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ANAHEIM UNION HIGH SCHOOL DISTRICT
Learning With Purpose: College and Career Ready

To: Victoria Wintering, Executive Director of Human Resources, Classified
From: Marie Ragazzo, HR Analyst, Classified Human Resources

Date: 3/5/12

Re: Executive Summary on Job Analysis Study for:

Senior Administrative Assistant and Senior Administrative Assistant/Bilingual
Classifications

EXECUTIVE SUMMARY
A job analysis study was requested by the District and CSEA in 2009, to review the
classification of the Senior Administrative Assistants. Prior to the present job analysis, the
administrative assistant classification series had been divided into the following classifications: Senior
Administrative Assistant (CSEA/59), Senior Administrative Assistant/Bilingual (CSEA/61),
Administrative Assistant (CSEA/57) and Administrative Assistant/Bilingual (CSEA/59). The main goal
of the present job analysis was to focus on the Senior Administrative Assistant and Administrative

Assistant positions that are under the general direction of an assigned administrator.

BACKGROUND

Historically, the administrative assistant support series was classified based on the level of the
supervisor they supported. Before 1990, the classifications were separated as follows: Senior
Administrative Secretary (CONF/31), which supported the Assistant Superintendent, Board, or
Commissioners; Administrative Secretary(CSEA/51;CONF/30), which supported a District Director;
and Secretary (CSEA/45;CONF/26), which supported a district-wide administrator. Further, the
classification of Senior High School Secretary (CSEA/48; CONF/28), supported the principal at the
comprehensive site level. In 1990/91 a fifth classification was added to provide administrative support
for the junior high principal, which was titled School Secretary (CSEA/45; CONF/57). In 1994/95, the

Senior High School Secretary, and School Secretary classifications were abolished and the
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classifications were reallocated to Administrative Secretary (CSEA/59). Then, in 2000/01 the
administrative support classifications were further reallocated to: Administrative Secretary II (CSEA
61), Administrative Secretary I (CSEA/59) and Secretary (CSEA;57). During the Ewing Study of 2001
the classification series was reallocated to: Senior Administrative Assistant/GF (CSEA/61); School
Administrative Assistant (CSEA/59); Senior Administrative Assistant (CSEA/59); and Administrative
Assistant (CSEA/57). Finally, in 2004/05 the Personnel Commission approved a final reallocation of the
classification series and abolished the classification of School Administrative Assistant (CSEA/59) and
combined the duties of the School Administrative Assistant and Senior Administrative Assistant into
the following classifications: Senior Administrative Assistant and Senior Administrative
Assistant/Bilingual which is currently in effect. It was noted that the classification of Administrative
Assistant and Senior Administrative Assistant series are separated based on the title/level of the
supervisor they support. The Senior Administrative Assistant and Senior Administrative
Assistant/Bilingual (CSEA 59;61) support a district-wide Director or School Site Principal; and
Administrative Assistant and Administrative Assistant/Bilingual (CSEA 57;59) support a district-wide

Coordinator.
METHODOLOGY

The methodology used in the study consisted of both a quantitative and qualitative analysis
through the use of a job analysis questionnaire, incumbent interviews, and job observations. The job
analysis was designed to analyze the classifications within the administrative support series and to
determine whether the tasks and knowledge, skills, and abilities defined in the classifications are in
alignment with the programs and/or services the incumbent's supervisors oversee. The HR Analyst
researched, compiled and assembled an initial set of job activities, responsibilities(tasks), and work-
related knowledge (KSAs), physical demands and working conditions (PDWKs), and supervisory
responsibilities from the information obtained through the reclassification questionnaires completed by
the incumbents in 2008, a review of professional literature relevant to the field of practice, including
the Secretary Series, GS-0318 (U.S. OPM), O-NET (Occupational Network website), and job
descriptions from similar agencies that delineate the work activities and responsibilities of
administrative support personnel. Once the content outline and demographic questions were
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constructed, revised, and approved they became the core of the job analysis survey which was
administered through Survey Monkey (a web delivery survey application) to all administrative support
personnel and their supervisors. After the analysis was completed, job descriptions were developed
and presented to the focus groups and CSEA President, Sharon Yager on August 7th, 2012 and again

in March, 2013.

QUANTITATIVE ANALYSIS

In order to establish the essential duties of the classification, task means, standard
deviations, and frequency distributions were used. Analysis using the mean values for the Relative
Time Spent (R), or Expected at Entry (E) and Importance (I) ratings for each job task , KSA, and
PDWK were calculated. The mean average calculation is obtained through the sum of all respondents
from a combination of the “Relative Time Spent” or "Expected at Entry and "Importance" scale and
dividing them by the total number of respondents (n=42). Finally, a criticality value was set at 5 or
higher to indicate which work activities, KSAs and PDWKs are essential. Further, a factor analysis
using the extraction method of principal components was conducted in order to better understand the
differences between the incumbents. The factor analysis showed eight principal factors which were
identified as follows: program/administrative support duties, school support duties, Senior/Lead
duties, guidelines followed, customer service duties, and office forms/equipment, and facility &
miscellaneous duties, one factor which had tasks that overlapped in the other seven areas. In
addition, a factor analysis was utilized to compare the KSAs among and between the groups. Based
on the questionnaire data and the job observation data the incumbents were placed in either the
school support group, or district-wide program support group. In order to understand whether there
is a difference between the essential duties being performed by the groups, a comparison of the mean
averages was conducted using a one-way ANOVA. The ANOVA or mean tables show a significant
difference if the level of significance (Sig.) is < .05. (See Table 1). Additionally, the Administrative
Assistant respondents (Focus Grp 1) were separated from the Senior Administrative Assistant

respondents (Focus Grp 2) in order to perform further analysis.
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Table 1 - ANOVA ALL SENIOR ADMINISTRATIVE ASSISTANTS

([KLELW

Task Factors Sum of Squares df Mean Square F Sig.

ProgDeptAdminSupport Between Groups 703.182 1 703.182 .294 .591
Within Groups 76425.760 32 2388.305
Total 77128.941 33

SchoolSuppDuties Between Groups 4928.905 1 4928.905 29.240 .000
Within Groups 5394.154 32 168.567
Total 10323.059 33

SeniorLeadDuties Between Groups 93.693 1 93.693 .595 446
Within Groups 5037.837 32 157.432
Total 5131.529 33

GuidelinesFollowed Between Groups 774 1 774 .027 .871
Within Groups 925.490 32 28.922
Total 926.265 33

CustomerService Between Groups 59.743 1 59.743 2.162 151
Within Groups 884.375 32 27.637
Total 944.118 33

OfficeFormsEquip Between Groups 4.684 1 4.684 2.310 .138
Within Groups 64.875 32 2.027
Total 69.559 33

FaciltiyMiscDuties Between Groups .905 1 .905 .042 .839
Within Groups 686.154 32 21.442
Total 687.059 33

QUALITATIVE ANALYSIS

A qualitative analysis is used to confirm the importance of the work activities as they apply to

the administrative support series. The information gathered during the job analysis identified the

primary role of the incumbents who are preforming administrative support duties related to

organizing, coordinating, scheduling and performing complex and difficult office functions for an

assigned Administrator. During the observations, data for nine content domains was compiled,

tabulated and analyzed to gather information regarding differences among the groups. The content

domains are as follows: (1)General Administrative Support Duties; (2) School Support Duties(3)

District-Wide Program Support Duties (4)Supervisory Controls; (5)Guidelines (6)Complexity; (7)Scope
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and Effect; (8)Personal Contacts; and (9)Knowledge, Skills and Abilities (KSAs) required to perform
the essential duties of the positions.

First, a review of the general administrative support responsibilities was analyzed to identify
the essential duties of the position. It was noted that incumbents performing at the level of
administrative support are required to have general knowledge of substantive work of the organization
under the jurisdiction of the person/s they assist. Further, as the administrative assistant's
participation in the management of the organization increases, so does the level of knowledge
required. For example, some positions perform primarily clerical and procedural duties within the
department, while others predominantly perform more complex and responsible administrative
support functions such as: developing, locating, and assembling information for use in large,
complex, and critical conferences and meetings; composing complex, but non-technical
correspondence, reports, briefings, request for proposals, etc.; designing and organizing filing
systems; planning and arranging the maintenance and preparation of budget information; and
organizing the flow of clerical processes and communications in the office and in subordinate offices.
In contrast, incumbents performing predominantly clerical and procedural duties within the group are
responsible for: providing telephone and receptionist services; maintaining records of attendance;
requisitioning office supplies; reserving rooms for meetings; filing material and maintaining office filing
systems; receiving and controlling correspondence; writing simple or repetitive, non-technical
correspondence in accordance with a given format; maintaining information for budget purposes; and
keeping abreast of various procedural requirements. In addition, incumbents performing
predominantly clerical and procedural duties are assigned one duty, such as the preparation of a
particular report, or the processing of a particular kind of document as opposed to performing multiple
complex duties. Further, the nature and extent of assistance provided by the administrative assistant
also varied within the group. This was due to the size of the department/site/or division the
incumbent supported. For example, in smaller departments/divisions/sites, incumbents primarily
assist their supervisor while providing limited assistance to members of the supervisor's staff. In
other work situations, such as larger sites/departments or divisions, incumbents provide significant

assistance to several staff members, usually more senior members of the work unit.


dam_a
Typewriter
Exhibit F


Executive Summary - Senior Administrative Assistant Job Study ([KLELW

Second, a review of the duties related to school support functions was analyzed to identify the
essential duties of the position. There was a significant difference across all variables in this domain
between the groups. For example, the incumbents at the comprehensive sites perform duties related
to the health and safety of students, such as assisting in administering first aid and medications to
sick or injured students during the course of their work, or in the absence of a health professional. In
contrast, incumbents located in a district administrative office did not. Further, there was a significant
difference in the co-curricular assignment activities which are performed at the junior high school site,
such as maintaining a complete set of ASB accounts including posting, balancing and reconciling
accounts using accounting software requiring knowledge of basic accounting and bookkeeping

principles and practices.

Third, a review of the duties related to assisting with district-wide program support functions
was analyzed to identify the essential duties of the position. There was a significant difference both
within and between the groups in relation to activities associated with purchasing, auditing, and
compliance review functions that were performed in support of a district-wide program or service. For
example, it was noted that incumbents assigned to the district administrative office are required to
provide base-line support regarding technical, procedural , and/or policies in support of a specific
district program or service within the following areas: Special Youth Services, Special Programs,
Transportation, Food Services, Maintenance, Purchasing, Information Systems, Safe Schools,
Instructional Services, and Assessment and Evaluation programs. Therefore, it was noted that
incumbents at this level are required to possess a thorough knowledge of the organizational structure

and functions of the District in performing and coordinating their responsibilities.

Fourth, a review of the incumbent's supervisory controls was analyzed to identify the nature
and extent of the direct or indirect controls exercised by the supervisor, the administrative assistant's
responsibility, and the review of completed work. During the analysis it was noted that a supervisor's
responsibilities typically include the following functions: planning and scheduling work; assigning work
to employees; accepting, amending or rejecting completed work; assuring that production and
accuracy requirements are met; appraising performance and recommending performance standards

and ratings; approving leaves; and effecting minor disciplinary measures. In contrast, a team leader's
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responsibilities may include - providing information to the supervisor on performance of the work
team and/or individuals, communicating assignments, goals and deadlines to the team and individuals
based on supervisor's instructions, informing the supervisor of attendance and behavioral problems,
relaying requests for resources and supplies, and resolving simple, informal complaints of employees
and referring others, such as formal grievances and appeals, to the supervisor or an appropriate
management official. Based on the guidelines stated above, it was found that a majority of the
incumbents are performing duties that are more in alignment with that of a team leader than a

supervisor or manager.

Fifth, a review of the guidelines was analyzed to identify the nature and the judgment needed
to apply the guidelines. Guidelines used in the administrative support classifications included,
reference materials such as dictionaries, style manuals, agency instructions concerning
correspondence, and operating procedures of the district. It was noted that all incumbents are
required to locate and select the appropriate guidelines, references and procedures for application to

specific cases, but refer situations to which existing guidelines cannot be applied to the supervisor.

Sixth, a review of the complexity of the tasks performed was analyzed to understand the level
of difficulty in identifying what needs to be done; and the difficulty and originality involved in
performing the work. During the observations, it was noted that the incumbent's work was of a
standardized nature involving a variety of duties. Tasks usually have several steps, some of which
were not directly related and alternatives may exist for processes or methods to be used in solving
problems. Therefore, the incumbents performing at the level of administrative support were noted to
exercise a moderate amount of independent judgment and their work is reviewed periodically in
consultation with their supervisors. In contrast, incumbents performing predominantly clerical or
procedural duties exercised limited independent judgment and their work is normally controlled by

frequent review and consultation with their supervisors.

Seventh, a review of the scope and effect of the tasks performed was analyzed to identify the
relationship between the nature of the work, (i.e. purpose, breadth, and depth of the assignment) and
the effect of the work product or services provided both within and outside the organization.

Therefore, an ANOVA analysis of the data was conducted and it was noted that there was somewhat
7
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different in this area between the groups. This was due to the fact that the incumbent's decisions or
actions at the program support level are wide-ranging in scope and effect. Therefore, errors made by
incumbents at this level may cause moderate to wide-ranging inefficiencies and be of significant cost
to the district(i.e. district-wide funding sources). In contrast, incumbent's decisions or actions at the
school support level are more restricted or narrow because the work is normally reviewed by others
and errors are usually detected at the program level in following areas: Maintenance & Operations,
Information Systems. Transportation, Payroll, Purchasing, Business Services, Accounting, or Human
Resources. Further, errors made by the incumbents at the comprehensive site may be disruptive to

co-workers or may cause minor inefficiencies, but costs due to errors are not wide-ranging.

Eighth, a review of the personal contacts was analyzed to identify the purpose of the contact
in relation to successful performance on the job, and which have an impact on the difficulty and
responsibility of the work performed. It was noted that the purpose of the contacts ranged from
factual exchanges of information to resolving problems affecting the efficient operation of the
administrative office. The purpose of the contact for the incumbents predominantly preforming
administrative support duties is to either plan, coordinate, and advise on work efforts, interpret
guidelines or instructions, or to elicit opinions or give guidance on the basis of facts to resolve
common issues or problems when information is not sensitive in nature. Therefore, incumbents at this
level are required to possess advanced communications skills at entry into the position. In contrast,
the purpose of the contacts for the incumbents predominantly performing clerical and procedural
duties is to obtain, clarify, give or screen established factual information, regardless of the type (i.e.
easily understood or technical) within well defined relationships. Therefore, incumbents at this level

are required to have normal communication skills at entry into the position.

A final review was made to identify the extent of the KSAs required by the incumbents
predominantly performing administrative support functions. During the observation, it was noted that
the demands of the duties placed on the incumbents at the administrative support level in terms of
awareness of the activities, views, programs, and commitments of the person they assist differed

among the group. For example, it was noted that incumbents assigned to a comprehensive school
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site level must have knowledge of basic first aid, due to the frequent contact with injured students. In

contrast, incumbents working at the district campus do not. (See Table 2)

Table 2 - ANOVA

(IKLELW

KSA Factor Sum of Squares df Mean Square F Sig.
InterpersonalCommSkill Between Groups 134.697 1 134.697 1.149 292
Within Groups 3752.038 32 117.251
Total 3886.735 33
DataManagmentKSA Between Groups 61.222 1 61.222 .400 .531
Within Groups 4894.337 32 152.948
Total 4955.559 33
LeadKSAs Between Groups 4.998 1 4.998 .022 .883
Within Groups 7251.385 32 226.606
Total 7256.382 33
PrepareReprtAgndaCalndr  Between Groups 90.951 1 90.951 1.093 .304
KSAs Within Groups 2662.490 32 83.203
Total 2753.441 33
SchoolOffPracticesKSAs Between Groups 281.921 1 281.921 3.115 .087
Within Groups 2895.962 32 90.499
Total 3177.882 33
BusLtrWritingProofreading  Between Groups 30.182 1 30.182 4.071 .052
KSAs Within Groups 237.260 32 7.414
Total 267.441 33
ConfidentialAdmnSupport Between Groups 8.697 1 8.697 1.599 .215
KSAs Within Groups 174.038 32 5.439
Total 182.735 33
BilingualSkills Between Groups 48.889 1 48.889 2.400 31
Within Groups 651.846 32 20.370
Total 700.735 33
Typingskill Between Groups .226 1 .226 .085 773
Within Groups 85.538 32 2.673
Total 85.765 33
TranscribingSkills Between Groups 579 1 .579 126 725
Within Groups 147.538 32 4611
Total 148.118 33
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RESULTS

The study highlights the fact that the incumbents who are supporting a Coordinator or other
district-wide program Administrator perform similar duties as those incumbents assigned to a Director.
For example, all incumbents predominantly performing complex administrative support duties for an
assigned Administrator must have an extensive level of knowledge of the organization, and functions
of the office they support in order to successfully perform the work. In addition, incumbents at this
level are required to coordinate the work of the office/department/division with other departments or
outside agencies, and must have the ability to recognize the need for such coordination in various
circumstances. Further, it was noted that incumbents at this level must have the knowledge required
to advise other clerical staff of the appropriate procedures to use in a business and/or educational
environment. Therefore, the incumbents must have the ability to orient, train, and lead others in the

course of their work.

Further, it was noted that there is a difference among the school support group in this domain.
For example, incumbents at the junior high level are required to perform ASB accounting functions
and must understand and do acceptable work applying basic accounting steps, procedures, practices,
rules, policies, principles and concepts. In contrast, incumbents at the high school level and program
support level are not required to perform ASB accounting functions and are not required to possess

accounting knowledge at entry into the position.

In conclusion, the main differences between the groups were analyzed using a statistical
analysis method called a One-Way ANOVA. The analysis illustrates a comparison of the means
between the groups surveyed. The results of both the quantitive and qualitative data analysis
indicates there is a significant difference in the following domains:1) the type and purpose of personal
contacts and, 2) school support duties. Further, it was noted that the depth and breadth of knowledge
of accounting principles and practices was not found to be significantly different among the groups

(See Table 3).
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Table 3 ANOVA
Task Description Sum of Squares df Mean Square F Sig.

Knowledge of accounting Between Groups 2115 2 1.057 1.586 224
principles and practices. Within Groups 17.333 26 667

Total 19.448 28
Type and Purpose of Between Groups 1.750 2 .875 4.091 .029
Personal Contacts Factors ~ Within Groups 5.561 26 214

Total 7.310 28
Scope and Effect of Tasks  Between Groups .916 2 .458 2.711 .085

Within Groups 4.394 26 .169

Total 5.310 28
School Support - With Between Groups 7.635 2 3.818 5.867 .008
appropriate authorization, Within Groups 16.917 26 .651
administers medication to Total 24 552 28
students.
School Support - Compiles  Between Groups 10.312 2 5.156 17.130 .000
or prepares co-curricular Within Groups 7.826 26 .301
assignment records. Total 18.138 28
School Support - Abilityto  Between Groups 8.457 2 4,228 5.567 .010
administer First Aid to ill or  Within Groups 19.750 26 760
injured students. Total 28.207 28

RECOMMENDATION

Therefore, it is recommended, based on the findings of this study, that the Personnel

Commission re-allocate the classifications of Senior Administrative Assistant and Senior Administrative

Assistant/Bilingual into the following classifications:

1) Senior Administrative Assistant-School Support

2) Senior Administrative Assistant-School Support/Bilingual
3) Senior Administrative Assistant-Program Support

4) Senior Administrative Assistant-Program Support/Bilingual

Furthermore, it is recommended that the salary for the new classifications match the salary
range of the current classifications. Therefore, Senior Administrative Assistant-School Support, and

Senior Administrative Assistant-Program Support, will remain on salary range CSEA-59. Likewise, the
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Senior Administrative Assistant-School Support/Bilingual, and Senior Administrative Assistant-Program
Support/Bilingual classifications will remain on salary range CSEA-61. Additionally, the incumbent's
seniority credit within the new classification will include all hours in paid service from the prior class,

providing that the prior class is concurrently abolished. (PC Rule 3.4.1)
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