


































































































































































































































































































































































































































































































































































































184 The Young Woman in Business

Guests

On business trips you may ask a woman but never a man to
come to your room for a conference. Don’t go to a man’s room
unless there is a group in conference. Some people may insist
that a hotel room can be used for business guests, but don’t do it
until you are experienced enough to make wise decisions. Some
hotels are strict about entertaining in your room.

If you want a member of your family or a friend to share your
room overnight, she must register at the desk, or you should
notify the desk clerk and pay the extra rate.

Meals

Where will you eat? You’ll often find two or more dining
rooms in the hotel. The prices vary in different rooms from the
convenient, thrifty coffee shop (tip 10c to 25c) to the night-club
room with high costs, entertainment, and sizable tip. Perhaps
you’d prefer to try a restaurant that is famous for certain foods.
If you go to dinner at 6 .M. almost any restaurant is all right for
a woman alone. But look out for high prices! Of course, you can
always order lightly or even leave if the prices are too high.

When you dine in the hotel, you may sign the check with

. . . but never ask a man to come to your room .. .
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your name and room number, to be paid later with your room
bill. Of course, this charge won’t cover the tip.

If you order a meal served in your room, you can sign the
check or pay for it. You must tip at least 50c plus 109, of the
meal to pay for this extra service.

Other Services

Telephone calls may cost 15c to 20c. You are responsible for
the calls made from your room. Separate the personal calls from
those to be turned in on your expense account.

Wires, letters, packages delivered to your room call for a tip
of 15c to 25c.

The beauty shop in the hotel is usually reliable, but the prices
are not cheap. The hairdresser expects a tip of 50c, the manicurist,
25c.

If the maid gives you extra service, as extra cleaning up or
extra linens, tip her 25c to 50c. If the doorman gives you extra
service, tip him 25c.

If you ask to have someone paged in the lobby or if you are
paged, tip the bellboy 25c.

You’ll see that you can get a great deal of service at a hotel,
but you pay for it. ,

Incidentally, a radio or TV set ordered for your room is a
personal, not a company, expense.

Money

Be sure you have enough money to check out. If in doubt,
see the credit manager before check-out time to get permission to
cash a personal check. For this, you’ll need identification such as
a voter’s card, company card, or driver’s license.

Check Out

Be sure to check your ticket for leaving time and know the
check-out time at the hotel. If you must stay longer, notify the
hotel clerk of the hour you will leave and be prepared to pay for
the overtime. Perhaps you could check out of your room and
check your bags in the hotel checkroom to save this extra charge.

Telephone the bell captain to ask for a bellboy to come for
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your bags. Allow 15 minutes. Look through the closet and draw-
ers for forgotten items. Wait for the bellboy. Then go to the
cashier’s window and ask for your bill. Check it over and question
any item you don’t understand. Pay the bill and take the receipt.
Never forget this valuable piece of circumstantial evidence. If you
expect mail, leave a forwarding address.

Ask the bellboy to call a cab for you. Tip him, and you are
ready to leave.

Back Home

If you have kept a running report and expense account, you
may be able to complete these on the trip home. It is so much
easier to get these records straight as soon as possible, before you
forget or lose your enthusiasm for the trip. Be sure your report
is complete, accurate, and sent to the right people.

If you have left something in your room at the hotel, write or
wire the hotel manager describing the article, and telling the
number of your room and where to send the article.

Write thank-you notes to those who were helpful to you or
entertained you. Business requires the same etiquette as personal
affairs. It’s good business to express appreciation for courtesies.

Reminders

Traveling on business can be stimulating and interesting if
you plan what you must do and what extras you can do. Traveling
can be expensive if you entertain or shop. It may be worth it, but
remember that personal extras are not included in the expense
account.

Never forget you are a company representative and can con-
tribute to good or bad publicity.
When on company business you
are at all times a company repre-
sentative.

Never forget you
are a company
representative.




CHAPTER 13
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HOW do you rate as a public speaker? Can you stand on
your feet and talk to a group of people easily and convincingly?
Or are you scared to death at the thought of giving a talk before
even a small group? It may comfort you to know that many experi-
enced speakers get “butterflies” before beginning to talk. Almost
every speaker has dreaded public speaking at first and has had
to work at doing a good job.

You'll find that the ability to talk easily to a group of people
plays an important part in the recognition and success of a person
in business. In fact, being able to speak in public is so important
that many companies urge promising employees to take courses in
public speaking. But, to become proficient, you must take every
opportunity to practice. You’'ll find it pays to accept opportunities
to talk to small club and church groups so that when an important
occasion arises you are ready
to do a professional job.
There is nothing so helpful
as practice to overcome fear
of talking to a group. Each
time you give a talk, you
will gain confidence.

Many experienced
speakers get
“butterflies” . . .

[187]
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The business woman who can express her ideas clearly in terms
others can understand will gain recognition as a leader. The
ability to write well is important, but, often in the business world,
speeches, articles, and books are written by ghost writers who
take the ideas of the specialist and turn them out in readable form.
In public speaking, you, the person, impress the audience not
only by what you say, but how you say it.

In public speaking, success depends on your ability to:

Get the attention of the audience by your appearance, voice, and
opening remarks.

Gain the confidence of the group because you know what you want
to say and say it.

Create interest by keying your talk to the understanding and interest
of the audience.

Show your enthusiasm in actions and words.

Hold attention by developing a main idea with illustrations and
supplementary ideas.

Build acceptance by your friendly attitude and your way of seeming
to talk with each person.

Crystallize your ideas into a clear unit which can be used in some
way by each person in the group.

Establish good public relations for your company.

Get Atiention

Your appearance, your voice, and your opening remarks should
get the attention of your audience.

Pay special heed to your appearance when you are to talk to
any group of people. Dress becomingly and suitably for the
occasion. When people have to sit and look at you, be sure that
you present an interesting picture. Beware of distracting features
such as a wobbling feather on a hat, large, dangling earrings, a
low-cut neckline, or startling colors. Both men and women are
affected by your appearance and judge
your common sense by the way you dress
for the platform. Most of us form snap
judgment of a speaker during the first
few minutes. If our opinion is negative,
the speaker must be very good indeed to
change that opinion.

Ghost writers turn
out the information

in readable form.
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The length of your skirt, the hang of the hemline, the appro-
priateness of your shoes, the becomingness of your hat are judged.
Yes, from tip to toe you are on review. Look your best. Then you
can be at ease, forget yourself, and pay full attention to your
message.

Your voice may invite confidence or antagonize an audience.
First of all, be sure you can be heard. Nothing is more irritating
than the small voice that reaches the first row only and leaves
those farther back thoroughly bored because they can’t hear.
Equally bad is the booming voice that pierces the ear drums and
vibrates through the room. This is apt to be the case when a micro-
phone is used. Watch your audience and you can tell by their
reactions whether you are pitching your voice right. Your voice
and manner of presentation will create a definite feeling of friendly
acceptance, indifference, or actual antagonism.

Your first sentence should give the audience a capsule presenta-
tion of what you intend to say, and your opening remarks should
set the stage for your talk.

Your opening remarks are important. Here you should analyze
the purpose of your talk and project the purpose in a condensed
clear-cut statement. Learn these introductory remarks and do not
deviate or ramble by injecting some spur-of-the-moment ideas.
How many times have you been bored by a speaker who tried
to tell a joke, or commented on the audience or on personal ex-
periences, and so rambled on and on? Didn’t you wonder if that
speaker really had anything important to say?

What a feeling of confidence and anticipation is engendered
when a speaker states easily and effectively the purpose or main
theme of the discussion and then proceeds to develop that theme.

Gain Confidence
You can gain the confidence of the audience if you know what
you want to say and say it. Whether your talk is for five minutes
or an hour, organize your presentation so that the audience recog-
nizes you as an authority. Don’t apologize, hesitate, or show dif-
fidence in expressing your opinion. If you aren’t qualified to
speak, by all means don’t accept the appointment.
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Create Interest

Create interest in your subject by keying your remarks to the
understanding and interests of your audience. This necessitates a
pre-understanding of the type of group you are to address, their
interests, and the purpose of the meeting. Think of the many
times you have lost interest in a speaker who used illustrations
that did not apply to the audience. You felt as if you were hearing
a “canned” talk, and you were irritated, embarrassed, or bored
by the whole thing.

Know your audience and talk with them not at them. Bring
them into your talk so that each one feels your remarks are
addressed to her. Remember the importance of you and minimize
the use of I. Avoid technical words that have no meaning to a
group, but do not resort to simplification that belittles the intel-
ligence of the audience.

Show Enthusiasm

Show enthusiasm for your subject. Emerson expressed the im-
portance of enthusiasm when he wrote, “Nothing great was ever
achieved without enthusiasm.” Let your facial expression, your
voice, and your words show that you are enthusiastic. This en-
thusiasm is easier to express when you talk, instead of read, your
remarks. For this very reason, you are more sure of holding the
attention of the group and of spreading your enthusiasm, if you
speak freely on your subject. You may use notes to outline your
talk. In fact, your audience will feel more at ease if you refer
to notes than if you hesitate and fumble. Scientific papers are
usually read, but even these should be presented with natural
enthusiasm.

Needless to say, supersalesmanship and high-pressure enthusi-
asm may amuse rather than impress an audience. Don’t try to
overact or oversell. The audience should feel that you are sincere
in your enthusiasm.

Hold Attention

Hold the attention of your audience by a logical, well-planned
development of your idea. The title of your talk was expanded
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into a theme in your opening remarks. The main part of your
talk should further expand this theme and give proof or reasons
for your opinions. Do not try to develop too many unrelated
ideas. Plan your talk as a unit, with every point related to the
general theme so that you strengthen and enlarge the central idea.
A variety of illustrations may appeal to different members of the
group and, thus, make the connection between your idea and
their own experiences or interests. In this way, the body of your
talk clarifies your theme and passes on some thought that will be
helpful to each one who hears you.

Build Acceptance

Build acceptance and understanding by your friendly attitude.
Be sure you do not talk over the heads of the audience or talk
down to them. Take your audience into your circle of friends
and make them feel that you have their interest at heart.

Summarize

Summarize your presentation by drawing together the points
of your talk. Then you will leave your audience with a clear-cut
picture of your idea-theme which can be applied in some way to
the interest and actions of each one in the group.

Public Relations

Throughout your entire talk remember that, as an employee,
your number one job is to cause your audience to have an en-
hanced opinion of you and your company.

Whatever the occasion or the type of talk,
you will need to consider how you can get the
attention of your audience, gain their confi-
dence, create interest, show your enthusiasm,
hold their attention, build acceptance, crystallize
your ideas, and establish good public relations.

Radio Talks

When you are invited to speak on a radio
program, you assume the responsibility to
put on a good performance —one that will

Enthusiasm is easier to express when
you talk, instead of read, your remarks.




192 The Young Woman in Busines

be of interest to the type of audience that usually listens to that
program.

Many business positions will give you an opportunity to par-
ticipate as a guest speaker on some radio program. A radio talk
reaches a large audience and influences a great many people, either
favorably or unfavorably, toward your company. Isn’t it worth
your time to prepare for such an important occasion?

Your voice is your most important asset in putting across your
message. An attractive voice will hold your listeners. Even an
interesting message given in an unattractive voice is apt to lose
the audience. These unseen people can turn the dial to another
station without warning the speaker. Your audience doesn’t have
to listen. Your voice and your message must hold them.

Since your voice on the air expresses your personality, the
quality and use of the voice become important in all radio talks.
Wouldn’t it be wise to do everything you can to develop a good
speaking voice and to use all the techniques at your command?

Breathing Techniques

Breathing technique can make or break a radio voice. By
learning correct breathing you can sustain your voice, use it
emphatically, project it, control it, and give it flexibility and
interesting variety.

Correct breathing is full-chested breathing from the diaphragm
so that all available air space is utilized. This prevents “gaspy”
breathing and irregular pauses to take a
breath.

Do you breathe correctly? Place your hand
just above your abdomen, crosswise of your
body, immediately below your ribs. Now
breathe in and out. Your hand should move
out and in with each inhalation and exhala-
tion. If not, you have work to do to improve
your breathing habits and to make your voice
effective.

Try this exercise. Lie down on your back
on the floor. Breathe deeply. Now place a
heavy book just below your ribs in the center

Your audience doesn’t have to listen.
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of your body. Make the book move up and down with each breath.
Add another book and another to strengthen your diaphragm.
Keep at the exercise every day until you have full use of all the
air space in your chest. Every great singer and actor has mastered
this deep breathing, along with the ability to control a maximum
of air capacity and thus give the voice full range and volume.

When you have controlled breathing, you will be able to
master these important phases of broadcasting: (1) controlled
level of voice; (2) natural phrasing or the division of sentences
into easily read and understood phrases; and (3) strong sentence
ending.

Controlled Level of Voice

Before the broadcast, the engineer will ask you to talk into
the microphone so he can adjust his control to the level (strength
and pitch) of your voice. Just before the broadcast relax your
shoulders, chest, jaw, neck muscles, and abdomen. Then, take
less than a full breath, smile, and you are on the air. With this
technique, you will not explode your first word or crack or stutter
into a beginning.

During the broadcast, breathe naturally. Keep your voice
smiling! Talk to a person, not to a vast audience. Remember to
keep the position in which your voice was tested. Don’t lean
closer or draw back, and don’t weave from side to side. The
engineer will do his best for you, but you must cooperate and keep
your test position.

Natural Phrasing

Proper phrasing is dependent on breath control. Take a tip
from the best radio announcers and go over your script several
times in advance of
the broadcast. Read
aloud and notice
where the mnatural
pause comes. Punc-
tuation should indi-
cate a pause, but
it is wise to mark the

Add
another
book
and
another

o<
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script to show pauses and to underscore the words that need em-
phasis. Reread the script to see if these marks make your talk
sound conversational rather than preachy. Be sure you have a
complete thought in each phrase so that your sentences are not
chopped into meaningless segments.

Sentence Ending

The sentence ending is important. If you have good breath
control, you will not run down at the end of a sentence. Have you
ever heard a speaker who dropped her voice so that you were never
sure of her last words?

Remember that the punch of most sentences is contained in
the last few words. Be sure to have enough breath to give the
punch!

Tone Control

Tone control is important also in a pleasing radio voice. Be
careful that your nervous tension before the mike does not cause
you to pitch your voice so high that it sounds weak and immature.
If you relax, you are more apt to keep your voice in a low, pleasing
register. If possible, have a recording made of your voice so you
can hear it and criticize it honestly. Would you like to listen
to such a voice?

Enunciation

Careful enunciation and a normal rate of speech also are
important in radio work. Slurred words and dropped endings

such as “g” and “ing” are slovenly habits. An average rate of
speaking is 150 words per minute but 175 may be natural for you.

Pronunciation

Correct pronunciation of words is essential. Some listeners
are sure to have a dictionary and consult it if you mispronounce a
word. A radio speaker is supposed to speak correctly.

The Smiling Voice

The conversational tone sounds friendly and is one of the
most essential and effective of all speech techniques. Can you
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read, and sound as if you are not reading? Can you make each
listener think you are chatting with her? Practice the smiling
voice. This means you should smile when you talk. Even when
there is a radio audience, even when your knees are shaking, smile
so that your voice reflects a warmer, more friendly you.

Don’t be afraid to pause as you do in talking to a friend. When
a question is asked you in an interview, don’t jump in before the
question is completed. Take your time.

Voice flexibility makes a more interesting voice. Monotones
are dull. A good radio announcer covers a range of tones within
a few words. Ask a friend to comment on your radio voice, or,
when you listen to a recording of your voice, check your range of
tone.

All of these qualities of voice and habits of speech are impor-
tant in getting and holding the attention of your radio audience.
You, your personality, your rating as an authority are judged by
how you sound when you are on the air.

Radio Script

If you write your own script, write it as though you were
talking, that is, conversationally. Read it aloud to see if there are
awkward sentences or words that make you stumble. Change these
so you can read smoothly. Watch for sounds that you find difficult
to say. Does “‘s” whistle? Do you stumble over “statistics,” “spe-
cifically,” or other words?

Avoid long, rambling sentences. Make your sentences short
and clear and use connective words to avoid choppy sentences.
Use strong verbs that denote action and omit superfluous adjectives.

Read your script aloud to see if it sounds the way you talk.
Is it conversational?

Time your script so that you can give the complete idea in the
allotted time. You can play safe by having additional copy to use
if time permits.

Keep your method of presentation light rather than heavy.
Be careful of jokes unless you can make them sound natural and
really funny.
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Plan for the Script

As to a plan for the script, follow the established rules for
all talks:

Know what you want to say and to whom you are talking.

Give a brief statement of the purpose of your talk. Then
enlarge on and illustrate your points.

Build up one idea rather than attempt to introduce several
unrelated ideas.

Finally, summarize so that the audience grasps the main
features of your idea.

The Format for the Script

Use 814 x 11-inch plain paper, typewrite the script, and double-
space. Soft paper is less crackly than stiff paper. Leave a wide
left-hand margin for the name of the person giving each separate
speech. Staple the corners together, but tear them off just before
the broadcast. Then you can drop a page on the floor as you
read it. Number the pages and check the sequence before you
begin.

The Prepared Script

If someone writes a script for you, provide an outline of what
you want to say. Be sure to read the script. Change the phrases
to sound like you and delete words that are hard for you to say.
Then check the content because you must assume the responsi-
bility for the talk you give over the air.

Ad Lib

Ad lib programs require experience and skill to be effective
and interesting. You should take
time to make an outline or notes so
that you give a logical talk. If you
are asked to take part in an interview,
have questions prepared for the per-
son who is to do the interviewing. Go
over these questions with her so that
you both understand the plan of the

Number the pages and check
the sequence before you begin.
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program. If there is a subject which you do not wish to discuss,
as price, regulatory laws, etc., tell the interviewer. Then you won’t
have to avoid a question when you are on the air.

When the interview begins, answer personal questions briefly
so that there will be time to give your particular message. Watch
the clock and plan the length of your answers to cover your subject.
Avoid any statement that will embarrass the interviewer or an-
tagonize the listening audience.

Radio Etiquette

When you are invited to be on a radio program, be sure you
know the name of the station, the address, the name of the an-
nouncer or person who conducts this program, the time and the
type of program.

Acknowledge the appointment by letter or telephone. If you
are traveling, telephone the station to let the program director
know you are in the city, and to verify the time and the address.

Arrive about 30 minutes before the program or at the time
designated by the announcer.

Take two copies of your script if you are to read it, or have
two copies of your interview outline and a set of leading questions
or well-planned notes.

Discuss with the announcer your part of the program, policies
concerning the use of trade names, the time of your part on the
program, and other details. Know what you can and cannot do.
Can you offer booklets? Should requests be sent to you or the
station? Know the rules and abide by them.

The announcer or engineer will tell you whether you are to
stand or sit for the interview. Most likely, he will check your
voice to know what volume is necessary for the particular micro-
phones. Then you will wait quietly until your turn to come to
the microphone.

Watch for the sign, “On the Air.”

Do not rustle papers or make unnecessary noise. If, during
your talk, you must cough, turn your head and cover your mouth.
Say “Pardon me,” and go on.




198 The Young Woman in Busines

If you choke up, turn your head, take a deep breath, and be
careful to prevent an exploding word.

If you fluff a word, don’t be alarmed. Even the best speakers
fluff at times. Either ignore it or say, “that is to say . . .” or “I
meant to say. ...” Be at ease and don’t let a fumbled word upset
you.

Watch for the signals of the announcer or program director.
A circular motion of the hand means speed up. A stretching
motion with both hands means slow down. A cutting motion
across the throat with one hand means cut or stop. A circle formed
by the thumb and first finger means okay.

Watch for the signal that you are off the air before you speak
or comment on the show. Don’t take a chance on having your
unplanned remarks go out over the air.

Thank the announcer and program director and leave the room
so that another show may go on. A radio station is a busy place.
If you wish to have a recording made of your broadcast, ask the
station about this service and the charge. The cost is not large
but you should pay for this service.

Television

A television appearance is similar to a talk before a group of
people, in that you get and hold the attention of your audience
by your appearance, your voice, and your message. You can use
notes but these must be disguised so that your reference to them
is not obvious. You should give the impression of chatting with
each viewer in an informal, friendly fashion. It is true that some
formal speeches are telecast, but
it takes an important person with
an impressive message to hold
the attention of an audience.

Different cameras require
different techniques. Some di-
rectors insist on rehearsals to
time the interview, to get the
position for all action and the
sequence of this action. Some

Watch for the signals of the
announcer or program director.
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directors insist on make-up and give definite directions for the
type of costume you should wear. Since the audience sees you,
you must be relaxed, natural, and friendly. Charts must be large
and easy to read. Booklets and other illustrative material must
be placed so that the viewers can see them easily.

Timing is more important than in radio work because the
cameraman must be able to follow your actions and emphasize
certain points with close-up shots.

Your voice must be controlled as in radio broadcasting. Your
message should be clear, concise, and keyed to the audience that
usually follows the program.

Be gracious and enthusiastic and give the impression that you
are a friendly person who has a message to tell and tells it.

Consumer Meetings

Whenever you accept an invitation to give a talk to a group
of people, you assume the responsibility to give a message that
will, in some way, help each person in the audience. Competition
is very great. In radio, television, the theatre, lectures, books, and
magazines so many experts speak or write on so many subjects.

Have you something to offer that is new, interesting, useful?
In many positions, you have an opportunity to learn about some
activity or work that needs telling. If you have a message, you
may wish to tell it because this will help to sell a product or
because you can give help as a civic service.

Let’s see some of the background work that must go into
each talk and some of the platform work that is essential for an
effective talk.

Basic Background Information

Who is in the group? Is it worthwhile to give the talk to this
group? Are their interests such that your message will have mean-
ing? Sometimes a program chairman asks a speaker, in desperation,
without thought of profit to the group or to the speaker.

When is the meeting? Will this talk interfere with more
important work? Will it take one of your few leisure evenings?

Where is the meeting? Are the facilities adequate to give your
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program? Will transportation time and cost make this meeting
too expensive?

How long are you to talk? Is this to be a 15-minute talk as
one of several speakers or as a fill-in between luncheon and a
social hour? Sometimes groups do not consider the value of a
speaker’s time. They do not mean to be careless, yet they do not
always accord to a free speaker the courteous treatment given to
a paid speaker. This is ironical, but too often true.

What have you to say? Is your message important? Can you
adapt a former talk to this group or must you work up new
material?

The who, when, where, what, why, and how must be weighed
in the light of your work and your company’s policies before you
decide whether or not an invitation should be accepted.

Thorough Preparation

If you are to give a talk, start early to prepare for it and make
a serious effort to give a star performance.

The theme or purpose of the talk is the first consideration.
Then, thinking of the type of audience, decide what approach
will be best.

After the theme and the approach, next consider the method
of dramatization. Will you use illustrative materials, charts, or
exhibits? Without some dramatization it is difficult to make a
lecture or talk interesting enough to hold the attention of a group.

If you use illustrative materials, are these large enough to be
seen, easily handled without awkward motions on your part, and
interest-provoking? We live in a dramatic era. People want
entertainment along with their education. You will be expected
to give your message with a flare and a bit of sugar coating or you
may lose your audience.

The plan for the talk should include a strong descriptive
introduction, the main presentation with illustrations, then a
summary or conclusion.

Learn the introduction, so you don’t ramble. Outline the
main portion, so you develop the theme logically. Then memorize
the conclusion, so that your talk finishes on a strong note and the
audience feels the impact of a completed message.
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Is your voice good for public speaking? All the suggestions
given for radio talks apply to all public speaking. Your voice
should have volume to carry, tone qualities to please, and character
or range to hold the attention of the audience. If a microphone is
to be used, be sure you know how to make the most of this ampli-
fying system. A roar or blur will spoil the best of talks.

If you need notes, ask for a podium. Make arrangements for
a good display of your props and personally check your display
material.

Give the chairman a written statement to use in introducing
you. Include your name, business affiliation, experience, and, of
course, the title of your talk.

Platform Technique

If you must sit on the platform, consider how you appear to
the group. Don’t cross your legs. Do keep your skirt properly
arranged. Try to relax, but don’t forget you are on review.

When you begin to talk, smile. Put the audience at ease by
your attitude of confidence and assurance. Acknowledge the intro-
duction briefly, “Thank you, Mrs. Elk.” Begin your memorized
introduction, and give your whole attention to what you have
to say and to the reaction of the group to your message. If you
see the proverbial doubter, direct some of your most effective
efforts toward her. If you get a smile or nod, you can relax. You
have succeeded.

Don’t be upset by an interruption or hitch in the use of your
props. Laugh at yourself, and your audience will accept you as
one of them. People are sometimes critical of the too-efficient
expert, but are friendly toward the person who doesn’t pretend to
know all the answers. A bit of humility, a sense of humor, a
spirit of camaraderie, these win your audience when aloofness,
superiority, and hauteur might build a wall between you and
them.

For the climax, give your strong conclusion just as you learned
it. Don’t add extra ideas or let your talk trail off into anticlimactic
or weak words.

Be prepared to talk to some of the audience after the program.
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Be patient, courteous, and gracious. These aftermath chats can be
trying, but it’s part of the show.

Do write a note to the program chairman. Write your report
to your supervisor. Then take time to analyze your presentation.
Jot down your opinion of the meeting and what you would do
differently next time. Next time? Yes, when you are in business,
public speaking may become an important part of your work,
particularly if you are a good speaker.

Professional and Scientific Meetings

Talks at professional and scientific meetings may be more
formal than those given to the general public. Frequently, scien-
tific papers are read. If slides or charts are used, these should be
large enough to be seen and the data should be selected to give
one idea or point. If you ever address a scientific or professional
meeting, make your paper or talk interesting and direct. See
that your presentation is well organized and well illustrated.

For added consideration, avoid a large stack of notes which
discourages the audience; try to memorize the opening and close,
even if you read the main section; show your enthusiasm for the
subject by facial expression and voice; and limit your talk to the
time allotted to you.

Sales Meeting

Sales meetings, small and large, play an important part in
many business organizations. Selling ideas, products, or promo-
tions may require the combined skills of many people and the
ingenuity and showmanship of a theatrical production.

If you can, attend several sales meetings in your company and
in other organizations to see the devices used to dramatize, impress,
and sell.

Women have great creative ability. If you are asked to partici-
pate in a sales meeting, use your woman’s initiative and originality
to prepare and present your part of the program. Your effective-
ness will depend on your knowledge of your subject, your en-
thusiasm for your work, and your ability to create a feeling of
confidence and enthusiasm in your audience. Never try to fool
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a salesman! Know what you have to say. Speak from experience
and make your message helpful.

The Purpose

Understand the purpose or objective of the sales meeting and
your part in it. Is the purpose to introduce a new product, to
explain a promotion plan, to inspire confidence, or to stimulate
greater sales effort? There may be a major objective with several
minor objectives.

Preparation

Get complete information about the audience, who they are,
how many there will be, and their positions in the company.

Get a clear picture of the entire program and the names of the
other speakers.

Understand your allotment of time and your position on the
program.

What is the physical setup of the meeting place? Is there a
stage, work space, etc.?

What is your specific assignment and what points are you to
develop?

Plan of Action

Decide on the specific point you wish to emphasize. Outline
your message.

Decide on the technique to dramatize your presentation. Find
out how the other speakers will dramatize their points so you will
not duplicate these methods. A good sales meeting should contain
a variety of kinds of showmanship, such as charts, playlets, slides,
puppet shows, contests, professional actors, famous people, and
demonstrations. It should include original stunts that attract at-
tention, make a lasting impression, and stimulate action.

Adapt your presentation to the spirit and tempo of the meeting.
Overdone dramatics at the wrong time are as bad as lifeless, weak
presentations.

Make a time schedule and a definite plan.

Rehearse, practice, and rehearse some more so that you use
no notes. You must be a real authority. Sometimes the whole
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program must be rehearsed so that the show is coordinated and
timed to the minute.

Check your props and be sure everything works as it should
and that nothing can go wrong at the last minute.

Your appearance, your voice, and your attitude can win or
lose your audience of salesmen. Adopt a friendly, cooperative, but
professional, approach. Do not brag or take undue credit. Your
success depends on your womanliness and your ability to gain the
respect of the audience. Never resort to off-color stories, crude
statements, or any lessening of your standards. Modern salesman-
ship is based on highly-developed techniques, not on burlesque or
slapstick. Your ability to speak well and to put across your point
will be a major test.

Your reward will be the satisfaction of a job well done. In
fact, the successful participation in a sales meeting may be one
of the most stimulating and satisfactory experiences of your work
in business.

Check your props . . .
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YOU as a beginner have thought in terms of your own work,
your ability to please your superiors, your skill in following in-
structions, and your judgment in getting help from the right
people. Did you ever think that in your first years in business
you may have the responsibility of hiring and training an assistant
who will look to you as a superior?

Many young girls do have to select or have a part in selecting
newer employees and in training and guiding these new workers.
As a comparative shopper, you might be placed in charge of one
or more girls in the same work. In secretarial work, you might be
asked to help select and train a file girl, stenographer, errand girl,
or stock girl to implement your effectiveness. In a research posi-
tion, you might be required to train someone to run routine
analyses or tests so as to relieve you of some of the mechanics
of your work. In many other positions, girls with only one or two
years’ experience might be called on to reorient their viewpoint
from that of one being led to that of one who must lead.

Whether or not you are required to assume this position of a
supervisor, it may help you to understand the full scope of your
present and future work if you give thought to what you would
and should do if you become an employer.

[ 205]
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Let us suppose that after two, three, or four years, your work
has shown such effective results that you become an employer as
well as an employee.

How good are you at judging people? One of the attributes of
a woman executive is the ability to pick capable assistants who will
work together as a team. When you are applying for a position,
you are testing your ability to sell your qualifications as an efficient
worker. When you are the employer hiring a worker, your ability
to choose the right person is a greater test because your choice
affects the profits of the company, the cooperative spirit of the
co-workers, and your success as an executive. If you fail to choose
wisely, you must assume the responsibility for your lack of judg-
ment. A poor choice is an injustice to the applicant, an expense
to the éompany, and trouble for yourself.

Do you need more help? Each employee must pay for herself
and make a profit for the company. Her expenses include not
only her salary and the use of equipment and supplies but also
the cost of time spent for supervision. Therefore, you as an em-
ployer must be sure that a new worker will increase the efficiency
of your department. This calls for an analysis of the job to be
done and a decision as to what kind of help will be most effective
in producing the desired results.

What kind of help do you need? Should you hire unskilled
or skilled help? Would the best unskilled help take over trouble-
some details and be more useful than poor skilled help that you
could hire at the same price? You may find that a skilled person
dislikes to do routine work, and that details of filing, typing re-
ports, clean-up, are neglected or cause irritation. But an un-
skilled person might take pride in organizing and executing
these tasks. Don’t fill your team with experts of the same caliber.
Someone must do the pesky jobs.

How efficient are the present members of your team? Before
you hire a new person, analyze your staff to be sure each one is
doing the kind of work for which she is best fitted. Often you
will find that someone has shown marked ability to do a kind of
work outside of the assignment given her. You can take advantage
of the new interests of your group by rearranging work schedules
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and assignments. Is there an opportunity to begin a new activity
or to enlarge an activity? Perhaps this is the time to discontinue
some activity once needed but no longer effective.

One of the tests of an executive is the ability to analyze the
work and workers in her department and the willingness to shift
work and workers in order to make a more effective team.

Should you promote some member of your staff and fill her
position or should you fill the top position? If there is an oppor-
tunity for promotion within the ranks, you will create a better
spirit of cooperation by filling top positions from your present
staff. Often someone who has been loyal and efficient within your
department will be challenged to do a better job in that higher
position than a newcomer with more experience. The loyalty of
the present worker and her familiarity with company policies are
telling assets. Promotions within the ranks build loyalty.

The reputation and efficiency of your department depend on
your evaluation of the present operation and employees and your
ability to adjust the work before deciding what new help is needed.

The following story illustrates the importance of getting the
right person to assure the right results. A father, busy with his
newspaper, was besieged by his small son to tell him a story. The
father, wishing to finish his paper, tore a map from it and cut it
into pieces. ‘“There, son,” he said, “see if you can put this map
of the world together.” To his surprise, the son soon showed

§ Someone must do the pesky jobs.
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him the map in perfect shape. When the father asked how he
had learned the map of the world, the little boy said, “Oh, I don’t
know the world, but I found a picture of a man on the other side.
I knew if I got the man right, I'd have the world right.”

Before you start to hire a new employee, write down the qualifi-
cations needed for the position.

1. Work to be done:

List major and minor work.
. Location of position:

Travel or not.
. Is the position permanent or temporary?
. Is there training on the job?
Are there opportunities for advancement?
. What inducements for security can you offer?
What prestige or professional advantage does the position offer?
. Education: Diploma. Type of degree. General. Vocational.
. Experience: Number of years. Kind.
. Personality:

A productive self-starter, with initiative.

A leader with ambition to make a career.

Socially adjusted.

Capable of meeting people.
11. Skills:

Writing, selling, etc.
12. Salary scale:
Other monetary considerations (hours, vacations, etc.).

13. When position is open:
Other specifications.

N
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When you have analyzed the position, you are ready to look
for the right person.

How Do You Contact Applicants?

College and university placement services are most effective
in contacting new graduates. Unfortunately, these services do not
always have records of former graduates with experience who
might be qualified for your position. It is well to have a personal
contact with the college placement personnel so that they are
acquainted with you and your requirements. Be sure to send
to them your specific requirement for the position. Perhaps, in
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a telephone call to the college, you can give added emphasis to
your needs.

When the college sends the qualifications of an applicant to
you, be sure to evaluate the facts in terms of your needs. A per-
sistent mention, in the records, of a weakness or a strength in an
applicant is indicative of a fact. If only one faculty member men-
tions a characteristic of the applicant, this may be due to the type
of the course or to the degree of compatability of the faculty
member and the student.

If you are not interested in the applications sent to you, return
them to the college at once. Give your specific reasons for not
wishing to consider these applicants.

When the position is filled, be sure to notify the colleges you
contacted. As an added measure to establish good understanding
between the colleges and your work, you should take time to
write the colleges about their graduates who have succeeded in
your department. _

Commercial personnel and employment services often spe-
cialize in applicants for certain types of work. High school princi-
pals and commercial teachers also may be able to suggest appli-
cants. Be sure to give a complete description of the position and
the requirements. You will find it pays to take time to know coun-
selors in one or two employment agencies so that they do not
bother you with applicants not qualified for the position. Em-
phasize essential requirements as compared to variables which you
would consider. An overzealous employment agency can cause
you wasted time and embarrassment in refusing applicants. A
good employment agency often can get you in touch with-a very
desirable applicant who might not be willing to confide to anyone
else the desire for a new position. Establish with the employment
service the question of who pays the fees. Usually the applicant
pays the fees. Sometimes, the company pays or divides the fees
when the applicant is hired.

Professional associations may operate a placement service or
may list notices of positions in publications. For positions requir-
ing specific professional skills, contacts with the special professional
association may be very satisfactory.
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Your staff members, others who work with you, and friends
may be effective in contacting applicants. There is always danger,
however, either of causing resentment if you fail to hire the person
recommended or of building a nucleus of trouble by having two
close friends in one department.

The company personnel service may hire all employees, may
screen them for your final decision, or may delegate to you the
hiring of persons for your department. A good way for you to learn
the techniques of interviewing is to work with those who are
trained in the personnel management. Whether this department
selects your employees or not, you can get help from them if they
understand your work and your requirements.

A newspaper advertisement may be effective in reaching a
person for a specialized position. Take time to write a specific
description of the work and the qualifications. It usually is best
to have applicants send their letters to a post office box number
or to a code number at the newspaper. This allows you to screen
the applications. Then you can send impersonal notices of dis-
interest or make inquiries before you ask an applicant to come
for an interview.

Policies and Practices

Never underestimate the importance of good public relations
when you interview an applicant for a position. Whether you hire
her or not, you can make a friend for the company.

If you wish to hire someone who is employed, how can you
proceed ethically? Should you contact her employer or ask the
applicant to notify her employer of the proposed change? This
depends on company policy and how well you know the appli-
cant’s employer. Some companies have mutual arrangements not
to pirate or raid the other companies without discussing the offer
with the department head under whom the person works. No one
likes to lose a good employee, but a good executive will not stand
in the way of a real opportunity for one of her helpers. Perhaps
you will have such an experience yourself. Then you will know
that if you cannot offer one of your girls a chance to advance, you
will win a friend by giving your blessing and good wishes for
success, even though it is with another company.

If you find the applicant’s employer is not willing to release



- v

Whethe,
YoU hire her
Or not, yo, can make o friend
1end for the
ompany,



212 The Young Woman in Business

her, you will have to decide which is more important, the good
will of the other company or the desired employee.

It is good public relations to be ethical in hiring personnel
away from another company, just as it is good public relations
to be ethical in all transactions with all applicants.

The Golden Rule of Interviewing

If you conduct every interview as if you were the applicant,
whether you have asked the applicant to come for an interview
or she comes without an appointment, you are being tested even
more than the applicant. You represent your company as well as
yourself.

Put the applicant at ease. Be sympathetic and try to help her
get into the right job. Be friendly. Give your entire attention to
the interview. Start the conversation with a general subject such
as her home town, her school, or mutual acquaintances.

Avoid trick questions or statements that will antagonize or
discomfort the applicant. Don’t try to test her skill.

If the applicant’s data sheet or application letter shows she
is not qualified for the position, explain why you cannot hire her.
If possible, suggest how she should contact employers who might
be interested in her qualifications. Be sympathetic and helpful.
Make a friend.

If the applicant’s data sheet indicates good qualifications, you
should proceed to find out as much as possible about her person-
ality and ability. This is a test of your judgment.

The cooperative spirit of your staff may be upset by adding
the wrong person. Personalities play such an important role in
teamwork that no skill or ability is so important as to be worth
jeopardizing the working-togetherness of your team.

An application letter or data sheet will show the applicant’s
education, training, and experience. The real test of your ability
to interview wisely comes in evaluating her personality in relation
to the personalities in your group.

Take time to visit with the applicant. Gain her respect and
confidence. Do not take notes during the interview. Later, you
may wish to rate her or write comments on her data sheet.
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The Importance of Personality

In the informal interview you should be able to judge whether
or not the applicant has good horse sense and can meet easily
people of her own age and older. Is she emotionally stable or does
she show nervous strain?

Her personal appearance should tell you a great deal about
how she will fit into your team. However, be careful to consider
the financial status of the girl and to recognize that her present
surroundings may not require the type of clothes she will need
in the new work.

Note the tone of voice, diction, choice of words, and general
use of English. What of her eyesight, hearing, her posture, skin,
weight, and other signs of good or ill health?

Judge her loyalty to her school and to her former employers.
Loyalty and enthusiasm are good traits for any employee. Bitter-
ness, disillusionment, discontent, and suspicion expressed in the
interview should be weighed to determine how much this reflects
a defect of character.

“What do you like to do?” This question should lead to a
discussion which will indicate whether the girl likes to be with
people or prefers to work alone. Take time to ask about her
experiences with organizations, her hobbies, and her outside in-
terests. Has she traveled? Can she type? Has she had experience
in sales work? Does she enjoy writing? Can she drive a car? Select
your questions so that the answers will indicate the abilities for
your special need.

By gentle questioning, you can get the applicant to talk about
herself and to express phases of her personality that are not shown
on her application sheet.

“What are your ambitions for a career?” “What are your plans
for the future?” These or similar questions must be asked in
order to lead into the next discussion. In hiring women, one of
your responsibilities is to determine the marital status of the ap-
plicant. If a girl is engaged or married, you have a right to discuss
how this will affect her work. Does she have dependents who will
restrict her work or prevent freedom to travel or do night work?
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Has she religious scruples against a type of work? These questions
require tact and a frank attitude so that the applicant understands
the reasons for your questions.

If possible, have members of your staff or someone who works
with you meet the applicant and have an informal chat when
you are not present. Perhaps they can show the girl something
of their work and give her a chance to ask questions about the work
and the company. This often gives you an opportunity to observe
how the new girl would fit into your team. It also gives your co-
workers a sense of responsibility in selecting some new person with
whom they will work.

If the applicant must work with both men and women, plan
to have her meet and chat with a man in the organization. Notice
how she meets and talks with this man. Is she shy? coy? bold?
or natural and at ease? Later ask the man his impression of the
applicant. Very often you will find that this masculine viewpoint
is a valuable check on your own estimate.

If the applicant looks promising, you may wish to ask her
to have luncheon with you and one of your co-workers. This is
an excellent occasion to judge social adjustment and general
culture.

Supplementary Information

Usually you will be required to have one of your superiors
interview the applicant before a final decision is made. Do put
the applicant at ease by praising this company officer and his or her
interest in the welfare of your department.

References from applicants may be investigated before or after
the interview. Sometimes, there are company policies about con-
tacting references before hiring an employee. Generally, a letter
is written similar to this form.

Miss ———— has applied for a position in the ———— depart-
ment of this company and has given your name as a reference.

The position includes (state type of work).

We should appreciate any information you can give us relative to
your opinion of the ability of the applicant to fill this position.

We assure you that any information you can give us will be strictly
confidential.
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The Offer of the Position

If you wish to offer the applicant the position, explain to her
the general policies of the company and determine whether she
seems willing to accept these policies. In other words, will she be
a loyal employee and will she be proud to work for the company?

Explain the hours of work, vacations, increases in pay, oppor-
tunities for advancement, and other factors not related to the work
itself. It is wise to see if the applicant will need help in finding
a place to live. And surely she will wish you to explain the expenses
incurred in the work and the allowances made for these expenses.

Some employers ask the applicant what salary she expects.
Other employers state the range of salary allowed for the position.
It is seldom wise to have an applicant accept a salary very much
lower than she expects or is receiving because this may prove a
point of dissatisfaction later. If you have set a fair salary for
the position, it is poor policy to take advantage of an applicant
by making a low offer. A scale of salaries based on skills, experi-
ence, responsibilities, and performance, without special exceptions,
is of paramount importance for a good team. Therefore, the new
employee must be offered a salary suitable for the position and
in balance with salaries paid for a similar kind of work in the
company.

The position may be offered at the time of the interview or
an indication given that the position will be offered within a
certain time, as a week or two weeks.

Many employers confirm the offer in writing and ask to have a
written acceptance. Very few business positions require a formal
contract.

Of course, if there is a delay in making a definite offer, notify
the applicant at the specified time and give the reason for the
delay. It is not fair to keep an applicant in suspense and possibly
cause her to miss a chance to secure another position.

Be sure to set a definite date for beginning work and state what
expenses will be paid. Usually, expenses incurred in moving to
a city are not paid by the company. For some positions an allow-
ance is made for basic expenses, if an employee must live in a
hotel while looking for permanent quarters.

Set the stage for a successful start in your department by making
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the new employee feel she is welcome. Let her know that you and
all the other members of the group are looking forward to having
her on your winning team.

You, the beginner of today, may be the employer of a not-too-
distant tomorrow. As an employer or as a trainer and leader
of other people you will find that all the advice and guidance which
you have received will take on new meaning. You will be on your
way up the ladder to a position as the young woman executive in
business.



CHAPTER 15
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WHERE are you going? Do you want to succeed in your
chosen work and climb to an important position as a specialist in
your field or to an executive position?

Some people claim that women in business lack ambition to
succeed because their goal is marriage rather than professional
achievement. A look at the records shows, however, that we are
living in an era of expanding opportunity for women in many
fields of business where marriage does not interfere with their
business careers. Records of business women show that success in
business often makes a more successful marriage, whether the
woman continues her work or not.

So, where are you going in your business career? Have you set
a goal? Are you ambitious to prove your ability to succeed? Do
you take pride in your accomplishments and welcome each op-
portunity to test your prowess? Are you willing to give more in
time, thought, and effort than you are paid for? Unless you hon-
estly can answer these questons with “yes,” you are probably one
of the many young women who wishfully hopes for success but
does nothing to gain it.

Should you stay with your company or seek a new position?
First, analyze your attitude, your ability, and your accomplish-
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ments. Then, weigh your opportunity for advancement with your
company. If you are drifting along in a routine position with no
opportunity to step into a more responsible one, perhaps you
should look elsewhere. Analyze yourself critically. What is your
objective? How far are you from your goal? How can you reach
that prized position?

To stay in one position too long may deaden your initiative.
A person who takes a new position that is more challenging and
requires more skill and more initiative is respected for her am-
bition to mount the ladder of success. But be sure you have made
the most of your present opportunity before you consider a change.
One who flits from job to job may receive rightly the reputation of
a restless visionary who isn’t willing to master difficulties or over-
come hardships. When you find your work has become routine,
with no opportunity to advance, perhaps that is the time for you
to make a decision to change positions, even though you have no
new position in sight.

Do you need more schooling in your specialization or in some
related field that seems more interesting to you? It takes courage
to stop, look, and listen to your good judgment. Few people reach
success without will power to make sacrifices and to concentrate on
the necessary preparation for a top position.

If you aim for an executive position, are you willing to assume
the responsibility and to stand the pressure that comes with such
a position? More money looks enticing, but you will be expected
to earn it. Do you want the prestige of being head or supervisor
of a department? When you assume leadership of one or more
people, you must have the qualifications of a leader. Do you hope
for security? The more responsibility you have, the greater is the
test of your ability to hold the position. There is no security unless
you earn it. Do you want happiness and the satisfaction of a job

- well done? This is probably the most powerful reason for wishing
to succeed in your work. With such a reason, the trials, problems,
and pressures become a challenge, not a hardship.

More money, more prestige, more security, more happiness and
satisfaction, these are reasons for seeking a new position. Unless
the change results in more happiness and satisfaction, you will
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not have gained the position that gives you real opportunity to
develop your best abilities for a business career.

Are there barriers that prevent you, a woman, from advancing
to an executive position? Women are in executive positions in
almost every field. These positions may include direction of the
work of a few people or of many people. Your ability to succeed,
your determination, and your breadth of vision will override
barriers. There are not enough qualified women for top positions.
That is a challenge to you.

The Woman Executive

As an executive you must be able to select, train, and lead
those who come under your direction. You must inspire loyalty
in those in subordinate positions and earn the respect of top man-
agement. This requires many qualities that must be fostered and
developed. These qualities include the ability to look ahead, to
make a plan, to weigh values, and to set up the necessary machinery
to carry out the plan.

You will need to further the habit of clear thinking, concen-
tration, and persistence. This is essential in one who directs a
department or a program of work. Women tend to be emotional
and unpredictable in time of emergency and stress. Remember
that emotional conflicts sap the energy that should be directed to
productive work. As a business executive, you can’t afford to give
way to tears, nerves, or other signs of feminine weakness. You
must be dependable. You must be able to differentiate between
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essentials and nonessentials. With good judgment and calm
analysis of situations you can build confidence in your staff.
Most executives have their moments of indecision. But when you
must lead, you must get the best advice possible, then have the
courage to decide on the course to take, and inspire your staff to
accept that decision and to work for a successful accomplishment
of the objective.

The Importance of Time

Time is the essence of business. Time schedules, timecards,
timed plans, and timed work are part of most business positions.
The higher the position, the more important is the ability to
analyze a situation quickly and to make a sound decision in time
to put the plan into profitable action.

Some women resent this pressure of working against time.
They spend their energies fighting the idea, rather than organizing
their work to comply with the demands. Don’t get into the habit
of telling everyone how busy, how overworked, and how tired
you are. Too many women develop this boring habit. They try
to impress everyone with their own importance by a recital of
pressing work. The woman who is too busy to relax and do some
constructive thinking is either a poor organizer or she is too
egotistical to delegate authority.

As a new executive, you can learn from those who have already
succeeded. They have discovered that it pays to take time to think,
to plan, and to organize. Time is important. Pressure is great.
But never become too busy to think.

Ideas Pay Dividends

To be a leader in business you must be creative, original, and
productive of ideas. You must have vision to foresee future needs
and to project a plan to meet the situation.

Are you willing to work on the suggestions of others or do you
like to take a problem and work out the solution?

When you are an executive you must not only originate ideas
but you must be open-minded to the ideas of others. Accept each
suggestion with the hope it will work. Avoid preconceived deci-
sions. Try the it-can-be-done approach. Weigh all sides of the
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question before you reject the idea. Many famously successful
ideas were laughed at by the public until some wise person gave
the originator an opportunity to prove the idea was sound.

As an executive, you are expected to toss out ideas to your
staff, to suggest, to encourage, and to guide. If the plan does not
succeed, accept the responsibility for either an unsound idea or
poor judgment in directing the action. If the idea does develop
into a worth-while action, promotion, or plan, give the credit
to those who made the idea succeed. Your stature as an executive
depends on the success of your staff. You actually gain in prestige
as you build up the efficiency of your staff and publicize their
successes.

Another feature of ideas is that they must be put to work to
be successful. It is not enough to have ideas. You must have the
know how to put these ideas to work for the good of the company.

Enthusiasm and Loyalty

If you are happy in your work, you are more apt to succeed.
Enthusiasm for your work and loyalty to your company smooth
the way for your advancement.

A maturity of judgment to understand company policies will
help you interpret these policies to your staff so that each will
accept the edict with enthusiasm and loyalty. If you set an example
of loyalty, you can demand loyalty of those who work under your
direction.

Your enthusiasm and interest in your work will give you an
inner drive that will carry you over the rough spots. Self-pity,
emotional reactions, hurt feelings, sensitivity to slights, and petty
actions have no place in the busy life of a woman executive. Good
health and enthusiastic participation in the work to be done mini-
mize the troublesome annoyances that can grow to overshadow
the really worth-while objectives of your work. Enthusiasm and
loyalty will keynote happiness for you.

Knowledge

If you would advance to a responsible position in business,
you must have not only technical or specialized knowledge but also
diversified knowledge. Then you will understand the many phases
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of work which must be coordinated to make a company successful.
This means that you must continue to study and advance in your
specialization. Take advantage of every opportunity to become
informed in related fields. That will give you the ability to coordi-
nate your work with the objectives of your company.

Develop your skill to read fast and pick the meat from the
many publications, reports, and other printed matter that relate
to your business or business in general. Train yourself to retain
facts and to sort and sift the mass of information into significant
knowledge as against insignificant chatter.

Organizational Ability

When you first entered business, no doubt you often ques-
tioned a rule or policy and thought you could make a better
decision. As you advance to an executive position, you begin to
realize how carefree were your first days and how your problems
have increased with your responsibilities.

Can you set up a project or plan, analyze the needs, and or-
ganize the steps necessary for completion of the plan? Many people
who are successful in a field of work cannot direct the work of
others. There’s a difference between a skilled technician and a
skilled leader, and between a leader and a driver. The leader
inspires the workers and gains their respect so that they work
willingly and are happy in their work. The driver overlooks the
importance of good human relations and considers that the result
justifies the method of getting the job done.

Organizational ability requires an understanding of human
nature as well as an analytical
mind to sift important objectives
from unimportant details. Do
you like to work with people, to
teach, to guide, to lead? Can you
recognize latent ability and plan
work to bring out and develop
the talents of your staff? These
traits are essential in any execu-
tive position.

And there is a difference between a
leader and a driver.
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Human Relations

Human relations become a Number One problem to anyone
who directs the work of others. You must decide what qualities
will make you respected as a good leader as against the easy-going
good fellow or the fair weather friend.

A study of case histories reveals that the cause of failure in an
executive position is more often due to the inability to handle
people than the inability to handle the technical and special skills
of the job.

The leader must set an example for her staff. She must inspire
confidence and earn respect and loyalty.

Square-dealing is essential in a leader. If your staff knows you
are honest, you are interested in their welfare, you give credit for
good work, you try to correct errors by private rather than public
criticism, and you judge each person on merit rather than fa-
voritism, then you will gain the willing cooperation of each person.
You will be able to depend on each one whether you are there to
supervise or not.

If you are a good leader, you will delegate authority and
responsibility for certain work to each member of your staff. Talk
over problems with them and listen to their suggestions. Perhaps
the desire to show appreciation for your confidence and trust in
them will be an incentive to greater effort and greater success in
their work.

Your good judgment will be required to decide when to say
no to a plan or idea. Can you explain why this is necessary? Can
you give a counter-suggestion that is more promising?

If you are an executive, you must assume the responsibility for
the work of your staff. You must take the blame and accept the
criticism of management. If you have misjudged a person’s
ability or failed to train her sufficiently for her work, you must be
willing to accept the blame. Admit your error. Analyze the cause
of the failure and take the necessary precautions to avoid a repe-
tition.

If you are responsible for the work of others, you can lessen
the chance of misunderstandings and confusion by making clear-
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cut requests and assignments. Discuss the plan with the workers.
Be sure the problem is understood.

If you must correct or discipline someone on your staff, take
time to have a conference in private so that you and the employee
are able to discuss both sides of the problem. Never attempt to
discipline anyone when you are angry. Start the interview with
a statement of the good features of the work so that the employee
is prepared to accept your criticism of the faults or weaknesses.
Be firm but fair in your discussion so that the employee under-
stands what is expected in the future. Every disciplinary measure
should help, not break, either the individual’s spirit or respect for
you.

Self-control in time of stress, humility for honors received, and
appreciation of the ability of others will make your work with
men and women more effective and will win for you the respect of
management, your co-workers, and those on your staff.

Keep Growing

Competition in business is so great that no one dares to rest
on present accomplishments. If you would advance in your
chosen work, you should widen your interests and your apprecia-
tion of skill in many fields. Women tend to limit their circle of
friends, their scope of reading, and their attendance at lectures
and meetings outside their field.

Too often, women do not consult specialists who can be of
great help. These specialists may demand a high fee for a special
short-term job, and women are apt to consider the size of the fee
rather than the worth of the service. The experienced executive is
able to evaluate the worth of specialized service and to put the
service to work to accomplish
the objective. It pays to be
open-minded to the advice,
service, and help of the ex-
perts. Your growth in your
work depends on your ability
to make the most of every op-

Every disciplinary measure should help,
not break, her spirit or respect for you.
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portunity to improve the effectiveness of your work and the work
of your staff.

If you would advance in your work, take an inventory of your-
self! Are you using all of your ability or are you giving just a
half-hearted performance? Do you need more training under
an expert? Do you have maturity of judgment or do you rely
on your femininity to carry you ahead?

You may overrate yourself or you may be a severe critic, but
if you would advance to a more responsible position, be honest
in your self-analysis. You are the only person who can decide
what you are and what you must do to improve your rating. '

Where are you going? The answer is yours. Neither chance
nor luck will decide. You can advance if you accept the challenge.
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THE first pay check is one of the thrilling experiences of your
life. Your money! The freedom to choose how you will spend
that money gives you confidence that you are launched on a career.
You are a business woman.

Your money! Yours to spend! You can buy the hat or purse
or shoes you have dreamed about. But will you? You may find
that the money you worked for takes on a new value. You may be
content with the knowledge that you can buy frills and extras if
you so desire. You have the freedom of choice. You can make
the decision as to how you will spend and how you will save.

During the first year of earning your own living, the idea of
independence looms large in your thinking. There also begins
to grow a desire for security and, with it, the thought of savings.
Most women have an inherent desire for security.

Security depends on many factors — spiritual and physical
health, good friends, and, of course, adequate finances for today’s
and tomorrow’s needs. '

It has been said that “security is a state of mind.” We might
add that in this, the state of the pocketbook plays a telling role.

Perhaps you have had little experience in money management
and therefore, the thought of building financial security for to-

[226]
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morrow is a bit appalling. Many women claim little knowledge
of money affairs, real estate, stocks, bonds, and other types of
investments and savings. But there are many others who have built
up their financial safety by wisely budgeting their spending to
cover both today’s needs and tomorrow’s security.

The Budget

What do you get for your money? What do you want to get?
Do you ever have the alarming thought that you must have lost
ten dollars because you can’t imagine where it went?

Let’s think of a budget as your method of spending your own
money in the way that gives you the greatest satisfaction. Your
budget can be very simple or very detailed, according to your
wishes. You’ll need records in order to make out your income
tax, so why not look over the many budget books at the bookstore
and select one that appeals to you? Each day put down what
you spend. Keep this record for a month or so. At the end of
that time, examine your record to see if you are happy with the
value you received for the money you spent. Then is the time
to try planned spending by setting up the ideal sum you want
to or must spend for each basic item. These include rent, food,
clothing, doctor and dentist, gifts, transportation, recreation, in-
come tax, social security, savings, etc.

A budget is simply a chart of what money you are sure you
will receive (salary plus other resources) and what money you
are sure you must spend for your living needs. The difference,
large or small, is what you can plan to save or to spend for the
extra things most important to you.

For the sake of your peace of mind, you’ll want to set up a
fund for savings against emergencies, illness, vacations, and future
security.

Don’t be discouraged if that
first allocation of your salary
doesn’t work out. You may want
to make several changes in your
plan of spending during the year,
but you have made a start in
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A budget is a chart of what you
will receive and what you must spend.
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a businesslike manner. Your records of spending will show what
you got for your money and suggest what you can do to get more
for your money.

Sample Form for Budget

Month:
Income:

(1) Salary: (what is left to spend)
Other:
Total: (amount you have to spend)

(Consider take-home pay only. This is your salary after deductions for in-
come tax and social security.)

Expenditures: (essential expenses and planned spending)
(2) Rent:
Food:
Transportation:
Clothing:
Church and Charity:

(The costs of these items are fairly well established and can be watched
closely.)

(3) Health:
Entertainment:
(Doctor, dentist, drug and beauty supplies — expenditures for these items

can seldom be determined in advance. Provision should be made for them
by setting aside a reserve fund.)

(4) Miscellaneous:
(Watch this column. If you spend too much on miscellaneous perhaps you
should divide this heading so you can see what is essential and what is
nonessential.)

() Savings:

(As your income increases, your savings should increase. At first, food and
rent take the lion’s share of your pay check. It will be a temptation to
spend more on rent and clothing as your salary increases and to drift
along with little or no addition to that security fund. But the older you
grow the more you will realize the importance of having money at work
for you. It is fun to receive interest on your savings rather than to pay
interest to someone else for the use of borrowed money.)

You’'ll want to set up your budget so as to make daily entries
and get totals for the month. If you take a few minutes each
evening to keep that record up to date, you’ll know how well you
are living within your budget.

If you make a game out of this record-keeping and test your
ability to set a goal and reach it, you’ll find a budget doesn’t take
the fun out of spending, after all.

You'll get more for your money by thinking ahead when you

are away from temptation. And you’ll consider every impulse to
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spend when you know what the expense will do to your financial
plan.

Would you rather have that expensive hat than more money
for your vacation?

When you set up a goal or purpose for your spending, you’ll
learn to think through what you want. You’ll live within your
income and have a sense of security in that small reserve tucked
away in the savings account or the insurance policy. A budget is
good experience, too, for later business and family life when vital
records, long-range plans, and a cushion fund become more impor-
tant and real.

Filing System

Start some kind of a filing system for important papers. This
can be a shoe box or a set of envelopes bound into a file. Or you
can purchase a simple file folder which will make it easy to keep
your papers shipshape. Keep receipted bills, canceled checks,
the record of your social security number, insurance policies,
storage ticket (for winter coat), rent contract, birth certificate, etc.

If you do not have your birth certificate, ask your parents to
get it or write to the County Recorder at the court house in the
county of your birth for information about getting your certificate.
This may become a vital statistic in proving citizenship, age, etc.
You may need it when you haven’t the time to hunt for it or when
your parents are no longer able to give the necessary information.

Safe-Deposit Box

If you have bonds, stock, insurance papers, and other impor-
tant records, perhaps you should investigate the rental of a safe-
deposit box at your bank. The cost of such protection is low for
the security it gives you. And you won'’t have to worry about the
loss of your most valuable papers through fire or theft. As a
business woman, you should learn to use business methods for
your personal affairs, just as you do for your business affairs.

Bank Account

One of the problems of the beginner is the decision as to the
best way to pay bills and to keep money available without danger
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of losing it or having it stolen. Your first thought will be to open
a bank account. Be sure to select a bank that has government
protection on deposits. Investigate the required balance and the
service charge at different banks. Ask, also, about the check-
writing plan by which a definite charge is made per check. Then
see if you can limit your checks to the minimum so as to use the
fee-per-check service which is a low-cost plan. Inquire, too, about
the plan by which a checkbook of a specified number of checks
may be purchased for a specified sum which pays the service charge.
This is a popular plan with many young women.

Perhaps you will find that a cash basis is the best. You could
use a safe-deposit box for extra cash and pay out-of-town bills by
a cashier’s check or draft from the bank, or by a money order
obtained from the post office. If you pay in cash, be sure to keep
the receipted bills.

If you decide on a checking account, a teller in the new-account
department of your local bank will aid you in starting one. You’'ll
be asked to fill out an identification card and give references. Fill
out a deposit slip as directed on the forms and take your money and
the slip to a teller’s window where deposits are handled. The
teller will record your deposit in a pass book and give you a check-
book. If ever you do not have your pass book with you when you
deposit money, always make out a duplicate deposit slip to keep
for your record.

You can send your money to the bank if you are paid by check.
Write on the back of the check your signature and “For deposit
only at (name of bank).” Fill out duplicate deposit slips and
mail them with your check to the bank. The bank will return one
to you for your record of the deposit. However, most banks have
special forms for mail service which they supply upon request.

Use a checkbook correctly. Be sure each check is made out
correctly and each stub is filled in at once. Avoid writing a check
for less than $1.00 In order to be certain of your exact balance at
all times, deduct each withdrawal from your deposit. Do not
overdraw your account. The bank will likely refuse payment
of the check and make a charge for doing so.

If you lose a check made out by someone else, notify that
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person. If one of your own checks is lost, notify the bank to stop
payment on that check, then issue a duplicate. The original can
be endorsed and cashed by the wrong person only by forging the
signature, of course, and would not be honored by your bank when
presented against your account.

When you receive a check, do not endorse it until you are at
the office where you can cash it. Then write your name (in ink) on
the back just as it appears on the face of the check.

Ask to have your canceled checks mailed to you each month.
Then take time to compare each check with its stub, where you
have recorded the amount and the name of the receiver.

Be sure your book balance agrees with the bank’s statement of
your balance. Are any checks still out? Did you deduct the bank’s
service charge from your balance? If, after rechecking your
figures, your balance does not agree with the bank statement,
go to the bank and ask for the bookkeeping department. Some-
one there will recheck your balance with the bank records.

Sending Money

Of course, you wouldn’t risk sending currency in a letter. It
is far from safe and you have no receipt or proof of your payment.

If you have a bank account, you can send a personal check out
of town. But there may be a delay in the out-of-town bank honor-
ing your check until it is advised by your bank that you have on
deposit sufficient funds to cover the specified amount. If time
is important, you can have your bank certify the check by having
stamped across it a guarantee of payment. When this is done, the
bank in effect withdraws the amount of the check from your
account and holds it until payment is demanded. There is a
charge for their service.

If you do not have a bank account, you can give the cash to
a bank and ask to have a cashier’s check or bank draft drawn for
the sum and made payable to the receiver. There is a small charge
for this service. The canceled check is returned to the bank, not
to you.

A postal money order is another safe way to send money. At
a post office you can fill out an application blank stating the name
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of the receiver, the address, and the sum of money. The postal
clerk will make out the money order for you; you keep the receipt
and send the money order. There is a small charge, and these
orders are limited to a maximum of $100.00. If the order is lost,
you may have a duplicate made out by presenting your receipt at
the post office. The receiver may endorse and cash the postal
money order at his post office, or in most cities at his bank, if he
wishes.

The fastest way to send money is by telegraph. You may go
to a telegraph office, make out the money order form stating
the sum of money, the name and address of the receiver, and your
name and address. The fee for this service at the telegraph office
is higher than for any other form of sending money, and you must
pay also for a telegram to the receiver. The receiver must take
the telegram and proper identification to the telegraph office to
collect the money. This service is fast and effective in time of
emergency.

Credit

Charge accounts, installment buying, and borrowing money are
types of credit which you may establish if you understand that
you are using someone’s money and must pay for this service.

When you pay cash for your purchases, you can shop around
and get the best buy. You are apt to weigh the real need, too,
when you take money out of your purse to buy goods. Cash trans-
actions allow you to determine at a glance your balance or cash
reserve.

If you establish a charge account, you must give references
from stores where you have had credit formerly, your place of
empioyment, your bank, and, perhaps, someone who has an ac-
count at the store. The advantages of a charge account include:
the establishment of your credit rating in an inter-store credit
system; easier return of goods; less need of carrying a large amount
of cash; and better service in terms of advance notice of sales.

If a charge account leads you to unwise buying, it is a costly
service. A large monthly bill may prove that cash-and-carry is a
safer system.
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Installment buying has become an accepted method of spread-
ing the payment of a large purchase over several months. This
may be a Deferred Payment Plan, Budget Plan, Thrift Plan, etc.

Whatever the plan, read the contract before you sign it. Know
how much this credit is costing you. Figure out how much you
must pay for each dollar of credit you receive. Take time to read
the entire contract. You can be sure the merchant reads every
contract he signs. Beware of any seller who tries to rush you into
signing before you have time to study the contract. If you question
the charge that is asked for the deferred payment, shop around
and find out what another store charges for a similar service.

Is it worth the extra cost? Will this debt make you save money
to pay up the bill? Will the article you buy be worn out before
it is paid for? Remember when you sign a promise-to-pay contract,
you are taking a bite out of your future pay checks. If you must
buy something on an installment plan, make as large a down
payment as possible and pay up the debt quickly to save extra
interest payments.

There may come a time when you have to borrow money.
Most business is run on some borrowed money. But the borrower
must weigh the profit made on the money or the need for the
money against the price paid for use of the money.

If you must borrow money, be sure to go to a legitimate lender
such as your company’s credit
union, an employee’s loan associa-
tion, a bank, a legalized loan com-
pany, or your insurance company.

There are state laws which limit
the rate of interest charged on
personal loans. But there may be
considerable difference in interest
rates among different lending or-
ganizations.

Usually, the company credit
union gives the employees the
benefit of cooperative financing.
Thus the rate in some cases may
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be lower by comparison than the rates on outside borrowing. Ad-
ditionally, of course, you may be able to set up some special
repayment arrangements if necessary. A bank may charge 6 to
109, interest and require some security. Commercial loan com-
panies charge up to 3%, or more each month on the unpaid bal-
ance. At 39, the rate amounts to a theoretical 369, a year! If you
have a life insurance policy, you may be able to borrow a specified
amount against your policy, and the rate of interest is worth your
investigation.

If you do borrow money, be sure the need is important enough
to pay a premium for the use of the borrowed money. Know
exactly how much this money costs you, the penalty for failure to
make regular return payments, and the state laws governing the
lending company’s operation.

Is it worth that much to you? Can you afford to borrow?
Wouldn’t it be better business to start a savings account so you’ll
have an emergency fund to use? Then you can borrow money
from yourself and pay it back into your savings account at the
same rate of interest you'd be required to pay a loan company.
Try it. You’ll see that it is hard to pay interest on borrowed
money, but that it is better to pay yourself than someone else.

Save To Spend

If you think of savings as saving to spend, you’ll have more
fun tucking a bit away each payday. Saving for the sake of hoard-
ing doesn’t appeal to most of us. Saving for future spending may
mean next month, next year, or in twenty years, but you have a
purpose for putting money aside which makes it easier to save.

If you are a good saver, you may be able to put aside 10 to
159, of your pay check. If you have heavy financial responsibilities
or if you have weak will power when it comes to passing up the
spur-of-the-moment impulse to spend, your savings may be too
small for that vacation, insurance policy, dental bill, or long-range
savings plan.

Not tomorrow but today, start to save for a definite purpose.
If you really want something, you’ll find it is easier to save to
satisfy that want.

Let’s say, then, that 85 to 909, of your today’s earnings go for
today’s living. That leaves 10 to 159, for savings and investment.



Financial Security Iy Good Business 235

You’ll find that the safe and sure savings systems pay low interest
rates. These are postal savings, savings accounts, and government
bonds. Good quality corporate bonds likewise pay low rates of
interest. However, there are available today common stocks of
many financially strong companies that pay dividends to yield 5
to 69,. Such stocks are considered reasonably sound investments,
while being subject to day-to-day fluctuations in market price.
Any stock or bond that pays a phenomenally high interest rate
is generally subject to greater market risks (which you must be
prepared to take if you invest your savings in an attempt to follow
a get-rich-quick plan).

Whether you save a small or large amount, you should deter-
mine how your money can work best for you to return the most
with the security you must have.

Income Tax

“In this world, nothing is certain but death and taxes.” So
wrote Benjamin Franklin. It is true that everyone who earns
money or spends it pays some form of tax.

Probably your very first pay check will be whittled down by
a payment on your income tax as well as on your social security.
The one is forced investment in this country, the other is forced
investment in your future security.

In most business positions your company is authorized by the
government to take a predetermined amount from each employee’s
pay check to pay for these two forms of security.

The rate or percentage of your salary that goes into income tax
changes in accordance with the terms of the tax laws passed by
Congress. You should know the current law so that you pay your
share but no more. For beginning salaries, the tax return form
is very simple. If you have outside sources of income, the tax
form becomes more complicated.

It pays to consult a tax expert in

your company or at the tax collector’s
office if there is any doubt about filing
your income tax return. It is foolish
to overpay, but there is a penalty for
underpayment.

It pays to consult a tax ex-
pert if there is any doubt . . .
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Social Security

Federal Old-Age and Survivors Insurance benefits are known
as Social Security. In most kinds of work in business, you will
come under this savings plan. Deductions will be made from your
salary at a prescribed rate. You can get a copy of this act and the
benefits to which you will be entitled from your company’s payroll
department or by writing to the Social Security Office in your city.

When you start to work you will be required to register for
Social Security and you will receive an identification card and
number. Keep the card and write your number in your record
book. You must use this number in reporting your income tax
and for reference in making any future employment contracts.

Social Security is a government-controlled savings plan by
which the employer and each employee contribute an equal per-
centage based on the individual’s salary up to $3,600 a year. The
employee generally pays his share through periodic payroll de-
ductions. The original bill provided 1149, deductions through
1953, with slight increases possible later.

These benefits are of two kinds, retirement benefits and sur-
vivor benefits. The retirement benefits represent a monthly pay-
ment or annuity to you at the age of sixty-five. Your benefits at
that time will depend on several factors, such as, rates of contri-
bution, length of employment, etc. However, this monthly in-
surance payment is likely to be a relatively small sum which will
help, but not satisfy, your desire for security upon retirement.

Pension

If you continue to work to retirement age, you may be en-
titled to another form of security — the company pension. More
and more, current thinking seems to be that some form of payment
to the worker who is retired at a certain age is part of the normal
cost of business. The various types of this deferred compensation,
to provide protection in old age, are the pension, the sharing of
profits, stock bonuses, or insurance, according to the policy of the
company. These benefits which private industry grants to em-
ployees may be provided entirely by the company or cooperatively
by company and employees.
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Looking Ahead

It may be that even if you receive the maximum social security
benefits and a liberal company pension, the combined sum will not
be adequate enough to make you economically independent at
the time of retirement. It therefore becomes important to consider
a program which can make your retirement income adequate for
your needs.

Perhaps the thought of retirement at age sixty-five seems too
remote for consideration. But the years fly by, and few of us can
foresee what lies ahead.

Whether you save to spend or save for old-age security, it is
never too early to set up a plan for spending and a plan for a nest

€gg.

Savings Account

Your budget is your plan for spending and saving your take
home pay. Whatever your pay check, you'll feel more secure and
more like a business woman if you have a savings account and
deposit a definite sum in the account each payday. It will be fun
to see your savings grow.

If your company has an Employees Credit Union, you may find
this the most convenient place to open an account, or you may
want to go to the same bank where you have a checking account
and safe-deposit box.

Go to the savings account window and ask to open an account.
You will be given a signature card to fill out as in the case of a
checking account. Be sure to use the same signature for all records.
Avoid nicknames. Fill out a deposit slip for savings and hand this
with your money to the person at the savings account window.
Have the amount recorded in your pass book or bank book. Take
your pass book with you every time you make a deposit or with-
drawal.

Most banks do not require an advance notice for a withdrawal,
as a matter of practice, although they can legally do so. Just make
out a savings withdrawal slip and hand this into the savings
window with your pass book.

Be sure you know what interest you will receive and when this
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will be recorded in your pass book. The rate of interest on a
savings account is low, 114 to 29,, but most banks insure indi-
vidual deposits up to a maximum of $10,000, through an agency
of the federal government. You may deposit as little as a dollar
at a time or as much as you can spare from current spending.
This makes a saving account a made-to-order way for you to
build up a comfortable reserve.

U.S. Government Bonds

Your company may have a salary deduction plan by which you
sign an agreement to have a certain amount deducted from each
paycheck and applied toward the purchase of government savings
bonds. You designate the amount of the deduction and the size of
the bond you wish to buy. This is a rather painless way to save
because you can designate the amount to be withheld and you
don’t have the chance to spend it.

Government savings bonds may be purchased also at any bank
or post office and you can redeem them without notice. They are
the safest kind of investment, but the interest rate is low. If you
cash a bond before the maturity date you do not get the full rate of
interest. The E bond is the most popular bond for the small
investor. This pays 39, interest if the bond is carried until matur-
ity in 924 years. You need not pay any tax on income from these
bonds until you cash them or until you redeem them at maturity.

Keep a record of each bond by number, maturity value, and the
date at which it matures. Keep your bonds in your safe-deposit
box. If you should lose a bond, ask at the bond department in
your company, a bank, or a post office for instructions on filling
out the required report to recover the value of the bond or to
secure a substitute bond.

Insurance

Insurance is a plan by which a large number of people pool
their money for mutual protection against various risks and
contingencies. The loss suffered by one person will be spread
over the entire group. The cost of any type of insurance is figured
mathematically on the probable risk involved, and rates are fairly
uniform in different companies for the same type of insurance.
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As a beginner, get advice from an experienced person on the
best insurance companies. You may wish to talk to representatives
of two or three companies before finally deciding upon an in-
surance plan that suits your needs.

Don’t overbuy insurance, but get the protection and planned
investment that is best for you.

Property Protection Insurance

You may want protection against property loss by fire and theft.
The rate on fire insurance is determined by location and the
amount of protection needed. Consider the value of your clothes
and other belongings to see if you can afford to risk destruction
of them without protection. You may want to insure a fur coat
or rings against theft and, if you travel much, you may need
additional protection against loss of baggage and other property.

Accident and Health Insurance

You may decide to buy group insurance in your company or
you may prefer to buy accident and health insurance from a com-
pany which specializes in this type of policy.

Read the policy before you sign the agreement and know what
the penalty is for nonpayment of premiums.

Fire, theft, and accident and health insurance usually is sold
at a rather low rate. This may tempt you to buy more than you
can afford unless you study your budget and determine the amount
of money you can spend for this kind of protection.

Protection and Investment Insurance

When your budget is in good working order and you begin
to see the pattern of your financial affairs, it’s time to consider
what kind of personal insurance you need and what you can afford.

Now’s the time to talk to a representative of a reliable in-
surance company to help you decide what you should buy. Don’t
let the insurance lingo confuse you. Different companies may have
slightly different clauses or modifications in their policies but,
actually, there are just five major types of life insurance.

Do you want protection or investment? If you have depend-
ents, you will want the insurance that leaves money for them in
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case of your death. This is a protection. While you are working
you may find you can afford to buy a policy that will pay you
cash later in your life. This is an investment.

In the case of life policies, the younger you are when you take
out the insurance, the lower the rate for the service.

Here is a condensed summary of the five kinds of life insurance
showing which kind gives the most protection and which has more
investment value:

Term Insurance is protection for others because a cash pay-
ment is made in case of your death within the term. The term may
be one, five, ten, or even twenty years during a period of stress or
special responsibility to dependents. This policy does not have
savings or investment features but at the end of the term you can
convert or change to another kind of insurance. The rate remains
the same during the term of the policy, but if you renew it, the
new rate is based on your increased age. This term insurance
seldom builds up a loan or cash value. Therefore, this is a pro-
tection insurance, not an investment policy. The cost of this in-
surance is generally cheaper than other kinds which provide some
investment benefits and cash surrender values.

Ordinary Life Insurance (straight insurance) is protection for
the person you designate to receive the face value of the policy
in case of your death. This is protection for a lifetime rather than
for a limited period. The premiums must be paid as long as you
live. The rate is low and the younger you are when you buy
the policy, the lower the rate. This type of insurance builds up
a cash value and you may borrow a certain amount against the
policy, according to a table of values.

Limited Payment Insurance has protection and investment
value. This insurance allows you to pay higher rates for your life
insurance during your productive years to pay up the entire cost.
Then you have this protection for your lifetime without further
payments. The face value of the policy is payable only at your
death. The cash value of this policy is larger because the premiums
are higher.

Endowment Insurance is very popular for business women
because this is a form of savings and investment. The 20-year
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policy is favored because the rate is reasonable and a 20-year
period for making payments goes quickly when you are working.

If you decide to buy an endowment policy you can select the
sum you wish to have after a certain period, say 20 or 30 years. The
larger the sum and the shorter the period for payments, the higher
is each premium. The older you are, the higher is the rate for each
premium, too. If you are just beginning to work, inquire into
an endowment policy to see if this isn’t a good way to help you
save.

When the endowment policy is due, you can take the sur-
render value as cash or as a guaranteed life income, or you can
leave it with the company on interest. Read the clauses in the
policy that list the choice of settlements, but you don’t have to
decide on the plan until the policy is paid up.

A Life Annuity is another popular investment policy for a
business woman. In this plan you pay a lump sum or regular pay-
ments to be invested by the insurance company for a certain num-
ber of years so that at a designated age you will receive an income
for life. An annuity policy is popular because it provides an
assured income after retirement.

You may decide you must carry protection insurance (term or
life) while you have dependents, then convert or change the in-
vested money to an annuity insurance to take care of yourself in
later years.

There, briefly, is the insurance picture. But there are many
clauses and extra provisions on each policy which are important
to you.

Be sure you know what you buy.

What is the loan value?

What is the cash surrender value?

What is the penalty for lapse of payment?
What must you pay and when?

How much can you save by making annual instead of quarterly pay-
ments?

Are there dividends as in participating or mutual companies? Can you
take these in cash, apply them toward more insurance, or apply the
dividend toward an insurance payment?
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Is there a double indemnity clause? (This means double payment for
accidental death.)

What exceptions are there?

We live in an era of high taxes and rather low investment
yields. Most women retire at sixty or sixty-five, and all desire eco-
nomic security and independence after retirement. Whether you
are married or single, the thought of later life and what it holds
for you looms larger and larger with each succeeding year. We all
want to be assured that we will have an income at the time it is
needed, and we want to provide that income with a minimum of
outlay and with the maximum of safety. With high income taxes,
you may have difficulty building up sufficient capital to make
investments in real estate, stocks, bonds, and other securities.
Perhaps for you, the safest plan is to consider an investment type
of insurance in the form of endowment or annuity policies.

The larger your savings, the more you can diversify your
investments. You’ll be wise to have a speaking acquaintance with
several kinds of investments so that you can select different types.

Stocks and Bonds

Since most of us like to dream a bit about our future, suppose
you jot down what you hope to be earning ten years from now and
how much you hope to have saved. Now write down what you
are earning today and how much you are saving. If you have been
working for several years you might write down, also, your begin-
ning salary and your percentage of savings. Now see how your
present rate of savings compares with what you expect to have in
ten years. Is it a discouraging picture? It probably is unless you
have started a systematic savings program. It is so easy to put off
until tomorrow what
you should do today.

Your first set-aside
probably will be a sav-
ings account, then some
government bonds, and,
of course, some protec-
tive insurance.
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A look at the balance in your budget will show how thrifty you
are. Perhaps you are saving all you can or perhaps you find there
are loopholes in your spending so that you aren’t making the best
use of the money you spend. You'll have to decide how thrifty
you want to be.

Surely it is not good business to owe money and pay someone
a higher rate of interest than you receive on the money you have
in a savings account. This means that if you have borrowed money,
the soundest plan is to pay your debt as soon as possible so you
don’t have to pay that interest.

Now let’s suppose that your budget is in good balance and
your savings account shows you can withdraw $100 or so to invest
in some way to earn for you a higher rate of interest. Perhaps you
are ready to consider investing that $100 in bonds or stocks of
some corporation or municipality.

You understand that when you buy a government bond you
are lending money to the government on the promise of a definite
percentage of interest on your money. Do you understand that
cities and corporations also sell bonds to raise money and that they
pay interest to the persons who buy them?

Have you ever tried to read the report of the New York stock
transactions in the daily paper? It’s worth trying. And it becomes
most interesting when you own some stock and can watch the
daily sales and the rise (and fall) in the daily price of your stock.

Perhaps your company needs money to finance expansion of
the business or a building program. The officers of the company
may decide to sell bonds or stocks to the public. The company
officials must make out a formal request with the required infor-
mation for the Securities and Exchange Commission (SEC). If
the company’s request is granted, the stocks or bonds are put
up for sale. You and hundreds of others will have a chance to lend
money to the company or to invest in its stock with the aim of
putting your money to work for you.

First you must have confidence in the financial soundness of
your company, the wisdom of the officers, and the future growth
of its business. Then you will want to weigh the price you will
have to pay for the stock or bonds against the income you will
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receive to see if it makes them reasonably good and attractive
investments.

Buying an interest in your company will give you an added
reason for knowing more about your company and working to
contribute to its success.

What of stocks and bonds of other companies? This is where
you need the advice of an expert, whether he is in your company
or in a good investment company. Just as you go to a doctor
when you are ill, or to a lawyer when you need legal advice, so
you should consult a broker with a reputable investment company
for advice on investing your money.

Your broker will want to know your financial plan and how
much you want to invest. He will ask if you want safe investments,
income investments, or if you are willing to take a risk on the
growth of some new industry which may bring you high future
returns, or nothing. He will then discuss the income you can
expect from various bonds and stock.

Let’s stop a bit to consider just what are bonds and how do
they differ from stock.

Bonds

Bonds generally are the most stable and safest of all securities.
If you buy a bond issued by a corporation, you lend your money
and get a pledge or contract from the company to pay you a defi-
nite rate of interest until the maturity date of the bond. At ma-
turity, the par value of the bond will be paid you. If the company
fails, the bondholders must be paid the debt owed them before
any money is paid to the stockholders.

Corporations, states, and cities, as well as the government,
sell bonds to raise money. Securing funds through the sale of
bonds is recognized as an established business procedure.

A bond usually carries a series of coupons for the promised
interest at definite payment dates. If the interest is 39, then
on a $100 bond you will clip a coupon worth $1.50 at two
specified dates each year, normally at six-month intervals. Any
bank will cash the coupons for you.
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Stock

If you buy a share of stock in a company you become a part
owner of that company. Some companies, such as United States
Steel and American Telephone and Telegraph, have “millions of
shares of stock and hundreds of thousands of stockholders or
owners.”

What return do you receive on common stock? That depends
on how much the company earns. Each year the company’s board
of directors decides what dividends will be paid and when. If you
are a stockholder, you and other stockholders elect the directors
for a definite term. Thus you can play a part in deciding who
shall direct the affairs of the company. If the company is on a
sound financial basis, the directors (your directors) usually will
declare a dividend on each share of stock. If business has been
very good and profits have been larger than usual, an extra divi-
dend may be declared. In this way a company divides the profits
among the shareholders. The larger the dividend payment, the
more attractive the stock may become to some investors. You
would naturally prefer to invest in stock that pays a steady divi-
dend year afer year rather than one that pays a more spectacular
dividend one year and a small one or none the next. An invest-
ment broker whose business depends in part on his knowledge of
individual company positions can advise you as to which stocks
are sound or steady and which stocks are variable and insecure.

Sometimes a company issues preferred stock. This differs from
common stock in that the dividend is fixed so that you receive a
steady income from preferred stock, just as you do from bonds.
This means, however, that you do not get the advantage of a good
business year in terms of a larger dividend. Those preferred stocks
which have cumulative dividend requirements are usually safer
than common stocks because you don’t assume the risk of declining
profits of the company.

Questions

What determines the price of bonds? The corporation and
the market set the orginal unit price based upon the par value
and the interest rate. The value or selling price at any particular
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time depends on the demand for the bonds and the amount the
buyers are willing to pay for them in relation to the general level
of interest rates.

What determines the price of stocks? The price originally may
be $1, $10, $15, $100, or more, depending upon the anticipated
rate of return based upon prospective dividend payments. The
price of each share fluctuates from day to day with the market, that
is, how much the sellers are willing to take for their shares and
how much the buyers are willing to pay for them.

Who can buy stock? Anyone. You may buy one share or as
many as you can afford. You may buy shares in several companies.
In fact, your broker probably will advise you to diversify your
investment among industries as well as companies within an in-
dustry.

What does it cost to buy stock? You pay the price at which
the stock is selling, plus a small commission. This charge is stand-
ard. It is established by agreement of all member firms of the
Stock Exchange so you know the charge before you buy the stock.
Stocks that are not sold through the Stock Exchange are subject
to state regulations, also.

Are stock brokers licensed? Yes.

Do you want to invest in stocks and bonds? The decision is
yours, but a good investment broker will advise you to get your
money affairs in order. Look to a savings account for the cushion
against emergencies. Think of insurance as protection and invest-
ment. Property ownership may be wise if your position is secure
and stabilized. After you have taken care of these safety invest-
ments, you may want to consider
the relative safety of bonds or the
income features of stocks.

It has been said that too many
women cling to security and fail to
investigate the ways to make their
savings earn the best returns. As a
business woman you should wel-
come every opportunity to under-
stand how business is financed and

The price fluctuates
from day to day . . .
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how money makes money. Many women are good managers.
Are you?

What do you want out of life? Now is the time to set your
standards and decide where you are going. You’ll have to develop
a sense of values and be a good buyer. Now is the time to set up
a plan for saving:

Save regularly.

Keep careful records so you know how you spend.

Use your savings first for security, next for investment.
Get expert advice.

Investigate before you invest.

Avoid speculative investments.
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Investigate before you invest.
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many
girls
want
more
than
that.

CHAPTER 17
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HAVE you decided on a career in business, or is marriage the
career of your choice? Why not combine the two careers? Many
women do, you know, and make a decided success of both. Granted
that such a combination of jobs requires a stalwart heart and a
heap of common sense, but suecess either in business or marriage
is not won without conscientious effort.

Usually a girl has a plan or dream for the future which in-
cludes a home of her own, a husband, and children. But many girls
want more than that. They want to test their ability in some pay-
ing position to see if they can be self-supporting before marriage
and can continue a career after marriage. There is a challenge

Nt
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to work in the business field where competition is keen and suc-
cess must be earned.

A pay check of your own gives new meaning to the value of
money. The experience of working for pay gives you a better
understanding of people and of the problems of living in an adult
world. Perhaps this work experience will help you think more
seriously about the responsibilities of homemaking.

Today, most businesses not only retain girls after they are mar-
ried but also hire married women. Management recognizes that,
usually, eligibility for a job is not based on whether a girl is or
is not married. The real test is her attitude toward her work and
how well she can manage her work hours and her out-of-work
hours. There are some positions where the experience of living in
a happy family unit makes a young woman more successful in her
business work.

If you decide on a career as well as marriage, you should
realize that there are real advantages, but there are real problems,
too, which must be faced.

Advantages of a Career and Marriage

Money is the usual reason for a girl continuing a work job after
marriage. The need for two pay checks instead of one may be
due to obligations to one or both parent families; past debts;
a determination to improve the living conditions, as with a better
home; better food and better clothes; or more travel and better
education for children. It is true that the cost of supporting a wife
and establishing a home is too great for most young men making
a start in their career. You’ll find there is little truth in the old
saying that “two can live as cheaply as one.” In fact, living for
one isn’t cheap!

If you are a business woman you should be able to manage
his and your pooled resources so that you can set up a workable
budget. This includes a cushion against emergencies as well as
funds for essentials and planned savings.

Needless to say, the money advantages of continuing to work
after marriage must be weighed against the cost for extra clothes
and other work expenses, the need for paid help in the home or
for special services, and other expenses incurred by your out-of-
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the-home work. Extra money is a powerful reason for continuing
to work but there may be other reasons, too.

The stimulation and challenge of a business job may be so
important to you that you will decide to continue to work after
your marriage. A girl who has organized her life around a chal-
lenging position may find that trying to keep interested and busy
in housework in a small home is too great a contrast to her former
life. The change from the drive of business to the slower pace
from the stimulation of working with many people to the lack
of contacts may make the ambitious girl restless and introspective.
This is especially true if you live in a large city. Long hours spent
alone in a small space may be depressing even when that space is
your new home.

Ambition for a career makes some girls elect to go ahead with
their career even after marriage. If you feel a strong urge to have
a real career rather than just an interim position, you must weigh
carefully the cost to yourself and to your marriage. You’'ll have
to establish values and decide whether your career or your home
will come first if there is ever a reason for a choice. Perhaps your
career will fit in with your marriage plans. If not, you may be able
to change your type of work so that you can have a successful
career because you are happily married not in spite of what hap-
pens to your marriage.

Assistance to your husband in a business partnership may be
possible by adapting your skill and ability to direct help in his
business. A girl with a flare for advertising can often turn out
the best copy of her life when she is working with her husband.
If you have ability at designing, buying, stenography, business
management, personnel direction, or other special skill, this talent
may be an excellent reason for combining your career with your
husband’s career.

Other advantages claimed for dual careers in business and
homemaking are given by successful career women. Some say they
can be better companions to their husbands if they are out in the
business world. There they learn to speak the same language and
to take an interest in the same subjects as their men folks.

Again, a woman who works may gain an appreciation of her
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husband’s problems so that she can be more sympathetic and help-
ful. She should be able to understand, for example, that business
demands must be met even if these require overtime hours; salary
raises are seldom given as often as seem merited; a promotion to
head of a department does not come until after a rather long period
of experience; conversations about work may be more interesting
than fashions in hats or the latest gossip; the hours of work are not
to be interrupted except in case of emergency. In other words,
the working wife may be able to profit by her experience and be
more understanding and companionable than the stay-at-home
wife.

Problems of a Career and Homemaking

The advantages of combining a business career with marriage
seem attractive, and success in both jobs have been scored by many
women. However, you should never underestimate the very real
problems that arise when you add the responsibilities of your
business position to the responsibilities of managing a home. Most
men want a well-run home and a cheerful wife who is ready to
meet his friends and enjoy his leisure hours with him.

The physical and nervous strain of two jobs is great. When
you are in business you know that working hours are crowded
with many demands. Some days you become tired physically and
mentally as well as emotionally. In some kinds of work, one or
all of those types of tiredness may increase as your responsibilities
on the job increase. In fact, the higher you go in your career
the greater is the demand on your energies. If you add this strain
to the duties of a wife, can you do justice to both jobs? Is your
health good enough to handle both? Have you developed a
philosophy of work so that you can leave the stress and strain of
business behind when you change your role to homemaker?

If you continue your career after marriage, you will have to
adjust your home life so that your work will not suffer. This may
mean that you will have to consider your health more seriously,
live more simply, entertain less elaborately, and reorganize and
streamline your housework more efficiently.
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Hours of work may prove a problem after marriage. Will
your hours at home fit in with those of your husband so that you
will have the maximum amount of time together? Does your work
require you to be present at meetings and social affairs that will
keep you away from home at mealtime or evenings? Perhaps you
should sacrifice some of the advantages of salary or prestige in
your present position and try to secure a position where working
hours are more compatible with your married status.

The place of work is as important as the hours of work. Can
you live in a location that will be convenient to your husband’s
work as well as yours? Overlong time and too much money spent
in getting to and from work can prove a real disadvantage.

Extreme circumstances may require a married couple to work
in different cities. Before you consider such a plan, you should
determine whether the need is great enough to warrant this drastic
separation. Some employers object to such a living arrangement
because it is apt to foster emotional instability and absences from
work.

A traveling position may prove to be unsatisfactory for the
married woman. If a husband must travel and be away from home
a great deal, this may be a good reason for his wife to continue
to work. But if you are the one who must travel and be away
from home a great deal, you should consider seriously whether
this is a good type of position to combine with marriage.

Many business concerns object to hiring married women for
traveling positions because this type of work often demands sudden
changes in plans and long periods of time away from home. And
it may have other features that are not acceptable to most married
couples. In your first years of married life you would be wise to
consider whether a traveling posi-
tion is worth enough to you to
make up for the sacrifices of
home life which travel demands.

The financial success of the
wife may pose a problem. The
“head of the family” is the tra-
ditional title given to the man.

Will your hours at home fit
in with those of your husband?
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Before you decide to continue your career you should be sure
that your work will not make your husband feel inadequate. Will
he be jealous of your success? If you earn more than he does, will
he be resentful and become indifferent to his home? Will he be
oversensitive to imagined neglect? Will he lose his initiative and
his drive to succeed? Will he turn to some person or pleasure that
makes him feel more like the dominant male?

A financially successful woman has a definite problem when
her husband is less successful in his work. Case histories are legion
to prove that men find it difficult to accept a minor role. Perhaps
at first it will be all right if your salary is larger and your position
better, but will he become discouraged if you continue to be the
major success?

It is possible for both members of the marriage team to estab-
lish sound habits of thinking so that each complements and sup-
plements the other in their separate careers as well as in the home.
A selfish or thoughtless attitude on either side may prove a definite
disadvantage to a business career after you are married.

Children and a work schedule may be hard to reconcile. Much
attention has been given recently to the importance of family re-
lationships. When a mother works out of the home, very serious
consideration must be given to the welfare of the children. If
your salary is sufficient to pay for a good full-time
helper who will give a sense of security and stability
to the children, you may be able to adjust your dual
job satisfactorily. And there are day nurseries and
day schools for older children
that may be substituted for reli-
able help at home. But illness
and other emergencies often com-
plicate the problems of the work-
ing mother.

Some business concerns grant
a leave of absence to a woman
for a period before and after a
child is born. Management recog-
nizes that men as well as women

But if you are the
one who must travel . . .




254  The Young Woman in Business

have family responsibilities that may interfere at times with work.
But in all fairness to other employees, a company cannot entrust
a responsible position to a woman who must be absent or who asks
for special privileges too often. Therefore, the care of children
is a constant problem to the working mother.

Whether or not you can have a successful career and also raise
healthy, happy children depends on many factors: your salary;
the type of care arranged for the children; the type of work and its
demands on your time and health; and the cooperation and help
given by your husband or some other member of your family.
Perhaps most of all, the real test lies in your own efficiency and
your ability to manage your time and energy so that both your
job and your family profit by this dual role.

Home or Pari-time Work and Marriage

One way to continue in your career after marriage may be
to bring your work into your home, or to select part-time work
until you can carry on two full-time jobs at once. Some stenogra-
phers have established a profitable business by specializing in
expert typing for individuals or business concerns. Manuscripts,
reports, briefs, and other sizable typing jobs may bring in con-
siderable revenue.

Consultants in various lines of work have made a success of
production of booklets, plans, and projects in a home office.

Writers of feature articles
and stories, as well as radio
and television scripts, often
work at home for a fee or a
salary.

The home office or work-
shop can be used to develop a
career if you are persistent and
sincere in your desire to suc-
ceed. This requires schedul-
ing of time and a regular rou-
tine for work and initiative.
The girl who decides to follow

The care of children is a constant
problem fo the working mother.
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her work career at home must be able to withstand the temptation
to let interruptions interfere with her work.

Part-time work may prove a better plan if you can agree on
an acceptable work period and on the amount of work required
for that period, so that both you and your employer are satisfied
with the arrangement.

Preparation for the Dual Career

You will see from this brief discussion that success in business
and homemaking requires an understanding and agreement be-
tween your husband and yourself and also between your employer
and yourself.

The wife-husband understanding. This dual role of career
woman and homemaker must be acceptable to the husband. Will
he recognize that your job requires the same loyalty to the em-
ployer that his job requires? Will he be willing to share the
household tasks so that only half of the homework becomes your
share? Can you hire help to relieve you of some of the housework?
Two full-time jobs may be too much to attempt to do well.

Discuss with your husband-to-be the question of the name you
will use in business. A woman sometimes continues to use her
unmarried name because it is easier in the business situation. Will
this be agreeable to him?

Decide on the method of banking and sharing expenses. Some
couples solve this problem by a joint bank account for all deposits
and withdrawals. Sometimes the woman’s salary goes into a sepa-
rate fund for savings, vacations,
and special purchases. A settle-
ment of the financial problem of
two pay checks may seem un-
necessary before marriage, but it
can become an issue later on.

Your employer and you. Your
employer should be told about
your plans to marry so that there
can be an agreement about your

Will he be willing to
share the household tasks?
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work before you make plans to continue in your position after
marriage.

There may be very good reasons why your employer will not
agree to your continuing in your present position if you marry.
It may be that your employer could offer you another position
in the company which would be acceptable. Or, after hearing of
your plans and your future husband’s acceptance of your dual
role, your employer may decide that you can continue in your
present position.

What ever the outcome, you must play fair and tell your
employer about your decision to marry. Secret marriages and
marriages without notice to the employer have done much to foster
the opinion that women are unpredictable and are not dependable
enough to promote to topflight positions.

When you are in business you owe a responsibility to your
employer to explain your plans for marriage even though you may
feel that this is a strictly personal arrangement in your life.

Your professional standards should caution you to avoid any
act that would harm your reputation or might in any way hinder
the chances of success of other women in business. Your business
associates have a right to expect of you ethical standards of conduct
which extend even to plans for your marriage.

The following letter was written by a woman executive to
her staff of young women in several cities when one of their
co-workers was married secretly. The letter gives several reasons
why the girl who marries without telling her superior hurts herself,
her co-workers, and other girls who hope to be accepted in the

business world as conscientious appli-
cants for executive positions.

The fourth member of our group has

just been married without warning, so I
am going to try to do the impossible and
explain to you why I think a secret mar-
riage is wrong for a business woman.

I write as one who honestly feels that
homemaking is the finest profession for
women. A happy marriage is the ulti-
mate goal of every normal girl. I write
also as one who has been instrumental

You owe a responsibility
to your employer . . .
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in helping to build our staff from one unit with one woman to eight
units with 18 trained women.

Whether or not a girl wishes to announce her engagement publicly
is her own business. Personally, I think a girl misses a lot of fun if
she omits this experience. To get married without telling anyone
always (yes, always) results in the question, “Why did she do it?”
People are human and curiosity is a normal trait. Everyone begins to
speculate “Why the suddenness” with the result that the young woman
in question is hurt. She is put on the defensive. She is asked to ex-
plain and justify the supreme moment of her life.

You can argue that it is no one’s business but your own, but I
have never known a single case of an unannounced marriage when
there did not arise at least one unpleasant controversy. In every case,
in later years the girl wished she had waited a day, a week, or a year
so that her family and friends were prepared to join together in wish-
ing the young couple happiness and success.

Now professionally, our staff is like a chain, as strong as the weakest
link. The officers of our company have talked to me of the unusually
fine young women on our staff. We have built up a reputation for
clear thinking, fair play, and womanliness. We have the respect of
the men of our company. This may be whimsically expressed, but I
like to think that men treat me like a man, yet never forget I am a
woman. This is the standard I have for you, too.

We are in a new profession and men are still somewhat skeptical
of women in business. Management hesitates to pay women on the
same scale as men because women don’t have a long-range view for
their work. The manager of your plant has backed you and has pub-
licized your work more than that of some of the older basic depart-
ments. You surely do not want to break his faith in you and our
staff by an unprofessional act.

If you have done a good job for your company, you can imagine
that it should be a bit difficult to fill your place if you decide to leave.
If you have pride in your work, you surely want to see it go on without
faltering. If you expect to continue your position after marriage, you
should realize that management has the final decision.

I think you’ll all agree that our company has a remarkable human
spirit and much family (company) pride and loyalty. I feel that the
manager of your plant will consider always your welfare of vital im-
portance and he will make adjustments to assure your happiness. But
girls, give him a chance to continue his confidence in you as a business
woman so that he can make those adjustments that will mean success
for you and continued respect for you and all of your co-workers on
our staff.

As for myself, I hope you can trust me to want your happiness,
even when I can see the problems of training a new person to fill
your capable shoes. So, if you are planning to be married, please let
your manager and me know a month, a week, or a day before you
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take the step. Don’t make it difficult for us to make it easier for you
to find real happiness.

This is my thinking on the unannounced marriage problem, as one
business woman to another.

Questions for Decisions

Do you want to continue your work after marriage?

First consider whether you want to work just to get more money
for a short time or whether you have ambition and determination
to make a successful career of your work. Your answer will deter-
mine the type of position you should accept.

Does your husband-to-be agree to your combining a career with
homemaking?

If he accepts this arrangement of two career people in the family
and takes pride in your achievements, you are very likely to suc-
ceed in your dual role.

If a husband resents his wife’s success and refuses to accept
the necessary adjustment in their plan of living, an undue burden
is placed on the woman and she must combat mental as well as
physical fatigue.

Does your employer agree that you may continue in your position
after you marry?

Your employer has the right to decide whether your marriage
will interfere with your present work.

Marriage should bring to a woman greater understanding of
the needs and wants of the people who represent the customers
of most business organizations. Social adjustment, financial se-
curity, and real womanliness can be expected of the career woman
who uses her experience and abilities to combine business life
and home life. It is not an easy task, but it is challenging and
productive of great accomplishments.
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—A— Bonds, 242-44, 245-47
Bonds, U.S. Government, 238
A la carte menu, 86 Bonus, 12
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Abstract of a talk, 154 Booklets for publicity, 163
Accident and health insurance, 239 Books, new, 81
Ad lib radio programs, 196 Borrowing money
Adjustment period, 74 bank, 234
Adult viewpoint, 63 commercial loan company, 234
Advancement company credit union, 233
in business, 224-25 Budget, personal, 227-29
opportunities, 13-14 Budgets, company, 125
Advertisement, newspaper, 31-32, 210 Bus travel, 170
Advertising, 141 Business concern
Advertising agencies, 142 classifications, 46
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Analysis of self, 16-24 reputation, 8
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Cafeterias, company, 13
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Marriage and career, 248-58
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Medical care
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Minimum charge, 85
Moderation, 65
Monthly report, 118
Movies, 80

—N—

Nails, care of, 43
Nest egg, 74
News story, 151
Newspaper
advertisement, 210
help wanted columns, 30-31
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Privacy, respect of, 68 of a business concern, 1-4
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helps, 32-33 —R-—-
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point of view, 60 Radio script, 195-96
and scientific meetings, 202 Radio talks, 191-98
and trade meeting exhibits, 162 ad lib, 196-97
Profit-sharing plan, 12 breathing techniques, 192
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Propaganda, 146 technique, 192-95
Property protection insurance, 239 voice control, 193
Protection and investment insurance, 239 Radio and television publicity, 155
Protocol, 66 Raise, asking for, 91
Public Reading
contact with, 128-30 book reviews, 81
recognition of women, 21 course, 81
Public relations, 126-45 habit, 69
co-workers, 144 new books, 81
department, 141 skim, 81
external relations, 141 Receipts, for expenses, 124
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program, 127, 145 definition, 108
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booklets for, 163 Report
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for the company, 148 charts, 113
exhibits for, 162 checking, 109
films for, 161 length, 109
for guest speaker, 158 mechanics, 110
kinds of, 148 outline, 113
parties, 164-67 plan, 110
personal, 147 practice for, 113
and public relations, 127 purpose, 108
radio and television, 155 rewriting, 109
request form for meeting, 150 rules for oral, 114
Publicity release, 149-53 some don’ts, 109
action picture, 153 writing, 109
mechanics of writing, 152 Report, kinds of, 112
for newspapers, 149 annual, 118
photograph, 152 business meeting, 115
Purchase slips, 122 conference, 115

Purse, 43 consumer meeting, 115
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oral, 112

progress, 116
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travel, 116
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Reporter interview, 153
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for information, 137
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Research, 144

commercial, 139

records, 106

sponsorship of, 144
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Respect of privacy, 68
Restaurants, 84-87, 184

company, 13

high-priced, 87

tips, 86
Retirement benefits, 236
Richardson, Lou, 163
Right job for you, 14
Roommate, 84
Rules

company, 94
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adequacy, 11
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payment of, 94
plus values, 12-13
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plan of action, 203
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purpose, 203
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Savings account, 237
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Selecting a speaker, 155
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Sending money, 231-32
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Sleep, 77
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life, 79
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Social security
act, 13
retirement benefits, 236
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Spare time, 74-76
Speaker
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courtesy, 158-60

fee, and expense costs, 156-57, 160

introduction, 159-60
letter to, 15657
publicity, 158
selection, 155
thank-you note to, 160
Speaker’s table, 159
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Sports, 79
participation, 79
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abstract, 154
example, 155
introduction, 154
planned, 149
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calls, transfer of, 96 report, 116
contacts, 183 schedules and tickets, 170
etiquette, 95-97 section of newspaper, 87
intercompany, 95 vacation, 87-88
long-distance calls, 97 Travelers, business, 181
mannerisms, 97 Traveler’s checks, 174
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appearance, 198-99
publicity, 155 University placement services, 208
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Thank-you Vacation, 87
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notes, 145, 160, 181, 186 Policies, 92
Theater, 80 Visitors, 100
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bellboy, 182, 185-86
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redcap, 182 Woman executive
restaurant, 86, 184 abilities, 206-8
room service, 185 goal, 217
Top management, 90 opportunities, 218
Tours, all-expense, 87 public recognition of, 21
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Train Work
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travel, 170-71, 179, 180, 181 records, 105
Transportation, 53 sheets, 106
company business, 122 Workmanship, businesslike, 67
department, company, 123 Work wanted columns, newspaper, 32
expense, 123 Writing, style of, 152
Travel, 169-86
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companion, 87
expense, 123 YMCA, 30
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Beth Bailey McLean is the dynamic person behind the
name of “Martha Logan,” known to millions of homemakers
from coast to coast as the home economist for Swift &
Company. In her role as director of the home economics
division of the company, Mrs. McLean supervises a staff of
twenty-two graduate home economists in ten test kitchens
throughout the United States and Canada. Under her
direction, this staff interprets the needs and wants of the
homemaker to the company in order that products devel-
oped will be to the homemaker’s liking.

Dedicated to this service to women throughout the
entire continent, Mrs. McLean each year comes in contact
with thousands of professional workers and aspiring en-
trants into the field of business. Her counsel and guidance
is a reflection of both her own experiences and of those
willingly shared with her by her many professional acquaint-
ances.

Prior to joining Swift & Company, Mrs. McLean was
professor of foods and nutrition at Iowa State College, then
later was home economist for the Southern Rice Industry.
She holds a bachelor of science degree from Stout Institute
and a master of science degree from Iowa State College.

Mrs. McLean long has been active in the work of the
American Home Economics Association in promoting home
economics. Her wise counsel has been the inspiration to
hundreds of new members to the profession.
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