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letters and report writing with adequate practice in writing applications,
sales, adjustiment, inquiry, and credit letters.

G-124. SPECIALIZED SELLING, Five hours a week.

To improve and develop mere eftective methods of selling specific items of
merchandise, for example radios, television sets and automotive accessories,
Each student will study and practice as his needs and interests dictate.

G-126. TYPING. Five hours a week.

Manual of the keyboard through the use of manual exercises and drills.
An introduction to husiness Jetter forms.

G-130. FOREMANSIIIP TRAINING. Three hours a week,

This course is intended to teach the Trade and Industrial students the
duties and responsibilities of foreman and the techniques which successful
foremen use. The student will learn what the typical foreman does, what
problems he is confronted with and how he handles them so as to accom-
plish the task of getting the work out.  He will learn why the human-
relations aspect of the foreman’s job is so important. The student will be
given an opportunity to acquire some foremanship skills through the
technique of “role-playing.”

G-134. EVERYDAY LAW. Fow hours a week.

A survey course aimed at giving the technicians and tradesmen a func-
tional knowledge of the basic legal problems that will confront him in
everyday law,

Special attention will be given to court system, commercial paper, bank-
ruptey, partnership and corporations, contracts, wills, real estate, insurance,
and installment buying.

G-136. SMALL BUSINESS MANAGEMENT, Three hours a week.

The problems of small business operation forms, records, record keep-
ing, tax problems, ordering and inventory.,

G-138, MANAGEMENT AND LABOR PROBLEMS. Three hours a
week.

This course is more advanced than G.130 Foremanship Training. It is
intended for the student who wishes to learn about the functions of all
levels of supervision and the problems that confront them and to acquire
additional training in leadership skills, The human-relations aspect of
supervision and the techniques used to produce beneficial human-relations
will he dealt with more fully. Included will he a study of labor unions,
their history, functions, and reasons for existence.

The classes will be held on a conference-type basis, as nearly as possible,
in order to secure mmaximuwm student participation. Prerequisite: G.130 or
equivalent, :
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COSMETOLOGY DEPARTMENT COURSES

Cosmetology 101. Five hours a week.

Personal hygiene, bacteriology, sanitation, chemistry of solutions,
shampooing, hairdressing, permanent waving, safety measures, handling of
bleached and tinted hair, vecabulary.

Cosmetology 102, Twenty-one hours a week.

Laboratory work in shampooing, pin curls, finger waving, sculpture curls,
brushing, towel drying, regulating temperature of dryer, regulating tempera-
ture of water, demonstration work in permanent waving, and electricity,

Cosmetology 103. Five hours a week.

Introduction to scalp treatments, dry shampoos, egg shampoos, continua-
tion of hairdressing, permanent waving, tinting, facials, and office records.

Cosmetology 104, Twenty-bwo hours a week.

Laboratory work in scalp treatment, brushing and massaging, elementary
hairdressing, practice of permanent waves on blockheads, and facials.

Cosmetology 105. Five hours a week.
Permanent waving, diflerent methods of hairdressing, facial massage,
manicuring, and electrieity.

Cosmetology 106, Twenty-four hours a week,
Laboratory work in permanents, manicuring, hair shaping, tinting, and
scalp treatments.

Cosmetology 107. Five hours a week.

Study of hair and hair shaping, cosmetics, hair tinting, elasticity and
texture of hair, electricity.

Cosmetology 108, Twenty-five hours a week.

Laboratory work and facial treatments, advanced work in permanents,
hair shaping, cosmetics, hair tinting, and electricity.

Cosmetology 109, Five hours a week.

Hair tinting, massage, manicuring and pedicuring, hairdressing, perma-
nent waving, and office records.

Cosmetology 110. Twenty-three hours a week,

Laboratory work in tinting and bleaching, permanents, massage (elec-
trical and manipulation), manicuring and pedicuring,

Cosmetology 111. Ten hours a week.
Professional ethics, advertising, salesmanship, beauty salon management,
and State Board review.

Cosmetology 112, Twenty-eight hours a week.

Practice in model shop of all branches taught, practice prepuratory to
taking State Board Examination.
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Commercial Studies 101. Five hours a weck,

Ownership vs working for others, advantages and disadvantages; types
of ownership; capital requirements, selecting a location, physical layout,
equipment and utilities; legal considerations, taxes and insurance; types of
service, purchasing of supplies and resale merchandise, selling, advertising,
and display.

Commercial Studies 102, Five hours a wecek.

Financial records, appointment and service records, expense control,
business letter writing, personal typing, personnel problems.
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