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For: 
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OFFICE OF 

Ube Ulnt\?ersf t\2 of <tbfcago 
Ube l3oarl) ot llJocattonal Gutl)ance 

anl) l)lacement 

THE EXECUTIVE SECRETARY 

) 

July 6, 19290 

Dear Mr. Stevens, 

I am submitting herewith a program for vocation
al guidance at the University of Chicago. I planned to submit 
this outline at the last meeting of the Executive Committee of 
the Board, but as you will recall a quorum was not present and 
we had no formal discussion. 

The Vooational Guidance Program 
As It Now Stands 

The Board of Vocational Guidance and Placement 
of the University of Chicago came into existence as an adminis
trative office of the University on September 1, 1927. During 
the almost two years that we have been working we have concen
trated entirely upon our placement function. We have organized 
and attempted to perfect techniques in the three fields of place
ment which the University undertakes: educational placement, 
business placement, and part time placement. This limitation 
of activities has been necessary for two reasons - first, because 
it has seemed unwise to begin a vocational guidance program until 
the Board has under it a solid foundation of placement activity; 
and second, because even were our placement work well establish
ed a vocational guidance program would not have been possible be
cause of insufficient funds to undertake both activities at once. 

When this year's final report is rendered to the 
President it will very likely be agreed that we have been doing, 
and are doing, an acceptable job of placement. I confidently ex
pect to bring to the President's office statistics to demonstrate 
that we have increased the quantity of our business in all direc
tions by at lee.st twenty per cent. I likewise expect to bring 
evidence of an increased good will toward our office on the part 
or the University community and also upon the part of school and 
college administrators throughout the country because of the im
proved quality of the service we are rendering. 
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A Program For The Future 

When the organization of the Board of Voca
tional Guida.nee was originally discussed, it was proposed that 
it supplement the educational guidance program that Dean 
Boucher had devised. The plan was for Dean Boucher's eduoa
tiona.l guidance organization to work with all underclassmen in 
the colleges who had definitely decided upon their vocations. 
Those who did not know what occupations they would choose were 
to be directed to the office of the Board of Vocational Guidance 
and Placement for assistance in choosing their careers. This 
cooperative scheme has not as yet gone into effect for the rea
sons pointed out above . In the immediate future, however, it 
is Dean Boucher's hope, and mine also, that the complete program 
may begin to function. 

Under such a plan the staff of this Board would 
eaoh year be counseling from two hundred to three hundred sopho
mores, helping them to make up their minds concerning their car
eers. This would involve an average of about eight interviews 
per student. It would also mean the development of techniques 
which would bring together the best of psychological methods now 
available, the gathering together of occupational information to 
be put at the disposal of these students, and the building up of 
a group of alumni counselors who would be willing to advise with 
students a~er they had carefully canvassed their abilities and 
interests. 

This program for the future is built upon the as
sumption that vocational guidance is valuable, desirable. and nec
es sary. Perhaps this point need hardly be stressed. President 
Angell in a recent speech has pointed out the social and educa
tional waste of training large numbers of students who come to 
graduation without having faced the problem of their life's work. 
As I talk with alumni of the University I find widespread agree
ment with President Angell's point of view. Almost everyone 
agrees that vocational guidance is a desirable and necessary 
function of the University. 

More than being desirable and necessary vocation
al guidance may be viewed as a most significant public relations 
activity. At this moment the University is discussing ways and 
means of increasing the number of applicants for its freshman 
class. It need but briefly be pointed out that no greater selling 
point for the University could exist than giving publicity to the 
faot that at the University of Chicago a careful, soientific ef
fort is being made to help every student find his proper work in 
the world. Vocational guidance is being undertaken in no univer
sity in the country in any complete fashion. The University of 
Chicago has an opportunity to build up a progrrunwhich will at 
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once be a valuable piece of scientific work and a practical 
social activity of utmost importanoe to all its students. 

What We Shall Need For This Enhanced Progre.111 

The present staff of the Board of Vocational Guid
a.nee and Placement is unfortunately inadequa.te to underto..ke this 
enlarged program. All the time and effort of the present members 
of the staff are taken up with placement activities. Until more 
people can be added to the organization vocational guidance will 
be a hope but carJ.not be a reality. At least four new people are 
needed before vocational guidance can be undertaken. 

1. A Resee.rch Assistant. It needs to be emphasized that 
vocational guidance is very much a pioneer field. Few established 
techniques exist; little correlated information is available; a 
great deal of research needs to be undertaken. I have summarized 
below four different points about which research must be undertak
end if our work is ever to amount to anything really valuable. 
Briefly they are these: 

A. The accumulation of oocupationa.l infor
mation: We need to have available for students des
criptions of careers into which college people go. 
Such discussions need to include every available fact 
about all major businesses and professional special
ties. Students thinking about becoming accountants 

· should be able to compare their notions of the career 
with a clear picture of what accountants actually do 
and earn. Likewise, students who plan careers in bank
ing, or insurance, or medicine need similar data. But 
three such careful discussions of careers now exist. 
I have recently written one of these for ·the American 
Counoil on Education. This is a first attempt but it 
suggests what might be done in this field had we the 
money with which to go ahead. 

B. The accumulation of information about ?That 
college graduates actually do: Nobody knows the actual 
faots of the vocational distribution and orientation of 
oo1lege people. I should like to know, for example, how 
many, comparatively, are in the insurance business, how 
many are in law, how many are in medicine, how many are 
undertakers. I am quite certain that ~th these facts 
at our disposal we could much more intelligently disouss 
vocations ·with students, since we would al.most certainly 
find gaps and groupings which would throw considerable 
light upon the disposition of the college prod.uct. 
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We should not only find out where students 
go, but we should also discover the faots about their 
promotion, their salary scales, and perhaps most im
portant of all the history of their turbulent adjust
ment period just after graduation. I know of one col
lege graduate who has had eighteen jobs in the five 
years since he has graduated. I know few who have not 
had at least two or three. What are the facts about 
this adjustment period taking college graduates as a 
group? How many settle down permanently into their 
first jobs? Why? How many bat a.bout from job to job 
for one year or two - or five? Why? I consider the 
answers to these questions of utmost importance. We 
have few facts at hand now. We very much need them if 
we are ever to do a real job of helping students find 
their places easily and quickly in the economic structure. 

c. The developm.ent of techniques for helping 
students discover the fundamental facts about themselves: 
We need to bring together all applicable psychological 
techniques v.hich have been developed so that when the 
vocational counselor sits down opposite a student, he 
will have at his disposal devices which will help him 
speedily discover the student's centers of intellectual 
and emotional energy. I know of no concentrated effort 
being made anywhere to evaluate and to apply such psy
chological techniques. If the vocational guidance job 
is ever to be done well, this piece of work must be done 
first. 

D. The develo ent of techniques of testing: 
I have suggested above the need of deve oping devices 
for discovering individual bents by means of the inform
al method of interview, but we need also to exploit 
psychological testing. At our disposal we must eventu
ally have instruments of precision comparable to the 
instruments of precision developed in the natural 
sciences. This will require considerable original 
investigation with the data that we gather ourselves 
and a constant lookout for developments elsewhere. 

To undertake this research we need on the staff of 
the Board at least one well trained research worker who will work 
with the Secretary of the Board in careful scientific investiga
tions. 

2. An Assistant in Teacher 1 s Placement. Under the present 
organization the Seoretary of the Board and his assistant, Mr. 
Reece, devote all of their time to placement. To undertake vooa-
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tional guidance they need to be relieved for half time activity 

in this new direction. This would require an assistant in 
tea.oher•s placement who would take from their hands a good por
tion of the detail work they now do. A workable reorganization 
could easily be achieved by means of which both could give a 
sufficient a.mount of time to vocational counseling and to voca
tional guidance resea.roh. 

3. A Business Placement Counselor For Women. During the 
past year we have been doing a large amount of business and part 
time placement. We have. in fact, developed a business placement 
service for men whi eh is working most ef feoti vely and by means of 
which we have to date placed in the neighborhood of one hundred 
and fifty graduating seniors in business positions. We are. how
ever, doing very little for women. because we have not the staff 

to undertake a similar program for our women students. We have 

now on our staff a woman, Miss Wood, who devotes :half her time to 
business and part time placement for women and half her time in 
assisting in teacher's placement. The plan would be to put Miss 
Wood over into the teacher's placement work entirely with an as
sistant and to hire a new woman to take over the business place
ment program for women. 

4. A stenographer. To take care of the clerical work 
involved in the vocational guidance work of the Board as distinct 

from the placement work we should need at least one stenographer. 

About $8000000 is neoessary annually for this ex ... 
panded program. It would take $2400.00 a year for a research as

sistant; $1500.00 a year for an assistant in teacher's placement; 
$2400.00 for a business placement counselor for women; $1200.00 
for a stenographer; and $500.00 for printing. stationery, and mis
cellaneous expense. This would total $8000.00. 

For two years I have been living with this program. 

I see before the University a remarkable opportunity to lead the 
way in vooatior.tal g'Uidanoe for the entire country and at the same 
time to achieve for its students a service which would be a source 

of keen satisfaction throughout their careers. 

May I emphasize, moreover 6 the interest that a 
number of prominent alumni have evinced in our program. Six weeks 

ago one of our alumni~ Mr. B. M. Pettit. called together a group 

of graduates of the University to discuss vocational guidance. All 

year Mr. Pettit and I have- been meeting students on Tuesday even

ings to discuss their vocational problems. We have discovered that 

approximately sixty per cent of the undergraduates of the University 

have no definite idea of what they want to do when they graduate. 

Mr. Woodward and Mr. Swift were both present at this meeting, and 

I feel sure that they ca.me away with a conviction that here is a 
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problem that should be attacked immediately. I feel sure, further
more, that the alumni present, a.11 pront.inent and successful business 
men in Chicago, would be a source of support to the venture should 
no other funds be immediately available. 

* * * * * * * * * * * * * * * 

As you know, I am presenting the above program for 
discussion at this time because of an offer that I have had from 
Ohio State University. Professor Charters, formerly of the Uni
versity of Chicago, bas kno\m of my work for a number of years• 
and he has proposed that I join him in a research program to be 
begun next fall on the problems of higher education. Should I ac
cept Professor Oharters 1 offer I should rank as associate professor 
and be compensated at the rate of $5000.00 for nine months. He 
has at his disposal, moreover, sufficient funds to ensure a well 
financed research program. 

It goes without saying that I am much interested 
in the proposal. It holds out promising problems for investiga
tion under conditions that are not likely to be duplicated in the 
near future. Yet I prefer to remain at Chicago if there is any 
surety that the work I have begun here will develop as President 
Mason assured me it would. I am not raising the question of per
sonal oompensation. I should hope that that faotor could be ad
justed in time. But two other factors do, it seems to me, require 
discussion. The first of these has to do with the possibility of 
funds being made available for the enlarged vocational guidance 
program outlined above. The second has to do 'With my attaimnent 
of. faculty standing. This latter consideration I have discussed 
with Dr. Carr, Chairman of the Psychology Department, under whom., 
as you know, I have done my graduate work. Dr. Carr has pointed 
out that I need to finish my work for the doctorate which I have 
had to suspend because of the demands of my job. He has expressed 
his willingness, however, to back me innnediately for an instruetor
ship in the Psychology Department beginning next fall and for an 
assistant professorship when I attain my degree. 

I am sorry to precipitate this discussion at a time 
that may seem to you to be inopportune. I should gladly postpone 
it were postpo~ement possible, but unfortunately I must give Dr. 
Charters an answer early this next week. I should not, of course, 
bring up the question at all were I not seriously interested in 
Dr. Charters• proposal. During my two years on the staff of the 
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University I have had several other offers, but I have not seri
ously considered them despite their attractiveness because I 
have ~'anted to finish the job I have begun here. The present 
opportunity is so unusual, however, that I feel sure you will 
agree with me that I cannot dismiss it lightly. 

(See Appended Charts). 
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FUNCTIONAL OR_GANIZA TION 

T/1E BOA,fg OF VOCATIONAL GUIDANCE & PLACEMENT 

Vocational Gvit:t t:111ce 

xecutive Secretary 
Seconcla"Y' Pl6Cement- Counselor 

LEGISLATION AND POLICY 

Th~ Board 

IMMEDIATE POLICY 

The Executive Co1nmitfee 

· AOMIN/ST~TION OF THE 
ACTIVITIES OF THE BOAfe9 

Educational Placement 

Execunve Secrerary 
Secondary Placemt!nf Covnse/or 
educational Placen7enf' A5.!Sistanr 

The execunve Secreror;y 

Bu.s1nes.s P/aceffJen t 

Businese Place;menr 
Counselor For Men 

.8us1nes$ P/ace1nenf' 
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LEGEND 
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Parf' Time Plae:en?enf-

Business Plt:rcement 
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Bu.sines.5 Placen7enr 
Counselor filr W,men 
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STR_YCTU~L Ol(gANIZA T/ON CtfARJ 

TttE BOARQ OF VOCATIONAL GUIDANCE & PLACEMENT 
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- Propo.sed expqnsion 
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Placement 
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I b&va your letter of Ootob&r 
24 enclosi~1~ a draft of Lt lett~r wb1ch you p-ro-
IJO se to send to t1 ~ me:ubere of the fa.cul ty • I 
thin.1: :_ ·t. h~ /iJ. ~:ood ldatj, bljt I venture to ma,k& 
one !'.tino:r ~ugiestimi. Would it not be well to 
st.de specifically th~t. the Bot~ rtt ·of Vt:;artione.l 
GtJ.ide.nce tmd Plr~~ment t.~kee the pla·e& ef the old 
B~eru or R;ef:mrm.er.1d~tJ.one? 

,, moment f;JJo\lt vnotna:· runtte11, and wish you wou:d O 
· I ehould lik* to see you fOl"' l)tM ~ . ~,J· 

mt•k: an ~ppointment with my izettretary at your ~ -fr 
et~rJ.y oon'7'en1ence. ·· · a;..y ~ .. 

Yours cordially, · 

F.rederic Woodward 

Acting President. 

Mr. w. H. Co}vl.ey, 
F.Jeaeuti va Seert~tery 1 
The Boa.rd of Voea t:l.onal Guid~nce and Plac.fMn~nt1. 
1tH1ul cy Exchange .. 
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OFFICE OF 

THE EXECUTIVE SECRETARY 

ttbe Ulnit>ersit~ of <.tbicago 
ttbe l3oat~ of ll>ocattonal Gut~ance 

an~ JDlacement 

October 24, 1928 

Dear Mr. Woodward: 

At the meeting of the board 
on Saturday morning it was thought desirable 
that all members of the University faculty 
should be informed of the work of the board. 
A great many people do not know what its func
tions and activities are. 

attention I have 
Before I send it 
of it? 

WHC*K 
Encl. 

Mr. F. c. Woodward 
Faculty Exchange 

ur work to their 
e attached letter. 





Dear Colleague: 

At the suggestion of Acting President 
Woodward I am calling your attention to the work of 
the Board of Vocational Guidance and Placement which 
on October 1, 1928 began its second year as an adminis
trative unit of the University of Chicago. 

This board is charged with the following 
four functions: 

WHC*K 

1. The placement of University of Chicago 
graduates in educational positions. 

2. The placement of University of Chicago 
graduates in business and industrial 
positions. 

3. The placement of students in part time 
positions while in residence at the Uni
versity of Chicago. 

4. The vocational guidance of students who 
have not determined upon their careers. 
This fourth function will not be under
taken until after July 1, 1930. 

Faithfully yours, 
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Ube 'Ulni\?ersit\? of <.tbfcago 
"mce ot tbe 11'tce==l)teetl>ent ant> 

li>ean of jf aculttee 

November 8th , 1927 

To Deans of Schools and Chairmen of Departments: 

A new Board has recently been created--th~ B~ard 

of Vocational guidance and Placement, which takes the 

place of the Board of Recommendations but has a wider 

scope . The work of the Bureau of Recommendations will 

hereafter be carried on under the direction of the 

Board of Vocational Guidance end Placement. Mr. W. H. 

Cowley has been appointed Secretary of the new Board, 

and the office is in 212 Cobb Hall. 

It is Mr. Cowley's intention to confer with Chair-

men of Departments as soon as practicable and to inform 

them of the plans of the Board. 

FREDERIC C. WOODWARD 
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OFFICE OF 

Ube Ulnt"ersttl2 of <.tbtcago 
:moat~ of IDocattonal Gut~ance 

an~ l)lacement 

THE EXECUTIVE SECRETARY 

__ r • • I . t eve :is , 
F~culty xchanue • 

De r -.i.r. "-' t evens : 

Yest er clay : J: • :1i1 b,.,r and I e . .1. t over· t · c Gil c ·iris t 
matter D..Y:d also the oucstion of hiri.!1 sor.ieone in .:i.. .. s 
- illa~d ' s place. 3ecause ilc1rist is involved in General 
employment vork for '·he University in addition to under
erad.uate r>art-tim.e r>l cenent , it is impractical to trans:r.'er 
him over until a ne\~J b·u.dget is set up to prov i de f or a 
divis i on of his present duties . It has ~l so seemed best t o 
delay the hirine of' anyone to vD..lce care of the women t s 
v ocat i onal guiclance until the orcanization hab been under 
·way for a cou:plo of months . If 1:Je run across the rie;ht 
individual, v1e shall very likely take hd:· on for pa:"t time , 
but that remains to be discovered. . 

1hese considerations disrupt the o~ganization chart 
thn.t I had in mind and. discussed. \Ji th you yeste!:cla- • In 
place of s~c'i ?. c'1art, I run a dressi f:.. t~.c attached orcan
izatio . ~ulletin to all m~mbers of OQr staff to info~n ~~em 
of t:ie re rgu.r:ization. The c;1ic .... purpose of t'iis, of course , 
is to ~ anase as sr.ioot' l.,r as poss~' le Dr. TioJrt ' s adju .... t lent 
in ne ne1 o~eani~ation. Since s~e is likely to e:~ress 
'1e:" c a._,rin at "ie ncce~rnit;· of relinq__uis ... .:..ne '1er personal 
id.entity in the matter of interviewinc; c::.nd c orrespond.enc( , 
I .... .'--oulc. like to be a le to have backin ... : fo:· tt'e bulleti '.,, 
ar...nouncenent. r:1hus I m 8.ttc..c~1inc nerewi t '1 a co)y o! a. 
su..5eeste6.. letter to r. e to be date·· 0e.: .., e b r first, ~1hi ch 
would. be riy l ... :i.;.-c'10ri"ty -For proccea·n a I '1 ve. · .. it~1 a..; ch 
a lette1" I rnulcln t t fi...1cl ~ t d.iffim ... l t , I ... ·~ in:c , to . La:aace 
t:1e situation r1it~10-.;.t her ta_dnt:: u11 ax·ms '""'!1.d comi nL to 
someone in your o..L.'fice to c onplain abo'1t being injurecl . I 
think the enclosed letter ?ould tide us over . 0 · course , I 
shan ' t bring Lhe letter i nto the discussion unless it be c omes 
necessary to meet her objections . It has seemed to me that 
a conuniosion s c 1 as this v10uld. be a ·better •.Jay to mana,_,,e 
than to have l er eseigint, yo- , :i~ . food ard. , 01" the ::.resident. 
:~reover, I ' d like to handle : t m -elf; and I could easily 
wit a letter Luch a,-, this attached . 

Enc 





Board of Vocatiomil Guidance and Plti.cement 

1r.o the t taf:f o:f t11e Boa1"'<1 of Vocational G~~J.we ·md Pl- c me.mt: 

For some time all the -members of the former Boa.rd of Recommendation s·taff 

have knoVJn of the impending reorga:nieation whic.l \l;'Ou.ld incor1>oro.te the 

noo,rd of Recorrunent1ln.tio11s u.nd.e:r a nevi boa1'}c to be called the Boru, ... ,l ot 
I 

Voeationul Guidance a. d Placement. This ~ an announcement f that 

reorganiz'" tion and is dd.reseod to all m mbers of the staf.f o t-aa:b each 

1ndiv1du. .. 1 may 11nde:r.stund the broad pu.rpcu:.Has ot tho· .IH:3l'W orgun1za.t1on and 

also her :place in the n w set- up . 

l1'u.nct1ons of the Board et Voca.ticn1al Guidar.1.eo and Plnoem nt: T-he 
1 ¥ ·- f _I' . tt F t • ' . f t ._ . - ,.....,.,.._ K -Jll~ '*"'**' 1l 11 'II,... "'! 1fl 

' 
no.me of e new board inclic~tes t general tie function of the 

oreanizatio • We shall a:~tempt to ofter vocation# 1 counsel o stuient 

ot· the Uni vers.:t ty, more pa:rtieula.rly to undergradu.ntes in the colleges . 

T'his year, s.s you very i;kely lal.O\V • there has bcon or~~ani~ed a new 

educaliionnl guidance s stem un r D ,an Ba~u.chcr, n ou1; work Qhall 

supr1lemcn th J ·;rorJ.t done there. "Vihile - thei.r emphasi · will b upon 

ecl11cation guido.nce, our empht~sis shall be UJJO.r1 hol:pint~ the indi vidtuil 

to choose a career. 

That is the first func·tion of our orcanization. he second is 

placemen • We sho.11 continue the ·teache .,;; ' plu.come.nt work conducted 

formerly by t e Boarlt Qj_ Roriomn*'ond· tio:n.s, ancl w · ~ .. all ad f'i vc ~ f,iX 

ot.:ier types of plo.eemer t , We shall at'iH~mpt to })lace , for example• 

m1de1~gradua.tes of the colleges at the time oi' tneir arv .. duution; e;:rr~ttu.ute 

stu enta of the _Ur1i versi ty ' ho do not ·nter (ief1,ching; alumni of the 





~ and .r du te schools 'ho oe k ~ placements: / ah 11 -lao 

coo era.ta ·ith the :profes ion ~choOlw i plncin vh ud t and 

l ikevlisa in the eplac m t oj'. their lwnni . In a si il ,r t · hS.011 we 

shall coo erato with th C shier' Dev~ rtm n 1 t,. , 1 eement o under

gradu te~ in p · t - tim po itions. ~ 1th1n a fe'\l onth th.1· orl very 

likely will be · ra:r1sterred . from the Ca.shier 1 s office Lnd become art 

of our or 

qr,ea ization: Since the s · f of he new boo.I1d ia to be mad up 

of the t ff of he old. board plus the ~ ecutiV' oecreto.ry nnd his 

~tenobr pher , 1 becomes noces e:r:y ~or roorc ·.J.ization o work so thu.t 

the new uties m y be m. ~e l n, uit1 he ol. T-i a.y even l y 

reauir he addition o ot er mm bers to our at f, but ta t lill not 

be unde1•taken until our needs become mor' thoroughly o .t.vassed. 'hus 

each me ber o:t the sta.f:f will con·tinue to carry out t le o ivities 

as here o:fore . an these ill be doveloned and a1l()mented as our v1ork 

spread.a ou • In or er t t our 1or ... fro nm; on uay be s 1 ned in 

ol r - cut 1 vL~ions, is Wood 1111 be Jn char. e of o.11 the cl r1oal 

~ork , reporting direotl to th Executiv ~eor t y. 11 ot er mber 

of the lerical st f except th 1xeeutiv ecr ~ t y 1 ~ t no 'i)ru.. er 1111 , 

the:ref ore, r ,:port to 11 ios ood. 

11 h the be inni of he all (U rt r th or Miza ion ~1i hav 

it offic s in Rooms 212·214 Cobb iall, into which rooms e shall move 

duri . · the a.rly d ys of ~he uarter. T re mo is el ye b c ;e 

of the occupancy :r t es rooms now by ·the Gerr an Depart ent. soon 

· ieboldt Hall is finishe the. ch ~e ill d • 

the 1in er quart r , 11 lso t ke ov r oo 215 w1ic will ive us 

ample spac · for a.lJ. our ~equire ent • In the mer ti e 1 will be 
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some /llhat cro 1a.ea. in ·t ·1e Sp, C · c .• t p1,.e e t O.VO.ila le, Uv '!S C ~ n an.._, • 

· This announce e~t is ade to ~11 me bers of he so ttat they 

o.y 101ow of our no au tie a.no. so that they m~y unde:r ·.ta t le a.dd d 
, 

significance of our r-1ork. Immedio:tely after the oo.rd 1 s o ice~ e 

establishe in Cobb H 11, the Executive ecretary '11.ll ·wo .. nt to t .. lk ~vith 

ea.ct. member o~ the ~ta.ff to di cuss her relationship to tho or _anization. 

For the pre ent the du tie of o(W,oh individual will co . ti11ue :uch in the 

same fas' ion a they have eretofor • , but this a.ru otmcement is made so 

that• as ti work develops, we may have the un eI ste ~dirig and 1nt lligent 

oooper ion of everyone ir1 the or ·ru1 za.t1011. The only ch · ge in procedure 

to l;e made nov involves the change of letter-heacL.~ d the negotiation 

' O. ll th 130· rd's activit:tes in tho name of the Ex cu.tive Secretary. 

This inolude... the J.l ie;ning of all corr spo11dence 1.. his' name and fot• the 

pre e t hi pars na.l f..1(,.n tm'e on 11 lo t r leaviI g the office . 

The Bureau of Voca 1ona1 Guidance ~-\lld Place ent 

Vl. H. Co ley 

xecu. i ve J e1"et· ry 

Septem'be11 22, 1927 
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) September 1 , 1927 . 

:r.:y dear ~.~r . Co .·1ley: 

In takine over the management of the orcanization 
of the Board of Vocational Guhto.nce a .. 1d ?lac0meJ1t it is the 
wish and ho;e of the ~duinistration t~at you will orE~ni~e 
your YJOrk ~.1ith the· followinf· objectives in mind: 

1. You are to develop cnt administer a vocational 
eslliC; ance and :placemc:n't 0 ervi ce for all students of the 
Univera.,;ity of Chie:aco . ~our em11hasis will be placed 

I u:pon vocational guidance in t1e colleGes, but you will 
set up an .organization which vilill be flexible enou:Zh to 
give counsel to any student of the University who may 
desire it . 

2 . You will take over the Jlacement nork no / being ' 
done by the Bureau of Recommendations and you will 
develop routines, techniq_ues/, and coo:per:;.ti ve ::_Jlans for 
all ty11es of :placement v1ork novJ done oi~ v1hich should. be 

! done by the Univers~ty . 

3 . In c..11 of' your 10 .. :-k you s:1ould f'SEume personal 
responsibility for all interviewine of students ant of 
the ea.ucational a.:1d ind-u.0tric~1 executi Yes v1ho may have 
dealint s vii th your ort'ani' c.tion. This Hill mean t1. · t 

' you will very likely uant to do most of the interviewing 
yourself and that you care~ully supervize any interviewing 
delegated to ot~er members of the staff . In a like 

l
fashiDn all corres~ondence leavi~ your office should be 
signed in your ;_a ne, and you should_ be actively ini'ormed 
of all such correspc1dence even if sorr.e of it is v.;ritten 
by other memberG of yo~r staff. 

4 . It need har:ly be said , o: cour~e , that all 
members o~ t~c ctaff ~hull be directl: unter your Dersonul 
supervi2ion . 

Yours truly , 

D. H . JteveYJ.s 
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students 

Board or truatttes that a Board or Voea\ione.l Chtldance and Plactment 
:Jlif ' ,,,, -";:!; ..-,; ~ "1 ~ 

will be •x oft:lc.10 the Chairm:an of the Boa.rel, but ho will appoini: 

hotet,or Filb~y Vi.c~e-Chair.man and ·,d1l enttutt him w!th the orgml• 

~-.tton and admi.nistration cf the vtot-k. % hope that vr. Fl1bff wUl 

dOUbted.ly tnUe an appointment to talk the ma.tte:r O"VGl" with }"OU• 

Dr. Mary c. Hort 
Paeul\7 Bxohl.l.'lgt 

Frederic c. Woodward 
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