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Preface

When you first begin looking for a job in the business world, it's natural to be a bit
apprehensive. There is something in our human nature that makes us hesitate
when we don’t know what lies ahead. You may think you would like a certain
career or position, but you really don’t know what’s involved. You wonder if you
are qualified or whether you can compete successfully. You may not know where
to find more information or whom to contact for professional advice.

This book has been developed to address these concerns. It is designed to give
you a realistic overview of business careers and the requirements for specific job
categories. The information is presented in a clear and straightforward formatand
the readings provide detailed and accurate descriptions of on-the-job experience.

The world of business has been divided into five broad areas or fields of func-
tional expertise: accounting, computer science, finance, management, and market-
ing. The first five chapters of the book are devoted to these five business fields.
They provide general information about each field, as well as basic facts about sala-
ries, professional organizations, and opportunities for growth. Job descriptions of
the positions most commonly found within each field are also included, giving in-
formation about the basic functions, primary responsibilities and duties, education
and experience requirements, salary ranges, and unique aspects of the positions.
The readings that follow these chapters cover a wide range of position.

Chapters 6 and 7 are devoted to two unique and relevant topics: entrepreneur-
ship and international careers. More and more, people interested in business ca-
reers are venturing into the world of small business ownership. Chapter 6 dis-
cusses the benefits and burdens of this career choice and explores options such as
franchising. Several interesting readings on entrepreneurship follow this chapter.
Chapter 7 discusses the trend toward international business careers and gives
practical advice for success.

The final chapter is designed as a general tool to help you assess and success-
fully pursue your own personal goals for a business career. It includes specific ad-
vice on how to assess your preferences for certain types of positions, develop
search strategies, draft résumés and letters of application, prepare for the job inter-
view, and dress for success.

Of course, all the information in the world will not guarantee a successful ca-
reer. You must determine your values, interests, skills, strengths, and weaknesses.
As with so many things in life, determining what you want to do is part of a grow-
ing process. You may make some mistakes, but remember that you can always
learn from them. The more you know about any new situation, the easier it will be
to make the right decision. I hope this book will help you make the right choices
and prepare you for all the good things that lie ahead.

I wish you the very best in your search for success and happiness.

R.H.L.



Acknowledgements

Special thanks must be given to the following individuals. Without them, this book
would not have been completed on time.

To Linda Bolanovich, Mary Everett, David Huber, Dee Dee Maples, Harold
Miller, Karen Painter, Jill Reynaud . . . a tremendous research assistant team who
made the collection of materials for Business Careers a reality.

To my father, Bob Luke . . . never was there a more dedicated and respected
professional.

To my mother, Patricia Luke, for her patience, understanding and love.

To “Susie Darlin’” . . . you know who you are.



About the Author

Robert H. Luke (Ph.D. University of Missouri, Columbia) is Professor of Mar-
keting and Marketing Department Head in the College of Business Administra-
tion, Southwest Missouri State University, Springfield, Missouri. Dr. Luke’s arti-
cles have appeared in numerous professional and academic journals. He has also
presented his research at many national and regional Marketing conferences.

Dr. Luke has served as an academic administrator since 1975. He initiated his
career as an academic “architect” by becoming the first Chairman of the Depart-
ment of Marketing at Old Dominion University. His next challenge was to aid in
developing and directing initial MBA and MPA programs for the College of the
Virgin Islands. In 1984, Dr. Luke became the first department head of the new Mar-
keting Department at Southwest Missouri State University.

Dr. Luke currently serves as National Vice President/Membership U.S.A. of
the Academy of Marketing Science, and he is a member of the Editorial Review
Board of the Journal of the Academy of Marketing Science and Journal of Midwest Mar-
keting. Heis also a member of the Advisory Group to the Midwest Marketing Asso-
ciation.

Dr. Luke has had an active and unusual entrepreneurial career. At the age of
16, as Robin Luke, he wrote and sang “Susie Darlin’,” a song which sold over two
million copies and became a number-one hit around the world. He has been the
president of small corporations, and he actively consults in the areas of strategic
corporate marketing and the marketing of educational and not-for-profit corpora-
tions and institutions.

Dr. Luke is also highly regarded for his expertise in racing sailboats, an avoca-
tion since the age of 13. He has won many international offshore sailing events and
participated as a member of the USVI sailing team at the Pan-American games. He
has also served as International Judge for the International Yacht Racing Union
(London). His latest local victory was again winning his state’s Governor’s Cup—
this time with his favorite crew . . . wife Linda, daughter Tiffany, and son Bobby.



Contents

Preface  xi

Chapter1 Accounting 1

Introduction 1
WhatIs Accounting? 1
Private Accounting 2
Public Accounting 3
Education and Certification 4
Public Accounting Jobs 5
Junior Accountant 5
Senior Accountant 6
Manager 7
Partner 8
Senior Partner 8
Private Accounting Jobs 9
Staff Accountant 9
Chief Accountant 10
Controller 10
Internal Auditor 11
Treasurer 12
Vice-President of Finance 13
Government Accounting Jobs 14
Internal Revenue Service 14
General Accounting Office 14
Defense Contract Audit Agency 14
Where the Jobs Are 15
Where You Can Find More Information 16
Readings
“Hot Jobs in Accounting”/Joe Wiltsee 19

“Accounting: Stepping-Stones to the Top”| Stephanie M. Shern and Tammy
Mitchell 24

iii



iv Contents

“Tax Accountant”| Nicholas Basta 29

“Accountants in the DEA” [Herbert H. Rosen 31

“Salary Survey”| Louise Dratler Haberman 35

“A CEO'’s View of the Controller”| Daniel C. Ferguson 41
“Management Accounting: Is It for You?”| Harry A. Gilbert 45

Chapter2 Computer Information Systems 51

Introduction 51
Recent History and Advances 52
Careers 52
Programmer 53
Systems Analyst 54
Data-Base Administrator (DBA) 55
Data Communications Specialist 56
Director of Management Information Systems (MIS) 56
Interests and Abilities 57
Certification 58
Professional Organizations 58
Readings
“Computer Programmer”[ Nicholas Basta 59
“What I Do on the Job”[Sandy Gillis 61
“Your Future in Software”[Steven S. Ross 65
“Computer Graphics”| Nicholas Basta 70
“What It’s Like to Work for Xerox”| Bob Weinstein ~ 72
“Artificial Intelligence”| Bob Weinstein 77

Chapter 3 Finance 79

Introduction 79
What Is Finance? 79
Personal Qualifications 80
Education 80
Banking Positions 81
Corporate Banking Officer 81



Contents

Vice-President—Credit Review 82
Investment Banking Positions 82
Other Banking Positions 83
Investment Positions 83
Financial Analyst 83
Securities Sales Worker 84
Consultant—Mergers and Acquisitions 85
Insurance Positions 86
Director of Risk Management 86
Job Outlook 86
Where You Can Find More Information 87
Readings
“Working on Wall Street”[Joe Wiltsee 89
“Financial Analyst”| Nicholas Basta 93
“Financial Planner”| Ellen Goldschmidt 95
“Loan Officer”| Nicholas Basta 97
“Credit Manager”| Nicholas Basta 99
“Compensation Analyst”| Maura ]. Mackowski ~ 101

“Working at Prudential: Climbing the Rock” | Rachelle DePalma
Garbarine 103

“Securities Industry”[ Nicholas Basta 107

Chapter4 Management 109

Introduction 109

What Is Management? 110

Interests and Abilities 111

How Managers Spend Their Time 112
The Pressures of Management 114
The Lifestyles of Managers 114
Education 114

Experience 115

Salaries 116



vi

Management Jobs 118

Operations Manager 120
Personnel Manager 120
Government Management = 122
Retail/Franchise Manager ~ 123
Bank Officer and Manager 124
Health Services Manager 125

The Availability of Management Jobs 126
Where You Can Find More Information 128
Readings

“What I Do on the Job: Bank Manager” | David Garfinkel ~ 130
“Portrait of an Industry: Health Care”| John Duggleby 134
“What I Do on the Job: Human Resource Manager”| Bob Weinstein
“What It’s Like to Work for Wal-Mart”[ Phil Moss ~ 142
“Restaurant Manager”| Nicholas Basta 146

“Inventory and Distribution”| Nicholas Basta ~ 148

Chapter 5 Marketing 151

Introduction 151
What Is Marketing? 152

Product 152
Pricing 153
Promotion 153
Distribution 154

Salaries 154
Marketing Jobs 154

Advertising Copywriter ~ 154

Advertising Manager 156

Marketing Manager (Vice-President of Marketing) 157
Life Insurance Broker[Agent 158

Manufacturer’s Representative (Agent) 159

Retail Buyer 160

An Advantage of a Career in Marketing 161

Contents

139



Contents

Employment Outlook 161

Areas of Growth 163

Where You Can Find More Information 164

Readings
“The Wide World of Marketing”| Nicholas Basta 169
“On the Job: Product Manager”| Sandy Gillis 175
“On the Job: Ad Account Exec”| Bob Weinstein 179
“Sales Promotion Manager”| Nicholas Basta ~ 183 -

“What I Do on the Job: Advertising Space Sales”| Connie Fletcher =~ 185

“Making It in Advertising”[ Vincent Daddiego 189
“Media Planner”[ Jan Greenberg ~ 192

“Market Researcher”{ Judith George 194

“What It's Eike to Work for Proctorand Ganible”] Phil Moss
“Direct Marketing”| Nicholgs Bassa 2607

“Brand Manager”| Nicholas Bagte 104

“What I Da on the Job: Retail Buggr”{ Bob Weinkéik 206

Chapter 6 Entrepreneurship/ Working for Yourself

Introduction 211
Entrepreneurship as a Career Process 211
Is Entrepreneurship/Small Business for You? 212
The Benefits of Entrepreneurship 213
Being the Owner[Boss 213
Controlling the Profits 213
Knowing Employees Personally 214
Having Pride and Satisfaction in Company Development 214

The Burden of Entrepreneurship 214
The Customer Is Boss 214
The Entrepreneur Is Responsible for Everything 215
Success or Failure... The Entrepreneur Gets the Credit! 215
The Competitive Jungle 215
The Risk of Failure 215

Government Assistance for Small Business 216

196

211

vii



viii Contents

Franchising 217
Advantages of Franchising 217
Disadvantages of Franchising 218

Readings
“The Truth About Start-Ups”| David L. Birch 220
“Entrepreneurs: A Tide Is Changing”| Sharon Nelton 223
“Leaving the Corporate Nest”| Harry Bacas 225
“The Franchise Route” 233

“Entrepreneurial Thinking: 5 Ways to Make It Work for You”| Steven |.
Bennett 235

Chapter 7 International Careers 239

Introduction 239
The Allure of International Business 239
Prerequisites for Success 240
Reading
“Careers in International Management”/Robert Moran =~ 242

Chapter 8 Career Development—An Assessment 247

Introduction 247
What Do You Want to Do? 247
What Kind of Business Do You Wish to Enter? 248
What Kind of Education Will You Need? 248
What Kind of Jobs Will Be Available? 249
Where Do You Wish to Live? 252
Your Working Environment 254
What Do You Need to Do to Get Employed? 254
Choosing and Gettinga Job 255

Self-Assessment 255

Examining Job Descriptions 255

Developing Job Search Objectives 256
Examining the Job Market and Assessing Opportunities 256



Contents

Developing Search Strategies 256

Planning Ahead 257

Drafting a Résumé and Letters of Application ~ 258
Preparing for the Interview 260

During the Interview 262

After the Interview 262

Dressing for Success 264

Conclusion 264

Readings

“Strategy: Basic and Groomed”| John Sherwood 266
“Entry-Level Looks: First Wardrobe Needs Basics” 267
“The Plymouth Guide to Building a Résumé” 269

ix



CHAPTER

]

ACCOUNTING

Introduction

When you go to the supermarket, do you always check the supermarket tape?
Does your checking account balance always agree with your monthly statement?
Do you like working with numbers? If your answers are “yes,” then accounting
may be a field for you to explore.

Many people have the idea that accountants are drudges in green eyeshades
who work in dimly lit offices and loathe the company of people, preferring endless
columns of figures. Nothing could be further from the truth. Accountants are ex-
pected to be sociable and able to share their ideas with their clients, their subordi-
nates, their coworkers, and their superiors. They are important members of the
business community and make a vital contribution to the world of work.

As in most occupations, some individuals are better fitted to accounting than
are others. Certain characteristics distinguish successful accountants from other
businesspeople. Competence with mathematics and an eye for detail are the hall-
marks of successful accountants. It goes without saying that a misplaced decimal
place will throw account balances off and could destroy the finances of a company.
There are fields where attention to detail is not critical, but accounting is not one of
them.

Because accounting is responsible for supplying the information that execu-
tives need to make decisions, accountants approach their work with great serious-
ness. Accountants are serious people, and accounting is a serious profession. If you
approach life with that frame of mind, then consider a career in accounting.

What Is Accounting?

Accounting has been called the language of business. The accounting process
is the art of identifying, collecting, analyzing, recording, and summarizing busi-
ness transactions and their effects on a firm.! Some people confuse bookkeeping
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2 Accounting

with accounting; however, the two are considerably different. Bookkeeping is the
routine recording of business transactions. After the bookkeeper accumulates
data, the accountant summarizes and interprets the records that the bookkeeper
prepared.

Accounting is divided into two areas: public accounting and private account-
ing. Private accounting is further subdivided into the areas of financial and mana-
gerial accounting. Table 1-1 outlines the differences between the two areas of
private accounting.

Private Accounting

Private Accounting is the term used when referring to accounting functions
within an organization. Financial accounting, a subdivision of private accounting,
provides a business with a continuous record of its economic resources and obliga-
tions and the economic activities that cause these resources and obligations to
change. Users of accounting information who have a direct interest in a business
include the owners, creditors and suppliers, potential owners, management, and
taxing authorities. All are concerned with the financial statements issued by ac-

Table 1-1 COMPARISON OF FINANCIAL AND
MANAGERIAL ACCOUNTING

Financial Accounting Managerial Accounting

Usually focuses on the company as a Usually focuses on subunits (e.g.,

whole divisions, departments) of the com-
pany

Reports prepared at regular intervals Reports prepared at regular or ir-
regular intervals

Reports highly formal Informal reports; adapted to specific

situations

Large number of unknown users with Small number of known users with

a presumed set of needs and an
unknown set of uses

External orientation
Emphasis on past and present
Uniformity

Mandatory

specific known needs and uses

Internal orientation
Emphasis on future
Flexibility

Not mandatory

Source: Adapted from Dale L. Flesher, Lawrence A. Kreiser, and Tonya K. Flesher, Introduc-
tion to Financial Accounting (Boston: Kent Publishing Co., 1987), p. 4. © by Wadsworth, Inc.
Used by permission of PWS-KENT Publishing Company, a division of Wadsworth, Inc.



Accounting 3

countants. These statements contain such items as net income, assets, liabilities,
and equity in the company. Users who have indirect interests in a business also rely
on the financial statements. These users include financial analysts, stock ex-
changes, government agencies, and labor unions. Individuals in each group of us-
ers base decisions on the information they obtain from a company’s financial
statements.

Managerial accounting is used within a company to analyze company opera-
tions. Managers use the reports from this area of accounting to forecast earnings,
sales and expenses. Managerial accounting produces reports that allow various
subunits in the organization to compare actual results with planned or expected
results.

The duties and responsibilities of the managerial accounting team include
day-to-day accounting activities, producing monthly financial reports for manage-
ment, and coordinating the annual audit. Directors of financial planning spend a
great deal of their workday managing the company’s annual profit-planning ef-
forts, producing departmental operating-income and expense budgets, and updat-
ing quarterly profit projections.

Managerial accountants need to understand what occurs on the shop floor as
well as in the boardroom. For them, conversing with marketing executives and
production managers is an everyday occurrence. Identifying duplication, spotting
potential conflicts, and resolving demands for scarce resources are some of the
challenges faced by managerial accountants.

Public Accounting

Public accounting is most often associated with the auditing of financial ac-
counting information as compiled by private accountants in businesses. A public
accountant provides accounting services to businesses and individuals for a fee. A
certified publicaccountant (CPA) isa public accountant who is licensed by the state
in which he or she resides. Many CPAs work for large public accounting firms. Al-
though duties and responsibilities vary according to the size and location of the
firm, firms tend to offer similar services: bookkeeping, accounting, auditing, and
help with taxes. Table 1-2 presents the approximate percentage of time allocated to
type of service.

Bookkeeping is the posting of transactions up to the preparation of the trial bal-
ance. Accounting includes the preparation of financial statements from the trial bal-
ance.

Auditing—the principal service offered by a public accountant—is determin-
ing whether a financial statement fairly represents the financial condition of the
firm. Banks commonly require an audit of the financial statements of a company
that is applying for a sizable loan. The audit is performed by a CPA who is not an
employee of the firm being audited. Companies that offer securities to the public
for sale are required to be audited periodically.
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Table 1-2 HOW ACCOUNTANTS IN PUBLIC
ACCOUNTING FIRMS SPEND THEIR TIME

Approximate Time Allocation

Area of Practice Nat. CPAFirm  Local CPA Firm
Bookkeeping 2% 25%
Accounting, 3% 20%
Auditing 65% 15%
Tax advisement 7% 15%
Tax preparation 8% 15%
Management services 15% 10%

Source: Newton D. Becker, Opportunities in the Field of Accounting (Encino, Calif.: Becker CPA
Review, 1986), p. 4.

Help with taxes comes in two forms. The public accountant prepares people’s
and businesses’ taxes and provides advice about ways both can improve their tax
positions.

Education and Certification

Because accounting is a profession, it requires specialized education and train-
ing. A recentNational Association of Accountants statement on preferred manage-
ment accounting education for careers in the profession recommends one or more
classes in communications, behavioral science, mathematics, economics, comput-
ers, accounting, and other general education requirements.2 Universities offer
bachelor’s, master’s, and doctoral degrees in accounting. The profession provides
opportunities for on-the-job experience and certifications.

As the accounting profession continues to specialize, colleges and universities
have been asked to include additional courses in the undergraduate curriculum.
As a result, many Bachelor’s degree programs are approaching 150 credit hours
(five years) to complete.

The most highly paid public accountants are certified public accountants, or
CPAs. In order to become a CPA, you must pass a difficult 2 1/2 day examination.
The examination has four parts: accounting theory, accounting practice, auditing,
and business law.

There are private as well as public accountants. Private accountants are em-
ployees of the business whose financial statements they prepare and interpret.



