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TRAINING FOR COMMERCE

An account of the training for young people which
in London.*

head office of Unilever Limited

A YEAR ago the training department
at the head office of Unilever Limited
considerably widened and developed its
functions. In addition to specialized
short courses, advanced trainee courses
and part-time commercial training, ex-
tensive part-time courses for boys and

girls of school leaving age were intro-
0 0 0

duced together with—at the other end
of the scale—experimental courses for
senior clerical staff. The training officer
also plans specialized selection and apti-
tude tests and advises members of the
the staff who wish to take up sparetime
courses of study.

As it would be impossible within the
space available in this article to survey
the entire training activities at the head
office of Unilever Limited, an attempt
will be made to assess its value from the
point of view of communication—an
aspect of vital importance in so large
an organization.

Part-time Training for Boys

The training course for boys, which
is part-time, is designed for those who
start as office juniors. They are usually
divided into two groups who alternate
with each other in the training school
and in the departments, where they do
junior clerical jobs under normal work-

is being developed at the

ing conditions. All the boys while on
their training course are on call for any
temporary jobs or extra duties.

The syllabus includes tuition in Eng-
lish, history, current affairs, statistics,
elementary logic, bookkeeping, public
speaking and the Unilever business.

syndicates

In the syllabus particular emphasis
has been placed on training in commu-
nication and one of the most satisfactory
methods has been found to be work in
syndicates. Each syndicate comprises
three or four boys including the leader.
LInder his guidance a subject is chosen
which is split up between the members
and the report is prepared. The report,
usually lasting 20 minutes, is then read,
and the syndicate is subjected to the
questions and criticisms of the whole
class. The aims here are: first, to test
the leader who is specially chosen to
see if he can direct a group and draw
up a report; second, to test the ability
of the individual boys to do research on
subjects which are often unfamiliar to
them; and third, to test the ability of the
group to hold together against the attack
and criticism of the rest of the class.
This method is very useful for assessing
the initiative of more able and articulate
boys by giving them the responsibility of

*From the Journal of the British Association for Commercial & Industrial

Education, issue of July-August,

1952—Ed.



directing the syndicate's research but
it isalso useful asan introduction to pub-
lic speaking for shy boys. The leader
takes the main responsibility and can
shelter the weaker members of the group.

discussion and comprehension

Another very successful method has
been tried and adopted. This is to com-
bine discussion and English compre-
hension. A passage of prose or verse is
chosen because of itsvalue as an exercise
in comprehension and also because it
contains challenging ideas. The class
first does a series of exercises on the
passage and later, when the work is
being corrected with the class, a dis-
cussion is certain to arise around one of
the ideas in the passage. A little care-
ful handling can produce a very good
discussion, particularly if a boy finds
that some of the ideas he has expressed
in his answers are mentioned by a more
outspoken boy in the class.

logic and discussion

A third method has been an exten-
sion of discussion into the elementary
logic classes. In each class when a series
of arguments is presented for analysis,
discussion invariably arises not only as
to the validity of the logic (itself useful
training in communication) but aso as
to the truth and value of the ideas in-
volved.

Girls' Courses

Courses for the junior girls are simi-
lar to those for the boys, except that the
girls' course includes vocational work
in shorthand, typewriting and secretarial
practice. There is the same emphasis on
the importance of good English. The
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girls share with the boys discussions
and lectures by speakers from inside and
outside the company. Group projects
similar to those of the boys syndicates
are undertaken and detailed reports
prepared.

Training in the acquisition and com-
munication of information has been
given to the girls' junior secretarial
courses by surveys, discussions and in
the teaching of English.

surveys

These require the girls in groups of
three or four to tackle a given subject,
find out as much as possible about it
and give a talk, illustrated by photo-
graphs, sketches and maps. The first
survey was of districts of the City of
London near to Llnilever House. A
fairly familiar subject was chosen as
most of the girls had little experience
in working on their own initiative.
Visits to the actual areas and to libraries
were made, and the results showed that
much hard and careful work had been
done. It was found, however, that their
ability to select and put over their in-
formation in a lucid, interesting way
was not equal to the assiduousness of
their work. This was quite apparent to
the girls themselves and created a desire
to know something of the technique
of speaking to an audience. Lectures
were given to them on the art of speak-
ing in public and of putting over a bulk
of infonnation in a varied, understand-
able and stimulating way. These were
followed by practice in speaking. Mem-
bers of the group gave two or five min-
ute talks on a variety of subjects, and
also engaged in more formal speaking
in debates.
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A month or so later a second survey
was set, this time one with much wider
scope and requiring more care in select-
ing material and research in unfamiliar
fields. Each group was given a conti-
nent or group of countries to investigate
under several headings such as geogra-
phical, economic, social, historic—and
the activities of Unilever in that area.

This time, much greater ability to
select intelligently from a mass of ma-
terial was displayed and an improve-
ment was shown in the methods of
putting it over (the thread of Unilever
activities running through the survey
gave a unity to it). The "survey" meth-
od was found to have the advantages
not only of training to young people to
use their initiative in discovering in-
formation, to select what is relevant and
to study methods of communicating it,
but to discover from each others's pre-
sentation the faults to be avoided and
best methods to employ.

English teaching
o (o]

In the teaching of English the neces-
sity for clarity of expression and thought
is emphasized through work on com-
prehension of difficult passages and in
written work done by trainees.

Special and Introductory Training

Another aspect of the training depart-
ment programme includes the courses
for returning ex-servicemen. These
courses are run at intervals for men re-
cently returned from their National
Service. The main aim of the course is
to ensure the easy and rapid readjust-
ment of the men to civil life and work.

(Continued on following page)

23

To give your company the
most for every training dollar

. write the
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Relations
through a sound Home Study program

ET US ASSIST YOU in your training
problems. Let our nationally recog-
nized experts train your personnel at
home — with 110 loss in production time.
Because it eliminates guesswork; and
because it is short, comprehensive and
down-to-earth, the Holmes Plan is cre-
ating amazing results for many leading
national companies.

If the plan you are now using eosts you
more than $60 per man, you will save
money and get results with the Holmes
program. Write to me personally for
our descriptive brochure which explains
how easily and quickly the Holmes pro-
gram may be installed. No obligation,
of course.

These essentials are all available in the
Low-Cost Holmes Plan. You may select
exactly what you need the most.

¢+ Moving Ahead on the Job

The Technique of Handling People
Business Organization and Practices
Production Control

Simplified Accounting
Salesmanship

HOLMES INSTITUTE

O. D. McKenze, Vice-President
3224 16th Street, N. W., Washington 10, D. C,
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Training for Commerce

(Continued from preceding page)

Also included in die training pro-
gramme are courses for trainees with spe-
cial qualifications who are selected for
secretarial, clerical and supervisory po-
sitions. They spend one month in the
training department improving their
technical knowledge and acquiring more
detailed insight into the company. The
course lasts approximately one year and
during this time trainees are sent to
various departments to gain practical
experience.

Introductory training plays a large
part in the training department pro-
gramme. On their arrival at Unilever
House, new junior employees are not
drafted immediately into the normal
officeroutine. They are received into the
training department and given a general
introduction to the company followed
by informal lectures on its history, devel-
opment, organization and activities, par-
ticularly in the United Kingdom. Ex-
planatory talks are given on conditions
of employment, socia facilities, and
amenities, and opportunities for further
education and training.

While emphasis has been placed on
training in communication, manv other
o X

facets of the training scheme have re-
vealed themselves. In all cases the aim
is to develop initiative and a sense of
individual responsibility and to equip
the staff with the techniques and knowl-
edge which will enable them to under-
take the work required of them, widen
their interests, and help them towards
the fulfilment of a happy and useful
career with the company.
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CHANGED YOUR ADDRESS?

On recent mailings to ASTD mem
bers, several copies of materials have
been returned to our office, unclaimed.
On checking files we find no change
of address has been sent to us. Hence
we have "lost" a few of our members.
If we do not have your correct address,
current materials and the Journal will
not reach you. Often we can trace chap-
ter members through their chapter sec-
retary, but those of you who are "un-
affiliated" members must notify our
office direct. If you have changed your
address within the last six months,
kindly send us a notice so that our files
may remain ‘“current." Thank you
kindly.

Russell L. Moberly
Secretary-Treasurer

eit
A REMINDER

Be sure you get the dates on your
schedule and the place in your 1953
Imdget for ASTD's 9th Annual Con-
ference, May 6, 7, and 8. 1953, in
Boston, Massachusetts!

POSITION OPEN

Large oil company in Venezuela desires
Safety and Training Supervisor in field
camp. College background in Industrial
Education and well-rounded practical
knowledge of recognized trades desirable.
Should be able to speak Spanish to assist
in establishment and development of
trades training center. Salary open, plus
living allowance and other benefits. Single
status from 6 to 12 months after which
housing provided for family. Send full
details as to educational background and
experience to Box 29, c/o Joseph H.
Jackson, The Journal of Industrial Train-
ing, 160 East 48th Street, New York 17,
New York.



