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TO:  Budget Unit Heads    DATE:   October 18, 2004 
 
FROM: Jessie R. Roberts 
  Human Resources Director 
 
RE:  Civil Service Clerical Job Study 
 
The State Department of Civil Service has been working on a clerical job study to 
simplify the number of job titles for administrative support jobs. The result of the 
proposed job study will be the establishment of four (4) new job series that will 
encompass over 50 current job titles. The study will be presented to the Civil Service 
Commission at their December 8, 2004 meeting.  If the Commission approves the study, 
it will then be forwarded to Governor Kathleen Blanco for possible approval.  The study 
will not go into effect until the governor approves it and sets the effective date. 
 
Civil Service has identified the following benefits of the new job series. 
 

1. A better-defined career path for employees, which promotes upward mobility. 
2. Fewer job classifications which means less testing and job registers on which to 

remain eligible. 
3. More flexible job classifications, which allow for reassignment of work as needed 

to meet the changing needs of the agency. 
4. Improved equity among similar positions, by grouping of those positions into the 

same job title. 
5. Higher pay opportunities, due to increase pay range maximum (7-14% higher than 

currently available). 
 
Should the Commission and the Governor approve this new job series and associated pay 
ranges, a small set of employees will be eligible to receive a salary adjustment.  Only 
those employees whose salaries are below the new pay range minimums would be 
adjusted. 
 
In conjunction with this study, Civil Services has asked that we prepare updated job 
descriptions on all of clerical positions.  We are asking budget unit head to work with 
Human Resources to make sure the job descriptions are updated by the November 1, 
2004 date set by Civil Service. 
 



Also, while Civil Service concludes their work on this matter, a moratorium on 
administrative support allocations has begun effective October 11, 2004.    During this 
time the university will be required to seek approval from Civil Service before filling any 
vacant clerical positions affected by this study.  Subject to Civil Service approval we will 
be able to fill these jobs through the normal hire process.  However, no reallocations will 
be allowed. 
   
I have asked that Macky Myers assist me in coordinating the activities related to updating 
job descriptions.  Either Macky or I will be available to answer any questions you might 
have.  Please feel free to contact me at extension 2001 or Macky at extension 5651. 
 
Thank you for your assistance in this matter. 
 
Cc:  Dr. Randy Moffett 
  Dr. Joseph Miller 
  Dr. Brad O’Hara 
  Mr. Stephen Smith 
 


