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ABSTRACT 

According to the sociological literature, many women's occupations, 
including secretarial work, can be described as `ghetto jobs'. However, 
no research has been carried out to test whether this theory fully 
applies to secretarial work. Moreover, no cross-national comparisons 
of secretaries have been undertaken, despite the fact that cross-national 
research has highlighted important differences in patterns of women's 
work, which have added significant insights into theoretical analyses of 
women's employment. 

This thesis aims to fill this gap, using an exploratory, case-study 
approach within a cross-national methodology that allows the 
interrelationship of variables at the macro, micro and individual levels 
to highlight differences in national employment patternings for 

secretaries. 

Companies in three countries were sampled within two sectors, 
publishing and consultancy. The main case-studies were carried out 
within one multi-national publishing and one consultancy firm, to keep 
task and organisation variables constant. These took the form of a 
questionnaire survey to all secretarial staff, and interviews with a 
number of secretaries, bosses and personnel officers. These cases were 
supplemented by a questionnaire survey in a number of indigenous 

publishing and consultancy companies. A total of 185 questionnaires 
were received and 61 interviews carried out. 

The findings concerning secretarial work as a ghetto occupation are 
mixed. It was found that constructions of secretarial work differ across 
the countries, and these differences are related to patterns of women's 
employment at the national level. Thus, where women's employment 
most closely resembles that of men, then fewer domestic tasks are 
carried out by secretaries in the workplace. This calls into question 
structural theories of gender segregation in the labour market based on 
women's `suitability' to certain types of work. Overall, however, the 
contention that women are not readily mobile out of ghetto 
occupations is upheld in the case of secretarial work. 
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INTRODUCTION 

1. WOMEN'S EMPLOYMENT AND THE GHETTO THESIS 

This piece of research is concerned with women working in what has been described 

as a female ghetto occupation. Ghetto occupations have been defined as: 

"... jobs with a high concentration of women and where relatively low wages, poor 
working conditions and limited advancement opportunities are the norm. Such jobs are 
traps, their very conditions creating a vicious circle. Poor wages and routine tasks tend 
to produce the kind of work patterns - high turnover, weak job commitment and limited 

aspirations - which reinforce employers' discriminatory attitudes and perpetuate the 
inequalities inherent in existing labour market structures. " (Lowe, 1987, p. 59) 

Research that has been carried out at the aggregate level in many different countries 

has shown that women are concentrated in a relatively narrow range of ghetto jobs, 

which are poorly-paid, of low status, and offer few promotion prospects (Dale & 

Glover, 1990; 1989; 1987; Beechey, 1989a; b). 

Over the past two decades, many theories have been developed to explain why this 

is the case, from historical, sociological and economic perspectives, yet no one answer 

has been found that can explain why women, in particular, are concentrated in these 

jobs (Lowe, 1987). 

Three sets of influences that could contribute towards the concentration of women 

in such jobs have, however, been identified: 

i) Demand-side factors (such as employers' need for low-paid workers, or the 

increased need for people to carry out routine and repetitive jobs that 

emerged during the Industrial Revolution (Bradley, 1989)). 

ii) Supply-side factors (such as women seeking more flexible work, eg, on a part- 

time or temporary basis, to fit in with bringing up a family, or women's lack 

of necessary training to carry out work involving more responsibility). 
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iii) Normative factors (such as cultural `norms' concerning the type of work to 

which women are best suited) (Bradley, 1989; Lowe, 1987). 

Each theory allocates greater or lesser importance to these three factors. Human 

Capital Theory, for instance, emphasises the supply side, based on the premise that 

many women do not have sufficient training or education to equip them for higher- 

level jobs (Becker, 1964). Dual or Segmented Labour Market Theory, on the other 

hand, emphasises the demand side, based on the notion that employers have a need 

for both stable and unstable workers (eg, temporary or part-time employees). The 

stable employees are in the primary sector, and are needed to fulfil higher-grade, or 

managerial/professional tasks. Such workers are allocated preferential working 

conditions in order to ensure they remain with the organisation. Unstable workers 

in the secondary sector, on the other hand, are required for low-grade, poorly-paid 

and repetitive work, and possess easily replaceable skills. Dual Labour Market 

theorists maintain that employers see women as ideally suited to such work, owing 

to their supposed primary attachment to home and family life (Barron & Norris, 

1976)1. 

Feminist theories, based on patriarchy, allocate a central position to gender 

ideologies, and regard women's disadvantaged place in the labour force as a 

reflection of gendered social relations (Cockburn, 1991; Lowe, 1987). 

Recent reviews have highlighted the inadequacy of any one of these theories alone 

to provide a satisfactory explanation as to why the labour market is segmented along 

gender lines. This has led researchers to conclude that any attempt to explain 

segregation must rely on a mixture of the three factors (Burchell & Rubery, 1990; 

Bradley, 1989; Crompton & Sanderson, 1990). Developing this `integrated' approach 

into a coherent theory that can explain occupational segregation has not, however, 

' Barron & Norris (1976) also point out that other types of worker, for instance, ethnic minorities 
or older men, can provide sources of secondary labour. However, in their view, women are the main 
source of secondary labour market workers because they satisfy all five of the criteria they identify as 

necessary conditions for occupants of these posts. This is explained more fully in Chapter 1. 
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proved an easy task. Up until now, no satisfactory explanation has been found as to 

how the various factors that influence segregation might be weighted against each 

other. It is clear that this is an area which warrants further research. 

Much of the theory-development on gendered jobs has been based on an analysis of 

aggregated national data sets, or on secondary sources and a critique of other 

theories. Small-scale empirical research that focuses on the actual experiences of 

women occupying such jobs has been relatively neglected, although this approach 

could add greatly to our knowledge of how ghetto occupations are lived and 

experienced by women. It is only by finding out why and how women enter this type 

of work, their work content and conditions, their career and mobility patterns, and 

the social constructions surrounding their occupations, that we will be able to further 

our understanding of these jobs. Fiona McNally (1979) notes: `a perspective which 

ignores the way in which women perceive and respond to their work situation is one 

which treats women as occupational robots', (ibid., p. 188). Thus, it seems that one 

of the most fruitful ways of adding to our store of knowledge on women's ghetto 

occupations is by undertaking an empirical analysis that brings to light the 

experiences of the job-holders themselves. 

2. CROSS-NATIONAL RESEARCH 

Although it appears that some of the theory-development taking place in the area of 

occupational segregation might be a blind-alley, cross-national empirical research 

being carried out in the related area of women's employment patterns seems to be 

producing evidence that could shed a fresh light on the debate. This is a very new 

area of research, but findings so far are beginning to show that some of the premises 

upon which segregation theories are based could be misleading (Dale & Glover, 

1990; 1989; 1987; Beechey, 1989a; b; Hantrais, 1990). 

For instance, Dale & Glover (1990) have discovered that the labour force 

participation patterns of French women far more closely resemble those of men than 

do those of English women, who are more likely to work part-time and to take a 
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break from paid employment to rear children, and yet patterns of gender segregation 

in France are similar to those in England (Beechey, 1989a; b). These findings 

challenge the Human Capital Theory notion that women are not evenly represented 

across the workforce because they break their employment for child-rearing, and thus 

do not have a continuous employment history (Bradley, 1989). 

Patterns of State intervention also differ between France and England, so that it is 

made far more favourable, and easier, for French women to continue in employment 

once they have children than it is for English women (Hantrais, 1990). This points 

to the importance of supply-side variables, such as the increased availability of 

working mothers, in structuring the labour force. 

Factors such as these could not have emerged from studies based on a single country. 

Clearly, cross-national research on women's employment is an important new 

approach that can add a great deal to our understanding of the mechanisms of 

occupational segregation. 

It was therefore decided that this thesis should adopt a cross-national perspective, 

and concentrate on analysing in-depth one occupation that has frequently been 

described as a female `ghetto' job. Secretarial work, which has been referred to as 

`probably the most persistently female of all occupations', (Silverstone & Towler, 

1983, p. 32), was chosen. 

3. THE SECRETARY 

Secretarial work appears a particularly appropriate subject for an in-depth analysis 

of a female ghetto occupation, since it has frequently been described as such (Benet, 

1972; Silverstone & Towler, 1984; Crompton & Jones, 1984; Pringle, 1989). One of 

the reasons for this is no doubt because of the overwhelming proportion of 

secretaries who are women (over 95% in many countries; Silverstone, 1974; Pringle, 

1989; Holtgrewe, 1989; Lowe, 1987), but a more significant reason is certainly the 

extent to which secretarial work has become gendered, or sex-typed (Bradley, 1989). 
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Pringle (1989) writes: `in a real sense, the secretary is Everywoman' (ibid., p. xi). 

Thus, there is a very close association between secretaries and working women as a 

whole. 

Secretarial work has also been shown to share one of the major characteristics of 

other female ghetto occupations, and that is the limited prospects it offers for upward 

mobility (Silverstone, 1974; Crompton & Jones, 1984). However, to date, no 

empirical study has been carried out to ascertain whether or not secretarial work 

does, in fact, share all the characteristics of female ghetto occupations. This is clearly 

an area that warrants further research. 

In addition, although clerical workers as a whole have been the object of increased 

critical attention over the past two decades (eg, Crompton & Jones, 1984; Prandy et 

al., 1982), secretaries themselves have been relatively neglected'. Undertaking an 

analysis of secretarial work will therefore also provide an opportunity to increase our 

general knowledge about this occupation. 

4. RESEARCH QUESTIONS 

The main aim of this piece of research is to undertake a cross-national comparison 

of a female ghetto occupation, secretarial work, in order to contribute to the 

literature on gender segregated labour markets. This comparison is based around 

three central research questions: 

i) Can secretarial work justly be termed a `ghetto occupation'? 

Firstly, it is necessary to determine whether or not secretarial work is, in fact, a 
female `ghetto' occupation, as it has frequently been described. To date, this has not 

been the subject of empirical investigation. The features of secretarial work will 

1 There are a small number of notable exceptions to this, and they will be reviewed in Chapter 2. 
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therefore be compared to each of Lowe's (1987) four main dimensions of female 

ghetto jobs. These are: 

(a) Incumbents are more or less `channelled' into the occupation by lack 

of other choices. 

(b) Working conditions are poor, and work content is repetitive. 

(c) Prospects for upward mobility are limited. 

(d) The occupation is characteristically held by women. 

ii) How do women working as secretaries experience their employment situation? 

As we have seen, much previous research on women's work has tended to ignore 

women's subjective experiences of their employment situation, which has led to a 

deterministic perspective. The second main research question therefore concerns 

how women in such occupations experience their work. 

iii) What do national differences in the structuring of secretarial work and the 

secretarial role reveal about the gender segregated labour market? 

As we saw above, national differences in patternings of women's employment can 

challenge theories of occupational segregation based on single-nation data alone. 

The third main question which will therefore be addressed in the thesis concerns 

differences that could emerge between countries in the structuring of secretarial 

work, and the light this can shed on occupational segregation in general. 

5. THESIS OUTLINE 

In Chapter 1, existing theories on occupational segregation are reviewed, and the 

contribution made to the debate by cross-national research is outlined. In Chapter 

II, the historical development of secretarial work, and the sociological and 

management literatures on secretaries are reviewed, and the main research proposals 

are outlined. 
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In Chapter III, the methodological framework for the cross-national comparison is 

explained, and in Chapter IV, the methods used to collect the data are presented. 

Chapters V to VIII are based on an analysis of secretarial work along the four main 

dimensions of Lowe's (1987) definition of a ghetto occupation. Chapter V is 

concerned with education, training and occupational choice; Chapter VI concentrates 

on job content and working conditions; Chapter VII explores upward mobility; and 

Chapter VIII examines the question of whether secretarial work is a `female' 

occupation in terms of the social constructions surrounding the secretarial role. 

Finally, in the Conclusions, the main strands of the argument are drawn together, and 

the findings related to the three central research questions are presented. 



23 

CHAPTER I 

THE SEGREGATED LABOUR MARKET 

1. INTRODUCTION 

"In modem Britain, as in most known societies, gender is a central feature of the social 
division of labour; some tasks are socially defined as 'men's work' and others are 
considered to be 'women's work'. " (Murgatroyd, 1982, p. 574) 

The segregation of the workforce along gender lines, so that some occupations are 

characteristically held by men and others by women, is one of the most pervasive 

features of the labour market (Bradley, 1989; Murgatroyd, 1982; Willms-Herget, 1987; 

Wajcman, 1991). A labour market has been defined as: 

".... the complex processes and institutions which influence, directly or indirectly, the 
purchase and sale of labour power. " (Lowe, 1987, p. 11). 

Lowe (op. cit. ) puts forward the view that the most significant division within the 

labour market is based on gender. Although there are indications that gender 

segregation is beginning to be broken down, it is still true that most women work in 

occupations where there are disproportionately more women than men (Crompton 

& Sanderson, 1990). Certain associations have emerged which distinguish `women's 

work' from `men's work', so that many women's jobs have been referred to as `ghetto 

occupations' (Crompton & Jones, 1984; Hakim, 1978; Silverstone & Towler, 1984). 

The aim of this chapter is to analyse what is meant by a female `ghetto occupation', 

and to review the theories that have been developed to explain the segregated labour 

market. First, however, we will examine in more detail the nature of gender 

segregation. 
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2. THE SEGREGATED LABOUR MARKET 

Occupational segregation has been defined as; ̀ the way in which women and men are 

located in different types of jobs' (Bradley, 1989, p. 9). This segregation has two 

forms, vertical and horizontal (Barron & Norris, 1976; Hakim, 1978; Walby & 

Bagguley, 1990; Burchell & Rubery, 1990). These two forms of segregation are 

conceptually separate, but linked in practice (Murgatroyd, 1982). 

Horizontal segregation refers to the fact that men and women tend to be 

concentrated in different occupations within the labour market (Rothwell, 1986). 

Overall, women work in a narrower range of jobs than men, even though they 

constitute around half the labour force in many countries (Holton, 1989; GraBl, 1984; 

Cyba, 1979; Dex, 1985). 1 In Britain, for example, 80% of women work in 

occupations over 50% of whose incumbents are women (Crompton & Sanderson, 

1990). 

Vertical segregation, on the other hand, refers to the fact that women tend to be 

under-represented at the higher levels within almost any occupation, even those 

where they are numerically superior to men (Dex, 1985; Hantrais, 1990; Laufer, 

1984). Within the professions, for instance, women tend to be concentrated at the 

lower levels (Crompton & Sanderson, 1990), and only 20% of managers in Britain 

are women (Holton, 1989). In education, for example, only 15% of women teachers 

become heads or deputy heads, compared with 32% of male teachers, even though 

80% of teachers are women (Holton, 1989). In the public sector, 95% of senior posts 

are held by men (Rothwell, 1986). 

These patterns of labour market segregation are mirrored in other countries: 

' For example, women constitute 43.1% of the labour force in England, and 42% in France 
(Hantrais, 1990). 
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The occupations and industries that are largely occupied by women may vary from 
country to country, but in each case women are likely to be found in the lower status, 
less highly rewarded jobs. " (Bradley, 1989, pp. 15-16) 

Bradley argues that women in most advanced economies are concentrated into 

broadly similar occupations, such as clerical work, unskilled factory work, nursing and 

teaching (ibid). 

However, it remains true that large variations can be seen cross-nationally within any 

one profession. For instance, Hakim (1979) found that women constitute 18% of 

doctors in Britain, only 6.7% in the USA, yet 75% in Russia. This figure can be 

explained, in part, by the extremely high labour-force participation rate of Russian 

women (82% of women of working age), and the high representation of women in 

all professions (Bradley, 1989). This is one indication that national differences in 

patterns of segregation can be quite extreme but, as Bradley (op. cit. ) argues, the 

similarities in patterns of segregation far outweigh the differences. This is reflected 

in the case of Finland, where a very high percentage of women work (74%; 

Kauppinen-Toropainen et al., 1988), and yet women are still concentrated in a 

relatively narrow range of jobs, and are under-represented at the higher levels. 

There are a number of occupations which are particularly dominated by women. 

These are mainly in the service sector, whereas women are especially under- 

represented in industry and agriculture (Dale & Glover, 1990); over 90% of 

secretaries, typists, receptionists, cashiers, nurses, canteen assistants and maids are 

women. Whilst men constitute 95% of workers in mining and quarrying, 91% in 

shipbuilding and 89% in farming and fishing, women constitute 74% of clothing and 
footwear workers and 76% of clerks (Bradley, 1989). Ninety-one percent of non- 

manual women workers are to be found in just three areas: clerical, selling, and 

education, welfare and health (Cockburn, 1985). Women also constitute `over 75% 

of chars, office cleaners, sewing machinists, laundry workers and kitchen maids', 
(Bradley, 1989, p. 12). Women are particularly under-represented in professional and 

managerial jobs, especially at the higher levels, and in engineering and technical jobs 

(Dale & Glover, 1990; Goffee & Scase, 1986). 
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The over-representation of women in the service sector is true of many other 
industrialised Western countries. Dale & Glover (1990) found that patterns of 

segregation present in Britain were also true of several other European countries, and 
the USA, as is shown by the following table: 

Concentration of women workers 
by sector of activity 

(Percentages) 

Country Agriculture -- Industry F- Services 

Italy 13.2 31.2 55.6 

Germany 7.5 29.5 61.6 

France 8.6 24.4 67.0 

UK 1.3 25.6 72.3 

Belgium 2.1 23.0 72.4 

Luxemburg 0.5 12.5 80.0 

US 1.6 17.9 80.5 
Netherlands 1.5 14.0 83.3 

Source: Dale & Glover (1990) p. 6, from OECD, (1985), The Integration of Women into the Economy, 
Paris. 

Table 1.1 

Thus, men and women predominantly work in different sectors of the labour market. 
In the following section, the main characteristics of what is regarded as 'women's 

work' are explored. 
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3. WOMEN'S WORK 

The process by which jobs become ascribed to either men or women has been 

referred to as ̀ sex-typing' (Bradley, 1989). Thus, most occupations are either created 

with, or acquire, associations which lead to them being either male or female- 

dominated: 

"Within the sphere of formal, paid employment, there remains a high degree of 
segregation by sex, and most jobs are considered to be better suited to one or other 
sex. " (Murgatroyd, 1982, p. 574) 

Defining which characteristics lead jobs to be sex-typed as either `male' or `female' 

is somewhat problematic, since, as Bradley (1989) notes; ̀ it would be hard to find any 

single activity which has not been, at some time or place, 'women's work', (ibid., p. 8). 

However, certain common features can be identified. Novarra (1980) argues that six 

main tasks are usually performed by women in most societies: providing food, 

teaching, making clothers, nursing, looking after children and housework. Bradley 

(1989) notes that women's paid work often revolves around these `domestic' duties, 

leading to their characteristic employment as teachers, nurses, cleaners, etc. She 

offers the following description of stereotypical women's work: 

"It is usually indoor work, considered to be `lighter' than men's work; it is clean, safe, 
physically undemanding, often repetitive and considered boring, requires dexterity 
rather than `skill', often has domestic associations; it tends to lack mobility, being tied 
to a particular work station; it may well have associations and requirements of beauty 
and glamour. " (ibid., p. 9) 

The following are also typical of what is regarded as `women's work': 

"Women's work is generally less autonomous, allows less possibilities for regulating 
one's pace at work, is more restricted in space and time, and is more monotonous. " 
(Kauppinen-Toropainen et al., 1988, p. 17) 

"Ainsi, les aptitudes feminines sont-elles definies comme complbmentaires ä celles des 
hommes, et particulierement propices ä l'execution de täches non-qualifiees, repetitives 
et fondles sur le rendement. " (Laufer, 1984, p. 72) 
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[Thus, women's aptitudes are defined as complementary to those of men, and as 
particularly suited to unqualified, repetitive tasks, based on output]. 

Thus, occupations in which women predominate generally lack power and authority, 

tend to be subordinate, and are characterised by routine tasks and few prospects for 

upward mobility (Scott, 1986; Siltanen, 1986), for example, the female nurse working 
for the male doctor, or the female secretary for the male boss. 

Men's work, on the other hand, is associated with strength, mobility, skill and 

training, is frequently based on technical knowledge, or carries responsibility and 

power (Bradley, 1989; Wajcman, 1991). 

On the basis of the above associations, jobs that are characteristically held by women 
have often been described as ̀ female ghetto occupations' (Lowe, 1987; Crompton & 

Jones, 1984). Lowe (1987) provides a succinct definition of a female ghetto 

occupation: 

"... jobs with a high concentration of women and where relatively low wages, poor 
working conditions and limited advancement opportunities are the norm. Such jobs are 
traps, their very conditions creating a vicious circle. Poor wages and routine tasks tend 
to produce the kind of work patterns - high turnover, weak job commitment and limited 

aspirations - which reinforce employers' discriminatory attitudes and perpetuate the 
inequalities inherent in existing labour market structures. " (ibid., p. 59) 

Elsewhere, Lowe (1987) also describes how women tend to be channelled into such 
jobs because they have relatively few choices open to them owing to the educational 

and training options they had selected. 

Female ghetto occupations can therefore be regarded as having four main 

characteristics: 

i) Incumbents are more or less ̀ channelled' into the occupation by lack of other 

choices. 
ii) Working conditions are poor, and work content is repetitive. 
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iii) Prospects for upward mobility are limited. 

iv) They are characteristically held by women. 

The main theories that have been put forward to explain the mechanisms of gender 

segregation are analysed below. 

4. THEORIES OF OCCUPATIONAL SEGREGATION 

Although commentators have developed many theories of occupational segregation, 

to date, none of these has been able to provide a framework that fully explains why 

the labour market should be segregated along gender lines in particular (Dex, 1985). 

Bradley (1989) notes that: `there is no completely satisfactory sociological theory of 

gender divisions', (ibid., p. 23). 

Three sets of factors have been identified as playing an important role in labour 

market segregation. These are: 

i) Supply-side factors related to the characteristics of job-holders, for instance, 

qualifications and education, experience. 
ii) Demand-side factors related to employer requirements, such as the need for 

a particular type of worker. 
iii) Normative factors related to cultural constructions of gender norms, such as 

beliefs about masculinity and femininity, (Bradley, 1989; Laufer, 1984; Dex, 

1985). 

Within each of the theories of occupational segregation, these three factors play a 

more or less important role. As we shall see, theories that are based on just one of 

these factors have so far been unable to `explain' labour market segregation. Before 

reviewing economic theories of segregation, we will first of all examine the 

sociological theories. 
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4.1 Sociological Theories 

The sociological theories of labour market segregation draw on all three of the 

factors identified above in order to explain why women are primarily located in 

different jobs from men. 

4.1.1 Biologically Derived Theories 

Some writers, (for example, McGrew, 1981), argue that the division of work is built 

into societies because of sexual dimorphism, in other words, the belief that men and 

women are physically suited to different work. Briefly stated, the biological 

explanation constructs a `female condition' which is genetically determined. 

Women are thus viewed as being best suited to duties associated with motherhood 

and the private, or reproductive sphere, rather than the productive sphere (Daune- 

Richard, 1989). Men, according to this view, are defined in opposition to this, and 

are seen as closer to the productive sphere. 

Perhaps not surprisingly, this viewpoint has come under attack from many quarters. 

Freedman & Phillips (1988), for example, found that there is little evidence to 

support pure `biological' explanations of the division of work, and Korda (1973) 

writes: `Biology is a trap. It neither explains nor justifies any assumption of masculine 

superiority', (ibid., p. 48). 

Cohn (1985b) argues that not all jobs within the productive sphere are divided up on 

the basis of divisions of labour within the home. For instance, only 29% of 

commercial bakers and 32% of tailors are women (ibid. ). 

As Bradley (1989) shows, there is virtually no occupation that, at some time, has not 

been described as `women's work' in some society. The changes that occurred in 

women's employment during the War years, when women were called upon to work 

on farms and in factories in `traditional' men's jobs, also show that biology alone is 
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insufficient to `explain' why women do not carry out certain tasks; social attitudes, 

which led to a reversal of these changes in the post-War years, appear to be far more 
determinant of task allocation (Bradley, 1989). 

Some studies have also found that gender alone is insufficient to determine work 

attitudes, (Freedman & Phillips, 1988; Hofstede, 1972; Crompton & Jones, 1984). 

Other factors, such as position in the life cycle, nationality, family situation and 

experiences at work, have been shown to contribute to the development of attitudes 

towards work for both men and women (McNally, 1979; Hofstede, 1972). Bartol 

(1976) shows that training is also an important factor: in her study, there was more 

similarity between the attitudes of women and men who had undergone similar 

training, than between women trained in different areas. 

These arguments underline the fact that biological differences alone cannot explain 

why women are overrepresented in certain types of work. 

4.1.2 Structural Theories 

Despite the fact that biology has been rejected as a sufficient explanation of gender 

segregation within the labour market, much sociological theorising has built upon the 

assumptions of the biological explanation, and subsumed these into their model. For 

example, Parsons (1954) argues that society is based on a dichotomy of kinship and 

occupational systems. The segregation of sex roles corresponds to these two systems, 

and is regarded as fundamental to maintaining social equilibrium. These two roles 

are defined as `instrumental', which is concerned with goal attainment and is 

identified with men, and ̀ expressive', which is the relationship between the family and 

society, and is identified with women. Work within the productive sector, therefore, 

is seen as men's domain (Dex, 1985). Because women bear and nurse children, they 

are, according to Parsons, best suited to expressive roles: 

"It seems quite safe in general to say that the adult feminine role has not ceased to be 
anchored primarily in the internal affairs of the family, as wife, mother and manager 
of the household, while the role of the adult male is primarily anchored in the 
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occupational world, in his job and through it by his status-giving and income-earning 
functions for the family. Even if, as seems possible, it should come about that the 
average married woman has some kind of job, it seems most unlikely that this relative 
balance would be upset; that either the roles would be reversed, or their qualitative 
differentiation in these respects completely erased" (Parsons & Bales, 1956, p. 14) 

Women are thus regarded as being suited to certain types of work related to their 

primary attachment to the home and family, which explains their over-representation 
in `ghetto' jobs (Rowbotham, 1973). 

Women's job orientations, according to this literature, are seen to be shaped 

primarily by their position in the life cycle (Crompton & Jones, 1984; McNally, 1979; 

Battagliola, 1984), thus the young and single woman is motivated to work in order to 

find a husband, and will therefore endure repetitive work, whilst the older, married 

woman works to earn `pin-money' to pay for extras (Mumford & Banks, 1967). 

This structural approach to interpreting women's work patterns has been attacked on 

several counts. Cyba (1979) and Beechey (1987) note that traditional Parsonian 

sociological theory allocates a primary importance to women's dependency within the 

family to explain women's secondary position in the workforce. Parsons' emphasis 

on the fact that women have to cope with the dual demands of family and 

employment, it has been argued, have led him to ignore the importance of women's 

work within the productive sector, and this perspective has led to a failure to relate 

women's work to the occupational structure (Beechey, 1987). 

In addition, the structural approach has been attacked for assuming the family to be 

an immutable social entity. In fact, the family is a changing institution affected by 

both political and social changes, such as the increasing number of dual-income 

couples (Scase & Goffee, 1989), and should therefore not be used independently of 

other social artefacts to explain women's employment situation. 

Cyba (1979) argues that women's subordinate position in the labour market should 

not be seen solely in terms of supply-side factors. Rather, normative factors such as 
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social attitudes, for example, act as a powerful reinforcer of the devaluation of 

women's work: 

"Diese Abwertung geht mit einer institutionalisierten Ambivalenz gegenüber dem Wert 
von Frauenarbeit parallel. " 
[This devaluation is accompanied by an institutionalised ambivalence regarding the 
value of women's work. ] (p. 40) 

She argues that social attitudes towards women working, such as the belief that 

women only work for `pin-money', or that women's rightful place is within the 

reproductive sphere, play a decisive role in reinforcing women's position in lower- 

paid `ghetto' occupations (ibid. ). Kanter (1977) further indicates how these prevailing 

social attitudes can become interiorised by women, discouraging them from seeking 

promotion within their jobs, or from moving to more remunerative employment. 

The Parsonian model attributes the division of labour to the imperatives of social 

systems (Beechey, 1987). However, as McNally (1979) points out, this does not take 

account of demand-side factors, such as employers' discriminatory practices or 

obstacles that are placed in the path of young women seeking to start a career. 

Moreover, the Parsonian model is based on a deterministic perception of women's 

place in the labour market, that does not account for women's own responses to their 

labour market situation: 

"All too often, women have been characterised as passive, reacting agents, with limited 
occupational aspirations created by their socialisation experiences and domestic 
circumstances. " (McNally, 1979, p. 6). 

Some commentators have been concerned to show that women's attitudes towards 

work can lead to positive actions on their part, such as becoming temporary workers 

or starting up their own business, in order to take advantage of their labour market 

position (McNally, 1979; Symons, 1986; Crompton & Jones, 1984; Goffee & Scase, 

1985). Thus, women should not simply be regarded as passively being allocated to 
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places within the labour market, but actually contribute towards the shaping of that 

labour market by their actions. 

In summary, explanations that draw either explicitly or implicitly on biological factors 

have been shown to be unreliable. They do not take sufficient account of women's 

behaviour in the labour market, nor do they take account of demand-side factors, 

such as employer strategies. 

4.1.3 Marxist Theories 

Attempts have been made within the Marxist framework to account for gender 
divisions, based on the `reserve army' theory. The `reserve army' thesis states that the 

capitalist structure requires a pool of readily-available, cheap and flexible labour 

upon which to draw as the economy expands, and which can easily be laid off in 

times of recession (Bradley, 1989). This reserve army of labour is regarded as a 

characteristic feature of capitalist production methods (Beechey, 1987). Women are 

viewed as particularly well-suited to form a reserve army, since they can easily be 

mobilised and justifiably be returned to the home when no longer required (Bradley, 

1989). 

However, commentators have shown that this approach is an equally unsatisfactory 

way of analysing the processes of segregation. Firstly, the nature of the `reserve 

army' itself is vaguely specified and is not readily operationalised (Beechey, 1987; 

Dex, 1985). The question of whether women can constitute a reserve army at all has 

also been disputed. Kartchevsky (1984), for example, points out that women 

constitute too great a proportion of the permanent workforce to be regarded simply 

as a reserve army. Also, if women are to be considered a reserve army, this means 

that the sexual division of labour must be taken as given, ie, that women's work is 

defined ex ante as flexible, cheap, and temporary, (Beechey, 1987). 

Another problem connected with using the Marxist framework for an analysis of 

gender divisions is that the Marxists see male power as being economically rooted 
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and associated with the development of class hierarchies in capitalist society (Coontz 

& Henderson, 1986). However, this does not explain the exact relationship between 

capitalism and gender divisions. Considerable evidence shows that such divisions 

existed in pre-industrialised society, albeit in a more fluid form (Bradley, 1989). 

Prevailing economic conditions also, paradoxically, counter the women as reserve 

army thesis. Work that has traditionally been defined as ̀ men's' is now more under 

threat than traditional 'women's work', which is situated in the expanding tertiary 

sector (Humphries, 1983). This underlines one of the most fundamental criticisms 

that has been levied at Marxist theory, which is that it is a theory of `empty places', 

that can give no account of the mechanisms of the sex-typing of work (Murgatroyd, 

1982; Bradley, 1989): `Marxism itself has proved totally inadequate to the task of 

analysing the oppression of women', (Beechey, 1987, p. 114). Moreover, there is no 
logical reason why jobs should be divided along the lines of gender, in view of the 

existence of other possible forms of division. 

An adapted version of Marxist theory is provided by Braverman's (1974) `labour 

process theory'. He argues that the struggle for control over the labour process 

between capitalists and workers leads to the degradation of jobs as work is 

reorganised, leading to `deskilling', in other words, the breaking down of jobs into 

simpler and less skilled tasks which allow the worker to exercise less control over the 

labour process (Dex, 1985). He connects deskilling to the use of female labour by 

capital. 

One of the problems with Braverman's (1974) thesis is that he fails to take account 

of normative values held about women's position in the productive and reproductive 

spheres (Bradley, 1989), and to account for the way in which work cultures 

perpetuate sex segregation. Moreover, he has been criticised for casting workers in 

the role of passive victims and capital as omniscient, and for failing to take account 

of acts of worker resistance (Wood, 1982; Elger, 1982; Dex, 1985). 
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Also, some feminists have criticised Braverman's conceptualisation of `skill'. They 

show that his definition of skill as a combination of manual dexterity and control over 

the labour process automatically excludes women, as it is based on a stereotype of 
the skilled (male) artisan (Wajcman, 1991). Dex (1985) argues that the concept of 
`skill' is very much bound up with the segregation of work, and that any job that is 

done by women is regarded as unskilled, regardless of the objective content of the 

tasks carried out. Thus, the concept of skill itself can be regarded as gendered: `the 

work of women is often deemed inferior simply because it is women who do it', 

(Wajcman, 1991, p. 36). 

For example, Braverman (1974) claims that new office technology, such as word 

processing equipment, is used by capital in such a way as to divide up and deskill the 

work of secretaries. What he fails to recognise is that there is no intrinsic reason why 

typing or word processing in itself should be seen as less skilled than the copying 

which preceded it (Cohn, 1985a). It is, some writers suggest, because typing is 

associated with women's work that it is regarded as relatively unskilled and is 

consequently not highly valued (Webster, 1990). 

Marxist theories of gender segregation are therefore based on an assessment of 

employer demand for a certain type of labour, and underestimate supply factors, such 

as the characteristics of women themselves. The Marxist framework was not 

originally intended to be an analysis of gender divisions, and subsequent attempts to 
`add in' gender have not been wholly successful. 

4.1.4 Feminist-Marxist Theories 

Whilst accepting that Marxist social theory can provide a conceptual framework for 

explaining segregation, feminist Marxists look beyond what they see as a theory of 
`empty places' (Hartmann, 1981, p. 10), and try to add gender into the Marxist 

framework. They move away from regarding women purely as a capitalist `reserve 

army' to focus on the `domestic labour' argument (Bradley, 1989). In this, they bring 

the influence of supply into the Marxist model. 
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The segregation of women into low-level jobs is seen in terms of what capital has 

gained from women's unpaid work at home (Dalla Costa & James, 1972). Thus, 

society is viewed as dichotomous, consisting of productive and reproductive spheres, 

and the dominance of men over women in the productive sphere is regarded as being 

founded on the sexual division of labour in the home (Beechey, 1987). 

`Dual systems' theorists, working within the feminist-Marxist paradigm, are concerned 

with class and gender relations, which they regard as being founded in different 

spheres (the domestic and the economic), or as working together at all levels of 

society (Mitchell, 1975; Hartmann, 1981; Walby & Bagguley, 1990). However, this 

approach has been criticised for the way in which class-based explanations dominate 

gender, owing to the power of the Marxist framework (Bradley, 1989). 

The feminist-Marxist approach has come in for criticism in recent years from 

feminists who have themselves moved away from the Marxist framework (for 

example, Beechey, 1987). What the early feminist-Marxists did, in the eyes of 

Bradley (1989) and Beechey (1987) was to focus too narrowly on women's domestic 

role as a service to capital, and thus omit to examine how men, as well as capital, 

could benefit from women's work. In addition, through their concentration on 

working-class women, they failed to take into account of the situation of middle-class 

women. 

Patriarchy, which is a central concept in feminist ideology (and which we examine 

more closely in the next section of this chapter) is used by the feminist-Marxists, in 

conjunction with capitalism, to explain the subordination of women (Beechey, 1987). 

However, in attempting to provide a theory accounting for both patriarchy and 

capitalism and their impact on women, Beechey (1987) accuses the feminist-Marxists, 

and Hartmann (1981) in particular, of a naive dualism, and of over-simplifying gender 
divisions. In addition, Beechey (1987) argues that, since there is evidence that 

occupational segregation existed in feudal times, it cannot be solely attributed to the 

capitalist imperative. Thus, feminist-Marxism has been criticised for its over-reliance 
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on the Marxist framework in seeking to explain gender segregation in the labour 

market. 

4.1.5 Feminist Theories 

More recently, feminist critique has moved away from the Marxist framework and its 

attempt to integrate capitalist and patriarchal explanations of segregation, to an 

approach based on patriarchy (Beechey, 1987; Poliert, 1981). This has also involved 

a shift away from the domestic labour debate that predominated in the 1970s, 

towards a focus on the relationship between gender and work (Brown, 1987). 

The concept of patriarchy is a key issue in feminist thinking, although little agreement 
has been reached over the exact meaning of the term (Bradley, 1989; Beechey, 1987). 

Beechey (1987) provides the following definition: 

The theory of patriarchy attempts to penetrate beneath the particular experiences and 
manifestations of women's oppression and to formulate some coherent theory of the 
basis of subordination which underlies them. " (ibid., p. 95). 

Weber (1964) originally used the term `patriarchy' to describe a particular type of 

authority relationship in traditional societies, usually between men, and involving 

reciprocal rights and duties but, as Bradley (1989) points out, the term has shifted 
from this original meaning. 

`Patriarchy' has been used in various senses by different feminist writers. Radical 

Feminists, such as Firestone (1979), view patriarchy, or male dominance, as rooted 
in biology and the family. Bradley (1989) criticises this view for ignoring variations 
between women and their domestic circumstances. Brown (1987) further argues that 

patriarchy in modern society is based in the public, productive sphere as well as 

within the family. 
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The feminist perspective views job segregation as a mechanism for perpetuating male 

superiority over women, through confining women to a narrow range of low-paid jobs, 

(Lowe, 1987). This has the effect of emphasising the fact that women's place is in 

the home, in the reproductive sphere, rather than in paid employment (Wajcman, 

1991). In the process, women are excluded from decision-making roles in 

organisations: 

"Traditionnellement, les femmes ont etb exclues des rapports de production dominants 
et des structures d'autorite legitime des organisations. " (Laufer, 1984, p. 71) 
[Traditionally, women have been excluded from dominant production relations and the 
legitimate authority structures of organisations]. 

However, feminists have failed to analyse which particular characteristics of men 

make them oppress women, or which characteristics of society put them in a position 

of power over women (Beechey, 1987). 

Another fundamental problem remains within the feminist debate, and that is how 

to account for differences between women: `most of the writings about women's 

employment continue to be silent on the question of differences among women', 
(Beechey, 1987, p. 15). For example, most feminists extrapolate from the situation of 

the married mother with small children in the labour market to all women, which 
fails to take account of how the single woman, and, indeed, all other types of women, 

relate to their occupations. 

For example, Bradley (1989) declares that the world of work is constructed in male 

terms, and cites as an example of this that the classic 9-5 working day does not fit in 

with women's domestic responsibilities in terms of collecting children from school. 
In this, she is clearly thinking of married women with children but, as Scase & Goffee 

(1989) point out in their study of managers, single women can find themselves in a 
different, and occasionally more disadvantaged situation in the labour market than 

married women if, for example, they have sole responsibility for elderly parents, for 

running a household without the help of a partner, or if they are in older age groups 

themselves. 
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One of the most fundamental criticisms of all feminist research, however, is that it 

is deterministic. Ashburner (1989) for example, remarks: `that women end up in low- 

paid, part-time work is more a consequence of their vulnerability than of their 

conscious preference', (ibid., p. 18). 

A number of commentators have recognised this underlying determinism: 

"Many feminist writings about women's consciousness have a curiously deterministic 
feel to them, and women are often represented ... as victims of domestic oppression 
and familial ideology. However, women (like other social actors) do not always 
respond passively to their ascribed role but devise strategies for coping with situations 
in which they find themselves. There is evidence to suggest both that women adopt 
`rational' strategies in response to their situations, and that they value different aspects 
of their jobs from those valued by men. " (Beechey, 1987, pp. 183-4). 

"There has been little direct empirical research of the segmentation hypothesis of the 
kind which allows individuals' attitudes and perceptions as well as their behaviour in 
the labour market to be taken into account. " (Burchell & Rubery, 1990, p. 553) 

A number of researchers have attempted to redress this balance. For example, 

Goffee & Scase (1985) argue that a number of individual and collective strategies are 

open to women to improve their work situation. These include entrepreneurship, 

pursuing occupational careers, affiliation with the labour movement or the women's 

movement. Fiona McNally (1979) in her study of female office workers further 

suggests that becoming a permanent `temporary' worker is another means by which 

women can manipulate their labour market position at the individual level, or 

collectively through professionalisation. Less proactive means include rationalising 

the situation (McNally, 1979), or withdrawal (Poliert, 1981). 

However, the bulk of feminist theorising on segregation fails to take account of the 

way in which women themselves act within the labour market to change or improve 

their situation. It also fails to explain variation between different kinds of women 

and can therefore be regarded as one-sided. 
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4.1.6 Summajy 

Thus, the sociological literature provides a variety of possible explanations for gender 

segregation within the labour market. One of the greatest weaknesses within this 

literature, however, is the relative lack of empirical research that has focused on 

women's experiences of work. Some research has pointed to various strategies 

women may adopt in the face of their labour market situation (Goffee & Scase, 1985; 

McNally, 1979; Poliert, 1981), but such research has not been very extensive. Most 

of the theory-development in this area has not been on the basis of empirical 

research, which has meant that a rather deterministic view has emerged. 

Below, the main economic theories of labour market segregation are reviewed. 

4.2 Economic Theories 

In addition to sociological theories of gender segregation within the labour market, 

various economic theories have also been developed, drawing on both supply and 

demand factors. 

4.2.1 Human Capital Theo 

One supply-based economic theory that has been used to explain gender segregation 

within the labour market is Human Capital Theory. According to this theory, 

employers select employees on the basis of their accrued human capital, such as 

qualifications, experience and skills. Women are regarded as possessing less human 

capital because of their domestic commitments, for example, they interrupt their work 

to bear children, or they are not geographically mobile (Bradley, 1989). 

However, research has shown that women who do not interrupt their careers, and 

who consequently have not diminished their stock of `human capital', still do not 

achieve the same careers as men (Bradley, 1989; Crompton & Jones, 1984), and 
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women with the same qualifications as men still tend to become left behind 

(Crompton, 1986). 

Crompton (1986) suggests that the inability to be geographically mobile can be a 
barrier for women, but Ashburner (1989) argues that the requirement for 

geographical mobility is frequently put forward to bar women from certain jobs. In 

the building societies in her survey, ability to be geographically mobile was described 

as a necessity for promotion, but it in fact turned out that this was something that 

employees could request after promotion, and was not a prerequisite. 

Crompton & Jones (1984) argue that human capital theory rests on the notion that 

jobs are `empty spaces', but they found in their study of clerical workers that the level 

of a job reflects the typical characteristics of the occupant, for example gender, and 

that jobs normally filled by women are systematically devalued, even if the particular 

women occupying those places are not deficient in human capital in traditional terms. 

Thus, despite its intuitive appeal, human capital theory cannot explain why women 

become located in certain jobs and not others. 

4.2.2. Crowding Theory 

Crowding Theory is based on the assumption that women are excluded from certain 
jobs because of sex typing and discrimination. Thus, women become forced, by 

labour market dynamics, into jobs for which there is a great deal of competition 

amongst women, which leads to low pay and reinforces women's subordinate status 

within the domestic sphere (Dex, 1985; Cohn, 1985b). 

This approach has been criticised for failing to recognise that women are 

overrepresented in jobs in sectors where there is no apparent discrimination, and 

that, even when demand for the `crowded' jobs falls, wages still do not go up 

(Bradley, 1989). 
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4.2.3 Segmented Labour Market Theory 

Segmented and dual labour market theory are based on demand-side factors (such 

as the requirements of employers) and divides the labour market into sectors between 

which mobility is difficult (Crompton & Jones, 1984). `Primary' sectors offer well- 

paid jobs and upward careers, and `secondary' sectors are characterised by low-paid 

jobs with few prospects for mobility (Doeringer & Piore, 1971). In some studies, 

`primary' sector jobs are further broken down into an upper, professional and 

managerial sector, and a subordinate sector (Dex, 1985). Women are regarded as an 
ideal source of secondary labour, because they are easily mobile out of the workforce 
(Barron & Norris, 1976). 

This approach is based on the assumption that the characteristics of firms generate 

a demand for certain types of workers and that this constitutes a means of control by 

capital (Crompton & Jones, 1984; Lowe, 1987). 

Radical labour market theory states that corporate capitalism has fragmented the 

working class by segmenting the labour process within firms and the labour market. 

Managers then establish different rules and conditions of work, with the stability 

required of the job-holder shaping the criteria for the job: if stability is required, then 

employers offer a good salary and benefits, and a career ladder, and the job can be 

characterised as being in the `primary' sector (Lowe, 1987). 

One weakness of this labour market theory is that it provides no explanation of the 

origins of segregation, especially insofar as female employment is concerned (Lowe, 

1987). Also, research carried out at Cambridge shows that employment patterns 

outside the core manufacturing sector do not fit the model, for example, some 

women's jobs can be regarded as skilled and demanding (Craig et al., 1985). Thus, 

there is gender segregation within both sectors of the labour market (Lowe, 1987). 

Also, this approach does not allow for differences within the female labour supply 

(Burchell & Rubery, 1990). 
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Lowe (1987) rejects segmented labour market theory for treating capital as 

omniscient, and argues that the interaction of supply and demand (including, for 

example, trade union activity and other forms of collective and individual responses) 

needs to be taken into consideration in order to understand the functioning of the 

labour market (Lowe, 1987; Beechey, 1987; Cohn, 1985b). 

Segmented labour market theory cannot provide an adequate explanation of female 

job ghettos, since the role played by the attitudes of the workers is not taken into 

account (Burchell & Rubery, 1990). Gender is reduced to the role of an exogeneous 

variable, whereas, it has been argued, it should be the object of investigation (Kanter, 

1977; Lowe, 1987; Beechey, 1987). 

4.2.4 Summajy 

Thus, economic, as well as sociological theories, whilst providing a valuable insight 

into the extent and processes of segregation, have failed to provide a totally adequate 

explanation of its mechanisms. 

This is one of the reasons why accounts of segregation are moving much more 

towards an integrated approach, which takes account of both the demand and the 

supply side (Crompton & Sanderson, 1990; Cohn, 1985a; b; Lowe, 1987). For 

example, Crompton & Sanderson (1990) argue that patriarchy is one aspect of gender 

segregation, and that employer strategies also play a role in excluding women from 

top jobs. Burchell & Rubery (1990) further argue that supply-side segmentation in 

the labour market is at once a product of, and influences, demand-side processes such 

as firms' employment policies. Bradley (1989) puts forward the view that it is 

impossible to construct any single model that explains why the labour force is 

segmented along gender lines, and favours an integrated approach that takes account 

of many different factors. 

One of the main problems confronting theory-development in this area is the 

complexity of the phenomena which are to be explained. However, it is clear that 
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one of the major weaknesses of existing theories is the fact that they have not paid 

sufficient attention to how women, as social actors, subjectively experience and react 

to their situations, and we have already seen examples of how empirical research in 

this area (eg, McNally, 1979; Goffee & Scase, 1985; Rothwell, 1986; Poltert, 1981) 

has been able to challenge abstract theorising that accords no importance to the 

behaviours and attitudes of actors themselves. 

One other highly important issue which existing theories have failed to address in any 

detail is that of national difference. Comparing patterns of women's work across 

countries is a very new area of research, and one that has already brought to light 

significant findings that challenge previous theories, many of which are based on 

patterns in just one country. The contributions made so far to this area by cross- 

national research are outlined below. 

4.3 Comparative Research 

In this section, we are not concerned with a theory that seeks to explain occupational 

segregation, but rather with a very new methodology that could is bringing additional 

insights to the debate on gendered jobs. Cross-national comparative work is, in most 

areas of organisational research, a relatively new area (Sekaran, 1983). However, 

comparisons across cultures of women's work are at a particularly early stage. At the 

moment, more questions have been raised than have been answered, but findings to 

date indicate that earlier theorising on the basis of single-nation studies, or on the 

basis of superficial international similarities, has led to some misleading results. 

Below, we review the contribution that has been made by comparisons of women's 

employment in Britain and France. 

4.3.1 Comparing Britain and France 

Although some research has been carried out comparing more than just two 

countries, (Dale & Glover, 1990; 1989; 1987; Holton, 1989), much of the primary 
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comparative research to date has been concerned with England and France (eg, 

Hantrais, 1990; 1989a; b; Beechey, 1989a; b; Gregory, 1989). 

The majority of this research has been carried out at the macro level and has 

concentrated on national trends in women's employment. This research has shown 

that significant differences exist between England and France in terms of patterns of 

women's employment. 

For instance, the extent and characteristics of segmentation have been shown to be 

identical in France and the UK and, for example, one-third of working women are 

employed in the tertiary sector in both countries (Letablier, 1989; Scott, 1986; 

Battagliola, 1984; Laufer, 1984). Moreover, women in both countries are 

concentrated in the lower levels of the organisational hierarchy, although in France 

there are more lower level managerial women (Beechey, 1989a; b). However, 

although these figures ostensibly point to similarities in women's activity rates in the 

two countries, differences in patterns of labour force participation are, in fact, 

substantial (Beechey, 1989a; b). French women tend to leave paid employment when 

they have three or more children, whereas in Britain, women tend to leave the 

workforce after the birth of their first child, often returning to part-time work 

afterwards. A far greater proportion of British women work part-time than French 

women: nearly half of the women working in the tertiary sector in Britain work part- 

time, as against only 22% in France (Beechey, 1989b). ' Altogether, the level of part- 

time employment is far higher in Britain than France: in Britain one in two women 

works part-time, whereas in France it is one in five (Beechey, 1989b). 

These differences are mirrored in differences that can be observed in women's overall 

employment patterns. Dale & Glover (1987) point out that the supposedly 

`characteristic' bimodal work patterns of women, with peaks around ages 20-24 and 

45-50 are, in fact, unique to the UK (Crompton & Jones, 1984; Letablier, 1989; 

Crompton, 1986; Dex, 1985). In France, women's working patterns more closely 

1 Gregory (1989) suggests that the overall rate of part-time working is lower in France. 
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resemble those of men, and women tend to remain in continuous, full-time 

employment (Dale & Glover, 1990). This finding runs counter to the Human Capital 

Theory argument that women's access to `top' jobs is restricted because they do not 

work continuously, breaking their work to rear children. In France, where women 

do have continuous work patterns, they are still segregated into similar labour market 

sections to English women: 

"... these findings challenge the view, commonplace in Britain, which attributes women's 
disadvantaged position in the occupational hierarchy to their position in the family and 
their interrupted work histories. The fact is that French women have work histories 
which are more like men's, but they are nonetheless disadvantaged in the labour 
market. " (Beechey, 1989a, p. 374) 

The conclusion is that other factors also have an important role to play. 

A clue as to what these might be is provided by Letablier (1989) and Hantrais (1990), 

who argue that social policies favour women's full-time paid work in France far more 

than in the UK. For example, family allowances are higher in France than Britain, 

and so women are less economically dependent upon their husbands. Also, child care 

facilities are better in France; in Britain, just 2% of 0-2 year olds are in publicly- 

funded day care, and between 5%-10% of two year olds are at play centres for a few 

hours a day, compared with 94% of 3-6 year olds and 35% of 2-3 year olds in France 

who are at nursery school (Hantrais, 1990). Beechey (1989a) remarks: `culturally, it 

seems, notions of femininity have been constructed differently in France ... In Britain 

... being a paid worker and being a mother have been considered as being contradic- 

tory' (ibid., p. 371; see also Murgatroyd, 1982; Letablier, 1989). Cultural constructions 

of women's work, in conjunction with social policies, appear to play a vital part in 

shaping women's participation in the labour force. 

One possible explanation for these differences in social policy has been put forward 

by Beechey (1989a). Both countries experienced a post-war labour shortage, but in 

Britain this was compensated by recruiting workers from the Commonwealth, whereas 

in France, policies were devised to encourage women to work and to have children 

at the same time. 
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This area of research is still in the very early stages, but provides evidence that 

seriously challenges the view that we can establish universal explanations of gender 

segregation without taking account of differing national or cultural patterns, or of the 

historical dimension of jobs (Letablier, 1989): 

"Often the reasons for sex typing cannot be defined as natural or biological ... but are 
related to societal and cultural factors which are intertwined with tradition, prestige of 
different occupations, salaries and differential recruiting policies. " (Kauppinen- 
Toropainen et al., 1988, p. 16) 

This brief look at comparative work on France and Britain has shown the benefits 

to be gained in terms of the potential for theoretical advancement by undertaking 

cross-national comparisons. As Freedman & Phillips (1988) note: 

"Many of the constraints on women vary in importance from society to society. 
Certainly, one of the tasks for future international studies of women in management 
should, therefore, be to evaluate systematically the effects of these cultural differences. " 
(ibid., p. 243). 

Thus, an analysis of the interplay of opportunity and constraint, choice and subjective 

experience in different countries is required if we are to make any significant progress 

in this field. Previous theories of the mechanisms of labour market segregation have, 

perhaps because of their basis within a single country, provided an overly 

deterministic analysis. 

However, although research has brought to light some very interesting findings, few 

comparisons of women's work experiences at the micro level have been carried out. 

One exception is Abigail Gregory's (1989) study of French and English part-time 

retail workers. Beechey (1989a) provides an insight into the possible future direction 

of research in this area: 

"Future research needs to look at the role of formal qualifications at the entry points 
into jobs and at the 'on-the-job'training opportunities in the two countries. We also 
need to know far more about career ladders and promotion opportunities... We know 
far too little about the discriminatory processes which operate at the workplace level 
in both countries, and how these are 'lived' by women. A comparative analysis of these 
questions would be an excellent subject for future research. " (ibid., p. 375) 
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Cross-cultural comparative research has not, as yet, matured sufficiently in this field 

to provide any answers, but it is clear that one of the most profitable ways of 

advancing the debate on the mechanisms of the gender segregated labour market is 

by both taking account of women's experiences of work, and by comparing these 

experiences cross-nationally. 

5. SUMMARY 

In this chapter, we have seen that the labour market is segregated by gender, with 

women being over-represented in low-level `ghetto' occupations. A review of the 

major sociological and economic theories of occupational segregation has been 

presented, and it was established that none of these have been able to provide a 

wholly satisfactory explanation as to why the labour force is segmented along gender 
lines. More recent work has tended to favour integrated explanations based on not 

only demand-side factors, but also on supply and normative features. 

Two major criticisms can be levied against many of the theories put forward to 

explain labour market segregation. One is that they ignore the experiences, attitudes 

and behaviour of women themselves, and can hence be regarded as overly 

deterministic, viewing women as passive `victims' of the labour market. The second 

is that they do not take account of national differences. 

Cross-national research on women's employment is a new and challenging approach 

which could help our understanding of the mechanisms of labour market segregation. 

As yet, hardly any micro-level cross-national comparisons of women's employment 

have been undertaken. This has emerged as an area where further research is 

needed. 

In the following chapter, we move on to look in more detail at one occupation that 

has consistently been described as a ̀ typical' female ghetto occupation (Pringle, 1989), 

that of the office secretary. 
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CHAPTER II 

THE OFFICE SECRETARY 

1. INTRODUCTION 

In the previous chapter, gender segregation within the labour market was examined, 

and it was shown that women tend to be concentrated in female `ghetto' occupations, 

although no one theory to date has been able to provide an entirely satisfactory 

explanation as to why this should be the case. 

In this chapter, a review of the sociological and management literatures on one 

occupation that has been described as a ̀ typical' female ghetto occupation, that of the 

office secretary, is presented (Pringle, 1989; Silverstone & Towler, 1984). As we saw 
in Chapter I, cross-national comparisons of women's employment provide new 
insights that can aid our understanding of the mechanisms of labour market 

segmentation, and so this review will take account, as much as possible, of national 
differences and similarities. 

In addition to reviewing the literature on secretarial work as it is today, the research 

questions that are to be the subject of the remainder of the thesis are put forward. 

Firstly, however, an historical review is presented, which charts the early development 

of secretarial work from the Industrial Revolution. 

2. THE HISTORICAL DEVELOPMENT OF THE SECRETARIAL ROLE 

2.1 Introduction 

Secretarial work today is regarded as women's work in many Western industrialised 

nations (Pringle, 1989; McNally, 1979; Holtgrewe, 1989; Pinto, 1987). Not only are 

the majority of incumbents women, but the construction of the role is considered 

compatible with ideals of femininity which help to perpetuate its gender segregation 
(Pringle, 1989). Here, the historical evolution of the secretarial role is charted, from 
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the Industrial Revolution until the Second World War, in an attempt to shed light on 

why secretarial work should have become gendered in this way. 

In view of the importance of undertaking cross-national comparative research that 

was highlighted in Chapter 1, this review will compare the evolution of secretarial 

work in England, France and Germany. ' 

A great deal has been written on the subject of the development of clerical work 

from the pre-industrial office to the modern day. Within English-speaking countries, 

most of the research has focused on the themes of the proletarianisation and 

feminisation of clerical work, with much debate arising out of Braverman's (1974) 

analysis. In Germany, on the other hand, much has been written about clerical work 
in the Weimar Republic, during the years leading up to National Socialism, in an 

attempt to understand the role played by white-collar workers in the rise of the Nazi 

party (Crossick, 1977). In France, however, hardly any critical attention has been 

turned to the history of clerical work at all (Mangold, 1981; Haupt, 1981). 

Although the development of clerical work in general has been the object of at least 

some attention in all three countries, hardly anything has been written specifically on 

the subject of the history of secretaries. One additional problem is that most of the 

French and German writers draw extensively on Anglo-American literature and 

explanations, which clearly makes it harder to differentiate between rates and types 

of change in the three countries. 

However, from the available evidence, we can begin to piece together how and when 

the office secretary came into being. 

1 The reasons for choosing these three countries in particular are outlined in Chapter 4. 
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2.2 The Early Origins of Secretarial Work 

Although, as we have seen, secretarial work is now regarded as a stereotypical female 

occupation, it was only during the first few decades of the twentieth-century that 

secretarial work gained this image (McNally, 1979). 

Previously, `secretarial' work was carried out exclusively by men, and the early 
forerunner to the secretary was the scribe. One of the first known secretaries was 

called Tiro, and he worked for Cicero (Held, 1982; Center & Herzberg, 1929). In 

the medieval era, scribes worked for the Church and State, and their position was 

particularly privileged because of their ability to read and write (Delgado, 1979; 

Vinnicombe, 1980). In these times, the duties of the scribe, or secretary, were 

principally keeping records and writing correspondence for a high-ranking individual 

(McNally, 1979), and work was usually found through patronage (Golding, 1986; 

Golding & Golding, 1984). John Donne, the poet, was secretary to Lord Egerton 

under Elizabeth I (Golding, 1986): 

In medieval England, clerks (including those in Holy Orders) were employed to copy 
manuscripts and keep records. The clerk also acted as correspondent for his superiors, 
who might themselves not be able to write, and in view of his eduction and ability, 
enjoyed a privileged position in society. " (Delgado, 1979, p. 15) 

The word `secretary' itself (secrdtaire in French and Sekretärin in German) is derived 

from the Latin `secretum', or secret, and conveys the idea of confidentiality in dealing 

with important matters (Vinnicombe, 1980). Pringle (1989) notes that three types of 
`secretary' have evolved. The first is represented in titles such as Secretary of State 

(Secretaire d'Etat), Press Secretary, and is usually written with capital letters 

(Dauphin & Pezerat, 1984). Such a person is normally entrusted with handling 

private matters, conducting correspondence or transacting business on behalf of 

another person, society, corporation or public body. In the second meaning, a Private 

Secretary is usually employed by a Minister or other high-ranking official to deal with 

personal correspondence. Both of these meanings are associated with relatively high- 

ranking positions (Pringle, 1989). The third meaning is the office secretary, normally 

written with a small 's' and assumed to be female (Pringle, 1989). 
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Golding (1986) notes that many of these early associations of the secretarial role 

persist today, such as the entrustment with private and confidential matters, and the 

notion of handling correspondence on behalf of a powerful individual, patronage and 
deference. We will return to these themes later in the chapter. 

2.3 The Pre-Industrial Office 

The office secretary's role as we know it today can be traced back to the job of the 

clerk in the 19th Century. The average mid-nineteenth century counting-house 

employed just four clerks, all men, who worked closely with their employer 
(Anderson, 1976). These clerks performed the whole spectrum of office jobs between 

them, without the aid of office machines, and relations between clerk and employer 

were based largely on trust and paternalism, (Adams, 1988; Davies, 1982; Anderson, 

1976; 1988; Delgado, 1979). Many clerical jobs were obtained through patronage 
(Golding, 1986). 

Some theorists have put forward the view that these early clerks were highly skilled, 

enjoyed complete job-security, a high income and were virtually assured a successful 
business career, and argue that developments in the late 19th Century, in particular 

the entry of women into the office and the introduction of office machinery, led to 

the erosion of these privileges and the proletarianisation of office work (Braverman, 

1974; Lockwood, 1958). 

However, these views may well be somewhat exaggerated (Anderson, 1976; 1988). 

Other research has shown that the pay and standard of living of clerks in the counting 
house varied enormously and that, although some did aspire to management jobs, 

many never did actually run their own business and remained clerks all their lives 

(Davy, 1980; McNally, 1979). In addition, much early clerical work was carried out 
by copyists paid by the piece, who enjoyed virtually no job security and had no career 

prospects (Cohn, 1985b; Lowe, 1987). 

Davy, (1980), distinguishes between two types of clerks at this time: 
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i) Professional clerks who would always remain clerks 
ii) Those who were learning the profession or business in order to take on their 

own business afterwards. 

Thus, not all clerks could by any means view their job as a business apprenticeship. 
The status of clerks in the pre-industrial office was not necessarily high or privileged 

either. Lockwood (1958) argues that, even before the entry of women into the office, 

clerks were regarded as marginal and unmanly. This is reflected in an article 

published in the Chamber of Commerce Journal as late as 1884: 

"It seems a fine waste of health and strength when a fine lad, who might have handled 

a plough and done good work in the open air, becomes a clerk, spends his life in an 
office, and grows into a pale and weakly man. " (Chamber of Commerce Journal, 1884, 

p. 9) 

Cohn (1985a; b) argues vociferously against the view put forward in the literature that 

the introduction of machinery into the office at the end of the 19th Century was 

responsible for eroding the privileged position of the pre-industrial clerk and for the 

loss of traditional clerical skills: 

"The postage meter, for example, eliminated the licking of stamps. Licking stamps 
cannot be said to be one of the rare and valued skills of a traditional clerical artisan. " 
(Cohn, 1985b, p. 84) 

Nienhaus (1982) also notes that using the old typewriters was strenuous and 

demanding, and should not properly be viewed as unskilled in comparison with the 

old script writing. Thus, much of the work carried out in the early office was, in fact, 

very repetitive, and not as highly skilled as some theorists would like to believe 

(Lowe, 1987). 

However, it is true to say that, by the 1870s, the distinction between clerks and the 

working class had eroded (Anderson, 1976; Dohrn, 1988). One of the major factors 

contributing to this was the spread of elementary schooling at the end of the century 

and the consequent popularisation of reading and writing, which were once the 

distinguishing features of the clerk (Davy, 1980). 
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In the latter half of the 19th Century in all three countries, the changes that took 

place in business and commerce and in society led to a radical alteration in the 

structure and composition of the clerical workforce. 

2.4 The Growth and Feminisation of Clerical Work 

In the last quarter of the 19th Century, clerical work underwent a vast expansion both 

in absolute and relative terms as one of the effects of the Industrial Revolution 

(Vinnicombe, 1980; Poublan, 1984; Holtgrewe, 1989). However, it appears that these 

changes took place somewhat later in Germany and France than in England (Kocka, 

1981; Sullerot, 1968). Kocka (1981) suggests that it was, in part, due to this that a 

greater emphasis was placed on training in Germany. 

This expansion in clerical work has been ascribed to a number of factors. 

The first of these was the sheer increase in the size of business organisations, partly 
due to merger activity (Davy, 1980). The second was the development of new forms 

of business in the tertiary sector, such as banks, insurance companies, and other 
financial institutions that employed vast armies of clerks, which generated a need for 

more accurate record-keeping and more correspondence (Roberts, 1988; Golding, 

1986; Held, 1982; Cohn, 1985b; McNally, 1979; Frevert, 1979; Davies, 1982). This 

was accompanied by a shift in production from a domestic context to larger 

workshops (Davy, 1980). 

With the expansion of clerical work came increased hierarchisation and division of 
labour, together with the separation of administration from ownership (Davies, 1982; 

Vinnicombe, 1980; Speier, 1986). By 1914, the managerial and professional classes 

of office workers had begun to be separated from the clerical workers below (Adams, 

1988). 
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Thus, for many clerks, there was an increase in routine and low-level tasks, 

accompanied by the growing impossibility for the majority of them to rise up to a 

partnership position within their own company (Crossick, 1977). 

Accompanying this expansion of clerical work in the latter half of the century was an 

ever-increasing number of women clerks. Many of these first women clerks worked 

as telegraphists and telephonists (Anderson, 1988). As Anderson (1988) remarks: 

"No other occupation has changed its sex label so completely and so quickly. " (ibid. p. 2) 

The tables below chart the increase in the proportion of female clerks: 

Clerical Workers in England 1911-1951 

Year Male Clerks 
(Thousands) 

Female Clerks 
(Thousands) 

Female Clerks 
% of Total 

1911 708 179 20 

1921 736 564 43 

1931 817 648 44 

1951 990 1,414 59 

(Source: Routh, 1965; quoted in Silverstone, 1976) 

Table 2.1 
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Women Clerks in the Public & Private Sector 
In Germany 

Year Male Clerks 
(Thousands) 

Female Clerks 
(Thousands) 

Female Clerks 
% of Total 

1882 859 43 4.8 

1895 1,525 118 7.2 

1907 2,909 616 17.5 

1925 3,905 1,436 26.9 

1933 3,814 1,644 30.4 

(Source: Holtgrewe, 1989, p. 25) 

Table 2.2 

Women in Commerce in France 

Year Male Clerks Female Clerks Female Clerks 
(Thousands) (Thousands) % of Total 

1866 641 290 25.5 

1896 1,031 571 35.6 

1911 2,210 895 40.5 

(Source: Guilbert, 1947) 

Table 2.3 

It is, however, difficult to compare these figures, since the categories are constructed 
in different ways, and methods of collecting statistics in the 19th century varied from 

year to year, and, in the case of France, did not always cover the same territory 

(Guilbert, 1947). Also, in France, statistics up until 1911 grouped jobs by industry not 

occupation, thus the French `commercial' category included domestic servants, liberal 
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professionals, office workers in the public and private sectors and shop workers 
(Poublan, 1984). However, it is clear that, in all three countries, a vast increase in 

the number of women employed in clerical occupations took place. 

Why was it that, at this time, the office became an acceptable place for women to 

work? Various supply and demand-side arguments have been put forward, but it is 

clear that any explanation should take account of both factors (Lowe, 1987; Cohn, 

1985a; b) 

Firstly, the huge increase in demand for clerks at the end of the last century meant 

that alternative sources of labour had to be tapped if sufficient workers were to be 

found. Most of the men previously used for less skilled clerical tasks lacked the 

education necessary to move on to higher-grade clerical work (Cohn, 1985b; Davies, 

1982). In earlier years of the century, between 20%-40% of the clerical workforce 
had been made up of teenage boys, but demographic changes meant that there were 
fewer of them available for employment towards the end of the century (Cohn, 

1985b). 

At the same time, other demographic changes right across Europe meant that there 

were far more women than men in the population, and there was an especial surplus 

of middle-class women (Zemmick, 1986; Roberts, 1988). Many of these women were 

single or were widows, and could not be supported by their families. The English 

Woman's Journal of 1860 stated that one-third of women were single and unprovided 

for, and Roberts (1988) points out that the 1881 census showed that there were one 

million more women than men in Great Britain. 

One suggestion to remedy the situation was that women should emigrate to the 

colonies, where they could marry British men already out there and who did not have 

wives (Chamber of Commerce Journal, 1884). 

The situation was similar in France and Germany; Nienhaus (1982) indicated that 

one-fifth of women in Germany in 1907 remained unmarried. Bird, writing in 1911, 
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advised women not to be lulled into the belief that they would be able to get married 

and would therefore not have to provide for themselves. 

On the economic front, the move towards industrial production meant that goods 

previously made in the home for domestic consumption were manufactured 
industrially and had to be bought (Nienhaus, 1980; Holtgrewe, 1989; Dauphin & 

Pezerat, 1984). This was accompanied by the worsening economic position of many 
families (Frevert, 1979). 

At the same time, the women's movement at the end of the last century was 

campaigning for women's right to work (Davy, 1980). 

Thus, on the demand side, there was a need for more clerks and, on the supply side, 

there was an insufficient number of educated men to fill these positions, together 

with an increasing number of women who needed, and wanted, to work. 

But social attitudes at the end of the 19th Century in all three countries mitigated 

against middle-class women working outside the home (Holtgrewe, 1989; Pinto, 1984; 

Silverstone, 1976). The 19th century ideal of woman was that she should stay at 
home and be maintained by her father and, later, her husband (Adams, 1988). 

Roberts (1988) believes that this ideal was born in England between 1780 and 1830 

when the industrial bourgeoisie was emerging after the Industrial Revolution. It then 

spread to all classes, and led to the segregation of men in the public, productive 

sphere and women in the private, reproductive sphere of the home. Thus, it became 

an admission of social failure for the woman to work outside the home (Silverstone, 

1976): 

"A new norm of domestic life solidified when the home changed from a production to 
a consumption unit. The woman was idealised as a person who attended to maternal 
duties around the house and to her appearance. " (Quataert, 1979, p. 8). 

This was held to be in keeping with women's natural character traits: 

"Passivität, Bescheidenheit, Fleiß, Güte, Anpassung, Emotionalität, Rezeptivität, 
Tugendhaftigkeit. " (Frevert, 1979, p. 83) 



60 

[Passivity, modesty, diligence, goodness, conformity, emotionality, receptivity, virtue. ] 

There were a limited number of acceptable occupations for middle-class women in 

England, France and Germany; teaching, nursing, or being a governess (Adams, 1988; 

Anderson, 1988; Zemmick, 1986; Silverstone, 1976; Davies, 1982; Sullerot, 1968). 

These occupations were considered acceptable because they could be related to the 

nurturance ideal (Adams, 1988). 

However, as we have seen, the changes that took place in the second half of the 19th 

Century called these ideals into question. The increasing number of women, 

especially middle-class, educated, women, who had to work to support themselves 

and, sometimes, their families, the economic pressures on families, together with the 

paucity of qualified men to fill the ever-expanding number of clerical jobs can be 

seen as leading to the first women taking jobs as clerks (Nienhaus, 1980; Davy, 1980; 

Dauphin & Pezerat, 1984; Cohn, 1985b; Davies, 1982). 

At first, opposition to the idea of women working in the office was strong in all three 

countries (Silverstone, 1976; Sullerot, 1968; Holtgrewe, 1989). Fears were expressed 

that women would lose their femininity and would come into too close contact with 

men. Male clerks were also afraid of losing their status (Brinker-Gabler, 1979; Davy, 

1986). They felt threatened, in England at any rate, not only by female clerks, but 

also by the presence of foreign clerks seeking work (Anderson, 1976; Delgado, 1979): 

"Foreigners, and especially Germans, are employed in this country to do work which 
Englishmen ought to perform. " (Chamber of Commerce Journal, 1887, p. 280) 

Anderson (1977) found that 6,171 foreign clerks, mostly German, were working in 

Britain in 1911. This was certainly a substantial minority, but he argues that their 

impact was somewhat overstated at the time. 

However, despite initial opposition, arguments were soon heard in favour of the 

woman clerk. Parallels were drawn with women's `natural' personality traits that 
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justified their employment in these jobs, such as their ability to cope with routine, 

repetitive jobs and to use machines (Davies, 1982; Nienhaus, 1987; Dauphin & 

Pezerat, 1984; Laufer, 1984; Lewis, 1988). Gradually, fears that working in an office 

would make women `unfeminine' were replaced with the idea that the office was 

women's natural sphere (Davy, 1980; Laufer, 1984). 

One advantage was that the work could be organised so that the women had only 

minimal contact with male colleagues and social inferiors (Zemmick, 1986; Dohrn, 

1988). Somewhat elaborate measures were, however, used to ensure contact between 

men and women were kept to a minimum in the office. In the Prudential Insurance 

Company, Davy (1980) reports that the first women clerks entered and left the 

building by a separate entrance from the men, and were encouraged to stay in the 

office at lunchtime. It was not until 1911 that women clerks at the Post Office were 

allowed to go out at lunch times (Zemmick, 1986). In the Civil Service, the first 

women clerks were even locked into a room for their own protection (Silverstone, 

1976). The other advantage of clerical work was that it was clean and respectable 
(Zemmick, 1986). 

2.5 The Woman Clerk 

Women first entered the office in the three countries in the 1870s (Graßl, 1984; 

Dohrn, 1988), although Nienhaus (1980) notes that in 1877 the German office was 

still largely male-dominated. The feminisation of clerical work took place at different 

rates in different industries (Cohn, 1985b; Lowe, 1987; Poublan, 1984; Davies, 1982). 

In the 1870s in England, the banks recruited the first women clerks, and in 1895, the 

Sun Insurance Company hired its first lady typewriter (Dohrn, 1988). Karsland 

predicted in 1891 that "there will come a time, and that not in the very far distance, 

when these [women clerks] will be the rule and not the exception" (Karsland, 1891, 

p. 42) 

In 1897, one journal reported: 
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"So much more is expected of her [the woman clerk] nowadays than when 20 years ago 
she was looked upon rather as a curiosity. " (The Young Woman's Journal, 1897-8, pp. 
260-262) 

Tilly & Scott (1978) argue that the clerical labour force feminised more quickly in 

France than in England, despite the fact that Britain urbanised faster than France. 

They attribute this, in part, to the fact that French women married earlier than 

British, had fewer children, and ended childbearing younger, which meant that they 

had more time for employment. By 1911, Bird was able to write: "The woman clerk 
has arrived here to stay. " (Bird, 1911, p. 127). 

Although women were taken on as clerks, Cohn (1985b) argues that the very first 

women to enter the office took over jobs previously done by office boys, juniors, 

messengers and copyists, many of whom were juveniles or casual workers. They also 

took over newly-created jobs that had no tradition of male occupancy. Thus, from 

the start, they did not enter the mainstream clerical jobs, and cannot be blamed for 

proletarianising office work, since they did not take on clerical jobs previously done 

by men (Anderson, 1988). 

In all three countries, when women entered the office, they became segregated into 

separate jobs from men, located at the bottom of the office hierarchy and enjoying 

only a low status (Dauphin & P6zerat, 1984; Tilly, 1984; Anderson, 1977; Davy, 

1986): 

"Thus while men were capable of incisive analysis, conceptualization and command, 
women were only good for tying up the loose ends of execution .. women acquired 
work which was new, without a tradition of male occupancy. " (Zemmick, 1986, pp. 158- 
9) 

The initial hostility towards women clerks began to lessen when it became apparent 

that women were entering different types of jobs and were not in direct competition 

with men (Anderson, 1976; Zemmick, 1986; Held, 1982; Brinker-Gabler, 1979): 
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"Sie waren es, die jetzt die einfachsten schematischen Repetierarbeiten wie Kopieren, 
Registrieren, und Ablegen der Briefe, Adressenschreiben, Bedienung des Telefons, 
Sortieren der Post, und so weiter übernahmen, die sie allmählich zu rein weiblichen 
Tätigkeitsgebieten ausdifferenzierten. " (Frevert, 1979, p. 87) 
[These were the ones who now took over the easiest, most schematised and repetitive 
jobs like copying, registering and filing letters, writing addresses, using the telephone, 
sorting the post and so on, which gradually became differentiated as purely women's 
work. ] 

Why was it that women became so segregated at such an early stage in the 

development of modern office work? A number of arguments have been put 

forward, and one of the most persuasive is that of Cohn (1985a; b). He suggests that 

human capital theory is, by itself, insufficient to explain gender segregation, and 

proposes instead a `synthetic turnover' model to explain the different rates of 

feminisation across different industries. He argues that labour-intensive industries, 

such as the Post Office and the Civil Service, were more likely to take on women 

clerks, because they could pay them less and, owing to the marriage bar, they would 

soon be replaced at the lower levels by younger women, thus creating a `synthetic 

turnover'. This was, he argues, especially important for industries employing large 

numbers of clerks as a means of keeping costs down: 

"Women entered clerical work not because there was an increase in the proportion of 
unskilled jobs, but because managers changed their strategies for filling those unskilled 
jobs. " (Cohn, 1985b, p. 223) 

Industries that were less white-collar labour-intensive, such as the Great Western 

Railway, continued to employ exclusively male clerks for a considerable time. 

Normative views on women's role, together with demand-side arguments, are 

consequently seen by Cohn as underlying the limited opportunities that were open 

to women in the office, as male business owners recruited them simply as a means 

of deliberately creating a low-paid and relatively unstable workforce. 

Women clerks were paid far less than men in all three countries and wages were, on 

average, 25%-50% below those of men (Zemmick, 1986). This was justified by the 

notion of the `family wage', which promoted the idea that men worked to support 
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families, whereas women worked just to support themselves (Zemmick, 1986; 

Brinker-Gabler, 1979). This meant that women who were in the position of having 

to support a family, such as widows or some daughters, experienced considerable 
financial hardship (Roberts, 1988; Davy, 1986; Anderson, 1976). Paying women lower 

wages meant that their economic dependency on their husbands or other male 

relatives was maintained, thus, it has been argued, securing a latent reserve of labour 

(Nienhaus, 1987; Brinker-Gabler, 1979). 

In Germany, women's training for office jobs was shorter than men's. Since they 

started earning at once, employers felt obliged to keep them busy and productive, and 

this enhanced their restriction to narrow areas of work, and to lower levels in the 

hierarchy than men, who were given a broad training (Zahn-Harnack, 1924; Kramer, 

1986). This fostered the development of gender-specific internal labour markets 

within German clerical work. 

Stereotypes of women's `natural' character traits, abilities and roles reinforced the 

office hierarchy. For example, women were assumed to be naturally more able to 

cope with monotonous work (Holtgrewe, 1989), or to be more dexterous and hence 

to be better suited to operating a typewriter (Silverstone, 1976). They were also 

assumed to be naturally inferior to men and incapable of holding a decision-making 

role (Cohn, 1985b). Such attitudes were frequently shared by women themselves 

(Lewis, 1984; 1988). 

In all three countries, the association of clerical work with women's domestic role was 

used to justify women's presence in the office, so that being a clerk was seen as 

compatible with ideals of `femininity' (Bradley, 1989; Adams, 1988; Pinto, 1987; 

Silverstone, 1976). Through the marriage bar, which was almost universally imposed, 

the idea was fostered that women's `real' role was to be a housewife and mother, and 

that being a clerk was only a temporary status. This, again, reinforced the lowly 

position of women in the office and the idea that there was no point in promoting 

women, since they would leave their work upon marriage (Glas & Kische, 1930; 

Frevert, 1979; Zemmick, 1986; Laufer, 1984; Nienhaus, 1982). 
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However, Zemmick (1986) points out that the opportunity for women to work outside 

the home was welcomed by women, however negatively modern theorists may 

perceive their situation: 

"For these women, the typewriter, the ledger and the shorthand writer's pad were 
instruments not of oppression but of liberation. " (Zemmick, 1986, p. 165) 

Although women entered the office at around the same time in all three countries, 

and operated under similar normative constraints, important differences began to 

emerge between the three countries at an early stage. Of the three countries, 

resistance to women working was strongest in Germany. Opposition was particularly 

strong in Prussia at the end of the 19th century, where the patriarchal social system 

upheld a strict polarity of men's and women's roles (Tournier, 1973). 

Throughout the 1920s and under National Socialism, all paid work by married women 

was forbidden, and women were encouraged to stay at home and bear children 
(Sullerot, 1968; Kramer, 1986). This ideal of the housewife-mother persisted into the 

late 1960s (Sullerot, 1968; Tournier, 1973). Thus, a fluctuation in attitudes towards 

women working can be perceived in Germany that did not exist at all in France, 

where women's labour force participation increased steadily (Tournier, 1973). 

Tournier (op. cit. ) relates the development of attitudes towards women working to 

the acceptance of social democracy; in France, the move to social democracy was 

consistent from the last decades of the 19th Century, whereas in Germany it 

fluctuated considerably with the rise of National Socialism. This is reflected in 

policies towards the marriage bar; in France, the state gave 35 days' maternity leave 

as early as 1903, whereas in Germany the marriage bar was not eroded until after 
World War 2 (Anderson, 1988; Nienhaus, 1987; Tournier, 1973). Thus, there are 
indications that normative limits on women's employment were especially strong in 

Germany (Nienhaus, 1987). 

This is reflected in the unwillingness to accept women clerks that was expressed in 

Germany as late as 1918: 
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"Wir sind überzeugt, daß wir unter den heutigen Verhältnissen die Frauenarbeit in den 
Bureaus dulden müßen, aber nur insoweit, als sie sich auf die Bedienung der 
Schreibmaschine und Aufnahme von Stenogrammen beschränkt. " (Deutsche 
Bureaubeamten, 1918, p33) 
[We are convinced that, under the present circumstances, we have to tolerate women 
working in offices, but only insofar as it is limited to using the typewriter and taking 
shorthand. ] 

2.6 The Shorthand-Typist 

The immediate forerunner of the modern secretary was the shorthand-typist. This 

role began to emerge at the end of the last century, with the introduction of new 

machinery and techniques into the office. 

Although it cannot be said that the introduction of office machinery, and in particular 
the telephone and the typewriter, led. to women's increased foothold in office work, 
it was nevertheless a contributory factor in marking out a certain domain of office 

work as women's work (Vinnicombe, 1980; Silverstone, 1976; McNally, 1979; Davies, 

1982; Sornaga, 1984; Tilly, 1984). 

Women entered clerical work just before the typewriter came into commercial 

operation, and gradually women's office jobs became clustered around the operation 

of this machine (Anderson, 1976). 

Christopher Latham Sholes invented the first usable typewriter, which was built and 

marketed by Remington in the United States in 1873, and introduced into England 

in 1874 (Silverstone, 1976). The typewriter began to be widely used in offices 

towards the end of the 1880s (Davies, 1982). According to Holtgrewe (1989) the first 

Remington typewriter was made in Germany in 1883, and it was not until the late 

1890s that typewriters became widely accepted. Lorentz (1988), on the other hand, 

writes that the first typewriter was made in Germany in 1875, and came into 

commercial usage in the 1880s. However, it is clear that, as late as 1895, there were 

not very many typewriters in use in Germany, and their use was not widespread until 

after 1910 (Nienhaus, 1980). 
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In France, the typewriter was in use in offices at around the turn of the century 
(Mandon, 1980). There is evidence that the typewriter made inroads in France more 

slowly than in England or Germany, since the journal La Fronde in 1898 refers to 
France lagging behind other countries in the use of the typewriter. 

At the same time as the typewriter became more widely used in offices, the ancient 

skill of shorthand writing also became more widespread. Soon, the two skills became 

associated and the job of shorthand-typist emerged (Davy, 1980; Anderson, 1977; 

1988; Carnaffon, 1988). At first, during the 1880s and 1890s, both men and women 
learned to use the typewriter, and as late as 1930, the Pitman's Institute was advising 

male clerks to learn shorthand and typing as useful skills for office workers (Dicksee 

& Blain, 1930). However, the difference was that men learned the skills as a means 

to job mobility (Davy, 1986): 

Most situations filled by male clerks, however, did not demand a knowledge of 
typewriting and shorthand. Ideally, shorthand was a skill distinct from typewriting, 
which male clerks acquired as a means to an end, promotion, rather than as an end in 
itself. For female typists, on the other hand, who had little chance of doing anything 
else, shorthand and typewriting were ends in themselves. " (Anderson, 1976, p. 103). 

However, gradually, women took over more and more jobs centred around typing. 

This was one area of clerical work that was not already sex-typed as a male task, and 

so opposition to women typists, or `lady typewriters' was low (Davies, 1982). In 

addition, analogies were drawn with the `feminine' skill of piano-playing, and this was 

used as an added justification for women's particular suitability to using a typewriter 
(Schiffner, 1990; Sornaga, 1984; Silverstone, 1976; Bahl-Benker, 1979): 

"It is universally acknowledged that women excel men in the manipulation of this 
instrument. " (Karsland, 1891, p. 138) 

"Les doigts de la jeune Pille sont susceptibles d'une agilitd qui jusque-lä n'avait guere 
brille que sur le piano. Cette agilite peut se deployer sur des claviers plus utilitaires. " 
(d'Azambuja (1905) in Sornaga (1984) p. 84) 
[The fingers of a young girl have an agility which, up until now, has only shone through 
playing the piano. This agility can be deployed on more useful keyboards. ] 
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Women were felt to have `passivite, le sedentarisme, l'habilite manuelle' [passivity, 

a sedentary nature, manual dexterity] (Sornaga, 1984, p. 84) that made them 

particularly suited to this type of work: 

"[They have] a delicacy of touch, are more patient than men during long confinement 
to one place, and take more kindly to sedentary employment. " (Englishwomen's 
Review (1871) p. 221, quoted in Silverstone (1976) p. 101) 

"Women, it was said, did not have the characteristics of initiative and strong judgement; 
they were naturally neat, precise, efficient and careful and were eminently suited for 
the job as shorthand-typists. " (Davy, 1980, p. 33) 

Thus, it was during the final years of the last century and the first decades of this 

century, that the jobs of typist, shorthand-typist and secretary were established 
(Sornaga, 1984). At the end of the last century, most typists worked from home with 

their own typewriter, or in special typing offices. It was only large companies that 

employed their own secretaries (Karsland, 1891). 

During this time, there was a certain fluidity in the terms used to describe both 

women and men in these jobs, with the terms shorthand-typist, or lady typewriter 
(steno-dactylographe in France and Steno-Typistin in Germany) tending to be more 

commonly used than `secretary' (Schiffner, 1990; Herrmann, 1921; Davy, 1980; Pinto, 

1984). As late as 1939, Andre Maurois was using the words `secretaire' and `steno- 

dactylographe' interchangeably. 

The title `secretary' was not all that common in England as late as 1919 (Alfred 

Marks, 1979), with the term `lady typewriter' being preferred, although Carnaffon 

(1988) notes that the term `secretary' was in use in England in the early 1890s. By 

1907 in Germany, the job of the private secretary had become established (Nienhaus, 

1981). 

By the last decade of the 19th Century, the role of the female secretary was 
beginning to be accepted, albeit somewhat grudgingly: 
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"On the whole, gentlemen prefer lady secretaries - anyway until they have given them 
a trial - and, besides, they are cheaper and cheapness is in most folks' minds the one 
desideratum of life. " (Karsland, 1891, p. 138) 

Karsland (1891) also notes that most secretaries in the United States by this time 

were women, although this was clearly not the case in Britain. 

Davies (1982) writes that by 1910 in the United States, the status differential between 

secretaries and other office workers was emerging. At this time, the secretarial role 
became consolidated into much the same form as it has today, and the `office wife' 

metaphor was emerging. 

"Quand, par le developpement des affaires, la vie active de 1'homme echappe au cadre 
de la vie familiale, le role de compagne se trouve d6doubl6. " 
[When, through the development of business, the working life of men evolves outside 
the family circle, the role of companion is doubled. ] (Maurois, 1939, p. 1) 

Dauphin & Pezerat (1984) similarly note that up until the end of the 19th Century, 

most secretaries in France were men. However, it has been argued that the 
difference was that for men, these positions were viewed as a launching-pad for 

executive positions, whereas for women the position of secretary was usually a dead- 

end (Davies, 1982). However, there is some evidence that as early as 1911, the 

possibility existed for women to move out of secretarial work: 

"As a fact the really capable worker seldom remains a secretary for life; she is 

voracious in picking up all that may be useful to her, and then goes forth with her 
wares to a larger market. The secretary becomes the editor, the journalist, the 
organiser, the head of an office. " (Bird, 1911, p. 141) 

Center & Herzberg (1929) writing in the USA, also indicate that secretarial work 

could constitute a route to advancement. 

By 1921, when Herrmann was writing in Germany on female office work, the 
distinction between the secretary and the shorthand typist was clearly established. 
The secretary was described as working for the business owner or director, dealing 

with private correspondence, minuting meetings and filing documents, compared with 
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the shorthand-typist who was responsible for more routine, generalised tasks. Clearly, 

the secretarial role as we envisage it today is very little different from that laid down 

at around this time: 

"... daß sie z. B. im kaufmännischen Kontor für den Chef selbst, bei Gesellschaften, 
Verbänden und dergleichen für den Direktor oder ersten Leiter nach Diktat oder nach 
kurzen Angaben selbständig die wichtigen, vertraulichen Korrespondenzen und 
Schriftstücke erledigt. Sie führt Personal- und andere besonders wichtige Bücher und 
Akten, nimmt als Protokollführerin an Konferenzen und Sitzungen teil, und bekleidet 

so eine besondere Vertrauensstellung. " (Herrmann, 1921, p. 8) 
[ ... [the secretary] works, for example, in the clerical counting house for the boss 
himself, in companies, societies and so on for the director or head person, writing the 
important, confidential letters and memos herself under dictation or according to short 
notes. She keeps personnel and other especially important books and files, attends 
meetings and conferences to take minutes, and so fulfils an especially trusted position. ] 

This is confirmed by Lorentz (1988), who describes the crystallisation of the 

secretarial role as we know it today taking place in the 1920s and 1930s in Germany, 

as a `ghetto' for women between training and marriage. 

The characteristic dependency of the secretary on the boss, the adaptation of the 

secretary's working style, and the compatibility of the secretarial role with women's 

supposedly natural personality traits also became established: 

"The secretary is an extension of the employer's personality, thinking and acting for 
him, in order that the employer's time and energy may be released for other duties and 
responsibilities. " (Center & Herzberg, 1929, p3) 

"Als Sekretärin wird ihre Anpassungsfähigkeit, ihr Sich-Hinein-Denken in eine andere 
Persönlichkeit ihr von Nutzen sein. " (Zahn-Harnack, 1924, p. 64) 
[As a secretary her adaptability, her ability to think herself into the personality of 
another person, will be of use to her. ] 

"Il lui faut aussi de la discretion, du tact, de la finesse. " (Journal de la Femme, 1934) 
[She should also have discretion, tact, finesse. ] 

By the late 1930s in France, there is evidence that the secretarial role had crystallised 
into an `ideal' female occupation: 

"Pres de tout homme d'affaires qui r6ussit, de tout homme politique, de tout avocat, 
on trouve aujourd'hui une jeune femme discrete, comp6tente, active, qui semble douee 
ä la foil d'une memoire impeccable et d'un tact surhumain: c'est la secretaire du 
patron. " (Maurois, 1939, p. 1) 
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[Beside every successful businessman, every politician, every lawyer, you find today a 
young, discreet, competent, active woman, who seems endowed with an impeccable 

memory and, at the same time, a superhuman tact: the boss's secretary. ] 

By 1930, women secretaries were the norm in the States (Davies, 1982), although it 

is clear from Center & Herzberg's (1929) guide to secretarial procedure that even in 

the late 1920s the secretarial role was one filled by men as well as women. Some 

evidence also exists that in England secretarial work at this time was not exclusively 
female. One book that provided information on how to become a secretary, written 
in 1933, remarks: 

"A secretary, too, whether a young man or a young woman, should be `well-spoken', 
well, but not gaudily dressed 

... and should be courteous and tactful. " (McLachlan, 1933, 
p. 14) 

This is very interesting, since it would suggest that characteristics normally ascribed 
to the fact that secretarial work is a `women's occupation' are, in fact, more related 
to the nature of the job itself: 

"The secretary will not be selected on account of his clothes, but he may lose an 
important appointment because his clothes, his deportment and his personal 
appearance are unsatisfactory ... He will, therefore, avoid wearing yellow boots with a 
black morning coat, and, when at table, will not convey to his mouth pieces of cheese 
poised upon the edge of his knife. " (McLachlan, 1933, p. 48) 

Thus, although it is today assumed in much of the literature that the emphasis on the 

appearance of the secretary, her manners and the representative nature of the 

secretarial role are connected with the fact that it is a `women's' occupation, these 

quotations from McLachlan are indicative of the fact that it may be due to the nature 

of the role itself, rather than the gender of the incumbent, that such factors assume 

an importance. 

Nevertheless, it is clearly true that the characteristics required of a secretary came 

to be seen in all three countries to be especially compatible with ideals of middle- 

class womanhood, and the similarity between the personality traits deemed desirable 
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in a secretary across the three countries is striking. It seems that the `ideal woman' 
in all three countries meant more or less the same thing, and the role of the `ideal 

secretary' was also very similar. "Patience, gentilesse et devouement" [Patience, 

kindness and devotion] (Huppert-Laufer, 1984, p. 64) were the essential qualities 

required of the secretary, and these were seen as `natural' feminine qualities. 

"Die gute Sekretärin war nett, adrett angezogen, freundlich und hilfsbereit. " (Lorentz, 
1988, pp. 211-212) 
[The good secretary was nice, well-dressed, friendly and helpful. ] 

Davies (1982), in common with Golding (1986) attributes the feminisation of 

secretarial work to the deference expected of secretaries, which it was traditionally 

assumed to be easier for a woman to demonstrate than a man. 

By the end of the Second World War, the role of the secretary had become 

overwhelmingly female in all three countries (Nienhaus, 1987; Silverstone, 1976; 

Pinto, 1984). Through the imposition of marriage bars, normative views on women's 

role within the domestic sphere, and widely-held beliefs concerning women's natural 

character traits, it also became a dead-end job with no direct promotion path: 

"Aus dem Vorzimmer heraus entwickelten sich in der Regel keine Aufstiegschancen in 
die etablierte Männerhierarchie. " (Lorentz, 1988, p. 200) 
[Normally, no promotion prospects developed out of the front office into the 
established male hierarchy. ] 

2.7 Summary 

This historical review has brought to light the normative values that surrounded the 

early development of the secretarial role and that continue to colour it today. In 

particular, the compatibility of supposedly natural character traits in women and the 

qualities of the secretary shed light on the current association of secretarial work with 

women's work. One striking feature is the similarity of these associations across the 

three countries examined. 
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3. SECRETARIES IN THE MANAGEMENT AND SOCIOLOGICAL 

LITERATURES 

3.1 Introduction 

Despite the increased theoretical attention that has been turned towards women's 

work in general over the past two decades (Freedman & Phillips, 1988), the 

secretarial occupation remains relatively neglected, especially within the sociological 

literature. This is somewhat surprising, especially in view of Silverstone & Towler's 

(1983) assertion that: `secretarial work is probably the most persistently female of all 

occupations', (ibid., p. 32). 

In the vast majority of Western industrialised nations, secretarial work is is an almost 

exclusively female preserve: 99% of secretaries in the United States (US Bureau of 

the Census, 1984), in Britain (McNally, 1979), Canada (Lowe, 1987), and in Australia 

(Pringle, 1989) are women, 98% in West Germany (Graßl, 1984) and in France 

(Pinto, 1987). Estimates reveal that there are around 300,000 secretaries in West 

Germany (Graßl, 1984), 800,000 in France, (Mandon, 1980; Bruand, 1985), 

constituting 11% of the female workforce, 750,000 in England and Wales 

(Murgatroyd, 1982), and four million in the United States (Baum & Byrne, 1986; 

Duff & Merrier, 1984). In Britain, 10% of all office workers are secretaries 

(Silverstone & Towler, 1984). 

From these figures, it might reasonably be concluded that secretarial work would be 

an ideal focus for an analysis of women's employment, but many writers appear to 

find secretaries somewhat problematic. This is especially true for studies of clerical 

work in general. However, not many studies have, in fact been published which are 

wholly concerned with white collar workers. McNally (1979) attributes this, in part, 

to academic snobbery: `from the remote and lofty observation platform of the 

sociologist, routine non-manual work may seem a colourless enclave of boredom and 

monotony', (ibid., p. 38). 
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In those studies that have been produced, female clerks in general have either been 

ignored (eg, Silverman, 1968; Prandy et al., 1982), or reference to them has been 

purely descriptive (eg, Mills, 1951), or assumptions unfounded in empirical data are 

made concerning their supposed orientations to work: 

"A large proportion are young, unmarried women and for many of them clerical work 
is just a job like any other taken up in the interval between leaving school and getting 
married. It is known that girls are especially attracted to clerical work because of its 
social status, and also, it may be surmised, because of the opportunity it affords for 
meeting desirable marriage partners in the blackcoated class. " (Lockwood, 1958, p. 125) 

Crozier (1964; 1971) provides an invaluable insight into the bureaucratic organisation 

of the French office, but fails to explain the mechanisms that keep women at the 
lower levels of the office hierarchy (McNally, 1979). In general studies of clerical 

work such as these, secretaries, being almost exclusively women, are virtually ignored 

as an occupational group. 

Studies that are concerned with female clerks as a whole usually do refer to 

secretaries as well. However, in the same way as some of the literature on clerical 

workers is sometimes dismissive of female clerks, so the literature on female clerks 

provides very little insight into secretarial workers, and does not present any research 
findings directly based on secretaries (eg, Crompton & Jones, 1984; Lowe, 1987). 

Thus, there appears to be a degree of unwillingness within this literature to address 
the issue of secretaries and explore the characteristics of secretarial work. One 

possible cause of this unwillingness could well be the evident difficulty writers have 

experienced in defining what, exactly, a secretary is. 

Pringle (1989), writing in Australia, notes that the secretary is often defined in 

negative terms; she is `not' a boss, for example, and this negative definition leads to 

a certain vagueness and trivialising about what a secretary is: `there is no single 

answer to the question `what is a secretary? ", (ibid., p. 2). In addition, there is no 

uniform set of tasks performed exclusively by secretaries: ̀ we cannot simply point to 

a place in the labour process and say that is performed by secretaries', (ibid., p. 2): 
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"There is no one function, not even shorthand or typing, which is common to them all 
without exception ... the main characteristic features can be described as the provision 
of a general office service to one or a few persons and the possession of a special skill 
in correspondence. " (Silverstone, 1974, p. 477). 

This difficulty is not confined to the Anglo-Saxon countries: 

"La definition sociale de la secrdtaire deborde largement une liste d'attributs ou de 
täches. La competence technique n'est qu'un aspect d'une competence sociale globale 
mettant en oeuvre des aptitudes qui ne sont jamais presentees sous une forme codifiee. " 
(Pinto, 1987, p. 123) 
[The social definition of the secretary greatly exceeds a list of attributes or tasks. 
Technical competence is just one aspect of a whole social competency which brings into 
play aptitudes that are never presented in a written form. ] 

"Mehr als durch die bloße Aufzählung von Einzelaufgaben wird an dem 
organisationsbezogenen, aus den unterschiedlichstenTeilfunktionen zusammengesetzten 
Funktionsbild deutlich, daB die Arbeit der Sekretärin formal der Reproduktionsarbeit 
ähnlich, also `weiblich' ist. " (GraBl, 1984, p. 40) 
[The fact that the work of the secretary is similar to reproductive work, in other words, 
women's domestic work, is apparent not so much from listing the individual tasks the 
secretary performs, as from looking at the whole function of the secretary and the 
diversity of her tasks. ] 

Secretaries rarely have a clear job description (Silverstone, 1974; McNally, 1979; 

Holtgrewe, 1989) and, within popular culture, are surrounded by stereotypes (Pringle, 

1989). This means that what a secretary is, and what a secretary does, are closely 
linked. For Pringle (1989), the secretary is Everywoman: `the qualities of `good 

woman' are encapsulated in the `good secretary", (ibid., p. 3). Thus, any definition of 

a secretary has to extend beyond an enumeration of tasks to take account of the fact 

that secretaries are typically women. 

3.2 Secretarial Work and the Ghetto Thesis 

Although relatively little has been written about secretaries within the literature on 

clerical workers, a number of in-depth studies devoted to secretaries have been 

carried out, which provide useful insights into the occupation. The first of these was 
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Rosalie Silverstone's (1974) doctoral thesis on office secretaries. ' Since that time, 

some empirical studies have been carried out which have resulted in the publication 

of both books and academic articles. 

In this literature, secretarial work has frequently been referred to as a `ghetto' 

occupation (Silverstone & Towler, 1984; Pringle, 1989; Benet, 1972). Crompton & 

Jones (1984), in their empirical study of the proletarianisation of office work, make 

the same comment: `secretarial work effectively constitutes a female `ghetto' within 

which rewards are limited, as are promotion opportunities, ' (ibid., p. 139). 

On the other hand, there is clearly some dispute over whether secretarial work should 
be termed a `ghetto' job. Lowe (1987), in his historical study of the growth and 
feminisation of clerical work, refers to secretaries as, ̀ this small but privileged group', 
(ibid., p. 137). McNally (1979) describes secretaries as `at the apex of the status 
hierarchy of female office workers', (ibid., p. 49), and Crompton & Sanderson (1990) 

argue: 

"A qualified typist and/or secretary will usually have little difficulty in finding a job, and 
should certainly not be viewed as a member of the `secondary' labour force. " (ibid., 
p. 42) 

Thus, there appears to be some question over how secretarial work relates to other 

clerical occupations in terms of the ghetto thesis. 

The main reason for this is immediately evident. In discussions of whether or not 

secretarial work is a `ghetto' occupation, no precise description is provided of what 

this term means. In many cases, it is clear from the context that what is meant is that 

' Mary Kathleen Benet's Secreta was published in 1972, and provides many useful views 
about secretaries. However, McNally (1979) points out that it is `unlikely to gain academic 
respectability', (ibid., p. 41) since it contains no empirical or systematic analysis. 

2 In particular, Kanter (1977), McNally (1979), Vinnicombe (1980), Silverstone & Towler 
(1983; 1984), and Pringle, (1989). 
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secretarial work affords few promotion prospects (Crompton & Jones, 1984). Symons 

(1986) adopts this perspective in her cross-national study of women managers: 

"Long years of hard work and dedication to the company took them [women managers] 
out of the secretarial ghetto, and they rightly perceive this as the major feat in their 
working lives. " (ibid., p. 384) 

Alternatively, another implicit meaning is that it is an occupation which is primarily 

carried out by women; `it [secretarial work] has become a segregated `ghetto' 

occupation', (Silverstone & Towler, 1984, p. 557). 

However, to date, no empirical or theoretical analysis of secretarial work has been 

undertaken to assess whether or not the occupation should be termed a `ghetto' job 

along all the dimensions that this implies. 

As we saw in the Chapter 1, Lowe (1987) identifies four main dimensions of ghetto 

occupations: 

i) Incumbents are more or less ̀ channelled' into the occupation by lack of other 

choices. 
ii) Working conditions are poor, and work content is repetitive. 
iii) Prospects for upward mobility are limited. 

iv) They are characteristically held by women. 

In the following review of the sociological and management literatures on secretaries, 

the light that can be shed by existing research on these four subjects is discussed. 

3.3 Secretarial Work as Women's Work 

Female `ghetto' jobs are primarily and characteristically held by women (Lowe, 1987; 

Hakim, 1978). One of the main concerns within the sociological literature on 

secretaries has been to show the particularly strong associations that exist between 

secretarial work and what is regarded as ̀ women's work' in general. This is true not 
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just of what has been written in Anglo-Saxon countries, (Kanter, 1977; Pringle, 1989; 

Silverstone & Towler, 1984; Benet, 1972), but also in France (Pinto, 1989; 1986; 

Laufer, 1984) and Germany (GraBl, 1984; Holtgrewe, 1989). 

One of the most frequent comparisons that has been drawn is of the secretary as 
`office wife' (Benet, 1972; Pringle, 1989). Thus, the secretary's role is to carry out 
`domestic' duties at work: `the more elevated the executive, the more closely his 

secretary's duties approximated to those of a wife', (Ben6t, 1972, p. 72). These duties 

are seen as extending beyond the formal boundaries of the job to include handling 

personal correspondence, running personal errands, watering plants and providing a 

sympathetic ear for problems (Vinnicombe, 1980; Ben6t, 1972; Pringle, 1989; 

Golding, 1986; Holtgrewe, 1989). 

"What does it take to create a good boss-secretary relationship? The necessary 
ingredients are, again, similar to those of a marriage: good communication, 
thoughtfulness, understanding and mutual respect. ", (Bistline, 1984, p. 76). 

"Office work, too, is routine and repetitive. Filing is like washing the dishes, and 
induces the same sense of frustration ... Both kinds of work take place when the master 
is away; most of his presence is spent giving orders for the next round of work. The 
tasks are performed on his behalf but do not depend on him personally - that is, he 
creates the need for the shirts to be ironed and the typing to be done; there would be 
neither typing nor shirts without him. " (Bengt, 1972, pp. 74-75) 

"De la machine ä coudre ä la machine ä ecrire, il n'y a qu'un pas. " (Laufer, 1984, p. 73) 
[It's only a short step from the sewing machine to the typewriter. ] 

"Sekretärinnen setzen daher auch für andere Angestellte die Normen weiblicher 
Zuständigkeit im Büro, das vielzitierte Kaffeekochen ist nur ein Beispiel dafür. " 
(Holtgrewe, 1989, p. 78) 
[Secretaries therefore establish the norms of female jobs in the office in the eyes of 
other clerical workers; the much-talked of coffee-making is just one example. ] 

In the same way as a wife's traditional domestic duties have been custodial and 

supportive, so the secretary's office duties revolve not only around technical 

capabilities, such as typing, but also involve generally `supporting' and `representing' 

the boss; thus, the secretary is a `mere appendage of the manager', (Golding, 1986, 

p. 102), with her role being to extend his work capacity by taking care of 

administrative matters, whilst he concentrates directly on his work (Pringle, 1989; 

Kanter, 1977; Golding, 1986; Pinto, 1989; Graßl, 1984). 
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For some feminist writers, the carrying out of domestic tasks for the boss, which 

extend beyond any formal job description, is a means of reinforcing patriarchal 

relations between boss and secretary, thus perpetuating the secretary's inferior 

position in the boss/secretary team (Kanter, 1977; Golding, 1986; Pringle, 1989). 

The secretary's job is therefore defined by its very nature as a feminine role, and the 
boss's as masculine, even if the boss is a woman, through the dependency of the 

secretary on the boss, and the supportive role played by the secretary, which are seen 

to mirror male/female relations in society (Pringle, 1989; Pinto, 1989; Golding, 1986). 

In a similar way to a wife, the secretary derives her status from her boss (Kanter, 

1977; Laufer, 1984; Silverstone, 1974). Thus, the Managing Director's secretary is 

regarded as being higher up the secretarial ladder than a Manager's secretary, 

regardless of job content and the qualifications of the individuals concerned (Kanter, 

1977), and secretaries' pay is often assessed in a similar way (Korda, 1973). 

Conversely, the secretary is frequently a status symbol for her boss (Davies, 1982), 

and is offered in some companies as part of a `package' of rewards (McNally, 1979). 

The currency of this is reflected within mainstream organisation theory. This extract 
is taken from Handy's Understanding Organisations (1988), from a case appropriately 

entitled `The Case of the Invisible Job', and describes a man's first day in his new 

company: 

"The office they had provided for him was elegant. His secretary delightful. He was 
assigned to the management luncheon room and introduced to the directors he had not 
already met. " (ibid., p. 203) 

Handy clearly implies that the status of the new executive is assured by his elegant 

office, his place in the management dining room, and his `delightful' secretary. This 

reflects the importance of `informal' qualifications for the secretary, where 

appearance, and feminine charm, are elevated to the status of a formal qualification 
(Graßl, 1984; McNally, 1979; Kastner, 1979; Held, 1982): `the perfect secretary 

exudes an antiseptic femininity', (McNally, 1979, p. 57). `Women [secretaries] are 
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judged on `feminine' characteristics like charm, poise, courtesy, personality and 

appearance', (Pringle, 1989, p. 163). 

Although the most frequent comparison that has been drawn is of the secretary as 
`office wife', she has been equated in the literature with almost every other female 

role (Pringle, 1989). McNally (1979), for instance, notes that the secretary can be a 

mother-figure, expected to look after the boss. She can also be the `old maid' 
(Kanter, 1977), or the `sexy secretary' or, more recently, she has become a `career 

woman' (Pringle, 1989). She is, however, always defined first and foremost as a 
`woman', and this is put forward as an explanation within the sociological literature 

for the role of the secretary remaining so tenaciously female (Silverstone, 1974; 

Pringle, 1989). 

Pringle (1989) views the boss-secretary relationship as an archetype of the workings 

of contemporary bureaucracy (Korda, 1973), rather than as a relic of patriarchy, as 
Kanter (1977) and Braverman (1974) would suggest. These ̀ gendered' work cultures 

ensure that the status quo is upheld: `they domesticise or masculinise capitalist work 

conditions, making them more human and tolerable, but also ensuring that people 

are less likely to challenge them or to seek reform', (Pringle, 1989, p. 70). 

Thus, the sociological literature on secretaries strongly supports the image of 

secretarial work as ̀ typical' women's work, and this has been found to be the case in 

several different countries. However, one major omission in this literature is that it 

fails to examine the objective work content of secretarial jobs. Although 

commentators such as Pringle (1989) provide some important insights into the gender 
dynamics of secretarial work, the danger is that by ignoring the actual work carried 

out by secretaries, they are adopting a one-sided view that actually upholds the very 

mechanisms which form the object of their criticism, since they are implicitly 

devaluing the other aspects of secretarial work. 
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3.4 Promotion 

The second aspect of secretarial work as a ghetto occupation that has received 

considerable critical attention is the question of the poor promotion prospects that 

exist for secretaries (Bengt, 1972; Silverstone & Towler, 1983; 1984; Pringle, 1989; 

McNally, 1979). For instance, Silverstone & Towler (1984) found that 60% of 

secretaries in their sample said they had no opportunity to be promoted within their 

present jobs; `most secretaries could, therefore, be said to have dead-end jobs', 

(Silverstone & Towler, 1984, p. 558). 

Kanter (1977) puts forward one explanation as to why secretarial work is a `ghetto' 

in this sense, through the concept of `trained incapacity', (ibid., p. 98). Thus, the work 

and role of the secretary are seen to foster behaviours that render occupational 

advancement extremely difficult. One of the main reasons for this is that the 

secretary's job is largely a product of an individual relationship between boss and 

secretary: 

'The secretary/boss relation was defined largely by the special relationship developed 
by two particular individuals. Secretaries and bosses created unique relationships that 
did not remain, that were not necessarily institutionalised as part of the built-in 
structure of that secretarial job. When either of the parties left, the job reverted to its 
skeletal outline, again to be remade. " (ibid., p. 81) 

Through the structuring of the secretarial role as a product of the interaction between 

boss and secretary, and the secretary's primary attachment to her boss, Kanter (1977) 

argues that four behaviours are encouraged on the part of the secretary; parochialism, 
timidity, praise-addiction and emotionality. These four behaviours, together with the 
importance managers attach to `their' secretary, ensure that the secretarial occupation 
becomes a ghetto in terms of prospects for upward mobility (ibid. ). 

Paradoxically, the better the secretary, the less likely she is to be perceived as capable 

of holding a management job (Kanter, 1977). Thus, what secretaries do well is often 
interpreted to their disadvantage: 
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"A man who is sloppy will not only expect his secretary to compensate for his 
sloppiness, but will inevitably suggest that her neatness and capacity for organisation 
are proof of a tidy, and therefore limited mind, while his sloppiness is the sign of 
unfettered creativity, making her feel guilty for possessing exactly those abilities he 
lacks, so that the more successful she is at straightening the mess, the more she proves 
her inability to really succeed. " (Korda, 1973, p. 19) 

One of the main reasons for this is the association of secretarial work with typing. 

Once it is known that a woman has the ability to type, it is argued, she will be kept 

in a job where she will use this skill: 

-Typing... is the modem equivalent of embroidery, as a feminine time-filler indicative 
of conspicuous leisure. It keeps the hands busy without occupying the mind, and 
standards of skill and perfection are applied to it for their own sake. " (Bengt, 1972, 
p. 78) 

Benet consequently advises women who can type, and who want to rise up the 

corporate ladder, not to admit it. Interestingly, this piece of advice is proffered, in 

quite a different context, to female PhD students in Phillips & Pugh's (1987) How to 

get a PhD: `If you are a woman post-graduate, never admit to being able to type if 

asked', (ibid., p. 84). As Benet (1972) points out: `mechanical self-sufficiency is a 

mark of low status', (ibid., p. 12). 

The secretary's role as a status symbol has also been viewed as detrimental to her 

promotion chances; bosses are unwilling to promote their secretaries and risk losing 

someone with `inside knowledge' about themselves and their way of working, and also 

risk losing the symbol of their status (Benet, 1972; Vinnicombe, 1980; Kanter, 1977; 

Golding, 1986). 

Stereotypical images of the secretary, for instance, concerning their supposedly 
limited work attachment, can encourage employers not to promote their secretarial 

staff (McNally, 1979) and, further, not to develop their existing jobs. Moreover, 

employers often have no coherent personnel strategy for their secretaries: `Good 

personnel practice was often suspended in the case of secretaries, and there was little 

job analysis in anything but the vaguest terms', (Silverstone & Towler, 1983, p. 33). 
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Even if they see no progression for secretaries in terms of moving out of secretarial 

work, some writers note that progression is possible for secretaries up the secretarial 
ladder itself from typist, to group secretary, to personal secretary (Pringle, 1989; 

Vinnicombe, 1980). 

However, moving up this hierarchy often merely entails working for a boss of a 
higher status, rather than the secretary necessarily obtaining a more interesting or 
demanding job herself, or being placed in a management role (Silverstone & Towler, 

1984). Frequently, more senior secretaries have less work to do than those lower 

down (Pringle, 1989), thus rendering promotion as a secretary relatively meaningless. 
This is further exacerbated by the fact that an increasing number of secretaries work 
for more than one boss. ' The same phenomenon has been noted in France: 

"En effet, la secrdtaire n'est pas censde avoir d'objectifs productifs propres. Sa 
justification residc essentiellement dans le surplus d'efficacit6 que celle-ci apporte ä son 
patron. Son role professionnel se dEfinit entierement par rapport ä lui. Son pouvoir 
existe, mais c'est un pouvoir reflechi, decrive du statut de son sup6rieur. II n'y a pas 
toujours de progression claire dans 1'6volution de ses capacit6s personnelles: une 
secretaire debutante ou une secretaire de direction peuvent 6ventuellement effectuer 
pratiquement les memes täches. " (Laufer, 1984, p. 73) 
[In fact, the secretary is not supposed to have any productive goals of her own. The 
justification of her existence rests essentially with the surplus of efficiency she brings 
to her boss. Her professional role is entirely defined in relation to him. She has her 
own power, but it is a reflected power, derived from the status of her boss. There is 
not always a clear progression in the evolution of her personal capacities: a first jobber 
or a director's secretary may carry out virtually the same tasks. ] 

Once at the top of the secretarial ladder, there is no automatic access into the 

mainstream hierarchy of the organisation (Pringle, 1989). Many managers do not see 

a natural progression from secretarial work to executive status (Colwill, 1985). 

However, Silverstone (1974) points out that secretarial work could provide a starting 

point for a career in some fields more than others, for example, in publishing, 

advertising and personnel. To move into other spheres could well involve undergoing 

extensive retraining (ibid. ). However, the comparative mobility of secretaries within 

these areas has never been the object of empirical investigation. 

' 60% according to Hepburn (1987) and 50% according to Silverstone & Towler (1983). 
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One final barrier to the secretary achieving promotion is the fact that secretarial work 

affords little opportunity for exercising autonomy, (Vinnicombe, 1980; Silverstone, 

1974). Landau & Hammer (1986) identify this as necessary if an employee is to be 

promoted, as it gives her the chance to show her potential. Secretaries are, for 

example, expected to adapt their working styles to that of their boss, even to the 

extent of subordinating their own personalities, and thus rarely have the chance to 

work on their own (Graßl, 1984; Mital, 1979). 

Thus, in Fox's (1974) terms, the secretary/boss relationship is typical of the tensions 

which can exist in a `high trust' relationship that is not adequately rewarded. In other 

words, secretaries are in positions of high trust, in that they have access to 

confidential information and are expected to share certain aims and values with their 
bosses. However, they are rewarded as though they were in `low trust' jobs, by the 
lack of promotion prospects. 

Although it is advocated within the management literature that proper promotion 

paths for secretaries should be fostered, Golding & Golding (1984) highlight some 

of the problems this raises. They point out that the historical development of the 

role of the secretary has contributed towards the development of rigid role boundaries 

which make succession policies difficult to implement. They argue, moreover, that 

these role boundaries are, in the case of secretaries, artificial, but have led to the 

secretary being regarded as outside the mainstream hierarchy of the organisation: `the 

secretary is thus conceived as an extension of the manager's work capacity', (Golding 

& Golding, 1984, p. 9). Removing these. artificial boundaries would have the added 
benefit of helping to lessen the isolation experienced by many secretaries caused by 

their close identification with their boss rather than their employing organisation as 

a whole (Johnson & Lewis, 1986; Kastner, 1979; Vinnicombe, 1980). Because of the 

`allegiance' that is expected of secretaries to their bosses and their access to privileged 
information, they are unable, it is felt, to enjoy entirely open relationships with their 

other work colleagues (Kanter, 1977). 
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Colwill (1985) advocates the creation of a `career secretary' route, so that secretaries 

are incorporated into the mainstream of the organisation: `the secretarial position 

provides a good place to learn managerial skills and to test managerial mettle' (ibid., 

p. 13). She points out that it is only in the case of the secretary that loyalty to the boss 

is expected to override promotion opportunities: `The ultimate objective is clear - 
the career path of a capable clerical worker should lead from the ranks of the 

professional secretary to the ranks of the professional manager', (Duff & Merrier, 1984, 

p. 11). 

Thus, the literature argues very strongly that promotion prospects for secretaries both 

within and out of secretarial work are limited, and that this can, to a large degree, 

be ascribed to the attributions that have arisen because secretarial work is regarded 

as ̀ women's work'. However, it remains true that very little empirical research has 

been carried out on this subject. Certainly, promotion prospects for secretaries have 

not been compared across sectors or across countries. 

3.5 Secretarial Work Content 

Within the management literature and, to a certain extent within the sociological 
literature, research has been carried out on the content of secretarial work. 

Silverstone & Towler (1984), for instance, found that secretaries performed four types 

of tasks; general office work, communications, text production and delegated or own 

work (ibid., p. 560). They also discovered that much of the secretaries' work lacked 

motivating potential, through vague job descriptions, and because ̀job content depends 

on the whim of the manager', (ibid., p. 562). This heavy reliance of the secretary on 

the boss in determining her job content was also found in Germany: 

"Sie ist seine Zuarbeiterin - mit der einzigen Funktion, den Vorgesetzten zu entlasten. 
Sie erledigt seine Korrespondenz, sie telefoniert in seinem Auftrag, sie macht seine 
Ablage, bucht seine Reisen, macht seine Reisekostenabrechnungen, organisiert seine 
Tagungen und Kongresse. Maschinenschreiben ist nicht das Hauptmerkmal dieses 
Berufs. " (Held, 1982, p. 18) 
[She (the secretary) works for him (her boss) - her only function being to ease his 
workload. She deals with his correspondence, she makes telephone calls on his behalf, 
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she does his filing, books his travel, calculates his expenses, organises his meetings and 
conferences. Typing is not the main aspect of this job. ] 

Thus, as we saw earlier, the tasks performed by the secretary depend, to a large degree, 

on the interaction of the boss and the secretary. This is, in part, due to the unclear 
boundaries of secretarial work (Kanter, 1977; Benet, 1972; Graßl, 1984). Some writers 
have argued that these ill-defined boundaries leave scope for bosses to take advantage 

of secretaries' goodwill by asking them to do personal tasks (Kanter, 1977; Pringle, 

1989). 

Although this lack of definition is generally viewed within the management literature 

in negative terms as deleterious to secretarial job satisfaction (Thompson, 1989), it 

has been argued that an increased discretionary element is a key element of higher-level 

secretarial work, and marks out the top, personal secretary from those below, who 

work primarily on mechanistic tasks (Webster, 1990): `a good secretary does far more 
than just type letters and perform administrative tasks. A secretary is a sounding-board 
for new ideas, a shield against unwanted intrusion, an emissary of goodwill, a partner 

and a business associate', (Duff & Merrier, 1984, p. 10). 

This raises one of the key areas of conflict within the management literature which 
has not been satisfactorily resolved, and that is how to reconcile calls for `rationalising' 

secretarial work and providing career paths, with what has been identified as the crucial 

contribution of secretaries in performing `organic' tasks (Vinnicombe, 1980). Some 

of the secretaries in Vinnicombe's (1980) survey spent up to 90% of their time on these 

`organic' tasks; responding to calls to rationalise secretarial work would clearly involve 

some radical reorganisation of secretarial time. 

One of the main findings in both the sociological and management literatures concerns 
the diversity of secretarial job content (Vinnicombe, 1980; City Centre, 1985; Kagan 

& Malveaux, 1986). Vinnicombe argues that the tasks a secretary performs are affected 
by a number of variables: organisational variables (including geographical location, 

type of organisation); job variables (including the position of the boss); person variables 
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(including personalities and working styles); and situational variables, such as the 

physical location of the office within the firm (ibid., p. 55). 

As a result of her research, she formulates a typology of four working styles of secretary. 
However, she concentrates the bulk of her empirical data on secretaries to managing 
directors, in an effort to understand how they gatekeep the information that comes 
to them. Vinnicombe (ibid. ) argues that it is in gatekeeping information that the 

secretary is able to exercise power. However, for other commentators, the gatekeeping 
function paradoxically underlines the real powerlessness of the secretary: 

"C'est lä qu'aboutissent courrier et telephone du pr6sident; c'est par lä que passent tous 
les collaborateurs ... 

Rien ne stationne dans ces vint-cinq metres carres. C'est une gare 
de triage ... 

les dossiers ne sont lä que pour aller sur d'autres bureaux, les telephones 
pour sonner ailleurs. " 
[The post and telephone calls for the Chairman end up there (in the secretary's office); 
colleagues pass through it ... nothing stops in those twenty five square metres. It's a 
sorting office ... the files are only there to go onto other desks, the telephones to ring 
elsewhere. ] (Mital, 1979, p. 70) 

One other issue concerning secretarial job content that has been addressed in the 
literature concerns the impact of new technology. This debate was opened by 

Braverman in 1974. Following in the tracks of writers like Mills (1951), who argued 

that secretarial work was being changed by the onset of work rationalisation schemes, 
Braverman developed what has become known as the `deskilling thesis'. In common 

with writers such as Vinnicombe (1980), Braverman (1974) sees the secretary as a relic 

of patriarchy in the office and, as such, liable to have her job deskilled, in other words, 

rationalised and divided up, in order to fit in with the capitalist work ethic. The job 

of the secretary, according to Braverman (1974), is liable to be divided into its two 

constituent parts by capital: administration and text production, in order to remove 

all personal elements involved in the job. New technology, he argues, is being used 

as a tool by capital to enforce this. 

This question of how new technology has affected the work of the secretary has been 

the subject of investigation in many different countries (Lowe, 1987; Vinnicombe, 1980; 

Mandon, 1980,1988; Webster, 1988; 1990), with some writers agreeing with Braverman's 

thesis that secretarial work will be divided into two different categories (Vinnicombe, 
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1980; Mandon, 1980; Duff & Merrier, 1984; Golding, 1986; Thackray, 1980), and others 

arguing against it (Webster, 1990). Pringle (1989), for example, believes that secretaries 

are too heterogeneous as a category of employees to make any general statements 
about their general deskilling. 

Some writers note that the implementation of new technology will give secretaries the 

scope to develop new and more interesting jobs, as their time is freed from more 

mundane tasks (Mandon, 1987; Dougherty, 1987; Jackson & Johnson, 1988). They 

also argue, contrary to the view put forward by some of the more pessimistic writers, 
that there will be no diminution in the number of secretarial jobs as a result of the 
introduction of new technology into the office (Bruand, 1985). 

Analysis of the phenomenon of new technology has become more sophisticated since 

the 1970s, and many commentators in the 1980s note that technology does not, of itself, 

impose constraints on the outcome of its implementation (Webster, 1990; Buchanan 

& Boddy, 1982). Silverstone & Towler (1984) foresee that new technology in the office 

will reinforce the secretaries' existing duties and role: `office technology itself does 

not determine secretarial job content', (ibid., p. 560), and Lowe (1987) argues that 

automation is serving merely to perpetuate existing divisions. 

Two complementary problems can be identified within the literature on secretarial 
job content. In some instances, particularly within the feminist literature, the concern 
with secretaries being asked to do work outside the boundaries of the formal 

employment agreement can lead to their other roles being ignored (eg, Pringle, 1989). 
This means that the analysis tends to be extremely one-sided. 

On the other hand, more `objective' analyses of secretarial work content can perhaps 

underplay the importance of these ̀ informal' tasks, which are relegated to the category 

of 'delegated /other duties' in the work of Silverstone & Towler (1984). Vinnicombe 

(1980) also tends to neglect the effects of the gender construction of the secretarial 

role on the gatekeeping mechanisms which she identified. 
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Thus, studies on secretarial job content have tended to be one-sided, focusing either 

on gender constructions and informal tasks, or on objective task content (and ignoring 

the effects of gender), or they have focused solely on the impact of new technology. 

Silverstone & Towler (1984) have identified a typology of secretarial job contents, and 
have noted the lack of motivating potential in secretarial work, but, to date, no study 
has looked at whether or not secretarial work, as a whole, is `routine' and `repetitive' 

as Lowe's (1987) ghetto thesis would suggest. 

3.6 Constrained Choice 

The final area to be explored concerns the issue of whether or not women are 
`constrained' in their choice of occupation, and whether this leads them into jobs such 

as secretarial work. Lowe's (1987) definition of a ghetto job implies that women are 

channelled into certain occupations by the dynamics of the labour market. 

Silverstone & Towler (1984) argue that women choose careers on the basis of a number 

of contingency factors, such as building in flexibility to cope with adapting to a partner's 

career, or rearing children. From this perspective, secretarial work offers a number 

of advantages, eg, short training period, availability of part-time work, and the possibility 

of working in a wide variety of organisations (ibid. ). They found that just 19% of 

secretaries chose to enter secretarial work because they could not do what they really 

wanted to or could not think of anything else to do, whereas 56% chose secretarial 

work because of good pay, 55% because it offered a good choice of jobs, and 49% 

because they thought the work would be interesting (ibid., p. 558). This would suggest 

that a greater proportion of their sample of secretaries chose to enter secretarial work 

on the basis of their perception of the advantages of this type of employment than 

because they felt constrained by lack of other options. 

However, job choice involves demand as well as supply-side factors (Dex, 1985) and, 

even if women actively choose to enter secretarial work because they are attracted 

by the benefits of the occupation, then this is not to say that their choice is not, in fact, 

governed by such factors as employer demand or expectations of `suitable' employment 
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for women. Cockburn (1991) argues that women's occupational choices are grounded 

within a patriarchal social system so that, ultimately, they have no free choice. 

In Germany, the theme of constrained choice has also been addressed. Holtgrewe 

(1989) and Held (1982) argue that women often enter secretarial work because of lack 

of opportunities, or because they are persuaded by family or friends. One-third of 
the secretaries in Held's (1982) sample said that they would not choose secretarial 

work again. 

Pringle (1989), writing in Australia, argues that many women are still unwilling to 

consider non-traditional career options and just feel they have a choice between 

teaching, nursing and secretarial work. Unfortunately, however, she does not pursue 
the question of career choice with the secretaries in her survey. 

A number of articles written in North America concerning the shortage of secretarial 

workers have pointed to the fact that the status (or social standing) of secretarial work 
has decreased over recent years, and that this is discouraging women from entering 

this field (Colwill, 1985; Demongeot, 1986). Colwill (1985) writes: 

"The division of labor by sex was an artificial determinant of occupational choice for 
many highly intelligent women who entered the clerical field, not because they preferred 
a secretarial job to all other occupations, but because they preferred it to nursing and 
teaching. Thus managers have been able, with judicious selection, to employ secretaries 
who surpass them in intelligence, social skills and business sense. It is an artificial 
situation based on. a dying social system, but business and government have been 
structured and have operated for decades on the assumption that it will continue. " (ibid., 
p. 12) 

Thus, she argues, where women have the possibility to enter other fields, they eschew 

secretarial work in favour of other occupations that enable them to put their abilities 

and skills to better use. 

The literature on occupational choice and secretaries is, therefore, somewhat meagre, 

and does not explore in any great depth the reasons why secretaries enter this 

occupation. In particular, secretaries' own attitudes and aspirations in choosing their 



91 

occupation have not been the subject of empirical research. In addition, the connection 
between education and training and subsequent career choice has not been explored 
in the context of secretarial work. 

3.7 Conclusions 

Overall, the sociological literature has explored in some depth the question of the 

gender attributions of secretarial work, and has linked these to promotion paths and 

certain aspects of secretarial work, especially informal tasks carried out for the boss. 

The management literature has been more concerned with formal job content, but 

little attempt has been made to link these two aspects of secretarial work and to explain 
how they impact upon each other. This has led to an imbalanced analysis. Other 

features of secretarial work have also tended to be neglected, especially the question 

of why women enter secretarial work. It is, however, interesting to note that 

commentators in France and Germany consistently observe the same phenomena as 

those in Anglo-American countries. This is no doubt partly attributable to the fact 

that they draw extensively on English literature as a basis for their analysis. This, 

coupled with the relatively small amount of first-hand empirical research that has been 

carried out on secretaries in these countries, may mean that their conclusions are not 

necessarily representative. 

Another area that has been relatively neglected concerns women's responses to their 

work situation. Thus, the literature tells us little about any coping mechanisms that 

may be enacted by secretaries, or how they react to their situation, leading to a 
deterministic perspective. Silverstone & Towler (1984) suggest that experiencing lack 

of power can lead secretaries to enact negative coping strategies, such as controlling 

access to information or over-protecting their boss. However, they provide no empirical 

support for this idea. Similarly, Pringle (1989) argues that various strategies of 

resistance are open to secretaries for `coping' with their situation. However, the 

examples she gives are isolated acts, such as putting salt into the boss's drinks to ensure 

that he does not ask for coffee again. 
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Kanter (1977) and Colwill (1985) suggest a more positive way in which secretaries can 

cope with their situation, and that is by taking advantage of their lack of clear job 

description to expand the boundaries of their jobs to take on additional tasks. Again, 

however, this idea is not pursued empirically. McNally (1979), in her work, suggests 

that some women opt to become temporary office workers as a means of exploiting 

their labour market position. Thus, although some interesting ideas have been raised 

concerning secretaries' responses to their employment situation, very few have been 

the object of empirical research. 

Altogether, the sociological and management literatures raise many questions which 
have not been supported by first-hand research, and they fail to provide a thorough 

analysis of secretarial work as a ghetto occupation. In addition, no cross-national 

comparisons of secretaries have been carried out. 

4. RESEARCH QUESTIONS 

From the review of the literature, we have seen that this occupation is highly feminised 

and, in addition, has become gendered (or sex-typed) as a female job. For these 

reasons, secretarial work provides an ideal focus for an in-depth study of one feminised 

`ghetto' occupation, aimed at contributing to the wider literature on gendered labour 

markets. 

This central research aim can be broken down into three research questions: 

i) Can secretarial work justly be termed a `ghetto occupation'? 

As we have seen, secretarial work is frequently referred to as a ghetto occupation, 
but no research has been carried out to substantiate this claim (Crompton & Jones, 

1984). Alternatively, other commentators have argued that secretarial work should 

not be viewed as being within the secondary labour market (Crompton & Sanderson, 

1990), or that it is a ̀ privileged' occupation (Lowe, 1987). Clearly, there is some degree 
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of confusion over whether secretarial work should, then, be termed a ̀ ghetto' occupation 

or not. 

The main question which this thesis therefore seeks to answer is whether or not 

secretarial work should be termed a ghetto occupation. This will be done by comparing 
the features of secretarial work along the four main dimensions of Lowe's (1987) 

definition of a ghetto job. These are: 

a) Incumbents are more or less ̀ channelled' into the occupation by lack of other 

choices. 
b) Working conditions are poor, and work content is repetitive. 

c) Prospects for upward mobility are limited. 

d) The occupation is characteristically held by women. 

Chapters V to VIII of the thesis deal directly with these four dimensions. 

ii) How do women working as secretaries experience their employment situation? 

The question of how secretaries actually experience their work and, in part, create 
it through their actions, has been relatively neglected in the literature. This has led 

to a somewhat deterministic view of secretaries as `reacting to' their employment 

situation, and being constrained in their responses. 

A main theme running through this thesis will therefore be how women experience 

secretarial work on a cross-national basis. Ascertaining what it means to be a secretary 
in different countries will provide a basis for answering the third research question: 

iii) What do national differences in the structuring of secretarial work and the 

secretarial role reveal about the gender segregated labour market? 

The third aim of the thesis is to contribute to the literature on gender segregated labour 

markets through the analysis of one predominantly feminised occupation. As we saw 
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in the previous chapter, cross-national comparisons at the macro level can bring to 
light differences in patterns of women's employment that challenge theories of 

occupational segregation based on data or findings from one country alone. However, 

to date, very little cross-national empirical research has been carried out at the micro 
level to compare the same occupation across different countries. This is one valuable 

way of contributing to the literature on gendered labour markets. Secretarial work, 

as we have seen, is a particularly suitable occupation to choose for such a comparison. 

5. SUMMARY 

In this chapter, an historical review of the development of secretarial work was carried 
out, showing how the occupation became gendered in three different countries. The 

sociological and management literatures on secretaries were reviewed for the light 

which they can shed on secretarial work as a ghetto occupation. It was shown that 

no systematic analysis has been carried out which compares the characteristics of 

secretarial work with any definition of a ghetto occupation to ascertain whether or 

not this term can justly be used to describe secretarial work. 

On the basis of this analysis, the three major research questions which will be the focus 

of the remainder of the thesis were outlined. In the following chapter, we move on 
to consider the issue of cross-national research methodology. 



95 

CHAPTER III 

CROSS-NATIONAL RESEARCH METHODOLOGY 

1. INTRODUCTION 

In Chapters I and II, the theoretical foundations for this piece of research were 

established with a review of the literature on the characteristics of women's 

employment and, in particular, one highly feminised occupation, secretarial work. It 

was argued that undertaking a detailed comparison across different countries of a 
female `ghetto' job would provide a useful contribution to the literature on women's 

employment. 

In this chapter, we review the main cross-national research methodologies, and 

outline the reasons for choosing the Aix Group's `societal effect' approach' for this 

piece of research. Firstly, however, in order to place this review in context, we take 

a brief look at the nature of cross-national research. 

2. THE NATURE OF CROSS-NATIONAL RESEARCH 

Cross-national organisation research has enjoyed a relatively short, but controversial, 

history (Adler, 1983; Child & Tayeb, 1982/83; Jamieson, 1982/83; Kraut, 1975). 

Although Sekaran (1983) remarks: `cross-cultural research is still in its infancy' (ibid., 

p. 69), the concept of cross-national research can be traced back to Antiquity (Samuel, 

1989), and modern cross-national research probably has its roots in the 

Enlightenment, with writers such as Voltaire and Montesquieu. The founding fathers 

of sociology (Comte, 1830; Durkheim, 1958) argued strongly in favour of cross- 

national comparisons as the ideal means of furthering our understanding of 

organisational phenomena, and Jamieson (1982/83) remarks of Weber (1967): `most 

' The `Aix Group' (Rose, 1985) refers to the group of sociologists and economists working at the 
LEST at the University of Aix en Provence led by Professor Marc Maurice who, together with their 
associates at other universities, have developed the `societal effect' approach to cross-national research. 
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of his work can be viewed as an attempt to trace the genesis of the culture of various 

societies and to analyse its relationship to capitalism', (Jamieson, op. cit., p. 74). 

Cross-national research has received much critical attention in recent years. On the 

one hand, the `pessimists' argue that cross-national research is not worth doing, and 

on the other, the `optimists' argue that it is. 

The importance and value of cross-national research, however, is not denied by even 
the most pessimistic writers (Roberts, 1973; Roberts & Boyacigiller, 1983). Roberts 

(1973) writes that cross-cultural studies: `can and should lead to richer, more 

sophisticated, models of organization' (ibid., p. 138) and, in another paper, she writes: 
`the importance of beginning to understand how organisations view and respond to 

their settings (or each other) cannot be overemphasised', (Roberts, 1970, p. 342). 

Kraut (1975) draws attention to the improvements in conceptualisation and 

methodology that have taken place as cross-national research has matured; Samuel 

(1989) believes that cross-national research can be used to improve our 

understanding of the reasons behind national specificity, and to explain general 

phenomena. Further, it can also ensure that we escape from ethnocentric 
interpretations, as has already been shown in the case of cross-national research on 

women's employment (Samuel, 1989; Hantrais, 1989a; Pitrou, 1989). Some are 

convinced that cross-national comparisons are necessary for evolving generalisable 
theories (Niedermayer, 1983). Filion (1989) goes so far as to develop what he refers 
to as the `magnifying glass principle' (ibid., p. 22), based on the premise that studies 
including foreign countries provide far greater insight into general phenomena than 

single-nation studies. Maurice et al. (1980) state that cross-national research ̀ is able 

more than any other activity to advance the sociology of organizations' (ibid., p. 60). 

Despite the clear benefits that cross-national research can provide in terms of 

advancing theory-development, some commentators are more negative concerning the 

progress made to date (Roberts, 1970; 1973; Roberts & Boyacigiller, 1983): 
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".. particularly if the distance is measured in terms of movement towards a clearly 
defined, well-integrated body of concepts and supporting empirical evidence. " (Roberts, 
1973, p. 137) 

They argue that the reason for this is the paucity of rigorous methodology and sound 
theory, and point out that much cross-national research has been merely descriptive 

and often inconclusive, with national or cultural difference being relegated to a 
residual variable (such as Granick, 1962). 

Many reviewers in the area have pointed out the methodological problems 
encountered by those wishing to compare organisational phenomena across national 
boundaries (Child & Tayeb, 1982/83; Kraut, 1975; Negandhi, 1983). Niedermayer 
(1983), writing in West Germany, notes: 

"Andererseits sind international vergleichende Forschungsvorhaben mit einer Reihe von 
theoretischen, methodologischen und forschungspraktischen Problemen konfrontiert, 
die in ihrer Komplexität weit über die rein nationaler Untersuchung hinausgehen. " 
(ibid., p. 304) 
[Moreover, international comparative research projects are confronted with a series of 
theoretical, methodological and practical research problems that are far more complex 
than those of purely national studies. ] 

One of these concerns defining what is meant by `culture' (Child & Tayeb, 1982/83; 
Kraut, 1975; Roberts & Boyacigiller, 1983; Sekaran, 1983). Over 164 different 

definitions of culture have been found (Kroeber & Kluckhohn, 1952), and 30 
different dimensions (Triandis, 1982/83). Frequently, `culture' is taken to mean 
national character, or the beliefs and value-system of a particular country (Negandhi, 

1983; Jamieson, 1982/83). According to Jamieson (1982/83), a nascent interest in 

the analysis of `culture' as ̀ national character' can be traced back to the 1930s, and 
psychological `culture-personality' models derived from anthropology. According to 
this perspective, culture is regarded as an ideational system that persists over time 
(Hofstede, 1980; 1987; McClelland, 1961). However, this means that the role of 
institutions and social systems, such as the education or legal system, is disregarded. 

Further, it is difficult to control for immediate pressures on values that might distort 

results (Child & Tayeb, 1982/83). 
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An alternative way of viewing `culture' is as an `adaptive system' (Child & Tayeb, 

1982/83), or a total way of life manifest in artefacts and institutions. In this way, 
ideas are regarded as derived, or secondary, and the primary unit of analysis becomes 

the institutions of a particular country; thus, `... institutions reflect the choices that 
have been made within societies among alternative structural arrangements', (ibid., 

p. 46). 

Whilst recognising the problem of defining culture, Sekaran notes that: 

"As scientists, we should, of course, be able to define culture operationally. As 
pragmatists, we need not become pessimistic about the entire discipline because of our 
inability to operationalize the concept. " (Sekaran, 1983, p. 68) 

It would, indeed, appear that, despite the problems associated with defining culture 
adequately, sufficient acceptable surrogate measures have been developed which 
enable research to go ahead. 

In addition to the two possible ways of understanding culture, two alternative 

approaches to cross-national research have also been identified, the `culturalist' and 
the `universalist'. According to the universalist approach, theories are tested across 
different nations in the expectation that culture will have no effect, for example, the 

work of Hickson et al., (1979), which is an example of the culture-free approach 
demonstrating the stability of relations between contingency factors and 
organisational structure. The culturalist approach, on the other hand, assumes that 

national culture is a highly significant variable, and that differences will occur 
between countries for the phenomena under investigation (Child & Tayeb, 1982/83). 
In the review of cross-national research which follows, universalist approaches are 
discussed first, followed by culturalist approaches. Finally, the `societal-effect' 

approach, which distinguishes itself somewhat from both the others, is analysed. 
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3. UNIVERSALIST APPROACHES 

Universalist approaches to cross-national research are founded on the premise that 

general theories will apply across different cultures and nations, regardless of the 
impact of culture itself. The main theories that have been developed under this 
broad heading are reviewed below. 

3.1 Convergence Theory 

The `convergence thesis' states that industrialisation will bring with it increasingly 

complex organisational forms and, consequently, an increased division of labour. It 

also argues that, because of the technological imperative, similar occupational 

structures will emerge across nations, and that similar forms of social stratification 

will occur. Traditional attitudes will be broken down, as common social perspectives 
develop (Scase, 1977). The most recent proponent of convergence theory is Kerr 

(Kerr et al., 1973; Kerr, 1983). He argues that different societies will perform the 

same tasks in the same, or similar manner, and that all industrialised countries are 

fated to become alike (Maurice et al., 1980). 

However, his approach has been criticised for its underlying technological 

determinism, as well as the passive role that is assigned to individuals, together with 
its lack of sophistication (Scase, 1977). Hofstede (1980) also notes that: `there is no 

reason why economic and technological evolution should suppress cultural variety', 
(ibid., p. 45). The convergence approach has been faulted for assuming stable 

relationships between structural and contextual variables, as well as its conceptual 

and methodological inadequacy, and can therefore be viewed as outdated (Maurice, 

1975). 

3.2 Radical Political Economy Perspective 

Radical theorists view the essential variable as the dominant mode of production of 

a country (Child & Tayeb, 1982/83). This is seen to lead to similarities in, for 
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example, organisation form and management across capitalist societies, and the basic 

assumption is that there will be a conflict of interests between the employer and the 

employed, and that deskilling will occur through standardisation and specialisation 
(Braverman, 1974; Clegg & Dunkerley, 1980; Hill, 1981). 

The problem, however, with this approach is that a sufficient case has been made by 

other writers for regarding differences within modes of production as equally 

significant (Maurice et al., 1980; Hofstede, 1980; 1987). In addition, it has been 

argued that recent political developments could undermine the sharp distinction 

between capitalist and socialist modes of production (Child & Tayeb, 1982/83). 

3.3 Contingency Theory 

Contingency theory can be divided into three main areas (Child & Tayeb, 1982/83): 

The technological determinist paradigm; the contingency (culture-free) paradigm, and 

the strategic development thesis. 

The contingency approach to cross-national organisation research was developed in 

the mid-1970s, and has produced a large quantity of both supporting and 

contradictory argument. This approach was an extension of contingency theory based 

on one nation samples, which states that such contingencies as technology, 

environment, task and scale influence organisations in the same way, regardless of the 

cultural setting: 

"The essence of the contingency perspective lies in the argument that contingencies of 
technological development, market and geographical diversification, large-scale 
production, and close interdependence with other organizations impose a logic of 
rational administration that it becomes functionally imperative to follow in order to 
achieve levels of performance sufficient to ensure the survival of organizations. " (Child 
& Tayeb, 1982/83, p. 26) 

Although all three theses are related to the central idea of the relationship between 

organisations and their `contingencies', each has its own emphasis. The technological 
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determinists argue that technology is the most significant variable determining 

organisational features, such as structure, (Woodward, 1965; 1970). Building on this 

work, and the contingency theory of the Aston Programme (Pugh et al., 1963; 1968; 

1969a; 1969b), Hickson et al., (1974; 1979) developed the culture-free thesis: `the 

proposition is that context-structure relations will be stable across societies', (Child 

& Tayeb, 1982/83, p. 29), `structure' being seen in terms of structuring of activities 

and concentration of authority (Hofstede, 1987). The strategic development thesis 
(Chandler, 1962; Scott, 1970): `is that strategic development begets structural 
development', (Child & Tayeb, 1982/83, p. 30). 

The most significant of these three approaches is the `culture free' thesis, which was 
built on the basis of the Aston Group findings. 

The 'culture free' thesis has its roots in the rationality of the Taylorian and Weberian 

approach, and in the assumption of the cultural and historical non-determinism of 

organisation structures, and propounds a general theory of organisations transcending 

national and cultural peculiarities (Maurice, 1975). It proposes that 'relationships 

between the structural characteristics of work organisations and variables of 

organisation context will be stable across societies', (Hickson et al., 1974, p. 63). The 

approach was upheld by Miller (1987), who carried out a meta-analysis on the data 

gathered by these earlier researchers. He found statistically significant patterns of 

relationships between size, specialism and formalism. 

However, critics of the culture-free thesis have been more vocal than their supporters 
in recent years (Child & Tayeb, 1982/83; Lawrence, 1988; Maurice et al., 1980). 

Critics have drawn attention to both conceptual and empirical failings of the thesis, 

the most fundamental of which has to be the attack on universalism as a valid 

theoretical standpoint. Child & Tayeb (1982/83) raise the issue of the status of the 

contingencies themselves, which in some of the studies are depicted as an unwieldy 
list of imperatives. 
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The basic tenets of the contingency approach are challenged empirically as well, for 

example, by Gallie's (1978) findings that oil refineries with differing organisational 
designs can cope well within a similar set of contingencies. 

Budde et al. (1982) point out that the contingency approach is based on three 

assumptions; firstly, that contextual factors are `given', secondly that the structure of 

production and the capital market impose binding constraints and, thirdly, that, `for 

any given context there is only one congruent structure' (ibid., p. 3). According to 

their argument, this constraint-oranisation response model takes no account of choice, 

nor of the ability of organisations to change their contexts (Silverman, 1970). 

Such studies tend to use international comparison as an extension of national 

samples, rather than as an end in itself (Maurice, 1975), and assume that 

organisations in different countries are comparable in all aspects, thus reducing 

culture to the level of a residual variable (Maurice et al., 1982). 

An additional problem of this approach is the fact that it is based on concepts and 
indicators that are, by their nature, universal, and which preclude testing for the 

impact of national or cultural variables (Maurice, 1975). The rationality of 

organisations is taken, a priori, as universal. This assumption of universality fails to 

take account of the interaction between actors and structures, which necessarily 

obviates the chances of the studies revealing national differences (Maurice et al., 
1982). As Lawrence (1988) points out, one of the dangers of universalism is `the 

fallacy of self-fulfilling equivalence', (ibid., p. 99). 

Finally, Sorge (1982/83) makes the charge that adopting a universalist perspective 

will impede theoretical advancement. According to his argument, there is no such 

thing as a 'culture-free' context of organisations, as organisational solutions are always 

culturally constructed. 
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3.4 Summary 

In summary, universalist approaches have attempted to derive theories of 

organisations that cut across national and cultural boundaries, and advance our 
knowledge of sociological phenomena by demonstrating that the same relationships 
hold good whatever the cultural setting. Many, however, have foundered in the 

attempt, mainly because of a failure to define and operationalise the cultural variable, 

or to devise methodologies that truly isolate and test the effect of culture. Moreover, 

approaches which assume universalism have been shown to be outdated in 

comparison with more recent, and sophisticated models, notably that of the Aix 

Group. Before examining their contribution in greater detail, we will first of all 

review the culturalist approaches to cross-national research. 

4. CULTURALIST APPROACHE 

From around the 1960s, various `culture bound' (Jamieson, 1982/83) approaches to 

organisation theory emerged. Many of these, in their crudest form, were loose and 

descriptive, and did not contribute to theoretical development (for example, Granick, 

1962). The main danger of such an approach is that `the outcome will be a statement 

of the obvious, that each society has its own peculiarities and there is no way of 

reducing them to comparable phenomena', (Pitrou, 1989, pp. 21-22). However, the 

culturalist approach has been shown to have advantages over the universalist 

approach, mainly through its sensititity to national difference (Maurice et al., 1982). 

Below, the main culturalist approaches are outlined. 

4.1 Ideational Approaches 

The ideational approach to cross-national comparisons focuses on culture as a set of 

values and ideas (Hofstede, 1980; 1987; Glenn, 1981; Parsons & Shils, 1951) which 

persist over time and are stable. Ideationalists believe, for instance, that institutions 

are shaped by ideas, rather than vice versa (Hofstede, 1980). The work of Farris et 

al., (1973) on trust is an example of such an approach. 
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One of the most ambitious proponents of the culturalist ideationalist approach is 

Geert Hofstede (1972; 1979; 1980; 1987). He studied the subsidiaries of one multi- 

national electronics company in 40 different countries in order to discover cultural 
differences, culture being defined as the `collective programming of the mind', 
(Hofstede, 1980, p. 25). On the basis of his studies, he draws up four dimensions of 

culture, and hypothesises that each country will be uniquely placed within the four 

dimensions (ibid. ). These four dimensions are: power distance, individualism, 

uncertainty avoidance and masculinity. 

Hofstede's work extends the ideational approach into an examination of the impact 

of culture as a value-system on organisation structures: 

"People familiar with organisations in different countries are often struck by the variety 
of organisational solutions to the same task problem. That is, organisation structures, 
other factors being equal, vary between countries. " (Hofstede, 1980, p. 52). 

This is clearly diametrically opposed to the stance adopted by the culture-free 
theorists (Hickson et al., 1974). 

In some ways, the approach of Hofstede (1980; 1987) has points of commonality with 
that of the Aix Group (Maurice et al., 1980). For example, he is interested in testing 
for cultural differences by holding certain factors constant (Child & Tayeb, 1982/83), 

and in establishing the relationship between national peculiarities and organisational 

phenomena. However, in contrast with the Aix Group, he focuses on attitudinal 

variations, and the way in which culture is manifest in behaviour and values, rather 
than examining the interrelationship of micro-level variables and institutions. 

Crozier (1964) moves somewhat nearer towards an analysis of this interrelationship, 

but he regards values as internalised, leading to the formation of a national culture, 

which in turn influences organisation structure. He identifies a bureaucratic `vicious 

circle', which he believes is typically French and which, according to his argument, 

can be attributed to the French national culture. The underlying assumption, 
therefore, is that if institutions could be remodelled, then behaviour would be 
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different, rather than institutions and individuals being in a cybernetic relationship. 
This means that diversity of attitude due, for example, to age or gender, cannot be 

taken into account (Rose, 1988). 

It is within the ideationalist frame of reference in particular that problems occur in 

operationalising a definition of culture. How does one identify cultural 
distinctiveness? (Child & Tayeb, 1982/83). Responses that could be interpreted as 
`cultural' could, in fact, be merely situational responses to immediate social or 

economic pressures. In addition, the selection of a few standardised variables to 

represent such a complex phenomenon as ̀ culture' is fraught with difficulties: `is the 
human condition indeed regarded as problematic in similar terms, along similar 
dimensions, in different societies? ', (Child & Tayeb, 1982/83, p. 44). The result of 
McClelland's (1961) `need for achievement' analysis shows a higher score for the 
United States than Turkey, but could be regarded as capturing the concept in 

American terms (Child & Tayeb, 1982/83). Moreover, as Rose (1985) points out, 
increasing plurality in values characterises many modern societies, and it is hard to 

capture these in cross-national comparisons. 

Rose (1988) notes: `culturalism decays rapidly into explanation by means of inspired 

tautology' (ibid., p. 394). In other words, left with non-comparable results, we are 

caught up in `Malinowski's Dilemma' (Rose, 1985, p. 78). Another danger of the 

culturalist approach is that it merely leads to the production of juxtaposed 

descriptions (Pitrou, 1989). These criticisms underline the problems associated with 
both a culturalist and an ideational approach to cross-national research. The other 

main area of culturalist research is the institutional approach, and this is reviewed 
below. 

4.2 Institutional Approaches 

The Institutional Approach focuses on `institutions as the tangible manifestation of 

cultural distinctiveness', (Child & Tayeb, 1982/83, p. 46). Institutions are thus taken 

as reflecting the dominant value orientations of the countries in question, in contrast 



106 

with the contingency approach, which states that institutions are structured and 
formed as a result of universally constraining contingencies. 

One aspect that is stressed within this paradigm is that the subjective significance of 
the various institutions and, indeed, of other facticities, in different countries will vary 
(Lawrence, 1988; Berrien, 1966). Consequently, analysis can only proceed if the 

conceptual framework takes account of the meaning of these institutions within the 

context peculiar to each culture. 

Rose (1988) argues in favour of the institutional approach; he regards institutions as 

embodiments of stable complexes and as the real reproductive agency of culture, 

rather than ideas. He notes: 

"The challenging task is to characterise and interpret what is specific about the 
institutions a society develops. " (ibid., p. 397). 

However, the culturalist-institutionalist paradigm suffers from the same drawbacks 

as all other culturalist work, in that it cannot, by its nature, help to advance 
knowledge or lead to theory development, as its only means of explanation is that all 

countries are fundamentally different. 

4.3 Summary 

The culturalist approach is founded on the premise that all countries differ either 
from an ideational or an institutionalist perspective. Although such an approach 

shows greater sensitivity to cultural variation than the universalist approach, it is not 

clear how such an approach can aid theory-building. In the following section, we 
discuss the third approach that has been developed, and which attempts to combine 
the advantages of both the universalist and the culturalist perspectives, the Aix 

Group's `societal-effect' approach. 
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5. THE SOCIETAL-EFFECT APPROACH 

An alternative to universalist or culturalist cross-national research is provided by the 

work of the Aix Group, who advocate a `societal effect' approach (Maurice et al., 
1980). In the societal effect approach, the cross-national comparative aspect assumes 

a central importance and is not: 

"... simply repeated measurement in two or more countries where the cultures 
themselves are not of particular importance for the fundamental research problem. " 
(Kraut, 1975, pp. 545-546) 

Their work has been hailed as an `incontestable achievement' by Rose, (1985, p. 82), 

and advocated by other writers as constituting a sound basis for cross-national 
comparisons of women's work situation (Pitrou, 1989; Hantrais, 1989a; Benoit- 

Guilbot, 1990). 

Societalism is based on the premise that micro and macro-level phenomena within 

each society interact in a unique way (Maurice et al., 1980), described as: `une 

causalite multiple interactive', (Maurice, 1989, p. 183) [a multiple interactive 

causality]. Features such as technology or training, which are taken as contextual 

variables in, for example, the Aston studies, are viewed as integral parts of the 

organisation in the work of the Aix Group (Brossard & Maurice, 1976). These 

variables thus work within the organisation both shaping, and being shaped by, 

organisational phenomena, such as structure (Maurice et al., 1980). 

In contrast to the work of Hofstede (1980; 1987), culture is not viewed in terms of 

an idea-system. Instead, the Aix Group focus on institutions and other societal 

artefacts, such as organisations, and their interaction with one another to explain why 

phenomena take the form they do (Maurice et al., 1980; Maurice et al., 1982). Thus, 

the Aix approach is very much institutional, and therefore avoids the pitfalls discussed 

earlier of an ideational perspective. 
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One of the reasons why this approach is so appropriate for this study of secretaries 
is that the actor is assigned a central place in the societal interaction, since s/he plays 

a crucial role in determining the social space within which s/he moves: 

"Ainsi la comparabilite ne s'applique pas dans ce cas directement ä des phenom8nes 
(ou ä des objets) particuliers compares terme ä terme, eile s'applique plutbt ä des 
ensembles de phenomenes qui constituent dann leurs interddpendances des'cohdrences' 
nationales, propres ä chaque pays. Le principe qui sous-tend 1'analyse West pas ici la 
'rationalit6', ni la 'culture nationale'; mais plut8t le postulat de la 'construction des 
acteurs dann leur rapport ä la socibte'. C'est Iä le principe de la generalisation qui 
sous-tend ce type d'approche, privilegiant le lien social qui s'Ctablit entre acteurs et 
socidtd (celle-ci etant appr6hendee ä la fois comme principe de totalit6 et comme 
referent analytique). Comme on le verra, l'analyse soci6tale est une forme particuli8re 
d'analyse structurelle qui loin d'exclure les acteurs considere ceux-ci comme 
inseparables des structures, et inversement. " (Maurice, 1989, p. 182) 
[Thus comparability does not, in this case, refer to particular phenomena (or objects) 
compared directly with each other, rather it applies to bundles of phenomena which are 
interdependent and which constitute national 'coherences', individual to each country. 
The principle underlying the analysis is not 'rationality', nor is it 'national culture', but 
rather the postulate of the 'construction of actors in their relationship with society'. 
This is the principle of generalisability which underlies this type of approach, 
emphasising the social relationship between actors and society (this latter being 
understood as a totality and as an analytic referent). As we shall see, societalism is a 
particular form of structural analysis which, far from excluding the actor, considers him 
as inseparable from structures, and vice versa. ] 

Thus, each society forms a coherent whole, consisting of both actors and structures, 

and in this sense is very much allied to an action perspective. 

Despite the fact that these interrelationships are subject to minor historical changes, 
the underlying patterns remain coherent, and it is these underlying patterns which 

societalism seeks to uncover (Maurice et al., 1980). 

Although the Aix approach is closer conceptually to a culturalist than a universalist 

approach, they differentiate themselves from the culturalist approach, which 

ultimately regards cultural phenomena as non-comparable, by aiming to ground 

general theories to explain the phenomena under investigation (Sorge & Warner, 

1980). In this way, the Aix Group argue that differences of a qualitative nature will 
be observed between countries in the solutions found to organisational problems, but 

also that these solutions can be compared between countries to construct `ideal-types' 
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that can be used to advance theory-development (Maurice et al., 1980; Maurice, 1989; 

Rose, 1985). In this, they are moving away from a strict `culturalist' world view and 
its associated idiographic research strategy towards what Child & Tayeb (1982/83) 

term a `mature nomothetism' (ibid., p. 58), that permits the comparison across 

countries of carefully matched samples in order to develop general theories. 

The broad applicability of societalism is well-illustrated by the numerous phenomena 
that have been investigated by the Aix Group themselves, including industrial 

relations (Maurice & Sellier, 1979), control (Maurice et al., 1980), training (Sorge & 

Warner, 1980), structuring of jobs (Brossard & Maurice, 1976; Maurice et al., 1980; 

Sorge, 1982/83), and wage systems (Maurice et al., 1982; Daubigny & Sylvestre, 

1972). Benoit-Guilbot (1989) has extended this further into the area of women's 

work. 

Examining these papers gives some clues as to the macro and micro level variables 

whose interrelationship gives rise to the societal effect. The most important of these, 

on the macro level, is the training and education system of the countries under 
investigation (Maurice et al., 1980). The Aix Group are not the only researchers to 

underline the importance of training and education, for example Farris et al., (1973), 

in their work on trust, recognise the impact of institutions such as the education 

system, on the organisation, as do Child et al. (1983). They argue that the education 

system of a country `contributes to the establishment of occupational boundaries and 

to the standing of different areas of employment', (ibid., p. 65). Marceau (1974) 

argues that the education system is an important transmitter of norms and beliefs, 

and Lutz (1976) proposes that there is an interdependence between the profile of 

qualifications available and the nature of the organisation of firms and the work 
itself. 

Rose (1985) explains the importance attached by the Aix Group to training as a 

central contextual variable in the analysis of differences in organisation. For 

example, in the design of a control system within a company, the national training 

system places a mix of skills, training and qualifications at the disposal of the 
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designers, who can then choose either to train internally or influence the national 

system in some way. This is what the Aix Group mean when they refer to the 

blurring of the boundaries between organisation and environment (Maurice et al., 
1980), which renders redundant the external constraint/organisational response model 

of the technological determinist school. 

The whole structuring of the educational system of a country can place greater or 
lesser emphasis on, for example, practical competence or academic achievement, 

which is affected by, and affects, the structuring of jobs in the firm (Maurice et al., 
1980), and the allocation of people to jobs (Sorge, 1989). Thus the `educative space' 
(Rose, 1985) occupied by an individual, constituted by his or her stock of knowledge 

and technical accomplishment, leads to a certain social identity with a particular 

market value (Rose, 1985). This, in turn, interacts with the worker's `occupational 

space', or the relationship between categories of occupations, on the micro level. In 

certain studies, industrial relations assume an importance as a third dimension of the 

`rapport salarial' (Maurice & Sellier, 1979). 

On the micro level, the Aix Group stress the importance of understanding exactly 
how people do their jobs (Sorge & Warner, 1980), in order to relate this to 

organisational variables such as training. 

Thus, the Aix approach offers the cultural sensitivity of a pure culturalist approach 

and yet, at the same time, moves towards a more sophisticated means of allowing for 

theory-development in cross-national research that is not possible within the 

culturalist framework. 

5.1 The Societal-Effect Method 

How does the theory of the societal effect translate into a practical research agenda? 

The most clear exposition of the way in which the approach can be applied is in the 

paper written by Maurice, Sorge & Warner (1980). Here, differences in the 

organisation of work were analysed as follows: 



111 

"We will divide our data into three blocks of variables, and hypothesize that 
interrelationships between these blocks can be perceived as clear national patterns and 
be used to explain the emergence of organizational phenomena. These blocks are: 

1. The configuration of the organization: breakdown of the labour force 
into categories ... , and numerical ratios between the sizes of 
components, as well as sizes relative to the total workforce. 

2. The joining of individual tasks into work positions and the 
coordination of work activities; this could be called work structuring 
and coordination. 

3. The acquisition of qualifications and competence, and the progression 
of individuals within typical careers; these constitute the qualification 
and career systems. " (ibid., p. 65) 

Particular stress is laid upon work structuring and coordination, and the qualification 

and career systems. Information was obtained at three levels: at the national level 

on training, education and employment; from organisations about grading, work, 

training and company history; and from individuals by interview on work and careers 

and industrial relations. Also, in view of the importance of the historical dimension 

to the approach, information was obtained on historical aspects relevant to the study: 

"Thus the societal-effect approach is a systemic analysis of social action which 
emphasizes the interconnections between different social spheres such as 
manufacturing, industrial relations, education, training; it recognizes that constellations 
of such interconnections can only be explored by considering historical and ecological 
factors. " (Maurice et al. 1980, p. 61) 

The study was carried out on a case-study basis, concentrating on a small number of 

matched pair companies in England, France and Germany. The Aix Group argue 

that it is only through such a case-study approach that the qualitative differences 

between the countries will emerge (Maurice et al., 1980). The results were then 

presented thematically, and subsequently analysed, for example, linking differences 

in organisational forms with differences in the training systems, and developing these 
into hypotheses regarding the relationships observed between macro and micro-level 

phenomena. 
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5.2 Criticisms of the Aix Approach 

Surprisingly, the Aix approach has attracted relatively little critical attention since the 
first articles appeared in English language journals in the 1970s. However, Rose 

(1985; 1988), Pitrou (1989) and Benoit-Guilbot (1989) have hailed societalism as 

representing a significant step forward in the area of cross-national research. 

Such criticisms as have been directed at the work of the Group by Rose (1985) 

largely concern operationalisation. Indeed, it must be said that despite the large 

number of articles that have been written by the Group, one is left somewhat unclear 

on three important counts: 

a) The reasons behind the choice of the macro level variables. It could be 

argued that certain macro-level variables, such as the legal system and 
legislation on firms and employment play a highly significant role, and yet 

nowhere is the reason for excluding this, and other such variables, explained. 
b) How the interrelationship between the variables is analysed and conclusions 

drawn. 

c) It is also hard to find guidelines in their work for other researchers who wish 

to use their approach in other contexts. 

In addition, as Rose (1985) indicates, nowhere is direct appeal made to the voice of 

the actors themselves, despite their alleged importance to the model. This would 

appear to be a fairly serious omission, in view of the claim of the Aix Group to be 

reintroducing the actor (Maurice, 1989). 

Rose (1985) also points out that the Aix Group have limited their research to 

manufacturing units: 

"What about establishments in other branches of manufacturing, in other types of 
industry - let alone in commercial, financial or administrative activities? ... 

What 

variant patterns does the employment relationship take on in these other branches and 
sectors? " (ibid., p. 78) 
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However, although the Aix Group have not themselves investigated these other areas, 

this does open up possibilities for other researchers to adopt their approach and 

extend its applicability. 

5.3 Summary 

The Aix approach is theoretically and methodologically more sophisticated than other 

culturalist or universalist approaches to cross-national comparative research. 

Societalism has the advantage over ideational approaches, since it does not attempt 

to encapsulate `culture' within a few tightly-specified and ethnocentric variables. 

Instead, by concentrating on the interaction of institutions and individual 

competences, and equally importantly on qualitative rather than purely quantitative 

differences, the societal effect approach permits national specificities to emerge 

within the logic of each nation. It also avoids the determinism which characterises 

much previous cross-national research, since the actor is seen as being in dynamic 

relationship with his environment. Despite the reservations expressed concerning the 

societal effect approach, it was decided that this provided the most promising 

methodological framework for the thesis. 

6. SUMMARY 

In this chapter, we have reviewed both universalist and culturalist approaches to 

cross-national research, and have found both to be flawed. Universalism denies the 

importance of cultural, or national, difference, and culturalism seeks to explain all 
differences by reference to culture alone, which does not allow for the development 

of any generalisable theories. The Aix Group's `societal effect' approach seeks to 

combine the advantages of both perspectives. Whilst being sensitive to cultural, or 

national differences, it allows for the development of generalisable theories on the 

basis of a nomothetic research strategy. In the following chapter, we look in more 
detail at how this research agenda was operationalised in the study of secretaries. 
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CHAPTER IV 

THESIS METHODOLOGY AND RESEARCH METHODS 

1. INTRODUCTION 

In the last chapter, we examined the approaches that have been advocated for cross- 

national research, and the advantages of using the methodology developed by the Aix 

Group were demonstrated. In this chapter, the aim is to describe the methodology 

chosen for the thesis in relation to the societal-effect approach to cross-national 

research, and to describe the research methods used. 

First, the relationship between the Aix approach and the use of a grounded research 

methodology is explored. The reasons behind the choice of countries, sectors and 

organisations selected for the comparison are explained, and the use of 

questionnaires and interviews is examined in some detail. Finally, the methods used 

to obtain the other information necessary to the thesis (on the education and training 

systems in the chosen countries and national statistical data) are described. 

2. THESIS METHODOLOGY 

As we saw in Chapter I, very few cross-national, micro-level studies have been carried 

out that seek to compare women's work experiences. Moreover, in Chapter II, we 

saw that no attempt has been made to analyse secretarial work as a female ghetto 

occupation. This means that there is very little directly relevant theory upon which 

to build in this thesis. Glaser & Strauss (1967) propose a `grounded' approach to 

researching in such areas (Das, 1983). Rather than deriving specific hypotheses out 

of the literature, and then proceding either to verification or falsification, as a 

positivist epistemology would dictate (Walsh, 1978), the grounded approach enables 

the researcher to work towards theory-building in an area where little previous 

research has been carried out (Martin & Turner, 1986; Turner, 1983): `grounded 

theory is derived from data and then illustrated by characteristic examples of data' 

(Glaser & Strauss, 1967, p. 5). 
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The grounded approach involves collecting data on a specific subject area, quite 

narrowly defined from the literature. This leads to the generation of `substantive' 

theory, which provides a theoretical explanation of the particular data collected and, 

subsequently, to `formal' theory, which, at one remove from the data in question, 

constitutes a generalisable theory (Martin & Turner, 1986; Glaser & Strauss, 1967). 

This is not to say that, as an approach to empirical research, grounded theory is 

insufficiently rigorous (Martin & Turner, 1986). On the contrary, Glaser & Strauss 

stress that data should be collected in a tightly-specified subject area and 

subsequently be analysed in order to generate theory. Thus, the grounded approach 

not only provides a systematic way of analysing what can otherwise be unwieldy 

qualitative data, but also necessitates the use of a great deal of rigour in analysing 

results (Turner, 1983). Such an approach is compatible with the use of the Aix 

framework: 

'... la dtmarche comparative ne peut pas Ctre consid@rde comme une fin en soi ... eile 
constitue plutbt une dtape interm&iiaire mais indispensable qui met sur la vole d'une 
gdne ralisation (ou d'une thborie ä construire). " (Maurice, 1989, p. 186) 
[Comparative research cannot be regarded as an end in itself, but is more an 
intermediary, although indispensable, step on the way to generalisation (or theory- 
building). ] 

It therefore appeared that the most appropriate methodology for the thesis involved 

using the Aix Group's societalism within the framework of Glaser & Strauss's (1967) 

`grounded' approach. 

3. RESEARCH METHODS 

The choice and adequacy of a method embodies a variety of assumptions regarding the 
nature of knowledge and the methods through which that knowledge can be obtained, 
as well as a set of root assumptions about the nature of the phenomena to be 
investigated' (Morgan & Smircich, 1980, p. 491) 

It has been argued that the choice of a method (tending towards the quantitative or 

the qualitative) is predicated upon ontological assumptions concerning the nature of 

reality; on assumptions concerning human nature and the relationship of man and 
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environment; and on epistemological assumptions concerning the nature of 
knowledge itself (Burrell & Morgan, 1979; Morgan & Smircich, 1980). These four 

dimensions are viewed as being situated along a continuum from subjectivist to 

positivist, or objectivist (ibid. ). 

A researcher's position on this continuum is regarded as being governed by the 

nature of the phenomenon under investigation (Morgan & Smircich, 1980; Lofland 

& Lofland, 1984). Taken to its logical conclusion, this would mean that there is a 

strict linear relationship between ontology, assumptions regarding human nature, 

epistemology and method (Burrell & Morgan, 1979). However, as Bryman (1984) 

argues: 

'... while the apparent debate between quantitative and qualitative methodology may 
have some meaning at the epistemological level, eg, in terms of causal adequacy as 
against adequacy at the level of meaning, in the context of research practice there is no 
direct link between these precepts and particular techniques, since research typically 
comprises both elements. " (ibid., p. 88) 

Thus, although quantitative techniques are normally used for natural science-type 

verification or falsification of hypotheses (Daft, 1983), they can also be used 

qualitatively: `any given technique often lends itself to a variety of uses according to 

the orientation of the researcher', (Morgan & Smircich, 1980, p. 498). This would 

therefore mean that there is, in fact, no necessary causal link between ontology and 

epistemology, and the methods chosen for a particular piece of research. Rather, the 

ontological and epistemological stance of the researcher and the phenomenon under 

investigation could be construed as important determinants of the way in which 

particular methods are used. 

This thesis accords primary importance both to the views and experiences of actors 

themselves in constructing their social world, and to institutions and organisations in 

the way they contruct social reality. This implies an ontology and an epistemology 

tending towards the subjectivist end of the continuum (Walsh, 1978), indicative of an 

action perspective, which assumes that people are social actors, creating, as well as 

created by, their environment (Morgan & Smircich, 1980; Silverman, 1970). The 
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extreme alternative to this perspective would be a functionalist viewpoint, which 

assumes people are allocated to places on the basis of deterministic forces (Morgan 

& Smircich, 1980), such as much of the literature on secretaries which assumes that 

they are simply allocated to a `ghetto' position. Accordingly, the most appropriate 

method for the thesis is one that permits direct appeal to the voice of the actors 

themselves and, at the same time, allows institutional patterns to emerge. 

The Aix Group collected data at both the macro and the micro level in areas 

pertinent to their research subjects (Maurice et al., 1980; 1982). The resources 

available to a multi-national team of economists and sociologists clearly mean that 

the Group's macro-level analysis is more sophisticated than is possible for a lone, or 
`safari' researcher (Hantrais, 1989a, p. 12). However, one particular aim of this thesis 

is to invoke the opinions and experiences of the actors themselves, and so the 

emphasis is very much on collecting data at the micro and organisational levels, 

relying on secondary analyses for macro, or national-level data. 

The Aix Group advocate the use of a case study approach to obtain first-hand data 

from organisations and individuals (Maurice et al., 1980). Such an approach is also 

advocated by Glaser & Strauss (1967) as being compatible with the generation of 

grounded theory and, as such, it was decided to adopt a case study approach for this 

piece of research. A case study has been defined as: 

'A detailed examination of an event (or a series of related events) which the analyst 
believes exhibits (or exhibit) the operation of some identified general theoretical 
principle. ' (Mitchell, 1983, p. 192) 

An important characteristic of case study research is that it is a way of looking at a 

complete set of phenomena and their interrelationships (Smith, 1990). The value of 

case studies as a form of research lies in their potential to demonstrate the validity, 

or otherwise, of theories by logical, as opposed to statistical, inference (Mitchell, 

1983). What this means is that cases need to be especially selected so that they can 

illustrate aspects of theory, rather than, for example, using a randomly chosen sample, 

as in survey research. 
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There is some debate as to whether the case study approach is a valid form of 

research (Smith, 1990). However, as Mitchell (1983) argues, inference from case 

studies: `is in fact based on the validity of the analysis rather than the 

representativeness of the events', (ibid., p. 190). In other words, the theoretical 

foundations upon which the case rests, together with the way in which the results are 

analysed and relationships demonstrated, determine the validity of the study. 

The Aix Group argue that selecting organisations matched as much as possible for 

contingencies such as size and technology in the different countries and comparing 

them on a case study basis is the best way of carrying out research using the societal 

effect approach, since this is the most likely means of bringing to light qualitative 

differences between work organisation in the different countries (Maurice et al., 
1980). Moreover, the case study would seem to be the best way to approach an 

analysis of the ghetto thesis in relation to secretaries, as it enables organisations and 

their secretarial workforce to be looked at holisticly, and an overall picture to emerge 

on secretarial attitudes and experiences (Goode & Hatt, 1952). For these reasons, 
it was decided to adopt a case study approach for collecting the data. 

In the next section we examine the choice of countries and industrial sectors for the 

comparison, before going on to look at the way in which the cases were actually 

carried out within the organisations. 

3.1 The Countries 

Niedermayer (1983) identifies six different methods of choosing countries for cross- 

national research: random choice, maximisation of difference, minimisation of 

difference, selection according to specified criteria, factorial matrix and chance 

selection. Whilst recognising that, ideally, the choice of countries should depend 

upon the research topic and methodology, he acknowledges that, in many cases, the 

choice is constrained by practical considerations, such as funding or resources. These 

constraints are particularly acute for the lone researcher using the `safari approach' 

(Gregory, 1989; Hantrais, 1989a). 
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The reasons for the choice of England, France and Germany' for this comparison 

of secretaries fall into two of the six main areas identified by Niedermayer (1983), the 
first being the maximisation of difference, and the second being specific criteria: 

i) The Maximisation of Difference 

It was felt that maximising the difference between countries was important, so 

that the possibility of uncovering differences between the development and 

characteristics of the role of the secretary would be enhanced. One way in 

which this could be assured was by selecting countries with different 

languages. Language is not just a means of communication, it is a reflection 

and part of a cultural and conceptual system (Hantrais, 1989a; Sapir, 1958). 

English, French and German all emanate from different source languages 

(Anglo-Saxon, Latin and Teutonic respectively), and as such are part of 
different conceptual systems? Horovitz (1978) places the three countries in 

three distinct `clusters' which reflect, in part, these linguistic differences 

(Anglo-Saxon, Latin and Nordic European). 

Other differences between the countries in terms of history, culture and 

education systems have been extensively explored by other writers (eg, 

Hantrais, 1989b; Hofstede, 1980; Handy et al., 1988). For example, Maurice 

et al. (1980) show that significant differences exist between the training 

systems in each country: in Germany, it is based on medieval craft 

apprenticeships, in France, on state engineering schools, and in Britain on the 

classical Universities (Sorge & Warner, 1980). Also, hierarchies have been 

shown to be organised on a different basis in the three countries (Maurice et 

1 The research for this thesis was completed before the reunificationof Germany in October 1990, 
and so the word 'Germany' in the thesis refers to what was formerly West Germany. 

2 It is acknowledged that the three languages have historicallyexercised a great deal of semantic and 
syntactical influence over each other, and that Modern English has essentially evolved from a Teutonic 
tongue. However, all three languages today are sufficientlydifferent one from another, and have enjoyed 
widely divergent histories, so that regarding them as distinct conceptual systems appears justified. 
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al., 1980), and differences have been shown to exist in management control 

systems (Horovitz, 1978). 

Women's employment patters in Britain, France and West Germany have also 
been shown to differ, (Letablier, 1989; Brose, 1987). This is particularly 

significant in view of the subject of this thesis. Differences have also been 

discovered between the three countries as regards the amount and proportion 

of part-time working (Brose, 1987; Dale & Glover, 1990). 

Thus, substantial differences in the social organisation of work between the 

three countries suggest that they will be fruitful sources of comparative data. 

ii) Special Criteria 

Another reason for choosing England, France and West Germany is that some 

previous research has been carried out in areas related to the subject of this 

present thesis, such as women's employment and secretarial work. This means 

that the findings of the thesis can be related to previous work carried out in 

each individual country. In particular, the work of GraBl (1984), Nienhaus 

(1982) and Holtgrewe (1989) on secretaries in West Germany and Mandon 

(1980; 1987; 1988) and Pinto (1986; 1987; 1989) on secretaries in France, as 

well as McNally (1979), Vinnicombe (1980) and Silverstone (1974; 1975) in 

England, are useful points of reference. More broadly, collections of 

comparative papers, such as that published by Aston University (Hantrais, 

1989a) comparing the situation of women's employment in England and 

France, and the papers comparing France and West Germany (Maruani & 

Reynaud, 1987) published in Paris, also provide useful points of reference. It 

is particularly important, in view of the exploratory nature of this piece of 

research, that such works are available. 

Further, the work of the Aix Group, whose framework is used in this research, 

focuses on a comparison of England, France and West Germany. It is 



121 

obviously advantageous that reference can be made to the findings of the Aix 

Group as regards the differences between the three countries. 

Beyond these main criteria further, more practical considerations also governed the 

choice of these particular countries. Firstly, it has proven invaluable in other `safari- 

style' research (Gregory, 1989) that the researcher has some knowledge of the 

language and culture of the countries studied. In this case, the researcher has some 
knowledge of the languages and cultures of France and Germany, having worked in 

both countries and studied their languages. This meant that interviews could be 

carried out in the native language of the interviewee without the need for the 

presence of an interpreter, which other writers have identified as important (Filion, 

1989). 

Another benefit is that untranslated French and German material, which would 

otherwise not have been accessible, could be consulted. Negotiations for access to 

organisations identified as potential candidates for the case-studies could also be 

carried out without recourse to a third party. 

England, France and Germany were therefore regarded for a number of reasons as 

particularly appropriate choices for this study of secretaries. In the next section, we 

move on to consider the sectors from which the organisations were drawn. 

3.2 The Sectors 

The decision to undertake case study research necessitates selecting appropriate 

industrial sectors from which the organisations can be chosen. Silverstone (1974; 

1975) and Pringle (1989) suggest that secretaries are more likely to experience job 

mobility within publishing companies than in professional organisations, where there 

is a qualifications divide, and where secretaries would consequently have to undergo 

extensive retraining in order to accede to a professional post: 



122 

'Secretaries working for professionals have a high status but face difficulties in career 
advancement. Whatever professional knowledge they pick up, they cannot become 
doctors, lawyers or architects without going through the necessary training. " (Pringle, 
1989, p. 105) 

However, this contention has never been the subject of systematic empirical 
investigation and, in view of the importance of the concept of mobility in this thesis, 

it was decided to select publishing companies and professional organisations for the 

study, as it was felt that these may represent extremes in terms of job mobility for 

secretaries. 

The question still remains, however, whether to choose multi-national or indigenous 

organisations. Hofstede (1980) argues in favour of selecting multinationals, as this 

can ensure that some non-essential variables, such as task, are held constant. 
However, it could also be argued that, by selecting purely multi-national 

organisations, the full effects of societal peculiarities could be overridden by those of 

the organisation's parent country. 

Consequently, it was decided to concentrate the research on one multi-national 

publishing company and one multi-national professional organisation with offices in 

the three countries, but to supplement these by carrying out a questionnaire survey 

within indigenous publishing companies and professional organisations in each 

country. 

The area of management consultancy was chosen to represent the professional sector, 

although it is accepted that it does not constitute a `profession' in the same way as 

Crompton and Sanderson (1986) describe the classic service professions. These 

include law, medicine and accountancy, and other occupations which are generally 

regarded as complying with the criteria laid down for qualification as a `profession', 

eg, the operation of some form of closure, ie, the restricting of access to the practice 

of the profession by means of credentials (Parkin, 1974): `most professions lay claim 

to a monopoly of theoretically grounded knowledge' (Crompton, 1987, p. 420). In 

addition, the professions are generally governed by a code of ethics, and provide a 

service in return for a fee (Raelin, 1989). This can be summarised as follows: 
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'Professionalism thus refers to a status or a level of an occupation that claims a relative 
amount of exclusivity in its provision of services. ' (Raelin, 1989, p. 102) 

In the case of management consultancy, there is no accepted `professional' 

qualification to practice, as there is, for example, for the legal profession in Great 

Britain, nor is there a professional institute to which practitioners must belong. 

However, consultancy is a relatively young occupation and, whilst it does not 

presently possess some of the classic `professional' attributes, it does share many of 

them. For example, consultants work for a fee, they provide a service to a client and 

are often organised into partnerships rather than limited companies. The most 

crucial similarity, insofar as this study is concerned, involves credentials: although 

there is no one `professional' qualification to practice consultancy, it is axiomatic that, 

in all three countries, a higher education of some form is required in order to 

practice, although the precise requirements may vary between countries. 

Another point concerns the relative standing of the different professions in each 

country. Handy et al. (1988) show that substantial differences exist between England, 

France and West Germany as regards the relative standing of the different 

professions. England, for example, has a far higher proportion of accountants than 

either France or Germany. The meaning of a `profession' thus varies from country 

to country, which could mean that selecting accountancy firms, for example, would 

have a different significance in each country. However, it was considered that 

management consultancy, whether in indigenous or multi-national firms, would 
involve similar `tasks', which would mean a degree of standardisation in terms of 

company characteristics. 

Another, more practical consideration, was one of size. In management consultancy, 

there are a number of international firms well-represented in the three countries, and 

it was hoped that finding a multi-national organisation with offices of approximately 

similar size in all three countries, and which would be of comparable size to 

indigenous companies, would be an easier task than with some other types of 
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professional organisation. Exploratory contact made with a few international 

professional organisations in other spheres, such as legal or accounting firms, showed 

that where they had offices in the three countries, they tended to be 

disproportionately large in England in comparison with France or West Germany. 

This would, of course, lead to great differences in terms of the number of secretaries 

employed which, it was felt, could lead to differences in employment situation based 

on size rather than national difference. 

In order to control for task within the publishing sector, it was felt that organisations 

from one particular area of publishing should be selected. Some preliminary research 

showed that it was in book publishing that companies were the largest, and where 

there were international firms with offices in the three countries, and so it was 
decided to select organisations involved in this area of publishing. 

The two sectors chosen for the study were therefore management consultancy and 

book publishing, primarily because it was felt that these two sectors would offer 

differing career opportunities for secretaries. Next, we move on to consider in more 

detail the methods used to obtain the data. 

3.3 Case Study Methods 

Case-studies can involve the use of a variety of methods of obtaining information, 

including observation, participant observation, semi and unstructured interviews and 

questionnaires (Mitchell, 1983; Smith, 1990; Moser & Kalton, 1971). Mitchell (1983) 

defines a case study as: 

"... the documentationof some particular phenomenon or set of events which has been 

assembled with the explicit end in view of drawing theoretical conclusions from it. " 
(ibid., p. 191) 

The particular methods used to collect the data are therefore of less importance than 

the fact that cases permit the holistic analysis of a set of interrelated phenomena 
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within their social setting. What is important is that the methods chosen allow this 

holistic picture to emerge. 

It was decided to concentrate on both questionnaire and interview methods as the 

most appropriate means of collecting the data. Using the Aix methodology meant 

collecting data at both the individual and the organisational level using matched 

organisations across the three countries. In order to canvass the views of as many 

secretaries as possible within the chosen organisations, a questionnaire was issued. 

Within the multinational organisations, interviews were also carried out with 

secretaries, bosses and personnel officers. These are described in more detail below. 

3.3.1 The Questionnaire 

The questionnaire is a widely-used instrument in social research, and its advantages 

and disadvantages have been well documented (Bailey, 1978; Moser & Kalton, 1971). 

One of the advantages of using questionnaires is that they represent a relatively 

cheap alternative to some other forms of data collection (for example, interviewing) 

(Hyman et al., 1978). This is particularly true in the case of cross-national research, 

which is especially time-consuming and costly. In addition, the questionnaire can be 

completed at a pace which suits the respondent (Cherantony, 1989), and is not subject 

to interviewer bias. Another advantage to the questionnaire method is that it enables 

the researcher to tap the views of a large number of respondents, which may well not 

be possible with other forms of research, and respondents may be more willing to 

respond to sensitive questions than at interview (Sellitz et al., 1965). 

However, there are a number of disadvantages to using questionnaires, both on a 

methodological and on a practical level, of which the researcher needs to be aware. 

Firstly, questionnaires can elicit a low response rate, leading to a biased sample 

(Moser & Kalton, 1971), and respondents can be discouraged by practical issues such 

as the length of a questionnaire, the layout or the order of questions. There is also 

no guarantee that respondents will answer the questions in the order they are 

presented (Hyman et al., 1978). 
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Various steps can be taken to encourage people to respond. These include such 

practical means as enclosing a stamped addressed envelope for the return of the 

questionnaire. The use of first or second class postage has not been shown to have 

any effect on the response rate (Cherantony, 1989). It is recommended that an 

accompanying letter be sent, written on the institution's headed notepaper and 

individually signed in blue ink (Cherantony, 1989). The design and layout of the 

questionnaire have also been shown to be important in achieving a good response 

rate, and it is important that instructions are unambiguous. The judicious positioning 

of easy questions towards the beginning of a questionnaire has also been shown to 

encourage people to respond. Sending reminders can also improve response rates 

(Cragg, 1987). 

In addition to problems concerning response rates, other problems can arise in using 

the questionnaire method from the content of the questions themselves. For 

example, loosely-worded or vague questions are open to misinterpretation, and 

`leading questions' can encourage the respondent to reply in a certain way, thus giving 

rise to biased and inaccurate results (Mayntz et al., 1976). For these reasons, it is 

extremely important that a questionnaire is piloted before being used for the main 

study (Moser & Kalton, 1971). 

Further problems can be caused by respondent error and omission in answering the 

questions, and the researcher has relatively little control over these, beyond ensuring 

that the questions are as clear as possible, and that the respondent is encouraged to 

respond accurately and carefully to the questions. 

Despite some of the well-known drawbacks of using the questionnaire method, it was 

decided that it was the best means of eliciting the views and opinions of as many 

secretaries as possible within the chosen organisations. The questionnaire was 

designed to obtain factual and attitudinal data relevant to the research questions 

outlined in Chapter II. 
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The questionnaire comprised 51 questions on some 10 double-sided pages, and was 

divided into nine sections. As has been recommended (Moser & Kalton, 1971), an 

accompanying letter was attached, explaining the purpose of the survey in general 

terms, and requesting co-operation with the study. A copy of the letter is attached 

as Appendix 2. As has also been recommended (Moser & Kaiton, 1971), a stamped 

addressed envelope was enclosed for the secretaries' response. 

As many of the questions as possible provided alternative answers for the secretaries 

to choose from, partly to make the questionnaire simpler to complete, and partly to 

facilitate comparisons of the findings. In some instances, where closed answers were 

not appropriate, space was left for the respondents to write their own replies. A copy 

of the questionnaire is attached as Appendix 3.1 

The first section covered straight-forward demographic information. These relatively 

simple questions were aimed at encouraging the secretaries to respond, and to 

accustom them to the questionnaire. Question two, requesting information about the 

respondents' age, asked the secretaries to tick a category graded in groups of five 

years, such as 21-25, rather than to state their age. Such an approach has been 

recommended for sensitive questions (Moser & Kalton, 1971). 

Section 2 sought information on the respondents' family situation. The question 

regarding parents' and spouse's occupation (Question No. 6) asked respondents to 

tick the occupational grouping to which each belonged. This proved problematic 

from the point of view of translating the standard British social class groupings 

(HMSO, 1981) into their French and German equivalents. Eventually, it was decided 

to use the standard categories for each country, rather than try to impose the British 

classification throughout. Dale & Glover (1990; 1989; 1987) have documented the 

problems that can occur in attempting to compare statistics obtained from national 

sources, as the categories are drawn up in a different way, and the classifications are, 

in any event, embedded in the culture to which they belong. Hence the decision to 

' The French version is attached as Appendix 4 and the German version as Appendix 5. 
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use the classifications current in each country meant that, although it would be 

difficult to compare the results, it would be better than trying to use one classification 

scheme throughout, and would hopefully have the added advantage of being familiar 

to the secretaries. The French classifications used were taken from the Annuaire 

Statistique de la France (INSEE, 1988), the British from the Registrar General's 

standard occupational classification, and the German from the Statistisches Jahrbuch 

(Statistisches Bundesamt, 1989a). 

The third section covered the education and training undergone by the secretaries in 

some detail, and was adapted as necessary to suit the system in operation in each 

country. In view of the differences between the education and training systems (see 

Chapter V), it was not possible to provide exactly equivalent questions, although 

every attempt was made to match them as closely as possible. This section also 

covered foreign language ability and affiliation to secretarial associations. 

The following section requested information about the respondents' job history. 

Section 5 concerned conditions of employment, and was partly aimed at providing a 

point of comparison with `official' conditions of work as indicated by the person 

responsible for the secretaries in each organisation. It was also aimed at providing 

background information for the work carried out by the secretaries, for example, by 

indicating the number of bosses for whom the secretaries work. Question 20, 

regarding salary, was expressed in annual terms in the English version, and in 

monthly terms in the French and German versions to fit in with the usual way of 

describing salaries in each country. Section 7, the longest, concerned the content of 

the secretaries' jobs. The first question (Question No. 30) was deliberately open, 

asking the secretaries to list the 10 tasks which take up most of their working time. 

This was aimed at making the secretaries think about their work from their own point 

of view, before providing some more structured, closed questions later in the section. 

This question was followed by three easier questions on the amount and sort of 

typing done by the secretaries, and then by two questions designed to elicit 

information on the way in which secretaries had manoeuvred the boundaries of their 
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present jobs, in a semi-structured format. The wording of both questions was 

deliberately strong: `Your job will almost certainly have changed since you began it. 

Please list five tasks that you do now that you did not do when you started your job 

... '. The aim of this was to encourage the secretaries to accept the fact that their jobs 

had changed and to think about the way this had come about, rather than to ask 

themselves whether the jobs had changed or not. 

These questions were followed by a list of 30 tasks, asking the secretaries to indicate 

the frequency with which they carried these out. This list was deliberately varied in 

content and order, and included a number of `housekeeping' functions, such as 

making coffee and washing up, together with such items as organising conferences. 

Question 37 was aimed at eliciting information on the extent to which the secretaries 

`gatekeeped' their bosses' communications, and the following question covered areas 

of responsibility which the secretary may have. Question 39 covered the use of 

foreign languages at work, and Question 40 provided the respondents with the 

opportunity to mention any other tasks which they felt had not previously been 

covered. All the jobs listed in Questions 36-39 had emerged in the course of the pilot 

study as tasks carried out more or less frequently by secretaries in the three countries. 

These questions, taken together, were thought to provide a reasonably accurate 

picture of the nature of the work carried out by the secretaries, although it is 

appreciated that the information obtained in this way would not be sufficient to 

provide a detailed description of the way secretaries spend their working day. This, 

however, is not an essential part of the study. The questions on work content all 

focused on the subject in different ways, for example, by asking the secretaries to 

think about the frequency with which they carried out certain tasks, the time they 

took up, or the nature of their duties, with some being open-ended and others closed, 

rather than merely providing a list of tasks and asking the secretaries to indicate 

which they carried out. In this way, it was hoped that the respondents would be 

encouraged to think about the content of their job from several different perspectives, 

and thus to remember even those tasks which they may not carry out very often (such 
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as organising conferences) and those which they carry out every day and may not 
have otherwise considered worth mentioning (such as opening the post). 

Section 8 consisted of eight questions on promotion prospects within the company 

and the grading system for secretaries. Questions 45 and 46 asked the secretaries to 

rate their own promotion prospects and those of secretaries in general within the 

firm. The secretaries were also asked (Question 48) to which jobs within the firm 

they would like to be promoted, and (Question 49) which features of promotion they 

regarded as important. 

The final section consisted of two broader questions. The first asked the secretaries 

to choose from a list of 13 possibilities the reason they decided to enter secretarial 

work. This list was derived from reasons given at interview during the pilot study, 

and from reasons provided by the secretaries in Silverstone's (1974) study. 

Question 51 provided a list of 30 statements with which the secretaries were asked 

to indicate the extent of their agreement or disagreement on a five-point Likert-type 

scale. This has been advocated for the measurement of attitudes (Moser & Kalton, 

1971). The thirty statements were aimed at eliciting the secretaries' orientations 

towards their jobs, their careers, and secretarial work in general. Finally, some space 

was left at the end of the questionnaire for the secretaries to add any comments of 

their own. 

Since the questionnaire was to be administered in three different countries, it was felt 

that the validity of the results would be seriously called into doubt if the 

questionnaire were not translated into the secretaries' mother-tongue (Hofstede, 

1980). For example, such a simple word as `college' means totally different things in 

different countries, and asking French secretaries if they completed their secretarial 

training in a `college' could lead to some misleading responses. In addition, it was 

considered a matter of courtesy to the respondents to ask them to complete the 

questionnaire in their own language, beyond such considerations as whether the 
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French and German secretaries' English was of a sufficiently high standard to 

understand and respond to the questions. 

One further consideration was the response rate: it is quite probable that secretaries 

in France and Germany would have been put off responding to a questionnaire in 

English. 

Having said that, the translation of research instruments is itself a problematic area, 

and incorrect translation can be a source of error (Hofstede, 1980). Gasse (1973) 

defines translation as ̀ linguistic transfer from a source language to a target language', 

(ibid., p. 296), but the precise manner in which this can be achieved varies. Sapir 

(1958) suggests that successful translation is virtually impossible: culture and language 

mesh perfectly together, the latter is the expression of how the former sees the world, 

and as such cannot be translated into another world-view. Nida (1969) points out, 

however, that despite vast differences between cultures and languages, 

communication, and consequently translation, is always possible. 

As Gasse (1973) points out, the validity of the results of a survey depend on the 

accuracy of the translation. Sechrest et al. (1972) indicate four types of translation 

problem connected with research instruments, explaining the situation to respondents, 

translation of specific instructions, achieving equivalence in phrasing of questions and 

translation of alternative responses. 

The main problem is that of achieving equivalence, and Gasse (1973) identifies 

several standards of equivalence that need to be met for a translation to be 

successful: 

i) Vocabulary equivalence - the vocabulary used has not only to translate the 

vocabulary of the original, but at the same time form part of the language as 

used by the respondents. 
ii) Idiomatic equivalence - idioms cannot be translated literally, and care needs 

to be exercised in order to find equivalent idioms in the target language. 
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iii) Grammatical/syntactical equivalence - verb forms especially need careful 

translating. 

iv) Experiential equivalence - it is necessary to be sure that there is an equivalent 
in the target language for the objects referred to in the original. 

v) Conceptual equivalence - in English especially, one word can have many 

meanings, and careful translation is necessary to ensure that the correct 

meaning is conveyed in the target language. 

Several methods of actually carrying out the translation have been identified. 

Sechrest et al. (1972) recognise two forms of translation, direct translation whereby 

the original is translated directly into the target language, and back-translation, 

whereby the original is translated, and then the translation is re-translated into the 

original language and the two source-language versions compared. Direct translation 

is generally not regarded as sufficiently rigorous, and various back-translation 

techniques are accepted as the best method (Sechrest et al., 1972; Brislin, 1970). A 

third form of translation, known as `decentering' (Werner & Campbell, 1970), which 

involves the simultaneous creation of the research instrument in both languages, and 

in which both languages can be subject to amendment in an attempt to achieve 

equivalence, has been put forward. However, the main problem with this form of 

translation is that it appears extremely difficult to achieve successful results (Sechrest 

et al., 1972), and it tends to be far more time-consuming than other methods. 

In this particular case, it was decided to adopt a form of back-translation technique 

for translating the questionnaires. It is widely recommended that translators carry 

out translations into their mother-tongue (Brislin, 1970; Gasse, 1973; Sechrest et al., 

1972), and so the services of native French and German speakers were hired, and 

they were requested to translate the questionnaires into their own language. Both 

French and German versions were then checked and compared with the original 

English version by English linguists. A few minor amendments were made to the 

translations following this. Finally, the researcher herself checked the translations 

against the original English version for accuracy, and again a few minor amendments 

were made in consultation with the original translators. The involvement of the 



133 

research worker in the translation process has been advocated by other writers 

(Sechrest et al., 1972; Hofstede, 1980), because of the advantage of her familiarity 

with the material. In addition to the questionnaire, the covering letter to the 

secretaries was also translated into their native languages. Translators were asked 

to take account of Chomsky's (1968; 1970) recommendation to translate the 

underlying meaning of sentences, rather than simply producing a literal, surface-level 

translation. 

Unfortunately, it did not prove possible to pilot the final French or the German 

version prior to undertaking the research survey owing to time constraints, and the 

practical difficulties of locating a target population. In view of the fact that the main 

pilot study (see below) had been carried out the year before with the previous 

questionnaire, it is not felt that this had any negative effect on the results, and the 

way in which the questionnaires were completed by the secretaries indicated that they 

experienced little difficulty understanding the questions. 

The final French and German versions which were used in the study followed a 

format identical to the English version. The differences concerned questions 6,8-10 

and 20, and have already been described above. 

The methods used for piloting the questionnaire are described in Section 4.1, but first 

of all, we will look at the other central method used to obtain the information, and 

that is by interview. 

3.3.2 The Interview 

In the multi-national companies, the questionnaires were combined with the use of 

interviews. It was not only secretaries who were interviewed, but bosses and the 

person identified in each office as being responsible for personnel matters for the 

secretarial staff. The reason for interviewing bosses was in order to obtain another 

perspective than the secretaries' own on secretarial work and promotion prospects, 

and to elicit the bosses' attitudes towards secretaries. The interviews with personnel 
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officers were aimed at obtaining their views on secretarial careers and at uncovering 

the `organisational level' variables necessary in using the Aix approach. This section 
looks in detail at the way in which the interviews were used. 

`The interview is probably the most frequently used research method in sociology', 
(Mayntz et al., 1976, p. 100). An interview has been defined as an interaction 

between two people with the aim of eliciting information from the respondent 
(Denzin, 1970). It can be structured, semi-structured or unstructured, depending on 

the degree of standardisation required, and the nature of the research topic (Moser 

& Kalton, 1971). 

The interview method is particularly well suited to collecting subjective data or 

information about future plans (Hyman et al., 1978). It also enables more complex 

information regarding attitudes to be elicited than is possible by questionnaire alone, 

as the interviewer can use judicious probing to pursue avenues of interest and to 

encourage the interviewee to provide further information (Cragg, 1987). For these 

reasons, it was decided that the interview method would be particularly appropriate 

for this study, which is aimed at eliciting information from secretaries regarding the 

rationale behind their career choices, their job history, and their present jobs. By 

interviewing the secretaries, it was felt that further information could be obtained on 

these issues than was possible by questionnaire alone. 

There are a number of problems associated with the interview method. These 

include, in particular, problems of question wording, and great care is needed to 

phrase questions in a neutral way that does not lead the interviewee to a particular 

answer (Mayntz et al., 1976). Many of the problems concern possible biases 

introduced by the interviewer (Smith, 1990). An interview is a social situation, and 

the co-operation of the interviewee depends, to a large degree, on the way the 

interaction is handled by the interviewer. Even unwittingly, the interviewer can 

produce `signals' of approval or disapproval of particular answers, thus `leading' the 

interviewee. The way the interviewer is dressed, her age and social background can 

also influence the responses given (Hyman et al., 1978; Moser & Kalton, 1971). The 
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validity of the responses given can also be affected by respondents providing the 

answers that s/he believes the interviewer would like to hear (Smith, 1990). 

However, the interviewer can do much to encourage the interviewee to impart 

accurate information (Denzin, 1970), and especially encourage expressions of affect. 
Moser & Kalton (1971) refer to three ingredients necessary for a successful interview, 

all of which can be fostered by a good interviewer: 

i) Accessibility of the required information to the respondent - this can be 

impaired by memory lapses. 

ii) Cognition on the part of the interviewee of what is required of him, together 

with an awareness of how much he should say. 

iii) Motivation of the interviewee to proceed with the interview and to answer 

correctly and accurately. 

For these reasons, a good `fit' between interviewer and interviewee has been 

recommended (Denzin, 1970) to produce the best results, although over-identification 

can be a hazard too. 

In much research involving clerical workers, the problem seems to have been that the 

researcher could not readily identify with the subjects (McNally, 1979). However, in 

this case, the researcher has been a secretary herself, and has worked in England, 

France and Germany in this capacity, which means that, to a certain degree, the 

situation was reversed. As McNally (1979) also found (she, too, had worked as a 

secretary), this proved to be more of an asset than a problem when it came to 

understanding what the secretaries meant when describing their work and career 

aspirations. Care was taken in all three countries to phrase the questions simply and 

in a neutral way, and to encourage the interviewee to express his or her ideas. 
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The interviews in each country were held by the researcher in the native language of 

the interviewees. The reason for interviewing in French and German in those 

countries was that this is generally recognised as a more reliable method. As with 

the questionnaire, it would have been possible to conduct the interviews in English, 

but as Lawrence (1988) states: `There is a lot to be said for interviewing in a foreign 

language, even if your command is not perfect', (ibid., p. 102). This enables the 

interviewee to express himself freely and naturally, and to concentrate on the content 

of what he is saying, rather than the form. It also ensures that the interviewee does 

not feel disadvantaged in comparison to the interviewer, and using the interviewees' 

native language was also viewed as a matter of courtesy to them. 

Interviewing in a foreign country involves similar, although perhaps greater, problems 

than interviewing in one's own, but there are also certain advantages. Filion (1989) 

points out that, as a foreigner, one can more readily ask for more information and 
for responses to be explained in greater detail. Also, he believes that people are 

more likely to `open up' to a foreign researcher who they will almost certainly never 

see again, although the possibility that occasionally nationalistic biases prevent a 

successful interview should not be excluded. On a practical level, Filion (1989) also 

points out that it is generally easier to make and keep appointments abroad, as 

people are more willing to put themselves out for someone who has come a long 

distance just to see them. 

One particular problem identified by Filion (1989) is that of the use of interpreters 

the mere presence of another person in the room can substantially affect the outcome 

of the interview, let alone the problem of mis-translations. In this case, the 

researcher spoke French and German well enough to conduct the interviews and to 

understand the responses made, which obviously facilitated the interview process, and 

obviated the need for an interpreter. 

' The one exception being an interviewwith a boss in the German office of the Publishing Company. 
This was because he was a national of another European country, and he felt more comfortable speaking 
English than German (although he could speak both), and so the interview was carried out in English. 
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At all the interviews, notes were taken by the researcher, but they were also tape- 

recorded, so that a full transcription could subsequently be made and analysed. ' 

This was useful in any event as it meant that any interviewer bias in recording 

responses could be avoided, but was particularly useful for the French and German 

interviews where it was obviously more difficult to conduct the interview in a foreign 

language, listen to the responses and take notes at the same time. 

Various types of structured and unstructured interviews have been advocated 

(Denzin, 1970), but it was decided that, as the interviews were to be held in three 

countries, it would be best to work from a reasonably standardised schedule to 

facilitate comparisons, and a semi-structured format was regarded as the optimal 

solution. Gregory (1989) advocates this structure for interviews which are to be 

carried out abroad, as it permits elaboration of topics that emerge as important 

throughout the interview, whilst providing a series of issues which should be explored 

with each respondent for comparative purposes. 

The interview schedules took the form of a series of topics about which the 

interviewee should be asked, including points which should definitely be raised in 

each section, but provided no actual questions. It was found during the pilot study 

that the best way to conduct the interviews was to allow the respondent to elaborate 

on areas of particular importance to her, rather than imposing a rigid format, and 

that certain topics emerged as more important than others in different countries. 

All the interviews began with an explanation of the nature and purpose of the 

research, and by thanking the respondent for agreeing to be interviewed. Agreement 

was then sought to the interview being tape-recorded, it being explained that this was 

necessary to ensure that no points were missed. 

In the interviews with the secretaries, the interviewee was then asked to talk about 

her academic and vocational education and to describe her early career ambitions. 

1 Two interviews were not recorded, due to the tape-recorder breaking down, and a further three 
were not recorded according to the wishes of the interviewees. 
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In each case, information was sought on the reasons for choosing secretarial work. 

The following questions concerned the secretaries' job history. Each interviewee was 

asked to describe in some detail her past jobs and the reasons for selecting and 

leaving each post. Information was also sought on ways in which these jobs may have 

developed during the time the interviewee held each post. 

The next questions concerned the interviewees' present job, and began with factual 

questions regarding the method of recruitment to the post, the number of bosses and 

the training undergone since joining the firm. Detailed information was then sought 

on the secretaries' day-to-day job content. Twelve different aspects were discussed 

with each secretary, from `hostessing' jobs to areas of the secretaries' own 

responsibility. The secretaries were asked to indicate the exact nature of their 

involvement in each type of activity, and information was sought on the way this may 

have changed since the secretary took over the job. These questions were highly 

detailed, and the secretaries were intensively questioned, where necessary, to elicit 

the required information. 

These relatively difficult questions were followed by a general question about the 

secretary's attitudes towards her present job, and a discussion on the ways in which 

the secretary may feel that her job had changed, and she was asked to account for 

any changes identified. The next question concerned the company in general, and 

the way in which the interviewee believed that the secretarial staff was regarded and 

treated by the rest of the organisation. The final section comprised questions on the 

secretaries' views of their future career prospects both within their present 

organisation and on a broader level. Their views were also sought on secretarial 

work in general. Finally, the interviewees were given the opportunity to ask any 

questions they might have, or to add any further information. 

On average, the interviews lasted around one-and-a-quarter hours, although the 

longest were over one-and-a-half hours and the shortest, half-an-hour. The interview 

schedule used is attached as Appendix 7. 
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In addition to the secretaries, a number of bosses were also interviewed within the 

multinational organisations in order to gain their views on secretarial work in general, 

and within their company, as an occupation and a career and, secondly, to gain an 

alternative viewpoint on the actual work carried out by their secretaries. Bosses 

working on a day-to-day basis with secretaries are uniquely placed to provide these 

insights. Such an approach is compatible with the Aix Group's emphasis on obtaining 
data at the organisational, as well as the individual level, and it also enabled another 

perspective on the situation of secretarial work in relation to the research questions 

to be explored. It was felt advantageous to gain this information by interview rather 

than by questionnaire, as it was considered that a more clear picture could be gained 
by talking to bosses and secretaries in `pairs' and actually meeting them, than was 

possible by questionnaire. 

The first questions concerned the background of the interviewee, his or her training 

and education and work experience prior to joining the firm. These were intended 

to provide a record of different experiences of the education system in each country, 

as a point of contrast with the secretaries' experiences in relation to the research 
issue of occupational choice. 

The bosses were also asked about their secretaries' work and duties, which was 

intended to provide a point of contrast to the picture presented by the secretary, in 

particular as regards the degree of involvement and responsibility of the secretary in 

each task. Questions were asked on exactly the same areas of duty as in the 

interviews with the secretaries. These were followed by a number of questions on the 

attitude of the interviewee to his or her secretary. 

The fourth section comprised questions on the company in general as an employer 

of secretaries and, finally, the interviewee was asked for his or her views on 

secretarial work in general. The interview schedule used is attached as Appendix 8. 

The interviews usually lasted around one hour. 
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In each office of the multi-national companies, interviews were also held with the 

personnel officer responsible for the secretaries. Sometimes this was another 

secretary (which led in one case to a secretary being interviewed twice, once in her 

capacity as a secretary, and once in her capacity as a personnel officer), sometimes 

a personnel manager or director, and sometimes a person with especial responsibility 

for secretarial staff. The choice of person was determined by the researcher, in 

conjunction with her contact at each company, and was governed by the necessity of 

interviewing someone with knowledge of the company's systems of recruiting, training, 

and administering the secretarial workforce. 

The aim of the interviews was to elicit information on the company as a whole, 

recruitment procedures, the work secretaries are expected to carry out, promotion 

paths and prospects, and the treatment of secretaries in the firm. Such information 

is necessary within the societalist framework, as it provides organisational-level data 

affecting the experiences of secretaries in their jobs. 

The interviews with the personnel departments were carried out according to a more 

structured format than those with secretaries and bosses. ' The bulk of the 

questionnaire used in the interviews sought purely factual information, and this will 

not be repeated here (see Appendix 9). However, some subjective views were sought 

in open-ended format, for example, on how the secretaries were regarded in the firm 

by the other employees, on the secretaries' attitudes towards their careers and the 

advantages for the secretaries of working for the company. Finally, some background 

information was sought on the interviewee, such as previous occupations, education 

and training. In interview form, the questionnaire took around one-and-a-half hours. 

In the next section, we examine how the data was actually collected. 

' The same format was used as a written questionnaire for personnel representatives at the 
indigenous organisations. 
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4. COLLECTING THE DATA 

4.1 Pilot Study 

In the year before the actual research was carried out, a pilot study was carried out 

within the London, Paris and Munich offices of an international American-based 

management consultancy firm. This pilot took a similar format to the questionnaires 

and interviews used in the final study itself, with questionnaires being issued to all the 

secretaries in the three offices in the three languages, and interviews being carried 

out with secretaries, bosses and the personnel officers responsible for the secretaries. 
A total of 48 questionnaires were received and 37 interviews carried out. 

As a result of the pilot, some minor amendments were made to the questionnaires 

and interview schedules. A few major changes were also made, for instance, 

expanding the questions on job content in line with the findings that emerged. The 

amended version of the questionnaire for secretaries was subsequently piloted among 

a small number of secretaries working at an academic institution in England. 

4.2 Selecting the Organisation 

In order to locate suitable companies to take part, information was initially sought 

from various trade and business directories on both multi-national and indigenous 

publishing and consultancy companies. Finding suitable consultancy companies 

proved easier than finding publishing firms, especially on the international level, but 

one suitable multi-national specialist book publisher with offices in the three 

countries was located. 

The various indigenous companies that took part were all initially contacted either 
by letter or by facsimile addressed to the Managing Director or Personnel Director, 

followed by a telephone call. The letter (written in the recipient's native language) 

explained the purpose of the research, outlined what would be involved, and 

promised the company complete confidentiality. It also stated that a report on the 
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findings would be made available. A copy of the most typical letter is attached as 

Appendix 1. 

The clear majority of companies which took part employed between 15 and 30 

secretaries, however, the London and Paris offices of InterCon each employed around 
80 secretaries each, which made them somewhat larger than the other organisations. 

The two methods of questionnaires and interviews were used in different ways in the 

multi-national and indigenous organisations: 

i) Multi-National Organisations 

Within the multi-national organisations, the questionnaire was administered to all the 

secretaries, and interviews were carried out with secretaries, their bosses (where 

possible) and the personnel officer responsible for secretaries. It was decided to use 

the multi-nationals for the interviews in order to hold the task as constant as possible, 

in order to bring out the societal differences. 

ii) Indigenous Organisations 

Within the indigenous organisations, the questionnaire was administered to all 

secretaries, and a questionnaire to the personnel officer responsible for secretaries. 

This latter questionnaire was the same as the interview schedule used for the 

personnel officer in the multi-national companies. 
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4.3 The Multi-National Organisations 

4.3.1 International Consultancy Firm (InterCon) 

InterCon is a multi-national accountancy and management consultancy firm. Access 

was gained to the firm via the Managing Partner of the London office and, from 

there, to the offices in continental Europe. 

In the UK, the personnel officer with specific responsibility for the secretaries in the 

consultancy division undertook to distribute the questionnaires, complete with 

covering letter and stamped addressed envelope, to all the secretaries in the division. 

A few weeks after the questionnaire was distributed, a formal reminder letter was 

sent to all the secretaries and, in addition, the personnel officers undertook to ask the 

secretaries if they had returned their forms. Finally, a second reminder was sent. 

Out of the 83 questionnaires distributed, a final total of 33 was received, a response 

rate of 40%. 1 

In the Paris office, the questionnaires, together with accompanying letters and 

stamped addressed envelopes, were distributed by the personnel department. Written 

reminders were not sent, due to the unwillingness of the personnel officer in charge, 

but the secretaries were reminded verbally on a number of occasions by their 

departmental administrators. Out of a total of 84 questionnaires distributed, 40 were 

returned, a response rate of 48%. 

The questionnaires were distributed from Frankfurt by the secretary to the Managing 

Partner for Germany, who collected the responses herself (in sealed envelopes) and 

returned them to the researcher together. She also reminded the secretaries orally 

to return the questionnaire. The firm was not keen to issue written reminders. 
Twenty-five questionnaires were sent altogether, and 13 returned, a response rate of 
52%. 

'A copy of the reminder letter is attached as Appendix 6. 
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The interviews in all three offices were organised in conjunction with the personnel 

officer in charge. It is realised that allowing the company itself to select the 

interviewees could result in bias, but this method was agreed with the company as the 

most practical way of approaching the selection of interviewees. In the final event, 
it is not felt that any undue bias did arise. 

In the London office, a total of 11 interviews were carried out, one with the 
Personnel Officer, and five boss/secretary teams. Ten interviews were carried out 
in the Paris office, one with the Personnel Director, three boss/secretary teams, and 

two additional secretaries and one boss. In Germany, nine secretaries were 
interviewed, including four boss/secretary teams, and the secretary to the Partner in 

Charge was interviewed once in her capacity as personnel officer and once in her 

capacity as secretary. 

4.3.2 International Publishing irm(InterPub 

The international firm to which the publishing companies belong owns a number of 
firms in each of the three countries, but each involved in a different area of 

publishing. The firms surveyed for this study were all involved in publishing specialist 

textbooks. Access was negotiated individually with each office. 

The questionnaires in the London office were distributed by the Managing Director's 

secretary to all secretaries in the office, and a reminder was sent to the secretaries 

a few weeks after the initial questionnaire. Of the 16 questionnaires distributed, 

eight were returned, a response rate of 50%. The questionnaires in France were 
distributed by the personnel department to all secretaries, and written reminders were 
issued a few weeks afterwards. Twenty-six questionnaires were distributed, and 13 

returned, a response rate of 50%. In the German office, 20 questionnaires were 
distributed and 12 returned, a response rate of 60%. 

The secretary to the Managing Director organised the interviews in the London 

office. Because of difficulties over the availability of people to be interviewed, in the 
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end only seven interviews were carried out, two boss-secretary pairs, two other 

secretaries, and one interview with the personnel officer. In France, the interviews 

were arranged by the personnel department, who were unwilling for the researcher 

to interview more than three boss/secretary teams, and so six interviews only were 

arranged. In the event, one boss was unable to attend the interview, so five were 

carried out, plus one interview in the personnel department. Thirteen interviews 

were carried out in Germany, four boss-secretary teams, three other secretaries, one 

other boss, and one personnel director. 

4.4 The Indigenous Organisations 

4.4.1 Consultants 

Five companies took part in the research, two in France, two in Germany and one 

in the UK. Three of the firms were visited personally by the researcher at some 

stage in the research process, either to deliver the questionnaires, or to take reminder 

letters, UKConsulting, German Consulting A and French Consulting A. In all cases, 

the questionnaires went to all the secretaries employed in the firms, and were 

distributed by the person with whom the researcher was in contact in each firm. 

Where this person agreed, at least one written reminder was sent to the secretaries, 

but in all cases they were at least given a verbal reminder by their personnel officer. 
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Questionnaires issued to indigenous consultancy firms 

Firm Sent Received Rate % 

UK Consulting 38 13 34 

French Consulting A 17 4 24 

French Consulting B 9 6 67 

German Consulting Al 17 11 65 

German Consulting B' 52 4 80 

German Consulting C 7 2 29 

Overall 93 40 43 

Table 4.1 

In addition, a questionnaire was completed by the personnel officer of each firm. 

4.4.2 Publishers 

Four firms took part in the research, two of which, UK Publishing and German 

Publishing A, were visited at some stage by the researcher. 

As was the case with the consultancy firms, the questionnaires were distributed by the 

person with whom the researcher was in contact. Where possible, reminders were 
issued in writing by the researcher, and in other cases verbally by the personnel 

officer. Not all companies were willing for written reminders to be handed to the 

secretaries. Again, the personnel officer of the firm completed a questionnaire on 

the firm's policies for employing secretaries. 

' In both these firms, one questionnaire more was sent and received. These proved to be from 
people not working in a secretarial capacity, and were consequently excluded from the calculations. 

Z This firm actually employed 21 secretaries, but was only willing to distribute 5 questionnaires. 
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Questionnaires issued to indigenous publishing firms 

Firm Sent Received Rate %71 

UK Publishing 14 7 50 

French Publishing' 10 6 60 

German Publishing A 15 7 47 

German Publishing B2 14 6 43 

Overall 53 26 49 

Table4 

The overall totals of questionnaires issued and received are set out overleaf3: 

' This firm actually employed 25 secretaries, but were only prepared to issue 10 questionnaires. 
They were chosen at random by the personnel officer. 

Z This company employed 25 secretaries, but the personnel officer was only willing to distribute 
questionnaires to secretaries who said they would participate and who were not on holiday. This 
amounted to 14. 

3 Demographic data concerning the individual secretaries are presented in Chapter VIII. 
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Questionnaires issued overall 

Company/Country Sent Received Rate % 

Multinational Consultant 192 86 45 

Multinational Publisher 62 33 53 

Indigenous Consultants 93 40 43 

Indigenous Publishers 53 26 49 

Consultancy Overall 285 126 44 

Publishing Overall 115 59 51 

English Companies 151 61 40 

French Companies 146 69 47 

German Companies 103 55 53 

Overall 400 185 46 

Table 4 

As this table shows, the balance of questionnaires received from the three countries 
is extremely good, and a satisfactory response rate was achieved overall. There is an 
imbalance in the number of questionnaires received from consultancy firms as 

opposed to publishing (126: 59), which is disappointing, but unfortunately reflects the 

differences the sizes of the firms. A total of 61 interviews were carried out altogether 

within the international firms. 

4.5 Other Data 

Most of this chapter has been concerned with charting the methods used to collect 
data from the individual companies surveyed in the three countries. In this final 

section, however, we will turn our attention briefly to the other areas on which data 
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had to be collected working within the Aix framework, namely, the education and 

training systems, and national statistics. 

4.5.1 Education and Training Systems 

In all the Aix work, the education and training systems of each country are shown to 

play a central role in the societal effect (Maurice, 1989; Maurice et al., 1980). 

Information was sought from a number of different sources on the education system 
in general in each country, and secretarial training in particular. The sources for this 

information included the Education Ministries of the countries concerned, as well as 

secretarial training institutes and bodies. 

Primary material was obtained from a number of unstructured interviews held either 

with principals or teachers at secretarial colleges in each country. In England, two 

interviews were carried out at private secretarial schools in London, and two at State- 

run Colleges. In France, one interview was held with the Principal of a semi-private 

institution and another with two teachers on secretarial courses at a State-run Lycee. 

Course prospectuses were also obtained from a further two institutions. Finally, in 

Germany, two interviews were held at private secretarial schools. 

These interviews were primarily concerned with obtaining first-hand information from 

teachers about the subjects taught to secretaries, the numbers of pupils taught, and 

the usual destinations of the graduates. The results of these investigations form the 

subject of Chapter V. 

4.5.2 National Statistics 

Information of a general nature at the `macro' level was obtained for the study from 

national statistical publications in each country. These especially included 

information about the numbers of secretaries in each country, where available, and 

general data on women in employment. 
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S. SUMMARY 

This chapter has been concerned with outlining the thesis methodology, and the 

methods used to collect the primary data. The reasons for using questionnaires and 

interviews, and the reasons behind the choices of countries, sectors and organisations 

were explained. This information was supplemented by data obtained at a `macro' 

level on the education and training systems, and national statistics. In the following 

chapter, we turn to the first area of analysis, education and training. 
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CHAPTER V 

EDUCATION, TRAINING AND CAREER CHOICE 

1. INTRODUCTION 

In Chapter I, we saw that the definition of a `ghetto' occupation implies that women 

are more or less channelled into these jobs through a relative lack of other possible 

choices (Lowe, 1987). The aim of this chapter is to assess whether or not this is the 

case for secretaries, by comparing the education, training and career choices of 
English, French and German secretaries. 

This comparison consists of two related questions: 

i) Is secretarial training a preparation for a `ghetto' job? This involves 

examining the nature and context of secretarial training in the three countries. 

ii) Do secretaries experience lack of occupational choice? This involves 

comparing the education and training of the secretaries with patterns and 

constructions of elitism within national education systems, and also involves 

considering the secretaries' own perceptions of the choices available to them. 

Firstly, we will examine secretarial training in England, France and Germany. 

2. SECRETARIAL TRAINING AND GHETTO OCCUPATIONS 

In this section, we will look at whether the characteristics of ghetto occupations are 

manifest within secretarial training, and what the nature of training as a secretary can 

tell us about the construction of secretarial work. We will therefore concentrate on 

examining the nature and context of secretarial training within each national setting, 

and present the results of the interviews with secretarial training institutions. 
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2.1 England 

Under the English system', general education and vocational training are quite 

clearly separated. The State is much less involved in training than in some other EC 

member countries, for instance, France (CEDEFOP, 1984), and there is much less 

formalisation and certification of training (Maurice et al., 1980). The apprenticeship 

system, for instance, has never developed to the same extent as in Germany, and 

more value is placed on experience than on formal qualifications (Windolf & Wood, 

1988; Maurice et al., 1980). In fact, the State did not become directly involved in 

training until the 1964 Industrial Training Act (Wagner, 1986). Since then, a number 

of initiatives have attempted to harmonise the disparate qualifications and 

examination bodies that have evolved, the most recent of which was the setting up 

of the National Council for Vocational Qualifications (NCVQ). 

Training for office jobs is carried out by a particularly wide range of bodies, each 

with their own standards and certification procedures (Steedman, 1987). This is 

exacerbated by the fact that most training for office jobs takes place on short, full- 

time or part-time courses outside the general education system. Moreover, most 

training is carried out on the basis of single subjects, such as shorthand or typewriting. 

Partly as a consequence of this, employers are often unclear about the value and 

meaning of qualifications and tend to select office staff on the basis of 0 (GCSE) or 

A levels instead (Steedman, 1987). 

Within this general framework, secretarial training occupies a particularly ambiguous 

position. The wide variety of qualifications available has already been pointed out 
by Silverstone & Towler (1983), who found that 200 secretaries held 78 different 

secretarial qualifications between them. 

' There are a number of differences between the education systems of England and Wales, Scotland 
and Northern Ireland. Here, we will confine our discussion to the English system, since the field work 
was carried out in this country. 
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In the same way as there are numerous examining bodies for vocational training in 

general, so there are a variety of boards offering secretarial qualifications. The RSA, 

established in 1755, has been a leading body in awarding secretarial qualifications. 
The other main bodies are the LCCI, Pitman's Institute and City & Guilds. The 

BTEC awards also cover secretarial subjects, but offer no examination aimed 

specifically at training secretaries. In addition, numerous private secretarial schools 

and colleges offer their own secretarial courses. 

The main examining bodies, together with most of the private colleges, offer three 

types of qualification. Firstly, single-subject qualifications, such as typing or 

shorthand, which can be taken individually or together. Secondly, there are group 

certificate courses which incorporate a variety of subjects, including skills, but also 

such subjects as office organisation. Finally, there are the group diplomas, which are 

the highest level, and which incorporate the skills to a more advanced level, together 

with office administration and related subjects. It is also possible to do a degree in 

secretarial studies, but the number of graduates is small (Steedman, 1987). The exact 

content of each course varies between the different boards. Because of this variety, 
it is extremely hard to define exactly what `secretarial' training is in England, as it can 

range from a qualification in elementary typewriting to a diploma aimed at post- 

graduates. However, none of the qualifications in themselves give the right to 

proceed further in any other form of education or training (Steedman, 1987). 

In order to find out more about secretarial training, four institutions were visited, two 

private and two State schools. These represented two distinct approaches to the 

training of secretaries, with the two State schools plus one of the private schools on 

the one hand, and one of the private schools on the other. 

The two State schools and the private school presented their range of courses as a 

preparation for a business career: 

"The Directors, Principal and Staff have aimed to provide first class business and 
management orientated courses, rather than training only in the secretarial skills. " 
(Course Prospectus) 
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In most cases, the higher the level of the course, the higher were the entrance 

requirements. For instance, entry to a one-year bilingual secretarial course at one 

of the State schools, depended upon the applicant holding a degree in languages or 

a lower-level bilingual secretarial certificate, whilst entry to the two-year 

Secretarial/Clerical Administrator course required 3 GCSEs. Normally, entrance 

requirements were stated in terms of academic education rather than standards 

achieved in training. None of the courses, even those at the highest level, had an 

absolute requirement for previous vocational training. 

The one-year RSA Higher Diploma in Administrative Procedures was the highest 

level secretarial course on offer from one of the State schools that did not 
incorporate a foreign language. The syllabus covered: Personnel, Finance, 

Information Technology, Advanced Office Skills (Typing, Audio, Shorthand, Word 

Processing), and Communication, together with a one-week work placement. In the 
brochure, the stated aim of the course was to develop personal skills in planning and 

administration in these areas. 

The highest level course with languages was the one-year `Bilingual Management 

Secretary' incorporating the RSA Diploma for Bilingual Secretaries and the LCCI 

Private Secretary's Certificate. The course covered advanced written and oral 

communication in the target language, Secretarial Skills, Office Organisation, 

Secretarial Procedures, Structure of Business, Communication, Interview Techniques, 

plus one week's work attachment abroad. 

The second State school that was visited only offered diploma-level courses aimed at 

training young people for `a top PA post'. The school offered the LCCI Private & 

Executive Secretary's Diploma to either graduates, or those with A levels. The 

course covered: Communications, Meetings, Secretarial Skills (Typing plus Shorthand 

or Audio), Secretarial Administration, Management Appreciation and an Oral Exam. 
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The Private School offered a variety of diploma-level examinations covering 

shorthand, typing, word processing and computing, Business English and 

Communication, Business and Management Studies, Secretarial Practice and Office 

Administration and Management Accounts. Unlike the two State schools, it also 

offered a specialist Marketing and Management Secretarial Diploma aimed at those 

wishing to pursue a career in Marketing, Public Relations or Advertising, which 

included an LCCI examination in Advertising and Public Relations alongside the 

secretarial skills and administration subjects. Another specialism was the Euro- 

lingual Executive Secretarial Course with one or two foreign languages. These 

specialisms were unique amongst the English schools, which mostly offered general 

all-purpose secretarial courses. 

Entrance to the secretarial courses was dependent upon education rather than 

previous vocational training. Thus, although the courses ostensibly formed a 

hierarchy of qualifications, they in fact constituted discrete units, which could have 

widely varying contents. For example, the first State School offered two forms of 

high-level secretarial course, one with and one without a foreign language. Neither 

one built upon the other, and subjects that were present in the monolingual course, 

such as personnel and finance, were simply missing from the bilingual course. 

Foreign languages and other specialist subjects were therefore not seen as integral 

skills required by all secretaries, but rather as options. This stands in contrast, for 

example, to the situation in France, where foreign language ability is very much a 

skill in addition to a broader core of secretarial subjects. 

This leaves a somewhat narrow core of subjects common to secretarial courses as the 

secretarial skills (typing, audio typing, shorthand and word processing), together with 

office organisation. It is a matter of speculation as to whether such a core range of 

training prepares someone for a job that is repetitive, as the literature on ghetto 

occupations would suggest (Lowe, 1987; Benet, 1972), since it depends entirely on the 

way in which these skills are used. However, if what might be termed the `optional' 

subjects are considered as well, for example, foreign languages, personnel, finance, 

management accounts and marketing, it would appear unlikely that the job envisaged 
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would be narrow in scope and present few opportunities for intellectual input. This 

is, however, a theme that will be taken up in Chapter VI, when we consider the 

actual content of secretarial work. 

As regards the prospects offered for future career mobility, all the brochures obtained 
from the Schools implied that the higher the level of secretarial course pursued, the 

greater will be the prospects for moving into a managerial job. The following 

quotation is taken from a brochure from one of the State schools, describing the 

opportunities available to graduates from its high-level RSA Higher Diploma in 

Administrative Procedures course: 

"There is a wide range of opportunities in industry, commerce, the arts and the public 
sector. These are particularly well paid and offer a high degree of job satisfaction. 
This qualification also provides a route to the executive ranks of an organisation. " 

It is clear that, from the Schools' point of view at least, a secretarial course does not 
block the route into a managerial career. 

One other important theme concerning secretarial training arose out of the interview 

at the fourth private Secretarial School. This was markedly different in its approach 

to training secretaries, not only from the English schools, but also from the others 

which were contacted in France and Germany. Attainment of the School's diploma 

depended not only on achieving sufficient speeds in skills exams, but also upon 

attendance and good grooming. Subjects such as deportment, flower arranging, 
French cookery, dress sense (such as how to dress smartly for the office on a low 

salary) and social behaviour were covered in the syllabus. Around 30% of the 

students were graduates, and the Principal said that most would go into secretarial 
jobs. The School's brochure stated: 

"Secretarial college syllabuses, including ours, all give about the same amount of time 
to office skills and business studies. In order to include the `other subjects' which help 
make our School special, we have deleted only items like company law, economics and 
advanced accountancy which are of little help to a private secretary. Instead, the more 
appealing subjects have been selected in order to guarantee that boredom during 
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college hours is virtually impossible, and also to ensure that the graduate who leaves 
is a more accomplished and a more interesting young lady than the girl who arrives. " 

The whole tone of the brochure and the attitude of the Principal were very different 

from those of the other schools, and provided an example of what Pringle (1989) 

describes as secretarial training being education in how to be a 'young lady'. In the 

courses at the other Schools, the emphasis was very much on the acquisition of skills 

and abilities that would be useful for personal career development and to an 

employer whereas, in this case, the emphasis was on the development of personal 

attributes. 

This raises the question of the compatibility of the construction of secretarial work 

with what are seen as `typical' feminine attributes (Pinto, 1987; Pringle, 1989). A 

course such as that provided by this last School clearly conforms to this ideology, and 

actively encourages its students to acquire what it refers to as the `finishing school 

extras' to qualify as a secretary. Although this School was unique in its approach to 

secretarial training, the fact remains that it is an example of a certain conception of 

the secretarial role that clearly persists today. 

What, then, constitutes `qualification' as a secretary in England? Perhaps a clue can 
be provided on the demand side by the entrance requirements for secretarial posts 

expressed by the personnel officers in the companies surveyed. 

The most striking aspect of the companies' responses to this question was the lack 

of certainty on their part as to the value and content of the secretarial qualifications 

available, and the tendency was to recruit more in terms of 0 and A levels than 

secretarial qualifications, as was also discovered by Silverstone & Towler (1983). 

None of the companies said that they looked for any particular secretarial 

qualifications. 

At interview, InterPub's personnel officer said that Pitman or RSA qualifications 

would be well regarded, although she did not specify which qualifications of the 
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available range. The other companies clearly viewed `secretarial' qualifications in 

terms of competency in single subjects: InterCon's personnel officer said that she 
looked for intermediate level typewriting and a qualification in secretarial practice, 

whilst the other two companies merely said they required `a qualification' in audio 

typing. In other words, none of the companies specified the group awards as being 

necessary, but rather saw qualifying as a secretary in terms of specific skills, together 

with academic attainment to either GCSE or A level standard. 

This lack of clarity on the demand side was echoed on the supply side by the 

secretaries themselves. At interview, many declared their scepticism as to the value 

of secretarial training: 

"- Do you think that you need to have done a secretarial course to be a good secretary? 
- Well, I haven't and I would say I'm a good secretary! " (Secretary, InterCon) 

"Personally, I think on-the-job training is superior to somebody telling you from a 
textbook. " (Secretary, InterPub) 

A mere 12% (n=61) of secretaries responding to the questionnaire agreed or strongly 

agreed (69% disagreed) with the statement, `You can't be a good secretary unless you 
have done a secretarial course', the lowest figure recorded in the three countries. 
Thus, it would appear that `qualification' as a secretary in England is far from 

dependent upon the acquisition of a particular skill set. This can, in part, be related 

to the particularity of the English educational system with its emphasis throughout 

on single subject qualifications, which is accentuated in the case of secretarial 

training. However, it can also be related to what we saw above as the relationship 

that has been shown to exist between `being a secretary' and `being a woman' (Pinto, 

1987). As Bamm6 et al. (1983) note: 

"Von der Sekretärin wird mehr verlangt als die rein fachliche Beherrschung der 
Sekretariatstechniken. Sie muß Persönlichkeit sein und die innere Sicherheit besitzen, 
die aus Erfahrung, Menschenkenntnis, Einfühlungsvermögen und Taktgefühl erwächst. " 
(ibid., p. 332; authors' emphasis) 
[More is asked of the secretary than the mere grasp of secretarial skills. She must be 
a personality, and possess the inner confidence that is born of experience, knowledge 
of people, tact and instinct. ] 
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Thus, the ambiguity that surrounds secretarial training in general in England is 

exacerbated by the importance attached to personality traits that have come to be 

associated with `femininity'. This important aspect of being a secretary is explored 
further in Chapter VIII. 

To answer the central question raised in this section as to whether secretarial training 

is an explicit preparation for a `ghetto' job is therefore no straightforward task. 

Secretarial training itself in England certainly appears to be in a ghetto outside the 

mainstream of education and training. It does not constitute a logical hierarchy of 
its own, nor does its acquisition depend upon a prior hierarchy of achievement, nor 
does it lead to any further education or training. 

It is also extremely difficult to say whether secretarial training prepares for `ghetto' 

jobs. Crompton & Sanderson (1986) point out that each year, around 17,000 women, 

compared with just 300 men, join secretarial courses. This finding was confirmed by 

the responses given by the Schools surveyed; all the Schools visited either did not 

accept male secretarial students or said that there were just one or two male students 

and, insofar as a `ghetto' job is characterised as one being occupied primarily by 

women, secretarial courses can be said to prepare for a `ghetto' occupation. 

However, concerning the contents of the training itself, it is hard to determine 

whether the job that is being prepared for has a narrow range of repetitive tasks, as 

Lowe (1987) suggests is the case for ghetto occupations. It would, nevertheless, be 

fair to say that the indications are that this does not apply to secretarial jobs. Even 

though the `core' subjects that were identified were narrow in scope, the `optional' 

subjects covered a broad range of disciplines, and provide some indication at least 

that secretarial work can constitute a wide-reaching occupation. 

As regards the other aspect of `ghetto' occupations, namely, the limited prospects for 

mobility that are traditionally associated with them, none of the Schools gave any 
indication that they envisaged their courses as leading merely to secretarial work and 
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no further. This even applied to the Private School that emphasised the acquisition 

of personal attributes alongside secretarial skills: 

"The major three-term course is the full most recommended programme. In their 36 

working weeks the students have time to develop accuracy and speeds which qualify 
them for the most interesting professional posts and, after some experience, for 

executive levels. " (Course brochure) 

Thus, all the Schools at least expressed optimism concerning their graduates' 

opportunities to move out of secretarial work with their qualifications. 

On the other hand, however, it appears that secretarial training is, in any case, not 

all that important. As Steedman (1986) points out, no absolute qualification is 

necessary for office jobs generally in the UK. As we have seen, a large majority of 

secretaries believe it is possible to be a good secretary with no training, and neither 

companies nor secretaries see a necessary association between being a secretary and 

having trained as a secretary. 

In summary, the findings on secretarial training in England and the ghetto thesis are 

somewhat ambivalent. The ghetto thesis was supported by the fact that the courses 

were attended almost exclusively by women (and there was one School where courses 

were aimed specifically as developing `feminine' skills), and that the core course 

content was narrow in scope, implying that secretarial work would not be varied. 

However, the range of options available suggests that, potentially, secretarial work 

is not necessarily repetitive. From the point of view of the Schools at least, 

secretarial training could lead to executive positions, implying that it is not necessarily 

a `dead-end' job. This particular theme will be pursued further in Chapter VII. 

2.2 France 

In common with virtually all other forms of training, secretarial training is integrated 

into the general system of education and training in France. Indeed, France is the 

only European country, along with Germany, where it is possible to take technical 

and professional qualifications prior to finishing formal education (Godet, 1988). It 
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is therefore possible to take a `secretarial' option at all levels within the education 

system, from the Certificat d'Aptitude Professionnelle (CAP) and Brevet 

d'Enseignement Professionnel (BEP) secondary school examinations, to the 

baccalaureat (equivalent of A levels) and the Brevet de Technicien Superieur (BTS - 

a post-baccalaureat technical qualification) (Dundas-Grant, 1985; Steedman, 1987). 

Baccalaureat G1 (Administrative Techniques) is one of the technical baccalaureats, 

which present an alternative to the academic baccalaureats (Dundas-Grant, 1985), 

and its structure is identical to those of the other technical baccalaureats, with a 

common core of subjects in the first year, followed by specialisation in the following 

two years (Steedman, 1987). 

The next highest secretarial qualification is the BTS in Secretarial Procedures, which 
lasts for two years full-time after the baccalaureat. Again, this is part of the wider 
BTS training system, which has 124 specialisms and is available for most vocations. 
It is usually taken by holders of the F, G or H series of technical baccalaureats, (or 

can be chosen by holders of any of the other baccalaureats) (Dundas-Grant, 1985). 

The BTS, in common with the other vocational training programmes in France, 

includes general academic subjects alongside the vocational, as will be explained 
further in the following section. The BTS can be prepared either in public or private 
Lycees. 

In addition to the Lycees, some private secretarial schools exist in France, and it is 

usual that these offer the BTS course. Some also offer various combinations of 
individual skills exams, or their own qualifications (for example, the CPSS, a semi- 

private school dependent on the Chambre de Commerce de Paris, offers its own 

qualifications). 

Thus, secretarial training in France, in common with other forms of vocational 

training, is closely integrated with the system of general, academic education. Indeed, 

choosing secretarial options at any stage in one's education does not necessarily close 

the door to advancing into higher education (Steedman, 1987). 
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Not only is secretarial training much more structured in France than in England, 

previous studies have also found that employers in France are generally more 

conversant with the qualification system than are the English (Steedman, 1987). This 

was borne out by the responses given to the questionnaires to personnel officers, with 
four out of the five specifying the baccalaureat plus a BTS in secretarial studies as 

their usual entrance requirement for secretaries. This stands in contrast with the 

situation in England where, firstly, employers were not sure what qualifications were 

available and, secondly, had requirements relating to specific secretarial skills rather 

than in a broad range of subjects, which is implied in the French system. 

Thus, secretarial training in France occupies a very different position in relation to 

the general education and training system than was the case for England. Rather 

than being in a separate branch by itself, it constitutes an integral part of the 

educational system at all levels and, as such, cannot be said to be in an educational 
`ghetto'. 

The main accepted qualification as a secretary in France is the BTS. There are three 

options available: 

A Secretaire de Direction 

B Secretaire Trilingue 

C Secretaire Commerciale Bilingue 

Students who already have the Baccalaureat G1 (administrative techniques) tend to 

enter either of the first two streams, since they already have a basic knowledge of 

skills and languages. 

The Baccalaureat G1 is one of the technical baccalaureat options, and can be 

prepared in a Lycee Technique. The course, in common with other baccalaureat 

courses, covers academic subjects alongside the vocational: French, Philosophy, a 
Foreign Language, Sport, Macro and Micro Economics, Tools and Techniques of 
Communication, Current Affairs and Administration, with additional optional subjects 



163 

of Maths, a second language, Arts, Social and Family Economics, Music or 
Computing. Those with the Baccalaureat A or B (languages/literature) can also go 
into the first two options, and the option C is open to holders of any Baccalaureat 

(Guid'Bac, 1990). 

All three options of the BTS were offered by one private secretarial school in Paris. 

The three options of the BTS had the same core syllabus consisting of: Secretarial 

Techniques, Organisation and Administrative Methods, Information Technology, 

Quantitative Techniques, Statistics, General Accounting, French, Typing, Shorthand, 

Economics, Commercial Law, Employment Law, Micro Economics, Foreign 

Languages (one compulsory, one optional). Those taking Option B had to study two 

foreign languages, and those taking Option C have one foreign language and a course 
in Techniques of International Commerce as well. The first year followed a common 

syllabus, with specialisation taking place in the second year. Six weeks' work 

experience was also part of the course. 

The same private secretarial school in Paris offered secretarial courses at several 
levels, from the BTS in two years, its own certificate as a Director's Secretary, to 

individual skill-based courses. This is similar to the situation in England, where 

private secretarial schools offer their own courses. However, unlike England, the 

stress is not so much on ability in single subjects, but rather on all-round 

achievement, in common with the whole philosophy of the French educational system 
(Steedman, 1987). 

The Director's Assistant course was aimed at those with education to DEUG level 

or above, or with a BTS in another subject. The subjects covered were more or less 

the same as those for the BTS, but the course lasted for one year not two. Another 

option was specialisation for one year in European Affairs, which provided, alongside 

secretarial skills and languages, classes on the structure of the European Community. 
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In common with the other French schools, no mention was made in the brochure of 

the possibility of moving out of secretarial work, rather, the accent was on the 

advantages of secretarial work as a career in itself: 

"Dans un contexte de crise de 1'emploi, les metiers de secretariat, qui ne connaissent 
aucun ehomage, apparaissent aujourd'hui privil6gi6s ... A la fois collaboratrices et 
techniciennes autonomes, les assistantes constituent, ä l'heure de la bureautique et de 
la communication multidirectionnelle, des acteurs indispensables dans l'entreprise. " 
[In the present climate of job uncertainty, secretarial work, in which there is no 
unemployment has distinct advantages ... Assistants who, at the same time, are 
colleagues and autonomous technicians, in this time of office technology and 
multidirectional communication, are vital members of the organisation. ] 

Two other private Lycees were visited in Paris, and both offered the BTS. It was 
interesting to note that, although the normal entry requirement for the BTS course 
is the baccalaureat, one school said that it was possible to join the course with three 

years' experience as a secretary. This echoes a theme that was explored in the case 

of the English system. There, it was possible to enter secretarial courses on the basis 

of academic level, with no prerequisite knowledge of secretarial subjects, even at the 

highest level. 

Despite the apparent hierarchical nature of the French system and the closer 
integration of subjects, the same phenomenon was true there. In other words, it was 

possible to join such courses as the BTS with either a Bac G, the course upon which 

the BTS ostensibly builds, or with a general academic baccalaureat, or with work 

experience. 

One of the most prestigious secretarial schools in France is the CPSS, which is 

dependent on the Chambre de Commerce de Paris. Entry is by competitive 

examination, and 75% of the 160 students have a degree or higher degree, with the 

remainder mostly having the DEUG (Diplome d'Etudes Universitaires G6n6rales). 

The Principal explained that the majority of students there were humanities graduates 

who found that their degrees were not very valuable on the job market. 
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The diploma course lasted for one year, and had a core curriculum for all pupils in 

Law, Economics, Management Accounting, Techniques of Communication, 

Secretarial Skills and Information Technology. Students then specialised in one of 
four branches: International Commerce, Marketing, Company Administration or 
Communication. The first stream includes one or two languages, and in the others, 

a foreign language was an option. 

The School's teacher list read almost like that of a business school, with many of the 

teachers being fully qualified in their fields, such as lawyers or accountants, being 

active in commercial life, or members of a University faculty. In contrast with the 

English schools, nowhere was any claim made that the training provided will grant 

access to managerial positions. Instead, the accent was always placed on the quality 

of the secretarial posts to which students may aspire: 

"L'Ecole dispense aux futures collaboratrices des dirigeants de l'industrie et du 

commerce un enseignement professionnel intensif et de haut niveau, adaptb en 
permanence aux exigeances des entreprises. " 
[The School provides an intensive professional training of a high standard for those who 
aim to work with the directors of commerce and industry, which is constantly being 
updated in line with the requirements of companies. ] 

Thus, secretarial training in France presents both similarities and differences with the 

English system. Firstly, as we have noted, secretarial training is not itself in a ghetto 

as is secretarial training in England. Instead, it is an integral part of the education 

and training system of the country. Also unlike the English system, it appears to 

constitute a hierarchy that corresponds to the overall hierarchy of educational 

qualifications. 

Interestingly, however, upon closer inspection, it seems that this is not strictly the 

case. Entry to the BTS, the highest level State secretarial course, does not just 

depend upon the acquisition of the hierarchically lower level secretarial qualification, 

the Bac G1. Instead, work experience or an academic baccalaureat can fulfil the 

entrance requirements. Thus, although constructed differently from the English 
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system, secretarial training in France displays a similar degree of flexibility at entry 
level. 

Does secretarial training in France appear to be a preparation for a `ghetto' 

occupation in terms of quality of job content? It is evident that the conception of 

secretarial training as the acquisition of skills in single subjects that exists in England 

was not repeated in France. Single subject qualifications enjoyed a very low profile 

with secretarial schools, employers and secretaries alike. Instead, secretarial 

qualifications were seen much more in terms of a combination of academic and 

vocational subjects. Just as the single-subject orientation of English secretarial 

training mirrors the ethos of the whole education system, so the all-round training of 

secretaries in France reflects the importance accorded to a broad-based education in 

that country. 

The content of secretarial courses in France, particularly at the higher levels, gives 

no reason to believe that the jobs for which these courses prepare pupils will be 

narrow in scope and monotonous, as is suggested by the ghetto thesis. The range of 

subjects and the importance accorded to the development of conceptual abilities 

would encourage the view that secretarial jobs in France are broad-ranging. This, 

however, is a theme that will be explored further in Chapter VI, when we move on 

to consider secretarial jobs themselves. 

In two ways, however, secretarial training in France could be said to be training for 

a `ghetto' occupation, in a similar way to England. Firstly, the vast majority of 

students are women, and some colleges, particularly private ones, do not even admit 

men. Secondly, the view was not expressed at the Schools that secretarial training 

could provide the foundation for moving into an executive position. Perhaps it just 

was that the Schools did not articulate this possibility at interview or in their 

brochures, but did not exclude it. What would appear more likely, however, is that 

the emphasis placed upon prospects within secretarial work was related to the 

generally higher correlation that has been shown to exist in France between training 

and occupations (Dundas-Grant, 1985). 



167 

Thus, secretarial training may be viewed more as the convergence of general 

education and vocational training that prepares the student for a specific type of 

work, rather than as a qualification in addition to an academic training, which 
independently creates its own career possibilities. 

In England, we noted that secretarial training was not, in any case, prerequisite for 

a secretarial job. Was the same true for France? One difference between the two 

countries is the fact that secretarial qualifications in France, in addition to being 

more structured than in England, were more recognised by companies, with four of 

the five French firms specifying the BTS as a requirement. However, not all 

secretaries had secretarial qualifications, and certainly not all bosses thought that they 

were necessary: 

"... ici il ya des gens [secretaires] qui n'avaient pas de formation, et qui ont trPs bien 
travaille sans formation. " (Boss, InterPub France) 
[... there are people here [secretaries] who did not have any training and who worked 
very well anyway. ] 

Only 29% (n=66) of French secretaries agreed that you needed a secretarial 

qualification in order to be a good secretary. What is, perhaps, surprising is that 

although this figure is so low, it is the highest recorded for the three countries. 

Thus, secretarial training in France would lead us to suppose that secretarial work 
is broader in scope than in England but, at the same time, that promotion out of 

secretarial work is not automatic. 

2.3 Germany 

The hub of the training system in Germany is the `dual system', based on the 

medieval craft apprenticeships (Maurice et al., 1980). It is a requirement for young 

people under the age of 18 who are not otherwise in full-time or part-time education 

to attend one of the 400 possible training programmes under the dual system, which 
is an apprenticeship scheme administered by the Chambers of Commerce (BRD, 
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1985). Around 75% of all 15-16 year olds are being trained under the dual system 
(Godet, 1988; BRD, 1985). 

Whichever training scheme is followed, around 12 hours per week are spent on 

classroom teaching in both general and vocational subjects, with two days a week 
being the average time spent in class (Hubert, 1990; BRD, 1985; Carl Duisberg, 

1983). Most training programmes last for three years, although they vary in length 

between 2-3 1/2 years (Wagner, 1986). 

There are no formal entry requirements to the dual system, and selection is placed 

entirely in the hands of employers (Steedman, 1986). Around 15% of those with an 
Abitur (equivalent to A levels) go on to the dual system prior to going on to 

University (Handy et al., 1988), and it is possible, without an Abitur, to proceed from 

the dual system into higher education, although this takes longer than via the normal 

route (Steedman, 1986). 

Within the vocational training system itself, the next highest qualification is as a 
`Meister', which grants the right to train apprentices oneself (Wagner, 1986; Prais, 

1981). 

Training for office jobs takes place within the dual system. The usual clerical 

qualifications are the following: 

Bürokaufmanns 
Kaufmann im Gross- und 
Außenhandel 
Bankkaufmann 
Versicherungskaufmann 
Industriekaufmann 

Office Clerk 
Clerk in the Wholesale and Export Trades 

Bank Clerk 
Insurance Clerk 
Industry Clerk 

' The Bürokaufmann qualification is being replaced by two new qualifications, Kaufmann für 
Bürokommunikation, Kaufmann für Büroorganisation (Communications Clerk; Office Management 
Clerk). 
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It is impossible to train directly as a secretary within the dual system, although the 

qualification as a Bürokaufmann incorporates shorthand and typing, together with 

office organisation and related subjects (Steedman, 1986). 

Secretarial training itself constitutes a `Fortbildung' subject (further training), the 

contents of which are also specified by the Chamber of Commerce & Industry. In 

1975, the specifications for an examination as a `Geprüfter Sekretär/Geprüfte 

Sekretärin' (Qualified Secretary) were laid down, the entry requirements for which 

are very flexible, but include a prior knowledge of shorthand and typing. For 

example, the completion of a recognised clerical training programme, or six years' 

experience in a clerical job would satisfy the entrance requirements. 

This is similar to the situation in France and England. Although the main entrance 

requirement is ostensibly a lower-level clerical qualification, an academic qualification 
(the Abitur) or relevant working experience are also admissible. Thus, secretarial 

training is not necessarily a step up the hierarchy of qualifications, it can be a 

sideways move or a totally unrelated step from academic education. 

In addition to the Chamber of Commerce, the two largest German secretarial 

associations, the Deutsche Sekretärinnen Verein (DSV; Association of German 

Secretaries) and the Bund Deutscher Sekretärinnen (BDS; German Secretaries' Club) 

both offer their own examinations, which are also available at certain schools 

throughout Germany. These qualifications range from the equivalent to the Chamber 

of Commerce exam, through to the highest level, two-year Europasekretärinnen 

course (European Secretary), involving at least three languages, as well as various 
individual skills qualifications. It is, however, clear that the group examinations that 

cover a broad range of subjects are the most usual in the German system. 

Thus, the relationship between education and training and secretarial training in 

Germany is again different from that in either France or England. In contrast to 

either of these latter two countries, vocational training itself occupies a central 

position in the German system, which means that great importance is attached to the 
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type of training that someone has undergone (Maurice et al., 1980). Thus, partly 

because training periods are so long, people tend to remain in their chosen 

profession, `once a lawyer, always a lawyer', (Handy et at., 1988, p. 155). The high 

degree to which the training system is developed in Germany, together with the 

influence employers have over the supply of training places, means that employers 

are able to influence the whole training process, and helps to contribute towards the 

continuity that exists between the profile of qualifications and the organisation and 

distribution of work within firms (Pietsch, 1983). 

Within this system, secretarial training occupies, as in France and England, a 

somewhat ambiguous position. It stands outside the mainstream vocational training 

system as a `Fortbildung' subject, which at once implies that it is accorded a certain 

prestige as a subject that requires extra learning, and yet sets it apart from the 

mainstream of the training scheme. This is further underlined by the vagueness of 

the entrance requirements, which means that secretarial training cannot be regarded 

as a rung on any particular training ladder. In this, Germany more resembles 

England than France. 

As regards the content of training for the Geprüfte Sekretärin course, the subjects 

covered are divided into three main areas: Secretarial Skills (typing, shorthand, audio 

typing and layout); Formulating Text, Meetings and Secretarial Procedures; Law, 

Economics and Sociology. On average, courses preparing for the Geprüfte Sekretärin 

last for around one year. 

Exams accredited by the DSV include: Geprüfte Sekretärin (equivalent to the 

Chamber of Commerce Exam), Deutsches Sekretärinnen-Diplom (German 

Secretarial Diploma), Deutsche Fremdsprachensekretärin (German Bilingual 

Secretary), Sekretariatsassistentin (Secretarial Assistant), Direktionsassistentin 

(Director's Assistant), and Europasekretärin (European Secretary). These 

qualifications are seen as forming a hierarchy. It also offers single subject 

examinations but, as was the case with France, these are less common than in 

England. 
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The Direktionsassistentin course which, together with the European Secretary course, 
is the highest level offered, incorporates the following subjects: Economics, Politics, 

Finance and Accounting, Purchasing, Production, Marketing, Organisation and Data 

Processing, Word Processing, Communication, Labour and Social Law, Personnel, 

Organisational Psychology and Sociology, Management Techniques and Control. The 

course takes 6-8 months full-time, and prerequisite for entry is either one of the other 

secretarial qualifications, or a clerical training course plus experience of clerical work. 
Similar qualifications are offered by the Bund Deutscher Sekretärinnen. 

One private secretarial school that was visited in Frankfurt offered secretarial 

qualifications at all levels, including some which were aimed at holders of the 

Mittlere Reife (equivalent to GCSEs). These courses incorporated general academic 

subjects alongside vocational subjects as a continuation of general education. They 

also offered a one-year course for those with the Abitur to qualify as a Bilingual 

Secretary, ratified as the Chamber of Commerce's `Geprüfte Sekretärin'. The 

subjects covered included Law, Accounting, Data Processing, Secretarial Procedures 

and Skills, Minuting Meetings, Business English and Business French, alongside 

Politics, German, Sport and Religion. Successful completion of the course granted 

exemption from the first year of training for the clerical qualifications under the dual 

system. 

The Europasekretärin course offered by the school lasts for two years, the first year 

of which is the same as the `Geprüfte Sekretärin' qualification. In the second year, 

the syllabus is broadened to include more language work in the two foreign 

languages, together with Macro and Micro Economics and Export, and the possibility 

of a third foreign language. 

As was the case with England and France, various private secretarial schools also 

exist in Germany that offer their own qualifications. For example one school, also 
in Frankfurt, offers a one-year diploma course for holders of the Abitur, covering the 

following subjects: Secretarial Skills; Secretarial Procedures - Text Formulation, 
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Meetings; Law; Economics; three Foreign Languages and business correspondence 
in these; and Information Processing. 

Similarly to France, the German brochures describing the courses made no promise 

of a career other than in the secretarial field. The number of male secretarial 

students at the schools was either extremely low or non-existent. 

Thus, secretarial training in Germany is complex from a structural perspective. This 

complexity is heightened by the existence of private secretarial schools that offer their 

own forms of qualification outside the main Chamber of Commerce system. 

Although the State, via its provisions for the `Geprüfte Sekretärin/Geprüfter 

Sekretär' examinations, has established a formal route for qualification as a secretary, 

their examination stands in a somewhat ambiguous relationship with the main 

training system. On the one hand, entry to the Geprüfte Sekretärin course can 
depend upon having done a clerical traineeship and, on the other, having completed 

the Geprüfte Sekretärin course can grant exemption from the first year of a clerical 

traineeship. 

Thus, as was the case in France and England, secretarial training is not necessarily 
in a hierarchical relationship with other forms of training. However, one interesting 

point to note is that, prerequisite for entrance to the majority of the courses, is a 

prior knowledge of shorthand and typing. This is not true for the majority of courses 
in England or France, and reflects the fact that these subjects are more generally 

taught in schools in Germany as part of the curriculum. 

The syllabuses for the secretarial courses in Germany more closely correspond to 

those in France than in England, with the inclusion of general, business-related 

subjects, such as finance and economics, alongside the secretarial skills. In some 
instances, as is the case with the French BTS course, general academic subjects are 

taught alongside secretarial-related subjects, which was not at all true for England, 

and is indicative of the fact that `qualification' as a secretary involves more than the 

mere acquisition of skills. This goes some way towards refuting the idea that 
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secretarial training in Germany may prepare for a `ghetto' job with a narrow range 

of monotonous tasks. 

One way in which secretarial training could, however, be said to prepare for a ghetto 
job is through the fact that the vast majority of the students are women. This was 

also the case in England and France. 

In common with the secretarial schools in France, those in Germany made no 

promises in their brochures that the courses would lead to anything other than 

secretarial jobs. This stands in contrast with the English schools, several of whom 

explicitly stated in their brochures that their courses could lead, eventually, to 

managerial or executive positions. Instead, in Germany, the emphasis was on the 

value of secretarial work as a job and a career in itself. In this sense, secretarial 

training in Germany could be regarded as preparing for a job with few prospects for 

advancement outside secretarial work. This will be explored further in Chapter VII. 

2.4 Summary 

In this section of the chapter, we have looked at the contents of secretarial training, 

and the relationship of secretarial training to national education and training systems. 
It has emerged that in England, the basic content of secretarial training is on the 

whole narrower than in Germany or France, which would imply that secretarial work 
in England may not be as varied as in the other two countries. This will be pursued 
in Chapter VI. 

However, England was the only country where schools implied that secretarial 

training could be a preparation for a career beyond secretarial work, which suggests 

that possibilities for secretaries in England to be promoted outside secretarial work 

may be greater than in Germany or France. This theme will be explored further in 

Chapter VII. 
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As was argued by Maurice et al. (1980), the exact relationship of secretarial training 

to national education systems should be viewed within the logic of each system. The 

relationship of secretarial training to national education systems was ambiguous in 

all three countries, but was most separated from the national system in England, and 

most closely related in France. 

In the next main section of the chapter, we go on to examine in more detail the 

education and training of the secretaries who took part in the field work, and the 

question of occupational choice. 

3. EDUCATION, TRAINING AND CAREER CHOICE 

Lowe's (1987) definition of ghetto occupations implies that women are channelled 
into such jobs by labour market forces. It has been suggested that education and 

training systems are closely related to labour markets and the structuring of jobs 

(Maurice et al., 1980; Windolf & Wood, 1988; Pietsch, 1983) and, as such, it may be 

assumed that the educational and career choices of women are closely linked. 

In this context, the `value' of educational awards in relation to national systems plays 

a central role (Maurice et al., 1980; Maurice, 1989). Steedman (1986) defines the 

value of a qualification in the following way: 

"The `value' of an award is the sum of its position in the hierarchy of educational 
awards, combined with a demand factor from the labour market. " (ibid., p. 11) 

This relationship has been shown to be particularly significant insofar as women are 

concerned (Moore, 1987). Even where women's qualifications appear to be as good 

as, or even to exceed those of men in quantitative terms (Sutherland, 1987), for 

example, at university level, it has been argued that, in qualitative terms, women tend 

to pursue courses that are not so highly valued, such as languages or social science 

degrees (Sutherland, 1987), so that their subsequent occupational choices are limited 

in comparison with men's. 
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However, this argument fails to take account of any national differences that might 

exist. As Steedman (1986) and Handy et al. (1988) show, `values' in education 

systems differ from country to country, and the position of one particular type of 

qualification needs to be examined in relation to the educational hierarchy and 
labour market of its country, rather than in relation to similar qualifications in 

different countries. 

In the comparison of the secretaries' education, training and career choice that 

follows, account will therefore be taken of the relationship of the value of awards 

with national systems and estimations of value. 

3.1 England 

Since, as we have seen, education and training are quite clearly separated in the 

English system, the academic and vocational qualifications of the secretaries can be 

examined separately. 

In the questionnaire survey, the secretaries were asked for their highest level of 

education: 

English Secretaries: Education 

Qualification Percentage 
(n = 59) 

None 2 

O level/GCSE 57 

A level or equivalent 31 

Degree or equivalant 10 

Table 5.1 
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These findings show a somewhat higher level of general education than Silverstone 

& Towler (1983) found in their survey of Central London secretaries, where 3% had 

a degree and 19% A levels, compared with 10% and 31% respectively in the present 

survey. The percentage of secretaries with a degree, 10%, is not very much lower 

than the 12% of managers with degrees (12.8% of women managers) reported by 

Handy et al. (1988). 

Over half the secretaries were educated up until the age of 16, the end of compulsory 

schooling the the UK, and just 2% said that they had no qualifications at all. This 

compares with 19% of managers (24.7% of women managers) reported by Handy et 

al. (1988) to have no qualifications. 

There was, however, a substantial difference between the educational levels of the 

secretaries in the two case study firms. Whilst 87% of InterPub secretaries were 

educated to 0 level standard, and 13% had a degree (n=8), 39% of InterCon 

secretaries had 0 levels, 49% A levels and 12% a degree (n=33). Overall, InterCon 

secretaries had the highest level of education of all the English companies. 

As regards secretarial training, 66% (n=59) of secretaries overall had attended a 

specific secretarial course, with three-quarters of these attending a full-time course. 
Over half of those who had done a course, 57%, had spent 7 months-1 year on their 

training. Only 3% said that they had no secretarial qualifications at all, and these 

had taught themselves to type (n=59). 89% of all the secretaries had a specific 

typing qualification. Most of the remaining 11% had a group certificate or diploma, 

which would have included typing. Thirty-nine percent had a qualification in audio 

typing and 54% in shorthand (n=59). 

Overall, 25% of the secretaries had a group certificate, and a further 13% a diploma, 

a total of 38% who can be said to have a broad secretarial training. A very high 

proportion of these secretaries (80% of those with certificates and 87% of those with 
diplomas) were employed at InterCon. 



177 

Just four secretaries had a secretarial qualification which incorporated languages, at 

certificate level, and these were also all employed at InterCon. 

It is hard to assess the relationship between level of secretarial training and level of 

general education undergone by the secretaries, owing to the number of secretaries 

with `bundles' of skills exams at different levels and in different subjects. However, 

there did appear to be little overall correlation between the two, as the table below, 

which shows the educational level of secretaries with certificates and diplomas, 

illustrates: 

English Secretaries-, 

General Education v. Secretarial Qualifications 

(Percentages) 

Training (n =22) 0 level A level Degre-e--] 

Certificate 

Diploma 

57 

50 

36 

50 

7 

0 

Table 5.2 

If a higher level of secretarial training were closely related to a higher level of 

general education, a greater proportion of secretaries with diplomas should have been 

educated to A level or above. Looked at from another perspective, of the three 

secretaries with a degree, one had a certificate, and the other two had taken 

individual skills exams; none had a diploma. 

This confirms what was noted earlier about `qualification' as a secretary not being 

entirely dependent upon the possession of certain vocational qualifications, but also 

upon other factors, such as `feminine' skills, as we saw in the case of the private 

secretarial school in Section 2.1. 
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How do these academic and vocational qualifications translate into work 

opportunities? Here, we must consider both the `objective' value attached to the 

qualifications in terms of the job opportunities open to people with these 

qualifications, and the `subjective' value attached to them by the secretaries 

themselves, and how this has governed their choice of occupation. 

Handy et al., (1988) and Prais (1981) argue that there is relatively little direct link 

between education and subsequent occupational opportunities in England, ascribing 

this to a `Darwinian belief in the emergence of the strongest and the best', (Handy 

et al., p. 178). Thus, access to management careers can be either via graduate 

recruitment onto a management training programme, from specific business courses, 

or through a professional institute (ibid. ). Only 12% of managers in the UK have a 

first degree (ibid. ). The implication is that the subject studied, and even the level of 

qualification, is of relatively little importance. 

In this context, it is interesting to look at the qualifications held by the secretaries' 
bosses. At interview, they were all asked about the type of education that they had 

pursued. At InterCon, all the bosses interviewed who were working as consultants 

had a doctorate or a research degree. Among the subjects that were quoted were 

Indian History and Physics, which clearly bear no direct relation to their subsequent 

career choice, which supports the notion expressed above that particular educational 

qualifications are relatively unimportant. At InterPub, it was only possible to 

interview two bosses, one, an Editor, had a degree, and the other, a Director of the 

firm, had been educated to 0 level standard. Thus, the qualifications held by the 

bosses in the two companies virtually spanned the entire spectrum, although all bar 

one possessed at least a first degree. 

It is noteworthy, however, that in terms of level of qualification at least, a small 

overlap existed between bosses and secretaries, where some secretaries, and some 

bosses, had a first degree as their highest level of academic education, and one boss 

had only a secondary education, as did many of the secretaries. This overlap, 
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although it did not apply in the majority of cases, nevertheless existed in England, 

whereas it was not at all the case in France and Germany, as we shall see. 

Thus, it would appear that the `value' of education does not directly translate into the 
`value' of job opportunities, if one makes the assumption that the job of a `boss', ie, 

someone who is entitled to have a secretary working for her/him, has more `value' 

than the job of a secretary. 

It would therefore appear that other factors intervene in the process, beyond simply 

educational level leading to career choice. Roberts (1975) argues against a 

developmental theory of occupational choice `which assumes that the `pre-career' 

individual engages in a process of rational selection amongst the alternatives 

available', (Crompton & Sanderson, 1986, p. 28). Rather, labour-market factors, such 

as the availability of certain types of jobs, also play a role in determining which jobs 

people enter. 

Silverstone & Towler (1984) and Crompton & Sanderson (1986) suggest that women 
face a greater number of constraints in selecting an occupation than do men, 

principally because of the impact of domestic events (such as having a child) upon 

their work. However, this is not to say that women cannot and do not adopt 

strategies in the face of their labour market situation (McNally, 1979): 

"Women's employment experience is more likely than men's to be `reactive' rather than 
'active'... However, often it is the case that some room for manoeuvre is available - and 
is usually taken - even within the (apparently) most constraining of contexts. " 
(Crompton & Sanderson, 1986, p. 28) 

At interview and in the questionnaire, the secretaries were asked about their reasons 
for choosing secretarial work. Many of the secretaries had made their choice because 

they simply did not know what else to do, but the advantages of secretarial work in 

terms of offering continuous employment had influenced their decision: 

"What everybody says, they don't know what they want to do. That's one of the 
reasons. Also secretarial work is always in demand, it's always something you can use. 
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It's something to fall back on, really. It's something you can always get work in if you 
can type, there's usually no shortage of work. " (Secretary, InterCon) 

"Well, both my sisters are secretaries, and I thought, well, if I don't know what to do, 
typing is a good thing ... you can always get a job as a temp. " (Secretary, InterPub) 

This was corroborated by the findings of the questionnaire survey. A very high 55% 

of the English secretaries mentioned the fact that they thought they would always be 

able to find a job amongst their first 10 reasons for selecting secretarial work; 46% 

placed it amongst their first three reasons (n=59), compared with just 25% of the 

French (n=69), and 22% of the German secretaries (n=49). Thus, for the English 

secretaries, although many did not make a positive choice in favour of secretarial 

work, their decision was based on expediency in the face of labour market conditions. 
This corroborates McNally's (1979) findings concerning women electing to work as 

temporary secretaries in order to maximise their labour market position. 

For some, choosing secretarial work was a choice no to do something else: 

"I didn't really give it much thought; I just knew I didn't want to end up in an 
engineering firm or something, so I wasn't really aware of where it would take me. " 
(Secretary, InterCon) 

And for others, the choice of secretarial work was based on an assessment of their 

own capabilities, and their assessment of the value of their qualifications in the 
labour market: 

"Probably I was limited because of my 0 levels. " (Secretary, InterCon) 

"Basically, it was about the only thing I could do. I didn't want to do any of the other 
things that women normally do, like be a nurse or a teacher, because I couldn't get the 
qualifications. " (Secretary, InterPub) 

In this latter case, the secretary clearly felt constrained in her choice through her own 
lack of qualifications, and through the limited opportunities she felt were open to her, 

restricted to `typical' women's jobs. 
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Overall, the English secretaries were the least likely to have chosen secretarial work 
because they thought it would provide an interesting career in itself (19% mentioned 
it as one of their reasons for choosing secretarial work (n=59) compared with 36% 

of French (n = 69), and 43% of German secretaries (n = 49)). They were also the least 

likely to mention using foreign languages as a reason for choosing secretarial work 
(just 14% mentioned this as one of their reasons (n=59)). This ties in with the fact 

that few of the secretaries had a foreign language secretarial qualification. A 

relatively high 27% (n = 59) of English secretaries mentioned the fact that they were 

not able to think of any other alternatives amongst their reasons for choosing 

secretarial work, compared with 19% of French secretaries (n=69) and 4% of 
German (n=49). 

As regards occupational choice overall, labour market imperatives clearly contributed 

towards making secretarial work attractive to women (eg, through a constant 

availability of jobs). However, at the same time, many secretaries had elected to 

enter secretarial work on the basis of a perception of the advantages for them of this 

type of employment. From the questionnaire data, it would appear that the English 

secretaries had made a less positive choice in favour of secretarial work than their 

French or German counterparts, but we will examine this more closely in the 

following two sections. 

3.2 France 

As we have already noted, there is no hard and fast divide between academic and 

vocational training in France. The table below therefore uses a somewhat arbitrary 

distinction to report the highest overall academic qualifications of the secretaries: 
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French Secretaries: Education 

(Percentages) 

Qualification Percentage 
(n=69) 

CAP/BEP/BEPC (equiv. 0 13 
level) 

Baccalaureat (equiv. A level) 62 

DEUG (2 years' university) 7 

Licence (degree) 9 

Maitrise (master's degree) 9 

Table 5.3 

As can be seen from this table, the majority of secretaries had been educated to the 

equivalent of A level or above, with 25% having a university qualification. Only 13% 

had finished their education at the end of compulsory schooling at the age of 16 

(CEDEFOP, 1984), compared with 57% in England. This pattern was reflected 

within the main case study organisations, where 34% of InterCon secretaries (n = 40) 

and 16% of InterPub secretaries (n= 13) had attended university. Again, as was the 

case in England, InterCon secretaries had higher-level qualifications than InterPub. 

From the questionnaire survey, the secretaries had the following vocational 

qualifications: 
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French Secretaries: Secretarial Training 
(Percentages) 

Qualification Percentage 
(n=69) 

None 20 

CAP 1 

BEP 7 

Bac G 10 

BTS 40 

CPSS Diploma 4 

Attended skills course 18 

Table 5.4 

This clearly shows that most of the secretaries, 54%, had a secretarial qualification 

at Baccalaureat G level or above, in other words, at the upper end of available 

secretarial qualifications in France. Bruand's (1985) study found that nearly one- 

quarter of secretaries had a Bac G or BTS, appreciably lower than in this survey. 

InterPub and InterCon secretaries were qualified to approximately the same level, 

with 43% at InterPub having a post-Baccalaureat qualification, compared with 46% 

at InterCon. However, the proportion of those with no qualifications at all was 

higher at InterCon, at 20%, than at InterPub, where it was only 8%. 

This reflects the general situation in France, where clerical workers tend to have a 

high level of training (Steedman, 1987), and it is consequently hard for those with 

qualifications at the CAP/BEP level to find work (Audier & Rannoy, 1988; Bruand, 

1985; Handy et al., 1988). 
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A somewhat higher proportion of secretaries had no secretarial qualifications at all 

and had taught themselves to type than in England (13%), and this is related to the 

higher number of secretaries with a University education. For example, four of the 

six secretaries with a master's degree had no secretarial qualifications, and the 

remaining two had done a skills course. 

The situation as regards secretarial qualifications in France showed many 

dissimilarities with the situation in England. Whereas in England, there was no one 

overriding pattern of qualification for secretaries, in France, the baccalaureat plus 

BTS (held by 36% of secretaries n= 69) emerged as by far the most usual route into 

secretarial work. The average level of qualification was notably higher than in 

England overall, and the same emphasis on the mastery of technical skills in 

recruiting and training secretaries did not exist, rather, secretarial training was viewed 

in terms of all-round education and training. However, one surprising similarity, in 

view of the integration of training and education that exists in France, was the lack 

of correlation between level of secretarial training and level of academic education. 

This was best illustrated by the secretaries with a University education, only 40% 

(n = 17) of whom had what could be described as a high level secretarial training 

(either Bac G, BTS or CPSS diploma), as compared with 54% of secretaries overall. 

The remaining 60% had either no secretarial qualifications or had just done a skills 

course. This is an interesting indication that there is, even in France, no one 

accepted qualification, or range of qualifications, to become a secretary. Even though 

secretarial training is much more explicitly integrated into the general 

education/training system than in England, it is possible to enter secretarial work 

without particular `secretarial' qualifications. 

One of the most striking differences between England and France, however, is the 

much higher level of education of the French secretaries. Steedman (1987) notes that 

this is typical of office work in general in the two countries, and points out that one 

negative effect this can have in France is what can be termed `qualificationalism', 

whereby the average level of qualifications held increases, and their value 
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correspondingly decreases. This, in turn, brings pressure on workers to attain ever 

higher qualifications, thus perpetuating the vicious circle. 

Overall, 16% of 18-24 year olds in France are in some form of higher education, 

compared with just 9% in Britain (Hantrais, 1990). Also, there are more women in 

higher education in France than in Britain. It is therefore perhaps not surprising that 

a greater proportion of French secretaries possessed a university qualification than 

English secretaries. This situation goes some way towards explaining the higher 

percentage of French secretaries than English with qualifications to A level or higher. 

The difference can be further explained by the different constructions of `value' that 

exist in education in France. 

When we compare the qualifications of the bosses with those of their secretaries, we 

see that there are substantial differences. Both the bosses interviewed at InterPub 

had advanced-level university qualifications, and all five interviewed at InterCon had 

attended one of the Grandes Ecoles. This stands in sharp contrast with the 

qualifications held by the secretaries. Although a relatively high proportion of the 

secretaries had attended university, none had attended a Grande Ecole. These 

schools occupy an especially privileged position within the French educational system. 

Although they only account for 1: 20 of those in higher education, graduates occupy 

an overwhelming proportion of top administrative and commercial jobs (Ardagh, 

1982; Hantrais, 1990). In comparison, a university education is not so highly regarded 

and, consequently, not so many opportunities are open to holders of university 

qualifications (Hantrais, 1990). 

In France, it is not just the level of qualification that is important, it is also the 

direction. This is where the French system again differs from the English, where 

horizontal differentiation of qualifications in terms of subjects studied is relatively 

unimportant. Thus, it is not only the level of education, but also the subjects studied 

that are significant in determining future job prospects (Hantrais, 1990). 
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The single most important subject at school is mathematics, since much of the 

selection that takes place is on the basis of performance in this subject and it 

occupies an important situation in the core curriculum at all levels (CEDEFOP, 

1984). For instance, it is virtually compulsory for entry into the Grandes Ecoles. 

Whereas only 14% of all baccalaureat holders have the Bac C, 97% of Grande Ecole 

entrants hold this qualification (Handy et al., 1988; Dundas-Grant, 1985). Although, 

overall, more women than men take the baccalaureat, women only constitute one- 

third of candidates for the Bac C, compared with three-quarters of those choosing the 

literature/languages options (Hantrais, 1982). In this context, it was interesting to 

note that all the secretaries who had the baccalaureat as their highest level of 

academic education had done either a literature/language option or a technical 

baccalaureat, and that none had chosen option C. 

One area in the French education system which is not selective is entrance to 
University; it is enough simply to hold the baccalaureat to enrol at university. This 

means that there is a huge drop-out rate in comparison with England (57% as 

compared with 13%), and also that a degree by itself is of limited practical value 
(Hantrais, 1982; Handy et al., 1988). A general arts or social science degree in 

France does not have the same value in labour market terms as in England, and 

career opportunities for graduates in these areas are largely limited to teaching 

(Ardagh, 1982). 

It is precisely these subject areas that have a far higher percentage of women than 

men in France, which may go some way towards explaining why the proportion of 

graduate secretaries is higher in France than in England. Thus, if we assume that the 

`value' of secretarial work is lower than that of their bosses' work, according to the 

earlier definition, it is not at the level of secretarial training that secretaries are 

selected in France, rather, it is at the level of their choices in terms of academic 

subjects. Fewer options are open to those who choose the humanities than to those 

who choose scienctific/mathematics options. 



187 

The tendency that was observed at baccalaureat level among the secretaries was 

repeated at University level. Nearly all secretaries who responded to the 

questionnaire, and who had University-level qualifications from the DEUG upwards, 

had either studied languages or literature. 

The importance of the distinction that exists in France in the 'value' of a 

scientific/mathematical education over an arts-based education is illustrated by the 

response of one woman boss at InterCon, who was asked if she had ever thought of 

becoming a secretary herself: 

"Ah non, strictement jamais! Ca ne m'aurait jamais venu ä l'idde 
... 

j'ai fait au depart 

des etudes plutöt scientifiques, j'ai eu un baccalaurdat scientifique, et apr6s j'avais le 

choix de rentrer dans une classe preparatoire de Grande Ecole. " 

[No, never! It would never have occurred to me ... First of all, I had studied science- 
related subjects, I have a scientific baccalaureat, and then I had the choice of entering 
a preparatory class for a Grande Ecole. ] (Boss, InterCon) 

This response is interesting, since it shows the manager's strength of feeling against 

secretarial work as a career option for herself, and because this strength of feeling 

was closely related to her educational background; her scientific training meant that 

she would have access to jobs of a totally different nature from those open to 

someone from another background. 

Thus it is clear that a far greater degree of selection takes place at all levels of the 

French educational system than the English, and in a different way. 

In the light of these findings, how did secretaries make the decision to go into 

secretarial work? The ghetto thesis assumes that women are left with little choice 

about their occupation but, as we saw in the case of the English secretaries, this is 

not necessarily the case. 

In England, it appeared that the secretaries chose their occupation as a result of the 

importance they accorded to their future job prospects, coupled with an appreciation 

of labour market dynamics and an uncertainty as to what career to pursue. 
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In France, the situation was somewhat different, and it was clear that, for many 

secretaries, choices made in education limited the options that they felt were open 

to them for their subsequent careers: 

"Le probleme, c'est que je n'ai pas trop de bagages, alors dejä, je ne sais pas si en 
Angleterre c'est la meine chose, quand on sort du bac et qu'on n'a aucune formation 

professionnelle trios specifique, on n'a pas grand choix. Donc le secretariat, c'est le plus 
rapide ä apprendre. " 
[The problem was that I didn't have a lot to offer. I don't know if it's the same in 

England, but if you have done the bac (baccalaureat) and haven't got any particular 

professional training, you don't have a lot of choice. Secretarial training is the 

quickest. ] (Secretary, InterPub) 

"J'ai voulu changer de branche, mail le probleme, c'est qu'avec un Bac A2, on ne peut 
pas faire grand'chose, ä part les lettres ou le droit, done j'ai arr@tb .. puls il fallait que 
je travaille, et j'ai fait un stage de secretariat. " 
[I wanted to change to another discipline, but the problem is that with an A2 
baccalaureat (arts), you can't do much apart from arts or law, so I gave up ... then I 
had to get a job, so I did a secretarial course. ] (Secretary, InterPub) 

"Je ne l'ai pas vraiment choisi [de faire le BTS], finalement, mon Bac debouchait lä- 

dessus, c'dtait la solution de facilitb finalement. " 
[I didn't really choose it (a BTS course), it just was that my baccalaureat led on to it 

naturally, it was the easy way out, in the end. ] (Secretary, InterCon) 

These quotations illustrate the more rigid education system that operates in France, 

where choices made at a relatively young age, particularly those that exclude 

mathematics, dictate future opportunities far more than is the case in England 

(Hantrais, 1990; Handy, 1988). Thus, selecting arts options within general education 

limits possibilities to enter the more prestigious educational streams. 

A similar situation pertained for two other secretaries, both of whom had wanted to 

be a nursery nurse, and whose ambitions had been thwarted by their lack of ability 

in mathematics: 

"A 1'origine, je ne voulais pas @tre secretaire, j'avais des projets, en fait, je voulais @tre 

pudricultrice, parce que j'aime bien les enfants, et puis ä la sortie de la 3eme, j'ai fait 

une 3eme tout ä fait moyenne, et, bon, pour faire des Etudes de puericultrice, il faut 
titre bon en maths ... donc je me suis orientee vers un cycle court ... 

donc j'ai choisi le 

secretariat" 
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[To begin with, I didn't want to be a secretary, I had plans, that is, I wanted to be a 
nursery nurse, because I really like children. And then, when I finished the 3rd class, 
my results were very average, and, well, to study to be a primary school teacher, you 
have to be good at maths ... so I decided to join a short training programme .... SO I 
chose a secretarial course. ] (Secretary, InterPub) 

"J'aurais aime eire puericultrice dans les creches, et, bon, comme j'btais faible en 
mathematiques, et j'avais un bon niveau en francais, donc on m'a plus orientbe vers le 
secretariat. " 
[I would have liked to have been a nursery nurse, but, well, as I was weak in maths and 
good at French, I was more pushed towards secretarial work. ] (Secretary, InterCon) 

However, although the French education system can be regarded as relatively more 

rigid than the English system, in other ways a degree of latitude is possible that 

allowed some secretaries to choose to pursue a secretarial course on the basis of its 

perceived advantages to them: 

"Je m'etais inscrite avant en fac de Philo et en fac de Droit, et j'ai commence les trois 
[including a BTS], et puls finalement j'ai arret6 en fac de Droit 

... parce que ca prenait 
trop de temps. Philo, je n'ai pas continue, parce que ca m'apportait un enrichissement 
personnel, mais ca ne deboucherait jamais sur un metier, cant que je n'aimerais pas 
Ctre professeur, donc j'ai continue dann le secretariat. " 
[I enrolled for a philosophy degree and a law degree, and began all three (including a 
BTS), and in the end I gave up law, I didn't even go along because it took up too much 
time. I didn't continue with philosophy, because I found it interesting, but it would 
never have led to a career, if I didn't want to be a teacher, so I continued with the 
secretarial course. ] (Secretary, InterCon) 

This secretary saw three different educational opportunities for herself and created 

the situation whereby she could assess each one in relation to the others. In a similar 

way to the English secretaries, this French secretary based her career choice on her 

perception of future career prospects. 

In another case, one secretary had chosen secretarial work as a means of using her 

language ability in her work: 

"C'est pour ca que j'ai choisi le secretariat trilingue, afin que j'aie pu garder le 

maximum de mes langues. " 
[That was why I chose the trilingual secretarial course, so that I could keep up my 
languages as much as possible. ] (Secretary, InterCon) 
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This was reflected in the results of the questionnaire survey, where 25% (n=69) of 

secretaries cited using their languages among their top three reasons for choosing 

secretarial work, more than in either Germany or, especially, England. This indicates 

a positive choice based on personal preference, rather than merely a passive reaction 

to their labour market situation. The flexibility of secretarial work in the sense that 

it would enable them to work in many different sectors was cited amongst their top 

three reasons by 43% of the secretaries. Twenty-five percent of secretaries put the 
fact that they thought secretarial work would provide them with an interesting career 
in itself among their top three reasons. 

Nearly as many French secretaries as English chose secretarial work because they 

thought it would be a springboard to another occupation (17% placed this as their 

first reason, compared with 19% of English secretaries, and just 4% of German). 

The certainty of being able to find work clearly also played an important part in 

choice of jobs for French secretaries, 54% mentioned this as one of their reasons for 

choosing secretarial work, compared with 63% of English and 33% of German 

secretaries. 

It was also clear at interview that some of the French secretaries had finished up in 

secretarial work not through any conscious choice, but simply because they had not 
known what they wanted to do: 

"Je n'avais pas d'idbe spdcifique ä cc moment-lä. " 
[I didn't have any specific idea at that time. ] (Secretary, InterCon) 

"Je ne savais pas vraiment ce que je voulais faire. " 
[I didn't really know what I wanted to do. ] (Secretary, InterCon) 

Overall, it would appear that constraint through educational choices, or lack of ability 
in key subjects, had had a greater influence over the French secretaries' choice of 

occupation than the English secretaries. However, within these constraints, many 
French secretaries had clearly chosen secretarial work through expediency, eg, 
because it would enable them to use language skills, or because they thought it would 
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be an interesting career. The certainty of finding work, and the ability to work in 

different sectors were also important factors. 

3.3 Germany 

In the questionnaire survey, the secretaries gave the following as their highest level 

of general education: 

German Secretaries: Education 
(Percentages) 

Qualification Percentage 
(n=51) 

Hauptschulreife (High School 10 
leaving exam) 
Mittlere Reife (equiv. GCSEs) 50 

Fachabitur (technical Abitur) 10 

Abitur (equiv. A levels) 20 

Fachhochschulreife 2 
(Polytechnic degree) 

University degree 8 

Table 

The distribution of academic qualifications amongst the German secretaries thus 

resembled more those of the English than the French secretaries. In England, 31% 

of the secretaries had A levels or equivalent, compared with 30% of the German, and 
10% in each country had a degree or equivalent. In France, 62% of secretaries had 

the baccalaureat, and 25% had at least the DEUG. 
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At InterCon, again, the secretaries were educated to a higher level than at InterPub; 

70% of InterCon secretaries had A levels or above (n= 13), compared with none of 

the InterPub secretaries (n=9). 

In the questionnaire, the secretaries gave the following as their level of secretarial 

training: 
German Secretaries: Training 

(Percentages) 

Qualification Translation Percentage 
(n=51) 

None 11 

Dual System Qualification: 
- Bürokauffrau etc. Office Clerk etc. 24 

- Hotelkauffrau Hotel Clerk 7 

Secretarial Qualification: 

- Geprüfte Sekretärin Qualified Secretary 12 

- Fremdsprachen- Bilingual Secretary 16 

Sekretärin 
- Europasekretärin European Secretary 4 

- Assistentin Assistant 2 

- Skills course 9 

Other Training: 

- Fremdsprachen- Bilingual Correspondent 6 
Korrespondentin 

- Steno-Kontoristin Shorthand/Bookkeeper 9 

Table 5.6 

As can be seen from this table, there are a wide variety of ways in which it is possible 

to qualify as a secretary. Except for the 11% with no qualifications, the remaining 

secretaries would all have done at least basic skills in shorthand and typing as part 

of their course. Thirty-four percent had undergone full secretarial training (excluding 

skills), although the Bilingual Correspondent course includes more or less the same 
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subjects as a Bilingual Secretarial course, but with more emphasis on languages and 

communication. 

The differences between the qualifications of the secretaries at InterCon and 
InterPub are very marked, with 54% of secretaries at InterCon having undergone a 

secretarial course, but none at InterPub, where half the secretaries held a 

qualification as Bürokauffrau (office clerk). 

A much higher percentage (77%) than in either France or England, of those who had 

done a secretarial course had done this at a private secretarial school, reflecting the 

lack of State provision of secretarial training in Germany. The four secretaries who 
had no qualifications all said that they had taught themselves to type. 

As was the case in England and France, there appeared to be little correlation 
between the level of general education and the level of secretarial training. Two of 

the five secretaries with a degree had no qualifications, whilst one each had an Office 

Clerk training, Bilingual Secretary or Bilingual Correspondent training. Those with 

the Abitur also had a variety of qualifications, although 50% had done a specific 

secretarial course, compared with 27% of those with lower level academic 

qualifications. 

Owing, in part, to the requirement to stay in education up until the age of 181, and 

the structure of the system, most of the training courses open to prospective 

secretaries incorporate a variety of subjects of both an academic and vocational 

nature, which is similar to the situation in France. 

However, in common with the situation in England, where the variety of methods of 

qualifying as a secretary was also greater than in France, German companies were 
less clear about the qualifications they sought when recruiting secretaries, and tended 

Full-time education is compulsory in Germany for nine or ten years from the age of six 
(CEDEFOP, 1984; Wagner, 1986). However, young people up to the age of 18 must be either in full- 
time education or undergo part-time training under the dual system (Wagner, 1986; BRD, 1985). 
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to express their requirements in terms of educational level rather than qualifications. 

Only one firm specified that it required either the Fremdsprachensekretärin or 

Europasekretärin qualification, and that was InterCon. Two of the other companies 

had no particular requirements, and the others expressed their requirements in terms 

of a knowledge of shorthand and typing skills. This is interesting, since it shows that, 

even where secretarial training proper constitutes a broadly-based training that 

incorporates academic subjects alongside skills, if a variety of means of training as 

a secretary exist, companies tend to restrict their requirements to the skills. 

In view of the high degree of correlation between training and occupation that has 

been observed in Germany, it is interesting to note that the boss/secretary 

qualification divide that was particularly acute in the case of France was also present 
for Germany, although not in such an accentuated form. 

All the bosses at both InterPub and InterCon had a degree in economics (although 

one was a qualified lawyer), bar one at InterPub, who had followed a training 

programme as a printer. This compares with the secretaries, all of whom had either 

the Mittlere Reife or an Abitur, in most cases together with either a training scheme 

or a secretarial course. Thus, one boss had a qualification on a similar level to many 

of the secretaries, and a significant proportion of the secretaries had been educated 

to a higher standard than this boss in terms of academic education. 

However, the difference between this overlap and that observed in England is the 

much greater link that exists in Germany between training and subsequent job 

opportunities. Thus, even though, in academic terms, the boss with the Mittlere 

Reife and training scheme behind him was not educated to such a high level as some 

of the secretaries, the direction of his training was more significant in determining his 

current job. Other studies have found that the subject studied is important in 

Germany. For instance, Handy et al. (1988) found that, in 49 companies each 

employing over 1,000 people, there were only 13 humanities graduates. In addition, 
level of education is also important. The same study points out that nearly 37% of 
board members in large German companies have a doctorate. 
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This close relationship between type of training and subsequent career opportunities 

that is characteristic of Germany has particular implications insofar as women are 

concerned, and some commentators have indicated that women are placed at a 

disadvantage within the dual system. Bednarz-Braun et al. (1989/90) point out that 

the dual system should not be seen as monolithic, and that it has distinct segments 

in which women are more disadvantaged. For example, women are much more 

concentrated in a smaller number of occupations than are men (Krekele, 1986). 

Whereas 54% of men are concentrated into the 20 most popular training schemes for 

men, 75% of women are in the 20 most popular training schemes for women 

(Statistisches Jahrbuch, 1989b). 

This means that a certain number of training programmes are virtually entirely 

female-dominated, for instance, 6.8% of all women trainees completed the training 

for Bürokauffrau in 1989, a total of 49,639, compared with just 12,291 men 

(Bundesministerium für Jugend, etc., 1989). This training scheme has come to be 

seen as a preparation for an office-based job, notably secretarial work. 

The training schemes in which women are overrepresented tend to be those with 

shorter training periods which give access to less well paid jobs with few prospects for 

mobility, and which are mainly in the tertiary sector, such as sales assistant or 

hairdresser (CEDEFOP, 1984; Steedman, 1986; Bednarz-Braun et al., 1989/90; 

Krekele, 1986). Thus, it would appear that, just as women in France are 

overrepresented in the arts subjects at baccalaureat and university level, and that the 

career opportunities attaching to this type of education are limited, so women in 

Germany are overrepresented in training schemes that lead to narrow career options, 

in particular, clerical work. 

However, as we have seen, secretarial training in Germany stands outside the dual 

system, which means that it is not an option for those seeking to enter the main 

training scheme. Since it is not a part of this central system, and most secretarial 

courses are run at private schools in Germany, it seems reasonable to conclude that 

embarking on a secretarial course must represent a conscious decision, rather than 
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merely a response to circumstances. Despite this, as we have seen, only a minority 

of secretaries had attended a full secretarial course (34%), and so it must be 

concluded that secretarial courses do not have a monopoly over the imparting of 

skills necessary to become a secretary. In addition, 11% of the secretaries had no 

training in secretarial-related work at all. These were some of the comments made 

on the subject at interview: 

"Ich habe im Prinzip die Mittlere Reife gemacht, und bin direkt in ein Büro gegangen, 
ohne Ausbildung. Also ich habe mir das praktisch mehr oder weniger selber 
beigebracht, was ich jetzt so habe. " 
[I did the Mittlere Reife (GCSEs), and went straight into an office, without any 
training. So I basically taught myself what I know now, more or less. ] (Secretary, 
InterPub) 

"Ich habe keine Probleme, obwohl ich keine Ausbildung habe ... man kann das sich 
selber beibringen, man kann das ohne weiteres lernen. " 
[I haven't had any problems, even though I haven't had any training ... you can teach 
yourself, no problem. ] (Secretary, InterPub) 

One of the conclusions that might reasonably be drawn from the fact that a relatively 

small number of secretaries had attended a secretarial course is that many had 

actively chosen secretarial work, and had not entered it through lack of other choices. 
As is indicated, for instance, by the fact that 7% of the secretaries had trained 

originally as a Hotel Clerk, many German secretaries chose secretarial work in 

preference to other options that were open to them and, as such, cannot be said to 

have been channelled into their jobs. 

This was, in fact, borne out by the comments made by some of the secretaries at 
interview about their reasons for choosing secretarial work. For instance, the 
flexibility of secretarial work emerged as an important factor: 

"Ich kann in sehr vielen Branchen arbeiten, das hat mich angesprochen. Und ich wußte 
eben auch, daß sehr viele gesucht werden im Raum Frankfurt, zum Beispiel. " 
[I can work in many different sectors, that attracted me. And I knew, for example, that 
there was a lot of demand for secretaries in Frankfurt. ] (Secretary, InterCon) 
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The results of the questionnaire survey corroborated the interviews, and 51% (n=49) 

of the German secretaries placed this among their top three reasons for choosing 

secretarial work, the highest recorded for the three countries. 

For others, it was the possibility of using language abilities, or the relatively short 

training period, that attracted them to secretarial work: 

"Ich dachte, ich konnte das mir gut einmischen, daß ich meine Sprachen anwenden 
kann und gleichzeitig einen Job im Büro habe, wo ich etwas organisieren kann, also 
hatte ich es mir gedacht, es wäre eine gute Mischung. Und es geht einigermassen 
schneller, als wenn man studiert. " 
[I thought, it would be a good mixture, I could use my languages and at the same time 
have a job in an office, where I could do some organising, so I thought it would be a 
good mixture. And it is somewhat quicker than going to University. ] (Secretary, 
InterCon) 

"Ich wollte etwas mit Sprachen machen, einmal das, und das hat nur zwei Jahre 

gedauert, das ist nicht so lang wie ein Studium. " (Secretary, InterCon) 
[I wanted to do something with languages, first of all, and it only lasted two years, that's 
not as long as a degree. ] 

"... weil ich gern einen Beruf haben wollte, mit dem ich mit Sprachen zu tun habe. " 
(Secretary, InterCon) 
[... because I wanted to have a job where I'd be using languages. ] 

More German secretaries (39%) mentioned using languages among their reasons for 

choosing secretarial work than French (33%) or especially English secretaries (14%). 

In common with some of the English secretaries, the fact that they could not decide 

what they wanted to do, coupled with the job opportunities that arose out of 

secretarial training, led some of the German secretaries to choose secretarial work: 

"Ich habe überlegt, ob ich studieren soll. Und, ja, ich konnte mich damals nicht 

entschliessen, für was ... und dann fand ich das eine gute Alternative .. 
da konnte man 

direkt in einem Beruf einsteigen. " 
[I thought about going to University, but I couldn't decide what I wanted to study ... 
and then I found this was a good alternative .. you could go straight into a job. ] 
(Secretary, InterCon) 

However, the certainty of finding a job emerged from the questionnaire responses as 

less important for the German than for the English or French secretaries (33% 
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mentioned this among their reasons, as opposed to 54% of French and 63% of 

English secretaries). 

None of these comments would suggest that the secretaries felt they had no choice. 

Indeed, only 2% of German secretaries, the lowest figure recorded for the three 

countries, said that they chose secretarial work because they could not think of 

anything else to do amongst their top three reasons. On the other hand, 32% (more 

than for either for France or England) placed the fact that they thought it would 

provide an interesting career in itself as one of their top three reasons. 

One secretary indicated that she had undertaken secretarial training because she 

wanted to finance her way through university: 

"Ich wollte studieren, nach dem Abitur. Ich habe wirklich Sekretärin gelernt, weil ich 

einfach dachte, man kann sehr gut nebenher jobben ... und es ist einfach, eine Aufgabe 

zu finden. " 
[I wanted to study, after the Abitur. I really did a secretarial course because I thought 
it is a good way to earn some extra money ... and it is easy to find a job. ] (Secretary, 
InterCon) 

As we have previously seen, secretarial training is often not considered necessary for 

employment as a secretary by bosses, companies or secretaries. Indeed, 78% of 

German secretaries (n=48), higher than the figure for either France or England, 

disagreed with the statement, `you cannot be a good secretary unless you have done 

a secretarial course'. Even in Germany, then, where the correlation between 

vocational training and vocation is higher than in either France or England, 

secretarial work is not necessarily identified as an occupation for which training is 

necessary. 

Overall, in Germany, it was clear that the secretaries experienced a degree of 

constraint in their choice of occupation, principally because of their education. 

However, as Crompton & Sanderson (1986) suggest, they were able to select 

secretarial work on the basis of its advantages to them, especially as a way to use 

their languages or to work in different sectors. Promotion prospects into other areas 
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of employment was evidently of less importance to the German secretaries, since just 

22% mentioned this among their reasons (n=49), compared with 51% of English and 

55% of French secretaries (n=59,69). On the other hand, far fewer German 

secretaries, just 4%, entered secretarial work because they could think of nothing else 

to do than either French or English secretaries (19% and 27% respectively). 

3.4 Summary 

In this section, we have examined the secretaries' career choices within the context 

of their own education and training, and national educational systems. As the Aix 

Group (Maurice et al., 1980) have suggested, each country presented a unique 

patterning in the way that education affected occupational choice, and the stance that 

the secretaries themselves adopted towards their labour market position. 

The French secretaries had the highest level of education and training, but the 

choices they had made (or had been encouraged to make) had restricted their job 

opportunities perhaps more than was the case in England or Germany, in the light 

of the more rigid educational system there. 

The German secretaries appeared to have adopted the most pro-active stance 

towards their occupational choice, selecting secretarial work in preference to other 

alternatives, because it would enable them to use their languages or to work in a 

variety of sectors. They were the least likely to have chosen secretarial work because 

they could think of nothing else. The English secretaries, on the other hand, 

appeared to have adopted the least pro-active stance, with the French adopting an 

intermediate position. 

4. CONCLUSIONS 

In this chapter, we have looked at education, training and career choice in relation 

to the ghetto thesis, and have discovered that not only does secretarial training stand 

in a different relationship to the national education and training system in each 
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country, but that secretaries themselves perceive, and act upon, their labour market 

position in a different way. This confirms the finding of the Aix Group (Maurice et 

al., 1980; 1982) that unique national patternings exist in education systems, and that 

constructions of the `value' of educational awards have to be understood within the 
logic of national systems. 

Secretarial training in England stood outside the mainstream education system, and 

was largely based around single-subject qualifications. Indeed, employers' needs in 

terms of qualifications were expressed solely in terms of the secretarial `skills' (such 

as shorthand, audio-typewriting and typing), where they were specified at all. 

This contrasts with the situation in France, where secretarial training was not only 

much more integrated into the national education system, but was also broader in 

scope and content. French employers were also much more aware of the relative 

value of these qualifications. 

In Germany, secretarial training was broader in scope than in England but, at the 

same time, was not integrated into the highly-developed national training system. 
Consequently, the German secretaries, in common with the English, possessed a wide 

range of qualifications, and employers showed little awareness of what these meant. 

In England and Germany, then, secretarial training can itself be viewed as occupying 

a `ghetto' position outside the mainstream of education and training, with neither 

entry to the courses dependent upon the possession of certain qualifications, nor 

gaining a qualification leading to other training options. 

In comparison with France and Germany, secretarial training in England was very 

narrow in scope, leading to the supposition that the jobs for which the training 

prepared students were also narrower in range than in the other two countries. This 

will be pursued further in Chapter VI, when we examine secretarial work. 
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At the same time, the suggestion was made by the secretarial training institutions in 

England that it is possible to move out of secretarial work into other areas, whereas 
in France and Germany, this suggestion was not made at all. From examining the 

relationship of qualifications to careers in the three countries, this may, in fact, be the 

case. Employment opportunities and educational choices appeared to be much more 

closely linked in France and Germany, whereas in England, a much greater degree 

of flexibility was observed. This was reflected in the overlap that was observed 
between the secretaries' and their bosses' education. 

In France especially, no such overlap existed, and the correlation between 

educational and career choices appeared much stronger, with a characteristic 
`secretarial' qualification pattern emerging. It was also the French secretaries who 

appeared most aware of the constraints imposed upon them by the direction of their 

education in terms of career options. Thus, although more French secretaries had 

attended university than English or German secretaries, the fact that they had 

primarily chosen arts subjects limited their subsequent career options and, at 
interview, more French secretaries mentioned that they had been unable to pursue 

their first choice of career than English or German secretaries. This may well be 

related to the fact that it is possible to undergo secretarial training within the 

mainstream of the education system in France, prior to school leaving age, and thus 

it is possible to be `channelled' into this type of work at a relatively young age. 

The German secretaries appeared to adopt the most pro-active stance towards their 

career selection, and many had chosen secretarial work after experiencing other types 

of employment, such as hotel work. The German secretaries were the least likely to 

say that they had chosen secretarial work because they could not think of anything 

else. This may well be related to the fact that secretarial training constitutes a 
`Fortbildung' (further training) subject in Germany, which implies that an active 
decision has to be made after an initial career or training choice to enter secretarial 

work. 
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The English secretaries appeared the least pro-active, many having entered secretarial 

work because they did not know what else to do. However, their choice was also, in 

the majority of cases, based on an assessment of the advantages to them of secretarial 

work, such as the certainty of finding work, or because they thought it would be a 

stepping-stone to another job. 

In summary, the findings concerning education, training and career choice and the 

ghetto thesis are somewhat ambivalent. Some evidence was found, particularly in 

France, of the way in which women can be `channelled' into such occupations through 

the structure of the education system. However, even in France, evidence was also 
found that women are able to adopt a pro-active stance and make career choices on 

the basis of an assessment of the relative advantages to them of secretarial work. 
This confirms the notion that women should not be regarded as passive respondents 

to their labour market position (Crompton & Sanderson, 1986; McNally, 1979). The 

English secretaries emerged as the least proactive of the three countries, and the 

content of their training was the narrowest. However, it was the English secretarial 

training institutions which felt that prospects existed for secretaries to be promoted 

out of secretarial work. The validity of this perception will be examined further in 

Chapter VII. 

In Chapter VI, we turn to the question of secretarial job content, and whether or not 

secretarial work can be considered repetitive, as is suggested by the ghetto thesis. 
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CHAPTER VI 

WORKING CONDITIONS AND JOB CONTENT 

1. INTRODUCTION 

In this chapter, two further assumptions of the ghetto thesis will be addressed. The 

first of these is that ghetto jobs are poorly rewarded in terms of salary, and that 

conditions of work generally are unfavourable (Lowe, 1987). One aim of this chapter 
is to explore the validity of this assumption in the light of the responses given by 

secretaries and personnel officers in both the questionnaires and the interviews, 

drawing on national statistical sources for comparative purposes. 

The second, major section of the chapter will, however, be concerned with one of the 

most fundamental assumptions of the ghetto thesis, and that is that ghetto jobs are 

characterised by repetitive, low-level, `routine tasks' (Lowe, 1987, p. 59). 

In order to test whether or not this applies to secretarial work, the content of 

secretarial jobs will be analysed for task variety and complexity, using data provided 
by the secretaries themselves at interview and in the questionnaires, and by their 

bosses at interview. This analysis will especially try to bring to light any sectoral or 

national differences that may exist. Three secretaries' jobs, one from each country, 

will be examined in more depth in order to provide examples of how individual jobs 

are structured. 

First, however, we will turn our attention to conditions of work. 

2. CONDITIONS OF SECRETARIAL WORK 

In this section, we consider the secretaries' pay, holiday entitlement and working 

hours in order to assess the conditions of secretarial work in the three countries. In 

addition, we will look at the number of bosses for whom the secretaries work, since 

this has been shown to be an important condition of work for secretaries, affecting, 
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amongst other things, the extent of gatekeeping work or the level of tasks carried out 
(Vinnicombe, 1980; Silverstone & Towler, 1983; 1984). 

2.1 Pay 

The tables below show the salary ranges of the secretaries in the three countries, by 

sector: 

Secretarial Salaries 
(Percentages) 

En land 

Salary Range £ per 
annum gross' 

Consultancy % 
(n = 46) 

Publishing % 
(n = 13) 

Total % 
(n=59) 

5,000-7,499 2 0 2 

7,500-9,999 9 23 12 

10,000-12,499 9 69 22 

12,500-14,999 45 8 37 

15,000-17,499 26 0 20 

17,500-19,999 9 0 7 

1 The secretaries were asked to express their salaries in gross rather than net terms. Deductions 

are made in different ways in different countries (for instance, income tax is not deducted monthly from 

salaries in Germany, but paid on the basis of an annual declaration), and it was therefore felt that a 
certain degree of confusion might arise if the secretaries were asked for their net salaries. 
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France 

Salary Range £ per 
annum gross' 

Consultancy % 
(n=50) 

Publishing % 
(n =19) 

Total % 
(n = 69) 

7,800-10,199 8 5 7 

10,200-12,599 60 58 59 

12,600-14,999 22 26 24 

15,000-17,399 4 11 6 

17,400-20,400 6 0 4 

Germany 

Salary Range £ 
per annum gross' 

Consultancy % 
(n=29) 

Publishing % 
(n=21) 

Total % 
(n=50) 

5,200-7,999 3 0 2 
8,000-9,999 3 0 2 

10,000-13,999 35 38 36 

14,000-15,999 18 14 16 

16,000-17,999 24 24 24 

18,000-19,999 10 24 16 

over 20,000 7 0 4 

Table 6.1 

1 The salaries in France and Germany were expressed in monthly terms in the questionnaire rather 
than annual terms, as was the case with the English salaries, in order to fit in with national norms in 

expressing salaries. These have been multiplied by 12 and converted to £ sterling for comparative 
purposes. They do not exactly correspond to the English categories. A nominal exchange rate of 
FF10=£1 and DM3=£1 have been used in the comparisons. 
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These tables show that secretarial salaries range between £5,000-£7,500 and £17,500- 

£20,000 for the English sample, £7,800-£10,200 to £17,400-£20,400 per annum for the 
French, and £5,200-£8,000 and over £20,000 per annum for the German. 

French salaries overall were concentrated into a much narrower range than either the 

English or the German, with 83% of French secretaries being paid the equivalent of 
£10,200-£15,000 per annum. France was the only country where the pay of over half 

the secretaries in both sectors came into the same category, £10,200-£12,599. The 

number of secretaries receiving a salary in the higher categories fell off sharply. The 

pattern of pay between consultancy and publishing secretaries was remarkably similar 
in comparison with the other two countries. 

In England, the salaries quoted by the publishing secretaries formed the narrowest 

range for either category in any of the three countries, with 92% being paid between 

£7,500-£12,500 per annum. 

It is interesting to compare these figures with those obtained by Gordon Yates in 

their 1989 Secretarial Salary Survey of Central London. They found that salaries in 

large consultancy companies varied between £9,800 for a junior-level secretary to 

£16,500 for a CEO-level secretary, a narrower range than was obtained in this survey. 
Salaries for manager-level secretaries in the Gordon Yates survey were around 

£13,125 and for director-level secretaries £14,675. These would both fall within the 

modal pay category for consulting secretaries in this survey of £12,500-£14,999. 

The same survey found salaries varied between £8,500-£13,500 within medium-sized 

publishing companies. These figures agree very closely with the findings of this 

survey, and confirm that salaries in the publishing sector in the UK are concentrated 
in a narrower range than in the consultancy sector. 

Overall, the salaries received by the German secretaries formed a pattern unlike the 

pyramidal shape of the French and English salary ranges, with an inconsistant `dip' 

in the middle ranges. As in France, salary patterns in publishing and consultancy 



207 

were remarkably similar, although the publishing salaries were spread over a 

narrower range, as was the case for England. The 7% of consultancy secretaries in 

Germany earning over the equivalent of £20,000 a year were the highest paid 

secretaries overall. 

As regards differences between the two sectors, England was the only country where 

a marked difference was observed between publishing and consultancy salaries. 
Patterns in the other two countries were very consistent across the two sectors, 

although in both instances the range of salaries was broader in consultancy than in 

publishing, and salaries reached a higher peak in consultancy. 

How do these figures relate to national pay statistics? The Department of 
Employment's New Earnings Survey (1990) gives the average gross weekly earnings 

of female clerical workers as £182.10, whilst the overall figure for female non-manual 

workers is £213.00. This compares with £142.20 per week for female manual workers. 
In all cases, these figures are considerably lower than the totals reported for men; 

average weekly earnings for male clerical workers were £231.60, for non-manual 

workers £354.90, and for manual workers £237.20. The mid-point of the modal salary 

range reported by the English secretaries in this survey (£12,500-£15,000) was £13,750 

per annum, or £264.42 per week. This is clearly considerably higher than the average 
for female clerical workers, and higher even than for female non-manual workers as 

a whole. It is, however, interesting to note that it is also higher than the figure 

reported for male clerical workers, but lower than that for male non-manual workers. 
The average salary in the lowest category of £5,000-£7,500 was £6,250, or £120.19 per 

week, which is considerably lower than all the national averages quoted. 

Although we must be cautious about making categorical statements on the basis of 

comparing data with such national statistical sources, it would still appear that the 

secretaries' pay was higher than the national pay averages, although the overall range 
in pay was very broad, and well below average at the lower end of the scale. 
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In France, national pay statistics are quoted in net terms (Ministöre du Travail etc., 
1990), which makes it harder to compare them with the results of this survey. The 

quoted annual salary net of national insurance payments of between 15%-20% for 

female `Employees' (non-manual workers) was FF76,700.1 This figure includes pay 
for a 13th month, which is usual in France. The average salary for women overall 

was FF86,500, and for men FF114,800. This discrepancy between earnings for men 

and women is similar to the difference observed in England, although not as marked; 

women's pay in England for non-manual workers was 60% of men's, compared with 
75% in France. 

The national statistics for France compare with a median figure for the modal pay 

range of the secretaries surveyed of FF9,500 per month (mid-way in the £8,500- 

£10,499 range, or FF8,500-FF10,499 per month), or FF123,500 for a 13-month year 

gross. When 20% is subtracted as an approximation for national insurance 

payments, we are left with FF98,800 as the annual salary. This can only be a rough 
indication, but is clearly somewhat higher than both the national average for women 

workers as a whole and female salaried workers, whilst being below the average 

salary for men. It is also higher than the FF89,000 reported for male salaried 

workers and, as such, stands in exactly the same relationship with national average 

salaries as did secretarial salaries in England. 

In Germany, unfortunately, national statistical sources do not quote average income 

figures (Statistisches Bundesamt, 1989a). However, figures quoted showed that 50% 

of male workers had a net income of between DM1,800-DM4,000 per month, 

compared with only 26% of female workers (ibid. ). Forty-seven percent of female 

workers earned less than DM1,400 per month, compared with only 12% of male 

workers. This gives a good indication that salaries for women are considerably lower 

than those for men. Since the data collected in the survey were in gross terms, it is 

' Salaries are quoted net of national insurance contributions, but income tax is deducted at the end 
of the financial year. 

2 All French companies, with the exception of InterCon, said that they paid secretaries on the basis 

of 13 months. 
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unfortunately almost impossible to compare these results, since no precise indication 

was available on the percentage of deductions, which can vary considerably according 

to marital status. 

InterCon's Personnel Director in Germany did, however, indicate that a very rough 

figure of 40% for deductions could be used, which would mean that, for the modal 

band of DM2,500-DM3,500 (£10,000-£13,999 per annum), an average salary of 

DM3,000 would represent DM1,800 net. However, 74.9% of German men earned 

more than this amount, compared with 31.4% of German women. This would 

indicate that secretarial salaries, in common with England and France, are on average 

higher than salaries earned by women but lower than men's salaries. 

Kienbaum have carried out a survey of secretarial salaries in Germany, reported in 

Sekretärin (1990). The average gross monthly salary for a Director's Secretary in 

their survey was DM4,922 and for a Departmental Secretary DM4,216. These relate 

to the upper two salary bands reported in this survey, which indicates that the pay 

reported by many of the secretaries was considerably lower than these national 

averages. This is a further indication that, overall, secretarial pay falls at the upper 

end of women's salaries in Germany. 

In summary, it appears that secretarial salaries in all three countries stand in a 

similar relationship to national salaries, with secretaries being paid more, on average, 

than the national average salary for women and for male and female clerical workers. 

However, in all countries, secretarial pay is considerably lower than the overall 

average male salary, although these findings should be treated with a degree of 

caution, especially in France and Germany, where precise information on gross 

salaries at the national level is not available, and consequently approximations had 

to be used. 

One of the conclusions that can be drawn from these findings is that secretaries are 

relatively well-paid in comparison with other women workers and, where evidence is 

available, are better paid than the average male clerk. However, this does not mean 
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that the contention of the ghetto thesis that ghetto jobs are relatively poorly paid can 
be automatically refuted. 

As we have seen, secretaries' pay tends in all three countries to be lower than the 

average salary earned by men. It is, therefore, insufficient to disprove the ghetto 

thesis on pay to note that secretarial salaries are higher than women's average 

salaries overall. 

The only categorical disproof of the ghetto thesis would be if average secretarial 

salaries were hoher than the average male salary. As far as the evidence available 
indicates, this was not the case in any of the countries. On the other hand, it is true 

that secretarial salaries at the jQp of the scale in all three countries were higher than 

the average salaries reported by men. This means that our conclusions on secretarial 

pay and the ghetto thesis remain somewhat ambivalent. We can, however, say with 

some degree of assurance that secretarial pay is good in relation to that of women 

and clerical workers in general and, in some instances, is higher than men's pay. This 

is a fairly good indication that secretarial pay is not that of a purely ghetto 

occupation. 

2.2 Holiday Entitlement 

The secretaries' holiday entitlement varied somewhat across the three countries. In 

England, 85% of the 60 secretaries had a four-week (20 day) holiday entitlement, and 
12% had five weeks. Two percent each were entitled to three weeks and six weeks. 
This broadly confirms the results of Gordon Yates' (1989) findings, where 65% of 

secretaries had 20 days' holiday or less, 15% 21-24 days and 20% 25 days or more. 

In France, a high 90% of secretaries (n=69) were entitled to 5 weeks' holiday, with 

the maximum allowance being 6 weeks, as in England. In Germany, on the other 
hand, 35% of secretaries had 5 weeks' holiday, 49% six weeks, and 8% each four 

weeks and over 6 weeks (n=51). 
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These figures reflect national trends. In England, basic holiday for clerical staff was 

found to be 20-22 days, compared with 21-30 days for managers (Incomes Data 

Services, 1990). In France, annual holiday entitlement is five weeks (Ministere du 

Travail, 1990). Thus, it would seem that secretarial holidays conform fairly closely 

to the normal holiday entitlements for their respective countries, and so the 

secretaries therefore cannot be said to be relatively disadvantaged in comparison with 

other workers. 

2.3 Hours of Work 

Hours of work showed a greater variation across the three countries. Firstly, as 

regards official hours of work in England, all the secretaries at all the companies, 

with the exception of Intercon, reported working a fixed official day of eight hours, 

with 9.00 a. m. to 5.00 p. m. being the most common times. At InterCon, secretaries 

also worked an eight-hour day, but on flexitime. 

In France, the most frequently cited working hours were 9.00 a. m. to 6.00 p. m., 

quoted by 67% of secretaries (n=69). In all, 88% of secretaries worked an official 

day of nine hours. One company, the indigenous publishing firm, worked on 

flexitime. 

In Germany, all the publishing companies worked on flexitime. The most common 

working days overall were either nine hours (26% of secretaries; n=50) or eight-and- 

a-half hours (32% of secretaries). In the three indigenous consultancy companies, all 

secretaries reported working 8.30 a. m. to 5.00 p. m., whereas at InterCon, all 

secretaries said that their working day was 8.30 a. m. to 5.30 p. m. 

Thus, across the three countries, most of the secretaries had an official working day 

of between eight and nine hours. Flexitime was more widespread in Germany than 

in England or France, where only one company in each country worked with 

flexitime. 
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In the questionnaire, the secretaries were also asked about their actual working 

hours, and it was in these that the most variation occurred both within and between 

countries. The table below shows the actual working times reported by the 

secretaries. These figures are based on times provided by the secretaries, J one 

hour for lunch: 

Length of Actual Working Day 

(Percentages) 

Length of Actual 
Working Day 

England 
(n=58) 

France 
(n=68) 

Germany 
(n=50) 

Up to 8 hours 36 0 22 

8-9 hours 45 74 50 

9-10 hours 17 24 24 

10-11 hours 0 2 2 

Over 11 hours 2 0 2 

Table 6.2 

In England, there was considerable variation between the individual companies, with 

no one overriding pattern emerging to link either the sectors or the 

indigenous/international companies. Overall, however, these figures correspond 

closely to Vinnicombe's (1980) findings on hours worked. Secretaries at InterCon 

worked longer days than the average for the sample as a whole, with 90% (n=32) 

working eight hours or more, compared with 64% overall. 

In France, average working days were much more concentrated in the 8-9 hours band 

than in either of the other two countries, and there was less overall variation in the 

number of hours worked. Again, there was no distinct pattern between the sectors. 

In Germany, as was the case in England, InterCon secretaries worked, on average, 

a longer day than the secretaries in the other companies; 70% of the 13 secretaries 
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worked nine hours or more, compared with 28% of all the German sample. There 

was no discernible pattern in the distribution of working hours between the sectors. 

Compared with available national statistics from each country, these figures indicate 

that many secretaries have longer working weeks than average. In England, the 

average working week for non-manual women workers is 36.9 hours per week, and 
38.7 for male non-manual workers (Department of Employment, 1990). Taking the 

mid-point of the modal band for the English secretaries of 8-9 hours (8.5), a figure 

of 42.5 hours per week can be calculated. This is higher than the 39.8 hour average 
for female manual workers, but lower than the 45.2 hours for male manual workers 
(Department of Employment, 1990). 

The same is true for France, where the average working week for non-manual 

workers was quoted as 39.0 hours in October 1990 (Ministere du Travail, 1990). The 

modal band for French secretaries was also 8-9 hours a day, or an estimated 42.5 

hours per week. Although the national average in France is therefore slightly higher 

than in England, the secretaries' working week was still longer than this average 
figure. This is particularly true since France was the only country where all the 

secretaries worked at least 8-9 hours a day. 

In Germany, the average working week for male employees is 41.7 hours, and for 

women, 34.8 hours, overall, 39.1 hours (Statistisches Bundesamt, 1989b). This 

compares with an estimated average of 42.5 hours for the modal category of 

secretaries of 8-9 hours, indicating that the secretaries' working week was 

considerably longer than the average for women employees, and somewhat higher 

than the average for men. 

Overall, therefore, the secretaries worked a longer than average week. How did the 

secretaries themselves feel about this? In England and France, at interview, the 

subject of overtime was hardly raised at all by the secretaries in either company. In 

InterCon in France, there is the possibility that the secretaries interviewed were 

atypical in this respect, since many of them said that they themselves did not do much 
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overtime, but that other secretaries in the firm did. In Germany, however, in the 
interviews held at InterCon, it became clear that overtime could be a source of 
dissatisfaction for the secretaries, particularly the effects that it could have on their 

private lives: 

'Aber fast alle Sekretärinnen, die hier sind, sind unverheiratet, und sehr viele haben 
auch keinen Freund .. 

das ist witzig, aber man hat kaum eine Chance jemanden 
kennenzulernen, weil man eben so lange arbeitet. " 
[But nearly all the secretaries who work here are single, and many don't have a 
boyfriend 

... 
it's crazy, but you hardly have an opportunity to get to know someone, 

because you work such long hours. ] (Secretary, InterCon Germany) 

'Aber das gilt auch vor allen Dingen für die Professionals. Das ist das gleiche 
Problem, wenn sie out of town sind, und sind dann die ganze Woche weg. Also das ist 
immer ein Problem, bei InterCon ein Privatleben zu haben. " 
[But that applies to the consulting staff as well. It's the same problem, when they're 
out of town and away for the whole week. It's always difficult to have a private life 
when you work for InterCon] (Secretary, InterCon Germany) 

'In some cases, you are actually asked to work [overtime] at very short notice, can you 
stay tonight ... I've worked at the weekend. " (Secretary, Intercon UK) 

Another secretary found that the mounting pressures of her job meant that she 

worked longer and longer hours, but less effectively: 

"Die Sache ist die, seitdem ich für InterCon angefangen habe zu arbeiten, geht meine 
Arbeitsstundenzeit ständig nach oben, und ich habe ... noch weniger Zeit für die 

einzelnen Sachen, und kann es zum Teil nicht so machen, wie ich es gerne hätte. " 
[The thing is, since I started working for InterCon, my hours have continually increased 

and I have 
... less and less time for the individual tasks, and sometimes I can't do them 

in the way I'd like to. ] (Secretary, InterCon Germany) 

These quotations reflect a degree of lack of control evidently felt by the secretaries 

about the length of their working day. This question of control is one to which we 

shall return in our discussion of the content of secretarial work in the next section of 

the chapter. 

An opposing view was expressed by two of the other secretaries, and provided 

evidence that working hours could be a source of satisfaction, and were something 

over which the secretary could have control: 
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"Die geregelte Arbeitszeit, so daß ich weiß ich habe jedes Wochenende frei, oder ich 
habe jeden Feiertag frei, das ist was Himmlisches, wenn man es vorher nie gehabt hat. " 
[The fixed working times, so that I know I won't have to work at weekends, or I have 

every public holiday free, that's really marvellous, if you've never had that before] 
(Secretary, InterCon Germany) 

'i like the freedom of the flexitime and the hours.. They have enough sense to give you 
the responsibility to know that if you've got something to do, you will not walk out and 
leave it. * (Secretary, InterCon England) 

'Ich mache sehr viele Uberstunden, ich glaube, wie jeder hier. Fast jeden Tag, 

mindestens eigentlich eine halbe Stunde, wenn nicht eine bis zwei Stunden ... Mir 
macht es auch Spaß, ich habe nichts dagegen, manchmal ist es zu viel, ja, aber es ist 

so, wenn man wirklich was vor hat, kann man eigentlich gehen. " 
[I do a lot of overtime, like everyone here, I think. Almost every day, at least half an 
hour, if not one to two hours 

... 
I enjoy it, I've got nothing against it. Sometimes it's 

too much, OK, but if you've really got something planned [for the evening], you can 
go. ] (Secretary, InterCon Germany) 

The first of these quotations is from a secretary who had worked in hotels. For her, 

the regular hours of secretarial work were clearly advantageous in comparison with 
her earlier employment experiences. In addition, the quotation from the last 

secretary is an indication that some secretaries, at least, felt able to exercise a degree 

of control over their hours. 

In summary, it therefore appears that many secretaries had a longer working day than 

the average for their country and that, in some cases, they felt a lack of control over 

this area of their work. This is some evidence that working hours can be a source 

of dissatisfaction and powerlessness for secretaries and that this aspect of their 

working conditions could be described as `poor'. On the other hand, two of the 

quotations suggest that the working hours of secretaries can be preferable to those 

necessary in other types of employment, and that it is possible for the secretary to 

exercise some control over the length of her working day. 

It is debatable whether long working hours, of themselves, constitute poor working 

conditions. Indeed, it has been argued that the secretaries' long hours are indicative 

of their involvement in their work and their responsibility (Pringle, 1989). It would, 
however, appear reasonable to argue that, if secretaries feel they are able to control 

their working hours in a way that suits them, then, whether they work long hours or 
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not is immaterial. However, in instances where secretaries work long hours and feel 

that this is imposed upon them, or that they have no control over their work, then 

this could be regarded as a `poor' condition of work. As we have seen, this varies 
from secretary to secretary but, since many do appear to have control over their 

working hours, then it would seem reasonable to tentatively disagree with the ghetto 

thesis contention in this instance. 

2.4 Number of Bosses 

The number of bosses for whom a secretary works can be an important condition of 
her work, since it can affect the extent to which she gatekeeps information 

(Silverstone & Towler, 1984; Vinnicombe, 1980)1. Consequently, in the 

questionnaire, the secretaries were asked to indicate the number of bosses for whom 

they worked, and some wide variations emerged. 

In England, 38% of the 59 secretaries responding to this question said that they 

worked for one boss only. This was especially true for the publishing secretaries, 
79% of whom worked for only one boss (n=14), compared with only 27% of the 45 

consultancy secretaries. The largest group of secretaries overall, 47%, worked for 2-4 

bosses, whilst 15% worked for more than four, including one secretary who said she 

had 10 bosses, and another who had 11. All the secretaries working for five or more 
bosses worked for the two consultancy firms. 

In France, 49% of the secretaries worked for just one boss (n=69) and, again, this 

was true for a high proportion of the publishing secretaries (68% of the 19 

secretaries). Almost all the remaining secretaries, however, worked for between 2-4 

bosses, 49%, whilst just one secretary in one of the indigenous consultancy firms said 

she worked for 16 bosses. This was the highest figure recorded in any of the three 

countries. InterCon was the only company where more secretaries reported working 

for two or more bosses rather than just one (66% as compared with 34%; n=38). 

I We will be looking in more detail at how the number of bosses affects the work carried out by the 

secretaries in the section on work content. 
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The situation in Germany was very different. Eighty percent of the secretaries 

overall said that they worked for just one boss (n=55). However, at interview, it 

emerged that there was a certain amount of ambiguity over the number of bosses that 

a secretary felt she worked for that was not at all apparent in the other two countries. 
This was shown, for instance, by one of the secretaries who worked in the 
Information Technology section of InterCon. When asked how many ̀ Chefs' (bosses) 

she had, she replied that she had one, the `Innendienstleiterin' (Office Manager). 

However, when she was asked how many people she worked for, she replied that she 

worked for six or seven consultancy team leaders and, as necessary, the members of 

the teams. This shows quite a different understanding of who a secretary's `boss' is. 

For this secretary and, presumably, a good number of the other German secretaries, 

a `boss' appeared to be the person to whom she was answerable, rather than the 

person for whom she carried out work. This consequently means that the figure of 
80% for German secretaries who said they worked for only one `boss' should be 

treated with a degree of caution. 

However, in common with both England and France, InterCon in Germany was the 

company where most secretaries reported working for more than one boss; just 46% 

said they had one boss (n=13). This is an indication that this ambiguity regarding 

the number of bosses was not uniform amongst the secretaries. Indeed, the whole 

question of the relative advantages or disadvantages of working for more than one 
boss was a subject that emerged quite spontaneously at many interviews with both 

bosses and secretaries in Germany, which is also perhaps an indication that the issue 

was significant. 

How did the secretaries themselves react to working for more than one boss? 

Opinions expressed at interview differed on the question of whether or not it was 
better to work for more than one boss. One German and one English secretary 

could see advantages, as well as disadvantages to having more than one boss: 

"Man kann es von zwei Seiten sehen, finde ich. Schwierig ist es zu unterscheiden, wenn 
alle sieben kommen an und alle sagen, das muß fertig werden, selbst zu unterscheiden, 
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was ist jetzt wichtig ... Aber auf der anderen Seite ist es aber auch interessanter für 

mehrere Leute zu arbeiten, als nur für einen, das ist wieder der Vorteil bei der Sache. " 
[You can see it from both sides, I think. It can be difficult when all seven turn up and 
want you to do something, it's hard to decide what's important 

... But on the other 
hand it is more interesting to work for several people than it is to work for just one, 
that's the advantage. ] (Secretary, InterCon Germany) 

"I do really enjoy it because I'm working for so many people, but then sometimes I'd 
just like to have one person I could answer to and then I'd know what I'm doing. " 
(Secretary, InterPub England) 

One German secretary at InterCon, however, who had worked for just one Partner 

and then been moved on to work for five bosses, felt that the quality of her work had 

deteriorated as a result: 

"Nur für einen Partner zu arbeiten, dann ist natürlich eine ganz andere Arbeit möglich, 
man kann sich sehr viel besser abstimmen, man ist spezifisch dann nur auf den Einen 
fixiert, und weiß halt, wo alles ist, und kennt die Vorgänge. Man kennt jedes 
Schreiben, man kann sich auf ungeheure Dinge erinern auch wieder, Anrufe oder sonst 
was, was man bei fünf Leuten nicht mehr kann. " 
[Working for just one Partner means that you do a totally different kind of job, you can 
organise yourself much better, you're just oriented towards the one person, and you 
know where everything is, you know what's going on. You know every letter and you 
can remember a vast amount of things, telephone calls and so on, which you can't do 
if you're working for five people. ] (Secretary, InterCon Germany) 

This aspect of the quality of the secretary's work being affected by working for more 

than one person was picked up by two of the bosses interviewed in Germany and 
France: 

"... daß es länger dauert, und daß ich eben warten muß, weil dort vielleicht zwei oder 
drei oder 10 Leute vor mir sind ... Es kommt also vor, daß ich Briefe diktiere, und alles 
fertig mache, daß sie das nicht schafft ... es ist einfach von der Funktion her schlecht 
... Es bedingt, daß sie nicht so belastet oder überlastet ist wie die Hilde, daß sie Zeit 
hat, kreativ zu sein, und nicht nur den ganzen Tag arbeitet, und dann sagt, Gott sei 
dank, endlich Feierabend. " 
[(It means) that things take longer, and I have to wait because there may be two or 
three or 10 people in front of me ... Sometimes I dictate letters and prepare everything 
and she doesn't get round to them ... 

(For a secretary to be creative) means that she 
shouldn't be so overworked as Hilde, that she's got time to be creative, and doesn't just 

work the whole day, and then say, `Thank God, it's time to go home at last'. " (Boss, 
InterCon Germany) 

"Le job de secretaire chez InterCon, de maniere g6nerale, n'a aucun inter@t. Donc ellcs 
ont plusieurs patrons, elles ont un travail attitre hachb, trts entre-coupC, elles Wont pas 
beaucoup de responsabilitEs, donc je ne pense pas que ce soit tres attirant. " 
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[The job of a secretary at InterCon, as a rule, is not at all interesting. They have 
several bosses, their work is very segmented, very disjointed, they don't have much 
responsibility, so I don't think it's a particularly attractive job. ] (Boss, InterCon France) 

"Die Arbeitsgebiete sind zu breit gestreut, wenige Sekretärinnen arbeiten nur für einen 
Vorgesetzten, viele arbeiten für mehr als einen. Es gibt also natürlich entsprechende 
Konflikte, wer macht was, oder für wen mache ich was, Prioritätensetzung, viele 
Uberstunden. " 
[The work is too broadly based, very few secretaries work just for one boss, and many 
work for more than one. So there are the inevitable conflicts that arise from that, who 
does what, or for whom do I do what, setting priorities, a lot of overtime ... 

] (Personnel 
Director, InterCon Germany) 

There thus appeared to be a common perception in all countries, held by both bosses 

and secretaries, that for a secretary to work for more than one boss means that the 

quality of her work suffers in terms of the depth of her involvement in it. The same 

view is expressed by Silverstone & Towler (1984) in their study of secretaries in 

Central London. Since 45% of the secretaries overall worked for more than one 
boss, it would appear that this is a factor that could have considerable influence over 

their work, and so this is one of the themes that will be explored in the second 

section of this chapter. 

2.5 Summa 

The evidence examined on the conditions of secretarial work presents a somewhat 

ambivalent picture insofar as the ghetto thesis is concerned. On the one hand, 

secretarial salaries were high when compared with national averages for women in 

all three countries, but were somewhat lower than the averages for men. Also, the 

hours worked by secretaries in all three countries were, in many cases, longer than 

the national average, although holiday entitlement was broadly similar to national 

averages. A further factor is that nearly half the secretaries worked for more than 

one boss which, as has been pointed out by other theorists, can have a deleterious 

effect on quality of job content (Silverstone & Towler, 1984). This last point will be 

pursued further in the following section of the chapter. 



220 

Thus, our conclusions concerning the conditions of secretarial work and the ghetto 

thesis can only be drawn with a degree of caution. However, there is little firm 

evidence to support the notion that conditions of work for secretaries are poor. 

3. WORK CONTENT 

3.1 Introduction 

In this section, we turn our attention to the actual content of secretarial work, and 

to the question of whether it can justly be described as repetitive and monotonous, 

as suggested by the ghetto thesis (Lowe, 1987). 

The analysis of job content is an extremely complex undertaking (Cockerill, 1990). 

Although relatively little has been written in the sociological literature about 

secretarial work content, managerial work has been the focus of extensive critical 

attention. The inconclusive and ambiguous nature of this body of research has been 

underlined by Hales (1986). He explains that one fundamental dichotomy underlying 

research on managerial work content is between what the management function is 

expected to achieve and what managers actually do with their time. Thus, Fayol 

(1949), who adopts the former approach, and Mintzberg (1975), who adopts the 

latter, are in fact approaching the question from two different perspectives. In Hales' 

(1986) words, Fayol is looking at `what managers are charged, or seek to `achieve. " 

(ibid. p. 105) and Mintzberg is analysing a `set of actual behaviours. ' (ibid. p. 105). 

This distinction is not recognised by many of the work content analysts themselves, 

which leads to a lack of comparability of findings. 

This theoretical ambiguity is further heightened by methodological issues regarding 

the means of data collection. Hales (1986) is led to note that `managers' own 

conceptions of what they do is a matter of some dispute' (ibid. p. 103). Thus, the 

quality of data collected by means of asking managers what they do, rather than by 

direct observation of their work, can be suspect (Cockerill, 1990). 
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Studies of the content of secretarial work have not yet reached the same degree of 

sophistication as those of managerial work, and have largely confined themselves to 

defining what Hales (1986) describes as the `elements' of job content (for example, 
Silverstone, 1974), rather than the `processes'. Vinnicombe's (1980) study goes 
beyond this, methodologically, by using multiple methods, including the diary method, 

to ascertain how secretaries gatekeep their bosses' information. However, her aim 
is not to provide a complete analysis of all aspects of secretarial work. 

Bertrand (1988), in his 10-part categorisation of secretarial work, adopts the approach 

of Fayol (1949) by listing the expected outcomes of secretarial work as a basis for 

analysing the actual content of secretarial jobs. 

Silverstone (1974; Silverstone & Towler, 1984) analyses the elemental contents of 

secretarial work on the basis of questionnaire data to derive a four-part 

categorisation of secretarial tasks: 

1. General Office Work (eg, filing, photocopying) 
2. Text Production (eg, typing, word processing) 
3. Communications (eg, telephone work, visitors, diary) 

4. Delegated/own work, related to nature of employer's business (Silverstone & 

Towler, 1984) 

This approach is, again, different, since these are simply task groupings and not, as 
in the case of Mintzberg's (1975) study of managerial work, categorisations according 

to skill use. 

Thus, there is no foundation within the literature on secretarial work, as there is for 

managerial work, upon which to build an analysis of task content based on the 

application of skill. 

Bearing in mind the limitations referred to earlier of collecting data on jobs by means 

of asking people what they do, it was nevertheless decided to use questionnaire and 
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interview methods. One reason was a purely practical one of access - companies 

were reluctant to allow observation to take place. The other was that it was not felt 

that these methods would preclude collecting data strictly relevant to exploring the 

contention that ghetto jobs are repetitive (Lowe, 1987). For such an investigation, 

it is not important to find out exactly what proportion of time is spent on which types 

of jobs, the key factors are the jobs carried out, whether or not they are repetitive, 

and also whether the incumbents perceive them to be so. This, it was felt, could be 

achieved by questionnaire and interview. 

Thus, it was decided to adopt an `elemental' approach to defining tasks in the 

multiple choice questions in the questionnaire. The types of tasks referred to in 

these questions were gleaned from previous studies, such as Silverstone's (1974), and 
from the pilot study described in Chapter IV. One open-ended question (No. 31) 

also enabled the secretaries to list the tasks they carried out, and this was 

subsequently coded according to task categories. The interviews were used to obtain 

more detailed information on the tasks. 

This information on task, however, has to be measured according to some conception 

of `skill' and variety, in order to explore the ghetto thesis contention that such 

occupations are repetitive. Crompton & Jones (1984) suggest that `skill' can be 

synonymous with `control', and that jobs that allow the occupant little scope for 

control over his/her activities also have a low skill level: 

"We regard `control' as essential to the definition of `skill' 
... 

it is possible to distinguish 
between those jobs that require the worker to exercise a degree of control and 
autonomous action, and those where the `successful' occupant j controlled - that is, in 
the case of non-manual work, has to follow a series of precisely defined rules. " 
(Crompton & Jones, op. cit., p. 59) 

They propose a three-point scale for analysing skill, or control, exercised in job 

content, which they apply to their study of clerical workers. Thus, it is possible to 

distinguish between those tasks where the job holder can take autonomous action and 

exercise control, and those jobs where the incumbent is controlled by a set of rules: 
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i) No control - jobs operated according to simple rules 
ii) No control - but jobs operated according to complex rules (eg, involving 

checking and rectifying errors, updating complex information) 
ii) Discretion and Self-Control - where the incumbent has discretion in 

scheduling tasks, and where s/he takes decisions and acts autonomously 
(Crompton & Jones, op. cit., p. 60) 

Although this is a simple categorisation, it is a useful yardstick to apply to secretarial 

work, since it enables a comparison of the skill levels of secretaries to be carried out. 
Accordingly, the main part of this section of the chapter will concentrate on analysing 

the content of secretarial work around these criteria. Task elements recorded at 
interview and by questionnaire will be assessed against Crompton & Jones' (1984) 

scale, taking particular account of the secretaries' own perceptions of their work, and 

of differences observed between countries. In the second part of this section of the 

chapter, an in-depth analysis of the jobs of three secretaries, one from each country 
is presented, in order to illustrate how the tasks can fit together into individual jobs. 

The conclusions then link the findings on job content both with the ghetto thesis, and 

with the Aix Group theory that the construction of jobs differs between countries 
(Maurice et al., 1980). 

3.2 Analysis of Findings 

Based on the findings of the questionnaire survey, the tasks reported by the 

secretaries were grouped into four main areas, which are similar to Silverstone & 

Towler's (1984) classification: ' 

1. Gatekeeping - dealing with visitors, telephone calls and mail. 
2. Text Production - typing, word processing. 
3. Routine Office Work - photocopying, filing, sending faxes. 

1 One extremely important fifth area of secretarial work is private work carried out for the 
boss, not related to his role in the business. This can extend from making coffee and typing 
personal letters to shopping trips on behalf of the boss or doing work for a spouse. It was decided 
that this aspect of secretarial work would more properly be covered in Chapter 8, when 
constructions of the secretarial role are discussed. 



225 

This tendency was mirrored in the responses given to the question of how often the 

secretaries received their bosses' calls. Whilst 69% of publishing secretaries `always' 

or `mostly' received calls (n=58), this was true of 75% of consultancy secretaries 
(n=126). The national pattern of these figures was also repeated in the responses 

to this question. In France, 51% of secretaries said that they `always' received their 

bosses' calls (n=69), compared with 18% in England (n=61) and 32% in Germany 

(n=54). In France, again, 83% of secretaries said that they made telephone calls for 

their boss `daily' or `a few times a week' (n=69), compared with 71% in England 

(n=61) and 65% in Germany (n=54). Thus, in all cases, French secretaries, on 

average, reported more involvement in their bosses' telephone communications than 

the English or German. 

Receiving telephone calls for the boss did not appear to be directly related to the 

number of bosses for whom the secretary worked. Whilst 37% of secretaries with 

one boss ̀ always' received the telephone calls, compared with just 28% of those with 

two or more bosses, 69% of those with one boss `always' or `mostly' received their 

boss's calls, compared with 79% of those with two or more (n=98,81). Equally, 

receiving telephone calls appeared to be only slightly related to the level of the boss 

in the hierarchy; 79% of secretaries who worked for a Managing Director, Chairman 

or Deputy Managing Director `always' or 'mostly' received their boss's telephone calls 
(n=24), compared with 74% of other secretaries (n=157). This contrasts with 
Vinnicombe's (1980) finding that top secretaries screen 97% of their boss's calls. 
Thus, it would appear that country, combined with sector, were far more significant 
in determining the amount of telephone work carried out by the secretaries. 

As Vinnicombe (1980) has indicated, screening telephone calls can be an important 

way for a secretary to act as a gatekeeper. However, merely from knowing that 

secretaries receive and make many phone calls, it is impossible to say whether they 

are exercising control or not. More of a clue can be provided from the interviews. 

Virtually all the secretaries at interview said that they tried to deal with telephone 

queries themselves as much as possible. However, one theme that emerged at 
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numerous interviews, particularly at InterCon, concerned the nature of the queries 

the secretaries felt able to handle, and those which they referred to their boss: 

"Wenn ich es selber machen kann, mache ich es selber. Wenn eine wichtige 
Entscheidung erforderlich ist, dann frage ich ihn. " 
[If I can do it myself, then I do. If it's an important decision, then I ask him. ] 
(Secretary, InterCon Germany) 

"I would say most of it is taking messages. I would say that there is very little that I 

can deal with. " (Secretary, InterCon England) 

"Well, you can arrange meetings, you can deal with that because I keep the diaries of 
all my managers, and they're pretty much up to date ... Minor queries; you have job 

numbers for every job that goes out, you'll get people internally wanting a job number 
and you can usually deal with that yourself without having to bother anybody. Nothing 

major, no major crises, most minor things you can probably pick up yourself. " 
(Secretary, InterCon England) 

"Quand on suit bien apres la vie du groupe, on est un peu au courant de tout un tas de 

chosen, et on arrive sans ä devoir passer par le responsable du groupe, on arrive ä Ies 

renseigner ... si c'est au niveau de son agenda ou au niveau du staffing du groupc, oui, 
je peux repondre, mail si c'est vraiment des questions professionnelles sur un futur job 

ou d'autres questions professionnelles, je ne peux pas rdpondre, alors ou je prends un 

message ou je lui demande s'il veut repondre ä la personne " 
[If you are following what the group's doing, you know about a whole lot of things, and 
you get to the point where you don't have to ask the group leader, you can tell them 
what they need to know ... If it's to do with his diary or about the staffing of the group, 
yes, I can reply, but if it's really a professional question on a forthcoming job or other 
professional matters, I can't reply, so I take a message or ask him if he wants to talk 
to the person in question. ] (Secretary, InterCon France) 

This division between calls that the secretary could deal with, and calls that had to 

be referred to the boss was apparent in the responses given by the bosses themselves 

at interview: 

"Quite often, simple requests for information, if they involve things she knows the 
answer to, she will tell them, and then she will tell me that she's told them. " (Boss, 
InterCon England) 

"She seldom takes action, because she's not really in a position to take action, she 
would if it's just to put a slot in my diary and that sort of thing, but the telephone calls 
that come through are not really of the sort of nature that she could follow through 
on. " (Boss, InterCon England) 

Thus, those calls which the secretary felt able to handle, or which the boss thought 

she was capable of handling, were very much restricted in comparison with calls 
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which were dealt with by the boss. Secretaries, on the whole, were able to deal with 

administrative matters, for example, organising meetings for the boss, answering 

simple questions, whereas anything that required the boss's professional opinion on 

a job had to be dealt with personally by him. 

The same division between calls that the secretary could handle herself and calls to 

which the boss had to respond himself was apparent in InterPub. However, the 

degree to which secretaries filtered their bosses' calls appeared to be considerably 

less in the publishing firm in all three countries, since calls often went straight 

through to the bosses. This corroborates the findings of the questionnaire survey. 

The question of when secretaries filtered their bosses' calls emerged as an interesting 

theme in the course of the interviews: 

"If I'm fed up with the phone or I have no time for it, then I can always give it to her. " 
(Boss, InterPub Germany) 

"Es gibt auch natürlich ganz oft Tage, wo ich weiß, es wird jemand anrufen, für den ich 
nicht vorhanden sein will, dann stelle ich meinen Apparat um. " 
[There are also, of course, quite often days when I know someone will ring up who I 
don't want to talk to, so I transfer my calls through. ] (Boss, InterCon Germany) 

"Oui, pratiquement tout le temps, parce que sinon, je Buis derangde sans arr@t, et 
comme eile peut resoudre ä peu pros 90% des appels que j'ai 

... 
Ca m'enik`ve 

6normement, enorm6ment de petits soucis, en fait, qui ne sont pas d'un grand inter@t, 

qui prennent 6normement de temps. " 
[Yes, [she answers my calls] almost all the time, because otherwise I'm constantly 
disturbed, and since she can solve around 90% of the calls I get ... It removes a huge 

number of little problems, in fact, which are not very important, and which take up a 
huge amount of time. ] (Boss, InterCon France) 

"Für den Chef erstmal, aber nicht immer, aber er hat oft das Telefon auf meinen 
Apparat umgestellt, weil er nicht gestört werden möchte, und nicht mal alle Leute 
sprechen möchte. " 
[(I answer calls) first of all for my boss, but not always, but he often transfers his calls 
to my extension because he doesn't want to be disturbed, and doesn't want to speak to 
everyone. ] (Secretary, InterPub Germany) 

These quotations reveal two things. The first concerns the relative value of the 

bosses' and secretaries' time - the bosses clearly believed that their time could be 

more profitably spent on other matters than answering their telephone, and therefore 

this task could be handed over to their secretaries. The second theme is one of 
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choice. The bosses had a choice as to whether or not they answered their telephone 

calls, and it was up to them to decide whether their secretary screened their calls. 

In this sense, the secretary had no choice over the matter, and it could be argued that 

she was therefore not exercising discretion. However, one significant fact is that, 

when calls were routed to the secretary, it was left to her to decide whether calls 

should be put through to her boss, or whether she could deal with them herself. 

Consequently, in Crompton & Jones' (1984) terms, handling telephone calls is a task 

that at least offers secretaries the potential for exercising control. 

Dealing with the post was another daily occurrence for most of the secretaries, and 

was mentioned by around one-third in each country amongst their ten most time- 

consuming tasks. Over two-thirds in each country also reported `always' opening their 

boss's post, but the figure was highest for France (87%, n=69, compared with 71% 

in Germany (n=55) and 69% in England (n=61). Slightly more publishing than 

consultancy secretaries reported `always' or `mostly' opening their boss's post (88%, 

n =59, compared with 82%, n =126). 

At interview, the secretaries were able to explain in more detail how they handled 

the post. Almost all said that they read and sorted the mail according to urgency 

before passing it onto their bosses: 

"Dann sortiere ich die Post für meinen Chef vor, und das heißt, ich schaue nach, ob es 
ein Telefax, die E-Mail, die Dinge die sehr dringend sind, und habe einen Ordner, wo 
ich das immer nach vorne lege, würde seine Zeitschriften und alles andere ganz nach 
hinten legen, weil er kann sie alle nicht durchlesen im Moment. " 
[Then I sort my boss's post, ie, I look to see if there's a fax or an E-mail, things that 
are very urgent, and I have a file, where I always put those on top, and I'd put his 

newspapers and everything else right at the back, because he can't read them all at the 
moment. ] (Secretary, InterCon Germany) 

"Je mets le courrier le plus urgent, le plus important, qu'il faut qu'il voic cn arrivant au 
bureau, je le mets sur le dessus, et puis aprPs, je classe en fonction de priorit6. " 
[On top, I put the most urgent, the most important post that he has to sec when he 

gets to the office, and then I classify the rest according to urgency. ) (Secretary, 

InterCon France) 
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In other words, the secretaries played an active role in presenting the mail to their 

bosses by reading the contents and making a judgement about the relative importance 

of the items received. Some secretaries went even further than this: 

"Je l'ouvre, je le lis. Ce qui est urgent, je le mets sur son bureau pour qu'il l'aie tout 
de suite. Ce qui est moins urgent, je le laisse sur son bureau dans un basket. Quand 

c'est des chores auxquelles je sais repondre, je commence ä repondre tout de suite, et 
je lui mets dejä sur son bureau la reponse. " 
[I open it [the post], I read it. I put the urgent things on his desk so that he has them 

at once. I leave the less urgent things on his desk in a tray. If it's something I can deal 

with, I start a reply at once, and put the answer on his desk as well. ] (Secretary, 
InterCon France) 

"Je fais souvent des compte-rendus avant qu'elle ne Lise le courrier. Comme eile n'a 
pas toujours le temps, c'est moi qui lis pour eile, et qui ! ui dis si je pense que ca lui est 
interessant ou pas. Donc ca consiste ä bien connaltre la personne, bien connattre son 
travail aussi, ca, c'est important, de bien connaltre la fonction de la personne pour qui 
on travaille. " 
[I often do a summary of the post before she reads it. As she hasn't always got time, 
I read it for her and tell her if I think it's important for her or not. So you have to 

really know the person and their work very well. It's very important to know what the 

person you work for does. ] (Secretary, InterPub France) 

Thus, these secretaries took action on the incoming post themselves, and not just 

leaving it for their bosses to deal with. Interestingly, examples of such action only 

occurred in France, where the highest proportion of secretaries reported opening the 

post, and they provide a clear example of how a secretary can exercise `control', in 

Crompton & Jones' (1984) words, over their work. 

Perhaps surprisingly, more secretaries who worked for two or more bosses reported 

`always' opening the post, 83% (n=81), than secretaries who had just one boss, 72% 

(n=99). Similarly, slightly fewer secretaries working for a Managing Director (or 

equivalent; 83%, n=24) reported `always' or `mostly' opening the post, compared with 

85% of other secretaries (n = 158). Thus, it would appear that nationality and number 

of bosses were more related to opening the post than hierarchical level of the boss. 

Although more French secretaries reported opening the post, paradoxically, they were 

by far the least likely to redirect their bosses' mail automatically, with just 45% saying 

that they `always' or `mostly' redirect post (n=69), compared with 60% of English 
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(n=61) and a much higher 73% of German (n=55). In all three countries, publishing 

secretaries were more likely to redirect post than consultancy secretaries, and this was 

especially true in England and Germany: 

Secretaries `Always' or 'Mostly 

redirecting post 

(Percentages) 

England France Germany Overall 
(n=51) (n=69) (n=55) (n=175) 

Consultancy 57 44 63 53 

Publishing 73 47 84 69 

Overall 60 45 73 62 

Table 6.4 

In this instance, hierarchical level of the boss appeared to be related to the likelihood 

of the secretaries redirecting the post, since 76% of Managing Director's secretaries 

(or equivalent; n=24) said that they `always' or `mostly' redirected their boss's post, 

compared with 56% of other secretaries (n = 158). The number of bosses did not 

appear to make much difference, with 88% of secretaries with one boss reporting that 

they redirected the post (n=99), compared with 90% of those with two or more 

(n=81). 

In summary, it is clear that a majority of the secretaries exercised a considerable 

degree of control over their handling of their bosses' post, primarily by reading it and 

sorting it according to priority. It also took the form of acting upon the contents, 

either by redirecting letters automatically to someone else, or by drafting a response. 

This requires a knowledge of the boss, the current situation of his or her work, and 

the company as a whole. The tendency that emerged in the questionnaire was for 

publishing secretaries to be more proactive in this sense than consulting secretaries, 
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and German secretaries to be more pro-active than English or, especially, French 

secretaries. 

In response to the open-ended question on the most time-consuming tasks, a 

significant proportion of secretaries mentioned keeping their boss's diary, or 

arranging meetings, 52% in England (n=61), 45% in France (n=68) and 33% in 

Germany (n=48). This pattern was reflected in the numbers of secretaries who said 

that they `always' or `mostly' made their bosses' appointments, shown in the table 

below: 

Secretaries `Always' or `Mostly' 
making appointments 

(Percentages) 

England France Germany Overall 
(n=61) (n=69) (n=54) (n=184) 

Publishing 73 58 46 57 

Consultancy 56 56 33 51 

Overall 61 T 56 37 
ýý j 53 

Table 6.5 

Thus, the tendency was for English secretaries to have more control over their bosses' 

diaries than their French and, especially, German counterparts, and for publishing 

secretaries to have slightly more control than consultancy secretaries. 

This was confirmed at interview, where many of the consulting secretaries, 

particularly in Germany, explained that they were unable to have complete control 

over their bosses' diaries, due to the nature of the consulting business: 

"Ich mache ihm seinen Plan und seinen Schedule, aber es ist nicht wie man in den 
Filmen sieht oder so, daß die Sekretärin genau weiß, wann er jede Besprechung hat. " 
[I do his plan and his schedule, but it's not like you see in films, where the secretary 
knows exactly when he has every meeting] (Secretary, InterCon Germany) 



232 

"Sie machen auch vieles selber, dadurch, daß sie so oft unterwegs sind ... also richtig 
selbständig kann man nicht, nur in Abstimmung mit den Herren. " 
[They [the bosses] also make a lot of their own [appointments], because they are so 
often out of the office ... so you can't do it really by yourself, only in coordination with 
the men [bosses]. ] (Secretary, InterCon Germany) 

Others explained that, owing to the number of different contracts being worked on 

at any one moment, the situation could change at very short notice, which could 

mean that the bosses were constantly altering meetings. 

At lower levels in the hierarchy in the consulting firm, secretaries often did not keep 

their bosses' diaries, since they were usually attached to one particular project and 

would be at the client's offices practically all the time. In these cases, the secretary 

would simply know where the consultant was working, and when he was likely to be 

back in the office. Thus, it was particularly at the partner level in the consulting firm 

where the secretary had an involvement in planning meetings for her boss. This was 

corroborated by the overall findings concerning making appointments and level of 

boss - whilst 82% of secretaries working for Managing Directors or equivalent (n = 23) 

said that they `always' or `mostly' made their boss's appointments, this was true for 

just 50% of other secretaries (n =157). 

Interestingly, at InterPub in Germany, most of the secretaries said that their bosses 

kept their own diaries, and that this was the custom in the firm. In France, the same 

was true for secretaries working for editors, but not for those in other functions. For 

example, the secretary to the Public Relations Manager said that she had complete 

control over her boss's diary. This was an extreme case, and in most instances in all 

countries at InterPub, secretaries shared appointment-making with their boss. One 

boss in the English office described the situation as follows: 

"She organises meetings but, again, it's obviously inefficient if you're with someone and 
you say, let's meet next week, make an appointment with my secretary, it's ludicrous, 

so we agree a date, but if I want to organise a meeting with four or five people, then 
I say to Jane, please can you organise this meeting, because that's very time-consuming, 

as you can imagine. " (Boss, InterPub England) 
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This reflects the attitude that was expressed earlier by a number of bosses on the 

subject of secretaries screening their telephone calls: where bosses wanted to save 

time, they allocated the task to their secretaries. Again, the secretaries appeared to 

have little choice in the matter, which suggests that their function in this type of work 

does not involve exercising control themselves. 

In conclusion, we can therefore say that running the boss's diary, when the secretary 

has complete authority in setting appointments, enables the secretary to exercise 

control. In practice, most secretaries did not have complete responsibility for the 

diary, and can therefore be said to operate within the `no control - complex rules' 

category. However, the very high percentage of Managing Directors' secretaries who 

kept their boss's diary suggests that, again, this is an area that offers secretaries at 

least the potential to exercise control over their work. 

Overall, it would appear that the gatekeeping function offers secretaries the potential 

to exercise control, in Crompton & Jones' (1984) terms, but that this is not a 

necessary outcome of performing gatekeeping functions. As the quotations from the 

interviews have demonstrated, much depends upon the way in which the boss and 

secretary work together, and the extent to which the secretary actively controls her 

boss's communications. As Vinnicombe (1980) has shown, there is a great variation 

in the extent to which secretaries influence their boss's communications. 

3.2.2 Text Production 

The second category of tasks to which we turn our attention is text production. This 

incorporates typing and associated tasks. 

In the questionnaire, the vast majority of secretaries, perhaps not surprisingly, 

mentioned typing as one of their top ten tasks. The table below shows the 

percentages of secretaries who mentioned typing amongst their top three tasks: 
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Typing as one of three main tasks 

(Percentages) 

England France Germany Overall 
(n=61) (n=68) (n=48) (n=177) 

Publishing 80 63 74 70 

Consultancy 76 63 76 73 

Overall 77 63 73 73 

Table 6.6 

This table shows that typing was a very significant part of secretaries' jobs in all three 

countries, but especially in England and Germany. There was no clear distinction 

between the publishing and consultancy sectors within the individual countries. It 

would seem that, for secretaries in both sectors, particularly in England and 

Germany, typing constituted a major part of their workload. 

This was further corroborated by the responses given to Question 31 on the actual 

amount of time the secretaries spent typing: 

Amount of time spent typing 

(Percentages) 

England France Germany Overall 
(n=61) (n=67) (n=51) (n=179) 

<2 hours 39 40 31 36 

2-4 hours 46 46 33 42 

>4 hours 15 13 35 20 

Table 6.7 
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This table shows that most secretaries spent between 2-4 hours a day typing, with just 

20% typing for over four hours a day. A relatively large proportion of German 

secretaries spent over four hours a day typing, compared with English and French 

secretaries. This was especially true of German consultancy secretaries, 43% of 

whom typed for over four hours a day (n=30), compared with 24% of German 

publishing secretaries (n=20). One reason for this was no doubt what was referred 

to in InterCon's London office as the `three-page rule', in other words, secretaries 

there, and in the Paris office, did not have to type documents exceeding three pages 

in length, which were passed to central typing services instead. InterCon Germany 

had no central typing service (although a pool was being set up at the time the 

interviews were carried out), and so secretaries had to type all documents themselves. 

This is one example of the way in which the configuration of work division in the 

office can affect the job of the secretary. 

There appeared to be little relationship between the number of bosses for whom a 

secretary worked and the number of hours she spent typing a day. In fact, whereas 
23% of secretaries with one boss said that they spent over four hours a day typing 

(n=93), this was true for just 16% of those with two or more bosses (n=81). This 

is the opposite of what Vinnicombe (1980) has suggested might be the case. ' There 

was a slight tendency for secretaries to Managing Directors or equivalents to spend 

less time on typing; whereas 48% of MD's secretaries reported spending less than two 

hours a day typing (n =23), this was true for 36% of other secretaries (n = 154); 17% 

of MD's secretaries reported typing for over four hours a day, compared with 20% 

of other secretaries. 

Although this provides some idea of the amount of typing work that was done by the 

secretaries, it is also necessary to ascertain to what extent they exercised control over 

their typing in order to categorise this activity on Crompton & Jones' (1984) scale. 
Further questions (Qu. 36) therefore also asked the secretaries whether they wrote 
their own reports or letters. It was felt that this would give some clue as to whether 

1 These figures may well be biased by the very high proportion of German secrctarics who reported 
having one `boss', but in fact turned out to work for a number of people (Section 2.4). 
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the typing involved composing text as well, which would constitute a greater degree 

of skill level and control than typing from dictated or manuscript notes. 

It transpired that, in England, 45% of secretaries did write their own reports, but only 
15% overall did this more than very occasionally (n=60). This figure was lower in 

France, where 34% of secretaries wrote their own reports, and only 13% more than 

very occasionally (n=67). Germany was the only country where a majority of 

secretaries wrote reports, 63%, with 21% doing this more than very occasionally 
(n = 52). 

In all countries, more publishing secretaries wrote reports than consultancy 

secretaries, but this applied to fewer French secretaries in both sectors than was the 

case for either England or Germany: 

Secretaries writing own reports 

(Percentages) 

England France Germany Overall 
(n=60) (n=67) (n=53) (n=180) 

Publishing 67 42 71 60 

Consultancy 38 29 59 49 

Overall 45 33 64 
_J 

53 1 

Table 6.8 

Similar patterns were found in the response to the question of whether the secretaries 

wrote their own letters, as more German secretaries wrote letters on a regular basis 

than English and, in particular, French secretaries: 
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Secretaries writing own letters 

(Percentages) 

England France Germany Overall 
(n=59) (n=67) (n=55) (n=181) 

Never 2 28 7 13 

Few times a 39 24 67 42 
week or more 

Table 6.9 

Again, the overall tendency was for publishing secretaries to write more of their own 
letters than for consulting secretaries, although wide variations existed between 

sectors: 

Secretaries writing own letters 
once a week or more 

(Percentages) 

England France Germany Overall 
(n=59) (n=67) (n=55) (n=181) 

Publishing 53 53 80 64 

Consultancy 53 27 70 47 

Overall 53 34 75 
J I 52 

Table 6.10 
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Overall, a high proportion of secretaries across the three countries wrote their own 
letters and reports. This was particularly true in Germany, where 93% of secretaries 

wrote their own letters and 63% their own reports. This was confirmed by the 19% 

(n=48) of German secretaries who listed writing their own documents among their 

top ten tasks (compared with 2% in England (n=61) and 7% in France (n=68)). 

French secretaries had least responsibility in this area, but even there a majority 

wrote their own letters. This would suggest that a large proportion of secretaries, 

particularly in publishing firms, exercised a considerable degree of control in this 

area. Overall, differences between countries were greater than those observed 

between sectors, with German secretaries appearing from the questionnaire responses 

to exercise most control, and French secretaries the least. 

A considerably larger proportion of secretaries with just one boss reported writing 

their own letters at least a few times a week (53%, n=99) than secretaries with two 

or more bosses (30%, n=78). Similarly, far more secretaries who worked for a 

Managing Director or equivalent, 61% (n=23), than other secretaries, 39% (n=155), 

reported writing their own letters. 

At interview, the secretaries gave more detail about the nature of documents which 

they themselves were responsible for producing. A somewhat different picture 

emerged than might have been expected, and many secretaries described the letters 

they themselves were responsible for writing in deprecating terms. This was 

especially true in InterCon: 

"Kleine Briefe, ganz kleine Sachen, Bestellungen oder irgendsowas, aber nichts von 
Bedeutung. " 
[Little letters, really small things, orders or things like that, but nothing important. ] 
(Secretary, InterCon Germany) 
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"Wenn es etwas einfaches ist, wo keine Komplikationen daraus entstehen können, dann 
unterschreibe ich selber. " 
[If it's something simple, and no complications could arise, then I sign it myself. ] 
(Secretary, InterCon Germany) 

"Des memos pour convoquer des gens ä des reunions, ä des sdminaires, des lettres 
d'accompagnement de documents ou de quelque chose. " 
[Memos inviting people to meetings, seminars, letters accompanying something. ] 
(Secretary, InterCon France) 

"Mitteilungen an verschiedene Mitarbeiter, dann Buchungen, Anmeldungen und 
Hotelreservierungen, und zum Beispiel Statistik, welche Schulungen welcher Mitarbeiter 
besucht hat. " 
[Information for various consultants, then bookings, registration, hotel reservations and, 
for example, statistics on which consultant has attended which courses. ] (Secretary, 
InterCon Germany) 

Thus, many of the secretaries saw the letters and other documents that they wrote as 
`unimportant'. If it was something `important', then it was referred to the boss. Thus, 

any matters relating to the consultancy side had to be dealt with by the boss: 

... Bestellungen, zum Beispiel, also alles organisatorische Sachen, die an sich mit dem 
Sekretariat was zu tun haben. Fachliche Sachen, also Schreiben, die an Kunden gehen, 
die kriege ich fertig, also die muß ich nur abtippen. " 
[ (I write) orders, for example, everything that is to do with organisation, that has 

something to do with the secretarial side. I'm given all the business things all ready, 
letters to clients, so I just have to type them up. ] (Secretary, InterCon Germany) 

One secretary at InterCon France, who worked for the Finance Director, explained 

the difficulties she had in taking any responsibility for writing her own letters: 

"Ce n'est pas facile, parce qu'en dehors de tout ce qui est vraiment purcmcnt 
administratif, c'est-ä-dire, une transmission de document, des chosen comme ca, c'cst 
tellement lib ä la direction financiere, ou ä des r6sultats ou des choscs comme ca, que 
moi, je ne peux pas les ecrire " 
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[It's not easy, because apart from all the purely administrative things, ic, sending a 
document, things like that, the work's so linked with the financial management or 
results or things like that that I can't write them myself. ] (Secretary, InterCon France) 

Thus, although many secretaries, especially in Germany, were responsible for writing 

their own letters, these were often restricted to what the secretaries themselves 

viewed as ̀ unimportant matters'. This was reflected in some of the comments made 
by bosses as well: 

"Wenn das allgemeine Briefe sind an Lieferanten, wo manches sich wiederholt, dann 
kann sie die Briefe selbst schreiben. Wenn es wichtige Sachen sind, 
Preisverhandlungen oder Vertragsumstände, dann diktiere ich es. " 
[If it's a general letter to suppliers, where there's a lot of duplication, then she can 
write the letter herself. If it's something important, price negotiations or something to 
do with a contract, then I dictate it. ] (Boss, InterPub Germany) 

In many instances, therefore, especially in the consultancy company, secretaries were 

exercising control in one sense by writing their own letters, but in another way were 

restricted to doing this in relation to administrative matters not directly related to 

their bosses' functional responsibilities. 

Whilst the secretaries' involvement in this was deprecated by a number of both bosses 

and secretaries, notably in the consultancy company, other bosses actively encouraged 

their secretaries to do more: 

"Ich sehe Heidi eben mehr als Assistentin an, nicht nur als Sekretärin. Ich diktiere sehr 
wenig, ich gebe ihr meistens nur Stichpunkte .. was zu bestellen ist oder was zu 
besorgen ist, was zu regeln, und das kann sie selbständig machen. * 
[I see Heidi more as an assistant than just a secretary. I dictate very little, I usually 
give her the main points ... of things to order or sort out, or finalise, and she can do 
it herself. ] (Boss, InterCon Germany) 

"She should not do a lot of work where she just types" (Boss, InterCon Germany) 

Also, some secretaries clearly felt a sense of pride and achievement about letters they 

had written: 



241 

"I'll tell you one, which was my major achievement. We had this conference and I 
drafted a letter about all the conditions we wanted, all the things that needed sorting 
out, which was a long letter for me, how I wanted the whole day to run ... " (Secretary, 
InterCon England) 

In this instance, the letter written by the secretary concerned an area of her own 

responsibility, a conference that she was organising, rather than being related to 

administering her boss's work. This implies a degree of control beyond the writing 

of straightforward letters of confirmation or turning down an invitation, since this was 

something planned and executed by the secretary alone. 

There were many other examples of the same phenomenon, especially at the level 

of director or managing director's secretary. For instance, the secretary to the 

Managing Director of InterPub in Germany was responsible for organising the 
insurance and lease of the office building, and wrote letters on these subjects entirely 

on her own. Her boss admitted at interview that he had no idea what she did, but 

he was happy with the current arrangement since it worked well. 

Thus, many secretaries overall, as reported in the questionnaire, drafted their own 

correspondence and, at interview, it emerged that in a great number of cases 

secretaries exercised considerable control by writing letters relating to areas of 

independent work. This applied most of all at the upper secretarial levels, and for 

secretaries with just one boss, and occurred in both sectors. German secretaries were 
by far the most likely to exercise control in this way. 

3.2.3 Routine Office Work 

The third aspect of secretarial work can be loosely grouped together under the 

heading `Routine Office Work', in other words, tasks such as photocopying, sending 
facsimiles, filing and general errands. These tasks would typically give secretaries 

little or no scope to exercise any degree of control, being essentially straightforward, 

repetitive jobs, often involving operating machines. 
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In England, 59% (n=61) of secretaries placed filing amongst their top ten tasks, 

compared with 48% in France (n=69) and Germany (n=48), with 10% of English 

secretaries placing it in the top three, 7% of French and 6% of German secretaries. 

Similarly, 61% of English (n=59) and French (n=67) and 60% of German secretaries 
(n=55) said that they did the filing `a few times a week' or more. Only 2% of French 

and English and 4% of German secretaries `never' did any filing. Overall, slightly 

more publishing secretaries (63%, n=57) than consultancy secretaries (59%, n=126), 

said that they did the filing `a few times a week' or more. 

The tendency was for more publishing than consultancy secretaries in England and 
France to file `a few times a week' or more, in contrast with Germany, where this 

applied to 63% of consultancy (n=30) and 43% of publishing secretaries (n=23). 

There was a tendency for secretaries working for more than one boss to spend more 

time on filing, since 66% of secretaries with two or more bosses said that they did the 

filing `a few times a week' or more (n=97), compared with 56% of secretaries with 
just one boss (n=81). Similarly, fewer secretaries who worked for a Managing 

Director or equivalent reported filing a few times a week or more (56%, n=23) than 

other secretaries (63%, n =156). 

Filing appeared to be a relatively major task for most of the secretaries. At 

interview, however, it became apparent that some secretaries exercised a considerable 
degree of control in their carrying out of this task. Whilst some secretaries received 

exact instructions from their boss concerning the file into which they should place 

each document, others not only decided themselves where documents should be bled, 

but had been instrumental in designing the whole filing system. This applied to two 

of the German secretaries, one in each of the companies. In another instance, the 

secretary to the Managing Director in Germany would tell her boss where she filed 

documents so that he would know where to look for them if he should need them. 

One French secretary in InterPub had also devised the filing system herself. In 

England, the Managing Director's secretary at InterPub was assisted by a junior 
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secretary, to whom she delegated the filing. She would mark up the filing for her, 

and then pass it over. Thus, she was exercising a considerable degree of control in 

the execution of this task, since it involved delegation as well as determining where 
items should be filed. 

In fact, filing, whilst ostensibly a mundane, routine task, could be a source of control 
for the secretaries: 

"Ich mache es auch gerne, insofern, weil ich halt eben dann auch weiß, wo ich die 
einzelnen Dinge wiederlinden kann. " 
[I also enjoy doing it, because it means I know where I can find things again. ] 
(Secretary, InterPub Germany) 

In all countries, there were instances where the boss himself preferred to do the 
filing, in order to be sure that he could find documents again later. There were 

considerable variations within countries on this issue, and it was clear that who did 

the filing could depend on a number of factors, such as the physical location of the 

filing cabinets (in the secretary's office, in the boss's office, or a communal area), the 

attitudes of both the boss and the secretary towards filing, and the way in which they 

worked together. One French secretary at InterCon explained that she did not enjoy 
filing, and kept piling up documents until it got to the point where her boss would 
deal with it, simply in order to be able to find things. This was a deliberate tactic to 

exercise control over the task, and her boss, albeit in a negative way, similar to the 

strategies described by Pringle (1989), where secretaries would put salt in their 
bosses' drinks in order to ensure that they were not asked to make the coffee again. 

Photocopying was placed amongst the top ten tasks by a majority of secretaries in all 

three countries: 88% in England and France (n=61,69), but only 56% in Germany 

(n=48). This difference was reflected in the numbers placing it in their top three 

tasks: 38% in England, 29% in France, and only 8% in Germany. A very large 

proportion of secretaries in the two sectors reported photocopying 'a few times a 

week' or more, 98% of publishing secretaries (n=57) and 89% of consultancy 

secretaries (n =124). 
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The discrepancy between Germany and the other two countries can, in part, be 

explained by a fact that emerged at interview with the personnel officers. In both 

companies in Germany, the tendency was for office juniors to be employed for tasks 

such as photocopying. This was not the case in either of the other two countries, and 

suggests that a greater differentiation of jobs might exist in Germany. A number of 
German secretaries, when asked about such tasks as filing and photocopying, said that 

they delegated this work to the junior. This reflects a theme introduced in Chapter 

V, where we discussed the German `dual system' of training office workers. Very 

often, the `juniors' referred to were on this training scheme or had just qualified. 
Thus, the training scheme provides a pool of junior office workers who are able to 

take on some of the more routine tasks, leaving the secretaries more time to 

concentrate on other jobs. 

The number of bosses for whom the secretaries worked appeared to make no 
difference to the amount of photocopying they did; 92% of secretaries working for 

either one or two or more bosses said that they photocopied `a few times a week or 

more' (n=97,79). Very similar results were obtained for secretaries working for 

Managing Directors as compared with other secretaries. ' 

In general, in all three countries, the secretaries said that their bosses very rarely did 

any photocopying themselves, unless it was a short document: 

"Manchmal, so kleinen, wenn es nur so eine Seite ist, aber alle größere Dinge, die 
mache ich. " 
[Sometimes little things, if it's only a side or something, but I do all the bigger 
documents. ] (Secretary, IntcrCon Germany) 

"Ja, photokopieren tut er auch mal selber, wenn er gerade so in Eile ist, und sieht, daß 
ich auch in Streß bin, dann macht er es selber. " 
[Yes, he sometimes does do photocopying himself, if he's in a hurry and sees that I'm 
under pressure as well, then he does it himself. ] (Secretary, IntcrPub Germany) 

1 92% of Managing Directors' secretaries (n =23) and 93% of other secretaries (n=154) photocopicd 
'a few times a week' or more. 
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This was reflected in France and England as well. The impression was that bosses 

would not do photocopying if it was in large quantities, or on a regular basis. This 

was confirmed by the bosses themselves: 

"Abends, wenn sie nicht da ist, dann mache ich cs selbst 
[In the evenings, when she's not there, then I do it myself. ] (Boss, InterPub Germany) 

Other bosses in all three countries said that they occasionally did photocopying, but 

the impression was very much that it was the exception rather than the rule, since it 

constituted a ̀ waste of time', rather like booking meetings or answering the telephone 

described in the earlier section. 

The pattern observed for photocopying was mirrored in sending facsimiles. Seventy- 

five percent of English secretaries (n=59) said that they sent facsimiles a few times 

a week or more, compared with 81% of French secretaries (n=67), and only 56% of 

German secretaries (n=55). This difference can no doubt be accounted for in the 

same way as the discrepancy in the amount of time spent photocopying. 

Thus, it would seem that routine office work, such as filing, photocopying and sending 

facsimiles are a significant part of the job of the secretary, particularly in England 

and France. Photocopying and sending facsimiles are areas where it is not really 

possible for the secretary to exercice much control, and it would be true to say that 

these tasks fall into Crompton & Jones' (1984) first category of `no control - simple 

rules'. However, as was illustrated by some of the quotations from the secretaries 

concerning filing, it is possible for secretaries to make what could appear a mundane, 

routine task into something that affects their whole work and enables them to 

exercise control. 
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3.2.4 Work on Own Initiative 

In this section, we move on to discuss work which is done by secretaries on their own 
initiative, or where they work autonomously. It is in this area that the variety of tasks 

that can form part of secretarial work becomes apparent. 

In general terms, 44% of English secretaries (n=61), 39% of German (n=48) and a 
lower 24% of French secretaries (n=69) placed administrative tasks amongst their 

top three jobs. Publishing showed the greatest degree of consistency across the three 

countries, as is shown by the table below: 

Administration 
as one of three main tasks 

(Percentages) 

England France Germany Overall 
(n=61) (n=68) (n=48) (n=177) 

Publishing 40 32 35 37 

Consultancy 43 20 38 34 

Overall 44 24 39 35 

Table 6.11 

Thus, nearly half the English secretaries placed administrative jobs amongst their top 

three tasks, compared with slightly less than a quarter of the French secretaries. The 

consultancy sector in France stands out as the area where secretaries were least likely 

to mention administration. Overall, there was very little difference between the two 

sectors. 

These trends were reflected in the responses given to questions relating to frequency 

of organising conferences, seminars and other meetings. Only 10% of French 

secretaries (n=69) mentioned this among their top ten tasks, compared with 16% of 



247 

English (n=59) and a much higher 29% of German (n=48). Again, 23% of French 

secretaries said that they `never' organised conferences, compared with 13% of 
English and just 9% of German. There was no strong pattern across the sectors, with 
33% of publishing secretaries (n =58) and 26% of consultancy secretaries (n =126) 

reporting that they worked on conference organisation `a few times a week' or more. 
More secretaries who worked for a Managing Director (44%, n=23) than those who 
did not (26%, n=157), reported organising conferences. 

Conference and function organisation appeared at interview to be a significant part 

of the work of the German secretaries, particularly at InterCon: 

"[Ich mache es] in Absprache mit dem Chef, aber man macht trotzdem sehr viel selber. 
Also, die Weihnachtsfeier, da hatten wir die Location ausgesucht gemeinsam, und ich 
habe das dann mit einer Kollegin völlig selbständig gemacht. Also, da wollte keiner 

mehr um irgendetwas wissen. ' 
[(I usually do it) in consultation with my boss, but you still do a lot yourself. We 
looked for a location for the Christmas Party together, and I then did it with a 
colleague completely independently. Noonc wanted to know anything more about it. ] 
(Secretary, InterCon Germany) 

This was true for InterCon secretaries in all three countries; conference organisation 

appeared to be a regular occurrence, since many meetings took place between the 

different offices. This frequently implied entirely independent work on the part of 

the secretaries. 

In Germany, a far smaller proportion of German secretaries said that they `never' 

took minutes at meetings (17%; n=48) than English or French (54% (n=61) and 
63% (n=68) respectively). Also, 50% of German secretaries (n=48) mentioned 

travel arrangements among their top ten tasks, compared with 31% of English (n=61) 

and only 17% of French secretaries (n=68). There was also a tendency for 

consultancy secretaries to be more involved in this type of work than publishing 

secretaries: 
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Travel arrangements as one of 
ten main tasks 

(Percentages) 

England 
(n=61) 

France 
(n=68) 

Germany 
(n=48) 

Overall 
(n=177) 

Publishing 

Consultancy 

13 

37 

16 

16 

21 

69 

18 

36 

Overall I F 31 17 50 31 

Table 6.12 

This discrepancy between the two sectors can, to a very large degree, be explained 

by the fact that the consultants simply travelled more than the publishers. However, 

a wide variation did exist within the consultancy sector itself. Virtually all the 

secretaries said that they organised travel in conjunction with their boss, and arranged 

flight times according to his preferences. Although the consultants travelled more 

than the publishers, it was interesting to note that none of the consultants said that 

he booked his own travel, whereas a few of the secretaries at InterPub in France said 

that their bosses would book their own travel. 

The number of bosses for whom the secretary worked made a slight difference to 

whether or not she reported travel arrangements among her top ten tasks; 33% of 

secretaries with just one boss reported booking travel (n=92), compared with 28% 

of those with two or more (n=81). However, the hierarchical level of the boss clearly 

did make a difference, since 50% of those working for a Managing Director or 

equivalent (n=24) reported travel as one of their top ten tasks, compared with just 

28% of the other secretaries (n=151). Again, this might simply be a reflection of the 

fact that the Managing Directors travelled more than their junior colleagues. 

A significant minority of secretaries in each of the countries placed various 

independent tasks amongst their top ten jobs. These were very diverse, varying from 
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training secretaries, co-ordinating the house journal, editing work, to ordering 

equipment or stationery. Interestingly, independent tasks were mentioned by 30% 

of French secretaries (n=68), 29% of German (n=48) and just 15% of English 

secretaries (n=61). Were previous trends to be repeated, we would expect fewer 

French secretaries to mention these independent tasks. This raises the interesting 

notion that French secretaries, whilst less likely to be involved in administration for 

their bosses (such as minuting meetings or arranging travel), were more likely to have 

areas of independent responsibility where they worked on their own. In all countries, 

publishing secretaries were more likely to mention independent work than 

consultancy secretaries. 

For example, one of the secretaries at InterPub France explained that she researched 

references for the annual reprint of the textbook on which she worked. Another at 
InterCon in France explained how she was responsible for finding out why bills have 

not been paid: 

On rccoit des papiers tous faits, si vous voulcz, il n'y a pas d'explications, on nous dit 

que sur tel ou tel job il manquc Sa ä facturcr, ou sur tcl ou tel job vous avcz fait la 
facture, eile n'est pas payee, mais, ensuite, nous, il faut voir pourquoi. " 
We receive the documents all ready, if you like, there arc no explanations, we arc told 

that on one job this has not been billed, or on another, you've done the bill, it's not 
been paid, but then we have to find out why. ] (Secretary, lnterCon France) 

"Unc fois par mois, il fait unc rdunion od sont tous scs managers, ct ä ccttc rounion, 
il dolt leur donner un cspbce dc suivi du practice, c'cst-ä"dirc, Icur dire oü l'on en est, 
qui est en train d'ecrirc des propositions sur quoi, combicn d'argcnt ca va rapportcr, 
tout un tas de choses comme Sa, ct sa, c'cst moi qui lc mots A jour chaque foil. " 
[Once a month, he holds a meeting with all his managers, and at the meeting he has 
to give them a sort of account of the practice, ic, tell them where we arc, who is writing 
a proposal on what, how much money it'll bring in, a whole lot of things like that, and 
it's me who brings it up to date each time. ] (Secretary, InterCon France) 

This was confirmed in the responses to the question on frequency of carrying out 

research. Whilst 9% of English secretaries (n=59) and 15% of German (n =52) said 

that they carried out research 'daily', this applied to 20% of French secretaries 
(n=69). More secretaries who worked for Managing Directors reported that they 

carried out research at least 'a few times a week', as compared with the other 

secretaries (57% (n=23), compared with 40%, (n= 154)). Similarly, more secretaries 
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with just one boss (47%, n=96) said that they carried out research at least `a few 

times a week' than secretaries with two or more bosses (37%, n=79). This was also 

true for slightly more publishing than consultancy secretaries (46%, n= 57, compared 

with 41%, n= 123). There was a slight tendency for secretaries with a higher level 

of education to do more research than the others; in England, 23% of secretaries 

with 0 levels (n=30) did research at least a few times a week, compared with 50% 

of those with A levels or higher (n=22). The same was true in France, where 43% 

of those with the baccalaureat or higher (n = 60) carried out research, compared with 
33% of the other secretaries (n=9). In Germany, however, this did not hold true, 

because 52% of secretaries with 0 level equivalents (n=29) carried out research, 

compared with 50% of those with the Abitur or higher (n = 18). However, overall, 
51% of secretaries with A level equivalents or above (n=90) carried out research a 
few times a week or more, compared with 37% of other secretaries (n=68). 

To a large degree, the extent to which secretaries became involved in such activities 
depended upon her boss. One German boss said: 

"I think to myself, it's a lousy job, a secretary, always depending on another person. 
Actually, I rind it also good that she has her own work too, because then I don't feel 

guilty when I can't support her with work. I rind it very important that she spends 
30%-40% of her time on her own responsibilities, if she can do that. (Boss, IntcrPub 
Germany) 

A similar scenario was observed in England at InterPub. The following quotations 

are taken from interviews with a secretary and her boss: 

"I've become much more confident, and therefore I can do a lot more. I'm doing a lot 
more marketing work than secretarial, because they know what 1 can achieve now, so 
they're giving me more responsibility. Yes, it has changed, in the sense that I can do 
more, rather than my first job, where I didn't really know the ropes, but now I do ... dealing with the paper, leaflets, ordering it myself, ringing up the printers, going across 
to the designers and checking artwork, proofreading... " (Secretary, IntcrPub England) 

"I think the secretarial role in our department is quite an administrative job, it's a job 
in itself. When I say it's administrative, I mean it's directly involved in the operations 
of the department, as well as supporting in the strict secretarial sense, so that I'd rather 
Jane spent her time doing that and being another part of the department, rather than 
being a supporter of John and I 

... they're just part of the team, they're just another 
person who's got the title 'secretary. " (Jane's Boss, InterPub England) 
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The overall impression was gained that English secretaries had far less involvement 

in independent work than either the German or the French. For instance, only 31% 

of English secretaries said that they used a computer (other than for word processing) 

at least several times a week (n=61), compared with 51% of German (n=51) and 

54% of French secretaries (n=69). Fewer English secretaries also reported doing any 

figure work or statistics among their top ten tasks (23%, compared with 35% of 

French and German secretaries). 

At interview, the secretaries were able to explain in more detail the type of statistical 

work they did. At InterCon, many of the secretaries in France and Germany working 

for partners (but not in England) reported that they spent a great deal of time 

working out monthly statistics for their boss's department, covering such things as 

business in progress. This involved both researching the figures by contacting all the 

managers in the department, and compiling and presenting the statistics. 

The role played by the boss in determining the extent to which his or her secretary 

takes responsibilities, as has already been pointed out, is vital. One Partner in 

InterCon in London described how his secretary attempted to summarise the figures 

for his department: 

"Julie prepared, as I said, the Pcrformancc Report, and she got it totally wrong, out by 

a factor of 10 ... it was an initiative she took and she got it totally wrong, which 
annoyed me ... I don't think she would want to do it again. " (Boss, IntcrCon England) 

This job was not normally part of the secretary's job at InterCon in London, and the 

secretary in question had offered to take on the task whilst the person responsible 

was away. She had never done it before and, since she got it wrong, her boss was 

clearly not willing for her to try again. This stands in contrast with the attitude of a 

Partner at InterCon in Paris. He had specifically recruited his secretary to take on 

such jobs as reporting on the work in progress and generally administering the whole 

department, alongside more 'traditional' secretarial duties, and was gradually passing 

more work over to her as she gained more experience: 
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"Les autres partners en charge de groupe, ils ont une secr&taire et une assistance ... 
inversement, moi, je pense qu'une bonne secretaire dolt pouvoir faire ca. " 
[The other partners in charge of a group have a secretary and an assistant ... 

I tend to 
think, on the other hand, that a good secretary should be able to do the work. ] (Boss, 
InterCon France) 

Unlike the English boss, who was almost deliberately stopping his secretary from 

taking on reporting tasks, this French boss had actively constructed the role of his 

secretary in such a way that she could take on this type of work. This reflects the 

argument concerning office automation as a whole, that new technology, of itself, 

does not determine job content (Webster, 1990; 1988; Buchanan & Boddy, 1982): 

"The relationships between technology on the one hand, and job content and 
organization structure on the other, are not determinate, but may be mediated by 

management assumptions, deductions, perceptions, and objectives. " (Buchanan & 
Boddy, 1982, p. 2) 

Thus, in the case of the secretaries, it is the attitude of the boss towards giving his 

or her secretary responsibility that, in part, determines the extent to which she is able 

to use new technology in her job. 

Jobs for which secretaries were solely responsible varied enormously between 

countries, sectors, and between individual secretaries. To a large degree, however, 

they inevitably reflected the content of their bosses' job. For instance, the secretary 

to the Personnel and Administration Director at InterCon in Germany was 

responsible for ordering office materials and stationery from suppliers. She was also 

the co-ordinator for travel arrangements for the office, so that if another secretary 

wanted to book travel, she would do it through her. An additional responsibility was 

the purchasing of individual Christmas presents for all the staff in Germany. 

At InterPub in Germany, the secretary to the Managing Director was responsible for 

administering the rent for the office building, and all matters relating to insurance. 

Her boss admitted at interview that he knew nothing at all about these. The main 

task of one of the secretaries who worked for an editor at InterPub in Germany was 

to mark up manuscripts by hand for the printer. 
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Many secretaries had personnel-related responsibilities as well. In InterCon in 

France, one secretary on each floor was delegated the responsibility for all secretaries 

on her floor. One explained: 

"Je gere un petit peu leurs congds, c'est-ä-dire, essayer ä ce que les secrdtaires ne 
partent pas toutes en meme temps pour les conges. C'est moi egalement qui demande 
les int6rimaires ... Je vais voir aussi le directeur du personnel pour voir un petit peu au 
niveau des postes, pour le recrutement, et puls s'il ya des probl6mes avec des 
secretaires, s'il faut leur proposer d'autres poster. " 
[I administer their holidays, ie, I try to make sure the secretaries don't all go on holiday 

at the same time. I'm also responsible for asking for temps ... I go and see the 
Personnel Director to talk about the jobs, for recruitment, and if there are any 
problems with the secretaries, if they should be offered another job. ] (Secretary, 
InterCon France) 

In England, the secretaries to the Managing Director of each company were 

responsible for supervising and delegating work to a junior secretary and in Germany, 

one secretary at InterPub was responsible for supervising a receptionist. One of the 

secretaries at InterCon worked for a Personnel Manager. Her boss explained: 

"Most of her work isn't secretarial, it's sort of personnel assistant ... a lot of personnel 
work, the chasing, the administration, is done by Sarah. It's not what I would define 
as a purely secretarial role by any means ... She has to talk to all the staff, make sure 
they've sent the client report in on time, and there's quite a lot of work involved in that 

... There's a lot of telephone work, she does a lot of the appraisal forms administration 

... [she] gives me a report each week saying these partners have not done these 
counselling interviews. " (Personnel Boss, InterCon England) 

At interview, the secretary with the greatest responsibilities in the personnel field was 

the secretary to the Managing Director at InterCon Germany. She was responsible 
for the entire secretarial staff at the Frankfurt office: 

"Das macht schon Spaß, wie gesagt, ich habe jetzt quasi die Verantwortung für die 
Sekretärinnen von Frankfurt, und was geschieht oder nicht geschieht mit den 
Sekretärinnen ist immer meine Sache. " 
[I do enjoy it, as I said, I am now more or less responsible for the secretaries in the 
Frankfurt office, and what happens or not with the secretaries is always my problem. ] 
(Secretary, InterCon Germany) 
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Another area in which secretaries could exercise the use of skill was in using foreign 

languages. However, only 10% of English secretaries (n=59), compared with 56% 

of German (n=51) and 59% of French secretaries (n=68) used their languages in 

their work. The greater instance of foreign language use by secretaries in these latter 

two countries can, in part, be attributed to the use of English as the language of 
business communication, since most of the French and German secretaries who said 

they used their languages referred exclusively to English. It can no doubt also be 

explained by the fact that the English secretaries, as we saw in the previous chapter, 

simply did not possess the linguistic abilities of their continental counterparts. 

It was particularly the German secretaries who reported using their languages at 
interview. This was especially the case in the consultancy company, and all the 

secretaries who worked for line consultants reported having extensive contact with 

offices of InterCon abroad both by telephone and in writing. This did not apply so 

much to secretaries not working for consultants, however, and one secretary in the 

French office who worked for a consultant in the computing division also said that 

she hardly used her languages. 

In summary, there were many different ways in which the secretaries in all three 

countries were able to work independently of their boss. However, the English 

secretaries appeared to be consistently less involved in independent work than the 

French or, especially, the German secretaries. This is further reflected in the fact 

that 29% of the English secretaries mentioned that they were dissatisfied with having 

to run errands, compared with 19% of French (n=63) and 15% of German 

secretaries (n=40). Whilst 27% of German secretaries specifically mentioned that 

they were satisfied with the responsibility of their work (n=40), this was true for just 

14% of French secretaries (n = 64) and 2% of English scretaries (n = 54). Again, just 

6% of English secretaries mentioned that they were satisfied with the independence 

of their work (n=52), compared with a much higher 41% of French secretaries 
(n=63) and 47% of German secretaries (n=40). 
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The German secretaries were the most involved in booking travel, minuting meetings, 

and organising conferences. The French secretaries appeared to be least involved in 

administrative tasks, organising conferences or travel, but to do more research, carry 

out more independent tasks and use their languages more. Hierarchical level of the 

boss, sector and the willingness of the boss to allow his or her secretary to carry out 
independent work emerged as important intervening variables affecting the extent to 

which the secretaries were able to carry out independent tasks. Clearly, however, 

secretarial work allowed the majority of secretaries to exercise some form of control 

over their work through independent tasks. 

Before analysing these findings further in relation to the other findings on secretarial 
job content, we will first of all examine in more detail the jobs of three individual 

secretaries. 

4. CASE STUDIES 

In this section, we present the results of the interviews with three secretaries, one 
from each country. The aim of the case studies is to show how individual tasks can 
be constructed into jobs, and to illustrate the different ways in which secretaries can 

exercise control in their work. 

4.1. Catherine. Secretary to Public Relations Manager, InterPub France 

Catherine had been working for one year with her boss, Nathalie, at the time of the 

interview. Nathalie had been with the company for several years, and had recently 
been promoted to the new post of PR Manager. Catherine described how she and 
Nathalie had built up their new jobs together, and clearly viewed her own job in 

terms of how she and Nathalie worked as a team, rather than seeing her role purely 

as a support function: 

"Il ya donc peu de frappe, ce qui fait qu'il ya beaucoup de dossiers a suivre ... II ya 
l'aspect institutionnel, c'est-ä-dire, des relations avec la chambre de commerce, avec des 
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syndicats, avec des ministeres ... 11 ya donc tout un aspect suivi de contacts, de 

relations, d'envoi d'ouvrages gratuits, de mise en communication de certains produits. " 
[There's very little typing, which means that there are a lot of things to follow up on 

... 
There's the institutional aspect, ie, contacts with the chamber of commerce, unions, 

ministries ... So there's a whole part of it that's concerned with following up contacts, 
external relations, sending free books, telling people about products. ] 

This approach to describing her job was unique not just amongst French secretaries, 
but amongst all the secretaries who were interviewed. The closeness that was evident 
in the way Catherine and Nathalie worked together was undoubtedly facilitated by 

the fact that they shared an office. Catherine explained that this meant she always 
knew what was going on, and was able to be present at most of the meetings that 

were held in the office: 

"L'avantage de travailler ä deux dans le meme bureau, et lä Nathalie est d'accord avec 
moi, c'est que chacune est au courant de tout, done meme si c'est de petites chosen ... 
on sait ce qui s'est passe, on sait que ca existe, et qu'il faut faire ca en consequence. " 
[The advantage of sharing an office, and Nathalie agrees with me on this, is that we 
both know what's going on, so even if it's just little things ... we know what's happened, 

what's going on, and that as a result this particular action has to be taken. ] 

When it came to typing, Catherine and Nathalie would often work on documents 

together. This meant that Catherine rarely typed anything that she herself had not 

written. She explained that she and Nathalie usually attended meetings together and 

would then work on the minutes in the following way: 

"Et apres, pour que le compte-rendu tienne debout, que ca ait une valeur, on fait le fait 
toutcs les deux ensemble lä-bas. On travaille beaucoup ensemble, on travaille meme 
souvent ensemble directement sur le PC, on ecrit un plan, mail le detail, on le fait 
directement sur le PC. " 
[Afterwards, so that the minutes were correct and were of value, we both work over 
there (indicating the PC). We work a lot together, we even work together directly on 
the PC. We write out a plan, but we work out the details straight onto the PC. ] 

Often, Catherine wrote letters herself without being asked, and she also filtered all 
Nathalie's telephone calls, dealing with them as much as possible: 

"Quand je connais les affaires, je les Buis, donc je ne passe pas du tout ä Nathalie. 
Quand je connais moins les affaires, je prends un message ... Des fois, la publicite, des 
choses qui m'interessent ou que je sais sont susceptibles de noun int6resser dans six 
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mois ou dans un an, que ca va venir, qu'on va y penser, il faudra trouver des 
fournisseurs, ca je garde sous le coude. " 
[When I know what it's about, when it's something I'm following, I don't pass it on to 
Nathalie. When it's something I know less about, I take a message ... 

Sometimes it's 

publicity, things that are of interest or which I know are likely to interest us in six 
months or a year, sometime in the future, for example, if we need to find a supplier, 
then I keep a note of it. ] 

Thus, Catherine played an active role in screening communication to and from her 

boss. She sought out information from callers and determined herself how to handle 

each case. As regards the post, Catherine opened all the incoming post, read it, and 

only gave urgent things to Nathalie. She then wrote a precis of what she regarded 

as non-urgent mail for Nathalie to read later. In some cases, she immediately wrote 

the reply herself. 

She also attended a number of external meetings with Nathalie, and represented the 

company at book fairs on occasion: 

"Des fois, il ya trois ou quatre salons en meme temps, et on ne peut pas @tre partout 
en meme temps, et donc eile fait deux, j'en fais deux, quelque chose comme ca. " 
[Sometimes, there are three or four fairs on at the same time, and you can't be 
everywhere at once, so she goes to two and I go to two, something like that. ] 

Thus, Catherine exercised considerable control in her job because she was so 
involved in the work of her boss. She was able to act upon letters received, to handle 

telephone calls, and to stand in for Nathalie on occasion, because she had access to, 

and actively screened, all incoming information. 

4.2 Heike. Secretary to Partner in Charge. InterCon Germany 

Heike worked for the Partner in Charge of the Frankfurt office of InterCon 

Germany, and for one other partner. 

The Partner in Charge was responsible for the Frankfurt office and, in particular, the 

consultancy staff. This had several repercussions on Heike's job. For instance, she 

was responsible for all communications concerning the flats that they rented for 

consultants who had to stay in other towns, which meant that once she knew whether 
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or not they needed the flat, she was responsible for writing the letters to say they 

wished to prolong their tenancy, or to return the keys. 

When new consulting staff were recruited for the area for which her other boss was 

responsible, Heike also wrote the letters inviting applicants to interview, etc. Her 

boss would tell her what type of letter to send, but she was responsible for setting the 
dates and for ensuring that the letter was sent off correctly. 

Heike spent a great deal of time on the telephone. She explained that she always 

tried to deal with matters herself, but could not answer professional questions on the 

consultancy projects. Since she was secretary to the Partner in Charge, Heike also 

received the post for the entire office, which she then distributed to the other 

secretaries as appropriate. She opened all the post for her own boss, and sorted it 

according to priority. Her boss was out of the office the majority of the time, and so 

they liaised via telephone at least two or three times a day. His absence had a great 

effect on the way Heike worked: 

"Das ist manchmal schwierig, weil man hat niemand zu dem man das fragen kann 
... 

ich habe mich sehr daran gewöhnt eigentlich, alleine zu arbeiten, daß meine Chefs nie 
da sind alle, die auf die Projekten gearbeitet haben, waren sehr selten da, und ich 

glaube fast, wenn er jeden Tag da wäre, wäre das eine Umstellung für mich ... Ich weiß 
einfach, wie ich die Sachen sortieren muß. " 
[Sometimes it is difficult, because you've got no-one you can ask ... I've actually got 
used to working alone now, to the fact that my bosses are never there and have always 
worked on assignments and were hardly ever around. I almost think that if he was 
there every day, it would put me out ... I know how to get on with the work. ] 

One of Heike's main responsibilities was the secretarial staff of the Frankfurt office. 
This is a task that always falls to the secretary of the Partner in Charge, and involves 

helping to recruit, induct, train and counsel the secretaries, as well as organising the 

whole secretarial support for the office to ensure that all the work is done, and 

organising secretarial meetings. 

"Das macht schon Spaß. Wie gesagt, ich habe jetzt quasi die Verantwortung für die 
Sekretärinnen von Frankfurt, und was geschieht oder nicht geschieht mit den 
Sekretärinnen ist immer meine Sache 

... aber das reizt schon an dieser Aufgabe, daß 

man jetzt einfach mit vielen verschiedenen Leuten zusammenarbeitet, die teilweise 
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eigentlich alle älter sind als ich ... wenn jemand 10 Jahre älter ist, dann hat er ganz 
normal kein Problem zu sagen, sie ist zu jung und die weiß nicht wie das geht, aber das 
ist eigentlich nicht der Fall, es funktioniert schon. " 
[I do enjoy it. As I said, I am now more or less responsible for the Frankfurt 
secretaries, and what happens or doesn't happen with the secretaries is always my 
problem ... but that's what's nice about this job, working with lots of different people 
who are in fact all older than I am ... if someone's 10 years older, it's no problem for 
him to say, she's too young, and doesn't know how it works. But that's not the case, 
it works well. ] 

As part of her role as secretary to the other partner, Heike was also responsible for 

producing statistics on the group's performance. This involved collecting all the data 

and producing a report on the findings: 

"... wo ich Statistiken herstelle und sage, ist das intelligent, kann man die nehmen oder 
ist es nicht so gut ... [... I produce statistics and ask myself, does this make sense, can we take these figures 
or not... ] 

Heike's boss, at interview, confirmed that he preferred it when Heike did as much 

as possible: 

"Von einer Sekretärin also erwarte ich, daß sie mir möglichst viel Arbeit abnimmt, mal 
im Extremfall zu sagen, wenn die Sekretärin meinen Job machen würde, dann wäre die 
eine Sekretärin, die nicht mehr besser sein könnte. Und das ist der Maßstab, wobei 
man denn natürlich mal überlegen muß, was realistisch ist und was nicht, aber 
insbesondere alle administrativen Dinge, und sehr viele repräsentative Dinge muß sie 
abnehmen können. " 
[I expect a secretary to take over a lot of my work. In the extreme, if the secretary did 

my job, then she would be a secretary that could not be any better. That is the 
yardstick, but you then have to think about what is realistic and what is not, but she 
should be able to take over all the administrative work and a lot of representative work 
as well. ] 

Thus, the attitude of the boss towards what his or her secretary should be able to 

take on has a great deal of influence over her work. The fact that Heike's boss, like 

many consultants, was hardly ever in the office means that she had to work 
independently and make decisions on her own over matters that arose in her boss's 

absence. In addition, a significant part of Heike's job consisted of administering the 

secretarial workforce at the Frankfurt office. In this, she worked alone as well, and 
had to take decisions over staffing herself. Unlike Catherine, whose control 
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emanated from her close working relationship with her boss, Heike had control in her 

job because her boss had so little involvement in her work. Thus, in common with 

many of the German secretaries, Heike's job involved much independent work. 

3. Sophie, Secretary to Partner in Charge, InterCon England 

Sophie had worked for Bernard for four-and-a-half years, accompanying his rise up 

the company hierarchy to Partner in Charge. She now formed part of a team of 

support staff: herself, a junior secretary and a personal assistant, who worked 

exclusively for Bernard. 

Unlike Catherine, Sophie saw her job and Bernard's as very much distinct from one 

another, and described her function as one of providing administrative back-up to 

enable Bernard to be as efficient as possible. Whereas Catherine saw her job and 
Nathalie's as complementary and overlapping, Sophie described Bernard's work as 

entirely separate from her own: 

"He's on a lot of committees ... 
he travels a lot to the States 

... 
he spends an awful lot 

of time on policy decisions, directions, marketing, which is something he never used to 
do, positioning of the practice, the overall policy decisions 

... talking to the press, 
publicity for the company ... 

He'll be brought into a lot of clients when we first go in 

and try to get work, Bernard's very good at that, a lot of people bring him into actually 
talk to clients and sell the job initially, and then he'll pull out and leave the partners 
to it. " 

Sophie did very little typing, most of which she delegated to the junior secretary. As 

much as possible, Sophie wrote her own letters and, again, we can see the importance 

of the boss's attitude in determining his secretary's work, as Bernard was happy to 

encourage her to do this: 

"The perpetual search is for people to be more proactive and to take more things from 

you. - 

"Any initiative taken, he likes. He will never criticise it, he will always encourage that. 
If he thinks you're strong in a certain area, he will definitely encourage you in that area, 
he's very good like that. And, in fact, the less you bother him about things the better. 
He would rather you went on and did something and made a mistake rather than ask 
him. " 
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Much of the control Sophie exercised in her work came from her gatekeeping 
function, for example, the telephone rang constantly in her office, and she screened 

all calls: 

"Very rarely do people get through to him directly ... our attitude is very much, we try 
to keep people away from him, because he's so busy. People do phone up and I always 
find out exactly who they are, what they want, why they're calling, and I will try to deal 
with it myself or try to pass it on to someone else. If I really know they really need to 
talk to him, then I'll pass it to him. " 

She was the one who makes the decision on whether a call should be passed through 

to her boss or not. Sophie explained that she based her decision on how to handle 

calls on the knowledge she has built up over the years: 

"Well, I suppose it just comes through knowing what he thinks is more important ... I 
know what's important just from knowing him, his work, and knowing what's happening 
at the time. That's how you decide. " 

The post received an even more thorough screening than incoming telephone calls. 
It was opened by the junior secretary, logged, passed onto the personal assistant, who 
dealt with what she could, and from there to Sophie, who again screened it: 

"It goes through all of us before it gets to him. If there's something important, I'll tell 
him straight away but, if not, it just waits for him to deal with it. We get an awful lot 

of stuff that's not important. I try to farm it out to other people, some of it goes in the 
bin 

.. we split the post into things for signature, items for action and items for 
information, and then important things we put on top. " 

Sophie also had entire responsibility for Bernard's diary: 

"I do the whole diary. He makes very few appointments for himself, it's something 
that's just evolved and I just completely organise him and his diary. I do all his travel 
and all his diary ... we tend to just completely organise his life, actually .. 

it gets to the 
point now where he doesn't even know where he's going or anything, I just organise it 

and he'll say right, what's happening, where am I going? And I'll give him everything, 
tickets, money, itinerary, papers, and then he'll just be off. " 

This was corroborated by Bernard at interview: 
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"Very often, I'll go off on a journey and not not know where I'm staying, and I'll take 
out a piece of paper on the aeroplane to find out where I'm staying. " 

He freely admitted his reliance on Sophie to organise his time: 

"It would be impossible for me to operate without her doing it, because there are so 
many people who want my time. " 

Thus, Sophie exercised a different type of control in her work than either Heike or 

Catherine. Whereas Catherine worked very much with her boss, and Heike worked 

independently, Sophie worked for her boss, administering his time and acting as 

gatekeeper. 

4.4 Summary 

These case studies have shown three different ways in which a secretary can exercise 

control in her work, one by working closely with her boss, the second by working 

independently, and the third by supporting her boss and acting as information 

gatekeeper. 

5. CONCLUSIONS 

The main finding to emerge from this analysis of job content is that secretarial work 

cannot be described as repetitive, as is propounded by the ghetto thesis (Lowe, 1987), 

although it cannot be denied that certain elements of the work do not allow much 

scope for control. 

The different ways in which secretaries can have control in their work have been 

shown to be influenced by a number of key variables: 

- the country 

- the type of company 

- the existence of support functions (eg, typing pool, junior staff) 
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- the number of bosses 

- the hierarchical level of bosses 

- the bosses' attitudes towards handing over responsibilities 

- the bosses' function 

Maurice et al. (1980) suggest that the configuration of jobs forms unique national 

patternings due to the interrelationship of micro and macro-level variables, and the 

evidence examined in this chapter would tend to support this contention. 

The French secretaries were more involved in gatekeeping telephone and written 

communication than the English or German secretaries, but the English secretaries 

tended to keep their boss's diary more than secretaries in the other two countries. 
The English secretaries also spent more time on typing, and the French the least. 

The German secretaries were more likely to write their own reports and letters than 

the English or, especially, the French secretaries. The English secretaries spent more 

time on routine office tasks, such as filing and photocopying, than the French or, 

especially, the German secretaries. The English secretaries were the least likely to 

work on independent tasks, but reported spending more time on administration. The 

German secretaries were the most involved in booking travel and minuting meetings, 

and the French in doing research for their bosses. Overall, the English secretaries 

can therefore be regarded as performing the least varied tasks, and as spending more 

time on `traditional' secretarial work, such as typing, filing, photocopying, and booking 

appointments. The German secretaries appeared to work more independently on 

such tasks as writing their own letters and reports, and compiling statistics, but also 

supported their bosses by such tasks as minuting meetings and booking travel. The 

French secretaries, on the other hand, appeared to be in an intermediate position, 
but more closely resembled the German pattern than the English. 

Thus, there would seem good cause to link the national training patterns observed 
in Chapter V with the type of control exercised by the secretaries. In England, where 

the emphasis was very much on training for a ̀ traditional' secretarial role in a narrow 

range of tasks, the secretaries were less likely to be involved in independent work. 
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Their main tasks centred around work for their boss, such as diary, typing and 

telephone work. The German education system emphasises training people for 

specific jobs, and the availability of trainees in German offices meant that the 

secretaries could pass tasks such as photocopying to the trainees. German secretaries 

were more likely to see their jobs in terms of organising their boss's work by booking 

travel and minuting meetings, but also working independently writing reports and 
letters and organising conferences. The gatekeeper role seemed the least well- 
developed in Germany, although more German secretaries redirected their boss's 

mail than English or French secretaries. 

In France, where secretarial training emphasises the acquisition of a business 

education, the secretaries were more likely to see their jobs in terms of independent 

tasks that they carried out for their boss, such as research, statistics, using their 

languages. The French secretaries tended to spend relatively less time on typing and 

routine office work than the English secretaries. 

Elements of these `national' patterns could be discerned in the three case-studies. 
Sophie, the English secretary, fulfilled very much a classical secretarial role, deriving 

her control from gatekeeping her boss's information flow, rather than from any work 

she did independently of him. Catherine, the French secretary, worked alongside her 

boss, standing in for her on occasion, and playing an active role in Nathalie's 

functional responsibilities. In Germany, Heike was responsible for compiling statistics 
for her boss and writing reports, supporting him in his personnel function, alongside 
her responsibility for all the secretaries in the office. 

The three cases also showed the effects of the boss's position in the firm on his or 
her secretary's work. Where the boss had a job that did not depend on the 

possession of a specialised body of `professional' knowledge (Crompton & Sanderson, 

1986), such as the French secretary's boss, then the secretary is able to work more 

closely with her boss in her functional duties. In the case of the English and German 

secretaries, their bosses were both consultants, and so their roles, although very 
different, did not involve working with their bosses in the same way. 
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The national patternings were also heavily influenced by other, organisational 

variables. Thus, in InterCon in France or England, where there was a typing pool, 

secretaries did not have to type documents exceeding three pages in length, and 

consequently typing was a less important aspect of their work. In Germany, where 

the training scheme provided an automatic source of junior staff, secretaries spent 
less time on photocopying and other routine office work. 

Another influencing factor was the sector in which the secretaries worked. Evidence 

was obtained that publishing secretaries were able to exercise more control than 

consultancy secretaries. Publishing secretaries appeared to be more involved in 

screening their boss's communications, in writing reports and letters, and in carrying 

out independent tasks, such as research. 

In addition, secretaries working for just one boss or for Managing Directors appeared 

to exercise more control in their work, for instance, playing a more active role in 

gatekeeping information, carrying out research, organising conferences and travel. 

The attitude of the boss towards his or her secretary and the work which s/he is 

willing to pass on also played an important role in shaping the secretary's job, so that, 

where a secretary had a boss who was willing to pass work on to her, she was more 
likely to be able to exercise control in her work. 

Thus, Maurice et al. 's (1980) contention that national patterns exist in the structuring 

of jobs is supported by these findings, but, at the same time, micro and 

organisational-level variables also affected the construction of the secretarial job. 

Overall, there was little evidence to support the ghetto thesis contention regarding 
job content. Although certain repetitive tasks, such as photocopying and filing were 

a significant feature of the secretaries' jobs, there was also considerable scope for the 

secretaries to exercise control over other areas of their work. 
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As regards conditions of work, little evidence was again found to support the notion 

that secretaries experience poor working conditions, although available evidence 

would also indicate that average secretarial salaries are lower than average salaries 
for men in each of the countries. 

In the following chapter, we move on to consider the question of mobility prospects 
for secretaries, in the light of the contention that ghetto jobs offer limited prospects 
for promotion. 
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CHAPTER VII 

JOB AND CAREER MOBILI'T'Y 

1. nVMODUCITON 

One of the fundamental tenets of the ghetto thesis is that ghetto occupations offer 
few promotion prospects. The idea that becoming a secretary closes off other career 

options has been put forward by theorists on secretarial work in England, France, 

Germany and the United States over the last two decades (Benet, 1972; Graßl, 

1984; McNally, 1979; Holtgrewe, 1989; Pinto, 1987; Crompton & Jones, 1984) : 

"Eine Sekretärin bleibt immer eine Sekretärin, auch wenn sie zur'Direktionsassistentin' 
avancieren sollte; mit ihrem Einsatz fördert sie das berufliche Fortkommen des Chefs, 
weniger ihr eigenes. " (Graßl, 1984, p. 86) 
[Once a secretary, always a secretary, even if she becomes a Director's PA'; her efforts 
promote her boss's career more than her own. ] 

Thus secretaries, excluded from the internal labour market and central hierarchy, are 

viewed as ̀ organisational isolates' (Kanter, 1977). 

However, Silverstone (1974) argues that many hold the view that secretarial work is 

a stepping-stone to more responsible work: 

"Today, for many, the feeling persists that a secretary's job is the best entry into 
management or executive positions for ambitious women. " (ibid. p. 296) 

In addition, as we have seen, secretarial training institutions in England at least 

profess to share this view of secretarial work as a means to accede to an executive 

position. 

Empirical studies have so far not been able to lend any support to this contention. 

Silverstone & Towler in their survey (1983; 1984), for instance, discovered that 61% 

of secretaries believed they had no promotion prospects in their present job. 
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The aim of this chapter is to explore these conflicting views on secretarial career 

paths by investigating in some detail the mobility patterns of secretaries. The focus 

will in particular be on the perceptions of secretaries themselves, thus responding to 

Crompton & Sanderson's (1990) criticism of dual labour market theories for failing 

to pay sufficient attention to employees' attitudes and strategies. However, these will 

also be related to opportunities available in employing organisations, thus taking into 

account the operation of the internal labour market: 

"Ultimately, promotion depends on a range of factors outside the control of any 
particular individual, whatever his 'career perspective'. " (Crompton & Jones, 1984, 
p. 81) 

The availability or otherwise of promotion prospects is inevitably linked to the notion 

of careers. In this sense, the word `career' is used to mean a series of jobs 

constituting an upward hierarchical progression, or, in Crompton & Sanderson's 

(1986) terms, `a continuous period ... during which the individual does his or her best 

to make rational decisions which advance their employment `career'. ' (ibid., p. 28). 

It is, however, recognised that occupational choices have to be made within the 

parameters of the labour market and available opportunities (Roberts, 1975), hence 

the focus in this chapter on the interaction of the secretaries' own views and 

perceptions, and the organisational perspective. ' 

Whilst perceptions of opportunities for mobility out of the present job will be a major 
focus of the chapter, the question of mobility into secretarial work will also be 

addressed; as Silverstone (1974) points out, secretarial work is an activity which 

people enter as well as leave. 

A third area to be explored in this chapter concerns mobility within the secretarial 
job itself. A number of theorists have suggested that secretaries can take advantage 

1 The notion of a 'career' as an upward hierarchical progression is just one possible perspective. 
Dex (1987; 1985) provides a review of the literature on defining 'careers'. Hearn (1977; 1981), for 
instance, constructs a typology of careers along the dimensions of 'whether jobs are intrinsically 
meaningful or not and whether work has meaning or no meaning in the wider context' (Dex, 1987, 
p. 29), where upward movement is just one of the possible range of 'careers'. 
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of the undefined job descriptions that characterise secretarial posts to expand their 

work tasks as part of a strategy to improve their future job prospects, or simply in 

order to make their work more rewarding (Colwill, 1985; Kanter, 1977). In another 

context, Nicholson & West (1988) have explored the `role innovation' strategies that 

can be used by managers to alter the content of their jobs. However, no similar 

analysis of secretarial role innovation has been undertaken. This issue is clearly 

related to job mobility in general, and so will be addressed in this chapter. Firstly, 

however, we will turn our attention to job history. 

2. JOB HISTORY 

As we have already noted, mobility into, as well as out of, secretarial work is an 
important area for critical attention: 

"A secretary's career depends on the opportunities given to her for promotion. This 
may apply to her reaching the position of secretary in the first place as well as to her 
leaving it for more responsible work. " (Silverstone, 1974, p. 295) 

Thus, a move up into secretarial work from a totally different sphere, or promotion 
into secretarial work from a lower-grade clerical job, can constitute a step along a 

career path and can be actively managed by the secretary to further herself. The 

secretaries were therefore asked about their previous work experience, both in the 

questionnaire and at interview. It emerged that a number of secretaries had 

experience outside the secretarial field itself, but mostly in related clerical areas. 
From the questionnaire data, the French secretaries appeared to have the most 
limited experience by far outside secretarial work. 

The table below shows the percentages of secretaries in each country who reported 

experience outside secretarial work': 

' The table reports the percentage of secretaries with experience in each of the categories and 
so, in some instances, individual secretaries may be represented more than once. 
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Previous job experience 
outside secretarial work 

(Percentages) 

England 
(n=58) 

France 
(n=68) 

Germany 
(n=50) 

Clerical/Administrative 26 10 34 

Bookkeeping/ 2 1 12 
Accounting 

Managerial/Supervisory 10 1 2 

Sales/Advertising 12 4 2 

Teaching 0 1 4 

Hotel Work 5 1 10 

Table 1 

A very small number of secretaries additionally had experience in fields as diverse 

as training, research, the airforce, photography and design. 

The table shows that relatively large numbers of secretaries in England and Germany 

had prior experience outside secretarial work, with 34% of German secretaries having 

experience in clerical or administrative work. A relatively high 10% of English 

secretaries reported experience in the supervisory/managerial category. This 

included a number who had supervised secretaries or word processing `pools', but also 

one secretary who had run her own Public Relations company, and another who had 

worked as a sales manager in a retail shop. 

In Germany, during the interviews, it transpired that much work experience outside 

secretarial work was related to the initial training that was chosen by the secretary. 

Thus, many who had trained as a `Steno-Kontoristin' (shorthand/bookkeeping clerk) 

had subsequently had jobs in bookkeeping, or `Hotelkauffrauen' (hotel clerks) had 

worked in hotels. Since such training schemes incorporate skills used by a secretary, 

such as shorthand and typing, it was easy for them to make the transfer into 
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secretarial work. The relatively large proportion of German secretaries who had 

work experience in clerical or administrative work can similarly be explained by the 

number who had undergone training as `Bürokauffrauen' (office clerks). Thus, the 

wide availability of secretarial-related skills in Germany can be seen to facilitate the 

transfer of women with these skills between different types of occupation. 

An illustration of what McNally (1979) refers to as the strategies secretaries can 

adopt in the face of their labour market situation can be seen from the way in which 

the German secretaries who had worked in hotels subsequently turned to secretarial 

work. As we saw in the previous chapter, their decision was guided by the poor 

conditions attached to hotel work. Moving into the secretarial sphere was, for them, 

relatively easy, since they already had the necessary skills or could acquire them quite 

quickly. 

The French secretaries, according to the questionnaire data, had by far the least 

experience in fields other than secretarial work. This may well be related to the very 

high proportion of French secretaries who had taken a specific secretarial course 

either during or after their formal education. As we saw in the previous chapter, 

many more of the French secretaries, compared with the English and German, felt 

constrained to choose secretarial work, largely due to the education and training 

options they had selected. 

Only two French secretaries, at interview, had worked in other areas. One had 

trained and worked as a landscape gardener and had been forced to abandon this 

career when she developed an allergy to the chemicals used. She had turned to 

secretarial work simply because retraining in this area had been readily available. 

The other secretary had worked in tourism when she lived in Corsica, but had 

reverted to secretarial work as the easiest way to find a job on returning to Paris: `je 

me suis dite que le plus simple, c'est de recommencer le secretariat', [I said to myself, 

the easiest thing is to go back into secretarial work] (Secretary, InterCon France). 

In these instances, the decision to enter secretarial work was more or less by default, 
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because these secretaries felt that there were no other options open to them at the 

time they had to make their choice. 

Similarly, only two of the English secretaries interviewed had pursued a career 

outside secretarial work. One had been a singer and had finally turned to secretarial 

work when she decided she could not make a career in singing. However, one of the 

reasons governing her choice of secretarial work was that it enabled her to combine 

her love of music with a regular job, thus she had worked extensively as a secretary 

in the music business. 

The other secretary had pursued a career as a self-employed bookkeeper after 

starting an accountancy degree. Both secretaries had started in secretarial work by 

temping, but for different reasons: 

"I suppose I was using my secretarial work to support me in the music, that was my 
whole idea, so I temped a lot. " (Secretary, InterCon England) 

"I didn't really want the committment of a permanent job, and the nice thing about 
temping work, you have your freedom, if you don't want to work for the week or have 
commitments, like for my son, school holidays, then I could cope with that. " (Secretary, 
InterCon England) 

Thus, the choice to enter temporary secretarial work was a deliberate strategy for 

these secretaries. For the former, it facilitated the pursuit of her real interest in 

music, and for the latter it provided a degree of flexibility that she needed as a single 

parent to manage her work and domestic commitments. 

More English (32%) than French (25%) or, especially, German secretaries (10%) had 

experience as a temporary secretary. This reflected national trends in the temporary 

employment market. However, two German secretaries at interview reported 

extensive temporary experience, and both had used temping as a strategy to find a 
desirable permanent job. One of these secretaries, working at InterCon, was strictly 

speaking no longer a secretary, since she was responsible for word processing training. 
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She admitted she had wanted to leave secretarial work and had used temping as a 

strategy to help her achieve this: 

"Ich wollte eigentlich aus dem Sekretariatsbereich weg, weil ich für mich etwas 
Konkreteres brauche, und da habe ich die Zeitarbeit gemacht. " 
[I really wanted to leave the secretarial field, because I need something more concrete, 
so I temped. ] (Secretary, InterCon Germany) 

By temping, she was able to move freely from company to company to find an 

environment where she was able to move beyond a purely secretarial role. This 

strategy had clearly worked for her, since she said that she had found several 

permanent jobs in this way, none of which had involved purely secretarial work. A 

number of French secretaries who were interviewed also had temporary experience 

at some stage in their careers. Several saw temping as a way of acquiring 

occupational flexibility: 

"C'est bien, ca permet de s'adapter vife et facilement ä tout. " [It's good, it teaches you 
to adapt quickly and easily to everything. ] (Secretary, InterCon France). 

"Le fait de changer beaucoup, done, de voir des techniques de travail diffdrents, des 

materiels diffdrents .. ca m'a permis de voir en ensemble comment fonctionne une 
soci@td compl8tement " 
[Changing companies a lot, and seeing different work techniques and equipment ... 
allowed me to see how a whole company functions completely. ] (Secretary, InterPub 
France) 

Thus, for this latter secretary, temping was a means of acquiring knowledge about the 

functioning of a company that would otherwise not be accessible. These findings on 

the use of temporary working as a strategy confirm McNally's (1979) finding that `the 

vast majority of female temps are engaged in strategies which enable them to counter 

or to overcome a wide range of constraints, ' (ibid., p. 186). 

The majority of secretaries surveyed had had experience in secretarial work prior to 

joining their present firm: 62% of English (n=58), 60% of French (n=68) and 56% 

of German secretaries (n=50). In addition, a considerable minority of secretaries in 

all three countries had had experience working as a typist or audio/shorthand-typist: 
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26% in England (n=61), 23% in France (n=69) and 22% in Germany (n=55). From 

this, it would seem reasonable to conclude that at least some of these secretaries had 

experienced a degree of upward mobility in their careers, if we accept Vinnicombe's 

(1980) contention that the typist is a stage lower down the secretarial ladder. 

Certainly, this was true for all the German secretaries interviewed who had had 

exclusively secretarial careers. All felt that they had experienced career progression, 
having moved from junior to more senior secretarial posts. Sometimes this occurred 

within one firm: 

"Da habe ich angefangen als Empfangssekretärin ... da war ich am Empfang und habe 
kleinere Sekretariatsarbeit mitgemacht, und am Schluß habe ich für einen 
Geschäftsführer gearbeitet. " 
[I began there (in another firm of consultants)as a receptionist... I sat at reception and 
did a little bit of secretarial work, and in the end I worked for a director. ] (Secretary, 
InterCon Germany) 

"Da kam es mit der Zeit in der Firma, daß ich mich dann emporgearbeitet habe. " 
[With time, I worked my way up in the firm. ] (Secretary, InterPub Germany) 

Or, alternatively, by changing from company to company: 

"Man kann nur durch Wechseln etwas erreichen. "' [You only get somewhere by 
changing companies] (Secretary, InterCon Germany) 

This impression of upward mobility within secretarial work for German secretaries 

was borne out by the responses given to the statement; `I feel I have had a series of 

jobs rather than a career'. Only 24% of German secretaries agreed or strongly 

agreed with this statement (n=50), compared with over 50% of French and English 

secretaries (53% of English, 56% of French, n=60,66). However, all these figures 

are high compared with the 10% of managers reported by Nicholson & West (1988) 

as agreeing with a similar question. 

Many of the French secretaries interviewed had, however, also experienced a degree 

of upward mobility, having started as a typist and progressed to a secretarial position: 
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"J'dtais stdno-dactyloau ddpart; j'ai fini secrdtaire. " [I was a shorthand-typist to begin 
with, and I ended up as a secretary] (Secretary, InterCon France) 

"On commence ddjä comme dactylo, et puis apr8s on monte au fur et ä mesure comme 
secrdtaire et puis vers l'assistanat. " 
[You start off as a typist, and then afterwards you move up gradually to secretarial 
work and then to being an assistant. ] (Secretary, InterCon France) 

Upward mobility was also evident among the English secretaries interviewed; one 

began her first job as junior secretary to the Managing Director at InterPub, taking 

over the senior secretary's job when the latter left, and now supervised her own junior 

secretary. 

"I went in as a junior secretary and very quickly became senior secretary, and I worked 
there for about two years and I ended up administering the department, and that I 

really enjoyed. " (Secretary, InterCon England) 

"I moved to secretary to a certain manager, and then eventually I was made marketing 
executive .... it's like an assistant, a PA, but you had your own accounts, you worked 
alongside your director and you had accounts and you both worked on them ... It just 
naturally flowed in [to my old job], I was doing it when I was a secretary anyway, it was 
just a change of title. Once they know what you can do, they give you more work. " 
(Secretary, InterPub England) 

This could equally well be achieved by moving from company to company, as was the 

case for one secretary. She began her career as an office junior with one firm, which 

paid for her to attend a day-release secretarial course over two years. She moved to 

another firm as a shorthand-typist, and to a third as junior secretary to a Personal 

Assistant to the Managing Director. Her latest job was as secretary to one of the 

Partners at InterCon. 

Overall, the evidence provided by secretaries' job histories would indicate that a 

degree of upward mobility had been achieved, and perceived as such, by many 

secretaries. This was particularly true for secretaries who had moved up into 

secretarial work from more junior positions. There is also evidence that, where 

secretaries had temped, this was a deliberate strategy to improve their career 

prospects. 
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Active career management was also observed in instances where women were mobile 

into secretarial work. This was particularly true in Germany, where the secretaries 

had the most experience outside secretarial work. As we saw in the previous chapter, 

German secretaries also had the broadest range of qualifications, and were the most 

likely to have chosen secretarial work because of the advantages of this type of 

employment over other alternatives, such as hotel work. The German secretaries 

were also the most likely to view their work experience as a `career' rather than a 

`series of jobs', which perhaps reflects the more positive choice to enter secretarial 

work that was evident in Chapter VI. 

The French secretaries demonstrated the least degree of mobility into secretarial 

work from other occupations, and were the most likely to view their work experience 

as a `series of jobs' rather than a 'career'. In the previous chapter, we saw that the 

French secretaries felt the most constrained in their choice of occupation through 

their education and training options, and this may well be related to the more 

negative view held by them concerning their careers. 

England fell into an intermediate position between these two patterns but, similar to 

the German secretaries, they had quite wide experience outside secretarial work. 

However, they were also far more likely than the German secretaries to believe they 

had had a `series of jobs' rather than a `career'. The characteristic English career 

strategy appeared to be more related to using temporary work as a means to work 

in a desired area or to have additional flexibility. These themes will be pursued 

further throughout this chapter. 

3. MANOEUVRING. IOB BOUNDARIES 

In the last section, we examined secretaries' previous career patterns. Before going 

on to look at perceptions of future opportunities, we will first of all consider the 

possibilities that exist for secretaries to be mobile within their current jobs. This is 

significant for two reasons. 
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Firstly, it has been suggested that the `ambiguous definition of secretarial job duties' 

(Cohn, 1985b, p. 185) can provide secretaries with the chance to change the order in 

which they carry out tasks, and even the nature of the tasks themselves (Kanter, 1977; 

Webster, 1990). Secondly, Colwill (1985) goes so far as to remark: 

"For the secretary with a high tolerance of ambiguity, the will to learn, and a 
cooperative boss, a poorly defined job description could provide the opportunity to 
expand the secretarial role to include administrative functions, thereby facilitating 
promotion into an administrative position. " (ibid., p. 12) 

Thus, the ambiguous nature of the secretarial role can even provide opportunities for 

secretaries to facilitate their movement into other occupations. 

Nicholson & West (1988) suggest that a similar option is open to managers: 

"Adjustmentmay involve moulding the new role to suit the requirements of the mover, 
ranging from minor initiativessuch as variations in work schedules, to more drastic role 
innovations. " (ibid., pp. 105-6) 

The secretaries were consequently asked, both by questionnaire and in the interviews, 

about changes that had occurred in their work. The same theme was pursued with 

their bosses at interview. Firstly, however, was change an important feature of the 

secretaries' work? The table below shows the percentages of secretaries who agreed 

or strongly agreed with the statement: `Since beginning my present job, the tasks I 

carry out have changed a lot': 
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Secretaries agreeing with the statement: 
'Since beginning my present job, the tasks 

I carry out have changed a lot' 

(Percentages) 

England France Germany Overall 
(n=61) (n=67) (n=51) (n=179) 

Consultancy 26 35 50 35 

Publishing 60 74 43 58 

Overall 34 46 47 42 

Table 7.2 

The French and German secretaries were more likely to report change than the 

English, and, overall, more publishing secretaries said that their jobs had changed 

than consultancy secretaries. This may well be related to the findings presented in 

the previous chapter, where more French and German secretaries, and more 

secretaries working in the publishing sector, reported that they carried out 
independent work. It would be reasonable to suppose that these tasks are the least 

well-defined, and also that it is in this area where most possibilities exist for 

secretaries to expand their role, or for changes to occur. 

In order to ascertain whether tenure in present job was related to reported changes, 
these two variables were cross-tabulated and, surprisingly, tenure only appeared to 

be consistently related to reported job changes in France: 
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Tenure v. 'Since beginning-my present job the tasks 
I carry out have changed a lot' 

Agree/Strongly Agree 

(Percentages) 

England France Germany Overall 
(n=61) (n=67) (n=50) (n=178) 

<1 year 21 38 57 35 

1-4 years 50 48 42 47 

>4 years 33 62 41 47 

Table 7.3 

Overall, the largest difference appeared to be between secretaries with less than a 

year's experience in their job, and those with over a year's experience. In Germany, 

reported changes even decreased with increased tenure and in England, a peak was 

reached in the 1-4 year band, after which the figure fell. At interview, however, the 

opinion was expressed by a number of secretaries that tenure was important in 

determining to what extent their jobs had changed: 

"... weil man die Firma besser kennenlernt, und dadurch auch die Aufgabe. Man weiß 
besser, was zu tun ist. " 
[... because you know the firm better, and because of that you know your job better as 
well. You have a better idea of what's got to be done. ] (Secretary, InterCon Germany) 

"C'est evident qu'avec le temps, elle pent We amembe ä me donner plus de choses 
qu'elle ne m'en a donne, parce qu'elle me connatt mieux, parce qu'elle sait ce que je 

Buis capable de faire. " 
[It's clear that, with time, she's more likely to give me more things than before, because 

she knows me better, because she knows what I'm capable of doing] (Secretary, 

InterCon France) 

", a a beaucoup change, parce que, bon, au debut on ne se connaissait pas bien, donc 
lui n'osait pas trop me donner des chosen, disons, interessantes que je puisse prendre 
en charge, et puis donc au fur et ä mesure, en connaissant le poste, j'ai commence, 
moi, ä prendre des chores que je pensais pouvoir faire .. j'ai crbe un petit peu tout ä 

ma fawn. " 
[It's changed a lot because, well, at the beginning we didn't know each other very well, 

so he didn't dare give me too many interesting things that I could handle, and so 

gradually, through knowing the job, I began myself to take on some things I thought 
I could do 

... 
I created everything a little bit in my own way. ] (Secretary, InterCon 

France) 
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Questions 34-35 in the questionnaire asked the secretaries in more detail about the 

way in which changes had taken place: 

Secretaries mentioning 
one or more task change 

(Percentages) 

England 
(n=61) 

France 
(n=69) 

Germany J 

(n=53) 
Overall L 

(n=183) 

Additional Tasks: 

Boss suggested extra 64 46 57 55 
task 

Secretary suggested 44 31 38 44 
extra task 

Task handed over by 13 7 21 14 
another secretary 
Tasks no longer done: 

Task passed to someone 18 23 15 21 
else by boss 

Task passed to someone 15 12 17 16 
else by secretary 
No further need for 22 1 19 15 
task 

Table 7.4 

The table shows that far more secretaries had had tasks added to their jobs than 

taken away. The most significant factor seemed to be the boss, and the extra tasks 

that he or she suggested, and the second most significant was the secretary herself 

suggesting additional tasks. This confirms the findings presented in Chapter VI 

concerning determinants of job content. 

The results presented in Table 7.2 suggest that the English secretaries had 

experienced the least change, whereas Table 7.4 indicates that, in three of six 
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categories, it was the English secretaries who reported the greatest number of 

changes. The French secretaries, on the other hand, reported the fewest. 

In order to clarify these results further, the secretaries were asked at interview about 

how their jobs had changed. It emerged from the interviews that there were four 

major causes of change in job content, which frequently operated in combination: 

i) Boss's Promotion: if the boss's job changes, then this has repercussions on the 

secretary's tasks. 

ii) Change in Company Structure: restructuring in the firm and changes in staff 
deployment can lead to tasks being added onto, or taken away from, the 

secretary's job. 

iii) Boss's Attitude: if the boss is keen for his secretary to take on more, this 

facilitates the expansion of her role. 

iv) Secretary's Attitude: the secretary can create an environment in which it is 

easier for people to delegate work to her. 

Examples of changes occurring because of these factors, or a combination of them, 

were evident in both companies and in all three countries. 

3.1 Boss's Promotion 

Commentators on the subject of secretarial work often point out that the promotion 

of the boss can lead to the promotion of the secretary (Silverstone, 1974; 

Vinnicombe, 1980). It transpired from the interviews that such promotion did not 

necessarily just entail a change in title or increased salary for the secretary. For a 

number of secretaries promoted with their bosses, a change in level of responsibility 

also occurred. Examples of this were seen in France and England. 

Here, one boss had been promoted steadily up the hierarchy in the four years his 

secretary had been working for him: 
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"I think it just evolved really. When he became Managing Partner, everything changed, 
and I thinkwe all just felt our way as to what to do and how to handle it 

... 
I think the 

level of responsibility has changed enormously. Before, it was so different, it was just 
me and Bernard, and it wasn't that pressurised ... 

it's much more of a managerial 
position, the whole level of responsibilityhas changed. " (Secretary, InterCon England) 

"What has happened is when Catherine first joined me I most probably ran a unit of 
70-80 people. This practice is now 1,400 people and although you're carrying out what, 
in principle, are the same functions, it actually means you've got to operate on a 
different plane and in a different context. " (Boss, InterCon England) 

The same phenomenon was observed in the consultancy firm in France, where 

another secretary had been promoted with her boss: 

"Depuis qu'elle travaille avec moi, eile a eu une evolution qui est liäe ä ma propre 
Ovolution, si vous voulez, c'est-ä-dire que moi, j'ai change un peu de role au sein du 
cabinet, et que son role ä eile a change ä cause de cela, et qu'il est sflrement devenu 
plus un poste d'assistante. " 
[Since she's been working with me, her development has been linked to mine, if you 
like, that is, I've changed jobs a bit within the company, and her role has changed 
because of that, and it's certainly become more an assistant's job. ] (Boss, InterCon 
France) 

"Du moment oü j'ai commence et aujourd'hui, oui, alors ces differences sont venues 
en partie du fait que mon patron a change; aussi, il a pris plus de responsabilitts, c'est 
dd aussi au fait que moi-ma'me, j'ai plus de connaissance de la socidtd par mon travail, 
et aussi au fait que j'ai souhaitb avoir plus d'autonomie, de responsabilite" 
[From the time I started until today, yes, the differences have partly stemmed from the 
fact that my boss has changed too, he's taken on more responsibilities. It's also `due 
to the fact that I've got to know the company better through my work, and the fact that 
I wanted to have more autonomy and responsibility. ] (Secretary, InterCon France) 

These quotations show how the promotion of the boss, if he takes his secretary with 

him, can lead to task change for the secretary, simply due to the fact that the boss 

has greater managerial responsibility. However, the first pair of quotations suggests 

the type of change Nicholson & West (1988) refer to as `absorption', where the 

individual reacts to the new situation, rather than actually innovating, or changing, 

the job itself. The quotation from the French secretary, on the other hand, shows 

what Nicholson & West describe as `exploration', where both the individual and the 

job change. In this instance, the secretary concerned sought to actively change her 

job, as well as reacting to the changes imposed by her boss's promotion. 



283 

Interestingly, both these examples were taken from InterCon; no similar instances 

were observed within the publishing company and, as we shall see later, bosses there 

appeared to be far less likely to be promoted. 

3.2 Change in Company Structure 

Changes at the broader, structural level within the firm can also have repercussions 

on the work of the secretary. For example, the publishing company in Germany had 

only been taken over by InterPub a few years prior to the field work taking place, 

and the contrast between the old and new regimes was still uppermost in the minds 

of the secretaries, some of whom had been with the company around 20 years. Many 

structural changes took place in the firm at that time, with jobs being reallocated. 
One secretary, whose boss in fact left the company at the time, carried on working 
for his successor, and found that her job had broadened considerably: 

"InterPub war mehr so eine kleine Firma, alle Leute kannten sich und es wurde, sagen 
wir mal, nicht so viel gearbeitet, würde ich sagen, bei meinem ehemaligen Chef. Er 
hatte also nicht dieses Aufgabengebiet wie jetzt der Herr Müller hat, die Position 
nicht. Und jetzt ist eben dazugekommen alles, wie gesagt, die Personalsachen, die wir 
jetzt machen zusammen für die Abteilung. " 
[InterPub was more a small firm, everyone knew everyone and there wasn't really so 
much work to do for my former boss. He didn't have the same responsibilitiesas Herr 
Müller has now, it wasn't the same position. And all the personnel things have been 
added on, that we now do together for the department. ] (Secretary, InterPub 
Germany) 

Within a subsidiary company of InterPub, another secretary had been able to take on 

more client liaison work and administrative responsibilities as the firm had grown. 

Another way in which structural change can affect the secretary's role was apparent 
in InterPub in France, where one secretary had the opportunity to create a new 
department within the company with her boss: 

"... ce poste dtait inoccuplrquand on est arrive, ddjä le ddpartement n'existait plus, donc 
il a fallu tout refaire et, au debut, on n'avait aucune We enfin ... j'ai appris au fur et 
ä mesure du poste. " 
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[... the post was unoccupied when we arrived, and the department didn't exist any more, 
so everything had to be redone and, in the beginning, we had no idea really ... 

I've 
learned as I've gone along in the job. ] (Secretary, InterPub France) 

Structural changes of this nature appeared less common in the consultancy firm. 

However, one secretary in Germany had seen the nature of the tasks she performed 

expand considerably since the firm had moved to new offices. Her boss explained: 

"Ja, einfach deswegen, weil wir hier mit dem neuen Gebäude natürlich eine breitere 
Basis haben, und in einer wachsenden Firma werden die Aufgabenbereiche erstmal 
soweit wachsen, bis sie irgendwann geteilt werden. " 
[Yes, simply because here in the new building we have a broader basis, and in a 
growing firm the areas of responsibility first of all grow to the point where they have 
to be divided. ] (Boss, InterCon Germany) 

Thus, the expansion of a company, or the creation of a new department can entail 

the broadening of tasks within an individual secretarial job. In most of these cases, 

there was little evidence of the secretaries having tried to innovate their roles, rather, 

they were reacting to their new jobs. 

3.3 Boss's Attitude 

In all companies, the boss's attitude towards his or her secretary taking on more tasks 

appeared to be one of the most crucial variables. Where the boss was keen for his 

secretary to take on more, this clearly facilitated the expansion of her role. For 

example, the secretary to the Managing Director of InterPub in Germany explained 

how the previous Managing Director had been keen for her to take on more 

administrative tasks, and she had ended up with responsibility for organising 

maintenance, leases and insurance for the firm. Her present boss had been equally 

keen for her to carry on with this work. Other secretaries at InterPub in Germany 

said that their bosses encouraged them to take on as much work as possible. 

The same was true at InterCon in Germany. The secretary to the Partner in Charge 

of the Frankfurt office said that her boss always encouraged her to make suggestions 

about the way that work could be done or to solve problems: 
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"Er hat den Vorschlag gemacht, und hat gesagt, probieren Sie es, und dann hatte ich 
plötzlich bemerkt, daß es ihm gefällt, wenn man wirklich sagt, ich möchte gerne das, 
oder wir können es so und so ausarbeiten, und er möchte, daß ich mich engagiere. " 
[He made the suggestion and said, try it, and then I suddenly noticed that he likes it 
if you really say, I'd like to do this, or we could work it out like that, he likes it if I get 
involved. ] (Secretary, InterCon Germany) 

In France at InterCon, one boss said that he was deliberately giving his secretary 

more and more responsibility so that she developed in her job. He explained that 

other partners in the same position had both an assistant and a secretary, but he felt 

that a good secretary should be able to handle all the tasks involved, thus providing 
her with an interesting and broad-based job. 

Instances were also observed in England where bosses were keen for their secretaries 

to become more involved and take over some of their own tasks, as was reflected in 

the comments made by one boss and his secretary in InterPub, and by another boss 

at InterCon: 

"I think I've just got to keep passing things on and learn about what Nicky can handle. 
She does more than you perhaps should expect, or you would normally expect of a 
secretary, she can handle a lot more than that. " (Boss, InterPub England) 
"I'm doing a lot more marketing work than secretarial, because they know what I can 
achieve now, so they're giving me more responsibility. "(Secretary, IntcrPub England) 

"If I trust somebody, I'll give them as much as they can possibly take. I'm quite happy 
to do that because I know what it's like to be in a job where you're bored, there's 
nothing worse. " (Boss, InterCon England) 

Despite this manifest willingness on the part of many bosses to delegate to their 

secretaries, certain constraints became apparent. For example, some bosses felt that 

the nature of their work precluded delegation: 

"C'est sür que l'ideal, c'est quand-mime d'essayer de responsabiliserla personnele plus 
possible, donc c'est pour ca que je n'h@site pas ä lui faire faire des recherches de 
documentation, des recherches de decisions de jurisprudence, des recherches d'articles. 
Vu le profil du poste, il n'y a pas vraiment d'autres sources de responsabilisation, c'est 
quand-mLlme assez rigide, ca c'est limite comme poste, c'est limite au niveau du travail, 
je veux dire, au niveau de possibilitts d'activitb autre. " 
[Certainly, the ideal thing is to try to give the person as much responsibilityas possible, 
so that's why I don't hesitate to get her to research documents, research decisions in 
jurisprudence, research articles. In view of the nature of the job, there aren't really any 
other ways in which I can give her responsibility, it's quite rigid, it's quite a limited job, 
I mean, in the sense of possibilities for other work. ] (Boss, InterPub France) 
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"Because we're rushing around like lunatics the whole time, we don't stop and think 
about it [delegating work to our secretaries]. It's the classic, I need this done in five 

minutes, it's easier to do it myself than to try and explain it to somebody else to get it 
done ... I think for partners it must be easier, because what they're actually doing is 

workingon a greater number of clients, and therefore are generally speaking in and out 
of the office more frequently. So they may only be in the office for half an hour a day, 
but usually they're here each day, and it must therefore be much easier to divide the 
day up and go through with your secretary and tell your secretary what's going on. * 
(Boss, InterCon England) 

One secretary voiced the same view: 

"The practice side is very limited with secretaries, I don't think there's a lot you can 
contribute to that side, or that we would be allowed to. " (Secretary, InterCon England) 

The two bosses quoted here, although working in different companies and different 

countries, both worked in the central line of their firms, one as an editor of legal text 

books and the other as a manager in the consultancy firm, working outside the office 

most of the time. Both jobs were based on the application of specialist knowledge 

and experience, rather than on managing a team, and thus simply offered less scope 

for delegation, whatever the individual's attitude towards passing on work to a 

secretary. Those bosses who had jobs involving the management of an office-based 

team, carried out a function based on general management skills, or who had an 

executive role, appeared to be better placed to delegate additional tasks to a 

secretary. All the bosses quoted in the first part of this section, who delegated work 

to their secretaries, fell into this category. This confirms the findings presented in 

Chapter VI, where we saw that some bosses were better placed than others to 

delegate to their secretaries. 

The experience and ability of the manager in delegation also emerged as a barrier 

to the expansion of the secretarial role. One French secretary explained: 

"Il m'avait dit, c'est tress difficilc de se liberer de son travail, de le confier ä quelqu'un 
d'autre, done il m'a dit, si vous, vous pouvez le faire, faites-le naturellement et ce sera 
bien. " 
[He said to me, it's very difficult to hand over your work, to give it to someone else, 
so he said to me, if you can do it, do it anyway and that'll be OK. ] (Secretary, 
InterCon France) 
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One final constraint that became apparent at interview was the number of bosses for 

whom a secretary worked. One boss at InterCon in Germany suggested that it was 

easier for a secretary's job to evolve and change if she worked on a 1: 1 basis with her 

boss. His secretary worked for around six people, and she simply did not have the 

time to take on any extra tasks. 

These first three factors that have been discussed so far are largely beyond the 

control of the individual secretary. Underpinning all three of them, however, is the 

attitude of the secretary herself towards expanding her role. 

3.4 Secretary's Attitude 

From the interviews, the most crucial variable affecting changes in job content 

appeared to be the attitude of the secretary towards her job, and her willingness to 

take on extra tasks. The following quotations show how changes in the secretary's 

role are determined by the interaction of the boss's willingness to delegate, the 

opportunities afforded by his role to pass tasks to his secretary, and the secretary's 

own personality and attitude towards taking on extra responsibilities: 

"La secrdtaire que j'avais avant e tail quelqu'un qui avait un enorme ddsir de 
responsabiliti~ donc je lui laissais faire beaucoup de choses, parce qu'elle avait envie 
de le faire. La secrdtaire que j'ai aujourd'huiest quelqu'unqui prdf6re un peu plus le 
role d'exdcutante dans ce domaine, done je fais plus de choses moi-murrte ... Je joue 
avec sa personnalitG je ne vais pas lui demander ä eile exactement la mdme chose qu'ä 
quelqu'un d'autre. Je vais m'adapter, moi, ä ce qu'elle est, eile .... Je ne forcerais 
jamais quelqu'un qui n'a pas envie de s'int@resser au droit ä s'interesser ä la 
constitutiond'un type de soci@td, par exemple, si eile n'a pas envie de savoir comment 
on fait. Mon ancienne secrdtaire posait des questions, Jeanne, par exemple, ne me 
pose jamais des questions, jamais, mais jamais. " 
[The secretary I had before was someone who wanted to take on lots of responsibility, 
so I let her do lots of things, because she wanted to. The secretary I have now is 
someone who prefers to be more a typist, so I do more myself ... I play with the 
secretary's personality, I won't ask her to do exactly the same job as someone else. I 
adapt myself to her ... I'd never force anyone who doesn't want to be interested in law 
to take an interest in the constitutionof a type of company, for instance, if she doesn't 
want to know about it. My old secretary used to ask questions, Jeanne, on the other 
hand, never asks me questions, never, never at all. ] (Boss, InterPub France) 

"She's willing to do it, if she wasn't willing to organise it, I wouldn't push her. " (Boss, 
InterCon England) 
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"It's more interesting... some of the things you're told to do and you don't have much 
say in it. All of the things I do, I was expected to do, but I think if I hadn't shown 
willing in the first place, then they wouldn't have given them to me. " (Secretary, 
InterCon England) 

The first of these quotations also shows how it is possible for two secretaries working 

for the same boss to have very different jobs, and again illustrates how the secretary 

has the power to affect the nature of her work. Some secretaries consciously used 

the strategy of expanding their role to further their careers, or simply to make their 

jobs more interesting: 

".... parce que je ne Liens pas A avoir un travail d'exdcutante. Doric je cherche ä prendre 
des initiatives et des responsabiliti&. " 
[... (I take on extra tasks) because I don't just want to be a typist, so I try to take 
initiatives and responsibilities. ] (Secretary, InterCon France) 

"C'est ä la secrdtaire de rendre son travail interessant, je crois. Il ya des patrons qui 
sont peut-Ptre moins communicatifs ou qui ont moins envie de partager leur travail ... 
mais ce n'est pas le cas avec Sylvie ... puls, par experience, je sais que de toute facon, 
meme un travail oil on me dit, c'est un boulot... je sais que c'est faux. On ne peut pas 
dire ca d'avance, ca Upend toujoursde la personnequi est secrdtaire ä ce moment-14 
C'est ä eile de rendrc son travail interessant. Il ya toujours un travail interessant ä 
faire, quel que soft le secteur, je pense. " 
[It's up to the secretary to make her work interesting, I think. There are bosses who 
are perhaps less communicative, or who aren't so keen to share their work ... but that's 
not the case with Sylvie ... and, by experience, I know that, in any case, even a job 
where someone tells me it's a chore ... I know that it's not true. You can't say that in 
advance, it always depends on the person who is secretary at that moment. There's 
always an interesting job to do, whatever the sector, I think. ] (Secretary, InterPub 
France) 

"I think it's more interesting to do new things and to have new responsibilities, and I 
think you can get stuck in a rut to a certain extent .. I think it's good to have a new 
challenge. " (Secretary, InterCon England) 

"Ca Upend aussi de ce qu'elle apporte d son travail, de ce qu'elle cherche ä faire, si 
eile souhaite avoir plus d'autonomie, plus de responsabilitls, ca ddpend de sa 
motivation aussi, puisqu'au depart, je crois, on vous donne un travail, mais apres vous 
le faites. " 
[It also depends on what she (the secretary) brings to her work, what she tries to do, 
if she wants to have more autonomy, more responsibility, it depends on her motivation 
as well, since, at the beginning, I think, you are given work, but afterwards it's up to 
you. ] (Secretary, InterCon France) 

Another secretary, working at InterCon in Germany, wanted to move into a personnel 

role and was therefore trying to learn as much as possible from a more senior 

secretary who had personnel responsibilities. 
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Thus, the operation of the other three variables identified is mediated by the attitude 

of the secretary herself and her willingness to expand her role. This is best reflected 
in the first quotation of this section, where the boss from InterPub in France explains 
that no two secretaries working for her would have exactly the same job. 

The table below shows the percentages of secretaries who agreed with the statement: 
`It is up to the individual secretary how interesting she makes her job': 

Secretaries agreeing with the statement: 
'It is up to the individual secretary 
how interesting she makes her job' 

(Percentages) 

England France Germany Overall 
(n=61) (n=68) (n=51) (n=180) 

Publishing 80 79 71 76 

Consultancy 54 59 63 58 

Overall 61 64 67 64 

Table 7.5 

Thus, a majority of secretaries believed that the individual secretary can influence 

how interesting her job is. This was especially true for publishing secretaries, and for 

German secretaries. Overall, the English secretaries were the least likely to agree 

with the statement. This may be related to the findings reported in Chapter VI, 

where we saw that the English secretaries were the least likely to carry out 
independent work for their bosses. As was suggested earlier, such tasks may well 

offer the most scope for involvement on the part of the secretary, and it may be that, 

where secretaries do not carry out much independent work, they feel less able to 

control how interesting their job is. 
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However, it is clear that most secretaries agreed with the statement, and the 

implication is that the secretaries felt that `role innovation' (Nicholson & West, 1988) 

was possible within their work, although this is mediated by a number of intervening 

variables, such as the boss's willingness to delegate. This notion perhaps runs counter 

to what one might have expected would be the case for secretaries. 

Nicholson & West (1988) describe two personal predispositions, desire for control, 

which draws people towards role innovation, and desire for feedback, which is 

associated with responsiveness to the needs of others and the demands of the work 

situation. This predisposition is more likely to lead individuals towards personal 

change than role innovation. Previous literature on secretaries has referred to the 

way in which the secretary has to subordinate her character and methods of working 

to those of her boss (Kanter, 1977; Graßl, 1984). This would suggest that secretaries 

would be more likely to be in the `desire for feedback' category, and therefore it is 

perhaps surprising to find that, in many instances, secretaries showed a `desire for 

control', which is associated with role innovation. Although this piece of research did 

not explore this idea in sufficient detail to make a categorical statement, it would 

appear from the available evidence that secretaries can share the managerial 

inclination towards role innovation. 

3.5 Summaa 

In this section, we have seen how four key factors can influence the change process 

in a secretarial job. The mobility of the boss up the hierarchy can bring about 

change in his or her secretary's job. This was especially true in the consultancy firm, 

and less so in the publishing company, where bosses were less mobile. Changes in 

company structure that affected secretarial work were more common in the 

publishing than in the consultancy firm. This was largely the product of company 

size; in Germany, where the Frankfurt office of InterCon was relatively small but 

expanding, there were examples of secretarial job changes related to company 

structure. This was not the case in England or France, where the offices were large, 
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with more departments to handle administrative matters such as booking travel, 

which might otherwise be carried out by secretaries. 

The willingness of the boss to delegate tasks to his or her secretary was also an 

important factor, and examples were found in both companies. Functional constraints 

on ability to delegate were also evident; those bosses with general managerial or 

executive functions were best placed to expand their secretaries' roles, as were those 

with jobs that did not involve the application of specialist knowledge. Editors at 

InterPub whose main function was to apply specialist legal knowledge to the editing 

or writing of texts, or line consultants in the consultancy firm with no office-based 

management responsibilities were worst placed to expand the role of their secretaries. 

However, there was also evidence that some bosses were unsure of how to delegate 

work to their secretaries. 

Working in conjunction with these three factors was the attitude of the secretary 
herself towards her role; given a boss willing, and able, to delegate, a fluid company 

structure or the promotion of a boss, some secretaries were able to expand their roles 
by taking on extra tasks and responsibilities either with a view to making their jobs 

more interesting or to facilitating their movement into an administrative or 

specialised job. In this way, they can be regarded as fulfilling the criteria for what 
Nicholson & West (1988) term `role innovation', or the deliberate altering of task 

content. This was further corroborated by the high percentage of secretaries who 

reported that their jobs had changed through suggestions they had made themselves. 

4. FUTURE MOBILITY 

In this section, we move on to address the central question of the chapter, promotion 

prospects for secretaries within, and out of, secretarial work. This is an important 

theme because, as Silverstone (1974), notes: 

"The likelihood of promotion is an important factor in determining whether or not a 
secretary's job is an occupation which provides long-term career prospects. " (ibid., 
p. 295) 
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Generally, the literature on secretarial promotion is very negative; Kanter (1977) goes 

so far as to suggest that the very qualities demanded of a secretary mitigate against 

her being promoted, a phenomenon which she describes as `trained incapacity'. She 

argues that the need for a secretary to relate solely to her boss and not the 

organisation's goals, together with the self-effacement required of a secretary, lead 

to her acquiring habits unlikely to lead to her being promoted. Golding (1986), too, 

notes that deference is a characteristic of secretarial work, and that the secretary's 

role relegates her to being `a mere appendage of the manager' (ibid., p. 102), thus, the 

skills she acquires in her job are not transferable even within the secretarial field. 

Colwill (1985) remarks: 

"Only among secretaries has such loyalty to job and boss been expected that the 
promoted are seen as traitors and the gap they leave, unfillable. " (ibid., p. 13) 

Rothwell (1980) argues that much white-collar turnover, especially that of typists, can 
be attributed to lack of promotion prospects. 

The aim of this section of the chapter, therefore, is to explore the validity of these 

negative perceptions of secretarial promotion prospects, looking first at promotion 

within secretarial work. 

4.1 Promotion within Secretarial Work 

Promotion as a secretary is traditionally viewed in the literature in terms of working 

for a boss of a higher status, (Golding & Golding, 1984; Silverstone, 1974; 

Vinnicombe, 1980; Colwill, 1985). This view was certainly shared by most of the 

companies whose personnel officers completed questionnaires or were interviewed. 

Thus, the more senior secretaries on the highest salaries tended to work for higher- 

level bosses. Some of the companies, however, said that they had no hierarchy for 

secretarial staff. This was especially true in France, where only two of the five firms 

said they saw secretarial jobs as being hierarchical, compared with all four English 
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firms and five of the seven German firms. Thus, the `traditional' promotion path was 

not even available for many French secretaries within their present firms. 

The companies were also asked to assess promotion prospects for secretaries up the 

secretarial ladder: 

Companies' assessments of the availability of 
promotion prospects within secretarial work 

England France Germany 

Pub Con Pub Con Pub Con 

None 0 0 0 1 0 1 

Some 2 2 2 2 3 3 

Good 0 0 0 0 0 0 

Table 76 

Most of the companies, including all the English firms, saw some prospects for 

secretaries, but none felt that prospects were good. The personnel manager at 
InterPub in France explained that promotion prospects were not really open to 

secretaries: 

"C'est vrai que noun ne pouvons pas, nous, offrir de vdritables perspectives d'dvolution 
ä une secretaire. La seule chose que noun pouvons faire, c'est eventuellement 
diversifier son travail... mail ca n'a rien de systematique, et on ne peut pas parler chez 
InterPub de vraies filieres concernant 1'evolution d'une secrdtaire. " 
[It's true that we can't offer any real promotion prospects to a secretary. The only 
thing we can do is possibly broaden her job ... but that's not done at all on a regular 
basis, and you can't talk about real promotion channels for secretaries at InterPub] 
(Personnel Manager, InterPub France) 

Despite these negative perceptions, more French secretaries (47%, n=64) had been 

promoted since joining their companies than English (43%, n=57) and, especially, 
German secretaries (28%, n=28). The majority of these had been promoted within 

secretarial work, but a small number in each country had been promoted into 

secretarial work from office junior or typist (11% in France, 6% in Germany and 5% 

in England). 
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Perceptions among the secretaries of promotion possibilities within secretarial work 

varied considerably by country: 

Perception of promotion opportunities for secretaries 
in general within secretarial work' 

(Percentages) 

England France 
(n=61) (n=69) 

Germany 
(n=49) 

Overall 
(n=179) 

Poor/None 

Good/Excellent 

43 67 

38 11 

61 

13 

58 

21 

Table 7 

Thus, English secretaries clearly regarded promotion prospects as much better than 

either French or German secretaries, which coincides with the possibilities companies 
felt were available, (Table 7.6). Although the French secretaries were generally the 

most pessimistic, more German secretaries (25%) felt that there were `no' promotion 

prospects, compared with 19% of French and just 8% of English secretaries. 

Perceptions of promotion prospects across the two sectors revealed some very 
inconsistent results: 

1 The table shows data for collapsed categories. 
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Perceptions of promotion opportunities 
for secretaries in general within secretarial work 

as `Good' or 'Excellent' 

(Percentages) 

England France Germany Overall 
(n=61) (n=69) (n=49) (n=179) 

Publishing 20 21 5 15 

Consultancy 43 8 21 24 

Overall 38 11 13 21 

Table 

Consultancy secretaries in England perceived by far the most opportunities for 

secretaries to move up within secretarial work, and this was true in both the 

companies surveyed. Overall, consultancy secretaries were somewhat more optimistic 

than publishing secretaries, but in neither sector were a majority of secretaries 

optimistic regarding promotion prospects. 

When the secretaries were asked to assess their own prospects for promotion within 

their company, the results showed a degree of variation from those reported for 

secretaries in general: 
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Perceived opportunities for self 
to be promoted within secretarial work' 

(Percentages) 

England 
(n=59) 

France 
(n=67) 

Germany 
(n=52) 

Overall 
(n=178) 

Poor/None 

Good/Excellent 

48 

25 

67 

20 

62 

16 

59 

21 

Table 7.9 

The English secretaries still perceived chances for promotion as better than French 

or German secretaries, but all secretaries viewed their own chances for promotion 

as worse than for secretaries overall (44% of German secretaries believed they had 

`no' chance of being promoted, compared with 23% of French and 17% of English). 

However, they were still far more optimistic than Silverstone & Towler's (1983; 1984) 

sample, 61% of whom believed they had no chance to be promoted. 

In order to see whether age was related to perceived prospects, the two variables 

were cross-tabulated: 

1 Table shows data for collapsed categories. 
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Age v. chances for self to be promoted 

(Percentages) 

< 25 26-35 36-45 46> 
(n=61) (n=55) (n=35) (n=15) 

Good/Excellent: 

England 36 22 13 0 

France 14 26 25 0 

Germany 27 14 18 0 

Total 26 22 20 0 

Poor/None: 

England 36 44 75 100 

France 68 65 69 60 

Germany 18 64 55 83 

Total 49 58 66 80 

Table 7.10 

This table shows that perceived promotion prospects were linked with age, in other 

words, the older the secretary, the worse she perceived her promotion prospects to 

be. England was the only country where a consistent relationship was observed and 

in the same direction. The percentage of French secretaries who perceived no 

promotion opportunities for themselves in all age groups was very high, with 68% of 

under 25s thinking they had bad or non-existent promotion chances, by far the highest 

figure for this age group across the three countries. The figures for Germany showed 

no constant decrease in perceived opportunities up the age bands, but many more of 

the secretaries over 45 perceived their chances as bad or non-existent than any of the 
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younger age groups. German secretaries in the youngest age group were the least 

pessimistic in the three countries. 

The overall observed relationship between age and perceived prospects appears to 

be interacting with nationality, since a greater proportion of the German secretaries 

were in the older age groups than the French or, especially, the English secretaries. ' 

Thus, the questionnaire data can offer no categorical proof that nationality overrides 

age in perception of promotion opportunities. However, it would be true to say that, 

overall, a not inconsiderable number of secretaries, 59%, believed they themselves 

had bad, or non-existent promotion prospects within secretarial work, whilst just 21% 

believed they had good or very good chances. 

At interview, it was possible to explore these attitudes in greater depth. It emerged 

that chances tended to arise opportunistically rather than routinely for secretaries to 

be promoted: 

"Ja, vielleicht ganz selten, wenn ein Job frei wird, sagen wir mal. Beim Leitenden 
Lektor sitzt z. B. eine Sekretärin. Wenn sie aus irgendeinem Grunde aufhören sollte, 
OK, gut, dann wird vielleicht jemand von den anderen genommen .... aber ansonsten, 
sieht schwach aus! " 
[Yes, perhaps (there are opportunities), very rarely, when a job is free, let's say. For 
example, the Chief Editor has a secretary; if she should leave for whatever reason, OK, 
yes, then perhaps one of the others will be taken on ... but otherwise, it looks pretty 
bleak! " (Secretary, InterPub Germany) 

"Le probleme c'est que, secrdtaires de direction, il doit y en avoir Sept ou huit dann la 
soci&td. Il est evident que pour qu'une autre secrdtaire puisse acckder ä un poste parmi 
ces huit, il faut attendre qu'il y ait liberation d'un poste ou creation d'un poste ou 
mouvementsur les poster qui existent. C'est une populationqui est relativement figde, 

stable. " 
[The problem is that there must be around seven or eight directors' secretaries in the 
firm. It's clear that for another secretary to take over a job among those eight, you 
have to wait for a post to become vacant or the creation of a new post or movement 
within the existingjobs. It's a relatively fixed, stable popultation. ] (Personnel Manager, 
InterPub France) 

This did not appear to be solely related to the size of the company, since the length 

of secretarial hierarchies within many of the larger firms appeared short, with often 

1 See Chapter VIII, Section 2.1 for further details. 
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just two or three levels of secretarial staff incorporating a broad range of secretarial 

jobs. Analysis of the secretaries' questionnaire responses concerning their perceived 

promotion prospects within secretarial work by size of company revealed that 67% 

of secretaries working for organisations employing fewer than 15 secretaries thought 

their chances of promotion within secretarial work were `bad' or `none'(n=18), 

compared with 65% of those working in organisations employing 15-29 secretaries 

(n=78), and 55% in the larger organisations (n=82). Although this would seem to 

indicate that the larger the organisation, the better the secretary perceives her 

chances to be, the interaction between nationality and size should not be excluded. 

Just three organisations fell into the largest category, two of which were English (and 

one French), and three fell into the smallest category, two of which were German 

and one French. 

The Personnel Director at InterCon in France explained the system in her company: 

"Elles font la remarque souvent, elles trouvent qu'elles n'ont pas de plan de carri8re, 
parce qu'elles voudraient qu'il y ait un espece de hierarchie. Pour nous, la hierarchie, 
c'est operatrice de traitement de texte, secrdtaire bilingue, secrdtaire de direction 
bilingueet assistante de direction. Mais ce palier secretaire bilingue recouvre un large 
dvantail d'expdrience de la jeune secrttaire debutante ä une secrdtaire qui a cinq ou six 
ans. " 
[They (the secretaries) often say that they think they have no career path, because 
they'd like to have a sort of hierarchy. For us, the hierarchy goes from word processor 
operator, bilingual secretary, bilingual director's secretary and director's assistant. But 
the level bilingual secretary incorporates a broad range of experience from the young 
first jobber to a secretary who has five or six years' experience. ] (Personnel Director, 
InterCon France) 

"I think you can only get to a certain level here ... once you get to that level, that's it, 
there's nowhere else you can go. " (Secretary, InterCon England) 

This view was shared by the bosses who were interviewed: `I do believe there is a 

problem for them then, once you've become a partner's secretary, where do you go 
from there? ' (Boss, InterCon England): 

"It's a long, flat structure isn't it? What do you do once you've become a very good 
secretary, you go on to be a secretary for a more senior person, and there's only a 
limited number of those. " (Boss, InterCon England) 
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One secretary, working for InterCon in Germany, expressed a similar view: 

"Was gibt es mehr als Partnersekretärin, höchstens noch Sekretärin vom Managing 
Partner, aber dann ist es auch schon fertig, mehr gibt es nicht. " 
[What more is there than partner's secretary, just secretary to the Managing Partner, 
but that's it then, there's no more. ] (Secretary, InterCon Germany) 

The secretary to the Managing Partner in InterCon in Germany, who was also 
interviewed in her capacity as personnel officer, corroborated this view: 

"Ich würde sagen, es gibt auch diese Möglichkeiten, aber irgendwo limitiert, weil wir 
haben eigentlich nur die Möglichkeit für einen Partner zu arbeiten, das wäre der erste 
Aufstieg für eine Managersekretärin, Partnersekretärin zu werden, dann eben die 
Partnersekretärin, dann eben die Managing Partner Sekretärin. Das sind eigentlichnur 
drei Möglichkeiten. " 
[I would say there are possibilities, but somehow limited, because we only really have 
the possibility of working for one partner, that would be the first step up for a 
managers' secretary to become partners' secretary, and then the Managing Partner's 
Secretary. There are only really three possibilities. ] (Secretary, InterCon Germany) 

Moreover, it appeared that having a number of bosses could make it hard to enforce 

a hierarchy of higher level secretaries working for higher level bosses. It was 
observed in InterCon in Germany that, although there was supposed to be a 
distinction between secretaries and directors' secretaries, as the company expanded 

and the number of directors increased, these were simply added to the secretaries' 

existing number of bosses: 

"Der einzige Unterschied, den es hier gibt, ist zwischen Partnersekretärin und nicht 
Partnersekretärin, und jede Sekretärin arbeitet für einen Partner mittlerweile. " 
[The only difference there is here is between those who work for a partner and those 
who don't, and every secretary now works for a partner. ] (Secretary, InterCon 
Germany) 

Some secretaries, however, were more optimistic about promotion prospects: 

"Il y en a ici, parse qu'il ya des secrdtaires qui ont deux patrons, un associd, et puis il 
ya des secrdtaires qui sons responsables d'un etage ... il ya de la hi@rarchie dans les 
secrdtaires. " 
[There is (a hierarchy) here, because there are secretaries with two bosses, one partner, 
and then there are secretaries who are in charge of a floor ... there is a hierarchy 
among the secretaries. ] (Secretary, InterCon France) 
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Progress as a secretary was seen by bosses and secretaries as highly dependent upon 
the boss's own mobility within the company: 

"It's whether your boss is promoted, it's not on your individual job, on your merit, it's 
on your boss's merit ... 

if you're working for a partner and you're not getting on with 
him, it's quite unusual to find somebody to swap. People do do it, but obviously it's a 
bit of a loss of face for the partner concerned, so they don't encourage it.. it's a lot of 
luck if your partner is chosen to be division head, then you're lucky because you'll be 
made up to Executive Secretary. " (Secretary, InterCon England) 

"It depends on your boss. If you're working for a boss who's going to go to the top, 
then the prospects are very good. " (Secretary, InterCon England) 

"When I came in, Bernard was just a Group Head. He was a line partner.. he only 
had responsibility over two partners. He's incredibly ambitious, and literally he's just 
been promoted and promoted and he's taken me with him. " (Secretary, InterCon 
England) 

"Je pense qu'on n'offre pas d'dvolution satisfaisante aux secrdtaires, ä de tres rares 
exceptions press ... je pense que le role de la secrdtaire Upend extremement de la 
personnalite du patron, en fait. " 
[I think we don't offer a satisfactory career path to the secretaries, with a very few 
exceptions ... I think the role of the secretary depends to a large degree on the 
personality of the boss, in fact. ] (Boss, InterCon France) 

The Secretarial Supervisor at InterCon in England explained the reasons behind 
operating such a system: 

"Secretaries are promoted on the back of the most senior person they work for, which 
has its ups and downs. You have to have some way of doing it in a large organisation, 
and sometimes that's not fair. But you can't have it any other way in a large 

organisation, because you'd probably end up with a junior consultant with a more 
experienced and capable secretary than a senior partner, and it wouldn't be acceptable 

... 
You get a tremendous amount of loyalty, though, some people pass up the 

opportunity for promotion and would rather wait until their most senior consultant 
made their promotion. " (Secretarial Supervisor, InterCon England) 

This dependency, whilst it worked to the advantage of secretaries in many cases, 

could also work to their disadvantage, for instance, in companies where bosses were 

not very mobile themselves: 

"Nous-mZmc, on n'evolue pas dans le poste, donc eile pout difficilementdvoluer... dans 
l'&dition, il n'y a pas tellement de perspectives de progression hi@rarchique ... on peut 
dventuellements'occuper d'un autre ouvrage, ou d'une collection d'ouvrages, mais le 
travail de la secretaire reste plus ou moins le mdme. " 
[We don't move up in the job, so she could only do so with difficulty... in publishing, 
there aren't that many possibilities to move up the hierarchy 

... you can perhaps work 
on another book, or collection of publications, but the secretary's job remains more or 
less the same. ] (Boss, InterPub France) 
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Alternatively, in companies where the bosses were mobile, this could lead to them 

being promoted out of the country or to a different area, where his secretary could 

not follow him. This had happened to one secretary in InterCon in Germany, whose 

boss, the office Managing Partner, had been promoted into another part of Germany. 

His successor had asked another secretary to work for him, leaving her no alternative 

but to be effectively demoted to working for a line partner: 

"... dann gibt es nur die Beförderung, daß man nur noch für seinen eigenen Partner 
arbeitet, das wäre noch ein Aufstieg. Man steigt genauso schnell wieder ab von daher. " 
[... then you can only be promoted to work for your own partner, that would be 

promotion. You climb down from there just as fast. ] (Secretary, InterCon Germany) 

In addition, bosses themselves could move down as well as up, often leaving no 

alternative but demotion for their secretaries: 

"It's interesting to see the cycle of the secretaries, and the secretaries move with their 
boss, and if the boss moves down or out, then you have a secretary who can't stay. 
There's nowhere to go once you've been at the top of an organisation, no-one is very 
keen to work half way up the mountain again, and quite frankly that is true for the 
secretary as well. " (Boss, InterCon England) 

This form of promotion for a secretary is, therefore, highly risky, not least because 

it depends on the boss's attitude towards taking his secretary with him: 

"My predecessor didn't [take his secretary with him] in the equivalent position, he 

changed, and I got some advice not to do it. At the end of the day, I felt she could do 
it, or I would give her the benefit of the doubt, and see whether she got there. Quite 
frankly, if she hadn't, then one would have had to have acted accordingly to correct it. " 
(Boss, InterCon England) 

Another way in which secretarial promotion could be dependent upon the boss 

emerged as a form of `poaching' of talented secretaries by bosses. Thus, a boss being 

promoted could `poach' a colleague's secretary and ask her to work for him. 

Alternatively, a boss whose secretary left could replace her by a colleague's secretary. 

This could work in the secretary's favour, as in the case of the Office Managing 

Partner's Secretary in InterCon in Germany, who was promoted to her job when the 

new Managing Partner `poached' her from another partner: 
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"Ich war schon überrascht, weil ich einfach nicht so lange bei der Firma dabei bin, und 
weil es Sekretärinnen hier gibt, die älter sind, und mehr Berufserfahrung haben ... ich 
habe ihn auch gefragt, warum er mich ausgewählt hatte, und er sagte nur, er hatte seine 
Gründe dafür. " 
[I was surprised, because I haven't been with the firm such a long time, and because 
there are secretaries here who are older and have more work experience .... I even 
asked him why he chose me, and he just said, he had his reasons. ] (Secretary to 
Managing Partner, InterCon Germany) 

Conversely, however, her predecessor, instead of continuing to work for the new 
Managing Partner, was demoted. 

One secretary, who was also interviewed at InterCon in Germany, put her promotion 

to word processing trainer down to her potential being `spotted' by the director: 

"Ich glaube, es kommt auch ein bißchen dadurch, daß ich mich mit dem 
Geschäftsführer der Firma eigentlich sehr gut verstehe. Er war Projektleiter, und da 
hat er gemerkt, daß ich schon eine wertvolle Mitarbeiterin bin, und deshalb fördert er 
mich. " 
[I think it's also because I get on very well with the director of the firm. He was the 
project leader, and he noticed that I am a useful colleague, and because of that, he 
promoted me. ] (Word Processing Trainer, InterCon Germany) 

A few bosses also spoke of their secretary being `stolen' by other partners or 

managers. Conversely, two remarked: 

"I've got my eye on somebody that I would quite like to have working here. " (Boss, 
InterCon England) 

"Je sais, dans la maison que, si je perdais Nathalie, je sais od j'irais en recup@rer une 
ou deux. 11 ya deux qui me paraissent avoir les qualitts que je recherche. " 
[I know, if I lost Nathalie, where I would go in the office to get one or two others. 
There are two who seem to have the qualities I'm lookingfor. ] (Boss, InterCon France) 

Thus, some secretaries, through their contacts, were able to short-circuit the normal 

promotion channels. 

It has been suggested by a number of commentators that another way in which the 

secretarial hierarchy can be foreshortened is by young secretaries, often in their first 

job, being recruited to work for Directors or Managing Directors (Vinnicombe, 1980; 
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Silverstone, 1974). To find out whether this was the case, age was cross-tabulated 

with boss's job title: 

Secretaries under 30 
working for Chairman/Director 

(Percentages) 

England France Germany Overall 

Chairman/MD/Deputy 

Director 

50 (n=14) 

46 (n=28) 

43 (n=7) 

46 (n=37) 

22 (n=9) 

48 (n=29) 

40 

47 

Total 48 45 42 1 1 45 

Table 7.11 

In virtually all cases, around half or just under half, of the secretaries working for 

bosses at Director level or above were aged 30 or less. It was only in the case of 

Managing Directors/Chairmen in Germany that the results were appreciably 
different; here, only 22% of secretaries were in this age group, an indication that an 

age-based hierarchy might be operating more in Germany than in either England or 

France. Overall, a smaller percentage of secretaries at this level were 30 or under 

compared with the whole sample (65% in England, 58% in France and 46% in 

Germany), which indicates that, although a significant proportion of the secretaries 

at this level were young, the secretarial hierarchy does still operate according to age. ' 

Thus, we have seen that promotion prospects for secretaries within secretarial work 

are far from automatic. Furthermore, at interview, a number of bosses and 

secretaries expressed their doubts concerning the validity of promotion for secretaries 

1 Demographic features, including the secretaries' ages, will be discussed further in the following 
chapter. 
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within the secretarial hierarchy. A number of theorists have expressed the same 

concerns. Laufer (1984) writes: 

"La filiere du secretariat est intrinsbquement limit8e et la hierarchie des fonctions est 
en partie artificielle dann la mesure oü elle ne s'accompagne pas d'une evolution tress 
nette des qualifications, des responsabilitis ou de l'inte ret du travail. " 
[The secretarial career path is intrinsically limited and the secretarial hierarchy is, in 
part, artificial in that it is not accompanied by a clear evolution of qualifications, 
responsibilities or work interest. ] (Laufer, 1984, pp. 73-74) 

Thus, progress as a secretary, being traditionally linked to the promotion of the boss, 

or working for bosses of an increasingly high level, may lead to more interesting 

work, but does not necessarily do so. One other factor is that promotion as a 

secretary very rarely entails any managerial responsibilities. This was recognised by 

both bosses and secretaries at interview: 

"Die Heike ist die Office Managing Partner Sekretärin, sie muß eben sehen, ob es 
funktioniert, auch organisieren, aber es ist nicht so, daß sie einem sagen kann, was man 
machen muß. " 
[Heike is the Office Managing Partner's Secretary, and she has to make sure that 
everything works and organise things, but that doesn't mean she can tell anyone what 
to do. ] (Secretary, InterCon France) 

"II ya la secrdtaire du PDG qui, de parses fonctions, est au-dessus. Mais, pour autant, 
eile ne gi re absolument aucune autre secrdtaire dans la socidtd. Elle a sa secrdtaire 
A eile, mail en dehors de ca, au niveau du travail, techniques du travail, eile ne göre 
personne d'autre. " 
[There's the Managing Director's secretary who, because of her job, is above the 
others. But, for all that, she is not in charge of any other secretary in the company. 
She's got her own secretary, but apart from that, as regards work, techniques, she's not 
in charge of anyone else. ] (Secretary, InterPub France) 

Reaching a top secretarial position does not, therefore, lead to the responsibility over 

others that is associated with promotion as a consultant, for instance, who would 

progress to managing a small team and then a whole group. This was true in all 

three countries. 

".. Das Wort `Karriere' trifft gar nicht zu bei einer Sekretärin. Karriere kann man 
machen, wenn man Prokurist wird und dann in die Geschäftsleitung aufsteigt ... aber 
diese Eigenverantwortung in dem Sinne haben wir ja nicht. Wir haben zwar 
Verantwortung in unserem Bereich, aber nicht auf das ganze Unternehmen bezogen. 
Von da ist allein schon der Beruf nicht dazu gedacht, daß man Karriere macht. " 
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[The word `career' doesn't apply to a secretary. You can have a career if you become 
a solicitor and then move up to be a partner ... but we don't have that sort of 
responsibility. We do have responsibilityin our own area, but not related to the whole 
company. From that perspective alone the job is not constructed in such a way that 
you can have a career. ] (Secretary, InterCon Germany) 

"Ich würde meine Tochter, wobei ich nicht weiß, ob sie meinen Ehrgeiz hat, nie 
empfehlen, Sekretärin zu werden, weil wenn sie Sekretärin vom Daimler-Benz wird, 
dann ist sie immer noch Sekretärin ... Ich sehe eigentlich für eine Sekretärin nur die 
Möglichkeit, finanziell höher zu rutschen und Chefsekretärin zu werden. Das ist auf 
meiner persönlichen Berufsbild eigentlich keine große Karriere. " 
[I would never advise my daughter, although I don't know if she has my ambition, to 
be a secretary, because even if she became secretary of Daimler-Benz, she'd still be a 
secretary ... I only see a possibility for secretaries to earn more money and to become 
a director's secretary. According to my personal view of occupations, that's not a great 
career. " (Boss, InterCon Germany) 

These quotations show the ambiguous nature of promotion within the secretarial 

ladder. The major causes for doubting the validity of such promotion lie with the fact 

that it does not lead to managerial responsibilities over other people, nor necessarily 

to increased responsibilities. Another cause may also be the apparent lack of 

`rationality' behind the movement of many secretaries up the secretarial ladder. Our 

original definition of `career' implies that the individual makes `rational' choices to 

further his or her progress. However, as we have seen, the progress of many of the 

secretaries up the secretarial ladder may well be more dependent upon chance 

factors, such as being `spotted' by someone senior in the company, or being promoted 

when their boss is promoted, rather than on their own merit. Similarly, we have also 

seen that secretaries can quite easily be demoted simply because their boss is 

demoted. Thus, secretaries' moves up and down the hierarchy are not necessarily 

based on a `rational' decision, rather, they can be dependent upon events over which 

they have no control. 

4.2 Promotion out of Secretarial Work 

Promotion within secretarial work is, of course, not the only form of promotion 

possible for secretaries. In the questionnaire, the secretaries were also asked about 

their perception of opportunities outside secretarial work itself: 
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Perception of promotion opportunities 
for secretaries in general 
out of secretarial work 

(Percentages) 

England 
(n=59) 

France 
(n=65) 

Germany 
(n=51) 

Overall 
(n=175) 

None 17 31 31 26 

Poor 32 33 39 35 

Reasonable 38 17 20 25 

Good/Excellent 13 19 10 14 

Table 7.12 

This table shows that just over one-quarter of all secretaries thought that there were 
`no' promotion prospects for secretaries in general. Just 14% viewed chances as 
`good' or `excellent'. Overall, the English secretaries were by far the least likely to 

see `no' opportunities, but more French secretaries saw chances of moving out of 

secretarial work as `good' or `excellent' than English or, especially, German 

secretaries. German secretaries were the least optimistic overall. Secretaries viewing 

prospects as ̀ poor' or `none' broke down by sector as follows: 

Perception of promotion opportunities 
out of secretarial work 

as 'Poor' or 'None' 

(Percentages) 

England 
(n=59) 

France 
(n=65) 

Germany 
(n=51) 

Overall 
(n=175) 

Publishing 

Consultancy 

27 

57 

47 

71 

76 

67 

53 

65 

Table 7.13 
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English secretaries were the most optimistic in both sectors, and many more 

consultancy than publishing secretaries thought their chances `poor' or `none' in both 

England and France. Again, Germany did not conform to this pattern. The German 

secretaries emerged as the least optimistic overall, with the English the most 

optimistic. Overall, a very high proportion of secretaries viewed chances for 

promotion out of secretarial work as bad or non-existent, especially in the consultancy 

sector. 

The secretaries were also asked how they viewed their own prospects for promotion 

outside secretarial work: 

Perception of promotion opportunities for self 
out of secretarial work 

(Percentages) 

England France Germany Overall 
(n=60) (n=63) (n=48) (n=171) 

Poo one 52 70 71 64 

Good/Excellent 17 15 10 14 

Table 7.14 

These results were very close to those recorded for secretaries in general although, 

again, the secretaries were more pessimistic regarding their own promotion prospects 

than those of secretaries in general. Overall, the German secretaries emerged as the 

least optimistic regarding promotion prospects out of secretarial work and the English 

the most optimistic, mirroring the results obtained for secretaries' views on promotion 

prospects within secretarial work. These results are far better than the 4% of 
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secretaries who believed they had a chance to be promoted to a non-secretarial role 

recorded by Silverstone & Towler (1984). 

In order to find out whether age was related to the perception of opportunities for 

promotion, the two variables were cross-tabulated: 

Age- v. perception of opportunities for self 
out of secretarial work 

(Percentages) 

< 25 26-35 36-45 46 > 

Good/Excellent: 

England (n=59) 24 17 0 0 

France (n=63) 9 13 29 0 

Germany (n=45) 18 19 0 0 

Total 18 16 12 0 

Poor/None: 

England 45 56 38 100 

France 73 65 71 75 

Germany 64 63 64 100 

Total 58 61 61 93 

Table-"l 

As was the case for opportunities within secretarial work, older secretaries clearly saw 
fewer chances for themselves to be promoted outside secretarial work than younger 

secretaries. Again, this age difference interacted with nationality, since the German 

secretaries were older than their French or English counterparts. 

In order to compare the secretaries' perceptions with the opportunities the companies 

themselves felt they offered secretaries, the companies' personnel officers were asked 
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to assess the potential within their firms for secretaries to move out of secretarial 

work: 
Companies' assessments of 

promotion prospects for secretaries 
out of secretarial work 

England France Germany 
- 

Con Pub T Pub Con Pub Con 
7 

None 0 0 0 1 1 1 

Some 2 2 2 2 2 3 

Good 0 0 0 0 0 0 

Table 7.16 

Thus, none of the companies rated secretaries' chances as ̀good', although most could 

envisage ̀ some' possibilities for secretaries outside secretarial work. The German 

secretaries' pessimism regarding promotion prospects was reflected in the relatively 
high number of companies (two out of seven) where no other jobs were open to 

secretaries. The secretaries' perception of promotion opportunities did not appear 

to be related to company size. ' 

The companies' representatives were also asked how many secretaries had actually 

been promoted out of secretarial work in the past year: 

' 67% of secretaries in small companies (n=18), 64% in medium sized companies (n=78) and 
65% in large companies (n=82) felt that their promotion chances were 'bad' or 'none'. 
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Positions to which secretaries 
had been promoted in last year 

Country Number % 
Secretarial 
Workforce 

Jobs 

England 

InterCon 5 15% Administering training, 
recruitment 

France 

InterCon ? ? Unspecified but small number 
of secretaries moved into 
administrative posts 

French 3 ? Sales jobs 
Publishing 

Germany 

InterCon 1 4% Training administration 
German 1 6% Conference organising 

11 Consulting 

Table 7.17 

None of the other companies reported any promotions out of secretarial work in the 

previous year. It is interesting to note that secretaries had moved out of the 

secretarial function in all offices of InterCon, but not at all in InterPub. Silverstone 

(1974) and Pringle (1989) argue that publishing is one area where secretaries can 

more easily move out of secretarial work, and Tomlinson & Colgan (1989) found in 

their survey of publishing companies in the UK that one-third of women directors 

entered publishing via the secretarial route. 

In this survey, publishing secretaries were certainly much more optimistic overall 

regarding their chances for promotion out of secretarial work than consultancy 

secretaries. Kanter (1977) has suggested that such perceptions may be based on the 
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existence of women at upper levels in the company hierarchy. The company 

representatives were also asked, therefore, by questionnaire and at interview, for the 

numbers of women in managerial positions in their firms. Exact figures were not 

always available, but the following table shows the information provided by the 

companies: 
Inter on 

Women Employees 

(Percentages) 

England France Germany 

Partners/ 0 (n=32) 6 (n=143) 0 (n=10) 
Directors 

Managers 15 (n=162) 13 (n=15) 

Consultants 21 (n=737) 23 (n=844) 24 (n=126) 

Table 7.18 

InterPub 
Women Employees 

(Percentages) 

England France 
- T-Germany 

Directors 

Managers/Editor 

33 (n=3) 

60 (n=5) 

33 (n=6) 

551 

0 (n=4) 

50` 

Table 7.19 

Overall, the proportion of women managers was far greater in all countries in the 

publishing company. 23% of directors in the publishing company were women, 

compared with just 5% of directors at InterCon. This is an indication that publishing 

' Total number of managerial staff was not available. Percentage is based on estimate provided 
by personnel manager. 
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is, in fact, an area in which women in general can progress more than in consultancy, 
(although this does not necessarily mean that progression prospects are more open 

to secretaries). In Germany, it is interesting to note that there were no women in 

either company at Director level, and also that the German secretaries were the least 

optimistic concerning their promotion prospects either within or outside secretarial 

work. These trends are reflected in the indigenous companies. France had more 

women at manager and director level overall than England or, especially, Germany, 

and there were more women in these jobs in publishing than in consultancy. 

Women in managerial roles 
indigenous publishing and consultancy firms 

(Percentages) 

Director/Partner Manager/ 
Consultant 

Consultancy 

England 3 (n=35) 25 (n=223) 

France 1 31 (n=13) 22 (n=181) 

France 2 11 (n=11) 27 (n=59) 

Germany 1 0 (n=3) 7 (n=87) 

Germany 21 0 (n=3) 7 (n=15) 

Publishing 

England 0 (n=3) 502 

France 15 (n=13) 64 (n=55) 

Germany 1 33 (n=3) 32 (n=31) 

Germany 2 0 (n=2) 03 (n=2) 

Table 7.20 

' No figures were provided by the third German consultancy firm 

2 Estimate by personnel officer. 

This figure applies to department heads only; figures for editors overall were not provided. 
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Thus, the relatively greater optimism of publishing secretaries regarding promotion 

prospects outside secretarial work would indeed appear to be related to the greater 

proportion of women in managerial/executive functions. Eighteen percent of 
directors in publishing overall were women, compared with 6% in consultancy. 
National differences were very apparent; whilst 8% of French directors in consultancy 

were women, this was true for only 1% in England and none in Germany. Twenty- 

one percent of French publishing directors were women, compared with 17% of 

English and only 11% of German. Thus, women were more represented at the 

higher levels in France than England or, especially, Germany. Although comparing 

national statistics should be done with caution (Dale & Glover, 1990), surveys that 

have been carried out seem to indicate that there are fewer women managers in 

Germany than in the other two countries. Berthoin Antal & Kresbach-Gnath 

(1986/87) found that just 1.5% of those in `leading' positions in Germany were 

women, compared with 9% of managers in France and 8% in Britain (Adler & 

Izraeli, 1988). 

At interview, the personnel representatives were asked to explain in more detail the 

sort of opportunities that were open to secretaries. The main factor to emerge was 

that such openings were not at all systematic, arising more often than not by chance. 
The following comment from the personnel manager at InterPub in France was 

typical: 

"Pourquoi pas? Mais lä, ca va dependre essentiellement de l'individu. Si on est 
quelqu'un qui a envie de faire autre chose et qui a les capacitls de faire autre chose, 
il n'est pas impossiblede penscr qu'on puisse le confier ä une autre fonction, mais c'est 
1'exception, quand-meme. " 
[Why not? But that depends essentially on the individual. If you are someone who 
wants to do something else and have the capability to do something else, then it's not 
impossible to think that you could give her another job, but it's the exception, however. ] 
(Personnel Manager, InterPub France) 

The companies were also asked about the type of jobs into which they felt secretaries 

could be promoted. These fell into either the administrative area, such as organising 

training, travel and conferences, or into specialist areas such as marketing or 

personnel. The Personnel Director at InterPub in Germany explained that it would 
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be impossible for a secretary to move into a line editing post due to the specialist 

legal training required for this task. The same was true in France. In England, on 

the other hand, the personnel officer said that it would be possible for a secretary to 

move into editing, although it was apparent that the job of the editors was somewhat 

different in England from the other two countries. 

At InterCon, personnel representatives were asked whether it would be possible for 

a secretary to move into a consultancy job. All said that this would be impossible for 

a secretary, because of the training required to be a consultant. The bosses were 

asked the same question at interview, and a similar opinion was expressed. Indeed, 

one went so far as to suggest that the very fact of being a secretary at all would 

mitigate against someone's chances: 

"Sie müßte bestimmt ein Studium haben, und bestimmt nicht hier als Sekretärin 

arbeiten. " 
[She would certainly have to have a degree, and not work here as a secretary. ] 
(Secretary, InterCon Germany) 

"Hier ist man Sekretärin, und ich kann einfach nicht Consultantwerden, das geht nicht, 
dazu fehlen mir die Voraussetzungen... " 
[Here, you are a secretary, and I can't just become a consultant, that's not possible, I 
don't meet the requirements ... ] (Secretary, InterCon Germany) 

This was echoed by an English consultant: 

"Well, yes, if they'd wanted to be a secretary, then that would probably be [a 
hindrance], because there would be a shortfall in motivationand commitment. One of 
the key criteria for a consultant would be the level of motivation and commitment to 
consulting as a career. " (Boss, InterCon England) 

The difference in career progression for consultants and secretaries was outlined by 

one of the consultants at InterCon in Germany: 

"You must imagine that when I entered the firm there was a secretary to give me the 
stuff I have to read in order to become a consultant, and any questions you had you 
had to go to her and she could tell you everything about this company, and this has 
been the same for many professionals here. These secretaries are still with us, today 
we are the partners, and say, can you type this .... " (Boss, InterCon Germany) 
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This illustrates the `glass ceiling' effect for secretaries within the consultancy firm, 

which also operated in the publishing firm in France and Germany, owing to the 

specialised nature of the books being published and the legal knowledge required of 

the editors: Vest un sac finalement qui est ferme', [it's a closed door, in effect] 

(Secretary, InterPub France). 

However, secretaries themselves in France and England were more optimistic about 

their prospects within administration in InterCon: 

"Lorsqu'on arrive en haut des possihilitä dans le secretariat, on peut titre responsable 
d'un service de deux personnes, trois personnes, un service administratif, soit dans la 

gestion du personnel, la formation ... 
" 

[When you reach the top of the secretarial ladder, you can be put in charge of a 
department of two or three people, an administrative department, either in personnel 
administration or training... ) (Secretary, InterCon France) 

"I think the company's quite good about things like that, if you can show that you can 
do it, they won't stop you. There are lots of areas you could transfer into, 

administration, and they're just growing and growing these areas, as the company 
grows. " (Secretary, InterCon England) 

The German secretaries emerged at interview, as well as in the questionnaire, as by 

far the least optimistic in both companies: 

"Ich kann mir nicht vorstellen, daß man, wenn man also Sekretärin hier anfängt, ohne 
Studium, aus der Sekretärin wegkommt. " 
[I can't imagine, if you started off here as a secretary, without a degree, that you could 
leave the secretarial sphere. ] (Secretary, InterCon Germany) 

"Da sind keine Stellen, die einfach da sind, sondern das ist irgendwas was in fünf 
Jahren mal anfällt, und wo es denn jemand übernimmt. Aber das ist nichts, wo ich 
jetzt sagen kann, ich arbeite darauf hin. " 
[There are no posts that are simply there, rather, something will turn up once in five 

years, which someone takes over. But there's nothing where I can say, I'm working 
towards that. ] (Secretary, InterCon Germany) 

This, again, underlines the chance nature of secretarial promotion: Vest un petit peu 

en fonction des opportunites qui s'offrent', [it depends to a certain extent on the 

opportunities that come up] (Boss, InterCon France). 
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In the questionnaire, the secretaries were asked in more detail about the 

opportunities they felt were actually open to them in particular areas. Whilst 78% 

of English secretaries thought it would be possible for secretaries to be promoted into 

an administrative or clerical post (n=60), only 48% of German (n=52) and just 19% 

of French secretaries agreed (n=68). There was more agreement on opportunities 

to move into personnel: 42% of English, 39% of German and 34% of French 

secretaries said that this was a possibility, and 18% of English and French and 10% 

of German secretaries thought secretarial staff could move into managerial work. 

The only strong sectoral pattern that emerged over these three categories of work 

concerned personnel; around half of the consultancy secretaries thought it was 

possible for secretaries to be promoted into personnel work, (53% of English (n=60), 

45% of the French (n=68) and 57% of the German (n=52)), compared with just 7% 

of English publishing secretaries, 5% of French and 17% of German. 

Overall, the findings presented suggest that the English secretaries were able to see 

more prospects than either the French or the German to move out of secretarial 

work. However, prospects in all the countries proved to be extremely limited, 

especially in the consultancy sector. This confirms the expectation that an acute 

qualifications divide between bosses and secretaries would hinder chances for 

secretaries to move up within their organisation. 

The German secretaries emerged by a slight margin as the most pessimistic 

concerning their promotion prospects, and the German companies viewed promotion 

prospects as the most limited. It was also in Germany where there were fewest 

women in management positions within the companies surveyed. However, age 

clearly played an intermediary role affecting attitudes towards promotion prospects, 

affecting the national-level results. 

4.3 SECRETARIES' AMBITIONS 

At interview and in the questionnaire, the secretaries were asked about their own 

future plans and aims, and their attitudes towards the prospects open to them. 
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It emerged from the questionnaire that far more English than French or, especially, 
German secretaries would like to be promoted within their present firms (only 19% 

of English secretaries ticked the statement, `there are no jobs to which I would like 

to be promoted' (n=58), compared with 34% of French (n=64) and 61% of German 

secretaries (n=51)). Crompton & Jones (1984) have suggested that women's 

attitudes towards promotion can be affected by their perception of available 

opportunities. Consequently, these responses may well reflect the national patterns 

of perceived promotion chances reported in the earlier sections. However, since the 

question referred solely to promotion within their existing organisations, it should not 
be taken as a true reflection of the secretaries' attitudes towards promotion in 

general. Another factor affecting desire to be promoted was age. Just 38% of 

secretaries over the age of 45 could think of jobs to which they would like to be 

promoted (n =16), compared with 78% of secretaries under 25 (n = 64). 

When asked into which jobs they would like to be promoted, the following responses 

were obtained: 

Jobs into which secretaries 
wanted to be promoted 

(Percentages) 

England 
(n=58) 

France 
(n=64) 

Germany 
(n=51) 

Overall 
(n=173) 

Personnel job 26 23 14 21 

Managerial 21 25 8 18 

Secretarial 24 20 8 18 
Supervisor 

Higher 22 16 8 16 
secretarial job 

Clerical/admin. 12 3 8 8 

Table 7.21 
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A small number of secretaries (between 11%-16% in each country) suggested other 

jobs to which they would like to be promoted. These included word processing 

trainer, a marketing/sales job, and conference organiser. 

This table shows clearly that far fewer German secretaries said they wanted to be 

promoted than English or French secretaries. It is interesting to note the relatively 

small percentage, in all three countries, who wanted to move into a higher secretarial 

job. This is, perhaps, related to the ambiguous nature of secretarial promotion 

perceived by many of the secretaries. Personnel emerged as the most popular career 

move by a small margin. 

In order to find out how the secretaries perceived their jobs in relation to these 

potential career moves, they were also asked whether they viewed a move to one of 

these other jobs as a step upwards or sideways. Administration or clerical work was 

overwhelmingly viewed in all three countries as a sideways move (82% of English 

(n=56), 94% of French (n=36) and 87% of German secretaries (n=30)). Opinion 

was divided on the subject of personnel work: 87% of English secretaries said they 

would regard this as promotion, compared with 29% of French and 27% of German 

secretaries. ' Almost all the secretaries in each country regarded managerial work 

as a step up, and the majority viewed a move to secretarial supervisor as promotion 

(81% in England, 77% in Germany and a somewhat lower 61% in France). 

The secretaries were also asked whether they agreed with the statement; `I will not 
feel I have had a career unless I progress out of secretarial work, ': 

' The discrepancy between England, and France and Germany on personnel work is difficult to 
explain, but may perhaps be due to translation. Whilst the English version stated, 'personnel job', 
the French and German version would translate directly into English as 'personnel department', so 
it is possible that the secretaries believed this to mean a secretarial job in the personnel department. 



320 

'I will not feel I have had a career 
unless I progress out of secretarial work'1 

(Percentages) 

England 
(n=60) 

France 
(n=65) 

Germany 
(n=48) 

Overall 
(n=173) 

Agree/Strongly 43 53 52 48 
Agree 

Neither Agree 22 15 23 19 
nor Disagree 

Disagree/ 35 33 25 30 
Strongly Disagree 

Table 7.22 

This table shows that nearly half of all secretaries (48%) did not regard secretarial 

work as constituting a career for them. This should be considered in relation to the 
fact that 64% of the secretaries said that they felt their own promotion prospects 

outside secretarial work to be `poor' or `none', thus implying that many of the 

secretaries would only be able to fulfil their career ambitions outside their present 

firms or, possibly, not at all. 

At interview, many of the secretaries at InterPub in Germany said that they had no 

ambitions to move up or out of their present job. For some, this was because they 

or their husbands were nearing retirement age; others had settled in the 

neighbourhood, enjoyed their jobs, and could see no reason to move; and others 

simply said that they were not career-minded and went to work to earn money, but 

that their spare time was more important to them. 

At InterCon in Germany, many of the secretaries were younger2, but none had 

worked out any kind of career strategy, and few had any plans to move out of 

' Table shows data for collapsed categories. 

2 Full demographic data is presented in the following chapter. 
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work. The following comment is typical of many of the secretaries, with no planned 

career path to follow: 

"Ich werde gerne hier bleiben, und Berufserfahrung sammeln, dann werde ich 
wahrscheinlich was anderes suchen mal, da ich in der Stadt wohne, gibt es sehr viele 
Firmen. Aber erstmal möchte ich noch ein bißchen Erfahrung sammeln und dann 
möchte ich mir eine Stelle finden, wo ich nicht viel tippen brauche, und auch einen 
netten Chef habe ... und nette Kolleginnen. " 
[I'd like to stay here and get some more work experience, then I'll probably look for 
something else, since I live in the city, there are lots of firms. But first I'd like to get 
some more experience, and then I'd like to find a job where I don't have to type too 
much, with a nice boss and nice colleagues. ] (Secretary, InterCon Germany) 

Others were philosophical about the possibilities they had to do any other type of 

work: 

"Ich weiß nicht, mir bietet, glaube ich, keine andere Alternative mehr. " 
[I don't know (if I'll stay a secretary). I don't think I've got any other choice any 
more. ] (Secretary, InterCon Germany) 

At 28, and unwilling to give up her regular salary to study, one secretary felt her 

career chances to be limited because of her previous training as a secretary and her 

exclusively secretarial work experience. Similarly, most of the secretaries at InterCon 

in Germany appeared to see their careers purely in terms of secretarial work: 

"Wenn ich Sekretärin bleiben würde, also ich habe keine anderen grossen Gedanken, 
sehe ich es als Schritt für mich an, daß ich in eine Firma gehe, wo ich dann immer 
noch ausschließlich für eine Person, LB. im Bereich der Geschäftsführung arbeite, oder 
Vorstand. " 
If I stay in secretarial work, and I haven't any other plans, I would see it as a step 

forward for me to go to a firm where I'd just be working for one person, for example, 
a Director or Partner. ] (Secretary, InterCon Germany) 

Only one secretary who was interviewed expressed a desire to enter another field. 

This secretary worked for InterCon in a subsidiary company, and she was interested 

in going into personnel work. She had tried to further her ambition by learning as 

much personnel administration as possible from another secretary, with the hope that 

when she retired in a few years, she could take over her role. This was the only 

example of career management observed at interview in Germany. 
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In France, the secretaries' attitudes at interview were quite different. Many were 
highly ambitious to leave secretarial work, but felt restricted by the training and 

education they had followed: 

"J'aimerais bien sortir, mais c'est difficile ... c'est que je n'ai pas de formation 
sp&cifique, donc pour quitter le secrdtariat, il faut se sp&cialiser dans un domaine, ou 
alors il faut completement rdorienter sa carriere, ce que je n'ai pas du tout l'intention 
de faire, parce que ma vie privee ne me permet pas aujourd'hui de reprender des 
etudes 

... Pour pouvoirquitter le metier de secrdtaire et faire au tre chose, je pense qu'il 
faut qu'une secretaire fasse un secretariat dans un domaine particulieret, si ca lui plat, 
qu'elle essaie de se specialiser, mais je crois qu'en France on appelle ca la force de ses 
poignets, c'est-ä-dire, qu'il faut qu'elle se fasse une place dans cette fonetion. C'est 
dvident qu'elle ne sortira pas du secretariat cant qu'elle n'aura pas fait ses preuves. " 
[I'd love to leave secretarial work, but it's difficult... I haven't had any specific training, 
so if I wanted to leave secretarial work, I'd have to specialise in a certain area, or I'd 
have to completely reorientate my career, which I haven't the least intention to do, 
because my private life is such that I can't begin studying again ... 

For a secretary to 
leave her job and do something else, I think she'd have to work in a specialised area 
and, if she liked it, try to specialise. But I think in France we call that brute force, ie, 
she has to make a place for herself in that department. Clearly, she won't ever leave 
secretarial work unless she's shown what she can do. ] (Secretary, InterCon France) 

Others were keen to develop a career for themselves within secretarial work and to 

become an assistant: 

"Moi, si je vois une possibilite devolution, c'est que j'assiste Nathalie ddfnitivement, 
et que j'ai quelqu'un qui fasse le travail que je fais. " 
[If I see any prospects for myself, then it would be that I become Nathalie's assistant 
and that I have someone to do the work that I do. ] (Secretary, InterPub France) 

There was only one secretary interviewed in France who said that she had no 

particular ambitions, and many appeared to be aware of being constrained by their 

education. 

Many of the English secretaries at InterPub expressed similar views to those at 

InterPub in Germany. One said , `I'm happy as I am at the moment', and had no 

career ambitions beyond remaining in an interesting job. The same view was 

expressed by many secretaries at InterCon in England: 
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"I think it's a good grounding. I'm not the sort of person that plans ahead ... I don't 
like to look ahead too much, because you don't know what will happen, there's a lot 
of luck involved in what happens. " (Secretary, InterCon England) 

"I don't have a yearning to go into admin or anything. I've seen and talked to people 
in that sort of area and I don't think I'm suited to it, I don't think I've got the 
personality for it 

.... 
I haven't got any immediate plans other than obviously with the 

existing job and seeing how this develops. " (Secretary, InterCon England) 

Some expressed the view that they would like to leave secretarial work, but were 

unclear as to what they would do instead: 

" ... and then from that I'd like to go either to the training field or a field where there 
is a lot of conference organising. This is how I am right now. It could change if I see 
something more appropriate. " (Secretary, InterCon England) 

One secretary had been creating options for herself by taking an office management 

course, with no particularly clear view as to where it would take her. Another 

secretary said: "I think I'm wasted as a secretary, but then that's my fault, no-one 

else's, because I never got up and did anything", (Secretary, InterCon England). 

Thus, many of these career strategies could be regarded as falling into Hearn's (1977) 

`uncareer' category, whereby the search is for work with a meaning, but not 

necessarily upward mobility. Those French secretaries, however, who felt their 

ambitions were thwarted by choices made during their education could be regarded 

as ̀ blocked' in their careers. 

5. CONCLUSIONS 

Much of the evidence presented in this chapter supports the ghetto thesis contention 

that secretarial work offers few promotion prospects. Opportunities certainly existed, 

and were perceived to exist, for secretaries to move up both within and out of 

secretarial work in all three countries. However, it was also clear that these 

opportunities tended to arise on an unsystematic basis, and that chance, as well as the 

willingness of the secretary to utilise these opportunities, played a major role in 
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determining whether or not she could move up. Another key variable was the 

secretary's boss. His own career, as well as his attitude towards delegation and his 

role in the company all had a very strong influence over his secretary's progress. 

Thus, the more mobile the boss, the more mobile the secretary appeared to be, but 

this could equally entail movement down the hierarchy as well as up. This stands in 

contrast with the promotion prospects of male clerks, for instance, the majority of 

whom (according to Crompton & Jones' (1984) study) could expect to achieve 

promotion. 

Evidence of mobility into secretarial work was also discovered, with a substantial 

number of secretaries having experienced some progress upwards within their 

previous jobs. There was also evidence that some of the secretaries had used 

temping as a strategy to take advantage of their labour market position, especially in 

England. In addition, the secretarial job itself emerged as highly dynamic and 

evolving, rather than static and repetitive, with change being a significant aspect of 

the work of many secretaries. It was apparent that the secretary herself could 

exercise considerable power of role innovation (Nicholson & West, 1988), and that 

many secretaries actively engaged in this in an attempt to make their work more 

interesting, or to further their chances of promotion. 

It had been expected that publishing secretaries would be more mobile, and perceive 

more opportunities for mobility, than consultancy secretaries, and this was largely 

confirmed. The qualifications divide that was expected between consultants and 

secretaries proved to be a barrier stopping secretaries being promoted into a 

mainstream consultancy job, but a similar divide existed in France and Germany in 

InterPub, where the editors possessed high-level legal training, and so these jobs were 

closed off to the secretaries. 

Far more French and German secretaries saw no, or very few, opportunities to move 

out of secretarial work than English secretaries. This is an indication that the more 

structured qualifications system in France and Germany observed in Chapter V can 

perhaps be related to a more structured occupational system with less fluid 
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boundaries between jobs, thus closing off opportunities for secretaries to move on to 

other things. 

This proposition was confirmed by the national patterns that emerged in the findings. 

English secretaries were overall much more optimistic regarding their future 

promotion prospects both within and outside secretarial work than French or German 

secretaries. ' English secretaries also had the most experience outside secretarial 

work prior to their present job. In line with the perception of opportunities, more 

English secretaries also wanted to be promoted than French or German secretaries. 

Although opportunities in England for promotion for secretaries appeared better than 

in the other two countries according to both bosses and secretaries, only 38% of 

secretaries thought chances for secretaries within secretarial work 'good' or 'very 

good' and just 13% rated promotion chances outside secretarial work similarly. Thus, 

even in the most optimistic country, it was only a minority of secretaries who rated 

chances for promotion highly. 

Secretarial work in France appeared to be the least organised by hierarchy, and 

French secretaries were almost as pessimistic as the German secretaries regarding 

promotion both within and outside secretarial work. Just 11% felt chances for 

secretaries to be promoted within secretarial work were `good' or `very good' and 

31% felt secretaries had no chance at all of being promoted out of secretarial work 

in their companies. French secretaries also reported the least job experience outside 

secretarial work itself. At interview, French secretaries also appeared more 

ambitious than either English or German secretaries, but could rarely see any 

possible career moves for themselves. Although the French secretaries were the most 

highly educated, as we saw in Chapter 5, the level of education of the workforce as 

a whole seemed much higher in France, and so the level of education did not, of 

itself, create career opportunities for the secretaries. The direction of their training, 

rather, was more important and tended to close off other options. The pessimism of 

The influence of age on these findings is also significant, and the French and, especially, 
German secretaries were on average older than the English secretaries, and age appeared to be 
positively correlated with pessimistic views on promotion prospects. 
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the French secretaries was, perhaps, surprising in view of the fact that there were 

more women in senior positions in the French companies than in either of the other 

two countries, and one might have expected the French secretaries to have perceived 

their own chances as better in consequence. However, their education, coupled with 

perceptions of opportunities for secretaries in general, appeared much more 

significant as determinants of the secretaries' attitudes. 

Much the same was true in Germany, where secretaries were the least optimistic 

about their future chances. Very few had been promoted in their present companies, 

and 42% believed they had no chance at all to move outside secretarial work in their 

present firms. In Chapter V, we saw that the German training scheme was by far the 

most sophisticated of the three in terms of relating training to jobs, and so it is 

conceivable that the interaction between the training system and the construction of 

jobs creates a degree of rigidity in allocating people to occupations that mitigates 

against secretaries being mobile out of their jobs. However, in Germany, it was also 

observed that women were worst represented at the managerial and executive levels 

as well. At the same time, the German secretaries expressed the least desire to be 

promoted of all the countries. Whilst this may reflect perceived opportunities, it was 

also evident at interview that many were not concerned with upward mobility or, in 

particular, moving out of secretarial work. This appeared also to be related to the 

older average age of the German secretaries. However, many German secretaries 

had previous experience outside secretarial work, and had actively chosen to become 

secretaries, in contrast with the French secretaries, many of whom felt constrained 

by their education. It also emerged from the questionnaire that a relatively high 

number of German secretaries felt they would not have a career unless they 

progressed out of secretarial work. 

Thus, as we have seen in this chapter, secretarial work has to be regarded as a 

`ghetto' insofar as opportunities to move out of secretarial work are unsystematic and 
largely out of the control of the individual secretary. 
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This was particularly true in France, where many of the secretaries had worked 

exclusively as secretaries, and could not foresee any opportunity to move out of 

secretarial work. Whereas many of the German secretaries appeared to be happy 

with their career choice, this did not seem to be the case in France. 

However, it was also clear that, within their existing jobs, secretaries were able to 

exercise considerable role innovation as a strategy to improve their work or further 

their promotion prospects. 

In the following chapter, we move on to consider the final aspect of ghetto 

occupations, that they are essentially carried out by women, and the implications this 

has for secretarial work. 
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CHAPTER VIII 

WOMEN'S WORK? 

1. INTRODUCTION 

Secretarial work has been described as the archetypal female ghetto occupation 

(Silverstone & Towler, 1984). One of the main reasons for this is that virtually all 

the incumbents in many industrialised countries are women, a characteristic feature 

of ghetto jobs (Silverstone & Towler, 1974; Lowe, 1987; Pringle, 1989; Held, 1982; 

Pinto, 1987; Kagan & Malveaux, 1986). In addition, secretarial work has become a 

sex-typed (or gendered) occupation (Hakim, 1979; Bradley, 1989): 

"Secretarial work is probably the most persistently female of all occupations. " 
(Silverstone & Towler, 1983, p. 32) 

"What then is a secretary? In attempting to describe what she does, we have been 
driven back to stereotypical notions of what she is. " (Pringle, 1989, p. 26) 

"Der Beruf Sekretärin ist nicht durch eine geschützte Bezeichnung abgegrenzt. Doch 
Versuche dazu gibt es genug, diesen Frauenberuf zu definieren, festzulegen, was das 
ist: Sekretärinnenarbeit. " 
[The job of the secretary is not bounded by a clear description. However, there have 
been countless attempts to define this women's job, to establish what secretarial work 
is. ] (Held, 1982, p. 17) 

Analogies have been drawn between the peripheral duties typically attached to 

secretarial work (such as watering plants, making coffee, attending to visitors) and the 

duties performed by women in the domestic sphere (Benet, 1972; Pringle, 1989; 

Pinto, 1987). Reference is also made to the character traits supposedly required of 

a secretary, such as intuition, tact and diplomacy, as `typical' female qualities: 

"The meanings given to 'secretary' and to 'woman' are mutually dependent. The 
qualities of a `good woman' are encapsulated in the `good secretary'. " (Pringle, 1989, 
p. 3) 

Secretarial work is viewed as characterised by `deference' and an element of service, 

which are seen to parallel the husband/wife relationship to the point where the 
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secretary is referred to as the `office wife', deriving her status from that of her boss 

(Pringle, 1989; Golding & Golding, 1984; Golding, 1986). 

However, although the studies which have drawn these parallels provide a valuable 

insight into the dynamics of the secretarial role, very few analyses are actually based 

on empirical research. Where analyses are based on first-hand research, this has 

been conducted very much with the aim of substantiating, rather than questioning, 

the parallel with women's roles within the reproductive sphere (such as Pringle, 

1989). Moreover, the issue of national difference has not been addressed at all as 

no studies have been carried out on a cross-national basis to compare the 

feminisation of secretarial work across countries. 

This chapter attempts to remedy these deficiencies by exploring the validity of 

associating secretarial work with `women's work'. Firstly, we will examine the 

demographic characteristics of the secretaries who took part in the survey. All the 

secretaries were women, which confirms previous studies, but it seems insufficient to 

describe a workforce solely in terms of its gender (Burchell & Rubery, 1990). Other, 

highly significant differences emerged in the composition of the secretarial workforce 

that can be related to differences at the national level, and which demonstrate that 

secretaries cannot simply be classed as a homogeneous category just because most 

of them are women. 

Secondly, we turn to the question of the content of secretarial work. This involves 

examining the extent to which secretaries perform `domestic' duties, the status of 

secretarial work, and the question of the `deference' associated with secretarial work. 

Firstly, however, we will examine the demographic characteristics of the secretaries 

surveyed. 
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2. DEMOGRAPHIC CHARACTERISTICS 

All the studies that have previously been carried out in England, France and 

Germany have found that over 95% of secretaries are women (Silverstone & Towler, 

1983; Hesse, 1984; Bertrand, 1988). This makes secretarial work one of the most 

gender segregated occupations. 

The results of the questionnaire survey confirmed these earlier findings; none of the 

secretaries who responded in any of the countries was male, and only one company 
(the indigenous consultancy firm in England) reported employing a single male 

secretary. 

2.1 Age 

Beyond the initial similarity of gender, significant differences emerged when the 

demographic profiles of the secretaries were further analysed. For instance, the ages 

of the secretaries in the three countries did not show the same patternings: 

Age v. country 

(Percentages) 

England 
(n=60) 

France 
(n=69) 

Germany 
(n=52) 

Overall 
(n=181) 

Under 20 10 0 2 4 

21-25 40 33 21 32 

26-30 15 25 23 21 

31-35 15 12 12 13 

36-40 8 16 13 13 

41-45 5 7 10 7 

46-50 2 3 15 6 

51-55 5 4 4 4 

Table-8.1 
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In England, 50% of the secretaries were aged 25 or under; many more than France 

or Germany, where 33% and 23% respectively were in this age group. Only 12% of 

the English secretaries were over 40 years of age, 14% of the French, but a high 29% 

of the German. Thus, Benet's (1972) concept of a secretarial `glass ceiling' based on 

age is not entirely substantiated. 

The relative youth of the English secretaries confirms Silverstone & Towler's (1983) 

finding that the majority of London secretaries were under the age of 30. Pringle 

(1989) also found in her survey of Australian secretaries that women under 25 were 

more represented in this occupation than in the workforce in general. Pinto (1987) 

discovered that French secretaries were somewhat older, with just 17% of directors' 

secretaries and 39% of shorthand typists being under 30 years of age. The findings 

of this survey corroborate this difference between France and England, although a 
higher percentage of the French secretaries were under 30 (58%) than was recorded 
by Pinto. The German secretaries were somewhat younger than the ages recorded 
in the 1987 Census (Statistisches Bundesamt, 1987) for typists and secretaries, where 
59% were over the age of 35, compared with 42% in this survey. 

When the data collected on the secretaries' ages are compared across the two sectors, 
further differences emerge: 

Age v, sector and v, country 

(Percentages) 

England 
(n=60) 

France 
(n=69) 

Germany 
(n=52) 

Total 
(n=181) 

Pub Con Pub Con Pub Con Pub Con 

Under 25 

Over 40 

47 51 

33 4 

16 40 

37 6 

5 36 

50 13 

20 43 

42 7 

Table 8.2 
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The consultancy secretaries were appreciably younger, on average, than those in the 

publishing sector. Nearly half the consultancy secretaries overall, 43%, were aged 25 

or under, whereas this was true for only 20% of the publishing secretaries. Only 7% 

of the consultancy secretaries were aged 40 or over, as compared with 42% of the 

publishing secretaries. 

Part of the reason for this difference no doubt lies with the recruitment policies and 

age structures of the two different types of firm. For instance, the personnel officer 

at InterCon in France said that she liked to recruit secretaries in their early 20s, 

because they would be working for young consultants, who did not want an older 

secretary. Most of the publishing companies in all countries said that age was not an 

important criterion, and those which did specify mentioned they preferred to recruit 

within the age range 25-35. 

Another reason is clearly related to tenure. Publishing secretaries tended to stay 

longer with their firms: sixteen of the 23 secretaries in publishing over the age of 40, 

or 70%, had been with their company for eight years or longer, compared with just 

three of the nine secretaries of that age group (33%) in the consultancy sector. 

2.2 Marital Status 

Some further differences emerged between the three countries as regards the marital 

status of the secretaries: 
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Marital status v. country 

(Percentages) 

England 
(n=61) 

France 
(n=69) 

Germany 
(n=52) 

Overall 
(n=181) 

Single 49 38 39 42 

Engaged 8 3 0 4 

Living with 13 18 25 18 
partner 
Married 16 35 26 26 

Separated or 12 6 10 9 
divorced 

Widowed 2 0 0 1 

Table 8 

Although nearly half the English secretaries, 49%, reported that they were single, this 

figure was lower in both France and Germany. Over one-third of French secretaries, 
35%, were married, compared with 26% in Germany and a much lower 16% in 

England. Overall, 63% of the English, but only 44% of the French and 49% of the 

German secretaries were either single, separated, divorced or widowed, representing 
52% of all the secretaries. 

The age differences between publishing and consultancy secretaries were mirrored 

by their marital status, since 34% of publishing secretaries and 45% of consulting 

secretaries were single; 36% of publishing secretaries as against 22% of consultancy 

secretaries were married. 

A number of commentators have argued that bosses prefer single secretaries, since 

they believe that a woman with no family ties will be able to work more overtime 
(Pinto, 1987; Held, 1982). In the interviews with the personnel officers, there was 

only one instance where there was evidence of a bias in recruiting secretaries. The 
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secretary in charge at InterCon in Germany explained the reason why her firm had 

not, to date, recruited any married secretaries, and why most of the secretaries who 

worked in the firm did not have a boyfriend: 

"Man kann nicht sagen, das ist dieser typische von 8.30-5.30 Job, das hat eigentlich 
keine Sekretärin bei uns jemals gehabt, und ich glaube nicht, daß es so sein kann, aus 
dem einfachen Grund, weil die eben eine Beratungsfirma sind, und man muß sich den 
Kunden anpassen. Beim Kunden kann eben etwas kurzfristig passieren, und man muß 
so flexibel sein ... die haben bisher keine geheiratete Damen eingestellt-" 
[You can't say that this is a typical 8.30-5.30job. No secretary has ever had that here, 
and I don't really think it's possible, simply because we're a consulting firm, and you 
have to look after the client. Something can happen at short notice at the client's, and 
you have to be flexible... to date, they haven't taken on any married women. ] (German 
Secretary, InterCon) 

The assumption clearly is that a married woman would be unable to reconcile her 

work and her family life. This attitude is reflected in the low 8% of secretaries at 

InterCon Germany who were married, which is comparable to the 9% of married 

secretaries at InterCon England. A much higher 25% of French secretaries at 

InterCon were married, reflecting the higher proportion overall of married French 

secretaries. The reasons for this will be explored further in Section 2.4. 

2.3 Children 

As might be expected, the marital rates for the three countries are reflected in the 

number of secretaries with children. 

Overall, 79% of the secretaries were childless: 90% of English secretaries (n=61), 

83% of German (n=53), and 67% of French (n=69). None of the secretaries under 
25 had a child. 

Only 6% of secretaries overall reported having children below school age; 2% of 
English and German secretaries and 8% of French. Only 8% of English secretaries 

reported having a child under the age of 18,10% of German, and a much higher 

23% of French. None of the secretaries had more than three children. The findings 

for Germany confirm those of Held's (1982) survey, where 18% of secretaries had 
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children. Although the proportion of secretaries with children was highest in France, 

Pinto (1989) found that directors' secretaries in France had fewer children than any 

other occupational group except women executives (cadres). 

In all three countries, differences emerged between the two sectors in terms of the 

number of secretaries with children: 

Secretaries with children 

(Percentages) 

England 
(n=61) 

France 
(n=69) 

Germany 
(n=53) 

Publishing 

Consultancy 

27 

6 

42 

30 

22 

13 

Overall 
-77] 

10 
[ 

33 17 

Table 8.4 

In both sectors, French secretaries were far more likely to have children than either 

English or German secretaries, and publishing secretaries were more likely to have 

children than those in consultancy across the three countries, reflecting the 

differences in age and marital status. 

Within InterCon, none of the English secretaries, 8% of the German and 20% of the 

French had at least one child (n=33,13,40), compared with InterPub, where the 

figures were 13%, 20% and 46% respectively (n=8,10,13). However, all four of the 

English and German secretaries in both companies who reported having children 

gave the youngest age as being 18 or over, whereas eleven of the French secretaries 

had at least one child under 18, and four had a child under school age. 
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Although at 20% the figure for French secretaries at InterCon with at least one child 

was higher than for three-quarters of the English companies, it was the lowest 

recorded for any one company in France. The personnel director (herself married 

with two children, which she had brought up during her 25 years with the company), 

made the following comment on the company's requirements for new secretarial staff: 

"[Il lui faut] une Brande disponibilitepersonnellesur le plan du temps. C'est-ä-dire, 
qu'une jeune femme avec un bribe, on la previendra qu'ä six heures le soir, c'est 
rarement possible. " 
[... She must not be at all restricted from the point of view of time. In other words, 
we'd tell a young woman with a baby that it's hardly ever possible to go home at 6.00 
pm. ] (Personnel Officer, InterCon France) 

This reflects the theme that it is especially within InterCon that the demands of time 

made it hard for secretaries to reconcile having a family and working. 

2.4 Conclusions 

From the demographic data which we have examined, it can be seen that the profiles 

of the secretaries differed quite markedly between countries and between the two 

sectors of publishing and consultancy. On the whole, English secretaries were more 

likely to be younger, and single, than the German or French secretaries. There were 

more German secretaries over the age of 40 than either French or English 

secretaries. 

However, it was the French secretaries who presented the most distinctive profiles; 

35% were married, compared with 26% of German secretaries and just 16% of 

English secretaries; 33% had children, with 23% having at least one child under the 

age of 18, compared with 10% of German and 8% of English secretaries. Another 

interesting factor was that just 20% of French secretaries said their mothers were 

housewives (n=46), compared with 48% of English (n=60) and a very high 84% of 

German secretaries (n=44). 

How are these differences to be explained? 
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Maurice et al. (1980) suggest that differences observed between nations at the micro 

level can be related to differences observed at the macro level. One of the most 

crucial factors influencing the pattern of women's employment at the national level 

has been found to be the quality of childcare facilities (Moss, 1988; Sutherland, 1987). 

Poor childcare facilities are, according to Moss (1988), the main reason why women 

end up in part-time and poorly paid jobs (Dale & Glover, 1990). As was suggested 

by the findings of this survey, childcare facilities in France have been shown by a 

number of analysts to be superior to those in the other two countries (Moss, 1988; 

Council of Europe, 1988; Letablier, 1989; Holton, 1989). This is reflected in the 

numbers of children in childcare: 

Children in Childcare 

(Percentages) 

England France Germany 

0-2 years 

3-school age 

2 

44 

23 

95 

3 

60 

(Source: Moss, 1988) 

Table 8.5 

In France, in addition, attitudes towards women working are generally regarded as 

more positive than in the other countries (Hantrais, 1990): 

"In many countries, the first objective is to enable women to work. In France, there 
has been a long-standing tradition of providing day care for this purpose, a tradition 
that has been so strong that until almost the present time the children of mothers who 
were not working or were in training were excluded from certain forms of care. " 
(Council of Europe, 1988, p. 16) 

"To be a mother and work outside the home in France seem to be a less contradictory 
phenomenon than in Britain where priority is accorded to the family' (Letablier, 1989, 
p. 29). 
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Over half of mothers with children under five in France are in paid employment, one 

of only three EC countries where this is true, and far more than in either England 

or Germany (Holton, 1989). One particular difficulty faced by German mothers is 

the fact that many schools are only open in the mornings (Berthoin Antal & 

Kresbach-Gnath, 1986/7). 

In Germany and England, the emphasis has been very much on the importance of 

small children being cared for in the home by parents (Council of Europe, 1988). 

German women have been found to be particularly underrepresented in the 

workforce; for example, Handy et al. (1988) discovered in their survey that there 

were fewer women managers in Germany than in any of the other countries they 

examined, and they attribute this to the attitude of German men towards women 

working, coupled with the concept of the `life career' that is still prevalent in 

Germany, which means that the working population is relatively stable with around 

75% of senior managerial posts being filled internally. Tournier (1973) and Holton 

(1989) echo Handy et al. 's (1988) finding concerning attitudes towards women 

working: 

"German society has only relatively recently accepted the working married woman. " 
(Tournier, op. cit., p. 117) 

Berthoin Antal & Kresbach-Gnath (1986/7) even comment: 

"It is no coincidence that the law giving husbands the right to prohibit their wives from 

working was not changed until 1977. " (ibid., p. 137) 

Certainly, the extremely high proportion of German secretaries in comparison with 

English and French secretaries who reported that their mother was a housewife 

would tend to lend support to the notion that relatively few German women work 

outside the home. 

Further differences have been found at the national level between the three countries 

concerning patterns of women's participation in the labour force. Whilst 49.2% of 

English women and 45.4% of French women work, their patterns of participation are 
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different (Beechey, 1989b). French women tend to leave work if they have three or 

more children and have a similar work pattern to men, with very little decline in the 

number employed between mid-20s and late 40s of around 65% (Dale & Glover, 

1990). 

The UK has a distinct two-humped graph of employment rate, with lower levels of 

employment from mid-20s to mid-30s, and then much higher rates, 70%, among 

women in their 40s. However, well over half of these women are working part-time 

(Dale & Glover, 1990), with one in two women working part time overall, compared 

with one in five in France (Beechey, 1989b). Women in England tend to leave the 

full-time workforce at the birth of their first child and return to part-time working 

some while later (Letablier, 1989; Beechey, 1989b; Moss, 1988). 

Part-time working is also more widespread in Germany than it is in France, 

(Bundesministerium für Jugend etc., 1989; Hesse, 1984; OECD, 1983). In Germany, 

employment rates decline gradually from a peak in the early 20s. In neither 

Germany nor France is the rate of part-time employment as great as it is in the UK, 

(45% in the UK, compared with 30% in Germany and 22% in France), but the 

overall participation rate in Germany is lower than France and the UK (Dale & 

Glover, 1990; Eurostat, 1987). 

Thus, the availability of childcare facilities, together with attitudes towards women 

working, have been shown to have a crucial impact on women's labour force 

participation patterns (Letablier, 1989). The available evidence would suggest that 

childcare facilities and attitudes in France are most favourable towards mothers 

working, least favourable in Germany and intermediate in Britain. 

These national tendencies were reflected in the profile of the secretarial workforce. 

A greater proportion of French secretaries than English or German were married 

with children. German secretaries were by far the most likely to have mothers who 

were housewives, and French secretaries the least likely. Despite the sectoral 
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differences that were observed, the most significant differences were national, 

supporting Maurice et al. 's (1980) hypothesis. 

Thus, substantial differences have been found between the profiles of the secretarial 

workforce in the three countries, accompanied by differences between the female 

labour forces as a whole. This would confirm that it is insufficient to categorise 

secretaries purely on the basis of gender. Clearly, the vast majority of secretaries in 

the three countries are women, but the disparities that emerged signify that different 

es of women work as secretaries and, as we have seen, carry out different types 

of work. The question should therefore be posed, why is it that, despite the 

differences that have emerged in national patterns of labour force participation, and 
between the secretaries of different countries, this particular occupation is so 

overwhelmingly held by women? It is this question we shall attempt to address in the 

remainder of this chapter. 

3. SECRETARIAL WORK AND WOMEN'S WORK 

Secretarial work is regarded within the sociological and psychological literature as ̀ a 

stereotypical female occupation', (Silverstone & Towler, 1984, p. 557): 

"La definition meme du poste est integralement ddterminße par sa 'nature fdminine'. " 
[The very definition of the post is integrally determined by its 'feminine nature'. ] 
(Pinto, 1987, p. 123) 

This association of secretarial work with women's work is usually based on three sets 
of criteria: 

a) Custodial Tasks: It is argued that secretaries perform `domestic' duties at 
work, such as attending to visitors, watering plants, making coffee and clearing 

away cups, as well as performing duties for their boss not directly related to 
his or her position in the firm, such as typing personal letters, doing work for 

the boss's spouse. These have been referred to as `custodial tasks' (Bengt, 

1972; Pinto, 1984; Holtgrewe, 1989; Vinnicombe, 1980; Held, 1982). 
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b) Deference: Certain personality traits supposedly required of the secretary, 

such as tact, diplomacy, intuition, understanding the boss's moods, 
`representing' the boss in a positive way to the outside world by a pleasing 

appearance and good manners, the adaptation of the secretary to the boss's 

working style and his requirements, and the supportive nature of the 

secretarial role are seen to parallel the personality traits deemed to be those 

of a `good wife' (Pringle, 1989; Silverstone & Towler, 1984; Pinto, 1984; 1987; 

Holtgrewe, 1989; Vinnicombe, 1980; Benet, 1972; Hochstätter, 1990; Bahl- 

Benker, 1979). Golding (1986) refers to this aspect of the secretarial role as 

`deference'. Bamme et al. (1983) describe this as follows: 

"Die Qualifikationen einer Sekretärin beschränken sich nicht darauf, die 
Schreibmaschine zu beherrschen, Stenografieren zu können und über 
Fremdsprachenkenntnissezu verfügen ... mindestens ebenso wichtig sind Sensibilität 
für komplex strukturierte Situationen, die Fähigkeit, sich in sie einfühlen zu können ... 
sich in die Belange und Bedürfnisse anderer eindenken und über ihre Berechtigung 
entscheiden zu können. Hierbei handelt es sich um typisch weibliche Qualifikationen, 
bzw. Persönlichkeitseigenschaften... " 
[The qualificationsof a secretary are not limited to typing, shorthand and a knowledge 
of foreign languages ... at least as important are sensitivity for complex situations, the 
ability to get a feeling for them ... the ability to think oneself into the needs and 
interests of others and decide on their legitimacy. In this context, it is a question of 
typical female qualifications or personality traits ... ] (Bamme et al., 1983, pp. 332-3) 

c) Status Contingency: It has been argued that the status of the secretary is 

derived from that of the boss, so that the higher up the boss is in the 

hierarchy, the higher the status (and often the salary) of the secretary 

(Vinnicombe, 1980; Silverstone, 1974; Kanter, 1977; Heaton, 1987). This can 

be described as `status contingency' and parallels have been drawn with the 

wife's derivation of status from that of her husband (Benet, 1972). 

Thus, the secretary has acquired the epithet of `office wife', based on the secretary's 

possession of informal, as well as formal, qualifications (Pringle, 1989; McNally, 

1979). This theme is present throughout the literature in all three countries 

(Silverstone & Towler, 1984; Pinto, 1987; Holtgrewe, 1989). 
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However, although a certain amount of empirical evidence has been gathered to 

support these ideas, much of the literature that refers to secretarial work in this way 

has not actually addressed the question of whether these features are a significant 

aspect of secretarial work, rather, it tends to assume unquestioningly that this is the 

case. This is particularly true of the literature in France and Germany, much of 

which is, in any event, largely based on analyses carried out in either England or the 

United States. In the following sections, we discuss each of these areas in turn. 

3.1 Custodial Tasks 

The first area where parallels have been drawn between the secretary's role and 

women's role in the domestic sphere concerns custodial tasks or `domestic' duties that 

often constitute an informal part of the secretary's job (Kanter, 1977). 

"Tout un ensemble de taches rel8ve de l'art d'une ma"tresse de maison plus que du 
savoir de specialiste - preparation du cafes, travaux de couture, entretien des plantes. " 
[A whole array of tasks are more related to the art of the home-maker than the 
knowledge of the specialist - preparing coffee, sewing jobs, looking after plants. ] 
(Pinto, 1987, p. 125) 

Certainly, both at interview and in the questionnaire responses, this emerged as a 

significant aspect of the secretaries' jobs. 

Making coffee is one of the tasks most frequently associated with secretaries, and the 

table below shows the percentages of secretaries in each country who reported 

making coffee at work: 
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Secretaries reporting making coffee 

(Percentages) 

England France Germany 
(n=60) (n=67) (n=53) 

Publishing 100 39 87 

Consultancy 71 51 86 

Overall 78 48 87 

Table 8.6 

This clearly shows that far more English and, especially, German secretaries made 

coffee than French secretaries. These national differences also overrode any sectoral 

differences. 

The figures were reflected in those obtained from the secretaries on washing up: 93% 

of French secretaries said they `never' did any washing up in the office (n=69), 

compared with 77% of English secretaries (n=60), and just 52% of German 

secretaries (n=52). 

At interview, it was confirmed that tasks associated with coffee-making for both the 

boss and visitors were a more significant part of the job of the German secretaries. 

Many of them, when asked what they did when a visitor came to see their boss, went 

into some detail describing how they would show them into their boss's office, offer 

them coffee or cold drinks and biscuits, take their coat, call for a taxi for them when 

they were leaving and show them out of the building. One secretary had to fetch 

lunch for her boss every day, and another described how she had to put coffee on for 

the whole department, keep the refrigerator stocked up with cold drinks, clear away 

used cups, empty the dishwasher in the mornings and put the clean cups away. This 

was not at all the case in England or France where, at most, the secretaries would 

describe how they showed a visitor in and offered him or her coffee. 
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German bosses were the most likely to assume that coffee-making and associated 

tasks were a normal part of their secretary's job than the English or French bosses: 

"Wir hatten letzten Samstag hier ein Autortreffen, da mußte sie auch da sein, Brötchen 
schmieren, Kuchen besorgen, und immer zwischendurch mal die Herren oder Damen 
jenachdem fragen, ob sie noch einen Wunsch haben ... 
[Last Saturday, we had an author's meeting here, and she also had to be here to make 
sandwiches, fetch cakes, and make sure she asked the ladies or gentlemen whether 
there was anything else they would like ... ] (Boss, InterPub Germany) 

"Ich finde es angenehm, daß wenn ich morgens komme, der Kaffee schon gekocht ist, 

oder daß ich mich im Laufe des Tages auf meine Arbeit konzentrieren muß und nicht 
zwischendurch Kaffee kochen muß. Etwas chauvinistisch, aber das ist so. " 
[I like the coffee to be made when I come in in the morning, and the fact that I can 
concentrate on my work during the day, and don't have to make coffee in between. 
Somewhat chauvenistic, but that's the way it is. ] (Boss, InterPub Germany) 

Indeed, Germany was the only country where a number of bosses, and even the 

Personnel Director at Interpub, joked at interview about coffee-making when asked 

what the qualities of a good secretary were: `gut aussehen, kann Kaffee kochen! ' 

[Looks attractive, can make coffee! ] was the reply of one consultant at InterCon in 

Germany. 

German secretaries themselves were also more inclined to view coffee-making as part 

of their job: 

"Ich fühle mich nicht irgendwie herabgesetzt, ich denke, daB es dazugehört, weil wer 
soll es sonst machen? Ich finde es nicht schlimm, nein. " 
[I don't feel put down in any way, I think it's part of the job, because who else would 
do it? I don't mind it, no. ] (Secretary, InterPub Germany) 

In France, coffee-making did not form a significant part of the secretaries' work in 

either company. At InterPub, everyone fetched their own coffee: 

"Tout le monde descend, parce que c'est un moyen de voir toutes les personnel.... tout 
le monde se voit, se parle, donc ca permet d'dchanger certaines informations, donc, en 
fin de compte, c'est un rituel, tout le monde prdfr re descendre a 10 heures. Je pense 
qu'il n'y a aucune secrdtaire qui cherche le cafe de son chef. " 
[Everyone goes downstairs, because it's a way of seeing everyone ... you can see 
everyone, have a chat, so you can exchange information, so in fact it's a ritual, everyone 
prefers to go down at 10 o'clock. I don't think any of the secretaries fetch coffee for 

their boss. ] (Secretary, InterPub France) 
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The same was true in InterCon, where there were coffee machines, and all members 

of staff tended to serve themselves. When there was a meeting, coffee could be 

ordered from the catering department. 

The attitude of French bosses also differed greatly from that of German bosses. The 

following comment was typical: 

"Elles ne sont pas lä pour venir noes apporter du cafe, pas du tout. " 
[They aren't there to fetch our coffee, not at all. ] (Boss, InterPub France) 

This view was shared by the secretaries: 

"J'estime que ca ne fait pas partie de mon travail, de toute facon. " 
[I don't think that's part of my job, anyway. ] (Secretary, InterCon France) 

"Une fois de temps en temps, ca ne me gene pas, mais si c'est sous les jours, oui, ca 
m'embdterait. " 
[Once in a while, I don't mind, but if it was every day, yes, I wouldn't like it. ] 
(Secretary, InterCon France) 

In England, making coffee was more a part of the secretaries' day than in France, but 

the impression was that arrangements were more reciprocal than in Germany. 

Several secretaries said that their bosses made coffee for them as well, and a few 

bosses remarked that they did not like asking their secretary to fetch coffee: 

"It's one of those things, I'm sure you must leave to the secretary. They've got an idea 
what they're comfortable with ... but it's not something that I would say, 'where's my 
tea? '" (Boss, InterPub England) 

"Actually, I don't like the idea of going round to a secretary saying, 'can you get me a 
cup of coffee, please? ' ... I think there's something rather servile about it. " (Boss, 
InterPub England) 

One woman boss, however, said: 

"She's extremely good at that [offering to make coffee]. I take advantage of it 
dreadfully. " (Boss, InterCon England) 
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Some of the secretaries were clearly aware of the analogy between making coffee at 
home and in the office: 

"Mich stört das Kaffeekochen enorm, ja, weil ich sowieso nicht gerne Hausarbeiten 
mache, und das artet wie eine Hausarbeit aus. " 
[I don't like making coffee at all, yes, because I don't like doing housework anyway, and 
that seems like a household task. ] (Secretary, InterPub Germany) 

"It's being kind really, it's just like if you had a visitor coming round to your house, 
you'd make them a cup of coffee, or if you're making a drink, you'd make one for 
someone else, and that's why I make her [my boss] one. " (Secretary, InterPub 
England) 

Concerning other types of personal work, fewer French secretaries reported going to 

the shops or bank for their boss (25%, n=68) than German secretaries (30%, n=53) 

or English secretaries (52%, n=59). Whereas 66% of French secretaries (n=67) said 
that they typed personal letters for their boss, 73% of English and German 

secretaries (n=60,55) said that they did this. Just 7% of French secretaries said they 
had done work for their boss's spouse, compared with 13% of German and 23% of 
English secretaries. 

These tendencies were confirmed at interview. French secretaries reported doing 

fewer tasks not directly related to work for their boss than English or German 

secretaries. Whereas far more German secretaries said that they were responsible 
for coffee-making and looking after visitors, the tendency was for English secretaries 

to do other tasks for their bosses. 

One English boss said that he would send a secretary out to buy cufflinks for a dress 

shirt if he forgot them. Another said that he gave his secretary his personal 
identification number for his automatic teller card. Two secretaries themselves 

reported: 

"I went to his tailor's. I went to Fortnum & Masons's, I had to go out and buy his 
dinner for him once ... I had to buy his daughter's birthday present once, a riding crop. " 
(Secretary, InterCon England) 
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"I went out and bought some shoes for him once and some socks. He's got horses, and 
he brought this saddle in one day, which didn't fit his horse, and I had to take it back 
for him. " (Secretary, InterCon England) 

But there was evidence that German secretaries did this type of work as well. 
Several German secretaries reported that they had been asked to do personal work 
such as ordering concert tickets, typing personal letters, fetching lunch or, in the case 
of InterCon, carrying out tasks related to the purchase or renting of property for 

partners of the firm on secondment from the United States. 

Generally, French bosses were far more cautious about asking their secretaries to do 

private work: 

"Je pense qu'il faut We trPs raisonnable lä-dessus, dans la mesure oý ii ne faut pas 
melanger les affaires de la soci6td des affaires personnelles. " 
[I think you have to be very reasonable about that, in the sense that you shouldn't mix 
business matters with personal things. ] (Boss, InterCon France) 

French secretaries themselves also perceived a stronger dividing line between office 
and private work, and were less likely to view private work as part of their job. 

One common thread across all three countries, however, was the view amongst both 

bosses and secretaries that the carrying out of such duties extended beyond the 

official boundaries of the secretary's job into a transaction based on a personal 

relationship between the two individuals: 

"Je trouve que ca ne fait pas partie de ses fonctions, eile a beaucoup d'autres choses 
ä faire que ca. Et si je le lui demandais, ce serail ä titre de service mais, au mdme 
titre, eile pourrait me demander de 1'amener en voiture quelque part si elle dtait 
malade. " 
[I don't think it's part of her jobs, she's got plenty of other things to do than that. And 
if I did ask her, it would be as a favour but, by the same token, she could ask me to 
give her a lift somewhere if she was ill. ] (Boss, InterCon France) 

"Elle n'est pas payee pour ecrire mes lettres au faire mes courses ... si, au sens d'une 
relation personnelle aver eile, eile sort et puis eile me propose de faire quelque chose 
pour moi, d'accord ... " [She's not paid to write my letters or do my shopping... if, in the context of personal 
relationship [friendship] with her, she goes out and suggests doing something for me, 
alright ... ] (Woman Boss, InterCon France) 
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"Ich glaube, daß es nicht ein Teil der Arbeit ist, aber aufgrund einer guten persönlichen 
Beziehung ein Gefälligkeitsdienst als Gefälligkeit gemacht wird. " 
[I think that it isn't part of the job, but on the basis of a good personal relationship, it 
can be done as a favour. ] (Boss, InterCon Germany) 

"It's probably not part of the spirit of it, as far as I'm concerned, to ask somebody to 
do that, but I can see in some secretarial situations, the secretary wants to appear to 
be totally supportive, and doing personal things helps their boss survive the day. " 
(Boss, InterPub England) 

"If you have formed a good relationship with your secretary, then I don't see why you 
shouldn't ask her to do the odd letter or something. " (Boss, InterCon England) 

"Ich meine, ich habe nichts dagegen, ich würde das gerne machen ... aber Einkäufe zu 
erledigen glaube ich gehört nicht zu der Arbeit einer Sekretärin. " 
[I mean, I've got nothing against it, I'd willingly do it ... but going shopping isn't part 
of the secretary's job, I think. ] (Secretary, InterCon Germany) 

"Mrs. Jones has such a lot to do, and doesn't have much time over the weekend, she 
works quite a lot at home, so if I could help her ... " (Secretary, InterPub England) 

"Sometimes, he's asked me to send something registered post, but that's doing it as a 
friend, really. " (Secretary, InterPub England) 

"I think because you tend to work for them and you get to know about them probably. 
I'think it's only natural if they had the odd letter and asked you to do it. " (Secretary, 
InterPub England) 

Bosses in England and Germany justified using their secretary's time in this way on 

the basis of the length of their own working day: 

"I think the way I would look upon it is that you work very much together as a team 
to maximise the efficiency and effectiveness of the team ... it also means that, you know, 
there may be one or two personal things... that she would do. She doesn't mind, I 
know she doesn't mind, but even if she did mind, I think it would still be a valid 
balance of responsibilities. " (Boss, InterCon England) 

"I take the simple view that my work and personal life are so inextricably intertwined 
anyway that the secretary's job is to help me with the things I have to get done, so it 
doesn't seem that there's any point to me in drawing the distinction. " (Boss, InterCon 
England) 

"I take the view that my life is there in the round. Where my professional life ends and 
my personal life begins is very difficult to distinguish... there's a totalityof things to be 
done, and I don't recognise the distinction between where one ends and the other 
begins. " (Boss, InterCon England) 

"Ich hätte keine Skrupel, sagen wir, Besorgungen machen zu lassen, weil ich doch hier 

sehr lange Zeit verbringe, und bestimmt ab und zu nicht Gelegenheit habe, irgendwas 

zu besorgen. " 



349 

[I wouldn't have any scruples in asking her to fetch things for me, for example, because 
I spend a lot of time here [at work] and certainly from time to time don't have the 
opportunityto get everything. ] (Boss, InterPub Germany) 

"I mean, in our position, there's not much difference between private life and work life 

... I work 12 hours a day at least ... if there are personal things which a secretary can 
do, then she should do it, this is my view. " (Boss, InterCon Germany) 

However, it was interesting to note that none of the French bosses interviewed used 

this argument. 

In general, the secretaries did not appear to mind doing such personal work for their 

bosses, as long as it was kept within reasonable limits: 

"I quite enjoy it, actually, it provides a bit of variety. " (Secretary, InterCon England) 

"I don't mind it generally, but sometimes if you're busy, it can be annoying. " (Secretary, 
InterCon England) 

"Quand on a le temps, pourquoi pas, ce n'est pas genant. " 
[When you've got the time, why not, it doesn't bother me. ] (Secretary, InterPub 
France) 

"Une fois de temps en temps, ä la limite, ca ne m'ennuierait pas de faire du travail 
personnel, mais je pense que si c'dtait rdpdtitif, je pense que ca m'ennuierait. " 
[Once in a while, I suppose it wouldn't bother me to do personal work, but I think that 
if it happened all the time, that would bother me. ] (Secretary, InterCon France) 

"Im Moment, macht es mir nichts aus, weil ich weiß, er hat niemand anders, der das 
ihm machen kann. Nur, wenn ich wüßte, daß er das macht, weil er keine Lust dazu 
hat, dann würde ich mir ausgenützt vorkommen. " 
[At the moment, I don't mind, because I know he hasn't got anyone else who can do 
it for him. But if I found out he gives it to me because he doesn't want to do it, then 
I'd feel used. " (Secretary, InterCon Germany) 

Golding (1986), however, has highlighted the power imbalance in the boss-secretary 

relationship that is reflected in the boss asking the secretary to do personal work. 

The fact that secretaries themselves can be aware of this power imbalance is shown 

in the following quotation from a French secretary: 

"C'est trPs difficile de dire `non', de toute facon. Je ne me vois pas dire ä mes patrons, 
`non, je ne le fais pas, parce que ca ne rentre pas dans les attributions'. Et puis le faire 
quand il n'y a pas beaucoup, en fait, je trouve que c'est plutbt rendre service que 
travailler a ce moment-1ä ... la secrdtaire n'a pas le choix, en fait. " 
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[It's very difficult to say `no', in fact. I can't imagine myself saying to my bosses, `no, 
I won't do it because it's not part of my job'. And when there's not much anyway, I 

think it's more doing a favour than working... the secretary doesn't have the choice, in 
fact. " (Secretary, InterCon France) 

Thus, Golding's (1986) theory of the unequal balance of power between boss and 

secretary can be corroborated through the example of custodial tasks. Whilst the 

boss can justify passing work of a personal nature to his or her secretary on the basis 

of `saving time', the reverse is not true. This reflects the use of secretaries by their 

bosses as communication gatekeepers, which we saw in Chapter VI. The secretary's 

time, by implication, is less valuable than the boss's, and if the two function as a 

team, it is one where the power lies with the boss to distribute tasks and allocate the 

time of the team members as he or she chooses. This inequality was appreciably less 

pronounced in France than in the other two countries. 

Attitudes on the part of German bosses towards their secretaries carrying out 

personal tasks were more likely to be justified on the basis of stereotyped images of 

women's domestic role (hence the jokes about coffee-making). One comment made 

by a German boss at InterCon was very revealing. He was asked why he thought 

men did not go into secretarial work: 

"Sie wird so angesehen, daß sie eine typische Frauenarbeit ist ... vielleicht sehen das 
Männer an, als eine Dienerschaft oder Knechtschaft, obwohl ich das persönlich für 

absoluten Blödsinn halte. " 
[It's seen as a typical woman's job ... perhaps men see it as being a servant, although 
I myself think that's absolute rubbish. ] (Boss, InterCon Germany) 

In other words, this boss felt that the secretary's role could be readily assimilated to 

that of a servant in the minds of other German men. 

In England, justifications for the secretary carrying out personal tasks tended to be 

based on `rational' arguments concerning the best use of time. 

These trends can be related to earlier findings concerning demographics. As we saw, 

in France, where women's labour force participation most closely mirrors that of men, 
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and childcare provision is the best of the three countries, French secretaries were the 

least likely to be asked to carry out personal tasks at work. 

In Germany, where childcare provision is the worst, women's labour force 

participation is the lowest, and attitudes towards women working are least favourable, 

German secretaries were, overall, the most likely to be expected to carry out personal 

tasks. England falls into an intermediate position, but more closely resembles the 

German model than the French. 

However, carrying out tasks of a personal nature and making coffee for the boss were 

clearly a part of the job for a significant proportion of the secretaries in all countries. 

Both bosses and secretaries were aware that this area of work transcended the formal 

boundaries of the job and constituted a transaction based on informal relations 

between the individuals concerned. However, as Golding (1986) has pointed out, 

`secretaries do work in relationships in which they are very much the unequal 

partner', (ibid., p. 104), thus, the giving of personal work by the boss to the secretary 

is symbolic of this inequality. 

3.2 Deference 

One characteristic feature of women's work and, in particular, the secretarial role is 

the `deference' that is attached to it (Golding, 1986; Hochstätter, 1990; Pinto, 1989). 

This means that the secretary is expected to adapt her working style and personality 

to those of her boss. The deferential nature of the secretary's role means that: 

"She can gain no qualifications of power that will enable her to continue in this type of 
work relationship if she has to work for a different boss. " (Golding, 1986, pp. 102-3). 

Thus, the secretary's position is based on the adaptation of her working style to suit 

one individual and, although this gives her a certain power, it is not automatically 
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transferable (Pringle, 1989)1. The deferential nature of the secretarial role also 

means that certain character traits, such as intuition, understanding and tact, which 

are normally associated with women, constitute informal qualifications to be a 

secretary (Pringle, 1989; Golding, 1986): 

"Il doit We exercd de facon 'feminine', et s'oppose en cela ä des mdtiers rdputts 
neutres ou peu marques: la 'douceur', la 'gentillesse', le 'charme', la 'modestie'... loin 
d'etre des qualitts d'appoint, acquitrent un Statut professionnel. " 
[It (a feminised job) has to be carried out in a 'feminine' way, and in this it can be 
contrasted with neutral jobs or jobs which are little characterised in this way: 
'gentleness', 'charm', 'modesty' ... far from being additional qualities, thus acquire a 
professional status. ] (Pinto, 1987, p. 121) 

In the same way as the carrying out of custodial tasks has led theorists to draw 

parallels between the secretary and the wife, the element of deference in the 

secretarial role is also seen to parallel the adaptation of the wife to the husband, and 

to transfer the boss/secretary relationship from one based on business to one based 

on affect. Pringle (1989) thus sees the deferential nature of the boss/secretary dyad 

as based around male/female relations: 

"The equation of secretary with woman or 'wife' and boss with man, is important in 

establishing the normativeversions of what a secretary is. It creates problems, not only 
for female secretaries but for female bosses and male secretaries. Not only can a 
woman not have a wife, but the discourse casts doubt on whether any woman can fully 
be a `boss'. " (Pringle, 1989, p. 1-2) 

This strongly implies that the operation of the boss/secretary relationship depends 

on the boss being male and the secretary female. Certainly, other writers, such as 

Held (1982) have found the question of women bosses can be problematic for 

secretaries, and a recent Alfred Marks survey (1991) showed that 64% of secretaries 

would prefer to work for a male boss. 

1 The trend towards multiple bosses is tending to dilute this aspect of the secretarial role 
(Silverstone& Towler, 1983; 1984). However, as we have seen, a substantial proportion of secretaries 
do still work for one boss and, at interview, many of those who worked for several bosses clearly defined 
their role in relation to their most senior boss. 

2 Pringle (1989) also identifies discourses that have arisen where gender roles are reversed, such 
as the mother/son discourse, or the mother/daughter discourse when both boss and secretary are female. 
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In this survey, the secretaries were asked how they would feel about working for a 

woman boss. Appreciably fewer German secretaries reported working for a woman 
boss than either French or English secretaries (33% (n=55), compared with 48% of 
French (n=69) and 52% of English secretaries (n=58)). Perhaps surprisingly, a 

greater proportion of French secretaries said that they did not think they would like 

working for a woman as much as for a man than English or, especially, German 

secretaries (39% (n=67), compared with 28% of English (n=61) and 24% of German 

secretaries (n=51)). 

In most instances at interview in the three countries, the secretaries said that the 

gender of their boss would make no difference; personality was far more important. 

A minority of secretaries in all countries, however, indicated that relations with a 

woman boss were, in their view, totally different from those established with a male 

boss: 

"C'estvrai que les relations sont complement diffdrentes, c'est t vident, on ne peut pas 
travaillerde la meme facon aver un homme qu'avec une femme ... c'est vrai que quand 
une femme y est, eile ne reagit pas de la mdme facon qu'un homme par rapport au 
poste qu'elle occupe. " 
[It's true that the relationship is completely different, it's clear that you can't work in 
the same way with a man as with a woman ... when a woman is in the job, she doesn't 
react in the same way as a man in relation to her job. ] (Secretary, InterCon France) 

"Women confide in you more. " (Secretary, InterPub England) 

"I think I prefer working for Anne, I don't know why, I just do. I think if you speak to 
most of the girls here, they don't like working for women. " (Secretary, InterCon 
England) 

"Man muß zuerst sehen, wie die Frau selbst ist, ob sie eine Frau, die sicher ist oder 
eine Frau die unsicher ist. Und wenn sie dann eine sehr junge Sekretärin hat, kann 
eine ganz schnelle Eifersucht aufkommen ... Eine Frau weiß, wo der Punkt ist, und 
Frauen sind aus dem Grunde, finde ich, die härteren Chefs ... ein Mann ist dann 
vielleicht etwas vorsichtiger. " 
[You first have to look at what sort of woman she is, whether she's confident or not. 
If she then gets a very young secretary, jealousy could quickly be formed. A woman 
knows where the limits are, and women are harder bosses because of this ... a man is 
more cautious. ] (Secretary, InterCon Germany) 

Thus, it would appear that the gender of the boss can alter the way in which boss and 

secretary work together, which may be due, in part, to the way in which the 

secretarial role has been regarded as structured around ideals of femininity 
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constructed in relation to women's supportive role to men in the domestic sphere 

(Pringle, 1989). 

However, one woman boss herself felt that, because she was a woman, she was better 

able to understand the constraints her secretary was working under in coping with 

two children and a full-time job: 

"J'essaie de ne pas la retenir le soir, done je lui fais faire tres peu d'heures 
suppltmentaires, sauf si vraiment il ya une urgence peril ... je pense qu'cffectivement 
un homme n'y pense pas. " 
[I try not to keep her in the evenings, so I try to get her to do very little overtime, 
except in really urgent cases ... I think a man wouldn't think of that. ] (Boss, InterCon 
France) 

The importance of what are considered `typical' feminine character traits in the 

secretary was apparent at interview with the bosses when they were asked what, for 

them, constituted a good secretary. They were not specifically asked about character 

traits, but again and again these were spontaneously mentioned alongside more 

`formal' qualifications as necessary attributes of a good secretary: 

"Inversement, ce qui est plus important, ä mon avis, c'est sa personnalite" 
[On the other hand, what is more important, in my opinion, is her personality. ] (Boss, 
InterCon France) 

"Il faut etre intelligent.. il faut We capable d'anticiper ses demander. " 
[You must be intelligent ... you have to be capable of anticipating his [the boss's] 
needs. ] (Boss, InterCon France) 

"Il faut dire que ... quand on est habitue ä travailler une journbe ou meme toutc une 
annße enti8re ä cOt6 de quelqu'un... c'est sür qu'il ya des relations privilt'gißes qui 
s'installententre un patron et sa secrdtaire. " 
[I must say that ... when you're used to working all day or even a whole year beside 
someone ... a privileged relationship develops between a boss and his secretary. ] 
(Personnel Manager, InterPub France) 

"I think she's got to be accurate, fairly pedantic, hard-working, she's got to be friendly 
and supportiveand aware of your kind of needs. She's got to have initiative, she's got 
to be able to do what you don't tell her to do, but which she knows needs to be done. ' 
(Boss, InterPub England) 

"You've got to be telepathic to be a secretary, you've got to recognise the frustrations, 
the pressures which your boss is under... those can change drastically within moments. " 
(Boss, InterCon England) 
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One English boss went so far as to say that he based his decision to let his secretary 

move up with him when he was promoted solely on the basis of the working 

relationship that had evolved between them: 

That may be another reason why I let her come through with me, because it takes a 
lot of time and a lot of investment to get a relationship in which people understand 
each other, where they're coming from, working out how they're going to work 
together. " (Boss, InterCon England) 

Secretaries themselves also made reference to the importance of `understanding' the 

boss, and to the personal relationship that evolves between boss and secretary as they 

work together: 

"I1 est partner, il a quand-mine un job trts important, et il faut comprendre. " 
[He's a partner, he's got a very important job, you have to understand. ] (Secretary, 
InterCon France) 

"Mit einer Sekretärin ist es manchmal fast wie mit einer Ehe ... es muß eine gewisse 
Chemistry auch vorhanden sein. " 
[With a secretary, it's sometimes almost like a marriage, there must be a certain 
chemistry. ] (Secretary, InterCon Germany) 

"I wanted someone [to be my Junior Secretary] who wasn't scared of him [my boss], 
because he's quite overpowering... He's very nice, but he does tend to shout a lot and 
swear, he swears a lot and it's no good having someone who's very timid, because they 

would be quite scared of him. He doesn't mean it, but he's a big man and very loud. 
He's really nice, and he's a really sweet man, and I see that side of him, I suppose, 
because I'm his secretary. " (Secretary, InterCon England) 

One German secretary went so far as to say she did not believe men could be such 

good secretaries as women, for the very reason that she did not think they possessed 

the appropriate character traits: 

"Ich finde ihn nicht so qualifiziert wie eine Frau, weil man sagt, Frauen haben eine 
breitere emotionelle Spannung ... Männer sind oftmals einfach zu stur und 
selbstbezogen. Man kann eine Sekretärin oftmal anbrüllen oder sonst etwas, und sie 
kann aber damit umgehen. Ein Mann würde niemals so mit einem Mann sprechen. " 
[I don't think men are as well qualified to be a secretary as women, because women 
are supposed to have a broader emotional span ... Men are often too stubborn and 
self-centred. You can often shout at a secretary or something, and she can cope with 
it. A man would never speak to another man like that. ] (Secretary, InterCon 
Germany) 
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Thus, for both bosses and secretaries in all three countries, the association of the 

qualities of a secretary with personality traits such as intuition, understanding and 

anticipation of the needs of others perpetuates the notion of secretarial work as 

women's work and, for a substantial minority of secretaries, of the boss as male. 

Elements of this image of the secretary as subordinate member of the boss/secretary 

team were evident in all three countries. 

The inequality implied by the deference element of the boss/secretary team was 

reflected symbolically by the giving of gifts to the secretary or inviting her out to 

lunch: 

"The secretary is, in fact, a mere appendage of the manager ... It is clear that the 

relationship is grossly unequal and the inequality tends to be shown symbolically. The 
boss can ask the secretary out to dinner as a reward for her excellent work ... " 
(Golding, 1986, p. 102) 

Overall, fewer French secretaries reported receiving a present from their boss (47%, 

n=66) than English (61%, n=61) or German secretaries (63%, n=51). At interview, 

none of the secretaries attached great importance to receiving presents from their 

boss, most saw it simply as a nice gesture. Most secretaries reported that they had 

been given a present or invited out to lunch by their boss either at Christmas, their 

birthday, or in return for a job well done. 

The notion of the inequality between boss and secretary as symbolised in the giving 

of gifts was picked up by one English boss at interview: 

"There's always an undertoneof a male/female relationshipin a professional secretarial 
relationship. And really, what we do when we buy presents is pander .. to the 
male/female relationship. Like all men, it's in genuine gratitude for the work 
performed, but also, and the reason men buy women presents, is also because they 
think there's something in it for them ultimately, as well. " (Boss, InterCon England) 

Thus, the giving of presents can be viewed not only as symbolic of inequality, but of 

a particular kind of inequality, that between men and women. 
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Considerable evidence has therefore come to light in all three countries (but 

especially in Germany) to support the notion of deference as a significant defining 

aspect of the secretarial role. A substantial minority of secretaries clearly felt that 

it was less preferable to work for a woman boss than for a man, and this can be 

related to the underlying gender construction of the boss/secretary roles. These roles 

are symbolically reinforced by the giving of presents to the secretary. 

3.3 Status Contingenc 

The third way in which secretarial work is perceived as women's work is through the 

status of secretaries within their organisations, which is often described as being 

contingent upon that of their boss, as a wife's status is contingent upon that of her 

husband (Kanter, 1977; Duff & Merrier, 1984). Her proximity to the decision-maker 

means the secretary wields a degree of power and authority that do not belong to her 

own job (McNally, 1979). The status (or social standing (Prandy et al., 1982)) of 

secretarial work is, therefore, viewed in the literature as somewhat ambiguous; the 

secretary is not regarded as part of the general clerical workforce, nor is she on a 

managerial level (Dauphin & Pezerat, 1984). 

Attempts have been made to `professionalise' secretarial work through the foundation 

of secretarial associations with limited membership (Colwill, 1985; Pringle, 1989) but, 

as McNally (1979) points out, secretaries cannot claim the exclusive access to any 

body of knowledge which is prerequisite for professional status. 

Colwill (1985) and Pringle (1989) argue that secretarial work enjoys a relatively lowly 

status: 'The status of secretaries has never been as high as the responsibilities of their 

position would warrant. " (Colwill, 1985, p. 12). They attribute this, in part, to the 

gender composition of the secretarial workforce, arguing that any occupation 

dominated by women tends to be granted only low status, and to the fact that the 

title is used indiscriminately to apply to anyone who operates a keyboard. In 

addition, secretaries are often seen as status-symbols, given to a manager upon 

reaching a certain level in the organisational hierarchy as part of a `package' of 
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benefits (Pinto, 1987; Holtgrewe, 1989; Silverstone & Towler, 1983), which further 

lowers their own status. 

Thus, the question of the status of secretaries is highly complex and ambivalent. On 

the one hand, secretaries are viewed as having a high status, conferred through their 

proximity to those in powerful positions and, on the other, a low status through the 

nature of their role and their gender. 

In the questionnaire and at interview, the secretaries and their bosses were asked 

about all these aspects of secretarial status. 

There was considerable evidence, especially from France and England, that 

secretarial work enjoyed a relatively lowly status in the eyes of many people. This 

was clearly associated in the minds of bosses, in particular, with the fact that it is a 

female-dominated occupation: 

"C'est un mdtier traditionnellementde femmes, oý) on trouve de jolies idiotes ... Ilya 
toute une mythologie de la secrdtaire, je crois qu'effectivement on ne reconna"t pas 
specialement leur importance au niveau du fonctionnement. " 
[It's traditionally a women's job, for pretty, empty-headed women ... There's a whole 
mythology of the seretary, and I think that their importance at the level of their job is 

not especially recognised. ] (Boss, InterCon France) 

"Secretaire, ca sous-entend la personne qui fait toutes les t9ches ingrates, toutes les 
tdches materielles. " 
[The title, secretary, implies someone who does all the menial jobs, all the material 
tasks. ] (Boss, InterPub France) 

"En general, en France, je trouve que les secrdtaires sont tres exploitIms. " 
[In general in France, I find the secretaries are very much exploited. ] (Boss, InterPub 
France) 

"It clearly isn't very high. It's treated as a commodity and paid as a commodity. Well, 

salaries aren't that high, are they? ... you don't have to be very skilled or talented to be 
called a secretary. " (Boss, InterCon England) 

"... the bottom of the pile of jobs, well, not quite at the bottom of the pile, because it's 
in an office, rather than manual labour ... It's not a job that anyone who is extremely 
ambitious would go and do ... you can understand why people do stereotype it; I 

commit the classic clangers myself. " (Boss, InterCon England) 
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Interestingly, in Germany, a rather different view was put forward. A number of 

bosses referred to the indispensability of secretaries when asked for their opinion on 

secretarial status: 

"Viele Kollegen vertreten meine Ansicht, daß es von sehr hohem Wert ist, daß wir 
darauf angewiesen sind, gute Sekretärinnen/Assistentinnen zu haben. " 
[Many of my colleagues share my view that it is a very valuable job, and think that we 
depend on having good secretaries/assistants. ] (Boss, InterCon Germany) 

"In my image, the secretary is something I regard as rather high, because I've seen a 
lot of good secretaries .. we have excellent secretaries as well, who earn a lot of money 
and can organise big things. " (Boss, InterCon Germany) 

"Viele deutsche Chefs wissen, daß sie ohne Sekretärin da genauso stehen wie ohne 
Arme. " 
[Many German bosses know that being without a secretary is like having no arms. ] 
(Boss, InterCon Germany) 

"Das ist für einen Betrieb unabdingbar, eine gute Sekretärin. " 
[It's essential for a company to have a good secretary. ] (Boss, InterPub Germany) 

Thus, it would seem that these German bosses were evaluating the job of the 

secretary on a different scale. Whereas the English and French bosses (both male 

and female) evaluated secretarial work in relation to all other jobs, German bosses 

(and only male bosses were interviewed), appeared to be rating secretarial work on 

a separate scale. For them, the secretary was indispensable as a facilitator of their 

work; this meant that the job of secretary could be accorded a relatively high status 

as a job for women. This was reflected in the reactions of two of the bosses to the 

idea of the male secretary. The first of these noted that there was a male assistant 

in his department, but that: 

"... der würde natürlich nie auf die Idee kommen, als Sekretär zu arbeiten. " 
[... of course, it would never occur to him to work as a secretary. ] (Boss, IntcrPub 
Germany) 

"Ich kann mir nicht vorstellen, daß ich mit einem Sekretär zusammenarbeite, also ich 

arbeite lieber mit Sekretärinnen ... 
Ich habe ja auch einen männlichen Mitarbeiter in 

der Abteilung, aber den würde ich nicht als Sekretär bezeichnen, der ist mehr Assistent 

oder so. Also, ich kann mir persönlich nicht vorstellen, daß ich einem Sekretär einen 
Brief diktiere. " 
[I can't imagine myself working with a male secretary, I prefer working with women 
secretaries ... 

I've got a man working in my department, but I wouldn't describe him 

as a secretary, he's more an assistant or something. I can't imagine myself dictating a 
letter to a male secretary. ] (Boss, InterPub Germany) 



360 

For the German bosses, the secretarial role was incompatible with male work ideals. 

In other words, it appears that, in Germany, there was a tendency for bosses to 

compartmentalise women's work and evaluate it according to separate criteria, hence 

the `importance' of the female secretary, and the impossibility of the male secretary. 

This would tie in with the stronger belief that was observed in Germany that it is the 

secretary's job (ie, the woman's job) to make the coffee and look after visitors. 

From the questionnaire responses, a substantial minority of secretaries in all three 

countries shared the bosses' view of the low status of secretarial work: 

Secretaries agreeing with the statement: 
'I sometimes say. `I'm only a secretary" 

(Percentages) 

England France Germany 
(n=61) (n=66) (n=45) 

Publishing 34 26 16 

Consultancy 52 36 27 

Overall 48 34 23 

Table 

Perhaps surprisingly, considerably fewer German secretaries than French or, 

especially, English secretaries agreed with this statement. This is reflected in the 

percentages who disagreed or strongly disagreed: 65% of German, 58% of French 

and only 44% of English secretaries. As can be seen from the above table, an 

interesting sectoral pattern can be discerned; in each country, more consultancy 

secretaries than publishing secretaries agreed with the statement. Overall, 25% of 

publishing secretaries agreed or strongly agreed, compared with 40% of consultancy 

secretaries. 
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These trends were reflected at interview, where a number of secretaries in all three 

countries described how they saw the image of secretarial work: 

"Je trouve qu'en gdndral, on a tendence ä considerer les secrbtaires comme .... des 
bonnes ä tout faire. " 
[I find in general that there is a tendency to treat the secretaries like maidservants. ] 
(Secretary, InterCon France) 

"Peut-tire que c'est encore assimile ä frapper toute la journbe ... sinon, quand je dis 
que je suis secrdtaire, les Bens ne me croient pas, ils disent, non, non, tu ne l'es pas! " 
[Perhaps it's still assumed to involve typing all day ... but when I tell people I'm a 
secretary, they don't believe me, they say, no, no, you aren't! ] (Secretary, InterPub 
France) 

"Eine Sekretärin ist bei manchen Leuten Mädchen für alles. " 
[A secretary for lots of people is a maidservant. ] (Secretary, InterCon Germany) 

"Es ist ein sehr großen Klicheeberuf. " 
[It's a job that's surrounded with cliches. ] (Secretary, InterCon Germany) 

"Es gibt auch Leute ... die sich vorstellen, wir drehen Däumchen ... das ist für die eine 
Arbeit, die jeder machen kann. * 
[There are some people ... who imagine we sit here and twiddle our thumbs ... they 
think it's a job that anyone can do. ] (Secretary, InterCon Germany) 

"Ich kann mir vorstellen, viele Leute sagen, sie ist ja nur Sekretärin. " 
[I can imagine lots of people say, she's just a secretary. ] (Secretary, InterCon 
Germany) 

"Wenn jemand sagt, Sekretärin, ach ja, Tippse, sprich Schreibarbeiten, und am Tisch 

sitzen und sich die Fingerhageln lakieren, das ist das Bild, das viele Leute von einer 
Sekretärin haben. " 
[If someone says, secretary, oh yes, typist, ie, typing work, and sittingat a desk painting 
your nails, that's the image people have of a secretary. ] (Secretary, InterCon Germany) 

"Some of my friends think it's the most boring job in the whole world. They think I sit 
at my desk all day filing my nails, and it really annoys me. ' (Secretary, InterPub 
England) 

"They think you sit there all day and do your nails. " (Secretary, InterCon England) 

"I think there's a very snobbish attitude towards it ... I still think people think of you 
as filing your nails all day. " (Secretary, InterCon England) 

The low status of secretaries was particularly an issue at InterCon, where the 

qualification divide between bosses and secretaries was especially acute. This often 

appeared to be reflected in the way that the bosses treated the secretaries, and was 
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mentioned in all three countries by both bosses and secretaries at interview. 

However, it appeared to be particularly significant in France: 

"Ils ont un petit peu tendence ä consid(rer que les grosses totes, ce sont eux, et que les 
autres ne sont que des exdcutantes. " 
[They tend to think that they're the great brains, and that the others [secretaries] are 
just there to do tasks of execution. ] (Secretary, InterCon France) 

"On est tous des 'jeunes brillants'sortis des Grandes Ecoles, et vraiment une secrdtairc, 
c'est le sous-proletariat, on les dcrase sous le mdpris. " 
[They're all'bright young things' from the Grandes ecoles, and really, a secretary is the 
sub-proletariat, they're totally scorned. ] (Boss, InterCon France) 

"Les secre taires sont ici, Landis que les consultantssont ä 1'extdrieur... il est evident que 
les domaines administratives ne sont pas valorisks du tout ... je veux dire, en interne, 
on parle des professionnelset des administratifs, ca sous-entendque les administratifs 
ne sont pas des professionnels. " 
[The secretaries are here [in the office] whereas the consultants are outside... it's clear 
that the administrative areas are not highly regarded at all ... I mean, inside the firm, 
we talk about professional and administrative staff, and that implies that the 
administrative staff are not professional. " (Boss, InterCon France) 

"Jeder Berater ist sehr viel beim Kunden, und das heißt, wenn er mal im Büro ist, dann 
besteht die Tendenz, alle Frustrationen bei der Sekretärin loszuwerden. " 
[All the consultants spend a lot of time at the client's, and that means that when he's 
in the office, he tends to release all his tensions on the secretary. ] (Personnel Director, 
InterCon Germany) 

"Die Mehrheitder Leute, die hier arbeiten, sehen die Sekretärinnenarbeitals unwichtig. 
Man hört es einfach manchmal an Bemerkungen, die gegenüber uns gemacht werden, 
oder man macht sich zum Beispiel darüber lustig, daß wir Sekretärinnenmeetings 
haben. " 
[The majority of people who work here see secretarial work as unimportant. You can 
hear it in things that are said about us, or they laugh about the fact that we have 
secretaries' meetings. ] (Secretary, InterCon Germany) 

"Some people have a very poor regard for secretaries, and don't treat them very well. 
They see them as dogsbodies. " (Boss, InterCon England) 

"I think a lot of them think we're morons ... It's usually the people that come straight 
from university that haven't had work experience, usually you find they are the ones 
that treat you worse ... they think they're very self-important. * (Secretary, InterCon 
England) 

"I think some secretaries have a very rough time here. " (Secretary, InterCon England) 

"Some partners and managers realise their worth, others don't. " (Personnel Officer, 
InterCon England) 
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This reflects the tendency of consultancy secretaries to be more likely to describe 

themselves as `only a secretary'. At InterPub, in all three countries, the question of 

bad treatment simply did not arise. 

The secretaries were also asked in the questionnaire whether they felt their 

organisation regarded secretaries as important members of staff: 

Secretaries agreeing with the statement 
'My company does not regard secretaries as 

important members of staff 

(Percentages) 

England France Germany 
(n=61) (n=66) (n=48) 

Publishing 53 42 16 

Consultancy 28 72 31 

Overall 35 63 25 

Table 

In France and Germany, more consultancy than publishing secretaries agreed, but in 

England, this was reversed. A much higher proportion of French secretaries agreed 

than English, or especially German, secretaries. Overall, 36% of publishing 

secretaries agreed with the statement, compared with 46% of consultancy secretaries. 

As was the case with secretaries who described themselves as ̀ only a secretary', fewer 

German secretaries agreed. In addition, slightly fewer German secretaries agreed 

that secretaries are often regarded as status symbols (21%, n=48, compared with 

25% of French, n=65, and 26% of English secretaries, n=61). 

Thus, the findings concerning secretarial status across the three countries are highly 

complex. French secretaries appeared particularly conscious of not being regarded 

as important by their companies, and were the second most likely to describe 
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themselves as `only a secretary'. This can perhaps be related to the higher education 

levels of the French secretaries, which could lead to them being more aware of status 

differentials. Overall, it emerged that secretaries educated to 0 level (or equivalent) 

in all three countries were somewhat less likely to describe themselves as `only a 

secretary' (31%, n=68), than those educated to A level (35%, n=72). There was a 

substantial difference between these figures and the 50% of secretaries with a 

university education who described themselves in this way (n=26). 

German bosses tended to view the secretaries' work as enjoying a relatively high 

status, but very much as women's work. German secretaries were also the least likely 

to describe themselves as `only a secretary' and to believe their companies did not 

regard them as important members of staff. English secretaries were in an 

intermediate position, but were the most likely to describe themselves as `only a 

secretary'. 

Any discussion of the `status' of secretarial work has, of necessity, to take account of 

social class as well, since class is structured within production relationships 
(Crompton & Sanderson, 1990): 

"In contemporary capitalist societies, the occupational structure is used widely as an 
approximate index of class membership. " (Crompton & Mann, 1986, p. 6) 

Thus, within the Weberian tradition, class divisions and occupational status divisions 

are viewed as two dimensions of inequality (Dex, 1985). Consequently, the status of 

secretarial work, and secretaries themselves, should be analysed within the context 

of their class situation. However, comparing national statistical sources and systems 

of occupational classification is extremely difficult. Even statistics obtained from 

comparative international surveys, such as Eurostat, can be misleading, since the 

social construction of occupations takes place within the logic of national 

environments, and the relative standing of one occupation is seldom conveyed in an 

international classification system, (Glover, 1989; Dale & Glover, 1990; 1989; 1987; 

Desrosieres & Thevenot, 1988; Pitrou, 1989). For this reason, it was decided to ask 
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the secretaries in the questionnaire to classify the occupations of their most proximate 

relatives using the classification system current in each country, rather than according 

to an international system. Moreover, it was felt that the differences between these 

classification systems themselves were indicative of the lack of similarity in the value 

attached to different jobs. These factors were felt important enough to outweigh the 

obvious difficulties that would arise in comparing three disparate systems. 

The categorisations that were used were: the Social Class categories used in the 1981 

Census in the UK; the INSEE Nomenclature des Categories Socio-professionnelles 

in France; and the Mikrozensus Berufsbezeichnungen in Germany. 

UK Social Classes 

Category Title Description % Secre- 
taries' 

Fathers 
(n=57) 

I Professional Professional employees, self- 37 
employed, and managers 

II Intermediate Managerial, ancillary workers, 26 
farmers, self-employed, central and 
local government managers, 
photographers, artists, etc. 

IIIa Skilled Non- Clerical workers, sales people, 4 
Manual supervisors and managers 

IIIb Skilled Including foremen, supervisors 26 
Manual 

IV Partly Skilled Partly skilled factory and agricultural 2 
workers 

V Unskilled Unskilled workers 5 

Table 

The table shows that a very high percentage of English secretaries' fathers, 63%, 

came from social classes I and II. This pattern was repeated in the classification of 

husbands of married secretaries, of whom 75% said that their husbands were in the 

first two categories. However, 33% of the secretaries' fathers fell into the manual 
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workers' categories IIIb-V, the highest proportion for comparable categories of the 

three countries. Nearly half the secretaries, 48%, said that their mothers were 

housewives. 

The French classification system (the `Nomenclature') used by the INSEE (National 

Institute for Statistics and Economic Studies) is as follows: 

INSEE Nomenclature 

Description % Secre- 
taries' 
fathers 
(n = 69) 

1. Agriculteurs Exploitants 3 
Agricultural Workers 

2. Artisans, Commercants, Chefs d'Entreprise 22 
Commercial and artisanal workers, heads of 
companies with more than 10 employees 

3. Cadres & Professions Intellectuelles Superieures 32 
`Cadres' with University or Grande Ecole 
qualification or professional experience, including 
artists and journalists, excluding company chairmen. 
Professional librarians, qualified teachers and 
researchers, doctors, chemists, etc. 

4. Professions] Intermediaires 32 
Includes nurses in the public sector, clergymen, 
intermediary administrative positions, technicians 
and paramedics 

5. Employ6s 5 
Includes domestic servants, hotel workers, 
hairdressers, childminders in the public and private 
sectors 

6. Ouvriers 6 
Manual workers 

k3ource: vesrosieres ac i nevenot, J ooh. 

Table 8.10 

The `Nomenclature' does not imply a numerical hierarchy in the same way that the 

English system does, as the third category of `cadres' would most nearly correspond 
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to the British `professional' category. As was the case for the English secretaries, 

64% of French secretaries' fathers fell into categories 3 and 4, the upper levels of 

managerial and professional employees. Only 6% of secretaries said that their 

fathers were in category 6, `Ouvriers', which broadly corresponds to the English 

manual workers categories, by far the smallest number for the three countries. Only 

20% of secretaries said that their mothers were housewives, with the majority of 

mothers falling into categories 4 and 5, (57%). Of those secretaries who were 

married, the largest proportion, 45%, said that their spouse fell into category 3. 

The German `Berufsbezeichnungen' system, which is quite different from the English 

and French systems, is as follows: 

German Berufsbezeichnungen 

Description % Secre- 
taries' 
fathers 
(n=55) 

1. Selbständige 24 
Includes all self-employed 

2. Mithelfende Famielangehörige 0 

Includes all those who work unpaid for a family 
business 

3. Beamte 24 
Civil servants, members of the armed forces and the 
churches 

4. An esg tellte 37 
All salaried workers not included in (3) above, 
including managers and directors 

5. Arbeiter 15 

All waged workers 
lJuuree: J[tü1StibuIc L7ulluuaaiiºº, iwýý+/" 

Table . 11 



368 

The German system is the only one of the three that makes a distinction between 

salaried workers in the public and private sectors (categories 3 and 4). Category 4 

is an extremely broad category which includes all salaried workers in the private 

sector from Director level to clerical workers. Category 5 corresponds to the French 

`Ouvriers' and the English Manual Workers (IIlb-V). Category 2, (unpaid workers 

in the family business), has no equivalent in either of the two countries, nor does 

Category 1, (all self-employed people). 

Similarly to France and England, 61% of the German secretaries' fathers fell into 

categories 3 and 4, although the precise level of the `Angestellte' in category 4 cannot 

be determined. Some of the 24% recorded under category 1, the self-employed, 

would no doubt also be classed as Professional under the UK scheme or Cadres 

under the INSEE classification, as this would include all professional self-employed 

persons (such as lawyers and doctors). The number of secretaries with fathers classed 

as `Arbeiter', 15%, (roughly equivalent to Ouvriers or Manual Workers) fell in 

between the figures for England and France. Eighty percent of those secretaries who 

were married said that their spouse was in category 4. A high 84% of secretaries said 

that their mothers were housewives, which can be contrasted with the 20% recorded 

for France, and the 48% for England. 

Thus, from the stratification perspective, the majority of secretaries in all three 

countries had fathers or spouses within the higher class brackets. Consequently, the 

class position of the secretaries themselves can be viewed as high. However, 

Crompton & Jones (1982) argue that the class position of an occupation influences, 

as well as being influenced by, that of its incumbents. Pringle (1989) points out the 

ambiguous nature of secretarial `class', and describes secretaries as being on the 

boundary of the service class. She found in her survey that the majority of secretaries 

were from service-class families, and that those who were married often had husbands 

in this class as well. However, the lack of promotion prospects for female clerks 

generally can mean that they do not attain full service class status (Crompton & 

Jones, 1982). This ambiguity was reflected in the views and opinions of both bosses 

and secretaries in all three countries. Overall, the standing of secretarial work 
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emerged from the interviews as low, especially in England and France. This is in 

contrast with the apparently high social class of many of the secretaries' most 

proximate male relatives, and may well be related to the apparent ambiguity 

surrounding the status of secretarial work that was evident in the three countries. 

It was interesting to note the differences across the countries in terms of the number 

of secretaries with mothers who worked as housewives. These can be related to the 

national trends observed earlier. By far the most French women work full-time of 

the three countries, and it was in France where the fewest secretaries' mothers were 

housewives. In Germany, on the other hand, the reverse was true, with England 

occupying an intermediate position. 

3.4 Summary 

The findings presented in this section of the chapter have corroborated the findings 

of earlier studies on the feminised nature of the secretarial role along each of the 

three dimensions identified. Although differences emerged between the three 

countries, it would be true to say that the secretarial role was constructed in each 

nation around common norms of femininity, and there is no doubt that this has 

served to perpetuate the gender segregation of the occupation. This appeared to be 

particularly true in Germany, where the segregation of men's and women's work was 

more acute. 

Strong differences emerged between the two sectors in terms of status, with 

consultancy secretaries being particularly conscious of enjoying a low status within 

their firms. This can be seen to be related to the qualifications divide between 

secretaries and consultants that was observed in Chapter V. 

4. CONCLUSIONS 

In this chapter, we have addressed the issue of why secretarial work is considered 

`typical' women's work. This sex-typing goes further than the simple gender 
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composition of the occupation; the compatibility of stereotypes of women's character 

traits and abilities with the secretarial role persists today, and helps to perpetuate the 

gendered nature of the occupation. Thus, low status, performing custodial tasks, and 

deference to the boss's character and working style, appear to be characteristic 

features of the secretarial role. 

The similarity between the three countries along these dimensions cannot be denied. 

However, significant differences also emerged at the micro and the macro level that 

were extremely important. 

In France, fewest secretaries' mothers worked as housewives. This can be related to 

the findings of other studies at the macro level, for instance, the relatively 

advantageous State provisions for working mothers, and the fact that patterns of 

women's labour force participation in France more closely mirror those of men than 

in either England or Germany (Dale & Glover, 1990). At the micro level, we 

observed in the French companies a far greater number of secretaries who were 

married with children under 18 than English or German secretaries. We saw that 

French secretaries performed considerably fewer custodial tasks than their 

counterparts in the other two countries. French bosses were also by far the least 

keen for their secretaries to carry out non-work related tasks and to fetch coffee. 

These tendencies at the micro and macro levels are clearly related, and together 

reveal a greater egalitarianism between men's and women's work, reflected in the 

more collaborative boss/secretary teamwork that we saw in Chapter VI. 

The pattern observed in France can also be traced back to the historical development 

of women's work in France, which was charted in Chapter II. As we saw, there was 

a steady acceptance during the last years of the nineteenth century of women 

working, leading to the establishment of maternity leave provisions as early as 1903 

(Nienhaus, 1987; Tournier, 1973). This could go some way towards explaining the 

more generous provisions observed in France today, and the greater proportion of 

secretaries combining a paid employment career with child-rearing. 
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In Germany, in contrast, bosses were by far the most likely to expect their secretaries 

to perform custodial tasks, and especially to make coffee for them. There was also 

some evidence from the interviews that the idea of the male secretary was least 

acceptable in Germany, and that the concept of deference and the emotive aspect of 

the boss/secretary relationship were the most developed of all the countries. These 

views were shared by the secretaries themselves. 

These findings may, again, be related to the historical development of attitudes 

towards women working reported in Chapter II. It emerged that attitudes in 

Germany were more unfavourable towards women working outside the home for a 

longer period of time, with the marriage bar lasting far longer than in France 

(Nienhaus, 1987). In addition, with the rise of National Socialism, a bar was again 

imposed on all work by married women. Thus, attitudes in Germany to women 

working were subject to fluctuations that did not occur in France (Tournier, 1973). 

This is reflected in the Germany of today, where women's labour force participation 

rates are lower than in either of the other two countries (Dale & Glover, 1990). 

Significantly, a much higher proportion of German secretaries said that their mothers 

worked as housewives than was the case in England or, especially, France. 

These two sets of findings can, again, be related; in Germany, where a continuous 

development of women's participation in the paid workforce did not occur, and where 

attitudes were historically the least favourable towards women working, the role of 

the secretary has retained more of the `office-wife' elements than in the other two 

countries, and this is especially apparent in the emphasis placed on fetching coffee, 

and in the attitudes of German bosses. It may also explain why more German 

secretaries identified themselves as working for just one boss (Chapter VI). 

England falls in between these two extremes, but more closely resembles Germany 

than France, in that the secretarial role was characterised by a degree of emphasis 

on custodial tasks, especially performing personal errands for the boss. However, a 

more egalitarian attitude was clearly present on the part of bosses towards such 

matters as making coffee, which tended to be shared between boss and secretary. 
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The lack of childcare facilities at a national level was reflected in the small number 

of secretaries with children. 

Concerning, status, it emerged that French secretaries were, overall, far more 

conscious of having a low status and being `treated badly' within their companies than 

secretaries in either of the other two countries. German secretaries and their bosses, 

on the other hand, were far less likely to think the status of secretaries was low, 

despite the fact that their role appeared far more supportive and custodial than that 

of the French secretaries. England, again, fell into an intermediate position. 

However, it was also the English secretaries who were the most likely to describe 

themselves as ̀ only a secretary'. It may well be that this is connected to the relatively 

narrow content of secretarial work in England that we observed in Chapter VI. 

Perhaps the English secretaries were consequently more aware of differences between 

their own jobs and those of their bosses. 

One possible explanation for these apparently contradictory findings is related to a 

theme introduced earlier from the interviews with the bosses. German bosses 

appeared to be evaluating their secretaries' status on a different scale from their own 

jobs, specifically as a type of work available to women. Thus, they rated secretarial 

work as `indispensable' in relation to the secretary's role as supporting them in their 

work. It is consequently feasible that the German secretaries, in the same way, rated 

their jobs more highly than either the English or French secretaries because they 

were not using the same referents. 

French and English bosses appeared to be evaluating the status of secretarial work 

in relation to all types of work, and the same appeared to be true for the secretaries. 

Further, the secretaries' perception of their status appeared to be related to level of 

education, and the French secretaries were, as we saw in Chapter V, more highly 

educated than their English or German counterparts, and this may well have 

provoked a greater awareness of status differentials. 
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One other possible contributory factor could be the dichotomy between women's 

overall labour force participation patterns and norms of the secretarial role. As we 

have seen, French women's labour force participation patterns are the most similar 

to those of men, and attitudes in France towards women working also appear to be 

the most egalitarian. It is possible that these underlying norms are perceived by the 

secretaries as being in conflict with the norms upon which the secretarial role is 

constructed. 

Overall, the findings presented in this chapter lend support to the notion that 

secretarial work is associated with norms of femininity and shares certain 

characteristics with what is regarded as `women's work'. However, we have also seen 

that it is insufficient to categorise secretaries simply on the basis of gender. 

Demographic differences between the secretaries in the three countries surveyed 

reflected national trends in women's employment, and demonstrated that secretaries 

are not a homogeneous group of workers. 

In the final chapter, we will draw together the themes and ideas that have come to 

light through the findings. 
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CONCLUSIONS 

1. INTRODUCTION 

In this final chapter, the principal findings of the thesis are presented. Three main 

research questions were identified in Chapter III, and here the findings are analysed 

in relation to these, and to the methodology that was chosen. The limitations of the 

research are outlined, and suggestions for further research are put forward. The 

broader implications of the thesis are presented in the final section. 

Firstly, however, the principal findings are analysed. 

2. FINDINGS 

The aim of this thesis was to explore, on a cross-national basis, the experiences of 

women working in what has been described as a female `ghetto' occupation, that of 

the office secretary. 

Relatively few studies of women's employment have attempted to compare women's 

work across countries. Those studies which have been carried out (eg; Dale & 

Glover, 1990; 1989; 1987; Hantrais, 1990) have focused on the analysis of large-scale 

data sets, and have shown that significant differences exist between national patterns 

of women's employment, even in geographically contiguous countries, and these 

findings can improve theoretical explanations of gender segregation. 

Although this provides a useful basis for analysing national trends, the attitudes, 

experiences and labour-market strategies of individuals have tended to be ignored, 

yet, as Prandy et al. (1982) note; `individuals are central to any theoretical 

explanation', (ibid., p. 80). 

One way of understanding how gender segregation is lived by women is through 

comparing the experiences of women working within a highly feminised `ghetto' 
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occupation. Secretarial work, which has frequently been described as a `ghetto' 

occupation, seemed a particularly appropriate choice because of the high degree of 

feminisation of secretarial work in many western industrialised countries (Silverstone 

& Towler, 1984; Crompton & Jones, 1984). 

This central research aim was broken down into three questions: 

i) Can secretarial work justly be termed a `ghetto' occupation? 
ii) How do women working as secretaries experience their employment situation? 

iii) What do national differences in the structuring of secretarial work and the 

secretarial role reveal about the gender segregated labour market? 

A methodology was chosen, the `societal-effect' approach to cross-national research 

(Maurice et al., 1980; 1982; Maurice, 1989), which allowed individual strategies and 

perceptions (or `micro-level' phenomena) to be analysed in relation to organisational 

and national-level phenomena. 

The main findings related to the three research questions are analysed below, and the 

implications of the findings for the `societal-effect' approach to cross-national 

research are examined. 

2.1 Secretarial Work and the Ghetto Thesis 

The first research question concerned whether or not secretarial work can justly be 

described as a female `ghetto' occupation in the three countries chosen for the study. 

Answering this question involved analysing secretarial work along the four main 

dimensions of Lowe's (1987) definition of a female ghetto occupation: 

i) incumbents are more or less `channelled' into these occupations by lack of 

other choices. 

ii) working conditions are poor, and work content is repetitive. 
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iii) prospects for upward mobility are limited. 

iv) the occupations are characteristically held by women. 

The main results are summarised below. 

2.1.1 Occupational Choice 

Lowe's (1987) definition of ghetto occupations implies that women are more or less 

channelled into such jobs through lack of choice. The question of occupational 

choice is related to education and training and the structuring of opportunities within 

the labour market, hence the importance of evaluating the secretaries' education and 

training in relation to patterns of elitism within the logic of each country's system. 

It transpired that the French secretaries had the most distinctive educational profile, 

with far more being educated to the equivalent of A level or beyond than their 

English or German counterparts, most of whom had formal education up to the 

equivalent of GCSE level. It was clear from the interviews that it was the French 

secretaries who felt they had the fewest occupational choices. This could be related 

to the fact that it is possible to select secretarial options within the mainstream 

education system in France. Consequently, whereas many English and, especially, 

German secretaries had made the choice to undergo secretarial training and enter 

secretarial work after their formal education was complete, there was a tendency for 

the French secretaries to be directed towards secretarial work durin their formal 

education and, consequently, at a younger age than their English or German 

counterparts. 

In addition, many of the French secretaries pointed out that their options had been 

restricted by them either not choosing to study mathematics, or by their lack of ability 

in the subject, since maths was often used as an entry requirement to other 

occupations which they may have considered. 
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Despite this evidence of greater constraint experienced by the French secretaries, a 

substantial minority reported that they based their decision to enter secretarial work 

on an assessment of the relative advantages of this type of employment over other 

alternatives. 

It could be argued that the English and German secretaries chose to undergo 

secretarial training after their formal education through lack of other options. 

However, it was clear that, especially in Germany, this was not strictly the case. The 

German secretaries frequently had experience in other occupations, and had actively 

chosen to enter secretarial work in preference to the alternatives they perceived were 

open to them. 

In England, on the other hand, many secretaries had based their choice on the 

certainty of being able to find employment. In this way, it is possible to argue that 

English and German secretaries, at least, did not feel they had a lack of alternatives, 

and had chosen their occupation on the basis of their perception of the advantages 

of secretarial work. 

Some evidence was therefore found, especially in France, to support the notion that 

women's career options can be restricted through choices made during their 

education and training. However, in England and especially Germany, secretaries 

were also found to perceive their options as broader, and to have based their decision 

to enter secretarial work on an assessment of the advantages to them of this form of 

employment. Whilst it cannot be denied that demand-side factors may have limited 

the secretaries' perceptions of available opportunities, only tentative support could 

be lent to the contention that women are passively `channelled' into secretarial work. 

2.1.2 Working Conditions and Job Content 

The assumption of the ghetto thesis is that ghetto occupations enjoy poor working 

conditions, and that job content is restricted to a narrow range of repetitive tasks 

(Lowe, 1987). 
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There was some evidence that conditions of secretarial work were somewhat better 

than average for women in each country, but somewhat worse than those experienced 
by men. This provides no conclusive evidence that secretarial work cannot be classed 

as a female ghetto occupation. 

As regards job content, it transpired that some aspects of secretarial work could be 

described as routine or repetitive, such as photocopying or filing, but that secretarial 

work did not consist solely of these tasks. In fact, the secretaries spent a substantial 

amount of time on autonomous jobs which required the exercise of a considerable 
degree of skill and control. This was especially true of German and French 

secretaries, and less true of English secretaries. This fact may well be related to the 

somewhat narrower training typically undergone by the English secretaries. 

It also emerged that the individual secretary could greatly influence the content of 

her job, and the extent to which she became involved in her boss's work, and there 

were many examples of ways in which secretaries `managed' their job content. 

Thus, little evidence was found to support the ghetto thesis contention that secretarial 

work is unskilled and repetitive. 

2.1.3 Upward Mobility 

One of the most fundamental tenets of the ghetto thesis is that ghetto occupations 

afford few prospects for upward career mobility. 

It was discovered that a substantial minority of secretaries had already experienced 

some upward career mobility into a secretarial position. Further, it was clear that 

some secretaries engaged in actively manoeuvring the boundaries of their jobs, taking 

on extra tasks in order to make their jobs more interesting, or to create opportunities 

for themselves to move into other positions. 
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Prospects for secretaries to be promoted both within secretarial work, and out of the 

secretarial stream, appeared unsystematic. None of the companies were able to offer 

good promotion prospects for secretaries, and the secretaries themselves perceived 

their chances for promotion as poor overall. Opportunities appeared particularly bad 

in France and Germany, and most favourable in England, where secretaries 

themselves also regarded their prospects as somewhat better. However, even in 

England, it was clear that chances for promotion were not systematic. 

Thus, the contention that ghetto jobs provide few prospects for promotion could not 

be disproved in the case of secretarial work. Prospects for promotion within the 

secretarial stream itself were somewhat better than out of secretarial work, but the 

validity of this type of promotion is called into question by the fact that promotion 

as a secretary does not necessarily involve an increase in managerial responsibilities, 

or more complex task content, as is the case for other forms of promotion. In 

addition, secretaries were often promoted because their boss was promoted, rather 

than on their own merit. 

However, it was clear that, on an individual basis, opportunities for promotion both 

within and out of secretarial work could arise, especially for younger secretaries, and 

several instances were found where secretaries were able to manoeuvre within the 

boundaries of their employment situation to forward their careers. 

2.1.4 Women's Work 

The ghetto thesis upholds the notion that female `ghetto' jobs are predominantly held 

by women, and that such occupations become associated with norms of femininity 

which serve to perpetuate their gender segregation. These norms were found, in the 

case of secretarial work, to be based around three main areas: custodial tasks (eg, 

making coffee); deference; and status contingency. It emerged that these three 

aspects were all defining features of secretarial work in the three countries, but that 

they were least apparent in France and most apparent in Germany, with England 

occupying an intermediate position. 
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This means that there is some evidence to support the notion that secretarial work 

shares certain attributes of gendered female jobs. However, the fact that this aspect 

of the role was by no means as well-developed in France as in the other two 

countries, and yet secretarial work in France is still overwhelmingly carried out by 

women, suggests secretarial work has not necessarily become sex-typed because of the 

type of work secretaries carry out. 

Overall, these findings lend limited support to the notion that secretarial work shares 

certain features in common with what is considered `women's work'. The interesting 

contrast between the situation in England and Germany on the one hand and France 

on the other suggests that these features are not necessarily a defining feature of 

secretarial work. 

2.1.5 Conclusions 

Some evidence was found to support the notion that secretarial work can be 

described as a female `ghetto' occupation, particularly as regards prospects for moving 

out of secretarial work. 

However, it emerged that the characteristics of secretarial work do not fulfil all the 

criteria of `ghetto' occupations. In particular, the content of secretarial work 

appeared to be much more varied, and to allow the exercise of a greater degree of 

control, than is suggested by the ghetto thesis. There was also evidence that not all 

secretaries had been ̀ channelled' into secretarial work through lack of other options, 

although the French secretaries clearly experienced a greater degree of constraint in 

their choice of occupation than the English or German secretaries. 

Secretarial work was also found to share certain characteristics of what is regarded 

as ̀ women's work', although not equally in all three countries. 
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2.2 Secretarial Work Exueriences 

The second research question concerns how women experience working within a 
`ghetto' occupation. 

As regards the decision to enter secretarial work, it emerged from the findings that 

many of the secretaries had actively chosen to enter secretarial work, rather than 

being channelled into it, as the ghetto thesis would suggest. Thus, many of the 

secretaries decided to enter secretarial work on the basis of an assessment of the 

advantages of this type of work over going to university or other jobs which they felt 

were open to them. These advantages included the certainty of finding a job, the 

chance to use language skills, or to have an interesting career. This was particularly 

true of the German secretaries, many of whom had experience in other forms of 

employment, and found that secretarial work was preferable. This suggests that 

women can, and do, adopt active strategies to position themselves to what they 

consider to be their advantage within the labour market. 

It is, of course, possible that the secretaries were rationalising decisions made, in 

some cases, many years previously. However, since a minority of secretaries also 

revealed that they had chosen secretarial work because they could not think of 

anything else to do, or because they had not been able to do what they really wanted, 

it seems reasonable to assume that the majority who did not express this view were 

aware of their motives. 

The French secretaries felt the most constrained to enter secretarial work through 

their educational backgrounds, but even in France, a large number of the secretaries 

had chosen to enter secretarial work, for instance, so that they could use their 

languages, work in different sectors, or to have an interesting career. 

Within their jobs, it also emerged that the secretaries were often able to expand the 

boundaries of their work. Sometimes, this involved taking advantage of changes such 

as the promotion of their boss, or changes in the company structure, or being aware 
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of the boss's willingness to delegate extra tasks. Often, though, it appeared that the 

secretaries' own personality and attitude played a crucial role in determining the 

extent to which she altered her job. Many appeared to be doing this expressly with 

a view to making their job more interesting, or to furthering their careers. Again, 

this shows that the secretaries were not simply relegated to the role of reacting to 

their employment situation. 

These two examples illustrate the way in which some secretaries may be able to 

develop strategies which enhance their skills and abilities. 

2.3 National Difference and the Segregated Labour Market 

The third main research question concerns differences between the countries 

surveyed, and what these reveal about the nature of the segregated labour market. 

The Aix Group (Maurice et al., 1980) have suggested that individual and national- 

level phenomena form different patternings in each country, which they term the 

`societal effect'. Thus, it was expected that differences would emerge between the 

three countries surveyed in terms of the characteristics of secretarial work. This was 

borne out by the findings. Distinctive national patterns were discovered, which 

suggested that secretarial work is structured differently in each country. These 

differences lead us to question the validity of some of the theories put forward to 

explain why women are overrepresented in certain `ghetto' occupations. 

In the following three sections, we review the patterns that emerged for each of the 

countries. 

2.3.1 France 

The French secretaries presented the most distinctive profile, and clear examples 

were found to support Maurice et al. 's (1980; 1982) contention that 'micro', 

`organisational' and `macro-level' phenomena are interrelated. For instance, other 

studies have found that, in France, there are more women in full-time work than in 
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the other two countries, and that there are more women at higher levels (Hantrais, 

1990). This was confirmed by the findings of this study, since there were more 

French women bosses than German or English within the companies surveyed. An 

additional finding was that fewest French secretaries reported that their mothers 

worked as housewives. 

The historical analysis of secretarial work also showed that women's employment in 

France, particularly that of married women, was accepted far sooner than in either 

England or Germany (Tournier, 1973; Anderson, 1988). This is, perhaps, reflected 

in the fact that French women's employment patterns today are more similar to those 

of men than are those of English or German women (Dale & Glover, 1990; Hantrais, 

1990). It has been suggested that this better representation of women in the 

workforce in France can be related to the higher levels of childcare support available 

in that country (Moss, 1988), and to more favourable attitudes towards the working 

mother generally (Letablier, 1989). In this study, it was corroborated that far more 

French secretaries than English or German secretaries had children under the age 

of 18. 

At the `micro' level of secretarial work content, the French secretaries performed the 

most independent tasks, and did the least amount of typing. At the same time, the 

French secretaries were particularly differentiated from their German and English 

counterparts by the fact that custodial tasks, such as making coffee and `looking after' 
the boss appeared not to be as significant a part of their work. 

It could be conjectured that these differences between France and the other two 

countries in terms of secretarial work are related to the greater similarity of French 

women's labour force participation patterns to those of men, and to the better levels 

of childcare provision in France. This would mean that, where women are more 

`equal' to men within the labour force as a whole, and where national institutions 

support working mothers, there is a greater `equality' between secretary and boss, and 

the emotive, `office wife' aspects of the secretarial role are underplayed. This was 

reflected in the attitudes of the French bosses themselves, none of whom expected 
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their secretaries to serve them coffee or to perform other `custodial' tasks in the way 

that the German bosses did. 

The second area in which the findings pointed to significant differences between 

France and the other two countries concerned education and training. The French 

secretaries were educated to a much higher level than their English or German 

counterparts, and a large minority had attended university. However, other studies 
have shown that the education level of the French workforce is generally higher than 

in the other two countries (Steedman, 1987; 1986). At the same time, promotion 

prospects for the French secretaries were worse than in England, and almost as poor 

as in Germany. 

These findings counter the human capital theory proposition that women's failure to 

invest in their `human capital' in terms of length of education leads to their 

overrepresentation in segregated `ghetto' occupations. Clearly, this was not true in 

the case of many of the French secretaries. In France, it emerged that the direction 

of education was far more significant than the length of studies pursued. The French 

secretaries had, for the most part, studied at less prestigious institutions, or had 

chosen subjects that led to a narrow range of career opportunities. In other words, 

although the French secretaries appeared to have a `better' education than the 

English and German secretaries, the relative value of their education was low in 

comparison with constructions of elitism within France. 

2.3.2 Germany 

In many respects, the German model stands at the opposite extreme from the French 

model. The historical analysis pointed to the fact that the acceptance of women 

working in Germany evolved far more slowly and erratically than in France 

(Tournier, 1973). At a national level, women are least well represented in the labour 

force in Germany, and this was corroborated by the findings of this survey, where 

there were fewest women bosses in the German organisations. In addition, by far the 

greatest number of German secretaries said that their mothers worked as housewives. 
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Other studies have found that childcare facilities are worse in Germany than France 

(Moss, 1988), and evidence to support this was found within this survey, since very 
few of the German secretaries had children under the age of 18 compared with the 

French secretaries. 

At the `micro' level, the German secretaries performed the most custodial tasks, in 

particular coffee-making, and it was assumed by both the bosses and the secretaries 

themselves that such duties were a normal aspect of the secretarial role. Thus, it 

could be argued that, in countries where attitudes towards women working have 

evolved erratically, and where institutions do not support the working mother, then 

the `office wife' aspects of the secretarial role are emphasised. 

Despite these differences, a degree of similarity was observed in job content between 

France and Germany, since the German secretaries also carried out a great deal of 

independent work for their bosses. This could well be related to the nature of 

secretarial training within the two countries. In both France and Germany, 

secretarial training emerged as being broadly-based, and incorporated a wide range 

of business-related subjects. This stands in contrast with England, where secretarial 

training was often narrow, and where secretarial jobs placed far less emphasis on 

independent work. 

2.3.3 England 

The English pattern more closely resembles the German than the French model. At 

a national level, childcare support facilities were poor compared with France, and this 

was reflected in the small number of English secretaries with children under the age 

of 18. 

The fact that fewer English than French women occupy full-time jobs or high-level 

positions was reflected in the smaller number of English women executives in the 

firms surveyed. There were also far more English secretaries who reported that their 
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mothers worked as housewives than French secretaries, although this figure was 

substantially lower than in Germany. 

At a `micro' level, the English secretaries, in common with the German, carried out 

more custodial and personal tasks for their bosses than did the French secretaries. 

Although the English bosses appeared somewhat less likely to expect such work of 

their secretaries than the German bosses, they accepted more readily that their 

secretaries perform these tasks than the French bosses. This finding can be related 

to the `macro' level findings. Thus, as was the case in Germany, where institutions 

do not support the working mother and where women do not have similar labour 

force participation patterns to men, the `office wife' aspects of the secretarial role are 

emphasised. However, this was not quite as marked in England as it was in 

Germany. 

As regards job content, secretarial work in England was much less varied than in 

France and Germany, and the emphasis was much more on typing and gatekeeping 

tasks, as opposed to independent work. Again, this may be related to secretarial 

training. In England, secretarial training was found to emphasise the acquisition of 

the technical skills of typing, shorthand and audio, rather than the broader training 

found in France and Germany. ' 

Although promotion prospects for secretaries in all three countries were by no means 

good, they appeared to be the most favourable in England. Whereas in France and 

Germany, both the secretaries themselves and the personnel officers in the 

organisations regarded promotion chances for secretaries as poor, there was some 

evidence that both parties were more optimistic in England. 

Again, it can be argued that these slightly more favourable opportunities may be 

related to education and training. In France and Germany, there appeared to be a 

1 It is, of course, very hard to establish whether training in this case determines job content, or vice 
versa. The Aix approach (Maurice et al., 1980; 1982) would suggest that the two are simply interrelated, 
each one affecting the other. 
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very close relationship between pre-entry training and education, and career 

opportunities (Handy et al., 1988). This means that choices made during education 

can be highly significant in determining the subsequent occupations open to 
individuals. An example of this could be seen in the case of the French secretaries, 

many of whom at interview explained how they had been restricted in their choice 

of career by their subjects at the baccalaureat. 

In England, on the other hand, the relationship between education, training and 

careers appeared to be much more fluid, with there being no standard `route' into a 

management career (Handy et al., 1988). This was illustrated in the survey by the 

fact that no clear pattern of qualification was apparent for the secretaries' bosses. 

One implication of this is that the range of career opportunities for the secretaries 

in England may not be as restricted by pre-entry qualifications as for the secretaries 

in the other two countries. 

Although promotion opportunities for secretaries in England appeared somewhat 

more advantageous than for secretaries in the other two countries, it remains true, 

however, that even in England they were clearly not systematic. This raises the 

question of the role of post-entry training and experience in creating career 

opportunities for individuals and, as has been shown elsewhere (Crompton & Jones, 

1984; Ashburner, 1989), these are not always as readily available to women as they 

are to men. 

2.3.4 Conclusions 

As we have seen in this section, the employment situation of the secretaries in each 

of the countries presented a distinctive profile. This confirms the findings of other 

studies comparing national-level trends in women's employment across countries 

(Dale & Glover, 1990; 1989; 1987; Hantrais, 1990; 1989b). 

One of the principal findings concerns the relationship between secretarial job 

content and patterns of women's employment at the national level. As we have seen, 
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the French secretaries carried out fewer so-called `typical' women's custodial or 
hostessing tasks than the English or German secretaries and, at the same time, other 

studies have provided evidence that national patterns of women's labour force 

participation in France are far more similar to those of men than is the case in the 

other two countries. 

This finding would suggest that there is an interrelationship between the content of 

`typical' women's jobs and the labour market situation of women within each country, 

so that where women's situation can be described as more `equal' to that of men, 

then the work which they carry out does not so closely correspond to notions of 

`traditional' women's work. This implies that the carrying out of custodial tasks is not 

necessarily a defining feature of secretarial work as has been suggested in the 

literature on secretaries (eg; Pinto, 1987), and casts some doubt on accounts of 

gender segregation within the labour market which rely on notions of `sex-typing' to 

explain why women are located in certain occupations. 

The second main finding concerns human capital explanations of the gender 

segregated labour market. Human Capital Theorists have put forward the notion that 

women's lack of investment in their education explains why they are located in 

certain `ghetto' occupations (Bradley, 1989). However, as we have seen, a substantial 

minority of the French secretaries especially had invested time in their education by 

attending university. It emerged from this study that it was the direction in relation 

to patterns of elitism, rather than the length of their education by itself which was 

significant in determining which occupations were subsequently open to them. 

Indeed, it was the French secretaries, who had invested the most time into their 

education, who appeared to be aware of the greatest degree of restriction in their 

choice of occupation, and who also had the least experience outside secretarial work 

of the three countries. 

In the following section, we turn to the impact of the findings of this study for the 

`societal-effect' approach to cross-national research. 
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2.4 Research Findings and the `Societal-Effect' Approach 

The methodology of this thesis was based on the Aix Group's `societal-effect' 

approach to cross-national research. As we saw in Chapter III, using this approach 

implies analysing the interrelationship between micro (individual), organisational and 

macro-level (national) variables within countries. Maurice et al. (1980) argue that 

this interrelationship is unique in each country, and that these distinctive national 

patternings allow for theory-development concerning the phenomena under 

investigation. 

In this study, it was found that secretarial work was structured differently in each of 

the countries surveyed. It was also found that many of these differences could be 

related to phenomena observed at the national level, thus confirming the Aix Group's 

hypothesis. This was particularly illustrated by the relationship between the carrying 

out of domestic tasks by secretaries and national-level patterns of women's 

employment. 

As the Aix Group also suggested, national education and training systems played a 

crucial role in structuring secretarial jobs and career opportunities. Thus, in England 

where secretarial training was narrow, so was secretarial work. However, it was also 

true that, in England, the overall relationship between education and subsequent 

career opportunities was weaker than in the other two countries, and this meant that 

promotion opportunities were somewhat better for secretaries. 

The Aix Group's contention that national differences override differences observed 

within individual countries was largely borne out for publishing and consultancy 

companies, since clear patterns rarely emerged for these two sectors across the three 

countries. It had been expected from the literature on secretaries (eg, Silverstone, 

1974; Pringle, 1989) that promotion prospects outside secretarial work would be 

better in publishing than the professional sector. Although some evidence to support 

this was found in England and France, the trend was reversed in Germany. In 

France, nearly half the publishing secretaries thought chances for promotion outside 
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secretarial work were bad or none, compared with just over one quarter of English 

secretaries. Thus, no clear pattern emerged within the individual countries to support 

this notion. One possible explanation for this, however, is related to the education 

and training systems in the three countries, and the greater association between 

education and occupation in France and Germany, which meant that high level 

formal qualifications were required of the line publishers, which were not necessary 
in England. 

In the following section, we move on to consider the limitations of this piece of 

research. 

3. LIMITATIONS 

All research has its limitations, and this thesis is no exception. 

One factor was the age imbalance of the sample of secretaries, which meant that the 

German secretaries were somewhat older than the French and, especially, the English 

secretaries. This clearly had an effect on the findings concerning desire for 

promotion and perception of promotion prospects. This age imbalance was partly 

due to the case study approach that was adopted, where the emphasis was more on 

controlling for organisational and contextual variables rather than individual variables 

such as age. However, it can almost certainly be in part ascribed to the construction 

of secretarial training in Germany so that it takes place after any other form of 

compulsory training, and the generally longer training and education undergone by 

the German workforce (Handy et al., 1988). 

It was unfortunately not possible to undertake a first-hand analysis of national-level 

data (such as women's employment patterns) due to constraints of time and 

resources. This meant that secondary sources had to be relied upon. However, 

sufficient relevant data were located via these secondary sources to support the 

theories discussed, and so it is not felt that much analytical power was lost. 
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It was also regrettable that no male secretaries were included in the study. This was 

not a deliberate omission, but arose because just one of the organisations which took 

part employed a male secretary, and he did not respond to the questionnaire survey. 

Statistically, there are very few male secretaries in the countries surveyed (fewer than 

5% of the total secretarial population). The experiences, attitudes and perceptions 

of male secretaries would no doubt have shed valuable light on the construction of 

secretarial work as a `typical' female occupation. 

One final limitation concerns the lack of data that were collected on the issue of 

sexual harassment. When the research instruments were designed, the extent of the 

importance of the feminine construction of the secretarial role to the research 

questions was not fully appreciated. Clearly, the question of sexual harassment is 

very much related to the notion of secretarial work as women's work, and data have 

been collected elsewhere on this subject (Pringle, 1989). 

However, in the interviews, there were a number of occasions when the secretaries 

could raise the issue, if they had felt it important. At no time did any of the 

secretaries raise the question of sexual harassment. This does not mean that none 
had experienced it in the course of their work, and this could, perhaps, be an area 

for further research. 

4. FURTHER RESEARCH 

There are a number of areas for further research which arise out of the findings of 

this thesis. 

The first concerns the interrelationship between the content of secretarial work and 

national patterns of women's employment. It would be interesting to test in other 

countries the notion that, where women's work patterns overall more closely 

correspond to those of men, and where State support for women's work is strong, 

`domestic' tasks constitute a far less significant aspect of secretarial work than in 

countries where this is not the case. This would be particularly interesting for some 
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of the Scandinavian countries, where a larger percentage of women are in paid 

employment than in the three countries studied (Kauppinen-Toropainen et al., 1988). 

In addition, further research that tests whether the same relationship holds true for 

other highly feminised occupations within the three countries under investigation 

would also shed further light on the dynamics of women's employment. 

Similarly, it would be interesting to test, in other countries, the relationship between 

education, training and career choice for secretaries. As we saw in the case of 

France, the construction of the education system, and its relationship to employment, 

meant that perceived career choices for the secretaries were considerably more 

restricted than in the other two countries. On the basis of this, it would be 

interesting to explore, in other countries, whether the same relationship holds true. 

Finally, as regards women's labour-force strategies, some further research to explore 

other ways in which secretaries manoeuvre their employment situation would add to 

our knowledge of women's strategies within the labour market. 

5. CONCLUSIONS AND IMPLICATIONS 

The original impetus for this thesis was to seek an explanation as to why the labour 

market is segregated along gender lines, and why women continue to be 

overrepresented in a relatively narrow range of occupations. 

Evidence was found which challenges the idea that jobs become feminised because 

women lack `human capital', since many of the French secretaries had a high level 

of education, and had clearly had a continuous employment career whilst child- 

rearing, and therefore had a stock of `human capital'. 

Evidence was also found which challenges structural theories of labour market 

segregation based on the notion of sex-typing. It had been expected that the 

characteristics of deference, status contingency and custodial tasks that have been 
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ascribed to secretarial work would be regarded as a contributory factor in its 

continued gender segregation (Pringle, 1989; Kanter, 1977). However, it was 

discovered that these features are not present in the same form in the three countries 

studied, and that, for instance, they are very much more a feature of secretarial work 

in Germany than in France. These differences cast some doubt on theories which 

uphold the notion that secretarial work is female-dominated because of the presence 

of these aspects as defining features of the job (sex-typing), since secretarial work 

appeared to be regarded as much as a `typical' women's job in France as in Germany. 

A study of other `ghetto' occupations in the same countries, and of secretarial work 

in other countries would be able to shed further light on this relationship between 

norms of femininity and women's work. 

An alternative explanation as to why secretarial work is regarded as a women's 

occupation concerns lack of promotion prospects. Indeed, it emerged very strongly 

from the study that promotion prospects are limited for secretaries both within 

secretarial work and, especially, out of it. However, it remains to be proven whether 

women enter secretarial work because, as an occupation, it lacks promotion prospects 

and because men shun such employment situations, or whether promotion prospects 

become closed off because it is women who enter secretarial work, although it could 

be conjectured that it is due to a combination of both these supply and demand-led 

processes. 

Indeed, support was lent by the overall findings of this research to an integrated 

explanation based on both supply and demand factors. On the supply side, a 

substantial number of women had actively chosen to enter secretarial work, and 

clearly perceived that it had certain advantages to them in terms of conditions of 

work, or job content, over other alternatives which they considered were available to 

them. On the demand side, both bosses and personnel officers reported little or no 

experience of male secretaries, and actively recruited female secretaries, thus 

perpetuating the circle of supply and demand. It was also clear that education and 

training systems played a significant role in upholding the idea that secretarial work 

is women's work, both by encouraging women to undergo secretarial training, and by 
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providing a quick and easy means for them to acquire skills that would lead to 

relatively well-paid employment. 

This thesis has therefore lent support to the move towards an integrated explanation 

of the process of gender segregation (Crompton & Sanderson, 1990). Considerable 

support has also been lent to the notion that cross-national research can provide a 

valuable contribution in this area by bringing to light differences between countries 

in terms of women's employment patterns and experiences that can enhance theory- 

development. Significant differences emerged between the three countries studied 

in terms of the situation and meaning of secretarial work which challenge the idea 

that we can establish generalisable theories of gender segregation without taking into 

account national dissimilarities. Clearly, more work of this nature is needed if we are 

to further our understanding of labour-market dynamics. 
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School 
APPENDIX 1: TYPICAL LETTER TO COMPANIES 

Dear 

re: Doctoral Research on the Subject of Secretaries 

Sussex Place 
Regent's Park 
London NW1 4SA 

I am in the second year of my doctorate at the London Business School. My thesis 
concerns women's employment, and aims at comparing the work and career patterns of 
secretaries in publishing companies and consultancy firms in France, Germany and Great 
Britain. 

My research is based on a small number of case studies, which enables me to focus on 
understanding the situation of secretaries within an organisational context. I found your 
company's name in the Kompass directory, and I am writing to you because your firm 

seems to be of acomparable size to its French and German equivalents. I would be 

extremely grateful to you if you would agree to help me with my study, which is very 
topical and, I hope, very interesting for all companies which employ secretaries. 

To be more precise regarding what this research would involve from your point of view, 
the study can be summarised as follows: 

1) I would send a bundle of questionnaires for the secretaries to your offices, with 
covering letters. The secretaries would have to complete the questionnaire and 
return it to me anonymously in stamped addressed envelopes, which I would also 
provide. They would need approximately one hour each to complete the 
questionnaire. 

2) I would also send another questionnaire to be completed by the person 
responsible for the secretaries, covering general information on the secretaries 
employed by the company. This would take around one hour to complete. 

Obviously, I would not require any access to confidential information on your business. 
I am merely interested in the way in which secretaries work, their careers and conditions 
of work. All information will be treated anonymously, and the name of your company 

Telephone 01 262 5050 Telex 27461 Fax 01 724 7875 



396 

would not be mentioned in the study, therefore, the disruption caused to day-to-day work 
would be minimal, and I would, of course, provide you with a report on the results of the 
study within your firm as soon as possible. 

I will call you at the end of next week to discuss the project further, and will be more 
than happy to provide you with any further information you may require. 

Thank you very much for your attention, and I very much hope that you will be able to 
help me. 

Yours sincerely, 

- 
It-k 

Katie Truss 
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APPENDIX 2: LETTER ACCOMPANYING Regent's Park 
Doctoral Research London NW1 4SA 

QUESTIONNAIRE 

12th March 1990 

Dear Secretary, 

re: Questionnaire to all Secretaries 

I am a doctoral student at the London Business School, and am carrying out a comparison of 
English, French and German secretaries. My research is based on a survey of a small number of 
organisations in each country, including yours. What I am interested in finding out Is what work 
secretaries do, how they were trained, what jobs they have done in the past, and their general views on 
secretarial work. I very much hope you will be able to help me. 

Your company has agreed to co-operate with my research, and is consequently passing the 
attached questionnaire to you and all the other secretaries in your office. I would be extremely grateful 
if you would agree to complete this questionnaire. 

Of course, any information given by you will be kept entirely confidential. Your personal 
answers will not be made available to your employer, and your name does not appear anywhere on the 
questionnaire. I will, however, be providing a report to your company, in return for their help with this 
study, but this will merely present a broad outline of the findings. 

As I am only able to survey a small number of companies, it is very important that everyone 
takes part. Please do complete and return the questionnaire to me in the stamped addressed envelope 
provided; although it may seem rather long, it should not take you more than about an hour to 
complete, and your company has agreed that this should be done during the working day. 

I hope you-will agree with me that this is a particularly interesting and worthwhile study, and 
that you will be willing to help me. Thank you very much in advance for your co-operation. Please 
return the questionnaire to me by 23rd March 1990 at the latest. 

Yours faithfully, 

-Rt,, tý 
Katie Truss 

Enc. 

Telephone 01 262 5050 Telex 27461 Fax 01 724 7875 
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QUESTIONNAIRE 

Instructions 

1. Please answer all the questions. 
2. Where you are given several alternative answers to choose from, please read all the 

alternatives before making your choice. 
3. Please do not consult with others regarding their answers - there are no right or wrong 

answers, it is your views in which I am interested. 

All the information given by you will be kept confidential; your employer will not be told 
of your responses. 

Thank you for your help. 

SECTION 1 

The first four questions are about you: 

1. Are you: Female .... 

2. What is your age? Under 20 .... 21-25 .... 26-30 .... 

Male 
.... (please tick) 

31-35 .... 46-50 .... 36-40 .... 51-55 .... 41-45 .... 56-60 .... (please tick) 

3. What is your nationality? 

- at birth, if different? 

4. What is your first language? 

SECTION 2 

The next three questions are about your family situation: 

5. Are you: Single .... Married .... Engaged .... Separated/Divorced 
.... Living with partner .... Widowed .... (please tick) 

APPENDIX 3: QUESTIONNAIRE TO SECRETARIES - ENGLISH 
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2 

Please indicate the occupations of your FATHER, MOTHER and SPOUSE (if applicable 
by placing a tick in the appropriate column (if retired or deceased, please give last positio 
held: 

Occupation 

I Professional, higher managerial or administrative 
II Intermediate managerial, administrative 

or professional 
Ma Supervisory, clerical and junior managerial, 

administrative or professional 
IIIb Skilled manual, service 
IV Semi-skilled manual 
V Unskilled manual 
- Housewife 

7. Do you have any children? 

Father Mother Sp 

No/Yes (please circle) 

- IF YE : How many? 
.................. 

What are their ages? .......................... 

SECTION 3 

This section is about your education and training: 

8. What is your highest academic qualification? (please tick) 

CSE/O Level/GCSE .... Degree .... A Level .... Higher Degree .... 
HND or equivalent .... Other (please specify) .... 

............................................. 
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9. Please indicate which secretarial qualifications you have by ticking the appropriate columns 
below. For each qualification, please also name the AWARDING BODY (e. g. RSA, LCCI) 
and state the GRADE, SPEED or TITLE, as necessary: 

Qualification - Please Tick Awarding Body 

Typing .... ........................... 
Audio Typing 

.... ........................... 
Shorthand 

.... ........................... 
Bookkeeping 

.... ........................... 
Office Administration 

.... ........................... 
Secretarial Certificate 

.... ........................... 
Secretarial Diploma 

.... ........................... 
Certificate for Secretarial 
Linguists .... ........................... 

Bilingual Diploma .... ......... 

Other (including non-secretarial qualifications 

Grade/Speed ............. 
Grade/Speed ............. 
Grade/Speed ............. 
Grade 

Title .......................... 
Title .......................... 
Title .......................... 

Title .... 

Title .......................... 

Title .......................... 

NONE .... 

10. Did you obtain your secretarial qualifications 
following a secretarial course? No/Yes 

(please circle) 

- IF YES: a) was it: Full-time .... Part-time .... 
Evening classes .... 

Other (please specify) .... 

b) how long did the course last? 1-6 months 
7 mths-1 yr 

c) At what type of educational establishment 4 

Private Secretarial College .... 
College of Further Ed. .... 

.................................................. 
(pkase tick) 

.... I yr-18 mths .... 

.... 18 mths-2 yrs .... (please tkk) 
lid you do your course? 

Technical College .... Other (please specify) .... 

(PLEASE GO STRAIGHT TO QUESTION 11) 
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10. Continued: 

- IF NO. PLEASE TICK THE STATEMENT THAT APPLIES TO YOU: 

I gained my secretarial qualifications at school .... I gained my secretarial qualifications as part of another course 
(please specify) 

.................................................................................... .... I have no formal qualifications, but taught myself to type ..,, I have had no secretarial training at all .... Other (please specify) 

11. Do you speak any foreign languages? No/Yes 
(please circle) 

- IF NO, PLEASE GO STRAIGHT TO QUESTION 12 

- IF YES: For each language, please indicate (1) the highest level of formal training you 
have had in that language (e. g. 0 Level, Degree, Bilingual Secretarial Diploma), 
and (2) circle your current level of fluency: 

Language Highest Level of Training Current Fluency 

............................... ............................................ 12345 

............................... ............................................ 12345 

............................... ............................................ 12345 

Codes: 1= Basic conversational 4= Good business level 
2= Good conversational 5= Fluent/bilingual 
3= Business level 

12. Are you a member of a professional secretarial association, e. g. IQPS, EAPS, a trade 
union, or a staff association? Please give the names of any associations to which you 
belong and, for trade unions, state whether membership is compulsory: 

Name of Association Type of Association (Compulsory) 

Yes/No 

Yes/No 
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SECTION 4 

This section is about your previous working experience: 

13. Is your current job your first permanent full-time job? Yes/No 
(please circle) 

- IF YES, PLEASE GO STRAIGHT TO QUESTION 14 

- IF NO: Please give details of ALL your previous permanent jobs, secretarial or otherwise 
(this question is very important, please give as much information as possible): 

Start/Finish Type of Your. Tob Title Description of Reason for 
Dates Firm Responsibilities Leaving 

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

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

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

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

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

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

14. Have you ever had any temporary or holiday jobs? Yes/No 
(please circle) 

- IF NO, PLEASE GO STRAIGHT TO QUESTION 15 

- IF YES: Please give details: 

Start/Finish e of Your Job Title Description of Reason for 
Dates Firm Responsibilities Leaving 

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

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

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

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

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

.................. ...................... .............................. ................................ ........................... 
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15. Have you ever worked abroad? Yes/No 
(please circle) 

- IF NO, PLEASE GO STRAIGHT TO QUESTION 16 

- IF YES: Please give details: 

Start Temporar / Country Your Job Title 
Finish Permanent/ & Responsibilities 
Dates Holiday Job 

SECTION 5 

This section is about your conditions of employment: 

16. What is your current official job title? 

17. What are your official hours of work (e. g.: 9-5)? 

Are you permanent or temporary? (please circle) 

18. At what time do you usually start and finish work? 

19. How long is your annual 
holiday entitlement? 

20. What is your annual gross salary, 
before deductions? 

21. How long have you 
been with the company? 

2 weeks 
3 weeks 
4 weeks 

Reason for 
Leavin 

Permanent/Temporary 

Less than £5,000 
£5,000-£7,499 
£7,500-£9,999 
£10,000-f 12,499 

.... 5 weeks .... 

.... 6 weeks .... 

.... More than 6 weeks.... 
(please tick) 

.... £12,500-£14,999 .... 

.... £15,000-£17,499 .... 

.... £17,500-£19,999 .... 

.... £20,000 or more .... (please tick) 

Less than 3 months .... 
3-6 months .... 
6 months-1 year ... 
1 year-18 months .... 
18 months-2 years .... 
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22. How long have you Less than 3 months .... 2-4 years .... 
held your present job? 3-6 months .... 4-8 years .... 6 months-1 year .... 8-12 years .... 1 year-18 months .... 12-20 years .... 18 months-2 years .... More than 20 years.... 

(please tick) 
23. Please give the job title(s) of your immediate boss(es), and state whether Male or Female: 

Job Title(s) Male/Female 

.................................................... M/F 

.................................................... 
IMF 

................................................. 
M/F 

.................................................... 
M/F 
(please circle) 

24. Were you given a formal job description on joining the company? 

SECTION 6 

The following section is about your recruitment to your present job: 

25. Where did you see your job advertised? 

In-house advertisement .... 
Recruitment agency 

Newspaper advertisement .... 
By word of mouth 

Other (please specify) 

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

Yes/No 
(please circle) 

(please tick) 

26. Please describe what attracted you to this particular job? (eg, salary, location, job content) 

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

27. Did you make a written application? (please tick) 

Curriculum vitae .... 
Company application form .... 

None .... 
Other (please specify) 
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28. Did you attend any interviews? (please circle) 

0123 More than 3 

IF I OR MORE: 

- Who carried out these interviews? (eg, your future boss, personnel officer) 

Interview 1: ................................................................................... 

Interview 2: ................................................................................... 

Interview 3: ................................................................................... 

29. Did you do any tests? (please tick) 

Typing test .... Audio-typing test .... Shorthand test .... Personality test .... Other (please describe) None .... 

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

SECTION 7 

The following questions are about your present job: 

30. On average, how do you spend your working time? Please indicate the ten tasks which 
occupy most of your time, in descending order of time taken up. For example, if you 
spend most of your time on an average day photocopying, write PHOTOCOPYING 
against No. 1: 

1 ......................................................... 6 ................................................................ 

2 ......................................................... 7 ................................................................ 

3 ......................................................... 8 ................................................................ 

4 ......................................................... 
9 ................................................................ 

5 ......................................................... 10 ................................................................ 

31. On average, how much time None .... 2-4 hours .... 
do you spend typing each day? Less than 1 hour .... 4-6 hours .... 

1-2 hours .... 
More than 6 hours .... 
(please tick) 

- IF NONE. PLEASE GO STRAIGHT TO QUESTION 34 
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32. Which of the following do you Manual typewriter .... Electric typewriter 
regularly use for typing? Word processor .... Personal Computer .... (please tick) 

33. What sort of documents do Letters .... Internal memos .... 
you spend most of your typing Reports .... Accounts 

.... time on? Other: (please specify) 

................................................................................. 34. Your job will almost certainly have changed since you began it. Please list five tasks that you 
do now that you did not do when you started your job, and circle the appropriate number in 
the columns. 

For Example: If your boss suggested to you recently that you should take over 
responsibility for office maintenance, write "Arranging office maintenance" in 
the left-hand column, and circle number '1'. 

Task My boss I suggested Another ther 
suggested II could do it secretary (please 
could do it handed the job specify) 

over to me 

.................................................. 12 3 .......................... 

.................................................. 12 3 
.......................... 

.................................................. 12 3 .......................... 

.................................................. 12 3 .......................... 

.................................................. 12 3 .......................... 

35. Please list below five tasks that you did when you started your job, but no longer carry out, and 
circle the appropriate column. 

Task There was no My boss asked I asked Other 
further need someone someone else (please 
for the job to take it over to take it over specify) 
to be done 

............................................ 12 3 .......................... 

............................................ 12 3 .......................... 

............................................ 12 3 .......................... 

............................................ 12 3 .......................... 

............................................ 12 3 .......................... 
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36. Please circle the column that most closely corresponds to the frequency with which you carry 
out the following tasks: 

Task Daily A Few Times Once a Once a Vei Never 
a Week Week Month Occasionally 

Discuss work with your boss 1 2 3 4 5 6 

Write your own letters 1 2 3 4 5 6 

Make coffee for your boss 1 2 3 4 5 6 

Carry out research 
for your boss 1 2 3 4 5 6 

Go to shops/bank for boss 1 2 3 4 5 6 

Write your own reports 1 2 3 4 5 6 

Photocopying 1 2 3 4 5 6 

Type personal letters for boss 1 2 3 4 5 6 

Send faxes 1 2 3 4 5 6 

Washing up 1 2 3 4 5 6 
Typing from manuscript: 

- letters or memos 1 2 3 4 5 6 

- reports 1 2 3 4 5 6 

- accounts 1 2 3 4 5 6 
Do work for boss's 
husband/wife 1 2 3 4 5. 6 

Typing from audio tapes: 

- letters or memos 1 2 3 4 5 6 

- reports 1 2 3 4 5 6 

- accounts 1 2 3 4 5 6 

Remind boss of birthdays etc. 1 2 3 4 5 6 

Typing from your shorthand 
notes: 

- letters or memos 1 2 3 4 5 6 

- reports 1 2 3 4 5 6 

- accounts 1 2 3 4 5 6 

Take minutes for meetings 1 2 3 4 5 6 
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Task Daily A Few 'Imes Once a Once Very Never 
a Week Week Month Occasionally 

Take other shorthand notes 1 2 3 4 5 6 

Make telephone calls on your 
boss's behalf 1 2 3 4 5 6 

Filing 1 2 3 4 5 6 

Organise conferences etc. 1 2 3 4 5 6 

Carry out work connected 
with your boss's 
activities outside the firm 

Use a computer (other than 
for word processing) 

Buy presents for your boss 
to give to others 1 

How often do you have 
no work to do? 1 

DOES YOUR BOSS EVER: 
- say 'thank-you'? 1 

- take you out to lunch? 1 

- buy you a present? 1 

2 3 4 5 6 

2 3 4 5 6 

2 3 4 5 6 

2 3 4 5 6 

2 3 4 5 6 
2 3 4 5 6 
2 3 4 5 6 

37. Please circle the column in each case that most closely corresponds to what you do in your job: 

Tomsk Always Mostly Sometimes Ntyg-r 

Do you receive all your boss's telephone 
calls? 1 2 3 4 

Do you open the post that arrives for your 
boss (except that marked 'Private')? 1 2 3 4 

Do you receive all your boss's visitors? 1 2 3 4 

Do you correct your boss's written 
grammatical errors? 1 2 3 4 

Do you make all your boss's appointments? 1 2 3 4 
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Task Always Mostly Sometimes Never 

Do you sign your boss's letters yourself? 1234 

Do you automatically redirect post to someone 
else, if you feel it appropriate? 1234 

38. Please tick any of the following for which you have a responsibility: 

Ordering from suppliers: Personnel: 

- stationery .... - recruiting other secretaries ..,, 
- office equipment .... - helping to interview other 
Training other secretaries: secretaries 
- to use office equipment .... - other personnel matters 
- in office procedures .... (please specify) 
Training other staff (please specify) 

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

Arranging office maintenance 
Any special responsibilities 
connected with your boss's 
position within the company 
(please specify) 

Accounts: 
connected with your boss's role in 
the company 

- for your company 
Any responsibilities connected with 
your boss's role in other organisations 
(please specify) 

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

39. Do you speak a foreign language? Yes/No 
(please circle) 

- IF NO, PLEASE GO STRAIGHT TO QUESTION 40 

- IF YE : 

Do you have occasion to use your languages in your job? Yes/No 
(please circle) 

- IF NO, PLEASE GO STRAIGHT TO QUESTION 40 

- IF YES: 

Please tick any of the following ways in which you use your languages, and indicate which 
language: 
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Lanwage: Language: 

Translation into your mother tongue 
Translation into a foreign language 

..,. ,,.. Making telephone calls in a foreign language 

.... ,,,, Dialling numbers abroad for your boss 
Composing documents in a foreign language 

.... ,,,, Receiving telephone calls in a foreign language .... ,,,, Receiving foreign visitors 
Interpreting at meetings 
Research involving foreign language documents .... ,,,, and reporting on findings 
Other (please specify) 

40. Are there any other aspects of your job that have not already been mentioned, for example, 
jobs that you do very infrequently, such as organising conferences? For each, please indicate 
the amount of time taken up, and how often you do them: 

Task Time taken up Frequency 
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41. What are the five aspects of your job that you find most satisfying, and which five do you 
find the least satisfying? Please rank from No. 1. the most satisfying/the-most dissatisfying: 

Most Satisfying Aspects Most Dissatisfying Aspects 

1............................................................ 1. ...................................................... 

2............................................................ 2. ...................................................... 

3............................................................ 3. ...................................................... 

4............................................................ 4. ....................................................... 

5............................................................. 5. ........................................................ 

SECTION 8 

The following questions are about promotion: 

42. Does your company have a formal Yes/No/I don't know 
grading system for secretaries? (please circle) 

43. Do you know what your grade is? Yes/No 
(please circle) 

- IF YES: PLEASE STATE YOUR GRADE: ....................... 

44. Have you been promoted since you joined the company? Yes/No 
(please circle) 

- IF NO, PLEASE GO STRAIGHT TO QUESTION 45 

- IF YES, PLEASE GIVE DETAILS BELOW: 

Previous Job Title Previous Brief Description Length 
Boss's Title of Your Duties of Time in 

Job 
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45. How do you rate promotion prospects for secretaries in general in your company? 

Excellent Good Reasonable 

Chances for promotion into a 
higher ranking secretarial job 123 

Chances for promotion 
out of secretarial work 123 

46. How do you rate YOUR promotion prospects in your company? 

Excellent 
Chances for promotion into a 
higher ranking secretarial job 1 

Chances for promotion out of 
secretarial work 1 

Good Reasonable 

23 

2345 

(please circle) 

Poor No-ne 

45 

45 
(Please cimk) 

Pmr None 

45 

47. Into which non-secretarial jobs, in your view, is it possible for a'secretary to move within 
your company? 

None .... Clerical/administrative job .... Personnel officer .... Managerial job .... Secretarial supervisor .... Other (please specify) 

............................................... .... 
(please tick any that you think are possible) 
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Promotion Sideways Move 
Clerical/administrative job 12 
Personnel officer 12 
Managerial job 12 
Secretarial supervisor 12 
Other (please specify) 

................................................... 12 

(please circle) 

- Would you see such a step within your company as promotion, or a sideways move? 

48 

49. 

What job would you like to be promoted to within your firm? 

There are no jobs to which I would like to be promoted .... Secretarial job working for boss of higher status .... Clerical/administrative job 
.... Personnel officer .... Managerial job 
.... Secretarial supervisor .... Other (please specify) .... 

................................................... (please tick) 

In general terms, what do you see as the most important features of promotion? Please 
rank in order of importance to you from 1 the most important: 

Own office .... Change in job title (e. g. to PA) 

Higher status boss .... Change to higher status company .... 
More responsibility .... More varied work .... 
Increase in pay .... More intellectual challenge 
Other (please specify and include in ranking) 
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SEC FION 9 

This final section consists of general questions about secretaries and secretarial work: 

50. Thinking back, can you remember why you decided to enter secretarial work? Please tick 
the appropriate response. If more than one of the statements applies to your situation, 
please rank in numerical order, from 1, the most important. 

My parents persuaded me it was a good, steady job 

I enjoyed typing, and secretarial work seemed the logical step 
I had enjoyed holiday/temporary jobs as a secretary 
I thought it would provide an interesting career in itself 

I thought it would be a stepping-stone to other jobs 

I wanted to use my languages 
I could not think of anything else to do 

,,.. 
I thought I would always be able to find work as a secretary 
I saw it as a high-status occupation with good working conditions 
I saw that my mother/sister/friends enjoyed the work and thought I would too .... 
I did not think I was able to do anything else 
I was attracted by the high pay ..,, 
Secretarial work seemed more flexible than other jobs - you can work in 

many different companies or sectors 
Other (please specify) .................................................................................. .... 

51. Below, you will see a series of statements on the left. Please indicate the extent of your 
agreement or disagreement with each statement by circling the appropriate number in the 
columns: 

Strongly Agree ihr Disagr Strongly 
AV= Agm nor Disagree 

Disagree 

My secretarial training was a good 
grounding for a business career 12345 

I regret having done a secretarial 
course 12345 

If I had my time over again, I 
would still decide to become 
a secretary 12345 
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Strongly A ree Neither Disagree Strongly 
Agree Ag[cg nor Disagree 

Disagree 
When asked about my job, I 
sometimes say I am 
'only a secretary' 12345 

You can only be a good secretary 
if you've done a secretarial course 12345 

Secretarial work is a dead-end job 12345 

My company does not regard 
secretaries as important 
members of staff 1 

As a secretary, you can have a 
fulfilling career 

Generally, I enjoy my job 1 

I've got where I am more by 
chance than planning 1 

I feel disappointed by the 
lack of responsibility in 
secretarial work 1 

Secretaries are often no more 
than status-symbols 1 

I am good at spotting an 
opportunity to take on new 
and interesting tasks 1 

I will not feel I have had a 
career, unless I progress out 
of secretarial work 

My boss tends to complain 
I do not take enough 
initiative 1 

I always try to develop new skills 
in the course of my work 1 

The content of my work is certainly 
affected by my boss's involvement 
in outside organizations 1 

415 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2345 

2345 

2 3 4 5 

2 3 4 5 
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Strongly A Neither Disagree Strongly 
A= Agree nor Disagrreg 

Disagree 

If I had a daughter, I would 
advise her not to go into 
secretarial work 12345 

My boss is keen for me to 
become more involved in 
his work 12345 

I don't think I would like 
working for a woman as much 
as fora man 12345 

It is often not easy to see how 
my work contributes to the company 
as a whole 

Since beginning my present 
job, the tasks I carry out 
have changed a lot 1 

If there are jobs I do not 
enjoy doing, I manage to find 
someone else to do them 1 

Doing personal work for one's 
boss is an integral part of 
being a secretary 

I feel I have had a series of 
different jobs, rather than a 
career 1 

My boss would sooner I had 
nothing to do than take on 
work from other people 1 

I feel I would have more 
opportunity to have a varied 
job if I worked for another 
type of organisation 1 

It is up to the individual 
secretary how interesting 
she makes her job 1 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2 3 4 5 
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Strongly Agree Neither Disagree Strongly 
Agee Agree nor Disagree 

Disagree 

My boss has played an important 
role in shaping my job 12345 

Secretarial work is the same, 
whatever the company 12345 

Thank you for your help. 

If you have any further comments you would like to add. please use the space below. 
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Instructions 

Priere de: 

QUESTIONNAIRE 

1. Repondre a toutes les questions. 
2. Etudier toutes les possibilites de reponses lors d'une question ä choix multiple. 
3. Ne pas discuter de vos reponses avec quiconque - il n'y a pas de reponses justes ou fausses, 

ce sont vos opinions qui m'interessent. 

Les renseignements fournis par vous resteront strictement confidentiels, votre superieur(e) ne 
sera en aucun cas mis(e) au courant de vos reponses. 

Merci d'avance. 

PREMIERE PARTIE 

Les quatre premieres questions vous concernent particulii rement: 

1. Etes-vous du sexe: Feminin/Masculin 
(Veuillez encercler la bonne reponse) 

2. Vous avez: Moins de 20 ans .... 31-35 .... 46-50 .... (Veuiilez cocher la case 21-25 .... 36-40 .... 51-55 .... 
correspondante) 26-30 .... 41-45 .... 56-60 .... 

3. De quelle nationalite etes-vous? 

- si autre, nationalite ä la naissance: 

4. Quelle est votre langue maternelle? 

DEUXIEME PARTIE 

Les trois questions suivantes sont liees ä votre situation de famille: 

5. Etes vous: C61ibataire 
.... 

Marie(e) 
.... 

Fiance(e) .... 
Separe(e)/Divorce(e) 

.... Concubin(e).... Veuf/Veuve 

.... (Veuillez cocher la case correspx)ndante) 

APPENDIX 4: QUESTIONNAIRE TO SECRETARIES - FRENCH 
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6. Veuillez indiquer la profession de votre PERE, MERE et EPOUX(SE) en cochant les cases 
dans les colonnes correspondantes (dans les cas de retraite ou deces, veuillez citer la derniere 
profession): 

Occupation Pere Mere Epoux/se 

1. Agriculteur expoitant .... .... .... 2. Artisan, commergant, chef d'entreprise de 
10 salaries ou plus .... .... .... 3. Cadre et de profession liberale .... .... .... 4. De profession intermediaire (enseignement, sante, 
fonction publique, administratif, etc. ), 
technicien, contremaitre, religieux .... .... .... 5. Employe 

.... .... 6. Ouvrier qualifie/non-qualihe .... .... .... 

Femme de menage .... .... .... 

7. Avez vous des enfants? Non/Oui 
(Veuillez encercler la bonne reponse) 

- SI OUI: Combien? 
.................. Ages? .......................... 

TROISIEME PARTIE 

Cette partie est liee ä vos etudes et formation: 

8. Quel est votre dipl6me le plus eleve? (Veuillez cocker la bonne reponse ) 

BEPC .... DEUG Section: 
............................ Bac Section: ............................... .... Licence Section: 
..................... .... Autre - priire de donner des details: .... Maitrise Section: 
.................... .... 

9. Quels dipl6mes de formation professionelle ou de secretariat avez-vous obtenus? 
(Veuillez cocher la bonne reponse) 

CAP 
.... Dip. CPSS Section: .................................. 

BEP .... BTS Section: 
.................................... .... Autre - priere de donner des details precis: Aucuns 

.,,, 
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10. Avez-vous obtenu votre diplOme de secretariat Non/Oui 
apres avoir suivi une formation speciale? (Veuillez encercler la bonne reponse) 

- SI OUI: a) Duree de la formation: 1-6 mois .... 1 an - 18 mois .... 7 mois -1 an.... 18 mois -2 ans .... Autre - priere de donner des details: 

....................................................................................... 
(Veuillez cocher la bonne reponse) 

b) a plein temps .... A mi temps .... 
cours du soir .... autre - priere de donner des details: 

........................................... 
(Veuillez cocher la bonne rtponse) 

c) Lieu de formation: 

Ecole de secretariat privee .... Lycee 
.... 

Lycee Technique .... CPSS 
.... 

Autre - priere de donner des details: 

PASSER DIREGFEMENT A LA QUESTION No. 11 

- DANS LA NEGATIVE. VEUILLEZ COCHER LA CASE CORRESPONDANTE: 

J'ai obtenu mon dipl6me de secretariat durant une autre formation 
.... Veuillez donner des details: 

......................................................................................... .... Je n'ai aucun diplome, j'ai appris la dactylographie en autodidacte .... Je n'ai aucune formation en secretariat .... Autre: Priere de donner des details 

11. Parlez-vous des langues etrangeres? Non/Oui 
(Veuillez encercler la bonne reponse) 

- DANS LA NEGATIVE. ' PASSEZ DIRECTEMENT A LA QUESTION No 12 
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- SI OUI: Pour chaque langue, veuillez indiquer (1) le plus haut niveau de formation 
obtenu (par exemple, Bac, BTS, Licence) et (2) encercler le niveau d'aisance: 

Langue Le plus haut niveau de formation Aisance actuel 

12345 

12345 

............................... ............................................ 12345 

Codes: 1= Niveau de base de conversation 4= Bon niveau commercial 
2= Bon niveau de conversation 5= Parle couramment/bilingue 
3= Niveau commercial 

12. Faites-vous partie d'une association professionelle de secretariat, par exemple, EAPS, d'un 
syndicat ou d'une assocation de personnel? Veuillez inscrire le nom des associations 
auxquelles vous appartenez, et dans le cas de syndicats, si ]'affiliation est obligatoire: 

Nom de 1'Association 

QUATRIEME PARTIE 

Type d'Association (Obliaý toire) 

.............................. Oui/Non 

.............................. Oui/Non 

Cette partie concerne votre experience professionelle: 

13. Votre poste actuel, est-il votre premier Oui/Non 
emploi permanent ä temps plein? (Veuillez encercler la bonne reponse) 

- SI OUI VEUILLEZ PASSER A LA QUESTION 14 
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- SI NON: Veuillez indiquer vos anciens postes ä plein temps et ä duree indeterminee, Bans 
le secretariat ou autre (cette question est primordiale, veuillez donc donner le 
maximum de renseignements): 

Dates de Com- Type de Titre du Poste Description des Raison du Depart 
mencement/ Societe Responsabilites 
Depart 

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

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

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

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

14. Avez-vous jamais eu d'emplois Non/Oui 
ä temps determine ou saisonnier? (Veuillez encercler la bonne reponse) 

- SI NON, PASSEZ A LA QUESTION 15 

- SI OUI: Veuillez preciser: 

Dates de Com- Type de Titre du Poste Description des Raison du Depart 
mencement/ Societe Responsabilites 
Depart 

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

.................. ..................... ----------------------------- ............................ --------- --- 
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15. Avez-vous dejä travaille ä 1'etranger? Oui/Non 
(Veuillez encercler la bonne reponse) 

- SI NON. PASSEZ A LA QUESTION 16 

- SI OUI: Veuillez preciser: 

Dates Travail Paars Titre de l'Emploi Raison du 
de Com- Permanent/ et Responsabilites Depart 
mence- Temporaire/ 
men Saisonnier 
Depart 

CENQUIEME PARTIE 

Cette partie concerne vos conditions de travail: 

16. Quel est votre titre officiel? 

17. Quelles sont vos heures officielles de travail? (ex: 8h-18h)? ............................................ 

Votre poste, est-il fixe ou temporaire? Fixe/Temporaire 
(Veuillez encercler la bonne reponse) 

18. A quelle heure commencez-vous et finissez-vous 
en relie 6n6rale? 

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

19. De combien de conges beneficiez-vous? 2 semaines .... 5 semaines .... (Veuillez cocher la bonne reponse) 3 semaines .... 6 semaines .... 4 semaines .... Plus de 6 semaines .... 

20. Quel est votre salaire mensuel brut? Moins de FrF5000 .... FrF10499-12499 
.... FrF5000-6499 .... FrF12500-14499 .... FrF6500-8499 .... FrF14500-17000 
.... FrF8500-10499 .... Plus de FrF17000.... 

(Veuillez cocher la bonne reponse) 

21. Depuis combien de temps travaillez- 
vous dans votre societe actuelle? 

Moins de 3 mois .... 2-4 ans .... 3-6 mois .... 4-8 ans .... 6 mois -1 an .... 8-12 ans 
1 an - 18 mois .... . 12-20 ans .... 
18 mois -2 ans .... Plus de 20 ans .... 
(Veuillez cocher la bonne reponse) 
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22. Depuis combien de temps avez- 
vous votre poste actuel? 

Moins de 3 mois 
3-6 mois 
6 mois -1 an 
1 an - 18 mois 
18 mois -2 ans 
(Veuwllez cocher la cas 

23. Veuillez indiquer le(s) titre(s) de votre/vos chef(s) et leur sexe: 

Titre(s) du Poste Sexe 

.................................................... H/F 

.................................................... H/F 

.................................................... H/F 

.................................................... H/F 

24. Vous-a-t-on donne une description de travail 
lors de votre engagement? 

SI3IEME PARTIE 

2-4 ans 
4-8 ans 
8-12 ans 
12-20 ans 
Plus de 20 ans 

c correspondante) 

Oui/Non 
(Veuillez encercler la bonne r("ponse) 

Cette partie concerne 1'engagement dans votre emploi actuel: 

25. Oä avez-vous vu l'annonce d'offre d'emploi? 
(Veudlez cocher la bonne reponse) 

Au sein m@me de la compagnie .... 
Cabinet de recrutement 

Dans un journal .... De vive voix 
Autre - veudlez donner des details: 

26. Veuillez preciser ce qui vous a attire par cet emploi? (ex. salaire, endroit, le travail lui- 
meme) 
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27. Avez-vous pose votre candidature par ecrit? (Veuillez cocher la case correspondante) 

avec curriculum vitae .... sur formulaire de la compagnie.... 
Aucun .... Autre (priere de dormer des details) 

...................................................... 28. Avez-vous ete convoque(e) ä des entretiens? (Veuillez encercler le nombre exact) 

0123 Plus de 3 

SI 1 OU PLUS: 

- Qui a conduit 1'entretien? (ex. votre futur chef, le chef de personnel) 

Entretien 1: ................................................................................... 

Entretien 2: ................................................................................... 

Entretien 3: ................................................................................... 

29. Avez-vous dtv passer des tests? (Veuillez cocher la case correspondante) 

de dactylographie .... d'audio-dactylographie .... de stenographie .... psychologique .... Autres (Veuillez preciser) Aucun .... 

SEPTIEME PARTIE 

Les questions suivantes concernent votre emploi actuel: 

30. En regle generale, comment passez-vous une journee de travail? Veuillez indiquer les 10 
täches qui prennent ]a plus grande partie de votre temps, par ordre d'importance decroissante. 
Par example, si vous passez la plupart de votre temps ä photocopier des documents, ecrivez 
PHOTOCOPIE ä c6te du No. 1: 

1 ......................................................... 6 ................................................................ 

2 ......................................................... 7 ................................................................ 

3 ......................................................... 8 ................................................................ 

4 ......................................................... 9 ................................................................ 

5 ......................................................... 10 ................................................................ 
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31. Combien de temps passez-vous Jamais .... 2-4 heures 
A taper chaque jour Moins d'une heure .... 4-6 heures 
en moyenne? 1-2 heures .... Plus de 6 heures 

(Veufflez cocker la case correspondante) 

- SI 'JAMAIS'. PASSEZ DIRECFEMENT A LA QUESTION 34 

32. Quelle machine utilisez-vous regulierement pour taper? 

Machine ä ecrire manuelle .... Machine ät crire electrique 
.... Machine ä traitement de texte .... Ordinateur individuel 
.... (Veuiillez cocher la case correspondante) 

33. Quelle Sorte de documents Lettres .... Notes internes 
.... 

tapez-vous le plus souvent? Rapports .... Comptes 
.... Autres (Veuillez preciser) 

34. Votre poste a dü changer depuis que vous avez commence. Veuillez faire une liste de cinq 
täches que vous remplissez ä l'heure actuelle et que vous ne faisiez pas auparavant, et 
encercler le chiffre correspondant dans les colonnes. 

Par Exemple: Votre chef vous a recemment suggere de prendre le relai en 
ce qui conceme 1'entretien des bureaux; ecrivez "S'occuper de 1'entretien des 
bureaux" dans Ia colonne de gauche, et encercler le No. 1. 

Täche Mon chef ma J'ai sugg&6 Une autre Autre 
Buggere de a mon chef de secretaire (Veuillez 
prendre prendre le m'a delegue prCciser) 
le relai relai le travail 

.................................................. 123.......................... 

.................................................. 123.......................... 

.................................................. 123.......................... 

.................................................. 123.......................... 

.................................................. 123.......................... 
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35. Veuillez faire une liste de cinq täches que vous faisiez lors du commencement de votre 
emploi, et "que vous ne faites plus, et cocher le chiffre correspondant: 

Täche Il n'y avait Mon patron a J'ai demande Autre 
plus besoin demande ää quelqu'un (Veuillez 
de faire quelqu'un d'autre de preciser) 
cette täche d'autre de prendre la 

prendre la releve 
releve 

............................................ 11 23.......................... 

............................................ 123.......................... 

............................................ 123.......................... 

............................................ 123.......................... 

............................................ 123.......................... 

36. Veuillez encercler les chiffres dans les colonnes qui correspondent le mieux ä la frequence 
aver laquelle vous devez remplir les täches suivantes: 

Tache uotidi- Plusieurs Une foil Une fois Tres Jamais 
ennement foil par par semaine par mois rare- 

semaine ment 
Discuter du travail avec 
le patron 1 2 3 4 5 6 

Ecrire vos propres lettres 1 2 3 4 5 6 

Faire du cafe pour votre chef 1 2 3 4 5 6 

Faire de la recherche pour 
votre chef 1 2 3 4 5 6 

Aller aux magasins/ä la 
banque-pour-votre-chef ------1- - ---- 2 3- 4- -- - _.. -... .. --- 6-- 

Ecrire vos propres rapports 1 2 3 4 5 6 

Photocopier 1 2 3 4 5 6 

Taper des lettres personnelles 
pour votre chef 1 2 3 4 5 6 
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Täche uotidi- Plusieurs Une fois Une fois Tres Jamais 
ennement fois par par semaine par mois rare- 

semaine ment 

Envoyer des telecopies 1 2 34 56 

Faire la vaisselle 1 2 34 56 

Taper ä partir d'un manuscrit: 
- des lettres ou memos 123456 
- des rapports 123456 
- des comptes 123456 

Travailler pour le compte de 
1'epoux/se de votre chef 123456 

Taper ä partir de cassettes 
audio: 

- des lettres ou memos 1 2 

- des rapports 1 2 
- des comptes 1 2 

Rappeler ä votre chef les 
anniversaires, etc. 1 2 

Taper ä partir de vos propres 
notes ecrites en steno: 

- des lettres ou memos 1 2 

- des rapports 1 2 
- des comptes 1 2 

Prendre des notes durant des 
reunions 1 2 

Prendre d'autres notes en 
stdnographie 12 

Telephoner de la part de 
votre chef 12 

Faire du classement 12 

Organiser des conferences etc. 12 

Faire des täches qui se rappor- 
tent aux activites de votre chef 
en dehors de la societe 12 

3 4 5 6 
3 4 5 6 
3 4 5 6 

3 4 5 6 

3 4 5 6 
3 4 5 6 
3 4 5 6 

3 4 5 6 

3 4 5 6 

3 4 5 6 

3 4 5 6 

3 4 5 6 

3456 
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Täche uotidi- Plusieurs Une fois Une fois Tres Jamais 
ennement fois par par semaine par mois rare- 

semaine ment 

Utiliser un ordinateur 
(pour d'autres raisons que du 
traitement de texte) 12 3 4 5 6 

Acheter des cadeaux de la 
part de votre chef 
pour autrui 12 3 4 5 6 

Combien de fois vous arrive- 
t-il de n'avoir aucun travail 
ä faire? 12 3 4 5 6 

ARRIVE-T-IL A VOTRE 
CHEF DE: 

- vous remercier? 12 3 4 5 6 
- vous inviter au 

restaurant le midi? 12 3 4 5 6 
- vous acheter un cadeau? 12 3 4 5 6 

37. Veuillez encercler le chiffre correspondant le mieux ä ce que vous faites au travail: 

Täche Tou- Souvent Parfois Jamais 
jours 

Repondez-vous ä tous les coups de 
telephone pour votre chef? 1 2 3 4 

Ouvrez-vous le courrier de votre chef 
(sauf si 'Prive' est indique)? 1 2 3 4 

Recevez-vous tour les visiteurs de votre chef? 1 2 3 4 

Corrigez-vous les fautes de grammaire de 
votre chef? 1 2 3 4 

Prenez-vous tous les rendez-vous de votre chef? 1 2 3 4 

Signez-vous la correspondance de votre chef 
vous-meme? 1 2 3 4 

Redirigez-vous automatiquement ä quelqu'un 
d'autre le courrier si vous le croyez plus 
approprie? 1234 
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38. Veuillez cocher les responsabilites que vous avez: 

Commande aux fournisseurs: 

- des petits articles de bureau 

- d'equipement de bureau 
Formation d'autres secretaires: 
- pour utiliser 1'equipement 

de bureau 

- pour la procedure de bureau 
Formation d'autres employes 
(Veuilez preciser) 

Personnel: 
recrutement de secretaires 

.... - intervenir clans 1'entretien des 
secretaires 

- autres taches liees au personnel 

.... 
(Veuillez preciser) 

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

Responsabilites au niveau de 
I'entretien .... 
Responsabilites particulieres liees 
au poste de votre chef au sein de la 
compagnie (Veuillez preciser) 

39. Parlez-vous une langue etrangere? 

Comptabilite: 

- liee au role de votre chef dans la 
societe 

- pour votre societe 
Responsabilites liees au role de votre 
chef dans d'autres organisations 
(Veuillez prdciser) 

Oui/Non 
(Veuillez encercler la bonne reponse) 

- SI NON: VEUII. LEZ PASSER A LA QUESTION 40 

- SI OUI: 

Avez-vous 1'occasion de les pratiquer Oui/Non 
dans votre travail? (Veudlez encercler la bonne reponse) 

- SI NON. VEUILLEZ PASSER DIRECTEMENT A LA QUESTION No 40 
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- SI OUI: 

Veuillez cocher les differentes fagons dans lesquelles vous les utilisez, et precisez quelles 
langues: 

Lame: 

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

Traduction dans votre langue maternelle .... Traduction dans une langue etrangere .... Communications telephoniques dans une 
langue etrangere .... 
Composer des numeros ä l'etranger pour votre chef .... 
Composition des documents en langue etrangere .... 
Reception telephonique dans une langue etrangere 

.... 
Reception de visiteurs etrangers .... 
Interpretariat lors de reunion .... 
Recherche impliquant des documents etrangers et 
rapport des resultats .... 
Autre (Veuillez preciser) 

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

Langue" 

40. Y-a-t-il d'autres täches, par exemple, que vous ne devez pas remplir frequemment, telles 
qu'organiser des conferences, dont vous n'avez pas encore fait mention? Pour chacune, 
veuillez indiquer le temps passe et leur frequence: 

Täche 

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

Temps passe Frequente 

.............................. .......................... 
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41. Quels sont les cinq aspects les plus satisfaisants de votre emploi et les cinq les moins 
satisfaisants? Veuillez les ecrire par ordre de satisfaction/desatisfaction decroissant: 

Aspects lesplus satisfaisants Aspects les moins satisfaisants 

I............................................................ 1. 

2............................................................ 2. 

3............................................................ 3. 

4............................................................ 4. 

5............................................................. 5. 

HUITIEME PARTIE 

Les questions suivantes concernent votre avancement dans votre societe: 

42. Votre compagnie, a-t-elle un systeme Oui/Non/Ne sais pas 
d'avancement pour les secretaires? (Veudlez encercler la bonne reponse) 

43. Connaissez-vous votre echelon? Oui/Non 
(Veuillez encercler la bonne rcponse) 

- SI OUI: VEUIL LEZ LE PRECISER: ....................................................... 

44. Avez-vous obtenu un poste ä plus grande Oui .... 
responsabilite depuis que vous avez ete Non .... 
embauche(e)? (Veui lez encercler la bonne rLponse) 

- SI NON: VEUH-LEZ PASSER A LA QUESTION 45 

- SI OUI: VEUILLEZ DONNER DES DETAILS CI-DESSOUS: 

Ancien Titre de Poste Titre de votre Breve description de I. ongucur 
Anden Chef vos Fonctions dc: Tcw tim 

Votre Ancien 
Poste 
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45. Comment jugez-vous les chances d'avancement des secretaires en general dans votre 
compagnie? 

Excellentes Bonnes Raisonnables Mediocres Nulles 

Occasions d'avancement dans 
le cadre de secretariat 1 23 45 

Occasions d'avancement hors 
du cadre de secretariat 1 2345 

(Veuwllez encercler la bonne reponse) 

46. Comment jugez-vous VOS chances d'avancement dann votre compagnie? 

Excellentes Bonnes Raisonnables Mediocres Nulles 

Occasions d'avancement dans 
le cadre de secretariat 123 

Occasions d'avancement hors 

45 

du cadre de secretariat 12345 
(Veuillez encercler la bonne reponse) 

47. A votre avis, oü se trouvent les possibilites d'avancement des secretaires hors du secretariat 
dans votre compagnie? 

Nulle part .... Emploi de bureau/administration .... Personnel 
.... Direction 
.... Responsable des secretaires .... Autre (Veuillez preciser) 

............................................... .... 
(Veuillez cocher toutes les cases correspondantes) 

- Considereriez-vous un tel changement de voie au sein de votre compagnie comme un 
avancement ou un poste parallele? 

Promotion 

Emploi de bureau/administration 1 
Personnel 1 
Direction 1 
Responsable des secretaires 1 
Autre (Veudlez preciser) 

................................................... 1- 
(Veuillez entourer la bonne reponse) 

Poste Parallele 

2 
2 
2 
2 

2 
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48. A quels postes voudriez vous etre promue au sein de votre compagnie? 

Aucun 
Poste de secretaire pour un chef ä rang plus eleve 
Emploi de bureau/administration 
Personnel 
Poste de direction 
Responsable des secretaires 
Autre (Veui7lez preciser) 

(Veuillez cocher la case correspondante) 

49. En regle generale, que considerez-vous @tre comme les elements les plus importants 
d'avancement? Veuillez les noter par votre ordre d'importance decroissante: 

Propre bureau .... Position plus prestigieuse 
du chef .... Plus de responsabilite .... Augmentation salariale .... Autre (Veuillez preciser lesquels 
et leur importance) 

NEUVIEME PARTIE 

Changement de titre de poste 
(ex. Assistante) 
Changement pour une Compagnie 
prestigieuse 
Travail plus vane 
Plus de defis intellectuels 

Cette derniere partie pose des questions au sujet des secretaires et du travail des secretaires: 

50. Vous rappelez-vous pourquoi vous avez choisi d'etre secretaire? Veuillez cocher la case 
correspondante et, dans le cas de plusieurs raisons, noter par ordre d'importance dLcroissante 
(le No. 1 etant le plus important). 

- Mes parents m'ont convaincu(e) que c'etait un travail sür ..., 
- J'aimais taper ä la machine, donc le secretariat paraissait une demarche logique .... 
- J'avais apprecie les postes saisonniers/ä temps determines comme secretaire .... 
- Je pensais que cela me fournirait en soi une carriere interessante 

.... 
- Je pensais que cela serait un tremplin pour arriver ä d'autres postes .... 
- Je voulais utiliser mes langues etrangeres .... 
- Je ne savais pas quoi faire d'autre .... 
- Je pensais que je pourrais toujours trouver un emploi de secretaire .... 
- Je pensais que c'etait une profession prestigieuse avec de bonnes conditions de travail.... 

- Je voyais que ma mere/soeur/amie aimait ce travail, et que donc je l'apprecieriis aussi.... 
- Je ne me sentais pas capable de faire autre chose .... 
- J'etais tente(e) par le haut salaire . ". " 
- Le travail de secretaire semblait plus flexible que d'autres emplois - on peut 

travailler dans beaucoup de compagnies ou secteurs differents .... 

............................................ .... 
Autre (Veui7lez preciser) ....................................... 
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51. Vous trouverez ci-dessous une liste de commentaires. Veuillez indiquer dans quelle mesure 
vous @tes d'accord ou non en encerclant les chiffres correspondants: 

Tout a fait D'accord Sans Pas d'accord Pas 
d'accord Opinion du tout 

d'accord 

Ma formation de secretaire a 
servi de bonne base pour une 
carriere commerciale 1 

J'aurais mieux fait de ne pas suivre 
une formation de secretaire 1 

Si c'etait ä refaire, je serais 
quand-m@me secretaire 1 

Quand on me demande ce que 
je fais, je reponds parfois que 
'je ne suis que secretaire' 1 

On ne peut etre une bonne secretaire 
qu'en ayant suivi une formation 
de secretaire 1 

Le travail de secretaire est une 
voie de garage 1 

Ma compagnie ne considi re pas les 
secretaires comme importantes 1 

On peut avoir une carriere profonde- 
ment satisfaisante comme secretaire 1 

J'aime bien mon travail, 
en regle generate 1 

Je suis oü je suis, plus par hasard 
que par determination 

Je suis decue par le manque de 
responsabilites dans le 
secretariat 

Les secretaires ne sont souvent que 
des marques de standing 1 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2345 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2 3- 4 5 

435 



19 

Tout a fait D'accord Sans Pas d'accord Pas 
d'accord inion du tout 

d'accord 

Je sais reconnaitre l'occasion oü l'on 
peut se charger de täches nouvelles et 
interessantes 1 

Je n'aurai l'impression de reussir que 
lorsque j'aurai pris de l'avancement 
hors du secretariat 

Mon patron a tendance a se plaindre 
que je ne prends pas assez d'iniatives 1 

J'essaie toujours de developper de 
nouvelles techniques lors 
de mon travail 

Le contenu de mon travail depend 
en grande partie des activites de 
mon patron dans d'autres 
organisations externes 

Si j'avails une fille, je la decouragerais 
d'entreprendre une carriere dans le 
secretariat 

Mon patron veut que je participe plus 
amplement dans son travail 1 

Je ne crois pas que j'aimerais travailler 
pour une femme autant que 
pour un homme 1 

Il n'est pas souvent facile de voir 
ce que mon travail personnel 
apporte ä la compagnie en general 1 

Depuis que j'ai ete embauche(e), mon 
travail a beaucoup evolue 1 

S'il ya des täches que je n'aime 
pas faire, je m'arrange pour les 
donner ä quelqu'un d'autre 

_1 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2 3 4 5 

436 



20 

Tout ä fait D'accord Sans Pas d'accord Pas 
d'accord inion du tout 

d'accord 

Effectuer des täches personnelles 
pour son chef fait partie integrale 
du poste de secretaire 12345 

J'ai l'impression d'avoir eu plusieurs 
postes plut6t qu'une carriere 12345 

Mon chef prefererait que je n'aie 
rien ä faire plut6t que de travailler 
pour un(e) autre chef 12345 

Je pense que j'aurais plus d'occasion 
d'avoir un travail varie si je 
travaillais pour un autre type 
d'organisation 12345 

C'est l'affaire de la secretaire 
de rendre son travail interessant 12345 

Mon chef a joue un role important 
dans la progression de mon travail 12345 

Le travail de secretaire est le meme 
quelque soit la compagnie 12345 

Un grand merci pour votre co-operation. 

Si vous desirez rajouter des commentaires, veuillez utiliser 1'espace ci-dessous. 
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Anleitungen 

FRAGEBOGEN 

1. Bitte beantworten Sie alle Fragen. 
2. Wo die Wahl zwischen verschiedenen, einander ausschließenden Antworten besteht, lesen Sie 

bitte alle Möglichkeiten durch, bevor Sie Ihre Auswahl treffen. 
3. Bitte fragen Sie andere bezüglich Ihrer Antworten nicht um Rat - es gibt keine richtigen oder 

falschen Antworten, ich bin an Ihren Ansichten interessiert. 

Alle Ihre Informationen werden vertraulich behandelt; Ihr Arbeitgeber wird von Ihren 
Antworten nichts erfahren. 

Ich danke Ihnen für Ihre Hilfe. 

1 ABSCFENYIT 

Die ersten Fragen betreffen Sie selbst: 

1. Sind Sie: Weiblich 
(Zutreffe 

2. Wie alt sind Sie? Unter 20 
21-25 
26-30 

rides bi tte ankreuzen) 

31-35 
36-40 
41-45 
(Zutri 

Männlich .... 

.... 46-50 .... 

.... 51-55 .... 

.... 56-60 .... 
2ffendes bitte ankreuzen) 

3. Welche Staatsangehörigkeit besitzen Sie? 

- bei Ihrer Geburt, im Falle eines Wechsels? .................................................... 

4. Was ist Ihre Muttersprache? .................................................... 

2 ABSCHNITT 

Die folgenden drei Fragen betreffen Ihren Familienstand: 

5. Sind Sie: Ledig .... 
Verheiratet 

.... 
Verlobt 

.... 
Getrennt lebend/Geschieden 

.... 
Leben mit Partner Verwitwet 

.... 
zusammen .... 

(Zutreffendes bitte ankreuzen) 

APPENDIX 5: QUESTIONNAIRE TO SECRETARIES - GERMAN 
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6. Bitte geben Sie die Berufe Ihres VATERS. Ihrer MUTTER und Ihres EHEGATTEN (Falls 
Sie verheiratet Sind), durch ein Kreuz in der betreffenden Spalte an. (Falls in Ruhestand 
oder verstorben, nennen Sie bitte die letzte Beschäftigung): 

Beruf Vater Mutter Eher 

1. Selbständige 
.... .... .... 2. Mithelfende Familienangehörige 
.... .... .... 3. Beamte 
.... .... .... 4. Angestellte (Einschl. Auszubildener) 
.... .... .... 5. Arbeiter (Einschl. Auszubildener) 
.... .... .... 

- Hausfrau/Hausmann 

7. Haben Sie Kinder? 

- WENN JA: 

3 ABSCHNITT 

Nein/Ja (bitte umkreisen Sie) 

Wie viele? .................. Wie alt sind Sie? .......................... 

Dieser Abschnitt betrifft Ihre Schul- und Berufsausbildung: 

8. Welcher ist Ihre höchster Schul oder akademischer Abschluß? (bitte kreuzen Sie an) 

Hauptschulabschluß 
.... Mittlere Reife 
.... Fachabitur 
.... Andere (bitte erläutern Sie) 

Abitur 
Fachhochschulabschluß 

,,.. Universitätsabschluß 
(bitte erläutern Sie) 

9. Bitte geben Sie Ihre Qualifikationen im Hinblick auf Ihren Sekretärinnenberuf an: 
(bitte kreuzen Sie an) 

Bürokaufmann/frau 
.... Fachschule für Sekretärinnen + 

Berufsausbildung +- Geprüfte Sekretärin 
.... 

- Geprüfte Sekretärin (IHK) 
.... - Fremdsprachensekretärin 

.... Falls anderweitig: bitte machen Sie - Europasekretärin 

.... 
nähere Angaben: Keine Qualifikationen 

.... 
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10. Erhielten Sie Ihre Qualifikationen Ja/Nein 
im Anschluß an einen Sekretärinnenkursus? (bitte umkreisen Sie) 

- WENN JA: a) War es: Vollzeit .... Abendkurse .... 

b) Wie lange dauerte der Kursus? 

1-6 Monate .... 
7 Monate -1 Jahr .... 

Teilzeit 
.... Andere (Bitte erläutern Sie) .... 

..................................................... (bitte kreuzen Sie an) 

1-1 1/2 Jahr .... 1 1/2-2 Jahre .... (bitte kreuzen Sie an) 

c) Bei welcher Ausbildungseinrichtung besuchten Sie den Kursus? 

Private Sekretärinnenschule .... IHK 
.... Fachschule .... Andere (bitte erläutern Sie) 

(BITTE GEHEN SIE DIREKT ZU FRAGE 11 ÜBER) 

- WENN NEIN, BITTE KREUZEN SIE DIE AUSSAGE AN, DIE AUF SIE ZUTRIFFT: 

- Ich erlangte meine berufsspezifischen Qualifikationen in der Schule .... 
- Ich erlangte meine berufsspezifischen Qualifikationen als Teil eines 

anderen Kurses (z. B. Bankkaufmann/frau) (Bitte erläutern Sie) 

..................................................................................................... .... 
- Ich besitze keine formalen Qualifikationen, sondern brachte mir selbst 

Maschineschreiben bei .... 
- Ich habe keinerlei berufsspzifische Ausbildung als Sekretärin 

.... 
- Andere (bitte erläutern Sie) 

11. Beherrschen Sie Fremdsprachen? ' Nein/Ja 
(bitte umkreisen Sie) 

- WENN NEIN. GEHEN SIE DIREKT ZU FRAGE 12 ÜBER 
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- WENN JA: Für jede Sprache, geben Sie bitte (1) den höchsten Stand der formalen 
Ausbildung an, den Sie in dieser Sprache erreichten (z. B. Abitur, 
Universitätsabschluß), und (2) umkreisen Sie den gegenwärtigen Stand 
Ihrer Geläufigkeit: 

Sprache Höchste Ausbildungsstand Gegenwärtige Geläufigkeit 

............................... ............................................ 12345 

............................... ............................................ 12345 

............................... ............................................ 12345 

Schlüssel: 1= Konversation (Grundkentnisse) 4= Geschäftssprache 
2= Konversation (gute Kentnisse) 5= Fließend/zweisprachig 
3= Geschäftssprache (gutes Niveau) 

12. Sind Sie Mitglied eines Sekretärinnen-Berufsverbandes, z. B. EAPS, Verband Deutscher 
Sekretärinnen, einer Gewerkschaft oder eines innerbetrieblichen Verbandes? Bitte geben Sie 
den Namen jeden Verbandes an, dem Sie angehören, und im Falle einer 
Gewerkschaftszugehörigkeit auch, ob die Mitgliedschaft zwingend ist: 

Name des Verbandes 

4 ABSCHNITT 

Art des Verbandes (Mitgliedschaft zwingend) 

.............................. Ja/Nein 

.............................. Ja/Nein 

Dieser Abschnitt befaßt sich mit Ihrer vorherigen Berufserfahrung: 

13. Ist Ihre jetzige Beschäftigung Ihre erste feste Ja/Nein 
Vollzeit-Arbeitstelle? (Bitte umkreisen Sie) 

- WENN JA. BITTE GEHEN SIE DIREKT ZU FRAGE 14 ÜBER 
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- WENN NEIN: Bitte nennen Sie Einzelheiten über ALLE Ihre vorherigen festen 
Arbeitstellen, als Sekretärin oder sonstigen Tätigkeiten (diese Frage ist 
sehr wichtig, bitte geben Sie so viele Informationen wie möglich): 

Beginn/Ende Art der Bezeichnung Ihrer Beschreibung Ihrer Grund Ihres 
Daten Firma Arbeitsstelle Aufgaben Wem 

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

14. Hatten Sie jemals zeitweilige oder Ferien-Arbeitsstellen? Ja/Nein 
(Bitte umkreisen Sie) 

- WENN NEIN. BITTE GEHEN SIE DIREKT ZU FRAGE 15 ÜBER 

- WENN JA: Bitte geben Sie Einzelheiten an: 

Beginn E de Art der Bezeichnung Ihrer Beschreibung Ihrer Grund Ihres 
Daten 

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

Firma 

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

Arbeitsstelle 

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

Aufgaben 

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

Weggangs 

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

15. Haben Sie jemals im Ausland gearbeitet? Ja/Nein 
(Bitte umkreisen Sie) 

- WENN NEIN. BITTE GEHEN SIE DIREKT ZU FRAGE 16 ÜBER 

442 



6 

- WENN JA: Bitte geben Sie Einzelheiten an: 

Be 'n Zeitweili Land Bezeichnung Ihrer Grund Ihres 
Ende Ständig/ Ihrer Arbeisstelle Weggangs 
Daten Ferien 

Arbeitstelle 

5 ABSCHNITT 

Dieser Abschnitt befaßt sich mit Ihren Beschäftigungsbedingungen- 

16. Wie ist die jetzige offizielle Bezeichnung Ihrer Arbeitsstelle? 
..................................................... 

17. Wie ist Ihre offizielle Arbeitszeit (z. B. 9-17 Uhr)? 

Sind Sie fest oder zeitweilig angestellt? (bitte umkreisen Sie) 

18. Um wieviel Uhr beginnen und beenden 
Sie üblicherweise Ihre Arbeit? 

19. Wie ist Ihre jährlicher 
Urlaubsanspruch? 

20. Wie hoch ist Ihr monatliches 
Bruttogehalt, ohne Abzüge? 

2 Wochen 
.... 

3 Wochen .... 
4 Wochen .... (bitte kreuzen Sie an) 

Weniger als DM 1300 
DM1300-2000 
DM2000-2500 
DM2500-3500 
(bitte kreuzen Sie an) 

21. Wie lange arbeiten Sie schon bei Ihrer Firma? 

Weniger als 3 Monate 
3-6 Monate 
6 Monate-1 Jahr 
1- 1 1/2 Jahre 
1 1/2-2 Jahre 

Fest/Zeitweilig 

5 Wochen 
,... 6 Wochen 
.... Mehr als 6 Wochen 
.... 

.... DM3500-4000 

.... DM4000-4500 

.... DM4500-5000 
..., 

.... DM5000 + ..., 

.... 2-4 Jahre 
.... 

.... 4-8 Jahre .... 

.... 8-12 Jahre .... 

.... 12-20 Jahre .... 

.... Mehr als 20 Jahre ... (bitte kreuzen Sie an) 
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22. Wie lange arbeiten Sie schon in Ihrer jetzigen Position? 

Weniger als 3 Monate 
3-6 Monate 
6 Monate-1 Jahr 
1-1 1/2 Jahre 
1 1/2-2 Jahre 

.... 2-4 Jahre .... 

.... 4-8 Jahre .... 

.... 8-12 Jahre .... 

.... 12-20 Jahre .... 

.... Mehr als 20 Jahre .... (bitte kreuzen Sie an) 

23. Bitte nennen Sie die Arbeitsstellenbezeichnung(en) Ihres/Ihrer unmittelbaren Vorgesetzten, 
und geben Sie an, ob diese männlich oder weiblich sind: 

Arbeitsstellenbezeichnung(en) Männlich/Weblich 

M/W 

M/W 

M/W 

.................................................... M/W 
(Bitte umkreisen Sie) 

24. Gab man Ihnen eine förmliche Beschreibung Ja/Nein 
Ihrer Arbeitsstelle, als Sie in die Firma eintraten? (bitte umkreisen Sie) 

6 ABSCHNITT 

Der folgende Abschnitt behandelt den Weg. wie Sie zu Ihrer jetzigen Arbeitsstelle gelangten: 

25. Wo fanden Sie Ihrer jetzige Arbeitsstelle angeboten? 
(bitte kreuzen Sie an) 

Innerbetriebliche Stellenanzeige .... Zeitungsanzeige .... Andere (bitte erläutern Sie) .... 

Agentur für Arbeitsvermittlung .... Jemand informierte mich 
mündlich über die freie Stelle .... 

26. Beschreiben Sie bitte, was Sie speziell an dieser Arbeitsstelle reizte (z. B. Gehalt, Örtliche Lage 
der Firma, Art der Arbeit)? 
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27. Bewarben Sie sich schriftlich? (bitte kreuzen Sie an) 

Lebenslauf 
.... Bewerbungsformular der Firma 

.... Nein 
.... Andere (bitte erläutern Sie) 

...................................................... 28. Nahmen Sie an Bewerbungsgesprächen teil? (bitte umkreisen Sie) 

0123 Mehr als 3 

WENN 1 ODER MEHR: 

- Wer führte diese Gespräche durch? (z. B. Ihr zukünftiger Vorgesetzter, der 
Personalchef): 

Bewerbungsgespräch 1: ............................................................................. 

Bewerbungsgespräch 2: ................................................................................... 

Bewerbungsgespräch 3: ................................................................................... 

29. Wurden Sie Eignungsprüfungen unterzogen? (bitte kreuzen Sie an) 

Schreibmaschinentest 
.... Vom Band Schreibtest 

,.., Stenographietest 
.... Persönlichkeitstest 

Andere (bitte beschreiben Sie) Keine 
,,,, 

7 ABSCHNITT 

Die folgenden Fragen betreffen Ihre jetzige Arbeitsstelle: 

30. Wie verbringen Sie im Durchschnitt Ihre Arbeitszeit? Geben Sie bitte die zehn Aufgaben 
an, die den größten Teil Ihrer Zeit beanspruchen, in der Reihenfolge der verwendeten Zeit. 
Wenn Sie beispielsweise durchschnittlich Ihre meiste Zeit mit Photokopieren verbringen, 
schreiben, Sie PHOTOKOPIEREN unter Nr. 1: 

1 ................................... 6 ...................... ................................................................ 

2 ..................................... . 7 ............. ...... ................................................................ 

3 ...................................................... . 8 .. ................................................................ 

4 ....................................... .. . . 9 ........ .. ... ......... ........................................................ 

5 ......................................................... 10 ................................................................ 
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31. Wieviele Zeit verbringen Sie Keine .... 2-4 Stunden 
im Durchschnitt jeden Tag Weniger als 1 Stunde .... 4-6 Stunden 
mit Tippen? 1-2 Stunden .... Mehr als 6 

Stunden 
(bitte kreuzen Sie an) 

- WENN 'KEINE' GEHEN SIE BITTE DIREKT ZU FRAGE 34 ÜBER 

32. Welches der folgenden Geräte benutzen Sie normalerweise zum Schreiben? 

Reguläre Schreibmaschine 
.... Textverarbeiter 
.... (bitte kreuzen Sie an) 

33. Auf welche Schriftstücke verwenden 
Sie die meiste Zeit? 

Elektrische Schreibmaschine .... 
Personal Computer .... 

Briefe .... Hausinterne Schreiben 
.... Berichte .... Rechenschaftsberichte .... Andere: (bitte erläutern Sie) 

................................................................................. 
34. Die Art Ihrer Arbeit hat sich sicherlich geändert, seit Sie die Stelle angetreten haben. Bitte 

geben Sie fünf Aufgaben an, die Sie jetzt erfüllen und die Sie nicht ausführten, als Sie Ihr 
Arbeitsverhältnis antraten, und umkreisen Sie die entsprechende Nummer in den Spalten. 

Zum Beispiel: Wenn Ihr Chef Sie neulich bat, die Verantwortung für die 
Instandhaltung des Büros zu übernehmen, schreiben Sie bitte 'Organisation 
der Büropflege' in der linken Spalte und umkreisen Sie die Nummer 1. 

Auf abe Mein Chef Ich schlug Eine andere Andere 
bat mich. es vor, es zu tun Sekretärin (bitte 

zu tun übergab mir die erläutern 
Aufm Sie) 

.................................................. 1 2 3 .......................... 

.................................................. 1 2 3 .......................... 

.................................................. 1 2 3 .......................... 

.................................................. 1 2 3 .......................... 

.................................................. 1 2 3 .......................... 
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35. Tragen Sie bitte fünf Aufgaben ein, die Sie verrichteten, als Sie Ihre Stelle antraten, die Si( 
aber nicht mehr ausführen, und umkreisen Sie die entsprechende Nummer in den Spalten. 

Aufgabe Die Notwen- Mein Chef Ich bat Andere 
digkeit zur bat jemand jemand (Bitte 
Verrichtung anderen, sie anderen um erläutern 
der Aufgabe zu über- die Übernahme Sie 
entfiehl nehmen 

............................................ 123.......................... 

............................................ 123.......................... 

........................... 123.......................... ................. 

............................................ 123.......................... 

............................................ 123.......................... 

36. Bitte umkreisen Sie jeweils die Nummer, die der Häufigkeit am nächsten kommt, mit der Si, 
die folgenden Aufgaben wahrnehmen: 

Aufgabe Täglich Einig e Einmal Einmal Nur Niemals 
Male Wöchentlich Monatlich Gelegent- 

Wöchent- lich 
lich 

Besprechung der Arbeit 
mit dem Chef 1 2 3 4 5 6 

Schreiben eigener Briefe 1 2 3 4 5 6 

Kaffee kochen für den Chef 1 2 3 4 5 6 

Nachforschungen für den 
Chef anstellen 1 2 3 4 5 6 

Einkaufen, Bankerledigungen 
für den Chef 1 2 3 4 5 6 

Schreiben eigener Berichte 1 2 3 4 5 6 

Photokopieren 1 2 3 4 5 6 

Tippen persönlicher Briefe 
für den Chef 1 2 3 4 5 6 
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Aufm Täglich Einige Einmal Einmal Nur Niemals 
Male Wöchentlich Monatlich Gelegent- 

Wbchent- lick 
lich 

Telefaxen 1 2 3 4 5 6 

Geschirrspülen 1 2 3 4 5 6 

Tippen vom Manuskript- 

- Briefe oder interne Schreiben 1 2 3 4 5 6 
- Berichte 1 2 3 4 5 6 
- Rechenschaftsberichte 1 2 3 4 5 6 

Arbeiten für Ehefrau/-mann 
des Chefs/der Chefin 1 2 3 4 5 6 

Tippen vom Band: 

- Briefe oder interne Schreiben 1 2 3 4 5 6 
- Berichte 1 2 3 4 5 6 
- Rechenschaftsberichte 1 2 3 4 5 6 

Den Chef an Geburtstage 
usw. errinnern 1 2 3 4 5 6 

Tippen vom Ihrem Steno: 
- Briefe oder interne Schreiben 1 2 3 4 5 6 
- Berichte 1 2 3 4 5 6 
- Rechenschaftsberichte 1 2 3 4 5 6 

Aufzeichnung von Notizen für 
Besprechungen 1 2 3 4 5 6 

Stenographieren anderer Notizen 1 2 3 4 5 6 

Telephongespräche für den 
Chef führen 1 2 3 4 5 6 

Ablage 1 2 3 4 5 6 

Organisation von 
Besprechungen, usw. 1 2 3 4 5 6 

Arbeiten, die mit den 
Tätigkeiten Ihres Chefs außerhalb 
der Firma zusammenhängen 123456 

Arbeit am Computer 
(abgesehen von Text 
verarbeitung) 123456 
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Auerabe Täglich Einige Einmal Einmal Nur Niemals 
Male Wöchentlich Monatlich Gelegent- 

_ Wöchent- lieh 
lieh 

Kaufen von Geschenken, die Ihr 
Chef anderen macht 1 2 3 4 5 6 

Wie oft haben Sie nichts zu tun? 1 2 3 4 5 6 

- Bedankt sich Ihr Chef? 1 2 3 4 5 6 

- Lädt er Sie zum Essen ein? 1 2 3 4 5 6 

- Kauft er Ihnen ein Geschenk? 1 2 3 4 5 6 

37. Bitte umkreisen Sie jeweils die Nummer, die der Tätigkeit in Ihrer Arbeitsstelle am meisten 
entspricht: 

Aufgabe Immer Meistens Manchmal Niemals 

Empfangen Sie alle Telefonate 
für Ihren Chef? 1 

Öffnen Sie die Post, die Ihr Chef erhält, (außer 
der mit der Bezeichnung 'Privat')? 1 

Empfangen Sie alle Besucher Ihres Chefs? 1 

Korrigieren Sie die schriftlichen 
Grammatikfehler Ihres Chefs? 1 

Vereinbaren Sie alle Termine Ihres Chefs? 1 

Unterschreiben Sie selbst die Briefe 
Ihres Chefs? 1 

Leiten Sie automatisch Post an jemand anderen 
weiter, wenn Sie es für angebracht halten? 1 

2 3 4 

2 3 4 

2 3 4 

2 3 4 

2 3 4 

2 3 4 

2 3 4 
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38. 

39. 

Bitte kreuzen Sie diejenigen der folgenden Bereiche an, für die Sie verantwortlich sind: 

Bestellungen bei Händlern/Lieferanten: 

- Schreibwaren 
.... 

- Büroausstattung .... 

Ausbildung anderer Sekretärinnen: 

- zur Benutzung von 
Bürogeräten .... 

- zu anderen Büro- 
tätigkeiten .... 

Personalangelegenheiten: 

- Einstellung anderer Sekretärinnen 
.... 

- Aktive Anwesenheit bei 
Einstellungsgesprächen anderer 
Sekretärinnen 

..., 
- Andere Personalangelegenheiten 

(bitte erläutern Sie) 

Ausbildung anderen Personals 
(bitte erläutern Sie) 

Organisation der Büropflege .... 

Besondere Verantwortlichkeiten, die 
mit der Position des Chefs in der Firma 
zusammenhängen (bitte erläutern Sie) 

Sprechen Sie eine Fremdsprache? 

Rechenschaftsberichte: 

- verbunden mit der Stellung des Chefs in 
der Firma .... 

- für Ihre Firma 
.... 

Verantwortlichkeiten, die mit der Stellung 
des Chefs in anderen Organisationen 
zusammenhängen (bitte erläutern Sie) 

Ja/Nein 
(bitte umkreisen Sie) 

- WENN NEIN. BTITE GEHEN SIE DIREKT ZU FRAGE 40 ÜBER 

- WENN JA: 

Haben Sie die Gelegenheit, Ihre Sprachen bei Ihrer Arbeit zu benutzen? Ja/Nein 
(bitte umkreisen Sie) 

- WENN NEIN BITTE GEHEN SIE DIREKT ZU FRAGE 40 ÜBER 
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- WENN JA: 

Bitte kreuzen Sie diejenigen der folgenden Arten an, in denen Sie von Ih 
Fremdsprachenkentnissen Gebrauch machen, und nennen Sie die Fremdsprache: 

Sprache: 

- 
Übersetzung in Ihre Muttersprache .... 

- 
Übersetzung in eine Fremdsprache .... 

- Anrufe in einer Fremdsprache tätigen .... 
- Ausländische Nummern für Ihren Chef anwählen .... 
- Verfassen von Schriftsstücken in einer Fremdsprache .... 
- Entgegennahme von Telefonaten 

in einer Fremdsprache .... 
- Empfang von Besuchern aus dem Ausland .... 
- Dolmetschen bei Besprechungen .... 
- Nachforschungen, die fremdsprachige Schriftstücke 

betreffen, und Berichte über die Ergebnisse .... 
- Andere (bitte erläutern Sie) 

Sprache: 

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

40. Gibt es irgendwelche Gesichtspunkte ihrer Arbeit, die noch nicht erwähnt worden sind, z. B. 
Arbeiten, die sie sehr selten verrichten, wie die Organisation von Konferenzen? Bitte nennen 
Sie die Zeit, die jede dieser Aufgaben in Anspruch nimmt, und wie oft Sie sie übernehmen: 

Aufgabe beanspruchte Zeit Häufieit 
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41. Welche sind für Sie die befriedigendsten Gesichtspunkte Ihres Berufs, und welche finden Sie 
am wenigsten befriedigend? Bitte nennen Sie in der Reihenfolge von Nr. 1-5 die 
befriedigendsten/die unbefriedigendsten: 

Befriedigendste Gesichtspunkte Unbefriedigendste Gesichtspunkte 

1. ........................................................... 1. ....................................................... 

2. ........................................................... 2. ....................................................... 

3. ........................................................... 3. ....................................................... 

4. ........................................................... 4. ....................................................... 

5. ............................................................ 5. ........................................................ 

8 ABSCHNITT 

Die folgenden Fragen betreffen die Aufstiegsmöglichkeiten: 

42. Gibt es in Ihrer Firma ein Ja/Nein/Ich weiß nicht 
formales Rangsystem für Sekretärinnen? (bitte umkreisen Sie) 

43. Kennen Sie Ihren Rang? Ja/Nein 
(bitte umkreisen Sie) 

- WENN JA: NENNEN SIE BITTE IHREN RANG: ......................... 

44. Sind Sie seit Ihrem Eintritt in die Firma befördert worden? Ja/Nein 
(bitte umkreisen Sie) 

- WENN NEIN GEHEN SIE BTITE DIREKT ZU FRAGE 45 ÜBER 

- WENN JA. GEBEN SIE BITTE EINZELHEITEN AN: 

Vorherige Arbeits- Bezeichnung Kurze Beschreibung Zeitraum 
platzbezeichnung der Stellung Ihrer Aufgaben in dem Sie 

Ihres vorherigen diese Position 
Chefs innehatten 

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

452 



16 

45. Wie beurteilen Sie die Aufstiegschancen, die in Ihrer Firma für Sekretärinnen im allgemeinen 
bestehen? 

Ausgezeichnet Gut Leidlich Schlecht Keine 

Aufstiegschancen in eine höhere 
Sekretärinnenposition 12345 

Aufstiegschancen in eine 
andere Position 12345 

(Bitte umkreisen Sie) 

46. Wie beurteilen Sie EHRE Aufstiegsmöglichkeiten in Ihrer Firma? 

Ausgezeichnet Gut Leidlich Schlecht Keine 

Aufstiegschancen in eine höhere 
Sekretärinnenposition 12345 

Aufstiegschancen in eine 
andere Position 12345 

(Bitte umkreisen Sie) 

47. In welche Nicht-Sekretärinnen-Positionen ist es nach Ihrer Meinung in Ihrer Firma für eine 
Sekretärin möglich, überzuwechseln? 

Keine 
.... Stellung im kaufmännischen oder Verwaltungsbereich .... Stellung im Personalbereich 
.... Stellung in der Direktion 
.... Beaufsichtigung der Sekretärinnen 
.... Andere (bitte erläutern Sie) 

............................................... .... (Bitte kreuzen Sie alle Alternativen an, die Sie für möglich halten) 

- Würden Sie einen solchen Schritt in Ihrer Firma als Beförderung oder als gleichwertige 
Alternative ansehen? 

Stellung im kaufmännischen oder 
Verwaltungsbereich 
Stellung im Personalbereich 
Stellung in der Direktion 
Beaufsichtigung der Sekretärinnen 
Andere (erläutern Sie bitte) 

Beförderung Gleichwertige Alternative 

1 2 
1 2 
1 2 
1 2 

1-2 
(bitte umkreisen Sie) 
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48. In welche Stellungen innerhalb Ihrer Firma würden Sie gerne befördert werden? 

Es gibt keine Stellungen, in die ich gerne befördert würde .... Sekretärinnenstellung bei einem Chef in einem höheren Rang 
.... Stellung im 

. 
kaufmännischen oder Verwaltungsbereich 

.... Stellung im Personalbereich 
Stellung in der Direktion 
Beaufsichtigung der Sekretärinnen 

..., Andere (bitte erläutern Sie) 
,,.. 

(bitte kreuzen Sie an) 

49. Welche Gesichtspunkte beurteilen Sie im allgemeinen als die wichtigsten eines Aufstiegs? 
Bitte nennen Sie in der Bedeutungsrelhenfolge von 1 abwärts die für Sie bedeutendsten: 

Eigenes Büro 
.... 

Chef im höherem Rang .... Mehr Verantwortung 
.... Gehaltszuwachs 
.... Andere (bitte erläutern Sie und 1 

9 ABSCýIlVITT 

Änderung des Titels (z. B. zur 
Chefsekretärin) 
Wechsel in eine Firma mit höherem Prestige.... 
Vielfältigere Arbeit 
Größere intellektuelle Herausforderung 

.... 
>eziehen Sie in die Reihenfolge ein) 

Dieser letzte Abschnitt besteht aus allgemeinen Fragen über Sekretärinnen une ihre Arbeit: 

50. Wenn Sie zurückdenken, erinnern Sie sich, warum sie sich für diese Arbeit entschieden? Bitte 
kreuzen Sie die entsprechende Antwort an. Trifft mehr als eine Aussage auf Ihre Situation 
zu, bitte ordnen Sie in numerischer Reihenfolge, von 1 abwärts, die wichtigste. 

" Meine Eltern überzeugten mich, es wäre ein guter, sicherer Beruf 
- Maschineschreiben machte mir Spaß, und der Sekretärinnenberuf schien mir 

der logische Schritt zu sein 
- Ferienjobs/vorübergehende Arbeitsstellen als Sekretärin hatten mir Spaß gemacht .... 
- Ich dachte, der Beruf würde als solcher eine interessante Laufbahn eröffnen .... 
" Ich hielt ihn für ein Sprungbrett in andere Stellungen 

- Ich wollte meine Fremdsprachenkenntnisse anwenden .,,. 
- Mir fiel nichts anderes ein .... 
- Ich dachte, als Sekretärin könnte ich immer Arbeit finden 

.... 
- Ich sah es als Prestigeberuf mit guten Arbeitsbedingungen 

,.., 
" Ich sah, daß meiner Mutter/Schwester/Freundinnen die Arbeit Spaß machte, und ich dachte 

ich würde es auch so empfinden .... 
- Ich hielt mich für etwas anderes nicht geeignet ,... 
- Die gute Bezahlung reizte mich .... 
- Der Sekretärinnenberuf schien flexibler als andere Berufe zu sein - man kann in vielerlei 

Firmen und Bereichen arbeiten ,.., 
- Andere (bitte erläutern Sie) .................................................................................. 
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51. Unter diesem Punkt finden Sie eine Reihe von Aussagen auf der linken Seite. Kennzeichner 
Sie bitten den Grad Ihrer Zustimmung oder Ablehnung jeder Aussage, indem Sie die passend, 
Nummer in den Spalten umkreisen: 

Trifft Trifft Weder Trifft Tn_f t gar 
voll zu noch nicht nicht zu 
zu zu 

Meine Ausbildung als Sekretärin war 
eine gute Grundlage für eine Laufbahn 
im geschäftlichen Bereich 12345 

Ich bereue es, eine Sekretärinnen- 
ausbildung gemacht zu haben 1 2 3 4 5 

Könnte ich noch einmal wählen, würde 
ich mich wieder für den Beruf 
der Sekretärin entscheiden 1 2 3 4 5 

Wenn ich nach meinem Beruf gefragt werde, 
sage ich manchmal, ich sei nur Sekretärin 1 2 3 4 5 

Man kann nur eine gute Sekretärin sein, wenn 
man einen Sekretärinnenkursus besucht hat 1 2 3 4 5 

Sekretärin ist ein Sackgassen-Beruf 1 2 3 4 5 

Meine Firma sieht Sekretärinnen nicht 
als wichtige Mitarbeiterinnen an 1 2 3 4 5 

Als Sekretärin, kann man eine 
erfüllende Laufbahn haben 1 2 3 4 5 

Im allgemeinen, macht mir mein Beruf Spaß 1 2 3 4 5 

Ich bin mehr durch Zufall als durch Planung 
dorthin gekommen, wo ich jetzt bin 1 2 3 4 5 

An dem Beruf enttäuscht mich der 
Mangel an Verantwortung 1 2 3 4 5 

Sekretärinnen sind oft nicht mehr als Statussymbole 1 2 3 4 5 

Es liegt mir, eine Gelegenheit wahrzunehmen, 
neue und interessante Aufgaben zu übernehmen 1 2 3 4 5 

Ich werde nicht das Gefühl besitzen, Karriere 

gemacht zu haben, es sei denn, ich verbessere 
mich in Richtung auf eine andere Tätigkeit 
außerhalb der Sekretärinnenarbeit 1 2 3 4 5 
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Trifft Trifft Weder Trifft Trifft gar 
voll zu noch nicht nicht zu 
zu zu 

Mein Chef neigt dazu, sich über meinen Mangel 
an Initiative zu beklagen 1 

Ich versuche im Laufe meiner Tätigkeit immer, 
neue Fähigkeiten zu entwicklen 1 

Der Inhalt meiner Arbeit wird mit Sicherheit 
durch die Tätigkeit meines Chefs in Organisa- 
tionen außerhalb der Firma mitbestimmt 1 

Wenn ich eine Töchter hätte, würde ich ihr davon 
abraten, Sekretärin zu werden 1 

Mein Chef ist darauf bedacht, daß ich mehr in 
seine Arbeit einbezogen werde 1 

Ich glaube, ich würde für eine Frau nicht 
so gerne arbeiten wie für einen Mann 1 

Es ist oft nicht leicht zu sehen, wie meine Arbeit 
zu der Firma im ganzen beiträgt 1 

Seitdem ich meine jetzige Arbeit annahm, 
haben sich die Aufgaben, die ich ausführe, 
sehr geändert 1 

Wenn ich Arbeiten nicht gerne ausübe, finde ich 
jemand anderen, der sie macht 1 

Persönliche Arbeiten für den Chef sind integraler 
Bestandteil der Arbeit einer Sekretärin 1 

Ich habe das Gefühl, eine Reihe verschiedener 
Arbeitsstellen anstatt eine Karriere 
gehabt zu haben 1 

Mein Chef würde es vorziehen, ich hätte 
nichts zu tun, als daß ich Arbeiten 
von anderen Leuten annehme 1 

Ich glaube, ich hätte mehr Gelegenheit zu einer 
abwechlungsreicheren Tätigkeit, wenn ich für 
eine andere Art von Organisation arbeiten würde 1 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2 3 4 5 

2345 

2345 

2345 
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Trifft Trifft Weder Trifft Trifft gar 
voll zu noch nicht nicht zu 
zu zu 

Es ist Sache jeder einzelnen Sekretärin, wie 
interessant sie ihre Tätigkeit gestaltet 

Mein Chef hat wesentlich dazu beigetragen, 
meine Tätigkeitsweise zu formen 

Die Arbeit der Sekretärin ist dieselbe, 
egal in welcher Firma 

Vielen Dank für Ihre Hilfe. 

1 2 3 4 5 

1 2 3 4 5 

1 2 3 4 5 

Wenn Sie irgendwelche weiteren Bemerkungen hinzufügen möchten, so tun Sie dies bitte hier. 
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Doctoral Research APPENDIX 6: QUESTIONNAIRE REMINDER LETTER 

Dear Secretary, 

re: The Training and Work Experiences of Secretaries 

London 
Business 
School 
Sussex Place 
Regent's Park 
London NW1 4SA 

2nd April 1990 

I am carrying out research into the training and work experiences of secretaries. This issue Is 
of great importance to secretaries and their employers. I am doing this on a cross-national basis, 
comparing secretaries in England, France and West Germany, and hope to find out what the differences 
are between the training and work experiences of secretaries in those countries. I can only begin to 
understand national patterns by asking secretaries such as yourself in England to help me. Everyone's 
experiences are unique, and my results will only be representative, accurate and meaningful if I have as 
many questionnaires as possible to look at from each of the organisations I am approaching. YOUR 
experiences are therefore very important, which is why I have asked you to help me. 

Many of you have already sent back the questionnaire which I sent to you a week or so ago; 
they are all very carefully completed, and make extremely interesting reading. Thank you very much for 
your help. 

There are, however, a number of you who have yet to return you questionnaires. Perhaps you 
have been very busy over the last week, and have not had a chance to look at it. However, I would be 
grateful if you could find an hour or so some time over the coming week to complete the questionnaire 
and return it to me in the stamped addressed envelope I have provided. Just in case you are worried. 
the results will not be used commercially in any way. The questionnaire survey forms an essential part 
of my doctoral research, and will be used purely by me for my own academic work. 

If you would like to discuss the questionnaire or the survey with me, please do not hesitate to 
contact me here at the London Business School on Extension 260, and I would be very pleased to talk 
to you. 

_ 
PLEASE do, however, send back the questionnaire as soon as possible. 

Many thanks. 

Yours faithfully, 

Kc& TFL S 

Katie Truss 

Telephone 01 262 5050 Telex 27461 Fax 01 724 7875 
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INTERVIEW SCHEDULE 

SECRETARIES 

Name: ..................................................................... 

Title: ..................................................................... 

Company: ..................................................................... 

Office: 
..................................................................... 

Date: ..................................................................... 

Section 1: Education and Training 

1. Academic Education: 
- qualifications obtained (subjects) 

- age left education 
- languages 

2. Vocational Training: 
- qualifications obtained 
- duration of course 
- age when did course 
- reasons 
- non-secretarial qualifications and reasons 
- languages 

- school attended 

APPENDIX 7: INTERVIEW SCHEDULE FOR SECRETARIES 
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Section 2: Early Career Ambitions 

3. Early career ambitions, eg, when left school: 
- when did you first want to be a secretary 
- what did you understand by secretarial work 
- what attracted you to it 

- other possible career choices 
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Section 3: Job History 

4. Description of first and subsequent jobs: 

For each: 
- length of service and age 
- type of company 
- position 
- boss(es) - sharing of workload 
- responsibilities 
- job development (probe for reasons and exact mechanisms) 
- promotion 
- decision to leave (probe for desired features in new job) 
- geographic location (probe for reasons for changes) 
- non-secretarial work 
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Section 4: Present Job 

5. Length of service with company: ............ 

In present job: 

6. Application: 

- advertisement or word of mouth 
- application - cv 
- interviews, number and with whom 
- tests 

- attraction of the company 

7. Training since joined company: 
- type of training 
- length of course 
- value 
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8. Length of average working day: ............ 

9. Bosses: 
- title(s) and position in company hierarchy 

- women bosses 

- responsibilities (including outside organisations) 

10. Physical location in the company: 
- open-plan office, next to boss 
- sharing with other secretaries (details) 

- attitude towards this arrangement 
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11. Job description: 
- does she have one 
- if so, what is specified 
- if not, how are the parameters of job determined 

- by secretary 
- by boss 
- by company policy 
- by negotiation 

12. Detailed description of present job: 

EACH MUST INCLUDE DIFFERENCES BETWEEN STARTING JOB AND 
TODAY AND HOW THE CHANGE WAS BROUGHT ABOUT: 

in 

- amount of time spent typing (daily) 

- sort of documents 
(letters/reports/memos/charts/accounts) 

- whether written self 
- shorthand, audio, full draft or notes 
- personal typing for boss 
- (languages) 
CHANGES 
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telephone: 
- number of incoming calls a day 
- degree of involvement in incoming calls 
- message taking or action 
- outgoing calls placed for boss 
- outgoing calls made for boss 

- calls to do with areas of own responsibility 
CHANGES 

- incoming post: 
- amount of post per day for bosses 
- type of post 
- degree of discretion in handling 

- amount opened (private & confidential? ) 
CHANGES 
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diary control: 
- none, partial or whole 
- whose idea was this 

- type of appointments made 
- degree of involvement in arranging meetings 
- location of meetings 
- (languages) 
CHANGES 

visitors: 

- number of visitors 
- secretary's involvement: entertaining, chance to talk to visitors or 

just make coffee 
- attitude towards this 
- personal visitors 
- (languages) 
CHANGES 
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travel arrangements: 
- frequency of boss's travel and locations 

- travel with boss 

- involvement in planning itinerary 

- involvement in arranging documents to take 
- booking tickets etc. 
- personal travel 
CHANGES 

office management: 
- filing - how is this organised; devised own system or took over 

someone else's; keep own files or file in boss's office; amount 
- photocopying - amount per day; responsibility for photocopying; 

sort of documents to copy 
- fang - amount per day or week; sort of documents 
CHANGES 
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- hostess work: 
- making coffee for boss - how often; does he make the coffee too 
- making coffee for boss's visitors 
- washing up 
- hostessing parties, functions, conferences 
- going to shops or bank 
CHANGES 

personal work for boss: 
- how much per day 

- letters for boss or spouse 
- social arrangements for boss or spouse 
- going to shops or bank for boss or spouse 
- reminding boss of birthdays 

- buying presents for boss to give (to spouse) 
- personal phone calls 
- gifts or lunches for secretary because of personal work? 
CHANGES 
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own responsibilities: 
= any areas secretary herself responsible for, eg: 

- accounts - personnel 
- training - office maintenance 
- ordering equipment - organising seminars 

- work involved in these 

- how did she get the job, eg, inherited from predecessor, own idea 
CHANGES 

lobs connected with boss's involvement in other organisations: 
- charity work, church 
- outside directorships 
- clubs or societies 
- exact nature of secretary's involvement 
CHANGES 
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other jobs 

- minuting meetings 
- organising parties or office functions 
- computing 
- using languages 
- conference/seminar organisation 
CHANGES 

13. Concrete examples of job changes: 
- jobs carried out first, but not now 
- jobs now carried out, but not before 
- reasons and circumstances 
- (in cases where the secretary herself suggested changes, reasons for this) 
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14. 

15. 

Attitude towards present job: 

- likes (how are these fostered? ) 
- dislikes (measures taken against these? ) 
- feeling of commitment to job/boss 
- parochial attitude? 
- expected tenure 

Boss: 
- personality 
- interest taken in secretary's future 
- values secretary's work? 
- gifts or lunches for secretary 
- relationship with boss 
- his/her abilities at job - how would secretary improve? 
- quality of working relationship 
- importance of boss in shaping work 
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16. Predecessor's Job: 
- did someone else do same job before 
- main similarities/differences (eg. systems) 

17. The company: 
- value of secretarial work (subordinate? ) 

- treatment of secretaries (emotional responses? ) 

- rules and regulations and attitudes towards these 
- structure of secretaries' posts and grades 
- feeling of being outside mainstream? 
- commitment to organisation 
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Section 5: The Future 

18. Perception of own future prospects within the organisation: 
- past promotions - differences/improvements between jobs 

- within secretarial work 
- out of secretarial work 

19. Perception of future prospects for secretaries in general within the organisation: 
- within secretarial work 
- out of secretarial work 
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20. Career ambitions: 
- realistic opportunities v. aims - measures for achievement 
- within secretarial work 
- out of secretarial work 
- view of possible position in 5 years 
- aim to abandon work if have children, return later (to what)? 

21. Feelings about secretarial work: 
- general value of secretaries and secretarial work 
- views on decision to become a secretary 
- what would you do if you had your time again? 
- expectations of previous jobs met? 
- hopes for future for self 
- views on future of secretarial work as a whole 
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INTERVIEW SCHEDULE 

BOSSES 

Name: 

Title: 

Organisation: 

Office: 

Date: 

Section 1: Back ound 

1. Length of time with company: 

2. Previous jobs: 
in the company: 
- responsibilities 
- promotions 
elsewhere: 

3. Education and training: 
- qualifications and degrees 

- universities 
- career decision - why (secretarial work)? 
- ability to type 

APPENDIX 8: INTERVIEW SCHEDULE FOR BOSSES 
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Section 2: Your Job 

4. Details of main tasks and responsibilities (as background for secretary's job): 

- outside organisations 
- committees within organisation 
- personal work 

Section 3: Present Secretary 

5. Length of time working together: ...... 

6. Information on her background: 
- jobs before 
- qualifications (languages) 
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7. Recruitment of secretary: 
- involvement in recruitment process 
- if involved: basis for choosing 
- if not: why? 

8. Job Description: 
- does secretary have one 
- what does it specify 
- if not, how is job content determined: 

- company policy 
- by self 
- by secretary 
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9. Her responsibilities: 

N. B. CHANGES. WHO SUGGESTED WHAT 

- in 

- amount of time spent typing 
- sort of documents typed 
- written self 
- shorthand, audio, full draft or notes 
- personal typing 
- use of languages 
CHANGES 

telephone 
- number of calls handled 

- degree of involvement in incoming calls 
- message taking or action 
- outgoing calls placed 
- outgoing calls made 
- calls to do with areas of own responsibility 
CHANGES 
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incoming post 
- amount of post per day 
- type of post 
- degree of discretion in handling 
- amount opened (inc. pP&C) 
CHANGES 

diary control 
- none, partial or whole 
- whose idea was this 
- type of appointments made 
- degree of involvement in arranging meetings 
- location of meetings 
- (languages) 
CHANGES 
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visitors 
number of visitors 
secretary's involvement: entertaining, chance to talk to visitors or 
just make coffee 

- attitude of secretary and boss towards this 
- personal visitors 
- (languages) 
CHANGES 

travel arrangements 
- frequency of travel and locations 

- travel with boss 

- involvement in planning itinerary 

- involvement in document planning 
- booking tickets etc. 
- personal travel 
CHANGES 
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office management 
- filing: organisation and reasons, amount 
- photocopying: amount and responsibility 
- faxes: amount and type of documents 
CHANGES 

hostess work 
- making coffee: how often, does he make coffee for her? 
- making coffee for visitors 
- washing up 
- hostessing parties, functions, conferences 
- going to shops or bank 
CHANGES 
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personal work for boss 

- how much per day 

- letters for boss or spouse 
- social arrangements for boss or spouse 
- going to shops or bank for boss or spouse 
- reminding boss of birthdays 
- buying presents for boss to give (to spouse) 
- personal phone calls 
- gifts or lunches for secretary related to personal 

work? 
CHANGES 

own responsibilities 
- any areas of own responsibility, eg: 

- accounts 
- training 
- ordering equip't 

- work involved 

- how did she get these jobs? 
CHANGES 

personnel 
office maintenance 
organising seminars 
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obs connected with boss's involvement in other organisations 
- charity work, church 
- outside directorships 
- clubs or societies 
- exact nature of secretary's involvement 
CHANGES 

other jobs 
- minuting meetings 
- organising parties or office functions 

- computing 
- using languages 
CHANGES 
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10. Suggestions made by secretary to do extra work or not do certain tasks 
- reasons 
- circumstances 
- boss's attitude 
- specific examples 

11. Suggestions made by boss for jobs for secretary: 
- what jobs 
- circumstances 
- secretary's reaction 
- examples 
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12. Attitude towards secretary: 
- happy with her work -a good secretary? 
- areas of improvement 
- communication 
- delegation 

- work as a team? 

- her autonomous tasks 

13. Secretary's supposed attitude towards her job: 

- job commitment 
- organisational commitment 
- parochial or organisational view 
- emotionality 
- her likes and dislikes about job 
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14. Her career: 
- career plans and commitment 
- keen for her to be promoted 

15. Previous secretaries: 
- which was best and why 
- differences between present and past secretaries 
- personality 
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16. What makes a 'good' secretary: 
- personality 
- skills 
- appearance 
- in general and in this company 

Section 4: The Company 

17. The company for secretaries: 
- value of secretarial work 
- treatment of secretaries 
- rules and regulations for secretaries 
- structuring of secretaries' posts and grades -> careers?: importance 
- promotion prospects (own secretary and generally) 
- advantages of the company 
- secretaries within mainstream hierarchy? 
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18. The company's secretaries: 
- standard 
- ways of improvement 

Section 5: Secretaries in General 

19. Attitude towards secretaries: 
- future of secretarial work 
- importance of secretaries 
- opportunities for secretaries 
- secretarial 'careers'? 

status of secretaries 
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QUESTIONNAIRE 

Instructions 

1. Please answer all the questions as fully as possible. 
2. Where you are given several alternative answers to choose from, please read all the 

alternatives before making your choice. 
3. Your responses will be kept confidential. 

Thank you for your help. 

SECTION 1 

eral: The first four questions concern the company in general: 

1. How many employees does the 
firm have worldwide? 

2. How many offices does it have 
altogether? 

3. In which countries does it have offices? 

4. What is the annual turnover of 
the company? £ ................................................... 

APPENDIX 9: INTERVIEW SCHEDULE/QUESTIONNAIRE 
FOR PERSONNEL OFFICERS 
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SECTION 2 

The next eight questions concern this office in general: 

5. How many people are employed in this 
office altogether? ........................... 

6. How many of these are secretaries? ........................... 

- How many of the secretaries are men? ........................... 

7. What other support staff are employed here? 
(please state job titles and numbers in each position and the number of women with 
each title) 

Title Number Women 

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

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

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

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

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

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

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

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

........................................................... ..................... ................. 
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8. What are the titles of the line employees (for example, managers, directors, professional 
staff, who may appear on the organisation chart) and how many are in each position? How 
many of these are women? (please state all titles, the number of people with each title, 
and the number of women with each title) 

'rive Number . Women 

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

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

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

9. Please describe the entry requirements laid down by your company for the lowest rank in 
the organisational hierarchy which entitles the job holder to a secretary. 
(please state educational/training requirements, work experience required and usual salary 
offered) 

Job Title Educational/ Work Experience Sala 
Training Required 
Requirements 

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

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

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

- Are there any other requirements? 

........................................................................................................................................... 
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10. Please indicate the usual recruitment methods used for the position described in (9) above: 

a) Which form of written 
application is required? 
(please tick) 

Application form .... Cv 
.... Other (please specify) 

b) How many interviews 
are carried out? 
(please tick) 

1 .... 2 
.... 3 
.... More than 3 .... 

c) Are any tests carried out (eg, personality tests)? (please describe) 

11. After how much time with the company could the job holder described in (9) above expect 
to be promoted, on average? 

(please tick) 

Less than 6 months .... 12-18 months .... 6-12 months .... 18 months-2 years .... Other (please specify) 

12. On what basis would promotion be granted to the job holder described in (9) above? 
(please tick) 

Tenure 
.... Ability 
.... Whether a job became available .... Other (please specify) 
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SON 3 

This section concerns the recruitment of secretaries: 

13. Are you responsible for the recruitment 
of secretaries? (please circle) Yes/No 

IF NO: 

Please give the job title of the person who is responsible: 

14. What recruitment source is normally used for recruiting permanent secretaries? 
(please tick) 

In-house advertising .... Secretarial Recruitment agency .... Job Centre .... Offering permanent jobs to temporary secretaries 
employed in the firm .... 
Newspaper ad .... 
Personal recommendation .... 
Other (please specify) 

15. Please specify the usual requirements under each heading: (if none usually specified, write 
NONE) 

a) Age: ............................................................................................ 

b) General ............................................................................................ 
Education: 

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

c) Secretarial Training: ............................................................................................ 
(eg, typing/shorthand speeds, diplomas) 
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d) Personality: ............................................................................................ 

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

e) Previous Work 
............................................................................................ Experience: 

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

f) Other: 
............................................................................................ 

16. Do you provide an application form for secretaries? (please circle) 

Yes/No 

IF YES: Please attach a copy to this questionnaire when you return it. Thank 
you. 

IF NO: 

Do you require secretaries to supply a CV on application? 

(please circle) Yes/No 

If NO, please indicate what your usual procedure is: 

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

17. How many interviews do secretaries have before they are appointed? (please circle) 

0123 More than 3 
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IF 1 OR MORE 

Who usually carries out the interviews (eg, you, their future boss? ) 

Interview 1: .................................................................................... 

Interview 2: .................................................................................... 

Interview 3: .................................................................................... 

18. Do you require secretaries to undergo any tests before appointment? (please tick) 

Typing test .... Audio-typing test .... Shorthand test .... Personality test .... Other (please describe) 

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

19. Could you describe briefly below any problems which you are presently encountering as 
regards the recruitment of secretaries (for example, you might be having difficulties finding 
applicants of the right calibre): 

SECTION 4 

The next questions concern employment conditions: 

20. Do you have an official ranking system for secretaries (for example, do the secretaries have 
different job titles to indicate that some are of a higher status than others)? 

(please circle) -. Yes/No 
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IF NO: 

Please describe the system you have for differentiating between the secretaries, 
(for example, whether the secretaries are all considered as being on the same 
'grade' or 'scale', whether there is some distinction based on salary, or whether 
some other distinction operates). If there is some way of differentiating 
between the secretaries, please explain precisely how this works and, if not, 
please explain why this is the case. Please also give details of the salary 
bands that operate for the secretaries: 

IF YES: 

a) Please explain how your system works (including the titles of the secretaries 
at each grade, the number of secretaries at each grade, the salary bands for 
the grades, the average number of bosses the secretaries work for at each 
grade, and any other relevant information): 
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b) Please describe as far as possible what you consider to be the main 
differences in the content of the secretarial work at each grade, (for example, 
you might feel that Directors' Secretaries spend more time on the telephone 
than Managers' Secretaries): 

21. Are there possibilities for secretaries to be promoted, either within the secretarial function, 
or out of secretarial work? 

(please circle) 

a) Are there any possibilities for promotion within 
secretarial work: Yes/No 

IF YES TO (a): 

- On what basis would promotion be granted to a secretary: 
(please tick) 

Tenure ..... Ability ..... Whether a job became available ..... Other (please specify) 

....................... ........................................... 
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For how long would a secretary have to hold her job, on average, before 
being promoted? 

Less than 6 months .... 12-18 months .... 6-12 months .... 18 months-2 years .... Other (please specify) 

b) Are there any possibilities for secretaries to be promoted 
out of the secretarial function: Yes/No 

IF YES TO (b): 

- Can you describe the jobs to which it is possible for secretaries to be 
promoted outside secretarial work: 

- How many secretaries have been promoted to these jobs in the last 
year? 

c) Have any non-secretarial staff entered the secretarial function? (Please state number 
of people, their previous functions, and the circumstances of their job change) 
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22. (a) Do the secretaries receive annual pay rises? 
(please circle) Yes/No 

IF YES: 

- What were these rises last year? (Please state whether they were a 
percentage of total salary, whether all secretaries received the same 
amount/percentage, and whether they are awarded on the basis of merit or 
other criteria): 

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

(b) What deductions are made from the secretaries' annual salary (eg, income tax, 
national insurance, pension, etc. ). Please indicate the amount or percentage in each 
case, and give as much detail as possible: 

Deduction Amount/Percentage 

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

23. Please indicate which fringe benefits the secretaries receive and, for each, state whether it 
is for all or some of the secretaries (if it is only for some of the secretaries, please state 
the criteria determining whether a secretary receives this benefit): 

(please tick) Description/Criteria 

.... Health Insurance 
........................................................................................... 

.... Life Assurance 
........................................................................................... 

.... Pension 
........................................................................................... 

.... Mortgage Subsidy 
........................................................................................... 

.... Bonus (amount) 
........................................................................................... 
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23. Continued: 

(please tick) 

.... Season Ticket Loan 

.... Parking Space 

.... Free Canteen 

.... Social Events 

.... Discount on company 
products 

.... Paid overtime 

.... Other (please specify) 

Description/Criteria 

24. What is the annual holiday entitlement of the secretaries (please indicate minimum and 
maximum allowance and average): 

25. Do you provide any sort of training for your secretaries, either in-house or externally? 

(please circle) Yes/No 

IF YES: 

a) Please describe any training provided in-house (for example, word processing 
training, telephone skills training). For each, state whether the course is 
compulsory for all secretaries or optional, together with a description of the 
course content and duration: 

Course Title Duration Compulsory/ 
& Content Optional 
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b) Please describe any external courses which secretaries can attend. For each, state 
title of course and the name of the institution running the course, whether it is 
compulsory or optional, and describe the contents of the course: 

Course Title 
& Institution 

Course Content 

26. Do you issue secretaries with job descriptions? 

(please circle) Yes/No 

Duration Compel 
Optional 

IF YES. PLEASE ATTACH A COPY OF A TYPICAL JOB DESCRIPTION TO 
THIS QUESTIONNAIRE. THANK YOU. 

SECITON 5 

This section covers secretaries in general within the firm: 

27. Do you feel that secretaries are regarded, in general, as important members of staff by the 
company? How is this shown? 
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28. How long, on average, do secretaries stay with the company? 

(please tick) 1-3 months .... 3-6 months .... 6 months -1 year .... 1 year - 18 months .... 18 months -2 years .... 2-4 years .... Other (please specify) 

29. What, in your experience, is their usual reason for leaving (for example, it might be to have 
a family, to move to a more highly-paid job or to move out of secretarial work): 

30. In general, do you find that the company's secretaries are committed to the organisation? 

31. Do you get the impression that the secretaries take their own careers seriously? 
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32. What do you think are the main advantages for secretaries in working for your company? 

33. Generally speaking, what are the main career aims of the secretaries who work for your 
organisation? In your view, are they likely to achieve their aims? 

SECTION 6 

These last questions are about your role in the company: 

34. Do you have your own secretary? (please circle) Yes/No 

IF YES: 

- What is her grade/job title? 
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- What are her main jobs? 

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

- Do you know what her career aims are? 

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

35. What is the job title of your immediate superior in the firm? 

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

- How much is he or she involved in making decisions regarding the secretaries, 
(for example, do you make decisions on who to recruit yourself? ) 

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

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

36. What was your job prior to taking on your present position, and what type of firm did you 
work for? 
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37. What academic and vocational or professional qualifications do you have? 

38. Have you ever worked as a secretary? Please give details: 

Please use the space below for any further comments you may have: 
Thank you for your help. 
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