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PREFACE

In a changing and rapidly developing world of government work 

and in the life of societies, and to meet the needs to improve the 

hierarchical structures of administrative "bodies, it is mandatory to 

deal with the facts that can only be detected through continuously 

conducted research activities. Position classification is one of 

such "research activity areas in public personnel administration that 

comprises and deals with the component elements called positions of 

government bodies of all kinds and of all levels. Personnel adminis

tration is, analogically speaking, a web of work in which personnel 

agencies or their substitutes act like a spider to string various 

personnel activities together and position classification is the fabric 

that frames and unites all such activities in a meaningful way. Any 

government cannot do without an effective personnel program and an 

effective personnel program cannot exist and move forward without an 

operating position classification machinery. In broad terms, this 

machinery is run through the general laws of a social stratification 

process which are stated as differentiation, ranking, evaluation and 

rewarding.

Any research is, in fact, a matter of concentration. The 

researcher has to concentrate on a certain model or specific current 

issues to detect the facts and values. The model selected in the

ill
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present thesis paper is the local jurisdictions of the State of Arizona 

which apparently are now awakening to the issues of the subject of 

position classification interestingly. The aim then is to outline the 

characteristics of the position classification process in the Arizona 

model at local levels. The State has recently enacted a law providing 

a state-wide position classification, objectively directed to fight 

against bias, prejudice or arbitrary actions in a political set-up.

What courses of action are being followed by the local jurisdictions to 

deal with the positions of their own governments and how and to what 

extent they are efficient in doing so is the outlining question in the 

student’s mind.

This paper is a combination of suggestive ideas deducted from 

library work, the practices learned mainly through a set of question

naires, and a limited degree of interviews with the action agencies 

in the subject area. It has deficiencies and these deficiencies are 

caused by the author's limited experience and capacity to reach the 

far ends of a wide area.

The student-author is very much indebted to Dr. Raymond A. 

Mulligan, Head of the Department of Public Administration at The 

University of Arizona, for his guidance in the completion of this 

paper, to Dr. June Morrison and Mr. Jesse B. Ralston, members of the 

teaching staff of the Department, for their extremely helpful checks 

and advice, and to Mr. Paul Miner, Personnel Director of the City of 

Tucson, for his close cooperativeness in preparing * and designing the 

questionnaires employed throughout this research. The very essence of
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this paper is formulated by the information obtained from the managers 

and personnel elements of the local Arizona jurisdictions of Apache, 

Bisbee, Casa Grande, Chandler, Cochise, Coconino, Douglas, Gila, 

Glendale, Graham, Mesa, Navajo, Nogales, Phoenix, Pima, Prescott, 

Sierra Vista, Terape, Tucson, Yavapai, and Yuma; and also from the 

individual incumbents of various positions in the jurisdictions of 

Apache, Coconino, Graham, Maricopa, Navajo, Pima, Santa Cruz, Yavapai, 

and Yuma counties and the incorporated municipalities of Bisbee, Casa 

Grande, Chandler, Douglas, Glendale, Mesa, Nogales, Phoenix, Prescott, 
Scottsdale, Sierra Vista, South Tucson, Terape, Tucson, and Yuma. The 

student is extremely grateful for the extensive cooperativeness and 
kind understanding expressed by the above-stated authorities and 

individual government employees.



TABUS OF CONTENTS

Page

LIST OF T A B L E S ......................................... lx

LIST OF ILLUSTRATIONS................................... xi

ABSTRACT............................................... xii

1. INTRODUCTION........................................... 1
Jobs and Men in Public S e r v i c e ....................  2
Two Concepts . . . . .  ..........................  . 3
Concept of Position Classification

in the Public Service ........  . . . . .
An Analogy ............................
Definitions ..............  . . . . . .

Purposes and Uses of Position Classification
in the Public Service ...........................  9
Limitations............   12

Statement of Problem and Hypotheses ................. l4
Central Hypothesis: The Service I d e a ..........  16

2. LITERATURE...................................... 21

State Law and Charter Provisions...........  25

3. METHODOLOGY...................................... 29
Research Design ..................   30

Number of Responses Expected and Received . . . .  31
Grouping and Coding the Positions of Respondent

Incumbents: An Analogical Analysis . . . . . . .  33
Coding the Groups, Classes and Positions . . . .  35

4. GENERAL INFORMATION......................   4l

Classification of Selected Arizona Jurisdictions . . 4l
Local Public Services.......................  43
Local Government Employees . . . . . . . .  ........  47
Personnel Organizations in Selected Arizona

Jurisdictions ...................................  5°

vi

LA LPvVO



TABLE OF CONTENTS--Continued

Page

Form of Local Governments and Type of
Personnel Agencies......................   . 51

Strength of Personnel Organizations . . . . . .  52
Duties of Position Classifiers . . . . . . . . .  56
Other Organizational Activities . . . . . . . .  58

5. MECHANISM OF CLASSIFICATION......................  6l
Jurisdictions That Have or Do Not Have Position

Classification Plans ..........................  6l
Preparation of Position Classification Plans . . . .  63
Use of Position Classification questionnaires

for the Preparation Purposes..........., . . . .  6k
Comprehensiveness of the Classification Plans . . .  67

Coverage..................................  67
Exemptions..........................    71

Adoption of Position Classification P l a n s .... 73
Reviews and Amendments of Classification Plans . . .  75

R e v i e w s ..................................  75
Amendments ..................    76

Personnel Grievances on Position Classification . . 82
Centralization or Decentralization of the

Classification Activities . ..................  84

6. FACTORS AFFECTING CLASSIFICATION.................. 87

Class Specifications..........................  88
Factors to he Considered for Classification

Purposes.................................... .. 89
Duties and Responsibilities.................. 92
Education ......................    95
Skills and Khowledge..........................  106
Experience....................................  108
Initiative..................................   110

Supervision Given and Taken ..............   Ill
Contacts with the Other People ................. 113

Working Conditions ........................... .. 115
Job H a z a r d s ..................................  116
Possible Errors in Local Government Positions . . . 118
Consolidation of the Factors....................  121
Relating Salaries to Position Classification . . . .  125

vii



viii

TABLE OF CONTENTS— Continued

Page

7. SUMMARY, CONCLUSIONS AND FURTHER IMPLICATIONS........  129
Summary of the Findings ........................... 133
General Conclusions ............................... l4l
Further Implications ............................. iVf

APPENDIX A: GLOSSARY............................ 152

APPENDIX B: CORRESPONDENCE AND QUESTIONNAIRES . . . .  157

APPENDIX C: ILLUSTRATIVE SAMPLES................ .. . 168

APPENDIX D: A SAMPLE CLASS SPECIFICATION.......  175

SELECTED BIBLIOGRAPHY .................................  178



LIST OF TABLES

1 A Sample Coding System for Occupational Groups,
Classes, and Positions..................  36

2 Classification of Selected Arizona Jurisdictions . . 42

3 Kinds of Local Public Services . . . . .  ........  . 45

4 The Number of Full-time Employees Under Services . . 48

5 Relationship Between the Number of Position
Classification Plans and Strength of Personnel 
Organizations ................................. 53

6 Relationship Between the Number of Classes and
the Number of Employees According to the Size 
of Jurisdictions............................... 68

7 Percentage Relationship of Classes and Employees . . 70

8 Positions Exempted From the Coverage of
Classification Plans..........................  72

9 Preparation, Adoption and Amendment of Position
Classification Plans According to Classes of 
Jurisdictions ....................  78

10 Reasons for Making Amendments in Classification
P l a n s ..................................   80

11 Centralization or Decentralization in
Classification................................. 86

12 Factors in Position Classification ................  91

13 General Educational Requirements for the Positions
Held by 116 Respondents to the Questionnaire B . 99

14 General Educational Qualifications of 116
Respondents to the Questionnaire B ............  100

Table Page

ix



LIST OF TABLES— Continued

Table Page

15 General Educational Levels as Compared With, the
Age Groups of the Respondents................  103

16 Methods of Joh Evaluation Used in Selected Local
Arizona Jurisdictions ................ .. . . 123

17 Simple Frequency Distribution of Monthly Salaries . 126

X



LIST OF ILLUSTRATIONS

1 Elements of Central Hypothesis....................  20

2 Personnel Grievances..............   83

3 Level of Education in Selected Arizona
Jurisdictions ................................... 101

4 Cumulative Frequency Curves Combining Age
(Experience) Factor With General
Educational Levels . . . . . . . . . . . . . . .  104

5 Amount of Experience for Local Government
Positions........................    110

Cl Organization Chart of the City of Phoenix,
Arizona............    169

C2 Organization Chart of the Personnel
Department, City of Phoenix, A r i z o n a ..........  170

03 Number of City Employees per Thousand
Population in Tucson, Arizona..................  171

C4 Organization Chart of the City of Tucson...........  172

C5 Organization Chart of the City of Tempe,
Arizona.........................................  173

C6 Recapitulation of the Full-time Employees
in Pima C o u n t y ................................. 174

Figure Page

xi



ABSTRACT

Position classification is the key element of a sound personnel 
policy. Classification plans are indispensable administrative tools 

for the effective operation of the government business. Situations in 

different jurisdictions call for different courses of action in deal

ing with classification processes. Specifiable factors have to be 

given reasonable consideration to eliminate uncertainties in grouping 

the positions together to form classes of positions and occupational 

groups. This paper is designed to examine the current classification 

practices in selected local jurisdictions of the State of Arizona and 

to draw up the attention to those factors formulative in preparing the 

class specifications that constitute the main body of the classifica

tion plans.

Various trends and employable methods are discussed albeit no 

suggestion or recommendation has been made realizing the fact that 

recommendations fall in the area of discretion of the action agencies. 

Briefly speaking, this paper is a combination of theory and practice 

in the relevant area. To facilitate the discussions the selected 

jurisdictions are classified by their population into six classes and 

generalizations are made according to such classes of jurisdictions. 

Due to the similarities of the research processes generally in social

xii
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sciences and particularly in classification procedures, an attempt has 

"been made to incorporate such methods in this research paper.



CHAPTER 1

INTRODUCTION

People live in an integrated and organized society. Society 

calls for a division of labor to survive and an equitable division of 

labor has always been one of the indispensable, if not unapproachable, 

dreams and ideals of societies in both the ancient and modem worlds.

We as people are all living in a world of work; we are all 

surrounded by a work environment albeit we all differ from, each other 

in an enormous number of ways. As human beings we are all of many 

patterns, and we are all different in our temperaments, abilities, 

intelligence, interests, skills, education, experience, work habits, 

motivation and attitudes.

Like people, jobs in the world of work differ from each other 

too. They are carried out by various kinds of organizations, existing 

in society as a whole in the form of public, non-profit private, big- 

business, socially-regulated private, and small business firms. All 

these firms are employing agencies in one sense. It is, therefore, 

that our relationship to an organization in which we work is basically 

the relationship between an employer and an employee. This relation

ship reflects the connection between the organizational and personal 

goals. This is a continuum. Management stands at the one end and the 

labor force at the other along this continuum. Requirements are on

1
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the one end and qualities of the labor force on the other. Organiza

tions attach their own values to the employee qualifications. In 

contrast to each other, both sides on the subject continuum strive for 

achieving their own goals and expectations

It could be argued that throughout the history of human 

societies there have been great efforts to meet and satisfy the goals 

and expectations of both parties in all organizations, perhaps in vary

ing degrees. Securing the impartiality and assuring the trustworthi

ness in jobs* and men’s relational transactions require a professional 
approach and a special interest in the subject area.

Jobs and Men in Public Service 

The jobs of organizations falling in the public sector are 
generally of bureaucratic nature. Agencies carrying out these jobs 

are basically large organizations. Regulations and rules constitute 

the framework of such bureaucratic agencies. Government or adminis

tration is synonymous with employer or management and any official or 

employee is synonymous with labor in bureaucracies. There are citizens 

as voter?, elected officials, appointed administrative officers.

1. In responding to the student’s question, a personnel 
director of an educational institution in Tucson, Arizona, expressed 
his own views to the effect that (l) a fair wage for a day’s work,
(2) fringe benefits in line with comparable positions in the community,
(3) security and a feeling that the job is important, and (4) periodic 
salary adjustments are the expectations on the labor side; while
(l) loyalty, (2) a fair day’s work for a day’s pay, and (3) initiative 
in proportion to responsibility are the expectations on the management 
side.
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operating staff, legislative "body, auditors, and judiciary in public

organizations or corporations. The persons being employed in the

component elements of such corporations, like in all other types of

organizations, are human beings. Like all human beings, they are all

of different patterns. As one author puts it, they may be purely self-

interested or mixed-motive officials. They are the climbers, the

conservers, the zealots, the advocates, or the statesmen. Their

motives may be power, money income, prestige, convenience, security,
2loyalty, pride, desire to serve, or commitment to a program.

For the purposes of this introductory chapter, two main con

cepts in dealing with the jobs and their performers in such 

bureaucratic climates and structures will be discussed briefly in the 

following paragraphs.

Two Concepts

Two basic concepts dealing with the job and employee relation

ships in public service are known as the "Rank Concept" and the 

"Position Concept."

Where the recruitment of personnel and establishment of a 

career system is emphasized, a rank system giving priority to the 

personnel has been developed; in contrast, where the principle of 

Equal Pay for Equal Work is emphasized, a position system, giving 

priority to the job to be done has been adopted. The former is

2. Anthony Downs, Inside Bureaucracy (Boston: Little, Brown
and Company, 1967), p. 88.
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represented by British, while the latter by the American and Canadian 

civil service practices.

Whether an organization should be considered in terms of 

personnel or in terms of tasks, authorities and responsibilities 

assignable to those personnel constitute the difference between the 

two systems. Under the concept of position, the services to be 

provided for the public— or the positions— should be classified in kind 

and by the level of difficulty. The rank concept, on the other hand, 

emphasizes the classification of personnel who are to carry out those 

services or to occupy those positions. However, although the two 

systems are being considered as different from each other, there are 

certain common aspects between them and it is not unusual to observe 
occasional shifts from one system to another in practice. As an 

example, in spite of the fact that the work of government in the 

British system is divided into large blocks and the services are 

defined in rather general terms, particularly the professional and 

scientific services are said to be as finely classified as they are in 

America.^

Broadly speaking, the objective is to design an administrative 

tool in order to bring clarity to the job and personnel relationships 

and to constitute a medium for mutual understanding among those who are

3. Public Personnel Association, Position-Classification in 
the Public Service. A Report Submitted to the Civil Service Assembly 
by the Committee on Position-Classification and Pay Plans in the Public 
Service. Ismar Baruch. Chairman (Chicago: Civil Service Assembly of
the United States and Canada, 1965), p. 20.
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involved in personnel administration. Keeping this "broad objective in 

mind, a questionnaire method of research was conducted at the local 

level in the State of Arizona for securing the facts which are current 

in practice. Implications of the research will be presented in the 

following chapters. A brief presentation of the position classifica

tion concept is, therefore, deemed necessary at this point for a better 

understanding of the findings.

Concept of Position Classification in the 

Public Service

An Analogy

Quite a number of examples could have been given to illustrate 

the idea behind the concept of position classification. To save time 

and space this paper suggests the following analogy.

The analogy suggested here is a contour map. For any employee, 

class or job specifications can be considered as a map showing where 

he is now, where he might wish to go, and what are the possible ways 

to go there. Contours for a particular hill stand for those locations 

which have the same altitudes; that is, all points that have the same 

elevation on a land surface are connected together by a contour line. 

Any combination of contour lines in series represents different hills 

of different size and even the big mountains. All these hills and 

mountains, together with the other details, are pictured on the map as 
a whole.

It is argued that equal and impartial treatment lies behind 
any concept of merit systems. Grouping the jobs by kind of work being
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performed, by level of difficulty and responsibility required to do 

the jobs effectively, and by qualifications of the persons carrying 

them out, is said to be the basic philosophy embodied in the position 

classification concept. These are the roads to approach the objective 

of equality and impartiality in dealing with job and employee problems. 

All the jobs of the same kind together constitute a pile which can be 

taken for granted as a hill on the suggested imaginary map. The 

larger the number of jobs of the same kind, the larger the hill. All 

the hills of different size might be called class series or 

occupational groups in terms of the concept of position classification. 

The contour lines on a hill represent those jobs in an occupational 

group which have the same level of difficulty, equal amount of qualifi

cations and equal employment conditions which together call for the 

payment of equal salary. The contour lines, therefore, might be 

termed as classes or classes of positions. Each one of the points on 

a contour line, that is, each job falling on the same class, might 

then be termed as a position.

Definitions

Some authors comment that the position classification concept 

in the civil service has the implications of the idea of scientific 

management. Like all other techniques and disciplines, the concept 

of position classification has its own terminology. Bearing the 

above illustrated analogy in mind, the student-author believes that
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the following definitions relevant to the subject-matter are essential 

for understanding the further discussions in this thesis. A concise 

glossary is given in Appendix A (pp. 152-56) for reference for those 

definitions -which are not covered below.

Position. A position is a collection of duties and responsi

bilities assigned or delegated by competent authority requiring full

time, part-time, temporary, permanent, or seasonal employment of one 

person. A position can be occupied or vacant. The person occupying 

a position is usually called the incumbent of that position. The 

tern position in this paper is used to mean the work or job and to 

imply the smallest unit of an organization.

Class or Class of Positions. The Classification Act of 19^9

defines a "class of positions" as follows: "'Class* or 'class of

positions' includes all positions which are sufficiently similar, as

to (a ) kind or subject-matter of work, (b ) level of difficulty and

responsibility, and (c) the qualification requirements of the work, to
kwarrant similar treatment in personnel and pay administration."

As indicated in the analogical illustration above, there is 

some sort of hierarchical order of difficulties and responsibilities 

among the classes in each occupational group or series of classes, 

similar to the one existing among the contour lines. Each class is 

assigned a class title. Official description of the duties, super

vision exercised or required, minimum qualifications and other

4. Classification Act of 1949, U.S., Statutes at Large, IXIH, 
sec. 301, 957 (1949).



characteristics of the positions included in the class and stated 

under the class title is known as class specification. The term 

corresponds to job specification that is used in business literature 

to mean a compilation of the personal qualifications that an individual 

must possess to carry out the duties and responsibilities of a job.

Occupational Groups. Occupational group is simply defined 

as the related classes of positions that are classified together.

Since, as a rule it embraces several series of classes of positions, 

it is sometimes referred to as a class series. The term corresponds 

to the series of contour lines on our analogical map that represent 

hills or mountains.

Occupational grouping is in fact a general aggregation of 

services grouped on the basis of similarity, and it may also be 

referred to as service grouping. Services in this sense will be 

regarded as those jobs which are similar to each other in kind, nature 

and character.

Position Classification. In the light of the above cited 

definitions, the process of position classification may be defined 

briefly as a systematic grouping of similar positions under common job 

titles. A classification survey takes place as an initial step for 

identifying and describing the different kinds and different levels of 

work in an organization and then grouping them together under the 

common titles. The reader should not confuse the idea of position 

classification with the idea of personnel classification, which is

related with the selection and placement of personnel.
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The foregoing comments and statements are made in order to 

outline the basic idea of the process of classification. The purposes 

and uses of the process will now be discussed briefly under the 

following heading.

Purposes and Uses of Position Classification in the

Public Service

It should be made clear at the very outset that the basic pur

pose of position classification is to define what the jobs or positions 

are, rather than what they should be. Secondly, as it was mentioned 

above, it is not a process of a personnel classification but rather a 

classification of positions occupied or vacant. That is, jobs or 

positions are the things to be classified, not the persons who are 

present or prospective incumbents of the positions. This purpose of 

the position concept seems to be the essence of the idea as a whole 

and, therefore, may call for some further discussion.

What is being done under the classification process seems to be 

the isolation of human aspects from the structural aspects of an 

organization. Personnel directors, personnel technicians or special

ists, or position classifiers, working out the classification plan of 

a particular jurisdiction, are not concerned with the qualifications 

of the employees, their seniority or the quality of their work. They 

are concerned solely with what the employees are doing. It is said 

that in the budgetary process the approval of funds for a position 

does not grant these funds to a particular person, and similarly the
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action of classification applies to the position itself, apart from 

the incumbent of that position. It is given as an example by one of 

the recent publications on the subject-matter, a local jurisdiction 

which draws up specifications before it buys a fire truck, should 

follow the same procedures before it hires an employee to drive that 

truck. ̂

As should be clear up to this point, a person in the eyes of a 

professional classifier is in fact not a person but rather a thing.

It is being argued that if the criteria were the person’s qualifica

tions rather than the work performed, it would be necessary to dis

regard the different levels of difficulties of work, and to pay the 

same amount of salary to all persons having the same qualifications.

The purpose explained under the above stated philosophy seems 

to be in contrast with the behavioral approach to management. One of 

the questions asked of the personnel authorities during this research 

was whether a person was a person or a unit filling a job description. 

Eleven out of fourteen jurisdictions answered that a person was a 

person. Only two of the fourteen considered a person as a unit fill

ing a position description. One jurisdiction commented that the second 

portion of the question was true in theory but a person was a person 

in practice. The reader might say that the answer to this question is
X

5. Kenneth Byers, M. Robert Mont ilia, and Elmer V. Williams, 
Elements of Position Classification in local Government (Chicago:
Public Personnel Association, 196b), p. 1 . ,



possibly subject to some sort of halo effect. However, this may be 

an indication of the confusion that can be observed in the process of 

the application of the concept in practice.

Another possible confusion may arise when it is stated that 

equal pay for equal work is the purpose of position classification.

Such a confusion is due to the fact that in a jurisdiction a position 

classification plan may exist without a compensation plan. However, it 

is true that without knowing what the work is, and indicating the 

relative worth of positions, the principle of equal payment cannot be 
substantiated. That is, the duties and responsibilities of the 

position should be known so that proper salaries can be assigned.

A classical purpose of the idea of position classification 

seems to be the elimination of favoritism and political patronage and 

the application of merit principle in public personnel administration. 

In this sense, it is argued that the concept provides objectivity in 

personnel affairs, and it is a way for equal treatment of all incum

bents of positions of all kinds. It is relevant to mention at this 

point that the State of Arizona has passed House Bill No. 1, effective 

July 1, 1968, providing a state merit system and uniform position

classifications in order to eliminate the political favoritism in state
6personnel affairs.

11

6. Arizona, House Bill No. 1, Uniform Personnel Practices 
Act (1968).
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The other possible purposes of the position classification 

seems to he running in parallel with the machinery of public personnel 

administration involving the phases of selection and recruitment, 

training, promotions and transfers, performance evaluation, public 

relations and employee-management relations. To illustrate some of 

these purposes, one can imagine that an effective and economic recruit

ment program cannot he achieved unless there is enough information 

about the jobs and the men required to perform those jobs. It is 

equally true that for the promotion and transfer transactions it is 

necessary to know the kinds and requirements of positions. For 

communication purposes within and without the administration, a posi

tion classification plan might provide a common language for mutual 
understandings.

What has been discussed under the title of the purposes of the 

classification of positions might well be applied to a title such as 

the advantages of the position classification.

Limitations

One of the observable difficulties in practice, related to the 

position classification process, is that practitioners as well as 

researchers in the area conducting classification surveys almost always 

have to explain to the interviewees what the real purpose of classifica

tion is. The necessity for such clarification arises from the fact that 

the respondents are usually suspicious about what is going on. It is, 

therefore, necessary to assure the incumbents of the positions that the 

purpose of the survey is NOT the measurement of efficiency, or reducing
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the salaries, and/or reducing the numbers of the employees. Written 

materials and group meetings are being designed simply and basically 

for such explanatory purposes. To the student, the efforts being spent 

to eliminate such misconceptions might be taken as an indication of one 

of the limitations of the system.

It is also alleged by opponents that classification plans tend 

to make too many and too fine distinctions between classes of positions. 

This intention seems to be creating many administrative problems, as, 

for example, the recruitment difficulties.
Another allegation is that detailed classification plans cause

overspecialization which, in turn, leads to difficulties in assigning

the employees to specified jobs. 3h some cases, this may contribute to

a disregard of the special aptitudes and qualifications of the persons
7who are the present or prospective incumbents of the positions.1

In addition, as the nature of the work performed changes or new 

jobs are created and added to an organization, the need for revision 

of the plans comes to the surface, requiring allocation of time and 

extra funds.

To some experts in the field, the lack of standardized 

vocabulary in defining the titles and job contents in class specifi

cations should also be counted as a deficiency of the system. *

7* This limitation is discussed in detail for the case of edu
cational qualification requirements under the subheading "Education" in 
Chapter 6.



Statement of Problem and Hypotheses

Public administrators, in general, have to act on facts rather 

than theories. Position classification is a management tool for the 

administrators. It is necessary to know the practical facts and 

factors influencing classification policies if an administrator is to 

use this tool skillfully and effectively.

The scope of this research thesis is limited to local juris

dictions. This is because the subject itself is extremely wide in 

content covering thousands of positions at all levels of bureaucracies. 

Neither time nor the capacity of an individual researcher would allow 

adequate coverage of such a wide area.
The local jurisdictions of the State of Arizona were selected 

for the research for several reasons. First of all, the local govern

ments in the state, in parallel with the fast-growing population and, 

therefore, an accelerated increasing volume and kind of public 

services, are in a process of rapid development. The number of posi

tions are increasing daily and the number and quality of government 

employment is gaining space and importance. To increase the quality of 

the public services on the one hand, and to weigh and evaluate the 

qualifications of the government employees on the other, the local 

jurisdictions have to refer to the classification tool inevitably.

Since many jurisdictions in the State of Arizona are relatively small 

in size, it was presumed that they are better suited for a subject
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with which they are not very familiar and, therefore, they too have to 

make explorations in the field. At what phase the Arizona jurisdic

tions were and how they were handling their classification activities 

was the question in the mind of the student-researcher.

Secondly, local sources of information would possibly he more 

responsive and cooperative in providing the facts and data to advance 

this research. Investigations and observations would be more easily 

conducted to supplement the data collected through questionnaires. The 

research process would call for much less time as compared with if it 

were extended to the other local jurisdictions of the other states of 

the United States of America. Communication expenses would be high 

as well, if the research were expanded.

In addition, and this may be the most important from the 

researcher’s point of view, Turkey, the native land of the student, was 

in the phase of establishing a new personnel system and she was 

investigating what the best ways to classify the government employees 

were. Especially the local public employees in Turkey were asking why 

they were not covered by the new State Personnel Law, passed through 

the Turkish Parliament on July l4, 1965. It would be enlightening to 

learn the facts and the processes at local government levels to answer 

the relevant questions in their minds, no matter what the concept was.

The problem then was to find answers to the following questions 

relative to the subject-matter:

1. What are the characteristics of the local public services and 

the local public employees in the State of Arizona? How are the
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personnel affairs, in general, carried on? What are the structure and 

strength of personnel organizations which are the normal agencies to deal 

with classification problems?

2. How does the mechanism of classification operate? Under this 

generally expressed question:

a) Which local Arizona jurisdictions have classification plans?

b) How do the local jurisdictions prepare their plans?

c) What are the practices and policies relating to the coverage 

and exemptions of public employees?

d) What procedures do the jurisdictions follow to adopt the 

classification plans? Who adopts the plans?

e) How are the plans reviewed and amended?

f) How do the employees react to classification policies?

g) At what level of government should the plans and policies 

be established?

3. What are the common factors influencing position classification 

processes? What are the relative importance of these factors as compared 

with each other? What is the case in terms of job requirements and human 

qualifications? How are the requirements prescribed in classification 

plans? What do the class specifications prescribe in detail, and what

do they serve for?

Central Hypothesis: The Service Idea

Public administration is, in one sense, the process of providing 

public services. This is implied in the terms public service or
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civil service. Public education, paving and maintaining roads and 

streets, disposing of refuse and sewage, supplying water and trans

portation, providing hospital and welfare services, maintaining parks 

and recreational areas, fire and police protection, libraries, 

housing projects, and urban renewal are but just a few examples for 

such services at the level of local government.

Position classification in the broadest sense means the class

ification of public services as implied in the occupational groups. 

Positions are the smallest organizational establishments which are 

designed for carrying out the small, size of services known and 

described as jobs.

As it was attempted to illustrate in Figure 1, the combination 
of services and servants is nothing but an extremely broad picture of 

the individual jobs and individual incumbents of the positions 

accumulated together.

Public services in any community, on the other hand, are 

supposed to be proportionately related to the size or population of 

that community. This very statement must have been equally true for 

the size as well as for the quality of the local government employment 

and labor force. In other words, population and size of local juris

dictions might well be taken as the common denominator for the public 

services as well as for the public servants.

Within the framework of such generalizations and considering 

the elements illustrated in Figure 1, the following hypotheses were 

deemed possible for the purposes of this thesis:
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First, there should have been different types of practices in the 

classification area, varying in scope at different levels of govern
ments of different size jurisdictions.

Second, the jurisdictions with a population of or less than 10,000 

people, that is the sixth class jurisdictions as will be indicated in 

the following chapters, were possibly not large enough to consider the 

classification procedures and practices. This should have been so 

simply because their functions and services as well as the number of 

their public servants would not be large enough to call for such 

practices.
Third, position classification practices and policies should gain 

clarity and certainty as the size of jurisdictions and therefore, the 

volume and quality of the public services and the number and qualifi

cations of the employees increase . That is, the most distinguishable 

and the most detailed plans and policies should be easily traceable 

in the most populated class of jurisdictions.

Fourth, position classification, as a central process of the 

public personnel affairs, should use the same techniques of general 

research processes in a continuous manner, for collecting and in deal

ing with the data to develop, maintain and administer the position 

classification plans and policies.
Fifth, to reflect the practical facts current in any local 

jurisdictional administration, position classification concept should 

be thought of and taken as a series of relationships. From most



general to most specific, these relationships might he expressed as the 

relationships between the public services and the public servants, 

between the individual positions and individual incumbents of those 

positions, between job or position requirements and human qualifica

tions of the local government employees.

Sixth, in the final analysis position classification is a 

cumulation of class specifications which in turn are a cumulation and 

combination of the above implied requirements and qualifications. The 

common denominators of such requirements and qualifications should 

have been analyzed and expressed in terms of duties and responsibil

ities, education and training, experience, initiativeness, working 

conditions, job hazards and job errors. Another supposition is that 

these common denominators are not isolated from each other and each 

has relevant variables in itself.

Figure 1 is designed to illustrate the elements and general 

framework of the above stated suppositions.

19
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CHAPTER 2

LITERATURE

The subject of position classification is gaining more 

importance and popularity in literature year by year and is being 

made the subject of an increasing number of books, articles, disserta

tions, reports, government documents, court decisions, etc. This trend 

might possibly be tied up with the increasing number of large organi

zations, a strong shift to tertiary occupations (distribution and 

services), and, as a result of these, the increasing bureaucratization 
in modem societies.

All publications discussing general personnel problems under 

the titles of personnel administration or personnel management have 

inevitably given emphasis to the classification of positions or jobs.

It is noticeable that all such publications discuss the subject, 

almost without exception, together or very closely with the subject 

of compensation and pay policies. A dissertation entitled Wage and 

Position Classification Administration in Selected American Juris

dictions is an illustrative case in point. It studies the wage and 1

1. For the discussion of the idea of increasing bureau
cratization see: Downs, Inside Bureaucracy, pp. 253-260.
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position classification plans of around one hundred states and 

municipalities in the United States. This thesis has used some of 

the techniques suggested and employed "by this dissertation and applied 

them to the local jurisdictions in Arizona. Jurisdictions studied in 

the cited dissertation are classified into four categories: states,

larger cities, medium and smaller cities. Counties have not "been 

covered. The factors affecting the classification concept have not 

been discussed in detail. Emphasis has instead "been placed on the 

structure of the wage and classification plans. Aim has "been defined 

as if any general principles of wage administration or of position 

classification can be discerned. The tables included in the disserta

tion are comprehensive and the language is quite clear. As far as the 

State of Arizona is concerned, only the city of Phoenix is in the 

tables among the cities of medium size, that is, with a population 

between 250,000 and 500,000. The dissertation constitutes a very

good reference source based upon a comparative analysis for those who
2are interested in the subject, albeit it is now quite outdated.

Perhaps the most comprehensive contribution and seemingly the 

most commonly used reference material on the subject is a report 

submitted to the Civil Service Assembly prepared under the 2

2. Gerald Edward Fitzgerald. "Wage and Position Classifica
tion Administration in Selected American Jurisdictions," University 
Microfilms, Ann Arbor, Michigan, l$6l (Unpublished Ph.D. Dissertation, 
Hew York University, 1961, Microfilm).
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chairmanship of Ismar Baruch. Almost all publications seem to include 

the effects and implications of this work. In current literature the 

report is being regarded as a popular classic. Discussions involved 

in the report are techniques, procedures, principles, and adminis-
3trative advantages of position-classification.

One of the authorities in public personnel administration 

introduces the book as one of the most comprehensive and informative 

treatments of the subject area yet produced.

Another detailed study is the Dictionary of Occupational Titles 

(D.O.T.) compiled by the U.S. Employment Service which contains 

descriptions for over 22,000 separate jobs and also another 18,000 

alternate titles for the jobs that it describes. The definitions 

given in this work should prove extremely useful in designing the 

class specifications in government as well as business organizations. 

The value of this dictionary lies in the fact that one of the 

difficulties in the classification area is having no standardized 

vocabulary and language with which to communicate and to provide 
uniformity in the job titles and descriptions. The dictionary is also 
said to facilitate the exchange of statistical information about jobs 

and positions. The definitions of personal qualifications of the 3

3. Public Personnel Association, Position Classification in 
the Public Service.
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workers such as abilities, personal traits, and individual character

istics required to achieve average successful job performance, 

aptitudes, interests, temperaments, physical demands, and working 

conditions are also made in the commentary sections of the work which
4should be of great help to the classifiers.

For the purposes of comparative analysis, another publication 

at the international level that falls in the same category with the 

above-cited dictionary is the International Standard Classification of 

Occupations which provides a coding system to go with the occupational 

titles as well as definitions of a wide variety of works.^

Broadly speaking, researchers might have a highly comprehen

sive list of reference materials in the field of position classifica
tion.

At the level of local jurisdictions a useful contribution to

the area is a personnel report entitled Elements of Position

Classification in Local Government. Albeit small in size, the book

has a logical approach to the subject of grouping positions by kind
6of work, level of difficulty and qualifications required. 4 * 6

4. united States Employment Service, Dictionary of 
Occupational Titles (Washington, D.C.: United States Government
Printing Office, 1965).

5« Milletlerarasi Standart Meslek Sinlflandirma Rehberi 
("International Standard Classification of Occupations"), Translated 
into Turkish and reviewed by T.C. Basjbakanlik Devlet Personel Dairesi 
ve Qaliqma Bakanligi i§ ve i§gi Bulma Kurumu, Ankara: T.C. Bagbakanlik
Devlet Personel Dairesi, 1967.

6. Byers, Elements of Position Classification in Local 
Government.
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There seems to be no individual study of the subject to cover 

either the state or the local jurisdictional levels in Arizona; however, 

a review of state law and charter provisions might be taken as 
relevant.

State Law and Charter Provisions 

The State of Arizona is one of the states in the U.SJL which 

is beginning to establish a uniform personnel system free of political 

pressures and uncertainties at the state level. A state personnel 

commission, consisting of five members, two interested in personnel 

administration, one a professional personnel administrator, one a 

state employee, and one person active in business management, having 
full responsibility and authority for developing and administering a 
comprehensive program of personnel administration for the state service, 

has been created under House Bill. Ho. 1, Uniform Personnel Practices 

Act, effective July 1, 1968. The rules of the commission, under 

section 38-904, article 1, chapter 6 of the new bill, include, among 

others: (l) a position classification plan for all positions in the

"state service," (2) an annual recommendation for a salary plan, (3) 

competitive examinations to test the relative qualifications of 

applicants for positions in "state service," (4) provision for tem

porary appointments to positions, which terminate and recur 

periodically regardless of the duration of the position, (5) provision 
for transfer from a position, and (6 ) provision that reasonable public 

notice shall be given of the examinations for a position and the 
examination dates.
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At the "local level," where attention has "been focused 

throughout this research thesis, one can find provisions for the legal 

authorities responsible for classification activities and other 

aspects of the subject-area, looking at the charters, statutes, or 

ordinances of the counties and municipal jurisdictions. Annual 

budgets, financial status reports, organization charts, and other 

local jurisdictional publications might also be considered as relevant 

sources for classification problems. A brief analysis of the provi

sions of the city charters in the State of Arizona has proved the fact 

that many of such provisions have common rules and even sometimes 

exactly the same language as illustrated below.

Article IV, section 1 of the Proposed Glendale City Charter 

dated March 7> 1957; article IV, section 1 (c) of the Charter for 

City of Winslow dated August, 1957; article IV, section 1 (c) of the 

Charter-City of Flagstaff dated October 3> 1958; article IV, section 

1 (c) of the Avondale City Charter dated June 9> 1959> all read as 
follows: "The Council shall, provide for the number, titles, qualifi

cation, powers, duties and compensation of all appointive officers 

and employees of the city."

Under a subheading of Personnel Rules, article IV, section 

4.02 (d) of the Charter for the City of Tempe dated October 19, 1964; 

article IV, section 4.02 (d) of the Charter for the City of Chandler
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dated March, 1965; and article IV, section 4.02 (d) of the Charter for 

the City of Yuma dated April 21, 1966, all have "basically the same 

statement as follows:

The personnel officer shall prepare personnel rules. The 
manager shall refer such proposed rules to the Merit System 
Board which shall submit to the manager its recommendation 
thereon. When reviewed "by the manager, the rules shall be 
referred to the Council, and the Council may adopt them with 
or without amendment. These rules shall provide for: (l) the
classification of all city positions, based on the duties, 
authority and responsibility of each position, with adequate 
provision for reclassification of any position whenever 
warranted by changed circumstances, (2) a pay plan for all 
city positions with the personnel system.

In addition to the above quoted government documentation, 

article IV, section 5 of the Charter Town of Scottsdale dated 

December 22, 1959? and article IV, section 403 (d) of the Mesa City 
Charter dated June 2, 1967 assign the authority to the council to 

adopt the proposed personnel rules, with or without amendment, by 

ordinance.

The relevant public documents of the larger jurisdictions 

seems to have a much more comprehensive arrangement of the subject- 

matter. To illustrate, section headings numbered between 10-6 and 

10-10 in Tucson Code Containing the Charter and General Ordinances, 

effective January 20, 1965, deal respectively with the areas of 

adoption, construction of classification plan; allocation of 

positions to appropriate classes; changes in classification; use of 

class titles; and rules governing classified service authorized.
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The above mentioned charter provisions should constitute the 

framework for the classification policies and activities at the local 

level in the State of Arizona.

A general list of further readings can he found at the end of

the thesis under the heading of "Selected Bibliography."



CHAPTER 3

METHODOLOGY

The purpose of this thesis can briefly be stated as looking 

into the problem area and searching for the facts which are current in 

practice at the local level of jurisdictions in the State of Arizona. 

It is also designed to test the degree of validity of the assumptions 

made in the previous introductory chapter as to the causal relation

ships between classification requirements and procedures and human 

qualifications of the incumbent workers in local government.

The methodology employed in achieving the above specified 

purposes, as it will be explained in the following paragraphs, is 

similar to the work of a position classifier or a personnel technician 

responsible for the classification techniques. As implied previously, 

the action of classification is an action of continuous research, and 

the work of the classifier is the same type of work as a researcher. 

Many techniques which are available in any kind of research activity 

might conveniently be employed for classification purposes. It is 

for such reasons that somewhat detailed clarification of the research 

procedures used in carrying out the research for this thesis should 

help in understanding the actual methods used in classification 

activities.

29
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Research Design.

Two sets of questionnaires, named as Questionnaire A and 

Questionnaire B, were sent out to thirty-one selected Arizona local 

jurisdictions covering all fourteen counties without exception and 

seventeen cities having populations around 10,000 or higher. Cover 

letters and the contents of the questionnaires are given in Appendix 

B (EP. 157-63).
Questionnaire A, addressing the personnel agencies or their 

substitutes in a particular jurisdiction, consisted of twenty-one 

questions on some of the characteristics and organizational structure 

of personnel offices and the policies and procedures being followed in 

practice for developing, coordinating, maintaining, and administrating 
the position classification plans, if they have any.

Questionnaire B, on the other hand, was designed for the 

individual local government employees to give information about the 

work they were performing, their salaries, their educational back

ground, and other relevant qualifications commensurable with the 

requirements of their work. There were nine questions included in 

Questionnaire B, and it was requested that ten employees in each 

selected jurisdiction send their answers back to the researcher.

Both of the questionnaires were composed of generally fixed- 

alternative (or "closed") questions consisting of a series of replies 

of which the respondent would pick one or more as being closest to 

his opinion, knowledge, or his position.
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The interviewing technique, a common technique like question

naires in any research as well as in preparing and modifying the 

classification plans, was used to a limited degree. Only the personnel 

offices of the cities of Ehoenix, Tucson, and Tenrpe were visited and 

following a brief discussion of the subject, some material such as 

position classification plans, pay plans, and annual budgets were 

collected from these three jurisdictions. It should be clear to the 

reader that interviewing the employees, immediate supervisors, and 

department heads and observation of the work being performed con

stitute an essential step in defining the details of any classification 

plan or policy.

Number of Responses Expected and Received

The questionnaire material employed in the research involved 

a letter to city managers or Board of Supervisors to explain the pur

pose and to ask for cooperation. Questionnaires A and B had cover 

letters addressed to personnel agencies and to individual employees 

who would be designated by the personnel offices. Self-addressed and 

stamped envelopes were also provided for all the materials to be 

returned to the researcher.

The questions to be included in the questionnaires had been 

discussed with the Personnel Director of the City of Tucson, and two 

of the members of the teaching staff of the Department of Public Admin

istration of The University of Arizona, and the approval of the

material had been obtained from the Department of Public Administration 
previously.



32
According to the cover letter addressed to city or county 

managers, the managers would give necessary instructions and pass the 

questionnaire materials to the personnel agencies or the agencies 

concerned which would, in turn, answer the Questionnaire A themselves 

and return them to the researcher, and distribute the Questionnaires 

B to the incumbents of the positions, preferably to the ones specified 

in the cover letter to Questionnaire A. Bnployees then would check 

and answer the questions in Questionnaires B and return them directly 

to the researcher's address. None of the respondents had been asked to 

identify themselves and they had been instructed, like the classifiers 

do in conducting their own research activities, that the questions 

asked were not intended for personnel rating or evaluation. The idea 
behind such clarifications was hidden in the concept of position 

classification as previously explained in the introductory chapter.

In total, 31 of Questionnaire A and 310 of Questionnaire B 

were sent out to selected jurisdictions of Arizona.

Eight of the l4 counties (Apache, Cochise, Coconino, Gila, 

Graham, Navajo, Pima, and Yavapai), and 13 of the 17 cities (Bisbee, 

Casa Grande, Chandler, Douglas, Glendale, Mesa, Nogales, Phoenix, 

Prescott, Sierra Vista, Tempe, Tucson, and Yuma), or a total of 21 

local jurisdictions, responded to Questionnaire A.

There were 127 replies to Questionnaire B. Ninety of the 

respondents were in cities of all classes, while 36 were in counties
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of all classes, except counties in classes III and VI. (The class

ification of selected local Arizona jurisdictions, for the purposes of 

this paper, ; is fully discussed and illustrated on pages 41-43.) One 

respondent did not specify his jurisdiction.

Follow-up letters were also sent to some jurisdictions. In 

conclusion, the rate of participation in terms of the expected answers 

was 67.7% for Questionnaire A and 40.9% for Questionnaire B. Giving 

consideration to 76 jurisdictions involving all counties and 

incorporated municipalities, and to the responses received from 

personnel representatives, the percentage of jurisdictions investi

gated through Questionnaire A and sampled out is 27.6%.

Grouping and Coding the Positions of Respondent 

incumbents: An Analogical Analysis

As implied previously, the work of a researcher is somewhat 

similar to those who are responsible for classification techniques.
Or reversely speaking, a classifier might adopt many procedures from 

research techniques in fulfilling his duties and responsibilities.

To the student-researcher, each answer-sheet for Questionnaire 

B was nothing but a tangible representation of a single position. It 

was not a person but a paper indicating some of the qualifications of 

an incumbent expressed in his own words. Luckily, the researcher, as 

a classifier in this case, could refer to position classification 

plans giving the requirements for each position under class
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specifications or position descriptions. What he would need then was 

to find some coding system to name each answer sheet and such a system 

was already being employed by the classification technicians in the 

jurisdictions as indicated in classification plans.

If there were no such aids and reference material, the road 
to be travelled would have been harder and longer. The departments or 

bureaus where the incumbents were being employed could have been taken 

as a base for the classification of positions into broad groups. To 

illustrate, the names of departments reported by the respondents in this 

research were as follows, in alphabetical order: administration,

animal control, board of supervisors, building inspection, city court, 

city clerk office, city hall, city manager’s office, clerk and 

treasurer, county assessor, county attorney’s office, county trea

surer’s office, data processing, education, engineering, finance, fire 

department, general government, highway department, judicial, juvenile 

probation, legal, library, license tax, municipal court, parks and 

recreation, personnel, planning commission, planning and zoning, police, 

police court, public works, recorder’s office, sheriff’s department, 

schools, water, and water and sewer. As these names are read, one can 
at least have an idea of grouping the positions into relative areas.

To provide a better understanding of the services and operations, the 

classifier could portray the relationships among positions by using



or outlining the organization charts. Figures Cl, C4, and C5 on pages
35

I69, 172 and 173 illustrate the organization and departmentalization 

of the cities of Phoenix, Tucson, and Tempe respectively, as examples.

However, it is noted by experienced technicians that an attempt 

to classify positions simply according to their mechanical parallelism, 

that is by departments, is to ignore all the other phases of duties 

and responsibilities. Positions at parallel steps in the pyramid are 

not always comparable. The parallel steps are, of course, the contour 

lines in our assumption. A respondent secretary, for example, com

mented that to be a legal secretary one must have a more specialized 

knowledge than to be a secretary in sane other field. Therefore, 

grouping by departmentalization would be nothing but just a rough map 

for the classifier's purposes. This could be done for grouping the 

positions according to the kind of work being done, but not according 

to the level of difficulties and responsibilities.

Coding the Groups, Classes and Positions

The student-author should like to suggest that the reader 

refer to Table 1 presented in the following four pages to trace the 

discussion below and get a better picture of the coding techniques 

being employed in practice by the two leading cities of the State of 

Arizona. This will also give some ideas about the positional charac

teristics of the population which was questioned for the purposes of

this thesis
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TABLE 1

A SAMPLE CODING SYSTEM FOR OCCUPATIONAL GROUPS, CLASSES AND POSITIONS
(Distribution of the employee respondents into positions, classes and 
occupational groups.)

Number and Title of 
Occupational Groups

Number and Title 
of Classes

Number and Title 
of Positions

OXXX OOXX
CLERICAL, FISCAL AND General Clerical oon81 Clerk (4)* 

Clerk (1)ADMINISTRATIVE (16)* 0022
(54 )b 0013

0014 
0021

. 0022 
0031

Deputy Clerk (2) 
Chief Deputy (4) 
Clerk Typist (2) 
Clerk Typist II (l) 
Secretary (2)

01XX 0101 Legal Secretary (l)
Special Clerical 0111 Recorder (2)

(4) 0142 Cashier (l)

02XX 0213 EBX Operator (1)
Office Equipment 

Operation
0235 Data Processing 

Supervisor (2)
(4) 0262 Programmer II (l)

03XX 0311 Accountant I (l)
Accounting and 0324 Assessor (l)

Fiscal 0325 Chief Accountant (l)
(12) 0332

0369
0371

Internal Auditor (l) 
Finance Director (5) 
Treasurer (2)

0372 Chief Deputy 
Assessor (l)

o4xx
Purchasing and 

Supply



Table 1, Continued

Number and Title of 
Occupational Groups

Number and Title 
of Classes

Number and Title 
of Positions

05XX
Personnel

0500 Personnel Deputy 
Clerk (1)

(6) 0510

0512

0529
05W

Personnel
Technician I (l) 

Personnel
Technician II (l) 

Personnel 
Officer (l) 

Research and.Budget 
Officer (2)

o6xx 0610 City Clerk (8)
General

Administrative
0620 Administrative 

Intern (l)
(11) 0630

0636

Administrative 
Assistant (2) 

Executive Secretary 
-City Manager (l)

3JCXX 10XX 1019 City Attorney (3)
LEGAL, JUDICIAL Legal County Attorney (2)
AND BEAL ESTATE 

(12)
(12) 1110 City Magistrate (4) 

Justice of Peace (l) 
City Judge (2)

2XXX 20XX 2003 Engineering Aide (2)
ENGINEERING AND

ATT.TPm
Civil Engineering 

(5)
2029 Engineer (3)

(Hi.) 21XX
Drafting

(1)

2100 Draftsman

Planning
(8)

2216 Planner I (l) 
Planning 
Director (7)

3m 30XX 3041 Building
PUBLIC S6IECY Inspections Inspector (1)

(17) (2) 3067 Building Inspector 
Director (l)
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Table 1, Continued

Number and Title of 
Occupational Groups

Number and Title 
of Classes

Number and Title 
of Positions

31XX 
Fire (7)

3109 Fire Chief (7)

32XX 3212 Patrolman (l)
Police 3213 Police Sergeant (l)
(8) 3249 Police Chief (5) 

Sheriff (l)

4xxx
LIBRARY (1)

4019 Library Director (l)

5xxx 52XX 5241 Recreation
PARKS AND RECREATION Recreation Supervisor H  (l)

(7) (7) 5249 Parks and Recrea
tion Director (6)

6xxx 6ixx 6167 Water
UTILITY SERVICES (o\ Water (l) Superintendent (l)

62XX
Sever (l)

6227 Water and Sever 
Superintendent (1)

7XXX 72XX 7218 Superintendent of
PUBLIC WORKS 

(7)
Streets (2)

7409

Streets (2)

?4xx
Direction (5)

Public Works 
Director (5)

8xxx
LABOR,

LABOR SUPERVISION

8oxx
Labor (1)

8000 Laborer (1)

AND TRADES (1)
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Table 1, Continued

Number and Title of 
Occupational Groups

Number and Title 
of Classes

Number and Title 
of Positions

MISCELLANEOUS Animal Director (1)
(U) Chairman of Board (l)

Chief Deputy,
County School (1) 

County School . . 
Superintendent (1)

Deputy County . .
Treasurer (l) 

Educational
Superintendent (l) 

Lead Man (l)
Manager (l) 
Secretary-Clerk 
Matron (l)

Tax Collector (2)

^Position numbers are approximated.

^Numbers in parenthesis indicate the number of respondents of 
the same position title.

Sources: Data supplied by 126 employee respondents.

City of Phoenix, Arizona, Position Classification Plan, 
prepared by Public Administration Service, (Chicago,
July 1962).

City of Tucson, Arizona, Position Classification Plan, 
prepared by Public Administration Service, (Chicago, 
November 1962).
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Table 1 illustrates indexing systems employed in grouping 

individual positions into classes, and grouping the classes into 

occupational groups. Positions which are essentially similar are 

grouped together into a class. The number of positions in each class 

may rank from a few to many, as determined by the needs of a particu

lar service. Broadness or narrowness of classes seems to be directly 

proportional to the size or class of a jurisdiction in which a greater 

variety and volume of services may or may not be deemed necessary. A 

study of the plans available can easily prove, for example, that the 

city of Phoenix has more classes and more positions in each class than 

any other jurisdiction in Arizona. In smaller jurisdictions like 

Tempe, the coding and indexing system is much simpler, and consists 
of only the coding of positions.

As a conclusion, Chapter 3 has defined and outlined the 

methodology employed in this research thesis as well as giving 

implications of the methods being used for classification techniques. 

In the following chapters the findings of the research, based 

essentially on a questionnaire technique, will be presented in order.



CHAPTER 4

GENERAL INFORMATION

Both the present and following two chapters have "been designed

to present the findings of this research under three categories. At
\

present, the facts and findings regarding the general characteristics 

of the selected jurisdictions will he introduced. These findings 

will involve mainly the classification of jurisdictions hy population, 

local public services, the numbers and groups of local government 

employees, and the types and structures of the local jurisdictional 

personnel organizations.

Classification of Selected Arizona Jurisdictions 

Recent statistical information indicates that the State of 

Arizona encompasses a land area of 113,956 square miles with a popula
tion of 1,694,000, ranking 34th among the fifty states of the united 

States of America. Below the state level there are fourteen counties, 

sixty-two incorporated and twelve unincorporated municipalities. For 

the purpose of facilitating the broader interpretation of data 

collected throughout this research. Table 2 is presented to represent 

the classification of the selected jurisdictions at the local govern

ment level with populations of approximately 10,000 or higher.

4l
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TABLE 2

CLASSIFICATION OF SELECTED ARIZONA JURISDICTIONS 

(Based on 19^5 Special Census)

Classes of Names of the Jurisdictions Covered
Jurisdictions Cities Counties

Class I 
(Over 250,000)

Class II
(1 0 0 ,0 0 0 -2 5 0 ,0 0 0 )

Class H I
(5 0 ,0 0 0 -1 0 0 ,0 0 0 )

Class IV
(2 5 ,0 0 0 -5 0 ,0 0 0 )

Phoenix

Tucson

Mesa, Scottsdale

Glendale, Tempe, 
Yuma

Maricopa, Pima

Cochise, Pinal

Apache, Coconino, 
Gila, Navajo, 
Yavapai, Yuma

Class V
(1 0 ,0 0 0 -2 5 ,0 0 0 )

Chandler, Douglas, 
Flagstaff, Prescott

Graham, Greenlee, 
Santa Cruz

Class VI 
(Below 10,000)

Bisbee, Casa Grande, 
Nogales, Sierra Vista, 
South Tucson, Winslow

Mohave
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Classes I and H ,  as indicated in the table, imply the fact 

that, the two most populous cities are Phoenix and Tucson and the two 

most populous counties of the state are Maricopa and Pima. According 

to a 1965 special census, populations of these jurisdictions were 

505,666} 236,877? 879,000; and 334,000; respectively. The popula

tions of the other twenty-seven jurisdictions, comprising fifteen 

incorporated municipalities and twelve counties, range from around 
60,000 down to about 10,000. In conclusion, a great majority of the 

local' jurisdictions in Arizona are rather small in size. Nearly 

three-fourths of the total population of the state are living in 

Phoenix and Tucson.

Local Public Services

One of the hypotheses of this study is the assumption that 

there should be a positive interrelation between the kinds and volume 

of the public services given in a particular jurisdiction and the 

certainty of the existence of a classification policy. Such a 

supposition would naturally call for a study of jurisdictional public 1

1. Phoenix, together with Maricopa County, and Tucson 
together with Pima County, have been defined as Standard Metropolitan 
Statistical Areas (SMSA) among other 231 SMSA’s in the United States. 
The term means an integrated economic and social unit with a recog
nized large population nucleus. See: U.S., Department of Commerce,
Bureau of the Census, For 1968 The U.S. Book of Facts, Statistics & 
Information. (New York: An Essandess Special Edition, 1967), pp.
897-944.
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services. The study of the services, on the other hand, vould 

presumably constitute the basis for occupational groups or class 

series, that is hills or mountains on the imaginary map cited pre

viously, which, in turn, would give an idea of the kinds of jobs or 

positions necessary to carry out the services.

The Advisory Commission on Intergovernmental Relationships

defined fifteen functions and ranked them from the "most local" to
2the "least local." The question asked of the jurisdictions as to 

the kind of local services, which was a fixed-alternative question, 

provided a check-up for the Commission's list as illustrated in Table 

3. The subject question was responded to by seven counties and 

twelve cities. (Counties: Apache, Cochise, Coconino, Graham,Navajo,

Yavapai, and Pima. Cities: Casa Grande, Chandler, Douglas, Glendale,

Mesa, Nogales, Phoenix, Sierra Vista, Terape, Tucson, Prescott, and 

Yuma.) When the data is put in a rank order, it could be concluded 

that for the case of cities fire protection, police protection, parks 

and recreation, and water supply and sewage disposal are the most com

mon local functions. Libraries, refuse collection and disposal, and 
planning are the next most common services, in that order. Health 

services, housing, and urban renewal seem to be the least important 

functions. Public education, public welfare, and hospital and medical 

care apparently are not being provided by the cities. Transportation

2. See: James W. Fesler, ed. The 50 States and Their Local 
Governments (New York: Alfred A. Knopf, Inc., 1967), p. 5^3.
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KINDS OF LOCAL PUBLIC SERVICES

TABLE 3

Classes of 
Jurisdictions

Local PuBlic Services
a B c d e f g h i j k 1 m n o

I Counties 1 i 1 1 1 1 i i 1
Cities i - 1 1 i - - - 1 - - - i i -

II Counties
Cities i - 1 1 i - 1 - 1 - - - i i -

n i Counties — — mm _ i 1 — _ mm 1 mm — 1
Cities i - 1 1 i - - 1 - - - i i -

IV Counties 1 1 3 3 mm - 1 1 2 — 2 2
Cities 3 - 3 3 3 - - . 3 - - - 3 3 -

V Counties 2 1 1 1 — — 1 1 1 — 1
Cities 3 - 3 2 3 2 - 1 3 - - 2 3 -

VI Counties
Cities 3

■

2 3 3 3
'

1 3 —
"

2 3

Total Counties — 3 1 2 6 6 - 3 2 5 4 1 5
Cities 12 11 11 12 5 1 3 12

'

10 12

a. Fire Protection h. Housing
b. PuBlic Education i. Parks and Recreation
c. Refuse Collection j • PuBlic Welfare

and disposal k. Hospital and Medical Care
a. Libraries 1 . Transportation
e. Police m. Planning
fe Health n. Water Supply and Sewage Disposal
g* UrBan Renewal o. Air Pollution Control

Source: Data supplied By nineteen local Arizona jurisdictions
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services are not being provided by either cities or counties.

Following the same method for the counties, it can be said that 

police protection and health services are the most common functions 

in the majority of counties. Hospital and medical care and air pollu

tion control are the next in order. Planning seems to be a rather
3common function in the counties. Public education, parks and recrea

tion, and public welfare are rather equally common services. Library

services and refuse collection and disposal are rather unusual 
It-services. There are no fire protection, urban renewal, housing, and 

transportation activities in the counties according to this analysis.

Distribution of such generalizations might well be traced by 

the reader checking with the figures given against the classes of 

jurisdictions. Further references and discussion of the implications 

deducted from this table will be made under relevant headings.

3. Public education is commonly provided through a local 
school board— if not, then by a county school board.

4. The answer received from Pima County states that library 
services of the county are in the fora of financial contributions to 
the city library; the public welfare function is a combined state- 
county operation and employees are paid by the state; water supply 
and sewage disposal have been started as of September 1, 1968.
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Apparently a great proportion of the government jobs are 

full-time jobs, and the positions are occupied mostly by male 

incumbents.^

Keeping the full-time nature of most government positions, a 

question was designed, referring to the official statistical publica

tions, about the number of full-time equivalent employees in various 

fields of services. The question was answered by the counties of 

Apache, Cochise, Graham, Navajo, Yavapai, and Pima and by the munici

pal cities of Bisbee, Casa Grande, Chandler, Douglas, Glendale, Mesa, 

Nogales, Phoenix, Prescott, Tempe, Tucson, and Yuma. Table 4 presents 

the numbers of full-time employees in various services in the above 

counted jurisdictions. Five counties and nine municipal cities also 
reported the full-time employees of all functions in their juris

dictions with a grand total of 2,422 employees for the counties and 

8,163 employees for the cities. A great portion of these figures 

represent the employees living and being employed in first and second 

class jurisdictions. (Phoenix, 4,700; Tucson, 2,000; Pima, 1,827.)

A typical recapitulation of the full-time employees for the case of a

5* Out of 122 positions reported in response to Questionnaire 
B, only 9 were part-time jobs. That is, 92.62# were full-time 
positions. Out of 124 positions, 35 were female employees. The 
percentage indicates 71.78# male incumbents. Legal, judicial and 
engineering positions contain part-time jobs in a higher rate than 
the others. For the distribution of respondents, see Table 1, 
page 36.
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TABLE 4

THE NUMBER OF FULL-TIME EMPLOYEES UNDER SERVICES

Classes of 
Jurisdictions

Number of Employees under services
a b c a e f g h i j k

I Counties 7 402 3 182 _ 4l _ 25 469
Cities 8 - 57 - 925 529 245 131 - 4o -

II Counties
Cities - - 109 - 290 258 116 100 16 19 -

III Counties 56 10
Cities - - - - 62 50 14 10 - - -

IV Counties 14 127 26 39 24 5 17
Cities - - 35 - 168 121 43 34 - 10 -

V Counties 2 23 10 3 2
Cities - 31 - • 76 46 20 11 6 4 -

VI Counties
Cities - - 21 61 35 11 1 2 2 -

Total Counties 79 552 - 1ACVi&

78 - 32 486
Cities 8 _ 253 - 1582 1039 449 287 24 75 -

*a. Education g* Financial Administration
b. Highways h. Libraries
c. Streets i. Housing
d. Public Welfare j. Planning
e. Police Protection k. Hospitals
f. Local Fire Protection

Source: Data supplied by eighteen local Arizona jurisdictions
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first class county can "been seen in Figure c6 on page 174. It is a 

strong probability that there would be a linear relationship between 

the population or classes of jurisdictions and the number of full

time equivalent employees. Briefly speaking, as the cities or 

counties get larger, the number of employees also becomes larger 

or vice versa. The number of employees per thousand population is 

illustrated in Figure C3 on page 171 for the city of Tucson.

■When the totals of each individual grouping of the services, 

indicating the total numbers of the full-time employees as reported 

by jurisdictions, were put in rank orders, the following lists were 

obtained:

Counties Cities

Highways Police Protection
Hospitals Local Fire Protection
Police Protection Financial Administration
Public Education Libraries
Financial Administration Streets
Planning Planning
Public Welfare Housing

Education

Further investigation of Table 4 clarifies the fact that there 

are no government officials employed in the services for streets, 

local fire protection, libraries, and housing at the county level; 

similarly, there are no government employees in the services for 

highways, hospitals, and public welfare in the level of municipalities

6. For the items of services used in this question see: 
U.S., Department of Commerce, Bureau of the Census, Book of Facts, 
Table 6l0, p. 44l.
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As it will be noticed. Tables 3 and 4 presented and discussed 

above complete and confirm each other and have common implications.

The logical conclusion is that there is a clear interrelationship 

among the size of jurisdictions, number of employees and the kind of 

public services provided by those employees to the population living 

in the cited jurisdictions. The next discussion in order would be the 

type and structure of the personnel organizations which are to arrange 

the relationship between the services and government employees to 

carry out those services.

Personnel Organizations in Selected Arizona Jurisdictions

Personnel organizations in all jurisdictions of all levels 

are staff agencies and they are all service-oriented rather than 

operational in scope. An annual budget of one of the fourth-class 

cities of Arizona summarizes the functions of a personnel agency as 

follows:

The Personnel Department supplies the City with qualified 
job applicants through a recruiting and testing program; con
ducts orientation, in-service training, and counseling 
programs; administers the position classification and pay 
plan; maintains personnel records for all employees; 
administers the City's group insurance program; and conducts 
an employee medical examination program.'

Since establishing standards for the classification was a cen

tral personnel activity of the personnel organizations, it would be 

necessary to have a look at the type of organizations running the

7. City of Tempe, Arizona, Annual Budget (1968), p. 15.



personnel affairs in local jurisdictions of Arizona. Two questions in 

mind were whether there was a consistent relationship "between the form 

of local government and the type of personnel agencies, and what was 

the personnel strength of such organizations.

Form of Local Governments and Type of Personnel Agencies

A combination of the answers given to two fixed alternative 

questions involved in Questionnaire A indicated that out of seven 

respondent counties, where the form of government is a Board of Super

visors, as in all others, in five counties (Apache, Coconino, Graham, 

Navajo, and Yavapai) personnel affairs were being run independently.

In two counties (Cochise and Pima) personnel affairs were run "by 

department heads and payroll departments. Five cities reported their 

fora of governments as council-manager. Personnel departments in 

these cities are reported to be independent (Casa Grande), under the 

civil service commission (Glendale, Phoenix), under a merit system 

board (Mesa), and as a city manager’s office (Chandler). Four cities 

were under the council fora of government. The personnel office in 

Nogales was independent, in Yuma it was under the civil service com

mission, in Bisbee by department heads, and in Douglas by the city 

clerk and treasurer. In Prescott, the personnel office is independent 
under a mayors administrator type of government. In Tucson the per

sonnel department is under a civil service commission with a mayor- 

council-manager type of government, while in Sierra Vista and Terape,
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which have the same type of city governments, the personnel offices 

are independent.

In summary, for the case of twenty respondent jurisdictions, 

the forms of government include seven Boards of Supervisors (all 

counties), five council-managers, four mayor-councils, one mayor- 

administrator, and three mayor-council-managers. Personnel organiza

tions work independently in ten local jurisdictions, under civil 

service commissions in four, and under a merit system "board in one of 
them. Department heads themselves run the personnel affairs in threeQ
local jurisdictions. In one city the city clerk and treasurer's 

office perform the personnel function, while in one other city, the 

city manager's office does.

All in all it could he concluded that there is no uniformity 

in either the forms of governments or the types of personnel "bodies 

at the local level in the State of Arizona.

Strength of Personnel Organizations

Another question regarding the personnel departments was 

about the titles and numbers of personnel employed in personnel 

administration. Table 5 is presented to give the whole picture of the 

situation according to the responses received from 21 local jurisdic

tions, only 13 of which had personnel, ranking from 1 to 27, employed

8 . To illustrate, a letter received from the Board of Super
visors of the County of Cochise states that Cochise County does not 
have a classification plan for employing personnel. Each elected 
officer or department head does his own hiring.
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RELATIONSHIP BETWEEN THE NUMBER OF POSITION CLASSIFICATION 
PLANS AND STRENGTH OF PERSONNEL ORGANIZATIONS

TABLE 5

^ 5*Classes of No. of ______Titles of Personnel Employees______
Jurisdictions PCP'S a b c  d e f g h i j k

I Counties
Cities 1 27 1 1 1 9 - 12 3 - - -

II Counties
Cities 1 Ik 1 1 k 1 i 5 - 1 - -

III Counties
Cities 1 2 2

17 Counties 2 5 l — k
Cities 2 5 3 1 - - - 3 - - - -

V Counties
Cities 3 3 l 2 -

VI Counties
Cities 2 k 1 2 1

Total Counties 2 5 1 . 4 _

Cities 10 55 7 3 5 10 i 24 3 1 2 1

a. Totals g. Clerical Positions
b. Personnel Director h. Personnel Supervisor
c. Assistant i. Safety Training Clerk
d. Personnel Technician I j. City Manager’s or
e. Personnel Technician H City Clerk’s Office
f. Administrative Intern I k. Assistant Manager

Source: Data supplied by twenty-one local Arizona jurisdictions
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in the subject field. A detailed analysis of the topic will he made

below giving consideration to whether the subject jurisdictions have
9classification plans or not. The purpose of the discussion under this 

subheading is to detect the relationship between the existence of posi

tion classification plans and the strength of the local personnel 

agencies.
Two jurisdictions, Cochise county and the city of Douglas, in 

response to the subject question, have reported no personnel employees 

or personnel agencies, as indicated previously, but department heads 

or city clerk and treasurer are acting to fulfill the personnel 

affairs. Pima county has reported that the question is not applicable 

to their jurisdiction, but they have a payroll department with one 

secretary which handles payrolls, keeps attendance records, social 

security and state retirement data, insurance records, etc. As a 

result, none of these jurisdictions have classification plans. The 

same case applies to the city of Bisbee in which the personnel affairs

are carried out by department heads.
Three jurisdictions have reported only one person, with titles

of personnel clerk, senior clerk typist, or assistant manager, employed 

in their personnel affairs. It should be interesting to note that two 

of these jurisdictions, Casa Grande, a sixth-class city, and Chandler, 

a fifth-class city, have position classification plans.
Two secretaries and the assistant city manager work in person

nel factions in Mesa, and this jurisdiction also has a classification 9

9. The existence of classification plans will be discussed in 
Chapter 5 under the heading of Mecbani sm of Classification.



plan. Sierra Vista also has reported three persons in personnel 

affairs and has a position classification plan.

Three members of the Board of Supervisors, one deputy clerk 

and one personnel cleric have "been reported as working on personnel 

functions in the county of Navajo. Navajo has no position classifica

tion plan.

The personnel staff in Tucson consists of one personnel 

director, one assistant, four personnel technicians I, one adminis

trative intern I, one personnel clerk, two clerk typists I, one clerk 

stenographer II, one insurance clerk and one safety training 

coordinator.

Phoenix, the capital and the largest city of the State of 

Arizona, has the largest personnel organization in the state which has 

"been reported as consisting of 27 persons including one personnel 

director, one personnel technician I, nine personnel technicians II, 

three personnel supervisors, one personnel aide and twelve other 

clerical personnel. Phoenix is the only city which has a classifica

tion division within its personnel department. For the organization 

chart of the Personnel Department of the City of Phoenix, see Figure 

C2 on page 170.

Both Phoenix and Tucson have comprehensive classification
plans.

In the light of foregoing discussions and an analysis of 

Table 5, it is possible to conclude that the personnel strength of the 

personnel agencies is much higher in the city governments than in the
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counties, and, therefore, the number of position classification plans. 

as well as their comprehensiveness is much larger than in the 

counties. This is logically in parallel with the number of employees 

which were stated earlier in this paper as being 2,422 in five counties 

and 8,163 in nine cities which responded to the questionnaires.

Another implication is that, as the population of the cities grows 

larger, the personnel strengths of the personnel organizations increase 

in proportion with the number of employees whose work and positions 

are to be classified and, therefore, the existence of classification 

plans and policies gains more clarity.

At this point, the student-author has the feeling that the 

above given facts and information should be supplemented with the 

following complementary statements.

Duties of Position Classifiers

In theory and practice the person or persons responsible for

the work of developing and maintaining the classification plans are

being referred to as personnel specialists, position classifiers,

position analysts, job analysts, personnel analysts, or wage classifi-
10cation and position specialists. This paper would prefer the term 

position classifier to stand for all the others. 10
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need for the standardization of vocabulary for the subject-matter.
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The Dictionary of Occupational Titles defines the duties of a 

position classifier as follows:

POSITION CLASSIFIER (gov. ser.). Analyzes and evaluates 
civil service positions to allocate them to established 
classifications. Studies duties, characteristics, and 
qualifications of positions to determine level of difficulty 
and responsibility, and recommends allocation of positions 
to specific classes. Writes standards governing allocation 
of positions. Drafts organizational and functional charts 
for use in position surveys and reorganizations. Develops 
and administers tests to determine qualifications of job 
applicants. Conducts wage surveys of similar positions in 
private industry to recommend equitable wage allocations.
Writes recruitment announcements to obtain applicants. Con
sults with officials to keep informed of work program and to 
determine if classification program meets operating needs. 
Interprets classification policies and standards and assists

r classes of

In the light of these duties, experts ideally suggest that if 

there is available a competent staff technically trained for classifi

cation work, immediate responsibility for developing a position 

classification plan should be given to it.

A question in Questionnaire A had, therefore, been designed to 

see if personnel agencies in local jurisdictions of Arizona, had 

position classifiers in their organizations, and, as indicated in 

Table 5, it was found that only the cities of Phoenix and Tucson had 

such elements. In Phoenix there exist personnel supervisors with 

salaries ranging from $10,272 up to $12,912 annually, and personnel 

technicians with salaries ranging from $8,496 up to $10,752 annually.

in defining qualification requirements fo 
positions. May recruit job applicants. 11

11. United States Employment Service, Dictionary of Occupa
tional Titles, Definitions of Titles, vol. 1, p. 394.
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Their duties have been defined simply as classification and salary 

administration. In Tucson the monthly salaries of personnel techni

cians have been stated as $575-875• Their duties briefly are 
interviewing, testing and classifying. A detailed class specification 

for a personnel technician II is given as an example in Appendix D on 

page 175.

Other Organizational Activities

In some cases position classification problems are handled 

together with wage and salary administration. That is, the job 

analysis work is performed by the members of a separate wage and salary 

division. The division normally handles most of the details connected 

with job evaluation.

In response to the question asked to see if the selected 

Arizona jurisdictions had wage and salary divisions in their organiza

tions, the counties of Coconino, Graham, and Yavapai, and the cities of 

Casa Grande and Phoenix reported that such was the case. Graham 

reported that the subject division was set up by law and elected 

officials are employed therein. Yavapai stated the duties of the 

division were to determine competitive wages and salaries for each 

position class. According to Casa Grande, the division periodically 

interviews employees as to the job requirements and duties and deter

mines position classification by the results of such interviews. In 

Phoenix, it is stated that classification and salary administration

are under one division
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Classification Committees. Some classification experts and 

authorities "believe that the use of a classification committee permits 

the joh rating and classification to be determined on the basis of 
group decisions rather than individual judgments. Representatives 

from personnel agencies and from operative departments compose the 

committees.

A question asked with respect to this point was answered 

positively only by two jurisdictions of the State of Arizona. Casa 

Grande defines the members of the committee as an assistant manager 

and two former city mayors. The committee reviews, interviews, and 

classifies the jobs and meets semi-annually each year. In Phoenix, the 

members of the committee are the personnel director or his representa

tive, one department head (rotated), and the city manager or his 

representative. The duties of the committee are to review and revise 

the salary and classification recommendations before being presented 

to the council and/or civil service board. The committee meets 

monthly.

Relevant to the above stated organizational activities, one 

fact should be made clear. In the process of maintaining the classifi

cation plans, it is a natural responsibility in all jurisdictions for 

the department heads to report new assignments, new jobs and any 

changes in their respective areas of authority. They, have to 

understand the classification policies in their jurisdictions in order 

to follow the appropriate procedures. The personnel department must



6o

receive the cooperation, of the other departments# It is also 

suggested that supervisors and employees supply the joh data and even 

prepare the rough draft of the position descriptions and class 

specifications.

The mechanics of classification operations will "be discussed 

in the following chapter.



CHAPTER 5

MECHANISM OF CLASSIFICATION

The aim of the material presented in this chapter is to study 

the evidence regarding to developing, administering and operating 

position classification plans and policies. The subheadings in this 

section are designed to cover the jurisdictions having classification 

plans, current procedures for the preparation, adoption and amendment 

of the plans, employment of the position classification questionnaires, 

comprehensiveness (coverage of and exemptions to the classification 

plans), reviewing procedures, personnel grievances, and centralization 

and decentralization of classification activities. All these subjects 

will be presented based upon the questions covered in Questionnaire A. 

Chapter 6, titled "Factors Affecting Classification," will be based on 

the questions asked of individual incumbents and the responses received 

from them through Questionnaire B.

Jurisdictions That Have or Do Not Have

\ Position Classification Plans
x
A position classification plan, as a system of identifying and 

describing the different kinds of work in an organization, is con

sidered an important and useful administrative tool. It provides a 

convenient source of reference for administrative officers and for
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those who are responsible for setting pay rates. It also prevents 

injustices and discrimination in a jurisdiction and increases the 

effectiveness of public services.

Under these general implications it was thought necessary to 

find out what jurisdictions had the said plans and which ones did not 

have any. Analysis of the responses given by the authorities concerned 

indicated that two counties (Coconino and Yavapai), and ten incor

porated municipalities (Casa Grande, Chandler, Glendale, Mesa, Phoenix, 

Prescott, Sierra Vista, Tempe, Tucson, and Yuma), that is twelve juris

dictions out of twenty-one covered, had position classification plans. 

Six counties (Apache, Cochise, Gila, Graham, Navajo, and Pima) and 

three municipalities (Douglas, Nogales, and Bisbee) reported that there 

are no classification plans in their jurisdictions.

In total, two of eight counties and ten of thirteen cities 

have plans for their local government positions. Jurisdictions like 

Tempe and Prescott were in the phase of developing new plans and revi

sion of the old ones at the time of this research. A study of Table 5 

on page 53 would show that there is at least one classification plan in 

each class of jurisdictions. Most plans are available in the cities 

rather than counties. It is not the number but the comprehensiveness 

of the plans which seems to be proportional with the size of jurisdic

tions. That is, the most comprehensive plans can be detected in the 

largest cities like Phoenix and Tucson.

In conclusion, the need for and the importance of position 

classification plans have been felt and justified by all classes
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of jurisdictions albeit the coraprehensiveness runs in parallel with 

the population and number of employees of a particular jurisdiction.

Preparation of the Position Classification Plans

General opinion in practice, regarding the preparation of 

classification plans, is that no matter how simple a classification 
plan is, no legislature has the time to prepare it. Plans are said to 

require much study and investigation before they are put into effect 

and, therefore, the preparation of them is usually left to either the 

personnel directors with their staffs and/or the consultants who might 

be engaged to prepare the plans. Among the outside consultants are 

commercial firms, the public administration services, the public per

sonnel associations, or the municipal leagues.

The following comments are related to the advantages and dis

advantages of using either of the above-cited agencies. In general, it 

is said that the outside consultants will usually not be acquainted 

with the existing classification practices peculiar to particular 

jurisdictions, while the personnel staffs are familiar and may easily 

realize the practical cases. On the other hand, using the personnel 

staff may interfere with the regular duties of the staff, may be time- 

consuming and may cause haste in preparing the new plans. It is also 

said that the outside consultants may offer objectivity and the exper

ience gained from other classification surveys and they may train sane- 

one within the organization to continue the position analysis program 

after it has been initiated.
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Whatever the case may he, it is logical to comment that the 

determining factor is the availability of distinctive central person

nel agencies, if the plans are to be prepared by the personnel staff. 

Again the study of Table 5 on page 53 indicates that central personnel 

agencies in the selected local jurisdictions of the State of Arizona do 

not have a distinctive character except in the two largest cities, 

Phoenix and Tucson.

Examination of the replies provided by twelve jurisdictions 

indicated that personnel agencies, by their staffs, were preparing the 

classification plans in seven jurisdictions (Coconino, Casa Grande, 

Chandler, Phoenix, Prescott, Tempe, and Tucson); three jurisdictions, 

Yavapai, Sierra Vista, and Mesa, were referring to the outside consul

tants; and two cities, Glendale and Yuma, were taking amalgamated 

actions for the preparation.

Use of Position Classification Questionnaires For 

Preparation Purposes

Interviews, questionnaires, or a combination thereof are the 

methods to obtain information for classification purposes as in any 

other kind of social research. Questionnaires, employed by them

selves, are usually regarded as inadequate. However, they insure a 

feeling of participation on the part of employees as well as providing 1

1. The title pages of the Position Classification Plans of 
the cities of Phoenix and Tucson imply that the plans have been pre
pared by the Public Administration Service.
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the classifiers useful "background information relevant to their 

working-area. Interviews may give more satisfactory results "but are 

said to cost more time and money. Therefore, work-audits are prefer

ably being applied only to the key types of positions in practice.

First-hand information about the positions and the duties and

responsibilities embodied in those positions are usually being

obtained by having the employees complete the questionnaire sheets.

Each sheet is of a standard letter size, 8 l/S" x 11", and is printed 
2on both sides. It is argued that using the questionnaire method is 

rapid and useful for the public service positions occupied by white- 

collar employees because such employees possess better language skills 

than blue-collar employees. Position Classification questionnaires 

are being used in practice for revision purposes as well as for the 

preparation purposes. Responses to the question of whether the juris

dictions were using the questionnaires periodically, or otherwise, 

indicate that only two jurisdictions, Casa Grande and Chandler, are 

using them periodically. The other seven jurisdictions use only when 

necessary. These other jurisdictions are Yavapai, Mesa, Phoenix, 

Prescott, Tempe, Tucson, and Yuma. The city of Glendale has reported

2. The regular form of the position classification question
naire suggested by the Public Personnel Association can be easily 
found in any publication relevant to the classification area or is 
easily obtainable from personnel divisions of the jurisdictions con
cerned with the classification activities. In some jurisdictions a 
simplified version of the questionnaire is used for individual 
desk-audits as well as for general review purposes.
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that the questionnaires are "being used "both periodically and whenever 

it is deemed necessary. Sierra Vista has reported that their juris

diction is not using Position Classification Questionnaires, although 

they have a classification plan.

To secure the reliability and validity of the information on 

the jobs "being done and description of the duties and responsibilities, 

comments of immediate supervisors and department heads are required 

as well. However, the latter may not change the employee's statements. 

The employee completes the questionnaire independently using his own 

handwriting. After the departments reproduce the two typewritten 

copies, the handwritten copy is returned to the employee, one type- ' 

written copy is given to the classifier and the other is retained "by 

the department. The classifier, in turn, studies the questionnaires, 

makes necessary investigations and allocates the positions into classes. 

He supplements his conclusions with interviews and contacts with super

visors and department heads. His other reference materials are city 

charters, "basic laws, ordinances, organizational charts, manuals, state

standards, and the other position classification plans already prepared
3by other jurisdictions.

3. For a brief discussion of the provisions of city charters 
relating to personnel rules and position classification, see Supra, 
Chapter 2, pp. 25-27. For the illustrative organizational charts, see 
Infra, Figures Cl, C4, and C5 on pages 169, 172, and 173 respectively.
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Comprehensiveness of the Classification Plans 

The experts suggest that a comprehensive position classifica

tion plan, covering both the positions included in the merit system 

and those positions which are excluded from it, is essential for 

sound administration purposes. The comprehensiveness of the plan is 

decided "by the number of classes of positions to be covered and the 

number of those positions which are to be exempted from the plan.

Coverage

The number of classes to be included in the plan logically 

depends on the size and complexity of the services in a given juris

diction. Both of these topics have been discussed previously in this 

paper from the viewpoint of selected local jurisdictions in Arizona. 

(See: Tables 2 and 3 on pages h2 and 45.) Another determining factor

is the number of employees in a particular jurisdiction which was also
It

presented in Table 4 on page 48. The more detailed comparison and 

relationship between the number of classes and the number of employees 

according to the size of jurisdictions is shown in Table 6. It can be 

noticed from the table that, within a particular class of jurisdic

tions, like Class IV and Class V jurisdictions, the number of classes 

of positions do not necessarily correspond to the number of employees 

proportionately. To illustrate, the two Class V municipalities,

4. See Figure C3 on page 171 for the number of city employees 
per thousand population in a Class H  jurisdiction.
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TABLE 6

RELATIONSHIP BETWEEN THE NUMBER OF CLASSES AND THE NUMBER 
OF EMPLOYEES ACCORDING TO THE SIZE OF JURISDICTIONS

Classes of Number of Classes Number of
Jurisdictions of Positions Baployees

Class I 387 4780

. Class n 280 2200

Class H I 128 396
Class IV 65 237

67 200
81 264
91 200

112 355
Class V 50 150

50 n o

Class VI 10 68

Total 1321 8960

Source: Data supplied by eleven local Arizona jurisdictions
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Prescott and Chandler, have 50 classes of positions in each, hut the 
number of employees do not correspond to each other (150 and 110). As 

a conclusion, it could be said that the number of employees and classes 

of positions usually increase proportionately with the size of juris

dictions, hut do not follow a specified pattern common to all 

jurisdictions. In any case, it is generally argued that too many 

classes may have a disadvantage of too much red-tape and too detailed 

personnel transactions and, therefore, must he avoided. In contrast, 

establishing too few classes might create classes too broad in content 

and might lead to confusion in personnel transactions. Therefore, the 

coverage of the position classification plans must be decided 

carefully. Providing the homogeneity in position- content seems to be 
more important than the number of classes to be covered in the plans 

and making such a discretion is apparently not an easy matter.

To give a full picture of the relationship between the numbers 

of classes and employees, it would be helpful to attempt to illustrate 

the case in terms of percentages.

Table 7 indicates that the larger the jurisdictions, the fewer 

the number of classes per hundred employees. In other words, there 

are more employees in each class in highly populated (and therefore, 

intensively serviced) areas as compared with the areas of less popula

tion (and less services). The City of Casa Grande (estimated 

population 10,250) seems to be an exception, however. It is also an
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exception to the general trend in being only one of two cities among 

Class VI jurisdictions that have position classification plans. The 

City of Sierra Vista, the other Class VI city having a classification 

plan, has not answered the question about the number of city 

employees.

The following table is the result of the attempt to show the 

relationship between the numbers of classes and employees in terms of 

percentages.

TABLE 7

PERCENTAGE RELATIONSHIP OF CLASSES AND EMPLOYEES

Classes of 
Jurisdictions

Number of Classes 
Per 100 Employees

Class I 8 .1

Class n 12.7
Class H I 32.3
Class IV 33.1
Class V 38.5
Class VI 14.7
(Casa Grande)

Source: Data supplied by eleven local Arizona jurisdictions
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Exemptions

Another factor affecting the comprehensiveness of classifica

tion plans is the number of positions exempted. That is, the coverage 

of a position classification plan is kept limited by certain excep

tions. As practical examples, elective officials, positions filled by 

contract, members of appointive boards and commissions, managers or 

administrative officers are usually excluded from the coverage of 

plans. The reason behind this practice is the fact that certain 

positions could not be subjected to a merit system of employment or to 

a particular type of pay plan or salary control.

As a result of the analysis of the responses given to the 

question as to vhat positions were being exempted from the coverage of 

the classification plans. Table 8 was developed in accordance with the 

classes of selected Arizona jurisdictions. The question asked with 

respect to this was a fixed-alternative one, and the respondents 

would check the exempted positions from among seasonal employees, tem

porary employees, part-time employees, election officials, attorneys, 

elective officials, fire protection employees, police officers, 

teachers, council employees, court employees, mayoral appointees, and 

others. Table 8 shows only those kinds of positions which are 

exempted from classification plans. None of the jurisdictions checked 

for court employees, police,-and fire protection employees. In addi

tion to the exemptions shown in Table 8, the council appointed 

commissions, and volunteers who serve without pay are also reported 

as being exempted from the coverage of plans.
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TABLE 8

POSITIONS EXEMPTED FROM THE COVERAGE OF CLASSIFICATION PLANS

Classes of 
Jurisdictions

Kinds
*of Exempted Positions

a b C d e f g h i

Class I i 1 i - i - - - -

Class II - - i 1 - - - 1 -

Class III - - i - - 1 - -

Class IV i 2 3 2 2 2 1 2 1

Class V i - 2 2 2 - 1 1 -

Class VI i 2 2 1 2 1 2 2 1

Total b 5 10 6 7 k 4 6 2

(Arabic numerals indicate the number of respondent jurisdictions in 
each class and in total.)
*a. Mayoral Appointees f. Part-time Employees
b. Council Employees g. Temporary Employees
c. Elective Officials h. Seasonal Employees
a .
e.

Attorneys 
Election Officials

i. Teachers

Source: Data supplied by twelve local Arizona jurisdictions
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Further interpretation of the table would indicate that com

monly exempted kinds of positions, in the local jurisdictions of 

Arizona, would follow the following rank order:

1. Elective Officials

2. Election Officials

3. Attorneys - Seasonal Employees

4. Council Employees

5« Mayoral Appointees - Part-time Employees - Temporary 
Employees

6. Teachers

The above list may also be taken as an indication that one of 

the purposes of making exemptions in covering the positions is to keep 

the policy and political influences out of the mechanism of position 

classification.

Adoption of Position Classification Plans 

After preparation of the classification plans giving considera

tion to coverage and exemptions and thereby determining the comprehen

siveness of classification plans, the next logical step seems to be 

submitting the plans to the appropriate authorities for adoption.

The adoption of a newly prepared plan is said to be normally 

the concern of legislature, that is city councils or a board of 

supervisors in the local jurisdictional levels, which will appropriate 

the funds needed for the installation of such plans.

An important suggestion made by the experts and experienced 

persons in the classification area is that the personnel agency must
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reconcile any opposition that might have been filed by incumbents 
before submitting the position classification plan to the appropriate 

authority for adoption. The employees must be heard and satisfactory 

investigation of the cases must be made.^

It is also pointed out that the authority that adopts a 

classification plan might be different from the authority that adopts 

the allocation list of positions in a particular jurisdiction.
According to the answers given to the question relevant to the 

subject of adoption, the authority for adopting a classification plan 

is usually left to the legislature’s jurisdiction. This practice is 

so expressed by Yavapai, Casa Grande, Chandler, Prescott, Tempe, and 

Yuma. For the cities of Mesa and Tucson the adopting authority has 

been indicated as the Civil Service Commission or Merit System Board. 

Glendale has marked out both the legislature and civil service commis

sion while in Phoenix, the legislature, personnel agency and civil 

service commission together are the adopting authorities-of classifi

cation plans. These findings apply to amendment procedures as well, 

as it will be discussed below.

5. An illustrative provision from a city code is quoted as 
follows: "At a public hearing and after affording a reasonable oppor
tunity to city officers and employees for consultation, and after due 
notice to the public by posting notice in three public places, the 
commission shall adopt a position classification plan." See City of 
Tucson, Arizona, Tucson Code Containing the Charter and General 
Ordinances, adopted October 19, 1964, c. 10, art. I, sec. 10-6.
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Reviews and Amendments of Classification Plans

Reviews

Jobs or positions are said to be dynamic in nature. Therefore, 

position or job descriptions must be revised as changes occur within 

those positions or jobs and some jurisdictional procedures must be 

set up to carry out these revisions. All jurisdictions are subject 

to frequent changes. Employee complaints may force a reanalysis. New 

personnel or the creation of new positions may necessitate consolida

tion or redistribution of duties and responsibilities. It may be 

necessary to shift a position from one contour line to another. For 

all these reasons constant adjustments become a must to keep the 

classification plans current.

A preliminary review may take place right after writing the 

specifications and allocation lists. Such a review might be made by 

executives, department heads and down to immediate supervisors. There 

are also follow-up types of reviews and the question asked with 

respect to this was about such reviews. The analysis of the replies 

indicated that the follow-up reviews were being made either period

ically or whenever it is deemed necessary. Under the periodic review

ing practices, three of the jurisdictions, Glendale, Prescott, and 

Sierra Vista, have reported that reviews take place annually, while it 

is made semi-annually in three jurisdictions, namely, Coconino, Casa 

Grande, and Chandler. The reviewing process is resorted to in six
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jurisdictions, Yavapai, Mesa, Phoenix, Terape, Tucson, and Yuma, when

ever it is needed and whenever the changes in job duties indicate it 

is necessary.
As a whole there is an awareness of the. necessity of keeping 

the position classification plans current in all local jurisdictions 

in Arizona which have such plans. That is, all jurisdictions realize 

that classification plans and class specifications are not fixed, 

unchangeable or inflexible. They all realize the fact that, at one 

time or another, classes and class specifications may become obsolete. 

However, since the process and idea are relatively new to seme juris

dictions, they are at present essentially concerned with the establish-
6

ment of the new plan rather than reviewing the old ones.

Amendments

As a result of reviewing processes, it may be decided to make 

changes in positions, classes, and class specifications. Amendments 

may be made at the departmental level. If this is the case, depart

ment heads, as well as individual employees and employee organizations 

may make recommendations or report changes which occurred in any 

position under their jurisdiction. In general, flexibility and prompt

ness of amendments are necessary. Rules are set up for this purpose 

since they are easier to adjust as compared with the constitutions, 

charters, statutes or ordinances.

6. In practice, many jurisdictions have established policies 
for regularly reviewing only a specified portion of all positions 
annually.
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The usual practice in amendments is for the official authority 

•who adopted, the original plan to approve any official changes in the 

classification plan. It is therefore true that the authorities who 

are responsible for amendments are the same authorities who adopt the 

plans in the local jurisdictions of the State of Arizona. Table 9 is 

presented to illustrate this fact and to summarize the practices 

related to the preparation of the plans as stated previously. The 

interpretation of the table would imply that in seven jurisdictions of 

various classes, the personnel departments or their substitutes are in 

charge of the preparation of the plans. Three jurisdictions employ 

the outside agencies, and the other two refer to both the personnel 

agencies and outside consultants. As for the adoption of and amend

ments to the classification plans, the legislature has been reported 

as being the responsible authority for this practice by six jurisdic

tions. In two jurisdictions civil service commissions or merit system 

boards carry out these functions. In one jurisdiction both the 

legislature and civil service commission, and in one other city the

legislature, personnel agency, and civil service commission work
7cooperatively for adoption and amendment procedures.

Reasons For Amendments in Classification Plnnn. it is clear 

from the above presentations that the classification plans must 

be flexible and changed when it is deemed necessary to

J. Two jurisdictions did not answer to the portion of the 
question relating to the subject of adoption and amendment.
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TABLE 9

PREPARATION, ADOPTION AND AMENDMENT OF POSITION CLASSIFICATION 
PLANS ACCORDING TO CLASSES OF JURISDICTIONS

Classes of Preparation* Adoption and Amendment*
Jurisdictions a h c d e f g

Class I 1 - - - - - 1

Class II 1 - - - 1 - ~

Class H I - 1 - - 1 - -

Class IV 2 l 2 3 - 1 -

Class V 2 - - 2 ~ - -

Class VI 1 1 - 1 - - -

Total 7 3 2 6 2 1 1

a. Personnel Department 
t>. Outside Consultants
c. Both Personnel Department

and Outside Consultants
d. Legislature

e. Civil Service Commission
f. Legislature and Civil Service

Commission
g. Legislature, Personnel Agency

and Civil Service Commission
Source: Data supplied "by twelve local Arizona jurisdictions



79
reflect charges in duties and responsibilities embodied in positions 

or jobs. At first glance, addition or abolishment of a function, 

reorganization, splitting up a function, addition and charge of 

methods, growth of an organization or an individual position, dividing 

broad classes into specialized ones, etc., may all be regarded as the 

factors or reasons that lead to changes in classification plans.

Table 10 illustrates the responses to an itemized question 

asked in relevance to this matter. Two items which were expressed as 

“attitudes and personality of the incumbents" and the "political 

changes" did not receive any comment from any jurisdiction and there

fore are not indicated in the table. This fact means that only the 

factors or reasons which may affect directly the work and functions 

may be considered seriously to make amendments in classification plans. 

Answers to the other items involved in the question indicate that 

changes in job requirements, reorganization, responsibility for carry

ing out the job, and difficulty of the duties in a position are four 

main reasons to make a change in classification plans in the order of 

their respective importance. Only one jurisdiction has referred to 

economic changes as a reason for making amendments to the plan. The 
general implication of the analysis is that all jurisdictions having 

classification plans are conscious of the need for making changes due 

to the dynamic characteristics of the classification process as a

whole
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TABLE 10

REASONS FOR MAKING AMENDMENTS H  CLASSIFICATION PLANS

Classes of 
Jurisdictions

REASONS*
a b c d e

Class I i - 1 1 i

Class H i - 1 - -

Class H I - - 1 - i

Class IV 3 1 4 4 4

Class V 1 - 2 2 4

Class VI 1 - 1 1 1

Total 7 1 10 8 11

*a. Difficulty of Job d. Responsibility Involved in
b. Economic Changes Carrying Out the Job
c. Reorganization e. Change in Job Requirements

Source: Data supplied by eleven local Arizona jurisdictions.

Implications of Reviews and Amendments. As a result of a 

reviewing and amendment process a position may be classified into 

another class, or occupational group, or to a higher or lower rank.

The relative place of each position must be known perfectly well to 

make relevant decisions in such cases. It becomes necessary to set up
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procedures to deal with the incumbents without complications and rest

lessness. Policies to he followed under such situations may he pre

scribed hy charter provisions as in the following example:

Changes in the classification plan and reallocation of 
positions may he initiated hy the commission or made upon 
the request of appointing officers. All such changes and re
allocations, however, shall he made solely for the purpose of 
meeting the needs of the service and not for the purpose of 
affecting the separation of an employee from the service or 
his demotion or promotion contrary to the provisions of this 
chapter and the rules and regulations of the commission 
governing such actions.0

Possible practices might he to promote or demote the incum

bent automatically with the position or to give an examination to 

the incumbent if the position is classified upward. Another 

practice might he to transfer the incumbent to another position appro

priate to his rank. To check which one of such possibilities were 

being used in selected Arizona jurisdictions, a closed question had 

been asked to personnel agencies or their substitutes. Analysis of 

the answers indicated that almost all jurisdictions, upon classifica

tion of a position upward, were promoting the incumbent together with 

the position, without giving any examination. Tempe and Tucson pro

mote the incumbent through examination. Yuma follows the same policy 

but explains that when city-wide class review studies are made, the 

incumbents are not given an examination. None of these jurisdictions 

transfer the incumbent to another position except Phoenix, which

8. Tucson Code Containing the Charter and General Ordinances, 
c. 10, art. I, sec. 10-8.
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explains that the policy in such a case might be either way depending 

on the administrative decision at the time. Since Prescott was pre

paring its own classification plan when this research was being 

carried on, no policy had been established there as yet.

Personnel Grievances on Position Classification 

The general belief and impression in the area of personnel 

grievances is that employee’s dissatisfaction is most frequently 

manifested in wage and salary administration. It is believed that 

this is so because the employee thinks that the salary he receives is 

an indication of the management’s opinion of his value. The experts 

state also that the employee often does not realize that a position
9classification plan may affect his compensation even more.

Figure 2, a visual representation of the responses given to 

another itemized question in Questionnaire A, confirms this general 

opinion for the case of local Arizona jurisdictions. Specifically 

speaking, ten but of fourteen respondent jurisdictions have stressed 

the area of salary and wage administration. Seven jurisdictions have

9* Government publications having provisions relevant to the 
subject-matter recognize the rights for employees to file grievances 
about allocation or classification of their positions as indicated below: 
"Any employee affected by the allocation of a position to a class 
shall, upon filing a written request for reconsideration thereof, be 
given a reasonable opportunity to be heard thereon." Ibid, c. 10, 
art. I, sec. 10-7.
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cated "Overtimej" three, "Fringe Benefits;" and the other three, "Posl
10

tion Classification," as being made subject to personnel grievances.

Figure 2. Personnel Grievances

Source: Data supplied by fourteen local Arizona jurisdictions.

Considering salaries, wages, overtime, and fringe benefits as 

the relevant subjects to compensation as a whole, the responses in 

total indicate that inadequate compensation policies are the most 
constant sources of irritation to employees.

Another suggestion relevant to personnel grievances is that 

if employees or department heads do not file any grievances about 

classification plans and policies this must be taken cautiously; this

10. Pima County has reported that individuals take up problems 
with their own department heads, and some bring complaints to super
visors. The City of Yuma is reported as formulating the grievance 
procedures at the time of this research.

A. Salaries and Wages
B. Overtime
C. Fringe Benefits

D. Position Classification
E. Methods and Conditions

of Job



may mean that in the case of amendments there may be serious opposition 

since the previous practices of classification were satisfactory.

It is possible to expect more specific grievances to the posi

tion classification area as policies become more distinctive and. the
11idea more prevalent in personnel practices of the jurisdictions.

Centralization or Decentralization of the 

Classification Activities

In some states, like New Jersey, the state civil service com

mission establishes and administers the classification plans for 

counties and municipalities. In Arizona, the new legislation, as 

cited previously, has set up a state personnel commission, the rules 

of which include a position classification plan for all positions in 

the state service. Accordingly the State of Arizona is among the 

majority of the states which do not dictate or formulate position 

classification policies for the local jurisdictions. 11

11. A typical implication of this trend is noticeable in the 
following quotation from a union paper:

Over the years the gap between the supervisor’s monthly pay 
check and the one the worker receives has continued to widen.
Much of this has come about through re-classifications and out 
of step increases. The different Civil Service Job Classifica
tions have and are being studied by our Brothers & Sisters with 
the following comments: classification for Supers, Visors, &
4-men are classics in the use of words and duties prescribed as 
compared to the greater percentage of City Workers. Too often 
the "Higher" classification "duties" go waaaaaaay beyond the 
actual work accomplished by those so classified, while the 
worker is working beyond his classification.

Editorial, Tucson Pima Worker, Local $449? October l4, 1968.



The question under this category of discussion of the mechanism 

of classification was then, considering the counties and their munici

pal cities only, what level of local authority should prescribe the 

local classification policies and activities. Sixteen jurisdictions, 

four of which (Apache, Navajo, Douglas, and Nogales) did not have 

classification plans, responded to this question as indicated in 

Table 11. The great majority of the municipal jurisdictions are in 

favor of the prescription of the classification policies by themselves. 

Three counties and one city suggested that action should be taken by 

the counties. Only one county and one city are in favor of a combined 

activity.

As a general implication one could conclude that the trend in 

classification policies and activities is on the side of decentraliza

tion, or considering the federal and state echelons as a whole, even 

on the side of an extreme decentralization.

The general characteristics of the mechanism of classification 

have been discussed up to this point. Under the following category 

of findings, the individual factors affecting the preparation and 

establishment of class specifications will be made the subject of 

analysis and discussion.

85
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TABLE 11

CENTRALIZATION OR DECENTRALIZATION IN CLASSIFICATION? 
(County and City Levels)

Classes of 
Jurisdictions

County
Level

Municipal
Level

County and 
Municipal Levels 

Combined

Class I Counties
Cities - 1 -

Class _L_L Counties — - —
Cities - 1 -

Class ITT Counties — —

Cities 1 -

Class IV Counties 3 - 1
Cities - 3 -

Class V Counties
Cities - 3 -

Class VI Counties * *

Cities - 2 1

Total Counties 3 - 1
Cities 1 10 1

Source: Data supplied "by sixteen local Arizona jurisdictions



CHAPTER 6

FACTORS AFFECTING CLASSIFICATION

In addition to two previous chapters, the present chapter 

also has attempted to discover and analyze various general facts 

regarding classification activities. The facts dealt with so far 

are only the ones which relate to the general set-up and current 

local jurisdictional procedures of a classification system "based upon 

a position concept. The purpose of the present chapter is to observe 

the facts more closely and to review the structural set-up of the 

position classification plans by analyzing the class specifications 

and the factors that affect their formulation.

The individual and his qualifications versus the job with its 

requirements should be kept in mind in the following discussions. Two 

sources of reference were employed for the discussion of requirements 

and qualifications. These two sources are the class specifications 

on the one hand, and the employee statements on the other.

The topics presented in this chapter will include class specifi

cations, duties and responsibilities, education, skills and knowledge, 

experience, initiative, working conditions, job hazards and job errors, 

and finally consolidation and evaluation of these factors to determine 

equitable salary ranges.

8?
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Class Specifications

Structurally speaking, a position classification plan is, in 

essence, a compilation of class specifications. A class specification 

is defined as a written statement of the duties of a class of positions. 

In the usual form, the specifications contain the class title, a 

general description of the duties to be performed, examples of typical 

tasks, and qualifications for appointment to a position in the class. 

The following are examples for the design of class specifications in 

some of the Arizona jurisdictions. In the position classification 

plans of the cities of Phoenix and Tempe the subheadings under each 

class title involve "Distinguishing Features of Work," "Examples of 

Work Performed," "Required Knowledge, Skills and Abilities," "Desirable 

Experience and Training," and "Special Requirements." This final sub

heading is not applicable for all class specifications. In the city of 

Tempe "Examples of Work Performed" is succeeded by the following state

ment in all class specifications: "Any one position may not include
all of the duties listed nor do the listed examples include all tasks 

which may be found in positions of this class."

In the position classification plan of the City of Tucson the 

subheadings are "Definition," "Examples of Work Performed," "Desirable 

Knowledges, Skills and Abilities," and "Desirable Experience and 

Training."

In Coconino, the subheadings are "Definition," "Typical Tasks," 

and "Employment Standards: Training and Experience, Knowledge and
Abilities."



Exceptionally, a class specification may also include a salary 

grade and a statement regarding the lines of promotion, hut this detail 

does not appear in the plans of Arizona jurisdictions.

The class title, which names a specification, is said to have 

the three main characteristics of (1) descriptive, (2) indicating 

class level or rank, and (3) brevity. However, jurisdictions have 

also informal class titles being used for administrative purposes.

Such a practice may create a dualism and may cause confusion to those 

who are not familiar with classification activities.

The advantages of having written class specifications are to 

prevent a particular job from gradually being changed by the incumbent 

and to avoid differences of opinion between an incumbent and his super

visor. In addition, sane jurisdictions may use the specification and 

the examination announcement as the one and same document.

Factors to be Considered for Classification Purposes

In order to detect the leading factors in locating a position 

in any class, or analogically speaking, to find those points which 

when connected will form a contour line, an itemized question was 

asked of the personnel authorities of the local jurisdictions in 

Questionnaire A. The items selected and included in this question 

were based upon the class specifications and the general publications 

in the field of public personnel administration. The estimated factors 

were education, experience, skills and knowledge, responsibility.

89

physical demands, initiative, working conditions, and job hazards



Probable job errors and their effects in carrying out the duties were 

made the subject of another open type of question. It should be 

reminded at this point that deciding and specifying these factors is, 

in fact, not an easy task, since many of them normally have component 

elements involving several variables.

Fifteen personnel authorities checked the various items under 

the subject question. A distribution of the answers by classes of 

local jurisdictions is traceable in Table 12. When the factors were 

put in a ranking order, observing the answers in totals, the following 

list was obtained:

1. Duties and Responsibilities

2. Education, Training, Skills and Knowledge

3. Experience

4. Initiative

5. Physical Demands

6. Working Conditions, Job Hazards

These general opinions will now be incorporated in the follow

ing pages with the comments of individual incumbents of the positions 

as expressed in responses to Questionnaire B.

For a better understanding of the following discussions and 

presentation of the relevant findings, the student-author would suggest 

that the reader refer to Chapter 3* Methodology, in this paper where 

an attempt has been made to amalgamate the methods used in classifica

tion practices and the method followed in this paper to group and 

distribute the position titles of the respondents to Questionnaire B.

90
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Presentations under this general category of findings will he made in 

accordance with occupational groups, rather than the classes of 

jurisdictions. The findings will he introduced in the same order of 

factors as concluded above.

TABLE 12

FACTORS H  POSITION CLASSIFICATION

Classes of 
Jurisdictions

FACTORS*
a h c d e f g h

Class I i 1 1 1 i - 1 . 1

Class II i 1 1 - i 1 1 1

Class H I i 1 1 1 i 1 1 1

Class IV 5 5 6 3 6 .5 2 3
Class V 2 2 2 1 2 - - -

Class VI k 3 3 2 4 2 2 1

Total l4 13 l4 8 15 9 7 7

*a. Education e. Responsibility
b. Experience f. Initiative
c. Skills and Knowledge g. Working Conditions
d. Physical Demands h. job Hazards

Source: Data supplied hy fifteen local Arizona jurisdictions.
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Duties and Responsibilities

The duties and responsibilities involved in each position are 

the basic criteria in determining the location of that position in a 

system of position classification. The complete information about the 

duties and responsibilities is, therefore, essential for classification 

purposes. The collection of the data and information about the duties 

and responsibilities can best be done through questionnaires for

warded to, and interviews conducted with the individual incumbents of 

the positions. After preliminary analysis of the gathered informa

tion, a confirmation is made by getting in contact with the department 

heads and supervisors concerning the duties and responsibilities of 

employees under their supervision.

When the duties and responsibilities of a position are put 

together in the form of a written statement, a position description 

will have been set up. The term specification is being used to imply 

the personal qualifications that a person must possess to carry out 

the said duties and responsibilities. In the current position class

ification plans of the local Arizona jurisdictions, position descrip

tions and specifications are given together under one position title. 

The duties and responsibilities of a position are usually being 

prescribed under the subheading of "Definition” or in some plans under 

"Distinguishing Features of Work."

Taken independently and individually, the duties and responsi

bilities of a position could not be made comparable to the ones of
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another position. The similarities among the duties and responsibili

ties make it possible to group them together. Detecting these 

similarities seems to be a matter of detailed and patient analysis.

Once they are detected, the duty of the classifier would have been 

solved to a great extent. Table 1 on page 36 in this paper 

illustrates the function of titling the occupational groups, classes 

and individual positions. Using a coding and indexing system would 
make the further usage of classification plans easier, under these 

circumstances, the duty of a position classifier is pretty much 

similar to the duty of a map maker. However, the reference points in 

designing a map and a classification plan are different. The map 

maker refers to the altitudes on earth to draw his contour lines; his 

errors, if any, seem to be technical in nature. The classifier, on 

the other hand, refers to personal statements of duties and responsi

bilities to put a position into a class of similar positions; his 

errors are simply of human bias. Like any researcher, the classifier 

himself, as a human being may have bias; the employees may have bias; 

the department heads or supervisors may have the same weaknesses. And 

all of these together may spoil the objectivity in designing the plans. 

To become objective is much easier for a map maker than it is for a 

position classifier. Therefore, it is true that the duty of a class

ifier is difficult and requires a great deal of patience and 
impartiality. This is so simply because of the fact that under the 

position concept, the function determines the individuals. That is, 

the primary purpose under this concept is to carry out the duties in
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a most effective manner. By its very nature the position classifica

tion concept is job-centered, not individual-centered.

Jobs in local governments, like those in other levels, are 

traditionally routinized and at least titled for the most part. 

Clerical, legal, engineering, safety, library, parks, utility, public 

works are all pretty well known classical titles for the occupational 

groups to represent the major types of work areas in most local 

jurisdictions. Similarly, this relatively routinized aspect of most 

bureaucracies can be observed in the case of classes as well as 

individual positions. When one hears the position titles such as 

finance director, city clerk, planning director, fire chief, police 

chief, parks and recreation director, public works director, etc., 

he may easily estimate what these positions stand for, what the incum

bent of the position does, how he does it, and why he does it. The 

titles are descriptive enough to create such images. Especially when 

one is engaged with classification activities such images should come 

to his mind almost automatically. The real problem arises for the 

classifier when changes take place in positions or especially when it 

is necessary to create entirely new positions. However, even in such 

cases he is not alone; the problem turns out to be a matter of con

sultation. If there is not a classification committee, as cited 

previously, such consultation still goes on among the classifier, the 

employee, the department head, and supervisors.



In summary, services and functions determined "by local needs 

are descriptive enough to specify the duties and responsibilities of 

the positions falling into the broader classes and occupational groups. 

Table 1 on page 36 illustrates a population sample from the local 

jurisdictions of the State of Arizona in which the reader can estimate 

what the duties and responsibilities of each coded group are, simply 

by looking at the titles.

The qualitative characteristics of the population will be 

made subject to discussion and analysis below in terms of the other 

factors stated previously to picture the differences as to level of 

difficulty of different positions. Again, such an analysis is neces

sary to pinpoint the positions on the contour lines which altogether 

represent the hills of various sizes found in the occupational topo

graphy in the jurisdiction of the local governments of the state.

Education

The knowledge and development resulting from an educational 

process and making the employees better adjusted to their working 

environment is expressed by the term education. Any process that 

enables an employee to perform a specific job effectively is known as 

training.

Thinking of local governments as economic entities, education 

can be regarded as an expenditure to prepare an incumbent for future 

production. In more strict terms of economics, "by education and
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training we increase the quantity of labor embodied in one man-hour of 

labor.”"*" Under such arguments, it could be presumed that accommoda

tion of educated manpower to the requirements and needs of any govern

ment position should be made one of the essential ideals of any concept 

of personnel. In a progressively technical society, Galbraith argues, 

"As the relative demand for blue-collar workers declines, the

requirement for those with higher educational qualification 
2increase."

A person normally acquires his education in educational 

institutions, via training courses, and/or by way of "learning by 

doing." From the standpoint of a particular occupation, a position 

classification plan may effectively be used for planning an educational 

program. However, only broad judgements about educational requirements 

seem to be possible for the classifiers and, therefore, specifications 

in general, ignore the exact educational qualifications possessed by 

the applicants or already hired incumbents of positions. This aspect 

of the subject may well be thought of as a limitation of the position 

concept as it will be made clear in the following paragraphs.

The statement of the education and training requirement 

peculiar to any one of the positions included in the classification 1
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plan is usually found under the subheading "Desirable Experience and 

Training" in class specifications. Illustrative examples are: 

"Graduation from a four-year college or university with specialization 

in personnel administration, industrial relations, psychology, or a 

closely related field," "Graduation from high school, including or 

supplemented by courses in bookkeeping or accounting," "Graduation 

from a standard high school," etc. As indicated by such examples, 

educational requirements may cover the minimum formal education includ

ing special courses or technical training considered necessary to per

form a job.

Logically, a given function in one jurisdiction may call for 

superior educational requirements to those required for the same 

function in another jurisdiction. This should be so because the scope 

' and importance of a particular service might differ from one jurisdic

tion to another. However, this assumption does not hold true when the 

classification plans are compared for a great majority of the cases.

To illustrate, comparing the plans current in the cities of Terape and 

Tucson, a city magistrate position requires graduation from a four- 

year college or university with specialization in law, including 

course work in sociology and psychology. A planning director position 

requires graduation from the same educational institutions with 

specialization in city planning, civil engineering and architecture. 

The same applies to a public works director with specialization in 

civil engineering. Keeping such similarities of educational 

requirements in mind, and considering the positions actually expressed
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and given in Table 1, an attempt has been made to summarize the educa
98

tional requirements embodied in the specified positions. Table 13 is

the result of such an attempt. The base taken to develop the subject

table is the position classification plan of the City of Tucson. The

aim has been to picture the general distribution of educational

requirements under various occupational groups. In total, 55> 53> 6,

and 2 out of 116 positions were found to require high school, college
3or university, law school and master's degree respectively.

Table l4, in contrast, is designed to picture the actual 

educational qualifications of the same positions covered in Table 13.

As it will be noticed, the references to educational levels are made 

in a more detailed sense as compared to the ones in the previous table. 

As a consequence, it should be seen clearly that general expressions 

for minimum educational qualifications as given in class specifications 

do not correspond exactly to the actual educational qualifications of 

the incumbents of the same positions.

Figure 3 on page 101 is the bar graph which illustrates the 

differences between the required and actual educational qualifications. 

When the graph is interpreted generally, it is visually observed that

3. A more dependable table of educational requirements could 
be developed if it were possible to analyze all jurisdictional class
ification plans in full detail. The reader should interpret the data 
and conclusions in this section giving consideration to the fact that 
the information given is based upon a classification plan of a second 
class jurisdiction.
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TABLE 13

GENERAL EDUCATIONAL REQUIREMENTS FOR THE POSITIONS HELD BY 
116 RESPONDENTS TO THE QUESTIONNAIRE B

(By Occupational Groups)

Occupational General Education Requirements
Groups Secondary Level College Degree

(High School) (University) M LL.B.

OXXX
Clerical, Fiscal 

and
Administrative

35 18 2 -

1XXX
Legal, Judicial

- 7 - 6

2XXX
Engineering 
and Allied

6 7 — —

3XXX
Public Safety

10 7 - -

4xxx
Library

1 - -

5XXX
Parks and 
Recreation

— 7 — —

6xxx
Utility Services

i 1 - -

7XXX
Public Works

3 5 - -

Total 55 53 2 6

Source: City of Tucson, Arizona, Position Classification Plan
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GENERAL EDUCATIONAL QUALIFICATIONS OF ll6 RESPONDENTS 
TO THE QUESTIONNAIRE B

(By Occupational Groups)

TABLE 14

Occupational
Groups**

General Education Qualifications*
Secondary Level 
(High School)

College Graduate
Work

Degree

a h c d e f 6 h

OXXX 27 3 8 3 8 2 3 3 -
DOCK 4 - - - - - 2 - 6

2XXX 1 2 1 - 3 1 1 3 -

3XXX 13 2 2 - l - - - -

4xxx - - - - - - - 1 -

5XXX - - 1 ~ 2 2 - 1 -

6xxx 1 - - 1 - - - -

7XXX 4 - - - 4 - - - -

Total 50 7 12 3 19 5 6 8 6

*a. WAFiTimnn e. 1 year graduate work
Td. Sophomore f. More than 1 year graduate work
Ce Junior g. Master*s
a. Senior h. LL.B. (Bachelor of Laws)

**For the titles meant by the symbols in this column, see previous
TaUle 13, p. 99.

Source: Data supplied "by 116 Arizona local government employees.
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a. . High School (12th Grade)
b. Freshman
c. Sophomore
d. Junior
e. Senior

Required
Possessed

f. One year graduate work
g. More than one year

graduate work
h. M (Master’s degree)
i. LL.B. (Bachelor of Law)

Fig. 3» Level of Education in Selected Arizona jurisdictions. 
(Comparison of Educational Qualifications Required and Possessed.)

Sources: City of Tucson, Arizona, Position Classification Plan, and
the data supplied by 116 local Arizona government employees.
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there is a significant gap between the required and actually possessed 

college or university education. This difference is not so apparent 

for the positions requiring high school education. Position classifi

cation plans do not indicate the grades such as, freshman, sophomore, 

and junior college educational levels, and graduate work of one or 

more years. It is interesting to note that there are fewer positions 

requiring master’s degrees, than there are those possessing master’s 

degrees. Required and possessed LL.B. degrees, however, coincide with 

each other.^

Apparently, the above observable gaps should not be taken con

clusively realizing the fact that factors such as experience or 

seniority compensate for education. Considering the age factor as a 

function of the factor of experience, it was attempted to relate the 

actual educational levels of the respondent incumbents with the age 

groups ranging from 18 to 80, as illustrated in Table 15. To give a 

visual format to the data presented in the table, cumulative frequency 

curves were developed as illustrated in Figure 4.

4. Here again, provisions must be made by the reader for some 
degree of simplification or arbitrariness in the case, inescapable 
because of evaluating the data according to only one classification 
plan.



103

GENERAL EDUCATIONAL LEVELS AS COMPARED WITH THE 
AGE GROUPS OF THE RESPONDENTS

TABLE 15

Age Groups
*Educational Levels

Secondary Level College Graduate
Work

Degree

a b c d e f 6 h i j

18-20 - 1
21-25 - 2
26-30 - 3 1 - - 2 1 2 2

31-35 - 3 - 1 1 1 1 2 1 1
36-40 - 7 2 1 1 3 - 2 2

41-1*5 1 8 1 6 - 2 3 2 1
46-50 - 6 2 3 1 2 - - 1

51-55 - 6 - 3 1 3 - 1 1

56-60 - 9 1 1 1 1 1 - 3
61-65 1 2 1 1 - - - - 1
66-70 - 1

71-75 - l

76-80 - - - - - - - - 1

Totals 2 49 8 16 5 14 6 9 6 8

a. Below 12th Grade 
h. 12 th Grade
c. Freshman
d. Sophomore
e. Junior

f. Senior
g. 1 year graduate work
h. More than 1 year graduate work
i. LL.B. (Bachelor of Laws)
j. Master* s degree

Source: Data supplied by 123 local Arizona government employees



104

50 r

Not stated 
in POP

Stated in 
POP

Upper Limit of Age Class Interval

Fig. 4. Cumulative Frequency Curves Combining Age (Experience) Factor 
With General Educational Levels.

Source: Data supplied by 121 local Arizona government employees.

Interpretation of Table 15 and Figure 4, presented above, 

would show that a great proportion of the population of all age groups 

has a high school education. The rest of the population has higher 

levels of education ranking from freshman at the college level up to 

LL.B. and master's degrees. Only two respondents had less than a 

high school education. In terms of percentages, 39•8^  have at least 

a high school education, 58.54$ have above high school and either LL.B. 

or master's degrees, and approximately 1.52$ have lower than a high 

school education. As a result, the population sampled out in this 

research has a high percentage of higher education than high school



level, when the others than the high school is considered cumula

tively.

It is possible to hypothesize, looking at Figure 4, that as 

the age range of the population increases, the possible level of 

general education decreases inversely in an order from high school 

down to the degrees of LL.B. and master's. This hypothesis, however, 

should and could be made the subject for a full paper.

Another aspect of this discussion is the vocational education, 

training courses, and part-time classes being attended or which have 

been attended previously by the incumbents. All these, in addition 

to general education, will add to the quality of labor and increase 

the effectiveness and economy of the services being provided to the 

public. This type of additional training and education is necessary 

due to the fact that many jobs or positions require the employees to 

possess specific knowledge that cannot be covered adequately by the 

education and experience specifications. Such educational activities 

include generally a knowledge of certain materials, processes, 

systems, equipment, etc.

In this survey, the respondents being employed mostly in 

clerical, law, engineering and public safety occupational groups 

expressed that they had or presently are having various training 

courses and/or part-time classes. As for the vocational type of educar 

tion, the respondents have cited the business courses, courses in 

finance, accounting and administration, computer courses and seminars.
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secretary and stenographic courses, law enforcement training and 

seminars, refresher correspondence courses, civil engineering, archi

tecture, municipal fire administration and fire schools, Arizona 

water works courses, in-service training and other specialists training 

courses.

In class specifications such requirements for additional 

training, such as education requirements, are being mentioned under 

the subheading of "Desirable Experience and Training.11 To illustrate, 

"Graduation from college or university with specialization in elec

trical engineering, supplemented with courses in electronics or radio 

engineering;" "Must possess fifth-year graduate library science degree 

from a university accredited by the American Library Association;" 

etc.

Skills and Knowledge

Khowledge is defined as the sum of what is known and skill as 

the ability to use one’s knowledge effectively and readily in perform

ing something. The phrases like some knowledge, knowledge, consider

able knowledge, thorough knowledge, extensive knowledge, and working 

knowledge appear in the classification plans to refer to the amount 

and degree of knowledge required for the performance of the duties of 

the particular positions. The plans indicate the amount and degree of 

skills and knowledges under the heading of "Desirable (or Required) 

Knowledges, Skills and Abilities." Illustrative examples are 

"Considerable knowledge of state and municipal ordinances, laws, rules
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and regulations...;" "Thorough knowledge of city code, charter, and 

ordinances of the city;" "Working knowledge of the elementary 

principles and practices of civil engineering;" etc.

Skill requirements may he prescribed as mental or manual 

skills. For some kind of positions and jobs, manual skill require

ments may be covered in experience and training. Clerical skills, 

such as typing, or shop skills, such as skills in making a pattern, are 

expressed as being manual skills. Manual skills may also be involved 

in physical demands, like working conditions or job hazards which will 

be discussed below.

Duties and responsibilities of a position may define the type 

and degree of knowledge and skills required for a particular position.

As would be expected, a great portion of government work is 

reported as mental work rather than manual work in this research. 

Ninety-one out of 125 responses expressed that this was the case. The 

rest of the respondents marked out their jobs requiring both manual 

and mental skills equally. The proportion changes according to the 

occupational groups. Legal and judicial groups, for example, have 

expressed their skill requirements as mental, while clerical, and 

public safety positions require both mental and manual skills. Speak

ing in percentage terms 72.8^ of the total reported positions required 

mental work and 27.2$ required both mental and manual skills.
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Experience

A common definition of the term experience states that it is 
“the knowledge, skill, or practice derived from direct observation of 

or participation in events.” Generally speaking, it can be assumed 

that experience is the function of age. As one author puts it, 

"Bureaus, like men, change in predictable ways as they grow older. 

Bureaus learn to perform given tasks better with experience."^

The above expressions seem to be true for jobs or positions 

also, since they can be regarded as the smallest particles of bureaus 

or other government organizations. It is also true that the simpler 

the duties involved in a position, the less need for training and 

experience.

The requirement for experience changes with the type of jobs 

or positions, and in the classification plans, this requirement, as 

in the cases for education and training, is usually expressed under 

the subheading of "Desirable Experience and Training." Illustrative 

examples may be given as "Experience in a recognized serological or 

police laboratory," or "Experience in city planning (master's degree 

can substitute for planning experience)," etc. In some plans the 

degree and amount of experience may be expressed by the phrases like 

some experience, experience, considerable experience, and extensive 

experience.

5. Downs, Inside Bureaucracy, p. 18
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It is also common in practice to express the minimum amount and 

type of experience required for an employee to hold a position in 

quantitative terms as years and months. Following this practice, 

an itemized question was asked of the local government employees 

whether their positions would call for experience of less than one 

month, one to three months, three to six months, six to twelve months, 

or more than one year. Responses accumulated indicate that a great 

majority of the positions (73*^8$) call for experience of more than 

one year. One response was that "A lifetime is not enough.11 Accord

ing to another respondent, new situations and conditions arise daily. 

Others give the time period as "five," "five to ten," even "ten to 

fifteen" years. Fourteen of ninety-eight respondents state the need 

for experience of "six to twelve months;" seven, "three to six months;" 

and five, "one to three months." No position has been commented upon 

as requiring less than one month’s experience. A cumulative frequency 

curve is given in Figure 5 to illustrate the amount of experience 

expressed by 98 respondents to Questionnaire B. The figure summarizes 

and helps visualize the statement made to the effect that as the 

number of interviewees in government employment increases, the state

ment of the need for experience gains more emphasis. This statement 

again is the subject of an independent hypothesis that needs further 
investigation.
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Respondents

Class Intervals (time periods in months)

Fig. 5* Amount of Experience for Local Government Positions 

Source: Data supplied "by 98 local Arizona government employees.

Initiative

What is meant by initiative in governmental work is the 

independence of the work being performed. In position classification 

this concept is being regarded as one aspect of personal traits and 

abilities. It is believed that one's ability to cope with a particular 

situation and to get along with the others working in the same bureau 

may have a great bearing upon his success. Therefore, creative ability, 

using one's own judgment independently, supervisory relationships, and 

contacts with the others within and without one's working place are aWl
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considered as the component elements of initiativeness. Such implica

tions of initiativeness as developing one’s own procedures, receiving 

and giving instructions and supervision, and the others, can he found 

in the class specifications under the subheading of "Definition."

The question whether the incumbent was using his own judgement 

in meeting new situations was responded to positively by 98 respondents 

out of 123. This means that, in this study, 79*7% of the incumbents 

were using their own initiative in deciding what to do under new 

situations. The highest percentage in this field was found under legal 

and judicial positions. The percentage for the clerical positions was 

about the lowest with 69$ of the whole clerical positions. The per

centages for the other occupational groups were between these two 

extremes.

Supervision Given and Taken

The amount of supervision is an indication of the relative 

level of difficulty or complexity of the work embodied in a position.

It is also an indication of the independence of the work being done. 

That is, the more the responsibility in a supervisory position, the 

less the independence of the work being supervised. If the supervision 

is in the greatest amount, the personal independence in carrying out a 

job is in the least amount. In such a case the employee may use his 

initiative, and make decisions in very rare instances.

The degree of supervision is being expressed in practice by 

phrases like under immediate supervision, under general supervision.
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or under general direction. These phrases above are given in order to 

implicate the scope of supervision from most strict to least strict; 

the same order applies to the degree of initiative proportionately.

The employee under immediate supervision has little chance to use 

broad initiative, while the one under general supervision or general 

direction may employ more initiative. If an employee is allowed to 

plan and organize his work independently or completely by using his 
own discretion, he may then be prescribed as the one under general 

direction and having the greatest freedom to make his own choices. As 

it will be noticed, freedom from supervision implies greatest respon

sibility in making individual and independent decisions. Such a 

situation would logically call for greater authority.

As a result, one can conclude that initiative, supervision, 

responsibility, authority, using one's discretion in making choices 

to decide the way of action to be followed in particular situations 

are all closely and consistently related to each other.

The question regarding the degree and amount of supervision 

given and received indicate that, in almost all occupational groups of 

the local government positions and classes, the employees can turn to 

their supervisors in cases of difficulties and complexities in carry

ing out their duties and responsibilities. Perhaps the legal and 

judicial positions constitute a general exception to this rule. The 

dependency seems to be greatest in clerical positions in which the 

employees have relatively few decisions to make to meet the new 

situations. This is especially true when it is realized that



Inspecting, checking, proof reading, answering questions, making 

suggestions and similar activities do not constitute any supervision 

or direction at all.

A great portion of the respondents in this research stated 

that they were supervising more than five employees. However, superb- 

vision should not he taken as a concept to imply a hierarchical 

relationship. A city engineer, for instance, has stated that he 

supervises 230 employees and all public construction for a city of 

550,000 population and an area in excess of 250 square miles. A 

superintendent of streets explains his supervisory duties as the 

supervision of «1.1. public works, including streets, water mains, sewer 

mains, city owned street lighting, sewage disposal plants, pumping 

plant, motor pool, etc. A superintendent of schools in a county 

states his duties are to supervise the educational and financial 

aspects of the county school system. For all such reasons supervision 

as a concept must be interpreted as the supervision of the work and 

performance of the employees rather than the employees as individuals. 

This kind of interpretation seems to be most reasonable since position 

classification as a subject deals with the work itself rather than the 
persons as persons.

Contacts With Other People

Some positions may necessitate contact with people inside or 

outside of the bureau or organization in order to settle a variety of 

problems. The positions in public relations work are the cases in
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point. The position of a department head requires contacts within and 

without his departmental jurisdiction. The scope and degree of 

responsibility for carrying out such contacts add naturally to the 

level of difficulty of the jobs in that position. The study of the 

responses given to the question as to whether the duties of the incum

bents bring them into contact with the others both inside and outside 

of their department, implicated that almost all positions in local 

government jobs were of this character. The problem then is to measure 

the degree of intensiveness of such contacts. An executive secretary 

in a city manager’s office, for instance, has expressed his responsi

bility as maintaining an agreeable relation between citizens and city 

hall administrators. This is also a liaison position between the 

city manager and his.staff. A personnel technician comments that the 

incumbent of his position has to be a good listener and has to have 

sympathy for the people to establish rapport with individuals. Inter

viewing and counseling with applicants and employees are other 

implications of such a position for inside and outside contacts. A 

PBX (private branch "telephone" exchange) operator states that patience 

with the public is essential for his position. A cashier finds his 

job very interesting meeting people of various types and characters 

everyday.

In summary and conclusion, government positions in local 

jurisdictional levels necessitate contacts with various classes of the 

public or various levels of public officials. Such contacts may be



in the form of simple or complex duties and responsibilities of the 

incumbent of a given position "which affect the level of difficulty 

of the -work being done.

Analysis shoved that 112 out of 125 respondents came into con

tact vith others within and without their departments or bureaus.

Working Conditions

Working conditions as a factor in classification plans, like 

the job hazards, do not seem so important as they are in compensation 

plans. The conditions pertain to the general physical environment or 

surroundings of the jobs to be done in a position. This environment 

may be cold or hot, clean or dirty or dusty, light or dark, or may 

create physical strain, or the work may have to be done under isolated 

conditions. Even for compensation purposes, the working or employment 

conditions are said to be rarely important for paying the "white- 

collar" jobs. When such conditions are bettered or changed in other 

ways, this is not usually considered as a determinative factor in 

reclassifying the positions. For such reasons, the classification 

plans hardly give place to working conditions.

Working conditions affect the loyalty and attitude of the 

employees. Management should be aware of them and take necessary 

steps to improve the employment conditions. Personnel agencies: should 

have an advisory relation to the departments for such purposes. There

fore, it can be said that, although not an apparent factor in classifi

cation activities, the working conditions constitute a framework
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within which the employee and job come together during the performance 

of the duties involved in any position.

The question as to whether the working conditions (lighting; 

air conditions, etc.) were adequate or not was generally explained 

as adequate in the local jurisdiction positions in Arizona. Only 12 

out of 118, that is 10.2% of the respondents reported the working con
ditions as inadequate. According to 89.8% respondents, the conditions 
were adequate. For some positions, like public works requiring field 

work for the most part, the question was deemed as hardly or partly 
applicable.

Job Hazards

Knowing the hazards of the jobs in a position may contribute 

to their elimination. Work hazards in classification plans may appear 

under the subheadings of "Definition" or "Distinguishing Features of 

Work” in class specifications. This is again a compensation factor 

rather than a classification factor. When they are eliminated, the 

need for paying extra wages could be reduced. However, some jobs or 

positions may remain hazardous in spite of all measures that might be 

taken. Persons occupying such positions are, then required to have 

mental and/or physical qualifications necessary to perform these jobs 
safely.

Safety is one of the major responsibilities of the management. 

However, safety consciousness is also a must for the part of other 

divisions of an organization, as well as for the employees and



supervisors working in those divisions. The engineering department in 

a large organization is usually given the responsibility to deal with 

the mechanical phase of safety precautions.

One hundred one out of 124 respondents, that is 81.45$ 

reported their work as "nonhazardous," while the remaining 18.55$ 

as "hazardous.” A respondent from legal and judicial occupational 

groups reported that all arrest cases were hazardous until guilt or 

innocence was established. In engineering, one pointed out that when 

surveying along center lines of the street there was always a chance 

of being injured. Respondents especially emphasized the hazardousness 

of the work in fire and police positions. Examples go as follows: 

emergency traffic to fire calls; responding to and directing activi

ties of large fires; danger of accident in either regular or pursuit 

driving in police work; an ever present danger of an irate criminal 

with any type of weapon attempting to elude arrest, etc. In public 

works the kind of hazards mentioned were trench work, bulkheading and 

shoring, electrical, high pressure water lines, sewage digester 

methane gas.

None of the respondents mentioned any kind of hazards in other 

occupational groups. For the purposes of the duty of a classifier,
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the title of a position, should give general clues in determining the
6hazardousness of the jobs as a •whole.

Possible Errors in Local Government Positions 

Ho human being, whether an employee or not, is free of errors. 

The probability of inevitable and inescapable errors might effect and 

indicate the difficulty of the work in a position. Errors could be 

taken as a factor in classifying a position and awareness of the kind 

of errors in a position may help in defining that position. When an 

administrator, for example, is delegated authority to make a purchase 

of costly equipment, a wrong decision may result in higher costs than 

budgeted. There may be other types of errors that may have serious 

effects on the lives of other people.

The analysis of the responses given to a question about the 

probable errors and their possible effects implied the fact that the 

errors in the governmental positions could be named as decisional and 

judgmental errors, recording and secretarial errors, mathematical 

errors, physical errors, and communicational errors. Respondents, in

6. A typical letter sent to the Civil Service Commission,
City of Tucson, by a well-known American Federation, files complaints 
about working conditions and environmental hazards such as inadequate 
lighting, inadequate barricading of work areas on city streets, unsafe 
clothing, improper vehicle use, old fire hoses, unsafe ventilation, 
snakes, uncontrolled mosquitoes, flies, spiders, etc.; and recommends 
empowering the City Safety Coordinator with the right to enforce safety 
rules and regulations, publishing a safety manual on a departmental 
basis, publishing and posting special JOB HAZARDS and remedies on a 
Job Classification basis. American Federation of State, County, and 
Municipal Employees, Municipal Employees Division, Letter to Civil 
Service Commission, city of Tucson (Local #1*9, Tucson, Arizona,
October 17, 1968).
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general, seem to be very sensitive to the question of error and many 

express that they leave no room for any kind of errors in performing 

their work. Overlooking the errors in any jurisdiction or organization 

may lead to resentful responses as in the statement below: "Everyone

makes errors and they are overlooked here. Aside from it being a 

political job, and I could be out of a job this next...." This 

example is given here, since it reflects the employee’s emotions in 

not considering the errors in any managerial situation.

The following examples are given to illustrate the kinds and 

effects of various possible errors in local jurisdictions.

For a secretarial position, an appointment mix-up may lead to 

poor public relations. Improper recording of legal documents in a city 

clerk’s position may cloud the owner’s title, and the improper conduct 

of elections may cause lawsuits. In the case of a personnel technician, 

inaccurate analysis - of an applicant in reference to a position applied 

for may cause the jurisdiction to lose a good employee and that appli

cant misses an opportunity for jurisdictional employment. Errors in 

test construction in the same position may cause wrong or inferior 

eligibility requirements for the jobs. Wrongly assessed values in an 

assessor’s position may lead to unhappy taxpayers, and errors in land 

acreage may necessitate corrections on tax rolls.

Mathematical errors or a misstatement of figures in a fiscal 

position may cause the records to become out of balance. Premature 

judgment and hasty estimates of revenues and expenditures, unrealistic 

financial capital improvement programming may lead to disastrous budget
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administration problems and. curtailed, development of city facilities. 

Taking too many activities in data processing positions at one time, 

may limit applications that will he accepted.

A chief deputy clerk in a county explains that errors in 

election ballots could result in a void election, and misappropriation 

of public funds could result in budget deficit and personal 

prosecution.

One of the frequent and serious errors in fire cases is stated 

as having been given the wrong address which would result in loss of 

time in response to an emergency. Negligence in police work may result 

in injury and the loss of a prisoner.

If a city magistrate makes an error, this may result in an 

appeal to a higher court. Wrong decisions and poor judgments in such 

judicial positions may also lead to public criticism and removal from 

office by the city council.

In engineering positions, if a city or county engineer makes 

errors in design or construction judgment, this may cause possible 

major expense or public hazard. If a planning director makes mistakes 

in judging public acceptance of new programs, these may lead to delays 

in providing proper planning services. According to a planning and 

zoning administrator, errors in projects and ordinances can cause 

delays, inconvenience and, at times, financial problems for property 

owners, business men, and the jurisdiction as a whole.

Again in a fire department, a mistake in fire size-up may lead 

to loss of lives and/or property. A water and sewer superintendent
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states that wrong connections may cause contamination of lives and 

wrong locations, expenditures of time and money to relocate, and 

possible law suits. Construction miscalculation by a superintendent 

of streets may lead to unwarranted expenses. A county school superin

tendent explains that if he allowed over- disbursement or incorrect 

disbursement, he would personally be liable for the amount.

All such statements of errors should be sufficient to illus

trate the character and effects of possible errors in local jurisdic

tional positions. Taking all the possible errors that might be 

involved in a particular position into consideration, may help 

determine the relative responsibility for accuracy in that position.

The analysis of the total responses gave the conclusion that the kinds 

of errors in local jurisdictions might be put in an order as follows:

1. Decisional and judgmental errors.

2. Communication errors.

3. Recording and secretarial errors.

4. Mathematical errors.

5. Physical errors.

Awareness of the type of errors possible in specific positions 

should be of great help to classifiers to determine the location of 

those positions in any occupational set-up.

Consolidation of the Factors

One of the essential facts that can be observed in the study of 

all foregoing factors is that different jobs and different employees
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occupying those jobs exhibit different amounts and kinds of peculiar

ities and characteristics. When the classifier has thought about and 

analyzed such factors in every detail, he is then able to combine them 

together and relate them to each other to give an overall picture of a 

job. In the final analysis, it can be found that sane of these jobs 

are equal or nearly equal to each other. Using clear judgment and 

sound common sense is essential in weighing the relative values of 

each factor. Therefore, one can conclude that, the job of a classifier 

is the job of a social researcher. Some authors even see these 

analytical aspects of the problem as the job of a factor analyst and 

suggest a factor analytical approach for the classification of 

positions and jobs. Chruden-Sherman in Personnel Management, handle 

the problem as a subject of job evaluation and comment that "jobs 

formally may be evaluated by comparing them one against another or 

against a model or scale." The authors point out that jobs may be 

compared as a whole in nonquantitative terms employing a job ranking 

system to compare job versus job, or a job classification system to 

compare job versus scale. In quantitative terms, the job parts or 

factors may be compared employing a factor comparison system to compare

job versus job, or a point system to compare job versus scale. Each
7of these methods has its own advantages or disadvantages.

7» Herbert J. Chruden and Arthur W. Sherman, Personnel 
Management (Cincinnati: South-Western Publishing Company, 1963), pp.
541-565.
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Although the subject of job evaluation contributes primarily 

to wage and salary administration, keeping the close relationship 

between the classification and compensation plans in mind, a question 

in Questionnaire A in this research was asked of the personnel author

ities to see what practices they were using in evaluating the jobs in 

their jurisdictions. The question was a fixed-alternative type giving 

the names of four possible systems cited above. Table l6 presents the 

summary of the responses received according to the classes of juris

dictions.

TABLE 16

METHODS OF JOB EVALUATION USED IN SELECTED 
LOCAL ARIZONA JURISDICTIONS

Classes of 
Jurisdictions

Methods of Job Evaluation
a b e d e

Class I - - — — 1

Class H ~ 1 - - -
Class H I - 1 - - -

Class IV 3 3 -
Class V - — — — 1

Class VI 2 1 - - -

Total 5 6 2

*a. Job ranking system d. Point system
b. Job classification system e. Job classification and factor
c. Factor comparison system comparison systems combined

Source: Data supplied by thirteen local Arizona jurisdictions.



As it is observable in Table 16, local jurisdictions of Arizona 

(6 jurisdictions altogether) prefer mainly the job classification 

system which permits jobs to be classified according to a predetermined 

wage class or grade. The system is also known as a grade system. Five 

jurisdictions, two of which have no classification plans (Navajo and 

Nogales), have reported a job ranking system for job evaluation. This 

is known as the simplest system of all under which jobs are arrayed on 

the basis of their relative worth. Two jurisdictions. Chandler and 

Phoenix, have checked job classification and factor comparison systems 

as combined. The latter of the two systems employed by these jurisdic

tions evaluates the jobs on a factor by factor basis.

According to this analysis none of the jurisdictions have

referred to the point system which is the most widely used one in job

evaluation. This system necessitates a point manual containing the8
point values for each factor.

To summarize, it can be seen that there are various weighing 

devices employable to determine the values attributable to each factor.
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8. The relevancy of the position classification system to job 
evaluation systems is noticeable in the following quotation defining 
the latter: "Job evaluation is a process of analyzing and describing
positions, grouping them and determining their relative value by 
comparing the duties of different positions in terms of their diffi
culty, responsibility, and other requirements." See Robert F. Milkey, 
"Job Evaluation After 50 Years," Public Personnel Review, XXI, No. 1 
(January, i960), p. 19.
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Such management tools would prove to he useful, especially with large 

jurisdictions where there exist a great variety of work and positions.

Relating Salaries to Position Classification

Although they have different purposes, the classification and 

compensation plans are interrelated with each other in the final 

analysis. It was indicated previously in this paper that a jurisdic
tion may have a compensation plan only, without having a classification 

plan, and payments to the individuals are determined hy some other 

factors not related to the classification procedures or policies.

In spite of these facts, salaries still can he taken as indi

cators to show the relative locations of positions for comparison 

purposes.

The principal idea in compensation plans seems to he in the 

statement of "equal pay for equal work." There is no douht that the 

position of a professional nature is more difficult, for example, than 

a routine clerical position. Clarifying the relative worth of the 

positions within the system of services helps to decide the salaries to 
he paid for such positions.

In a general sense, the pay scale for a position calling for a 

certain class of work should he the same whether that position is paid 

hy this or that department.

In an attempt to picture the general salary ranges being 

employed to evaluate the different types of positions, in selected 

local Arizona jurisdictions. Table 17 was developed. This table is a 

simple frequency distribution of the monthly salaries comprising the
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TABLE 1?

SIMPLE FREQUENCY DISTRIBUTION OF MONTHLY SALARIES

SCORE f fx SCORE f fx SCORE f fx

168U X 1 5 2 168U 733 X 1 2 2 733 825 x 1 = 825
1680 X 2 5 2 3360 723 X 1 2 2 723 822 X 1 = 822
1600 X 3 £ 5 U800 717 X 1 2 2 717 820 X 1 = 820
1335 X 1 5 2 1335 Mo 700 X 7 m 8900 805 x 1 = 805
1319 X 1 5 2 1319 688 X 1 = T H H 395 x 1 = 395
1300 X 2 2600 Md 392 x 1 = 392
1269 X 1 = 2 1269 687 X 1 2 2 687 385 x 1 “ 385
1096 X 1 5 2 1096 686 X 1 686 367 x 1 » 367
lOltU X 1 8 8 10UU 685 X 2 s s 1370 338 x 1 = 338
1000 X 1 a 1000 680 X 1 2 2 680 300 x 1 = 300
975 X 1 975 675 X 2 2 2 1350 291 X 1 = 291
969 X 1 8 2 969 67k X 1 2 2 678
965 X 1 = 965 667 X 1 2 3 667
950 X 2 8 2 1900 657 X 1 657
9li7 X 1 9U7 6U6 X 1 686 N = 2f »  105
9U5 X 1 8 2 9U5 685 X 1 2 2 685
918 X 1 2 8 918 681 X 1 S B 681 Sfx = 81,378
915 X 1 8 2 915 635 X 1 2 2 635
896 X 1 2 2 896 625 X 1 8 2 625 11

5
11£

89U X 1 8 2 89U 600 X 5 e 3000 N
883 X 1 8 5 883 580 X 1 S3 580
875 X 1 5 2 875 572 X 1 2 3 572 81378 - 77c;
860 X 1 5 2 860 568 X 1 568 lo5 775
853 X 1 5 2 853 562 X 1 562
850 X 1 8 2 850 560 X 1 2 2 560
835 X 1 8 2 835 55o X 2 S3 1100 Arithmetic _ ,775
825 X 1 2 2 825 518 X 1 S3 518 Mean
800 X 1 8 2 800 503 X 2 3006
797 X 1 8 2 797 5oo X 2 S3 ‘ 1000 Mode “ 700
79U X 1 8 2 79h 896 X 1 2 2 896
791 X 1 8 2 791 895 X 1 S3 895 Median *  bd/o
789 X 1 8 2 789 890 X 1 . 890
779 X 1 779 887 X 1 S3 ' 887
776 X 1 776 880 X 1 S3 880
765 X 1 e 765 858 X 2 916
751 X 1 5 2 751 855 X 1 S 855
7ltU X 1 5 2 833 X 1 S3 833

Source: Data supplied "by 105 local Arizona government employees
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responses of 10$ employees. The average monthly salary is $775*00 

■with a mode of $700.00 and a median of $687.50. The range of the 

monthly salaries runs from $291*00 up to $1,684.00
Considering the classes of jurisdictions, it was detected in 

this research that the highest salaries were being paid in Class I 
jurisdictions. Salaries up to $1,100.00 a month are concentrated in 

Class IV cities and counties.

From the occupational group's point of view, the analysis 

indicated that the clerical positions were being paid much less than 

the engineering or any other professional group. However, this state

ment may be distorted by other factors such as tenure or longevity, 

education, experience, the level of responsibility and so on among 

and within the occupational groups. These factors, considered individ

ually, are not absolute indicators of the rate of payments. A position 

with a tenure of two or three years may be paid $1,600.00 or $1,700.00 
a month while another with a tenure of twenty years paid only four or 

five hundred dollars monthly. An employee at the age of 60 may be paid 

three to four hundred dollars a month while another of 40 or 4$ years 

old may be paid a monthly salary of $1,600.00. It is also observable 

that experienced administrators who have only high school education 

are as highly paid as administrators with higher levels of education.

Such examples explain the fact that the relative worth of the 

position is based upon the cumulative effects of various factors. The



techniques of salary and wage determination, therefore, should find 

extensive usage of classification efforts and class specifications in 

coming up with the correct decisions relevant to the payment of 

individual positions in a jurisdiction's pay policies.
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CHAPTER 7

SUMMARY, CONCLUSIONS AND FURTHER IMPLICATIONS

Throughout this paper the student-author has tried to demon

strate the causal relationships between and among some social concepts 

of the world of government work. Position classification as an instru

ment for administration is a miniature demonstration of such 

relationships. The population of a particular jurisdiction, service 

demands of that population, employees to perform those services, 

individual job and employee relationships, requirements of positions 

and qualifications of incumbents, evaluation of specific factors and 

rewarding the values in the form of salaries and compensation are some 

of the general and relevant component elements of a system of position 

classification.

The central hypothesis of this thesis is built around the 

service idea. It was first presumed that no one city or county is the 

garden of paradise, and there will always be problems increasing pro

portionately with the demands of the population living therein. A 

significant amount of these problems could be solved or eliminated by 

providing sufficient and efficient services. In other words, a con

stitutional or democratic government is a means, not the end of society 

and exists to serve the people. Therefore, if one knows the services
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that a society demands, he will then have guidance to the goals and 

functions of governments that serve that society.

As for the composing divisions of this general hypothesis, it 

was assumed that occupational topography of any jurisdiction should 

prove differences similar to the natural topography of any territory 

and, therefore, classification practices in different jurisdictions 

should show some differences from each other. Population or size of a 

jurisdiction was considered to he a determinant factor for the exist

ence and distinctiveness of classification policies. Like any planning 

activity, classification planning also should call for large size.

This size was estimated to he at least of a population of 10,000. In 

addition, classification activity was considered as a continuously 

conducted research activity inviting the application of general re

search procedures, mainly questionnaires and interviews. Furthermore, 

position classification concept was thought of and taken as a series 

of relationships encompassing public services, public servants, 

availability of a competent personnel staff, individual positions and 

incumbents, and requirements and qualifications. The population of 

the jurisdiction should have been the common denominator for some of 

these relationships. To illustrate the point in case, a government 

should have a number of employees proportional in size to the number 

of citizens in the community. Similarly, the number of employees 

should have effects on the existence of plans and clearly defined 

policies. In the final analysis, the objective of classification 

operations should, have been reached by knotting requirements and
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qualifications together satisfactorily. There should have been certain 

factors to play decisive roles and to consider as another set of 

common denominators in reaching the solution. (See Figure 1, Elements 

of the Central Hypothesis, p. 20.)

Acting from foregoing preassumptions observable in any environ

ment of government work, Chapter 1 was designed to summarize and 

compare the two basic concepts of merit systems emphasizing the posi

tion concept which is prevalent in the United States. An imaginary 

and analogical relief map was suggested to help the reader have the 

images of certain definitions in his mind. Advantages and limitations 

of the position classification concept were also stressed. Hypotheses, 

problems, and the reasons for selecting the local Arizona jurisdictions 

were given as well in this chapter.

Chapter 2 introduced the literature available in the subject 

area. It was pointed out that almost all jurisdictions interested 

in and dealing with the idea of position classification use especially 

the classical reference manual entitled Position Classification in the 

Public Service. Dictionary of Occupational Titles was also mentioned 

to indicate the huge volume of efforts being spent in order to
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eliminate the language and communication difficulties disturbing the 

position classification operations. In the field of public documents 

House Bill No. 1 for the state employees and various charter provi

sions for the local government employees were given as examples to 

illustrate the regulatory material comparatively from the angle of 

classification policies.

The methodology employed in this research, which was in fact 

an amalgamation of general social research procedures and the methods 

used by jurisdictions in designing and developing their classification 

plans, was presented in detail in Chapter 3* The individual incum

bents of the local government positions who responded to questionnaire 

B in this research were classified accordingly, employing the discussed 

amalgamated methods (See: Table 1, pp. 36-to). The principal aim of 

the chapter was to present a manifestation of the assumption that 

position classification was, in one sense, a technique of research.

Chapters k, 5, and 6 were aimed and designed to introduce and 

discuss fully the findings and facts deducted from this research study

1. The said dictionary could be taken as a tangible illustra
tion of job dynamism as indicative in the following quotation:

We have been seeing demand for skills changing with light
ning rapidity. Some occupations are becoming largely or entirely 
outmoded, and hundreds of new occupations are emerging. The 
man at the United States Labor Department in charge of the 
Dictionary of Occupational Titles advised me he had to add 375 
brand-new occupations in 1956•

Vance Packard, The Status Seekers (New York: A Pocket Cardinal
Edition, Pocket Books, 1967)> p. 20.
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The summary of these facts and findings is given below in order to 

manifest briefly the actual picture and practical implications of the 

classification processes and activities prevalent in selected local 

jurisdictions of the State of Arizona.

Summary of the Findings

The State of Arizona has a population of approximately 

1,700,000. Maricopa county (Phoenix) and Pima county (Tucson) together, 

have more than 70$ of the state’s population. Although the other 12 

counties of the state have a relatively large area, only 4 cities in 

this area have more than a population of 10,000.
The most common public services in the cities of the state 

follow a rank order of fire protection, police protection, parks and 

recreation, water supply and sewage disposal, refuse collection and 

disposal, libraries, planning, health services, and housing. On the 

county level this order turns out to be police protection, health 

services, hospital and medical care, air pollution control, planning, 

public education, parks and recreation, public welfare, libraries, 

refuse collection and disposal, and water supply and disposal. Public 

education, hospital, medical care, and public welfare do not appear 

in the cities. Fire protection, urban renewal, and housing services 

are not among the functions of the county governments. Urban renewal 

as a function is reported only by one city. No transportation 

services exist in either counties or cities.
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A great proportion of the government jots are of a full-time 

nature and are filled mostly ty male incumbents. Most of the officials 

are employed in Maricopa (Phoenix) and Pima (Tucson). As the jurisdic

tions decrease in size and population, the number of employees also 

declines. In the counties the number of employees follows a decreasing 

order in the services of highways, hospitals, police, public education, 

financial administration, planning, and public welfare. The order in 

the cities takes the form of police protection, fire protection, 

financial administration, libraries, streets, and planning. In 

addition, relatively small numbers of employees are reported to serve 

in housing and education functions in some cities. There exist no 

employees in the services for streets, local fire protection, libraries, 

and housing at the county level; in cities the same fact applies for 

the services of highways, hospitals, and public welfare.

The forms of government and the types of personnel organiza

tions do not follow a single pattern. For the case of 20 jurisdic

tions, the forms of government include 7 boards of supervisors, 5 

council-managers, 4 mayor-councils, 1 mayor-administrator, and 3 mayor- 

council-managers. Personnel organizations work independently in 10 

jurisdictions, under civil service commissions in 4, and under a merit 

system board in 1. Department heads themselves were reported to run 

the personnel affairs in 3 local jurisdictions. In 1 city the city 

clerk and treasurer's office, and 1 other city the city manager’s 

office, perform the personnel functions. There are position classi

fiers in 3 jurisdictions. Wage and salary divisions are concerned with



classification operations in 5, and classification committees make 

group decisions on classification matters in 2 of the respondent local 
Arizona jurisdictions.

The larger personnel bodies operate in two main cities,

Phoenix and Tucson. In some jurisdictions such an organization does 

not even exist. In others its strength is very weak. However, this 

weakness does not imply the nonexistence of position classification 

plans and policies. Personnel organizations are stronger and more 

distinctive in cities as compared with the counties, and consistently 

the classification activities are more apparent in cities than they 

are in counties.

More than half of the respondent jurisdictions have position 

classification plans varying in scope and comprehensiveness. There is 

a significant preponderancy of cities which have such plans when com

pared with the counties (ten cities and two counties). Some of the 

jurisdictions, such as Prescott and Sierra Vista, are now in the 

preparatory stages while the others, such as Terape, are presently re

viewing and redesigning their plans. In broad terms, each class of 

jurisdictions covered in this paper has at least one plan. The most 

detailed and comprehensive plans are ostensible in Phoenix and Tucson. 

There appears to be a conspicuous trend toward the appreciation of the 

usefulness of using classification plans as administrative tools in 

carrying out the services in smaller jurisdictions.

Findings regarding the procedural aspects of the classification 

plans might well be presented briefly as follows:
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Position classification plans in local Arizona jurisdictions 

are "being prepared either "by personnel staff or "by outside consultants. 

As indicated previously, only Phoenix and Tucson have personnel staffs 

distinctive enough "both in composition and strength to design service

able plans. In spite of this fact, in only three jurisdictions the 

preparation activities are left to the outside consultants entirely.

In seven jurisdictions the plans are reported as being prepared by 

the personnel staff, possibly getting great help from the department 

heads. Twp jurisdictions take an amalgamated action for this purpose. 

Seven jurisdictions use questionnaire methods either for preparation 

or revision purposes when they judge that this is necessary. - Two 

jurisdictions have periodical practices in this respect. One jurisdic

tion uses questionnaires both periodically and when necessary, while 

another does not use any.

Extensiveness of a classification plan, in general, is decided 

by the coverage and exemptions of the positions. The number of posi

tions in each class changes from one local jurisdiction to another.

The higher the class of jurisdiction the broader the scope of each 

class of positions. Exempted positions in local Arizona jurisdictions 

have the following order: (1) elective officials, (2) election offi

cials, (3) attorneys, seasonal employees, (4) council employees, (5) 

mayoral appointees, part-time employees, temporary employees, and 
(6) teachers.

The legislature (city council or board of supervisors) is the 

adopting authority in the majority of jurisdictions. In two cities
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this authority is reported to he the civil service commission. Another 

two cities take an amalgamated action between the legislature and civil 

service commission or the legislature, personnel department and civil 

service commission.

Reviewing activities were found out to he of two sorts in this 

paper as preliminary and follow-up reviews. The latter might he con

ducted periodically or when needed. Periodical reviews of the plans 

are made either annually or semi-annually. Three jurisdictions make 

annual, and three other jurisdictions make semi-annual periodical 

reviews. However, two of these jurisdictions are presently in an 

initializing stage and they seem to he more prone to preliminary types 

of reviews. In six jurisdictions follow-up reviews are resorted to 

whenever they are deemed necessary.

Amendatory actions are taken by the same authorities that 

adopt the classification plans. In a ranking order, the jurisdictions 

have named the reasons for amendments as follows: (l) change in job

requirements, (2) reorganization, (3) responsibility for carrying out 

the job, and (4) difficulty of the duties involved in a position. Only 

one jurisdiction marked out economic changes as a reason for amendatory 

action. Attitudes and personality of the incumbents and the political 

changes are not considered among the reasons for amendments.

Most jurisdictions in Arizona practice promoting the incumbent, 

without examination, upon classifying a position upward. Three juris

dictions choose the way of examination in such Situations. In Phoenix 

the decision on this action canes within the area of responsibility
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and discretion of city administration. Transfers may be deemed 

appropriate in some cases. Jurisdictions which are now in initial 

phases have not set up policies for such occasions as yet.

As it was anticipated, a great percentage of the personnel 

grievances (sixty percent including overtime payments and fringe 

benefits) fall in the area of compensation. The position classifica

tion area receives a relatively small percentage (twelve percent) of 

grievances (see pie chart in Figure 2 on page 83). However, there 

are distinct indications that this area will grow in the near future.

New state legislation in Arizona encompasses provisions on 

position classification but.cover only the state employees. Opinions 

at the local level of jurisdictions concentrate around the idea of 

decentralization of the classification activities. Many jurisdic

tions favor deciding the classification policies by themselves. Only 

four of the fifteen local jurisdictions give support to the idea that 

the authority for prescribing classification policies be delegated 

to the counties. A combined activity is suggested by only two juris

diction. In short, the general trend in this field is toward extreme 

decentralization.

As for the effective factors in formulating the class specifi

cations, the following findings stated briefly are relevant:

Certain factors as the component elements of the body of 

requirements and qualifications are ranked by the personnel authorities 

of the local jurisdictions in the following order: (1) duties and

responsibilities, (2) education, skills and knowledge, (3) experience,



(4) initiative, (5) physical demands, working conditions, and job 

hazards. Possible errors may be given as an additional factor to 

complete the above list.

The element of duties and responsibilities involved in satisfy

ing the requirements of a position may well be regarded as the cardinal 

factor in classification methods and procedures.

Actual educational qualifications of the incumbents exhibit a 

noticeable dissimilarity to the educational requirements of the posi

tions as a whole. Classification plans studied in this research do 

not specify the number of years of college or the number of years of 

graduate work for applicants. There exists a considerable need for 

college graduates for the government services in Arizona local juris

dictions. There are more incumbents with master's degrees than are 

actually required for class specifications. Only the LL.B. (Bachelor 

of Laws) shows the exact coincidence with requirements according to 

this analysis. In conclusion, it can be said that specifications are 

insufficient to prescribe exact educational requirements. This finding 

can be taken as an example to indicate the limitation of the 

classification concept which disregards special aptitudes and 

qualifications of the persons who are the present or prospective 

incumbents of the positions.

The knowledge required for the positions covered in local 

government classification plans are expressed in such gradient terms as 

some, considerable, thorough, and extensive. Many governmental 

positions are reported to call for mental rather than manual skills
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as indicated in this report. In percentage terms, 73$ of the total 

positions involved call for such type of duties. Manual skills are 

frequently called for in clerical and public safety work positions.

Classification plans gradate the amount of experience in 

unaccountable quantitative terms such as some, considerable, and 

extensive. In practice, however, specified time periods are used 

as units to measure experience. In terms of respondents involved in 

this research, about of the total positions required more than 

one year experience. No position had been found to require less than 

one month experience. About l4$ call for "six to twelve" months, 7$ 

"three to six" months, and 5$ "one to three" months of experience. 

Experience requirements for more than one year in some cases extended 

to five, ten, fifteen and more years according to the respondents.

As far as the notion of initiative is concerned, approximately 

80$ of the positions were reported as calling for using one’s own 

judgment in meeting new situations. The most discernible area with 

this respect was noticed to be in the legal and judicial, and the least 

discernible area in the clerical positions. Dependency on superiors 

seems to be greatest in clerical positions. Many of the positions 

reported are of supervisory nature. It is the work and performance of 

the employee, not the employee himself as a person, that is being made 

subject to supervisory actions. A third dimension of the factor of 

initiativeness was detected to be the frequency of the contacts with 

others as indicated in this research.



Working conditions, job hazards, and job errors seem to be 

compensation factors rather than classification elements. In this 

study, approximately 10$ of the local government positions were said 

to have inadequate working conditions (air conditioning, lighting, 

physical strain, etc.). Almost 82$ of the total positions were non- 

hazardous in nature. The most hazardous areas were expressed to be 

in local police and fire protection positions. Public works also 

involves some significant degree of hazardousness. Job errors, as a 

factor, were commented to be of decisional, comtnunicational, secre

tarial, mathematical, and physical character.
Considering the methods of job evaluation for consolidating 

purposes of the above stated factors, 4%$ of the respondent jurisdic

tions indicated the job classification method as prevalent. Job 

ranking methods were being employed by 39$ of total respondent 

jurisdictions. A combined system of job classification and factor 

comparison was being used in approximately 15$ of local jurisdictions.

According to the findings of this research, monthly salaries 

of the respondents ranged from $291.00 to $1,694.00 with an arithmetic 

mean of $775*00. As might be expected, the highest salaries were paid 
in first class jurisdictions. Clerical positions, in general, pay less 

than many other occupational groups.

General Conclusions

Like individual cells in a human body, positions function 

together in order to maintain organizational structures. The position
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classification concept "by definition, represents a relatively closed 

system and is subject to certain logical orders and interrelationships. 

This paper has investigated selected local Arizona jurisdictions in an 

attempt to detect, multi-dimensional interrelationships that may exist 

among the various governmental organizations.

The following are generalizations relating to afore presumed 

interrelationships both in hypothetical and practical terms based 

on the findings of this research thesis:

1. Classification practices in local jurisdictions do not follow 

a uniform pattern. However, there are implications that even 

the least populous and smallest size jurisdictions are be

coming aware of and awakening to the significance of 

systematic classification activities.

2. The personnel staffs in the great majority of the small

jurisdictions were not developed sufficiently enough both in

composition and strength to design serviceable classification

plans. This fact, however, does not imply the nonexistence
2of plans and policies.

3. The higher class jurisdictions call for more intensified 

public services and such a high volume of services

2. Both of the facts implied in items 1 and 2 above are 
confirmed with a more comprehensive statement expressed in a research 
dissertation on the subject-matter which reads as follows: "The
smaller cities, contrary to the expectation that smaller staff would 
preclude the need for formal classification plans, do maintain such 
plans." See: Fitzgerald, Wage and Position Classification Admin
istration, p. 134.



necessitates a higher number of public servants. As a result, 

the higher class of jurisdictions has more clearly defined 

and. detailed, classification instruments. In other words, the 

population of the jurisdiction, the degree and scope of 

services demanded by that population, and the number of public 

employees altogether play a decisive role in determining the 

existence and distinctiveness of the classification plans.

4. As far as the comprehensiveness of the plans is concerned, 

there is not always a definite number of positions in a 

particular class of positions. The number of classes and, 

therefore, the number of class specifications in a plan, and 

the number of positions assigned and allocated to each individ

ual class seems to be a matter of jurisdictional judgment

and discretion that reflects budgetary limitations as well as 

other local conditions. In general, the larger the jurisdic

tion, the broader the scope of each class (see Table 7,

p. 70).

Another aspect of the problem of comprehensiveness is the 

number and kind of positions which are to be exempted from 

classification processes. The generally accepted reasons for 
such exemptions lie in the heart of the objective of elimina

ting politics and favoritism from governmental and public 

administrational activities.

5. In order to make a classification policy workable, all kinds 

of oppositions and controversies must be cleared up before



submitting the contemplated plans to the adopting authorities. 

Public documents have attested to this fact.

6. Job dynamism obligates the jurisdictions to revise and make 

amendments to class specifications -which are already prepared 

and put into effect. Reviewing may take place initially as 

well as during the follow-up and in the course of administra

tion of the classification plans. Executives, department 

heads, and supervisors are the collaborative participants of 

initial as well as follow-up review processes.

7. In more specific terms, the end purpose of position classifi

cation is to balance the position's requirements with the 

incumbent's qualifications. Both the requirements and qual

ifications have common denominators that may be expressed 

under the same terminology. Class specifications set forth 

requirements in a systematic manner. The common denominators 

of requirements and qualifications found in the present study 

may be put in a ranking order and discussed respectively as 

follows:

a) Duties and Responsibilities. Questioning and inter

viewing the employees personally is the best way to 

learn and detect duties and responsibilities embodied 

in particular positions. The information gathered 

this way is then completed and validated by question

ing and interviewing the immediate supervisors, 

department heads, and executives.
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"b) Education. This factor in practice refers to

formal education. The amount of education specified 

in classification plans does not correspond to and 

coincide with the actual educational qualifications 

of the incumbents of the positions.

c) Skills and Knowledge. Knowledge is prescribed in 

adjectives of various degrees. Skills might be 

prescribed as mental or manual. Such descriptions 

of skills may be interrelated with the requirements 

of physical fitness.

d) Experience. This element may be described as the 

skill and knowledge acquired over a period of time. 

Logically, the lower the difficulty entailed in duties 

the less the need exists for experience. The reverse 

of this statement is also true.

e) Initiative. Initiative is one of the multi-dimensional 

factors that involves such elements as decision-making 

in independent situations, supervision, and contacts 

with others. Supervision in this sense, is not the 

supervision of incumbents as persons, but rather their 

work and performance.

f) Working Conditions and Job Hazards. Both of these 

factors seem to be rarely significant for the purpose 

of classifying government positions. Still they may



"be regarded as warning signals to classifiers in 

measuring the levels of difficulty of the duties and 

responsibilities of given positions,

g) Job Errors. Inevitable and inescapable errors are 

also regarded as a factor in classification pro

cedures. The position classifier should discern and 

indicate the relative types of errors in descriptions 

and specifications clearly.

8. The factors itemized and briefly discussed in Item 7 above 

are complex and divisable into further component elements by 

their very nature. They all need attentive and scrutinized 

analysis. As a result of such analysis they should create a 

discernible image of a position in the minds of the persons 

who are concerned with and responsible for classification 

services. Consolidation of the factors to define and picture 

such images brings the position classification and job 

evaluation methods close to each other. Position classifi

cation in this sense has to pass the bridge of job evaluation 

techniques in order to arrive in the compensation area that 

makes imperative the application of the cardinal principle of 

"Equal Pay for Equal Work." Salaries decided on may then well 

be taken as the tangible indicators of the relevant locations 

of positions on the contour lines of occupational hills.



As Fitzgerald puts it, -without position classification “there

would he no catalogue of positions to determine the proper
3salary to allocate to each position.”

9. In arriving at valid and reliable conclusions, position 

classification as an analytical process, has to employ and 

make use of almost the same techniques and procedures as 

social research.
10. As a final and broad generalization, position classification 

stands at the very center of public personnel activities which 

are necessary and indispensable instruments of sound public 

administration at all levels of governmental activities. 

Classification techniques pave the way for better personnel 

for better government.

Further Implications

Public administration, as a discipline, comes within the area 

of management. In general, it may well be defined as the management 

of public affairs. As a practice, its impacts are easily distinguish

able in all phases and branches of social life. Governments are 

created to provide services for their people.

The contemporary American philosophy of government administra

tion may well be characterized as concentrating and emphasizing the 

idea of service. The economic republic handles the services as public
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goods. Many of today’s authors of economy argue that in the economy 

and society, as per capita income increases, tertiary industry, that 
is services "being provided in a society, increase also. Social demands 

determine to a large extent the scope and quality of services in 

society. Being regarded as an economic entity, services pave the 

way to government "business. The idea is traceable in the following 

quotation for the case of cities as local government agencies:

An incorporated city is very much like an incorporated 
business. The citizens are the stock-holders; the city must 
operate for the benefit and profit, not necessarily monetary, 
of these owners. Streets must be paved, water, gas, and 
electricity furnished and distributed, sewerage disposed of, 
public buildings constructed, parks maintained, supplies 
purchased, contracts awarded, labor employed, money collected 
and paid. Obviously the methods, employed by an incorporated 
city should be business methods.^

Another supportive quotation with respect to metropolitan city 

areas illustrates the idea more comprehensively:

Most important, the public began asking for more. It now 
demands as a natural right better-administered services-police 
and fire protection, water, sewerage, and all the rest— and it 
judges its public officials on how well they are able to 
satisfy this demand. It also demands services-psychiatric 
clinics, youth boards, air pollution control-it never had be
fore. City government as a result, has been transformed into 
an enormous service machine, infinitely complicated to run.5

4. Donald Robinson Van Petten, The Constitution and Government 
of Arizona (Phoenix: Sun Country Publishing Company, 1956), p. 217.

5« The Editors of Fortune, The Exploding Metropolis (New 
York: Doubleday & Company, Inc., 195b), p. 66.



And an impressive or rather a dramatic illustration of the case 

in point, for Hew York, one of the largest cities in the world, goes 

as follows:

Yet no matter how high the taxes soar, things somehow 
do not appear to improve. The public schools are not as good 
as they should he; or, at least, the children aren’t as well 
educated as they should "be. The recreation areas are drah 
and, worse, unsafe. Police protection is inadequate. Gar
bage collection is irregular and discriminatory. The 
surrounding rivers are dirty, the air unclean. The traffic 
congestion is appalling, and facilities of the rapid transit 
system are inadequate. Low-cost housing is scarce, and 
especially for Negroes and Puerto Ricans. - Much of the new 
architecture is dispirited and graceless.°

In short, the specified service oriented business philosophy 

seems to be formulative for the structure of governmental bodies. The 

cells of these government bodies, again, are the individual positions. 

The cell composite of any body has its own functions, and similarly 

each position in an administrative body has its own specific jobs 

and functions. Jobs are the particulars of services. And services, in 

turn, are composed of occupational groups to state the kinds of work to 

be performed.

Position classification is an artful grouping technique. Its 

aim is, in essence, to provide an administrative tool designed for 

securing equality, impartiality and objectivity in dealing with per

sonnel affairs. It is a coding and indexing system that calls its 

subjects by their titles instead of their names. Its production is an
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extremely useful and strongly reliable reference catalog for almost all 

bureaucracies. These catalogs are called position classification plans 

which are in a sense, the documentation of a stratification process.

Classification is indeed a clear reflection of social strati

fication. This student is not alone in using the analogy of contour 

lines and occupational topography to illustrate and describe this 

stratification activity. The idea is more impressively illustrated in 

Packard’s words:

Imagine a host of people strung along a trail up a 
mountainside. Some have given up the idea of climbing higher 
and have pitched their tents. But many would like to climb 
still higher. At several points the trail becomes pre
cipitously steep, and so narrow that only a few people can 
pass at a time. Between these difficult passages are broad 
gentle inclines where large numbers of people can spread out 
as they climb or rest. Some few will be finding the climb
ing beyond their capacity and will be retreating down the 
mountainside. Going downward can be even more painfully 
difficult than going upward.'

The reader at this point, could easily refer to any publication 

in sociology to detect further implications of classification and class 

ideas. Position classification is nothing more than a miniature appli

cation of a social stratification process in a classless class
Q

society. When Tumin, for example, identifies four distinctive 

processes of a system of stratification as differentiation, 
ranking, evaluation, and rewarding, he is

7* Packard, The Status Seekers, p. 25.

8. The term and idea is debatable in the most recent publica
tions on sociology.
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definitely prescribing what has "been attempted in this paper in terms 

of position classification. The author means "by social stratification 

"the arrangement of any social group or society into a hierarchy of 

positions that are unequal with regard to power, property, social 

evaluation and/or psychic gratification.

Such linkages could easily he prolonged to the past philoso

phies of social sciences. Classifier and non-classifier administrators 

in today’s governments might well he advised to trace these linkages to 

gain a better comprehension of the idea of position classification.

Beyond these very broad implications, the student-investigator 

feels that this study has helped him gain familiarity with the position 

classification concept and processes as applied in practice at the 

local levels of government. In this sense, it has been rather a for- 

mulative or exploratory study. As a final comment, it is possible to 

argue that the findings and facts presented in this paper need to be 

made subject to further and continuous experimental studies and ana

lyses. It is believed that the hypotheses or propositions presented 

herein may be tested empirically in some more systematic fashion. The 

content of the paper might be helpful for the formulation of further 

hypotheses, working definitions, and statistical measurements for 

researchers who are interested in the subject field.

9- Melvin M. Tumin, Social Stratification: The Forms and
Functions of Inequality (Englewood Cliffs, New Jersey: Prentice-Hall,
Inc., 1967)» p« 12.



APPENDIX A

GLOSSARY

Position Classification is a technical area and a special field 

of public personnel administration in which the problem of vocabulary 

constitutes a serious limitation*. Occupational titles, for example, 

are combined and defined in a series of volumes in the fora of 
dictionaries in an effort to eliminate such a limitation and to provide 

uniformity in the usage of relevant terms. The following is a group of 

selected words which is given for the purpose of facilitating the 

understanding of the content of this paper. The definitions presented 

here are quoted from dictionaries, textbooks, government publications, 

and relevant periodicals and articles. This is not a complete list, 

but might be given as a sample to illustrate the need for working 

definitions in the subject-area.

Administrative Supervision. Supervision of the employee's time and 
general procedures and conduct in relation to the regulations, 
rules, and broad plans of the organization.

Allocation. The official determination of the class in which a
position in the classified service shall be deemed to be included.

Allocation List. A list prepared by the classifier to assign a 
position to one of the established classes of positions. The 
list shows the class title of the position held by each employee 
in the jurisdictional service.

Aptitudes. Those capacities and activities required of a worker to 
perform a job adequately.
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Assignment. What the employees supervised are supposed to do and the 

order in which they are supposed to do it.

Attitude. A mental position, feeling or emotion with regard to a fact 
or state.

Classification Survey. A phase in the process of position classifica
tion which involves gathering and evaluating the relevant facts.

Class of Positions (Class). A group of positions sufficiently similar 
as to duties performed, degree of supervision exercised or required, 
mininnim qualifications and other characteristics that the same 
title, the same test of fitness, and the same schedule of com
pensation may he applied to each position in the groups.

Class Specification. A written statement and an official description 
of the duties, responsihilities, and qualification requirements 
of the positions included in the class.

Educational Requirements. That sort of requirements that may include 
the minimum formal education covering special courses or technical 
training considered necessary to perform the job.

Employee. Any person, including an officer, lawfully appointed to a 
position in the classified service and receiving compensation for 
the class of positions to which such appointment is made.

Exempt Service. Those positions which are not covered by the classifi
cation plans.

Experience. Khowledge, skill, or practice derived from direct observa
tion of or participation in events.

Experience Requirements. The minimum amount and type of experience 
that is required in order for an employee to hold a job.

Factor Comparison. A job evaluation system that involves determination 
and ranking of key jobs, valuing of factors into which key jobs are 
divided, comparison of all jobs with key job ratings and establish
ment of monetary value of all jobs.

General Education. Reasoning development and ability to follow
instructions and acquisition of "tool" knowledges, such as language 
and mathematical skills. Ordinarily is obtained in elementary 
school, high school or college. Also derives from experience and 
individual study.

Job. An organization unit consisting of a group of duties and respon
sibilities that are separate from those of other jobs.
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Job Analysis. The process of studying jobs in order to secure the 
information needed to classify them properly.

Job Classification. A system of relating jobs with similar or family 
characteristics into a logical grouping of classes.

Job Description. The written statement covering the duties and respon
sibilities of a job.

Job Evaluation. A process of analyzing and describing positions,
grouping them, and determining their relative value by comparing 
the duties of different positions in terms of their difficulty, 
responsibility, and other requirements. It has reference to 
monetary measurement of jobs.

Job Ranking; A job evaluation system according to which jobs are 
arrayed on the basis of their relative worth.

Job Specification. A compilation of the personal qualifications that 
an individual must possess in order to carry out the duties and 
responsibilities of a job.

Minimum Qualifications. Requirements as to education, training, skill, 
experience and other qualifications prescribed for a given class in 
the classification plan.

Mixed Position. A position which is constituted of duties that are of 
different levels of difficulty, varying with time, where it is 
impracticable or not sensible to classify the position upward or 
downward from time to time to conform to such variation.

Numerical Rank Differentiation. A method used in position classifica
tion to differentiate between ranks by adding a number or letter as 
an indication of rank, e.g.. Clerk I, Clerk H ,  Engineer A,
Engineer B.

Pay Plan (Compensation Plan). A plan by which the scales of pay for 
positions, as previously arranged under a classification plan, are 
determined.

Personal Ranking (Career System), (Rank Classification). A personnel 
system that concentrates on the individual and his personal status. 
The system is oriented to the personnel of an organization rather 
than directly to the organizational structure. It has its roots 
in the class society of Western Europe and is used in the British 
and French civil service as well as in most other European coun
tries. Personal ranking is not unknown in the united States with 
familiar applications in the academic world, military service, and 
the foreign service.
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Point System. A job evaluation system which requires the existence of 

a point manual or handbook which contains a description of the 
degrees and their point values for each factor against which the 
specification of each job are compared, factor by factor, in 
determining their total point values.

Position. An office or a position of employment in the classified 
service, whether part-time, full-time, temporary or permanent, 
occupied or vacant, composed of specific duties which call for 
services by one person. The concept of the "position" is an 
abstract identity apart from the employee.

Position Classification. A personnel system that is essentially job- 
oriented and focuses attention on the organization and its 
immediate functions. The countries using this system are the 
United States of America, Canada, Brazil, and to some extent,
Russia.

Position Classification Plan. A system of identifying and describing 
the different kinds of work in an organization and then grouping 
similar positions together under common job titles.

Skill. The ability to use one’s knowledge effectively and readily in 
execution or performance.

Specific Knowledge Requirements. The requirements for the possession 
of specific knowledge that cannot be covered adequately by the 
education and experience specifications. This may include a 
knowledge of certain materials, processes, equipment, systems, 
products, or other subject matters.

Technical Supervision. Direction of employee’s activities and a more 
or less' close check-up of his methods and a verification of his 
findings and a testing of the validity of his conclusions within 
his field of work.

Training. Any process by which the aptitudes, skills, and abilities 
of employees to perfora specific jobs are increased.

Training Time. The amount of general educational development and 
specific vocational preparation required for a worker to acquire 
the knowledge and abilities necessary for average performance in a 
particular work.

Verbal Rank Differentiation. A system used in position classification 
to differentiate between ranks by prefixing the title of a position 
with a description of rank, e.g.. Junior Engineer, Senior Clerk, 
etc.



Working Conditions (Employment Conditions). General physical environ
ment or surroundings under which the joh must be performed.
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LETTER TO COUNTY (CITY) MANAGER

Dear Sir:

I am a graduate student from Turkey studying Public Administra

tion at The University of Arizona.

The attached letters and questionnaires are designed as a part 

of a study which is being made to form a basis for a thesis on position 

classification.

Questionnaire A is designed for your Personnel Department, and 

Questionnaire B for selected public employees. These questionnaires 

are being sent to certain local jurisdictions within the State of 

Arizona.

I would appreciate it, if your office would distribute these 

materials to the proper personnel, in your jurisdiction. Without this 

information it will be impossible for me to complete the research 

thesis for my degree.

I have enclosed self-addressed and stamped envelopes so that 

the completed questionnaires may be sent to my address directly.

Thank you for your cooperativeness in this matter.

Respectfully yours,

Cemil Cem
University of Arizona

Enc. 1 Questionnaire A
10 Questionnaire B
11 Self-addressed and

stamped envelopes
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QUESTIONNAIRE A

(To be answered by public personnel agencies or their substitutes at the 
level of local jurisdictions.)

This questionnaire is designed for getting information about 
the formation of classification policies and the procedures employed 
for the position classification plans at the level of local jurisdic
tions.

Personnel directors, personnel specialists, classifiers, or 
their substitutes may answer these questions to clarify the subject- 
matter.

The answers will constitute the basis for a thesis being pre
pared by a graduate student at The University of Arizona.

It is respectfully requested that respondents make any 
additional comments they consider appropriate.

NOTE: It is requested that Questionnaire B designed for the
officials and employees in your jurisdiction be issued to the following 
incumbents of the government positions in order to secure uniformity 
and make possible comparisons among the respective positions:

CLERK TYPIST - DATA PROCESSING SUPERVISOR - ACCOUNTING SUPER
VISOR - DIRECTOR OF FINANCE - PERSONNEL TECHNICIAN - BUDGET OFFICER - 
CITY ATTORNEY - CITY ENGINEER - PLANNING DIRECTOR - TRAFFIC ENGINEER - 
FIRE CHIEF - POLICE CHIEF - LIBRARY DIRECTOR - PARKS AND RECREATION 
DIRECTOR - WATER SYSTEM DIRECTOR - PUBLIC WORKS DIRECTOR - MAGISTRATE 
- CITY CLERK - KEY PUNCH OPERATOR - PARKS SUPERINTENDENT. . .

NAME OF THE COUNTY (CITY) : .................
POPULATION: .................
LAND AREA (sq. mi.): .................

1. Fora of the Municipal Government (Please check one):
a) Council-Manager .......
b) Commission .......
c) Mayor-Council ...... .
d) Mayor-Administrator .......
e) Mayor-Council-Manager .......
f) Other (Please specify) .................

2. Name of the organization responsible for personnel administration:
a) Personnel Department

fl) Attached to civil service commission .......
(2) Independent ........

b) Other (Please specify) .................
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3. Titles and numbers of personnel employed in personnel administra

tion:

Titles Number of personnel under 
each title

4. Are there personnel specialists or position classifiers employed by 
your jurisdictions?

Y E S .......  N O .......

If your answer is "yes":

Their salary Duties (briefly)

5. Is there a wage and salary division attached to your organization?

Y E S .......  N O ......

If "yes" what are its functions with respect to position classifi
cation?

6. Please check which of the following services are being provided by 
your jurisdiction:

a) Fire Protection .... .. b) Public Education
c) Refuse Collection d) Libraries

e)
and Disposal ....

Police ..... -  f) Health
g Urban Renewal ..... Housing
i) Parks and Recreation ...... j) Public Welfare
k) Hospitals and 1) Transportation
m)

Medical Care .....
Planning .... .. n) Water Supply and

0) Air Pollution Control...., ' Sewage Disposal
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7. Please indicate the number of 
fields in your jurisdiction:

Number
All functions .....
Education .....
Highways .....
Hospitals .....
Public Welfare ......
Police protection .....

8. Does your jurisdiction have a

Y E S .......

If "yes", it is prepared by:
a) Personnel Department ..

It is adopted and amended by:

a) Legislature .....
c) Civil service commission

full-time employees in the following

Number
Local fire protection .....
Finance administration .....
Libraries .....
Housing .....
Planning ......
Others .... .

classification plan?

N O ..... .

b) Outside consultants

b) Personnel agency

9* Does a classification committee establish classification policies 
in your jurisdiction?

YES NO

If "yes":
a) Titles of its members are:

b) Its duties are briefly

c) It meets:
(1) Periodically (specify) ...........................
(2) Occasionally (specify) ......... .................

10. Do your employees use a classification questionnaire to describe 
their positions?

Y E S .......  N O ....
If "yes", this is done:
a) Periodically (specify) ......  b) When decided ....
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11. Is periodic review of classification plan made in your jurisdic

tion

a) Annually? ....
c) Other (specify)

b) Semi-annually?

12. Which of the following personnel areas are subjected to grievances 
in your jurisdiction most?

a) Salaries and. wages
c) Fringe benefits ......  d)
e) Position classification......  f)

Methods and condi
tions of job , 

Overtime
Other .

13* Factors used to classify a position involve:
a) Educational require- 

ments ....
t) Experience

c) Skills and knowledge .... ... d) Physical demands
e Responsibility .... .. f) Initiative
s) Working conditions .... Job hazards
i) Others (specify) ....

14. Which of the following practices in job evaluation do you use?

a) Job ranking
c) Factor comparison

b) Job classification,
d) Point system .

15. Which of the following positions are exempted from classification
plan in your jurisdiction?

a) Seasonal employees ... .... b) Temporary employees.
®) Part-time employees .... Election officials
e) Attorneys ........ f) Elective officials
g) Fire protection ........ h) Police
i) Teachers ... ... j) Council employees

3
Court employees ....
Others (specify) ....

.... 1) Mayoral appointees

16. In your position classification plan:

a) Number of classes ....... b) Number of
employees covered

17• "A person is not a person but a unit filling a job description." 
Do you accept this statement as:

a) TRUE b) FALSE
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18. Some reasons for making amendments in the classification plan

are (check one or more):

a) Difficulty of the job ... .... b) Economic changes
c) Political changes ... .... d) Reorganization
e) Responsibility ... .... f) Attitudes and 

personality
g) Change in job

requirements ...
h) Others (specify)

19• When a position has "been classified, upward:

a) A promotion examination is given to the incumbent? ......
b) Incumbent is promoted without examination? .... .
c) Incumbent is not promoted but transferred to

another position? .....

20. Classification policies and procedures should be prescribed by:

a) County ....... b) Locally .....
c) County and local government combined ....
d) Other (specify) ........... ...............................

21. Please make your additional comments. If your jurisdiction does 
not have a classification plan,r explain what practices are being 
employed to serve for the same purposes.



LETTER TO PUBLIC EMPLOYEES

The sender of this letter and attached questionnaire is a 

graduate student at The University of Arizona.

The questionnaire is part of a study which is "being made to form 

a "basis on position classification. The respondents are selected 

randomly from among the incumbents of public service positions.

Please read the questions carefully. Your answers will help 

define the position you occupy. They are not aimed for personnel 

rating or evaluation. You do not have to identify yourself.

This questionnaire and letter will be distributed to you by your 

personnel authorities. In order to save time and to maintain the com

plete confidentiality of your answers, a self-addressed and stamped 

envelope is enclosed herewith.

Please send your completed questionnaire directly to my address 
within ten days.

Thank you very much for your cooperation and kind interest.

Sincerely yours,

Cemil Gem
University of Arizona

Dear Employee:
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QUESTIONNAIRE B

(To be answered by public employees)

COUNTY (CITY):   SALARY:

DEPARTMENT: ..............  SEX:

TITLE OF POSITION: ..............  AGE:

1. JOB

a) Length of time on this job: ...........

b) This is a (please check one):
(l) Full-time job ......  (2) Part-time job
(3)  Year-round job ......  (4) Seasonal job
(5)  Temporary job ......

c) Please describe your duties and responsibilities:

2. EDUCATION
a) General (Please check one that applies to your general 

education):

(l) Less than 12th grade (specify which):

11!
12th grade 
College:
(a) Freshman .... ... (D) Sophomore
(c) Junior .... . . .  (a) Senior

Graduate work:
(a) One year .... (b) More than 1 year

(5) Degree:
(a) Master's .... ... (b) Ph.D.

b) Vocational education or other (specify)
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c) Are you presently taking up any training course or part-time 

classes?

(1) YES .......  (2) NO .......

3. EXPERIENCE
One must spend the following length of time to do this joh well:

a) Less than one month
c) 3 to 6 months
e) More than 1 year

b) 1 to 3 months 
d) 6 to 12 months 
f) Other comments

k, SKILLS

This job calls for:

a) Manuel skills more ........ b) Mental skills more
c) Both manual and mental skills equally .......

$. INITIATIVE

a) All questionable cases are referred to supervisor.
b) I use my own judgment in meeting new situations.
c) My duties bring me into contact with others both 

inside and outside of my department.
d) I supervise more than five persons.

6. WORKING CONDITIONS

Are working conditions, such as lighting, air conditioning, etc., 
adequate in your job?

a) YES .......  t) NO .......

7* ERRORS

Probable errors and their effects in my job are defined below:
Effects

• ?
Errors
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8. JOB HAZARDS

Is your job hazardous in spite of all safety measures?

a) YES .......  b) NO .... .

If your answer is "yes"; please explain what those hazardous 
conditions are and how often they occur.

9* ADDITIONAL COMMENTS

Please give any other information with regard to your position 
and job to make it comparable with the other positions and jobs.
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Fig. Cl. Organization Chart of the City of Phoenix, Arizona.

Source:- City of Phoenix, Arizona, Annual Budget of the City of Phoenix, Arizona. 
For the Fiscal Year Beginning July 1, 1P65. *
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Fig. C2. Organization Chart of the Personnel Department, City of Phoenix, Arizona. 
Source:- Supplied by Personnel Department, City of Phoenix, Arizona.
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Fig. C3. Number of City Employees per Thousand Population in 
Tucson, Arizona.

Source: City of Tucson, Arizona, Annual Budret of the City of
Tucson, Arizona, for the Fiscal Year 1963-69. Adooted 
by the Nayor and Council July 1, 1968. Pp. 1-30.
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Fig. CU. Organization Chart of the City of Tucson.

Source: City of Tucson, Arizona, Annual Budget, 1963-69, p. iv.
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Fig. C^. Organization Chart of the City of Tempo, Arizona. 

Source: City of Tempe, Arizona, Annual Budget, 1968-69, p. VI.
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Fig. C6. Recapitulation of the Full-tine Employees in Qima County.
(As of August 1-lR, 1968 pay period.)

Source: Supplied by Finance Department, Pima County, State of Arizona.
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APPENDIX D

A SAMPLE CLASS SPECIFICATION

Below is a sample for the class specifications employed by the 
City of Tucson, Arizona. Paragraph headings of the specifications may 

differ, but in content all specifications involve similar sort and 

line of statements.

PERSONNEL TECHNICIAN II

DEFINITION

This is advanced and difficult specialized work in one or more 
of the personnel activities, including recruiting, testing, classifica
tion, compensation, in-service training, counseling and employee 
development.

An employee of this class performs responsible advanced techni
cal work in recruiting applicants, examining qualifications of appli
cants, in the administration of classification and compensation plans, 
in the employee development program,, or in the employee occupational 
health program for the entire city organization. Responsibilities may 
also include some supervision over the professional and clerical 
employees. Work involves the application of technical knowledge and 
personal judgment to a variety of technical personnel problems. Work 
is performed under general supervision, and considerable latitude is 
allowed in applying initiative and judgment but all work is accomplished 
within established policy. Programs and problems which require 
advanced decisions and determination are subject to the review of the 
Personnel Director or his assistant.

EXAMPLES OF WORK PERFORMED

Plans and organizes assignments to achieve established 
objectives and time schedules.

Interprets and explains personnel rules and transaction pro
cedures to department heads, employees and applicants.

Makes field studies of position duties and responsibilities 
and prepares reports on findings; prepares class specifications or
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revises existing specifications in the maintenance of the classification 
plan and performs other research studies involved in the administration 
of the position classification and pay plans.

Assists in evaluating training needs; ascertains employee 
interest in training courses; evaluates course materials; assists in 
selection of instructors, prepares schedules and course descriptions 
and evaluates teaching techniques of instructors.

Assists supervisors in counseling employees on any problems 
affecting vork performance.

Assists supervisors by instructing new Personnel Technicians 
and Personnel Aides.

Gathers pertinent information and drafts questions to be used 
in testing applicant qualifications.

Reviews applications for employment, evaluates experience and 
training presented and makes recommendations for acceptance or rejec
tion.

Acts as monitor at examinations and keeps necessary records.
Grades examinations, established curves and cutoff points; 

interprets and evaluates examination results, and reports results.
Counsels city employees, job applicants and unsuccessful job 

applicants.
" Prepares examination bulletins, distributes recruitment infor

mation to attract the best qualified applicants and prepares press 
releases of information on the various phases of the personnel program.

Assists the Personnel Director in making studies of depart
mental operations and personnel needs and in the preparation of the 
various personnel reports.

Assists the Personnel Director in the administration of the 
employee health program and coordinates all aspects of the group 
insurance plan.

Performs related work as required.

REQUIRED KNOWLEDGES, SKILLS AMD ABILITIES

Considerable knowledge of personnel methods and techniques of 
modem public personnel administration.

Working knowledge of the principles of public administration 
and of government organization.

Working knowledge of statistics and statistical theory and of 
tests and measurements theory and practices.

Ability to write clear, complete, accurate and logical reports 
and test items.

Ability to conduct effective interviews.
Ability to establish and maintain effective working relation

ship with city officials and employees, and to deal tactfully with the 
general public.

Ability to present ideas concisely and effectively, orally and 
in writing.
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Ability to explain technical personnel problems in simple, 

non-technical language.

DESIRABLE EXPERIENCE AND TRAINING
Considerable experience in specialized and technical personnel 

management work; graduation from a four-year college or university with 
specialization in personnel administration,^public administration, 
business administration or a related field.

*
Class specification supplied by the Personnel Office, City of 

Tucson, Arizona.
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