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The problem of this study is to determine the role of

the administrative assistant in the public schools of Texas,

as perceived by superintendents, and to compare the findings

with recommendations which are found in the literature.

The purposes of the study are to determine the func-

tions and responsibilities of the administrative assistant;

to determine if the perceived role of the administrative

assistant differs from the role of other administrative

personnel; to determine if school enrollment is a factor in

the utilization of the services of an administrative assis-

tant and the functions performed by the administrative

assistant; to develop a list of the most common functions

performed by the administrative assistant, as perceived by

the superintendent; to compare recommended functions to actual

duty functions; and to develop a job description for the

position of administrative assistant.

Data gathered by questionnaire from forty-eight Texas

public schools were analyzed and tabulated.



This study contains five chapters and an appendix. The

first chapter includes an introduction, statement of the

problem, purposes, questions to be answered, background of

the study, definitions, and limitations of the study. In

addition, Chapter I contains a description of the instrument

used together with procedures for collection and analysis of

data. Chapter II reviews the related research, while Chapter

III contains a description of the collection of data, and

Chapter IV contains an analysis of the findings. Chapter V,

which presents a summary of the findings, conclusions, recom-

mendations, and job description, includes the following

conclusions:

1. Texas school districts employ men and women as

administrative assistants with a wide range of educational

experience leaning heavily toward administrative experience.

2. Most administrative assistants have had no previous

experience as an administrative assistant.

3. The administrative assistant is an integral part of

the leadership team. He is a staff officer, usually, with

no one reporting directly to him. He reports directly to

the superintendent.

4. The larger school districts are more likely to have

the services of additional administrative assistants than the

smaller school districts.



5. The starting salary of the administrative assistant

is generally less than those of other central office

administrators.

6. The administrative assistant is considered a staff

officer a majority of the time and has less authority than

a line officer of equal position in staff organization.

Based upon this survey, the following recommendations

are included:

1. It is recommended that each school district that

employs the services of an administrative assistant develop

a good evaluation program of the position.

2. It is recommended that each school district clarify

the working relationships in the leadership team. That each

district study the status of the administrative assistant as

a member of the leadership team.

3. It is recommended that additional research should

be undertaken to broaden the scope of knowledge of the duties

and expectations of the administrative assistant.

4. It is recommended that the administrative assistant

should have a varied background and understanding of the

operational procedure of school systems in general.
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CHAPTER I

INTRODUCTION

School administration is the framework for the core of

school instruction. It is a vehicle for combining teachers,

pupils, space, materials, and books for effective learning.

"Science, democracy, power, authority, leadership, selfhood,

equality, freedom, love--are names of ways of thinking about

aspects of life as it confronts administration" (14, p. 23).

Campbell, Cunningham, McPhee, and Nystrand concur when

they indicate that the administrators' duties are many and

varied (4, p. 253). The administrator is to be the edu-

cational leader, competent in business management; plant

construction, operation, and maintenance; personnel adminis-

tration; and community relationships. He is expected to be

a manager--a social engineer--able to energize the resources

of the district and to give direction to the enterprise. The

successful administrator will find the following factors to

be important: (1) ability to see the whole picture, (2) un-

usual understanding of people, (3) unusual ability to live

with a high pressure job, and (4) ability to handle the multi-

tude of technical aspects of the job (4, pp. 6-7).

Even if the superintendent has the above qualities, when

a school district attains a certain size with a certain number

1



2

of teachers and pupils, the superintendent must have assis-

tance to perform his duties effectively. This aid is

available through the addition of personnel to the central

office staff. The additions may come with a title such as:

Assistant Superintendent--Finance; Assistant Superintendent--

Transportation; Assistant Superintendent--Personnel; Assis-

tant Superintendent--Curriculum; or simply Administrative

Assistant.

As the enrollments of the school districts continue to

increase, more specialization by individual members of the

leadership team will be necessary (4, p. 254). This

specialist may not be considered as an assistant superinten-

dent but as an administrative assistant.

In the administrative team, the administrative assistant

is often a reflection of the superintendency. The position

superintendent of schools consists of many functions; several

of these are often carried out by the administrative assistant,

which makes this position an extension of the superintendency.

The administrative assistant as a member of the leadership

team usually will not hold the rank or receive the same

salary as an assistant superintendent (7, p. 130).

Statement of the Problem

The problem of this study was to determine the role of

the administrative assistant in the public schools of Texas,
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as perceived by superintendents, and to compare the findings

with recommendations which are found in the literature.

Purpose of the Study

The purposes of this study were as follows:

1. To determine the functions and responsibilities of

the administrative assistant;

2. To determine if the perceived role of the adminis-

trative assistant(s) differs from the role of other adminis-

trative personnel;

3. To determine if school enrollment is a factor in:

(a) utilization of the services of an administrative

assistant; (b) the functions performed by the administrative

assistant;

4. To develop a list of the most common functions

performed by the administrative assistant, as perceived by

the superintendent;

5. To compare recommended functions to actual duty

functions;

6. To develop a job description for the position of

administrative assistant.

Questions for Which Answers Were Sought

1. What is the tenure of each administrative assistant

and the mean for the group?

2. What type of certification does each administrative

assistant hold?



4

3. What is the status of the administrative assistant

as a member of the administrative team?

4. What are the main functions of each administrative

assistant, as perceived by superintendents?

5. What is the highest level of formal education, and

what type of educational experience does each administrative

assistant have?

6. What educational experience did each administrative

assistant have before becoming an administrative assistant?

7. What is the position of the administrative assistant

in staff organization?

8. What is the age and sex of each administrative

assistant?

9. What is the number of administrative assistants

employed in Texas public schools?

10. How does the starting salary of the administrative

assistant compare with the starting salary of the high school

principal?

11. What are the functions performed by the administra-

tive assistant(s) and how do the functions differ according

to pupil enrollment?

12. What is the status of the administrative assistant(s)

when compared to recommendations in the literature?

13. What is the role of the administrative assistant in

planning the financial program of the school district?



14. What is the role of the administrative

in public relations?

15. What is the role of the administrative

in curriculum planning?

16. What is the role of the administrative

in planning school facilities?

17. What is the role of the administrative

in the selection of school personnel?

assistant

assistant

assistant

assistant

Background and Significance of the Study

As school districts have increased in size, areas of

educational administration have become more specialized. The

modern school has more kinds of educational administration

than that of the superintendency. "Today, every school

district needs, calls for, and, indeed, must have the quali-

ties of greatness in its educational leaders" (1, p. 3) . As

the superintendency developed, so did varied central office

administrative positions, such as the administrative

assistant.

Daniel E. Griffiths, (8, p. 2) in The School Superin-

tendent classifies the historical development of the

superintendency into three stages:

1. 1873-1910--The superintendency was essentially

instruction-oriented.

2. 1910-1945--The superintendent was essentially a

businessman, more interested in budget than instruction.

5
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2. 1945-1975--The superintendent entered a period

wherein his position is viewed as that of a professional

school administrator. The professional administrator is one

who is trained in and interested in all areas of the school

system. He understands both the academic and financial

areas of school life and is the educational leader in both

areas.

Campbell, Cunningham, McPhee, and Nystrand forecast a

change in administrative structure when they stated, in 1970,

that

The years ahead will probably bring fewer
school districts and an increase of teacher con-
trol over school matters. These two developments
might suggest we will have fewer school adminis-
trators in the future. We think that there will
be fewer superintendents, but a greater number of
principals and central office administrative
assistants (4, p. 263).

Thus, central office staffs will be larger than they are

now and individual schools will be larger (4, p. 253). Larger

and more varied administrative staffs will require more

coordination. Therefore, "Large schools will have more

administrative assistants" (4, p. 253). The administrative

staff should work as a team in which each member of the team

retains his individuality. Through careful planning and

organization, each member of the team assists in completing

specific functions of the overall leadership picture. To

aid in reaching the above goals, some superintendents are

acquiring the services of an administrative assistant.
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Following are two short job descriptions which reflect com-

pletely different communities and their ideas concerning the

functions of the administrative assistant (7, p. 108).

Derry is a rural area which is going to expand rapidly

as a result of industry.

In the Derry school district, the administrative
assistant will: (1) help the superintendent; (2) be
a staff officer responsible to the superintendent;
(3) recruit, screen, and orientate new faculty members;
(4) provide some assistance for the superintendent in
working with system-wide curriculum committees; (5)
be an extension of the superintendent, representing
him at meetings when the latter cannot attend; (6)
assist the superintendent in meeting visitors, pre-
paring reports, and solving minor problems (7, p. 113).

Midcity is a city whose population is 95,000.

Tha administrative assistant in Midcity's
organization represents a relatively new type of
staff functionary, quite common in military organi-
zation and appearing with increasing frequency in
educational and industrial organization. He is
really an extension of the superintendent. He is
quite familiar with his chief's decision-making
habits and policies. He represents his chief in
matters of administrative detail. He keeps an eye
on the organization, forestalls failures in com-
munication and coordination between other line and
staff officers, clarifies misunderstandings, collects
and disseminates information, acts as executive
secretary for the superintendent's cabinet and other
groups which the superintendent leads, screens all
demands upon the superintendent's daily schedule,
manages the nonprofessional personnel in the super-
intendent's office, and performs other similar duties.
He has no one responsible to him, and status is below
that of other executives reporting to the superin-
tendent. He should in no way dilute the responsibility
of the superintendent. His primary reason for being
is to relieve the chief from as much burden of
routine as possible, leaving the chief free to con-
template major issues and problems, and to plan and
spend time with the line and staff officers (7,
p. 130).



8

Just as Derry and Midcity reported having administrative

assistants, sixty-six Texas school districts listed adminis-

trative assistants in the Texas Public School Directory for

the 1974-75 school year. Forty of these school districts

reported Average Daily Attendance (ADA) of 5000 and under

while twenty-six school districts reported ADA of 5001 or

more. The school district with the smallest number of stu-

dents reporting an administrative assistant showed 672 ADA

(16, pp. 237, 143). The school district with the largest

number of students reporting an administrative assistant

showed 198,238 ADA (17, pp. 196, 65).

Definition of Terms

For the purpose of this study, the following definitions

were formulated:

Administrative assistant--To be considered in this study,

each administrative assistant must have the official title

of Administrative Assistant and be a member of the central

office staff.

Population--Population in this study refers to all school

districts in Texas who employ personnel with the official

title of Administrative Assistant.

Group I--School districts that report the services of

an administrative assistant and have an ADA of 5000 or less

in the 1974-75 school year.
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Group II--School districts that report the services of

an administrative assistant and have an ADA of 5001 or more

in the 1974-75 school year.

Limitations

The study was limited to public schools in the state of

Texas that are currently utilizing the services of a person

whose title is Administrative Assistant. The study reflects

information from those school districts whose superintendent

responded to the questionnaire.

The study reflects the population of administrative

assistants in Texas that have been identified by at least

one of the following: (1) Texas Education Agency, (2)

Departments of Education of twelve colleges and universities,

(3) one of the twenty Education Service Centers, or (4) the

Public School Directory for Texas.

Instrument

In order to develop this study, a questionnaire repre-

senting the chief functions of the administrative assistant

was submitted to an advisory panel of six persons. The

panel consisted of three college professors in the field of

administrative leadership and three superintendents who

employ administrative assistants. The role of the panel was

to substantiate that the areas under consideration are in

fact areas of major importance. The panel recommended

additional functions or suggested deletions as needed.
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Following the suggestions of the panel and guidelines

by educational specialists, a questionnaire was developed

and mailed to all individual school districts reporting an

administrative assistant. The questionnaire reflected the

choices of the panel in the precise areas to be investigated.

This procedure should lend validity and reliability to the

study.

The school districts were divided into two groups.

Group I was school districts which reported an administrative

assistant and had 5000 or less ADA during the last reporting

period. Group II was school districts which reported an

administrative assistant and had 5001 or more ADA during the

last reporting period.

Procedures for the Collection of Data

The questionnaire was sent to superintendents of school

districts that had been identified as employing an adminis-

trative assistant(s). A minimum return of 65 per cent in

each category was previously determined to be adequate to

support the objectives of this study.

The procedures for collection of data included the

following steps: (1) A letter was sent to each superin-

tendent explaining the study. Included in the initial letter

was the questionnaire and a request to have it returned with-

in thirty days. (2) If the questionnaire was not returned

in thirty days, a reminder note was sent. (3) If the
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questionnaire was not received within an additional thirty

days, the superintendent was contacted by telephone to ask

his assistance in returning the completed questionnaire.

Procedures for Analysis of Data

The data from the survey instrument were compiled,

reported, and tabulated. Tables were constructed that re-

flect the choices selected for each survey question. The

tables reflect numbers and/or percentages of returns by

each group.

Conclusions and recommendations were drawn from data

collected from the survey instrument and a review of the

literature on the role of the administrative assistant.

Summary

Chapter I introduces the study, stating the problem, the

purpose of the study, the questions to which answers were

sought, background and significance of the study, the

definition of terms, limitations, development of the survey

instrument, procedures for the collection of data, and pro-

cedures for analysis of data.

A review of literature and a study supplemental infor-

mation related to the administrative assistant and his role

in public schools are presented in Chapter II. The details

of the procedures followed in completing the study are re-

ported in Chapter III. The analysis of the data gathered by

the use of the questionnaire prepared for this study is
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presented in Chapter IV. A summary of the study, findings,

conclusions, and recommendations based upon this investi-

gation are given in Chapter V.
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CHAPTER II

A REVIEW OF LITERATURE AND SUPPLEMENTAL DATA

The review of literature and supplemental data was

undertaken to provide an understanding of the historical

development of the position of the administrative assistant.

A basic understanding of this problem was essential prior to

the administrative assistant in Texas public schools as

viewed by the superintendent. Since the administrative

assistant reflects the superintendency, a review of literature

was also undertaken to provide an understanding of the his-

torical development of the school superintendency, the

recognized responsibilities and characteristics of the

effective superintendent, and the qualities present in a

successful leadership team.

The materials reviewed included books, journal articles,

professional organization reports, and Texas Education Agency

records and reports. The review of literature is presented

in the following organizational sequence: (1) the historical

background of educational administration, (2) the historical

background of the public school superintendency, (3) the

background and reasons for having an administrative team, and

(4) the historical background and role of the administrative

assistant.

15
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The Historical Background of
Educational Administration

The public school has served as an agent of social

change and mobility. As cities grew in population, the

school enrollments increased so rapidly that the lay boards

of education, who had administered the schools in the past,

found the job too big to handle. Administering the schools

became a complex and cumbersome affair when the schools grew

to the point of having ten or more teachers (30).

Mort and Ross state that school administration is the

framework and inspiration for the core of the school instruc-

tion. It is the conditioner and the avenue of popular

control. It sets the bounds, by omission and commission,

positively and negatively, for what goes on in the classroom.

It is the machine for combining teachers, pupils, space,

materials, and books in such a fashion as to be conducive to

learning (43, p. 10). Early in the history of local school

systems it became apparent that if education was to keep

pace with the needs of society, responsibility for leadership

would have to be established (23).

Educational administration is the process
of integrating the efforts of personnel and of
utilizing appropriate materials in such a way
as to promote effectively the development of
human qualities. It is concerned not only with
the development of children and youth, but also
with the growth of adults, and particularly with
the growth of school personnel (25, p. 19).

Public school administration calls for interaction among

the man, the school, and the social system of which the
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school is a part. It appears that the degree of success

enjoyed by an administrator is determined largely by the

quality of this relationship (26, p. 156).

In essence, his role is determined by the
nature of his function in the environment, the
nature of the man, and the way the man sees
himself relating to his function (26, p. 157).

Jenson and Clark stated that since the 1950's the study

of educational administration has been undergoing a period

of ferment. The change can be observed in the content of

the textbooks used for preparing school administrators, the

substance of professional meetings, the research being con-

ducted, and the scholarly writings of the students in the

field (37, p. 59).

As the nature of educational administration changed

after the opening of the twentieth century, there was a

gradual acceptance of the idea that the board of education

is a policy-making body and that the administration of board

policies should be delegated to the superintendent. Thus by

1920 the present concept of the relationship of the board

and the superintendent had been developed and put into oper-

ation quite generally (20, p. 20).

The superintendent is the educational leader but he also

reflects the attitude of the local board of education. One

of the major duties of the superintendent is to make sure that

the policies prescribed by the board are activated and

carried out. Thus each school district, through board
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representation and the main educational leader, represents

the personality of the community.

The Historical Background of the Public
School Superintendency

Campbell commented on the creation of the office of

superintendent of schools by pointing out that during our

early history, school management was a function performed by

lay citizens (13, p. 9). He stated further that with the

growth of cities and the merger of school districts within

cities, and the problems of school districts within cities,

the problems of school administration became too demanding

for part-time, lay school board members, and this led to the

creation of the office of superintendent of schools (13,

p. 10).

The early development of the local school superinten-

dency took place during the last half of the nineteenth

century. This administrative position was not established

by action of state legislature; it was a product of local

forces and needs. Only a very small number of large cities

employed a superintendent of schools before 1850. By 1890

most large cities employed superintendents (30, p. 20).

Public school administration during the nineteenth

century was a relatively simple and unspecialized calling.

In many cases the early superintendents were not professional

educators. They had short tenure and low pay.
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Initially the superintendent was instruction-oriented

with his main concern almost totally instruction. Griffiths

related that during this first period of development, the

chief school administrators saw themselves, and others saw

them, as scholarly educational leaders and, depending on the

man, to some extent as philosophers (23, p. 21). Griffiths

notes that as the first period in the development of the

school superintendency reached its climax, a number of

obvious trends were developing. Foremost among the trends

was the changing self-image of the superintendent. Some of

the pressures causing the changes were the social conditions,

the dominance of business ideology, and national efforts to

make the curriculum more practical (23, p. 16).

Secondly, the superintendent was essentially a business-

man, whose main goal was the planning and instrumentation of

the budget and acceptable procedures for good business prac-

tices. The second period of development, beginning in 1910

and ending in 1945, saw the manager superintendent emerge.

Superintendents were fascinated with the technique of mass

production and with the organizational structure of large

corporate enterprises. This led school superintendents to

apply the same technique to education (23). It seems that by

1910 the prestige of business and the businessman was on the

rise and most Americans were urging that business methods be

applied to the operation of public schools.
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Thirdly, the superintendent entered a period wherein

the position is viewed as that of a professional school

administrator. The professional administrator is a combi-

nation of the instruction oriented leader and the business

director. The professional administrator is trained and

interested in all areas of the school system. He under-

stands the academic and financial areas and is the educational

leader in both areas (10, p. 2).

Boards of education expect the superintendent
to be an educational leader. They expect--and
rightly so--competence in business management,
plant construction, operation, and maintenance;
personnel administration; and community relation-
ship. They also expect the superintendent to be
a manager--a social engineer--able to energize
the resources of the district and to give direction
to the enterprise (4, p. 3).

In The School Superintendent, Griffiths states that:

The position of superintendent of schools is
one of the most important positions in American
public education today; yet it has not always been
so. In fact, American education existed for 200
years before the superintendent was appointed, and
it was another sixty years before any appreciable
number of cities saw fit to follow the lead pioneers
in the development of the superintendency (23, p. 1).

Jenson and Clark mention six distinct areas as being an

integral part of the superintendency. These areas are:

(1) deliberating, (2) decision making, (3) programming, (4)

stimulating, (5) coordinating, and (6) appraising (37, p. 54).

Each area is broad and reflects the many and varied duties

the superintendent is expected to perform.
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Miller and Spalding list fifteen areas for which the

superintendent is directly responsible (40, p. 221). The

areas listed are not meant to be inclusive of all duties, but

are representative of the most common duties that demand

administrative decisions. Included in the list of decisions

the superintendent must make are:

1. Deciding who is to be educated (40, p. 221).

2. Planning the educational program (40, p. 239).

3. Administering changes in the educational program

(38, p. 265).

4. Organizing the curriculum (40, p. 274).

5. Selecting personnel (40, p. 297).

6. Planning the programs of tenure, retirement, and

leaves (40, p. 306).

7. Developing the job descriptions for the district

(40, p. 317).

8. Developing policies that control termination of

personnel, retirement, and dismissal (40, p. 351).

In addition, the superintendent must be:

1. Familiar with personnel records and record keeping

(40, p. 351).

2. Familiar with the status of the school plant (40,

p. 355).

3. Familiar with school transportation (40, p. 383).
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4. Familiar with and responsible for policies that

control the procurement and storage of supplies and equip-

ment (40, p. 400).

5. Familiar with inventory and storage procedures (40,

p. 406).

6. Familiar with the community and school tax structure

and capabilities (40, p. 405).

7. Familiar with state fiscal practices and able to

develop a budget that will adhere to the legal aspects and

meet the needs of the local school district (40, p. 409).

Benjamin Sachs (43, p. 388) lists the characteristics

of the superintendent as follows:

1. A good superintendent has personal insight--he is

able to understand and evaluate his own point of view.

2. A good superintendent encourages the expression and

exchange of ideas--he can make it possible for others to

express themselves as well as indicate their point of view.

3. A good superintendent has insights into individuals

and society--he is able to understand and to express empathy

with others who may disagree with him.

4. A good superintendent has creative ability--he is

able also to release the creative energies of other people.

5. A good superintendent integrates various points of

view--he can utilize the ideas of his staff and successfully

translate them into a plan of action.
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Dr. George B. Brain states that leadership is the pro-

cess of working with other people to identify and achieve

common goals in a meaningful way (8, p. 13). "Keep in mind

that you are in the school to work for the students and

teachers and not they for you"(8, p. 17). "For good instruc-

tional leadership, the essential ingredient is a warm interest

in people, based on a genuine desire to share ideals in the

quest to meet educational needs" (8, p. 20).

The conception of today's superintendent of schools is

that of social scientists and perhaps, as Griffiths points

out, a return to the philosopher--superintendent of the

nineteenth century (23, p. 41).

The Administrative Team

The superintendency consists of a constellation
of tasks which need to be performed. As soon as
there is more than enough work for one fulltime
administrator, it becomes necessary to subdivide
the work and organize a central office for the school
system (42, p. 63).

Organization is that function of administration
which attempts to relate and ultimately fuse the
purposes of an institution and the people who com-
prise its working parts. It is the continuously
developing plan which defines the job and shows how
it can be efficiently and effectively accomplished
by people functioning in a certain social environment
(22, p. 10).

Administrative service positions are all
positions requiring administrative or executive
performance in one or more of these areas: coordi-
nation and direction of school activities, coordination
of interrelationships with the community improvement
of educational opportunity, obtaining and developing
personnel, providing and maintaining funds and
facilities (16, p. 161).
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It is obvious that if the school system is small and

there are only one or two assistants on the leadership team,

working with peer-level colleagues is not particularly

difficult. However, as the school system becomes large and

complicated, and the number of cabinet-level assistants in-

creases, working closely with peer-level colleagues may

become a significant problem. In many systems there are

almost daily contacts, usually of an informal nature, which

enable the second-echelon administrators to confer and keep

in close contact as they perform their varied responsibilities

(2, p. 3).

The central office administrative staff is
necessitated by at least two major factors. In
the first place, even a small school system is a
complex operation. One man cannot be everywhere
and do everything involved in the overall adminis-
tration of such a system. Secondly, studies of
administration have long shown that the top
administrator in an organization cannot deal
effectively on a direct and continuous basis with
every other member of the organization (11, p. 368).

As the size of the leadership team increases, the need

to clarify working relationships becomes more acute. Two

kinds of relationships are involved: the countless daily

informal contacts between members of the team, and the more

formal relationships in the cabinet meetings at which the

superintendent and team members exchange viewpoints and make

decisions about the operation of the school system (2, p. 46).

The degree of second-echelon involvement in the top-

level decision making depends upon the philosophy of the
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school system, perceptions of the superintendent himself,

and policies of the board of education. Most decisions are

made on the basis of detailed information and considerable

staff work must be done before sound decisions can be made.

To work effectively as a leadership team member, the following

are some of the qualifications cited as being essential.

1. Skills in the areas of written and oral communi-

cation.

2. Demonstrated ability to work with peers in a team

relationship in which the individual can be both a leader

and a follower; catalytic skills for pulling together

divergent ideas and views of staff members.

3. Ability to coordinate and plan.

4. Ability to see what has to be done and tenacity to

stick to the task until it is completed.

5. Capacity to live with pressure and to "roll with

the punches" due to demands which have intensified markedly

in recent years.

6. Inclination to develop a sound and well rooted

philosophy based on viable leadership principles.

7. Possession of a sense of humor, especially in

relationship with "superiors" and colleagues.

8. Good background and understanding of the operational

procedures of school systems in general (especially important

if the individual is to function as a general administrator).
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9. Maturity, including the ability to accept (perhaps

expect) an increasing amount of adversity.

10. Demonstrated evidence of loyalty to professed prin-

ciples and beliefs regarding life and education (2, p. 39).

Attention to the importance of good working relation-

ships is required. Members of the team should be made to

understand that a high priority is placed upon the relation-

ships. In addition, every effort should be made to antici-

pate breakdowns in communication among team members and to

apply appropriate preventive action in order to forestall

serious ruptures in team member interaction.

In view of the fact that the second echelon adminis-

trator is often given difficult assignments and is being

asked to make harder and harder decisions, it is only rea-

sonable to expect that he needs frequent reinforcement by

the superintendent. There is a need for a close sense of

identity with the chief executive's expectations and for

reassurance that his support will be forthcoming if the

assistant makes a decision or takes an action which backfires

or is not entirely successful (2, p. 43).

A cluster of supportive administrative
positions has gradually been created to enable
the superintendent to amplify his efforts. When
referring to the superintendency today, therefore,
it is more realistic to consider it as a leader-
ship team than as a unitary position (2, p. 24).
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The Historical Background and Role of the
Administrative Assistant

Griffiths, Clark, Wynn, and Iannaccone made an inter-

esting distinction between various kinds of staff officers.

They write that

Staff officers may be classified as either
coordinative or advisory. Coordinative staff
officers assist the chief administrator in the
discharge of many detailed functions of his
position and aid him in the general coordination
of school affairs. Any authority they may
exercise is derived from the chief school ad-
ministrator and exercised in a specific situation.
For examples, staff officers are not assigned
authority to handle an area of school operation
or given responsibility for that area. This type
of staff officer must, however, be a generalist
skilled in working with people (22, p. 23).

Advisory staff officers are specialists who
supply expert assistance upon request. They have
no authority except that which comes from their
specialized knowledge in an area (22, p. 24).

The role of some persons on the central office staff is

that of providing special expertise in certain phases of

school operation. Assistant superintendents are examples of

people who assume such a role. Usually each assistant super-

intendent has been employed because of his expertise in his

particular field of specialization (12, p. 222).

Other specialists are often needed in the
school. They may have various titles depending
upon where they work and the manner in which
their specialty is used. The title of adminis-
trative assistant connotes staff rather than line
responsibility. Staff personnel carry out specific
assignments for their superior officer while line
officers direct the work of a number of other
people. The superintendent may employ a general
administrative assistant who performs a variety of
tasks assigned to him. In contrast to this, a
research assistant or an assistant in communications
may have a specific function (12, p. 222).
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Forrest E. Conner, Executive Secretary of the American

Association of School Administrators states, "Able school

administrators who serve as assistants are of inestimable

worth to superintendents of schools" (2, p. v). Conner

further states that the responsibilities of chief school

executives have become so complex and extensive that a corps

of top level assistants, to provide a wide variety of

specialized functions, is absolutely essential (1, p. 6).

"So complicated and demanding has the superintendency become

that those who hold the position have been obliged to depend

upon a wide variety of expert assistants in meeting their

leadership responsibilities" (2, p. 11).

The factor that has had the greatest impact upon the

size of the central office staffs in the last five years,

regardless of size of school system, has been the increase

in educational services for all pupils. The second most in-

fluential factor in expanding central office staffs has been

the increase in compensatory programs. Larger school enroll-

ments due to population growth are the third most significant

cause for central office staff increase. Change in organi-

zational structure ranks next in importance (2, p. 27).

The title of position varies, ranging from administrative

assistant or assistant for administrative services to deputy,

associate, or assistant superintendent. The general adminis-

trator's chief function is to assist the superintendent in the

coordination of administrative services. In fact, he is the
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superintendent's alter ego, his stand-in when necessary, and

his delegated representative on many occasions. Change in

title or reclassification is usually a result of tenure in

the position, a way to recognize satisfactory or outstanding

service,or a means of granting salary increments. Normal

progression in advancement is usually from administrative

assistant to deputy superintendent. "In many school systems

this 'alter ego' role is performed by the assistant with the

longest tenure or the broadest responsibility" (2, p. 29).

Griffiths, Clark, Wynn, and Iannaccone state in dis-

cussing the Derry School District that as the school grows

the superintendent must be kept as free as possible from

time-consuming details. They want to capitalize upon his

alert and vigorous mind, to keep it free for coping with

major problems and plans. An administrative assistant will

be hired to help the superintendent. He will be an extension

of the superintendent, representing him at meetings which the

latter cannot attend. Wherever possible, he will assist the

superintendent in meeting visitors, preparing reports, and

solving minor problems (22, p. 114).

The administrative assistant must be able to function

as an expert or a generalist as the situation demands. The

experiences of the administrative assistant must be as wide

and varied as the functions he performs as a member of the

administrative team. The role of the administrative



30

assistant, as a staff member in the central office staff,

places him in a unique relationship with the superintendent

(12).

Often the major administrative assistants in a larger

school system form a kind of cabinet which works with the

superintendent on problems of coordination as well as other

aspects of administration (4, p. 369). The cabinet is an

integral part of the school system. As school districts

grow and become more complex, the planning process of the

central office staff calls for more specialization by the

staff (11).

The Derry School District (for example) is expected to

grow very rapidly from a school population of 1,500 students

to about 10,000 students in nine years (22, p. 109). The

district administrative organization is divided into five

phases. Phase one will be activated when student population

reaches 2,000. At that time, an administrative assistant

will be added to the central office staff (22, p. 125). As

the school district grows and additional administrative

assistants are needed, the administrative assistants, as

reflected by organizational charts, will continue to be the

right hand of the superintendent.

Figures 1 and 2 show the relationship of the adminis-

trative assistant to the superintendent in the Derry school

and the place held in the organization of the school system.

Figures 1 and 2 reflect that growth in a small system does not
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change the unique organizational status of the administrative

assistant. Figure 3 demonstrates the closeness of the

administrative assistant to the superintendent in a larger

school system and the similarity of organization of both

school districts.

Administrative assistants will be added

1. When the student population reaches 6,000,
another administrative assistant will be
hired for a line position between principals
and superintendent (22, p. 125).

2. When school population reaches 8,000,
additional administrative staff below the
assistant superintendent will be hired
(22, p. 126).

Another example, Midcity, has a school population of

13,500 in twenty-two schools (22, p. 127). In Midcity the

administrative assistant is familiar with the decision making

process of the superintendent and keeps an eye on the organi-

zations in the school district (22, p. 130).

The administrative organization of Midcity reflects

several characteristics of a large school organization; in-

creased specialization of function, more elaborate machinery

for coordination and communication, and increased complexity

of interrelationships among personnel.

The superintendent is the chief executive
officer of the board of education. Responsible
for the execution of board policy and for the
general administration of the school system, he
has enlisted the broad participation of appropriate
members of his staff in recommending policies to the
board. His duties and responsibilities are carefully
defined in the rules and regulations of the employing
school system. The superintendent is viewed as the
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person responsible for planning the overall nature
and scope of the educational program, organizing
the staff to promote and facilitate the execution
of plans and policies, coordinating the efforts
and activities of various elements of the pro-
fessional and nonprofessional staff, and evaluating
the effectiveness of all activities in terms of
purposes for which the school exists--the education
and development of children (22, p. 128).

The administrative assistant is really an extension of

the superintendent. He works directly under and with the

superintendent. He has no one responsible to him and his

status is below that of other executives reporting to the

superintendent. He does not dilute the responsibility of the

superintendent but relieves the superintendent from the burden

of routine so that the chief official may contemplate major

issues and problems, and plan and spend time with line and

staff officers (22, pp. 130-131).

To work effectively,

1. The administrative assistant must fulfill the goals

of the organization.

2. The administrative assistant must make use of other

people in fulfilling goals, not as if they were machines, but

rather in such a way as to release their initiative and

creativity.

3. The administrative assistant must face the humani-

tarian aspects of his position. He wants the people who work

for him to be happy--the idea that under suitable conditions

people will do better work than they will under unsuitable

conditions.
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4. The administrative assistant must try to build into

the organization provisions for innovation, for change, and

for development (4, p. 69).

In March 1969, the Educational Research Service of

AASA and NEA prepared and distributed to 300 school systems

a questionnaire of organizational structure, levels of

decision making, composition of the superintendents' cabinet,

trends in increase or decrease in size of central office

staffs, reasons for changes, and organizational charts to

make comparisons possible (2, p. 16).

The Educational Research Service survey provided data

making it possible to analyze levels of positions in seven

administrative functions: general administration, instruction,

business administration, staff personnel, pupil services,

public relations, and human relations. The comparisons among

positions in these areas were made in terms of the four

cabinet levels listed above (I--assistant superintendent, or

higher title designations, II--director, III--supervisor,

and IV--coordinator), with the addition of Levels V and VI,

administrative assistant and titles of lesser rank. Levels

V and Vi have been combined here for comparison purposes (2,

p. 21).

As a result of the Educational Research Survey, almost

6,800 positions were listed (2, p. 22). The levels of

distribution included: (1) Level I--Assistant Superintendent--

9 per cent, (2) Level II--Director--19 per cent, (3) Level
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III--Supervisor--30 per cent, (4) Level IV--Coordinator--

23 per cent, and (5) Level V--Administrative Assistant--19

per cent. A numerical breakdown reflects: (1) Level I--

612, (2) Level II--1,305, (3) Level III--2,009, (4) Level IV--

1,582, and (5) Level V--l,288 (2, p. 22).

The American Association of School Administrators ranked

the functions of the five levels reflected in the study (2,

p. 23). Ranking by level of position includes

Level I--Assistant Superintendent

1. General Administration
2. Staff Personnel
3. Human Relations
4. Business Administration

5.5. Instruction
5.5. Pupil Relations

7. Pupil Services

Level II--Director

1. General Administration
2. Public Relations

3.5. Business Administration
3.5. Human Relations

5. Staff Personnel
6. Instruction
7. Pupil Service

Level III--Supervisor

1. Instruction
2. Business Administration
3. General Administration
4. Staff Personnel

5.5. Pupil Services
5.5. Human Relations

7. Public Relations

Level IV--Coordinator

1. Pupil Services
2. Instruction
3. Business Administration
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4. Staff Personnel
5. Public Relations
6. Human Relations
7. General Administration

Level V--Administrative Assistant

1. Public Relations
2. Pupil Services
3. Human Relations
4. Instruction
5. Staff Personnel
6. Business Administration
7. General Administration

Table I ranks each administrative function in relation

to the percentages of persons holding the positions of assis-

tant superintendent, director, supervisor, coordinator, and

administrative assistant.

Three functions--instruction, business administration,

and general administration--tend to hold higher ranked

positions in the leadership team than the other four func-

tions, which rank in the following order: staff personnel,

public relations, human relations, and pupil services (2,

p. 21).

Table II ranks each administrative function in relation

to level and position. The areas of function are: (1)

general administration, (2) instruction, (3) business adminis-

tration, (4) public relations, (5) staff personnel, (6) pupil

services, and (7) human relations.

The administrative assistant is consultant to the

superintendent, implementer of board policies, communicator

and interpreter of school system activities, record keeper,
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personal recruiter, supervisor and evaluator, adviser on

legal and financial matters related to education, negotiator,

researcher, superintendent's representative (2, p. 29).

Very often an assistant to the superintendent is selec-

ted with competences which supplement those of the superin-

tendent. The position is an excellent proving ground for

advancement to the superintendency.

As the superintendent has become more completely and

sometimes exclusively concerned with broader policy-level

activities, he has turned to the leadership team members to

assist him in board meetings and to carry through with the

determinations made by the board of education. Some boards

of education have come to look to the total administration

team for managerial leadership (2, p. 31).

Figure 4 reflects the level of rank of position by

areas as found in larger school systems. The organization

here is representative of school districts with 50,000 or

more students.

Figure 5 reflects the level of rank of position by

areas found in medium-size school districts. The organi-

zation here is representative of school districts with

25,000 to 49,000 students.

Figure 6 reflects the level of rank of position by

areas found in smaller school systems. The organization

here is representative of school districts with 25,000 or

less students.
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LEVEL
I

LEVEL General Administration,
LEE Human Relations,

Public Relations

LEVEL
III

LEVEL
IV

LEVELS
V & VI

Business
Administration

Instruction A
Pupil

Services

Fig. 4--Level of rank of positions by areas found
in larger school systems (enrollments: 50,000 and above).

LEVEL Staff
I Personnel

LEVEL General
Administration

LEVEL Business Administration,
III Instruction

LEVEL
IV

LEVE LS Human Relations,

V & VI Pupil Services,.
Public Relations

Fig. 5--Level of rank of positions by areas found
in medium-size school systems (enrollments: 25,000-
49,999) .

p
I

I

I
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LEVEL General Administration,
I Staff Personnel

LEVEL Business Administration,
II Pupil Services

LEVEL Human Relations
III Instruction

LEVEL
IV

LEVELS Public Relations
V &VI

LEVEL I--Assistant Superintendent

LEVEL II--Director

LEVEL III--Supervisor

LEVEL IV--Coordinator

LEVELS V & VI--Administrative Assistant

(or lower designation)

Fig. 6--Level of rank of positions by areas found in
smaller school systems (enrollments: 24,999 and below).

Source: For Figures 4, 5, 6--American Association of
School Administrators, Profiles of the Administrative Team
(Washington, D. C., 1971), pp. 27, 29, 31.

"If the assistant is to be effective in making a wide

variety of operational decisions, he must have the oppor-

tunity to consult with the superintendent as the circumstance

arises" (2, p. 31). It would seem logical to conclude that

the relationship the assistant has with the superintendent

is one that is very close and informal, and one in which both
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parties demonstrate the highest mutual trust and confidence

in each other. "This close working relationship is the most

important ingredient in making the leadership team a viable

instrument for giving the school system effective adminis-

trative and managerial leadership" (2, p. 31). As a staff

member in the leadership team, the administrative assistant

holds a unique and important position.
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CHAPTER V

SUMMARY, FINDINGS, CONCLUSIONS, AND RECOMMENDATIONS

Summary

The major purpose of this study was to determine the

role of the administrative assistant in the public schools

of Texas as perceived by superintendents. A further purpose

was to compare the findings with recommendations which are

found in the literature.

Attention was given to a survey of factors affecting the

role of the administrative assistant. Important factors in

the study were: (a) to determine the functions and respon-

sibilities of the administrative assistant; (b) to determine

if the perceived role of the administrative assistant differs

from the role of other administrative personnel; (c) to

determine if school enrollment is a factor in utilization of

the services of an administrative assistant; (d) to develop

a list of the most common functions performed by the adminis-

trative assistant as perceived by the superintendent; (e) to

compare recommended functions to actual duty functions; and

(f) to develop a job description for the position of adminis-

trative assistant.

The study involved a review of the literature concerned

with the role of the administrative assistant, the superin-

tendency, and the role of the leadership team. In addition,

100
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conferences with superintendents of Texas schools were held

to elicit their views concerning the subject of this study.

A survey questionnaire was utilized to secure data and in-

formation concerning the actual role of the administrative

assistant in Texas public schools.

The survey questionnaire used in the study was developed

following conferences with superintendents and college pro-

fessors, and after reviewing literature and supplemental

materials. A six member advisory panel was established to

assist in the development of the instrument. The panel was

to assist in determining if the areas being studied were in

actuality areas of importance in the performance of duties

of the administrative assistant.

Following the suggestions of the panel and guidelines

by educational specialists, the questionnaire was developed

and mailed to the superintendents of all public school dis-

tricts in Texas that reported an administrative assistant.

The school districts were divided into two groups.

Group I was school districts which reported an administrative

assistant and had 5000 or less ADA during the last reporting

period. Group II was school districts which reported an

administrative assistant and had 5001 or more ADA during the

last reporting period. Forty schools in Group I were sent

questionnaires; thirty schools, or 75 per cent, returned the

completed questionnaire. Twenty-six schools in Group II

were sent questionnaires; eighteen schools, or 69.23 per cent,
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returned the completed questionnaire. A total of sixty-six

schools were sent the questionnaire; forty-eight, or 72.73

per cent, of the districts responded.

The data drawn from the questionnaire and presented in

this study represent the combined judgments and opinions of

the superintendents as to the role of the administrative

assistants in the public schools of Texas. To present the

findings of this study, the previously formulated questions

will be answered and a summary of the findings pertaining to

the question given. The questions have been answered here

in terms of the findings in Chapter IV.

Findings

The mean age of the administrative assistants in Group I

was 46.5 years and Group II was 49.2 years. Eighty-one and

four-tenths per cent of the administrative assistants in

Group I and 100 per cent in Group II were male.

In Group I 92.6 per cent of the administrative assis-

tants are married, 3.7 per cent single, and 3.7 per cent

widowed. Group II reported that 94.7 per cent of the adminis-

trative assistants are married and 5.3 per cent are single.

Neither group reported an administrative assistant that had

been divorced.

The following degrees were attained by the administrative

assistants. In Group I 19.2 per cent had only a Bachelor's

degree and 0 per cent in Group II had only a Bachelor's
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degree; 42.3 per cent of Group I and 36.8 per cent of Group

II had a Master's degree; 23 per cent of Group I and 36.8

per cent of Group II had a Master's degree plus 15 hours;

11.5 per cent of Group I and 15.8 per cent of Group II had

completed a Master's degree plus 30 hours; and 3.8 per cent

of Group I and 10.5 per cent of Group II had completed a

Doctorate.

Administrative assistants reported educational experi-

ence in the following areas: (1) 32 per cent of the admin-

istrative assistants in Group I and 55 per cent of the

administrative assistants in Group II reported elementary

school teaching experience; (2) 58 per cent of the adminis-

trative assistants in Group I and 75 per cent of the

administrative assistants in Group II reported experience

teaching at the secondary level; (3) 39 per cent of Group I

and 60 per cent of Group II report coaching experience; (4)

28 per cent of Group I and 25 per cent of the administrative

assistants in Group II reported educational experience as an

elementary principal; (5) 29 per cent of Group I and 35 per

cent of the administrative assistants in Group II reported

experience as a secondary principal; (6) 4 per cent of Group

I and 5 per cent of Group II reported experience in college

teaching. Several of the administrative assistants in Group I

and Group II reported teaching experience in more than one

of the areas listed above.
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In addition to the above areas, the administrative

assistants reported other areas of experience including:

(a) 4 per cent of the administrative assistants in Group I

and 5 per cent of the administrative assistants in Group II

reported experience as a school district superintendent;

(b) 4 per cent of the administrative assistants in Group I

and 5 per cent of the administrative assistants in Group II

reported experience as a school supervisor. Group I reported

other areas: (1) county school superintendent--4 per cent;

(2) business manager of a region service center--4 per cent;

(3) a teacher of adults in prison--4 per cent; and (4) cur-

riculum director--4 per cent. Group II reported other areas:

(1) assistant superintendent--5 per cent; (2) assistant to

the general superintendent--5 per cent; (3) assistant princi-

pal--5 per cent; and (4) experience working in the school

tax office--5 per cent.

In Group I the mean tenure for the administrative assis-

tant was 4.96 years and the mean tenure for Group II was 4.4

years. In Group I 70.4 per cent of the administrative assis-

tants came to the position from within the school district

and 78.9 per cent of those in Group II came to the position

from within the school district. In Group I the administra-

tive assistant had been employed by the school district for

an average of 6.7 years before attaining that position and

those in Group II had been employed in the school district

for an average of 14.2 years. Eighty two and one-tenth per
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cent of Group I had not been administrative assistants

before attaining their present position and 94.7 per cent

of those in Group II had no previous experience as an admin-

istrative assistant.

The certificates of the administrative assistants in

Group I: (1) professional certificate--3.84 per cent; (2)

life time high school--ll.53 per cent; (3) drivers education--

3.84 per cent; (4) secondary principal's certificate--7.69

per cent; (5) counseling--3.84 per cent; (6) all level--

53.84 per cent; (7) vocational agriculture--7.69 per cent;

(8) administrative certificate--3.84 per cent; and (9) no

certificate--7.69 per cent. In Group II certification was

in the following areas: (1) administrative certificates--

28.6 per cent; (2) all level certification--64.3 per cent;

and (3) secondary certification--7.1 per cent. In Group I

there were nine areas of certification and in Group II there

were three areas of certification. It is difficult to assess

in Group I the possibility of a duplication of certification

listings while in Group II the highest level of certification

is possibly the one listed.

Two superintendents from Group I reported the services

of an administrative assistant who did not hold a certificate

at the time of the report. One of the administrative assis-

tants reported as having no certification spent his efforts

in the following areas: (1) plant administration--5 per cent

of the time; (2) transportation--85 per cent of the time; and
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(3) cafeteria--10 per cent of the time. The other adminis-

trative assistant reported as having no certification

performed the following duties: (1) finance--80 per cent of

the time; (2) personnel--2 per cent of the time; (3) plant

administration--3 per cent; (4) public relations--5 per cent;

(5) data processing--5 per cent; and (6) other duties--5 per

cent.

In Group I and Group II the administrative assistant was

usually described as a staff officer closely associated with

the superintendent. In Group I 88.5 per cent of the school

districts reported the administrative assistant as a staff

officer while 84.2 per cent of the school districts in Group

II reported him as a staff officer. In Group I 61.5 per cent

of the districts reported having a written job description

for the position while 87.5 per cent of the school districts

in Group II reported a written job description. In Group I

13 per cent of the school districts reported a written

evaluation and 19 per cent of the districts in Group II

reported a written evaluation. In Group I 50 per cent of

the school districts differentiated in the duties of the ad-

ministrative assistant and the assistant superintendent while

87 per cent of the districts in Group II differentiated in

duty specifications.

In Group I 88.8 per cent of the school districts employed

one administrative assistant and 11.2 per cent employed two

administrative assistants for a total of thirty-two in thirty
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school districts. In Group II 61 per cent of the districts

employed one administrative assistant, 22.3 per cent employed

two administrative assistants, 11.2 per cent employed three

administrative assistants, and 5.5 per cent employed four

administrative assistants for a total of twenty-nine adminis-

trative assistants in eighteen school districts.

Information concerning salaries of administrative assis-

tants and high school principals is as follows: (1) 11.1 per

cent of Group I reported the salary as the same while 50 per

cent of the school districts in Group II reported the salaries

the same; (2) 61.1 per cent of the school districts in Group I

reported the salary of the administrative assistant below the

salary of the high school principal while 31.3 per cent of

the districts in Group II reported the salary of the adminis-

trative assistant as less than the high school principal; and

(3) Group I reported that the salary of the administrative

assistant being above the salary of the principal in 27.8

per cent of the school districts while Group II reported the

salary of the administrative assistant above the high school

principal's in 18.7 per cent of the school districts.

Participation of the administrative assistants in main

duty functions was reported as follows: (1) finance--62 per

cent of the administrative assistants in Group I and 42 per

cent of those in Group II participate; (2) personnel--81 per

cent of those in Group I and 58 per cent of the administrative

assistants in Group II participate; (3) school plant--50 per
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cent of Group I and 25 per cent of Group II administrative

assistants perform functions concerning the school plant;

(4) instructional leadership--62 per cent of Group I and 32

per cent of Group II participate; (5) public relations--73

per cent of Group I and 58 per cent of Group II participate;

(6) pupil services--62 per cent of Group I and 53 per cent

of Group II participate; (7) planning--54 per cent of Group

I and 68 per cent of Group II have regular planning duties;

(8) written communication--42 per cent of Group I and 58 per

cent of Group II participate; (9) basic research--38 per cent

of Group I and 37 per cent of Group II participate; (10) 58

per cent of Group I and 26 per cent of Group II administrative

assistants participate in the planning and implementation of

federal or state programs; and (11) Group I reports that 23

per cent of the administrative assistants have duties con-

nected with data processing.

Group I reported nineteen functions performed by adminis-

trative assistants and Group II reported thirteen functions.

These functions are: (1) finance--Group I 62 per cent and

Group II 42 per cent; (2) personnel--Group I 81 per cent and

Group II 58 per cent; (3) plant--Group I 50 per cent and Group

II 26 per cent; (4) instructional leadership--Group I 62 per

cent and Group II 32 per cent; (5) public relations--Group I

73 per cent and Group II 58 per cent; (6) pupil services--

Group I 62 per cent and Group II 53 per cent; (7) planning--

Group I 54 per cent and Group II 68 per cent; (8) written
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communication--Group I 42 per cent and Group II 58 per cent;

(9) basic research--Group I 38 per cent and Group II 37 per

cent; (10) data processing--Group I 23 per cent and Group II

5 per cent; (11) federal and state programs--Group I 58 per

cent and Group II 26 per cent.

Other duties that were performed by one group but not

by both groups: Group II lists 10 per cent of the adminis-

trative assistants connected with adult education; in

addition, Group II indicated 26 per cent perform other duties

not specified. Other duties listed for Group I include:

cafeteria--4 per cent, curriculum--4 per cent, textbooks--

4 per cent, board coordination--4 per cent, human relations--

4 per cent, building programs--4 per cent, transportation--

4 per cent, and other duties not specified 23 per cent.

Group I reported the administrative assistant as a staff

officer 88.5 per cent of the time, but Group I also indicated

that the administrative assistant has positions reporting to

him as a line officer. Positions that report to the adminis-

trative assistant include cafeteria and maintenance workers,

teachers aides, teachers, and principals. Group I reported

that 91.3 per cent of the administrative assistants are

responsible to the superintendent only. Group II reported

administrative assistants as a staff officer in 84.2 per cent

of the school districts and a line officer in 15.8 per cent

of the districts. Those reporting to the administrative

assistant are principals, clerical staff, cafeteria managers,



110

bus drivers, and central office clerical staff. Group II

reported that 91.6 per cent of the administrative assistants

are responsible to the superintendent only. Since the admin-

istrative assistant is generally considered a staff officer,

he would not have the same authority as a line officer in

the same staff organization. The literature recommends that

the administrative assistant be closely associated with the

superintendent; therefore, it appears that Texas school dis-

tricts are following recommended practices.

Sixty-two per cent of the administrative assistants in

Group I reported financial planning for the district. There

were three administrative assistants who reported at least

half of their time spent in the financial program. The

average amount of time spent in planning the financial pro-

gram was 25.2 per cent. The range of time the administrative

assistants spent in working with the financial program was

from a low of 2 per cent to a high of 100 per cent. Forty-

two per cent of the administrative assistants in Group II

reported financial duties. The average amount of time the

administrative assistants in Group II spent working with

financial matters was 15 per cent. The range of time spent

by the administrative assistants participating in the finan-

cial program was from a low of 2 per cent to a high of 60

per cent.

In Group I 73 per cent of the administrative assistants

reported functions dealing with public relations. The average
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amount of time spent was 7 per cent. The range of time

spent was from a low of 2 per cent to a high of 20 per cent.

In Group II 58 per cent of the administrative assistants had

functions concerning the public relations program of the

school district. The average amount of time spent by each

administrative assistant in Group II is 22 per cent. The

range of time spent was from a low of 5 per cent to a high of

60 per cent.

Only one administrative assistant in Group I and no one

in Group II mentions functions dealing with the curriculum.

The one administrative assistant performing functions dealing

with the curriculum spends 100 per cent of his effort in this

area.

In Group I 50 per cent of the administrative assistants

reported plant administration as a part of their duties. The

administrative assistants spent an average of 12 per cent of

their time on plant related items. The range of time spent

was from a low of 3 per cent to a high of 30 per cent. In

Group II 26 per cent of the administrative assistants reported

functions dealing with school plant administration. The

average amount of time spent by the administrative assistant

in Group II on school plant administration is 35 per cent.

The range of time spent was from a low of 2 per cent to a

high of 60 per cent.

In Group I 81 per cent of the administrative assistants

reported some time spent in the selection of school personnel.
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Several of the administrative assistants were very active in

personnel selection. The average amount of time spent by

the administrative assistant in Group I in personnel selec-

tion was 20 per cent. The range of time spent was from a low

of 1 per cent to a high of 50 per cent. In Group II 58 per

cent of the administrative assistants reported duties in the

selection of school personnel. The average amount of time

that is spent in Group II on personnel selection is 35 per

cent. Four of the administrative assistants spent 60 per

cent or more of their time selecting personnel. The range

of time spent was from a low of 5 per cent to a high of 85

per cent.

The literature reviewed indicated that the adminis-

trative assistant's main duties would be (1) help the

superintendent; (2) be a staff officer responsible to the

superintendent; (3) provide assistance for the superintendent

in working with system wide programs; (4) relieve the super-

intendent of routine problems; (5) be an extension of the

superintendent and familiar with the superintendent's

decision making habits; and (6) have less status than other

executives reporting to the superintendent.

Data received from the questionnaire report that the

administrative assistant is (1) a staff officer whose main

duties are to help the superintendent; (3) a generalist or

specialist, according to the needs of the school district at
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a given time; (4) responsible to the superintendent and not

to line officers; (5) a member of the administrative team

with less status than others in the central office.

Conclusions

After reviewing the tabulated data of this survey and

comparatively analyzing the summarized findings, the fol-

lowing conclusions were drawn.

1. The administrative assistants advance to that

position at an earlier age in Group I. The mean age was

three years less in Group I.

2. There were female administrative assistants in

Group I and none in Group II.

3. Texas school districts employ men and women as ad-

ministrative assistants with a wide range of educational

experience leaning heavily toward administrative experience.

The administrative assistants are educationally suited for

the position as a result of formal education and previous

experience in educational positions. The formal education

level and educational experience shows more preparation and

depth in Group II.

4. Most administrative assistants have had no previous

experience as an administrative assistant.

5. The certification of the administrative assistant is

more varied in the smaller schools, Group I, and in general,

certification is more appropriate to the position in the

larger schools.
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6. The administrative assistant is an integral part of

the leadership team. He is a staff officer, usually, with

no one reporting directly to him. He reports directly to

the superintendent.

7. The larger school districts, Group II, are more

likely to have the services of additional administrative

assistants than the smaller school districts.

8. The starting salary of the administrative assistant

is generally less than other central office administrators.

9. The administrative assistant may serve as a gener-

alist in large and small school districts, but he is more

likely to serve as a generalist in the smaller school dis-

tricts and as a specialist in the larger districts.

10. The duties of the administrative assistant may vary

as a result of the size of the school, and likewise the prep-

aration of the administrative assistant will probably be

more extensive in the larger school district.

11. The administrative assistant is considered a staff

officer a majority of the time and has less authority than

a line officer of equal position in staff organization.

12. The administrative assistants in Group I spend more

time with financially related matters than those in Group II.

13. The administrative assistants in Group II spend more

time with public relations related activities than those in

Group I.
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14. Most administrative assistants are not connected

with curriculum related functions.

15. More administrative assistants in Group I partici-

pate in school plant related activities while those who

participate in Group II spend on an average more time in

plant functions.

16. The administrative assistants are important to the

personnel selection process. In Group I 81 per cent of the

administrative assistants and in Group II 58 per cent of the

administrative assistants reported personnel involvement.

17. To a great extent the administrative assistant per-

forms the duties as suggested in the literature.

Recommendations

Based upon this survey, the following recommendations

are made.

1. It is recommended that each school district that

employs the services of an administrative assistant develop

a good evaluation program of the position.

2. It is recommended that each school district clarify

the working relationships in the leadership team. That each

district study the status of the administrative assistant as

a member of the leadership team.

3. It is recommended that additional research should

be undertaken to broaden the scope of knowledge of the duties

and expectations of the administrative assistant.
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4. It is recommended that the administrative assistant

should have a varied background and understanding of the

operational procedure of school systems in general. More

information of the position and its demands should be avail-

able to school districts and administrators who might be

interested in the position of administrative assistant.

5. As research shows, most central office staff are

certified. As a member of the central office staff, the

administrative assistant should be certified personnel.

Job Description

Administrative Assistant

The duties of the administrative assistant vary some-

what from school district to school district. Each school

district has its own demands. In one school district, the

major duties may be personnel duties, while in another the

duties may be of a financial nature, but there are some

duties that seem to be common to most all districts. There-

fore, the Job Description is of a general nature developed

from the research reviewed and data collected.

Purpose.--The administrative assistant shall be a staff

officer under the direct supervision of the superintendent

and assist in carrying out the duties of the office of

superintendent.

Education.--The administrative assistant should hold at

least a master's degree in public school administration from

an approved institution.
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Qualifications.--The administrative assistant shall

possess a valid Texas School Administrator certificate issued

by the Texas Education Agency.

The incumbent should be a mature person with broad ex-

perience in all phases of school organization and operation

and have the ability to communicate with students, parents,

and other members of the community.

Experience.--A minimum of five years of certified ex-

perience in public or private schools, including at least

two years in an administrative capacity.

Duties and responsibilities.--The administrative assis-

tant shall

1. Be responsible to the superintendent of schools.

The assignments made by the superintendent will have priority

over other duties.

2. Assist administrators, principals, and department

heads in order to free them for academic programs.

3. Cooperate with civic organizations and clubs to

improve public relations.

4. Attend all school board meetings.

5. Keep the superintendent informed of indistrict

activities.

6. Attend local civic meetings in the superintendent's

absence.

7. Act as a liaison officer for the superintendent in

answering correspondence.
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8. Counsel directly with patrons and personnel of the

community when the superintendent is unavailable.

9. Act as a liaison officer for the superintendent in

meetings with representatives of various organizations, com-

munity or in district.

10. Serve as a regular member of the superintendent's

staff.

11. Provide counseling to all employees on any personnel

matters which cannot be effectively resolved by line and or

staff members.

12. Be knowledgeable regarding local building growth,

population, and civic activities.

13. Supervise the clerical staff of the school and in

particular the central office clerical staff.

14. Be familiar with the financial capabilities of the

school district, the capacities of the school plant, and plan

for needed changes in both areas.

15. Perform other duties as may be designated by the

superintendent.
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Professor of Education
Department of Education
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Dr. T. P. White
Professor of Education
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Professor of Education
Department of Education
Texas Christian University
Fort Worth, Texas

Dr. Nolan Estes
Superintendent of Schools
Dallas Independent School District
Dallas, Texas

Dr. James M. Benjamin
Superintendent of Schools
Denton Independent School District
Denton, Texas
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Superintendent of Schools
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OFFICE OF

. 2 e tay nidle ScL. Willard La Grone Jr.
}. .X 2~o~a ifiidl ScioofPrincipal

P. 0. Box 217 436-6525
136 West Purnell Road

Lewisville, Texas 75067

Dr. Nolan Estes
Superintendent of Schools
Dallas Independent School District
Dallas, Texas

Dear Dr. Estes:

I am a doctoral student at North Texas State University. I am
developing a doctoral study concerning the role of the administrative
assistant in the public schools of Texas. In order to construct a
questionnaire, I am seeking to verify those responsibility areas under
consideration which are important. As a portion of this verification,
I am requesting your assistance as a member of a panel of six judges.

The purpose of this instrument is to seek your professional
opinion concerning the most important functions of the administrative
assistant. As a public school superintendent who employs an adminis-
trative assistant, you are familiar with the responsibility areas of the
administrative assistant(s).

Your assistance is sought to help establish the major areas of
responsibility of the administrative assistant(s). It is possible that
other areas of importance have not been included in the enclosed listing
and should be a part of this study. If other areas should be included,
please feel free to make suggestions.

At a later date, the tentative questionnaire will be forwarded
to you for review and refinement.

Sincerely,/

L. Willard LaGrone, Jr.

Enclosure

Dr. E. Vaughn Huffstutler -- Committee Chairman
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Rate each of the following functions of the administrative assistant

from very important to least important. Using the scale of 1-2-3-4-5-NA, rate

each listed or added area. A rating of one indicates very important and each

succeeding number indicates less importance with five indicating of little

importance. If an area is not applicable, circle the NA in the rating scale

pertinent to that particular area under consideration. Feel free to add

areas that you consider pertinent and rate them. It is not necessary that

the number of areas be limited to ten.

1. 1-2-3-4-5-4A-- Personnel administration

2. 1-2-3-4-5-NA-- Financial administration

3. l.2-3-4-5-NA-- School plant administration

4. 1-2-3-4-5-NA-- Instructional leadership

5. 1-2-3-4-5-NA-- Public relations

6. 1-2-3-4-5-NA-- Pupil services

7. 1-2-3-4-5-NA-- Planning

8. 1-2-3-4-5-NA-- Student management

9. 1 - 2-3-4-.5 s ---- a

10. 1-2-3-4-5----



APPENDIX C

124



ffledte SchOol
125

L. Willard La Grone Jr.
Principal

I am a doctoral student at North Texas State University. I am
developing a doctoral study concerning the role of the central office
administrative assistant in the public schools of Texas. In attempting
to establish definite roles of the administrative assistant I am
contacting all superintendents of school districts in Texas that
report the services of an administrative assistant. The study will
reflect the role of the administrative assistant as viewed by the
superintendent.

The purpose of this instrument is to seek your professional opinion
concerning the functions of the administrative assistant(s) as they
provide services in your school district. Your assistance is sought
to help establish the major areas of responsibility of the administrative
assistant(s).

It is possible that other areas
questionnaire, should be a part
be included please feel free to
for "other".

of importance, not included in the
of this study. If other areas should
make suggestions in the areas provided

Enclosed you will find the questionnaire and an addressed, stamped
envelope for the return of the questionnaire. Please complete and
return the questionnaire at your earliest convenience.

Sincerely

L. Willard LaGrone, Jr.

136 West Purnell Road
214/436-6525

Lewisville, Texas 75067

2ecay

P.O. Box 217
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A STUDY OF THE ROLE OF THE ADMINISTRATIVE

ASSISTANT IN TEXAS PUBLIC SCHOOLS AS VIEWED

BY THE SUPERINTENDENT

Identifying Data

District Name County

Total School District ADA 1973-74
(Use ADA for the last calculated reporting period)

Superintendent

Instructions

Please check one or more of the choices for each survey question.
Answer open-ended questions in a very brief manner. (One sentence
if possible.) Read each question carefully before you make a
choice of answer. If there is more than one administrative
assistant in your school district,~assign an identification number
to each administrative assistant to indicate the appropriate answer.
It will be necessary to use the same identification number
throughout the questionnaire so that the information collected can
be accurately recorded. When there is more than one administrative
assistant employed, desiginate them as administrative assistant #1,
#2, #3, etc. The superintendent must be able to identify the
individual administrative assistant by the number assigned to the
individual.

To be considered in this study the administrative assistant must
be a member of the central office staff.
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INSTRUCTIONS:

Complete one form of this section of the questionnaire for each

individual. (Example-If there is one administrative assistant in the

central office complete one form, and if there are four administrative

assistants in the central office complete four forms.) Each

administrative assistant should be given an identification number.

(Example-#l, #2, #3, etc.) The administrative assistant may answer

the questions found in Part I. Check the appropriate answer for

each question.

Administrative Assistant Identification Number

1. Age
a) 20-29
b) 30-39
c) 40-49
d) 50-59
e) 60 or over

2. Sex
a) Male
b) Female

3. Marital status
a) Married
b) Single
c) Divorced; separated
d) Widowed

4. Highest level of formal education
a) B.S. or B.A.
b) M.S., M.A., M.Ed.
c) Masters +15
d) Masters +30 hours above (Not to include Ph.D. or Ed.D.)
e) Ph.D. or Ed.D.

5. Number of years experience in each area. (Provide the number

of years for each appropriate area.)
a) Elementary
b) Secondary
c) Coach
d) Elementary principal
e) Secondary principal

f) Other

6. Number of years in the present position of administrative assistant.

1.
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7. Was the administrative assistant chosen from within the local
school district personnel to fill the present position?

a) Yes
b) No (If the answer to question #7 is no, disregard

question #8.)

8. How many years was the administrative assistant employed by the
school district before being elected to the present position?

9. Has the
another

a)
- b)

administrative assistant held a
school district?
Yes
No

similar position in

10. Was teaching the first career choice of
a) Yes (If the answer to question

question #11.)
b) No

the administrative assistant?
#10 is yes, disregard

11. What was the first career choice of the administrative assistant?

12. What is the first teaching field of the administrative assistant?

13, What is the second area of concentration of the administrative
assistant?

14. What areas of certification does the administrative assistant hold?

15. How does the starting salary of the administrative assistant
compare with the starting salary of the assistant superintendent?

16. How does the starting salary of the administrative assistant
compare with the starting salary of the high school principal?

17. Is the administrative assistant a line or staff officer?
a) Line
b) Staff

2.

u1 -
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18. If the administrative assistant is a line officer, what position

does the administrative assistant have in the line organization?

19. If the administrative assistant is not in a line position, to whom

is the administrative assistant responsible?

20. Who reports to the administrative assistant?

3.
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sources, Berkeley, California, McCutcheon Publishing
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CHAPTER III

COLLECTION OF DATA

The problem of this study was to determine the role of

the administrative assistant in the public schools of Texas

as viewed by the superintendent. The following procedures

were designed to obtain the appropriate data: (1) a compre-

hensive review of literature and supplemental data, (2)

selection of an advisory panel, (3) construction of an initial

questionnaire to be submitted to the advisory panel, (4)

validation of the initial questionnaire, (5) construction

of the final questionnaire, (6) identification of school

districts reporting the services of an administrative assis-

tant, and (7) administration of the final questionnaire.

Comprehensive Review of Literature
and Supplemental Data

The review of literature and supplemental data was

undertaken to provide an understanding of the historical

development of the role of the administrative assistant.

Another purpose for the review of literature and supplemental

data was to become familiar with the development and role of

the administrative assistant in the public schools of Texas.

A basic understanding of these areas of concern was essential

prior to the development of the instrument for surveying the

50
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role of the administrative assistant. It was also necessary

to be familiar with and understand the superintendency of

public schools as it is presently constituted. The historical

development of the superintendency in turn reflects the growth

of the duties of the superintendent and the administrative

assistant.

Selection of the Advisory Panel

In order to develop a questionnaire that would be

reliable and valid, an advisory panel of six members was

selected from university professors in the field of adminis-

trative leadership and from public school superintendents

whose school districts employed administrative assistants.

The panel represents specialists in the field of adminis-

trative leadership or public school superintendents who are

familiar with the duties of the administrative assistant

(1, p. 101).

It was imperative that the panel be familiar with the

functions of the administrative assistant and also that the

panel be representative of public education and university

professors. School superintendents chosen represented a

large school district, a middle size school district, and a

smaller size school district. The larger school system had

a school population ADA of 140,000, the middle size school

system had an ADA of 7,500, and the smaller school district

had an ADA of 3,000.
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The service rendered by the advisory panel was to

clarify areas of importance or unimportance. Each of the

selected members was contacted and given an explanation of

what their role would be and was asked to serve on the

advisory panel. Each person contacted agreed to serve.

Developing the Initial Questionnaire

A review of literature and consultation with college

professors and public school superintendents preceded the

development of questions for the initial questionnaire. A

preliminary questionnaire was sent to the six members of the

panel. They were requested to study the material and give

each area being considered a rating of "very important" to

"of little importance." The advisory panel members responded

according to instructions and the information was returned

within two weeks.

The initial questionnaire sent to the panel reflected

areas of importance suggested by literature, university

professors and public school superintendents. The panel was

asked to study the areas and to give their professional

opinions of relevance or lack of relevance to public schools

in the state of Texas.

The advisory panel was asked to rate each area on a

1-2-3-4-5 scale. A rating of one indicated "very important"

and each successive number indicated less importance,with

four indicating the area under consideration was "of little
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importance" and a rating of five reflected that the area was

"not applicable to the study."

Validation of the Initial Questionnaire

After the initial questionnaire was received from the

advisory panel, the answers were given a numerical weight.

If the panel rated an area as very important, the answer was

given a numerical weight of five, and each decreasing sub-

division received less weight until the choice "of little

importance" received a weight of one, and "not applicable"

was given a weight of zero (1, p. 101).

The following procedure was used for retention, deletion,

or addition of areas of effort in the construction of the

final questionnaire.

1. The mean and the median for each area under con-

sideration were calculated.

2. If the numerical weight was within one standard

deviation of the mean, the area was retained.

3. If the numerical weight was more than one standard

deviation below the mean, the area was not included in the

final questionnaire.

4. Areas of importance suggested by the panel were

included as part of the final questionnaire.
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Construction of the Final Questionnaire

A review of the literature reflected that there were

eight general areas of concentration of the administrative

assistant. These areas were

1. Personnel administration

2. Financial administration

3. School plant administration

4. Instructional leadership

5. Public relations

6. Pupil services

7. Planning

8. Student management

The area of student management was found to be more

than one standard deviation below the mean and was not re-

tained in the final questionnaire. Four areas were suggested

by the panel as being important duty areas in the public

schools of Texas and were added to the questionnaire. The

suggestions of the panel and the findings in the literature

were combined to develop the final questionnaire so that the

most important areas of effort would be contained in the

questionnaire. The panel and literature indicated that the

following areas are the most important.

1. Personnel administration

2. Financial administration

3. School plant administration

4. Instructional leadership
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5. Public relations

6. Pupil services

7. Planning

8. Written communication*

9. Basic research*

10. Data processing*

11. Federal and state relations*

An additional review of the literature and supplemental

data was undertaken to compare and or contrast findings with

the suggestions made by the panel and literature. Areas of

interest that were a part of the final questionnaire had been

rated by the panel as being within one standard deviation of

the mean or above the mean.

The questionnaire was color coded and printed by offset

press on a single-fold standard eight-and-one-half by eleven

inch paper. The instructions to the superintendent were

printed on a single sheet of light gray paper. Part I of

the three-page questionnaire was printed on beige colored

paper. Part II of the three-page questionnaire was printed

on blue paper. The questionnaire was prepared for mailing.

Identification of School Districts Employing
Administrative Assistants

Sixty-six school districts identified administrative

assistants by reporting so to a least one of the following:

*These areas were suggested by the panel as being im-
portant in the performance of duties of the administrative
assistant.
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(1) Texas Education Agency, (2) Departments of Education of

twelve colleges and universities, (3) one of the twenty

Education Service Centers, or (4) the Public School Directory

for Texas 1974-75. Questionnaires were sent to all public

school districts reporting an administrative assistant who

was a member of the central office staff (2, p. 191). The

school districts were divided according to size into two

groups. Group I--5000 ADA or under, and Group II--5001 ADA

or over.

Administration of the Final Questionnaire

The following procedures were used in the administration

of the final questionnaire:

1. The validated questionnaire was mailed to the super-

intendents of the previously identified school districts.

2. The mailing included: a cover letter (Appendix C)

explaining the purpose of the study, a survey instrument

(Appendix C), and a self-addressed, stamped envelope.

3. If the questionnaire had not been returned within

thirty days, a reminder was sent to the superintendent.

4. If the questionnaire had not been returned in an

additional thirty days, the superintendent was contacted by

telephone to ask his assistance in returning the completed

questionnaire.

5. Several superintendents requested additional ques-

tionnaires and these were mailed to them.
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Forty schools in Group I were sent questionnaires;

thirty schools or 75 per cent of those sent questionnaires

returned the completed questionnaire. Twenty-six schools in

Group II were sent questionnaires; eighteen schools or 69.23

per cent returned the completed questionnaire (3).

As a result of the procedure described, a return of

forty-eight questionnaires was obtained. This represented

72.72 per cent return. Each group was expected to have at

least 65 per cent return. Group I had a return of 75 per

cent and Group II a return of 69.23 per cent. Each group

had a return that exceeded the acceptable minimum per cent

of return.
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CHAPTER IV

PRESENTATION OF FINDINGS

The information presented here was obtained by com-

piling the results of the questionnaire, "A Study of the

Role of the Administrative Assistant in Texas Public Schools

As Perceived by the Superintendent." The survey instrument

was designed to elicit responses that would provide data

which would answer the questions in the section, "Questions

for Which Answers Were Sought." These questions are con-

cerned with the following:

I. The age and sex of each administrative assistant.

II. The highest level of formal education and the type

of educational experiences each administrative assistant has.

III. The educational experience of a person before be-

coming an administrative assistant.

IV. The tenure of each administrative assistant and a

mean for the group.

V. The type of certification each administrative

assistant holds.

VI. The status of the administrative assistant as a

member of the leadership team.

VII. The number of administrative assistants employed in

Texas public schools.
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VIII. A comparison of the starting salary of the admin-

istrative assistant and the high school principal.

IX. The main functions of each administrative assistant

as perceived by superintendents.

X. The functions performed by the administrative

assistant(s) and differing functions according to pupil

enrollment.

XI. The position of

staff organization.

XII. The role of the

the financial program of

XIII. The role of the

relations.

XIV. The role of the

riculum planning.

XV. The role of the

school facilities.

XVI. The role of the

the administrative assistant in

administrative assistant

the school district.

administrative assistant

in planning

in public

administrative assistant in cur-

administrative assistant in planning

administrative assistant in the

selection of school personnel.

XVII. The status of the administrative assistant(s) as

compared to the recommendations in the literature.

Question I
Age and Sex of Administrative Assistant

The data presented in Tables III and IV report the age,

sex, and marital status of the administrative assistant as

found in Part I of the survey instrument, Items 1, 2, and 3.



61

The average age of the administrative assistant in Group I,

school districts with 5000 ADA or less, was 46.5 years of

age. The administrative assistants were found to be in the

following age group: (1) 3.7 per cent came from the 20-29

age group; (2) 33.3 per cent belong to the 30-39 group;

(3) 22.2 per cent are in the 40-49 group; (4) 25.9 per cent

are in the 50-59 group; and (5) 14.8 per cent are in the 60

or over group.

TABLE III

AGE OF ADMINISTRATIVE ASSISTANTS

Age Group I Group II
Per Cent Per Cent

20 - 29 3.7 0

30 - 39 33.3 21.0

40 - 49 22.2 31.5

50 - 59 25.9 31.5

60 or over 14.8 15.8

Total 99.9 99.8

The average age of the administrative assistants in

Group I is 2.7 years younger than the administrative assis-

tants in Group II. Group I reported an administrative

assistant in the 20-29 range while Group II's earliest re-

porting was in the 30-39 range.
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In Table IV, Group I reported that 81.5 per cent of the

administrative assistants are male and 18.5 per cent are

female. Group II reported 100 per cent of the administrative

assistants as being male.

TABLE IV

SEX OF THE ADMINISTRATIVE ASSISTANT

Sex Group I Group II

Male 81.5 100.00

Female 18.5 .

Total 100.00 100.00

In Table V, Group I reported 92.6 per cent of the

administrative assistants as married, 3.7 per cent as single,

and 3.7 per cent as widowed. Group II reported 94.7 per

cent of the administrative assistants as married and 5.3

per cent as single.

TABLE V

MARITAL STATUS OF THE ADMINISTRATIVE ASSISTANT

Status Group I Group II
Per Cent Per Cent

Married 92.6 94.7

Single 3.7 5.3

Divorced .0.

Widowed 3.7 ..

Total 100.00 100.00
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Question II
Education of the Administrative Assistant

The data presented in Table VI report the formal edu-

cational achievements of the administrative assistants as

reported in Part I, Item 4 of the questionnaire.

TABLE VI

LEVEL OF FORMAL EDUCATION OF THE
ADMINISTRATIVE ASSISTANT

Educational Group I Group II
Level Per Cent Per Cent

Bachelors 19.2 . .

Masters 42.3 36.8

Masters + 15 23.0 36.8

Masters + 30 11.5 15.8

Doctorate 3.8 10.5

Total 99.8 99.9

In Group I, 19.2 per cent of the administrative assis-

tants had Bachelor's degrees, 42.3 per cent had a Master's

degree, 23 per cent had a Master's degree plus fifteen hours,

11.5 per cent had a Master's degree plus thirty hours, and

3.8 per cent had a Doctorate.

In Group II 0 per cent had a Bachelor's degree, 36.8

per cent had a Master's degree, 36.8 per cent had a Master's

degree plus fifteen hours, 15.8 per cent had a Master's degree

plus thirty hours, and 10.5 per cent had a Doctorate.
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Question III
Educational Experience of the
Administrative Assistant

The data presented in Table VII report the educational

experience of the administrative assistants in Group I as

obtained from Part I, Item 5 of the questionnaire. Of those

answering the questionnaire the following was reported: (1)

nine administrative assistants reported elementary teaching

experience totaling 37 years; (2) sixteen administrative

assistants reported secondary teaching experience totaling

129 years; (3) twelve administrative assistants reported

coaching experience totaling 68 years; (4) seven adminis-

trative assistants reported experience as an elementary

principal for a total of 57 years; (5) eight administrative

assistants reported experience as a secondary principal for

a total of 60 years experience; and (6) three administrative

assistants reported experience in other areas totaling 9

years.

The data presented in Table VIII report educational

experiences of the administrative assistant in Group II.

Those answering the questionnaire reported the following:

(1) eleven administrative assistants reported a total of

60 years of elementary experience; (2) fourteen administrative

assistants reported a total of 172 years of secondary experi-

ence; (3) eleven administrative assistants reported a total

of 105 years of coaching experience; (4) five administrative

assistants reported a total of 32 years experience as
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TABLE VII

EDUCATIONAL EXPERIENCE OF THE ADMINISTRATIVE
ASSISTANT--GROUP I

Administrative Assistant Number*
Educational
Experience

1 2 3 4 5 6 7 8 9 10 11 12

Elementary
Teaching
Experience 2 .. .. 1 .. 4

Secondary
Teaching
Experience 7 .. 10 5 .. 33 9 5 .. 2 5

Coaching
Experience 7 .. 4 .. .. . .

Elementary
Principal
Experience .. .. .. .. .. 5 .. .. .. .. 2 21

Secondary
Principal
Experience 3 -- .. .. .. .. .. .. 20 .. 2 10

Other
Experience -- .. .. .. .. 3 .. .. .. ..

Administrarive
Assistant
Experience 4 9 6 15 1 3 3 1 1 13 8 10

*Each administrative assistant was assigned a number.
number by the teaching area is the number of years experience of
the specific administrative assistant.

The
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TABLE VII--Continued

Administrative Assistant Number*

13 14 15 16 17 18 19 20O21 22 23 24 2526 2728

S1 .. . .. .. .. 4 6D.. 8 31 37

.. K. 10 1019 4 8 .. 4 6 .. .. .. .. 129

17 .. .. .. .. 4 .. 4 11 2 3168

.. .. ... .. 2 .. .. 15 .. .. 1 .. .. .. 57

.. .. 00. . . 6. . 5 .. 3 .. .. 2 . . 60

.. ..8.. .. 3133 3s .. 4. .. .. .. .2 ..2821.. 9

8 1 3 2 1 1 4 1 9 1 1 2 1 28 2 132
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elementary principals; (5) seven administrative assistants

reported a total of 47 years experience as secondary princi-

pals; and, (6) five administrative assistants reported 35

years of other experience.

Question IV
Prior Employment and Tenure of
Administrative Assistants

The data presented in Table IX report the tenure of the

administrative assistants. The administrative assistants in

Group I had held the position for an average of 4.96 years.

TABLE IX

PRIOR EMPLOYMENT AND TENURE OF ADMINISTRATIVE ASSISTANTS

Employment/Tenure Group I Group II

Present position 4.96 Years 4.4 Years

Employed from within 70.4%--Yes 78.9%--Yes
school district 29.6%--No 21.1%--No

Previous similar 17.9%--Yes 5.3%--Yes
position 82.1%--No 94.5%--No

Teaching as a first 100.0%--Yes 88.9%--Yes
career choice 00.0%--No ll.1%--No

Average number of years
previously employed by
present school system 6.7 Years 14.2 Years

The administrative assistants in Group II had held the

position for an average of 4.40 years. Seventy and four-

tenths per cent of the administrative assistants in Group I
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were promoted from within the school district and 78.9 per

cent of the administrative assistants in Group II were pro-

moted from within the school district. The administrative

assistants in Group I had been employed by their present

school system an average of 6.7 years before becoming

administrative assistant. The administrative assistants in

Group II had been employed by their present school district

an average of 14.2 years. Eighty-two and one-tenth per cent

of the administrative assistants in Group I had not held a

similar position. Ninety-four and seven-tenths per cent of

the administrative assistants in Group II had not held a

similar position. Teaching was the first career choice of

100 per cent of the administrative assistants in Group I and

the first choice of 88.9 per cent in Group II.

Question V
Types of Certification of the Administrative Assistant

The data received from Part I, Item 14 of the question-

naire and reported in Table X reflect the certification of

the administrative assistants in Group I as being: (1) 3.84

per cent had a professional certificate; (2) 11.53 per cent

had a lifetime high school certificate; (3) 3.84 per cent

had driver's education certification; (4) 7.69 per cent had

secondary principal's certification; (5) 3.84 per cent had

counseling certification; (6) 53.84 per cent had an all level

certificate; (7) 7.69 per cent had no certification; (8) 7.69
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per cent had a vocational agriculture certificate; and (9)

3.84 per cent had an administrative certificate.

CERTIFICATION

TABLE X

OF THE ADMINISTRATIVE ASSISTANT

Type of Group I Type of Group II
Certification Per Cent Certification Per Cent

Professional Life 3.84 Administrative 28.6

Lifetime High School 11.53 All Level 64.3

Driver's Education 3.84 Secondary 7.1

Secondary Principal 7.69

Counseling 3.84

All Level 53.84

No Certificate 7.69

Vocational

Agriculture 7.69

Administrative
Certificate 3.84

In Group II (1) 28.6 per cent of the administrative

assistants had administrative certificates; (2) 64.3 per cent

had all level certification; and (3) 7.1 per cent had a

secondary certificate. In Group I there were nine areas of

certification and in Group II there were three areas of

certification. It is difficult to assess in Group I the

possibility of a duplication of certification listings.
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Question VI
Status of the Administrative Assistant As a Member

of the Leadership Team

The data presented in Table XI reporting the status of

the administrative assistant were gathered by the question-

naire in Part I, Items 17, 18, 19, 20, and Part II, Items 2,

3, 4, 5, 9, 10, 11, and 12.

TABLE XI

STATUS OF THE ADMINISTRATIVE ASSISTANT

Status Group I Group II

Considered as a line
officer

Who reports to the admin-
istrative assistant

District has a written
job description

District carried out a
written evaluation

Differentiate between
the duties of the
administrative assis-
tant and assistant
superintendent

To whom does the admin-
istrative assistant
report

11. 5%--Yes
88.5%--No

Cafe. Personnel
Maint. Personnel
Teacher Aides
Teachers

61.5%--Yes
38.5%--No

13.0%--Yes
87.0%--No

50.0%--Yes
50.0%--No

91.3%--Supt.
4.35%--Curric.
Director

4.35%--Asst.
Superintendent

15. 8%--Yes
84.2%--No

Cafe. Managers
Gen. Clerical

Staff
Central Office

Clerical Staff
Bus Drivers
Principals

75.0%--Yes
21.0%--No

19.0%--Yes
81.0%--No

87.0%--Yes
13.0%--No

91.0%--Supt.
84.0%--Deputy

Superintendent

I I
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In the questionnaire Part I, Item 17 reveals that 11.5

per cent of the administrative assistants are considered to

be line officers and 88.5 per cent are considered as staff

officers. In Group II 15.8 per cent of the respondents

considered the administrative assistant as a line officer

and 84.2 per cent thought of him as a staff officer. In

Group I, 91.3 per cent, and in Group II, 91.6 per cent,

listed the administrative assistant as being responsible to

the superintendent only.

Group I reported several positions reporting to the

administrative assistant. These are cafeteria and maintenance

workers, teacher aides, teachers, and principals. Group II

mentioned principals, clerical staff, cafeteria managers,

school bus drivers, and central office clerical staff as re-

porting to the administrative assistant. Even though the

administrative assistant is thought of mainly as a staff

officer, he still has people reporting to him as in a line

organization.

In Group I 61.5 per cent of the school districts re-

ported having a written job description and Group II reported

that 75 per cent of the districts had a written job descrip-

tion for the administrative assistant. In Group I 13 per cent

of the districts reported that they utilize written evaluation

of the administrative assistant. In Group II 19 per cent of

the districts reported that they utilize a written evaluation

of the administrative assistant. Group I reported that 50
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per cent of the districts differentiated the duties of the

administrative assistant and the assistant superintendent.

In Group II 87 per cent of the districts reported that they

differentiated in the duties of the administrative assistant

and the assistant superintendent.

Question VII
Number of Administrative Assistants

The data presented in Table XII reflect information from

Part II, Item 1 of the questionnaire. In Group I 93.3 per

cent of the school districts employed one administrative

assistant and 6.7 per cent employed two administrative assis-

tants, for a total of thirty-two administrative assistants

in the thirty districts reporting. In Group II 61 per cent

of the districts employed one administrative assistant, 22.3

per cent employed two, 11.2 per cent employed three, and

5.5 per cent employed four administrative assistants, for a

total of twenty-nine administrative assistants in the

eighteen school districts responding.

Data received from Part II, Item 9 states that 95.7 per

cent of the districts in Group I had not previously employed

more administrative assistants than they have at the present

time, and 90.5 per cent did not plan to increase the number.

In Group II 93.3 per cent of the school districts had not

employed more administrative assistants than they have at

the present time, and 92.9 per cent did not have immediate

plans to increase the number.
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TABLE XII

NUMBER OF ADMINISTRATIVE ASSISTANTS

Number Employed Group I Group II
Per Cent Per Cent

1 1 93.3 61.0

2 6.7 22.3

3 . . 11.2

4 .. 5.5

5 . ..

Total 100.0 100.0

Question VIII
Starting Salary of the Administrative Assistant

The data presented in Question VIII reflect information

from Part I, Items 15 and 16 of the questionnaire. Group I

reported the starting salary of the administrative assistant

when compared to the beginning salary of an assistant super-

intendent as follows: (1) below the assistant superintendent--

33.33 per cent; (2) the same--19.04 per cent; and (3) no

assistant superintendent--47.61 per cent.

Group II reported the starting salary of the adminis-

trative assistant compared to the assistant superintendent

as follows: (1) below the assistant superintendent--83.3

per cent; (2) the same amount--16.7 per cent.

Group I reported the starting salary of the adminis-

trative assistant compared to the beginning salary of the
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high school principal as follows: (1) an equal salary was

reported by 11.1 per cent; (2) the salary of the adminis-

trative assistant below the principal was reported by 61.1

per cent of the schools; and (3) the salary of the adminis-

trative assistant above that of the principal was reported

by 27.8 per cent of the schools.

Group II reported the starting salary of the adminis-

trative assistant and the beginning high school principal as

follows: (1) the same in 50 per cent of the school districts;

(2) below the principal in 31.3 per cent of the districts;

and (3) above the high school principal in 18.7 per cent of

the school districts.

Question IX
Main Functions of the Administrative Assistant

The data presented in Question IX reporting the main

functions of the administrative assistant were gathered from

the questionnaire Part I, Items 17, 18, 19, 20, and Part II,

Items 2, 3, 4, 5, 9, 10, 11, 12, 13, 14, 15, 16, and 17. In

Group I, as shown in Table XIII, the main functions of the

administrative assistant are in the following areas: (1)

finance, (2) personnel, (3) plant management, (4) instruc-

tional leadership, (5) public relations, (6) pupil services,

(7) planning, (8) communication, (9) basic research, (10)

data processing, (11) federal and state programs, (12)

curriculum, (13) textbook custodian, (14) board coordinator,
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TABLE XIII

PER CENT OF TIME SPENT IN MAIN FUNCTIONS OF THE
ADMINISTRATIVE ASSISTANT--GROUP I

I Administrative Assistant Number
Function

1 2 3 4 5 6 7 8 9*110* 1112113

Finance 15 .. 10 50 80 . . 5 20 100 20

Personnel 20 .. 5 .. 2 2 .. 10 .. 10 .. 5

Plant 30 5 5 .. 3............. 5 .. 15

Instructional
Leader 5 .. .. .. 5 .. 15 .. .. 10 .. 5

PublicRelations 5 5.. 5 2..10.... 5.. 5

Pupil Services 5 . 5 .. .. 2 .. 20 .. .. 15 .. 5
Planning 5 . 5.. .. 0..20.... 20..l15

Written
Communication ... 5 1.. 10.. 0.. 5 .. 5

Basic Research 5 .. ....... 2 .. 5 5 .. .. 10 .. 5

Data Processing 5 .. 5.. .. 5 .. .. 0 5 .. ..

Federal/State
Programs 5 .. 60 45 76 .. .. 5

Other ... .......5 5 .......... .. . 10

Curriculum . ............... 100

Textbooks............................0

Board
Coordination .0. .0 . . . ..

Human
Relations 0..00 .. 04.. 00..0 ..

Building
Program.....................0 ..

Transportation ..085 .. .. ..

Cafeteria .*.101. 0.0.0. .0.

Total 100 100 1 OO 1 1100 100 10010 100 100 100

*This school did not answer this question.
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TABLE XIII--Continued

Administrative Assistant Number

14 15 16 17I18 19 20 21*f22 23 24 25 26* 27 28 29 30

20

10

5

5

20

2 0

20

..

20

10

15

..

10 15

10

20

3 ..e

1 25

70 35

3 20

17 20

4

1

.. 15

30 50

5 ..

30

5 10

10 ..0

5 ..

10

15 10

.. 5

..

10

..

..

..

30

10

50

..0

10

50

20

10.

5

5

..

40

1 0

10

.. *

10

..

40

1 0

10

10

50

5

25

10

30

10

5

5

10

5

5

5

10

2

40

10

3

5

10

5

25

15

15

15

15

15

15

10

30

30

5

2

2

5

5

5

2

10

10

10

30

5

5

0

40

4

100 100 100 100 1 00 100 100. 100 100 100 100 100
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(15) human relations, (16) building programs, (17) trans-

portation, and (18) cafeteria.

In Group II, as shown in Table XIV, the main functions

of the administrative assistant are in the following areas:

(1) finance, (2) personnel, (3) school plant, (4) instruc-

tional leadership, (5) public relations, (6) pupil services,

(7) planning, (8) written communication, (9) basic research,

(10) data processing, (11) federal and state programs, and

(12) adult education.

The data presented in Table XV concerning the activities

attended by the administrative assistant reflect information

from Part II, Items 13, 14, 15, and 16 of the questionnaire.

In Group I the infomration reflects that the administrative

assistant attends the following activities: (1) board

meeting--usually--56 per cent, sometimes--28 per cent,

almost never--4 per cent; (2) formal education classes--

yes--42 per cent, no--58 per cent; (3) local service clubs--

yes--74 per cent, no--26 per cent; (4) professional meetings

--national--8 per cent, state--60 per cent, regional--92 per

cent, and local--100 per cent.

In Group II the administrative assistant attends the

following activities: (1) board meetings--usually--94 per

cent, sometimes--6 per cent; (2) formal education classes--

yes--50 per cent, no--50 per cent; (3) local service clubs--

yes--63 per cent, no--37 per cent; (4) professional
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meetings--national 46 per cent, state--92 per cent, regional

-- 86 per cent, and local--100 per cent.

TABLE XV

ACTIVITIES ATTENDED BY ADMINISTRATIVE ASSISTANTS

Activity Group I Group II
Per Cent Per Cent

Board Meetings
Usually 56 94
Sometimes 28 6
Never 16

Expanding Formal Education
Yes 42 50
No 58 50

Local Service Clubs
Yes 74 63
No 26 37

Professional Meetings
National 8 46
State 69 93
Regional 92 86
Local 100 100

Question X
Per Cent of Administrative Assistants

Performing Each Function

The data presented in Table XVI concerning the duties of

the administrative assistant reflect information found in

Part II, Item 17 of the questionnaire. Group I reported

nineteen duties performed by the administrative assistant.

The per cent of administrative assistants performing each

duty are as follows: (1) finance--62 per cent, (2) personnel--
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TABLE XVI

PER CENT OF ADMINISTRATIVE ASSISTANTS
PERFORMING EACH DUTY

Duty Group I Group II
Per Cent Per Cent

Personnel 81 58

Public Relations 73 58

Finance 62 42

Instructional Leadership 62 32

Pupil Services 62 53

Federal/State Programs 58 26

Planning 54 68

Plant 50 26

Written Communication 42 58

Basic Research 35 37

Data Processing 23 26

Adult Education .. 10

Curriculum 4

Textbooks 4

Board Coordination 4

Human Relations 4

Building Program 4

Transportation 4

Cafeteria 4

Other* 23 26

*Per cent of time reported as spent but not on duties
specified.
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81 per cent, (3) school plant--50 per cent, (4) instructional

leadership--62 per cent, (5) public relations--7e per cent,

(6) pupil services--62 per cent, (7) planning--54 per cent,

(8) written communication--42 per cent, (9) basic research--

38 per cent, (10) data processing--23 per cent, (11) federal

and state programs--58 per cent, (12) curriculum--4 per cent,

(13) textbooks--4 per cent, (14) board coordination--4 per

cent, (15) human relations--4 per cent, (16) building pro-

grams--4 per cent, (17) transportation--4 per cent, (18)

cafeteria--4 per cent, and (19) other--23 per cent.

Group II reported thirteen duties performed by the

administrative assistant. The per cent of administrative

assistants performing each duty are as follows: (1) finance--

42 per cent, (2) personnel--58 per cent, (3) school plant--

26 per cent, (4) instructional leadership--32 per cent,

(5) public relations--58 per cent, (6) pupil services--53 per

cent, (7) planning--68 per cent, (8) written communication--

58 per cent, (9) basic research--37 per cent, (10) data pro-

cessing--5 per cent, (11) federal and state programs--26 per

cent, (12) adult education--10 per cent, and (13) other--

26 per cent.

Question XI
Position of Administrative Assistant

in Staff Organization

The data presented in Question XI concerning staff

organization reflect Part I, Items 17, 18, 19, 20 and Part II,
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Items 2, 3, 4, 5, 9, 10, 11, 12. Item 17 of Part I reports

the administrative assistant in Group I as a staff officer

in 88.5 per cent of the school districts, but he also has

positions reporting to him as a line officer. Positions

that report to the administrative assistant include: cafe-

teria and maintenance workers, teacher aides, teachers, and

principals. Group I reported that 91.3 per cent of the

administrative assistants are responsible to the superinten-

dent only.

In Group II the administrative assistant is thought of

as a staff officer in 84.2 per cent of the school districts.

Those listed as reporting to the administrative assistant

are principals, clerical staff, cafeteria managers, school

bus drivers, and central office clerical staff. Group II

reported that 91.6 per cent of the administrative assistants

are responsible to the superintendent only.

Group I and Group II usually placed the administrative

assistant next to the superintendent in the staff organi-

zational plan. Since the administrative assistant is generally

considered a staff officer, he would not have the same

authority as a line officer in the same staff organization.

Question XII
Role of the Administrative Assistant in

Planning the Financial Program

The data presented in Part II, Item 17 of the question-

naire and reported in Table XVII reflect the time spent by
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TABLE XVII

ROLE OF THE ADMINISTRATIVE ASSISTANT IN PLANNING
THE FINANCIAL PROGRAM

Group I Group II

Administrative % of Time Spent Administrative % of Time Spent
Asst. Number , in Finance Asst. Number in Finance

1

3

4

5

8

11

12

13

16

19

22

25

27

28

29

30

15

10

50

50

5

20

100

20

3

15

18

10

2

15

30

10

3

5

6

8

11

14

18

20

2

5

15

15

60

5

5

15

Average 25% Average 15%
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the administrative assistant in planning the financial pro-

gram of the school district. In Group I the following

administrative assistants perform functions of finance as

follows: (1) administrative assistant number 1--spends 15

per cent of his time in finance; (2) administrative assistant

number 3--spends 10 per cent of his time in finance; (3)

administrative assistant number 4--spends 50 per cent of his

time in finance; (4) administrative assistant number 5--

spends 80 per cent of his time in finance; (5) administrative

assistant number 8--spends 5 per cent of his time in finance:

(6) administrative assistant number 11--spends 20 per cent

of his time with finance; (7) administrative assistant

number 12--spends 100 per cent of his time working with

finance; (8) administrative assistant number 13--spends 20

per cent of his time in finance; (9) administrative assistant

number 16--spends 3 per cent of his time in finance; (10)

administrative assistant number 19--spends 15 per cent of his

time working in finance; (11) administrative assistant

number 22--spends 18 per cent of his time working with

finance; (12) administrative assistant number 25--spends 10

per cent of his time in finance; (13) administrative assis-

tant number 27--spends 2 per cent of his time in finance;

(14) administrative assistant number 28--spends 15 per cent

of his time with finance; (15) administrative assistant

number 29--spends 30 per cent of his time in finance; (16)

administrative assistant number 30--spends 10 per cent of
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his time with finance. Sixty-two per cent reported being

involved in financial planning for the school district. The

range of the administrative assistants participating in the

financial program was from a low of 2 per cent to a high of

100 per cent, and an overall average for those involved was

25 per cent.

In Group II the administrative assistants perform

functions of finance as follows: (1) administrative assis-

tant number 3--spends 2 per cent of his time with finances;

(2) administrative assistant number 5--spends 5 per cent of

his time with finance; (3) administrative assistant number

6--spends 15 per cent of his time in finance; (4) adminis-

trative assistant number 8--spends 15 per cent of his time

with financial matters; (5) administrative assistant number

11--spends 60 per cent of his time in finance; (6) adminis-

trative assistant number 14--spends 5 per cent of his time

with finance; (7) administrative assistant number 18--spends

5 per cent of his time with finance; (8) administrative

assistant number 20--spends 15 per cent of his time with

finances. Forty-two per cent of the administrative assistants

in Group II reported being involved in financial matters.

The range of time spent by the administrative assistants

participating in the financial program was from a low of 2

per cent to a high of 60 per cent, and an overall average for

those involved was 15 per cent.
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Question XIII
Role of the Administrative Assistant in

Public Relations

The data presented in Part II, Item 17 of the question-

naire and reported in Table XVIII reflect the time spent by

the administrative assistant with efforts in public relations

of the school district. In Group I 73 per cent of the admin-

istrative assistants reported functions performed in the

public relations area. Those performing public relations

duties are: (1) number 1--spends 5 per cent of the time;

(2) number 3--spends 5 per cent of the time; (3) number 5--

spends 5 per cent of the time; (4) number 6--spends 2 per

cent of the time; (5) number 8--spends 10 per cent of the

time in public relations; (6) number 11--spends 5 per cent

of the time; (7) number 13--spends 5 per cent of the time;

(8) number 15--spends 10 per cent of the time; (9) number

16--spends 3 per cent of his time; (10) number 17--spends

20 per cent of his time in public relations; (11) number 18--

spends 5 per cent of his time; (12) number 19--spends 10 per

cent of his time; (13) number 22--spends 5 per cent of his

time; (15) number 25--spends 5 per cent of his time; (16)

number 27--spends 10 per cent of his time; (17) number 28--

spends 15 per cent of his time; (18) number 29--spends 2 per

cent of his time; and (19) number 30--spends 5 per cent of

his time in public relations of the school district. All

administrative assistants in Group I did not report public

relations as a function so the numbering is not completely
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TABLE XVIII

ROLE OF THE ADMINISTRATIVE ASSISTANT IN PUBLIC RELATIONS

Group I Group II

Administrative % of Time Spent Administrative % of Time Spent

Asst. Number Relatis Asst. Number Relations
RelaionsRelaion

1

3

5

6

8

11

13

15

16

17

18

19

22

24

25

27

28

29

30

5

5

5

2

10

5

5

10

3

20

5

10

5

5

5

10

15

2

5

2

3

5

7

10

12

13

17

18

20

21

22

10

5

3

15

30

10

10

50

30

10

30

60

Average 7% Average 22%
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consecutive. The range of time spent by the administrative

assistants participating in the public relations program was

from a low of 2 per cent to a high of 20 per cent, and an

overall average for those involved was 7 per cent.

In Group II the following administrative assistants

perform public relations functions: (1) number 2--spends 10

per cent of his time in public relations; (2) number 3--

spends 5 per cent of his time in public relations; (3) number

5--spends 5 per cent of his time; (4) number 7 spends 15 per

cent of his time; (5) number 10--spends 30 per cent of his

time; (6) number 12--spends 10 per cent of his time; (7)

number 13--spends 10 per cent of his time; (8) number 17--

spends 50 per cent of his time in public relations; (9)

number 18--spends 30 per cent of his time; (10) number 20--

spends 10 per cent of his time; (11) number 21--spends 30

per cent of his time; (12) number 22--spends 60 per cent of

his time in public relations. In Group II 58 per cent of

the administrative assistants reported efforts in public

relations. The range of time spent by the administrative

assistants participating in the public relations program was

from a low of 5 per cent to a high of 60 per cent, and an

overall average for those involved was 22 per cent.

Question XIV
Role of the Administrative Assistant in

Curriculum Planning

The data presented in Part II, Item 17 of the question-

naire reflect the functions of the administrative assistant
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in curriculum planning as shown in Table XIX. In Group I

one administrative assistant reported being connected with

curriculum planning, and he was curriculum director for

100 per cent of the time. No administrative assistants in

Group II reported functions connected with curriculum.

TABLE XIX

ROLE OF THE ADMINISTRATIVE ASSISTANT IN
CURRICULUM PLANNING

Group I Group II

Administrative %. of Time Spent Administrative % of Time Spent
Asst. Number in Curriculum Asst. Number in Curriculum

Planning Planning

7 100 0 0

The data in Table XX reflect the information concerning

the role of the administrative assistant in planning. The

data represents information gathered in Part II, Item 17 of

the questionnaire. In Group I 54 per cent of the adminis-

trative assistants reported time allotted for planning. Time

for planning was reported by the following: (1) number 1--

spends 5 per cent of his time; (2) number 3--spends 5 per

cent of his time planning; (3) number 6--spends 10 per cent

of his time; (4) number 8--spends 20 per cent of his time;

(5) number 11--spends 20 per cent of his time; (6) number

13--spends 15 per cent in planning; (7) number 14--spends
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TABLE XX

ROLE OF THE ADMINISTRATIVE ASSISTANT IN PLANNING

Group I Group II

Administrative % of Time Spent Administrative % of Time Spent
Asst. Number Planning }fAsst., Number Planning

1

3

6

8

11

13

14

16

17

18

22

25

27

28

29

5

5

10

20

20

15

10

17

20

5

5

5

3

10

5

2

3

4

5

6

7

10

11

14

16

18

20

22

5

2

80

5

5

30

5

10

5

10

10

10

5

Average 10% Average 14%
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10 per cent of his time planning; (8) number 16--spends

17 per cent of the time planning; (9) number 17--spends 20

per cent of the time planning; (10) number 18--spends 5 per

cent of his time planning; (11) number 22--spends 5 per

cent of his time in planning; (12) number 25--spends 5 per

cent of time in planning; (13) number 27--spends 3 per cent

of his time planning; (14) number 28--spends 10 per cent of

his time planning; and (15) number 29--spends 5 per cent of

his time planning. The range of time spent by the adminis-

trative assistants participating in regular planning was from

a low of 3 per cent to a high of 20 per cent, and an overall

average for those involved was 10 per cent.

In Group II 68 per cent of the administrative assistants

reported time allotted for planning. Those performing

planning activities are: (1) number 2--spends 5 per cent of

his time planning; (2) number 3--spends 2 per cent of time;

(3) number 4--spends 80 per cent of his time planning; (4)

number 5--spends 5 per cent of his time planning; (5) number

6--spends 5 per cent of his time; (6) number 7--spends 30 per

cent of his time planning; (7) number 10--spends 5 per cent

planning; (8) number 11--spends 10 per cent planning; (9)

number 14--spends 5 per cent of his time planning; (10)

number 16--spends 10 per cent of the time; (11) number 18--

spends 10 per cent of the time; (12) number 20--spends 10 per

cent of the time; and (13) number 22--spends 5 per cent of

the time planning. The range of time spent by administrative
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assistants in Group II participating in regular planning was

from a low of 2 per cent to a high of 80 per cent, and an

overall average for those involved was 14 per cent.

Question XV
Role of the Administrative Assistant in

School Plant Administration

The data presented in Table XXI represent Part II, Item

17 of the questionnaire. In Group I 50 per cent of the

administrative assistants reported plant administration as a

part of their duties. Effort in plant administration was

reported in per cent of time spent in that function: (1)

number 1--spends 30 per cent of his time in building adminis-

tration; (2) number 2--spends 5 per cent of his time; (3)

number 3--spends 5 per cent of his time; (4) number 5--spends

3 per cent of his time; (5) number 11--spends 5 per cent of

his time; (6) number 13--spends 15 per cent of the time in

plant administration; (7) number 18--spends 5 per cent of his

time; (8) number 22--spends 20 per cent of his time on plant

functions; (9) number 24--spends 10 per cent of his time;

(10) number 25--spends 10 per cent of his time; (11) number

28--spends 15 per cent of his time on school plant functions;

(12) number 29--spends 5 per cent of his time; and (13)

number 30--spends 30 per cent of his time with school plant

administrative functions. The range of time spent by adminis-

trative assistants in Group I participating in school plant

administration was from a low of 3 per cent to a high of 30
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per cent, and an overall average for those participating was

12 per cent.

TABLE XXI

ROLE OF THE ADMINISTRATIVE ASSISTANT IN
SCHOOL PLANT ADMINISTRATION

Group I Group II

Administrative % of Time Spent Administrative % of Time Spent

Asst. Number in School Plant Asst. Number in School Plant
Administration Administration

1 30 6 60

2 5 7 20

3 5 10 50

5 3 18 2

11 5 20 25

13 15 21 50

18 5

22 20

24 10

25 10

28 15

29 5

30 30

Average 12% Average 35%

In Group II 26 per cent of the administrative assistants

reported functions dealing with school plant administration.
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Those reporting are: (1) number 6--reported 60 per cent of

his efforts dealing with school plant administration; (2)

number 7--reported 20 per cent of his time; (3) number 10--

reported 50 per cent of his time; (4) number 18--reported 2

per cent of his time; (5) number 20--reported 25 per cent of

time; and (6) number 21--reported 50 per cent of his time

spent in school plant administration. The range of time

spent by administrative assistants in Group II participating

in school plant administration was from a low of 2 per cent

to a high of 60 per cent, and an overall average for those

participating was 35 per cent.

Question XVI
Role of the Administrative Assistant in

Selecting Personnel

The data presented in Table XXII reflect information

found in Part II, Item 17 of the questionnaire. In Group I

81 per cent of the administrative assistants reported some

connection with the selection of personnel. Those reporting

time spent in personnel selection are: (1) number 1--spends

20 per cent of his time with personnel selection; (2) number

3--spends 5 per cent of his time in personnel selection; (3)

number 5--spends 2 per cent of his time with personnel selec-

tion; (4) number 6--spends 2 per cent of his time with

personnel; (5) number 8--spends 10 per cent of his time;

(6) number 11--spends 10 per cent of his time; (7) number

13--spends 5 per cent of his time; (8) number 15--spends 20
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TABLE XXII

ROLE OF THE ADMINISTRATIVE ASSISTANT IN
SELECTING PERSONNEL

Group I Group II

Administrative % of Time Spent Administrative % of Time Spent
Asst. Number in Selecting Asst. Number in Selecting

Personnel Personnel

1

3

5

6

8

11

13

15

16

17

18

19

20

22

23

24

25

27

28

29

30

20

5

2

2

10

10

5

20

1

25

30

50

10

50

40

10

30

40

15

30

10

2

3

5

6

8

10

12

17

18

20

22

60

75

65

10

85

10

40

5

10

18

10

Average 20% Average 35%
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per cent of his time; (9) number 16--reports only 1 per cent

of his time; (10) number 17--reports 25 per cent of his time;

(11) number 18--reports spending 30 per cent of his time;

(12) number 19--spends 50 per cent of his time; (13) number

20--spends 10 per cent of his time; (14) number 22--spends

50 per cent of his time; (15) number 23--spends 40 per cent

of his time; (16) number 24--spends 10 per cent of his time;

(17) number 25--spends 30 per cent of his time; (18) number

27--spends 40 per cent of his time; (19) number 28--spends

15 per cent of his time; (20) number 29--spends 30 per cent

of his time; and (21) number 30--spends 10 per cent of his

time. The range of time spent by administrative assistants

in Group I participating in personnel selection functions

was from a low of 1 per cent to a high of 50 per cent, and

an overall average for those participating was 20 per cent.

In Group II 58 per cent of the administrative assistants

reported efforts in the selection of personnel. Those

reporting time spent in personnel selection are: (1) number

2--spends 60 per cent of his time in selection of personnel;

(2) number 3--spends 75 per cent of his time with personnel

selection; (3) number 5--spends 65 per cent of his efforts

with personnel selection; (4) number 6--spends 10 per cent of

his time; (5) number 8--spends 85 per cent of his time; (6)

number 10--spends 10 per cent of his time; (7) number 12--

spends 40 per cent of his time; (8) number 17--spends 5 per

cent of his time; (9) number 18--spends 10 per cent of his
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time; (10) number 20--spends 18 per cent of his time; and

(11) number 22--spends 10 per cent of his time. The average

amount of time spent by those who participate in personnel

selection related duties is 35 per cent. The range of time

spent by administrative assistants in Group II ranges from a

low of 5 per cent to a high of 85 per cent, and an overall

average for those participating was 35 per cent.

Question XVII
Status of the Administrative Assistant

Compared to the Literature

The status of the administrative assistant is a unique

one. The duties performed by the administrative assistant,

as reflected in the questionnaire, are very similar to those

recommended in the literature.

The literature reviewed indicated that the administrative

assistant is (1) to help the superintendent; (2) to be a

staff officer responsible to the superintendent; (3) to

relieve the superintendent of routine problems; (5) to be an

extension of the superintendent and be familiar with the

superintendent's decision making habits; and (6) usually of

less status in the organization than other executives

reporting to the superintendent.

Data received from the questionnaire report that the

administrative assistant is: (1) a staff officer whose main

duties are to help the superintendent; (2) very closely

associated with the superintendent; (3) a generalist or
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specialist, according to the needs of the school district at

a given time; (4) responsible to the superintendent and not

to line officers; (5) a member of the administrative team

but his status is less than that of others in the central

office.



130

PART II

INSTRUCTIONS: Check the appropriate answers or answer the open-ended

questions briefly. Complete only one form of this part of the

questionnaire. (The superintendent should complete Part II of the

questionnaire.)

1. How many administrative assistants are presently employed in

the school district central office?

a) One
b) Two
c) Three
d) Four

e) Five (If more than five, list the number)

2. How many years has the position of administrative assistant

existed in the school district?

3. Is there a written job description for the position of

administrative assistant?

a) Yes (If yes, please include a copy of each different

job description.)
b) No

4. Is there a written evaluation form for the position of

administrative assistant?

a) Yes (If yes, please include a dopy of each different

form.)
b) No

5. Does the district differentiate between the duties of the

administrative assistant(s) and assistant superintendent(s)?
a) Yes
b) No

6. What is the administrative assistant-student ratio?

7. What is the administrative assistant-teacher ratio?

8. What is the administrative assistant-administrator ratio?

4.
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9. Have there been more administrative assistants employed in the

district than are employed now?
a) Yes
b) No

10. If the answer to question #10 is yes, why was the number decreased?

11. Does the school district plan to increase the number of administrative

assistants?
a) Yes
b) No

12. If the answer to question #11 is yes, why is the district

planning to increase the number of administrative assistants?

Identify each administrative assistant as listed by number in PART I

of this questionnaire.

13. Does the administrative assistant attend school board meetings?

14.

15.

16.

Administrative assistant #1 #2 #3 #4 # #6 #
Usually
Sometimes
Almost never ....

Does the administrative assistant have a personal program

for continuing or expanding formal education?

AdminI-s-trat've -assi-stant- #1 # #3 # 5# #7

Yes __________-O

No

Does the administrative assistant belong to local service

organizations? (Lions Club, Rotary Club, etc.)

Administrative assistant _1__23 4_#5#6-#7
Yesh
NO

Check each meeting the administrative assistant regularly attends.

Administrative.Issistant #1_ #2 3 W_#4_ 5 #6 #7
Nat onal
State
eional
Local

5.
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17. How much time does the administrative assistant spend in the

following areas of effort?

This question pertains to the duties of the administrative

assistant(s) and how he spends his time. Show the appropriate

percentage of time spent in each area. Please account for 100%

of the time for each administrative assistant.

Administrative assistant
2 T 4 PIirs r7

Financial Administration

Personnel Administration

School Plant Admn.

Instructional Leadershi

Public Relations

Pupil Services

Planning

Written Communication

Basic Research

Data Processin- -

Federal and State
Relations

Other

Other

Other

TOTAL

6.

r *2 1 Ir -r II fII
if z II 11 W I 

of 
I
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Group I--ADA of 5000 or Less

Schools Responding to Questionnaire

North Lamar

Paris

Slaton

Talco-Bogata

Texas School for the Deaf

Wharton

Windham

Anahuac

Bellville

Brownfield

Canyon

Colorado

Crockett

Cross Plains

Del Valle

Flour Bluff

Fredricksburg

Gladewater

Goliad

Grandbury

Grapevine

Keller

Lamesa

Laredo

Lockhart

Marlin

Midway

Mineola

Needville
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Group II--ADA of 5001 or More

Schools Responding to Questionnaire

Cypress-Fairbanks

Denton

El Paso

Fort Worth

Galveston

Goose Creek

Harlingen

Hereford

Houston

Hurst-Euless-Bedford

Irving

Mesquite

McAllen

San Antonio

Sherman

South Park

Spring Branch

West Orange Cove
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