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PREFACE 

The purpose of this study is to acquaint the high school trainee 

in Trade and Industrial Education with the opportunities for a job 
. -

career in the independent offices, agencies , and establishments of the 

Federal Government; to point out to him the numerous positions in 

government service for 'Whi oh the Trade and Industrial Education and the 

part- time training program will serve as an excellent foundation; to 

acquaint him with tao fact tlat there are splendid opportunities for 
\ 

the young Trade and Industrial Education graduate to s tep into clerical 

or stenographic jobs and work into higher aaninistrative positions; to 

show him that there are many opportunities for the young high school 

trainee to step into a skilled trade in the government service and 

receive pay while he is learning; to acquaint him with the fact that 

there are opportunities for the high sohool graduate to secure training 

while in employment in various professional fields of government service; 

~nd to point out to him where futur-e employment desired requires college 

pre pe.ra t i on . 

Many of the governmental departments are being rapidly expanded 

and there is a great need for additional personnel. d~e to the d~fense 

program. in occupations which are essential to national defense . Thou­

sands of mechanical, clerical, and technical workers are needed . 

In the midst of this. hurricnne 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 . Mlny high 

school boys .feel ttat the only course lef't 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 me.ke the patriotic American youth feel 

that military enlistment is the only way trn t he can serve . However • if 

he enters a job in industry or in the government machinery 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 as important a );8.rt in ma.king 

this the "arsenal of democracy". Behind the military forces stand the 

skills. the energies , and the patriotism of American labor and i:he 

governmental machinery of the various Federal agencies , offices , and 

establishments , fusing many minds and many talents , keeping a steady 

flov; of man-power flowing where it is needed, turning the wheels of 

industry, insuring the success of the defense program, and preserving 

the democratic way of life. 

This study was made to ascertain to what extent the high school 

graduate in Trade and Industrial Education and the J;B.rt-time training 

program is needed in i:he expanding independent offi oes. agencies , and 

esta.blishnents of: the Federal Government and to detennine in what 

ofi'i oes, agencies, and establi shm.ents he can find opportunity for a 

job career . 
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CHAPTER I 

INTRODUCTION 

This study is intended as a reference for the coordinator of 

trade and industrial eduoation and the day trade teacher, and as voca­

tional information for the trade and industrial student who may desire 

to enter government 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 a career; to help him 

plan his high school course to fill the needs and requirements of that 

particular 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 was established, the requirements of the office, the personnel, 

qualifications necessary, and salaries pa.id. Through the kindness of 

Master Sgt. Morris Swett, Librarian, Fort Sill Library, government books, 

manuscripts, a.nd documents, including the Official United States Registe~ 

of that library were made available. 
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Having assisted many students in past years prepare for entrance 

into various fields of government service, the writer is awa re of the 

shortage of material on the independent offices, agencies, and estab­

lishments of the Federal Government. This study is intended to meet a 

vital need of the high school student or the prospective industrial 

and commercial worker. 

The career opportmtl ty with the Federal Government is greater 

than the average individual realizes . The Federal Government offers 

the youth of America thousands of desirable jobs since, next to the 

Soviet Union, it is the world's laq;est employer. Somewhere within 

the departments of the government is a future for the capable young 

person whether he wants to be a welder, engineer, stenographer, mechanic, 

nurse, clerk, or accountant, because f!TVery occupation is represented in 

the complex system of our government. 

Government jobs are secured in one of three ways: by election, 

by appoi ntment.,. or by the civil service merit system. No elective 

j obs come within the bounds of the independent offices, agencies, or 

establishments. The heads of most of the agencies are appointed by 

t he 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 

r~gher ranking assistant s are appointed and all other j obs 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 Servioe Aot and the civil service rules 1Vhich it 

authorized are the principal legal authority for the Federal Merit 

System . The terms "olassified status", nclassified servicen, and 

ttclassified positions" are used to distinguish the employees and posi .. 

tions to which the aet and rules apply fran the other Federal employees 

and positions.I 

The central office of the United State Civil Service Commission 

announces exa.mina ti ons 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 ths first or second class, from the United States 

Civil Service Commission, Washington, D. c., or from any of the district 

·offices •2 

Examinations for positions in the mechanical trades and skilled 

occupations at Federal reclamation, irrigation, and engineering projects, 

ordnance establishments, navy yards, and other naval stations, a.re 

announced by the board of United States civil service examiners at the 

station or project. Infonnation about such examinations may be obtained 

from the secretary of the board at the project where e:nployment is 

desired. 3 

1. U. S~Civil Service Commission Bulletin, Federal l!lnployment, p.6. 

2. Ibid. p.22. 

3. U.S. Bulletin, loo.cit. 
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The public is notified that an exa.~ination will be held through 

a bulletin lmown as an examination announcement .4 Each of these announce­

ments contains all available information about the examination. including 

the name of the position to be filled , the entrance salary, the deadline 

for filing applications. the duties of the position, the requirement 

which must be met by canpetitors , the basis on which canpetitors will be 

rated, the application forms and proof of qualifications which must be 

submitted, and the sources frcrn which the application fonns may be 

obtained. On the day when the exrunination :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 off'i ce in the area for which the examination is announced. 

The examination is given further publicity throU{!;h the press and otherwise . 

During the fiscal year ending June 30, 1940, the Commission 

examined 855,872 applicants, and 106,436 appointments were made . 5 The 

constant objective of the Federal Civil Service is to get the best man 

for the job through honest competition . The civil service job holder 

has to prove his superiority in his field against 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 responsibi l ity of the job and the qualifications 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 
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which has been established in part from money deducted frcm their salaries 

during the years of their employment .. Employees who , after serving five 

years or more, become totally disabled for useful and efficient service 

in their positions because of disease or injury, also are entitled to 

ennui ties . Pay increases a.re fixed by Classification Laws. Va.cations 

on pay, short hours, pleasant work, and paid sick leave are ~~ong the 

benefits offered by a job under Civil Service . 6 

Positions within the Civil Service ere divided into five services ; 

professional and scientifio; subprofessional; olerical-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

ti on and the qualifications required to fill it. Entrance to the service 

is usually at the lowest salary rate for the grade . Higher salaried 

posi tions are filled through promotion . Many Federal positions not 

required to be filled through civil service are voluntarily filled this 

way by appointing officers .7 

To illustrate the procedure for obtaining a position under 

Federal civil service rules , I shall use the case of an a~plicant for 

a position of stenographer- typist because it is one which a high soh.ool 

graduate of a Trade and Industrial and Commerioal Education program is 

qualified to fill . The appl icant should file with the central office of 

the United States Civil Service Cormnission a request for notification of 

the next exa.minat1.on for stenographer- typist . When the exam.5.nation is 

6 . Ibid . p . 5 

7 • Ibid • p • 65 



announced, the applicant is sent an examination announcement and an 

application form. He executes the application form and files it with 

6 

the connnission. He then studies the sample questions for the stenograp~ 

typist examination which are printed in the announcement. He receives 

an admission card, and presents it to the person conducting the examina­

tion. He takes the examination and later receives a report of his rating 

on the examination. Meanwhile a 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 a report notifying it of his 

8 
action. 

For Junior Typist, the applicant must have attained a rating of 

at least 70 in the general test. Applicant for Senior Typist must meet 

the minimum standards required of Junior Typist in the separate subjects 

of the examination and in addition must attain in the entire Typist 

ex~ination 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, and higher salaries, 

may be made to secretarial and other positions. 

a. Ibid. p.86 · 
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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 oonsent of the Senate.1 No qualifications are specified. The 

Commis sion 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 Colanbia; administers regulations on political 

activity relating to Federally classified employees and certain state 

and local employees particir,e.ting in federally financed activities; 

maintains service records of permanent employees of the civil service; 

makes investigations relative to enforcement of civil service rules, and 
. 2 

administers various Acts of Congress. 

There are 1., 768 persons holding employne nt under the Civil 

Service Canmission.3 The central o£fioe 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. 

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

2. United States Civil Serv"i oe Commission. Federal Employment under the 
Merit System, 1940, P• 5 

3. The World Almanac. 1940, p. 832 
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CHAPl'ER 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, 

Uni tad States Employment Servi oe which is consolidated with the Board, 

Civilian Conservation Corps, and Natiotlfll Youth Administration . Under 

the jurisdiction of the Agency are Howard University, Columbia Institu­

tion for the Dear, 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 fB.rt of the Office of Education, 

film and radio services, which were formerly under the National &lergency 

Council.1 

The purposes of the agencies are to promote social and economic 

seouri ty, educational opportunities, and the heal th of the oi tizens of 

the United States. The Administrator 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 specified exceptions such as commissioned 

physicians in the Public Health Service snd a few positions in the 

administrative staff' of the National Youth Administra.tion.2 

The Federal Security Agency fills positions, whenever possible 

through the promotion or transfer of present employees, thus establishing 

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

grades of work . 

1. Digest of Purposes of Federal Agencies, 1941, p.31 

2. Civil Service Act 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. 

9 

The Social Security Board makes recanmendations on methods of 

providing economic security; administers old-age and survivors benefits; 

A.pproves State unemployment oompensa.tion laws; makss grants-in-a.id to 

States for old-age assistance, a.id to blind, a.nd aid to dependent 

children; and promotes a national system of employment offices.3 There 

are three members of the board, as well as various directors and cm-

sul tants. The board is appointed by the President with the consent of 

the Senate .4 Under this establishment there are 9,661 persons employed, 

9,543 of them under civil service rules. 5 A great amount of office work 

is done by this agency and many office machines are used. Examinations 

are given for each type of machine operator, and for practically all of 

these positions a graduate of a high school course in Trade and Indus­

trial and Canmercial 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 tabulating ma.chine opera.tor 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 various offices. 6 

3 . Digest of Purposes of Federal Agencies, 1941, p.33 

4 . Congressiona l Directory, 1941, p. 647 

5 . The World Almanac, 1940, p. 832 

6. U. S. Civil Service Bulletin, "Working for Uncle Sam~, p. 3 



10 

The Public Health Service protects the public health and prevents 

the spread of human diseases; administers laws regulating manufacture and 

sale of biological products; eonduots marine hospitals, two hospitals for 

narcotic addicts, and the National Leprosarium., supervises medical ser­

vices in Federal penal and correctional institutions; and administers 

Freedman's and St . Elizabeth's Hospitals.7 The Surgeon General heads 

this service.8 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

ati on from an accredited high school; graduation from an accredited 

school of nursing; state registration, qualification wi:t;h the United 

States Civil Service Comnission and certifi.cP.tion to the Public Health 

Service . Promotions are in.a.de within the service based on efficiency 

and length of servioe. Salaries range from $1620 to $2900 per annum. 9 

A high school graduate of a Trade and Industrial and ~rt time training 

program can qualify as student nurse at a beginning salary of $288 a 

year including quarters, subsistenoe, laundry, and medical attention.10 

other jobs in this department of government service for which he can 

qualify are baker, salary $1500; cook, $1500; matron, 1080; and hospi-

11 
tal attendant, $600. 

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, lio. 56, Assembled. 

11. Supplemental Form A-114, February, 1941 
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The Food and Drug Administration enforces the Food., Drug, and 

Cosmetic Act., tho Tea Act., the Import Milk Act, the Caustic Poison Act, 

ar1.d the Filled Itiilk Act. 12 At its field strd:;ions and in its laboratories 

it inspects and analyzes sai11ples of products to detect adulteration or 

. b d 13 m1s rans. It is headed by u Commissioner. The perso11,1el of 900 

persons :i.n.cludes e.dministratiYO officers., eheroi::d;s., bacteriologists,, 

physicians, veterinarians, ontomologists, pharmacologists, rn.ieroscopists., 

plant patholo.zists, inspectors, and other specialists., with the necessary 

staff of clerks, stenographers, and other helpers. Salaries are in line 

with the olassif'ica.tion schedule U."'lde:r civil service. Sepoialists eon­

:o.ected with the department draw salarios of $2000 to ;~6400, and higher. 14 

Posi tim s on the staffs of these specialists are the only ones 

oJJsn to the high school graduate of' a Trade and Industrial ttnd part­

time enplo:y:m.ent program. These include typists,. stenographers, clerks, 

and other helpers .. 

The Civilian Conservation Corps provides employment and vocational 

tr1cd.ning for youthful citizens of the United States who a.re ur:temployed 

and in need of employment., tr,rough performance of useful public work in 

connection ;,Ji th the development and conservril.ti o.".1 of natural resources •15 

Its head, appointed by the P.res:i.dent., coordinates the work o.:f the five 

ag;encias which have an inte:rest in CCC; the War, Labor, Agriculture., and 

Interior Departments, and the Veterans' Administration.16 

12. P. v. McNutt., Functions of the Federe.l Security Agency, p. 13 

13. Digest of Purposes of' Federal Agencies, p. 32 

14. Fift--y-sixth Annual Report, Civil Service Comm.ission, 1940 

15. Civil Service Act and Rules. 1939, P• 186 

16. Digest of Purposes of Fed.er$.l Agencies, p. 32 
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According to Mr. J. J. McEntee, the Director, almost 3,000,,000 men have 

learned to live healthfully together; have been taught the mechanics of 

eng:ines; have became experts in dri vi.nr; hee.v~r tractors and transport 

trucks; and have been trained a.s welders, telephone men, woodworkers, 

surveyors, field radio operators,. photogre.phers, and cooks. At present., 

two thousand skilled mechanics are: being trained in the camps• forty-

f. t 1 . · h 17 our cen ra repair s .ops. The youths operate 4,000 pieces of auto-

motive equipment, trucks, tractors~ drag-lines, e..nd scrtipes. The CCC 

operates 29 bakers and cooks schools 3 31 schools for Junior officers. 

ten radio schools, and one camp for training; aviation mechanics. 

Enrollees receive small salaries, part of which is withheld and returned 

t ,, · d d t 18 
'O -i:;ne:i.r epen en s. 

The United States Office of Education makes educatio:nul surveys; 

promotes vocational rehabilitatton of disabled persons; supe:rvises the 

administration of funds for land-grant colleges; collects and gives out 

inform.0.tion on education in the United States and foreign countries; a.11:d 

establishes adult civic education demonstration ,centers. It is headed 

by the Commissioner of' Education and a staff of assistants .. 19 It is the 

sponsoring, agency of a program of job ,training; including preemployment 

refresher courses; trainjng courses in Trade and Industrial Eduoati on 

suppleme:atary to e-mployment; training; for out-of-school rural and non­

rural youth; training for NYA enrollees; engineering training in 

cooperation v.i th State Boards of Vocational Education;2° training in 

CCC oa..'Ilps/1 aud training of airport attendants in cooperation with the 

17. Functions of Federal Securi t:ir Agency,, P• 5 

18. Morris Sheppard, The Army of' the United States~ 19391 p. 187 

19. Civil Service Act and Rules, 1939, p. 136 

20. Digest of Purposes of Federal Agencies, P• 33 

21. Defense Job Training,. Office of Edw:::~i tion, A Condensed Guide. 



Civil .Aeronautics Administration with funds supplied by Work .Projeots 

A..::!-! • t t· 22 uuu.n1s ra ion. 

13 

11any types of positions are on the list of the Federal Security 

.Agency. Some of the professional fields in which the Agency is inter­

ested are eoonom.ics, social work administration, labor, public finance,. 

public administration,. personnel, industrial engineering, and accounting, 

but the high school graduate is not i:mmedia tely qualified to fill any 

23 24--of these. ' However, the high school graduate of a Trade and Industrial 

Education course would do well to find employment in one of the lovter 

grade positions which he is qualified to fill, and strive for later 

• 25 
appointment to one of' the higher Jobs. 

Each office has its staff of stenographers, messengers., filing 

cler!:s, statistical clerks,, sorting machine operators, duplicating 

machine operators, telephone operators, photo-stat operators,, blue print 

. 26 
operators, photographers. multi.graph operators, and other machine 

operators for any of which a graduate of a high school course in 'l'rade 

and Industrial and Commercial Eduoation can qualify. Other jobs in this 

agency require persons skilled in the trades suoh as bakers, barbers,, 

blacksmiths, bootbuilders., boilermakers, bulldozer operators, cabinet­

makers., carpenters., chefs, cooks; meat cutters, c. nd mechanics. Trade 

and Industrial Education graduates oa.n qualify for these jobs, as well 

as for the many custodial jobs in the various offices. 

22. Bulletin 5404., 1940, Off'ice of' Education 

23. Letter, Director o.f Personnel., Federal Security Agency., 1941 

24. Fifty-sixth Annual Report, Civil Service Com.11ission, 1940 

25. Mellett., Defense Employment and Training for :Employment, P• 21 

26.. U.S. Civil Service Commission Announcement, No. 215, Unassembled 
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The graduate of a high sohool Trade and Industrial Education and 

part-ti:me training program is qualified to fill the lower grades of 

1 1 ·t· 27 c eri ca pof:n ions • All higher grades are filled by promotion based 

o.n merit and length of service, as vacancies occur. General clerical 

work which includes mailing,. filing, and recordinr.;, cunprlseo the duties. 

There are numerous types of clerical positions. Among those open to 

'!'re.de and Industrial Education graduates are Under File Clerk~ the 

duties o .f which include perfor:m.ance oi' simple routine clerical work 

involving receiving, dispatching, classifying, recording., or fili?1g 

correspondence or other office records; Junior File Clerk, performing; 

more difficult duties and varied work of the same nature; Assistant File 

and Record Clerk positions are open only as promotions Rfter one proves 

successful in one of the former grades; File and Record Clerk r.epresents 

another promotion for the person i.n the lower grades who proves responsi­

ble and efficient; and Statistical Clerk whose duties include performanoe 

of simple routine statistical and clerical tasks involved in the collec­

tion f.md compilation of statistical data and its preparation into raports.28 

After proving successful in the elementary positions as statistical clerk; 

the Trade e.nd Industrial Education graduate has a splendid chance for 

29 
advancement as vacancies occur. Every department of goverrnnen:t has 

constant use for such employees .. 1,~them.a.tical ability is one important 

quali fi ca ti on. 

27. U. S. Civi. l Service Examination Announcement., Clerk 

28. Fifty-sixth An.,".lual Report~ U. S. Civil Service C01T1.:mission 

29. U. S. Civil Service Commission, F'edoral Employment 1 p. 67 
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The high school gradut:tte of Trade and Industrial Educiition vdth 

courses in chemistry or physics may enter governnJ;;:J nt service as minor 

leboratory apprentice. There are m&ny government services such as 

30 31 lt;:.boratory assistant e.nd printer's assistant in which professional 

and technical employees aa.n use untrained assistants to help them in 

the performance of their duties. Of' course the high school graduate 

must start e.t a lov.r salary~ but if he is anbi tious he :may learn hl.s 

selected trade and advance to a responsible position. His first duties 

will include routine tasks" such es setting up lnborv.tory equipment 

and taking it down; cleaning t1.n.d sterilizing instruments; fillint, 

labeling;, and sealing bottles of liquids or samples; and similar vmrk. 

If he has a definite liking for scientific vrnrk he mny find e:m.ployrnent 

in the Public Hes.1th Service or the Food and Drug Administration of tho 

Federal Security Agency or in various other dep£J.rtm.ent of the Federal 

government. Re must have e. willingness to perform tasks which are 

£Ls signed and to learn dut:tes. Sp9.re time study in his chosen field will 

32 
be :n.eeded 1 but his future can be what he will make it. 

Tho job of assistant messe11.ger is open to the gradue,te of e 

high school course in Trade and Industri&l Education. Beginning duties 

include run...."'ling; of errands, carrying messages, distributing office sup-

plies, and simple routine cler:i.cal rrnrk. For tho student without a 

knowledge of eormnercial courses but with some training; in office work in 

30. u • 0 ..., . 
31. u. s. 

32. u. s. 

Civil Service 
2nd Amendment 

Civil Service 

Civil Service 
System, P•· 67 

Examination A:::m.ou..>1cement, No. 9-3401 Assembled, 

Examination lmnouncement, N'o .. 182, Assembled 

Co:n.'TI.ission., Federal Employment Under tho Merit 
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his part-time training program. and a liking for offioe duties this 

bre.nch of government work is a good entering wedge, and a stepping stone 

to higher positions. 33 

The graduate of a high school course in Trade and Industrial 

Education and -pe.rt-time training program is qualified to fill a p-0sition 

as minor library assistant in the various .govarnmeat schools., hospitals., 

and institutions of this agency as well as the other departments and 

establishments of' th0 government .. 

A great amount of office work is done in the Social Security 

Department, and in other agencies of the Federal Security Agency .. Numer­

ous :r.iachine ope1-e.tors are required. The high school graduate oi' a Trade 

and Industrial Education and part-time train.int program is qualified to 

fill these if bis apprentioe training he.s been received in an office 

where he has been trained to uso same O·f these lll.El.chi:nes. Jobs of' this 

na.:l;tire wM.ch he can fi 11 include those of alphabetio C&rd Punch Operator., 

Junior Calculating £1'.;aohine Operator; Graphotype Operator., and others.34 

Sepa!~ate examinations are given for each t:vpe of machine operator. The 

duties inol ude the op.era ti on of the parti cula.r :t.'lAchine, and speed anc. 

accuracy in collecting and filing; materle.1 used in the performance of 

the duties of the position a.re required. 35 

33. U. S .. Ci vi1 Service Exa.11ina. ti.on Announcement, No. 104 

34. U. S. Civil Service Examination Armounoement., No. 215 

35. u. S. Civil Service Examination Aimounoem.ent., No. 144 
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THE FEDERAL WORKS AGE:t:;-CY 

The Federal Works .Agenoy deals with public works and the a.dminis­

tration of Federal gra,nts a.nd loans for purposes or construction. It is 

headed by an Adm.L'lllistrator., appointed by the !Tesident with the consent 

of the Senate, whose salary is $12., 000 per annum.. The Commissioners of 

the various oonsti tuent uni ts of' the Federal Works Agency are also 

appointed by the President on the recommendation of the Federal 'Works. 

Administrator. The Assistant Administrator receives a salary of $9,000 

per annum; the Commissioner of Public Buildings receives $9,000; the 

Commissioner of Pub1io Works., $10.,000; and the Commissioner of the Work 

Projects .Administration., fl0,000. 1 

Most of the buildings in use by the Federal Government are 

designed., constructed, a.nd maintained by the Public Buildings Adminis­

tra.tion.2 The Treasury Department :must have custom-houses; the Coast 

Guard needs air stations; the Department of Justice must have peniten­

tiaries and courthouses; the Depari:ment of Labor, immigration depots; 

the Public Heal th Servi oe., hospitals and quarantine stations; the .Post 

Ofi'ice Department.,. various buildings; and the Department of' State, 

Ambassadors' residences and embassies. The Public Buildings Adminis­

tration remodels and extends existing buildings, carries out necessary 

repairs., and acquires new building sites. 3 

1. Civil Service Act and Rules., 1939, pp. 188-189 

2. Carmody, First Annual Report, Federal Works Agency., p. 241 

3. Ibid. 67-93 
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The Public Roads Administration is the road building and planning 

agency of the Federal Goverrunent. !ts function includes improvement of 

the Ft;.dera1 aid system; improvement of secondary roads, construction of 

roads in :national parks and ne,tional forests; E',nd research on building 

methods.4 

The Public Works Administration has had charge of a vast con­

struction job started in 1933 to create employment ftnd to promote economic 

recovery. It has built many kinds of public works from small rural 

schools to bridges~ tmmels, and great hydroelectric develoµnents. 5 

The Work Pro,jects Administre.tion vra.s created to provide Jobs for 

unemployed workers on useful piciblic projects. 6 

The United States Housing; Authol"i ty was created to clear the 

slums of America and provide adequate housing for famili<,s oi' the lowest 

income group.7 

'.!:he specialized nature of m.uoh of the work ;perf'ormed iu the 

various departments of' the Federal Works Agency has required the insti­

tution of' t.raining programs in many fields. Such programs are a,dding 

greatly to the working eff'iciency of' employees and have contributed to 

a balanced e-,...,,plo:yment policy. 

Approximately 300 :men have attended the course in operation of 

refrigeration plants and air-conditioning machinery, in the three years 

of its operation. More than 2, 750 parsons have attended the Guard School 

of Instruction, operated to train the large number of guards :necessary 

4. Ibid. P• 243 

5. Civil Service .Act and Rules, 1939, p. 190 

6. Carmody., Op.Cid • ., p. 31 

7. lbid., P• 54 
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to protect public buHdings in the District of Columbia.. Those enrolled 

are instructed in fire fighting;# the use of firearms and the regulations, 

routfae e.nd customs of guard activity. 8 A high school graduate of a 

Trade and Industrial Education course and part-time training; progra."11 

meets a.11 the qualifications necessary to enter training for jobs in 

9 
these departments. 

In addition to guards of the Public Buildings Administration" 

eicht other Government agencies have used these training faci 1i ties for 

the improvement of their personnel. Since 1929" 37 courses in soils for 

highway engfoee:rs have been conducted by the Public Roads Administration,. 

in order that engineers might keep abreast of rapidly developing research 

in this important field. In the naw and widening field o.f public housing 

training courses have been insti faited in various phases of management~ 

e.nd numerous courses for clerical and si;enographic person.."lel have been 

given.. Clerical courses are given to the employees of the Work Projects 

Administration# the suhjeots dealt with including correspondence and 

~~ . 1 t . . 10 secrel.£l,r1a ra1n1ng;. 

Positions in this e.gency which the high school graduate of Trade 

and Industrial Education and p,i,rt-time training program is qualified to 

11 fill include those of typist# stenographer,. minor laboratory e.pprentioe,. 

library assistant., :m.achi.ne operator., telephone operator,. and elevator 

conductor. 

The high school gradua.te of' a Trade and Industrial Education a,nd 

part-time training program. is also qualified to fill the position of' 

8. Ibid •• p. 22 

9. u. S. Civil Service Examination Am101mcament, N"o. 9-386 Unas. 

10. Carmody~ op.cit._ p. 23 

11. ,John 'W. Studebaker, Defense Job Training, A Condensed Guide. 
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mechanical helper (both t:ra.ctor and Rutomoti ve).. Pay is at the rate of 

12 
~4.08 per diem and i:;he duties are indicated by the title of the position. 

He can also qualify as general mechanic, after certain experie:noe 

on ths job, either in the branch of ph:cnbing and S€r,'.:3rs which includes 

plumbing, sheetmeta.1 work, and· stean1fi tting; or in the branch of' carpentry 

which includes manufacture of doors. £iGShr,js, vdndows, repair a.nd upkeep 

13 
of mill mnchinery,, cabinet r,15,kine:;.,. and mason or cement finishing. 

Following a period of e:icperience on the job the high school gradu­

ate of a Trade and Industrial .Education a1ui part-time training program 

is qualified to £'ill the follo'Wing jobs, also mechanic in the speoified 

trades or occupations of' stove or furnfice repairman., sheetmetal worker or 

• 1 14 . . . t' h 1 15 1 k 1 b 1 ~ • l ironworz:er. ma.c:111.n:i.s s .. e per, or c :1.ec er, a or ana. ma ,:;er1a. s, 

. . 16 
Jilll1.or or under checker. Detai·ls regarding requirement~ du.ties and 

pny may be obtained i':rom the annoi.mcement of each examination. 

After qualify·ing; in experience, the high school graduate of a 

Trade and Industrial Education and part-time training program is qunlified 

to f'ill the position of superintendent of construction in the J,\,deral 

w·orks Age:ncy.17 His duties, under general supervision 7 are to direct 

the foremon, laborers, and mechanics on large construction projects; to 

coordinr.te the work and activities of such forem:en as th@ concrete 

12. u. s. Civil Service Bxamina. ti on A11nouncement, Mo. 9-211, Unas. 

13. u. s. Civil Service Ex:ruaina ti or1 Arw:-wunce.m.ent, No. 3-262,. Unas. 

14. u. s. Civil Service Exam.in~.tiou Announcement, No. 9-263, Ur.1£;.s. 

15 ~ u .. s. Ci 11~11 Service Examination Announce.me nt. No. 9-210, tli.1as. 

l'" o. u. s. Civil Service Examination Announcement, No. 9-34, Unas .. 

17. Letter, Office of A<llni11istre. tor, F'ederal Vforks Agency 
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foreman., steel foreman. carpenter foreman, etc.; to supervise the 

installation of mechanical and electrical equiprn.ent; to inspect naterials 

and workmanship to see that they conform to specifications; and to 

organize men and materials for efficient construction operations. The 

difficulty of the work performed. the degree of supervision ·t,o which 

the employee is subject., or 'i-vhich he exercises, and the responsibility 

assurned, will vary vdth the grade oi.' the position. Salaries range from 

$3200 to ~)5600 a year .18 

l8. Carmody., op.cit .• ,, p. 241 



CHAFTER VI 

The Federal Loan Ae·enoy includes a group o:f lending agencies 
'-' 

which f'o:rmerly were independent and whoso pu:rpose is to stimulate and 

stabilize the financial, industrial, and com.mercial enterprises of the 

1 2 
country. Thero are 19,546 persons employed in this establishment 

which :is headed by an administrator whose salary is $12.,000 per annum. 

He appoints the assistant .ad,11inistrator whose salary is $9.,000 a year.3 

The DisaBter Loan Corpora ti on is under this aganoy and it makes 

loans where they a.re needed because of ca.ta.strophes in specified years. 

It is managed by officers a.nd agents appointed by the Reeonst.ruction 

F'ianance Corporation. 4 

'l'he purpose of the Electric Home and Fa.rm Authority is uto aid 

in the distribution, sale, and installation of electrical end ge.s appa­

ratus, equipment. and appliances •11 It .fina:rrnes the ptll"chase of domestic 

electrical and gas equiprt1ent for homes and farms. Personnel., with the 

exception of e. few administrative posi ti o:ns. ·are secured f·ram registers 

of' the Civil Service Conmi.issio.."'l.. Salaries a.re under the C.lassified 

5 
Schedule. 

The Export-Import Bank aids in financing exports and imports 

and exchange of commodities between the United States and any of its 

possessions or any foreign country. 6 There are 33 persons on the staff 

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

2 • ]for ld Alr:t£cnac • 1940., p.. 632 

5. (;ivil Service Act a.nd Rules, 1939, pp .. 191-192 

4. Congressional Directory, 1941., p. 630 

5. Electric Home Md Farm. Authority., Circule.r N. Rev .. 40, J?• l 

6. Latter, Assistant Secretary, Export-Import Bt,.IL'k:: of Washington 



in Washington~ The stenographers, and other employees are under Civil 

Service, with the exceptions or those in tho higher positions who are 

la:wyers or banking and trade experts with your~ of experience •7 

The Federal Home Loan Bank Board supervise::;, the Federal Home 

Loan Bank System, charters and supervises Federal Savings and Loan 

Associations, the operation of the Home Owners' Loan Corporation, and 

tho operation of the Federal Savings and Loan Insurance Corporation. 8 

Nearly 3,900 savings e.nd loiin associir,tlurns rmd other fimmcing insti tu­

tious are U::1J:od through the system in the largest home mortgage credit 

system in the world; savings of investors in nearly 2300 of these 

insti v.1tions e..re protected through the Federal Savin~s and Loim Insuranoe 

Corporc ti on; r..r.d thousands of 11ome ov1J11crs e.re on their wltl.y to dabt-free 

hmne mmership.9 Hundreds of ~perts in the field of busineso have 

enploym.cnt in this establish_ment~ including auditors" architects., 

fianan.oial advisers, dir·eotors of personnel and general counselors. 

The Federal National TuYod;gago .Assocird;ion purcreses and sells 

mortgages which have been insured by the Federal Housing A&ninistro.tion. 

It is controlled and operated by the Reconstruction Finance Corporation. 

Its objectives are to establish. a nn.rket for first mortgages insured 

w1.cler the ilatiruL!'l.1 Housing Act, covering; properties upon which ara 

located newly constructed houses; to faoili tate the construction and 

financing of' cc01101rdcally sound_ rental housing projects; and to r,;:,.ke 

available to individual and institu.ti.onal inv8stors. bonds issued by the 

7.. Digest of Purposes of Federal Aganci es:, p •. 38 

8. Ibid. P• 37 

9. The Federal Home Loan Bank Board, Government Bulletin, 1941, p. 1 
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A • ti lQ 
.L:1.SSOCl§\ on. The v.rork of this department is qui to diversified and 

ranges from general routine tasks, such as messenger work and. filing, 

to hii:;hl:' tech.nioal opere.tions such as e:ngin.eering;. 

commensurate \1tith the positions, which e,j.re filled by appoint.111ex1t by 'the 

Board of Directors f:rom the Civil Service register.11 

The Reconstruction Finance Gorpore.tion provides emergency 

financing facilities for financial im,ti tutiorn,/2 aids in f:ln@.ncing 

a.e;:riculturc, commerce, e..nd industry; a.ids the government in its 

:national defense program; purchases non.assessable stook,, cepi ta.l mites, 

d · .L "" '· 1 t · t · 13 d t" r· · 1 or @t)en,;ures OJ. na:~1.ona mo:r ,gae;a assoc1.it ,1.ons, an o ,i1er 1m:.i.nc1e-

:l nsti tut ions; s.nd make a loi:u1s as prescribed by le.w. It furnishes 

personnel for the Federal ?Iational Wortc::;age Association, the Disaster 

Loan Corporation, and the RFC !Jortgage Company. Its work is quite 

d:i:versified u:nd ranges from General routine tasks to highly technical 

operations. Salaries are oo:nt'l'1ensurBte with the positions., e.nd positions 

are filled from the civil service register. 

Positions in the Federo.l Loan Asoricy which tho high school 

graduate of' Trade and Industrial and Corr.merc:ial Education program is 

qu5.lifi.ed to fill ineli;de those of junior typist, senior typist, junicr 

stenographer, 14 senior .stenographer, various grades and typos of 

151. 16, 17 
clerical positions, assistant messenger, 1.1Jrary assistant, :machine 

operator, telephone operator., olove.tor conductor, all of w:bj.ch ho.ve 

10 .. Circule.r Jio • l cif the ;?"odore.1 National f•ort'""' [Pe .u. u~b Associa ti 011, P• 

J.L Circular N'o. 4 of the I:\:id ere, 1 N'a.Uo:nal ffortgage Association, P• 

12. Digest of Purpose9 of Federal Ag,meies, P• 38 

13. Jesse :H. Jones, Recori.struction Fi!:,m1.c0 Corporation, S1cnren Year 
Report,, 193D, p. 1 

14. U. S. Civil Service Scrvic(1 Examin""tio11 Announoer1ent, Uo,. 9-W 

l 

1 



been discussed under Chapter IV, as well as some of the secretarial 

positions after qualifying by service in some of the above mentioned 

lower branches of service. 

15. u. S. Civil Service Examination Announcement, No. 104 

16. U. S. Civil Service Examination Announcement, No. 215 

17. u. S. Civil Service Examination Announcement, No. 144 
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CHAPTER VII 

THE FEDERAL cmtnJrJ!CAT IO?-TS cmm,IISSIO'N 

The Federal Communications Commission .ET ovides for the regula­

tion of interstate and foreign cormnunict.tion by radio or bJl ·wire aiming 

toward more effective communi oa.tion service. It has the licensing and. 

l 
regulation. of' radio stations and operators. 

The Commission operates seven :nonitoring statim s in ve.rious 

parts of the country. These stations make measurements of' frequencies 

and detemiine the quality of emissions and also spot interf,erance. New 

bases for mobile operation are being estubl:.i.shed at pointfl throughout 

2 the United States and its possessions. 

The field division employs less than two hundred persms. Func­

tions of' this division are inspection of' stations licensed by the 

Cormnission~ and -1-li.e issuance of licenses; investigatim of illegal 

operations; inspeoti":m. of ship a.nd other marine radio stations; and 

general regulatory supervision. 

The Commission makes appointments to positions in its depart­

ments from the ragistar-s of the United States Ci1ril Service lists, with 

the exception of a -few key positions. At the close of the fiscal year 

there were 434 employees in the Washington. of'fices a ... 11d 191 in Ha field 

officos. 3 Due to fae national defense emergency the field force is 

being greatly expanded, and several hundred inspectors and other experts 

1. Federal Comnunications Press Release (41838) p. l 

2. Ibid. P• 2 

3. Latter, Secretary of the Fed.ere.I Conununications Commission, 
Washington, D. C. 
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-vrlll be employed, but the additione.l porsonnol will cane from the Civil 

4 
Service rolls. 

The ma,ny opera.tors and other employees needed in oo.r1nection 

°\'ri th the addi tiona.l radio stations in the enlarged field of this depP-rt-

ment oan well receive their fundamental training in e.. course of Trade 

and Industrial Education, serving; their apprenticeship e.t a. local radio 

station. 5 

Physics should be included in the course of study of' the high 

school trainee who plans to beoon13 a radio operator or a. radio repair 

man. The high school graduate of.' a Trade and Industrial Education and 

part-time training program 1s qualified to fill the position of assist-

. . 6 
ant radio operator or radio repair man. By t:tpplication to rd.s job he 

may be given advancement to a higher position. 

4. u. s. Civil Service Co:imrri ssion. Annou:nceme.i;1t, No. 10-847 

p 

O• u. s. Civil Serv·ioe Com.mission l).nnounoement ~ :Ilo. 9-379 

6. u. s. Civil Service Co:rmnission Announoem. ent, No. 10.-978 



The Federal Deposit .Insurance Corporation insures ·the deposits 

of e..11 banks which are entitled to the benefits. of insurance under the 

law. It ~ys depositors of insured banks closed with out· provisions 

having been. made to pay claizns of the depositor:;;; its aots as receivo1• 

for suspended banks,; and prevents develOJ;,.'ment of unsafe banking 

l 
practices. The management is vested in a bo£i.rd of three directors, 

one the Comptroller of the Currency, and the other t>No appointed by 

the President with the con.sent of the Senate.2 

There are 1,306 persons em.ployed:P 545 of these beinz taken 

from the ciYil service :rolls. Positions of a clorioal ei.nd custodial 

nature in the We.shington of'f'ice number 353, and in the .field 495.3 

A sugf;ested course of study for a high school student interested: 

in a job iu this establishment would include enrollment in Trade and 

Industrial Elduca tio:n vvi th courses in ·typewriting.,_ shorthand, book­

keeping, and the part-time training program ,,d th a bank or an insurance 

of.:CL ce as the trtlining station. B.."lCper:i.enoe in modern business nethods 

as well as training in use of the 11.&ny modern rrraohines in the bank or 

1n the offi.ce is of untold value. 

1. .Anrme..l Report,. Ii'ed.erul Deposit Corporation., 1939, p. 0 

2. Civil Servino .Act 021.d Rules., 1939, p. 91 

3. Latter from Director of Personnel.,_ ?edere,l Deposit I11.surv,nce 
Corpora ti or1, Y{ashington, D. C. 
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CHAPTER lX. 

THE FEDERAL Pth'\fER COMHI SS ION 

The Federal Power Com,"Uission provides :for im:proveni..ent of fflitter­

wa.ys o.nd promotion of inter.ests of intersto.te or foreign. cow.merce through 

development of water pa>Ner on streams subject to Federal jurisdiction, 

or on public lands by private or governmental ag;e:ncies which are licensed. 

by the Commission. In addition to the oh.airman, vice ch.airman, and three 

other members of the coi:mni.ssion" the staff' includes specialists in the 

various division.s.1 

The employees number about 900 qualifioations being largely in 

the i'lelds of engineering, accounting, and law.. Stenographers, typists, 

secretaries, &n.d various clerks and trained operators are also employed. 

Salaries are prescribed by th~ Civil Service Gomm.ism.on and appointments 

made from those rolls for all positions under $3200 per annum. Above 

that figure, the appointments are based upon tha qualificati. ons of 

the individual to meet the raquirei:1:1:Emts of an expert in the particular 

field.2 

Co:mm.eroial classes., typewriting, shorthand and bookkeeping 

courses, and courses in economics as well as the cooperative program 

for part-time training on the job offer adequate preparation for students 

in high school Trade and Industrial EducS:.tion courses to qualify for 

positions of stenographer, typist, secretary, elevator oonduotor and 

ni.echanicia.n., .addressograph operator and custodian. 

'l'he graduate of a hie;h school course in Trade and Industrial 

Education and the part ... time training program is qualified to fill the 

1. Federal Power Commission Publication.,, May 1.,, 1941 

2. Letter, Personnel Division~ Federal Power Commission., May 1, 1941 
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positions of assistant engineering draftsman, 13:ngineering draftsman, 

senior engineering drc:ftsman, pri11.cipe,l e:ng;inoerlng draftsman" o:r chief 

The duties 

are., under immediate superv:i.sion or professional g;uidnnce, to perform 

subprofessional work in one of the opti 011al bra11ohes of drs.fting in 

which. appointment is made. The duties performed and the reaponsibili ties 

assumed "''ill vary according to the grade of the pos:t tion. Salaries 

range from 0162 0 to ~~2 600 a year ., 

The high school graduate of a Trade and Industrial Educe,tion 

and part-time training; program. is qualified, when he has fulfilled the 

experience requirement, vli thout further education" to fill the positions 

of associate superintendent of construction o.nd superintendent of con-

4 struction at salaries of $3200 and $3800 a year, respe(}tively. 

3. U,, S. Ci.,.n.1 Service Examination Announceme:nt, No. 28 

".la U. S. Civil Service E:xe.:minr::.tion .Announemnent, iJo. 49 
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CHAPTER X 

THE FEDERAL RESERVE SYSTEM 

The purposes of the .Federal Reserve Syste:rr'a are to provide for 

the establishment of Federal Reser.re banks., to furnish ~m elc.:stic 

currency, to afford means of redi a counting; c mm:ner cial paper, to estab­

lish a moro effective supervision of banking in the United Statoc:;> and 

for other purposes. The Board of Governors exercises supervisory 

functions. 

The system includes twelve Federal Reserve banks and tl.venty­

i'our branches located in different sections of the countr,1; more than 

6., 000 member banks; the Federal Open Market Co:ir ... 'ni ttee; and the Federal 

Advisory Council. 'l'his organization hires persons trained largely as 

accoun:l:;t\nts" economists, statisticians., lawyers, stenographers and 

cu1cul& ting machine operators. The applica:n:h employed is the one best 

qu&li fied for it by training and experience, and salaries are comparable 

to those paid un.der the classified service for si.,ra;llar work. 'l'h:ere are 

425 employees and all are unclas:si fied •1 

Iifu.ny employees in this department need special training; beyond 

that offered by a h.i0 h school. For the ma. jor positions a course in 

Trade and Industrial Eduoo.tion has no roal value. E::,eceptiona to this 

are the jobs as secretaries, typists, clerks, stenographers,. telephone 

operators, custodians, addressograph and other machine operators, eleva­

tor conductors., and messengers. These jobs have been discussed in 

detail under Chapter IV. 

1. Letter 2 Offi oe of Board of Governors., Federal Re,serv.e System,. 
Washington., D. C. 
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Ct{ll.PTF.R XI 

'.i'HE !i"BDEP,.AL TRADE COMMISSION 

The Fedorc.1 Trudo Corrrm:ission o.ttempts t;o prevent tmfa:l.r :methods 

of' competition Rnd deceptive tH:rts e.nd trios to promote fair ca:•,peti t:to:n 

in interstate GkYJ.d foreign ca::J.morce. Upon request of' the Attorney 

General the Cow.mission inves-tie;e.tes and reportiS unm1 alleged violations 

l of' the i:.n ti trust laws • 

f,;mployed in this dapart1nent are 687 persons, whose sale.ries are 

paid in accordance with the Civil Ser.rice regulB.tions.2 Tho Cormiission 

which hes.ds this de;::ttrbnent is an administrative tribuu!':tl with its five 

rne:rn.bers appointed for a tern. of' seven years ea.ch by the President ,16..th 

Pos::i. tion:;; excopted by statu-!:;e fron ei vi 1 

service regula t.ions inc ludo a. liJecrota:ry and clerk to each conwissioner, 

attorneys, special e:x:perts, 1:l.nd examiners. Each commissioner receives 

receivos a salary of $5,000 a year, and has authority to employ ~1nd. 

fix the compensation of such attorneys, special exports, examiners, 

i:: 

clerks, and other employees as it may find necessary.v 

Except f'or the posi ti ous o.f secretary, messenger, teler1ho11e 

operator, office :me.chine operator, and custodian, jobs in this depart-

ment have little connection with day trade o:r cooperatbre r:ra:rt-time 

olasaes. These hs:ve been discussed undr:lr Chnpter IV. 

1. Axnrnal Roport, J?i:Jdere..1 Trr,.da Comtf!ission, 1940, p. 1 

2. World Almanac, 19401 p. 757 

3. Letter, Secretary, Federal Trade Commission, We,shington, D. C. 

5. '!'ha Congra:saional Directory. 1941, p. 68'7 



C.HA.P£ER XII 

THE INTERSTATE C0.1\1l.1ERCE COMMISSIOM 

The Interstate Commerce Commission is empowered to regulate, in 

the public interest, comm.on 0$.rriers engaged in transportation in 

interstate commerce., and in foreign commerce ,nthin the United States. 

It attempts to promote safe and efficient service and encourages .fair 

wages and equitable working eonditions.1 

There are eleven members on the Commission. They appoint s 

secrotary, an a.ssi stant secretary~ a chief counsel., and such attorneys. 

examiners, speoi:al agcmta·, and clerks as are necessary to the proper 

f f - t· 2 per ormance o ctu ies. There are 2,-621 employed, all but 26 of whom 

· 3 4 
come under Civil Service regulations. ' 

Positions of secretary, typist, and stenographer may be filled 

by a graduate of a Trade and Industrial and Comn1eroial program in high 

school. These have beun discussed under Chapter IV. 

'... t, -

Digest of Purposes of Federal Agencies.,, 'p .. ·'. 43 

2. 
OG • 0: ,; 0 : 0 ;._ ' ;: "! .C O ,- ~ ~ (.. ~. ~ Ll 

The Congressional Directory, 1941, p0
• 669'. ; .. ',; :.', ~ ;- t·: 
• ' 0 ~ Q O ,- _ O J ., f ., 

- -'c. ., 0 
0 , - '.j 

- J (, 0 

3. The World Almanac, 1940, p. 832 

4. The Congressional Directory, 1941, p. 393 
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CHAPTER XIII 

THE LiAR!TH.liE LABOR .BOARD 

The Mari time Labor Boo.rd ,,r:as established to encourage maritime 

e'llplo;;rers and their em.ployees to make and :·:t'.:l.intain written collective 

agreements; to settle disputes in order ·to avoid interruptions to water-

1 
borne conmi.erce; and to stabilize maritime labor relat.:tons. 

The Board consists of three members appointed by the President, 

nith the consent of the Senate. Each mamber receives a salary of $10,000 

per a.nnum and necessary traveling; and su1:isistence expenses. The Board 

appoints such experts and e,ssistants., and officers ruid other employees .. 

as are essential in performing the duties of the Board.a Among its 

employees are :mediators., economists., clerks, stenographers# and typis,ts. 

The Civil Service Comrnissio:n# in every case, determines the eligibility 

of persons applying f'or these positions. Positions as mediators or 

economists require previous experience in the respective fields. 3 

4 Twenty-eight persons havo employment under this Boa.rd. Secre-

taries~ typists# and clerks may •Noll receive their training in coopera­

tive part-time clasS(i.llS~ under s. Trude and Industrial and Commercial 

Education program. 

1. Digest of Purposes of Federal Agencies, p. 44 

2. The :Merchant Marine Act of 1936, Sec. 1007, T:i.tle X, p. 4 

3. Letter, Paul F. Steiner. Ad:mini.strative Assistant. 1'2ariti..1ne Labor 
Bo:ird 

4. The World Alma.nae.. 1940, p. 832 
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CHAPTER XIV 

THE NATIONAL LABOR RELATIOl!S BOARD 

'i'he Hational Labor Relations Board af'fin:<1s the right of 

employees to full freedou in self-organization and collective barge.in­

ing:t and declares u:nle.wful labor practices: which might deny these 

. l 
r1.ghts. 

A Chairman heads the board. On the staff are a General Gmmsel., 

an Acting Secre·tary, s.n Assistant General Counsel. a Chief Trial 

Exa.rainer. a Director of Publications., n Director of Perso:nnel, and a 

Chief Clerk.2 There are 841 persons employed in this department, 454 

of 1Nhom are under Civil Service :regulations, while 387 are unclassified: 

Men'vers of the Board are appointed by the President., with the 

consent of the Senate, Each n1ember receives a salary of $10,000 a year 

and is not allowed to en.gage in e.ny other employment~ The Board appoints, 

wi. th out regard to the prmri s ions of the civil service laws, such 

attorneys, exr:\:m.iners, regional directors, and other employees as a.re 

4 
needed. Positions of attorney, exe..m.iner, and director require more 

tlian e, hig;h school education. 5 However., there are positions of .secre­

tary, typist., iw1.d clerk where adequate training; can be received undor 

a Tr5tde and Industrial and Commercial Educ9..t:ion program in high school. 

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

2. Congressional Directory, 1941, p. 398 

3. ·world Aln>.n.na.c, 19·10, p. 832 

4. Ne.tiona.1 Labor Rels.tions Act ( 49 Stat. 4/19) PP• 3-4 

5. Fifth Annual Report, National Labor Relations Board. 1940, pp. 9-10 



TrrE lJATIOJiAL MF.DIA'rIOiii BOARD 

The NationP-1 Uediation Board facilitates, through the process 

of media ti on, the making and rnsdntenance of labor ae;reements bet'.•reen 

railroads or air lina and their em.ploJrees, establishing the rates of 

1 pay, the hours of ;,vork., and the working rules of these employees. 

There a,re three members~ a secretary, an assistant secretary., 

and eleven mediators on the board. The members of the Bos.rd are 

2 
appointed by the President, with the consent of the Senate. The 

beg;innin1; salary for f..1. mediator is $3800 annui:.-:lly and a considerable 

amount of experience in actual negotiations in w11.ges e.nd rules agree-

ments is required to guali f'y for these positions. There litre t.venty­

fi ve employees, mostly clerks and stenogra9hers. All persons with the 

board are subject to rules and regu1£ttions of' the Civil Service 

C . • s 
OITL'll ls st on • 

------·~---
1. The Rai lv,eay Labor Act and Tho Mational I1ecl.iation Board, 1940,, 

P• 9 

2. The Congressional Directory, 1941, P• 398~ P• 685 

3. R. F. Cole, Secretary, National .Media·tion Board, letter. 



CHAPTER .XVI 

The P.ailroad Retira."1.cnt Bon.rd udminist0rs o. retirement system 

for the payment of s.nnuJ.ties and pensions to aged ELnd d'l.m1bled rt.;,ilroad 

employees, $.nd an m-ie:.-nplo;iment insurr:mce-em.ployrr:.ent service system .for 

the payment of benefits to e.:nd sec,:ir1.ng; ·t;he roam,loyment of 1~i lroud 

1 
employees who become u.ne:mployed. 

There are three me.0nbers appointod by the Pr-esident, heading s. 

staff of' o.ssistants.2 Entploym~ut in this depa.rtmoot is held 1,y 2,598 

, 1 b t 51:: f 1- • • • l · · -0 persons, &.1,. u ti o w.iom ce>:tnl1l u:ncter c:t vi servi e0 .. The positions 

for ·which the 1;raduate of' st high school Trade &nd Indu.st:du.1 :?,nd Com-

stenogr!9c.pher ~ messenger, tele:phon3 Oj'.mrator, o.nd custodi0.n .. 

L, 'l'he Ccntgres sl orial Directory., 1911,. p. 688 1 p.. 400 

2 • The Vf or ld Almanac., 194,0, p. 832 

3. C:i:rll Service Act s:nd Rules, pp. 164-165 
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CIIA.PTER 21."V!I 

THE SECUTIXTIES AND EXCHANGE COMMISSION 

Th0 functions of the Securities 12,n.d Bxchani;e Comnission fall 

within these cl&Eses: supervisicn of' registration of security issues 

e,nd suppression of' fraudulent practices in sale of securities; super-

visicn r,.nd regulation of trading in outstanding cccuri ties on the stock 

exchanges and in the markets; regulation of public utility holdiru:6 

coJnpanies; supervision of indentures in i11e public offering of new 

security issues; registration a:r.id :regulation of investment companies 

and Rdvi sers under the InvestBsnt Com.puny and Investment Advisers Acts 

of 1940; $JJ.d other duties •1 

under the Board of' Co:r:nn:tssioners the department is in several 

divisions including Legrd, Reg;istra:tic)n., Trading and E-:icchar.,ge, Public 

Utili-'Gies, Reorc;~tnization, !nves·brre:nt Company, and Administrative. 

There m·,23 nine regional offices, ea.eh headed by an s.dministrator. There 

e.re 1,576 pe~sons Grmployed in this depart,r!l0nt, more than h~tlf of whom 

are v,ithin the Civil Service. Tho only exceptions of appointment::; f~om 

the Civil Service rolls e.ril for e.ttor--neys, '"ho must be members of the 

bar, Stnd experts who rrrust be persons possessing; highly speci®.lizod or 

technical experience in either securities, utilities, or corporate 

. . 2 organizations. 

The range of compensatio;:i for expert posi ticns3 :l.s fro:m ~3200 

1. Diz:;est of Purposes of Federal Az;encies, p. ,1,6 

2. Letter, Assi staut Director of Personnel, Socur:lties e.nd Bxchange 
Co:mmissicn, Washington, D. c. 

S. Sixth Annual R0 port,. Securities and Exchange Commission, 194,0, 
PP• 1-11 
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The remuneration P'aid attorneys is ~2000 a year for the junior grade up 

to $5600 a year for principal attorneys. Cl@.ssified Civil Service 

employees in this organization receive salaries from 

but with very few positions :i_:aying more than $3200 a 

$1080 a 

4 
year. 

year upwa.rd1c 

The expert positions require specialized training. but many of 

the civil service jobs in this gove:r:mr'Ental depe.rtment can be secured 

b~r graduates of a Trade and Industrial Education program in high school. 

Commercial work and part-time training progrrun prepare the student to 

qualify for many of the secretarial and clerical jobs. For detailed 

information on these jobs. see Chapter IV. 

4. Letter, op.cit. 
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CIW·TER XVIII 

THE SMITHSOWDH! IllfSTITUTlOllT 

The Smithsonian Institution is a govern,-nent bureau originally 

founded through the beneficence of Ja.11es Smith.son., an Englisrunrui., as 

an institution of learnini; and research. It is located in Washingtont 

D. c •• and he.a the thr.eefold purpose of increasing b1owledga by resea.reh,, 

diffusing; it by moo.ns of publications, and excha..'1.ging the results of 

investigations with other countries. It is administered by i..."V.ro bodies; 

one consisting of the President, the Vice President, the Chief Justi oo, 

and the members of the Cabinet; and the other consisting; of two members 

of the first Establishment., the Vice President emd Chief Justice, and 

three Senators., three Representatives, and six citizens .fram as many 

different states, two of whom :must be residents of the city of Washington, 

who make up a Board o.f Regents. The merubers of the board are appointed 

by joint resolution of Congress.. The Bureaus under the $mi thsonian 

l 
Institution are supported by appropriation of Congress. 

2 
Gover:nrnerit Bureaus wlii ch come under the direction of the 

.Smithsonian Institution are the National Museum, the National Gallery 

of' Arts, the lifa.tional Collection of Fine Arts, the Freer Gallery of Art. 

the Bureau of American Ethnology, the International Exohe.nges. the 

1-Je.tional Zoologi oo.l Pe.rk, the .Astrophysi ca.1 Observatory; the Division 

of Radiation and Organisms,, and the Sm:l.thsonian Go.Her? of Art C011IL'1ission. 

EB.1ployed in this bureau are 489 persons. Salaries of Aids vary 

from ~l,680 to $2,300 per annum. These assist the research staff and a.re 

1. The Congressional D;traetory. 1941, P• 693 

2.. Thi d.. p. ,100 
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engi,ged in a W'ide variety of sctiYi ties including prep9.ro.ti on of foDsils., 

taxidermy, philately, osteology,. history. libre.ry work, in e.ddition to 

several of the fields in biology., geology, and engineering:. Ther:3' are 

about thirty such positions in the Museum., but ve.cancies occur Infre-

quently. 

On tho professional staff ther0 a.re about t),renty-eig;ht po.sitions 

up to and includine; thE, re.nk of assiste.nt or associate cure.tor. For the 

higher curatorial positi cn:s whi oh !.)8,y $4., 600 par annum, the vv.cunoies 

are usually filled by promotion from the assistant or associate curators. 

The salary rE:nge for assistant curators r,.nd below varies from ~2.,000 to 

A 'li'3,200 per year. The work is concerned with the fields of biology,, 

anthropology, geology, hi story, and engineering and vacancies do not 

occur very frequently. All positions are filled through Civil SeMrice.3 

With the exception of the secretarial., clerical, e.nd custodial j<::!bs 1 

positions in this bureau have no eonnecti on vJi th Trade and Industrial 

Education and pe.rt-ti:me olas::,es. 'l'he secretarial a.,d clerical jobs are 

discussed in detail under Chapter IV. 

---·---=SO:.,--------
3. Lotter, Office oi' Smithsonian Institution. l!Vashington, D. C. 
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CltAPTER XIX 

TJID TEN1IESSBT:i: VALLEY JiUTHOR!TY 

The Ten..""lessee Valley Authority provides for :maintenance arid 

operation of Government-ovmed properties in the vicinity of JJusole 

Shoals, Alabama, and unified development and control of tho water 

resoui."ces of the Tennessee River and _its tributaries through the con­

struction of dams to provide navigation, control floods, and produce 

power; utilization of the power for the purpose of determining; the 

relative costs of public and private pOl"1er operation" and distribution 

of this power to the greatest number of people; experL'llentation to 

lower the cost of production" distribution. and application of the major 

elements of fertilizers. and promotion oi' 'the national defense by main­

taining a plant ready to w.anufaoture nitrates; plE..1ming for the com­

plete Tennessee River watershed, including erosion control. f'orestation, 

the further uao oi' mineral resources. tho promotion and coordination of 

industry and agriculture, surveys and plans for the proper use of land 

e.nd other ne.turo.l resources., and the general .social and oc::>nomic well-

1 
being of me Valley. 

Departments ,,.,1 thin the .ii.uthori ty include the 0.ffi co of the Board 

Departm.e:atc which include Personnel~ Finance, Logal. l\Ia:terials. Land 

Acquisition., and Office Serv1ce; V:ater Control in th~/ River Channel; 

r1a.ter Power Utilizn.tio11; Wetter Control of the Land; and Itegional Survey 

' 2 and Demonstration. 

1. Digest of · Purposes of Federal f.gencias ~ p. 47 

2. Administrative Bulletin llo. 30 .. 2, 1941. P• 1-3 



There H-.re l~ 1 149 persons 0mplo:ved ,.1.nder this Authority, all in 

U-u0 Unclass:lfied Se:rvice.3 Although the Authority is exempt f:r·om t.1-te 

provisions of' civil sorvice laws, civil serYice ratin.s;s o.re co:o . .sidercd 

along wi -1:,h other evi<le:n.cas of gualifio11..tio:n.s. i'E!ployeeG trs.nsi'errad to 

the Authority from tho classified civil servico are eligible to refaiin 

thej_r civil service sta,tus ru1d retirene:n{:; 1::-enefl ts. Tho Authority's 

personnel needs are served fro~1 its Olfm application registers 1::-nd files., 

the A1xtl1·ority. Appointments end pro:notions are :rr:1:ide 0,:1 the b1:.usiz of 

JT.eri t e:nd effi oi ency"" 

'l'he Board of Directors which heads the Authority is composed of 

three me:nbers a.ppoin ted by the President, by a.ud ,,i. th the advice tmd 

consont of' the Senate. The President designates ths chair1:1an,, hut all 

other officials, agents, and e."G.ployees a:re _do:::;ienated and selected by 

the board. Each member of the board recehrns an a:nnual salary of: 

\jlO, 000,, quarters, and actual expenses. 4 

Pozi tions to which &ppoint1c1onts arei made b:r the board include 

those of managers, assistant marw.gers, o.fficers, em:ploy,oes, attor,:ieys. 

e.nd agents. Salaries vary lid th the duties involved r:n d a:re de:f'lnod by 

the board. Stenographers, typists, secretaries, end clerks o.re employed 

:in the various off'i ces. Exceptionally compet.:mt ste11ographers an.d 

secretaries are demanded. Candidates vrho h ... '"1.ve supple11~mted their high 

school training with college work or the oquivti.lent and hl:\.ve de.m.onstrated 

resourcefulness, tact .• and intelligence are better qualified for the 

3. 'f!orld Alnm.nac, 1940, !'• 832 

4. TVL S~lary Schedule - 1626 - (PR-11-39) 
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duties vrhich they aro called upon to perform. A year or :more of steno­

gruphic experience in a well-organized office is desirable and almost 

requisi to. Preliminary requirements are th0 a.bili ty to type accurately 

frQ".1 plain copy at the rate of fifty words a ninute and ·to take accurate 

shorthand at one hundred words a :rriJ.nute .. 

Persons interested in any of "che a&ninistrative, profesi,ional, 

technical, and supervisory positions or in the stenographic or clerical 

positions• have the necessa:c7 qualifications, and have not already filed 

e.pplications are inv-ited to do so by means of lotters giving full dotails 

of previous education, trainirig., e:x:perianca_. and interests. I:nforma:tion 

desired includes age, education and other traini:ng., employment or pro­

fession~l record (including <lutes, no.mes of employers, earnings, nature 

of duties, otc.) personal and professional i:nterests.; reports and other 

vl!'i tine;s, as woll as other pertinent data. 5 A1mual salary g;r&des are 

assigned to positions upon a basis of duties and. respous:ibilitie-s 

involved. The clas::iif'ioat1 on of c,.nnual ·positions conforms generally 

'Nith sts..ndards prevailin..:; in "the classified Federal service. Annual 

0:"1nlove0s who ht:i.ve rendered satisfacto:r; service 0£ not less thtu:i. one 
- C, od 

6 
yeo.r in a grade are eligible for salary increases 1•rithin grades. 

Workmen aro drawn as fc.r as possible ±'ram the Tennessee Valley 

area. Construction projects are necossa:ril;y temporary, and the Authority 

docs not encourage migration of men f1·om other secti ans without the 

prospect of reasonably permanent er,1ployn10nt. Th.,:;re are lare;e num.bers 

of ','loll-qualified craftsmen and laborers in the region, t1.nd workman are 

5. Letter• TVA Office, I{noxville, Tem1essee 

6. Tennessee Vrtlley Authority Act (299567-41-1) 
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called from outside the Tennessee Va.lley Area only when men well quali­

fied for certa5.n special jobs carmot be obtained in the area.7 Hourly 

rates of pay are determined 1.ipon a basis of occupation.al classification 

and are not less than those prevailing for ,,vork of a sim.ilar nature in 

the vicinity of the Authority1 s operations. App lice. ti ons ahould be 

made to the Tennessee Valley Authority, Knox.villa, Tennessee. 

A high school Trade and Industrial Education program offers 

training which will qualify the g;ra.due.te for the positions of stenog­

rapher, typist, secretary, clerk, typewriter re~irman, telephone 

operator, tabulating machine operator, stonenason, statistical cla:rk, 

sorting; machine operator, rotoprin t operator, photographer, photos-tat 

and blueprint opera tor, plasterer, sheetmetal worker, mimeograph opera tor, 

painter, assistant engineman. assistant electrician, addressographer, 

and other similar jobs. Other jobs or a professional or technical 

na. ture vmi ch require spacie.li zed training have no connection vd th a 

Trade and Industrial Eaucati on program. Positions of stenographer, 

typist. secretary, clerk, telephone operator, and the various :rne.ehine 

operators are discussed under Chapter IV. Positions or mechanical 

helper, both tractor and automotive, general mechanic, senior operator 

(highway building equipment), machinist, and superintendent of con­

struction are discussed fully under Cr.apter V. 

7. TVA Government Bulletin 321 (PD-10-40) P• 3-4 
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CHAPTER XX 

T1IB NATIOWAL ARCHIVES 

For records worth keeping over long periods of time, or perma­

nently, The :National Archives provides in its building a. haven vrhore 

they a.re protected from injurious atmospheric conditions., insects, dirt, 

fire, and theft, and where, should the occasion arise, the successive 

f"loors of concrete and steel would provide a degree of resistance to 

aerial bombardment comparable to that afforded by now archival struc­

tures which have been built in Europe recently• to cope with such 

l 
hazards. These records include motion picture fibns, sound recordings 

of historical activities of the United States, Presidential Proclamations, 

Executive Orders, and other documents. The Divis:Lon of the Federal 

Register publishes Presidential procla:m.ations and other important docu­

ments and supervises and coordinates the form, style, arrangement, and 

indexing of the codification of the administrative laws of the various 

G t ~ . 2 overmnen ,-,.genc1es .• 

Salaries for the various types of work in '!'lie National ~i\.rohives 

begin at $1,260 per an,.'1.um. There are subprofessional and professional 

positions with lni tia.l sa).ary rates of $1260., $1440., $1620, $1800,~2000, 

~2600, $3200, *3800., and $4600, depending upon the difficulty of the 

work and responsibility involved.3 

All positions in The National .Arohi ves are subject to the rules 

and regulations of the Civil Service Com.mission and must be filled through 

1. Digest of Purposes of Federal Agencies" P• 47 

2. World Almanac, 1940., p. 289 

3. Letter, Chief of' Division of Personnel, !fo,tional Archives 
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4 
thut agency. There are about 400 employees on the sta:rf. Adv-anced 

specialization is required for the person who aspires to a professi O:rl(;)..1 

position in the National .Archives. Qualifications il..."ld requirements of 

secretarial and stenogrnph1. l1 positions may be met by the graduate or a 

Trade and Industrial Education course, with necessary co:mmercial courses, 

in hie;h school. F'or further information on these jobs see Chapter IV. 5 

4. Civil Service Act and Rules, p. 169 

5. Sixth Annual Report of Acrhivist of United States, P• 38 
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CHAPTER XXI 

TBE VETERAJ!S' ltDMHJISTRATIOrT 

The Veterans• Administration a:cd!n.inisters all laws which pertain 

to members~ of fo:nner years. of the naval and military forces of the 

United States. It gives relief to veterans and to dependents of 

deceased veterans of al 1 ·w-a,rs., and to veterans and dependents of' deceased 

veterans who served in the Governrw.ent military and no.val establishments 

d . t· l uring; peace :i.mes. 

The Veterans' Ad.ministration employs many types and classifica­

tions of personnel: managers, physicians., nurses, pharmacists, aides, 

di eti tia:as, la.bora torians, dental me chard cs, librarians, firemen, 

carpenters, pa.inters, plumbers, electricians, Etutom.echanics; chauffeurs, 

laborers, clerks, stenographers, typii;;ts, chefs, be.kers, :mess attendants, 

hospital attendants, be.rbers, matrons, houses:cepers, maids, laundry 

helpers, e.nd seamstresses. Salaries range from $1020 to $9000 per annum. 

The total personnel numbers about 44,000. 

All positions are filled in accordance with Civil Service rules 

and regulations, and eligibility for appointment is obtained by quali­

fying in the proper Civil Service examination.2 The higher grade 

positions are usually filled through the promotion or transfer of qua li­

fied persormel on duty. The lower grade positions are filled by selec­

tion from Civil Service registers. 

Requirements of a big per cemt of the jobs of t:his Ad.ministration 

may be met by the g;radw:cte of a Trade and Industrial Education p- ogrG:1:1. 

1. Letter. Director of Personnel, Veterans .Administration 

2. Ci vi1 Service Act ~md Rulee i p. 170 
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Such jobs as under fi la clerk, stock clerk., assistant statistical clerk, 

stenographer, typist., messenger, telephone operator., elevator conductor* 

typewrj_ter repairnan., carpenterii painter, plu.'il.ber, electrician., auto ... 

mechar1.ic, chemffeur, clerk, laborer, chGf ll baker., meat cutter, :mess 

atte!ldant., hospital attendant, barber, matron., housekeeper., .maid, launchy 

helper, and sea ... 1wtress may oo f'llled by the g}kc1uate of a Trade and 

Industrial Education program where apprenticeship has been served in 

the chosen trade • In some of the j obs, experience be fo:ro entering ci vi 1 

service is required, but in most c&ses the apprentice training in con­

nection with tho coopera.tlve part-ti:me classes is sufficient. Evening 

trade classes provide valuable preparation for: many of these jobs. 

Positions of stenogrfapher, typist, secretary, clerk, telephol'.lll:t 

opera.tor, and the various machine operators which the high school gradu.­

ata of Trade s.nd Industrial Education and ccmmeroial courses is qualified 

to fill are discussed f'ully under Chs..pter N. Positions of mechanical 

helper; general 1'.l'.echanic, machinist, and superintendent of construction 

which also come within the Veterans' J ... cblinisi:;ration, are discussed under 

Chapter v. Other positions within this Administro.ti.on which the high 

school graduate in Trade and Industrial Education is q1W.1ified to fill 

include that of baker whose duties are as indicated by the title of the 

positicr. and include both bread and pastry baking; cook, the duties of 

which are indicated by the title of the examination; and meat eutter 

whose duties are to storo and out meats, to receive and weigh me&t, and 

in geners.l to take oa.rcass of beef' and ht:mdla it from carcass until 

meo.t is ready to serve as steaks, chops, rib roasts, etc. and to par form. 

3 
related work a.s required. 



3. Information ga:thered from. the f'ollO'Ning CHvil Service Examine:tion 
An..."louncer11ents: 

Junior Bookkeeping Ue.cl:ii:ne Operator, No. 9-45, 1\.ssoi2blcd 

Junior l'iultigraph Operator, lfo. 144, Un:'.lssenblcd 

Addressograph Operator, No. 215, Unassembled 

Asaistant Messenger, No. 104, Assembled 

Baker., Uo. 9-154, Unassembled 

Cook, No. 9-191, Un&.ssembled 

I~Ieat Cutter, No. 9-15:3, Unassembled 

Attendant, Supplemental Form A-114 

Student Nurse, No. 56, Assam.bled , 

50 
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CHAPfER :X:X:II 

. 'l'HE AMERICAN BATTLE MONUMENTS COMl[[SSION 

The American Battle Uonuments Commission conm1al'itorates the ser­

vices of the American forces in Europe during the World War by the 

erection of suitable memorials, by the preparation and publication of 

historical informs. ti. on; administers and maintains the .American national 

cemeteries and me.morials in Europe; and exercises control over the 

erection of memorials in. Europe by American citizens., states., munioi­

pali ties., or associations.1 

2 
There are 121 persons employed in this department. The Com..: 

mission's construction program was completed several years ago., and has 

little need for architectural, technical., or professional services other 

than those which are seoured from other agencies of the government. 

Howeverii additional services a.re acquired by contra.ct when neftded. 

The personnel of the Commssion are appointed aft.er selection 

from certificates of eligibles furnished by the Civil Service Commission. 

Most appointments are made frcm the stenographic and clerical registers 

at entrance salaries of $1260 or {U440 per annur:1, vfith the opportunity 

of' qualifying for promotion to vacancies which may occur in higher posi­

tions, 3 and the gra.duate of a Trade and Industrial and Ccmm.e:rcial Educa­

tion program. is :1.rrunediately qualified to .fill these jobs. 

1. The Congressional Directory, 1941, P• 608 

2. The World Almanac, 1940, p. 832 

3. Letter., Socretary American Battle Lfonum.ents Commission., Washington, 
n. c. 
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CHAPTER x:xnr 

TllE muTED STATES MAlUTIMB COMJUSSIO~ 

According to the Merchant Marine Act of' 1936, uit is necessary 

for the national defense and development of its fo:retg:n and domestic 

commerce that the United Stittes shall have a merchant marine (a) suffi-

cient to carry its domestic wo.tar-borne export and import foreign 

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

routes essential for m&.intaining the flow of such donestic and foreign 

water-borne co~am.erce at all times, (b) capable of Sor.ring as a naval 

and military auxiliary in time of war or national emergency, (o) owned 

and operated under the Uui ted $-'ca:tes flag by citizens of the United 

States insofar as possible, tmd (d) composed of' the best-equipped, 

safest, and most suitable types of vessels, constructed in the United. 

States and mo.nned wH,h a trained and ef'fioient persol:'.nel. It is hereby 

declared to be the policy of- the Urli ted States to foster the develop-

. 1 
1nent and e:ncournge the maintenance of such a merchEmt marine.0 

With the exception of a canpe.re.tively few positions all of-which 

require specialized training and experience in maritime activities, all 

appoint:rnents in this org;anizatio:n must be made in accordance vii th Civil 

Service r-egula tions. 2 There are 1,371 persons eIDployed. 3 

Exa.rn.ina.tio:ns are now being conducted to establish registers to 

fill vucancies in this Corri.missiox1 for positions -wdth salaries of $2000 

to $5600 a year, but all of these require colloge or specialized training 

1. Digest of Purposes of Federal Agencies, P• 49 

2. Letter, Director of' Personnel., 1J. S. Mari time Commission 

3. Vforld Almanac" 1940., p. 832 
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4 
beyond high school. Man;/ secretaries, clerks, and stenographers are 

required by this commiss:i.on., thoir salaries being :i.n accordance with 

the various certified grades. A Trade and Industrial and Corrunercial 

Education p:rogran1 offers training; wJ,J. ch will qualify the student to 

fill :many of these jobs. 

The high school grao:ua.te of a. Trade and Industrial Education 

course v,i th its part-time employrr,ent program. can, after quali f'yinz in 

experience, .fi 11 the position of ma.rino surveyor under the United Stutes 

Maritime Com.mission. The s;-;:.lary is t3200 a year and the duties, uuder 

general supervision, are to conduct com.ple·be independent surveys of 

ocea:r,.-g;oing merchant vesselsp i:nch.tdinr; the in.spo;:;tion of hulls, e.ppurte­

nances, eng;ines. boilers, :machinery [:U1d equipment, m1.d the prepar-ation 

of detailed reports covering all defects and requirements as to repair 

i::.nd m&intenance,. including cost eatim;o,tes; e.nd to perform related work 

17 . d I) as require • 

The high school graduate of a Trade and Industrial Education 

course, after qualifyin1:; in experience, ca.11 fill the position of 

expedite:· (marine propelling and outfitting equipment) under the United 

State l'Je,ri thne Commission. The salary is $3200 a year and the duties 

are, under general supervision and with considerable opportunity for 

tl"..e exe1rcise of ini tiat:l.ve, rosourcefulriass~ and independent action, to 

perform &. va.riety of duties ·baa.ring directly upon the progress of pro-

du.ction in manufacturing plu.nts throughout tho United States; to follow· 

fa schedule o1 v·isits to r .. umufacturing plants producing 1;1urina propalli:ig 

4. Lette:i;~, D1re ctor of Pers0nnel, U. S. Muri tir.,.e Commission 

5. U. s. Civil Service Examin.a~ion, .Announcement No. 72, Unassembled 
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and outfitting equipment prior to time of delivery, and to ascertain by 

irrvestig,a.tiou the ste.tus of production t,nd probability of delay; to 

prepare reports and recommendations regs.rdinr; the status of production, 

covering such factors as faoili t:i.es of the plant, materials e.nd methods 

used, econon:dc stetus &.nd practical abi.lity oft.he ms.nufa.oturer t<) pro ... 

duco, tho date when material e.nd equipment can be produced and delivered, 

and the necesss.ry chr.nges in the schedule of productio:q to follow up 

and expedite shipments in tran.si t; e.nd to serve as a con ta ct with nm.nu-

6 
r~.oturers in the rescheduling of orders. 

The graduate of n high school Trude and Industriet l Education and 

pr:i.rt-tir',e tre.inin,6 program can quaH fy for the position of Junior 

Inspector, Enzineari11g Materials, with a salary of (U620 a :yea~~. He 

may enter one of the optional branches,. steel hulls, m.ech::miciil,. 

electrical, or radio. If he applies himself to the joh he may be pro­

moted to the higher position of' Associate, Assistant, o:r Senior Inspector 

7 
vd th a top salary of $2600 a yee,r. 

6. u. s. Civil Servico Exa.mina ti on 

7. u. s. Civil Service Exe.mi :nz, ti on 

Annouucement, No. 62., Uuasse.,1.bled 

Annollilc e:men t, lfo. 9 .. 43, Unassembled 
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CHAPTER XXIV 

THE NATIONAL CAPITAL PARK AND PLltNWIMG C.OlJM1SSI01:i 

The National Ca.pi ta.l Park and Planning Commission was created 

for the purpose of' preserving; the flow of ·water in Rock Creek., preventing 

tho pollution of Rock Creek and the Potomac and A~oostia rivers, pre• 

serving; forests and natural scenery in and about Washington., and to pro­

vide for the develo};A'llent of the park and playground system of the 

National Capital. .It employs only twenty persons., all of' whom are 

employed through civil service. Their duties are in oonneoti.on with 

the acquisi ti.on of land and other functions usually devolving upon a 

municipal planning commission. Salaries which range from $1080 to ~,.~iOOO 

l per annum., are paid through appropriations by Congress. 

This small board employs a fe\"r secretaries who may qualify for 

positions in the department upon graduation from high sohool where 

courses in Trade and Industrial Education and the part-ti.me training 

program have been taken, but the remainder of the positions have no 

con.nection with a. Trade and Industrial Education program. For detailed 

information concerning the secretarial and stenographic positions under 

tbis Commission for which the high school graduate of a Trade and Indus .. 

trial Education and co:mnieroial course can qualify, sea Chapter IV. 

l. Letter, The Secretary of the Capital Park and Planning Commission. 
Washington, D. C. 
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CHAPl'ER 'J::13! 

THE MATIOI,TAL ADVISORY C0::1MITTEE FOR AEROJJJJJ'l'ICS 

'l'he Uational Atlvisor~r Conmri ttee i'or Aeronautics was esto.blished 

to nsupervi se and d:lrect the scientific study of the problems of flight, 

with t, view to their practical solutio:nn and to 0 direct and cm duct 

re search and expe:rimen:t; in aeronautics .. '' There are fifteen merabers 

appointed by the President, tVJo representativ0s each of the War and 

Ifavy Departments~ two represe:ntati ves from the Civil Aeronautics Adminis­

tration, one representative each from the Sm.ithsonian Institution, the 

United States Weathsr Bureau,, and the National Bureau of Standards, :::m,d 

six additional persons who are 0 acquainted with the needs of aerona.1,.,i;ical 

science, either oi V"l l or m.ili ta.r:y, or ski llcd in aerolli".l,Utica 1 e:nci ueering 

or its allied scienc:es. 1' All members sene \'iithout remuneration.1 

All positions in this organization are filled through Civil 

Service, salaries ranging from $720 to ~9000 a year. There are about 

900 employees whose qualifications vary from a grade school education to 

a nu'TI.ber of year-s of university work plus years of research experienoe.2 

Requirements for such positions as stenographer, typist, secretary,. and 

custodian, a.re !,mt by a Trade and Industrial and Co-m.mercial Education 

3,4 
prosra;i,,. 

1. The Twenty-sixth A-rmual Report of the .National Advisory Committee 
for Aeronautics,, 1940, p. 19 

2. Letter from. Assist&.:nt Secretary, lfational Advisory Cor.1111.ittce for 
Aeronautics, °i"Vashi:ngton,. D. C .• 

3. U. S. Civi 1 Service Corrrnission Anrwuncer1ent, No. 114, Unassembled 

4. U. S. Ch·il Servi co Co.m.uission Announcement, No. 9-45# A;;,..zo:m.bled 
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CHAPTER X1.vI 

TIJE: UIHTED STATES TARIFF CQ:I1'1t:ISSIOW 

The United S-1:;ates Tarif'f Commission investig;i:::.tes and reports 

upon all ta.riff' 1,io.tters and makes investigations and reports and fur­

nishes any .information which may be required by the President, the 

Rouse Ways smd Meai. .. s Co:mmi ttee, the Senate Fin:1uco Comr:1i tteo, or oi ther 

l 
branch of Congress. 

2 
There are 305 persons employed, most of whom have a broad 

economics bflckground, and in the higher grade posi tione, considerable 

specialization in tariff'$, internationc.1 tre.de, and international 

economic relations. There are technical positions ·which call for 

experience in various industrial fields. such as iron and steel, chemi-

3 
cals, paper and pulp. There are about 150 persons in the p:cofessional 

group~ but the turnover is not great for there a.re fe"<J, vacancies. The 

entrimce salary of a junior profci:.,sio:nal employee is usu&lly $2000 per 

annum. Appointments are m1:1..do :from the Civil Service register. \'\fith the 

exception of stenographic and custodial posi ti.ons, including; office 

dovico operators, tolcphone operai;ors, c..nd stock clerks, and jobs con­

nected v.ri th c. fow of the industrial fields,· such as the synthetic 

' 'I'd tth .at orr;n.mc chenuca s in ustry, ... t o Traue aud Indus·trie.l Education program 

iG not adequ.fite preparation for the positions in this department. 

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

2. The World Almanac, 1940, p. 832 

3. The Twenty-fourth Annual Report of the United States Tariff Com­
misGion, 1940, p. SO 

4. u. s. Civil Service Con1mission AnnoUllcement. No. 9-340.,. Assembled 
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CHAPTER YJl:Vll 

The hi.gh Dchool youth virho is interested in ajob career with the 

Federal Governm.ent should first study hi~ o"m interests rind his own 

capabilities. He should then make a ·thorough study o:r the fiolds of 

goverru.nent service in which he a.spires to engage, learning which fields 

offer opportunities for growth., development, and perm.s.11.oncy. He should 

read newspapers •. magazines., and books on g;overn.11.ent and politics; attend 

lectures; and avail himself of every opportunity to get better acquainted. 

with his possible future empfoyer. If the job in -l~he field in vibJ. ch he 

is interested comes under the Civil Service Rules, he should inquire at 

his local post office for information regarding applications and que..li­

f'ications for the position which he has inmi:nd• or write to the Givil 

· Service Com.r1issionJJ Washington, D. C ·~ for the needed information .. 

The high school youth should take advantage of local library 

facilities and learn all he possibly can regarding jobs in the field in 

which he is interested. Ile should; if possible, make personal 1:i.cquaint• 

a.nee of persons engaged i:n this type of work. Experience is valuable, 

and part-tilile e:m.plo;ymant with apprentice training in his chosen line of 

future emplo;yrn.ent> will be invaluable in qualifying for employ1n.ent in 

government .se:rvi ce. The student should plan his high school courses 

·with his chosen field in mind. Any sohool offerine; a cormrrercial course 

and e. part-til:10 tre.de and industrial or day-trade program ·wi 11 give the 

student the traininG he needs to enter jobs available in government 

service~ with out spacial or college training. 

This study has shovn.1 that the positions of stenographer, typist, 

and secretary in government service are numerous. Each independent 
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office. agency~ and establishment has its clerical stuff~ for stenog­

raphy and typing form il large pa.rt of all govern:ment office work. A 

gro.<l.uate of a Trade emu Industrial Eduotatio:a prog;ri,tn. in h1 6h school 

i~ qualified to secure e.mploym.ent in this type of work prov:i.ded pro-

Uninary comnercial courses have hecen taken previous to enro11me:nt in 

the part-ti:r.ae Trade and Industrial program. .After 

r:::ceived to a civil service job in stenograph;y, cha.noes a.re excellent 

for pro:t,i.Otion for ·the youth 1"ihO takes advt'lrita.ge of his opportuxt..i ties. 

The lower grades of' clerical posi ti.ons are open to o·adufJ:tes 

of TrLde :u.1d !:ndus.trit,.l Educrd;lon courses in r>.if:;:h school. Vs,,cancies 

in the hig;her grades of ,::lerical posi tio:ns are usua.lly made frm the 

lov,er s1·ndes. For parsons vri th oxeeptional talent the chances for 

nrQ:,1otion are excellent, even to hic;her posi Hons as heads o:f' bureaus, 

assistant secretar:i.:?.1 positions, + . • +· . • 1 or uO n~:run1stra ,,.1.,,-e nos 1. t:1 ons. " ' 

For the ~,.onth vrho ph;.ns to enter the stenogre.phio or cleri ce.1 

field ia governn-H,ff+t service, the :high sch(,ol course should include 

Eng;lish> history, r;iat.hema:Ucs, spelling, a:nd a.11 corJ:rc1ercial .subjects. 

To succeed a stenographer should have tact, patience, initis.ti-ve, i;t 

good men.ory, a. plca£in::; voice and be nct\t and well groomed. 

Utt1.n;1,: office lJ',&Chine operators are required in government ser-

vice. The hiE;h school graduate of a Trade and Industrial Edtwation 

program cun qualif;r for this t;ype of position ii' he has received 

training in oporating; theso machines in his part-tirae trainin@; progrrrni. 

Offiee mB.c:b,ines ,·,r.J. ch are in use iu the v-e.rious independez1t ag;enoies, 

offices and independent establishnents of the govern,'1lel).t, e.nd require 

1.. Taylor" Federecl Employrrtent Under the Merit 8y~itom. p. 67 
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operators include calculating mr.chines, card-punch machines, automatic 

blueprint e.nd photostat r,12.ehi!ws, tabuls.tine; machines, sorting; machines, 

b:l.llint; machines, imd a.ddressog;raphs. Operators need clericHl training 

and courses in pe:rmianshi p., spolling;, and ari thneti c. 

Thi. s study has shown that there is a very real need il1 government 

service for skilled craf'tamcm. The Trade aad Industrial Education pz·o­

gram fills a v:1 tal service to the high school student as well as to the 

gc"Ver11mcmt in offering day trade ::.md cooperative part-time classes. The 

graduate of a 'I'rade and Industrial Education program is qus.lified to 

fill a position as plumber, sheetmetal worker, 1:u'i.chinist, µ:,.inter, 

patt0rnmaker, blacksmith, electrician., aviation :metalsm.ith, under blue 

print operator, dictating machine transcriber, etc. if his apprentice 

training has been in the chosen line of work. 

If the high school graduate desires he may qualify to entire 

apprentice training in his chosen ski1led trade., a. program which the 

2 
government is now sponsoring. Here he will have a cha.nee to improve 

in one of the skilled trades a.nd get paid for learning it. Jli G high 

school Tre.de and Industrial Education training program. will give hin a 

bettor cha.nee to secure this voca ti anal opportunity where competition is 

very great. The Government needs all-round machinists aud other metal 

trades workers, and day trade courses offered in the Trade and Indus ... 

trial Education program are excellent foundation training. 

Although there are not very many jobs for chauffeurs in the 

government service, the qualif'i cations for these attractive jobs are 

met by the high school trrdnee whose apprenticeship training has been 

2. Mellett, Defense F,mploymon-t e.nd Training for Emplo:yment, P• 6 



served in a garage or :rr.achine shop whore he haz le&r:rlcd to :ma.kc minor 

repairs to t, ce.r, after he is ablv to shovr six months of expe:ri-

ence as a chc.uffsmr, for mechanice.l training is a r-equire:nent of the 

fob V • 

The graduate .of a high school course in Trade and Industri1:1..l 

Education can qualify for c.ppointment as junior custodial officer and 

Cl 

if he h&.s had his training in a skilled trude such as plumbing; or 

elect::rici-t.y. he may be pronotecl to position of prison i.n.structor in his 

chosen trade. He is also eligible to other positions ,.vb.ioh are siZlilar, 

such as prison guard, w&tohnmn for· some federal building, etc .. 

The Tennessee Vt.'1.lloy Authorl ty and tr..e Veterans' i\.dmi.r.dstration 

are the t-wo independent agencies of the Federal Goverrun,Jnt ,"¥hich are 

the larGest employers of' workers, bot.1-i. skill:::;d and unsl::U.led., for which 

the gr&duate of e. high school Trade and L11.dustrial Edut.'..'atio:n prog;re.m. 

00.11 qualify. 

The lmvest grade of ::mg;ineering; aid is open to the high school 

gra.l'.U& te. and a course in Trade and Industrial Educe.ti on 7ti th apprentice 

trahling, is a valuable f'ou..11.da.tio:n for him. Although his job mr,y be 

Ov;1,, th,n+ J..o&. ,,;/ ,._.., .. V cf rodlw:1.n or some other type of e:ng;ineeri:n;; aid, if' he proves 

his a.bilit-J it is possible ti:i/;,t he oan advance to the position of 

Th.is stua.y has shcr,·m th:~ t th1:,re e..re thousands of' jobs in the 

iv.dependant offices. t"l.gencies, and esta.blis}·un.ents of the Ii'ederal Govern-

ment ·0rhich the high school graduate of a Trade and Industrial Education 

c,nu~se is qualif'ied to secure and fill, whore he will ha.ve un opportunity 

for rrnrthv.Jhile remuneration. service to society a:nd to hir1self • and 

greater security than many jobs outside the government service of':fer ~ 
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Ti.t"lle a.nd space are not suffici.e:nt to give the qualifications for all of 

the occupations represented among the 165,000 or :more e:mployees in the 

independent agencies. The writer has therefore given the qualifications 

for ii few of the occupations in vrhich many e.:re employed, so that &,n 

idea. can he gained of the requirements for 5overnment service. Informa­

tion on any job not listed may be had by wri tin£; to the United States 

Chr·il Service Com.mission, Washington, D .. C. 
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Gover:nm.ent Printing Of'fice,. Washington., D. c., 1936 

Mu...'fli ti ons Industry, Report on War Department Bills, Government Pril1ting 
Office., Washington, D. C., 1936 

l~atione.l Advisory Co:mraittee for Aeronautics, 26th .Am:mal Report, 
Government Printing Of'fice, 1940 

National Institute of Public Afftdrs., Department of Education, VJashingiAm, 
De C., December, 1940 
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National Labor Relations Aot, 49 Stat. 449., Government Printing Office . ., 
Washington, D ... c., 1941 

National Labor Relations Board., Division of Information., Vfaahi:ri.gton., 
D. C ., 1940 

Nursing, A .Profession for the College Gra¢1.uate. Information Bureau., 
·.American Murses Association, N. Y.,. 1940 

Nursing and l{ovr to Prepare for It, American Nurses Association, N. Y ., 
1940 

Occupational Trends 3.n Cf.'.lifornia vrith lmplieatians for Vocational 
Education, California State Department of Education, Sacrmnento, 
California, October, 1940 

Old Age Pension Plans and Organization, House of Representatives,. 443, 
Government Printing Offioe, Washington, D. c., 1941 

Public Assistance, What It Is and What !t Does, Social Security Board, 
Government Printing Office, Wa$hington., D~ C ., 1941 

Reoonstruetion Finance Corporation., Circulars No. 21., 24,, 4, Gover:nment 
Printing Office, Washington., D. C., 1936., 1940., 1939 

Reconstruction Fi11.anoe Corporation., Seven-Year Report, Government 
Printin; Office, Washington, D. C • ., 1939 

Report, Federal 'l'ra.de Commission, 1940,. Government Printing Office., 
Washington., D. C. 

Selecting Trainees for Manual and Mechanical Production Jobs, Joint 
Cammi ttae of: the United States Employment Service and the 
United $tat(ls Office of Education., Government Printing Office, 
Washington.., D. c • ., January., 1941 

Securities and Exchange Commission., Sixth Annual Report., 1940., Govern­
ment Printing Office, Washington., D. C • ., 1940 

Tennessee Valley Authority, Office of the Te:r..nessee Valley Author1~,, 
Knoxville, Tennessee, Bulletin No. 30-2, 1941 

The Panama Canal, A ~!e.nual of Information, Chief of Office, The Panama 
Canal, Government Printing Office., Washington, D •. C., 1940 

T.he United States Civil Servi oe Commission, 57th Annual Report.,Govern­
ment Printing Office, Washington, D. c., 1940 

The United States Department of Agri c:mlture, !ts Structure and Functions,. 
Pub. Wo. 88, Government Printing Office, Washington, D. ·C., 1940 

The United States Uavy Aviation Schools> U. S. Office of Education> 
Government Printing Office, Washington, D. c., 1940 



The United States N"avy, Bure&u of Mo:Q"ie;ation, Department or tho 1'Javy, 
Government Printing Office, We.sh:insto:n, D. C., 1936 

Training and Yiork Projects for lfationul Youth Ac1rrdnistration uforkers, 
John Vi-. Studebaker" U., S. Commissioner of Education, Governnen.t 
Printing Office, 1'fa.nhini;ton, D. C .• , 1940 

'l\venty-fourth Annual Report of the United States Tariff Comrniss:io:n, 
1940, Governmont Print:ir1e; Off'ioe, "t"Xashington, D. C. 

Twenty-sixth Annual Report of th0 lfational Advisory Cammi tteo for Aero­
m:i.utics. 1940., Administrative Report. Office of the Comm.ittce, 
Government Printing Office, Tfashinr; !ton., D. C. 

Unamploy·tJ.ent Compensation,. Social Security :3oard, Government Printing 
Office., lfifri.sh:i.ngton,, D. c., 1940 

Workers and r~ational Defer:U10, The Urdted States Dopa.rtmont of Labor., 
Government Printing; Office, WB.shirigton, D. C.,, 1940 

Working for Uncle Sam, Uni tad States Civil Service Com."lli ssi on, Govern­
ment Printing; Office, 1Jfashington., D. C • ., 1940 

llork of the Securities and Exchange Commission., GoverUs'1lont Printing 
Office, "ilJa.shington., D. c., 1940 

Books 

Congressional D:trecto11r., 77th Congress, 1st Session, 1941 

Goverxi.ncnt Positions, 11.dv:lsorts nandbook, Pergande Publishing Cornpany. 
Wv,shingtor1, D. C., 1939 

Rules anci llilnual of the United States Senate_. The Govern,-nent .Pr·int:i.11.g 
Office, Vfo.shington, D. C., 1918 

The Civil Service and the Patronage. Carl Russell Fish, Hn.rvard Ur..iver­
si ty Press, Cambridr;e, .Maas., 1904 

Your Federal Civil Servi oo, James C. O'Brien and Philip !\'ft.>.rengerg, 
Funk ttn.d '1\is..t::WJ.lls, Uew York$ 1940 

Part !II 

Magazine .Articles 

.American Journal of Iforsing, Volu,.'TI.e 40 

Annals of the American Acadezny of Pol:i.tical and Social Scienco, 
1' Improved Personnel ii'.i Government Service. n A Series of 
Articles, January, 1937, Vol. 189 



Bowen; Lewis H., "She's in the Army Novr't Hygeia ,, Vol . 19, No., 3; 
March; 1941 

Sh.aw, G. H. , "'The Foreign Servi co of the United States!' The Junior 
Red Cross Journal , Vol . XVI , No . 6, Feb ., 1940 
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Part rv 

OTilER SOURCES 

The Official U11i ted States Army Register, Library, Fort Si 11, 1941 

Latter, A.m.eri can Battle i):mumants Oor:rmission 

Letter, Departm.ent of State 

Letter, Electric Rome and Furm Author:'l. ty 

Letter, Office of' Gover:nmerrt Reports 

Let.tar :1 Export-Import Benk 

Letter, Federal Home Loan Bank Board 

Letter, Federal Loan Agency 

Letter, Federal Pcrrrer COl'.!J..,-nission 

Letter, Federal Reserve Systera,. Bea rd of' Governo1·s · 

Letter, :f-'ederal Vlorks Agency 

Letter, lfotional Archives 

Letter., National Capital Park i:rnd Pla:nning Comnlission 

Letter, B.econstruotion. Finan c>.e Corporation 

Letter, Sm.i thsonian Insti t, uti 011. 

Letter, United Stutes Maritime Col!mdssion 

Letter, Veterans• .Ad:ministra:tion 

Part V 

United St.~tes Civil Sorviee E2:amilmtion Announcet:1ents 

Wo. 9-340 Assembled 

No. 9-45 Assembled 

No. 144 Unassembled 

Uo. 215 U:nassemb 1 ed. 

No. 918 Assembled 
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Mo• 9.,.379 Unassembled 

No. 9-386 Unassembled 

No. 10-978 Unassembled 

i'Jo. A-:114 Supple-mental Form, February, 1941 

Jlo. 9-211 Unassembled 

No. 9 ... 2e Assembled 

lfo. 65 Asserrililed 

No. 50 Unassembled 

Uo. 9-154 Unassembled 

Mo. 9-153 Unassembled 

No. 9-191 Unassembled 

1J,;·7' 
1~0 • 56 Assembled 

N'o. 9-262 TJr..assembled 

:N"o • 67 Unassembled 

:No. o9 Unass8""'Uble d 

No. 28 Unassembled 

1Jo. 182 A.ssambled 

Uo. 51 Unasse-m.bled 

Mo. 53 Unassembled 

?lo. 9-32 Unassembled 

No. 5-1352 Unassembled 

1,f(}. 9-204, Unassembled 

!fo. 9~261 Un.·,ui sembled 

No. S-43 Uhas se:rn. bled 

lfo. 72 Unr.i.us0mbled 

~To-. 9-263 Unassembled 

No. 9-210 Unassembled 
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No. 9-84 Unassembled 

Ho. 9-380 Assembled 

lfo. 62 Unassembled 

J:!o • 9-378 Unas sem b lad 

N"o • 104 Assembled 

Mo. 49 Unassembled 
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.APPENDIX 

Only one copy of the follmdng list could be secured and, there­

fore, could not be included in this thesis. Anyone desiring to get 

copies of this material may order them from the Civil Service Commission, 

Vla.shington, D. C •. 

SE!UOR STQRgKEEFER AlifD/OR STORBKEEPER> Supplemental F.'orm A-94 
March., 1941~ Unassembled 

APPENDIX, WASJJINGTJN, D. C. SALARY SCHEDULE AiffJ THE CLASS! ... 
FICATiot? SYSTEM 

TRADES MW SKILLED OCCUPATIONS, Appli()ation F'or.m 6, February, 
1940 

.APPLICA TI Oi\l' CARD FORM 4007-ABC, Pe bruary, 1942 


