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DATE:

June 24, 2003

TO:
Employees Occupying Positions Included in the Administrative Support Personnel Management Survey

FROM:

Ginny Richert 



UW System Administration 

SUBJECT:
Administrative Support Personnel Management Survey

This letter is intended to provide you with information regarding a review of the position you occupy by the UW System Administration and the Department of Employment Relations.

Background

In September of 2000, at the request of the Wisconsin State Employees Union (WSEU) and state agencies, the Department of Employment Relations (DER) began a review of selected classifications in the administrative support unit occupational area.  This review was conducted in three (3) phases.  Phase 1 included the classifications of Clerical Assistant 2, Word Processing Operator 1-3, Typist, Typist Lead, Technical Typist Entry-Senior, and the Typesetting System Input Operator 1and 2.  Phase 2 included the Program Assistant 1 and 2 and the Secretary 1 and 2 classifications and Phase 3, the Program Assistant 3 and 4 classifications.

The jobs covered by this survey were last reviewed through the formal survey process in the late 1970s.  Over this period of time the original concepts of this classification series had eroded and a number of problems were identified by DER staff including such things as changes in duties and responsibilities employees perform, the evolution of program areas utilizing the very general series to describe positions requiring specialized knowledge, skills and abilities, and misinterpretation of specific level definitions within the Program Assistant 1-4 classification series.

Survey results are intended to address each of these problem areas by acknowledging the changes in duties and responsibilities, creating new, more specific classification series where appropriate, and establishing clearer definitions used by human resources professionals throughout state government to ensure more equitable treatment of these positions across state service.

This survey impacts all state agencies and has been given the highest priority within DER.

Survey Methodology 

This personnel management survey is being conducted using the whole job methodology.  This means job content information is gathered by human resource professionals specifically trained in job evaluation techniques.  The information is typically gathered either by questionnaire or structured on-site field audits of jobs.  Jobs are then grouped together to form common classes based upon an analysis of the whole job considering such factors as duties, responsibilities and the authority delegated to the position.

A study of the Phase 1 classes was completed during the 2001-2003 negotiations and implemented effective May 18, 2003.  The following actions were implemented in Bulletin MRS-SC-154 (on the DER website at http://der.state.wi.us/home/pdf/mrssc-154.pdf).
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Relatively early in the survey process the University of Wisconsin System identified  a need to create some agency-specific classes.  Those new classifications are Dean Assistant, Medical Program Assistant, Medical Program Assistant Associate, Medical Program Assistant Senior and Medical Staff Assistant.  Those classifications were implemented, after reaching agreement on the pay range assignments with WSEU, and announced in the May 18, 2003, bulletin. 

Phase 2 began with the distribution of a questionnaire to the over 3000 employees in the Program Assistant 1 and 2 and the Secretary 1 and 2 classifications.  Statistical tools were used to provide a broad picture of work categories within the positions included in this survey.

Along with the information gained from the questionnaires, the Bureau of Agency Services staff at DER and Human Resources staff from the affected state agencies interviewed more than 300 (roughly 10%) of the individuals in positions in these classes.  The purpose of the interviews was to gather more detailed information regarding specific job duties, work environment, reporting relationships, independence, scope of responsibility, level of authority, knowledge required, etc. 

As the survey progressed, it became apparent to the survey staff that Phases 2 and 3 needed to be conducted simultaneously in order to study the relationships, similarities, and dissimilarities between all levels of Program Assistant positions. 

Survey staff then interviewed approximately 300 (approximately 20%) of the Program Assistant 3 and 4 positions, analyzed the information gathered from these interviews and reviewed Position Descriptions in order to group those positions that performed similar duties, both across agencies and within an agency.

The next step in the survey process is to determine if it will be necessary to create additional new classes and, if so, how the new classification structure will be designed.  DER and the agency coordinators are presently working on this step.

Agency survey coordinators identify employees occupying positions representative of the work performed.   They also provide DER with program information to provide a better understanding of the program areas.  In addition, agency and campus survey coordinators will recommend the placement of each employee’s position within the new classification structure prior to actual survey implementation.  When the survey is completed, DER will present the results to your authorized collective bargaining representative (AFSCME Council 24, WSEU) for negotiation of the pay ranges of the new or modified classifications.

We hope this information is helpful in understanding the personnel management survey process as it affects the position you occupy and that it addresses many of your questions.  Thank you all for your patience and cooperation during this process.
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Universities:  Madison, Milwaukee, Eau Claire, Green Bay, La Crosse, Oshkosh, Parkside, Platteville, River Falls, Stevens Point, Stout, Superior, Whitewater.  Colleges:  Baraboo/Sauk County, Barron County, Fond du Lac County, Fox Valley, Manitowoc, Marathon County, Marinette, Marshfield/Wood County, Richland, Rock County, Sheboygan, Washington County, Waukesha.  Extension:  Statewide.


