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PREFACE AND ACKNOWLEDGMENTS

The purpose of this diary and of the internship
experience with the City of Tucson Personnel Department
were to provide the author with an increased underatanding
of public administration within the specialized field of
public personnel administration, This diary is the result
of a summer internship of intensive study and observation.
The diary can be viewed as having three distinct parts,

The first part, chapters 1-3, explains the opera-
tion of the Personnel Department and the enviromment by
vwhich it 1s defined and influenced,

The second pért, chapter lj, reports the author's
experiences durlng the internship, The experlences are
presented in daily accounts except for the Police Records
Clerk I project which appears at the end of the daily accounts,
This project was requested as a research project and was
rresented to the Personnel Director in its entirety.

The third part, chapters 5 and 6, present a com-
parison of public administration textbook theory and actual
practlce within the City of Tucson Porsonnel Department.
They also provide a sumary and conclusion,

An attempt to name all persons who aided and assisted
the author during the internship would be impossible.
Special thanks must be given to Dr. Raymond lMulligan of
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the University of Arizona. To ¥r. Paul D. Miner, Director
of Personnel, City of Tuoson,_sinoere‘ thanks are offered
for the many hours of personal attention given thié author,
His expert lmowledge and wide-ranging experience added
‘irmeasurably to the author's knowledge of Public Porsonnel
Administration. .' . ' |
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ABSTRACT

The internship experience with the City of Tusson
Personnel Depertment péovid_qd the opportunity to observe
and participate in the basic functions and social service
activitles of public personnel administratio;i. Portions of
the internship were spént working on various projects under
the direction of the Director of Personnel. Several weeks
were spent in a leadership role in compiling and analyzing
.dgta for a wage and salary survey., Supervisory and admin-
istrative techniques practiced by the Personnel Department
were observed at meetings held by the department and in the
- day-to=day functions of the department, |

 The Personnel Director was interviewed concerning

his views on vgrious teqhniqueg and concepts, Throughout .
the internship, records, files, and publications of the Civil
‘Service Commission and Persommel Department were examined.
Special attention was pald to the financial operation of the
department and to the established Civil Service rules which
govern the actions of the Personnsl Department, '

At the end of the internship and when the material
for the diary was compiled, class work,and Internship gi:peri-
“once were compared to show their inter-related natures, From
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the entire internship experience a general conclusion showing
the necessity for professionalism in public personnel admine

| istration was drawn.




CHAPTER 1
BACKGROUND INFORMATION AND SETTING

| The Community
The c:.ty of Tucson is located in south~central
Arizona in the middle of the Santa Cruz Valley. 'l‘ucson,

only a cluster of adobe houses within a walled village; was
founded in 1776. The city and surrounding territory were
.acquired by the United States from Mexico in the Gadsden:
Purchase of 1853.,1 The growth of the .city was stimlated
by the arrival of the Southern Pacific Railroad in 1380 and
the discovery of gold, silver, and copper in that 'area'.',' The
continued growth 6f. the city 1s roflected in the area zrowth
as well as population. In January, 1958, Tucson had an area
of 2386 square miles. . By January, 1969, the city's area
‘was 76.57 square miles.Z This means that the city has tripled |

its land area in eleven years. Population figures for the
| city are even more. impressive. . From approximately L5,000

: 1Thcmas A, Bailey, The American Pagent (Bost:on:
D.G. Heath and Company, 19617, p. 399,
21969~ et, Tueson, Arizona (Tucson:

Submitted to t Ms:yor an ounc by the City Manager,
Hay 26, 1969).



persons in 1950; the population has increased to approx-

imateiy 2&6,000 as of January, 1969.3 This represents a

147 percent increase in population inrleés than twenty years.
The induétrial and economic base of the city depends

upon large tourist industry and on the manufacture of electronic

equipment, precision machine-shop products, and food processing.

Cigx,Administratién and Organization

The City of Tucson was incorporated in 1871 and
Presently oﬁerates under a Council-Manager charter adopted
:by the people in-1929. ' The charter provides for a governing
body composed of a Mayor and six Councilmen elected for four
'year overlapping terms by the people of Tucson. The Mayor
‘13 elected at large and Councilmen are nominated by ﬁards
and then elected at large in a general election. The basic
functions of the Mayor and Council are legiélative in nature.
They control the appropriation of money, adopt ord}nances,.
éPpointAmembers of various boards and ccmmissians;ugnd deter-
mine gehafal policies of the city.

Policies and guidelines established by the Mayor and
Council are carried oﬁt by the City Manager who is the admin-
istrative head of the city. The Manager's job is provided
for by the city charter and hs»is elected by a majority vote
of the Council for an indefinite tem.

3Ibid.' Pe 1-1 °




The above paragrépﬁs attempt to show the admin-

| istrétive process of the city. The next iogical element

is some means of carrying out the policies emanating from
the administrative process. Organization is’the'means and
implies a structured system of roles aﬁd functional pela= -
tionships designed to carry out the policies of thb admine
‘istrators. Organization seeks a pattern of skills, respom-
sibilities, and éuthority that will coordinate individual
and group effort to carry out public policy.u For this
reason, the city 1s divided into departments in which similar
munieipal functions are grouped together. The chart on the
next page illustrétes the City of Tueson's organizational |
structure, ” |

Description of the Civil Service Cormission
and the Gity Persomnel Department

The Director of Personnel of the City of Tucson is
directly responsible to the Civil Service Commission. The
Cormissiont's existence is.provided for in the city charter.
The Commission is composed of five members who are appointed
by the layor and City Council for six year overlapping terms.
The Cormission has legislative, judieiai, and administrative
functions. It establishes uniform rules, standards of service
and conduct, and rules on appeals by employees from all

43ohn 1, Priffner and Robert Presthus, Public Admin-
istration (New York City: The Ronald Press Company, 1967),
. p‘ e




ORGANIZATION OF THE CITY OF TUCSON

THE PEOPLE OF THE CITY OF TUCSON

MAYOR AND COUNCIL}

J{PUBLIC INFORMATION

OFFICER
[ I I , ]
POST CITY ATTORNEY |cITY CLERK | CITY
AUDITOR| |MAGISTRATE |
| 1 _ ] ) |
CITIZEN| _ |CIVIL SERVICE COMMUNITY CENTER| |LIBRARY
BOARDS COMMISSION AUTHORITY BOARD
—— CITY MANAGER
PLAIGIING
AND
ZO0HING | DEPUTY CITY MANAGER]
COMMISSION
| ECONGHIC
DEVELOPMENT
[PERSOIMNEL ] COMIUNITY |Finance] |comumiTy| [LIBRARY
| DEVELOPMENT . _CENTER »

{PARKS AND RECREATION ]

[WATER AND SEWERS |

[FIRE]

|PUBLIC WORKS|

[rporIcE]




departments of the city organization. The Commission 1s
semi-autonomous but must establish and maintain a balanced
and favorable working relationship with the chief admin-
istrator, the City Manager. Most of the day-to-day admin-
istrative functions of the Civil Service Commission ave
carried out by the Persomnel Director and his staff,

The physical facilities of the Personnel Department
are located on the second floor, East Wing, of the new City
Hall Tower., The department utilizes the entire East Wing.
An open area provides a reception counter and working areas
for two typlsts, a Secretary II, the Personnel Specialist,
and Safety Coordinator. Seven separate offices border the
open area. Three of the offices are occupied by Personnel
Analysts and are utilized for‘interviewing. The Personnel
Director, Assistant Porsonnel Director, Employee Benefits
Supe:visor, and.Ihployment Programs Assistant occupy the other
four offices. A conferehce room and stofage area are also
included in the area. The Personnel Director's staff is
normally twelve, however, it goeé up to fifteen when Summer
Youth Program SupervisorS’are'hired. (See chart on the
following page).




ORGANIZATION CF TIHE PERSONNEL DEPARTHMENT

CITY OF TUCSON, ARIZONA

L SERVICE COMMISSION

| PERSONNEL DIRECTOR l

PERS

ASSISTANT

ONNEL DIRECTOR

{ SECRETARY II|

EMPLOYMENT | | PERSONNEL PERS ONNEL EMPLOYEE
PROGRAMS SPECIALIST| | |ANALYST II ENEFLTS
ASSISTANT 5 ' | SUPERVISOR

CLERK PERSONHEL IHSURANCE
|z¥PIsST I AVALYST I CLERK
YOUTH |
SUPERVISORS
CLERK PERSONNEL
|TYPIST I

ANWALYST I

SAFETY
. AND
TRAINING

|cooRDINATOR




A Definition of Terms
and a Brief History of the Personnel Novement
In the United otates

The term "merit system" seems to connotate a rather
flexible nethod of personnel admlnistration which centers
around the so-called Mmerit principle.”™ Under the merit
principle, initial employment and promotion within the organ-
ization is based entirely on demonstrated merit. In short, a
merit system is defined as a system in which people are hired
by domonstrating their ability to do the work or their sbility
to learn to do the work, Under & strong merit system, jobs
cannot be- obtained on the basis of political influence or
"spoilsmanship."

A Civil Service System is often thought of as a formal-
ized, structured, and all inclusive method of persohnel.admin—
istration governed by an independent commission. Such a system
embodies the merit principle. From this, the term Civil
Service has come to be used to rafer to those public employees
- hired in accordance with a personnel system administered by
a Civil Service.Commission or Board.

Another term which scems to be variously defined is
"classified service.” Nommally when people speak of classified
service they are speaking of a jurisdiction in which a formal
position classification plan is in effect. A position class-
ification plan is based on facts, The kinds of work in an
organization are identified énd described, then similar positions

are grouped in classes under cormon job titles., The purpose
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is to bring out the important similarities and confrasts
 among positions so that propor decisions may 53 made in ‘all
porsonnel processes. The position classification plan’erms
the basis of modorn personnel a&ministration operating within
the onviromment of a civil se?vice systéh with a merit prin-"
ciple. The classification plan helps to insure’ that people
poerforming similar work are paid similer wages'and by the
definition of.the job, it insures that sultable people are
found to £ill it. . |
Using the development of federal personnel policy
as the base, it can be generalized from various sources that
the development of‘public personnei administration in the -
United Stotes can be divided into five broad periods.
-~ The first period, dating from approximately 4780 to
1829, can be censidercd a developmentel era. Thils period
is concidered the devolopmental period becsuse it was concerned
with staffing the new government. George Washington quickly
realized that’appointmohts wouid constitute a very difficult
and delicate task, He did show preference for nembers of his
own perty but made fitness of character and qualifications for
the job very essential for appointmené; Washington was care-
ful to sce that every region of the new country was represented
among his principle appointments. In the very first year of

‘the United States, a struggle, still continuihg, began over
appointment and removal, in a word, patronage. Prosidents




Adams and Jefferson continﬁed to appoint along partisan _
lines, but contimued Washington's precedent of appointing
nen of intogrity.s | | .
The patronage ora, 1829-1865, met its peak under
the administration of Andrew Jackson, hJackson gethered his
political strength from the common man and therefore pursued
an oqualitarian philosophy covering the appointment of
officials.6 He would view tha‘duties of public officials
a8 being so simple that anyone could perform them, Jack-
son is credited with introducing the patronage éystem as
an openly stdtediand practiced policy. Unlike the develop=
mental ora, the patronage era was not mindful of ability.
The reform era, 1865~1883, grew out of the extremes
of Jacksonian democracy. By 1865, the dlsadvantages of
patronage, such as unnecessary jobs, high turnover, unqual-
ified employees, and the deluge of job seekers, were so
great that change was inevitable. The reformers, a group
of people in ahd out of government who recognized the dangers
of patronage, failed in many attempts to get meaningful and
lasting lczlslation on the boéks that would curtail patrone
a0,

\ EThe International City lanagera' Association, Munic-
ipal Personnel Administration (Chicago: The International
3&?? Hanagers? AssoclatTon, 1960), p. L.

épeiffnor and Presthus, Public Administration, p. 163
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| Finally, 1n 1883, the reformers succeeded in passing
the Pendleton Act of 1883 which ushered in the Civil Service
era. In sun, the law provided that fitness, as evaluated
by . open competitive practical examination, was the selection
criteria. A three member commission was established to ad-
minister the program and employces were freed from the need
to make‘contributions to a political parpy;

, From 1935 to'tbe present 1s considered the profes-
eionel ersa, 'In 1935 the COmm;ssion'orlanﬁify on Public
Service Personnel issued.reports that stressed thekneed for
a career service that would attraet the best talent to gove
ermment, state, local. as well as federal.7 The career service
refers to a system of employment of talented young people
at beginning level jobs and a plahned progression to positions
of greater responsibiliﬁy. The goals of a career system of

public employment have been widely eooepted in the United
| 3tates, . |

The development of public‘personnel administration
in state and local government has not been uniform through
the five ﬁeriods. There are presently some state and local
governments at all stages of the periods from the most acute
patronage to the most advanced professional organizations.
The estdblishmenb.of a career service has not been widely
implemented especially in municipal goverrment. Obstacles

TThe International City Managers!? Asaociation, Munic-
ipal Personnel Administration, p. 11.
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such as small siée, local residence requirements, and
higher compénsation in private industry combine to make
establishing a caréer Service difficult for meny municipal-
ities., | | |
The City of Tucson can be considered in the profes-

’v'sional era., ' The st#dng merit principle expoused by the Civil

Service Cormission plﬁs the background of the Personnel

Dirgctor poihb to a strong emphasis on professionalism,

vRecruiting‘of.college graduates and higher advanced degrees
is actively pursued. Positiohs have been designed to provide
‘ college.graduates with an opportunity to gain experience

and to prégress to positions of greater responsibility.




CLUAPTER 2 -
PERSONNEL DEPARTHENT PROGRANMS AND SERVICES

‘Basic Responsibilities and Duties

‘ r"he basic responsibility of the Personnel Depart-
nent 15 to execute employment policies establisied by the
Civil Service Commission covering the city's 2504 employoes.
Broadly stated, this responsibility is divided into three
areasg: te stinmulate public,intereet in the city servlce,
to assist suporvisors in obtaining meximum effieiency of
employees, and to offexr indiﬁiduals the~opportunity'fof uge~
‘ful employnent. e
A summary of main duties of the Pe:eonnel Department

in supporting the ¢iiy's Civil Servlice Systen is as follows:

1« In the area of reoruitment, the depaftmeﬁt st
be cognizant of sources of manpewer‘ane must
establish qualifications and eequiremente ee that
recruiting efforts,are'aimed_at the prepef seg=

" ment of the total work force. The ideal is to
attract able candidates to the service whose
qualifications metch those sought.

- 2e The &epartment examines applicants and develops

lists of eligible candidates. The list must be

12
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5.

6
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conétantly updated showing those availsble
and those not available. |
The department administers a system of certifi-
cation for eligible lists based on the "rule
of three." This "rule of three' implies that
the top threé eligible names for any one position
are sent to the requesting department. The system
also provides for reomoval and reinstatement
procedures concerning the eligible lists.
The department 1is responsible for establishing
and defining standards of duties for positions
that will place the position in its appropriate
area of the overall clasgsiflication plan,
The department 1ls responsible for administering
pay scaleé established by City Ordinance and
recormends new pay scales,
The department maintains all necessary procedures
affecting transfers, promotion, attendance and
leave, conduct and discipline, separation, and
sppeals and grievances,
The department 1s responsible for developing
information on and stimulation of the best prac-
tice in supervision, health, and safety. It is
also respohsible for performance evaluation,

working enviromment, and in-service training.
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8. The department is responsible for conducting

basic personnel research such as examination,
validity and reliability studies, determining
turnover rates énd areas of high turnover, and
wage ond salary surveys. Concurrently, based
on the research, the department must recommend
personnel management policy improvements to the
Civil Service Commission,

| 9. The department is responsible for maintaining

| and administering information pertinent to employee
benefits such as retirement programs, grbup 1life
and health insurance, and industrial injury
benefits,. .

10. The department is responsible for providing
‘counseling services to all eﬁployees. Counseling
must be avallable in all areas that affect job
performance including personal and financial
pr'oblems.~ Counseling must also show employees

how they can acquire skills and knowledge needed

for advancenent,

An elaboration of some of the procedures that the
Personnel Department uses to fulfill its ten main duties
are mentioned below, The term procedure, as used in this

paper, 1is defined as a planned sequence of operations for




15
handling repetitive activities unifornly and consistantly.8
The following procedures form the basis of a comprehehsiﬁe

personnel progra: from recruitment to retirement.

Requisition

A department with an oponing notifies the Personnel
Dopartment by means of a Personnel Requisition Form. If |
more than one vacancy exists, it is indicated‘on the forﬁ.
The depariuent also'indicétes tho class title of thervacancy
and tho sslary range. (See the Personnel Regulsition Form
in the Appendix). 4

Announceuont

Waen a vacancy occurs in the classified service,
recruliment ig assisted by announcements deseribing the
position and mimouncing that applications ave being accepted
at the Persomnel Office in City Hall for the position. The
anmounceniant specifies miniﬁum requirements, examples of
work performed, and ﬁhe final date ‘that gpplications can be
filed, The announcements are placed on tie Porsonnsl Departe
nent bulletin board and the City Iall bulletin board, To
facilitate recrultnent, the arnmouncements are gelactively
mailed to educational institutions and to professional so-

cieties and openings are advertised in the newspaper. The

8Joln #.W. Weuner and B, Lewls Keollng, Administrative
Office Manapgement (Cincinnati: South-Western Publishing
Company, 1966), p. 2Tk
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announcements rmust allow fifteon days prior to the date
that the Personnel Departmont stops accepting applications.
Various other dévices have been devised}to assist in announc=-
ing positions such as posters and stamping the payroll

checks of current clty employees.

Applications

An application for a Civil Service position is made
on a standard Civil Service form. Before any applicant ;s
glven an application he is given a preliminary interview
conducted in the Personnel Department by a Personnel Analyst. .
The objective of this screening process is to verify that
the applicant meets the minimum qualifications of the position.
(See Appendix). |

Examinations

Examinations are held for the purpose of establishing
eligible lists for all positions in the classified service.
 Examinations can be composed of written sections, oral tests,
proof of physical agilities, ratings of experience and edu=
cation, or any combination of these factors, A Personnel
Analyst is assigned the responsibility of administering the
exan, scoring the responses, and establishing the list of
eligibles. If the position calls for an>ora1 examination,
the Analyst must locate competent people to sit on the oral
board. If the examination requires a physical agility test,
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such as with the Police and Fire Departments, the Analyst
must coordinate with the parﬁicular départmont so that
apﬁliéanig are notified as soon as possible. After ali
phases of'the exam are completed, each applicant must be
notified_by.ietter as to hié final score and its relation
to the other applicants,

Eligible Lists '

Peoﬁle who pasé an examination are calied'eiigibles.
Their nemes are placed on a list of eligiblos in a position
determined by their final examination scores, In ‘short, an |
eligibla's chances of getting & job depend on how'high.he
stands on the 1ist and how fast the city departments are
£illing positions from the list. The Personnel Department
must maintain all the eligible‘lists for the classified service.
People indicating that they are not available or wish-éo be
‘removed from the list must be indicated., An eligible list
normally remains active for two years unless it is exhausted
sooner, If the 1list is exhausted or expires, announcements
are sent out and an examination is given again to replenish

the list.

Certii‘ication |

When a requisition fonm is received at the Personnel
Department from a department with a vacancy, the eligible list
for that particular class is consulted. If the list is current,
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the tor three names of available people are caﬁtified'to_
the appointing officer within the requesting department.

If the 1igt is exhausted or has expired, an,examination

will be announced. Thoée people.who are certified to a.
department“are sent a Notification of Certification letter.
The certified person is.advised to contact the concerned
department as soon as possible for an interview by the
appointing officer. The appointing officer interviews the |
top threé people and selects one. Those persons not selected
are returned to the 1lists in their original order. They
will be certified for the next opening that occurs.

Position Classification

The Personnel Department is responsible for maintain-
ing the City of Tucson position classification plan. It is
recognized that position content and duties change over a
period of time and that, in fact, some jobs are no longer
necessarys. At tho request of a department head, the Personnel
Department will have a job studied by a Personnel Analyst.
The Anélyst, utilizing a classification survey form, will
neke a dotailed study of the job responsibilities and will
interview all people concerned. The Analyst will then write
a report indicating his recomrendation as to whether the job
should be reclassified in the overall classification plan.
The‘Persohnel Director reviews the Analyst'é recormendations

and malkes the final determination as to whether or not the
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’bosition is reclassified. In addition to studying the
existing positions for changes that require reclassification,
the'PerSOnnel Department 1s responsible for classifying new |
positions into the overall city classification plan., An
example of this occurred when the city began'tha'installation
of electronic data processing equipment. lo existing posi-
tions within the city were applicable., The Personnel Depart-
nent studies the new positions and writes new job descriptipns.
The Persohnel Director refers the suggested new positions’
to the Civil Service Commission for acceptance and integration
into the City Classification Plan. (See Appendix for the

Classification Survey Form).

Leaves

The Personnel Department maintains the records con-
cerning each employee's accurmlated vacation and sick leave.
Vacation leave is acqumulated by pormenent city employees
at the rate of a half day evory two weeks. Requests for
vacation leave are wmade on a Réquest for Lieave of Absencé‘
form, submitted to the employeet!s department head, ’(See‘
Appendix)., If approved by the department head, the request
is sent to the Personnel Department for verificetion of
accurnilated leave.

Sick leave is accumulated at the rate of a half day
every two weeks, Up to 120 days of sick leave nay be

accunulated., The first five days of unused annual sick
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leave nay be added to vacation leave. If an employeo
used no vacation time or sick leave, he could accumulats, at

the end of one year, up to eighteen vacation days.

Disciplinary Action

All city employees are subject to disciplinary action
for violation of Civil Service rules or when their gonduct'
is detrimenﬁal to the city. The forms of action taken vary
but generally consist of a reprimand, reduction in pay,
suspension, demotion, or discharge., In all cases, the Per-
sonnel Departmehmvmaintains the necessary records and makes
the appropriate entry in the employeet!s file. All classified
employees have the right to'appeal to the Civil Service
Commission through the Personnel Dirsctor in the case of
reduction of'pay, suspension, or demotion for more than ten
deys or in the case of discharge., The written appeal spec=
ifying the grounds on which it is based must bo filed no later
than ton days aftor the disciplinary action. The Porsonnel
Director theon sots the time for a hearing before the Civil
Servico Cormission. Both the officer administoring the
dlseiplinary action and the employeo can present evidehce
and witnessea., If either party fails to appear at the hearing,
the Commiassion decides in favor of the opposing party.
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- Retirement
| In addition to the benefits derived from Federal

0ld Age and Survivors Insurance, the City of Tucson main-
tains a supplemental retirement system., The system is
administered by a Board of Trustees of five members consist-
ing of r chairman appointed by the Mayor and Council, the
Personnel Director, the City Treasurer, and two members of
.the system elected by employees, Penménent full-time employees,
except for Policemen and Firemen who have their own retire-
ment funds, who have completed at least one year of service
and are thirty years of age.antomaticélly become members

of the supplamentai retirement system. Retirement fund
contributions are deducted from each pay check.. The average
employee's deduction amounts to four percent, two percent of
this is for social security and two percent is paid to the -
‘Supplemental Retirement Fund. The fund has various options
open to the people who leave the city employment before the
normal retirement age of sixty-two years. For example, an
employee who works five years then terminates, may exercise
one of two options. He may leave what he contributed through
pay check deductions with the fund and at the age of sixty-
two he will receive a partial retirement benefit, or he may
withdraw his contributions to the fund when he terminates
his employment. The Employment Benefits Supervisor in the
Personnel Department advises each individual on the best of
the possible 0ptipns open to him, |
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Wage'énd.Salary Survey
The objeétive of a wnge and salary survey is to

determine how the exlsting salary structure of the city
compares to the wages»and selaries paid for ginmilar work
in the locality. Normally, to be most accurate, data should
be compiled éh a local, regional, and supplemental basis.
A ﬁage and salary‘survéj is a delicate task, Various con-
trols rust be followed to be certain that the information
obtained is valid, First, the selectlon of benchmark classes
muat be done with care, The 61asses chosen nmust be good
rofercnces for each level of difficulty and responsibility,
In addition, they should cover the full range of positions,
lower, middle; and top salary brackets. They rmuust also be
weli known classes and easy to define, Secondly, the survey
method.mﬁst}be adequate. Usually on the local level, inter~
views can be arranged with cooperating organizations and
comparisons of job 61assifications and definitions verbally
reasoned out. On the regional and supplemental data'basis,
the survey is handled by cbrreépondence; Nonmall&, detailed
'desériptions of the positions being surveyed afe sent along
with th9 request for comparison. When data is received, it
must bo compiled and analyzed. The proposals of the Civil
Service Commissionvto the City Council are based on the facts
as presented by the survéy. The Council can either accept

or reject the propbsals but cannot change them in any way.
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Salary Flan ;

The éalary_plan of the City of Tucson is composed'
of forty-five basic ranges numbered ten through fifty-four.
Each range is‘dividéd into five steps. Since the city oper-
etes on a merit principle, employees normally are granted
raises, the firﬁt,three steps are granted automaticelly. The
fourth and fifth steps ére merit increases that rust be
' earned. The salary plen of the city 1s based on position
classification and wage and salary surveys. The salary plan
~esgentially prévides for consistent internsl salary relations,
For example, a class such as Clerk Typist I is established
'in the city plan and all Clerk Typists are paid in the same
range régardless of departmental assigmment. If a wage and
salsry survey.shows this range to be unrealistic, then the
class Clerk Typist I can be adjusted zccordingly in the salary
plah. (Sce Appondix, Pay Recormendations of the Civil Serve

ice Cormission for Salary Plan by Range).

Cormmumnity Service Activities

The Personnel Department has been becoming increass
ingly involved in cormmunity services. This increésing con-
cern in community service activities is evidenced by the fact
that an Employeé Programs Assistant of the Persomnel Departe
ment 18 involved on a full-time basis with the various programs
agaociated with community service. The Personnel Departiment,

~acting under general guldelines from the Mayor and Council,
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organized and directed a Summer Youth Employmont Program,
The objective of the program was to provide meaningful work
experienées to economically disadvantaged youths. Another-
objective was to provide money that would enable the youﬁhé'
to return to school in the fall. The department performed
the necessary coordination tasks with the HNeighoborhood Youth
Corps, the Youth Opportunity Cénter, and the Arizonavstato
Employment Service, The Personnel,Department was'responp
sible for making basic changes in the program, In 1968 the
program was designed primarily to prévide summer work., As
a rosult, three hundred youths were hired and performed very
menial tasks such as chopping trees and pulling weeds. The
experiencafﬁroved-unsatisfactory for the yoﬁths end for the
 city from a supervigory point of view. In 1969, fewer youths
wero hirced and they were carofully placed in jobs that would
provide some opportunity to gain o meaningful job skill.

In addition to the Summer Youth Program, the Personnel

Dopartment has been involved in the operational and plan-
ning phasos of progrems such as Qéeration Hainstream, the

Work Incentive Program, Vocational Réhabilitation, and others,




CHAPTER 3
FINAWCIAL ADMINISTRATION

City of Tucson.Ahnng;:Budget

' The appropriation of money in the City of Tucson is
done by the Héyor and City Council and in this éense they
control the overall policies of. the citj;' The total budget
for_the.City of Tucson for the fiscal year 1969-1970 is
$335723;936.00. The c¢ity has eight principle sources of
revenue., The wéter revenue, property tax, and sales tax
account for 26.8 percent, 12.l percent, and 32.0 peroént
respectively or 67.0 percent of the total city ré;enues.

The other 33 percent of the city revehues comes from various
. sources,

The anticipated revenue for the fiscal year 1969~
1970 is $33,723,936.00. The anticipated expenditures for
the fiscal year 1969-1970 are $33,723,936.00,

The City of Tucson faces the same problem as other
local govermments. ILocal jurisdidtiona are not sovereign
in tho area of taxation such as the federal government and
the state govermments, Local jurisdictions can expend their
revenue base through increased taxes only through a referw-
endum put to the voters. The prepared budget for the 1969~

1970 riscal year bslances expenditures and revenues., At
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present, the city is faced with the fact that its salaries
are quite iow. The pay inereases recommended'by‘the Civil
Service Commission will cost the city an additional four
million dollars. The city appears to have no choice but to

atterpt to expand its revenue base.

Personnel Department Budget
The Personnel Department obtains its annual budget

appropriation through the genéral fund which is the basic
operating fund of the City of Tucson. The basic items in

the Personnel Department's budget are listed under account
nuber 1610, Most of the cost incurred in community services,
such as the Surmier Youth Program, is budgeted saeparately
under the account number 1620.

The Personnel Department prepares itgvproposed expend-
itures in February for the coming fiscal year. For the fiscal
year 1969-1970 the budget request was $156,472.00. For the
fiscal year 1968-1969,»the department s appropriation was
$133,198.00 and the estimated expenses for the year were
$131,746.00, In Februery, 1969, the department submitted
its budget request for the 1969-1970 fiscal year which was,
as mentioned above, $156,4472.00. This figure was broken down
into various areas, Payroll charges plus fringe benefits for
fourteen employees totaled $119,572.00. This request was -
broken down as follows: two Clerk Typist I's at salary range

Ny,
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17;‘one'Seoretary II at rénge-23;zoné Personnel Speciale
. ist at range 25; one Employee Behefits Supervisor at range
323 one Insubance Clerk ét range 223 three Personnel Analyst
.I's at range 31; one Personnel Analyst II at range'33; the
Assistant Personnel Director‘at range 38; and the Personnel
Director at rﬁnge L5. (See.Appéndix for salary ranges).
‘Included in this package was a request for a new p8sition,
a Training Supervisor. The Citﬁ of Tucson has had no organ-
ized ﬁrﬁining function, Tbaining efforts have been left
.to individuél division heads and supervisors and have amounted
to only occasional courses given by varlious city employees
"oh an irregﬁlar‘basis. Because of the need for a compre-
hensive training effort'for all levels from department heads
.vﬁo léboreré, the new position was recormended. The request
amount for 1969-1970‘for the second area of'services, which
includes such topics as transportation and maintenance, was
$33;198.00; For supplies, the fhird area, the 1969-1970
request was $2,320.00. The fourth area of capital outlay
requestad $1,382.00. |
After review by the Budget Office, the Personnel
Department's allowance for 1969-1970 salaries and fringe
benefits of $111,297.00 was adjusted down $8,275.00. The
Training Officer position was not accepted, For servicps o
the allowance was $26,958.00, adjusted down $1,500.00; for
» supplies the allowance was $2,270.00 adjusted down $50.00;
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and for capital 6ut1ay'tho allowaﬁca was $995,00 adjusted
dbwn'$387.00. The total final 2llowance was $1l441,520.00
or.$1u,952.00 less than requested.

The budget requests for account mmber 1620 are
made by the Employment Programs Assistant who makes up and
controls his dwn,budget. The Sumer Youth Progrem and other
community service activities are budgeted under this account.
For the fiscal year 1968~1969 the total budget estimate for:
~this activity mumber was $188,500.00. At the end of June 30,
1969 the fiscal year expenditures were $116,295.00. ‘En-
cumbrances totaled $7,570.00 leaving an unencumbered balance
of $6l,63l,00, In the 1969-1970 budget request, the amount
requested for payroll charges was $114,276.00. This reflects
a basic change in the progrsm made in June 1969 when fewer
youths"were hired in order to provide them with a more mean=-
Ingful job experience. In 1968, nearly three hundred youths
had been on the city payroll compared to approximately»bnb
hundred ih 1969, Only a totai of $1,000.00 was requested
for supplies in 1969-1970. No requests were made for serv-
ices or capital outlay as it was determined that these ac-
tivities could draw most of their support from existing
‘facilities in the Persomnel Department. The totel request
for 1969-1970 for activity number 1620 toteled $11l,776.00.
It appears from reviewiné the bﬁdget of this activity, that
substantial savings have accrued to the city from allowing.




this activity to function in the Personnel Department
as well as reducing the number of youths cmployed in the -
- Sumer Youth Program, _

| Each fiscal year the Civil Service Commission sub-
nits an annual report outlining fhe costs of the personnel
' fﬁﬁction to the city as well #s supplenental information.’
Over the eight year period betwoen 1960 and 1968, the total
oxpendod budget of the peraonnol function rose 227 percent.
A The average number of eﬁployees rose from 11;0 to 2389 or
a sixty percent increase. The cost per city employee of
the personnel function has risen from $2.54 to $48.43 or
just.under_fifty-one,pereant.for the eight year. period.
This Indicates greatly extended services to a_larger number
‘of eriployees while the cost of these services per employee
rose least of all, In fact, the personnel services cost per
employee declinéd 1.4 percent in the fiscallyear.

| Additional information provided in the annual report

includoes tﬁrnover rates which for 1968 were approximately
13 percent., The cost of sick leaves used in 1968 was
$278,508.,57. Figures shown in this section are from the
Civil Service Commission Annual Report for the year ending
June 30, 1968.




CHAPTER
THE INTERNSHIP EXPERIENCES

“‘*he Dally Diary

Monday, June 2:

| ' The intern reported to the City of Tucson Personnel -
Department to begin an inﬁernship. vTha Personnel Director
geve the intern an’oriehtatién to the Personnel Department.
The Director acguainted the intern with the departmentt's
current staff end basic functions and he explained its re-
1atibn§hip-to thb rest of the olty govermment. The Director
éuggested that the intern begin by becoming famillar with

' two books: The Personnel Policies of ths City of Tucson and

Rules and Regulations of the Civil Service Commission. The

Director suggested that the intern continue to orient him-
Self with the many functlons of the Persomnel Office through-
dut the internship. .Much cf the information in chapters 1-3
was gathered in this manner. The intern was introduced to

| the staff and was given a working area.

The Director assigned the intern.to wofk with a

Personnel Analyst II who was involved in preliminary screen-
ing of applicants for positions for which examinations had’

been énnounced. If a perason was interested in a position
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with tho city, he could obtain an application only at the
Personnel Depariment., Each prospective employce had to be
interviewed by a Personnol Analyst before he was allowed to
submit an application for a particular exsmination, This
interview was required so that peoplo who did not meet the
ninimm requirements for the job would not be adnitted to
the examination. A secondary purpose of the interview was
to help the applicent understand the Clvll Service process.
and to make it understood that admlssion to the exam did not
mean automabtic appointment.

Four individuals were interviewed by the Analyst and
intern, Two qf the persons were interested in Clerk Typist I
positions, Both persons met the minimm requirements for the
position and were allowed to file applications. - They would
be nbtified of the time and place of the examination. The
othér. two individuals were inteorested in applying for the
Accountant I exemination., The Personnél Analyst informod the
intern t_hat the Accountant I position was an entry-lovel
professional ecoounting position, The position required a
Bachelort!s Degree in Accounting., The Analyst stated that due
to the low starting salary, the city was having trouble re-
cruiting for this position. As a result of this, a decision
was made to accept years of relevant exporience in lieu of
college years on a one-to-one basis, The firat of the in~
terested had experience in bhooklreeping with a local bank, how-

ever, he did not have any responsibility cormensurate with
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an accountant, This individual had taken two correspondence
courses in acccunting and Lelt this qualified him as an
accountant, Ie was informed that he did not mect the basic
niaimm roquiroments for Accountant I and would not be ad-
nitted to the examination, -

The second person interested in the Accountant I
bosition'was interviewod. Iiie had two yéars of undergraduate.
work in accounting. His experience included three years ex-
porlience. as a junlor accountant wilth a locel firm, This per-
aon was'givqn an apvlication and would be allowed to tale

the Accountant i‘oxamination.

Tuesday, June 3:

' On the second day the Personnel Director assigned tho
“intern to work on two projects. The first project_was to‘
prépare an orientation forhfirefighter applicants. The orien-
tation was to give'thevfirefighteﬁ applicants‘an idea of the
type of written examination questions that made up the ad~
misagion test. Tho firefighter exam 1s composed of two parts:
& wrltten exam admlnistered by the Personnel Department and
a physical test administered by the Fire Department. Thia
entife orientation prbjact was prompted by criticlsms frqm
séveral'minority groups. The criticisms centered around the
fact that the test ﬁas not related to the jobvand was.so
strucfured that ohly‘middle class persons could pass if. The
Civil Servide Commiséibn.had authorized the use of the
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official Firefighter Ixam with three forms, To counter

some of the criticisms, the Personnel Director decided to
have an orientation open to all who intended to take the
Firefighter Examination, The orientation was to include
exaﬁples and explanations. of the type of questions that would
appear on the written examination., The intern obtained two
forms of the exam that would not be used, Questions were'
selected which seemed most typical of each section of the
test, The most serious objections had been to the verbal
portion of the test and to the reasoning section., The mi-
nority groups felt that many of the words used in the test
were not in common usage and many of the words had several
connotations, Th3 reasoning portion favored many visualization
questions which were made up of stacked blocks ih various
arrangements, The object was to estimate the number of blocks
in each picture., The main objection to this type of quéstion
wasg that tﬁere was no relationship with firefighting. Special
care was taken in selecting wverbal and reasoning questions
for the orientation, The intern presented the sample questions
to the Personnel Director,

The second project assigned to the intern was to
assist a Personnel Analyst in the investigation of alleged
racial discrimination in the Refuse Section of the Public

Works Department,
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Wednesday, June l:

The orientation for the firefighter applicants was
held in the morning, The Personnel Director, assisted by
the intern, conducted the meeting. Twenty-eight of the thirty-
five mén who had filed applications were present. The Per-
sonnel Director utilized the questions and explanations
rrovided by the intorn., All of the men attending the orien-
tation participated and seemed anxious to understand the
material presented,

| In the latter part of the day the intern attended a
Personnel Department staff meeting., All Personnel employees
wore prosent except for one clerk who was left to answer the
.telophone.' The mecting began with a discuss;on of the cam=-
position of orel board members. The Personnel Director
streséed tho fact that in'examinations requiring oral inter-
views, no one except the Personnel.Analyét.controlling the
test should lmow the people sitting on the board. The mem~
bers must be protected from coercion, An applicant is told
who is on the board just before meeting fhe members, In
addition, the scores given an applicant by oral board members
should be confidential. An applicant may know his overall
score only,

The meeting then turned to a discussion of the Fire-
fighter and Police recruiting efforts, The Peréonnel~Analyst

in charge reported that he found a coordination problem with
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the Police and I"ire Departments. This problenm resulted

because the Fire and Police Departments administered phys-
ical proficiency tests to applicents, Finding times con-
venlent to both the department and the applicant was difficuit.
The intern asked about the approach to recruitment currently
found on recruiting posters and on the radio with emphasis

on the "are you man enough" approach., The intern wondered

if a slant toward "a career for you in law enforcement or
firefighting" would not be beneficial., This would emphasize
the career or long torm outlook of the job with the depart-
nent involved, The suggestion was well received and was

marked for consideration in the future.

Thursday, June 5:

The intern began work on the alleged racial dis-
crimination, A Negro man, classified as an Equipment Operator II,
came to the Personnel Director and stated he was consistently
- asked to perform work that was outside of his job description.
;In addition, the man complained that he had been placed on
weekend shifts more often than other men in his division. The
man concluded that these tasks were assigned to him because
he was a Negro. The Personnel Director was well aware of the
seriousness of a discrimination charge and assured the man
that his complaint would be linvestigated, The complainant
~ had a right to talke his grievance before the Civil Service
Commission if the evidence supported his charges., For this
reason, gathering all the facts was very imporﬁant.
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The intern and‘Personnel Analyst decided first to
interview the Refuse Section Head because the charge was
directed primarily at him, On the way to the interview
the Analyst gave the.- intern some background information,
The essentlial job of the complainant as an Equipment Oper-
étor“iI was to drive a four-wheel drive vehicle as it pulled
several'trailers full of garbage. The men in the Refuse
Section referred to the pulling vehicle as the '"mother-hen"
and to the trallers as "chicks,"™ The Equipment Operator II
was accompanied by three other men called "swampers" who rode
standing on the trailers or "chicks.," The job of these
individuals was to empty garbage cans into the trailers.
The Persomnel Analyst further sfated that the Section Head
was a respected man in the city. The men in his employ were
considered "hard-nosed" and many had police rocords. The
work done by the men in this section was disagreeable, phys-
ically exhausting, and among the most dangerous in the city.
The intern later verified through the City Safety Director
that the Refuse Section had one of the highest rates of in-
dustrial injury iﬁ the city. In spite of the inherently
distasteful aspect of the job and the difficulty of the work,
the Refuse Section Head had mansged to instill a sense of
pride, accomplishment, and teamwork in his section.

The Refuse Section Head related the story surrounding
the alleged discrimination, On Saturday, lMay 10th, the cam-

plainant reported for work in an intoxicated state. He was
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unable to operate machinery and was sent home by the fore-
man. Monday, May 12th, the complainant was called in and
told he could take the previous Saturday off without pay or
he could malke it up on his normal day off which was Wednes-
day. The complainant agreed to work Wednesday. Since the

| complainant did not normally work on Wednesdays he had no
"mother-hen" to operate. He was asked to unload fence posts
and this he refused to do saying he was an Equipment Opera-
tor not a laborer and that he was being dlscriminated against.
The complainant again went home. The Refuse Section Head
said 1t was his policy that vif a man, regardless of his job
 classification, missed his normal assigmment and chose to
make up the day, he would work at tho job availlable., As of
this point, the subject had been paid for the Saturday he
did not work, The Refuse Section Head went on to say that
his Equiprhent Operator II's assisted the "swampers™ in load-
ing the trailers at times., This was accepted by the men
because of the increased work load. The Section Head stated
' thai; several "swampers" had refused to work on the complain-
ant's crew because he would not assist the "swampers“ even
if they were behind schedule. When asked about the complaint
of working more Saturdays than other men, the Refuse Section
Head produced a master shift schedule for a ninety day period.
The schedule was divided equally among crews as to the

weeckends worked.
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The Persomnel Analyst decided to speak with some
of the men employed in the Refuse Section. It was near the
end of the day so many of the men were present. The intern
was iﬁprossed with the ease at which the Personnel Analyst
was able to talk to the workmen. Apparently, the Analyst had
established a reputation of being fair and rocasonable and in
a fow moments the men had confirmed most of what the Section
Head had said conéerning the complainant, Many stated that
they would not work with the man in question and had requested
transfers when placed on his crew because he limited himself
to his own job definition and refused to assist his crew
The other men also pointed out that reporting for work in an
intoxicated state was grounds for dismissal and that the com-
plainant had been given the opportunity to make up the day
with no marks on his record, Several seemed annoyed that the
man would act in such a way when he could have been fired.
One expressed the feeling that the Section Head had always
been lenient in allowing.schedule changes for personal prob- ‘
lems and that this tyne of behavior would hurt all employees.
The intern left the section with the impression that the
flexibility of the Section Head had avoided serious diffi-

culties on many occasions,

Friday, June 6:

The intern checked with the Personnel Analyst in
charge of the Firefighter examination., The Analyst had
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scored the examinatiohs end stated that a higher pefcentage
of those taking the writfen fest passed than had previouaiy
pgséed; vThe Analyst attribﬁted this rise to the orientafion
session,
| The intern was aésigned to assist in handling the
City of Tucson Ybuth Program, ‘Tho Youth Program involves
administration of a special eméloyment program that will -
provide jobs for econ&micélly_disadvantaged youths betwéqn
the ages of.sixtéen and twenty-one yoérs. The goals of the

Ybﬁth Program were:

1. to assist in developmen£ of employment programs
designed to improve deficiencies in vocational
skill, |

2e to add to young people's qualifications, meaning-

ful job experience that will enhance thoir career
opportunities. | | |

3. to enable ambitious YOuths‘to earn enough money

to remain in school,

The Youth Program did not begin simply with picking
up youths and givihg them jobs., Of prime importance was
coordination of the City Personnel Departmeht and the Youth
Opportunity Center. The Youth Opportunity Center is part
of the Arizona State Employment Service and was responsible
for the preliminary screening of youfhs. If a youth's family
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income was less then $l1,000 per year for a famiiy of four,
he was eligible for referral to the Neighborhood Youth Corps
which is a fedorally funded agency affiliated with the Pres-
ident?'s. Council on Youth Opportunity. The Neighborhood
Youth. Corps was to place young adults with various cooperating
firms and organizations in line with the young person's |
interests and education. The Keighborhood Youth Corps would
pay the salary of the youth and the cooperating organization
would provide the experience. It was the Neighborhood Youth
'Corps! responsibility to determine where a youth's interest
lie and to determine, at least to a small extent, the best
user agency to which to refer the youth. In sum, by the time
a youth reached the Personnel Department he had been secreened
by the Youth Opportunity Center for economic eriteria and

bj the Neighborhood Youth Corps for interest in and compat-
ibility with summer positions.available in the city. The
Neighborhood Youth Corps Program was funded to pay the salaries
of one hundred youths if the citvaould find meaningful jobs
for them, The City of Tucson agreed to accept another one |
hundred youths fram the Neighborhdod Youth Corps and would
pay their salaries with city funds. The youths were to work
thirty-two hours per week at $1.45 an hour.

| " At the time the intorn was assigned to the program,
.the Employment Program Coordinator had been in touch with all
twentj-six clty departments to determine if meaningful work
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could be found within tpe department., A list of available |
positions by type of work was established; |

- The list of youths with their interests and qual~
ificatiohs was compared to the list of available positions
gathered by the Program‘Coordihator and intern, Tentative
placements were made for approximately the first one hundred
referees that were to be put on the city payroll on June 9.
An orientation program to be held in the City Council Chambers
was designed to help the youths understand the program's
main objectives from the city's point of view, to give a
brief discussion of Job responsibilities such as calling in
for absences and reporting on time, and to get tax withholding
sfatements for payroll, A letter was sent to each of the one
hundred youths informing him of his job assigmment and of the
‘time, 10:00 A.M., and date, June 9, 1969, of the orientation.

| A meeting was held with the Program Coordinator, the

.intern, and three Surmer Youth Supervisors, Thesq three Youth

‘Supervisors were University of Arizona underzradustes and
their responsibilities were to visit the sites that would
Qmploy summer youths such as parks and recreation centers,
the Water Department, the Library, etec.; to provide counsel-
ing; to insure that the youths are at the correct work sites;
and to see that the youths assigned to a position stayed at
the job they uere»intended to fill, This latter responsibility
was the most important, not only to the three supervisors but

to the intern and Program Coordinator, The City of Tucson
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had instituted a summer ﬁrogram in 1968 in which three
hundred youths were hired. By weight of numbers, many of
the 1968 youths were assigned to work gangs chopping wood,
pulling weeds, or doing other meniai work, Some of the

~youths resented this type of work and there was concern that
‘ A thié simple laborer work was not helping the youths gain a
meaningful job experience. . |

| It is around defining the term "meaningful work"
) that ’dis_cussion is now centered, Since a good deal of effort
| had gone into the screening of youths as well as locating Jobs
that provided the opportunity to work along with skilled city
employees, it was genorally felt that assigning the youths to
essentiaiiy menial jobs would inhibit the achievement of the
program!s goal of adding job -experiences that would enhance
the youtt'x.'s career, 'The intern held a discussion with the
Péréonnel Analyst in charge of the Sumer Youth Program in
1968, The intern learned that as Ithe program progressed
through the sumer, there was some tendency for the youths
to be given onJ:y the same i-esponsibilities over and over.
For example: a youth assigned to the City Auto Shop to work
with a mechanic would be shown how to.change oil and would

be expected to repeat this all summer. This type of té.sk
| would keep the youth busy but woul}i hardly give meaningful
exporience, The Analyst commer;teé also that this situation
would have evolved even though the Department Head had the best
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intentions because of the increased demand upon,services__
from all departments that summertime brings.

| The June 6th mecting progressed with each of the
participants trying to anticipate questions the youths would
have whether they verballzed them or not. It was decided to
ask the Safety Dirsctor to say a few words at the orientation
since many of the youths would be employed in. the trades.

The meeting terminated on the suggestion that the supervisors,
in the company of the intern end Program Coordinator, visit
some of the sites at which several jouths would be working.
The Parks and Recreational Department, the Water Department,
and lModel Citles were the first visited as they would emplo&
a great many youths. The department heads were briefed in .
detail on the programt!s objectives, the need for meaningful
job experience, and the relationship of the three supervisors

to the youths,

Hondéy, June 9:

The orientation for the first one hundred youths was
held in the Council Chambers of Cityv Hall, The leighborhood
Ybuth'Corps offico provided the racial or ethnic breekdown
of the youths as sixty percent Mexican-American, three per-'
cent Anglo, and thirty-six percent Negro. Eighty-seven of |
the one hundred youths chosen to begin on the city payroll
attended the meeting. The youths were extremely'cooperafive

and seemed anxious 50 work, Questions concerning the tax




withholding forms were answered by the intern and the
supervigors. The City Safety Director gave.a brief address
and informed the-youths that they would have the same cover-
.age for injuries sustained on the Job as reguler city em-
ployees. The orientation meeting lasted less than an hour.
Those who were to worlc in City Hall were told to report at
‘eleven o'clock and those who were to work at sites away from
City Hell had until one o'clock to report.

In the afternoon, the intern was asked to visit job
sites within City Hall, the' Police Départment, and thevHain
City Library. The visit was primarily to detarmine if the
youths had located their proper'job sites and to briéf‘the
irmediate supervisors who would be in contact with the youths
on a day-to-day basis. The briefing of immédiate supervisors
was much the same as given the department heads earlier;

- Particular emphasis was directed toward wanting the youths
to gain meaningful work experienco at the site.

| The intern found all youths present at the jobs sites
checked. Upon returning to the Personnel Department, the
Program Coordinator indicated he had found three youths who
were at the urong sites, It was particularly important to

know who’the day-to-day supervisor of the youths would'be.

This person would schedule hours and sigh time cards, It was

decided to try and contact the thirtocen youths who did not
come to the orientation as well as the three who did not show

up at their job sites. The intern took the firat eight names
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and began telephoning them. Three had found other jobs and
twovsiﬁply were nof.iﬁterested in working for the city in
any cépacit&. The_three,othors stated they wanted the job
but forgot to show up. The Program Coofdinator.had similar
luck with the eight names he had to call and two of these
ﬁtated‘fhey‘upuid come the following day. The total was then
eigh#yffour youths actually on the city payroil of the_first
~one hundred chbsen. It was decided to allow a few days for

the five who indicated they wanted the jobs.

Tuesday, June 10 and Wednesday, June 11:

Various administrative problems began to appear in
the Summer Youth Program. ‘Approximately three of the problems
dealt with youths who did not like their jobs and wanted to
transfer. These caégs’presented'an interesting problém.
Through the preliminary screening process, attention had been
paid to the interests and aptitudes of the youths, If the
numbors of dissatisfied youths continued to grow it could
point out weaknesses in th@’screening‘procesé. |

‘The Personnel Department decided to call tho three
or fcur youths requesting tranéfers into the Personnel Office
for interviews and to keep a careful record of all further
fcquests for job transfers. The Program Coérdinator was - |
concerned with establishing a precedent of allowing -job trans-
~ fers without gubstantial cause, The Program Coordinator

requested tho intern to assist in the interviews of the four
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youths. The yoaths-wero interviewed individually. Three
of the youths were assigned to the Model Cities Froject and
the fourth was a recreation aide at a swimming pool. vAfter
interviewing-the three from liodel Cities, it appeared thgt.
reasons for desiring transfer were not valid. Model Cities
worlk required surveys in the Modgl Cities area of Tucson,
passing out literature, and explaining the Model Cities program
to érea'residents.i Aftér the interviews it was apparent
that the three had discussed their jcbs among themselves.
They'apparently assumed that since the Modél Cities office
was in City Hall they should not be asked to work in the heat
of the streets, They were not permitted transfers as the
regular employees of Model Cities of'ten tgké to the streets
to perform their varioué surveys. The fourth transfer was
a girl wﬁose reason for requesting the transfer was transe
pbrtation. Through some érror, she wﬁs aésigned to a rece
reétion area nowhere near her residence. Bus.serrice was
not available to her without transferring buses. Shé was
allowed to transfer to another recreational area:where her
mother would be able- to take her to worlk,

A request for transfer came from a parent with a
daughter employed by the prOgram in Model Cities. The Direc-
tor of Model Cities had to gather data for various 1nformation
surveys. Some of the information was gathered in the evening
when it was felt that a higher?percentage of familieé would
be home. The parent felt the Model Cities area was a high
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crime rate area. She was concerned for the safety of her,
Qaughter, The intern informed her that the information
was gathered in groups that were always accompanied-by an
adult. The woman seemed to accept this reassurance and

agraed to allow her daughter to continue working there.

”hursday, June 12' '

- The representatives from ‘the Neighborhood Ybuth Corpa
held an orientation for the second one hundred youths that
were to work for the city. This group would have-jobo pPro=-
vided by the city of Tueson but would be paid by federal
funds, Huch the same format as the ecarlier city orientation
was followed, ’Fbrms,were filled out, questioﬁs enspered;
and job,aesignments were distributed. The Neighborhood Youth
Corps Director gave a brief speeeh and emphasized tho point
of coordination between the city and his organizatb ion; The
youths were advmsed to report to their job sites at eight

'clock on the morning of June 16th.

The intern returned to the grievance investigation
of the Refuse Division. The Personnel Analyst stated the
complainaut should be fﬁterviewed. This would serve two
purposes: the complainants slde of the story could be further
investigated and it weu‘d satiufy the complainant that his
grievance was receiving attention. The intern suggested .
that the eomplainant not be notified before the interview,

This suggeéstion was based on the intern's experience in




o 48
the military. VIn the military, interviews concerning
highly ecmotion-iaden topics had to be conducted in as much
composure as possible, One of the ﬁays to eétablish this
~was not to allow a long time for the one boing interviewed
tec think about the interview. This suggestion was accepted

by the Persomnel Analyst. The intern called tho Refuse
vDivision and obtained the route of the complainant's Crewv,.
It was hoped to intorview him on his lunch hour.

The complainantvwas,interviewed on the joh, Hs
maintained that he was being discriminated against because
of his race. .When confronted by evidence that other men
- performed avgilable'work when making up time and the fact
thet tho scheduling of work was worked out on a ninety day
-baslis, the man began to change his Story somevhat, Ha now
maintained that he did not refuse-t§ do the job on‘wegnesday
but rather had changed his mind and hed decided to telke the
day off without pay. When asked if he desired to carry the
investigation any furthér; the complainant declined., He
© felt as though his case had been fairly treated by the
Personnel Department aﬁd»thatvﬁe ﬁad made it khown’how he
felt. The intern anévPersoﬁnel Analyst surmed up the in-
vestigation as follows: the comﬁlainant had no substantial
grouﬁds for ré0161 discrim1nation accusations, the work he

was aslkted to porform was not umisual, and he did not enjoy

& good reputation on the job mainly because of his owm narrow
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definition of his job. The results of the investigation

were typed and presented to the Personnel Director.

Iriday, June 13:

Several calls were received from parents of youths
who did not meet the income criteria and were not referred
to the city for summer employment. It was suspected that
some of these responses resulted from an information broad-
cast by the City Information Officer on local television.
The broadcast included a dialogue by the Information Officer
and a video tape of the youths at work in Data Processing.
The intern handled one such call. The parent'apparently had
Seen the information program on television and had told her
son to go to the Youth Opportunity Center and advise them
that he too wanted to be employed in the summer program.

The Youth Opportunity Center told the youth that his family

" did not meet the income criteria and that the city was
attempting to help economically disadvantaged youths. The
parent continued saying that they were a middle class family
and the ybuth_needed a surmer job to help with school expenses,
The parent further stated that this was favoritism for one

. group at the expense‘of_otheré.' If there were a certain
number of jobs available they should be open to all., It was
explained to the parent that this was not a question of
projudice for or against any particular group but rather a
question of haed.- The Mayor and City Council, based on the

~ information available to them when they appropriated the funds
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for the Youth Program, felt that the youths from under-
privileged bagkgroundé-needed meaningful work experience
mqrélthan qth@rg. The yquths need the program to supbly
money,ltp help tﬁem rqmain in school, to obtain.meaningful
wo?k éxperience? and to qbtain a better job upon graduation.
The Mayqr and City Council, as the policy-making body of
the city-govérnment, laid the outiine that tho~programAh
shoﬁld follow stating that it be aimed at people with lower
incomes. The parent scemed to understand and accepted this

explanation,

Monday, June 16:

The Neighborhood Youth Corps youths reported to work.
The Neighborhood Youth Corps officers requestéd aSsistance‘
" in determining that the youths had arrived at the correct
job sites and askked to be informed who the wvarious super-
visors were so that the payroll function could be established.
Huch of this verification was conducted by phone as most -
departments had been visited and given briefings the week
before. The intern visited the Parks and Recreation Depart-
mqnt’as this was one of the largest work sites for youths,
Two youths asked for transfers. One was in the paint shop
and had requested and was promised work as a welder's aide,
The Rocreation Supervisor was contacted and he stated that
in the 1968 summer program, a welder's aide had not been
careoful and did several hundred dollars damage to welding
equipment. Thls experience had made the regular welders
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uneasy about taking & youth as an aide., The Supervisor did
indicate that if the youth sgreed to follow standard safety
procedures he would be given the opportuhitj. The second
youth was interested in electronics and the Parks and Rec-
reation Depértmént, to which he was assigned, offered nothing
in this line. Arrangementé were made to transfer thi‘s'jouth
to the traffic. division of the Stré_ets Daparment; ‘thero
the youth .'would be working in wiring and repair of traffic |
signalo 'and other street devices. |

One of the Youth Supervisors roported what he felt
was the beginning of serious morale problems at the Tucson
Housing Authority, The Housing Authority had reqﬁested surmer
youth employeces to assist in organizing and participating in
recreational activities for children at the housing projeet;
The project was assigned ten youths who reported for woi'k
on June 9th. Since that date, according to the Youth Super-
visor, the youths had not been given any guidance about their
- Jobs ond many were simply sitting around doing nothing. = Some
. were beconing restless and many were disillusioned with the.
Youth Program, When the Project Director was approached he
would evade the question. The Youth Supervisor felt the city
funds were being wasted and the youths were not gaining
‘meaningful work experience. The Coordinator.and intern
visited the project without announcing the visit. Many of
the youths were sitting around the administration buillding
with nothing to do. .When‘asked about this, the Director of
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the prpject stated he did not have tima to outling.a program
of aétivitiesvfor'the summer.ulﬂe further.stated that the
project did not receive rgcréational equipment frqm the Parks
and Recfgatidn Department. The birector was informed that
thé idleness of the ycuthé was éosting the City of_Tucson
money as well as not being of any benefit. The Dirsctbr
replied he wculd havé the youths busy in the hext few days.
Af'ter tﬁis visit, the Program Coordinator and intérn decidéd
that periodic visits would be in order for this facility and
all other job sites, If the youths were not utilized in

some way, they would be reassigned to other jobs,

Tucsday, June 17:

| A moobing was held to discuss the feasibility of
'dosigning a questionnaire that would give the city scrie 1dea
of tho offcctiveness of the sumer program, Tae Assistant
Pe:sonﬁel Director of Tucson, the Summer Yﬁuth Program

: COOPdinator; the intern, and‘two of the throe Youth Super- -
visors were bresent. Tﬁe discussion ssemed to center on
determining 1f the'youths thought they were gaining meaning-
“ ful work'experiénce. It was generally agreed that the only |
"foodback)' that is what the youths themselves thought of the
progfam, was gained through informal means. These informal
means were rumor and corments madé to the Youth Supervigors
or othor peoplo involved with the program, A questionnaire
would provide the Oppbrtunity for the youths to express their
thoughts dn the_city Youth Program. |
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One of the Youth Supervisors, a llegro, had been

: stréngely silent up to this point. Uhen asked hls opinion

6f the Sunmer Youth Program he sald simply, "it stinks."

From here on, he launched into a speech about how the program
was concelved in a time of stress in the lower class neigh-
borhoods and was nothing more than a bribe to keep people from
rioting, Employing youths was a cheaper alternative than._
building swimming pools or other recreational facilities, he
went on, The fact that the city had bullt five new recreational
areas within the last few years seemed to have no effect upon
him., The intern asked if the Youth Supervisor thought that
all programs of this nature, even those of the federal govern=-
ment, were nothing more than bfibes. The Youth Supervisor
said "yes" to this, At this pointéd statement; the second
Youth Supervisor, also a Negro, asked what the value of more
recreational racilities seemed to be to the youths, Uas it
‘that a youth from a disadvantaged home has a nice place to
"hang around" for the summer? At the end of the surmer the
youth sﬁill has novmoney or work experience, This Super-

- visor further stated "what does it matter what it was that
brought the prdgram about, the justification was that youths
have more to gain frcﬁ thé Summer Program than from wasting

a surmer being idle." The intern asked the doubting
supervisor if he did not, in fact, have this opinion of the

program before he came here? 1las it a fact that he
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wes not interosted in evaluating the program but was using
the given 6pport;unit§ to expound his thoories on scclety.

The first Youth Supervisor admitted that he did have a basiec
- prejudice against this type of program but would attempt to
evaluate the program in a more objective manner. The meeting.
was closed on the suggestion that the intern and one of the
Supervisore would make up a list of tentative questions: that

~would help measure tho effectiveness of the Surmer Youth,Program.

Wednesday, June 18:

_Probably one of t;he most difficult areas in Personnel
Administration is the handling of disciplinary problexﬁs. It
was in this area, on June 18th, that the next isrobiem 'aro’Se |
in the Surmer Youth Program, Since. the Mayor and Council set
‘up only the genorai principles and purposes of the program,
;nuch administrative pélicy had to be developed. This was
truo in the area of employee discipline. One of the youths
claimed he hurt his back on the job., He was referred to the
City Doctor who examined and gave an. X ray of his back. The
examination and X ray showed no injury and the youth was re-
leased as fit for work. The youth rvovfuéevd to go black to the
job complaining his back .was indeed hurt on the job. The
City Safety Director made an appointment with a ‘specialist
for the young man, ' The youth was also informed of the forms
that were necessary in all on-the-job injuries., He was in-
formed of thé city procedure to utilize doctors désignated
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by the City of Tucson. The youth did not keep the appoint-
-mont. made for him with the ‘specialist .and went to a dqcﬁ.or

of his own vchoica. He did‘not notify his supervisor of the
outcome of the examination nor did he return the ?‘9‘11%11;34, '
medical exanination forms to the Personnel Office. The youth
had boeon adv.is-ad of the procedures to Vfo]__low. At jbhis ppipt;
the Suporvisor for the youth visited the Personnel Office. .
It scoms that this youth employee had been performing very
poorly on the job. He had consistently failed to show uf:

for work and report in. Hle often was found wasting time rather
thaﬁvperforming his assigned duties, After considering thoéé
facts, it was decided to call the youth in for an interview:
It was apparent that the youth did have no concern for his
Job. Whon asked, he admitted he had needlessly disregarded
tho city procedures even though he was informed of the exam-
ination procedures and of his job resppnsibilitios. ’In the
abscnce of a specific policy of disciplinel concerning the
handling of ybuthé, it was decided to release this youth from
the Swr:mén .You’ch Program. He had been given detailed instruc-
tions end did not seem concerned enough to follow them through.

Thursday, June .1931 ' | . .

. The inteorn, with the assistance of a‘P'ersonnel Analyst,
sereoncd an applipant for the position of Police Patrolman,
After shewing the applicant in, the first step was to make
sui'c the man met the basic minimum requirements which wefe:

must be betwoen the ages of twenty-one and thirty-two years,
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be five feet eight inches in height in stocking feet, be
at least 150 pounds in weight pius five pounds for each
additional inch in height, have a high school diploma or
certificate of equivalerice, be of excellent character, be
in excellent physical condition, have 20/40 uncorrected
vision although contact lenses are acceptable, and hgve
United States citizenship. Since the Police Department has
ninimm height and weight requirements, the applicant was
measured and weighed in the Persomnel O0ffice. The next step
of the procedure differed from normal Civil Service procedure.
In most 1nstané'es, after an interview and a verification
of basic minimum requirements, an applicant is allowed to
£ill out an application and may leave. IHe would be'notified
when to report for the written test. In Police screening,
the basic nminimm requirements are verified, height and
weight are determined, and, if he meets these, the applicanf.
is given the Otis Employment Test, Form A or B. The applicanf
met all requirements to this point and was placed in a room
and told he would have thirty minutes to complete the. seventy=
five question exam. In this interim, the Personnel Analyst
informed the intern of two important points that must be
discussed: first, why the applicant wants to apply to be a
Policeman, ‘and second, the attitude of the applicant'!s wife
toward his being a Policeman. Both of these points would be
looked into very closely 5y the Internal Affairs Division
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of tho Police Department, Indications of extremist views

of the police function or a wife opposing police work must
be detocted as soon as possible in the screening process.

| After thirty minutes, the applicant's test was taken
and scoread imﬁédiately. This applicant obtained a score of
forty-eight and passed, He was sllowed to take a fow minutes
to rolax. The intern kept the tone of the interview to a
nore informal basis. When aslied about his reasons for having
an interest 1n.police work, the applicant stated he had been
assigned to the Military Police when drafted. He enjoyed
the work and hoped to make it a career. He stated he had
been mérried while in the military and his wife did not object
to police work and even supported and encouraged his interest
in it. The applicant was then given a referral to the Internal
Affairs Division of the Police Department. . The Internal
Affairs Division would schedule the épplicant for the phys-
ical portion of the exam and carry out most of the remain-

ipg.?rocessing.

Friday, June 20:

- The Personnel Director asked the intern to write an
information pamphlet for mass distribution in the lobby of
City Hall. The 6bjactive of the pamphlet was to give a basic
knowledge of the procéss of getting a'jdb with the City of
Tucson. The Director pfdducéd the pamphlet that had been

used in previous years and stated he did not lilce the format
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and felt the pamphlet was too involved with details. The
intern was left to his own devices to desmgn something
" suitable, The old pamphlet began with "Gongratulations!

You heve Just passed ‘a Tueson City Civil Service open com=-
 petitive examination." The second sentence was then written
negati#ely explaining "This does not mean that you will be
offered a job right away -~ although it eometimes‘does happen
'that way. In fact, it may be a while before you hear any-
thing further." The .pamphlet strebched on for epproximetely,
8ix hundred words going into quite a bit of detall on the
eligibility 1lists, certification, appointive power, and elso
included a substantial measure of Personnel Department “modus
operandi.," After this review of the old pamphlet, the in-
torn felt this pamphlet could be simplified and made sub-

stantially easier to read and understand.

ﬁonday, June'23z h

The Personnel Director had few appeintments on his
schedule so the intern took the oppoftunity to query the
’Director on a concept that had been mentioned ih several of
the intern's claeees. The concept was sensitivity‘training.
The intorn was interested in detetmining if the Director had
vever participated in this program or if he would recormend
other city supervisors to undertake it. Sensitivity train-
ing is a technique of group supervisory trainiﬁg. Eesehtially

it places the supervisor in a controlled enviromment with a
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group of men and women much like'himself. The peopie are
strangers to one another. A psychologist is present and
sets the: group for an unstructured discussion. The people
talk about the behavior of the group and the behavior of
indivi@uals as they relate to the group.9  The total objective
is for each(pafticipant to gain a more realistic concept}of
" himself. | |

The Director stated he recently went for three days
of sensitivity training. He had mixed feelings about its
worth as a supervisory teciinlque., The Director recalled his
sesgion. One of the members of his group was & woren. During
the course of the session it became apparent that the women
was'a domineering personality type. When this wasvverbaié
izoed, the woman became visibly shaken and stated she had’
never thought of herself in those terms.  The point of the
Persénpel Director's narrative was that sensitivity training
can be dangerous., In the frankness of the discussion, some-
thing may be brought out that could be a traumatic experience

for a participant,

Tuesday, June 2

The intern continued worlting on the information pam-
phlet., Similar information pamphlets put out by the federal
govermment and other municipalities were gathered and read.

9Ibid., p. S45.
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After reading the other pamphlets, the intern decided to
change the format of the“Tucson pamphlet, It would have a

straight factual approach rather than a congratulatory mood.

Wednesday, June 25:

The Sumer Youth Progrem Coordinator decided to visit
several of the outlying work sites for swmer youths, The
idea of the visit was to télk to the various full time city
employees who'had sﬁpervisory responsibility over summef
youths. The supervisor was to bé reminded of the need.fo'try
end provide meaningful work for the youths and to avoid "work
geng" situations of placing large groups of the youths at o
menial tasks., The 1ntérh époke with supervisors at the Parks
and Recreation Department and most ' seemed to be going aioﬁg
with the objectives of the program, On the return trip'to
City Hall, the Central City Library snd the Tucson Housing
Authority were visited. The Library was experiencihg nd probe
lems as the youths had quickly established good working rep-

utations. The Tucson Housing Authority had most of the summer
.youthé involved in recreational activities with the seven to

twelve yoear old groups.

Thursday, June 26¢

The morning was spent with a Pergonnel Specislist in
the Personnel Office, This position iz occupled by a woman;
She 1s reaponaible for assigning work to the Clerk Typists
and much of tﬁa.r6utiné responsibility in the office. The
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Personnel Specialist explained what happens after a requisi-
tion is received from a department indicating a job opening.
The Speciallst checks to see if a 1list of eligibles is o
established, If such a list is active; the top three people
are certified to the department. These people are notified
by meil., If no list is ostablisbed, an examination must bb
announced, Flrst, the exam is scheduled and assigned to a
. Personnel Analyst. The administration of tests in the office
is a rotating duty. The exam is then ammounced by placing
job deSériptions on bulletin boards and by mailing these
_descriptionsbto persons onAthe Personnel Department!s malling |
list. The city pogitions are advertised in the newspaper
every Saturd&y morning. With the deseription is published
the cloéing application date, Civil Service Commission ruies
require that the application period be fifteen days in length.
Those peréona who have applied for the position must be
notifiod of the time and place of the examination. The Per-
gonnol Spocialist assists in scoring test papers and in |
coﬁputihﬁ final grades. Shs then sees to it that the requi-
sitiqn has three names placed on it and that it 1is refermed
to the appointing authority in the department.
In the late afternoon the intorn was asked to review
a requisition from the Parlts and Recreation Department show=-
ing ﬁhs porsons gppointed es lifeguards for the summer, Tﬁp
point of thé review was to determine if all those apnointed

had established eligibility by passing the Civil Service test
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for lifeguard. After passing the test, an applicant is
placed on an eligibility lict that was valid for two years.
The intoern obtaihed all lists established by competitive
examination for the last two years. Tho names of those
hirod on the requisition were checked against the eligiblo
lists, One person was hired ﬁho did not have eiigibility;
This person would be asked to leave because his employment

was violating Civlil Service rules,

Fridéy, June 27: A

Another function of Personnel Administration; that
of koeping the payroll, was handled by the intern. Due to
the coming holiday on July lith, the payroll for the Swmer
Youth Program had to‘be‘written early, Normal procedure was
for the job site supervisor to send the time cards to the
Accounting Of'fice showing hours worked., The intern and |
Program Goordinstor called all departments and obtained the
hours worked by each youth. The hours were posted on a master

~1list and forwarded to the Accounting Office so chocks could

be issued,

Monday, June 30:

The intern spent the day working on the Police Records
Clerk Project. '

Tuesday, July 1: ;
A Personnel Office staff meeting was held., Most of

the meeting was spent discussing the job of the Personnel
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Specialist. She explained the various processes of her
job, much of which she had shown the intern éarlier.~ One
additional aspect of this mecting which the intern considered
noteworthy was that the Personnel Specialist indicated that
performance evaluations are to be rendered every six months
for all permanent city employees. The City of Tucson has the
salary ranges divided into five steps., Normally an employee
is advanced through the first three steps automatically based
on satisfactory performance ratings as indicated on the
Evaluation and Counseling Report, (See Appendix for an Eval-
uation and Counseling form.). Often supervisory personnel
do not subnmit evaluations as requested. Up to this point,
the Personnel Department has sent memoes and expended many
hours chasing evaluations., After this discussion it was
decided to go on the assumption that if a supervisor did not

submit an evaluation, he did not wish advancement for the

employae._

Wednesday, July 2:

' The iIntern askedthe Personnel Director to explaiﬁ
why members of the Personnel Department go over their job
content at staff meetings., The Diroctor stated he believed
this was an aid to communication. People gain an appreciation
of other jobs in the office. It also gives a sense of identity
by allowing individuals to see how thoir effort fits into the
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lérgcr-functions of the office. Finally, this technique
helps people léarn other jobs in the office, therefore, .
giving more flexibility to the office. The intern was

impressed with this technique,

Thursday, July 3:
The intern and one of the Swmer Youth Prog"am

~ Supervisors began again the task of writing a questionnaire
that would help measure the effectiveness of the Summer Youth
PrOgram; The discussion soon became divided on the type qf'
‘questions that wgre'most appropriate for the youths in the
program. The intern felt a fixed alternative questionnaire
was.most appropriate. This reasoning was based on the faét
that the Neighborhood Youth Corps gave out a minimmm of one
questionnaire a week during the course of the surmer. Since
this queétionnaire was to be given out in the last week Qf
so of the prngam, the intern felt that the youths would not
-teke it seriously, particularly if narrative responses were
sought. The Youth Supervisor favored the narrative question.
He reasoned that the youths would be more willing to write
narrative responses because at the ond of the progrem thelr .
opinion of it would‘be crystallized. Finally 2 compromise
vas worked out, Fixed alternative questions were designed
with provisions for comments or other enswers., A list of
oleven questions was finally printed. (See Appendix for a -

copy of the questionnalre). The Persomnel Department was
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primarily interested in questions mmbered lf, 7, and 8 as
they were directly related to the goals of the progranm,

The other questions were for informational purposés and

would be analyzed as time allowed.

Mouday, July 7 and Tuesday, July 8

Each day was apent'compiling information for the
Police Records Clerk I Project.

Wednesday, July 9:

The intern completed and submitted the final draft
| of the Public Information pamphlet to the Personnel Director.
The original six hundred word pamphlet was reduced to four
‘hundred words. The content was simplifiedvand less emphasis
was élaced onvteohnicalities within the Personnel Departe

ment. The Director accepted the pamphlet and is condidering
it for publication.

Thursday, July 10: ,

The intern worked with a Pefsonnal Analyst on a re-
quest to reclassify a position of employment. A woman em-
ployed as a Clerk Stenographer I felt that she had aésumed
added responsibilities to the extent that her job should be
classified aé‘Secretary I. Through her supervisor, she
requested a reclassification survey by the Pgrsonnel Departe
nent, The intern first read both job descriptioha and then
accompanied the Analyst to the woman's wprk site. The work
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supervisor and three other persons working in the office
along with the woman requesting the reclassification were
interviewed by the intern and Analyst. After the interviews
it was apparent that the added responsibilities of the Clerk
Stenographer I had been Qxaggorated; The major discrepancy
was ﬁhgt a Secretary's job description involved working
primarily for a Section Head or a Departmeht Head. The
opinion of the Analyst was that the Clerk Stenographer was
' not working out of:elassification. The request for reclass-

ification was denied.

Friday, July 11; Monday, July 14; snd Tuesday, July 15:
These days were spent on the Police Records Clerk
study. |

Wednesday, July 163

" The intern was asked to write an announcement for
the position of Reéreation Specialist (Dbiving Range), The
city employs pecple in various capacities under the general
titlg of Reéreation Specialist. For this roéson, when the
Jjob is_classified as a Recreation Specialist,Jtho actual job
detéils,must be placed in the bulletin., From the_other
announcements for Recreation Speoialist, the basic ro@uire~
mént$ were determihed. Théy included some experience in public
contact work and some oxperienco in handling ﬁoney, making‘

change, etc. To provide the examples on the "work performed"
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portion of the bulletin, the intern contacted the Recreation
Departmont, The work to be performed by a Rscreation Special=~
ist (Driving Range) included issuing baskets of golf balls,
accepting money, and making change. The employee would.also
.be'fesponsible for operating»whatever machinery was used to
retrieve’the.golf balls, The'Personnel Director informed
the intern fhat the examination for this peeition_would be
oral if fener tnen twenty people applied and a combination
of oral and written if more than twenty persons applied.

The intorn now had all the information necessary for the.
announcement.j The information was arranged in its proper
sequenceland gi;en to the Personnel Specialist. She would
soce that the announcements were posted in the prcper places
and that the position was advertised in compliance with the
}Civil Service rales, (See Appendix for the Recreation
8pecialist (Driving Range) announcement).

Thursday, July 17.

The intern assisted the Personnel Specialist with-
mailing of announcenents for job openings. The Personnel
Department maintains a.mailing 1ist of two hundred and eighty-
five persons, organizations, and,employment agencies. .The
city was interested in recruiting applicants for a-Civil}_ 
Engineen II'position.i This job called for a Bachelor of
Science Degree in Civil Engineering plus experience in super-

vising beglnning engineers.' The intern reviewed the entire
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nailing list and compiled a spocialized list of enginesering
societies,. profossional erployment agenciés, and staffs of
.enginooring departments., Letters and bulletins describing.

the position wore sent to these organizations.

Frxday, July 18 and Monday, July 28:
The 1ntern worked on the Police Records Clerk I

étudy;

Tﬁesday, ,- Jﬁly 29: .

The intern attendéd a Personnel Department staff
mooting. - The Clity Safety Coordinator was the principal
speakpr ht.this mecting., He expiained that part of hié function
waé to investigate payment to city employees of medical and
hosbital benefits by the State Industrial Commigsion, Ré- |
contly the city had.beon billed for riedical expenses on
individuala who had previous medical conditions. ﬁbnmal city
procedure.called for all emplojées.to undergo a physical
examination4before’employment,‘ Due to pressures’and a need
for people on.the-job, many people were goling to work befére
tho physical'examination wasg given, As a result, several
people, particularly'men with hernia conditions, were getting
on the city payroll.- Frcm these facts a policy decision was
mado to hold up emplovment processing until the physical ‘exan

was completed.
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Wednesday, July 30: |
' This day was devoted to the Police Records Clerk. .
study. |

”hursday, July 31 and Frlday, August 1.

A requost for a survey to reclassify three positions
was received from the Supply Supervisor of . the Stores Seotion.
Tho three positions in question were Supply Supervisor, '
Supply Clerk II, and Supply Clerk I. The Personnel Direotor |
informed the intorn that jobs do change over a poriod of
time and e»certain number of reclassifications are necessary.
On other occasions the reolassification request is simply a
neans o benefit a friend by upgrading his position. For
these positions it was the intern's job to determine if the
request for reclassification was valid, .

The Supply Supervisor had submitted suggested forms
of»the new job descriptions of Supply‘Supervisor, Supply Clerk 1I,
and Supply Clerk I. In'addition, 1t was requested & new
position of Assistant,Supply Supervisor be created. The in-
tern took these suggested Job deseriptions and comparedithem
1ine by-line to the existing approred job descriptions. After
study, it beosme apparent that the A331stant Supply Super-
visor position had been created by taking a little respon-
8ibility from eaoh of the other three positiona, In short,
it appeared as though they had rowritten the functions and

divided them among the three previous positions to cover a
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fourth position, In addition, the Supply Supervisor had’
failed to indicste any additional responsibilities and/or
demands that haed been nlaced~on him that would justify an
aqsistant;l With this analysve comnlete, the intern reccm~
mended the reclaSS1fication be denled. The Supply Section
was nof resnondlng to any change in its essential activity
or increased responsibility or work load. The reclaseificaticn

did not appear necessary.

Monday, Auguet h

The City Olerk of ”ucson requested an intern from the
Personnel Offica. The intern was neoded to perform some
preliminary work for the pnimary election of September 16,
1969 and the general election to be held on November l, 1969.
Upon arriving at the Clerk's Officc, the 1ntcrn was given a
briefing concerning the job. In the primary election, city
councilmen were to be nominated from Ward Three, - Ward Five,
_and Ward Six, In the general election nominees will be voted
upon at large in 2ll city wards,.

The responsibilities of the intern were as followe:'
to contact the people who owmed or were responsiblevfof the
bulldings normelly used as polling places and, to detormine
ir the‘-acllities would be available for tue up-ccming elections.
If the facilities would be available it was the-intern's |
responsibility to visit the bullding owme:r or manager and the

city, by means of the intern, would negotiate a "Use of
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Promises" agreemont. ‘The.agreement ig simply a signed
agrooment betwoon the,building oimer and the city which .
guarantees avallability of the facilities on-the,requested'
datds; The terms. are a part of tho agreement. The intern
.was to negotiate the termsvof-the agreément. ~In_ two pre-
cincts‘there ﬁaré no polling places and it was up to the
intern to locate another suitable place in each. ‘Fihally,
it was the intern's responsibility to coordinate with the
Parké and Recraétion Department so that needed materials
fqr the election.-- tables, chairs,.water;‘etc. -- Would be
available for the election board wbrkars at cach of the

sizty-four polling places in the three wards.

Tuesday, August 5:

The first step of the project vas to search the files
in‘the City Clerk's Office to compile e list of the pérsons
to be contacted for the use of ﬁoliing places., This infor-
nation was compiled from the folder on the 1967 city elections.
A form letter requésting availability of the facility was
designéd. AThe lettor gavé.tho necessafy information concern-
"ing the olection and requested a réturn. The letter design
' ﬁasvécceptod by the City Clerk and mailing to all people con-

- cerned in the~sixty~four~precincts for the elections was

accorplished,
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Uodneudhy, August 63
| Aftor he maillnv of the initial contact 1etuers,
it woas advisable %o allow one or two days focr thc VQtters
to reach the responsible people. In this poriod the intern,
decided to visit the City Attorney’s office. for a briefing
on the. leral asnects of the "Use of Pramxses" agrecniont. A
city attorney is normally assigned as a conbact. for the City
Clerk!s office to help in defining the legal aspects of -
quostibns that arise during the peridd‘prior.to elections.
One of the primary qnestions on the intern's nind was whether
the "Use of Premiszes" agreement was, in fact, a contﬁadt‘ghd
a3 enforccable as such. The attorney explained that the
agrocment was in facf a contract, however, contracts are
defined as agreeménta 1ogally-enrorceable betwéen tﬁo 6r_npre
persons to do or forbear soﬁothing. In the "Use of Premisés"
agreement; if a polling place was not provided as agféad,
the citywoﬁld’nét_expend its resources in some of the 1ég£1
action against the signer of the agreément. The city's o
responsibility was first to provide a éuitable polling place
for the %oter’and it is to this that all energies would be
' turned, This is, in brief, why the "Usé»of‘Premises”‘agree-
ment was not 1abled the "Use of Premises" contract.

- The intern inquired as to liability coverage for the
board workers.that staffed each‘polling plaece as well as the
public at. large while at the pol}ing place. Iﬁ seemed reason-
able that building owners would have questions of limbility
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before signing tho agreement. The attorney sbated that

board workers; as temporary employees of the e¢ity, twould
‘be covered by the city'!s regular industrial insurance.,  If
they wero injured while working at ths polling place; the
city would pay for medical care. The attornoy was not sure
’ about'liability for the publlic at large. He suggested the

. intern contact the Clty Contract Administrator fo determine .
if the cilty hed ontered into agreemeht with an insurance
company to providé cuch coverage. .The attorney advised the
- intern that in either case, the city could not be hold respon-
£lblo for the negligence of the building ownors. If sonme-
one was injurcd duo to the owmor's cérelessnoss, thoy were
vulnorsblo to suld by the injurod party.

Acting on the advice of the attorney, the lntern
visited tho Clty Contract Administrator. The Contract Ad-
ministrator advised the intcrn that the city had o currcnt
egrocriont wlth an insurance company tc provide liability
covorage for the public. He further stated thet any requests
~ frem partios to tho "Usc of Prémisos" cgroecnent for proof

of covorago would havo to bo channeled throuch his office,
| | tor theso preliminary stops had boon invostigeted,
the firat responaes tc tho initial conbact lettora bogen to
arpive. Somo Tasponses ware by tclephono and somo were by
muil. In this £irst group of responses was a letter from a

church normally used as a polling »laeco that requested proof
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of liability insurance. This was somewhat gratifying for

the intern since he had anticipated such inquiries. The
request was forwarded to the Contract Administrator's Office.

Tﬁursday, August 7:

As the responses accumulated, the intern made appoint-
ments with the responsible persons to negotiate the terms of
and to sign the "Use of Premises" agreement. The clause
deallng with terms was open ﬁo negotiation. The intern had
' been instructed by the City Clerk to keep the terms in the
area of $20.00 per election. Many of the polling places were
public schools, therefore, there was no charge for their use.
Those in private schools, e¢lubs, or other business establish-
ments requlred a fee, The fact that it was an off-year
election and that a light voter turnout was antlcipated aided
in the negotiation of terms. In the visit to'the proposed
polling places, the intern examined the designated area to
determine facilities such as drinking fountains, tables and
chairs, flags, etc, If any of these items of importance
were deficient, the intern made contact with the Parks and
Recreation Department to provide them. It was quite a re-
sﬁonaibility to secure suitable polling places in the 11lth
and 98th precincts, In the}11uth usually one of'the citf's |
fire stations had been used as a polling place.A The Fire
Chief had reservations about continuing the practice of using

fire statiohs. The safety of the public was a concern as
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. was the inconvenlence of the fire department staff. The-

City of Tucson, having a professional Fire Department, had
firemén on duty tuentﬁ-fourihoura a day. Since there were
only bathroom facilities for the men and most election workers
weré'ﬁdmén, some accommodation would have to be workea_out,;
The City Clerk preferred to attempt to léoétevanothef'suit-‘
ablé polling place in the 114£h precinot.‘_Ths 11hth'§fecihot
was dofined by Speedway Blvd. on the.Nbrth,'Broadway on the
South, North Country Club on the West, and Palo Verde Avemue
on thé East. The intern studied the precinct first for
échools, public or'privato,}then for civie organizations or
churches, The search proﬁided no leads ih the preoinct.. Thé
area of tha‘precinot bordered by Speedwsy 1is mostly a strip |
of small to medium sized businesses., The busingss.establishp
ments that occupled space large enough to suffice as a poliing
placg were can&assed. ManyNsympathized with the problaﬁ

vbut were not very helpful. The types of businesses céntacted
ineluded appliancéiand furniture stores, auto déalers, printers,
variety stores, and drug stores, Most business cdncerns

were not interested in pro§iding spdce due to the coét of
mo#ing their inventory. Arguments that a certain amount 6:
advertising would be gained as the city publiocizes fhb,iist

of polling places did not seem to help. |
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Friday, August 8t

The intern located a convent along Horth Country
Club that had a social room facility in-the basement. The
‘Supérior ofAthe Convent was not in and‘the intern was'asked
to return. The City Clerk was advised of.ths possibility.
She cautioned that access to the polling place must bs con-
‘sidered carefully, Strict attention had -to be paid to‘stairs
as a consideration for elderly voters. On the return visit
~to the convent it was noted that the soecial room could only
59 reached by going up stairs into the church then down inside
stairs to the social foam. This facility was dropped from
further osnsideration. The intern reporﬁod the negative re-
‘sults of the canvassing of the 11lth precinet. The City.CIerk
was convinced.that_a reasonable_sffort.was made to locate an
alternate polling place in the precinect. The date of pub-
licizing the polling'places was rapidly approaching so.the‘
City Clerk advised notifying the Fire Chief of the effort
and that the fire station would have to be used. This was
‘done by the intern, The Chief remained reluctant to allow
the clty to make.use of Fire Department facilities and requested
the matter called to the attention of the City Manager. In
the company of the City Clerk, the intern surmarized his
efforts to‘locate.a polling place in the 11lyth presinqt. The
City Manager,heard_the,argumeﬁts.and decidsd that it was ﬁot_
unreasonable for Fire Department facilities to be utilized .
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‘Honday, August 11: , .

- The 98th precinet faced ruch the same problem as the
11hth'due to the fact that thé previously use& polling place
had been located in a building that was being demolished.

The 98th precinct was defined by East Broadway on the North,
Camino Csmpestre on the South, South Tucson Blvd, on the West,
sand Randolph Way on the East., No schools, public or private,
hor'churches were within the confines of the precinct. A
canvass was bqgun in the.precinct to locate a suitable fa~-
cility., The 98th precingﬁ was bordered on the lorth by East
Broadway,. ' .This section df Broadway Provided a group of msmall
businesses}' Huéh the same problems were enooqntered here as
those in the 11lith precinct. Many business owners sympathized
with the need for adquate facilitiés but could offer no real
assistance, The intern was particularly interested in an
ideally located building, In size, the building was barely

‘ adeduate but its central locatiop,,parkingAfaoiiities,_and
easy abcess,héde it desirable, The owner was contacted and
interviewed. The intern explained the need for a polling
place and the terms the city could offer. The owner was not
at all sympathetid with the purpose of the interview. He
requested $110.00 per election or $220.00 for use of & build- -
ing approximatély twenty feet by thirtj feet., The intern

was not empowered to discuss this amount of money. It was

pointed out t6 the owner that it was an off-year election and
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the voter turnout would be small. These points had no
effect on the owner and he maintained his unrealistic figure.
The interview was terminated when it was obvious the owner
was not going to become more reasonable.
| Further canvassing revealed a facility in Broadway
Village leased by the Junior League of Tucson,- “ram neigh-
boring businessmen it was learned the Junior League was an
organization of civic-minded women. The Prosident of- the
. League was contacted. She was entirely sympathetic to the

need and agreed‘that JUnior League facilities would be
available, At this point, polling places were available in
all sixty-Lour precincts.

ﬁ?uesday, August 123 _

The intern returned to the Pereonnel Department and
met with the Personnel Direotor. The Director informed the
1ntorn that a Wage and Salary Survey had been requested of
‘the Civil Service Comradssion by the Mayor and City‘Council.

A VWage and Salary Survey is cenducted periodically by the
Personnel Department, however, the survey at the present

| time was in response. to pressures exerted on the city govern-
ment by employees. The Folice Department was particularly
distressed with the cﬁrrent city salar& strueture. The Police-
men's. wives began to picket City Hall and the police force
threatened a walkout if they were not gi?en higher salaries,
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With the situation at crisis proportions, the Personmel
Department was éllowad,six weeks to submit a final report
and récommendations‘for«a general salary incrgase. Thg'_

_ Director explained that the survey would be conducted on |
a local, regional, and supplemental dgta;basia. The over-
all objective of the survey was to compare the city governe
nent's wages and salary structure to prevailing rates paid
by other\organizaﬁions._,The Director concluded the discus-
" sion by telling the intern that his first responsibility
would be to work as part of a three man tean gathering local

nge and salary data, . ‘

Wednesday, August 13:

The intenn:atténded.a Personnel,Departﬁént staff
meeting. = The Safety Gobrdinator spoke about a budget pfob-
len., Giving all new ampléyees medical exﬁminétions was run-
ning the department!s cost of medical expense over its
budgetary allotment. The;suggestion was made that physiecals
would only be given to persons ovei thirty-five years of age
who had indicated a.medical problem on the Medical History
Section of the Pre~Employnent Physigal}Examination~Form.
(See Appehdtx foriPre-Employment Physical Examination qumfi

The intern returned to work on the Wage and Salary
Survey,A The Civil Service Commission chose nineteen bench-
mark classifications ranging from Olerk_Typiét I to Computer
Programmer. (See Appendix for 1list of benchmark classifications).




Benotmark classifications were used because the cost of
surveying all three hundred classes of employees in the
city would ﬁe enormous. The nineteen job classes-wquid
provide an indication of the relative standing of the city's
wage in'relation to the commmnity. The intern-obtained the
detailed job deseriptions for éach of the nineteen'benché.;
mérk'claésifications. These were studied closely ag these
city job descriptions must be compared to jobs in the local
firms surveyed. Only after careful consideration of the
functions of each job, both in the city and in the fim being 
- surveyad, could the intern accept wage and salary infonmation‘
‘for that class of employee as comparable, |

The Personnel Director selected thlrty-one firms
4and organizations in the Tucson area to be surveyed. (See
Appendié for a 1ist of the firms). The intern was given

responsibility for eleven firms.

Thursday, August 1l through Friday, August 22

- The intern interviewed Personnel'Diroctors at each
of the eleven local firms assigned to him., The firms visited
by-thg intern included two ehginoeringnfirms,_two computer
research organizations, a railroad, a public school distriet,
two mining companies, a public transport company, & sand,
cemcnt, and gravel company, and a division of the Uhiversity
of Arizona. The interviews avergaged approximately two hours

‘each in length. Each ngssification selected for study by
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the: Civil Service .Cormission had to be discussed and com-
pared in,détail.-llffthe Persomnel Dircctor of the firm
being sufveyad felt aAoity.job,degcription it a position,
in nis organizaticn,»the‘jobs.wera compared in all aspects:
supervisory responaibility, technical Imowledge, coordination
roaponaibilitiea, educational requirements, ote,. Cnce-the
intern felt a valid comparison could be drawn, wage and
salary information on the position was gathered on a Salary
Data Piclkup Sheet., The Pickup Sheet called for thé class
titlé, the salary range, and the number of amplqyoes at each
stop of the range. (See Appendix for the Salary Data Plclup -
Shoet)., The salaries had to be in monthly figures so eny
houriy rates were converted with a conversion table.

In the skilled trades such as ielder, Carpenter,
- Electrician, and Automobile Mechanie, little difficulty wab
éncountered in comparing city job descriptions to those of
the'local‘survey firm, With ﬁositions such as Clerk Typist I,
Clork Sténographer i, and.Acéount Clerk I,_coﬁparisons were
muéh.more difficult. For example, over a}period ofutimé, a
woman originally hired as a Clerk Typist I or Clerk Sténogé'
rapher wouldAassumg additional responsibilities and work,
The position became more of a "gak Friday" job. _Privéte
firms could often recognize theSe édditional”reSbonsibilitios
‘and raise salaries accordingly while kaeping the_job'élaésifi-
cation the same., It wﬁs_difficﬁlt to compare these oonStantlﬁ
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chonging positions to the city claaéifications. Caﬁe had
to be taken becsuse, if an abnormally high sélary was in-
cluded for the poéition inadequately compared, it would skew
tho salary‘scale.

- Another avesa in which detormining comparability was
difficult was with the Equipmont Oporstor III claésification.
In the city, Equipment Oporator III employess.are considered
hoavy eQuipment operatqrs. - They oparate diesol-powéred
construction machinery up to seventy-five horsepowér,.roliers
up to - eight tons, and loaders with a throe-fourths yard
capacity. When the mines were visited a few.laughs were.
providod whaen the intern described heavy equipment operators.
It seems that mine equipment is a minimm of one hundred and
seventy—fivohofsepower, the‘equipment,weighs,up to one hundred
tons, and loaders having eight and three-fburths yard_cap#éities
are uséd.

| A third esrea that caused difficulty in determining
comparability was with the Progrémmer_II.. This position, as
written in the cify, did not compare.easily,to'the two firms
with computer personnel. It appeared as though eaéh organ-
ization follpwed one of two procedures in deﬁeloping computer
personnel; ‘One procedure was to train pfésent»employees in
computer technology and the second was tc hire computer
trained peopie. ~Either method resulted in varying job descrip-

ﬁions. |
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'nopaay, August 25 through Wednesday, August 27:

:The intern posted information gathered from all Salary
vPicknp Sheets,,including<those,fromvthe other two team mqmbers
~ collecting local data, on large accounting sheets. One sheet
vas used for ocach of the ninetoen job classifications. A
weighted averageLwas desired, therefore, the nmumber of em=-
'ployges.at each saléry was multiplied by the salary to give
alcommunity,total. .The,mbpthly salaries were arranged f{rom
the<loweStlto;thé highest for eachﬂjoﬁ classification, The
lowsast twenty4fiv9 percent . and the highest twenty-five per-
csnt(of the salary range was determined by taking twenty-fife
percent of the totai number of employees surveye@,forkéadh,
of the job. classifications, The bottom and top quartiles
were eliminated. This was done because the Personnel Director
and Civil Service Cormission felt a more realistic average.
would bo obtained. The community totals of the mid £ifty
percent were_adéed ond divided by the number of employées ‘
in the mid £ifty percent to obtain a weighted average of this
mid fifty percent, This Procedure. was done‘for each of the
nineteen benchmark classifications in the local survey.

(See Appendix for selected examples).

Thursday, August 28 and Friday, August 293 7
Tha Personnel Director asked for a comparison of the
monthly salary for each of the nineteen local benchmark job

cla391fications for the 1968 survey, 1969 survey, and current
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weightod clty salary, The intern obtalned a copy of the
1968 survey. To obtain the current veighted average the master
payroll would have to be used.  The naater payroll is a three
hundréd page document put out each paj period by the Data
Processing Depertment of the city. Jobs were listed by thoir
codo number, for oxample, Clerk Typist I is cods 0024, In
this job'codg-all'employees are listed with tholr raﬁes of
pay in the same part of the master payroll. A current city
salary weighted average fof each of the nineteen benchmark
clagses was obtained. The intorn prepared a chert comparing:
the 1968 survey, the new 1969 survey, and the current weighted
avorage. The city wages and salary were lower than the 1969
local survey for ali nineteen job claSses.- (See Appendix

for wage comparisons).

Tuesday,’september 22 ’

_The intefﬁ was called in.by the Assistant Persbnnel
Directér.for familiarizationvwith the regional data collection
effort. Lettors requesting information had been sent to
fifteen regionalféities, twelve of which had responded{ All
cities contacted had between seven hundred and eight thousand
city employees and they ranged in pééulation from sixty

-thousand to eight hundred thousand persons. The Assistant
- Dirsctor stated that compi1ation end analysis of the reglonal
data was the duty and responsibility of the intern elons. |
The nineteen job classifications used in the local portion
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of theAéurvey were not to be used in the regional sﬁrvey.
The Persommel Director end Civil Service Commission had
chosonlthirty-one.job_classifications for which they felt
- the City of Tucson was in competition on 2 reglonal basis,
(Seo Appendix for listing of cities that participated in -
tho regional survey), The essential difference in the data
of the reglonal survey from that of the loeal survey'was that
the,information.was;requested from only»public juricdicetions,
~thorefore, selary ranges could be obtained for cach of the

Job classes and weighted data would not be used.

Wodnesdéy, September 3 through Fridai, September 5: ‘

‘The intern analyzed the data in the regional surﬁey.
The salaries reported were arraﬁged'from low to high in
minimum and maximum categories for each of the thirty-one
job classesfsurveyed.' The top quartile and the bottom quartile
wefélfemoved and the shlaries falling into the inner quartiies
wéré~averaged. By this method, a regionhl average minimum
andimaxﬁmum figure was obteined for each of the thirty-one
job classes. Tﬁe data was summarized and presented on_.a
chart that showed the City of Tuescn salary range for each
of the thirty-one job classes surveyed to be lower than the

' regional average. (Seo Appendix for chart).

Monday, September 8 and 'i‘uesday, September 9:
) The'Personhél Director asked the intern to begin'

supplementing the data gathered in local and regional Surveys
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with data from other sources., The Director indicated he

first wanted supplemental data on Police Patrolman and Fire-
fighters. The "Urban Data Service" magazine, published by
the International City Management Association in July, 1969,
had a natlonal survey of Police Patrolman and Firefighter
salary trends, The Director asked the intern to extract the
information for}the Western Roglon and to present it in a
neaningful style. .He wished the average salary of the mid
£ifty percent to be readily identifiasble. The salaries in
the "Urban Data Service' magézine were presented in annual
amounts, These amounts had to be converted to monthly salary
to be consistont with the rest of the survey. The salaries
were arranged low to high. The salaries in the mid fifty
percent were indicated by lines, repeated in the second
column, and then averaged in the third column., The presen-
tation took the form of a funnel. The Tucson salary was
indicated in its appropriate place., In both positions the
Tucson saléry.appeared in the lowest twenty-five percent.
For example, the minimum salary for a Police Patrolman in
Tucson was $525.00. The average salary of the mid fifty
percent was $680,00, (Refer to Appendix for salary trends).
The Péréonnel Director was impressed with.this form of presen-
tation and requested that sﬁbsequent salary data of the Vage

and Salary Survey be presented in this manner.
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Wednesday, September 10 through Friday, September 12:

The intern spent this period relating a Wage and
Salary Survey compiled in July 1969 by the Public Personnel
Association to the current Tucson Wage and Salary Survey. The
Personnel Director chose twenty job classifications for
consideration, The Public Personnel Association data was
gathered for thirty citlies in the Western United States.
(See Appendix for cities and job classifications surveyed),
The data for the twenty job classifications was compiled in
the same manner as the data pertaining to the Police Patrol-
man and Firefighter. Salary trends on average minirmm and
maximum salary for each job were obtained, The Tucson salary
was indicated in its appropriate place. In none of the
twenty Job classifications did the current City of Tucson
salary fall above the lowest quartile., (See Appendix for

selocted examples).

Monday, SéptCmber 15 and Tuesday, September 16:

Tha Personnel Director asked the intern to prepare
compression charts for the Fire Departments and Police Depart-
ments of severai western clties, The ldea of a compression
chart was to show the relative difference in percentage
between the ranks of the departments, The Personnel Dircctor
was concerned with determining if there was any consistency
among cities., With a compression chart, the lowest rank is
taken as the base line., In Police Departments it is the
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Police Patrolman who is the base and in the Fire Do;part-
ments it is the Firefighter. Percentages are figured from
entry level to entry level salarieé i‘pr each rank in the
departmeﬁt'. The percent that the ascending point is greater
than the one irmediately below it is recorded. A compression
chart was prepared showing the differences in ranks for
eleven city Fire Doparmerits arid_ twelve city Police Depart-
ments. (See Appendix for selected examples). The charts
failed to show any oonsi.ster'm'r in the breakdown between ranks.
In some Fire Departments, Fire Engineers earned ten percent
more than vF‘:!.refighters and in others they earned thirty-two
percent more. The same lack of consistency was observed
between police ranks., Some Sergeants earned forty-eight
percnént 'moro than Patrolman and some only sixteen percent
more. These charts showed that there was no inter-city

consistency between various ranks,

Wednesday, September 17 and Thursday, September 18:

The intern assisted the Personnel Director in con-
sidering each of the three hundred classifications within
the city. All the collected data, local, regionsl, and
supplemehtary was brought to bear. On a determination by
the Director, an increase was recommonded-by range for each
job class in the city. The amount of the recormended raise
was determined by data coliected in the sux;yey; For example,
if the regional data showed a Patrolman at $758.00 maxirmm
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por month and the current Tucson salary was at $625.00
per month in range 29, the recormended increase rove was

to range'js‘where a maximum of $790.00 could be earned.

Friday;'Sepfember 19:.

The intern assisted in moving the parts of the
completod Wege and Salary Survey plus the recommendations
‘through the City Héll.Duplicatiﬁg Section. The Personnel
Director hoped to have the report into the hends of the
Civil Service Comﬁission‘and the Mayor and City Couneil by
Aséturday norning, September 20, 1969. As the pages were
reproduced by the Duplicating Section, all available help
from the Personnel'O?fice agsisted in collating as many of

the seventy-seven page documents as possible.

Monday, September 22 and Tuesday, September 23:

' The City of Tucson Pay Plan for the month of October,
1969 haﬁ contained a tentative program for longevity or
seniority pay. Longevity pay had been requestod for many
years by city employees, The Personnel Director requested
the inte?n estimate the cost for qné yoar of the brOposed
longevity plan. The plan was divided basically info the four
following categories: those eligible for four percent of |
their annual salary, those eligible for six percent of their
annual salary, those eligible for oight percoht of their annual
salary, and those eligible for ten percent of their annual salary.
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Eligibility was determined by length of service: four per-
cent for those beginning their sixth year with the city,
six percent for those beginning their eleventh year with
the e¢ity, eight percant for those beginning their sixteenth
year, and ten pércent for those beginning their twenty-
first year. The intern went to the alphabetical master file
for a 1list of current employeéé; Each current amployée’a
card had to bé reviewed r'or length of éerﬁice with the city
to determine if he was qualified for longevity and if so,
for what'pefcenﬁagé of his annual salary was he eligible.
The Porsonnel Difector wanted the Fire, Police,Water, and
Street Departments recorded'sepafaﬁelY'while other city
departments could be_lumped together. After going through
thé entire alphabetical listing.of current city employees,
it wag,calcuiéted that 1210 employees qualified for-the lon-
gevity plah. ‘An average salary for each category was deter-
mined by thé-Pebéonnel Director. The number of eligibles -
in each category was multiplied by pércentage of ammual salary.
Total cosat figures were thereby obtained for each category,
for oach dopartment. When totaled; the longevity plan, as
proposed by the Clvil Service Comﬁission,would cost in the
area of $536,836.00. (See Appendix for 1ongevity cost table).
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chnésday;ﬁSeptember 2

The intern attended a Personnel Department staff
meoting. The wmeeting was chaired by the Assistant Person-
nel Director. The discussion revolved around what should
be covered in an exit interview. One 6f the riost important -
things seldom covered is the fact that health insurance
terminates midnight of the daj'an employee rosigns., A
gecond significdnt point was that it should be determined
in an exit interview the reasons for termnination of employ-
nent., The Assistaﬁt Personnel Director indicated that in
nany cases the real reasons for termination are not indicated
by an employee. A suggestion was made to devise a check

list of things to be covered in an exit interview.

Thursday, September 25 and Friday, Séptember 263 |
' The intern assiéted the Assistant Personnel Director
in the‘pfepér#tion of a position paper to be included in an
overall application by the city to the Unlted States Depart-
ment of Hou31ng and Urban Development for a Data Processing
grant, Tucson was one of a very few cities in the Uhlted
States considered eliglble to apply for the grant. This was
primarily‘because the city had a computer of larpge capacity...
| The overall dbjedfivé}of the grant would be to perform
reseérch to set up an'integrated Electronic Data Processing
syztem available to all city departments and to agencies in
the city that cdﬁldvmake use of the information stored in the
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compuber. The informetion in the position paper was to
present information rputinely collected that could be placed
inte the computer, information currently maintained which.is
updated periodically, informestion which should be aveaileble
to other clty departments, and additional Electronic Dzta
Processing applications, The Assistént Porsonnel Director
gathered data for the first three categories of information.
Other possible applications of Electronic Data Processing

to the personmnel functlon was left to the intern. The follow-

ing possible gpplications of Electronic Data Processing to

the porsonnel function were suggested by the intern:

1, Tuture menpower requirements could be forecast
| and more effective recfuiting efforts could bo
made. This is particularly true if'manpowér
forecasts could be matched with available work |
forcg data accumulated by the Department of ﬁabor
and state agencies, | ,
2. A s8skills inventory‘of éll city employees could
be established. Anticipated specializod shorte
‘term manpower needs could be constantly ccmpared.
~to "on hoafd" people to determine if desired
skilis are readily available, This leadévto mnore
complete utilization of personnel. _
3« Pay survey data from other municipalities could
be énalyzed on a continuing basis so that the city
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of Tucson pey plan could be constantly compared
to regional averages and thus bo lzept more up-
to date. - Also, loecal salary data could bs

- constantly enalyzed.: ‘
L. Examination scores could be analyzoed by couputer

- and test item analysis accomplished for each
test,. Thisvwould enable the city to make nezn--
iﬁgful test revisions based on past performance.
Additionelly, all test items could‘belstored-and

test cbnstructicn greatly simplifiod’through

data processing.

These sugpestions were incorporated into the position paper

and forwarded to Data Processing.

' londay, September 29: B

The intern attended the Public Hearing held by,thé
Civil Service Commission in the City Council Chambers, The
hearingts objective'was to alléw city employees and members
of the puélic to comment on the proposed salary increases_.
beflore the Civil Service Cdmmission's recommendaticné on
salaries were finalized and turned over to the Mayor and Ciﬁy'
Council, Approximatelylforty-five peopie spoke before the
cormittee, Members of the city work forée spoke representing‘
themselves.or groups of employees, SeVeral‘séeakers pointed

to the fact that with the proposed aalary raises, Police
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Pativolnen,, a position which requirce only avhigh schqol _
graduation, would have a substentially higher salary then
positions calling for a Bachelor!s Degree. Otheryspoakers,
rarticulerly for groups from the Recrsation Departmént,‘ |
complained that their jobs were not classified correctly, .
Some members of the public criticized the psy raise pro-
rosals and others praioed them as necessary. The Civil
Service Commission listened to all who wished to be heard.
The intern was gratified that throughout the hearing‘not'one
person'questioned the methodology of the data collected or

the presentation.

Tuesday, September 30:

With the completion of the work on the Tucson Wage
and Salary Survey, the intern was‘able to go back to the
findings of the Summer Youth Program qnesfionnaire which
was distributoed gt the end of the program. inghty-one questlon-
'naires woro completed at that timg and a sample of the

findings are as follows:

1. What ic your city job? Almost every type of
.city'summer Job was mentioned here including such positions
as radio technician, secretary, library alde. janitor, file-
clerk, teacher's aide, nodel Cities worker, and assistants
ln such departments or sections as Recreation, Data Procossing,

Police, Flre, Automotive, Payroll, Planning and Zoning, and Water,
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2« Uhot do you like about your job?
a. Peoplo you work irith - 63 circled letter a.
~b. Hours you wvork - 17 circled lettor b.
¢. Place you work - Ll circled letter c.
-de Typo of worlk jyou 9re,‘ doing -~ 16 circled letter d.
0. Rate of pay - 22 circled lotter e.
| ‘. Other - no corment - 1, |
3. ‘What do you dislil’e gbout your job?
a. People you work with - I circled letter a.
b, Hours you work - 10 circl ed letter b. -
€. Place you work - 16 circled letter} Ce
d. Type of work you are doing - 1l circied letter d.
e. Othor -« Hore a variety on answers wore recelved.
The r'o..zt comr:on wag that everything in the program pleased
the youths. Sone youths mentioned the pay was too low or
the working conditions were not satisfactory,
L. Do you Teel you are gaining job skills that you
did not have berore? 65 answered yes
15 answered no
1 answered no comment .

o If yés, what skills? Among the most frequent
'responses'xreré: math skills, filing and other office skills,
working with chlldren, working with the publiec, draf‘aing and
'lletterino, rtolding, welding, key mmching, working with machines,

and paper and map work. |
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If no, vhy not? Only 13 youths filled in this
section, Here the o most usod answers wore "I had the -
sl*:z." 13 T nceded," eond "an vnskilled percon could do 'my work,"
'5'. Did the orientation session in the City Council
' Chmbers help ‘you to better understand the swmer progrom?
56 snswered yes -
19 answvered no
6 eanswered that they did not atiend
6. Whot type of j'ob did you want? Among the mozt
froquently used responses were typlst, secretary, outdoor
worker, drafiing, conastruction, art work, Model Citics aide,
library aide, social worker, and camp or recrestion work. -
7. Dld you get the type of job you wanted?
60 ansvered ‘yes
‘- 18‘ answored no .
3 answered no corment
8. Will the money you make this swmer help you to
return to school in the. fall?
59 said yes
22 said no
9. lould you iike to attend a class in order to
learn how to be interviewsd, how to talze tests, and other
- related empleymont problems? |
| L2 answered yes
38 answered no

1 yout.h' said no corment
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10. Dia jou noed to soe afcounsolor?'
13‘answerad.yes
67 answered»no-
1 anauwered no corment
11. - How rmich of your swmer earnings will go for
tho following: car expenses, clothing expenses, book expenses,
to your family, . entertairment (movies, dstes, ote.), and
other. The total was to be 100 percent,
. The findinga wore evaluated and it was viewed
that most youths would spend on the averase 30 percent to
 70‘percont Tor clothing. In descending order of percentage
. the findings were:
socond ~ to tho .fomily
third - entertalmment .
fourth - other (many here'mentioned,piacing
their earnings in a savings account
~or using it for school, travel, or food)
£ifth - book expoenses

sixth - car expenses,

”ha findings of the ouestionnaire were inteorecting,
and, as mentioned previously, the Personnel Depariment was
mostly interested in responses to questions numbered L., 7,
end 8, The rosults of these questions were catisfying and
showed that a najority of those filling out the guestionnaire

found the Summer Youth Prbgram valuable.,
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Police Records Clerk I

On Monday, June 30, 1969 the Personnel Director of
Tucson éuggested a study he would like the intern to perform.
The study concerned the validity of the examination used
for screening applicants for the position of Police Records
Clork I. The Personnel Dircctor stated that he had questions
~ about the validity of éevéral examinations currently used
by the City of Tucson but he wanted this one studied because
this examination was also used for the positions of Stenog-
rapher I and Clerk Typiét I. Alsb, the Police Records Clerk I
position was a high turnover'position. He was concerned
about the continued use of the examination for screening
Police Records Clerk I, Given this general direction, the
intern was left to his own devices to design the study.

The intern began the project by familiarizing him-
self with the Police Records Clerk I position. The City of
Tucson Position Classification Plan was consulted, The

position was involved primarily with transcription and filing
of speciallized police records, The Police Records Clerk I
receives, analyzes, and searches files for information

from police incident or arrests reports. The Police Records
Clerk I transcribes from audio recording equipment. The job
primarily employs women and is performed on a rotating shirft
basis. From the current employment files the intern learned

that the Police Department organizational plan called for



99

twenty-one persons in. the position of Police Records Clérk I.
A turnover rate of.ninaty percent for 1968 was computed.
The turnover rate‘ia compufed by the mmber of separations
divided by the number of positions and then multiplied by
one hundred.1o

With the above knowledge of the positlions and general
direction of the study from the Personnel Director, the in-
tern sought to establish the underlying assumption in the
use of written tests. This underlying assumption in the use
of the written test in.the City of Tucson is that those who
-secore well on the examination are better able to do the work
or to learn to do the work than those who score poorly on
the exam, A logical way to proceed in this study appqared
to be to examine the relationship between the written pest
score and the actual job performance. Thus, the hypothesis‘
for this study is that persons scoring high on the written
exem for Police Records Clerk I perform better on tbe job.

The first step of the methodology was to establish
what data was available that appeared relevant to the study.
Thafintegn determined that the permanent employment folder
of each city employee contained the wriﬁten exam score for

that individual., The permanent folder also contaiqed coples
of the City of Tucson "Personnel Evaluation and Counseling

101v14., p. 599.
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Report" which would serve as an indication of job performe
“ance., In sum, the psrmanent employee folder was the source
of information for the stﬁdy.

‘ The second step of the methodology was to establish
perimeters for the study. It was decided to utilize the
tine period from December 3, 1966 to January 25, 1969, The
study, therefore, was concerned with all persons who ha@
been employed as Pollce Records Clerk I within the given

time frame.  This time perimeter was chosen for the follow-

ing basic reasons:

1. the availability of records -=- City personnel
policy required that permanent ermployee fqlders
be maintained for three years.

2. the January 1969 oﬁt~off would allow for a
minimm of one supervisory evaluation since the
evaluations are rendered‘afﬁer three months and
again after six\months on the job for new em-

ployees. '

Thq nexf step involved réviewing'all the payrolls
for the period December 3, 1966 to January 25, 1969 to obtain
the namés of all individuals who had been ahbloyéd as Police
Records Glerk_I's‘during the time period. It was determined
that fiftyeﬁiné pgoplexhad occupied positions as Police Records
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Clerk I, ¥From the master payroll persomnel card file it
was determined. that tv:enty-ffqur of the fifty-nine were still
on the city payroll and that the remaining thirty-five had
torminated their employment. The ouﬁrent personnel files.
would provide the permanent employee folders for those still
on the clty payroll,  The past employee files would provide
permenent employee folders for those that had terminated
their amplojment.

In the Citj of Tueson, supervisory personnel evaluate
employecs by means of an "Evaluation and Counseling Report.™
(See Appendix)., On the overall performance of employee section
of the report, a continuum from unsatiasfactory to outstanding
is printed., Guidance for the supervising personnel in using
this form is provided by the "Performance Rating Mamial,"

The manual.is put out by the Personnel Department and stresses
ﬁhe need'for & conscientious effort by the evaluator, The
nanual goes on to exi)lain that ‘the overall evaluation should

. reflect the‘supervisor's views on the employeot's totel job
porformance, The evaluator is reminded thatA this overall
evaluation mark will be taken into consideration on promotional
oxaninations.

In tbe overall performsnce section, the values of one
through eleven were assigned to the unsatisfactory-outstanding
continuum. These ratings are compiled after three months on
the job and agein every six months thereafter. If more than

\\
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one "Evaluation and Counseling Report" was contained in
the'empioyeo's folder, the overall performance ratings were
: averaged to obtain one performance rating figure for each

employce. ' '

In summary, the steps of the methodology provided
a raw written test score and an average overall porformance
rating for forty-two of the fifty-nine individusls that had
hold the positicn of Police Records Clerk I during the given
time period, The seventeen individuals who were not included
in the study either did not remain on the job long enough -
to be evaluated or their permanent employee.folder could not
be located.

Examination of the data revealed that eight individh
uals representing ninetesn percent of the people holding the
position long enough to be given at least ona eva1uation had "
a raw written test score betwoen 83 and 100, This group is
referred to as Group A. Twenty-two individuals or 52.3 per-
cent of the people holding the position had a raw written
test score between 73 and 82, Twelve individuals or 28,5

vpercent of the people holding the job had a raw written test
score betwéen 66 and 72. This group‘is referred to as CGroup B.
(See Appondix).

A scatter plot was drawn showing the ccrrelation

betwcen test score and overall performance rating. The scatter

Plot showed that there was & zero correlation between test
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score and overall performance of the employee. In a
word, according to the scatter plot, overall performance
ratings do not vary consistently in relation to the test
score, .(See Appendix for scatter plot).

The study was concerned with the job performance of
those scoring high on the written test as opposed to those
who scored low on the test, A significance of the difference
between means for Group A and Group B was conducted. (See
Appendix), There was no significant difference between the
average job performance ratings of Group A (score 83-100)
and Group B (score 66-~72). This result further confirms
the first indication of the scatter plot that fest scores
on theo wriften examination and overall job performance as
indicated on the "Evaluation and Counseling Reports" are not
related., Those scoring higher on the written examinations
showed no significant tendehcy to receive better job performance
evaluations than indicated by those scoring lower on the same
written test. The underlying assumption in the use 'of tests
is not supported. In short, there appears to be a question |
of validity in the use of this written test for the position
of Police Records Clerk I,

In a subsequent discussion with the Personnel Director
of Tucson, the ihtern reported the results of the above research
and some recommendations, From the high turnover rate of this

Jjob and the lack of relationship between test score and
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“achievoment, it was recommended thot the pagsing point on
the written test be kept relatively lew. In the past, the
flexible passing point:muthod.héa been utilized on this
 test. The flexible passing point essentielly means that
if a high number of openings are available the passing point
is lowered and if a fow positions are available, the passing
point is raised. Coupled with this recommendation was the
recormendabion thatﬁthé exam ‘be open contiruous, An open
-continuous exam allows each qualified person to take the exam
et any tine rather than only when speciflic openings occur,
Theso two recormendations would provide & constant list of
qualified people.

Thevintern further recommended that the positlon of
Police Records Clork I be studied in depth through observa-
tion, on the job interviews, and‘ezit interviews to determine
exactly the job pressures and required duties so that an
exann could be designed that 1is nore related to the job. The
test used now is oriented to job mechanies, filing, spelling,
English usege, and punctuation. It is posaible the test
need not emphasize these mechanics. The Personnel Director
recalled that many of the special job claSsifications, such
as the Police Records Clerk I position, had separations due
to inability to adapt to the job pressures and to inablility
to kecp privileged police information in confidence. The

intern and Porsonnel Director of Tucson scemed to be in
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agrecment t_:ho.t some type of personality inventory could
be designed to be used for this job,

In conclusion, this research by the intern pointed
out arees for future research in determining the job 'préssuros
and requirements of the Police Records Clerk I, The research
alao suggested further study of this exam in its use for
Stenographer I and Clerk Typist positions.



CHAPTER 5

INTEGRATION OF CLASSWORK AND PRACTICE

After completing the internship experience, the
author 1s aware that theory and practice .are not as far
“apart as 1t would be easy to believe., As is reflected in
this diary of the authort!s experiences, the Personnel
Director of the City of Tucson follows a generalist approach
to administration. This concept was presented in Public
Administration 261, The genoralist is normally a man
equipped with a liberal arts background, a certain flexie
bility of mind; and an ability to think objectively in a
wide variety of problems, Administrative generalists often
work for staff agencles and may spend their career in the
budget and personnel fields.!! The Porsomnel Director
attempts to develop the generalist approéch within the
department by rotating the various day-to-day activities
of the office and by assigning special projects to eéch
member of the department. No one, particularly a Personnel
Analyst, 1s allowed to specialize in only one area of the

poersonnel function,

11Pfiffnor and Presthus, Public Administration, p. 281

106
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A direct benefit of the generalist approach to
administration is gained in the area of employee morale.
This concept was presented in Public Administration 262 and
Employer-Employee Relatlions 302. As practiced in the City
of Tucson Personnel Department, the generalist approach
allows the employee to assume a more active attitude toward
the accomplishment of the departmentt!s functions., This
approach in turn has a beneficlal effect on employee morale.
The employee has a stronger sense of identity with and is
more aware of the overall departmental functions,

Related to the administrative approach of an organ-
ization is its flexibillty. This concept was presented in
various courses: Organizational Analysis 268, Social Relations
and Administration 301, and Euployer-Employee Relations 302.
Organizational flexibility is usually measured by reaction
to external stimuli or from an internal crisis. A highly
structured and rigid organization in which members are held
to tight specialized definitions of their functions is more
likely to develop internal friction and tension when faced
with an external threat or a sudden increase in the demand

for its services.12 The generallst approach allows the

1201458 llotes, Employer-Employee Relations 302.
(University of Arizona, Tucson, Arizona: 1st Summer Term 1969).
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organization room to adapt. Members of the organization are
familier with its entire operation to the extent that the
normal day-to-daj activities can be carried on while the organ-

ization contends with ﬁhe external threat or demand for its
| services. An example of this, observed by the author, was
the Porsonnel Department's rcaction to the wage and salary
problems of the summer. The agitation reached crisis pro-
portions rapidly and the Mayor and City Council placed an
incroased demand for services upon the Personnel Department
in the form of a wage and salary survey to be completed in
six weeks. Because of the administrative approach of the
department, it was able to respond to this demand with a
minimun of internal friction. Since the generalist attitude
pervades in the department, all necessary routine functions
were carried out smobthly by some staff members while al-
lowing othoers to react to the demands of the wage and salary
survey. . | |

Another area the author experienced in the intern-

ship that had boen presented in class work was that of
‘administrative discrotion in the carrying out of policy.:
This concopt was prescnted ‘in Organizational Analysis 268,
Public Administration 261 and by John M. Pfiffner and Robert
Presthus in Public Adwministration, pages 103-107. This area

rovolves around tho concept that administration implies
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poliov’making. iheoretioally, the administrativo organ—‘
ization is given the policies to be carried out by a legis-
lativo body which represents theppeople. Applied to the
'Personnel Department of the City of Tucson, this means
-that the Civil Service Gommission, whose legal astatus is
provided for in the city charter, is performing the legis-
lative function. The rules adopted by the Commission limit
administrative‘disoretion because they arevquito detailed,
On the other hand, in a program such as the Surmer Youth
Program, the policy is handed down.by the Mayor and City
Counoil in rather general terms.. Since the progrem was not .
.under the Civil Service Commission, the Personnel Dopartmont
had a large policy'making funotion., In faot, policy was for
the most part determined as the varions problems appeared
in the prOgram. In sum, the administrators discretion in
policy‘making expands when the overall policy is stated in
genoral torms, 7

Administrative Offioe‘Management 272, provided
many oonoepts that had direct application inepractical
administration., The most outstanding of these concepts
was the relationship among job analysis or survey, job
description, and a classifioation plan. Job surveys and
descriptions are the basis for the determination of the
relative value of a particular job as well as placing the
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job in its proper place in the overall classification plan,
Other concepts such as work flow in an office, forms control
| and uso, sources of persommel, drawing and use of organ-
ization charts, and cost control in the personnel function
were outlined in detail in Administrative Office lManage-
ment 272, These concepts support many of the functions in
porsonnel administration with the City of Tucson.
~In such areas of the internship as the Summer Youth
Program, the time épent with the City Clerk, and the public
hearings on the Wage and Salary Survey, the author was made
aware of two primary characteristics of public administration
brought out in Public Administrétion 262, These character-
istics are that first, public administration is carried on in
public subject to review and criticism, and second, public
administration works for and under the direction of poli-
ticians, The Summer Youth Program drew some public criticism
because it was limited to youths of economically dis-
advantaged backgrounds, The experlence in the Clity Clerk's
office was an experience in the fact that the political
procesas 1s the basis of public administration., For example,
extreme care had to be given to the choice of polling places
for their éccessibility and convenience. The placement of

names on the ballots had to be rotated in such a way as
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not to allow a distinct advantage to any one candidate.
Failure in elthor of these areas would have resulted in
public admonition for not maintaining the democratic process.

In the Police Records Clerk I project, the Wage and
Salary Survey, and the questionnaire for the Summer Youth
Program, the author constantly found material prosented in
Public Administration Research 229a and 229b as beneficial.
The Police Records Clerk I project was a validity study.

The author moved from the basic assumption involved in the
use of that particular examination through the appropriate
statistical analysls on the basis of information presented
in 229a. The Sumer Youth Program questionnaire was directly
related to 229b. The'Wage and Salary Survey involved in-
formation presented in both courses,

From the internship experience,_the author is cbn—
vinced that the theoretical and practical worlds of public
administration are inter-related. lMost information pre-
sented during the course work, the author was gble to relate
at one time or other to the world of practical administration.
It appoars that thore is no neat distinction between theo-
retical and practical administration., The administrator
must approach his job with an academic attitude. He must
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be aware of the theoretical concepts prosented in the

classroom and have the asbllity to analyze and implement
them. If an administrator successfully implements a new
concept he must constantly review and evaluate in hope

of bettering the odministrative process.



CHAPTER 6
SUMMARY AND CONCLUSION

The author spent from June 2, 1969 to Septemher 30,
1969 as an intern in the City of Tucson Personnel Depart-
ment. The time period covers substantially more than the
required four hundred hour internship.

In the first part of this diary the background
and gsetting of the internship woere provided. The Personnel
: Depdrtment's programs and services were presented and the
Department's financlal administration was explained.

In the second part of the diary the accountability
of the hours spent in the internship was provided. The
author was a participant in the day-by-day activities of
the Department. A leadership role was performed by the
author in thevcompiling and analysis of wage and salary
information. Through various projects and assigmments,
the author was able to see the larger governmmental and
social contoxt of public personnel administration.

In the third part of this diary the author showed
the rolationship between class work (theory) and the intern-

ship exporience (practice).

113



114
Perhapa the outstanding conclusion that the author

can draw from tha internship experience is the need for pro-
fessionalism in all members of a Personnel Departument but
especidlly'in the person of. the Personnel Director. It is
necessary that the Director combine the attributes of manage-
ment planning and policy recommendations with a professional
personnel administration competence. To think of the |
personnel function as only a tool for administering tests,
performing job cléssificabion,'and maintaining various
employée records, is to seriously underestimate the importance
of thé function.‘ It can be safely goneralized that persommel
admiﬁistration has always beon more broadlyfccncéived in
industry. The growth of strong labor unions, widespread
vphhlic education,'and an economy where other jobs were plenti~-
ful, forécd induétry‘to change 1ts methods to maintain
employees. In the past two decades public jurisdictions
increasingly have been forced into direct confrontation with
"private industry to attract and maintain the most qualified
people. The public jurisdictions have had to learn tech=
niques developed by industry. Personnel management in public
Jurisdictions today encompasses:' aggressive recruitment to
neet persiétent shortages in the labor market; the broadening

of selection methods to secufe new employees; the recognition
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of the importance of motivation and morale in employee

development; the expansién of employee fringe benefits;
and an increasing acceptance of labor relations as an in-
tegral part of personnel management,

' To meet the. expanding challenge of personnel ad=-
ministration an essentially academid attitude must pervade
the Personnel Department, Basic methods, procedures, and
pOlicies of the personnel function must constantly be
questioned, re-cvaluated and improved., In sum, modern
public personnel, administration is a field that interacts
with applied‘ psychology, behavioral research, systems
analysis, and statistical methods,

The general awareness in management of the importance
of the human factor in organizational performance must begin
with the personnel function. This can be considered todays
challenge. for personnel administration., The challenge
involves showing how people can be motiﬁated to contribute
their best efforts to achieve the organizationfs goals
and gt the same time realizing some of their own personal
and group goals.

In his experience with the Personnel Department
in the City' of Tueson, the author was given the opportunity

to see the interaction within the department, among the
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city departments, and between the city administrators and
the general public., From the internship experience the
author appreciates the truth of the following quotation:
Mifanagement is the development of people and not the ‘

direction of things... Management is personnel adninise
| tration'."l}

- Lawrence A. Appley. "Management the Simple Way,"
Pezfsonnel. Voluze 19, INumber l, 1943, pp. 595-603.
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PERSONNEL REQUISITION 120 ‘
—
i
SECTION A, !
i
BivIuon Section
ction Requested 5. Type of Employment ta. Poslition Title !
Original Appointment Permanent. _ g
Provotion (Explain 11) AL I S A SR P £ Yay Xenge c. Hire in
Transfer (Explain 11) ____Temporary :
Change (Explain 11) —Provisional
21 PR— - J—
mwl Incumbent(s)
Neme(r):
Iast Date Paid: This Position
Po'ition Held: A“iv’.ty Total JSEEENEIEEE, e o SR e S e
. Describs Rature, !e!c.,
1
i
i
. Lhtervirwer lia. Division Head b. Department Feed
Rame: |
Address:
(Signature) (Date ] ture (Date)
o -Trassier lepartment Hea I>a. Budreted: jes No b. City T Approva

—————

e (Sigiature) (pate) —Signature) (Date) (Signeture) (paste)

SECTION B. :
o~ S
#. Allocated Class Code: b. Pay Range Ko, c. Step No. |
Title: . To
. . | R. Name an 88
Numbe Date
—
% Personnel Director Ga. Division b. Department Heed n
Zlgnature) ~{late) —(Blgnature 5= ~TRte] —
(57 )] te) (Eignature) — te



 INSTRUCTIONS

1. SECTION A.

Requesting agency will £ill in completely and a:ccuratély;'

‘a. On regular requests for personnel, prepere original and four (4)
carbons. _ -

Send all but one.carbon to the Budget Office. If overage personnel is i‘e-

quested, give detailed justification in Item 1l. If request is to f£il1 a

new position, give job description on Item 11 or on a separate sheet.

b. On transfer requests, prepare original and five (5) carbons; in-
clude "old" activity number in Item 11; send all but one carbon
to the department from which the employee will be transferring.
The Pre-transfer Department Head will signify approval by complet-
ing Item 14, then send all but one carbon to the Budget Office.

c. The Budget Officer will complete Item 15 and forward all copies
to the City Menager for final approval. Shamadin

II. SECTION B.

a. The Personnel Director will complete Items 16, 17b and 18, then
send the original and one carbon to the appointing authority,
with notification cards and envelopes attached as appropriate.

b. The appointing authority will interview those certified and‘
complete Items 19 and 20. For Item 19a, one of the following -
wi_ll be entered for each person certified:

Selected C ‘Declined
Not Selected ~ No Show

When selection has been made and date to start work entered in Item’ 15b,
the appointing authority will complete the notification cards and seng ’
them to the individuals "Selected" and "Not Selected", as appropriate
(cards are not sent to those who decline or do not appear for interview).
BOTH COPIES OF THE REQUISITION WILL BE SENT TO PERSONNEL IMMEDIATELY UPON
COMPLETION OF THIS ACTION. ‘
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FORM NO. 1161

Eype, or Print Plainly in Ink. Fill in All Blanks Completely and Submit to Personnel Department Before Closing Date.

'\
. ] : |
o CITY OF TUCSON | Score ' ‘
: Time ' . ' ; Notified
Bate CIVIL SERVICE COMMISSION S ,
B core
N .
APPLICATION FOR EXAMINATION |-
. )
1. POSITION APPLIED FOR: !
2, HEIGHT: Ft. In. o :
| 3
; 3. WEIGHT: ___Pounds |2 8 & 3
b, 7. DATE OF BIRTH: 8. SOCIAL SECURITY NO. 9. MARITAL STATUS: [J Single o= 2
) - . O Married O Widowed g [
z' MO. DAY  YEAR O Divorced O Separated - [!
: K
tie APPROPRIATE BLOCK TO ANSWER THESE QUESTIONS| YES NO | 14.Is sny employee of the City of Tucson :
RS related to you by blood or marriage? ¢
ik"" - U.S. Citizen? If not by birth, give Naturalization . 0O No O Yes i
bipte Number Department [l
‘»ysu eny physical or mental defect or disability? If answer 15. Hf“;ﬁ Y°"_°‘:ff served in the Armed Forces .
- describe fully in item 23, below. of the United States? = :
- O No O Yes * ¢
L'. you, either as an adult or a juvenile, ever been arrested, held . Branch __ E
E:.-_;?don or detained [or ticketed] by any Police or Military From to — = [
t’r,;f/? (Omit parking violations]. In case of doubt answer From to 3
. Z,otain fully the circumstances of all arrests and detentions in = :
’ npb ' From to :
N\ Pelov- Highest grade held
%2 you ever been dismissed from employment for inefficiency Type of last discharge: [J Hon.
“.ency of misconduct? Explain fully the circumstances of alf O Gen. [JBCD (3 Dishon. [J Med.
“a's in item 23, below. : Service' Number
e . 17. IF YOU COMPLETED HIGH SCHOOL, CHECK THE
s&'—.: THE HIGHEST SCHOOL GRADE YOU COMPLETED: CORR?CT BLOCK: l
¥ O Diploma O Equivalency Certificate by G.E.D.
?’:TSCHOOL ATTENDED (GRADE OR HIGH SCHOOL): Name: 2
wz OF COLLEGES OR UNIVERSITIES ATTENDED | DATES OF ATTENDANCE | MAJOR & MINOR SUBJECTS | DEGREE AND YEAR ;;
~— % a
& = z
h&' TECHNICAL, BUSINESS, CORRESPONDENCE OR OTHER SCHOOLS COURSES STUDIED . DATES 3
- a
N -,t_;! =
\ &
O
v ANY LICENSES, PROFESSIONAL REGISTRATION, OR PROFESSIONAL OR TECHNICAL RECOGNITION: §. %
, . D :
?"'EF_ THE NUMBER OF PERSONS WHO ARE DEPENDENT UPON YOU FOR SUPPORT: St ?:)
M 3 <
| it
. e &
< o
- a
]
[
- <
°
. (1f more space is needed. use ltem 26 on reverse) S
e 3’
CHECK YOUR ANSWERS ON THIS APPLICATION CAREFULLY. BEFORE SIGNING THIS CERTIFICATE: '::
%72, that ell information and answers to questions | have given on both sides of this application are true and | understand that <]
b, Y fication of misrepresentation herein-may disqualify me for this or any future examinations for any position with the City of -:
Vi, ) g‘
k,, Signature: -
13
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EMPLOYMENT RECORD—BE SURE TO GIVE ALL QUALIFYING EXPERIENCE-— START WITH LATEST EMPLOYMENT

st

S
MONTH | Monthly ' N - NAME AND ADDRESS REASON K
hd YEAR Salary TITLE AND DESCRIPTION OF WORK. PERFORMED OF EMPLOYER LEAVING
oM
M
e
oM
- R
M
™M
-
M
) |
!
|
A
M |
|
|
M \
|
e
M |
™ —
O YOU OBJECT TO OUR CONTACTING YOUR CURRENT EMPLOYER? [] NO O YEs. FORMER EMPLOYER? [J NO O ves
A

DDITIONAL INFORMATION, COMMENTS, OR CONTINUATION FROM ITEM 23 ON OBVERSE:,




CLASSIFICATICN

Name:

SURVEY FORM 122
. Number:

Date:

' Department/Division:

Date of Hire:

Classification:

Main Duties &€ Responsibilities:

Monthly Pay Rate:$

Employee Suggestions:

Comments:

Interviewer:




(TYPED OR PRINTED LAST NAME)

CITY OF TUCSON

REQUEST FOR LEAVE OF ABSENCE

123

sYMBOL CODE
s ===

EMP. NO.

ACTIVITY NOwe

|
v 1 VACATION SIGNED DATE
sL 2 SICK LEAVE WITH PAY DEPT. DIV. —
SYMBOL
L 3 LEAVE WITHOUT PAY DAYS
HOURS WITH PAY
AT 5 ACCUMULATED TIME oavs FROM T0 UNC.)
AC 6 INJURY WITH PAY ’;i""’:s WiTH PaY FROM To ONe.y
ML 8 MILITARY LEAVE HOURS WITH PAY FROM 1o uNe.)
— DAYS .
JDo 9 JURY DUTY HOURS WITH PAY FROM T0 (Nc)
L DAYS
OTHER ABSENCE WITH PAY HQURS WITHOUT PAY FROM 10 Unc.)y
E (SPECIFY) REASON FOR SL
APPROVED:

PERSONNEL DIRECTOR

SUPERVISOR

DEPARTMENT HEAD



CITY OF TUCSON
SALARY PLAN BY RANGE

UMBER AND STEP
(Monthly Salaries Shown)

Range Step - Step Step Step Step
Tumber. .- .1 .2 3
10 220 2 240 252 :
1 gao 0 252 26% gz%
12 0 252 2 ,zg 208
13 252 26% 25 288 300
1& 27 288 300 315
15 27 288 300 315 330
16 288 300 315 330 3%5
17 300 315 330 35 3
18 315 330 325 360 80
2R B B &
iR
21 360 80 Loo 420 N
% o T g s 180
2 !
zﬁ 120 0 ﬁgo 4180 500
25 hgo 0 1180 500 525
26 1160 80 500 525 550
2 - 480 00 525 550 575
28 500 525 550 575 600
29 525 550 575 600 625
30 550 575 600 625 650
31 575 600 625 650 675
32 600 625 650 675 700
33 625 650 675 700 730
3l 650 675 700 730 760
35 675 700 720 760 90
36 700 730 760 790 2
37 730 760 790 825 860
38 760 790 825 860 900
9 790 825 860 900 950
0 825 860 900 950 1000
Iy 860 900 950 1000 1050
L2 900 950 1000 1050 1100
L3 950 1000 1050 1100 1150
1000 1050 1100 1150 1200
45 1050 1100 1150 1200 1250
L6 1100 1150 1200 1250 1300
L7 1150 1200 1250 1300 1365
L8 1200 1250 1300 1365 1430
5 ik m B
0 1300 13 1,30 00 157
51 1365 14,30 1500 1575 1650
52 1430 _ 1500 1575 1650 1730
53 1500 1575 1650 1730 1815

sl 1575 1650 1730 1815 1900



CITY OF TUCSON PERSONNEL
EVALUATION AND COUNSELING REPORT 125

N Position Dept. or Div. Date
—
a MID-PROBATION EVALUATION ’ O SIX MONTH EVALUTION
h FINAL PROBATION EVALUATION (O SPECIAL EVALUATION

PROBATION ENDS
‘all performance of employee is:

sratefactory | improvement needed afsfaciory TNy satelaciory Soretendrg

N

MMENTS ON EMPLOYEE PERFORMANCE

'R OVEMENT PLAN

SOMMEND THE EMPLOYEE

| HAVE READ THIS EVALUATION REPO

Xy ACQUIRE PERMANENT STATUS Employee

Q3 se DIsMIssED

Supervisor.

White — Personnel Revi
Yellow — Department eviewed by

Dol r ) FORM NO. PE-11

‘
|
H
i
i

ﬁ

I HAVE DISCUSSED THIS EVALUATION!1



INSTRUCTORS TO EYALUATORS

An evaluation system is valuable as a tool for guiding supervisors in decisions affecting the individual.
The evaluator has an opportunity to aid in the development of an employee by showing him where
improvement is needed. It also gives the evaluator an opportunity to give an employee credit for a
job well done. : - ' .

In making your judgements, consider all the requirements of the employee's' position. Do not be
influenced by one or two unusual incidents, but evaluate in terms of the employee's regular day to day
performance during all the period for which he is evaluated. Be careful of the generosity error — rating
whether the employee is a “good guy" or not, instead of whether he gets the job done properly.

The “comments on employee performance” section is one of the most important parts of the
evaluation. As each employee's performance is different, this is where these differences can be recorded.

The employee |mprovemenf plan” section should set forth definite goals for the employse, and
inform him of the best methods for attainment of these goals.

In addition to the major purpose of evaluahng how well an employee performs his assngned duhes.:
some ’rhmgs to keep in mind when evaluahng an employee's overall performance are:

ATTENDANCE AND -WORKING HOURS MEETING AND HANDLING THE PUBLIC
COOPERATION AND TEAMWORK KNOWLEDGE OF HIS JOB
GENERAL ATTITUDE AND CONDUCT .. CARE AND USE OF EQUIPMENT

PERSONAL APPEARANCE | OBSERVANCE OF SAFETY RULES



1.

2.

3.

lie

-What is your City job?

126
ENROLLEE QUESTIONNAIRE

What do you like about your job? (circle letter or letters)

a. The people you work with

b. The hours you work

¢. The place you work

d. The type of work you are doing
6. The rate of pay

f. Other

What do you dislike about your job? (circle letter or letters)
The people you work with

'b: - The hours you work

c. The place you work
d. The type of work you are doing
e, Other _ .

Do, you feel you are gaining job skills that you did

"'not have before? -

5.

6.

Te

~ YES _ NO
If yes, what skills
If no, why not

Did the orientation session in the City Couneil Chembers
help you to better understand the summer program?

YES NO
What type of job did you want? .

Did you get the type of job you wanted?
YES NO
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8., Will the money you make this summer holp you to return
to school in the fall?

YES NO

R

9. Would you like to attend a class in order to learn
how to be interviewed, how to take tests, and other
related employment problems?

YES ‘NO

10, Did you need to see a counselor?
YES : NO

11. Ilow much of your summer earnings will go for the following:

Car expensas

Clothing expenses

Bpok expenses

To your fenmily

Entertaimment (movies, dates, etc.)
Other |

'%&L&gsxt&aﬁ

TOTAL = 100%



MPLOYMENT THE CITY OF TUCSON ANNOUNCES -----
PPORTUHITY AN EQUAL OPPORTUNITY OPEN COMPETITIVE EXAMINATION FOR:

RECREATION SPECIALIST

@riving range)

SALARY RANGE: $380 - $400 - $420 - $440 - $460

THE POSITION: This is a specialized public contact position
on a rotating shift _basis performing cashiering duties and
general care and maintenance of the public GolT Driving Range.

THE MINIMUM REQUIREMENTS: Experience in public contact work
with individuals or groups; some experience or skill i1n the
use of small tools, and some experience iIn the handling of
money .

THE EXAMINATION: WEIGHTS

Written - candidates will be given a practical
test In the abilities and aptitudes
for the position of Recreation Specialist
(Oriving Range) A40%

Oral - successful candidates will be admitted to
the Oral Interview for the purpose of
appraising personal qualifications and
general ilities to perform the duties
and responsibilities of the position. 60%

Total 100%

NOTE: _If less than 20 candidates submit applications“for
the position, there will be a 100% Oral only; If over 20
candidates, submit - e applications for the position, there will
be a written and an Oral examination.

Candidates must make the minimum required score in each part
?f 1tfne examination In order to obtain a place on the eligible
ist.

Applications may be filed in person at the Personnel Office,
New City Hall, on or before July 21, 1969.

CIVIL SERVICE COMMISSION
CITY OF TUCSON

Dated: Jully 3, 1969

STEADY EMPLOYMENT

(SEE REVERSE) 40-HOUR WEEK
- r PAID VACATION — SICK LEAVE

PLY To: RO INSURANCE
w SN NNEL OFFICE CITY H:




CITY of TUCSON
PRE-EMPLOYMENT PHYSICAL EXAMINATION

NAME

MEDICAL HISTORY
PLEASE NOTE:

termination of employment.

TIME:

129
B. T. EDWARDS, M.D. - Medical Square

1660.Block, No. Tucson Blvd. Bldg. #16

Date of Birth_

The following is a part of your permanent record and omission or falsification of answers may result in

Yes No Yes No
ASthMa. ..o, o o Frequent colds or sore throat Recurrent earache or discharge from ear. . 1 N
Back trouble or backache ¢+ ¢ «0 O Hay fever......... coovvvnnnn, oo O Rheumatic feVer.....c..ccoovvvvvieiivinnen, nn
CanCer . .covviieiiiiciiiec, 0 Heart trouble.................. Sinus trouble.........oooveiiii, nn
Chronic cough..................... .0 O Heria........ooovninn, Skin trouble......cooovviiiiiii nn
Diabetes.......cccvvviiveeiinn, 0 High blood pressure Spitting of blood...............ccceviiinn nn
Epileptic attacks or convulsions O Kidney trouble................ Stomach ulcer or duodenal ulcer............. nn
Fainting or dizzy spells . . . . 0 Malaria............cccovennn. oo 0N ToNSIllItIS. ..o nn
Frequent or severe headaches ¢ O Nervous trouble or mental illness <0 O Tuberculosis..........cooovveviiiiiicnn, nn
Frequent indigestion............. O Pneumonia or pleurisy m+ . _ . _.NO
Have you ever been refused employment because of health or ~ Yes No Yes No
physical reasonS?........ccceeeee e 0O O Do you have any physical defect or impairment of function of a
lave you had a serious illness or injury?. see ___ ... .. 0o part of your body? (Poor vision, deafness, loss of finger, stiff
lave you served in the Armed Forces?........ ..........0 O joint, paralysis?) ¢ nn
_ Are you now receiving, or have you ever received compensation
& EAR EnTERED YR. DISCHARGED for personal injury or for health reasons?................ccocvveenn. nn
Was your discharge for a medical reason?................... O O
Dbyou now wear, or have you ever wom glasses?................. 0 O Wornen:

Ve any members of your immediate family had, or do they now
tae Tuberculosis? O Diabetes? O

Ihat surgical operations have you had?.

Did you ever lose time from work because of menstrual periods? O O

/, the undersigned, do hereby certify that the answers to the above questions are true and give permission for this medical

examination.
Signed:.
k

bte of hire:.

kmarks or additional history by examining physician:

FORM * PE. 9



Paxe 2 Recreation Specialist (Driving Range)

LXaHPLES OF WORK PERFORMED
Issue baskets of Golf balls to Driving Range customers.
Maintains Range Equipment including clubs and tees.

Maintains Driving Range in a clean and safe condition.

Retrieves golf balls.

Receives cash from the public in payment for use of Driving
Range facilities

Is responsible for making change correctly and preparing
a daily report.

DESIRABLE KNOWLEDGE, SKILLS, AND ABILITIES

Skill in the use of the tools and materials of Driving Range

Ability to successfully meet the general public and to
create a favorable iImpression.

Ability to make rapid and accurate arithmetical calculations



:
%

CITY of TUCSON

| PRE-EMPLOYMENT PHYSICAL EXAMINATION

129
B. T. EDWARDS, M.D. —~ Medical Square
V660.8%5ck, No. Tucson Blvd. Bldg. #18

DATE TIME: DATE:
Name Age Sex
LAST FIRST MIDDLE
Address : Date of Birth
REET CITY STATE zZIP
Home telephone number Personal Physician —

Title of position for which you are applying

MEDICAL HISTORY

PLEASE NOTE:

termination of employment.

The following is a part of your permanent record and omission or falsification of answers may result in

Have you ever had:
Yes No

Yes No Yes No
Asthma - . . . . o . v o oo .. . Frequent colds or sore throat . . . [ ) Recurrent earache or discharge fromear. . (3 1
Back trouble or backache . .. .3 T Hay fever. . . . . RIS OO Rheumaticfever . . . . .. ... .. .. OO
Cancer - « « v v e v v v e v u oQa Heart trouble - -+ . . . . . ... OO Sinustrouble. . . ... ... L OO
Chronic cough - « « « « v+ v .. oa Hemia . - -« « .o oo v v .. OO0 Skintrouble . . . ... . ... . ..., OO
Diabetes . .. ......... 0oa High blood pressure . . . . . . . OO Spittingof blood . . . . . ... ... .. . |
Epifeptic attacks or convulsions . (3 3 Kidney trouble - . . . .. .. .. OO Stomach ulcer or duodenal ulcer. . . . . . OO
Fainting or dizzy spells . . . . . OO Malaria . .. .......... oo Tonsillitis. . . . ............ oo
Frequent or severe headaches . .( (3 Nervous trouble or mental illness . (O O3 Tuberculosis. - . . . v v oo OO
Frequent indigestion. . . . . .. - Pneumonia or pleurisy S s
H Yes No
ave you ever been refused employment because of health or Yes No
phySICal T€8SONST« « « v vttt it i e e ‘. Do you have any physical defect or impairment of function of a
Have you had a serious illness of injury?. « v e vevveennnn.. OO part of your body? (Poor vision, deafness, loss of finger, stiff
Have you served in the Armed Forces? ... cvvvveuennnn. oo joint, paralysis?) - v eiiiii ao
Dates: Are you now receiving, or have you ever received compensation
' TYEAR ENTERED YR. DISCHARGED for personal injury or for health reasons?. . ... .......... oo
Was your discharge for a medical reason? - ... ....... | -
Do you now wear, or have you ever worn glasses? - .. ... .. .. oo ngen: . .
Have any members of your immediate family had, or do they now Did you ever lose time from work because of menstrual periods? [ (3
have Tuberculosis? [ Diabetes? T3 -+ -.vvevennnn 0o

What X-Rays have you had?

Date of last Chest X-Ray

What surgical operations have you had?

1, the undersigned, do hereby certify that the answers to the above questions are true and give permission for this medical

examination.

Signed:

Date of hire:
Remarks or additional history by examining physician:

FORM # PE, 9



Date

. New Hire Annual

Other v

-

~

Biood Pressure (Sitting)

Pulse : | Resp.~
Temp.

Height

Weight

Visual Acuity

Right

Left

Far

Without glasses 20/

20/

~ With glasses 20/

20/

Near (at 13-16 in.)
(Jaeger type)

Without glasses

Fundi

VWith glasses

Auditory Acuity (Modulated voice at 10 feet) » 10/

10/

Color
Vision

Normal |Abnormal

Describe each abnormality in detail

Build

Slender

Medium

Heavy Obese

Head, neck, thyroid, lymph nodes

Eyes: EOM Pupils

Ears: Ear drums

Nose and sinuses

Mouth and throat; tonsils

Teeth: Caries Gums

Heart: RSR Murmur

Chest and lungs

Breasts (Women over 35)

Abdomen

Inguinal & femoral rings, lymph nodes

Anus, rectum and prostate (Men over 40)

Genitalia (Males only)

Back Max. Dorsi-flexion | Max. lateral
| antero-flexion | (on tiptoes) | mobility

16

Extremities | Flat feet

17

Leg veins, pedal arteries (over age 45)

18

Skin (Identifying body marks, scars, tatoos)

19

Neurologic (gait, motion, tics, reflexes)

20

Psychiatric (stuttering, nail biting, tremor, sweating,
obvious personality disorder)

LABORATORY: Urine-$
Serology

p.Gr. Sugar Alb. Other

-Diawn____ Notdrawn

CHEST X-RAY: PCHD

H&P Other

THIS APPLICANT IS PHYSICALLY: ACCEPTABLE_____ NOT ACCEPTABLE _

Presents an Insurance risk
Health hazard to self or others
Safety hazard to self or others

———

——

: May lead to lost t

Additiona! examination needed

Treatment needed

Remarks:

ime




130
LOCAL
BENCHMARK CLASSIFICATIONRS

 Clerk Typist I

Clerk Stenographer I
Account Clerk I

Xeypunch Operator I
Storekeeper 1

Janitor I

Laborer

Carpenter

Welder

Duplication Equip. Optr., II
Electrician ‘
kuto Mechanic

Equipment Operator III
.Engineering Aide II (Draftsman)
Engincering Aide III

Civil Engineer III
Accountant 1

Prograrmer II

Civil Engineer I
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EMPLOYERS PARTICIPATING |
in the
LOCAL WAGE SURVEY

Davis Monthan Air Force Base
Montgomery Wards

Arigzona Portland Cement

Arizone Bank

Krueger Manuflacturing Co.
Tucson Hedical Canfer

St. Joseph's Hogpital

Bell Aerosystema Company
O'Reilly Chevrolet

Infilco

Tucson Transit Corporation
Blanton & Cole

American Smelting & Refining Co,
Anaconda Company

Southern Pacific Company

San Xevier Rock & Materials
Burr-Erown Research Company
Tueson Public Schools
University of Arizona « Physical Plant
Pima County

Veteran's Administraticn Hospital

Southern Arizona Bank & Trust Co.
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Valley National Bank

Sears Roebuck & Company

Tueson Gas & Electrie Co.

Sundt Construction Cqmpény

| Hughes Airecraft Company

Arizona State Employmeht Service
Fort Huachuca

University of Arigzona Computer Center
Arizona ILithographers

Isbel Printing



City of Tucson, Arizora

. August, 1969

_Salary Data Pickup Sheet
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Firm Code:

No. Employees:

CLASS TITLE

REMARKS . .

Union

INDIVIDUAL

SALARY RATES

SALARY RATE
RANGE

# Pos J Rate




SELECTED EXAMPLES OF LOCAL BENCHMARK CLASSIFICATIONS.

CARPENTER
ACCOURT-CLERK I
PROGRAMMER IXI

CIVIL ENGINEER I
EQUIPMERT OPERATOR III

134
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CARPFHUTER
MOWRILY NUMBER OF C OMMUNITY WEIGHTED AVERAGE OF
SALARY EliPLOYTES POTAL ¥ID 50 PER CENT
P16 12 11992

L2 1 L2

477 L L7

51l 1 51

526 5 2630

558 L. 2790

560 1 560

578 1 578

578 1 578 )

592 jt § S ; 33600 5658

598 Ly 2990 )

620 I 2180 )

6}37 3 1911 )

6l11 3& - 4923 )

663 2252 )

663 I 2652

662 2 1328

67 2 1352

689 1 689

Ya¥i 3 2151

721 L 238,

797 10 7970



ACCOUNT-CLERK I

MONTHLY ITUMBER OF COMMUNITY

SALARY RPLOYEES POTAL
$300 2 600
321 1 321
325 1 325
330 1 330
335 1 335
340 - 2 680
36 1 36
355 1 355
359 1 359
36l 1 36l
373 1 37
378 1 37
378 1 376 )
379 1 379 )
381 1 381 )
395 1 395 )
1100 Iy 1600 )
407 1 1,07 )
.25 1 1125 )
h29 1 429 )
133 1 1133 )
450 2 900 )
1159 1 1159 )
ly70 1 470 )
L72 1 L72 )
W75 1 475 )
1176 1 76 )
W77 Ly 1908 )
195 1 4495 )
L97 1 497 )
506 1 506 )
510 3 1530 )
510 1 510
526 1 526
A
L
575 1 575
585 3 1755
600 1 600
606 1 606
617 1 617
650 1 650

136

WEIGHTED AVERAGE OF
1iID 50 PER CEIT

13015 - $4L8
29 4
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PROGRAIMER II

TG HLY HUMBER OF CQIIUNITY WEIGHTED AVERAGE OF
SALARY EiPLOYRES TOTAL 11ID 50 PER CENT
$563 1 563

572 1 572

585 1 585

625 1 625

650 4 650

67l 1 67l

675 1 675

675 1 675 )

A S & 6 - s

737 1 = 97

750 8 6000 ) )

872 1 872 )

932 1 932 )

936 3 2808

967 I 3868



CIVIL ENGINEER I

MOTPHLY — HUMBER OF COMMUNITY
SALARY E{PLOYEES POTAL
$550 4 0
f B
3 191
660 1 260
693 1 693 )
700 1 700 )
718 1 718 )
775 1 775 )
800 L 3200 )
823 1 823 )
03 2 "5 )
3
850 1 858 )
870 1 870 )
870 1 870
857 1 857
8al. 2 1768
962 2 192

138

WEIGHTED AVEBRAGE OF

MID 50 PER CENT
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EQUIPMENT OPERATOR III

HMOITHLY I'UMBER OF COMMUK ITY WEIGHTED AVERAGE OF
SALARY RBIPLOYEES TOTAL MID 50 PER CENT
$390 1 390
520 7 36410
255 1 708
99
553 19 10602
200 B s
2820 = 360
617 72 LWhli2h )
617 1 8638
620 15 9380
625 1 625
2%3 3{ uésa
7
72l 2 1 7%
785 1 785
790 2 1580




140
COMPARISON - WAGES AND SALARY SURVEYS 1968-1969

TO CURRENT AVERAGE CITY SALARY

MONTHLY MONTHLY CURRENT

WEIGHTED WEIGHTED HMONTHLY

AVERAGE A AVZRAGE WEIGHTED
CLASSIFICATION 1 8&“&’335%@ '131(:9}%33%3 c%gyERéGAEAR!
Account Clerk I - 492 $uL8 $403
Accountant I 610 601 589
Auto llechanic 59, 643 631
Carpenter 587 658 600
Civil Engineer I 719 793 77
Civil Engineer III 929 1111 861
Clerk Steno I Ll 1136 363
Clerk Typist I 381 356 326
Computer Programmer II 757 754 693
Duplicating Eq. Op. II 566 619 L50
Electrician 632 672 627
Engineering Aide II TONE 567 530
Engineering Aide III NONE 689 6ys
Equip. Overator IIX 592 607 572
Janitor I 369 ey 393
Keypunch Operator I ljos 148 396
Laborer L 20 L69 L27
Storekeeper I L92 510 | 123
Welder 598 643 620

#Tucson Area Wage, Salary and Fringe Benefit Stud
by Arizona State Employment Service, Oc toberu196g
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CITIES PARTICIPATING IN 1969
REGIONAL SURVEY CONDUCTED BY

CITY QOF TUCSON

Albuguerque, New Mexico
Austin, Texas

Colorado Springs, Colorado
Fort Worth, Texas
Fresno, California

Las Vegas, Nevada

Salt Lake City, Utah
San Antonio, Texas

San Diego, California
San Jose, California
Stockton, California
Wichite, Iensas
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AVERAGE MINIMUM-MAXIMUM REGIOIAL
SALARIES COMPARED TO TUCSON -

REGIOIAL AVERAGE

MID 50% TUCSO! SALARIES

JOB TITLE  MIN, MAX, MIN. 1AX,
Accountant I $552 $69l  $550 $650
Admin, Analyst 735 90 600 700
Asst. Personnel Dir. 927 1209 760 900
Aato Shop Supt. 873 1067. 790 950
Bullding Inspector I . 615 750 600 700
Buyer I 638 oL 600 700
Civil Engineer I 728 899 650 760
Civil IEngineer III 90l 1123 760 900
Comminications Oper. I 53% 656 L60 550
Field Auditor I 55 689 575 675
Fire Chief 1376 1627 1150 1365
Firefighter 587 74 500 600
Librarian I 579 69 575 675
Library Director 1359 1671 1150 1365
Parlts & Recreation Dir. 1385 1726 1150 1365
Parks Superintendent 929 1150 790 950
Porsonnel Analyst I 600 751 575 675
Personnel Director 1150 129 1050 1250
Police Chief 1027 1738 1300 1575
Police Patrolman 591 758 525 6
Public Works Dirvector 1587 1935 1250 1500
Recreation Supervisor I 523 661 = 525 625
Safety & Training Coord. 69 876 625 730
Sanitation Engineer 1082 13%% 825 1000
Senior Planner 786 9 730 860
Sovepe Chemist IIX 692 858 600 700
Sewage Trt. Plt., Opt. I 527 638 Li20 500
Streets lMaint. Supt. 849 1060 790 950
Traffic Engineer 1132 1420 900 1100

Water Plant Operator 499 3 1,80 575
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~ ADDITIORAL SOURCES OF SALARY

DATA 1969 SURVEY
FIREFIGHTER-POLICE PATROIMAN SALARY TRENDS #
Albuqucr@o, New Mexico
Angheim, California
‘Berkeley, California
Denver, Colorado
Fresno, California
Glendale, Califcrnia
Honolulu, Hawaii
Iong Beasch, Californis
Oskland, California
Pasadena, California
Phoenix, Arisona
Portland, Orogon
Sacramento, California
Salt Lake City, Utah
San Diego, California
San Franeisco, California
San Jose, Californias
Santa Ana, California
Seattle, Washington
Spokanc, Washington
Tacoma, Washington
‘, Torrance, California
Tucson, Arizona
‘% "Fire-Police Employment and Salary Trends, 196l-
1969," Urban Datn’Sorvifg. International City Managers!

Assoclation,
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POLICE PATROLMAN SALARY TRENDS

'MINIMUM SALARIES

Average

Salaries Salaries Salary

High to oy Mid 50% Mid 50%

A

5

Sg%*

é?? 55
52 552
65% 67h
6 688

696 696

696

697 697
T02 702
705 705
710 710

77 7

127 7

#Tueson Salaries

MAXIMUM SALARIES

' Average
Salaries Salaries Salary
Mid 50%




| 3};5

FIREFIGHTER SALARY TRENDS
MINIMUM SALARIES S SALARTES

Salaries Salaries Average Salaries Salaries Average
Low to High Mid 502 Mid 50% Low to High Mid 508 Mid 50%

00# ‘ ' - 600

& 4

229 7% 750
213 734 T3
6§ L% 1o
&9 898 B Yot
- 69 820 820
697 821 821
i A
717 8?3 83%
727 836 836
7 837

7 9

g&; . 850

82 878

& Tucaoh Salaries




PUBLIC SERVICE PAY RATES FOR TWENTY
J0B CLASSIFICATIONS - 1969 SURVEY#

Colorado Springs, Golorado
Denver, Colorado

Pueblo, Colorade

Maricopa County, Arizona-
P_hooniz, Arizona

Tucson, Arizona

Ogden, ‘Btah'

Seattle, Washington

Tacoma, Washington

Multnomah County, Cregon
Portland, Oregon

Alameda County, California
Contra Costa County, California
Fresno County, California
Kern County, California

Los Angeles County, California
San Bernardino County, California
San Diego County, California
San Mateo County, California
Santa Clara County, California
Berkeley, California

Long Beach, California
Oakland, California

146



107
Sacramento, Gslirornia

Pasadena, California

Sm Diego, Ga’lito:‘zih. |

San Francisoo, Oa.litomia

San. Joso, californiu

East Bay xud, canfomia '

’Honolulu. Kawnii

# Ratos in the Publs.e Service - Western
Distriet, gg 1ic Personnel Association, July, 1969.
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| PUBLIC SERVICE PAY RATES FOR TWENTY
JOB CLASSIFICATIONS « 1969 SURVEY

cai;mter éporator |
ccmpm;or Progrmr I
' Administi'ativi Analyst
Admintstrative Assistant
Administrative Intern I
Iibrarian I

Field Anditor IX
Accountant 1

Civil &xgi.néor I

Civil Engineer III
Senlor Planner

Laborexr

Equipment Operator III
Plumber

Electrician |

Carpenter

Policeman

PFireman

Bu:liding Inspector I
Sewage Trcatment Plant Operator II
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SELECTED EXAMPLES OF PUBLIC SERVICE PAY RATES
COMPILED BY THE PUBLIC PERSONNEL ASSOCIATION-JULY, 1969

CQMPUTER OPERATOR
COMPUTER PROGRAMMER I
ADMINISTRATIVE INTERN I
LIBRARIAN I

FIELD AUDITOR II
ACCOUNTANT I



Minirmum Salaries

Sal, Sal, Aver,
in Sal.

Low .

to ML oMid
High 508 508
1

i

S
20w

26
28— g
229 259
5 25
23 3
575 B8 S3
2 213
8 2B
5
28— 2
Zon

601

éo7

2

# Tueson Salary
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COMPUTER OPERATOR

HMaximmm Saelaries
Sal,  Sal.  Aver.
Low - 4n Sal,
. to Mid Mid
High
563
612
- 650 ,

660

677T——6
1

& R
6% 66 293
696



COMPUTER PROGRAMMER I

Minimm Salaries
Sal. sal . Aver.

Low in = 38al.
to " Mid Mid
55@

672

690

708

S

T4 yalll
B

786 786 |
789 789

795 95

820 20
823——82

230

8

899

966

% Tuoson Salary

Maximum Salaries

Low in Sal.
to Mid Mig

‘HElgh 208 g0
625

%

-

géo ggo
o
903 903
920 920 10
922 922
922 922
935 935
-
965

986
1000
1022
1138

151
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ADMINI3TRATIVE INTERN I

Minimmm Salaries

Sal, Sal. Aver.
Lo in - Bal,
bo Mid Mid
High 50% bo%
L20%
588
630
638——6
T
2’30 2%0 S8
- 663 66
676 67
676~——067
:
3
696

&% Tucson‘ Salary

Maxirman Salaries

Sal. Sal. Aver,
IJQW in Sﬂl '
t_o Mid Mid
High 50%
500%

578

676



Minlmm Salaries

Sal, Sal, Aver,
to Mid Mid

)
59

o

1
e 3\
631 631

633 633 633
637 637 ,
6h;

61!.5 645
227-—-—6&7

666
670
755

# Tucson Salary
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LIBRARIAN I

Mexirmm Salaries
Sal. Sal, Aver,

Loy in Sal.
to ¥iq ¥id
High 304 b0%
6754
697
i hS
7:'9 9 56
oy ber
RE X1
7&——-771
| 81 3
42
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FIELD AUDITOR II

Hinimum Salaries

Sal, Sal, Aver,

Low in Sal.
to ¥Mia Mid

igh 505 504

526
6254
613

Ol 6]y

6ly7 647

647 o7

?76 676 675
10 710
725-___.725/
728

797

857

# Tucson Salary

Maximum Salaries

Sal. Sal, Aver,

Jow in Sal.
to Mid Mid
High  50% 207
%93*

¢

782 78

786 786

o2 T2 Ng
8117 811
81—
889

1007
1333
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ACCOUNTANT I

Hinimum Salaries Maximum Salariess
Sal, Sal. Aver, Sal, Sal. Aver,
Low in Sal, Low in Sal,’
to Mid Mid to Mid Mid
High 503 50% High 200 2%
LL57 592
536 6504
550% 685
555 708
56l 708
58 88 709 709
o mo

- 3

&hs 645 7 786
glbr; &4; 649 15 ;89 787
663 &3 5905 Bog
670 670 805 805
576 676 813 813
677 657 821 821
728 83l
755 839
782 862
797 889
805 978

#* Tucson Salary
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COMPRESSION CHART SHOWING DIFFERENCES IN
FIRE DEPARTMENT SALARY LEVELS IN PERCENT
FOR SELECTED WESTERN CITIES

LEGEWD: ¢ = Chief - DFC = Deputy Fire Chief
AFC = Assistant Fire Chief
FBC = Fire Battalion Chief FC = Fire Captain
FE = Fire Engineer FF = Firefighter

G
C
(i o . 2%%
C ' 33 °/o '570
| 8% 259% DFC
?Fc 5%
% ilth
12 DFC
3% | a DFC i
AFQ AFC | FBC
| % AFC
!2. ° 40/° B%
)
% IFBC I!'BG
DFC . | | AFC .
) DFC | I | |
Avo [ FC ¥ FBC
'l’-% ¥Ba 139
' l . %
Fl‘BC 309, FB
2aY, »
It % ’ FC
' FC 3%
. . FB
I*;'C FC A 2% IIS “%
1% 5% liE I
| FE %%
l‘;E ' . 6% FE
l.° % M% I o %
P PR PR P %’F '
Tucson Phoenix  Albug, San San San
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COMPRESSION CHART SHOWING DIFFERENCES IN
POLICE DEPARTMENT SALARY LEVELS IN PERCENT
FOR SELECTED WESTERN CITIES

LEGEND: CPT = Captain LT = Lieutenant
- 8GT = Sergeant PTLMN = Patrolman
CHIER CHIEF
CHIERF CHIERF
Y1% 1% CHIEF
5%% ' 5%
CPT
CPT ] P%
l'o% :
LT C
CPT 119, 3 HIEFRF
. l?%

| 13%

f 177, CPT LT
1T | |

| 2% 139,

1y, SGT | 4%

s N S
SGT ?% SGT
2L% SGT
19% T | 20%
WY

PTLMN PTIMN PTIMN PTIMN PTLMN PTLMI

Tucson Phoenix Albugq, Colo. Fort Fresno
' Springs Worth
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ESTIMATED LONGEVITY COST BY DEPARTHMENT FOR ONE YEAR

All Other Fire
Depts. Dept.
Aver, Yearly Sél.'$7200 8L100
L% of above $ 288 336
Eligibles 329 76
TOTAL $944752 25535
Aver. Yearly Sal. $7200 8760
6% of above $ 432 525
Eligibles 155 n
TOTAL $66960 37275
Aver, Yearly Sal. $7200 9480
8% of above $ 576 758
Eligibles 63 26
TOTAL $36288 19708
Aver, Yearly Sal. $7200 11400
10% of above $ 720 1140
Eligibles 66 20
TOTAL $47520 22800
Department '
TOTAL COST $2115520 105318

Police Water

Dept.

8760

350

95
33250

9900
590
L6
2732)

12000
960
13

12480

13800
1380
L
5520

78574

TOTALS FOR ONE YEAR: Eligibles: 1210

Dept.

7200
288

23040

7200
32
35
15120

7200
576
23
13248

7200
720
23
16560

67968

Streets Raw
Dept, Total

7200
288

3 61l

9792  $186369

7200

L32

16 323
6912  $153591

7200
576
17 142
9792 $91516

7200
720
18 131
12960  $105360

39456

Total Cost $536,836
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POLICE RECORDS CLERK I STUDY

SCATTER PLOT SHOWING THE CORRELATION
BETWEEN OVERALL PERFORMANCE RATING AND
RAW WRITTEN TEST SCORE

“4°°"
16,33

Wt

9,00
$33

Ty K 2 » I ’ e

7900 ._: 4‘; *

‘.33 [ X XK J :
L AN

:

5.00 -2 —— - > —

433

dibb

300

.33
‘0““

Performance Ra"’(.'mg

100 —r » +

Cb L3 70 72 74 76 I3 %0 32 Sy 3, B 40 92 14 A 98 oo (02,
Test Score
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POLICE RECORDS CLERK I STUDY

TEST SCORE AND OVERALL PERFORMANCE RATINGS

Group A Gy B
Test Performance Test erformance
Score Rating Score Rating
83 6.14 66 1.00
83 8.00 66 6.25
85 6.66 66 T.12
89 8.25 66 Te33
91 5.00 68 6.58
91 7.00 69 6.50
93 7.83 69 TaT2
70 6.60
71 5.66
71 5.50
71 7.40
8 . 12
- X 100 = 19% ~— X 100 = 28,5%
L2 L2
19 9 of those in 28.5 % of those in
the Study fall in the Study fall in

this group. this group,
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POLICE RECORDS CLERK I STUDY

COMPUTATION OF MEAN AND STANDARD DEVIATION

Group A

X x
8.25 1.52
8.00 1.27
7.83 1.10
7.00 .27
6.66 "007
601’4— "'l59
_5.00 "1073

00 -1.73

- 53.88
Hean = wmee = 6,73

x2

2,31
1.61
1.21
07
«00
3L
2,99

1T

Standard Deviation =

11.52

Vo = 1,19

FOR GROUPS A AND B

Group B
x* xe x2
T.72 1.149 222
7.40 1.17 1.36
7.33 1.10 1.21
Ts16 «93 86
7.12 089 '79
60 37 «13
6.58 35 12
6.50 27 «07
6,25 «02 «00
5.66 -e57 32
A
7,82
12

Standard Deviation =

3&.96

2.91 = 1.70
12

¥. = Overall Performance Rating
x*" = Overall Performance Rating minus the mean
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POLICE RECORDS CLERK 1 STUDY

COMPUTATION OF SIGIIFICANCE OF THE DIFFERENCE
BETWEEN MEANS FOR GROUPS A AND B¥

\l (1.19)2 + 12(1.70)2 + 9
8 +12 -2 8 12
\l(au.un + 12(2.89)) ( )
.20
18 |
\](ﬁ.za + 34.68) |
20
—) (=)
\] us.%)
(=)

N (2.55)(.20)

51 = .71

50
tz-——-‘:.TO

T
Degrees of freedom = 8 + 12 - 2 = 8

A t-value of 2,31 is necessa:g to be
significant at the 5% level with eight
degrces of frcedonm,

*Pormula Includes modifications for small samples
with unequal numbers in the groups,




UNIVERSITY OF ARIZONA UBRARY
977/

Special
0%3L Collections

BINDING BY

ARIZONA
Training
Center for the

Handicapped

TUCN, ariz.



