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ABSTRACT

This manpal provides a basic guide to wage and salary
administration at smaller institutions of higher
education-~ingtitutions with 400 or fewer full-time nonacademic
employees and a relatively uncomplicated administrative organization.

" Emphasis is placed on definitions and benefits of the process,

assigning responsibility and authority, deciding which jobs are to be
evaluated, determining the evaluation approach, establishing
cospensation policy, and assuring program maintenance and review.
Appendices include a government bulletin on equal pay, a job
classification plan, job description questionnaire form, sample of a
description of duties, summary of grade levels and pay scales at a
sample institution, sample class specifications, definitions of
teras, and a bibliography. (MJIN)
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THIS MANUAL is experimental in furm and scope,
prepared for testing at the smaller institutions to
which it is addressed and for use as an instructional
handbook at workshops planned for 1974-1975. Sug-
gestions for modification or refinement will be wel-
comed by NACUBQO and will be incorporated, as
appropriate, in preparation of a revised edition in
1976.
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FOREWORD

This manual has been prepared in the hope that it will
meet the need of smaller academic institutions for a
basic gride to wage and salary administration. The idea
for its preparation came originally from NACUBO'
Committee on Programs for Small Colleges. and the
concept subsequently was refined in a large number of
committee and interassociation consultations, in an
effort to discover what Kind of guidelines and exhibits
migatt be most suitable and helpful. This publication is
the result. )
The “smaller institution™ visualized herein is the
institution (two-year or four-year) with 4X) or fewer
full-time non-academic employees and a relatively
uncomplicated administrative organization. and this
manual is intended primarily for wage and salary ad-

ministration for cimployees who are not exempt from

the overtime provisions of the Fair Labor Standirds
Act. But that is for visualization only. The guidelines
will have proved their value if they are found useful by
any institution secking to develop a wage and salary
administration program that is straightiorward and
simple in design and responsive to sound management
principle.

NACUBO is pleased to publish this manual. as-
suming tull responsibility for form and content. As has
been suggested, however, the manual is the product of
a wide combination of contributions. for all of which
NACUBQ is grateful. To the eontinuing interest of the
Small Colleges Committee, under the chaimmanship of
A. Dean Buchanan, of California Iutheran College,

was added that of the Personnel Committee, headed
by Carl Kasten. of Drake University. The whole effort
benefited throughout from counsel provided by and
through the College and Univensity Personnel Asso-
ciution with the encouragement of CUPA’s president,
John M. Qutler 111, of Emory University, and CUPAs
excewive director, Frunk Mensel. Al of these inter-
ests canr into focus through the work, as primary
author, ot 7.eonard Harper, personnel director of the
Universii, of Oklkihoma and chaimman of the Educa-
tion Commuttee of CUPA. It was Mr. Harper who put
in draft ¥+ the original text that others reviewed. Mr.
Harper brought to his assignment a perception of the
need. a wide experience. and an enthusiasm for the
project as a contribution to college management. He
has the thanks of all. Deuan Kelsey, Vice President—
Business. Albright College, was the person most di-
rectly responsible for seeing this project to fruition.
He has NACUBO's gratitude for his foresighi and
PerseVerance.

It is realized that revision or expansion of this pub-
lication may be indicated in the future, not only to keep
pace with changes in the field but to respond to institu-
tional needs. 1t is hoped. meantime, that this manual
will indeed prove practical and useful and that it will
become a starting point for development of additional
guidelines of broader application.

MAy 1974
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wiage and salary administration plan is an orderly

grouping and ranking of jobs based upon analysis

of the job content and the place of euach job in the or-

ganization. Compensation, including starting pay and

progression 1o 4 job maximum, is then assigned with
similar logic.

It has been said of this process that its goal is to
provide each employee a salary that is intermnally equi-
table and extemally competitive. A new objective is to
make the institution extermally creditable, since gov-
emment requirements for equal employment oppor-
tunity can hardly be met without the documentation
provided by a formalized wage and salary administra-
tion plan.

Accordingly. every small institution should seri-
ously consider the implementation of a wage and salary
administration program. The benefits to be gained be-
come convincing when one considers that such a
program:

1. Provides intemal equity and supports the devel-
opment of positive employee attitudes with re-
spect to administrative fair play.

. Provides a basis for comparing campus jobs with
similar ones in the surrounding labor market., so
it may be casily determined what rates are fully
competitive.

3. Assists in satisfying requirements of law and
regulations having to do with equal pay and
affirmative action.

4. Aids in recruiting employees by providing infor-
mation on earnings potential and by describing
a career ladder for personal improvement and
advancement.

5. Gives administrators an objective rationale for
compensation decisions.

6. Aids effective utilization and management of
personnel resources.

Wage and salary administration programs may vary

in complexity. The program adopted by a particular

19

institution should be one emphasizing maximum sim-
plicity within the context of its own nceds. providing.
in its approach 1o job compensation, a system that is
casy and economical to implement and maintain,

The objectives of this handbook are to present the
essentials of a good program and then toofferto smaller
institutions the actual procedures for implementing a
simple version which coukd be put into effect with min-
imum further study. Many options and refinements will
be passed over in favor of placing emphasis upon a sin-
gle plan with immediate application possibilities.

A numbwr of specific steps should be tuken in con-
structing a program. These include:

1. Assigning responsibility and authority for wage

and salary administration.

2. Deciding which jobs are to be included in the

program.
3. Determining an approach to use in building the
program.

4. Establishing compensation policy.
S. Assuring program maintenance and review.

1t will be helpful to discuss these steps one by one.

ASSIGNING RESPONSIBILITY AND AUTHORITY

The chief executive officer of an mnstitution should
make clear the assignment of responsibility for non-
academic personnel matters including wage and salary
administration. Since in most small institutions these
responsibilities rest with the chief business officer, this
handbook is addressed specifically to business officers.”

*As in so muny other aspects of administration, the kadership
roke of the president is vited. I be or she is not concerned about
having good personine! administration, the business officer can ex-
pect only show progress, especially in those arcas not under his own
supervision.

Tt e,




DECIDING WHICH JOBS ARE TO BE EVALUATED

© Before Jjob descriptions are coliected, it is impostant to

~settle the basic question of which Kinds of jobs ate to

be included in the wage and salary plan,

Generally speaking, non-teaching jobs can be
grouped into bread job types suck as administrative,
professional, technical, office and clerical: and mainte-
nance and operations. To the greatest extent possible,
all of these job families should be included inth  vage
and salary structure.,

Since the development of a complete progre. .dkes

time, it may be necessary to give attention to jobs ona

pricrity basis. i1 developing the priorities. it may be
considered desirable to give attention first o those

-+ jobs representing the fargest numbers of positivns or

the largest expenditures of money.*

It iy advisable also to consider where in the range of
Jobs the greatest benefit can be realized in alleviating
problems of tumover. recruitment. and work force
efficiency. In light of these factors. jobs typically filled
by students and temporary or part-time employees
may be given last attention. Top administrative posi-
tions are often left out of the formal structure entirely.

The principles discussed in the following pages
shiould be applicable to all non-teaching jobs. For the
sak« of simplicity, however. the text of this handbook
has been directed mainly toward the non-administra-
tive, non-professional jobs which are commonly given
the group description of “non-exempt.” meaning that
the jobs are covered by the overtime provisions of the
wage and hour laws. For an inclusive term covering
secretaries and clerks. technicians. mechanics, gar-
deners and waitresses. “supportive operating staff™
seems to be a good suggestion.

DETERMINING AN APPROACH TO USE

While many variations are used. methods of wage and
salary administration generally are of four Kinds. They
include:

a. Job ruanking.
b. Classification.

*Some institutions might find it advisable to give priosity to

groups of jobs in which men and women do simifar work. There may

be vulnerability to prosecution under the Equal Pay Act of 1963
which requires that men and women performing equal work must
receive equal pay. This has been held by the government and courts
1O Man — iy O Important example — that “eleaning is ckeaning.”
and therefore pay differentials fov junitors (mude) and maids (femule)
have been found to be illegal in some institutions and public school
systems. A good job description and classification might avoid such
vulnerability,

<. Point system.

d. Fuctor comparison analysis.

The first two of these will prove useful and practical
for small institutions. The latter two represent ap-
proaches which are usually too complicated and too
lacking in commensurate benefit to be applied in small
institutions without outside technical assistance. Itis
better to follow the rule of parsimony in this instance
and seek the approach which is muximally simplistic
yet adequate for providing institutions the several
b nefits of a structured program. Below are the pre-
ferred methods for smali colleges and universities (job
ranking and classification) with brief descriptions of
how to install them.

Job Ranking Method
1. Arrange all jobs by title in order of increasing value
to the institution. Ranking is done with the help of

department heads and supervisors working with a

person designated as the ranking coordinator.

a. Gather and read individual job descriptions.

b. Rank the jobs based on the undenstanding gained
from the job descriptions as to:

(1) Responsibility for items of value and/or for
consequences of performance.

(2) Education and training required.

(3) Skills and experience required.

(4) Level of supervision required.

(5) Level of supervision given others.

(6) Working conditions, physical effort.

(7) Contacts with students and public.

. Establish pay rates for each job title.

a. Reflect a rate of pay for each job title represent-
ing the rate around which you wish individual
rates for the job to cluster. While there should be
room for exceptions, it is best to discourage wide
variations from the clustering effect. When it ap-
pears desirable to vary widely. consider a differ-
ent placement in the ranking scheme.

1]

b. An example of a condensed table of pay rates

is on page 3,

¢. The rates of pay reflected in the table result from
Judgments of relative worth to the institution as
well as awareness of competitive rates in the la-
bor market from which employees are drawn.**

=+ Muking a local survey can be as eusy us keeping in touch with
kxcal banks. public schools. and similar employers of clerical and
service employees. Administrtors should already be aware of
where the institution fits in the neighborbood pay scales. Decisions
fo change internal compensation levels are usually hased upon evi-
dence that the external market is changing. This is mxnt observabke
in the starting pay rates. of couse.

8
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Pay Plun
ffoctive July 1, 19
Ranh  Clussitication Howrly Rute
b Administrative Officer Presunuibly
-3 Pepartmient Head “exempt”
3 Accountant, employees,
Computer Programmer omitted here
4 Flectrician, Plumber 4.78
S Administrative Assistant 4,28
6 Maintenance Penon .9¢
7 Scorelary 32§
N Gunnd 378
9 Clerh Typist 3.80
10 Janitor, Laborer 28
Classification Method

Gather. read and study job descriptions so that
those describing similar jobs can be grouped to-
gether (same as for job ranking), See page 4 for
development of format,

a. Analvze the descriptions to identify similarities
on ik basis of details of the following factors:
(1) Responsibility for items of value and/or for

consequences of performance
(2) Education and training required.
(3) Skills and experience required.
(4) i.evel of supervision required.
(5) Level of supervision given others,
(6) Working conditions, physical effort,
{7y Contaets with students and public.

. Write class specifications for cach grouping of job

deseriptions sharing similur characteristics. (Ex-
amples of class specifications for several groups of

- jobs are given in Appendixes Fand G)

‘b

uh

Survey jobs in ihe labor market for cach classifica-
tion using the class specifications as the basic tool
for developing comparative data.

. Arrange the classifications having similar rates of

pay (based on any of the measurements of central
tendency — i.e. mean, median or mode) into com-
mon pay groups for administrative purposes.

. Develop a pay range plan to accommodate the pay

groups developed through the survey and grouping

procedure.

a. Use only as many steps (ranges) as are needed to
display the significant differentials in pay be-
tween one grouping of jobs having similar rates
of pay and another. This is a matter of judgment,
though arranging the survey data in scattergram
form will help determine where significant sepa-
rations in pay rates occur.

b. Ranges between the minimum and maximum
rates for unskilled jobs at the lower end of the

scile should be from § to 10 percent; semi-skilled
__jobs should have about a 15 to 20 pesvent spread:
skilled and technical positions, 2§ to 30 percent:
professional and administeative positions at the
upper end of the scale, 35 to 45 percent,
. A typical runge structure for a group of jobs be-
low the professional level follows:

.

WAGE RANGE SCHEDULE
FOR FISCAL YEAR 1976-77*

HOURLY RATES*

Wage

Grade Minimum Midpoint Muximum

H .30 239 249

H 244 259 273

it 263 2.78 2.92

iv 278 297 316

\Y 297 3.26 3.56

vi 6 164 4.03

Vii 160 3.98 4.36

Vil 4.03 4.45 4.87

IX 4.46 4.99 5.52

X 4.89 5.47 6.08

d. For ease of administration, two kinds of listings
of classifications should be developed. One list-
ing shows the classifications falling into the same
pay range. The other shows classifications in al-
phabetical order reflecting the appropriate pay
rate information as well, Examples follow:

XYZ INSTITUTION
Pay Grades
Effective July 1, 19

Pay Grude 1 2.30-2.39-2.49
Clerk
Helper, Food Service
Janitor

Pay Grsle [} 2.44-2.59--2.73
Cashier
Checker, Food Service
[_aborer

Pay Grade HI 2.63-2.78-2.92
Clerk Typist
Foreman, Janitor
Operator, Keypuich

Pay Grade 1V (etc.)

*Prosumably the seheduled hourly rdes would e moved up-
ward uniformly whenever “cost of living.” “averiage.” oF “across-
the-boand™ increases were given, or when minimum wage kegislation
mukes un increase mandatory, The differentials between minimum
and nuavimum thas would reflect only mierit amd/or seniority. Differ-

entials in the lower grades are narmow because it doesn’t tuke Jong

fou 1 worker 1o becomie fully proficient for the job. Across-the-board
pay incrcases have heen so routine in recent yeans that “bumping the
ceiling™ has not been i generid problem.

9



XYZ INSTHHTUTION

Pay Plun
Effective July 1. 19 _
Classifi- Pay  Minimum Maxinum
cation® Grade  Rate . Midpoimt  Raie
~ Cashier i 44 5 2.73
Checker, Fod
Serviee I 34 189 AN
Clak i 2.30 2.39 24

Clerk Typist 11 2.63 298 292
Foreman,

Janitor i X X Ry | 9
Helper, Food

Sorvige i .30 .39 249
Janitor I 20 239 2.49
faborer it 2.4 289 293
Operator,

- Keypunch  1H 2.63 2 292

el

Developing a Job Description FFormat

A job description questionnaire should be as simple to
use as possible. As a general role it is used as a basic
information-gathering document which, as often as not,
will need supplementation by the personal observa-
tions of the study coordinator. (A simple questionnaire
format is included in Appendix C.) Additional ques-
tions may be added to the fornm if desired, but, in any
event, the following areas of information should be
developed:

i. Present title of the joh.

2. Organizational placement of the job, including
the reporting structure (to whom the job holder
reports and from whom he or she receives re-
ports). An organizational chart often mukes the
placement clear.

3. A short summary of the primary functions of the
joh.

4. A listing. in sufficient detail to be undestood by
a person unfamiliar with Jhe job, of the specific
duties performed.

5. Specific tools, machines. equipment and mate-
rials used in tasks.

6. References to unusual conditions of work such
as hazards, heavy travel, irregular hours, ete.

7. Education, training and experience required.

8. Skills, aptitudes and abilities required.

*When a pay plan is to be published and generally distributed., it
is important to give information about it 1o employees and adminis-
trattors ahihe. The vidue of the prograns shasld be emphasized with
particular attention given to deseribing its bepefits in providing for
internad equity within classifications of employment as well as for
external competitiveness, (See Appendix B)

Individuals asked to complete job descriptions
should be prepared thoroughly for the project, having
been informed of such things as:

1. Purpose —the development of a system for pay-

ing employees competitivel ’ and fairly.

2. Security —no terminations or pay cuts as a re- |

sult of the study.

3. Completeness of information — clarity, precision
and completeness in onder to attain maximum
objectivity in the study.

Once completed by the incumbents of positions
(and interviews made to flesh-out details as needed),
Jjob descriptions should be tumed over to the immedi-
ate supervisor for review. The supervisor should make
stre the information provided is accurate, clear, pre-
cise, and complete and usually should add information
about job qualifications. The job descriptions should
then be forwarded to the study coordinator for the in-
stitution, who should conduct a similar review hefore
using them in developing a wage and salary plan. Jobs
for which the descriptive information uppears unclear
should be reviewed with the supervisor and the person
preparing the description. ¥ *

Conclusiom of the Classification Method

Itis, of course, a feature of this method that from study
of job descriptions it is possible to proceed to fit them
into class specifications, which have been pre-deter-
mined. Writing the class specifications is a relatively
abstract process dealing with composites or common
clements for two or more jobs. The essential ingredi-
ents are (1) classification or title: (2) a brief functional
description: (3) a listing of representative duties (al
ways ending with a reference to “performs related du-
ties as assigned™): and (4) minimum qualifications,

Choice of words and emphasis is important for
making it self-evident that one classification is de-
servedly higher or lower than another. For example,
care should be taken to adequately describe the de-
gree of supervision: the nature of inquiries handled
(whether routine or complex): experience qualifica-
tions: contacts with public, etc.

It is impossible at this time to give definitive in-
structions about anti-discriminatory job requirements,
testing. interviews and the like. Suffice it 1o say that

“tn the typival imstitution where worker selitionships have
been close but jobs huve developed somewhat huphuzardly, the ope
mwiunity for a worker to spell out for a supervisor all of his or her
duties will probably be very rewanding to beth.

10
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- every business office should be alert to the developing
 legut vequirements. *

—Sample class specifications will be found in Ap-
pendixes F and ()
it should not be presumed that all jobs will be

 neatly in order upon completion of these steps. More

likely than not. some jobs or pay rates will appear to
be lower than this analysis justifies, and some will be
too high. (This shows a program wis needed!) Dis-
crepancies requiring upward adiustments in the classi-
fication and pay of certain individuals can be corrected
OVEr some appropriate span of time, if not all at once.
Downward adjustments are difficult but may be ac-
complished by holding down future pay increases until
the catch-up occurs. They also may be deliberately

- carried along as exceptions, an appropriate procedure

for employees with consideruble seniority. Some em-
ployers allow a super-seniority extension in pay ranges
on a selected basis to take care of the loyal old-timers.

Choosing between the job ranking or classification
method is as much a matter of preference and available
time as anything else. The job ranking method can be
more quickly implemented but also is more subjec-
tively oriented than the classification approach. Con-
versely, the classification method takes longer to
implement but is more objective. and the development
of a wage and salary plan is based on better factual
data for relating to market counterparts and their com-
petitive rates of pay. The writers of this handbook have
chosen arbitrarily to advocate the use of the classifica-
tion method for smaller institutions, hence the rela-
tively more detailed treatment of this method above
and the selection of sample forms and examples in the
appendix. However, it is desirable to round out discus-
sion of the topic by proceeding to a brief description of
the point system and factor comparison analysis which,
as previously stated, are more complex if more effec-
tive among larger numbers and greater varieties of jobs.

Point System and Factor Comparison Analysiy

Both of these methods provide means by which fac-
tors upon which compensation is based are converted
to numerical values which, in tum, are converted to
monetary values for use in constructing a wag. and

“frstead of “high school graduate™ uy a requirement use ““high
sehool gruduate or equivalent.” Quantitative factors should be used
where possible. such s typing speed SO words per minute. short-
hand 70 words per minute tand such requirements shoukd not appear
to upreasonably climinate all gridistes of g nearby high school).
Ay tests utilized should not, of course. contain built-in discrimisna-
1ory obstacles 1o applicunts from minonity groups.

e

salry structure. They are fairly sophisticated up-
proaches and are used most successfully in large orga-
nizations needing efficient analytica! tools for building
good intemnal job relationships where the absence of
compichensive wage and salary survey data would
make it difficult otherwise.

"The point system assigns point values to a set of
predetermined eriteria in order to determine the jobs’
relative worth to the institution. A decision is first
made as to what the institution is to pay for—eg., edu-
cation, experience, skills, physical effort, responsibil-
ity. and working conditions. These criteria are then
broken down into component parts. For example, re-
sponsibility nuy be broken down into responsibility
for cash: for assuring the welfare of others: for doing
work independent of supervision: for handling equip-
ment and materials; for handling confidential informa-
tion; for supervising the work of others, and soon. The
component parts are further broken down into specific
items. As an example, the responsibility for supervis-
ing the work of others can be broken down so that a
small number of points are given for supervising one or
two people; more points are given for supervising three
to five people: and so on through various work groups
of increasing sizes.

Factor comparison analysis is based upon the se-
lection of a number of benchmark jobs considered
properly paid. The pay rate for each benchmark jobs is
then broken down so that parts of it are distributed
among a set of compensable factors. The compensable
factors are generally thought of as mental require-
ments, physical requirements, skill requirements, re-
sponsibility and working conditions. Once the bench-
mark jobs are factored in this manner, all other jobs in
the institution are factored using the benchmark jobs
as the points of reference in deciding how great a value
to give each of the compensable factors in the other
Those institutions considering the point system and
factor comparison analysis methods should employ a
person technically proficient in these techniques be-
fore attempting to use them,

ESTABLISHING COMPENSATION POLICY

A number of questions must be addressed regarding
the manner in which the plan is to be applied after it is
developed:

1. What intervals of time will be used in making
wage and salary adjustments, e.g.. once each
year, at the end of the probationary period and

1i



periadically thereafler, on anniversary dates of
~ employment, and so on? ‘

3, What proportion of funds available for increases
within established runges will be used respec-
tively for cosi-of-living adjustments, ruising
minimum rates in the plan, length of service, or

Comerit?*

3. What criteria are to be used in determining mes it
increases among such choices as quantity of
wark, quality of work, ability to work with
others. dependability, improvement in perform-
ance since the lust review, outstanding contribu-
tions to the institution, and the like? Should a
formal employee evaluation plan be installed?

<. What system of appealing wage and salary deci-
sions is 0 be provided. including the level at
which decisions are usually made and the high-
est level at which uppeals may be directed?
Should a grievance procedure be established
and to whom should it apply?

These questions need tobe answered while keeping
in mind the joint objectives of: (1) applying the institu-
tion™s funds in the most effective way possible and only
to the extent necessary to maintain a productive work
force: (2) meeting labor market competitive require-
ments: and (3) using the pay plan as an effective moti-
vational tool through judicious rewards to achieve
work improvements.

ASSURING PROGRAM MAINTENANCE AND
REVIEW

There is little point in developing a plan for wage and
salary administration unless an institution is willing 1o

commit the funds necessary for maintaining and re-

viewing it. This entails sufficient human and material =~

resourees to: (1) conduct job reviews whenever signi-
ficant changes in duties are reported; (2) conkduct an-
nual and special interim wage and salary surveys: and

(3) update the wage and salary plan on the basis of .

careful review and analysis of factual data pathered. In
nany small institutions these procedures may become
a part-time assignment to an administrative unit hav-
ing other responsibilities. 1f this is done (rather than
employing a full-time staff’ for maintenance and re-
view'), care should be taken not to overioad the desig-
nated administrator, so that he or she can devote
adequate time, energy and attention to wage and
salarv administration as a principal and high-priority
assignment.

The use of consultants is often advocated as the
most efficient way to properly install wage and salary
administration programs, This, t00. can be wasteful,
unless the institution is committed to maintaining the
program after the consulting firm turns it over.

It is the opinion of the developers of this handbook
that most business officers know that there are all
kinds of help “out there" for setting up programs, but
that frequently such help is disproportionately expen-
sive or time-consuming. This material is designed to
help the institution do a simple but effective job inde-
pendently. Beyond this, seminars offered periodically
by the National Association of College and University
Business Officers, the College and University Person-
nel Association, and other organizations are helpful in
giving inexperienced wage and salary administrators
useful information about how to fulfill their new re-
sponsibilities in this area.

Costof-Bving™ s a4 popular phirise amd an casy way of de-
scrihing the intention of giving all employees a percentuge increase.
with or without further merit measaremens. It is risky, however, to
allow this expression o work its way »o far into the compensation

system that if arouses employee expectations and creates an unin-
tended commitment to an automitic pay escalution unrelated to
the institution’s ability to pay of to compensation policies,

12




| . APPENDIX A
Government Bulletin on Equal Pay

Reproduced herewith is the text of « U.S. Department of Labor pamphlet de-
scribing the principal provisions of the Fair Labor Stundurds Amendments of
1963 (Equal Pay Act). This publication is based on the provisions of the Fair
Labor Standards Act before its amesndment by Public Law 92-318, effective July 1,
1972, which extends equal pay protection to executive, administrative, and pro-
fessional employees and outside salesmen and brings preschool facilities under
coverage of the Act. Ref: U.S. Department of Labor, Wage and Hour Division,

Equal Pay Under the Fair Labor Standards Act (WH Publication 1179, Revised
Murch 1973 ).
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BEST COPY AVAILABLE

INTRODUCTION

The Equal Pay Act of 1963 amended the Fair

| Equa' Pay Labor Standards Act to require that men and

Under The Fair Labor Standards Act . women performing equal work must receive equal
bor Standards , ~ pay. This pamphlet outlines the types of jobs to
R s e T e which the equal pay provisions apply, what is
. ~ meant by “equal pay” and “equal work,” and

what action can be taken by any person who has
a question regarding the applicability of the equal

" JOBS COVERED BY THE EQUAL PAY
STANDARD

The Equal Pay Act applies to employees work-
ing in establishments subject to section 6 of the
Fair Labor Standards Act.’ The Equal Pay Act ap-
plies generally to employees who are engaged
interstate commerce or in the production of goods
for interstate commerce, and to other empioyees
in certain enterprises so engaged.

These include, for example, most employees who
work in manufacturing, processing, and distribut-
ing establishments; in telephone, telegraph,
radio, television, and transportation industries; in
banks, insurance companies, and advertising agen-
cies; in laundries and dry cleaning establishments;
most hospitals and nursing homes; and most
schools (both public and private); in the larger
hotels, motels, restaurants; and other retail and
service establishments. :

Effective july 1, 1972, the Equal Pay Act also
applies, as provided by the Education Amendments
of 1972, to executive, administrative, professional
and outside sales employees. These employees, how-
cv:f,sare still exempt from other provisions of sec-
tion 6.

Exsmptions

Some employees who would otherwise be entitled
to the benefits of the Fair Labor Standards Act are
excluded by specific provisions.

Example —Employees of local, State, or Fed-
eral Government agencies (except in hospital,
nursing home, and school operations by State or
political subdivisions) and employees of certain
‘small retail or service establishments.

' Section: 6 contains the Act's minimum wage and equal
Pay




Equal pay standard

The equal pay standard provides that emplovers
may not pav emplovees of one sex wages at rates
lower than they pav emplovees of the opposite sex,
emploved in the same establishment, for equal work
on jobs requiring substantially equal skill, effort,
and responsibility which are perforined under sim-
ilar working conditions,

The standard applies when emplovees of both
sexes are performing substantially equal work in the
same establishment. Emplovees need not be work-
ing concurrently to be compared. The equal pav
standard is also applicable, for example. when
women are emploved to do substantially the same
work formerly pesformed by men,

Application of the equal pay standard is not de.
pendent un job classifications a. titles, but rather on
actual job requirements and performance. Minor or
inconsequential differences in job content will not
render the equal pav standard inapplicable. Jobs
need only be substantially equal for purposes of
cosaparison under the Equal Pay Act,

Fvample - -The equal pay standard applies to
men and women bank tellers required to perform
substantially the same work, even though some of
the men mav be asked to perform such incidental
tasks as lifting large boxes of supplies or infre-
quently acting as a public relations representa-
tive for the bank.

Saleswork of a similar nature may be equal, for
the purposes of the Equal Pay Act, even if per-
formed by salesclerks in different departments of
a retail store,

The Equal Pay \ct does not prohibit differences
in wages paid to men and women emploved in sub-
stantially different jobs,

The FEqual Pay Act does prohibit:

®* An emplover from reducing the ware rate of an
employee to eliminate a prohibited wage dif-
ferential.

® \ labor organization from causing or attempt-
ing to cause an emplover to discriminate
against an employee in violation of the Equal
Pay Act.

15

What is meant by wages?

Wages means, generally, all payments made to
an emplovee or on his behalf for his employment.
Wages can be calculated a number of ways, includ-
ing by time, piece, job, or incentive.

Example.—Overtime compensation, sick pay,
holidav pav, and vacation pav are pavments for
employment, and are included as wages. Also
pavments made by an employer to provide pen-
sion benefits, hospital or health insurance bene-
fits are payments for employment under the Act.

What is meant bj “the same establishment'?

Employees working in separate buildings of an
integrated plant complex may be in “the same es-
tablishment.” Factors to be considered are whether
there is any physical connection between the build-
ings, whether the buildings are close, whether the
emplovees are covered by a single collective bargain-
ing agreement, and whether there is an interchange
of employees between buildings.

Equality of jobs is determined by applying four
tests

The Equal Pay Act applies only to employees en-
gaged in substantially equal work on jobs the per-
formance of which requires equal skill, effort, and
responsibility, and which are performed under
similar working conditions. All four tests must be
met in order for the equal pay standard to apply.

In applving these tests, the broad remedial pur-
poses of the equal pay standard must be considered.
Thus, minor differences in the degree of skill, or
effort, or responsibility would not make the Equal
Pay Act inapplicable.

The first test—‘equal skill”

Skill includes such factors as experience, training,
education, and ability. Skill has to do with the per-
formance requirements of the jobs under considera-
tion, and not with skills which employees may pos-
sess but which are not needed to perform the jobs,

FExample.—In the pressroom of a ceramics fac-
tory, male employees operate an extrusion press
which requires only one operator and which pre-
duces larger items than the extrusion presses

3



operated by fermale employees working in pairs.
‘That the machines differ in method of operation,
and that the parts tummed out on them are dif-
ferent, would not, in itself, result in a conclusion
“that unequal skill was used to operate the two
machines.

The second fest—'‘equal effort’

Etfort deals with the measurement of the physical
or mental exertion needed for performance of a job.

T'wo johs may require equal effort even though
the effort may be exerted in different ways.

Exampie.- -\ male checker in a supermarket
may spend part of his time stocking shelves,
wheeling loaded carts of groceries to the platform
in front of the store, and doing minor infrequent
maintenance tasks, while a female checker spends
part of her time rearranging small items on
shelves and cleaning her work area, Such differ-
ences in hind of effort would not justify a differ-
ence in wage rates.

Also, the occasional or sporadic performance of
an activity which may require extra physical or
mental exertion is not alone sufficient to justify a
finding of unequal effort.

Fxample. -On the assembly line in a glass fac-
tory. men and women work side by side deing
substantially equal work. Occasionally the men
are called on to handle material: to stock, store,
and move things; and to do minor equipment re-
pair and maintenance work. A wage differential
would not be justified by this intermittent extra
physical exertion,

Mental as well as physical effort is to be con-
sidered. When women emplovees continue doing
tedious. repetitive tasks on the job while men are
taken off occasionally to perform other tasks. the
mental fatigue of the women may be greater than
the physical { iticue of the men.

The third test—‘"equal responsibility”

Responsibility deals with the extent to which an
employer depends on the emplovee to perform his
job as expected, with emphasis on the importance
of the job obligation. If jobs are otherwise equal,

4

a minar or insignificant difference in the respon-
sibility exercised by the employees does not justify
a finding of inequality.

Example.—1In a group of office employees per-
forming jobs essentially alike, 2 man and woman
are responsible for preparing the payroll. The
man is assigned the job of checking time cards
and compiling the payroll list. The woman is
required to divide up cash and put the proper
amounts into pay envelopes after drawing a pay-
roll check. Although some of the emplovees’
duties are occasionally dissimilar, the difference
in the responsibility is insignificant.

The fourta test—"similar working conditions’

Generally, emplovees performing jobs in an
establishment that require equal skill, effort, and
responsibility are lhkely to be performing them
under similar working conditions. Slight or incon-
sequential dissimilarities or that the jobs are in dif-
ferent departments does not establish dissimilarity
of working conditions.

Example.--1n a chemical plant where women
inspectors work the day shift and men inspectors
perform equal work on the night shift, working
conditions are not dissimilar enough to warrant
a higher base rate of pav for the night shift
employees, which is in addition to a plant-wide
shift differential.

EXCEPTIONS TO THE EQUAL PAY
STANDARD

There may be reasons other than sex for paying
different wages to employees performing equal
work. Such differences in pay, which are in fact
shown to he based on some factor other than sex,
are not prohibited by the Equal Pay Act,

The law does not prohibit differences in pay
based on a seniority or merit system or a
system established by the employer for measuring
productivity, -

Any system of payvments based on an exception
to the equal pay standard must be applied equally
to employees of both sexes. Thus, when applied
without distinction to employees of both sexes, shift
differentials, incentive ents, production
bonuses, performance am;m gn“gevity raises and
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o  similar things will not result in violatiens of the
7T Equal Pay Act

The following examples illustrate the exception

~ provisions to certain pay plans and practices:

® Part-time employees.—Under the Equal Pay
Act, an employer may justify paying a lower
wage to part-time employees (generally, one
working 20 hours a week or less) than to full-
time employees performing equal work if the
difference in working time is the basis for the
pay differential, and if the pay practice is ap-
plied uniformly to men and women.

® ['raining programs. -1t is not a violation of

. the equal pay requirements when employees
enrolled in a training program, in furtherance
of their training, are temporarily perforining
equal work at unequal wage rates with non-
trainees of the opposite sex, provided the train-
ing program is bona fide and the rate paid to
the employee in training status is paid regard-
less of sex.*

Example.—In a bank men tellers are paid
higher than worien tellers merely because,
traditionally, only men have been considered
eligible for promotion to executive positions.
This practice constitutes sex discrimination and
is a violation of the Equal Pay Act.

THE EQUAL PAY STANDARD
AND STATE LAW

No provision of the Fair Labor Standards Act
justifies noncompliance with State or local laws
establishing higher standards: nor does compliance
with State or local laws excuse noncompliance with
the Fair Labor Standards Act.

Example.—A State law relating to the employ-
ment of women gives a minimum wage higher
than that required under the Fair Labor Stand-
ards Act. When the employer pays the higher
State mininum wage to female employees as re-
quired by the State law, the higher rate must also

® A training program is not bona fide unless it is open
to both sexes, unless it has a definitive form and content
{in writing or otherwise), has a more or less fixed begin-
ning point. has a specified activity or regimen (including
studv and practical on-the-job training). has a ressonable
progression from simple and operations to more
difficult and complicated procedures, and has an ascer-
tainable termination point.

be paid to male emplovees engaged in equal work
or a violation of the equal pay provisions will
result,

State or local laws regulating hours of work,
weight-lifting. rest periods, and other conditions of
emrigioymcnt for employees of only one sex will not

e otherwise equal work unequal or will not
justify an otherwise prohibited differential in wage
rates.

RECORDS

Emplovers subject to any of the provisions of the
Fair Labor Standards Act have always been re-
quired to keep records on wages, hours, and other
items listed in regulations issued under authority
of the Secretary of Labor. No particular order or
form of records is prescribed.

ADMINISTRATION

The Wage and Hour Division administers the
Fair Labor Standards Act, including the equal pay
provisions. Authorized representatives of the Wage
and Hour Division may enter establishments, in-
spect records, interview employees, and investigate
anv facts necessary to determine whether any provi-
sion of the law has been violated. They advise
emplovers of any change which will aid in achiev-
ing and maintaining compliance with the law.

Names of complainants, records, and other in-
formation obtained from employees and employers
are treated confidentially,

Wages withheld in violation of the equal pay
provisions have the status of unpaid minimum
wages or unpaid overtime compensation under the
Fair Labor Standards Act. The following methods
are provided for recovery of unpaid wages:

® The Division’s .Administrator may supervise
pavinent of back wages and, in certain cir-
cumstances, the Secretary of Labor may bring
suit for back pay upon the written request of
the employee.

® The employce may sue for back pay and an
additional sum, up to the amount of back

pay, as liquidated damages, plus attorney's
fees and court costs.
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... 8_The Secretary rmay also obtain a court injunc.
tion to restrain an employer from violating the
law, including the unlawful withholding of
proper compensation.

The employee may not bring suit if he has been
paid back wages under supervision of the Admin.
istratur, or if the Secretary has filed suit to collect
the wages.

A 2.year statute of limitations applies to the re-
covery of unpaid wages, except in the case of wiilfui
violations, for which there is a 3-year statute of
litnitations.

An emplover is prohibited by law from discharg-
ing or otherwise discriminating against gny em-
plover for filing a complaint or participating in a
court proceeding against him.

FOR FURTHER INFORMATION

Whether any employee comes under the Equal
Pay Act, and whether he or she is entitied to wages
equal to those paid to another employee, depend on
the facts in each case. You can obtain information
about the application of the law by contacting the
Wage and Hour Division's nearest office. Give in-
formation on the kind of firm and what it does, with
whom it does business, the jobs involved, the meth-
od of pay, and any other details you think will help
in replying to your question.

Addresses are listed in the United States Govern-
ment section of most telephone directories under:

U.S. DEPARTMENT OF LABOR
WAGE AND HOUR DIVISION

If not listed, write: U.S, Department of Labor,
Wage and Hour Division, Washington, D.C. 20210.

The following is a partial list of publications
which are available without cost to the public from
any of the offices of the Wage and Hour Division,

To request any of the following publications
simply encirele the number opposite the publication
title, print your name and address, detach this
sheet, and mail it to your nearest Wage and Hour

office. Personal or telephone requests may also be
made.

1. The Fair Labor Standards Act, as amended.

2. Handy Reference Guide to the Fair Labor
Standards Act.

3. Records, Part 516.
4. Equal Pay for Equal Work, Part 800.

5. Executive, Administrative, Professional, and
Outside Salesman Exemption, Part 541.

6. General Coverage, Part 776.

7. Retailers of Goods or Services, Part 779.

® U, §, GOVEANMENT PRINTING OFFICE ; 1878 O - 533781
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APPENDIX B
The Job Classification Plan

Taken from an empiovee handbook, this job classification plan describes with
simplicity and dignity evervthing the employee should know about the clussifica-
tion process. It is also by implication a good preparation for later evaluations.
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Appeniix B

THE JOB CLASSIFICATION PLAN

The Job you hold has been studied with the following things
In mind: '

What you do.

How much responsibility you have.

The kind and amount of instruction you are given,.
How much of your work is reviewed.

wWhat you must know to do your job.

Decisions you have to make.

. - . .

OV LN —
»

After your job was studied it was placed in a class with all
other jobs similar to it. Everyone In the same class shares the
same class title. For example, a Clerk-~Typist working in the
Registrar's Office does the same kinds of tasks and has the same
general amount of responsibility as a Clerk-Typist in the Accounting
Office. A bullding custodian in one bullding does generally the
same kind of work as a custodian in any other building.

1f, after you have been working for a whiie, the duties and
responsibilitles of your job change, so that you are actually doing
a job different from what you did before, your supervisor should
so Inform the business manager. Your job will then be restudied
to determine whether or not It Is assigned to the correct class.

/20



APPENDIX C BEST COPY AVAILABLE
Job Description Questionnaire Form

This sample form is prepared in simple and direct language, the object to encour-
age the employee to describe his duties in his own terms. In preparing a question-
naire avoid forms that “turn off"* the employee by the appearance of complexiiy,
by the use of 1echnical jargon, or by seeming 10 be too prying or demanding.
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Appendix C

XYZ INSTITUTION
JOB DESCRIPTION QUESTIONNAIRE

NAME : DATE:

DEPARTMENT:
BUILDING, ROOM, PLACE OF WORK: PHONE :
JOB TITLE: SUPERVISOR:

T S N Y 0 Sy e S At G D G UY U W ST SN R G S A D GNP AN GED Sme S 0N SN S S - an - -

. Description of duties. Please describe your duties in your own
words and as completely as you can. Use additional sheet if
necessary.

Percent
Of Time
REGULAR DUTIES

PERIODIC DUTIES

OCCASIONAL DUTIES

2. From whom do you receive instruciions?

How are instructions recelved (orally, In writing)?

How frequently do you recelve instructions?

How Is your work checked or reviewed?

22



Wage and Salary Administration for Smaller Institutions

JOu DESCRIPTION QUESTIONNAIRE =~ page 2

3. Do you supervise other employees? (If yes, list the number and
Job titles.)
How do you supervise the work of these employees (assigning,
checking, etc.)?

4. State the nature, extent and frequency of contact you have with:
a. Students:
b. iInstitutional staff:
c. Public:

3. Wwhat equipment, machines, tools (calculators, lathe, type-
writer, efc.) do you use In your work?

SIGNATURE ;




JOB DESCRIPTION QUESTIONNAIRE - page 3

Comments by Immediate Supervisor

i. Please comment on employee's statement with regard to any
modlfication, addition or ditference in emphasis.

2. Wwhat do you consider the most important duties and reponsibilities
of this position?

3. What supervision Is given this employee in this position?

4. Separating the position from the individual who now occupies it,

what are the minimum quallficatlions required in filling @ future
vacancy?

DATE: SIGNATURE:

2606 U0 960638 9896 06 9696 9696 6 36 2696 96 96 9096 26 3696 36 2696 36 9606 0606 06 36 9606 6 06 36 9696 96 36 5696 6 16 96 6 36 3696 00 D000 3606060 06 26 10 26 06 06

Comments by Colliege Administrator

DATE: SIGNATURE :
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APPENDIX D
Example of a Description of Duties

BEST COPY AVAILABLE
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Appendix D

XYZ INSTITUTION
DESCRIPTION OF DUTIES

JOB TITLE: Janitorial Worker

The foliowing description covers the most significant duties, but
does not exclude other occasional work assignments not mentioned.

The Janitorial worker performs, under general supervision, a
variety of janitorial duties. The worker will be expected to:

1. Collect trash from all offices, classrooms and lavatories and
remove Srom building.

2. Clean all offices.

Empty wastebaskets, empty and damp-wipe ashtrays. Oust all
furniture and horizontal surfaces: desks, fables, chairs,

sofas, ledges, files, bookcases, cabinets, hat and coat racks,
window sills, baseboards, radiator covers, telsphones, fire
extinguishers, etc. Ciean glass doors, drinking fountains,

Wipe up spiliage on furniture and floors. Dust mop floors and
vacuum carpets completely. Spot clean furniture, walls and doors.

3. Clean all elassrcoms and labs.

Empty wastebaskets, empty and damp-wipe ashtrays. Clean chalk-

boards and chalk rails. Dust tables, chalrs, desks, sills,

ledges, radiator covers, etc. Clean glass and drinking fountains.

Wipe up spillage on furniture and floors. Dust mop complete floor.
_ Damp mop as needed. Spot clean furniture and walis. S*raighten

chairs.

4. Clean all washrooms.

Sweep or police floor ;¢ titter is present. Damp dust and spot
clean all ledges, walls, doors, silis, radiator covers, dis-
pensers, stalls, cabinets, pipes, etc. Clean mirrors. Clean-
disinfect all surfaces -- tops, sides and underneath -- of wash-
basins, commodes, urinals, al! attached hardware and fixtures.
Dry chrome hardware to prevent water spotting. On inside of
commodes and urinals, use aclid bowl cleaner at least once weekly
to prevent hardness bulldup. Check and fiil dispensers. Damp
mop floor.

5. Dust and mop all halls and stairways.
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© Wage and Salury Administration for Smatler Institutions

. 77. o ’ 8.

7.
8.
3.

DESCRIPTION OF DUTIES - page 2

Prequent use of 12-inch, 15-inch, 17-inch and 19-inch floor
machines for corridor buffing, floor reeonditioning and floor
finish stripping.

Window washing (inside and out) from 4-foot to 6-foot ladder.
Frequent replacement of light bulbs from 4-foot to 6-foot ladder.

< rform other duties similar or related to the type described
above. 4
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APPENDIX E

Summary of Grade Levels and Pay Scales
at Institution X

BEST COPY AVAILABLE
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Appendix E

GRADE

v

INSTITUTIONAL PAY GRADE LEVELS

SUMMARY OF GRADE LEVELS AT INSTITUTION X

CHARACTERISTICS OF WORK

Lowest skil! and education requirements.

Direct and frequent supervision
received.

Routine and repetitious work.

No experience necessary

More skill and aptitude than above:
probabiv high school educatlon
equivalent; basic typing.

More responsiblil ity for work results

More physical exertiun In some jobs

Explicit but less continuous super-
vision received

Experience not important

More technical tralning and output

Work condition factors in some jobs

Maybe |imited supervision of others
as helpers

Clerical positions require speciallzed
high school education equivalent,
such as buslness courses

1-2 years experlience or equivalent In
training

For Secretary |, 50-70 typing and
shorthand speeds

More experience requlred

More advanced duties, speclalities

Only Intermlttent supervision
recelved

In some jobs supervision given fo
co-workers as a working-|eader

TYPICAL JOB TIILES

File clerk

Mail clerk (sorting
delivering,
metering)

Janitor helpers

Kiichen helpers

Clerk typist |
Sales clerk
Store clerk
Custodian |

Clerk typist 11
Accounting clerk |
Payroll clerk |
Custodian ||
Grounds |

watchman
Secretary |

Accounting clerk 1!

Payroll clerk |1

Custodian 111
(special demands
l1ke animal labs,
art museum)
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INSTITUTIONAL PAY GRADE LEVELS =~ page 2

GRADE

Vi

Vi

Vit

CHARACTERISTICS OF WORK

As applicable to Secretary {!l: more
independent work on behalf of "boss"
and may work for higher level
administrator than Secretary |

60-80 typing and shorthand speeds

Two years of college or equivalent in
work experience

As applicable fo Head Security and Head
Grounds: considerable responsibility
for giving supervizion and tfraining
and carrying out duties Independently

As applicable fo Secretary 111: dutles
of Executive Secretary or Adminis-
Trative Secretary ~= usually the
secretary for highest level and
busiest administrator

70-90 typing and shorthand speeds

Four years of college or equivalent
in work experience

Approximating "frade scale" qualifica-
tions and pay

IYPICAL JOB TITLES

Secretary 11

Head Security
flead Grounds

Secretary 111

Mechanical foreamen
or leaders

30




Appendix E

PAY GRADES FOR CLASSES

Differences in Job titles and differences in the use of similar
Job titles make it risky to present good examples of pay grades as
illustrative of the relative values assigned to several different
jobs. Empirical evidence at any institution may be a sufficient
basis for bullding up the six to ten grades necessary for non-exempt
employees. At one instifution, analysis of the jobs of secretaries
revealed that the President's secretary was ranked high while all
the others were clustered at the low end of the pay scale. There
was insufficient range between inexperienced business school graduates
and secretaries with several years of experience who had improved '
their skills and had made themseives increasingly useful yet were not
vet ranked at the top. |t was evident that three grades were needed,
the {owest grade ranking with the second or third level of clerical
Jobs.

Examples of pay grades are given on pages 3 and 4 of the text.
Another Is below:

Pay Scales at Institution X (For Grades Summarized Above)

PAY GRADE HOURLY 8 PER 40-HR. WEEK
| 2.30 - 2.40 -~ 2.55 $92 - 102
i 2.55 - 2,67 -~ 2.80 $102 - 112
11 2.80 - 2.92 - 3.05 - 3.20 $112 - 128
IV 3.05 - 3.20 -~ 3.35 ~ 3.50 $122 - 140
v 3.30 - 3.45 ~ 3.60 - 3.77 $132 - 151
Vi 3.55 -~ 3,72 - 3.90 - 4.08 - 4.27 $142 - 171
Vil 4.05 - 4,24 - 4.44 -~ 4.65 ~ 4.87 $162 - 195
Vit 4,55 - 4.75 - 4,98 - 5.21 - 5.46 $182 - 218
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APPENDIX F

Sample Class Specifications
from Institution X
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Appendix F

SAMPLE FORMS

Class Specifications - institution X

SAMPLE I

e

OB TITLE: ACCOUNTING CLERK 1

Nature of Duties:

Performs clerical and routine accounting functions such as
entering information from and to a variety of business and
student records to ledgers, control records or jJournals;
summarizing or tabulating same and preparing reports; check-
Ing accuracy and completeness of records; receiving and
entering payments; handling routine inquiries by telephone
or over-the-counter; computing prices, balances, wages,
taxes and discounts.

(Loan clerk, payroll clerk, bookkeeper, student accounts, eic.)

Experience and Training:

1-2 years clerical experience; operation of office and book-
keeping machines; simpie typing.

Supervision Received:

Explicit directions; follows standard operating procedures.

Supervision to Others:

Education:

None.

High school education or equivalent, with business courses.
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Class Specifications ~ Institution X
SAMPLE 1II

JOB TITLE: ACCOUNTING CLERK 11
Nature of Dutles:

Similar to Accounting Clerk I, but handles more complex trans-
actions requiring more technical knowledge of the accounting
system and operations of the institution.

Prepares trial balances, routine accounting statements, special
analyses and government reports. More contacts with faculty,
other offices, students, etc., and may work on collection of
unpaid accounfts.

(NDSL Loans, Student Accounts, Payrcll, etc.)

Experience and Training:

3-5 years experience as clerk and/or Accounting Clerk 1.

Supervislion Recelved:

General and Intermittent.

Supervision to Cthers:

May supervise helpers as working~leader.
Educ:fion:

High school education or squivalent with strong business
training or additional elementary accounting course.
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Appendix F

Class Specifications - Institution X

SAMPLE III

-

0B TITLE: SECRETARY |
.f

o

Nature of Duties:

Performs basic clerical and secretarial assistance for an ad-
ministrator or department head such as: taking and transcribing
dictation or transcribing from notes or a dictating machine;
typing reports; collecting and summarizing data; receiving
visitors and telephone calls for supervisor; organizing materials
for the office; handling routine business matters with other
departments or outside the institution; and similar office
detalls as assigned.

Experlience and Training:

1-2 years clerical experience; typing ablllty of 50 words per
minute and shorthand 70 words per minufe. Knowledge of office
practices.

Supervision Received:

Specific instructions from supervisor and standardl!zed
procedures.

Supervision fo QOthers:

None.
Education:

High school education or equivalent with courses In business
practices, typing and shorthand,
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Class Specifications = Institution X

SAMPLE IV

JOB TITLE: SECRETARY 11

Nature of Duties:

Similar to Secretary |, but handies more responsible duties with
Independent judgment in accordance with establ ished policies and
practices of the depariment. May develop own work routines. May
provide administrative assistance in a depariment.

Experience and Training:

3 years experience as Secretary | or equivalent; 60-80 typing
and shorthand speeds in words per minute.

Supervislion Recelved:

Works under only general supervision and requires only outline
suggestions for unusually complex or unprecedented situations.

Supervision to Others:

May supervise clerlcal helpers or student help.

Education:

High schoo! education or equivalent, with business practices;
preferably secretarial school or college background.




Appendix F

Class Specifications - Institution X

SAMPLE 'V

JOB TITLE: SECRETARY 1] (EXECUTIVE SECRETARY)

Nature of Duties:

Simitar Yo Secretary |1 but performs with even more independence
and administrative responsibility. Usually works for one of the
senior executive officers of the Instltution.

Experience and Tralning:

5 years experience as Secretary | and 11l or equivalent; 70-90
typing and shorthand speeds in words per minute. Important
administrative experience, preferably in a college or university
setting.

Supervision Recelved:

Same as Secretary |l but may be expected to keep the affairs of
the office running during frequent absences of supervisor.

Supervision to Others:

May supervise Secretary | and/or clerical workers, establishing
the procedures for the work of the office.

Education:

2 years college pius secretarial courses or equlivalent.
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Class Specifications = institution X

SAMFLE VI

JOB TITLE: CUSTODIAN |
Nature of Duties:

Raesponsible for day-to-day cieaning and housekeeping in an
institution's building (or two or more smal! buildings).
Mostly interior maintenance including but not limited fo
surface dusting; sweeping and mopping; vacuum cleaning and
shampooing of carpets; washing walls and windows (including
outside of windows); cleaning toilets, bathrooms and
showers; observing bullding mechanical equipment so as to
report fallures; making minor repairs to fixtures and
furnishings requiring simple hand toois; and related house-
keeping duties. Occasional floor stripping and waxing and
exterior work |ike grass cutting, raking, snow shovelling and
similar yard care around assigned bullding.

Experience and Training:

None required.
Supervision Recelved:
Full instructions at start from Custodian |1 or Housekeeper.

General direction for work of the day or for severa! days,
with close supervision for special kinds of work or occaslon.

Supervision 1o Others:
None.

Education:

No requirement.




Class Specifications - Institution X

SAMPLE VII

JOB TITLE: CUSTODIAN {1
Nature of Duties:

Rosponsible for ‘day-to-day cleaning and housekeeping of an
institution's building (or two or more small buildings).
Mostly interior maintenance including but not !imited to
surface dusting; sweeping and mopping; vacuum cleaning and
shampooing of carpets; washing walls and windows (including
outside of windows); cleaning follets, bathrooms and
showers; observing building mechanical equipment so as to
report fallures; making minor repairs to fixtures and
furnishings requiring simple hand tools; and related house-
keeping duties. Occasional floor stripping and waxing and
exterior work |ike grass cutting, raking, snow shovel ing
and similar yard care around assigned building.

Experience and Training.
Two years as Custodizan | or equivalent.

Supervision Recelved:

General and intermittent supervision from Superintendent of
Bulldings and Grounds and/or Housekeeper.

Supervision fo Others:

Supervises helpers as working-leader. Helpers may be part-
time, students, or Custodian |.

Education:

No requirement,
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SAMPLE VIII

L AN

OB TITLE: CUSTODIAN 111

s

ature of Duties:

Responsible for day-to=-day cleaning and housekeeping of an
institution's buiiding (or two or more small buiidings).
Mostly interior mainftenance Incliuding but not limited Yo
surface dusting; sweeping and mopping; vacuum cieaning and
shampooing of carpets; washing walls and windows (including
outside of windows); cleaning tolilets, bathrooms and showers;
observing building mechanical equipment so as to report fail-
ures; making minor repalrs to fixtures and furnishings re-
quiring simple hand tools; and related housekseping dutlies.
Occasional floor stripping and waxing and exterior work like
grass cuttig, raking, snow shoveling and similar yard care
around assipned buiflding.

Assigned to buildings with specialized operations such as
Chapel (mechanical equipment responsiblilities and public
events) or Sclence Building (laboratory equipment and

animal care).

Experience and Tralning:

4 years of Custodian | or squivalent; capabiiity for handling
specializcd actlvities of the building to which assigrned.

W
Supervision Recsived:

General and intermitient supervision from Superintendent of
Bulldings and Grounds.

Supervislon to Others:

Supervises helpers as working-ieader. Helpers may be part-
time, students, or Custodian |.

B Education:

No requirement.
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Class Specifications - Institution X
SAMPLE IX

JOB TITLE: SECURITY OFFICER

Nature of Duties:

Primarily guards institution property. Patrols assigned
areas and checks for fire and safety hazards, intruders
or any suspicious or untoward circumstances. Aids poillce
officers or college officials in contro! of crowds, dis-
turbance of the peace, and mischief or misconduct by
visitors or students; may be called upon by students for
routine assistance, opening buildings, etc.; assists

visitors and directs parking. Related duties as assigned.

Experience or Training:

One or two years experience as guard, police officer or
equivalent.

Supervision Recelved:

Recelves full instructions Initially from Security Super-
visor; thereafter may work some shifts alone.

Supervision fo Others:

None.
Education:

High school education or equivaient.
Work conditions:

Mostly night work and often alone on duty.
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Class Specifications = Institution X

SAMPLE X

JOB TITLE: GROUNDSMAN |

Nature of Dutles:

Performs a variety of duties in connection with maintenance
of grounds, roads, walks and athletic flelds in all seasons;
also performs unskilled or semi-skilled labor for all oc-
casions. Uses a great variety of hand tools as well as
power mowers, snowblowers and the iike. May drive frucks
or tractors and operate snow plows and gang mowers. Moves
furniture, etc., and sets up for special indoor and outdoor
col lege events. Related duties as assigned.

Experience and Tralining:

Two years construction or farm work or equivalent. Ability to
drive trucks and tractors.

Supervision Recelved:

Full instructions from Grounds Foreman at start of each
season's chores. Specific instructions for new tasks.
General direction thereafter.

Supervision tfo Others:

None except occasional student help.
Education:

No requirement.
Work Condltions:

Mostly outdoor heavy physical labor In all weather.
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APPENDIX G

Sample Class Specifications prsr copy AVAILABLE
from Institutions Y and Z

That certain basic jobs are the sume from college to college is shown by the
similarities in the class specification samples shown in these appendixes. One
reason for incorporating in Appendix G similar samples from Institutions Y and Z
is to prove this point and thus also, perhaps, make some administrators feel more
comfortable about outright copying. Another reason is to show that there may
well be slight differences in approach,
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Class Specifications - Institutions Y and 2
SAMPLE I - INSTITUTION ¥

TITLE: Clerk, Accounting
DEPARTMENT: Cashier's Office
DUTIES
Under | imited supervision of a designated supervisor, perform
clerical and accounting functions, incliuding accountability of cash
and the balancing of accounts in a system.

Specifically:

1. Post to financial records--student and institutional
accounts.

2. Receive payment and recelpt for same.

3. Assist In auditing and checking accounts including related
machine operation.

4. Receive Inquiries by phcne or over-the~counter an4d respond
to them directiy or by referral to appropriate personnel.
QUAL IFICATIONS

Requirgd: High school graduation or equivalent with capablitity In
the operation of office equipment.

Preferred: Completion of high schoo! level commerclal subjects and
one year's experience.
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B SAMPLE II - INSTITUTION Z Class Specifications
CLERK-TYPIST

SUMMARY

A clerk-typist shall provide strong basic clerical and +yping
support for the performance of varied office assignments of
limited complexity. This person Is responsible for promp+¥
performance of routine clerical and typing duties assigned.

DUTIES

This indlvidual is expected to type routine corresponcence,
form letters, requisitions, lists and tahbles, file, ¢ st infor-
mation to records, issue equipment or supplies, and act as a
receptionist. Periodically one may be expected to tatulate
cumulative data, type reports, run errands, act as a temporary

‘e replacement for senlor clerical personnel, and give out routine
Information to visltors.

SUPERVISION

A clerk-typist wlil be given reasonably close supervision on any
new or unusual asslgnment. Moderate supervision will be given
on routine tasks.

EDUCATION

A person is required to have a completed high school education or
equivalent with some typing fraining.

EXPERIENCE

Generally experience is not required unless specified by the
depariment.

ACCURACY

The clerk-typist should be capable of typing a minimum of forty
(40) words per minute. In addition, it is desired that one have
considerable accuracy In the use of office equipment.
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SAMPLE III - INSTITUTION 2 Class Speoifiocations
SENIOR CLERK-TYP{ST

SUMMARY

A Senior Clerk-Typist shall provide clerical skills for the per-
formance of more difficult, varied duties in the preparation, -
processing, and malntaining of records and correspondence, in
some instances including supervision of a small number of other
clerical personnel.

DUTIES

This person may be responsible for any or all of the following
duties: record personnel, account, and correspondence information
for reports; file; type from letters and reports desired data for
reports; review for accuracy vouchers, department records and
other mavter; and-may supervise other clerical personnel.

SUPERVISION

The person will receive intermittent general supervision. The
individual may be responsible for frequent supervision of junior
clerical personnel.

EDUCATICN

A person is required to have a completed high school education or
equivaient including, or supplemented by, typing and business
practice courses.

EXPERIENCE

it is desired that a person have one (1) to two (2) years' ex-
perlence with duties and responsibilities comparable to a Clerk.
I+ is necessary that one give evidence outlining the capabilities
to perform the additional duties and responsibliities of the
position.

ACCURACY

It is anticipated that the person be able to fype a minimum of

f1f+y (50) words per minute with complete accuracy. It Is also
expected that the person be accomplished at compiling, posting,
and filing.
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SAMPLE IV - INSTITUTION Z Class Spectifications

ACCOUNTING - RECORDS CLERK

SUMMARY

An accounting - reccrds clerk is expected to perform various
levels of bookkeeping and general accounting functions. This
person Is expected to keep records of specified detail depend-
ing upon the area of assigned responsibiiity.

DUTIES

The person in this classification Is generally expected to per-
form many of the following duties: examine department accounts,
prepare |imited financial statements, reconcile bank statements,
perform related clerical and accounting work, prepare payrolls,
operate office machines as required, handle cash receipts,
malntain accounts, and any other assigned duties.

SUPERVISION

The person will receive intermittent general supervision. The
individual may be responsible for |imited supervision of other

clerical personnel.
EDUCATION

it is expected that +he person have a compieted high school
education, preferably in the commercial - business course, or
equlvalent. Additlonal training In accounting procedures is
helpful.

EXPERIENCE

Depending upon the position, a range of one (1) to five (5) years
of experience will bs required in the fleld of the position,

ACCURACY

Accuracy In recording and understanding of accounting detail
is essential.
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SAMPLE V - INSTITUTION 2 Class Specifications
SECRETARY

SUMMARY

A secretary is expected to provide basic secretarial and cleri-
cal skills for positions requiring occasional use of shorttand
and/or dictating equipment transcription. The person is respon-
sible to perform these routine secretarial and clerical duties
for an adminlstrator or academic department head of the insti-
tution.

DUTIES

It is typical that a person perform the following duties: take
and transcribe dictation using shorthand or transcribing equip~
ment; make appoiniments; receive and screen visitors; answer and
make telephone calls; recelve, sort and distribute mail; post
bookkeeping information; type letfers, reports, forms and other
materials from notes or rough drafts; maintain confidential
records and files; assemble and organize materials used by the
department head in completing work assignments; and answer
routine questions.

SUPERVISION .

Ciose supervision by a department head will be given during the
early stages of employment or new work assignments. After the
learning of procedures, it Is expected that detailed instructions
are required only when changes In procedure are made or unusual
clircumstances arise, Limited supervision by a secretary of other
personne! may be required although not common.

EDUCAT | ON

it Is required that a person be a high school graduate or equiva~
tent with courses In business practices, typing, and shorthand
and/or transcription equipment either Included or supplemented.

1
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EXPERIENCE

S Beyond. the educational background stated, on=-the=job experience
may not be necessary. |t Is generally preferred that a person

have at least one year of experience with duties and responsi-

bilities comparable to Those of a Secretary.

ACCURACY

it Is necessary that a Secretary be able to type fifty (50)
words per minute. When shorthand is required, the rate of dic-
tation should be at seventy (70) words per minute. Accuracy

is essential In spelling, business mathematics, and grammar.
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SAMPLE VI - INSTITUTION Z Class Specifiecations

SENIOR SECRETARY

SUMMARY

A Senior Secretary Is expected to provide advanced secretarial
and clerical skills for positions requiring frequent use of
shorthand and/or dictating equipment transcription. The person
may be responsible for the clerical or stenographic work of a
unit or department. Some of the work is non-standard requiring
the employee to work our own producticn methods and scheduling.

DUTIES

In addition to the duties described for the Secretary, the Senior
Secretary assumes more responsibilities coordinating the details
of the offlice; performs more specialized functions or work of a
more difficult and demanding nature; or Is the secretary to a
person or persons holding a higher administrative post.

SUPERVISION

The person should be able to receive suggestions or general out-
line instructions only when new or unusually complex or unprece-
dented sltuations occur. The iIndividual may supervise secretarial
and clerical workers engaged In performing routine office detailis.

EDUCATION

In additlon to the basic educational requirements of a secretary,
it Is desired that a Senior Secretary give evidence of advance
courses pertaining fo secretarial-offlce training. It Is pre-
ferred that one have some business schoo!l or college background.

EXPERIENCE

it is required that a Senior Secretary have betwsen one (1) tfo
three (3) years' experience with duties and responsibilities com=-
parable to those of a Secretary. {1 Is necessary that one glve
evidence outlining the capabiiities fo perform the additional
dutles and responsibilities of the position.

ACCURACY

I+ is expected that a Senior Secretary be capable of typing sixty
(60) words per minute and of taking shorthand when required of
eighty (80) words per minute,
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SAMPLE VII -~ INSTITUTION Z Cices Specifications
EXECUTIVE SECRETARY

SUMMARY

An Executive Secretary is Yo provide responsible and complex
secretarial and clerical skifis for positions requiring daily
use of shorthand and/or dictating equipment transcription. The
individual is expected 1o use initiative and judgment to relieve
an administrator of many cf his routine and administrative
matters. The performance of these advanced and compliex secre-
tarial and clerical duties shall be rendered to senlor adminis-
trative officers of the institution.

DUTIES

In addition to the duties described for the Senior Secretary and
Secretary, the Executive Secretary is responsible for Initiating
and coordinating the clerical and secretarial functions required
in effective Implementation of administrative pollcies.

SUPERVISION

The person shouid be able to receive detalied instructions for
extromely complex tasks in addition fo broad instructions con-
cerning pollcy and procedure.

EDUCATION

in addltlon to the educational requlrements stated for a Senior
Secretary, it is desired that & person have completed a business
college program or a two-four year college program.

EXPERIENCE

{+ is required that an Executive Secretary have between three (3)
to tlve (5) years' experience with duties and responsibilities
comparable to ihose of a Senior Secretary. [t Is necessary that
one give evidence out!ining the capabiiities to perform the addi-
tional duties and responsibilities of the position.

ACCURACY

An Executlve Secretary shall be capable of typing seventy (70)
words per minute and of tfaking dicfation at ninety (S0) words
per minute.
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SAMPLE VIII -~ INSTITUTION Y Class Specifications

TITLE: Library Assistant |
DEPARTMENT: Library

DUTIES

Under the direct and close supervision of an experienced |ibrary
assistant (or a professional librarian), performs routine |ibrary
work at the beginning, sub-professional level.

Specifically: (typically)

1. Charges and discharges books.

2. Registers borrower.

3. Collects fines for tardy return or payment for lost books.

4. Prepa-c<s overdue notices.

5. Sorts and flles clirculation cards.

6. Types subject headings on catalog cards.

7. Checks in perlodicals and sends monthly claims on missing
issues.

8. Answers student and faculty questions at maln desk or In
office area.

9. May supervise student assistants.

10. Does related work as assigned.

QUALIFICATIONS

Required: High school graduation or equivaient, with typing
T skltl (45 w.p.m.)

Desired: Some college work or |Ibrary experience.
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SAMPLE Ix - INSTITUTION ¥  Class Specifications

TITLE: Custodian
LOCATION: Physical Plant or Business Offlice - Dormitories

DUTIES
Under general supervision Is responsible for the day-to-day
maintenance and cleaning of a university building (academic or resi-
dentlal) or two or mora small buildings,
Specifically:

1. Vacuum, sweep, mop or scrub floors or carpets.

2. Clean, polish and dust furnifure and fixtures, including
bathrooms.

3. Wash and clean windows and other glass surfaces.

4. Collect and dispose of waste products -- paper, cans,
bottles, etc. -~ and replenish supplies.

5. Lock and unlock doors of laboratories, classrooms, resi-
dential rooms, storercoms, trunk rooms or supply rooms, as
instructed.

6. Perform simple repairs including replacement of |ight bulbs
and report items requiring repair or replacement.

7. Perform related dufies as assigned.

QUALIFICATIONS

Understanding of cieaning materials and ability to follow oral or
written instructions. Physical condition adequate to perform assign-
ments.
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SAMPLE X - INSTITUTION ¥  Clasa Speoifications

TITLE: Gra;ndsman
LOCATION: Physical Plant = Grounds and Roads

DUTIES

Under diract supervision to perform a variety of activities in
grounds maintenrance and minor construction.

Specifically:

1. Repair and maintain roads and parking lots using such power
tools and hand tools as may be directed.

2. Malntain shrubs, trees and flowsers Including transplanting,
cultivation and pruning.

3. Assist in tree trimming or removal.

4, Remove snow from walks and roads and operate hand (or power)
tools as dlirected.

5. QCperate power lawn mower.
6. Clean streets, lawns, gutters and catch basins,

7. Perform related work as assigned.

QUALIFICATIONS
Accpetable: Physical ability and willingness to perform work assigned.

Desired: Experience (2 years) in minor construction. HIgh school
graduation or equivalent.
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Definition of Terms

PosiTION. A group of tasks that are performed by one person. In any organization there will be as many positions
as workers. In an office, for example, there might be four positions of accounting clerk, each of which would
be filled by a different individual.

CLASSIFICATION. A group of similar positions. Thus in the above case the four positions of accounting clerk would
constitute the classification of accounting clerk in the institution. In any institution there might be only one
person or there may be many persons engaged in the same classification of work.

PosiTION ANALYSSS. Procedures by which information is obtained concerning the nature and conditions of the

work involved in a specific position.

POSITION DESCRIPTION. Summary of the most important features of a position in terms of its general nature and
of the type of individual required to perform it in an efficient manner.

CLASS OR CLASSIFICATION SPECIFICATIONS. A more detailed and carefully organized description of all typical
features of positions sharing the same classification.

POSITION EVALUATION AND CLASSIF:CATION. (Sometimes referred to as job rating and classification.) Systematic
effort to utilize position descriptions and evaluate them with the objective of developing and organizing a
categorized grouping of positions. (Evaluation itself is an analytical process for determining the relative value
of a job in comparison with all other jobs. It correlates the essential factors of a specific type of job.with the
qualifications necessary for its competent performance. It does not rate the employee's value on the job.) The
resultant classification structure forms the basis for wage and salary administration. It provides, at the same
time, a basis for determining appropriate promotions and transfers. Classification of various jobs is on a dual
basis —i.e., by function and grade of work involved with the latter establishing divisions within the functional
classes. :

A rate range can be established as a result of the position evaluation and classification process, but the
determination of the rate within the established range that will be paid to the employee is another function
known as merit rating. Position evaluation and classification rates the position, not the employee.
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