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In its study, the Clerical Commitice has considerad two groups of
employees, Uns, zheraafter' designated as the "intermediate® group) is
composgd of persene daving spacialiged skills, such as Radio Operator,
of Soprentices such as Persomnel dpsistant, as opposed to the profes-
eionsl or journeyman Personnol Officer, and of supervizors of clerical
operetions. The other, (hervafter reforrsd to as "oloriosl®) is come
posed of persons having skills with offica machines and proceduras.
This latter group includes Stenographers, Typists, Clerks of all ldnds ’
machine aperators (o.g., Tabuliting Equipment Opavator) , Telaphome Op-
erators, Recoptionists, ats, ‘

It hes boen foumd thet this breakdown, in the mein, holde gooad
insofar as grade~reugas sve vopcorned, The intermediata growp ranges
in grade from ¢S-5 through CS-%, with a few supervipors of highly
specialized skills going es high ap GS-14. The clerical group in gem~
eral ranges from €S-3 ¢hrough CS-6, with a few ssoretarial positions
1o "front" or headquartere ofPices going as high aa 0S<9. For the pur-
pozes of this report, wage board employusea, CFCig consultents, staff
agenta, and military personnel on active duty assigned to the Agenaoy
have bser omitted. ' '

. Within these two categeriss the Committes has tried t0 consider
- the distribution of mom and women in each group and the comparative
grede ranges of men and weheon in these grouvns :
SWEARY  (Conolusions)
Among the[  |amployees in the avsrd Dffices of the igomay, tha

distridution of men tu womer iv as followas _
M )4 M5 F5

‘Clerical - 88 3-€ {<9) 48 863

Internediste G5 6=9 (.14) ' 652 3%

Professional GS=4, through 7. A%
supergrodes

The intermsdiate group must be regarded both as an aminence to

which elerieal employass can asplre, awd as a training ground for pXo-
fespicmal ranks,
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In the first case, Clerks, Typists exnd Stenographars, whieh
comprise the great bulk of the clorieal grovp can theoreticelly bo
advanced w Adminisirative Assistent aund %o cierical suparvisory
positions without acquiring ndditional skills beyond a knouledge of
office procedures and an ability to hendis peopls. Iy thess posi-
tiong the distribution of mer to women is as follows:

B H2 iy

' Clerical ' S 11% 8%
Admin Asst and A :
Clerical Supv A , 215 73

Grado ranges for men and women in these categories are the same.

_ Similarly, machins @pemﬁc»rs hope 6 be advanced to Supervisors
and Plarners. Im these positions the distribuwtion of men to women is
‘as followss - :

M F (71 4

Operators " W% 58%
Supvs & Planners %% 2%

In this Jatter category the grede rangs beid by Zen ic 35 5-14, by
women GS- 5~10., ‘ : .

In the intermediate grouvp, in additicn to these vategories to ,
vhich olérical employess espira, there are neven relatively large cate-
gories of "apsiatants” vhich vum parallsl io and might bs considersd
training for profesaiczal satagories. Thuoge ares

Assistante E‘rofmesj.omls

M| Grade F Graﬁe% uil P E o 'W ¥ | Grade | M5 | ¥%

....... b Skl Mhakidh Mg s AP it St Wi

Analysin 733 512§ 19| 8t 516 B4 | 77) 23
Litraxy & Lab 1 2515 5.15 5.2 | 24| 76
Edit and Pub 5ok 5.6 | 363 70 9-.1.5 6-14 | 63| 37
Statistios ol 5.7 1 H{ 50 9 7-12 | 40| 60
Admin Support §ul2 5.9 | 48| 42 5..16 4-13 | 87113
Tech : 5=8 4 861 14 545 7-13 195} 5
Graphies R N I RG] Ai5 5-12 | TA| 21
Total |53 |44 | Al 598 516 |4edd | TTR 235
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The percen’bage change in the men/women ratio frem the Assiotant

%o the Frofessional level iz of particular interegt in the following .

sategorios: _
Aspistanty Frofgessionals
percent - pexrcent
A women Bem - *mem
Anmlyais 198 613 - 7% _ 233
EGit & Pub . S f ;4 0% 63% - 37R
Adwin Swpport | 58% 52% 87 13%

: In Pdiving and Publishing Assistant and in Administrative Suppert
dssistaut the boginning grade for men and women is the sams, In all other
categorias where women are employed, the boginning grade for men ia one
to two grades higher. ' ‘ '

In the Library Assistent category, the highest grade is held by a
miid, and in Fditing ard Publishing Assistant, ths top grades are the
dame, In all other categories in which wvonen are employed, the highest

grade held by & man is ope to thres grades higher tham that held by a
VOMAR : A

Anmong the| auployess in the covert Offices of the Agency, the
disteidution oi' wen to women is ae followss

M ¥ ¥ - F

Clarical G5 36 ’ 2% a8
Intermediate 63 6.9 . . 408 602
Professional GS-5 « supergrades 828 18%

A oomparicon of Clerks, Typlsts sad Stenographers to Adnibistrative

: 8, _
Apsigtants and Clerical Supervisors shows the followings

' . M P ¥
Clarical 4% 953

Admin Assy &
Clerical “upy. ' . 27% 73%

irade ranges for men wnd wousn in theso categuries are the saue,

. A comperison of heedguirters (Weshington persomnel) with field figures
reveals that the mejor port of this saift i1 ratio ‘takes place in the field.

«.-3;.
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Headquartars ®oor m ¥

GClevical 56 95%
Admin Asst , 184 824
and GClexical Supva :

Fleld,

Clerical | 8% g3
Admig-hast 35% 65%
and Clerical bupv _

4 gouparison of antx goriee in the m*c.ewediane group with relata
categoriee in the professional growp in the sovert oi‘fices reveals the
folloving: |
' Assistant ' : | Ptoi‘eé sional

<3

P

Grede T Grads W81 B0 M G&*adeg F Gfmdg %

Aduin ¥y " | 66%
Admin Fiald _ 80

4%
20,

Budget Hg ’ I : 7231

Budget Piold P .

94...

S8
' RE
- g

Persounal Ho 57 70 ) S R e )

25

Parsonnsl ¥ield ! . ol sg
Security Hg . _ T M‘TOO
Security ¥ield . 5 P ) L I : 92

P&S Hg .. T 89
P4S Field Y 7 838 37

8
3

: 97
Intel & 05 B o e e 7
Intel & Ope Field PRI b9 | e 8 0] 20

20

Yhe percontage chauge in 2he men
Profoe:simw..l lovald s of porhimnlar int

e ratlo from the Assistant to

Agsistants - Profeesional
poreeni o percant

Mo s M

Budget « field 7'*,'1
P&S - field ;(gf
Intell & OPs Og - o

the

cagt In the following calpgories:
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A com arison of perece trges in the ~duinisty c“t“wory is
rendeyr: EzﬂxrtS 2aleply CINTicult Ty the Paet thet the wilority of Auiin
igtrative Agsistont pesitious are in no iay relsted o thove of AN

istrative Officer. # tcnf Alve corpiricon was arvived at oun the Lugis
of corlianing Aduinistong Hurant, Fersonrel, fecuridty and Prorerty and
Suonly Off1c:r fiypures Mor come:irison vith la"~cu, Terrorngl, Security
ard Prorerty and “usly “ssiotent firures as followa:

Professional
nercent
I ¥
Adidn Supnordt 4iQ &6 oJ3E 33 147 73% 27
idmin Support Field 755 25% ' 335 124
It mey be noted in ramucing trat ir twe of the above cate

internwdiates, Pudret ‘selsiant, :
fisld, the grade ranras Tor men, plnimen
o frades hlgher than these for vorsn.

LD S RINT LN are one to

In presenting these firures, the 5h'*ittee raocognizes that they

renrssent 4 purely siobic »ictre of ti a fwency, and Lrat tre factor

ol novement, either Uy arointuent oh_gxonotion ints 2 ziven categcry

or level of resmonsibility,cammol be porirsyad. Further studies in

concnrison of quﬂlei: tions ve. zrade Jer men and woren and of tine in

grade before vromotion for hoth vill bw aecessury Before & connlete

arAJysis can le attuh,vec\ The Teowrit s waanble to perlers tlese studles,
ince Ageney records are net at Srosert rainteiped inm n forw Prer wiiceh

thL raterisl can be eacily extracted in 4he tive allcetted for 4ids nrolect.

The Ticures ere precente?, tlerefore, vith the peneralization that fov

reasons not yet estatlished, ihe pronortion of ren to vomen reverses sharply

the level of resnensi Bili Lty increanses, and tlat in certzin catersries,
the grade ranpe as it exiets ot rresent is rore £ verable to ren than to.
voran, '
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Any sgeney or organization is dependent on its cleriesl force
frr efficient operation. Sinecs the clericsl foree in the Agenay is 7 .
composed primarily of wamen, the Pasal on Weman falt that a atudy

- should be made of clerical problems, apart from the question of dis.”

erimination,

Cortdin problems exist for all clerioal persomnsl vhether man ov
woben, The major onevs are & high rate of turnovar and the relsted prob-
lem of insuffictent integration of clericale into the work of the Agsnoy.
The Comnittee was able to gatber only fragmerta-y statistics in the sourse
of its study of thesa problemz. However, on the basis of a study of exit
interviews for persomnel in grades GS 3.5 from 1 Jandary 1953 to 1 Septen-
bar 1953, of a relatively wide renge of individual Commitise contacts
tiroughout the Agenoy and ite collective axperienoo - -in the Agency; a gen-

oral pletwrs of these protlems has baeen deweloped,

Although figures of thomo leaving evay an 8-moath pariod cannot be -
accurately oompared with the m~duty strength of an organizetion at any
coe tiume, an approximate percsatage way e obtained of ths turnover. A&
stully of the exit intervieus ravealsd the followings

Oversl: Hen Wonan

Total number of casnas

Total Agency strength in
the grads ranges under
study as of 30 Jume 1953

Tho approximate turnover rate was 1%, 0F thome leaving, 31% weve men,
and 69% womenn, although the Propiition of men to wowsn on duty in the
Agenoy in this gyade rengs wes 45% to 552, Surprisingly encugh, bowever,
of the thres msjor categoriss among the reasons given for leaving, by fay
the largest wme “other Job?, which aecounied -far& reasignati The
next, 68 was to be expected in tids grovyp, was "marriege® with » but
the third, apparently related to the first, vas "dissatisfied”, with| |
1% 1s recognizad that no statistics on ressons for replgnation can bo
relied on for absolute validity, The imdividuals conearned fraqustitly
fail to give the trus reason aud often there are many faotors contribu~
ting to the deoision to gv. i% most thenn figurea suggost a relatively
large group of "dissatisfied” slerical and intermediste cmployees y S0Te
of whon have resigned. _

Through the Committee's individual contacis, spot interviews amd

experience in the Agemoy, howovar, alightly more vevealing though still
generalized prohlems were developed, : :

e
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1. Misconceptions, wild rumors and s fesling of being &
- nameleas ciphor develop in the Interims bssignment vanch, despita

tha best efforts of thoss in chargse, and are froqueitly perpetuated
due to

2, lack of orientation for the individuel clerk <1 kis or her
permanent, assigeaent. Offics practices in this vary wish the sophis.
tication of the individual supervisor but the Trequency vith uhich
this complaint 13 heard suggoste thet it s a relativelr vide-apraad
aiffioculty. . '

3. Inconsistencies in hiring and promotiomal practices which
the individual clerk diseovers both in the IAB and upon jormanent
aseignmant oreate discontsnt. :

4. Honeutllization of on-the-job 8kills acquired praviously
looms large as & cause of diseatisfmction, Stenographers lcse their
speed, potentially able clerks are mot given the opportumity to as. }
sume the responeibility of vhieh they are capable, and 1ittle if soy
systematlc affort is made to move the able ones from ibo eler:cal
grouwp to ths intermedistec group or from the intervediste group to
the professional group. Tho natursl desire of the office to rewein
a good clerical employse, particularly in visw of the diffiocultive
involved in getting e replacement, is understandeble to the by
stander but not particulerly comforting to th: clerk,

5. Inherent in all thsss problems and froquanily voiced is
the fesling on tha part of many clerical eaployess that they are -
not handled as individuals. It is axpressed in different wayas
"You have to throv a f£it or resign to get ary attention®, *yours
treated 1ike & oipher", "there's such a gulf betwean the clericals
and professionals”, .

_. ., The Coarmittes racognizes that the Agency imvsetmsat in individusl
olerical employees 18 a minor one compared .0 thut in a professionsal,
and thet therd is traditionally s large turaover undng olerical employess
for reasofis beyund the control of the Agency, sucl us marriage or preg-
nanoy. It also recognises that efforts have been wade and are baing
made o overcome many of these nroblems, dowsver, an orggnisation as
demanding seourity-wise of its onaloyees 1a CIA, end depanding en collegs
graduates for es mush as 25% of its elerfrel labor rupply should offar
unusual rewards, not necssserily in womey but in esrit de corps for all
1ts employecs. Ths following suggestion: are, thersfore, made as a ool
sible basis for study, rather than firm :scommendations,

oo
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1. The confusions gemerated during the holding operation
in the Interim Assigmment Branch might bo alleviated by the epe
pointment of & maturs Individual experfenced in bandling indi-
- vidual personnel problems snd thoroughly indoctrinated in all

pible feoets of the Agency. In itself the prodlem of inesors

would require an Agency veteran 4c reeomeile

the Agenuy's security demands with the limited oomprebension of
& brang-nsw high school gradwate. Purther offort on ths part of
Agency componentis to find sultabls and valid work for clerks,
typists and stemographors during their tour there might be re-
warding to bbth participants,

2, An incoming employse automstically raceives indoctrina~
tlon in the Agency, its functions and component perts. Rducation
of suparvisors touvard providing & similar indoctrination in the
work of the unit, the contribution of the clerk to that work, and
the facilities aveilable to the olerk, both within the office mnit
end in the Agency, and towrd following up this introduction with
further explanations when the clerk’s initisl confusions have boan
dissipated might pay dividsnds, v _ '

P od T3

A

3. In each organdzational unit {this would vary with oise,
©o8:, & rolatively small 0f{ice would need only one, some of ths
larger Divieions might need ons for each Braunch) ome individual
should bs specifically designated (end given publicity) to bandle
clerical problems which for ome reson or ancther cannot be taken
up with the supervicor or have been dissllowsd by him. 4 olerk
who cannot get on with his supervisor, a atenographer who feels
she 18 loaing her speed, or a typlst hired at GS-3 in & ubit with
8lov pramotional policies who sees typists with equivalent or ap-
- parently lower qualifications promoted to GS-5 needs if nothing
olse. an authoritativs volos which promiess individuel attentica
in the indefinite futuve. -

. . 4s- Caveer opportunitiss both in the clorical f£ield and in .
the intermsdists group already exist in potentisl for the able |
olerical amployes, Clerks »uvm as high as GS-7, Stenvgraphara and
Administrative Assistants ss high &8 GS-9. The progression from
Personnel Clerk to Porsonnel Assistent on papor has i%s squivalent
in other typas of specializad skills, insofar e the sstablishment

of positions 1s concernsd. ' However, while the progresgion from y

Intelligence Officer (8-7 tu Branch Chief to Division Yhief 1s well-

recogniged, it is not falt that similar rocognition is given to
thess potential career progressions for olerical employees. The
able stenographer who has twan a GS-7 for scversl years is not

generally considered for ths 0S-9 vacanoy in snothsr organizaticmal

unit,

8-
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One poseible solutior might bo Clerical Carser Service Boards
uhich would assist the clerk in bullding a'career in his field im much
the ssme way that the prosent Caréar Servics Boards assist an Intelld. -
gence Officar to build hiz career. Whether throvgh the "Clarical Chaplain® .
who handles olarical problems for a emall wnit op through & Clerical Car-
eer Service Board, greater wtilization might bo wade cf the training fa-
cilities offered by the Agency for a clerk's carser sdvencement {(as opposed
to the clerical refresher training given a stenographer who already holds
the position but needs additional shorthand speed om that job).

. Pollowing sre suggestions for additionsl stuiiss waich this Come
. mittee was wmable to perform but which might be rewarding in Agency |
consideration both of possivle diserimination against women and of

clericalprobl@a in generals:

8, & otudy of tie-in-grade for mon and women by cetegories -
o types of positioms. o

b, a study of qualifiocationa v8. grades in various categories.
¢, additional studies in turn-over rates by categories, types

of work or grade ranges, rather than the Agency-wide
figure now in uss,




SRR

Security Information ‘

Talk with Personnel Prciuremsnt Of7icer 9 October 1953

1. lack of consi:tency in premotion policy , from office to office, .

“ 2specially in lower grides, thres months botwoen 4 end 5 in soms places

a3 compared with & to 12 months in others.

2. Tmproper supervision of new clerieals hs believes to be a big
reason for dissstisfec:.iom partleularly among college educated clericals.
Supervisors do not explain individuals role in whole pioture or in total
regpongibliiity of seclion or unit. Supervisors ars not alaxt to give
"real® reepansibility {iry to "make" work) commensurate with irdividuals
ability to assume seps. Pointed out thst 811 job satisfaotion is not

" realissd in terms of monay.

3o Persomnel dois attempt to recruit the best of the bast, therefors

© does take women colleps graduates who are willing to do alerical work,

4. Fe also brougit up the somewhat dlsillusioned attitude vith

“which & nav emwployes froes first job afier long weit, security procas.

sing ané JAB, ete,

«] 0o
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Ietorview vith Clerical Plaseront Ofificer - - 15 juzust 19 53

The Agency still depovds on college gracuates to f11) =t least
8 pert of its clerical vacanciss, desrite the economy drive in lashe
ington. The surrly is seasonal, heaviest in the srring sfter sradua-
tion, and is roughly from /;-50% of clerical anrointees., Leanite
anything recruiters can say, all clericals an~licants who are anbi-.
tious {whether college trained or not) come into the hgeney with a
viev 10 an overseas masignnent or to isetiing into sone nrofescional
£i9ld, and almoet irevitably lesds 4o disavrsintrent.

Besides thé rrohlems of overasas aszcipniernte and carsers in
orcfeseionel fields, & nrouler invelvina clerieals viich loome layrze
1z that of unsystemitic advanceront 1(’3 in the elerical field. This
irvolves both rrestige (i.-,, front c¢llice or "Fill"; Jnke and nroe
motion pradewise. O7flces ill not relsase zocd worbers for this
tyme of advancemart in snciler office for {eaxr of not retlting replace-
rments, and high level orficizls being premoted, lozfcally wint to toke

vith them rivls wvhom they huve trained,

~
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Interview on Interim issignrent Cranch

Few clerical versontel wion entering thre irency frequently spend
from one to trree nonths in the Interim Assisnment Franch while avaiting
finel elearance. Many of the prollems which plagne them st this time
are trose interent in a tolding operation. Others are those associated
with security requircnents and with a larpe and conpartnentalized orpan.
isation. Repardless of the Jjustice of these cormlaints, however, snot
checks show that their exicience frequenily sets up undeelrsbls attitudes
vhich carry over into their rerxenent aseigurente. The woert Frequently
heard of trese complulnts are:

&) Irregpulsrities in hiring practices, GS-3's see GSul's
and G5-5'8 entering on Cuty with ex—erience or qualifications
which are aprarently exactly comperalls to thair cwnh.

b) Tre:trent of clerieal personrel as éipkers, "You have
to throw a fit or resim to gt any attenticn.”

¢} Horror storics avous and about ionz delay
before firal clearance. ‘

d) lack of Apency-sroncored recrestionzl activities, assint-
erce In hovelng, liwited nedleal serviec and ascictance ‘g rersonal
rroblens,

Per:anert agsignscots olinluate the scourity uroller, but introduce
sertain otler etmnlainte in adiition to the cneg aiready ectailirhed,

a) lRopeutilization sf = ecitl aski’Te such as Lyoing and
srorthang, ard menotonsus work.

b). Refusal by the superviser to release when a transfer ie
etuested whother Por rrencticrnal Purreses, because of nersonality
claghes, or peroral dissatlaCiction iith vorking eonditions,

¢) The gulf betusen clevieal and “rofegsional nersonrel .

"l 2,,_..




