment office work. A

groduste of a Trade and Industrial Education program in high school

ig gqualified 4o secure smployment in this type of work provided pro=-

o

Timinery comercial courses heve bsen tiken previous te snrollment in

is.

P

the part-time Trede snd Industrial program. Aftsr appoiatmen
reeeived te a civil service job in stenogrephy, chances are excellent
for promotion for the youth who takes sdvantage of his opportunities.
The lower grades of clericsl positions are open to gradustes
of Trads snd Industrial BEducatlon courses in high school. Vescancies
in the higher grades of clericel positions are usurlly meds frqn the

lower predes. For persons with oxeeptionsl talent the chances for

;.‘n
[
4]
i
G)
Q
m
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osit ureaus,

1

nreomction are excellent, even to higher

;«-,J

sssistant secretarial positions, or to adninistrative positions.

For the vouth whe plens to cniel the stenogrephic or clerical

Fal
L

{54

18 in govermment sorvice, the high school course should inelude

[

Buglish, histery, mathematles, spelling, axd all commercial subjects.

~

Lo

»

succeed a stenographer shouid have tect, peticnce, initistive, a
good memory, & pleasing voles and he nezt and well groomed.

Heny offioce machine operators are required in govermmeut ser-
vice. Ths high school gruduste of a Trade and Industrial Bduestion
progrem can qualify for this type of position if he has received
training in operating these machines in his part-time training progrom.

s

Office meehines which &re in use in the wverious indsependent agencies,

offices and independent establiskments of the govermment, snd require

1. Taylor, Federsl Bmploymsut Under the Merit System, p. 67
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operators include caleculating mechines, card-punch mechines, autometlc
blueprint and photostat machines, tabuluting wachines, sorting mechines,
billing machines, and addressographs. Operators need clerical training
and courses in pemmanship, spelling, and &rith@etic.

This study bas shown that thers is a very real peed in goverument
service for skilled craftsmen. The Trade and Industrial Education pro=-
gram fills a vital service to the high school student as well as to the
govermment in offering day trade and cooperative part-time classes. The
graduete of a Trede snd Industrial Bducation progrem is qualified to
fill & position as plumber, sheetmetal worker, machianlst, painter,
petternmaker, blacksmith, electrician, eviation metalsnith, under blue
prirnt operator, dictating mechine transcriber, eotc. if his apprentice
tfaining has besn in the chosen line of work.

If the high school graduate desirss he may qualify ﬁo sntire
apprentice training in his chosen skilled trade, & program which the

z o
goverment is now sponsoring. Here he will have a chance to improve
in one of the skilled trades and get paid for learning it. His high
school Trade and Industrial Bducation training program will give hin a
betber chence to secure this voecational opportunity where competition is
very grest. The Government néeds all-round machinists and other metal
trades workers, and éay trade ccurses offered in the Trade and Indus-
trial Fducation progream are excellent foundation training.

Although there are not very many jobs for chauffeurs in the
govermment service, the gualifications for these attractive jobs ars

met by the high school trainee whose apprenticeship training has been

2. Hellett, Defense Employment end Training for Employment, p. 6



£l

served in 2 garage or machine shop where he hes learred to maks minor
repalrs Lo & car, afber ke is able to sheow six woathe of peid experi-

snoe as & chaulfsur, for mechaniecel training is a reguiremsnt of the

o
L

The graduate ef a high scheol course in Trade and Industrisl

Bducation can qualify for appointment as junlor custedial officer and

Lt}
b

if he has hed his training in e skilled trade such as plumbing or
electricity, he may be promoted to position of prison instructer in his
chosen trade. He is alsc sligible to obher positions which are similar,
such as priscm guard, wetohmen for some federsl bullding, ete.

The Tennsssee Valloy Authority and the Veterans® Ad dnini stration
are the o independent agencies of the Federal Government which are
the largest employers of workers, both skillesd and unsiilled, for which
" the gradvzte of a high school Trade and Industrial Education progrem -
can quelify.

The lowest grade of sngineering aid is open to the high scheol
gTadﬁate, and a course inx Trade and Industrial Education with apprentice
training, is & valuable foundation for him. Although his job may be
only thet af'redman or some other type of enginesring aid, if he proves

b

his ebility it is possible +het he oun advancs to the position of
engineer, without college preparation.

This study has shown that there are thousands of jobs in the
independant offices, agencies, and establishments of the Tedersl Govern~
ment which the high school gradusts of a Trade and Industrial Education
gourse 1s qualified to secure snd fill, where he will have an opportunity

for worthwhile remuneration, service to society and to himself, and

greater sscurity than many Jjobs outside the government service offer.
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Time and space are not sufficient to give the quelifications for all of
the occupations repres;ntsd smong the 165,000 or more enployees in the
independent agencies. The writer has therefors given the gqualifications
for a few of the oceupations in which meny are employed, so that an

idon can be gained of the regquirements for govermment service. Informe-

tion on sny job not listed may be had by writing to the United States

Civil Service Commission, Washington, D. C.
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