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EMPLOYMENT DIVISION

Evacueet Personnel
Ju ly 31, 1943

EXECUTIVE OFFICE

P o s it io n Name Address

1. In fo rm ation  O f f i c e r Jame s Yamada 28 -6 -G

2. E xecu tive  Sec. Fhmi Utsuki 27- 3- A

3. E xecu tive  A ss ’ t Fred Okamoto 39-13-A

4* Sr. Telegram G lerk B ess ie  Shimono 19-2-D

5. S ecre ta ry Mlyoko Furukawa 38-5-D

6. R e c e p t io n is t Ruth~Ea±± 36-12-B

7. T y p is t  G lerk Toyoko Tsuehida 36-10-B

8. T y p is t  G lerk L i l l i a n  Inao 3-11-A

9. D r ive r Tosh l Tsuoliiyama 4/*f 59-11-A

10. Messenger Teruo Kohata 60-8-C

11. Messenger Sam Hatanaka 54— 3—B

IS . Messenger KayKokubun ^ 59-6-B
S 4 'A-

13. Measonger Masao Sndo 43-6-C



j  »V

LEAVE OFFICE

P o s it io n Name Address

1. E xecu tive A ss is ta n t Roy T. Yoshida 5-IS -B

2 . Leave A ss is ta n t (j t ) Hldeml Ogawa 38-1-B

3. O f f lo e  A ss is ta n t Harry Hayashi 11-5-D

4. S ecre ta ry 'Rmu \\w

5. F in a n c ia l Ass ’ t  C lerk Mlsako Kimoto ^4/
^\ \T q 3

2-9-0

6. A s s 't  C lerk  to
F in an c ia l C lerk Kazuko Nagal <£ 2-14-B

7 . Steno C lerk Kiyoko Morinaga 39-3-B

8* T y p is t  Supervisor Mary I  to 31- 2- A

9. A ss ’ t  C lerk  t y p is t Martha Yamaoka 30-10-D

•oH

A s s i t  C lerk  T y p is t Kimi Nishim oto 3-7-G

•HH
A ss ’ t  C lerk  T y p is t Dorothy Kawakita 54-7-C

Sftsuo



OUTSIDE! EMPLOYMENT

P o s it io n

1« Mgr. Out. Emp.

2. A ss ’ t  Out. Bmp.

3. S ecre ta ry

4 . S e c re t a ry  t'W&ev.

5. T y p is t  C lerk

6. T y p is t  C lerk

Name

Tats Kushida

Asako Ohno

Mary Okubo

E d ith  Takahashi

Yosh lye Hashimoto

Marian Orida

Addre ss

16-5-D

59-11-C 

28-9-A 

19-6-A

59-1-C

31-1S-D

n  -



SEASONAL LEAVE

P o s it io n  Name

1» Adm. A ssf t  to Seasonal 
Leave Dept.

C lè p p  — T Y P ^ r
2 . S teno- Seere ta ry

5

A k ira  Alsawa %%

Mae Mlwa

vGinCî
Y)Y/&Q )

Address

60-2-D

31-12-B



PHOTOGRAPHY

P o s it io n Name Addre ss

. ji ——
1. Photography» ¿V**' Yu taka Shimahara 54-12-A

S# Lab Techn ician Takeo' isohe V ^ , 2 -8 -D

3. C le rk  T yp is t Tamaye Nor i  take 56-8-D



RATION BOARD

P o s it io n Name Addre ss

1. C lerk Peggy Takata 31-5-A

2 . T y p is t  C lerk Rose Masamori 32-4-D

3. Exec. S ecre ta ry Masako B e tty  Miyanaga 31-10-0



DSP ARTURS

p o s it io n Name Address

Person a l S ecre ta ry

r j  -c~ e

1 . *Mie MimBawrer Oo-y—o

2 . C h ie f C lerk
Kl\g_

|!4rchjr^awasM:mar 'fir' '
19»gsD

3. C lerk  T yp is t Ruby Miyanaga 31-10-C

4. C le rk  (A.M. s h i f t ) (Jrace I t o 31-11-D

5. C lerk  (S ve . s h i f t y
V§A WWW fj1

Teruo Matsumot^ s.// 7 /grm <nfot#
n - j - c
S=8=S“

^ 6 . Messenger
^3 l N iCPAj 

Se t  suo Jiasutan i 6e * «= T r

7. Baggage and F re ig h t  
Supervisor «laafc-Ma^sudar s&r

iCHf * c

8 . T y p is t  C lerk
f\ 4si/fii hei, ^

Momoye K in osh lta

To-shio TakaziasM ?/*/<& 
Hvc'Vwr, /m e £>

9* Baggageman A.M.
w-r-s>

■4- 1S-B—

-1 0 . Baggageman P.M. ■ vj
A k ira  Hedani 5-8-A

-1 1 . Baggageman Howard Inao 3-11-A

-1 2 . Baggageman
1̂q

K o ji  Fukawa 3-8-A

-13. Baggageman ^ ^  'y Ken Ohata 3-9fjD

-14. Baggageman George Koga 3-6-D

a s . Baggageman Roy Horiye 3-1 -A

Vv V .
\ VeWl j

Uk€>*s

1 i

-r > ^ n



STATISTICAL

P o s it io n Name Addre ss

1, S ta t is t ic ia n Kazuhlsa Nakachl 19-4-D

2 . S ta t is t ic ia n Ic h ir o  Nakajima 2 - l l -C

3. T y p is t  C lerk R e lko  Nakamura 17-11-A

4. S t a t i s t i c a l  C le rk

3. g en era l C lerk M argaret Tanase 306-10-B



MASTER FILES

P o s it io n Name Address

1. P i l e C lerk Iney-UJ l i e
>r- i-c_
1S-8^C

2. F i le C lerk Misako Katano 3 -3-D

3. P i l e C lerk Ada Akamoto 14-5-D

4. F i le C lerk Fusako Iwagoshi 15-6-C



POPULATION

P o s it io n Name Address

1. Supervisor Fred Sugiura
T̂CC'pl/tt.eci V\ ’T ISM

4/^ ie>c'v\«s(7\-tê 2-10-B

2 . C lerk  T yp is t HI sa Oka 18-7-A

3. C le rk  T yp is t
S e t I'lums /^'iG,'oê  
JEi t e w ¥ o  ohi gafei

s '- l  -s  
31-9-0

4# C lerk  T yp is t Shi zue Kosaka 36-9-D



C3NSU3

P o s it io n Name Address

1.

Q

Manager
& <0'K± <?.7̂  t*///?/QT79

19-13-0

& *> 
2 . A ssf t  Manager C. T. H lra ta 36-8-B

3. General C lerk Haruko Izumo 2-6-D

4. G eneral C lerk  T y p is t M ltsuye Oklmoto 19-6-A

5. General C lerk  T y p is t Shizuko Ikeda 12-3-0

6* I s s e l  In te rv ie w e r N ag lsa  Mizushlraa 45-10-A



• V

EMPLOYMENT OFFICE #27
■ \

P o s it io n Name Address

: 'y/ X 1 . G eneral C lerk M ichiko I fa j i ta 32-4-A

. £ 2. Code C lerk Mieko H irabayashi 19-10-D

y - 3. Leave O f f ic e r Y osh iak i Ikeuch i 19-13-A

v" «- 4. S ecre ta ry Shizuko I  to 30-7-D

* 5 . C lerk  T yp is t Tamiko Kddama 39- 9- A

v' * 6.
0«Lr̂ Ŵki- O—CRte.'.: \

Code C lark  ) Marlko Kondo 19-14-A

>/ * 7 . C le rk  T yp is t Mary Nakahama 54—6** A

y" *• 8* Sec. In t e r .  Mess H a ll Yoko Nishim oto fy/uJj 13-4-C

V' V 9. See. Leave O f f ic e Dorothy Mori 44—3—A

1 10*
Cr'SAj&̂ L C_V

C le rk -T y p is t Haruko oka 57-9—C

V <t 11. C le rk  T y p is t Satomi Okano 53-7-B

1 ^ 12. Sr. In te rv ie w e r

13. Sec, Leave O ff ic e *

/  

1 V

it 14.

it

In te rv ie w e r  Emp. 
\~W» C-MU^

~Sri—in te rv ie w e r

Yone"Sasaki 

dOJlM-Sl
TTfl y.w 1 va Pth 1 mnn 1 ahí ■

12-6-A

3 —
31^,2-D

*</ c 16. Coding C lerk Id a  Tabuchi 17-9-A



BMPT.0Y11EHT OFFICE #27

P o s it io n Name Address

17. Manager Frank Takenaga 43-5-C

18. C le rk  Leave O f f ic e Shigeko Tanaka 28-13-C

19. Sr. In te rv ie w e r Mary Chieko Terada 5O§§O0

20. R e c e p t io n la t A l ic e  Yoshimura 39-3-A

21. J r .  In te rv ie w e r Y o r ik o  Morioka 27-9-A

23. Sup. Emg. Sq. Tosh io Seki 3-1-B

22L— Ji&asanger— Kenge Matsuao to — 39-11-A

24. Messenger Tetsuo Oka be 28-9-C

25. Messenger Tsuneyuki Okuma 19-9-B

26. Messenger TaminiYdshida ts -a o -c

27*-- Me soenger — — — - flabum. YaahtmL^—- 38-10-A



RELOCATION LIBRARY 

P o s it io n

1. T y p is t  C lerk

Name

Se4rguko ’Mukal ’le'rMiscrfCĉ

Address 

6 - l a g



UNIT I I  EMPLOYMENT OFFI0B

P o s it io n Name

Y 1. Manager Ken Sato

2. Mgr* P r o je c t  Emp. Harry Y ag i

31 R e c e p t io n is t Fnmiyo F u jita

% 4* C h ie f F i le  C lerk A l ic e  H igash i

vr 5 • In te rv ie w e r Mary H igash i

vr' 6 • S ecre ta ry  ( W Dorothy Makishima

Vf* 7# S ta t is t ic ia n Mary Yokol

/ 8 • T y p is t Shizuko Okino

/ 9. Typ i s t Haru Masuda

/ H O ♦ F i l e  c le rk Mary Ueda ^

/ 11. Messenger Goro Kuwano

Z l g . Messenger Tom Tanimura

Address



UNIT I I  LEAVE OFFICE

P o s it io n Name

1. Manager

2. S ecre ta ry Helen Yamano

3. In te rv ie w e r Sa ch i Fujikawa

4> R e c e p t io n is t Mae Harue O sh lta

5» T y p is t Hatsuml Tanlguchl

6. Messenger Thomas Machida P*T

Addreaa



UNIT I I  CSNSUS OFFICE

P o s it io n Name Addr e ss

In te rv ie w e r— Mgr. Kimi Fukuto

V_\l\ W  f t J »  fe ? I '^ l  -



DHIT I I I  EMPT.Q-VMSW'f OFFICE

P o s it io n Name Address

1. Manager Mack Kadotani

2. O f f ic e  Manager Yukiye Nishikawa

3.
\v ^C '\V \ T£ v/ Æ 'R ,

4£upv. Seasonal M innie Ichiyam a

4. Supv. Outside Smp* Joseph Owashi

5. In te r v ie w e r Shizuo Akiyama

6.

7.

In te rv ie w e r  

S r . F i le  C lerk

A k ira  Kashik i
3Æ $ ^ * z/9z  zz&izé: 
/ ¿ / x Z j J

H ich iye  Morikawa

8. A ss1t  F i le  C lerk Shigeko Ogata

9. S ta t is t ic ia n Yosh i Taka

-40r~ Messenger;

|

Henry Ota

y  a
-O r

Lz



UNIT I I I  LEAVE OFFICE

P o s it io n Name

1, Manager Kiyoko Kimura

2. Supv. Leave Fu jlko  Hirashima

3. T y p is t Ayame Sadahlro

4. T y p is t B ea tr ic e  Atakawa

5. F i le  C lerk L i l l i a n  Wake

6. Messenger L loyd  Kurihara -

Address



UNIT I I I  CENSUS 

P o s it io n

1» Manager

2. In te rv ie w e r

3. F i le  C lerk

OFFICE!

Name

Rose T a te is h i 

A l ic e  Morioka 

May Mori

Address

s* y* 3 - sf

3° -



PROJECT EKPLOWEUT AND 1EAVE OEBICB

DEPARTMENT
NO. OF WORKERS 
WORKING NOW

MINIMUM NO 
OF WORKERS 
REQUIRED

Executive 0 9

Outside Employment 5 4

Seasonal 2 2

Leave 11 9

Census 3 4

Population 3 3

Master f i le s 3 3

Research 3 6

Departure 12 *12

Ration 3 2

< r

■¿r

£ o
I °

o
0



PROJECT WiFWJMMT M V  LEAVE OFFICE

Executive Department 
Secretaries  
Executive Assistant 
Sr* Telegram Clerk 
Typist-clerk  
Messenger Driver 
Messenger 
Clerk

Total

Outside Employnent Department 
Manager 
Stenographer 
Typist-clerk  
F ile  clerk -  typist

Total

Seasonal Department 
Manager 
Steno-clerk

Total

Leave Department
Executive Assistant 
Leave Assistant 
O ffice Assistant 
Secretaries  
Typist -  steno 
Typist 
Cash Grants

Total

Departure station  
Chief clerk  
Clerks
Evening departure clerk  
Messenger boy 
Head o f baggage & fre igh t  
Freight seeretary

Head o f baggage crew 
Baggage men

Total

2
1
1
2
1
1
1
9

1
1
1
1
4

1
1
2

1
1
1
2
1
1
2
9

1
2
1
1
l )  these two can be combined 
1J> i f  one can compose and 

type le tte rs
1
4

12



4 *

-2-

Census Department 
Supervisor
Intervieirer (outside) 
Typist clerks

Total

Population Department 
Typist-clerks

Master P ile s
F ile  clerics

Research Department 
Supervisor 
Statistic ian  
Secretary  
Typist-clerks  
Librarian (Block 27)

Total

Ration Department
M anager-file clerk  
F ile  clerk

Total m
|h

 h
 

o
ì|h

 î©
 h

 m
 h

* 
m

 
w

 
»M

i©
 h

 h



UNIT EMPLCIMMT iND LEAVE OITICES

Unit I

No* o f Workers
forking Now

20i

Minimum no* 
Required 

Snp. i f f
Leave 4

191-

Unit I I  13 Sup.
Leave

Bap* 5
Leave 9

14

Unit I I I 13



UNIT EMPLOYMENT AND LEAVE UFFICES

unit I

Employment

Manager 
Secretary 
receptionist 
Coding ulerks 
Interviewers 
Clerk Typist 
General ulerks 
Messenger Supervisor 
f u l l  Time Messenger 
Part Time Messenger (7) 

Total

Leave!

Interviewer 1
Placement u f f ic e r  1
Short-term 1
Typist-c lerk  X

Total 4



UNIT MPLOïMMT AND LSAvB OFFICES

Unit I I

Employment Department

Manager 1
Clerk (1  part time) 1

t
Typist-olerks 2
Keceptionist-clerk 1
Statistic ian 1

Total » I

Leave Department

Supervi sor 1
Stenographer 1
Assistant placement o f f le e r  1
Interviewer 1
Secretary 1
Typists 2
Messenger (1  part time) __jL

Toral n



UNIT iä&iPLOTMENT ¿ND LEAVE OFFICES

DUit I I I

Employment Department

Manager 1
Secretary 1
Typist 1
Receptionist 1
Messenger 1

Total 5

Leave Department
Ass’ t* placement O ffice r
Ass’ t • Leave o ff ic e r
Secretary
‘Typist-clerks
jan ito r
Receptionist
Messenger

Total



EMPLOYMENT DIVISION

Proj I I I I I I Total

P L A C E M E N T

Unit O ff ic e  Manager 19 ---------— 1 1 1___ 5

C la ss ified Assistant Placement O ff ic e r 19

Assistant Placement O ff ic e r 19 i i 1 1 1 3

P ro jec t Employment O ff ic e r 19 1 1 1 i- i

l-c-505 Junior Placement O ff ic e r 19 —----- ---- . . . X

l-c-506 Information Clerk 16 2 1 3 3

l-c-507 Interviewer-Counselor 16 1 2 —5___

l-c-508 Clerk-Typist 16 5 2 7 6

l-c-509 F ile  Clerk 16 ___k___ 2 2 2 ___e____ 2

l-c-510 Stenographer 16 —
5?w

Manager -  Outside Employment 19 i

Assistant Manager -
Outside Employment 16 1 —

Secretary 16 1 1 1 ____i ____

Hostel -  Clerk 16 1 ----- .— — i — —

Manager -  Seasonal 19 _____X . i

Messenger 16 2 __JL___ 7

General Clerk 16 _ _  A . .

■Head- Clerk 16 —  . ....... - S ----- —

s 13 9 5% 23
2.0 <TQ



EMPLOYMENT DIVISION

E X E C U '

l-c-501 Stenographer 

l-c-502  Messenger

l-c-503 Chairman, Advisory Employment 

l-c-504  Stenographer

Executive Assistant 

Reception ist 

Senior Telegram Clerk 

Typ ist Clerk 

Information O ff ic e r  

Driver

R E S E A

Research Supervisor 

S ta tis t ic ia n

Relocation Library Secretary 

Typist Clerk
kVfej’CiA ti„y ?\ kJ

PILES AND

FILES 
Head Clerk

F i le  Clerk

Proj I  I I  I I I  Tota l

I  V E

16 2 2 1

16 3 5 ?■

Board 19 .1 l 1

16 1 1 1

19 _1 1

16 1 1

19 1 1

16 1 1

19 1 1

16 2 2

%gr 5
if* K

R C H

19 l l

19 l l

16 i l

16 2 2
14 »

%
\
\

C 4

RECORDS

19 1 1

16 3 3

4 4



HHPLOMEHT DIVISION

Proj I I I I I I Total
FILES AND RECORDS — continued

P0BUl#mOH

Manager 19 JL__ 1

Clerk Typist 16 2 2

5 3

Ci^SUS

Manager 19 1 1

in terv iew er 16 _____ 1 1 1 3 . .

Clerk Typ ist 16 2 1 ‘ 1 4

General Clerk 16 1 1 2

5 2 3 10

>



EMPLOYMENT DIVISION

Proj I I I I I I Tota l

L E A V E

Assistant Leave O ff ic e r 19 5 5

l-c-511 Junior Leave O ff ic e r 19 5

l-c-512 Leave Clerk 16 > 1 21 3

l-c-513 In terv iew er 16 1 1 2 6

l-c-514 Clerk Typ ist 16 4 X 2 7 6

l-c-515 Information Clerk 16 1 1 3

l-c-516 Stenographer 16 1 1 *Z

Leave O ff ic e r 16 1 1 1 5

Secretary 16 1 1 1 ......5

Financial Assistance Clerk 16 2 2__ _

Messenger 16 1 1 1 5

12 $2* 6 6 * r
zL

24

DEPARTURE STATION

Secretary 16 1 1

Chief Cle*rk 19 , 1 1

Clerk 16 2 2

Clerk Typ ist 16 2 2

Messenger 16 1 1

Baggage and Freigh t Supervisor 19 1 1

Baggageman 16 7 7

15 15



EMPLOYMENT DIVISION

Proj I  I I  I I I  Tota l 

L E A V E  -  . continued

P H O T O G R A P H Y

Photographer 

Laboratory Technician 

Clerk Typ ist

19 1___________  1

16 1 __________________ 1

16 1_______________________ 1

3 3

r a t i o n

Manager 19 1 1

Clerk Typ ist 16 2 2

3 3

T O T A L
<1 n  l a r

21 18 3rWr 52



.KEN SATO - -  

Duties:

BEN SHIMIZU 

Duties:

h a r r y  y a g i  -

Duties:

FUMI FU JITA  

Duties:

MARY HIGASHI 

Duties:

DOROTHY MAEI 

Duties:

MARY YOKOI

S ep tem ber 9 , 1943

UNIT I I  RELOCATION OFFICE STAFF

Employment D epartm ent

U n it  O f f i c e  M anager

O v e r s e e r  o f  U n it  I I  R e lo c a t io n  O f f i c e  p e r s o n n e l 
and a c t i v i t i e s .

—  A s s is t a n t  P la cem en t O f f i c e r

In t e r v ie w s  and co u n se ls  p o t e n t i a l  grou ps o f  a p p l i ­
can ts  f o r  t i le  in com in g  o u ts id e  Job o f f e r s .  D iscu ss  
em ploym ent o p p o r tu n it ie s  and p la cem en t o f  q u a l i f i e d  
p e rs o n  f o r  th e  a v a i l a b l e  o p e n in g s .

-  P r o j e c t  Employment O f f i c e r

H and les a l l  em ploym ent a f f a i r s  w ith in  th e  P r o j e c t .
H eview s t r a n s f e r s ,  d is c h a r g e s ,  q u o ta s , com p en sa tion , 
e t c  .

in fo r m a t io n  C le rk

R e c e iv e s  em ploym ent a p p l ic a n ts ,  b o th  o u ts id e  and^ 
P r o je c t ,  com ing in t o  th e  o f f i c e .  G iv e s  in fo r m a t io n ,  
a s c e r t a in  th e  in d iv id u a ls  w ants and d i r e c t s  them 
'a c c o r d in g ly .  Keep d a i l y  ch eck  o f  number o f  c a l l e r s .

- -  In t e r v ie w e r -C o u n s e lo r

In t e r v ie w s  jo b  a p -o lic a n ts  f o r  P r o j e c t  em ploym ent to  
a s c e r t a in  what work i s  b e s t  s u it e d  f o r  h is  p a r t i c u ­
l a r ,  makes s tu d y  o f  em ploym ent p o s s i b i l i t i e s .

SHIMA —  S e c r e ta r y

S e c r e t a r y  t o  th e  M anager. P e r fo rm s  g e n e r a l  o f f i c e  
w o rk , t a k in g  and t r a n s c r ib in g  d i c t a t i o n .  A ls o ,  
s e c r e t a r y  to  p la cem en t o f f i c e r .

—  G en e ra l c l e r k

C om piles r e g u la r  and s p e c ia l  r e p o r t s  f o r  th e  u se  o f  
l o c a l  and P r o j e c t  O f f i c e .  Does g e n e r a l  r o u t in e  
c l e r i c a l  w o rk .

D u t ie s :
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ALICE HIGASHI - -  F i l e  C le rk

D u t ie s : Keeps O u ts id e  and P r o j e c t  em ploym ent c o rre s p o n d e n c e s , 
c a rd s , r e c e ip t s  and o th e r  r e c o rd s  a rra n g ed  sys tem a­
t i c a l l y  in  f i l e  c a b in e t s .  Makes d a i l y  r e p o r t  t o  
Un i t  Adm in i s t  r a t o  r .

'MARY UEDA — F i l e  C le rk  (P a r t - t im e )

D u t ie s : A s s i s t  the c h i e f  f i l e  c l e r k  and a ls o  h e lp  in  m in or 
c l e r i c a l  w o rk .

2TJK0 OKINO —  C le rk  T y p is t

D u t ie s : T y p e w r ite s  a l l  em ploym ent fo rm s , t r a n s fe r s  * t e r m i­
n a t io n s ,  e t c . ,  and o th e r  m is c e lla n e o u s  t y p in g .  
A s s is t  In  m aking and f i l i n g  r e p o r t s .

HART MASUDA - C le rk  T y p is t

D u t ie s : T y p e w r ite s  m a t e r ia ls  f o r  O u ts id e  and P r o j e c t  
em ploym ent w h ich  In c lu d e s  l e t t e r s ,  c o p ie s ,  memoran­
dum. A s s is t s  in  g e n e r a l  c l e r i c a l  w ork .

GORQ KUWANO 
TOM TANIMURA —  M essen gers  (P a r t - t im e )

D u t ie s : D e l i v e r  a l l  m essages t o  camp r e s id e n t s  as o rd e r e d  
by th e  d epartm en t h e a d s . D e l i v e r s  i n t e r - o f f i c e  
memoranda* A ls o  p e r fo rm  d a i l y  j a n i t o r i a l  work in  
th e  o f f i c e .

LEAVE DEPARTMENT

, SACHI FITJIKiiWA —  In t e r v ie w e r
1 , • 

D u tiesd  In t e r v ie w s  and ta k e  a p p l ic a t io n s  f o r  i n d e f i n i t e ,
s h o r t  te rm  and s e a s o n a l l e a v e s .

SATSUKI TANIGUCHI —  C le rk  T y p is t

D u t ie s :  Types a l l  n e c e s s a ry  fo rm s in  c o n n e c t io n  w ith
i n d e f i n i t e ,  s h o r t  te rm  and s e a s o n a l l e a v e s .
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MAE OSHITA —  In fo r m a t io n  C le rk

D u t ie s :  Has ch a rge  o f  ainking appo in tm en t f o r  a p p l ic a n t s ,
s e e s  th a t  a l l  n e c e s s a ry  in com in g  and o u tg o in g  form s 
a re  k e p t  in  o r d e r  f o r  each  d a y . A s s i s t  in  c l e r i c a l  
w o rk .

HELEN YAMANO —  S e c r e ta r y

D u t ie s :  Have ch a rge  o f  le a v e  m a s te r  f i l e .  Makes d e p a r tu re
a d v ic e  and a d m is s io n s . K eeps d a i l y  r e c o r d  o f  p e o p le  
l e a v in g  and makes r e p o r t  t o  v a r io u s  d e p a r tm e n ts .

THOMAS MACHIDA —  M essen ger

D u t ie s :  D e l i v e r s  a l l  m essages o f  le a v e  d ep artm en t and 
i n t e r - o f f i c e  memoranda. A ls o  p e r fo rm s  d a i l y  
j a n i t o r i a l  w ork .
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employment d iv is io n  personnel
UNIT I I I

NAME POSITION DUTIES

Akiyama, Shizuo In terview er -  Counselor Acts as recep tion is t; in terviews 
and aids in  p ro ject employment; 
records the re leases and 
assignments on d a ily  in terview  
report; d irec ts  persons to  
various supervisors fo r  d e ta il 
in terview ; helps se lec t outside 
o ffe rs  o f employment*

Ichiyama, Minnie ✓  Manager o f  Seasonal Help rec ru it  seasonal workers 
and f i l l  app lica tion  forms fo r  
each person; takes care o f  a l l  
seasonal contract fo r  Unit I I I ,  
ind ividual and groups; aids 
applicant fo r  outside employment 
in  composing and typing applica­
t ion  le t t e r s ;  aids typing work*

Kadotani, Mack Counselor Interviews and helps se le c t out­
side o f fe r  o f employment; ihforms 
applicant fo r  outside information 
regarding outside conditions; g ive  
d e ta il information on various 
c it ie s  and sta tes .

Morikawa, Michiye -v P ro jec t Employment Types a l l  re leases and notice o f 
assignments; records d a ily  p ro jec t 
employment fo rce  by departments; 
controls quotas o f workers by 
departments; makes occupational 
card fo r  each pro ject worker; 
helps typing and c le r ic a l  work*

Kaneyuki, Carl ^Messenger & Jan itor D elivers a l l  messages fo r  
employment; cleans o f f ic e  da ily*

Nakaji, Henry * A ss*t. Placement O ffic e r Receives p ro jec t outside employ­
ment o f f ic e  a l l  a va ilab le  in fo r ­
mation on the incoming jobs; 
se lec ts  a group o f poten tia l 
applicants fo r  above positions; 
discuss employment opportunity 
w ith each applicant and finds the 
best q u a lified  persons fo r  
ava ilab le  opening; tabulates and 
sets f i l e s  fo r  Eastern Defense 
Clearance and n o t if ie s  the 
rec ip ien ts  that the clearance were 
received  and discuss with them the 
p o s s ib i l i t ie s  o f  re location *



Nishikawa, Yukiye ^ Secretary Supervises o f f ic e  in  general;
receives and issues memorandums 
concerning the o f f ic e ;  makes a l l  
s ta t is t ic a l  records; obtain 
necessary o f f ic e  supplies and e tc .

Ogata, Shigeko F ile  Clerk F ile s  a l l  documents in  the master
fo ld e r ; segregates documents o f 
persons leav ing  center from the 
a c tive  f i l e ;  helps typing and 
c le r ic a l  work.

Owashi, Joe ^U n it Manager

**C lerk-Typ ist — Opening to  be f i l l e d  la te r



LEAVE OFFICE STAFF 
I I I

ARAKAWA, BEATRICE

HIRASHIMA, FUJIKO

KATAHIRA, GEORGE

KIMURA’  KIÏOKO

SADAHIRO, AYAME

WAKE, LILLIAN

Typist Keep short-term records; f i l e ;
type; assist with Project Author­
izations; does other deta il work

Head of In­
definite Leave

✓  Messenger

Charge o f Indefin ite leave-------
student relocation, invitations; 
give information; interviews; 
Interviewer for 126 Revised

Keeps the office clean; de­
livers message and notice; and 
does other errands

Leave Officer

Typi st

File Clerk

Manages; supervises; attend 
meetings; interviews; charge of 
a ll short-term applications; 
admission and departures; inter­
views 126 Revised; checks a ll  
incoming and outgoing messages 
and documents; and assist in 
freights

Takes dicatation; type, assi^b 
with Project Authorizations; 
keeps record of a l l  departees; 
makes reports to Mr. Burge weekly; 
takes care of a ll leave clearances

Assists manager in various clerical 
works; files ; keeps record of 
appointments; assist with Project 
•Authorizations; charge cf Cash 
Assistance



U N I T  I

EMPLOYMENT AND LEAVE OFFICE Recreation Hall #27 September 7, 1943
l* UNIT OFFICE MANAGER Frank Takenaga

Interviews applicants; assumes responsibility for local employment office; supervises and instructs employment and leave office personnel. Able to make own plans, with wide latitude and responsibility for results.
II. ASSISTANT PLACEMENT OFFICER t A N'cy

Receives all information on the incoming jobs; interviews several persons who he believes suitable for the position and discuss the employment pppr- tunity with them; must be able to answer any questions on leave procedures. Also, accumulate as much as factual information as possible as resource material for persons considering relocation.
III. PROJECT EMPLOYMENT OFFICER Mary Terada

Interviews job applicant from viewpoint of an employer to ascertain what work is best suited for his parti­cular abilities. Make a study of employment possibil­ities, contact employer to sell them service of the agency, and refer them to the employer for his con­sideration and selection; advise applicants as to what type of work they are best fitted for with wide lati­tude of independent planning or layout work. To act as assistant manager or manager in the absence of said officer, or upon request. To take full charge of Project employment and supervises student vocational guidances and placement.
IV. INTERVIEWER-COUNSELOR, Project Employment Yone Sasaki

Interviews job applicants from viewpoint of an employ­er to ascertain what work is best suited for his particular abilities; makes s&udy of employment possi­bilities, contacts employer to sell them services of the agency; selects applicants he feels best suited to the position and refers them to the employer for his consideration and selection; advises applicants as to what type of work they are best fitted for.Perform other related clerical work as assigned. With some latitude for independent planning or laying out of work details.
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SECRETARY Shizuko ItoDorothy Mori
Supervise the work of the office, distribute assign­ment to the clerks, obtain necessary information for other departments, take full charge of files and filing, take full charge of the office supplies and issue requisitions when necessary, perform general secretarial work including shorthand and typing.Check all leave papers before forwarding to the Project leave office.
INFORMATION CLERK Satomi OkanoAlice Yoshimura
Receive client or customers coming to the employment office, ascertain the individual’s wants and direct him accordingly; obtain caller’s name and make arrangements for him to see the desired person; directs or shows the callers to his destination in the establishment; keeps a record of name of callers, time to call, nature of business, and person called on. May make future appoint­ments and answer inquiries. May perform a variety of clerical duties as requested.
CLERK TYPIST Tamiko KodamaMary Nakahama
Typewrites letters, reports, and other matters from rough draft or corrected copy; files records and re­ports, makes out bills, answers telephone, sorts and distributes incoming mail, addresses outgoing mail and does other clerical work, performing one or a combination of clerical duties as assigned.
FILE CLERK Mieko HirabayashiIda Tabuchi
Transfers information obtained from reports and re­cords to a card-giving each item a code number and file accordingly.
GENERAL CLERK Michiko FujitaHaruka Oka Manzo Ohye
Perform routine clerical duties, such as keeping daily records and files; and assisting in operating office machines.

T A M »0 /OSHljV*

Messenger Service Toshio Seki
Route and deliver ^all messages, keeps office clean and orderly.
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XI. INTERVTKVJER-C OUNSELOR, Leave Yoriko Mori okaMariko Kondo Yoshiaki Ikeuchi
Interviews job applicant from view point of employer to ascertain what work is best suited for his particular abilities; makes a study of relocation possibilities; counsels applicants on leave procedures.

XIIJ. SECRETARY, Leave Shigeko Tanaka
Assist the Interviewer-Counselor, Leave, on all leave and Outside employment procedures. Do other general clerical duties relating to leave processes.



September 8, 1943

C OLORAfìO RIVER WAR RELOCATION PROJECT 
Poston, Arizona

POSITION

SECRETARY

CHIEF CLERK 

CLERK

SLEEK -  TYPIST

MESSENGER

BAGGAGE AND FREIGHT 
SUPERVISOR

CLERK -  TYPIST

ARRIVAL AND DEPARTURE STATION

NAME

Yoshiko Mori

Mie Mizusawa

Grace Ito  
Fukuji Higashi

Ruby Miyanaga

Samuel Uyeda

Arthur Takanashi

Momoye "Peaches” 
Kinoshita

DUTIES

Keeps record o f a i l  "seasonal” 
and " in d e fin ite "  v is ito r s  and 
prepares meal charges when 
n o t if ie d  o f date o f departure.

Checks cash and prepares d a ily  
cash report

Types telegrams fo r  a n  departees
Types departmental memos
Counter help

Gives a i l  tra v e l information
Takes what d ic ta tion  she nas 

time fo r  and transcribes notes
F ile s  a i i  memos, le t t e r s ,  etc*

Early morning and evening de­
parture clerks

Issue a i l  papers, ra tion  books, 
m ilita ry  passes, t ic k e t vou­
chers, c o lle c t  meal charges 
from v is ito r s

Responsible fo r  a i i  cash intake

Keeps departure records
Types gate passes, m ilita ry  

passes
Prepares Travel Logs fo r  Escorts
Counter help

(D e ta il complicated and must 
be accurate)

Handles o f f ic e  end o f a l l  fr e ig h t  
and hand baggage 

Supervises baggage crew 
W rites le t te r s  and handles Govern­

ment B i l l  o f Lading and Commer­
c ia l  B i l l  o f Lading

Baggage ty p is t  -  types Govern­
ment B i l l  o f Ladings 

Types baggage complaint le t te r s
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POSITION ' NAME DUTIES

BAGGAGEMEN Shigeru Hayashi Morning supervisor of baggage 
crew -  9:00 -  12:00 

4:00 a.m. departure of evacuees 
to Parker to handle baggage, 
supervise baggage tags, etc. 
at station.

Akira Hedani Evening supervisor of baggage 
crew

8:00 p.m. departure of evacuees 
to Parker to handle baggage, 
supervise baggage tags, etc. 
at station.

BAGGAGE RUSTLERS Koji Fukawa
Roy Horiye 
Howard Inao 
George Koga 
Ken Obata

Collect freight and baggage from 
Camps 1, 2, and 3.

Go to Parker each day and handle 
freight at station and set 
baggage in order for evening 
and morning departures.



Septem ber 17, 1943

MEMO TO: I o h i r o  Nakajim a
R esea roh  S u p e rv is o r  

FROM: John 0 . H u n ter
P r o j e c t  le a v e  O f f i c e r

SUBJECT: Evacuee P e rs o n n e l and D u t ie s ,  P r o j e c t  le a v e  o f f i c e

E x e c u t iv e  A s s is t a n t :  R e s p o n s ib le  under th e  P r o j e c t  l e a v e  O f f i c e r  
f o r  a l l  a c t i v i t i e s  o f  th e  l e a v e  O f f i c e *  He i s  one o f  
th e  a p p ro v a l o f f i c e r s  r e s p e c t in g  th e  v a r io u s  fo rm s  o f  
l e a v e s — i n d e f i n i t e ,  s e a s o n a l^  s h o r t - t e r m , e t c . ; p r e p a re s  
l e t t e r s ,  t e l e t y p e s ,  t e le g r a m s ,  e t c . ,  f o r  a p p ro v a l o r  
s ig n a tu r e  o f  P r o j e c t  l e a v e  O f f i c e r ;  s u p e r v is e s  a c t i v i ­
t i e s  o f  o f f i c e  s t a f f ;  c h i e f  c o n s u lta n t  w ith  in d iv id u a ls  
d e s i r in g  le a v e ;  a u d it s  f i n a n c i a l  a s s is ta n c e  a p p l ic a t io n s  
and in  e v e r y  r e s p e c t  i s  th e  f i r s t  a d m in is t r a t iv e  o f f i c e r  
u nder th e  P r o j e c t  le a v e  O f f i c e r .

l e a v e  A s s is t a n t :  T h is  p o s i t i o n  was s e t  up e s p e c i a l l y  f o r  s h o r t ­
term  le a v e .  He a i d s , i n ’ p r o c e s s in g  s h o r t - t e rm  and 
s tu d en t le a v e  a p p l i c a t i o n s  and a c t s  as c o n s u lta n t  to  
th e  e va cu ees  on p rob lem s  r e la t e d  t h e r e t o ;  more s p e c i ­
f i c a l l y  r e - c h e c k s  th e  a p p l i c a t io n s  f o r  e l i g i b i l i t y  
and s u f f i c i e n c y  o f  rea so n s  f o r  th e  le a v e s .  He a ls o  
h a n d les  a p p l i c a t io n s  f o r  E a s te rn  D e fen s e  Command 
c le a r a n c e s  and a s s i s t s  th e  P r o j e c t  le a v e  O f f i c e r  from  
tim e t o  t im e  i f  o c c a s io n  p e rm its  in  h a n d lin g  o th e r  
p rob lem s  r e l a t e d  to  th e  le a v e  o f f i c e .

O f f i c e  A s s is t a n t :  A id s  in  p r o c e s s in g  i n d e f i n i t e  le a v e  a p p l ic a ­
t io n s  w ith  p a r t i c u l a r  r e s p e c t  t o  m a il in g  i n d e f i n i t e  
and s e a s o n a l c a rd  p e rm its  to  th o s e  who l e f t  th e  p r o j e c t  
b e fo r e  p h o to g ra p h s  w ere  ta k e n  and ca rd  p e rm it  was is s u e d , 
o r  in  ca ses  w h ere  s e a s o n a l l e a v e s  a r e  changed t o  in d e f in ­
i t e  le a v e s  when th e  in d iv id u a ls  a f f e c t e d  a re  away from  
th e  p r o j e c t ;  p r e p a r e s  r e p o r t s  o f  s t a t i s t i c a l  n a tu re ; 
a t te n d s  to  c o m p le t io n  o f  a p p l ic a t io n s  f o r  c le a r a n c e ;  
c a r e s  f o r  o th e r  m is c e lla n e o u s  o f f i c e  d u t ie s .

S r. le a v e  C o n s u lta n t : A id s  in  le a v e  p r o c e s s in g  w h ich  in c lu d e s
ch eck in g  as  t o  e l i g i b i l i t y ,  em ploym ent o f f e r ,  h o s p i t a l ­
i t y ,  o r  o th e r  a rra n gem en t, e t c . ,  c o u n se ls  w ith  a p p l ic a n ts  
r e s p e c t in g  p u rp osed  le a v e s  and has c o n s id e r a b le  re sp o n ­
s i b i l i t y  in  m a t te r s  r e l a t i n g  t o  s tu d e n t  l e a v e ;  p r e p a r e s  
w ir e s  to  r e l o c a t i o n  o f f i c e r s  r e g a rd in g  tim e o f  d e p a r tu re  
and e x p e c te d  a r r i v a l  a t d e s t in a t io n  o f  th o s e  le a v in g  
th e  p r o j e c t  f o r  r e l o c a t i o n ;  makes a p p l i c a t i o n  and k eeps  
c a rd  f i l e  r e l a t i n g  to  E a s te rn  D e fen se  command c le a r a n c e ;  
a t te n d s  t o  g e n e r a l  o f f i c e  work a s  may be r e q u ir e d .
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S e c r e t a r y :  A t te n d s  t o  s te n o g ra p h ic  w ork  f o r  P r o j e c t  l e a v e  O f f i c e r ;
d i s t r ib u t e s  m a i l  u n d er d i r e c t i o n  o f  P r o j e c t  L ea ve  O f f i c e r ;  
p r e p a r e s  f o r  P r o j e c t  le a v e  O f f i c e r  a l l  o u tg o in g  te le g ra m s  
and la k e s  c o p ie s  o f  in com ing t e le g r a m s ;  k eep s  im p o r ta n t 
m a tte r s  r e l a t i n g  to  c o rre sp o n d en ce  b e fo r e  th e  P r o j e c t  
l e a v e  O f f i c e r  u n t i l  a c t io n  o f  c o m p le t io n  i s  made; g i v e s  
s p e c i a l  a t t e n t io n  t o  k e e p ir^  th e  P r o j e c t  l e a v e  O f f i c e r s  
desk  in  o r d e r .

F in a n c ia l  A s s is ta n c e  C le r k :  P o es  a l l  p r e p a r a t io n  and c o m p u ta tio n  
r e l a t i n g  t o  f i n a n c i a l  a s s is ta n c e  g r a n ts  in  com p lian ce  
w ith  a d m in is t r a t iv e  in s t r u c t io n s ;  r e s p o n s ib le  f o r  t r a n s ­
m i t t a l  o f  a p p l i c a t i o n s  to  f i s c a l  d i v i s i o n  and f o r  m aking 
r e q u ir e d  r e p o r t s  o f  f i n a n c i a l  a s s is t a n c e  a llo w e d , e t c ,

S te n o -C le rk :  A tte n d s  to s te n o g ra p h ic  w ork  f o r  e x e c u t iv e  a s s i s t a n t ,  
and le a v e  a s s is t a n t ;  a t t e n d s  t o  t y p in g  in  p r e p a r a t io n  o f  
t r a n s f e r ,  s h o r t - te rm  le a v e  fO£fns; t im e  k e ep e r  fo r  l e a v e  
O f f i c e ;  answ ers te le p h o n e  f o r  l e a v e  O f f i c e ;  a t t e n d s  to  
o th e r  m is c e l la n e o u s  o f f i c e  d u t ie s «

T y p is t  S u p e r v is o r :  Has g e n e r a l  d i r e c t i o n  and s u p e r v is io n  of th r e e  
a s s is t a n t  c l e r k  t y p i s t s ;  a t t e n d s  to  m a tte r s  o f  c o m p le t io n  
r e l a t i n g  t o  l e a v e  p r o c e s s in g  in c lu d in g  t r a n s m it t a l  o f  
p e rm its  f o r  P r o j e c t  P i r e c t o r *  s s ig n a tu r e ;  checks f i l i n g  
o f  a l l  p a p e rs  r e l a t i n g  to  le a v e  in  in d iv id u a l  f o l d e r s ;  
ch ecks  p e rm it  numbers, s e a s o n a l c o n t r a c t  numbers, d ep a r tu re  
d a te s , e x p i r a t i o n  d a te s ; t r a n s m its  p e rm it  ca rd s  to  
P h o to g ra p h y  P ep a rtm en t; ty p e s  WRA 132 and o th e r  fo rm s 
r e l a t i n g  to  l e a v e  p ro c e d u re ; r e c o rd s  i n d e f i n i t e ,  s e a s o n a l 
s h o r t  te rm  le a v e s  and makes d a i l y  r e p o r t s  o f  l e a v e s  is s u e d  
to  p o p u la t io n  d i v i s i o n  and r e c o rd  d ep a rtm en t; a t t e n d s  to 
o th e r  g e n e r a l  d u t ie s  r e l a t in g  to  l e a v e  O f f i c e *

A s s is t a n t  C le rk  T y p is t :  A t te n d s  t o  t y p in g  o f  v a r io u s  f o r m s r r e la t in g  
t o  l e a v e  p r o c e s s in g ;  a s s i s t s  g e n e r a l l y  in  c a r r y in g  out 
d u t ie s  as  d e s c r ib e d  f o r  th e  t y p i s t  c l e r k  super v i s o r ,

M SSSdnger: C ares  f o r  m essen ger  s e r v i c e  r e q u ir e d  b e tw een  le a v e  
O f f i c e  and v a r io u s  departm en ts  o f  th e  p r o j e c t ;  a s s i s t s  
r e c e p t i o n i s t  a t  main e n tra n c e ; a t te n d s  to  v a r io u s  m is­
c e l la n e o u s  d u t ie s  around  th e  g e n e r a l  o f f i c e .

A s s is t a n t  C le rk  to  F in a n c ia l  A s s is ta n c e  C le rk : A s s i s t s  and w orks 
u n d er d i r e c t i o n  o f  F in a n c ia l  A s s is ta n c e  £ le r k ;  p r e p a r e s  
a p p l i c a t i o n  and makes com p u ta tion  r e l a t i v e  to  f i n a n c i a l  
a s s is ta n c e  in  c o m p lia n ce  w ith  a d m in is t r a t iv e  in s t r u c t io n *



October 12, 1943

I I .

I I I .

JOB DESCRIPTION

Marian Orida Stenographer 
Nam®

OutsId® Employ meat 
Department

OUTSIDE EMPLOYMENT BULLETIN (D istributed d a ily  with exception o f Mondays)

A. Handling o f Incoming T®JRA approved job o ffe rs
1. Give code number2. Type f iv e  copies o f each o f fe r ;  a lso card with employer* s name 

and address, No ¿I o f o ffe f^ c th e  IRA o f f ic e r  from whom o f fe r  was 
rece ived , and the position  open. The o r ig in a l o f fe r ,  typed copies, 
and card are a l l  placed in a sianila fo ld e r  with the No. o f the 
o f fe r  whitton on the fla p .

B. Condensing
1. The typed o ffe rs  are condensed as b r ie f ly  as possible fo r  the 

Outside Employment B u lle tin .
2. A; typ is t types out a rough d ra ft o f b u lle t in  as the o ffe rs  are 

condensed by a condenser.

C. Cut S ten c il from Rough D raft.

D. Sid® Sheet. A side sheet containing the nam« and:addresses o f persons 
who submitted the o ffe rs  are made out fo r  each Outside Employe* at Bu lle­
t in .  The side sheet together with copies o f each o f fe r  are sent down
to the unit employment o f f ic e s  with the Outside Employment B u lle tin .

E. From the cars, the o ffe rs  are recorded in  the Outside Employment binder. 
The applicants o f these job o ffe rs  are recorded in this binder.

F. F i le  fo ld ers  mumberically in the cabinet and the card3 a lphabetica lly  
in the card f i l e .

EXPIRED OFFERS. (O ffers expire in  f i f t e e n  days)

Form le t t e r s  n o tify in g  the exp iration  o f  o ffe rs  are sent out to  WRA o ff ic e s  
from where the o ffe rs  were submitted. Also the fo ld ers  fo r  these o f fe r s  
are placed from the running f i l e  to  the dead f i l e .

TAKING DICTATION AND TRANSCRIBING NOTES. L e tters , memoranda, telegrams, 
and other miscellaneous m ateria l.

L e tte rs - 1 o r ig in a l, 3 carbons (unless otherwise d irected )
Telegrams- 1 o r ig in a l ®md duplicate (duplicate copy to  be f i l e d  u n til 

o f f ic e  copy from telegram  dept, returns)



October 14, 1945

JOB DESCRIPTION

Kiyoko Morinaga File Clerk Outside Employment

I. Incoming Telegrams
A. Jcb Offers

1. Check the individual's project address
2. Make 1 or more copy depending on the number of individuals 

indicated on the telegram and notify the individual through the 
Unit Employment Offices by sending it out with a route slip or 
memorandum attached to the copy and requesting for answer if 
needed.

5*  File the -original in the master file if no answer is needed, other­
wise keep it pending until a reply is received from the individual 
or Employment Office. If a reply is received proceed accordingly 
and file in Master File.

B. Invitations
1. Process same as above Incoming Job Offers.
2. Keep record of all Incoming Invitations

II. Outgoing Telegrams
A. Requests for approval

1. Keep pending in the Alphabetical Pending File until an answer is
received from the WRA officers either approving or disapproving the 
offer. Then process same as Incoming Telegrams.

III. Incoming Letters —  Process same as Incoming Telegrams
IV. Bulletin

A. Job Offers
1. Type 1 original and 4 copies
2. Prepare cards and folders

B. Condense and cut stencil



September 9, 1943

JOB DESCRIPTION

Assko Ohno Asst. Manager 
Name

1. Incoming Telegrams:

a. Job Offer- Code and put telegram in offers to be typed box
b. Invitation- Check in master f i le  for project address- make 

two copies of the teletype or telegram. Send two copies to 
the Employment Office with a memorandum. File the original 
in the Master File.

c. Job Offer- Specified to a particular person. Check project 
address and send two copies of the teletype to Fmployment 
Office. I f  teletype requires reply have Unit Employment office 
send on© copy of the teletype back with his or her decision.
Always f i le  the original in the Master Files.

2. Coded Job Offers

a. Make 1 original and 4 copies of each job offer. Make 1 card 
with mam® snd address of the employer with the code number and 
Relocation Officer’ s name, and type of job and number of posi­
tions open,

3. Job offer Folders

a. File numerically after job has been released on bulletin.
b. When $obs are expired take the coded job offers out of the fclders. 

Make a jacket and put the name, address, and code number. File awa 
numerically.

4. Miscellaneous F il img

a. Letters: Check project address and send 1 copy of letter to unit 
Employment Office. File the, original in the Master Files.

b. Letters, that do not pertain to any one person and is not a job 
offer, file  under relocation officers.

5. ¿Telegrams and letters asking for approval

a. File temporarily in alphabetical order until the teletype comes 
in from relocation officer approving or disapproving the offer.
Then process same as invitation.

Outside Employment 
Department



October 15, 1943
JOB DESCRIPTION

Mar i ko °akamoto Typ is t-c le rk

I. Outside Employment

A. Ooded Job Offers
1. Make 5 copies ( l  original and 4 carbon)

(a) 2 copies for Unit I
(b) Copy to Unit II
(c) Copy to Unit I I I
(d) Copy for office f i le

2. Make cards
(a) Code number
(b) Name and address of employer
(c) Relocation Officer's name 
(&1 Type of job
(e) Number of position open

3. Place in manilia with the nukber on the flap of the folder

B. Side Sheet
1. distributed to each Unit Office with the job offers.
2. Contains name and address of employer, code number and WRA 

OfficerPs name.

C. Recording
1. Stamp date of the day the bulletin is to be distributed.
2. Record in binder

(a ) -Code number
(b) Date that is stamped on card
(c) Name of Relocation Officer
(d) Name and address of employer
(e) Position and number of person wanted for the job.

D. f ilin g
1. File a ll card alphabetically after recorded in binder.

E. Expired Offers
1. Offers expried in fifteen days.
2. Send out form letter to a ll WRA Officers

F. Miscellaneous
1. Straight copies work
2. Make copies of telegram



October 13, 1943

Yosfeiye Hashimoto Typist-c lerk  Outside Employment

I. Bulletin
A. Job Offers

1. Make copies for each unit
2, Make cards and folders

B. Condense and cut stencil
C. Side Sheet

1. Name and Address of employer
2. Sent copies to unit offices

D. Record offers in binder
E. File folders numberic&lly in f i le  cabinet
F. File cards alphabetically

II. Expired Offers
A. Notify employer in fifteen days
B. Make and sent out form letters to:

1. Relocation Officer
2. Employer

III . Typing
A* Offers
B. Miscellanous

IV. Phone
A. Answer and take messages
B .. Call John Doe to the Phone



September 9, 1943

JOB DESCRIPTION

Mary Qkubo Stenographer 
Name

Outside Employment 
Department

I .  Take D ictation from Tats Kushida, Mgr., Outside Employ meat.
I I .  Transcribe Shorthand Notes.

I l l *  Type le t t e r s ,  miscellaneous memoranda, telegrams and te le typ es , and 
I I I ,  o ffe rs  o f  employment which are sent in  from outside the p ro ject.
IV . Condense o ffe rs  o f  employment and cut s ten c il in condensed form.

V. When typing le t t e r s  to go to WRA. F ie ld  O ffic es , 5 copies are typed
(1 o r ig in a l and 4 second sheets ). One copy is  sent along with o r ig in a l, 
one copy is  retained fo r  o f f ic e  f i l e s  and two copies are sent to 
Mails and F ile s .

VT* Answer telephone and take any messages.

V II .  Miscellaneous f i l in g .

V I I I .  Occasional d ic ta tion  from people, other than Mr. Kushida

IX. Perform other duties as assigned.



Census O f f i c e

1.

3.

5 .

C h a r le s  H ir a ta  M anager

D u t ie s ;  Has th e  r e s p o n s ib i l t y  and th e  s u p e r v is io n
o f  th e  work o f  th e  o f f i c e  o f  U n it  I  -  A ls o ,  
in  a d d i t io n  f o r  a l l  th r e e  u n i t s ,  h a n d le s  
th e  c o rre sp o n d en ce  -  ch eck s , p r e p a r e  and 
tra n s m its  to  W ash ington  le a v e  c le a r a n c e  
a p p l i c a t i o n s  ÏÏRA-126 R e v . and WRA-26 R e v . 
and to  Ban F ra n c is c o  th e  SDR fo rm s  D -3 , -  
I n t e r v ie w in g  and S t a t i s t i c a l  w ork .

M izush im a I s s e i  I n t e r v ie w e r

D u t ie s ; F i e l d  in t e r v i e w s ,  e s p e c i a l l y  a l i e n  e v a c u e e s , 
and s p e c ia l  r e q u e s ts  f o r  r e - i n t e r v i e w  f o r  
c o r r e c t io n s  and a d d i t i o n a l  in fo r m a t io n  -  
S t a t i s t i c a l  w ork - in t e r p r e t  and t r a n s la t e  
E n g lis h  and J a p a n ese .

S. Ik ed a  C le rk  T y p is t

D u t ie s ;  G en era l s e c r e t a r i a l  work -  I n t e r v ie w e r  in
o f f i c e  (p e rs o n s  a p p ly in g  f o r  l e a v e  c le a r a n c e ,  
m is s in g  r e c o r d s ,  and p e rs o n s  ju s t  tu rn ed  17 
y e a r s  o f  a g e )  -  p r e p a r e  c o p ie s  o f  WRA-126 R e v . 
and WRA-26 and make o u t  a p p ro v a l fo rm s  f o r  
In t e r n a l  S e c u r i t y  O f f i c e  and th e  U n it  A d m in is ­
t r a t o r s ,

M. Okim oto '■ C le rk  T y p is t

D u t ie s ;  G en era l s e c r e t a r i a l  work -  c o m p ila t io n  o f
s t a t i s t i c s  and t r a n s c r ib e  r e c o r d s  -  Keep up 
to  d a te  and p re p a re  to  be s en t to  San F ra n c is c o  
fo rm s  SDR S -3 . Type WRA-26 and Form S-3 f o r  
t r a n s fe r e e s  -  a ls o  d o es  in t e r v i e w  work when 
n e c e s s a r y .

H. Izumo G en era l C le rk

D u t ie s ;  G en era l c l e r i c a l  d u t ie s  -  ch a rg e  o f  in fo r m a t io n  
desk  ( F a m ily  num bers, b i r t n d a t e s ,  b i r t h p la c e ,  
a d d re s s e s  e t c . )  — keep  up to  d a te  d i r e c t o r i e s  
o f  u n it s  1 , 2 and 3 -  Keep t r a c k  o f  movements o f  
evacu ees  w ith in  th e  p r o j e c t  -  p r e p a r e  l i s t  o f  
names to  be s en t to  WRA r e l o c a t i o n  o f f i c e s  (B o is e ,  
Idaho and C le v e la n d ,  O h io ) .  Keep f i l e s  in  o r d e r .



C o lo ra d o  R iv e r  War R e lo c a t io n  p r o j e c t  
P o s to n , A r iz o n a

Septem ber S , 1943

MEMO TO: Census U n it  I

CCensus U n it  I I

SUBJECT: D u tie s  o f  a Census S e c r e t a r y  
and an In t e r v ie w e r

Duties

1 . Keep  WRA Form N o. 2 6 *s u p - t o -d a t e  and c o m p le te , as 
f o l l o w s :

In t e r v ie w  newcomers ( in t e r n e e s ,  and t r a n s f e r e e s )  
E x t r a c t  r e c o rd s  o f  d ecea sed  p e r s o n s .
Pu t n o ta t io n s  on th e  Census r e c o rd s  o f  th o s e  on 
i n d e f i n i t e  l e a v e s .
C o r r e c t  any e r r o r s  found in  r e c o r d s .

2 . answ er in q u i r i e s  as t o  w h ereab ou ts  o f  p e rs o n s , b o th  
by c a l l e r s , '  and by  m a i l .

3 . Send Form N o. 2 6 *s o f  th o s e  on i n d e f i n i t e  le a v e s  to * 
W .R .A . in  E ast when asked  f o r .

4 . Send r e c o rd s  o f  th o s e  who le a v e  f o r  a n o th e r  c e n te r  
t o  th e  F a m ily  W e lfa r e  D epartm en t.

5 . Keep  a com p le te  l i s t  le a v e s  and a d m is s io n s .

6 . Keep d i r e c t o r i e s  o f  b i r t h d a t e s ,  SDR Numbers, fo rm e r  
a d d re s s e s , p h y s ic a l  d e f e c t s ,  and a l i e n  r e g i s t r a t i o n  
num bers.

7 . Make S o c ia l  D ata R e g is t r a t i o n  form s f o r  new a r r i v a l s .

8 . Type ou t Census fo rm s f o r  th e  F a m ily  W e lfa r e  D e p a r t­
m ent, L ea ve  O f f i c e ,  and f o r  Camp One and Th ree  Census 
D epartm en t§ ,  w henever r e q u e s te d .

Census



COLORADO RIVER WAR RELOCATION PROJECT September 8, 1943

MEMO TO: MR. C. HIRATA UNIT I CENSUS 
FROM: UNIT III CENSUS
SUBJECT: CENSUS WORKERS AND THEIR POSITION

Here are the p o s i t i o n  and t3/pes of work the cemp 3 Census girls are d oing.
Rose Tateishi

Alice Morioka 

May Mori
sheet, and types out all forms to various departments.

Manager Manages and takes charge ofeverything and sees to it that everything is done just right, also works as statistician.
Interviewer Interviews all newcomers, keeps the Daily Population accurate, and records all leaves.
Gen’l Office Takes charges of filing individual & File Clerk records also takes charge of time



JOB DESCRIPTION

R E S E A R C H  D E P A R T M E N T

RESEARCH SUPERVISOR

He is  in charge of the Research Department, the function of 
which is  to gather, analyze, and interpret data regarding 
"outside” condition and project employment.

He will aid in establishing system and procedures in regards 
to file s  and records of the Employment Branch.

He will be in charge of the record keeping or bookkeeping of 
the Employment Branch regarding project employment.

He will aid the Chief in carrying through employment policies 
established by Washington.

He w ill aid in establishing and maintaining the Relocation 
Libraries.

RELOCATION LIBRARY SECRETARY

He is in charge of searching for, gathering or collecting, 
presenting, and routing a ll information on "outside” con­
dition. He w ill take a ll necessary steps in accomplishing 
the above (find sources, establish contacts, correspond, make 
purchase requests, etc.), H© w ill keep track of a ll incom­
ing material, catalogues them, makes necessary copies, pre­
pares them for effective presentation, and routes them to 
the Relocation Reading Rooms of Libraries or to the Supervisor 
for stu^y• He w ill know what material are lacking and will 
take steps to see that they are filled .

He will keep the counselors informed as to what material are 
available.

He w ill be in charge of supplies and equipments for the Read­
ing Rooms.

He w ill make a ll necessary reports (material, supplies, equip­
ments, requisitions, etc.).



i
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JOB DESCRIPTION

R E S E A R C H  D E P A R T M E N T

TYPIST CLERK

He will do the typing and clerical work for the Relocation 
Library Secretary and the Research Supervisor.

STATISTICIAN '
In charge of the statistical work of the Employment Branch.

He prepares a ll reports for the %ployment Branch. He plans 
methods and ways of obtaining accurate and uniform data for 
reports from the various departments of the Employment Branch.

He w ill make a ll necessary surveys and studies concerning re­
location and project employment. He must be cognizant of the 
problems of the Branch (both present and future) in order to 
carry on surveys and studies which will give the Chief facts 
to cope with such problems and aid him in deciding theVmethod 
of approach.

He will have^allne<^ssary_files and records for any regular 
reports or stu^\established and'maintained

TYPIST CLERK

He will do a ll necessary typing and clerical work for the 
statistician. He w ill aid the statistician in compilation 
and computation of data for reports and studies. He w ill 
keep a f i le  of reports, surveys, and studies. He w ill also 
keep a up-to-date f i le  of ary pertinent data.



JOB DESCRIPTION
Employment Division

RATION DEPARTMENT

Manager:
The duties of the Manager is to process all gasoline 

applications, ration books No» 1 and 2 application, shoe 
stamp applications, and other priority applications to Parker 
Ration Board. Write memorandums and letters» Keep office 
supplies up.

Typist Clerk:
The duties of the typist clerk is to keep all ration 

book and shoe stamp files in order. Check each incoming and 
outgoing applications with the file. Type memorandum for shoe 
stamps to each block manager. Sends ration books 1 and 2 to 
Departure Station upon their presentation of Pass Register.



Employment Division

irv
JOB DESCRIPTION

FILES

HEAD CLERK
1. In general to Supervise the files and is res 

ponsible for its function and maintenance*
2* See that procedure and rules are followed.
3. Consult department heads when necessary.
4. See that necessary information comes through. 
5̂  Make changes when necessary.

FILE CLERKS
1.
2*
3.

4.

Check outgoing and incoming folders.
Keep card files up-to-date. 'Inserting and extracting folders and filing materials; 
wires, communications, applications, permits, etc., 
into proper folders*Inserting folders into proper places: indefinite, 
short-term, seasonal, transfers, death, or master files



JOB DESCRIPTION
Employment Division

SEASONAL DEPARTMENT

It is the duty of the manager of the Seasonal Department upon re­
ceipt of any contracts to analyze them, to see that the proper ap­
proval has been endorsed and to submit the contract to the unit office. 
He shall make the necessary arrangements for such departures on ail 
seasonal leaves, any conduction with the workers, the unit office and 
the departure station. He is also responsible in keeping the taoula- 
tion on the number of people out on seasonal leave knowing their 
place of employment, name of employer and the expected return from 
such employment. Together with the relocation officers he acts in the 
capacity of a metalman between workers and the employer.



Employment Division
JOB DESCRIPTION

SEASONAL DEPARTMENT

CLERK-TYPIST

My duties are:
1. Take dictation and transcribe same in proper form.
2« Keep tabulation of persons who are out on seasonal leave, 

their place of employment, name of employer and when they 
are expected to return from employment.

3. Fill unemployment compensation forms when instructed to 
do so •

4. Perform other duties that are necessary.



Employment division

JOB DESCRIPTION

EMPLOYMENT DEPARTMENT 
UNIT II

UNIT OFFICE MANAGER
Overseer of Unit II Relocation Office personnel and activ' 
ities*

ASSISTANT PLACEMENT OFFICER
Interviews and counsels potential groups of applicants for the 
incoming outside job offers* Discuss employment opportunities 
and placement of qualified person for the available openings*

PROJECT EMPLOYMENT OFFICER
Handles all employment affairs within the Project. Reviews 
transfers, discharges, quotas, compensation, etc*

INFORMATION CLERK
Receives employment applicants, both outside and Project, com­
ing into the office. Gives information, ascertain the indiv­
iduals wants and directs them accordingly. Keep daily check 
of number of callers.

INTERVIEWER-C OUNSELOR
Interviews job applicants for Project employment to ascertain 
what work is best suited for his particular, makes study of 
employment possibilities*



SECRETARY
Secretary to the Manager. Performs general office work, taking 
and transcribing dictation. Also, secretary to placement offi- 
er.

GENERAL CLERK
Compiles regular and special reports for the use of Ideal and 
Project Office. Does general routine clerical work.

FILE CLERK
Keeps Outside and Project employment correspondences, cards, re­
ceipts and other records arranged systematically in file cabinets. 
Makes dail> report to Unit Administrator.

FILE CLERK (Part-time)
Assist the chief file clerk and also help in minor clerical work.

CLERK TYPIST
Typewrites materials for Outside and Project employment which in­
cludes letters, copies, memorandum. Assists in general clerical 
work.

MESSENGERS (Part-time)
Deliver all messages to camp residents as ordered by the depart­
ment heads. Delivers inter-office memoranda,. Also perform daily 
janitorial work in the office.



Employment Division
m  3«

LEAVE DEPARTMENT

INTERVIEWER
Interviews and take applications for indefinite, siiort term 
and seasonal leaves»

CLERK TYPIST
Types all necessary forms in connection with indefinite, short 
term and seasonal leaves»

INFORMATION CLERK
Has charge of making appointment for applicants, sees that all 
necessary incoming and outgoing forms are kept in order for 
each day. Assist in clerical work.

SECRETARY

Have charge of leave master file. Makes departure auvice and 
admissions. Keeps daily record of people leaving and makes 
report to various departments.

MESSENGER
Delivers all messages of leave department and inter-office 
memoranda. Also performs daily janitorial work.


