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CHAPTER I

INTRCDUCTION

The expertise needed to serve as president or executive
officer of an institution of higher learning today precludes
the selection of an individual who 1s unskilled, untempered,
and untutored for the difficult job before nim,

Today's college or university president, besieged by the
demands of a restless faculty, an impatient student body, and
an often ill-informed public, nevertheless must go about his
daily task of being a president to all factilons, both on and
off campus. Whether at his desk or making a personal appearance
at off-campus events, there are certain important responsi-
bilities which must be carried out in the name of his office.

Many times the president cannot succesasfully meet all
demands and attend to the myriad of detalils that beset him.
Consequently, the need arises for a "personal"” assistant, a
"man-Friday" for the job. The man usually charged with this
responsibility is the administrative assistant.

In rccent years more and more college.and university
presidential and vice-presidential vacancies have been filled
by'persons who once served as an apprentice in the job of
administrative assistant, or in a position of similar rank (8).
Whether these selections have been by chance or design is of

significance in evaluating the emerging concepts of desirable



administrative practice. Perhaps more important, however, fthe
immedlate question needs to be answered as to whether the
college and university president has come to view the position
of administrative assistant as a proving grourd for potential
successors or aspirants for higher jobs, or whether the
president views the administrative assistant merely as a pro-
fessionally competent person--one who performs his duties only

and to the extent delineated.

Statement of the Problem
The problem of this study was the status of administrative
assistants in higher education with special emphasis on (1)
the role of the administrative asslstant, (2) the internship
aspects of the positilon, as perceived by college and university
presidents throughout the United States, and (3) the professional
qualifications held by persons filling positions as administrative

assistants.

Purposes of the Study
The purposes of tnis study were (1) to identify the

role of the administrative assistant as perceived by college
and university presidents and (2) to ascertain their percep-
tions regarding the position of administrative assistant as an
informal internship for a higher position. ﬁ secondary pur-
pose of this study was to determine thre extent, if any, of

the variations of the professional qualifications held by

persons serving as administrative assistants.



An additioral purpose of this study was to provide
useful data for college and unilversity presidents to aid them
in more accurately defining and possibly redefining the role
cf the administrative assistant and to ovrovide persons who might
aspire to this position with data with which to make a more
accurate appralsal of the limitations and advantages of the
position. Data gathered by this study might serve an additional
purpose of providing the administrative assistant with information
with which to make a self~assessment of his role in the adminis-
Trative hierarchy. Recommendations will be made also, based
on an interpretation of the data, with respect to the role of

the administrative assistant in the future of higher education.

llypotheses

Hypotheses developed for this study were concerned with
the relatlionships between the perceptions of presidents of
public institutions and the perceptions of presidents of private
institutions and relationships of the perceoptions of presidents
of institutions of higher learning within private and within
public institutbtions of higher learning. Special emphasis was
devoted to the role, internship aspects, and professional
qualifications of administrative assistants in higher education.

The fcllowing hypotheses were investigated in this study:

1. There will be a significant difference betwecen the
perceptions of presidents of public institutions of higher
learning and the perceptions of presidcents of private institu-

tions of higher lecarning on cach of the items of the instrument



designed to ascertain the role of the administrative assistant
in higher education. The following subgroups of educational
institutions were established to delineate this hypothesls:

A. Small publlic vs. small private

8, Small public vs. medium private

C. Small public vs. large private

D. Medium public vs. small private

E. Medium public vs. medium privaté

. Medium public vs. large private

G. Large publiec vs. small private

H. Large pubiic vs. medium private

I. Large publlc vs. large private

J. Sum of public vs. sum of private

2. There will be no significant difference between the
perceptions of presidents within various public institutions
of higher learning on each of the items of the instrument
desigred to ascertain the role of the administrative assistant
in higher education. The following subgroups of educational
institutions werc established to delineate this hypothesis:

A. Small public vs. medium public

B. Small public wvs. large public

€. HMedium public vs. large public

3. There will be no significant difference between the
perceptions of presidents within varicug private institutions
of higher learning on each of the items of the instrument

designed to ascertain the role of the aduinistrative assistant



in higher education. Tnhe following subgrouprs of educatlonal
institutions were established to delineate this hypothesis:

A. Small private vs. medium private

B. Small private vs. large private

C. Medium private vs. large private

4. There will be a significant difference between the
perceptions of presidents of public institutions of higher
learning and the perceptions of presidents of private institu-
tions of higher learning on each of the items of the instrument
designed to ascertain the informal internship aspects of the
position of administrative assistant in higher education. The
following subgroups of educational institutions were established
to delineate fthis hypothesis:

A. Small public vs. small private

B. ©Small public vs. medium private

C. ©Small public vs. large private

D. Medium public vs., small private

E. Medium public vs. medium private

F. Medium public vs. large private

G. Large public vs. small private

H. Large public vs. medium private

I. Jlarge public vs. large private

J. Sum of public vs. sum of private

5. There will be no significant difference between the
perceptions of presidents within various public institutions

of higher learning on each of the items of the instrument



designed to ascertain the informal Internship aspects of the
position of administrative assistant in higher education. The
following subgroups of educational institutions were established
to delineate this hypothesis:

A. Small public vs. medium public

B. Small public vs. large public

€. Medium public vs. large public

6. There will be no significant difference between the
perceptions of presidents within various private institutions
of higher learning on each of the items of the instrument
designed to ascertain the informal internship aspeccts of the
administrative assistant in higher education. The following
subgrours of educatlional institutlcns were established to
delineate this hypothesis:

A. Small private vs. medium private

B, Small private vs. large private

C. Medium private vs. large private

7. Regardlng tThe professional qualifications hzsld by
gdministrative assistants in higher education, the greatest

degree of variations willl exist between administrative assis-

learning. The following subgroups are established to delineate
this hypothesis:

A. Small public vs. small private

B. Small public vs, medium private

C. Small public vs. large private



D. Medium public vs. small private

E. DMedium public vs. medium private

. Medium public vs. large private

G. Large public vs. small private

H. Large pubdblic vs. medium private

I. Large public vs. large private

J. Sum of public vs. sum of private

8. Regarding the professicnal qualifications held by
administrative assistants in higher education, only slight
variations will be noted among administrative assistants in
public iInstitutions of higher learning. The following sub-
groups were established to delineate this hypothesis:

A. Small public vs. medium public |

B. ©Small public vs. iarge public

C. Medium publlic vs., large public

9. Regarding the professional qualifications held by
administrative assistants in higher education, only slight
variations will exist between administrative assistants in
private institutions of higher learning. The following sub-
groups were estadblished to delineate this hypothesis:

A. Bmall orivate vs. medium private

B. Small private vs. large private

C. kedium private vs. large private

Definition of terms
1. Administrative Assistant-~-The administrative assisbant

(not a vice presidont) is any person of administrative and



academic rank who is directly responsible to the president of
his institution and whose duties are defined and delegated by
the president.

2. Assistant to the President~-An assistant to the
president might be regarded as an administrative assistant.
Primary criteria for judgement arce that the assigtant to the
president have academic rank and that his duties be other than
primarily cf a custodial nature.

3. College--A college 1s a four-year degree-granting
institution of higher learning, not divided into schools and
faculties, and affording a general or 1iberal education rather
than technical training, terminating with the Bachelor of
Arts or Bachelor of Secience degree.

4. University~-A university is a four-year institution
which consists of a number of degree-granting schools and
colleges at both the graduate and urdergraduate levels, grouped
fogether in one administrative system,

5. Public Institutions of Higher Learning--Institutions
which are principally financed by city, county, or state funds.

6. Private Institutions of Higher Learning--Institutions
of higher learning which are not principally financed by city,
county, or state funds.

7. Role of the Administrative Assistant--What a person is
cxpected to do constitutes the role associated with that posi-
tion. Role cncompasses the duties and responsibilities of the

position., The rolc of the administrative assistant in higher



education is what the president of his institutilon deems 1t to
be. For example, the adminlstrative assistant may or may not

funetion in an informal internship-type situation; his dutieé

and responsibllities will ke consistent with the needs of his

institution as perceived by its chief administrative head; and
his status wlll be dependent upon the importance delegated to

the position by the president of his institution.

8. Perceptions--This term refers to a thought pattern or
opirion expressed in response to an item found on the research
instrument. (See Appendix, page 141)

g, President--Administrative head of an institution of
higher learning.

10. Internship--An internship in educational administration
is a phase of professional preparation in which a person work;
in the field under the competent supervision of a practicing
administrator for a considerable block of time for the purpose
of developing ccmpetence in carrying administrative
responsipilities.

1l. Profegsional Qualifications—--Professional qualifica-
tions are specific aptitudes, abilities, training, exXperlence,
and attainments that make a person especially suited for a
particular professional position or job assignment.

12. Small Public Institution of Higher bearning--An insti-
tution prinecipally financed by city, county, or state funds,
and having an envollmeﬁt of fewer than 1,000 full-time students

as listed din Amerlcan Universities and Colleges.
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13. Large Public Institution of Higher Learning--An insti-
tution principally firanced by city, county, or state funds,
and having an enrollment of more than 5,000 full-time students

as listed in American Universities and Colleges.

14. HMedium-Sized Public Institution of Figher Learning--
An institution vorincipally financed by city, county, or state
funds, and having an enrollment of more than 1,000 full-time
students but fewer than 5,000 full-time students as listed in

American Universities and Colleges.

15. Small Private Institution of Higher Learning--aAn
institution which is not primarily financed by city, county, or
state funds, and having an enrollment of fewer fthan 1,000 full-

time students, as listed in American Universzities and Colleges.

16. HMedium-S8ized Private Institution of Higher Learning--
An institution which is not primarily financed by city, county,
or state funds, and naving an enrollment of more than 1,000
full~time students but fewer than 5,000 full-time students as

listed in American Universities and Colleges.

17. Large Private Institution of Eigher Learning--An
inscitution which is not primarily financed by city, county, or
state funds, and having an enrollment of more than 5,000 full-

time students, as listed in American Universities and Colleges.,

LLimitations of the Study
1. Questionnaires were sent %o the presidents of the

1102 institutions of higher learning throughout the United

States as listed in American Univopsities and Colleges,
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2. This sftudy was subject to all the various limitations
concomitant tTo rescarch data collected by mailed question-
naires such as failure of the respondent to answer all items.

3. This study did not attempt to determine why each
respondent answered a certain way, only that he did answer as

indicated.

Basic Assumptions
It was assumed that all materials received from various
institutions of higher learning would reflect the expressed

opinions of the presidents concerned.

Background and Significance
There are divergent viewpoints concerning the qualifi-
catlons and bacxground needed for persons sought to fill
top-level administrative posts in institutions of higher
learning. An editorial by Patton appearing in the Journal of

Higher Education suggested that administration is an ancillary

service, not the main objective and as such should be kept in
proper perspective. The writer fcocused on the dilemma of
academic administration with the statement that:

The growth of knowledge pulls faculty members into
narrovwer and narrower specialization of interest.
Such faculty members seldom make effcetive adminis-
trators, On thc other hand, those who have grown up
in administration equally rarely have an adeguate
understanding of the scholarly work and personnel
they are called cn to administer wher they reach top
levels (40, p. 99).

Fishman (22), is in the minority with his assertion that

he has been able successfully to practice academic excellence
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along with successful administration, He boasted that as a
reseavrcher, he became a more academically oricnted adminis-
trator; as an administrator, he becane a more organized
researcher.,

Conversly, Phillips (42) emphasized that "teaching,
engaging 1in scholarly research, and practicing the art of
administration are different occupations," adding that "If a
person is at the same time teacher, scholar, and administrator,
he will end up being none of them.™ (42, p. 163) Horn (30)
suggested, along with other educational theorists and prac-
tictioneers (3, 32, 35, 37, 42) that the president need not
be the academice leader in the narrow sense. He is rather an
"educational leader." Brickman's opinions (9) coincided with
a slzeable corps of writers in the area of administration (6,
12, 32, 33, 35, 38, 39, 43) who argued that the skills,
temperament, and educational background reguired for the edu-
cational administrator and the strict academician are diverse.
3rickman stressed the importance of dedication of the adminis-
trator to the ideals of the university:

The university is a community of individuals devoted to

scholarship, teaching and intellectual service. It

should be directed by one who has an intimate knowledge

of these functions (9, p. 387).

What sort of person is sought to fill the important post
of president of an institution of higher learning today? The
most definitive study in this fileld was done by Bolman (8) and
reported in 1665, le made an intensive study of the process

of selection of college presidents. Questicnnaires were sent
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to 116 presidents of accredited, nonparochial four-year colleges
and universities who had been appointed to thelr positions
during 1959-62. Confidential interviews were held with more
than 100 persons, among them members of governing boards,
faculties, alumni, and adninisirvative staffs., e found that
S84 per cent had been full- cepart-time deans or adminilstrators
of similar ranrk [for an average of elght years. Cnly nine per
cent were selezctoed dirvectly from a faculty to beccewme president.
Citing criteria for the selectlon of presidents--representative
of the tninking of those interviewcd--Bolman listed: "He
should be a good administrator. . ." (8, p. 205). In a similar
lige of criteria for junior college administrators, Priest,
under the heading "Fxperience" lists as the top requirements:
"At least flve years of hignly successiul administrative
experience, prcferably top level . . . college or university
also favoravly regarded.” (43, p. 7) In a month's-long, nation-
wilde search for a president for North Texas State University,
the Board of Regents enumerated "Experience and deronstrated
ability to manage the filnancial affalrs of a large university"
as a top-priority requirement (18).

wWhile college and university faculty members are vocifer-—
ous in their demands that incoming presidents be selected Trom
the "hard-core" academic disciplines, those chavged with the
responsibility of finding able administrators do not welgh
scholarly attaimment as heavily as they do proved administra-

tive ability (8, 11, 43). (Of course, it ig the aim of all
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governing boards to Tind a man who has demonstrated scholarship
ability as well as edministrative abillity.)

At the 1064 Nineteenth National Conference on Higher
Fducation, attended by approximately 250 faculby menbers and
administrators from various colleges and universities 1n the
United States, the fopic of concern was "Toward 3etter Prepara-
tion of College and Unlversity Administrators.”" At Chis
confererice I'redericx De W. Bolman spoke out on the matter of
executive ability. He atvtributed his remarks to John Hemphill,
who directed the Zxccutive Study for the Educational Testing
Services in Princeton:

. « .« the qualities which make for cxccutive activity

in its proper sphere do not require this kind of academic
tackground; that indeed those who have the academic
backgrourd . . . may offtimes be narrcwed in their
specialization and have difficulty cvercoming that
narrowness; that those who do have it will be selected
and should ULe primarily because they have the kind of
decision-making abilities which have nothing to do with
a scholarly hackground (5, p. 18).
On the same panci with Bolman was David 0. ilenry, President of
the University of Illinois, who said CLhat "Administration is
an academile specializabtilon as demanding in scholarship and study
as any other discipline" (5, p.14). Similarly, James W.Stevens,
also & panelist, Dircector of Planning at Dartmouth College,
stresgsed that his background 1n industry had cnabled him "to
do far better than I would be able to do with a strictly
scholarly background" (5, p. 18). tlrally, panellist Sllis F.
White, Chairman of the Departrnent of Higher Education, New York

University, who works also for an executlve search firm, said
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L

there are many people who are successful presidents of
industrial concerns who would do equally well as adminis-
trators in colleges and universities (5, p. 19). Bolman sum-
marized the traditional selection process for top-ievel college

and university administrators:

J'|J

in
:_.
nv
1

al degrce, based in part

upcn researchs; that you er the lists In teaching; .
that you rise through tne ists; that you assume part-

or full-time administrative activity; and that you may
then indeed be in a huge bull pen from which college
presidents are selected (5, p. 18 and 19).

<

. . . that you get your

G)

The purposec of thilis proposed study is not to isolate
research that downgrades the attributes of the scholar and what
he represcnts to the college and unlversity setting; rather,
it 1s to suggest that the role of administration iIn higher
cducation 1is as important as the scholar's role; fhat adminis-
trative competenck&safo learned in an "internship” setting;
and further, that presidents of colleges and universities have
come Lo view certalin lower administrative positions as
invaluable training grounds for those who might be elevated
Eo still nhigher positlons of administrative responsibility.

The value of the internship approach in the preparation
of persons who will Fill higher administrative positions is
cvidenced by the support and condorsement glven by various
foundations in the United States. Chief among these are the
Academic Administration Internship Program, sponsored by the
American Council on Hducalion; the Junior College Leadership

Program, supported by a grant from the W. K. Kellogg Foundation;
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The Program for the Michigan Tellows in College Administration
at the University of Michigan; The Program of Internships in
Academic Administration, supported by the Ellis L. Phillips
Foundation; and The Leadership Training Project of the North
Central Association of Colleges and Secondary Schools, under-—
written by the Carnegile Corporation (42, pp. 50-52). The
Carncgle Corporation also sponsors the Young Administrators
Travel Grants Program "to broaden the perspectives of directors
of admlssions, deans of students, academic deans, directors
of student employment, assistants to presidents, presidents,"
(7, p. 280) and others. Alumni of this program include men
who subsequently became deans, provosts, presidents, and
chancelleors (7, p. 280). Other programs, of shorter duration,
are presented in the form of workshops, seminars, and/or insti-
tutes at the University of Georgia; Teacher's College, Columbia
University; the School of Education, New York University; the
University of California at Berkeley; Stanford University;
Indiana University; Florida State University; and a number of
others (7, 8, 42).

Formalized internship programs attempt to offer (1)
experience in administration, such as a one~year Internship
in a host institution that would offer broadening experiences
for the trainee; (2) efforts to provide time and oprportunity
for self-iwprovement, such as employer-financed lecave or

svabbatical; and (3) efforts to provide a setting Cor the study
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of higher education and the theory of academic adminis-
tration, such as coursework of the type offered at the Center
for the Study of Higher Educatlon at The University of Michigan.
The Kellogg Foundation listed the chief objectives of the
infernship program in educational administration as being:

te help the intern develop a more comprehensive view

of educational administration, fto provide him with

the experience of real administrative responsibility,

and to enable him to benefit from lessons learned by

the sponsoring administrator during his professional

experience (34, p. 23).

Bolman posed the ultimate question: "What is good
preparation for entrance into each administrative post?" (7,
p. 284) His reply to his own question is in effect a summation
of the current state of affairs:

Wie are at bay concerning who should be responsible

for preparation; our helter-skelter approach to date

indicates interest in the problem dut no systematic

and cohesive appraisal of the issue of responsibility

(7, p. 284).

The formal internship program, extensively broadened,
might provide an ultimate solution to the current dilemma.
The very few formal internship programs now functioning fall
severely short of the number required. Some educational
theorists (5, 8, 29, 35) suggest that each college or university
must provide a means for the development of capable administra-
tors. Their suggestions, although they vary somewhat, hint
strongly at an informal internship program for each institution

of higher learning. King made the following suggestion:

Administrative personnel development programs must be
constructed to provide continuing growth experiences.
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Deliberate changes 1in assignments must be designed for
the development of greater breadth and depth of an
administrative expertise (35, p. 153).
B. Lamar Johnson, Professor of Higher Education, University of
California, observed:
Despite the fact that there are similarities, it is
important for an administrator preparing to work in
a particular type of institution to have experience
with the reality of the situation with which he will bhe
working (5, p. 15).
Campbell Questioned the logic of the source of supply for
administrators:
With few exceptions, administrators are chosen from the
teaching ranks. This may have serious implications.
Some of the best raw material for educational adminis-
tration may be unavailable because of the commonly
accepted teaching-first expectation (29, p. 181),.
Bolman suggested that the need for administrators is such that
a scheme for the development of administrative talent must be
formulated:

. . scmething like a reservolr of talent can be
developed, made up of persons appointed to administrative
positions below the level of the presidency (8, p. 208).
The purpose of this brief search into the literature has

been an attempt (1) to examine past and current selection
processes utilized in the choosing of persons to fill top level
administrative positions in colleges and universities; (2) to
enumerate the qualifications of persons sought for these
positicns; (3) to ascertain how vpersons may best prepare them-

selves professionally for thesge positions; and (4) to suggest

that the position of administrative assistant has become
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uniquely important as a training ground for still higher
academic administrative positions.

The position of édministrative assistant is relatively
new, both to colleges and universities gnd to secondary schools.

A thorough search of the Dissertation Abstracts revealed only

three studies that had been done on this position (1, 2, 53).
These were all concerned with the administrative assistant who
functions at the secondary school level. No studiles were found
for this position at the university level. Adams, in his study
of school systems in the United States having pupil enrollments
of 12,000 or more, found that this position was regarded as a
stepping stone to the incumbent:

The chief advantage to the incumbent was that he

gained training and experience for higher positions,

a belief supported by records of former administrative

assistants (1, p. 1441).
The position of president at Angelo State College was filled
by a former assistant to the president at Sam Houston State
College (15). The incoming president at North Texas State
University had served in a similar capacity at Kent State
University (18). 'The incoming president at the University of
Tulsa once served as assistant to the chaﬁcellor {(16). The
list might be exhaustive if data were gathered that would be
revealing of the professiconal background of incumbent college
and university presidents.

It will be a significant contribution to the study of
administrative trends to ascertain the perceptions of presidents

of Institutions of higher learning toward the position of
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administrative assistant. Data obtained and analyzed through
the efforts of this study willl be invaluable to persons who
might aspire to become an adminlistrative assistant. The same
data will enable presidents of institutions of higher learning
to define and possibly redefine the role of the administrative
assistant, qualificatlions he should locok for in persons sought
for this position, and proper emphasis that should be assigned

to this position in the administrative hierarchy.

Procedures for Collecting Data

The first step in the investigation was the construction
of a questionnaire designed to reveal the perceptions of
presidents of Institutions of higher learning concerning the
various aspects of the position of administrative assistant in
higher education. The questicnnaire was constructed through
a survey of the literature of current books and periodicals
that pertain to administration, and especially, to the position
of The administrative assistant. Data pertinent to the unique
character of this position were utilized in constructing the
quesgtionnaire.

The next step was the selection of a panel of fifteen
Judges for testing the validity of the ifems to be included in
the questionnaire. LEvery effort was made to establish face
validity--that is, each question must be related to the topiec
under investigation; there must be an adequate coverage of the

overall topic; and the guestions must be clear and unambiguous.
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Judges were asked to offer suggestions that might contribute
to the improvement of thz questionnaire.

Members of the panel of judges were selected by a random-
sampling from the presidents of colleges and universitiles in
the United States. The guestionnaire with an accompanying letter
was mailed to each of Tthe fiffeen judges. They were requested
to respond to the questionnaire by indicating whether they
thought each item was valld for use in the study, invalid for
use in the study, or whether they were unable to make a decision.
Eight of the fiffeen judges were to agree that an item is valid
for use in the study for it to be retained in the questionnalire.
Judges were asked to suggest additional items that might be
added to the questionnaire. An item was to be added if a
simple majority suggested the item.

After establishing validity for the instrument the test-
retest method was used to establish reliability for the set
of measurements that comprise the questionnaire.' The procedure
for doing this was as follows: The questionnaire in its final
form was adminlstered to the same subjects who participated
in the validity study. After a period of two weeks had elasped,
items on the questionnaire were rearranged and the same educa-
tlonal administrators were requested to fill out the revised
instrument. The correlation between their scores on the two
administrations served to establish reliability.

Once validity and reliability for the questionnaire were

established, the subjects for the study were contacted by mail,



22

The questionnaire with an accompanying letter was sent to each
of the presidents of the 1102 institutions of higher learning

as listed by states in American Universities and Colleges.

These presidents were asked to respond to each 1ltem included
in the questionnaire. Follow-up letters were mailed until a

fifty-one per cent return was reached.

Procedures for Treating Data

The tenability of the hypotheses of this study was tested
by treating them statistically in the following manner:

The research hypotheses were restated in the null form for
statistical treatment. Datalfor each'subject was punched on
cards and computations were made by the Data Frocessing Center
at Kansas State University.

As a test for independence an item analysis was conducted
through use of the chi square statistical method. This
statistical treatment was applied to the hypotheses for which
quantative data was gathered {hypotheses one through six). A
chi square table was used to determine independence. The null
hypotheses were rejected at the .05 level or agbove.

Following the statistical computations data were entered
into tables for clarity of presentation.

Descriptive data gathered relative to the professional
qualifications of the administrative assistant were inspected
to ascertain whether any trends were apvarent, as related to

the various subgroupings that were delineated.
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Conclusions, implications, and recommencdations were

formulated consistent with the data collected.

Organization of Remainder of the Study
The second chapter is a presentation of the related
research. Methods and procedures'for the collection of data
are described in Chaptér III. Findings are presented and
hypotheses are analyzed in Chapter IV. A summary of the study,
along with conclusions and recommendations for further consid-

eration, are presented in Chapter V.
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CHAPTER II
REVIEW OF RELATED LITERATURE

A survey of the literature was undertaken in an effort to
substantiate some general observatbtlons regarding the role of
the administrative assistant in higher education in the United
States. The purpose of this search was to provide data which
would be useful in developing the study. The literature gleaned
was limited essentially to dissertations, journals, and books
in which current trends, issues and questions continue to be
raised in the area of educational administration at the higher
level of university and college functioning. Special considera-
tion was given at all times to the specific relationship and
involvement of the administrative assistant in administrative

endeavor.

The Administrative Setting
Administrative theorists for the most part have neglected
the position of administrative assistant in higher education,
preferring rather to concentrate on the broader aspects of
administration. Although not examined in a diagnostic manner,
the position of administrative assistant must be considered an
Integral part of the brcader picture of administration in

higher education.
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Beginning with the basic premise that such a position
could be spawned and nutured only in an atmosphere which promoted
democratic thought and action, 1t becomes the task of the
researcher to define clearly what is meant by democratic
administration. Graff and Street make the assertion that democ-
racy assumes that:

1. Paramount value is placed on the dignity and
inherent worth of the individual.

2. All wno are influenced by a decision should have
an appropriate part in itfs determinaticon and in its
implementation.

3. Bvery individual is obligated to become reliably
informed concerning social problems and to act with others
in their solution.

4. Actions, both individual and group, should be
based on the method of intelligence rather than upcn
intuition, revelation, authoritative decree, or impulse.

5. Both social and individual development of the
best kind is realized fthrough calculated evolutionary means
rather than through expediency or revolutionary violence.

6. Freedom of action is not laissez-faire action,
but rather is earned as the result of increasing individual

and group respeonsibility for the results of action (17,
p" 170)0

Adnministrative theorists, including Griffiths (19),
Halpin (21), Campbell (11), and others are in basic agreement
that the tenets mentioned above are essential to successful

democratic administration.

Tne Internship Approach
The day~to-day practice and encouragement of the democratic

ideal in educational administration is 3 must ffor the
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perpetuation of such a system in higher education. Sargent
and Belisle put it very succintly wilith their observation that

Administrators-to-be develop models and images of desired

administrative behavior through their experience with or

observation of the behavior of other administrators.

Administrators 'teach' administration to others through

their practice of it, even though they may not consider

themselves ag teacnhing it, and even if thelr pupils

accept the opposite of their teachings (34, p. 64).

Programs which exemplify the democratic ideal and which
"teach administration” in the very practical sense have come
into prominence only in the last decade. Phillips, in
evaluating formal internship programs on the current scene
cited as a common purpose of the programs

+ + « o match up the intern in administration with a host

institution which will offer him a broadening experience

with a mentor or officer in the host institution who will
take a personel interest in him, assist his self-directed
study, and facilitate his entree into the decision-making

councils of the host college or university (7, p. 154),

In the selection of persons who might enter educational
administration at a high level to serve in an internship
relationship, one must filirst delineate problems associated with
the selection process. Such was the task of participants in
a sectional meeting of the 19th National Conference on Higher
Education. Meeting in 1964, they isolated the following eight
areas as slignificant to the problem:

1. Should you pick a gocd teacher who has demonstrated
loyalty to his institution and "throw" him into an adminis-
trative job? Or do college and university administrations
have unique functions which can be better performed with

distinctive academic capabilities? (5, p. 5).

2. Does the role of the administrator in higher education
reguire various competencies, among which are professional
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skill, comprehensive understanding of the instifution
served, and political insight into the function of the
institution in society? (5 pp. 6-9, 14-15).

3. Should employment in administration, at all levels
above the clerical and blue-collar ranks, be viewed as
service in a distinct profession having its own scholarly
requirements, 1ts own standards, and 1ts own esprit de
corps? (5).

4. TIs administration in higher education an academic
discipline, based upon theory and historical perceptilon,
worthy to be studied in and of itself, or is it something
which can only be learned in the context of a specific
assignment at a particular institution? (5, pp. 24, 26-29).

5. Should the emphasis in the training of adminis-
trators be put on the acquisition of skills, techniques,
and background knowledge, or on the development of personal
gualities latent within the potential administrator, or
equally on both? (5, pp. 26-27).

6. Should a research degree in a "hard" discipline be
reguired for a senior administrative post? (5, pp. 16-20).

7. Is 1t correct to view the governance of a college
or university as proceeding from the trustees and president
on down through the department head level, or rather out
from and in response to the needs and demands of the
students, the faculty and the broader public served by the
institution? (5, p. 21).

8. Is in-service self-improvement as important to
the institution in the case of the administrator as it is
in the case of the teacher-scholar? (5).

A positive and professional answer to the above questions
is an absolute necessity if administration in higher education
is to be an inducement for bright, capable men and women desirous

of entering the profession. An editorial appearing in the

Journal of Higher Education considers essentially the same

problems noted above. The concluding statement is not an
answer; it is more an attempt to alibi for the current selection

process:
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In effect, our society does not produce properly
qualified administrators for higher education. Thus we
have to train them on the job. We can hope, without
assurance of uniform success, that intuition will lead to
the appointment of top adminlistrators who will endeavor
to acquire an objective view of their tasks, who will be
willing to learn as they go, and who will thereby achieve
success 1in keeping all aspects of their educational
operation in optimal proportlon. Such persons will be
the educational statesmen of the future. Fortunately,
the history of higher education reveals that they can be
found (29, p. 99).

The Administrative Assistant

Bolman (7,.8) and others (15, 19, 32) have lamented the
low esteem given administrators by others in the academic
community. Bolman declared that a common bellef is that "only
students and professors ever really learn anything and that
adminlstrators simply grow accustomed to their work" (7,
p. 273). He added, "For a faculty member to declare any
perscnal interest in administration is often a guaranteed way
for him to be shunned by his colleagues" (7, p. 273). Brickman
asserted that college and university presidents have deserted
their ranks in Incressing numbers because their multifarious
duties have left them "with 1little direct connection with the

N

basic mission of higher education . . . . In short," he con-
tinues, "What appears to te a position of glamor and influence
turns out in many cases to be a bore and a man killer'" (9,
p. 387). Campus unrest and student militency have added still
another burdensome responsibility to the administrative office.

Not only are college and university presidents being made the

scapegoat for what has fermented on the campus, they are being
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ecriticized for their dealing with the current problem. They
are assailed from within and outside the academic community for
their decision-making, in matters that seemingly have no
apparent "right answers."

This is the administrative climate in which the position of
administrative assistant must either florish, or perish.
Assaying the situation from the viewpoint of the college or
university president, one might c¢onclude that the position
exists to fulfill a "felt need" of the president. Brickman
suggested that "Presidential assistants and associates should
be appointed to take over many of the variegated and time-
consuming duties of the president" (38, p. 387). Horn, in
examining administrative organization, alluded to the harmonious
relatlonship of the president with his administrative assistant:
"The president does have someoné who is his man--no question
about it--his administrative assistant® (22, p. 466). J. C.
Matthews, recently retired president of North Texas State
University said every president has one person on his adminis-
trative staff whom he deems his administrative assistant.
"He may or may not bear that title," Matthews said (28).
That there is a need for a person or persons to relieve the
president of many of the burdensome and rvoutine aspects of his
office, there can be no doubt. The adminisfrative assistant
is a logical choice for this responsibility.

The argument, although valid to a point, that the position

of administrative assistant exists because the president needs
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an administrative assistant is not a fair analysis of the
organizational structure of college and university adminis-
tration today. The position of administrative assistant has
been incorporated into the administrative organlzatlion of
numerous colleges and universities. While the administrative
asgsistant serves in a needed capacity, performing critical
tasks, he is in a unigque position to be elevated to a higher
administrative post, even the presidency (8, 31). Chief
administrative officials and boards that honor an allegiance
to their respective Institutions are acutely aware of the
importance of developing administrative expertise and talent,
not only for their own institutlons, but for higher education
in general. Bolman has suggested that "something like a reser-
voir of talent can be developed, made up of persons appoeinted
to administrative positions below the level of the presidency"
(8, p. 128). King pointed out further that "administrative
personnel development programs must be constructed to provide
continuing growth experiences. Deliberate changes in assign-
ments must be designed for the development of greater breadth
and depth of an individual's administrative expertise" (26, p.153).
Persons who aspire to a higher level of administrative endeavor
are aided in a formal sense by several foundations through
thelr sponsorship of internship programs (30).

King, in a brief statement, characterizes the current
situvation and dilemma:

As operation of Institutions of higher learning becomes
increasingly complex and expensive, there are two basic
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personnel problems: replacing administrators as a result
of loss through normal attrition, and finding administrative
talent to assume the additional load resulting from growth,
expansion and reorganization. The answer to these problems
is administrative personnel tralning in depth (26, pp. 151-
152).
The questions that remain, however, all begin with how?
How does one train to become an administrator? How are
administrators selected? How does one study administration?
And so on. . . . These questions, essentially, were posed by

the author of an article appearing in Review of Educational

Regearch:

College and university administrators still remain

untouchable as objects for systematic research on role

perception and conflict, personallty characteristics,

value orientation, status-seeking behavior, and identifi-

cation with institution. Published works about adminis-
frators, of which there is no dearth, are mainly anecdotal
or advisory. The nore extensive statements attempt to
cover such matters as style; leadership; duties and
responsibilities; relationships with administrative col-
leagues, faculty, students, governing board, and the public;

and selection and training (11, p. 352).

The authcr of the article cited above concluded by stating
that "the major barrier to the new exploration is the
sensitivity, frequently bordering on resistance, of colleges
and universities to intensive scrutiny of organizational
values, of administrative behavior, and of patterns of
authority, influence and communication" (11, p. 357).

The review of the literature provided insight into the
issues, problems, and concerns of the status of educational

administration in higher education today. Questions raised by

the various authors studied were noted with the explicit purpose
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of incofperating them into the present. Specific comments
concerning the selection process, the internship aspects, and
administrative role provided extremely valuable background
information and served to gulde the development of the instrument
used Iin the pilot study, and later in the final questionnaire
which was sent to college and university presidents in the

United States.
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CHAPTER III
PROCEDURE OF THE STUDY

The purposes of this study were (1) to identify the role
of the administrative assistant as perceived by college and
university presidents and (2) to ascertain their perceptions
regarding the position of administrative assistant as an informal
internship for a higher position. A secondary purpose of this
study was to determine the extent, if any, of the variations
of the professional gualifications held by persons serving as
administrative assistants. Subpurposes were to compare the
relationships between the perceptions of presidents of public
institutions and the perceptions of presidents of private
Institutions and relationships of the perceptions of presidents
of institutions of higher learning within private and within
public institutions of higher learning. Size and type of
financial support were basic criteria used for establishing
the following six basic categories: (1) small private, (2)
medium private, (3) large private, (4) small public, (5) medium
public and (6) large public. A small college or university was
classified as one having fewer than 1,000 students; a medium
educational institution was one having an enrollment of at
least 1,000 students but not more than 5,000; a large educational

institution was one having more than 5,000 students enrolled.
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Statistics for this breakdown were obtained from the College

Facts Chart and American Colleges and Universities.

To accomplish the stated purposes of this study, the
fellowing procedures and methodology were employed.
Development and Administration of the
Pilot Study Questionnaire
A thorough search was made of current professional
periodicals, books and related studles to compile a compre-~
hensive assessment of the responsibilities and involvement of
the administrative assistant in higher education. The nature
of the internship aspects of this position was investigatéd
also, as were the qualifications most often noted to be held
by persons filling this position. Concepts and trends which
tended to focus on the role of the administrative assistant were
delineated. After several consultations with persons known
to possess an intimacy and expertise in the Tield of educational
administration, the questionnaire was formulated into three
parts, as follows: Part One--Role of the Administrative
Assistant, forty-eight items; Part Two--Internship Aspects of
the Position of Administrative Assistant, eleven items; and
rart Three--Personal and Professional Data, seventeen items.
Part One was further subdivided into specific areas of involve-
ment, including (1) Represent the President, six items; (2)
Finance and Development, seven items:; (3) Liaison and Public
Relations, seven items; (4) Program Development, Decision

Making, Policy Implementation, six items; (5) Personnel, seven



42

items; and (6) Administrative Routine, fifteen items. A
lengthly consultation with Dr. J. C. Matthews, out-going presi-
dent of North Texas State University, served to reinforce the
worthiness of the study and the validity of the various items
of the questionnaire. Many helpful suggestions made by Dr.
Matthews were noted and his advice concerning the construction
of a cover letter to be sent with the guestionnaire proved to
be an invaluable contribution.

A pilot study was conducted to validate the varilous items
contained 1In the questionnalre and to determine the consistency
of responses obftalned from the selected population. The
questionnalre was designed specifically to determine the per-
ceptions of college and university presidents regarding the
role of administrative assistants and the personal and profes-
sional qualifications of persons filling this position.

Extreme care was taken to communicate to the various presidents,
in the cover letter and in the construction of the questionnaire,
that their perceptions should concern the position as it exists
and is being utilized, not how it ought to be ideally.

The task of establishing an appropriate panel of judges
to determine validity and reliability was given careful
conslderation. It was determined that only college and uni-
versity presidents could provide relevant comment and evaluation
to the various items of the questionnaire. From the 1102
Institutions of higher learning selected for inclusion in this

study, the presidents of fifteen of these institutions were
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chosen through a table of random numbers to aid in establishing
validity and rellability for the questionnaire. A letter of
instruction (see Appendix page 125) and a six-page questionnaire
(see Appendix page 127), along with a return-~addressed, stamped
envelope were mailed July 27, 1968 to each president of the
fifteen institutions. The presidents were requested to respond
to each item of the questionnaire in one of three ways. To

the left of each item, with appropriate space for lndicating a
cholce, were the following choices: (1) valid for use in the
study, (2) invalid for use in the study, and (3) cannot
determine. If the item were clear and appropriate to the
questionnaire, they were to check "valid . . ."; if the item
were unclear or inappropriate, they were to check "invalid . . .
if the item were such that they could not determine validity or
invalidity, they were to so indicate. If the item were con-
sidered valid, they were further instructed to respond to each
item on the questionnaire using the following five choices,
provided to the right of each item: (1) to a great extent,

(2) to a more than average extent, (3) to an average extent,
(&) to a less than average extent, and (5) not at all. A
definition was provided for what was meant by "to an average
extent," as well as the other choices provided. The third
portion ¢f the questionnaire called for specific informatioﬁ,
which was also requested, following determination that the item
was valid. Space was provided following each subclassification

of items for the presidents to suggest additicnal items which
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might be included, or to comment on various aspects of the
questionnalre,

Eleven of the fifteen judges responded. It was determined,
therefore, that slx of the judges must agree that an item is
valid for it to be retained in the guestionnaire.

In an effort to establish reliability college and
university presidents who cooperated in the validify check
were sent questionnaires to fill out a second time to determine
consistency of response. This questionnaire did not include
the checklist to the left of the items, which was used for a
validity check only (see Appendix page 134). A cover letter
{see Appendix page 133) raquesting that the administrators
fill out the questionnaire a second time for a reliavbility
check was included with the second questionnailre, as was a
self-addressed, stamped envelope. The questionnaires to check
for consistency of responses were sent out August 15, 1968,
more than two weeks after the initial mailing.

Table I was constructed to indicate the validity judgments
of the seven college and university presidents who returned a
questionnaire. Of the eleven responses received, four were in
the form of a written reply stating that they did not have an
administrative assistant; hence, did not feel gqualified to
Judge the valldity of various items of the questionnaire. As
a result of the pilot study, all seventy-six items of the

questionnaire were considered to be valid by at least six or
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VALIDITY JUDGMENTS OBTAINED FROM SEVEN
COLLEGE AND UNIVERSITY PRESIDENTS
SERVING AS A PANEL OF JUDGES
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Questionnaire Questionnaire Questionnaire Questionnalre
Item Response Item [Response ITem Response ITem [Réesponse

1 7 20 6 39 7 58 7
2 7 21 i 4o 7 59 7
3 7 22 7 41 7 60 7
Y T 23 7 42 7 61 7
5 5 24 6 43 7 62 7
6 6 25 7 by 7 63 7
7 7 26 7 45 7 64 7
8 7 27 7 46 7 65 7
9 7 28 7 47 6 66 7
10 7 29 7 b8 6 67 7
11 1 30 7 b9 7 68 7
12 7 31 7 50 7 69 7
13 6 32 7 51 7 70 7
4 7 33 7 52 7 71 7
15 7 34 7 - 53 7 12 7
16 7 35 6 54 - 7 73 7
17 7 36 7 55 7 74 7
18 7 37 7 56 7 5 7
19 7 38 7 57 7 76 7
Example: TItem 4, Represent You at Faculty Meetings,

was indlecated by seven of the seven members of the panel of
judges to be a valid item for this study.
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more of the Jjudges. This met or exceeded the requirements
which were established earlier in preparation of the study.

The presidents used in the validity check were asked to
suggest additional items for the questionnaire, which might
improve it. No additional items were suggested. Comments
made by the judges were noted and recorded for use in the
final reporting of the study.

The seven presidents who returned the gquestionnaire for
validity check were sent the questionnaire a second time 1in
order to determine consistency of response. Of the seven
presidents who reccilved the second questionnaire for relia-
bility, five responded with a completed questionnaire. A
sixth response came from an administrative assistant who said
his president had suggested that the investigator use the
president's first response, as he did not have time to fill
out the questionnaire a second time. There was, of course,
no way to do this.

In an effort to determine consistency of response from
the two questionnaires which were answered and returned by five
college and university presidents, Table II was constructed.

As noted in Table 1T, sixtyuseven of the items had a high
degree of conslstency of response, with all judges responding
to each item in the same way on the two occasions. Only nine
items were not answered with the same consistency by the panel
of Jjudges. All seventy-six items of the questionnaire received
an exceptionally high degree of consistency in the responses

- by the judges.
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TABLE II

CONSISTENCY RESPONSES OBTAINED FROM FIVE
COLLEGE PRESIDENTS SERVING
AS A PANEL OF JUDGES

Questlonnaire Questionnaire Questionnaire RQuestionnaire
Ttem [Response Item [Kesponse Item|Response Ltem [Response
1 5 20 2 39 5 58 5
2 5 21 5 ko 5 59 5
3 5 22 5 51 5 60 5
b 5 23 5 L2 5 61 5
5 4 24 5 43 4 62 5
6 i 25 5 iy 5 63 5
7 5 26 5 45 5 64 5
8 5 27 I L6 5 65 5
9 5 28 5 47 5 66 5
10 5 29 5 48 5 67 5
11 5 30 5 49 5 68 5
12 4 31 5 50 4 69 5
13 5 32 I 51 5 70 5
14 5 33 > 52 4 71 5
15 5 34 5 53 i 72 5
16 5 35 5 54 5 73 5
17 5 36 5 55 5 T4 5
18 5 37 5 56 5 75 5
19 5 38 5 57 5 76 5

Example: Item 22, Assist in Formulating Policy, received
five consistent responses from the five members of the panel of
Judges on the two different administrations of the questionnaire.
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Construction of the Final Questlonnaire

Construction of the final questlonnaire (see Appendix
page 141) was aided by the responses obtained from the panel
of judges who served to help establish validity and reliability
for the instrument. Based on their assessments of the various
items included in the questionnaire, it was determined that the
same form originally submitted to the panel of judges would be
used for the final questionnaire. In order to make the ques-
tionnaire more attractive and readable, and to reduce its
weight for malling, the questionnaire was printed by of fset
lithography, utilizing typefaces which are easy to read and

aesthetically pleasing.

Identification of the Population Surveyed
As previously declared, college and university presidents
were classiflied according to size of institution and type of
financial support. Further, it was determined that all colleges
and universities would be included that offered at least an
accredlted bachelor's degree program. Service academies were
included in the study. Final authority for selection of the

population was the College Facts Chart and American Universities

and Colleges. Using these two publications as a cross-reference
and final check, 1102 colleges and universities were selected
for inclusion in the study. These publications also designated
whether an Institution was publically or privately controlled,

what the current student enrollment was, and highest degree
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granted. These data were used to establisn the various sub-
classifications necessary to perform the proposed statistical
analyses of the data.

Of the 1102 institutions surveyed, 321 were classified as
small private institutions, 362 as medium private, seventy-
three as large prilvate, twenty-eight as small public, 151 as

medium public, and 167 as large public.

Administration of the Questionnaire

Questionnaires were mailed to 1102 college and university
presidents from November 1, 18968, through November 17, 1968.

A cover letter explaining the nature of the study (see Appendix,
page 139) was included with each questionnaire, along with a
return-addressed, stamped envelope. The cover letter instructed
the presidents to fill out the questionnaire with reference %o
"one person deemed the administrative assistant." They were
cautioned to respond to the various items of the questionnaire
in terms of the current situation, not what they thought it
ought to be,.

Approximately three weeks after completion of the first
mailing, a follow-up letter was sent (see Appendix, p. 110) to
non-respondents requesting them to participate in the study. A
second copy of the questionnaire was enclosed.

On February 5, 1969, 751 returns, or 68.15 per cent, had
been received from college and university presidents. The
number of questionnaires, and other returns, by type of insti-

tution, is depiected in Table ITI.



QUESTIONNAIRES MAILED,

TABLE III

OTHER RETURNS, REASONS FOR NOT FILLING

OUT QUESTIONNAIRE
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FILLED OUT QUESTIONNAIRES RETURNED,
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[FaM sl =0y il [ ) py =0y 1 0 W
Number of Question-
nalres Mailed 321 362 73 28 151 167 {1102
Filled Out Question-
naires Returned 75 115 15 8 65 69 347
Letters or Other
Responses 141 125 23 10 Iy 46 389
Late Returns 3 7 1 Y 15
Total Returns 219 b7 38 18 110 119 | 751
Per Cent 68.22)68.23152.05]64.29}72.85]|71.25{68.15
No Administrative
Assistant 130 110 14 9 43 40
New to Presidency--
Not Qualified 10 8 2 5
Plan to Add Admin-
istrative Assist. 22 7 1 1 9 10
Would Like Resulfts 44 26 2 1 11 12
Others Do Jobs of
Adminis. Assist.:
Spread Among Many 19 19 3 2 3 11
Vice Presidents:
Academic 1 3 1 1
Pinancial 1 6 1
Development Y 5
Administrative
Affairs 1 1 1
Student
Personnel 1 3 1 1
Dean 5 4 2
Business Manager 5 1 1
Secretary 3 1 1 2
Do Not Fill Qut
Questionnaires 7 4 2 1 3
Worthwhile Project 22 b 1 i 3
Enclosed Job Descrip. 2 1
Presently Without
President 5 5 2 3
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There were 347 filled out questionnaires that were used
in the final statistical tabulation. Fifteen questionnaires
were returned after the February 5 cut-off date and were not
usable. An additional four questionnaires were not included
in the study because there was some doubt as to the identity
of the school respendilng.

There were 389 responses wherein the respondent did not
£i11l out the questionnaire for some reason. Most common
explaination was that they did not have an administratlve
assistant, therefore, were unable to respond, Other presidents
stated that they were new on the job and did nof feel Qualified
to answer the questionnaire. Seventeen presidents, or theilr
assistants, explained that they had a policy of answering
gquestionnaires only from government agencles, or that they were
too busy to answer the many gquestionnaires that come to their
attention. The most gratifying responses--and there were many--
were from presidents who took the time to explain in detail
how their administrétive alignment was such that it did not
allow for an administrative assistant; presidents who expressed
an interest in the study and requested a summary of the findings
to use in employing such a person or to more clearly lidentify
his responsibllitles. The contents of these letters and notes
penned on questlonnaires will be examined in detail and the

findings will be presented in a logical and systematic manner

in Chapter IV of this study.



CHAPTER IV
PRESENTATION OF FINDINGS

The research hvpotheses for this study concerned the
differences among and between the responses of college and
university presidents in the United States on each item of a
questlonnaire designed to ascertain the presidents' perceptlions
of the role of the administratlive assistant in higher education.
For the purposes of this study, six classifications of
educational institutions were established., These included
small, medium and large private institutions and small, medium
and large public Institutions. This chapter was organized to
complement the hypotheses and to present the results in
sequential order for each of the seventy-six items of the ques-
tionnaire. For further clarificatioh, findings were analyzed
in relation to specific pre-determined sub-groupings of the
instrument.

The basic statistical technique used for this study was
the chi square test lor independence. In this regard, chi
square analyses were performed in three separate ways, using
the basic data that were punched onto IBM cards. These tests
included (1) a test for independence when each item of the
guestionnalre was analyzed according to the six classifications

of educaticral institutions; (2) a test for independence when
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each item of the questionnalre was analyzed according to type
of support: private vs. public; and (3) a test for independence
when each iteﬁ of the questionnaire was analyzed according to
the size of institution: small-medium-large. The .05 level of
confidence was used to test the hypotheses, and the significant
chli squares are presented in ftabular form for each item of the
guestionnaire and for each chi square treatment. Data which
appear to indicate significant trends and direction are dis-
cussed. In the tabular presentation, All Six Groups refers

to Test 1, the first statistical treatment; Private-Public
refers to the second statistical treatment, Test 2; and Small-
Medium-Large refers to the third statistical treatment, Test 3.
Total N for statistical evaluation was 347 questionnaires.

For the first forty~eight items, total N for each item surpassed
340 on forty items. There were six items where N was more
than 330, but below 340. For the eleven items of the ques-
tionnaire concerned with internship aspects, N was between 330
and 340 because a few presidents chose not to respond to that
section. The latter part of the questionnaire, concerned with
persconal and professional data, has a large N fof all items,
out shows the greatest degree of varlance of any section of

the questionnaire. Where data are missing beyond the limits
cited above, an explanation will be given. Statistical compu-
tations made on each chi square test took into account missing
data. All statistical computations were made at the Computing

Center at Kansas State University.



Of significance to this study are data which were obtained
in the form of written comment, solicited as a part of the
questionnaire, and information which was volunteered by numerous
college and university presidents who did not feel this study
was relevant to their institution, but who felt their special
situation should be taken into account. These comments have
been examined and analyzed to determine significant trends and
developments and the results are presented in a logical,
ordered manner as a necessary and valuable part of the findings.

The indings of this study are presented in such a manner
as to parallel the development of the questionnaire., The first
forty-eight items of the instrument concerned the perceptions
of college and university presidents regarding the role of the
administrative assistant. This section was grouped further
into the following categories: Represent the President, six
items; Finance and Development, seven ltems; Liaison and
Public Relations, seven items; Program Development, Decision
Making, Policy Implementation, six items; Personnel, seven
items; and Administrative Routine, fifteen items. The next
section of the questlonnaire, containing eleven items, was
entitled Internship ASpects of the Position of Administrative
Assistant. The final portion of the questionnaire contained
seventeen items requesting the president to provide personal
and professional data regarding his administrative assistant.

The research hypotheses for the first fifty-nine items

of the questionnaire were (1) that there would be a significant
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difference between the perceptions of presidents of public
institutions of higher learning and the perceptions of presidents
of private institutions of higher learning, (2) that there

“would be no significant difference between the perceptions of
presidents within various private institutions of higher learning,
and (3) that there would be no significant difference between

the perceptions of presidents within various public institutions

of higher learning.

Findings Relating to Represeﬁt the President

The six items of the questionnalre under the headlng,
Represent the President, were designed to determine college
and university presidents' perceptions of the extent to which
the administrative assistant represents the president in an
official capacity. The results for the three separate chi
square tests for independence are reported in Table IV, There
were four chi square values that were significant at the
accepted level of confidence (P = .05) or greater. The remaining
fourteen chi square values did not reach an acceptable level
for significance.

There was little variance statistically among the
responses of All Six Groups, with one exceptlion: Presidents
showed a significant variance in their use of the administrative
assistant to "appear before the legislature when you are
unable to" (Item 5). The significance of this difference
(P = .05) was heightened to the .01 level of confidence when the

responses of presidents from private institutions were compared
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SUMMARY CF CHI SQUARE VALUES OF PERCEPTIONS OF COLLEGE

AND UNIVERSITY

PRESIDENTS ON EACH ITEM OF THE

INSTRUMENT DESIGNED TC DETERMINE THE EXTENT
TO WHICH THE ADMINISTRATIVE ASSISTANT

REPRESZNTS THE PRESIDENT
Questionnaire | A1l Six Groups | Private-Public | Small-Medium-

Item?® Large

1 21.83 9.66% 4.60

2 25.22 7.82 4.86

3 15.90 5.42 5.42

4 27 .17 15.09%% 13.32

5 34.06% 16.08%% 12.20

6 30.52 3.65 13.80

df = 20 ar = 4 af = 8

+Questionnaire is reproduced in Appendix, p. 141.
¥3ignificant at .05 level.

¥%¥3ignificant at .01 level,

with those of presidents from public institutions (Test 2).
Item 5 was one of two items of the first fifty-nine to receive
fewer than 330 checked responses. A total of 301 responses

were recorded for this item. Most of those who did not respond

weote "nqt applicable," "N/A," or "does not apply to this

institution." These responses were made by presidents of private

institutions and might have been considered a "not at ail”

respoense. The decision was made, however, to declare these
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comments a non-response for fear of inserting blas into the
study. Of the total 301 responses to this item, 199, or two-
thirds of the responses, were "not at all."™ Neither public
nor private institutions use this person in this area to any
great degree. Only eleven "to a great extent"” responses were
recorded for all groups. There was negligible difference
according to size, regardless of type of support.

Reaching a high level of significance (P = .01) was the
private vs. public perception regarding Item 4: Represent you
at faculty meetings. Presidents of public institutions,
regardless of size, tended to use this person more than would
be expected statistically whereas presidents of private insti-
tutions used this person less fhan would be expected statis-
tically. The oppcsite was true for Item 1: Represent you at
off-campus events of an official nature. Presidents of private
institutions used the administrative assistant to a greater
degree than would be expected and presidents of public insti-
tutions used this person to a lesser extent than would be
expected.

There was a pronounced negative skewness to Items 3
through 6 and a slight negative skewness to Items 1 and 2. In
view of the statistical outcomes of the three separate tests
for independence, it must be concluded that-research hypothesis
1, that there ﬁould be a significant difference among the
perceptions of private vs. public presidents, must be accepted

for Items 1, 4, and 5. Research hypotheses 2 and 3, that
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there would be no significant difference regarding perceptions
of presidents within private and within public institutions,

respectively, must be accepted for Items 1 through 6.

Findings Relating to Finance and Development
The seven items of the questionnaire under the heading,
Finance and Development, were designed to determine the extent
of involvement of the administrative assistant in these areas,
as percelved by college and university presidents. The results

for the three chi square tests are reported in Table V. There

were eight significant chi squares noted (P .05) out of
twenty-one possible. Significance appeared in five out of seven
items, or in Items 9 through 13.

Twe significant chi squares (P = ,05) were noted in Test
1 for independence. Variances noted in the All Six Groups
test were for Item 9: VWork with campus planning and development,
and for Item 10: Prepare educatlonal specifications for
bulldings. Differences were due to size, as depicted by the
chi square values recorded in Table V. A careful scrutiny of
the actual percentages and responses revealed that presidents
in small and medium institutions tended to use the administrative
asslstant significantly more in these areas than did presidents
of public institutiors. There was very negligible difference
according to type of funding, borne ocut by the actual responses.
For Item 11l: Work with salary schedule, presidents of private

instiftutions tended to use the administrative assistant to a
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TABLE V

SUMMARY OF CHI SQUARE VALUES OF PERCEPTIONS OF COLLEGE
AND UNIVERSITY PRESIDENTS ON EACH ITEM OF THE
INSTRUMENT DESIGNED TC DETERMINE THE EXTENT
TO WHICH THE ADMINISTRATIVE ASSISTANT 1S
INVOLVED IN FINANCE AND DEVELOPMENT

Questionnaire | A1l Six Groups | Private~Public | Small-Medium-—

Ttem™ Large

7 18.16 2.56 | 8.75

8 25.41 0.86 14.18

9 31.94% 2.80 15.88%
10 32.70% 1.93 17.75%
11 29.56 9.69% 17.43%

12 27.65 12.54% 8.68

13 25.60 9.78% 14.59
df = 20 df = 4 ar = 8

tQuestionnaire is reproduced in Appendix, p. 141.

#3ignificant at .05 level. -

greater extent than did presidents of public institutions.
Presidents of small and medium institutions, likewise, used

the administrative assistant more than did presidents of

larger institutions. It must be noted that for Items 11
through 13 significant chi square values (P = .05) were reached
in Tests 2 or 3 although significance was not obtained in the

A1l Six Groups test for independence {(Test 1). It is
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important to note, however, that values approaching signifilcance
(P = .05) were obtained.

Interestingly, significance was obtained for Item 12:
Devote his efforts to fund raising, because administrative
assistants in private institutions were much more involved in
this area than were those in public institutions, according to
actual responses. The opposite was true for Item 13: Devote
his efforts to obtaining research and development funds.
Administrative assistants in public institutions were more
irivolved in this earea than were thelr counterparts in private
institutions. A difference could be noted for Item 13 after
examining the data from Test 3. Fresidents 1n small and medium
institutions utilized their administrative asslstants more
than did presidents In large institutions.

Positive skewness was noted in only one instance: Item 9.
The sdministrative assistant appears Lo be actively involved
in campus planning and development, especially in medium and
smaller institutions, regardless of funding. Negative skewness
was.noted for the remaining six areas, with pronounced skewness
to the left for Items 8, 12, and 13.

Research hypothesis 1, that there would be a significant
difference between perceptions of presidents of private and
public institutionsg can be supported.statistically only for
Items 11, 12, and 13. Research hypotheses 2 and 3, of no
significant difference in perceptions of presidents within

public and within private institutions can be clearly accepted
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only for Items 7 and 12. Significant differences (P = .05}
were found for Items 9, 10, and 11, using Test 3, and signifi-
cance at the .10 level of confidence was found for Items 8 and

13, casting further doubt on the hypotheses of no difference.

Findings Relating to Liaison and Public Relations

Seven items were delineated to determine the role of the
administrative assistant in the area of liaison and public
reldtions. Perceptions of college and university presidents
were recorded and treated statistically. Results of three
separate chil square tests are reported in Table VI. The .05
level of confidence, or better, was reached in five instances
out of a possible twenty-one. Significant chl squares (P = .05)
appeared in three questionnaire items: 15, 16, and 18,

Examination of the data from the three tests indicates
little perceptible difference according to size although
three items, not significgnt, showed high chi square values.
The statistical variance noted in the All Six Groups test for
Item 15: Work with community-area-state leaders, and for Item
18: Prepare news releases for the mass media, is accounted
for in Test 2-~perceptlons of presidents in private insti-
tutions vs. perceptions of presidents 1n public institutions.
The latter uses the administrative assistant to a much greater
degree (P = .0l1) than private university presidents in working
with community-area-state leaders. The same is ftrue for Item

18 (P = .05) aithough there is less involvement by the
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TABLE VI

SUMMARY CF CHI SQUARE VALUES OF PERCEPTIONS OF COLLEGE
AND UNIVZRSITY PRESIDENTS ON EACH ITEM OF THE
INSTRUMENT DESIGNED TO DETERMINE THE EXTENT
T0 WHICH THE ADMINISTRATIVE ASSISTANT IS
INVOLVED IN LTATISON AND PUBLIC RELATIONS

Questionnaire | A1l Six Groups | Private~Public | Small-Medium-
Item Large
14 28 .66 6.89 14.82
15 37.05% 22 . 43%% 8.54
16 28.78 12.87% 12.68
17 28.21 7.00 7.23
18 33.72% 11.78% 12.92
19 10.77 1.84 6.00
20 20.02 9.01 7.64
daf = 20 af = 4 df = 8

*Questionnaire is reproduced in Appendix, p. 141.

¥Significant at
o

##¥3ignificant at .01 level.

administrative assistant in this area.

.05 level.

Presidents in public

institutions tended to assign more responsibility for public

relations to the administrative assistant than did their

counterparts.

six types of institutions.

There was little difference, however, among all

Data reveal that presidents in public institutions use

the administrative assistant to a far greater extent in the
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area of liaison and public relations than.do presidents of
private institutions. This trend could be noted in all items
of this section except Item 19: Serve as "campus guide . . . ."
No real trend could be noted here in any direction.

Obvious positive skewness was apparent for Items 14 and
15, with more than 88 per cent of the total responses indi-
cating involvement ranging from "average'" to "to a great
extent” for Item 14, and more than 80 per cent in the same
range for Item 15. No skewness could be detected for Ttem 19,
indicating "to an average extent" as the mean response. Very
slight negative skewness could be observed for Items 16 and
17, with a more pronounced negative skewness apparent for Items
18 and 20.

Surveying the total picture regarding liaison and public
relations, it must be concluded that no significant differences
exist within private and within public institutions of higher
learning. This would call for acceptance of research
hypotheses 3 and 4 for Items 14 through 20. Differences were
noted between private and public institutions of higher
learning on Items 15, 16, and 18. Research hypothesis 1
should be accepted for these items.

Findings Relating to Program Development,
Decision Making, Pollcy Implementation

There were six questionnaire items devoted to determining

the role of the administrative assistant in the areas of

program develiopment, decision making, and policy implementation
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as perceived by college and university presidents. A signil-
ficant c¢hil square value (P = .05) was reached in only one
instance: Item 22. A significant difference was noted in Test
3 when institutions were tested for independence according to
size. Noticeable differences were observed in the small-large
dichotomy. Presidents of large institutions rely on their
administrative assistants to asslist 1In formulating policy to a
much greater degree than do presidents from small institutions.
Presidents of medium-sized institutions used this position as
might be expected. Results of the three chl square tests are
presented in Table VII.

Although statistical significance was reached 1n only
one of eighteen possible areas, there are certain data that
point to definite trends. Items 22, 25, and 26 were concerned
with the formulation and implementation of new policy and the
role of the administrative assistant as "expediter.'" There
was a definite positive skewness noted for each of these items,
regardless of size or type of support. Items 21, 23, and 24
involve the presidents' perceptions of decision-making power
granted to the administrative assistants. Each of these items
showed a definite negative skewness for all inétitutions,
regardless of size or method of funding.

That there would be a significant difference between
perceptions of presidents of private institutions and those of
public institutions cannot be supporfted to any degree by the

statistlical data analyzed. Therefore, research hypothesis 1
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TABLE VII

SUMMARY OF CHI SQUARE VALUES OF PERCEPTIONS OF COLLEGE
AND UNIVERSITY PRESIDENTS ON EACH ITEM OF THE
TNSTRUMENT DESIGNED TO DETERMINE THE EXTENT
TO WHICH THE ADMINISTRATIVE ASSISTANT IS
INVOLVED IN PROGRAM DEVELOPMENT, DECISION
MAKING, POLICY IMPLZMENTATION

Questiongaire All Six Groups | Private-Public | Small-Medium-
Item Large
21 16.84 2.86 7.31
22 28.29 4,17 19.45%
23 13.17 3.42 6.93
24 13.05 6.74 3.00
25 15.05 4,26 4.68
26 22.32 6.92 6.02
df = 20 ar = 4 df = 8

tQuestionnaire is reproduced in Appendix, p. 141.

¥Significant at .05 level,

must be rejected for each item of the guestionnaire pertaining
to Program Development, Decislon Making, and Policy Implemen-
tation. Research hypotheses 2 and 3, of no significant dif-
ference within public and within private institutions, must be
accepted for Items 23 through 26 and for Item 21. These

research hypotheses must be rejected for Item 22.

Findings Relatling to Personnel
Seven items were formulated for the questionnaire that

were considered relevant o the involvement of the administrative
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assistant in the area of personnel. Out of a possible twenty-
one significant chi square values that might have been obtalined,
only five were noted for the three tests. Results reaching

the .05 level of confidence or better involved three of the
seven items. These were Item 27: Serve as consultant. . .,

Item 28: Act as "pbuffer. . .," and Item 33: Work with graduate
councll. Chi square values for the three tests relating to
items falling under the heading of Personnel are presented in

Table VIII,

TABLE VIII

SUMMARY OF CHI SQUARE VALUES OF PERCEPTIONS OF COLLEGE
AND UNIVERSITY PRESIDENTS ON EACH ITEM OF THE
INSTRUMENT DEISIGNED TO DETERMINE THE EXTENT
TO WHICH THE ADMINISTRATIVE ASSISTANT IS
INVOLVED IN PERSONNEL AREAS

Questionnaire | A1l Six Groups | Private-Public | Small-Medium—

Item? Large
27 23.50 12.901% 7.40

28 28 .57 8.24 24, 50%%
29 20.75 3.46 12,16
30 27.16 1.96 i2.52
31 22.58 4.82 13.52
32 17.76 1.81 6.76.
33 36.37% 10.48% 17.11%
dff = 20 ar = J df = §

TQuestionnaire is reproduced in Appendix, p. 141.

#Significant at .05 level.

XS ondCTnnnt ot NT T Arra
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Significance for Item 27 was reached only for Test 2,
wherein the perceptions of presidents of private institutions
were compared with those of public institutions of higher
learning. While the difference'was great enough to reach the
.05 level of confidence, there was no perceptible trend to
the responses. Responses made by the presidents were spread
randomly among the five cholces provided. Conversely, there
was a noticeable pattern established by the responses made
by presidents to Item 28, which reached the .01 level of
confidence in Test 3. Presidents of large institutions tended
to use the’administrative assistant as a "buffer"™ much more
than did presidents of either small or medium institutions.
Presidents of small institutions used the administrative
asslistant slightly more than presidents of medium institutions.
There were 288 responses tc Item 33, the lowest response total
for the first 59 items of the questionnaire. As with Item 5,
many respondents indicated that this item "does not apply,"
"not applicable," etc. While these might have been counted
a "not at all" response, the decision was made to record it
as a non-response, The .05 level of confidence was reached
for all three tests. Although responses were quite varied
among the five possible choices, there was no recognizable
frend. Regarding size (Test 3), presidents of small insti-
tutlons used the administrative assistant to a much lessep

extent than did presidents of large institutions. Presidents
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of medium institutilons used the administrative assistant slightly
more than did presidents of small institutions, but less than
presidents of large institutions.

There was a marked negative skewness to all items of this
section except Item 28, which showed a profound'positive
skewness. For example, "not at all" responses were given by
61 per cent of the presidents to Item 33; 52 per cent to Item
31; 38 per cent for Item 29; and 39 per cent to Item 30.
Research hypothesis 1 can be accepted only for Items 27 and
33, that there is a significant difference between the per-
ceptions of presidents of private institutions when compared
with presidents of public institutions. Research hypotheses
3 and 4, of no significant difference within private and
within public should be accepted for Item 27 and for Items

29 through 32.

Findings Relating to Administrative Routilne

For that section of the questionnaire designed to
ascertain the presidents’ perceptions of the involvement of
administrative assistants in administrative routine, fifteen
items were formulated. Results pertaining to this section are
found in Table IX.

For the three separate chi square tests for independence,
it was possible to achieve forty-five significant chi square
values. Only nine were reached and these appeared in six out

of fifteen items. 1In the All Six CGroups test (Test 1), a
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SUMMARY OF CHI SQUARE VALUES OF PERCEPTIONS OF COLLEGE
AND UNIVERSITY PRESIDENTS ON EACH ITEM OF THE
INSTRUMENT DESIGNED TO DETERMINE THE EXTENT

TO WHICH THE ADMINISTRATIVE ASSISTANT IS
INVOLVED IN ADMINISTRATIVE ROUTINE

Questionnaire | A1l Six Groups | Private-~Public | Small-Kedium-

Ttem* Large

34 ho.57x¥ 6.58 27 .58%%
35 26.38 5.15 5.45
36 24.97 9.18 11.21
37 11.35 0.50 5.97

38 34 . 40% 11.82 21.04 %%
39 12.29 1.61 4.01
40 21.88 2.35 15.03

41 27 .31 7.29 22.15%%
42 25.14 6.94 9.12
43 35.17% 5.95 3.34
hy 14.91 2.28 11.22

45 25.75 6.19 20 ,bYx¥
46 17.75 0.74 10.39
b7 15.60 1.14 4.62

48 30.17 7.41 24 . 8o%%
af = 20 daf = af = 8

*Questionnaire is reproduced in Appendix, p. 141.

¥Significant at

.05 level.

¥#Significant at .01 level.
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significant chi square value (P = .05) was reached for Item 34:
Take care of routine correspondence; for Item 38: Make com-
mittee assignments; and for Item 43: Prepare agenda for board
meetings. Item 34 was significant at the .01 level of confi-
dence and at the same level for Test 3. The variance in
responses were spread among all five possible choices, making
it difficult to pinpoint a ftrend. If a trend could be noted,
it would be that presidents of small and medium institutions
use the administrative assistant to a lesser degree than do
presidents of large institutions. The same conclusions must
be drawn for Item 38, which reached the .01 level of confidence
in Test 3. Additionally, it must be concluded that presidents
of public instituftions use the administrative assistant more
in committee work than do presidents of small and medium insti-
tutions. Item 41, highly significant at the .01 level of
confidence, when tested according to size, showed presidents
of large institutions to be using the administrative assistant
to a greater degree than presidents of small and medium insti-
tutlons. The same may be said for Item 44 and Item 48, both
of which reached the same level of confidence on chi square
Test 3.

Seven of the items included under the heading, Adminis-
trative Routine, showed a definite positive skewness. These
were Items 34, 39, 40, 42, and Items 44 through 46. A pro-
nounced nepative skewness was observed for gix items, including

ITtems 35, 38, 41, 43, 47, and 48. Items 36 and 37 showed a
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near-normal distribution. A content analysis of those iftems
which are skewed to the right reveals that they are areas
involving the greatest amount of routine, areas of involvement
whereby the president is given relief from some very routine
and time-consuming tasks.

Research hypothesis 1, that there would be a significant
difference between the perceptions of presidents in private
institutions vs. those in public institutions, can be accepted
only for Item 38, and this must be qualified. The variance
is probably due more to size than to type of support. Research
hypotheses 2 and 3, of no significant difference among presi-
dents within private and within public institutions of higher
learning can be accepted for Items 35, 36, 37, 39, 40, 42, 43,
L U6, and 47.

Findings Relating to Internship Aspects of the
Position of Administrative Assistant

There were eleven items selected to determine the
presidents' perceptions of the internship aspects of the position
of administrative assistant. Only three significant chi squares
(P = .05) were found out of thirty-three possible for the three
separate tests., The chi squares noted were observed in only
two items. Chi square values for the three tests are presented
in Table X. Presidents of the various institutions were asked
to comment on the internship aspects of this position. A

sampling of their comments will be included in this section

of the findings.
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TABLE X

SUMMARY OF CHI SQUARE VALUES OF PERCEPTIONS OF COLLEGE.
AND UNIVERSITY PRESIDENTS ON EACH ITEM OF THE
INSTRUMENT DESIGNED TO DETERMINE THE EXTENT
CF THE INTERNSHIP? ASPEZCTS OF THE POSITION
OF ADMINISTRATIVE ASSTISTANT

Questionnaire | All Six Groups | Private-Public | Small-Medium-
Ttemt Large
1 21.53 3.40 7.65
2 18.75 4.21 7.11
3 25.51 3.56 13.05
4 11.71 0.42 4.95
5 25.07 6.72 8.54
6 20.45 1.78 9.49
7 21.71 6.65 2.39
8 9.66 2.18 3.80
9 25,17 10.14% 9.26
10 22.64 5.33 8.06
11 31.85% - 2.h2 24 7y
df = 20 af = & df = 8

*Questionnaire is reproduced in Appendiz, p. 141.
¥Significant at .05 level.

*#%Significant at .01 level.

The .05 level of confidence was reached on Test 2 for
Item 9 of this section: . . . seek a person who has one or

more degreesg in the field of educational administration.
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Presidents of public institutions assigned more importance to
this qualification than did presidents of private institutions.
It should be noted, however, that this was the only item of
this section that had a pronounced negative skewness, indicating
that having a degree in educational administration was not a
condition of employment for the administrative assistant.
Item 11: . . . 'career" position, was found to be significant

(P = .05) for Test 1 and for Test 3 (P = .01). The high
significance for Test 3 lies in the fact that presidents of
small institutions view the position to a great degree as being
a "career" position; presidents of medium institutions view
it such to a lesser extent; and presidents of large iInstitutions
to still a lesser extent.

Items 1, 8, and 11 showed a definite skewness to the right,

eading to the conclusions that presidents do provide working
opportunities for their regpective assistants; that they seek
a man who has demonstrated administrative ability as a chief
requisite; and that they do consider the position a "career"
position. Research hypothesis 4, that there would be a
significant difference between the perceptions of presidents
of private institutions and those of public institutions may
be accepted only for Item 8. Research hypotheses 4 and 5,
that there would be no significant differences in presidents’
perceptions within public and within private institutions must

be accepted for Items 1 through 10 of this section.
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Ttems concerning the internship aspects of the position of
administrative assistant, although few 1iIn number, were deemed
important enough to be considered a separate entity for this
guestionnaire. These items have been evaluated from a sta-
tistical viewpoint. It was concluded in the formulation of
the qguestionnaire that space should be provided in this section
for an open-ended response for any president who‘desired to
add additional remarks. Comments were made by many presidents
relevant to the internship aspects of the position. A repre-
sentative sampling of these comments are presented for each
group. No attempt will be made to evaluate the significance
of thelr respective statements, or to relate one group to
another,

Selected Comments from Presidents of Small Private

Institutions Regarding Internship Aspects

This person is considered to be a primary candidate to
succeed fto the office of president.

. - « In our case the position has been essentially an
operational assignment because the incumbent is the

same age as, or older than, the other key administrators
who are senior tc him here., Unquestionable, however, he
has learned much in this position which would eguip him
well for top-level administrative functions in many
colleges and universities.

I work with my Academic Dean as an administrative assistant.

Valuable-~but hce should progress rapldly to broadened
responsibilities. Too long in the same office would be
deadly to his effectiveness.

Internship 1s Impractical. Administrative assistant
should "grow up" with the business in order to gqualify.

My assistant is new to a new position. My reporting is
of limited value fo your study.
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In a small college like this with only one administrative
assistant it is more of a career position than a training
position. I could not live with much of a fturnover.

This office is new this year. The person interned at
University in all administrative offices
before assuming the position.

The position of Provost is not explicitly designed to be
a training ground for any other position; but it might
very naturally lead to a presidency.

Position is definitely not an internship.

Present assistant came to us 1n the first year as a
Phillips Foundation Intern.

The many and varied responsibilities in cocrdinating the
affairs of the college give wide experience in every area
and afford training and preparation for practically any
administrative post in the institution.

. . « He is in no sense an intern but a full member of the
administrative staff.

There is, therefore, an "internship" dimension,
especially since my assistant has a hand in a wide variety
of general administrative concerns.

Comments from Presidents of Small Public Institutlons
Regarding Internship Aspects

Only four comments were made on the eight responses that
were received for this group.

An ideal position for an internship for future college
presidents.

At present, the administrative assistant is responsible
primarily for the financial affairs of the college and
for the supervision of non-professional personnel. He
is considered equal to the deans of academic and student

gffairs. Thus, he 1s less of an intern and more of a
"vice president."

There would be oppcrtunitics for real administrative
experience, but there is a great deal of time consuming
detall connected wlth the job which does not leave much
time to Take advantage of the administrative opportunities.
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Our administrative assistant is always a young graduate
who wishes to enter the fi=id of educetional adminis-
tration. Consequently, he 1is an intern who eventually
moves to an area of particular interest to him.

Selected Comments from Presidents of Medium Private
Institutions Regarding Internship Aspects

A majority of the presidents in this group who answered
the guestlonnaire chose also tc comment on the internship
aspects of the position of administrative assistant. Their
most salient remarks are reported below:

Currently I am seeking a young administrative assistant
with the express purpose of preparing him to assume the
presidency here. . . .

It is a very valuable internship for a bright, capable,
young teacher who might or might not go on in adminis-
tration. I keep him as assistant for a maximum of three
years. . . .

He should have proven abillty before becoming administrative
assistant. It 1s a good training ground for other areas,
particularly financial develcpment.

My first assistant served seven years and he and 1 were
always consclous of the internship aspect and potential

of the assignment. When a vacancy in a top-level adminis-
trative post here (Director of Development) took shape,

he was given that assignment.

The position 1s not an internship, but the person holding
Che position needs to be experienced and capable of

nandling the affairs of the college because of his knowledge
and experience.

The position is not considered as having an internship
aspect.

We do not regard this person as in training for a higher
position.

Mg

fesent agssilstant wants to attain a leadership post--
preferably at another institution--and wants to learn as
much as possible about "higher" or "central administration.
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AT present, because I myself am new, I would prefer that
my administrative assistant be experienced. Eventually
this position would probavbly be a preparation for the
President's position, so that the assistant would be
totally involved in presidentilal work,.

This 1is a new, developing position on our campus. My
assistant is a young professor who at present helps me
primarily with routine and detail but whom I see assuming
more responsibility as time goes on.

At present the administrative assistant is trained to take
greater and greater responsibility in being the alter

2go of the president in routine matters, students meetings,
etc, There is, however, no planned program.

I regard this as among the most important aspects of the
position both in fairness to the individual and in order
to assist in the creation of a manpower pool in the ever-
increasingly difficult science of college administration.

The position can have important internship aspects, depending
upon the age, background experilence and training, etc.,
of the individual involved.

The position of Assistant to the President serves as a
good internship to becoming President. . ., .

This 1s an ideal place to get an overview of the college--
a fine place to train as a dean or president.

I am trying tec prepare a "top flight" man for a college
presidency. . . .

. . .We do not view the position as a training ground
for another position.

Very limportant--should be given broad and many professional
experiences.

At this college the assistant to the president is a

career position concerned with all publics and all aspects
of college activities. It is not a training ground for
octher positions. .

Position is regarded as a full-time professional job--
not a ftraining ground for another position or an
opportunity for internship.

The person deslgnated here is primarily a development
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This is a new position with us. I think it will be a
stepping~stone position, but cur choice may be tc broaden
duties and authority first and make position more central
to our decision-making machinery.

Have given little thought to this program but one could be
developed which could be quite effective,

Selected Comments from Presidents of Medium Public
Institutions Regarding Internship Aspects

Presidents of medium public Institutions commented quite
readily on the internship aspects of the position of adminis-
trative assistant. A cross-section of their comments follows:

This position has been available to us for only a brief
time. Its scope and character are still evolving and
have developed in relation to the strengths and Interests
of the incumbent.

hould have some prior experience in some college or
university administrative position.

Currently capable of serving as chief administrator.

The first requirement of the post is to accomplish some
of the work load of the Office of the President. The
variety of tasks undertaken, the active participation in
many types of relationships, and direct involvement in
today's pressures cn university administration provides
a wonderful oppertunity to develop insights and to try
out ideas under guidance.

The internship 1dea is an excellent one, and I have used
it in other cases. . . .

Internship aspects of the position at this small military
college are substantizlly different than they would be

at another type of college or university. The position
is not consldered a stepping stone to other higher
acadenic administrative positions.

The position provides much opportunity for a person to
work closely with a president and other administrators in
many situations in which facts are gathered and ideas
developed in the decision making process.
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The position is a very good training for further work in
administration.

There 1s no position at our college to which the assistant
to the president might advance such as executive

vice president. I try to give my assistant responsi-
bilities that will prepare him for a better position some
day at another institution.

Having served myself as one and having had the services of
others I believe that the personality and background of
the individual determines his functions and his value to
the president more than his title can.

Depends upon the assistant; the position to be useful
cannot be to a great extent an internship or short fermed.

We don't have a policy-making administrative assistant.

Where the president grants to the administrative assistant
a wlde range of responsibililities having relevance to

the overall administration of the institution, the intern-
shlp provides invaluable cexperience for the assumption

of the executive function, should such an occasion present
itself.

The internship aspects of the position are of secondary
nature to the primary function of the position. They are
real, however, since a capable person will eventually be
promoted to a higher position at this college or
elsewhere. . . .

Our situation 1s different from what it has been or will
be in the future. In the future, I would hope to have
an administrative assistant that would serve for 1 1/2
to 2 years and then become a division head or dean.

This would be a training ground... . .

Comments from Presidents of Large Private Institutions
Regarding Internship Aspects
Only four presidents of large private institutions chose
to comment on the internship aspects of the position of adminis-
trative assigtant. Their comments are presented below:
Prefer an assistant who comes with extensive experience

and having already served in several areas of adminis-
tration, including teachling, if possible.
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Exposure to all phases of university operations, although
depth of one given exposure is limited. Primary responsi-
bility is to "run" the president's office--to handle all
routine, giving the president more time to address himself
to policy and planning matters.

Although a comparative newcomer to university adminis-
tration, he was famlliar with our institution; is zealous
to become as proficlient as possible, and is doing so, with
the alm of making his position a careér. His "internship”
is about completed, his emphasis now is in becoming more
proficient at the job. He 1s mainly a personal

assistant. . . .

Good.

Selected Comments from Presidents of Large Public
Institutions Regarding Internship Aspects.

A majority of presidents of large public institutions
commented on the Internship aspects of the position of adminis-~
trative assistant. A representative sampling of their comments
follows:

My assistant could fill any dean's position on campus if
it were vacated. With a little more maturity and training,
he would be a loglcal successor to me. -

Internship possibilities are unlimited. The president
who undertakes the supervision of such an experience
should be convinced that he would like to do it. In
addition, he should allow himself adequate time to do it.
This is probably the best way (at least one of a few)

to develop a college president in future years.

At this institution the assistant to the president is not
considered to he an internship. While some of our pecple
move on to other university responsibilities, they are
hired to perform in this position.

Excellent "trial area" for an individual with a primarily
academic background to sample administrative activities.

I have now reached the conclusion that although this 1is
not considered a career position, that a commitment to
the job of 5 or & years is absolutely necessary.
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ppovides best possible coverview of entire operation.

A great place to learn academic administration, in a
variety of areas, while under fire.

Administrative assistant must be a man of unusual talents.
The character and responsibilities of the position are
tailored to a great extent to fit the man.

An excellent area for such experience. I have not used
as such.

The perscn holding this office would be in preparation
for a more responsible position on campus.

In our circumstance this is nct a trailning situation,

In my current situation the "administrative assistant" is
an experienced executive. Therefore, the internship is
virtually non-existent,

The position is actually an extenslion of the office of the
pregident. Since the dutles and responsibilities of the
academlc vice president and flnanclal vice president are
carefully delineated, he has less direct responsibility

in these areas, but is well-informed as to thelr activities.

I look at the man--his ability to communicate, to plan,
to produce, to work with people. I can teach him the
technigues. . ., '

An excellent place to learn the nature of administfative
authority and responsibility. I use it as a "starter"
rather than as a "finishepr."

My administrative assistant is "assistant to the
rresident and Special Assistant Attorney General"--a young

marn on a three-year appointment who plans to complete
his doctorate,

An iInternship aspect is not structured as such.

I feel there is a definite carecr opportunity as the
assistant to the president. It could lead to higher office
if other qualifications were met, but for some, the
asslstant’s role can be terminal with great professional
gsatlsfaction and rewards.
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Findings Relating to Personal and Frofessional
Crharacteristics of Administrative Assistants

The final section of the questionnaire was concerned with
personal and professional data thought to be relevant to the
administrative assistant in higher education. There were
fourteen items that were analyzed statistically; three items
were recorded as open-ended responses; and the final two
questionnaire items requested the presidents to list the three
most impdrtant personal and three most important professional
characteristics that led them to select their respective
administrative assistants to fill that position. Hypotheses
were formulated relative to the professional characteristics
of the various administrative asslistants. These were that the
greatest degree of variance would 2xist between administratlve
assistants in public vs. those in private institutions of
higher learning regarding professional qualifications held
(hypothesis 7); that, regarding professional qualifications held
by administrative assistants in higher education, only slight
variations would exilst between administrative assistants 1n
public institutions of higher learning (hypothesis 8); and that,
regarding professional qualifications held by administrative
assistants in higher education, cnly slight variations would
exlst between adminigtrative assistants in private institutions
of higher learning (hypothesis 9).

Ls a preamble to a more detailed discussion of this section

of the questionnaire and an analysis and interpretation of
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the statistical findings, 1t might be interesting to present
a composite profile of the person who fills the position of
administrative assistant in higher education Today. This
composite is based on the most frequently rendered answer,
not necessarily the mean response, although in almost all
cases the two would be the same.

The administrative assisvant is a male between the ages
of 41 and 45, who holds a master’s degree in education. He
has fewer than five years'! administrative experience within
the institutional Setting and fewer than five years' adminils-
trative experience outside the institutional setting. Prior
to becoming an administrative assistant, a position he was
sought for and did not apply for, he was employed at the
institution at which he now works, in an administrative capacity.
His official t¢itle is Assistant to the President and he has
held his present posilition for fewer than five years. He 1s
consldered both a professional and a "leg man" by his president,
who rewards him with an annual salary in excess of $16,500.
He is held in high esteem by his superior who sees his adminis-
trative assistant as a college or university president someday.
He wes choesen for his job because of his percsonality, his
integrity, his ablility to get along with people, and his intel-
ligence. FProfessional characteristics that brought him to the
attentlion of his president werec his demonstrated administrative
abllities, his professional competence, his academic credentials,

and his knowledge of the institution.
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The same chi sguare analyses used in the first two parts
of the questionnaire were used for the final portion of the
questionnaire. In nine of the fourteen items which were
treated stafistically, N was 336,_or greater. TFor the remaining
five items, N was 334, 328, 216, 215, and 182, the latter N
being the second part of a two part segment, which could be
answered only 1if related to the first part. A summary of chi
square values i1s presented in Table XI.

Of the foufteen items that were tested for significance
in three separate tests, there were thirteen chi square values
that reached the accepted level of confidence (P = .05).

These chil squares were noted in six out of the fourteen items.
These included Items 2, 3, 5, 8, 10, and 17.

Iteh 2 was to determine the sex of the various adminis-
trative assistants. The .01 level of confidence was reached
on all three tests, due largely to the deviations, respectively,
of small private institutioné, medium public institutions,
and large public institutions from their expected values, and
their variances from each other. Of seventy-four responses
from presidents of small private institutions, twenty-one womén
‘were listed as serving as administrative assistants. Large
institutions, on the other hand, reported only three out of
sixty-seven were women, while only seven out of slxty-four
were listed for medium public institutions. There were only
fifty-five women reported holding Jobs as administrative

assistants, compared with 281 men.
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TABLE XTI

SUMMARY OF CHI SQUARE VALUES ON EACH ITEM
OF THE INSTRUMENT DESIGNED TO GATHER
PERSONAL AND PROFESSIONAL DATA ON
THE ADMINISTRATIVE ASSISTANT

Questionnaire || A1L Sii daf Private- 1| df Small-Medium- | &f

Itemt Groups Public Large

1 yh.73 | bo

2 18.97%* 5 8.53%% | 1 15.18%% 2

3 18.65 20 10.72% 4 10.64 8

5 37.95% 25 17.65 10

6 33.70 25 _ 12.82

7 49.50 4o

8 32.83% | 20 14,59%% [ 4 13.26 8

5 w8 |20 5.2 | 6.98 8
10 11.74% 5 0.28 1 10.24%% 2
12 14.15 | 10 0.28 2 6.84 "
13 6.03 5 0.96 1 2.10 2
15 7.31 5 0.65 1 3.92 2
16 1.29 5 0.12 1 0.91 2
17 75.07%% | 4o 29.97%% [ 8

+Refers to final section of the questionnaire, reproduced
in Appendix, p. 143.

¥Significant at the .05 level.

#¥%3ignificant at the .01 level.
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Item 3 asked the presidents to record the highest degree
held by their respective administrative assistants. There
was little difference noted, except in Test 2, private vs.
public institutions. A chi square value sufficient To reach
the .05 level was reached although the difference is spread
over many responses in small degrees rather than in noticeable
differences. Most often checked response was master's, marked
by 149 respondents. Then came bachelor's, seventy-five; Ph. D.,
sixty-seven; Ed. D., thirty-one; and other, nineteen. Heading
the list for "other" was J. D., L1. D., and B. D.

Item 5 questioned how many years' experience the adminis-
trative assistant had within the institutional settiné.
Significance (P = .05) was reached for Test 1 and Test 2. The
greatest variances noted were in small private instifutions
and medium pubiic institutions. Presidents in small private
institutions checked "5-10 years" twenty-nine out of a possible
seventy~four times, or 39 per cent. There was no distinet
pattern for medlum public 1Institutions although only three
responses out of sixty-five were noted for "none," the lowest
percentage of all groups. Among all groups, there were 102
responses for "under 5 years"; 100 for "5-10 years"; fifty-
one for "11-15 years"; thirty-nine for '"none'; and twenty-~five
each for "16-20 years" and "more than 20 years."

Ttem 6 failed to reach significance (P = .05), Far "years

outside the institutional setting" among all groups, 102

responses were given for "under 5 years." Ninety-five
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administrative assistants had no experience; sixty-elght had
from five to ten years; thirty-eight had from eleven to fifteen
years; and sixteen each had either from sixteen to twenty
:years or more than twenty years.

Item 7 was not significant for either of the three tests.
55 per cent of the adnministrative ascistants were either
college administrators or college teachers, with 121 listed
as college administrators and sixty-five as collegg teachers.
The next most commonly given response was "other,'" with seventy-
four, followed by "in business-industry," with thirty-nine
responses. There was no pattern discern;ble for professions
listed under "other," so varied were the occupations cited.

Only one person had been a secondary school superintendent, only
four had been a secondary school principal; eight had been
ministers.

Ttem 8 was keyed to the preceding item and querried
presidents regarding years' experience of their administrative
assistants as college teachers. Once again, yariances were
great enough to reach the .05 level of confidence for Test 1
and the .01 level for Test 2. Varlances, however, were spread
over all possible responses and do not indicate a trend or
pattern. Skewness 1s to fewer years' experilence for all groups
and this trend holds for all groups when considered Individually.
Most adﬁinistrative assistants—-37 per cent--who were qeachers

taught for a period of five to ten years. Thirty-two per cent
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taught for fewer than five years, with the remaining 30 per
cent having more than eleven years' teaching experience.

Item 9, "How long has he been your administrative
assistant?" was not significant for elther test. Among all
groups, 258 administrative assistants have held their jobs
fewer than five years; sixty-two from five to ten years; and
twenty-two for more than eleven years. Only two persons have
been administrative assistants for more than twenty years.

Ifem 10 concerned place of employment of the administrative
assistant before he became an administrative assistant. A
chi square significance (P = .05) was reached for Test 1 and
for Test 3 (P = .01). Variances were accounted for by size,
with administrative assistants in medium institutions coming
to a greater degree from within the institutions and adminis-—
trative asslstants in small institutions coming from outside
the institution. There was no observable trend for large
institutions. Of the total N--342, 198 of the administrative
assistants came from within the institution; 144 were employed
from outside the institution.

When asked whether the president considered this adminis—
trative assistant a professional, a "leg man," or both, 190
responded that they considered him both a "leg man" and a
professional; 131 considered him a professional only; and
seventeen thought of him as a "leg man" only. There was very

little variance in the responses.
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Among all groups 241 presidents responded that they gid
not have a job descripticn for their administrative assistant;
seventymfive reported that they did have a job description.
There was 1little variation in thelr responses.

For Items 15 and 16, presidents reported that in 234
instances the adminlstrative assistant did not seek his job;
ninety-four of them did; and 275 presidents indicated that
they sought the administraéive assistant for the job; forty
did not.

Regarding salary, Item 17, the .Oi level of confidence
was reached for all three tests, indicating a great degree of
variance according to type of support and size. An inspection
of the actual data reveals why. Private institutions pay
lower salaries, with most of the administrative assistants
receiving from $12,000 to $13,499. lLarge private institutions
deviated from this, however, falling into the "over $16,500"
range with all public institutions as the most frequently
checked response. Small and medium private institutions showed
a downward drift from the most frequently checked response,
with approximately 30 per cent of administrative assistants
recelving from $9,000 to $11,499. Forty-five per cent of
administrative assistants employed in large public institutions
make more than $16,500 annually. Highest salary noted for this
group was $27,000 for an administrative assistant who had

himself been a university president. An administrative
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assistant for a large private institution was paid $35,000
annually for his services. Other salaries that were glven
ranged from'$17,000 to $25,000, with a clustering at the
$21,000 range.

In summary, it must be concluded that variations do exist
in the professional qualifications and perscnal attributes of
persons who fi1ll positions as administrative assistants. The
greatest variations are found in the areas of salary, prior
employment, experilence, and degrees held. The differenées
for the most part are attributable to type of funding, rather
than size of institution. Research hypothesis 7, that the
greatest degree of variation would exist between private vs.
public instltutions regarding professional qualification,
must be acéepted. Research hypotheses 8 and 9, that only
slight variations would be noted among private and among public
institutions regarding professional qualifications of adminis-
trative assistants, should be accepted also. Differences
were noted on three of fourteen items, but these differences
did not point to any observable trend that could be accounted
for by size alone.

In addition to information that could be obtained by a
checklist, and subsequently treated statistically, presidents
were requested to provide data regarding their respective
administfrative assistants that could not be analyzed
statistically. These questionnaire items called for specific

information and for an evaluation of the president’s
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relationship with his administrative assistant. Item 4 of the
third portion of the questionnaire asked the president to

record the area of concentration in the highest degree held by
his administrative assistant. A surmary of these findings is

presented in Table XII.

TABLE XIT

AREA OF CONCENTRATION IN HIGHEST DEGREE
HELD BY ADMINISTRATIVE ASSISTANT

© = g o | o

— — o o TS ol =] [ [ ]

AP = | H> " | 80 80
@ da |- | T.O (e o0l 8
En |28 |0y (93 |8y s =)
Do A [ S/m =6 a0 ] a0
Education 5 3 25 |22 5 16t 76
Educational Adminilstration 12 5 7 7131
Business Administration i 6 g 8| 27
English 6 1 12 | 4 1 5 | 29
Journalilsm 5 8 3 4 [ 20
Law 1 8 2 1 51 17
History 7 10 5 3125
Biology 3 3 6
Economics 3 i 2 1 1|11
Other 23 2 32 |11 6 17 | 91
Total N 69 6 113 | 65 14 68 333

It is interesting to note that among persons filling the.
position of administrative assistant, almost one-third of them,
or 107, obtained their highest degree in the field of education;
of this number, thirty-one have degrees 1in educational adminis-
tration., There 1s little variance from this overall percentage
ratlo, with the exception that the percentage is slightly

greater in public institutions than in private institutions.
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Holders of degrees in English, business administration, history,
journalism, and law follow In that order. Beyond these cate-
gories, there were no disciplines mentlioned in any group more
than two times., These were grouped in the single category,
"other,"

Item 11 of the final section of the questionnaire requested
the presidents to give the exact title of persons filling the
position of administrative assistant. Response to this ifem,
and others that required the presidents to fill in a written
response, was consistently high. A tabulation of these
respbnses is presented in Table XIIL,.

By far, the mosﬁ favored title for administrative assistants
is "Assistant to the President," which is used by almost 55
per cent of colleges and universities. Slightly more than 20
per cent of institutions prefer the title, "Administrative
Assistant." The only significant deviation from the above
percentages 1s among medium public and large private insti-
tutions, both of which use the title "Asgsistant to the President"
more frequently than any other, but to a lesser degree than
other colleges and universities. Second choice for these insti-
tutions is "Administrative Assistant." Small and medium
private institutions give their adminisftrative assistants the
rank of vice president to a greater extent than other insti-
tutions. In almost 35 per cent of the.cases, persons filling
the position 'of administrative assistant bear one of the above-

mentioned titles. Titles for the remaining 15 per cent vary
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TABLE XIII

EXACT TITLE OF ADMINISTRATIVE ASSISTANT
IN VARIOUS COLLEGES AND UNIVERSITIES

|

O = 50 O
Ssan 2530 ks | B
% 25|35 185 |55 (8] 5
23 R S VO IRV S« Vi S iy o IS RO L2
Assistant to the Fresident 33 3 66 |32 8 b1 4183
Adminigtrative Assistant 13 2 21 119 5 13 73
Vice President for Admin, 13 10 2 2 2 29
Academic Vice President 1 5 1 1
Executive Assistant 2 2
Secretary 2 1 1 4
Dean of Administration 2 4 2 8
Academic Dean ! 2 1 1 8
Other 4 1 8 Y 6 23
Total N 70 8 113 |63 15 68 1337

te the degree that the presildent chooses to designate his
administrative assistant. These Include Director of-Develop—
ment, Director of Alumni Relations, Director of Institutional
Relations, Provost, Assistant for University Relations, Director
of Research and Development, and many others.

On Item 14 of the questionnaire, presidents were requested
to speculate on what might be the next position up the pro-
motional ladder for their administrative assistants. Total N
for this item was 244, with respondents decreasing an almost
equal percentage in all group categories. There were many
instances where the respondent simply drew a line, or made
a similar mark, leading one to surmise that he must have
pondered the question, but chose not to answer it. A summary

tabulation of the results is presented 1n Table XIV.



TABLE XIV

NEXT POSITION PREDICTED FOR
ADMINISTRATIVE ASSISTANT
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President 17 2 15 111 2 11 57
Vice President 9 3 12 7 1 8 40
Dean 4 i 2 1 7 18
Department Head 1 1 2
Director of Development 2 2 11 1 6
None I 23 9 1 10 W7
None without doctorate 1 1 1 3
None determined - 4 25 110 4 11 54
Other 3 1 4 1.5 4 117
" Total N i 43 7 85 {47 10 53 (244

Presidents of all educational institutions see the
position of administrative assistant ags a logical training
ground for future college and university presidents, as indi-
cated by the fact that the "next position" mentioned most
often was "President." Small private institutions see this as
a logical next position more than any other; the same is true
for medium public institutions. Approximately one-fourth of
the presidents saw the position of president as the logical
next promotion. Next most frequently made response was "none
determined.” This was followed by "none," "vice president,”
and "dean." Many presidents who answered 'none determined”
added that a move or promotion woﬁld be at the discretion of

the administrative assistant. Many who answered "none'" added
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that promotion from this posltion was restrictive at his
particular institution, suggesting that a promotion would
involve a move to another institution.

The fiﬁal two items of the questionnaire requested presi-
dents to list the three most important personal characteristics
and the three most important professional characteristics of his
administrative assistant that led to his selection for his
current position. DBecause this called for an open-ended
response, there was no logical way to tabulate these responses.
The decision was reached to list every response made, even if
made only once, as some were. Some latitude was taken in
interpreting some responses, sc that categories could be kept
to the fewest{ number poasible. Where there was the slightest
question of meaning, a new category was established. Many
presidents who did not fill in these portions wrote that they
did not select their administrative assistants. Numerous
presidents responded elther to the "personal" ér to the "pro-
fessional” portion, choosing to eliminate one or the other
part. Also, some presidents listed only one, or two, personal
or profegsional characteristics where three were requested. A
tabulation of these responses are presented in Table XV and
Table XVI.

Table XV shows the variances in responses of presidents of
various colleges and universitiles concerning personal quali-

fications that led them to select their respective administrative
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TABLE XV

PERSONAL CHARACTERISTICS SOUGHT IN ADMINISTRATIVE

ASSISTANTS BY PRESIDENTS HIRING THEM

s 553 g2 o -£ 3]
YK o
A lAd 28 ag| 8| &
29|82 |57 (85| 47 | 42| 8
ney {od st | sioy [ 36y [ d8 ) @A
Ability to get along with
people 9 2 13 19 5 15 63
Dependability 3 B 5 1 4 113
Willingness to work 3 1 7 3 2 6 22
Knowledge and experience of
the institution 6 1 16 2 3 10 38
sensitivity to people 1 7 2 7 17
Personality 18 2 37 19 3 17 96
Leadership 3 T T T 6
Poise 1 3 2 3 9
Character 3 3 2 3 11
Industry 9 12 13 9 43
Mature Judgement 4 1 10 5 5 25
Appearance ] 1 7 ] 1 ] 21
Devotion to duty 2 2 7 )i 2 5 22
Capacity for detailed work 6 1 7 2 5 21
Reliability ' 3 3 1 1 g
Integrity 12 2 20 17 5 10 72
Ability To Comnmunicate q 1 5
Loyalty 4 15 8 2 11 I3
Tact 2 1 3 ] 3 18
Intelligence 15 L 23 13 1 9 62
Emotional stability 3 I 2 1 5 15
Vision-Imagination 1 5 2 | 1 I 13
Dedication to high ideals 2 1 3
Follows through I h 2 3 |11
Effectiveness 1 1 1 3
Desire to improve 4 2 1 2 9
Courage L 1 1 3
Well Tiked by
undergraduates 1 1 1 1 b
Insight in dealing with
situations 1 3 ! 3 11
Creativity 3 1 6 6 1 1 17
Altruistic approach to
people 1 3
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assistants. There were thirty-one items delineated for
presentation and discussion in Table XV. Personal character-
istics that were mentioned only once were not included in the
table. There were approximately fifty of these and included
such qualities as "good family man,"."candor," "sood poker
player," "accuracy," "alertness," "trustworthiness," and so
on,

Perscnality was the single most revered perscnal trailt
sought by presidents of the various institutions in selecting
administrative assistants. Of the six groups, only presidents
of large private institutions did not list it most frequently.
"Personality" was named a total of ninety-six times by all the
presidents. The next three most frequently named traits were
"integrity," mentioned seventy-two times; "ability to get along
with people,” sixty~three times; and "intelligence," sixty-two
times. These were not necessarily in rank order of importance
for all groups, but they were named, without exception, to the
top five by presidents in all groups. Numbers diminished
very rapidly to a second plateau of personal traits most often
mentioned. These included "loyalty," named forty-three times;
"industry," named forty-three times; and "knowledge and
experience of the institution," named thirty-eight times.
There was very little variance among all six groups 1n naming
these traits to this level. The next plateau of responses

was at the twenty-one-and-below-response level, where there was
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a clustering of several traits. At this point, traits mentioned
form such a diverse pattern, there are no discernable trends.
Unguestionably, the most important professional character-
istic soughf in administrative assistants by presidents who
selected them was "demonstrated administrative abilities.”
Ag depicted 1in Table XVI, thls response was more than double
the second most freguently mentioned trait. There were, in
fact, three traits which clustered about the fifty-response
level. These were "professional competence," named fifty-two
times; "academic credentials," named fifty-one times; and
"knowledge of the institution," named forty-nine times. "Demon-
strated administrative abilitles" was named 118 times, to head
the list. There was very little #ariation from one group to
the next in their naming these as the top four. The exception
might bé ability fo communicate with written word, which
received a total of forty votes, most of which came from medium
private and large public institutions. Other qualifications
deemed important by college and university presidents inecluded
"oroad educational background," named thirty-seven times; and
"knowledge of state, state government, state leaders"; "organi-
zational ability"; and "ability to deal effectively with
people'~—each named thirty-two times. There were twenty-five
categories established in categorizing professional character-—
istics. Other traits were mentioned one time and not repeated

by a second president. Of approximately sixty traits of this
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TABLE XVI

PROFESSIONAL CHARACTERISTICS SOUGHT IN ADMINISTRATIVE
ASSTISTANTS BY PRESIDENTS dIRING THEM
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Ability to communicate with
written word 6 16 it 1 13 40
Knowledge of the institufion |11 2 9 10 4 13 4g
Ability to be innovative 5 1 2 2 10
Demonstrated administrative
___abilities 13 51 |26 5 23 [118
Dedication to academic
standards 2 13 h 1 7 27
Knowledge of state, state
government, state leaders 2 1 6 3 9 32
Ability to work with mass
media 4 1 6 3 1 15
Ability to deal with
activist students 2 2
Organlzational ability 3 2 10 6 6 32
Ability to deal effectively
___with people : 7 1 6 7 3 8 | 32
Legal training 1 4 1 1 i 11
Efficient i 1 7 1 6 19
Teaching competence 2 1 7 3 2 15
Business experience 14 1 2 5 5 27
Professlonal competence 7 18 10 I 13 52
Broad educational background I 15 3 3 7 37
Broad experience 3 2 5
Ability to work with others 5 3 3
Speaking ability 3 9 6 3 21
Acceptance by prcofessional
colleapues 6 1 5 il b 20
Ability to work without .
direction 3 1 5 i 2 15
Academic credentials 11 3 171 17 3 6 51
Dedication to
professionalism 3 y 6 1 14
Faith in our institution 2 4 &
"Attention to details h 1 B ! 5
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nature, some examples include, "ordained minister," "fund-
raising skills,"” "knowledge of our publiecs," "cultural level,"
"diplomacy,' 'high recommendation,” "lack of professional
diplomacy," and so on.
Analysis of Responses from Presidents Who
Did Not Fill Out the Questionnaire

Of the 751 returns recorded for the study, 389 were in
some form other than a completed questlonnaire. These responses
included comments ranging from single-spaced letters that
were more than two pages lcong to very brief comments on the
instrument itself. A great many presidents praised the under-
taking and stressed the need for such a study. Letters of
encouragement were received along with an apology, in many
cases, for their inability to participate in the study.
Several presidents respondéd, but kept the questionnaire,
explaining that they intended to use it for a job.deécription.
Excerpts will be taken froﬁ a representative sampling of
letters and comments received from the various presidents.
Their most salient remarks will be used in an effort to capture
the essence of thelr feelings regarding the position of the
administrative assistant and this study.

There were, 1in their comments, many statements common
to all presidents. Each letter was evaluated in a content
analysis to ascertain trends and consensus regarding this

study and the position of administrative assistant. Each time
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a different comment was made, 1t was recorded. Some letters
defled categorization, and as a result, they will be cited,
in part, in the following narrative report of this chapter,
where it is deemed such letter makes a worthy contribution to
the findings of this study. Following 1n Table XVII are
comments made by presidents in lieu of filling out the

questionnaire.,

TABLE XVII

SUMMARY OF COMMENTS IN LETTERS
RECZIVED FROM PRESIDENTS
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Don't Have Adm. Assist. 130 9 110 {43 pi 4o (346
New to Presidency--Not '

Qualified to Answer 10 8 2 5 25
Plan to Add Adm. Assist. 22 1 7 9 1 10 50
Worthwhile Project 22 1 b i 3 34
Would Like Results by 1 26 111 2 12 91
Presently Without

Permanent President 5 4 2 3 14
Don't ¥ill Out

Questionnaires 7 1 4 3 3 18

A total of 346 presidenté responded that they did not fill
out the.questionnaife because they did not have an administrative
assistant ”nor,f as many stated, "anyone who fits that des-
cription.” Fifty presidents added that they had plans to add

this position to their administrative alignment and,
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accordingly, would like to receive the results of the study.
An additional forty-one, for a total of ninety-one presidents,
requested the results of the study, some wondering "if I am
using this person most effectively,"” with others expressing
a purely academic interest in ongoing research. Thirty-four
presidents stated specifically that they thought thilis was a
worthwhile study and wrote encouragingly of the project.

Very logical reasons were giﬁen for not responding to
the questionnaire. Twenty-five presidents said they were new
to the presidency_and.did not feel qualified to answer relatlve
to their administratlive asslstant. Responses were received
from fourteen Institutions declaring that their institutions
were presently without a permanent president, hence, did not
feel they.could participate. Seventeen presidents, or a
delegated representative of the president, wrote that they had
a policy of not answering questionnaires. Reasons given were
that there were so many questionnaires received by them that
they had instituted a policy of responding only to questionnaires
received from official governmental agencies, or that there was
not adequate time to respond to the instrument in a thoughtful
manner. Two of the Seventeeh presidents who sald they did
not f£ill out questionnaires gave lack of time as a reason,
then proceeded to write a single-spaced, two-page letter, elabor-
ating on varlous aspects of their administrative organization.
In an effort to be cooperative, three presidents went to the

extent of enclosing a job deseription as an explanation of why
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their situation was different. The content of many letters
was an explanation of why each respective situation was
different. Fifty-seven presidents said the duties of an
administrative assistant, or the duties ouftlined in the ques-
tionnaire, were spread among many persons., A breakdown of
positions charged with these responsibilities is depicted in

Table XVIII.

TABLE XVIIL

SUMMARY OF ADDITIONAL COMMENTS TN LETTERS
RECEIVED FROM PRESIDENTS
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Spread Among Many 19 2 19 3 3 11 57
Dean 5 Y 2 11
Secretary 3 1 1 7
Business Manager 5 1 1 7
Vice Presidents: ®15
Academic 1 3 1 1 6
Financial 1 6 1 8
Development b 5 9
Administrative Affairs 1 1 1 3
Student Personnel 1 3 1 1 6

*Five presidents listed three unnamed vice presidents.

After indicating that these responsibilities were spread
among many, several presidents went on to name the titles of
the individuals involved. These included deans, secretaries,
business managers,.and vice presidents. Five presidents in

large institutions stated simply that these duties were carried
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out by three vice presidents. Presidents in medium private
institutions used vice presgidents quite extensively to carry
out the administrative responsibilities outlined in the
questionnaire.
Excerpts from Letters Received from Presidents
of Small Private Institutions

The majority of the letters received from presidents of
small private institutions contained information which could
be isolated and presented in tabular form. A letter, repre-
sentative of this type, follows:

Thank you very rnuch for your letter of recent date
regarding the responsibilities of an "Administrative
Assistant." I am returning the Questionnaire incomplete,
as we do not have a person serving in this capacity.

It 1s my feeling that such a person would be of great

assistance fo me, but this position has not been created.

Therefore, I do not have the experience factor on which

to base answers.,

I would appreciate receiving a copy of the Study,
as 1t will no doubt be of wvalue to me in the future.
Best wishes in your work.

The following excerpts are representative of a cross-
sectlon of comments made by presidents of small private
institutions:

I do not have an administrative assistant as such. I am

looking for one! Your questionnaire is very well pre-

pared. T would appreciate the results of this study.

We have no "Administrative Assistant”" at
Administration is a team concept. . .

Currently we have no assistant president or administrative
assistant to the president. I am happy to send you a
Job description of the person we are seeking.
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Our school would fall in the category you mentioned in
your letter~-"cannot identify one person who serves" as
administrative assistant so I am returning the gquestion-
naire to you.

. We do not at present have an administrative
assistant. I have Just recently been inaugurated as
President, and I do anticipate such a person in the
future., . . .

This is my first year as president of the College, and 1
do not have an administrative assistant. . e .

. . . Some time ago I found that I was being sent a
considerable number of such forms, including gquestion-
naires, . . . . Therefore, I have had to take the position
of very reluctantly declining to do questicnnaires, except
(a) those coming from agencies or bodies to which
is reguired fto report; and (b) questionnaires coming
from organizations of which or I perscnally are
members. . . .

. « « In the near future we are planning a reorgani-
zation of our administrative staff and we would greatly
appreciate a copy of the results of your study when it is
conmpleted. :

Your letter of November 1 %o __has been referred to
my office. We are sorry to announce that President
died. . . . I do not feel that it would be appropriate

for me to £ill out the questionnaire. We would be vitally
interested in receiving the results of the study. This
will be of great value to the college in making adjust-
ments in its administrative organization within the next
few months.

Unfortunately, there is no such individual on this campus.
There are four principal administrative officers, including
the President, all of whom have some assistants, except

for the President's office, which 1s operated by the
President and his secretary who assumes whatever adminis-
trative assistant's duties as such.

At the present time, there is no one who gualifies for
this title. However, I personally feel there is a need
ror such a person, and I am working on this matter at
the present time. Please send me the results of this
study. I am very interested.

-« « + . There will be a time, I believe, when we will
reed such an officer here at the college. The bulk of
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detail which is brought to the President's desk is such
that he does really need someone to help him with it.
When the locad gets too large now, I usually distribute
it among other staff officers as the subject matter or
content would indicate is logical., . .

. . .But I believe that it is a most valuable study,

and I do want to receive the results of your findings when
they are ready. We are giving seriocus consideration to
this opportunity and problem presented by having such

an assistfant and would like to profit from the experience
of others. . .

I am very interested in your questionnaire concerning
the role of the administrative assistant. I have been
exploring the possibility of making such an appointment.
With your permission, I would like to keep the copy of
the questionnaire as a guide to a job analysis for an
administrative assistant, should I have the good fortune
to make such an appointment. . . .

« « » . Qurs is a small liberal arts college for women
with an enrollment of some 780 students and we have only
recently reached the point where an administrative
assistant has become a necessity for the smooth operation
of the college.

. We are actively negotiating with an interested
candidate now; the report reflects the concepts of the
office and the agreements which we have agreed upon in
our discusslions. .

+ + . Unless we hear otherwise from you, however, we
should like to keep your questionnaire since it seems to
gilve such a complete job analysis for such a position. .

- + « L presently do not have an assistant because I
have never been able to be entirely sure as to what sueh
a person should do or how he should relate to the person-
alities of everycne else involved in a college. For this
reason 1 will be especially interested in seeing the .
results of the study although I can't contribute to the
making of it.

.. Even though we are relatively small, however, I
personally feel that we would be well advised to instiltute
such a position. Perhaps at some future date this might
become feasible for us. . . '
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Excerpts from Letters Received from Presidents
of Small Public Institutions

Letters receilved from presldents of small public insti-
tutlions were very brief, with most of them stating simply that
they did not have an administrative assistant. The following
excerpts are representative of these responses:

We do not have anyone who serves in this capacity. I

have a very competent secretary who "covers" for me

when I am out of town. The business manager covers the

financial area. There is no one person I can keep in

mind when answering these questions. . . .

I regret that the position of Administrative Assistant

has not yet been established at . We
hope to do this within the next two to four years.

I don't have an administrative assistant as such. On my
immediate staff is an Associate Dean, a Business Manager
and Budget Director, several fiscal aides, a personnel
assletant and a very able secretary.

Excerpts from Letters Received from Presidents
of Medlum Private Institutions

‘There were numerous letters from presidents of medium
institutions, most of which could be tabulated. The following
letters, quoted in part, characterize the essence of the con-
tent of most of the letters received in addition to forming
that group which could not be readily tabulated:

-« « . Our situation seems to fit paragraph five in your
letter. 1In other words, no one person assists me exclu-

sively in the various ways that your questionnaire seems
to specify. .

I have received your very interesting questionnaire on
the "Role of the Administrative Assistant." This is the
first year such a position has been in effect at our
college, and so it is too soon to answer most of the
questions decisively.
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. . « . I am a new president and have not yet appointed
an administrative assistant.

.« + « I have not filled out the questiocnnaire because
our particular administrative organization is in a state
of flux and the several assignments which would normally
go to a direct administrative assistant are divided among
three different individuals.

As acting president since September 1, I doubt that my
answers would have validity. Hence, I'm returning the
blank schedule., . . .

. . . The duties of an administrative assistant are
covered within the framework of our administrative staff
functions but they are not performed by any one person
designated as "Administrative Assistant™. . . .

At we have four vice presidents, of equal authority
and responsibility, in the areas of Academic Affairs,
Development Affairs, Financial Affairs and Student
Affairs. . . .

. Our structure and operation leaves this role out.
I bellﬂve it would distort your results to regard any
exlsting officer at - in this role. . . .

I have not introduced. the positilon you are inquiring
about in your questionnaire into my administration, but
am contemplating doing this in the near future. . .

. . . I do not have an administrative assistant but am
very much Interested in getting one. . . I think you have
developed a good instrument. . .

-« « « » I have one person who is listed as Assistant to
the President but his special area of responsibility is
in the field of'church relationships.

« +» + « If he were to try to answer the questions, he
would not be able to base his answers on his relations with

any one individual, because he confers with different

members of his staff depending on what the particular
problem is. . . .

At the moment I do not have an administrative assistant,
though it Is a good idea. I am tempted to ocutline a
nypothetical character, but will restrain myself. . .

Incidentally, I think the pattern of questions you ask
is verv halnfnl
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. Literally, we are inundated by questlionnaires

and were we to try to fill them all out an administrative
assistant would have to be assigned for that purpose
alone. Our policy is, therefore, to answer questionnaires
coming from the governmment and from bodies and organi-
zations related to the University. .

. . Accordingly, since we have not yet had experience
with the position on which you are doing your study, it
would not be appropriate for me to complete the question-
naire you have sent. ., . .

Your study on the administrative assistant is most
intriguing. However, we do not have such a position. ...

. . . We have been considering several possible avenues
of administrative reorganization. Therefore, we would
like very much to receive the results of your survey.

We have had the position of Assistant to the President
for less than one-half of a year. Therefore, I feel

that my comments to the survey would be less than
minimal. . . .

Excerpts from Letters Receiveé from Presidents
of Medium Public Institutions

Responses from presidents of medium public Iinstitutions
were such that most of the information could be presented in
tabular form. There were many letters that indicated a
desire to add the position of administrative assistant to the
organizational alignment. The first letter is representative
of this plan. Other letters which follow differ only slightly

in content.

We have your questionnaire concerning the "Role of
the Administrative Assistant" and I congratulate you for
its clearness and conciseness. This is a refreshing
contrast to much of the material we receive which
obfuscates instead of elucidates.

Although we do not have an administrative assistant,
we do have an interest in adding such a person to our
staff and I would be grateful for a copy of the results
of' your study. '
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« « « « I do hope to have one next year. It would seem
to me that this 1s a position that will vary according
to the capabilities of the person who fills it, covering
a wide range from clerkship fo asscociate president.

The administrative alignment at dces not
provide for an administrative assistant. Good luck to
you on a worthwhile project.

. « « The structure of our faculty and administration
1s such that a job of the type you inquire about does
not exist., . . .

does not have an administrative assistant
at this time. We will have one for 1969-70.

I regret very much that, at the present time,

does not have an Administrative Assistant
on its staff nor is there an individual in a similar
position. . . . =

does not have an assistant to the president.
I think there is need for one, however, and would appreciate
your sending me the results of your study.

I do not, at present, have an administrative assistant.
However, as the new president here, I do intend to appoint
one. The results of your study would be of interest to me.
» + + . We are a small institution, having less than

3,000 students, therefore, we do not have an administrative

assistant in our organization. I do not foresee the
addition of this position to our budget in the near future.

Excerpts from Letters Received from Presidents
of Large Private Institutions
Responses from presidents of large private institutions
showed a great variance in cohtent. Many presidents of
"prestige™ universities detailed their particular reasons
for not answering the questionnaire; others responded that
they did not have time. Some examples are as follows:
The University is at the present time reappraising

its entire administrative structure and it may be that
there will emerge from the present review an expanded
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presidential staff which 1s charged with responsibility
similar to that which you describe., ., . .

President has asked me to express his regret that
because of the heavy pressure of his officlal schedule
he does not have time to properly complete your
guestionnaire. . .

President has asked me to acknowledge your letter of
November 1, and explain that he does not have the time
to reply personally to your questionnaire. . . .

The functions you describe in your study are, 1in our
case, divided among a great many different people and I
am wondering 1if our answer might distort your study. . .

I'm sure you will find the widest range of uses of
MAdministrative Assistants" to the presidents whom you
are clrcularizing. I have three, whose duties basically
fit in the last section of your questionnaire. One
handles all incoming correspondence. . . .

+ « « President has a policy of not answering
questionnalres, and therefore we are not able to return
it to you.

Excerpts from Letters Received from Presidents
of Large Public Instiltutions

Presidents of large public institutions responded that
they were, for the most part, in a state of flux regarding
utillzation of the position of administrative assistant.
Excerpts from the following letters are representative of the_
letters which did not fit readily into tabular Pormat.

+ « + I wish to congratulate you on your study, and I
would like to see the results of your investigation. I
think the post is most impecriant in an institution, and
I think I would answer "to a great extent" the questilons
relating to this position's responsibilities and
services. .

A new positicn for an administrative assistant to the
presldent has been tentatively established but no clear
definition of functilon kas been developed. . . I regret
that we do not have enough informaticn that can be useful
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to you in your study. We would appreciate, however,
receiving the results of your study. Perhaps these results
will assist us in developing an adequate job description
when we do employ someone.

.« « . % Since I do not have an assistant and there are no
present experience patterns to use, I know you would
prefer my not answering the questionnaire. . . .

. . Because of the inordinate number of questionnaires
recelved at the College, and because of the limited staff
available to compile the information requested we must,
of necessity, limit our replles to questlionnaires from
government agencies. . . .

. . We do not have an Administrative Assistant here

at , 50 we have not fllled out the questionnailre.
However, we are planning to provide an Administrative
Assistant in the future and would therefore, 1like a copy
of the results of the questionnaire. . . .

. . Many of the functlons lisfted in your questionnaire
are performed by one or more of our sgix vice presidents.

. We do have the position of administrative
assistant in the Office of the Chancellor, but since I
arrived in August, 1t has not been filled. . . .

. « + . BEven though we do not have such a position at

the present time, it is possible that the permanent
president, when appointed, may wish to have such a person
on his staff, and I am sure he would be interested in
seelng the results of your study.

Since I replaced who retired July 1,
my experience and pattern of working with my assistant
are limited and subject to much change and development. . .

. Dr. is acting president and the
admlnlstratlve assistant position is vacant and will no
doubt remain so until a permanent appointment to the
presidency is made. . . .




CHAPTER V

SUMMARY, CONCLUSIONS, INFERENCES,

AND RECOMMENDATIONS

Summary

The primary purposes of this study were (1) to identify
the role of administrative assistant as perceived by college
and university presidents, and (2) to ascertain their
perceptions regarding the position of administrative
assistant as an informal internship for a higher position.
A secondary purpose of this study was to determine the
extent, if any, of the variations of professional qualifi-
cations held by persons serving as administrative assistants.
An additional purpose of this study was to provide data for
college and university presidents to aid them in more accurately
defining the role of the administrative assistant and to
provide perscns who might aspire to this position with data
with which to make a more accurate appraisal of the limi-
tations and advantages of the position. Subpurposes were
concerned with the relationships betfween the perceptions of
presidents of public institutions and the perceptions of
presidents of private institutlions and relationships of the

perceptions of presidents of institutions of higher learning

learning.
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The investigation began with a review of the literature.
A questionnalre was subsequently constructed using as a
.basis for formulation the concepts which were conceived
from the issues, concerns, and questions which were revealed.
The instrument was construcfed to be used specifically to
compare the responses of college and university presidents
regarding the position of administrative assistant in higher
education. A pilo% study was undertaken to establish validity
and reliability for each item of the instrument. To accompllsh
this, fifteen presidents were selected at random from the
entire population of college and university presidents.

Final form of the questionnaire was in three parts,
including Part One--Role of the Administrative Assistant,
forty-eight itéms; Part Two-~Internship Aspects of the Position
of Administrative Assistant, eleven items; and Part Three--
Personal and Professional Data, seventeen items. Part One
was further subdivided into speciflec areas of involvement,
including (1) Represent the Pregident, six items; (2) Finance
and Development, seven items; (3) Liaison and Public Relations,
seven items; (4) Program Development, Decision Making, Policy
Implementation, six items; (5) Personnel, seven items; and
(6) Administrative Routine, fifteen items.

The completed form of the questlonnaire, along with a
cover letter of éxplanation, was then sent to presidents of

all the accredited four-year colleges and universities in the
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United States. There were 1102 such institutions selected for
inclusion in the study. Fach president was requested to
respond to each of the seventy-six items of the guestionnaire
with reference to one person whom he deemed his administrative
assistant. Further, each president was asked to use as a
frame of reference what the current status was, not what it
ought to be.

Responses to the questionnalre were received from 751
presidents, representing 68.15 per cent of the population
surveyed. Of this number, there were 347 filled out question-
naires, or 31.48 per cent, which were analyzed statistically.
The statistical procedure used to analyze the data was the chi
square test for independence. The .05 level of confildence was

accepted as significant for testing each of the hypotheses.

Findings
The following filndings were formulated from the computed
data which were transferred from the mailed questionnaires.

summary of Findings Relating
to Represent the President

The extent to which the responses of presidents of the
various Institutions differed significantly is represented in
three of six 1tems which reached the accepted level of
.confidence (P = .05). The greatest differences were noted in

[

the private vs. publié dichotomy on these items; size was not

a factor.  Specifically, presidents of private institutions



116

ugsed the administrative assistant to a great extent to represent
him at off-campus events of an official nature and to represent
him at faculty meetings. DNelther presidents from private nor
public institutions used the administrative assistant to an
appreciable degree to appear before the legislature when he

was unable to. Negative skewness of all six items indicated

the administrative assistant was used to a "less than average
extent”™ by all college presidents as his official representative.

Summary of Findings Relating
to Finance and Development

The extent to which the responses of presidents of the
various institutions differed significantly was represented in
five out of seven items which reached the accepted level of
confidence (P = .05). For three items, data revealed that
presidents of small- and medium-sized iastitutions tended to
use the administrative assistant significantly more than
presidents of large institutions in the areas of campus plan;
ning and development, preparation of educational specifications,
and in working with the salary schedule; in addition, presidents
of private institutions used the administrative assistant more
in working with the salary schedule. For the remaining two
items, the administrative assistant proved to be much involved
in fund raising in private institutions, whereas administrative
‘assistants in public institutions proved more involved;than

their counterparts in obtaining research and development funds.
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Six out of seven items showed a negative skewness, indicating
minor involvement of the administrative asslstant in matters
of finance and development.

Summary of Findings Relating to Liaison
and Public Relations

The extent to which the responses of presidents of the
various institutions differed significantly 1s represented in
three out of seven items which reached the accepted level of
confidence (P = .05). Differences noted were due to type of
funding; size was not a factor. Presidents of public institutions
used the administrative assistant to a greater extent than
their counterparts in working with-Commgnity—area—state leaders,
in preparing news releases for the mass media, and in assuming
the major responsibility for public relations. Data revealed
that presidenté of publiec institutions used the administrative
assistant to a far greater degree than did their counterparts
in private institutions. Presidents indicated extensive
involvernient or no involvement at all in the various areas;
skewness occurred without regard to funding or size,

Summary of Findings Relating to Program Development,
Decision Making, Policy Implementation

The extent to which the responses of presidents of the
various institutions differed significantly is represented in
“one of six items which reached the accepted level of cénfidence
(P = .05). On this item data revealed that presidents of

large institutions rely on their administrative assistants to

4
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assist in formulating policy te a greater extent than might be
expected statistically. Three items of this section were con-
cerned with the administrative assistant as "expediter." There
Iwas a definite positive skewness to these items for all
institutions. Thé remaining three items were concerned with
the decision-making power of the administrative assistant.
There was a definite negative skewness for these items among
all types of institutilons.

summary of Findings Relating
to Personnel

The extent to which the responses of presidents of the
various institutions differed significantly was represented in
three of seven items which reached the accepted level of
confidence (P = .05). The greatest differences noted were
where the admiﬁistrative assistant served as consultant to
department heads, wherein no perceptible trend was noted;
where he acted as a "buffer," used to a great extent by presi-
dents of large institutions; and where the administrative gssis-
tant worked with the graduate council, used in this regard to
a great degree by presidents of large institutions. There was
a marked negative skewness to all items of thig section except
one, act as "buffer,” which showed a strong positive skewness.
The administrative assistant, therefore, was not very much

involved in matters concerning personnel.
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Summary of Findings Relating
to Adminisftrative Routine

The extent to which the responses of presidents of the
various institutions differed significantly I1s represented in
five of the fiffteen items which reached the accepted level of
confidence (P = .05). The greatest degree of difference noted
in the five items was due to size of the institution. Presi-
dents of large institutions used the administrative assistant
to a greater extent than would be expected statistically and to
a greater extent than presidents of small- and medium-sized
institutions. These fiﬁe items, involving the greatest aﬁount
of routine of the fifteen items included in this section, showed
a distinet ﬁdsitive skewness., An additional two items showed
positive skewness, with six showing a pronounced negative
skewness, and two items a near-normal distribution.

Summary of Findings Relating to Internship Aspects
of the Position of Administrative Assistant

The extent to which the responses of presidents of the
various Institutions differed significantly was represented by
two of eleven items which reached the accepted level of
confidence (P = ,05). Presidenté of small institutions viewed
the position of administrative assistant as a "careep" position.
Presidents of public institutions viewed, to a greater extent
than thelr counterparts, having a degree in educational admin-
istration as a condition of employment. The latter was the

only one of eleven items which had a negative skewness in this
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section. This would suggest that all presidents were vVery
much aware of the iInternship aspects of the position. There
was little variance in the viewpoints of presidents of the
various institutions; presidents tended to agree that the
internship aspects are extremely important alﬁhough they
admittedly do not use an internship concept with the most
effectiveness.,

Summary of Findings Relating to Personél

and Professional Characteristics
of Administrative Assistants

The greatest degreé of variations appeared in the areas
of salary, prilor employment, experience, and degrees held.
Differences noted were due in the most part to type of funding,
rather than size of the institution, i. e. public institutions,
generally, paid larger salaries and hired administrative
assistants from witﬁin thelr organizations. These administrative
assistants have had more experience and hold more advanced
degrees; the latter two qualifications were found most often
in large public institutions. Presidents evidently value the
worth of a degree in education and/or educational administration
evidenced by the fact that aporoximately one third of the
administrative assistants concerned with in this study have
their highest degreé in education. Regarding personal quali-
fications, presidents were in general agreement that "personality"
was the most valued attribute. Next came "integrity,"
"ability to get along with people,” and "intelligence." Pro-

fesslional qualifications deemed most important included
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"demonstrated administrative abilities,” overshadowing the
next three: "professional competence,”" "academic credentials,”

and "knowledge of the institution.”

Conclusions

The results of the study lead to the followlng major
conclusions:

1. Administrative assistants in higher education were not
given much declsion-making power or tasks of great responsibility
by their respective presidents; they were, in fact, relegated
to performing routine-tésks requiring little or no authority.

2, Presidents of medium-sized public institutions were
more effecti&e and realistic in their utilization of the
administrative assistant.

3. Presidents recognized the importance of the position
of administrative assistant as a training ground for preparing
administrators in higher education.

4. Presidents of public institutions viewed the position
of administrative assistant as a stepping stone to a higher
posltion; presidents of private institutions viewed the Job
as a career position.

5. Baslc positive personality traits and sound academiec
and professional credentials were prime requisites for employ-
ment and fetention of the administrative assistant.

6. Large public institutions are using a nucleus of from
three to six vice presidents, in lieu of an administrative

asgistant, tc serve presidents.
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7. Assistant to the president has emerged as the most
popular titlelfor the administrative assistant.

8. Presidents are becoming more aware of the internship
possibilities of the position; many reported using it as such,
although in an informal, unplanned mahner.

9. Presidents anticipate that tenure in the position will
be brief, evidenced by many expectations that the administrative
assistant will move on to a higher position.

10. College and university ﬁresidents were concerned about
the position of administrative assistant in higher education,
judging by the numﬁer'of respondents who contributed both

time and effort to the completion of this study.

Inferences

1. There appears to be a need for more studies of this
type, as evidenced by comments made by college and university
presidents.

2. Requests for the results of the study and other
positive comments penned on gquestionnaires indicate a felt
need for data of the type assembled by this instrument to use
as a guideline for a job desc:iption of the position.

3. The position of administrative assistant is in need
of a comprehensive job description; many presidents kept the
guestionnaire as a model for formulating a job description,

4. Presidents without an administrative assistant would

like very much to add this position; many indicated plans to

do so.



123

Recommendations

The following recommendations are made cn the basis of
the findings and conclusions of this study: |

1. FHach of the three broad areas of thig study should
ve explored in depth.

2. A follow-up study should be made on the perceptions
of administrative assistants regarding their respective roles.

3. A study should be conducted concerning college and
university presidents' perceptions of what the role of the
administfative assistant ought to be; a comparative study
of presidents' and administrative assistants' perceptions
should follow.

4. A study should be undertaken to determine what
administrative alignments exist whére there is no provision
for the position of administrative assistant.

5. Efforts should be continued to develop and improve
research techniques designed to measure the perceptions of

educators at all levels in an effort to improve administrative

cfficiency.
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1714 West Mulberry
Denton, Texas 76201
July 27, 1968

This study proposes to ascertain the role of the administrative
assistant in institutions of higher learning, to examine the
"internship aspects"” of the position, and to draw a profile of
persons currently serving in this position.

"The administrative assistant to the president of a college or
university," one university president has said, "is that adminis~
trator with whom the president has complete rapport, that adminis-
trator with whom the president spends most of his working hours."

-The administrative assistant might be a person who bears the title,
"Administrative Assistant.” He might have the title, "Assistant

to the President."™ He might have any one of numerous other titles.
There might be two, or three, or more persons who serve as
administrative assistants,

For the purposes of a study, however, there must be only one
person deemed the administrative assistant. Please respond to the
enclosed instrument with reference to one administrative assistant.

The enclosed questionnaire will be sent to ALL college and
unijversity presidents in the United States. Prior to this mailing,
an attempt is being made to establish validity for the various
items included in the questionnaire. In this regard, you have been
selected as one of the judges for this instrument.

PLEASE INDICATE WHETHER YOU THINK EACH ITEM IS (1)} VALID FOR USE IN
THE STUDY, (2) INVALID FOR USE IN THE STUDY, OR {3) WHETHER YOU

ARE UNABLE TO DETERMINE VALIDITY. PLEASE NOTE AMBIGUOUS, IRRELEVANT,
OR "LOADED" ITEMS AND SUGGEST ADDITIONAL ITEMS THAT MIGHT BE ADDED
TO THE QUESTIONNAIRE. ADDITIONAL COMMENTS AND SUGGESTIONS WILL

BE WELCOMED.

" Your immediate return of this material in the enclosed stamped
envelope will be appreciated.

Sincerely,

Jim R. Morris



INSTRUCTIONS

You are given five choices with which to assess the role of your
administrative assistant. These range from "to a great extent"
to "not al all." Degree of involvement of the administrative
assistant in a particular area might be rated thus, as per
the following example (not to be used in the questionnaire

results):

To what extent does the administrative assistant: make speeches
before civic ¢lubs?

() TO A GREAT EXTENT: The administrative assictan® is
greatly involved in this area very frequently, more than
anyaone else on my staff.

( ) TO A MORE THAN AVERAGE EXTENT: The major effort is
mine. Other members of my staff are involved, however,
with the administrative assistant involved perhaps more
than others.

( ) TO AN AVERAGE EXTENT: The major effort is mine. The
. administrative assistant is involved in this area, along
with others, on a regular basis, when needed.

( ) TO A LESS THAN AVERAGE EXTENT: The major effort is mine.
I call on the administrative assistant to assist on
infrequent occasions to "help out."

{ ) NOT AT ALL: The administrative assistant is not involved to
to any degree in this area.

FOR VALIDITY CHECK -

Please check the appropriate space to the left of each questionnaire
1tem as to whether you consider the item "valid," "invalid," or
whether you "cannot determine® validity.

If.you consider an item "valid," please respond to that item by
using the choices provided at the right to make your answer.



Represent the President

1. Represent you at off-campus functions of an

official nature?

Represent you at off-campus functions of a

social nature?

. Make speeches in your stead when you are

unable to?

Represent you at faculty meetings?

. Appear before the legislature when you are
unable to?

. Appear before private benefactors and
benevolent institutions when you are unable
to? ~
OTHER(S)
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Finance and Development

7. Take a major part in preparation of the

budget?

Exercise control over budget expenditures?

Work with campus planning and development?

. Prepare educational specifications for new
buildings?

. Work with salary schedule?

Devote his efforts to fund raising?

Devote his efforts to obtaining research aad

developmental funds.

OTHER({S)
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Liaison and Public Relations

. Extend services of president's office? (101«
. Work with community-area-state leaders? (OO0 )L

Oy



Nt vt gl Syt Nt Mt Ngrt®

[ e e T ~—

g pr—— p——

oy T o~

et e Nt Nt gt —

Nt Nt el Nt M S ?

T -

P o~ ——

Nt S tt? N Nt Vit LS

N Moo Nl et St [N

16.

21.

22.
. Make decisions affecting faculty members?
24.
25.
26 .

To what extent does the Administrative Assistant:

Have the major responsibility for public
relations?

. Arrange interviews with the press for news

makers on campus and visiting dignitaries?

. Prepare news releases for the mass media?
. Serve as "campus guide" te visiting

dignitaries and patrons?

. Work with the atumni association?

OTHER(S)

Program Development, Decision Making,
Policy Implementation

Have decision-making power in matters of
policy when you are absent from the campus?
Assist in formulating policy?

Make decisions affecting student activity?
Assist in implementing new policy?

Serve as "expediter" for school projects
and operations?

OTHER(S)

Personnel

. Serve as consultant to department heads?
. Act as "buffer" with persons with minor

problems or complaints?
Recruit and hire new personnel?

Plan orientation programs for new personnel?
. Recommend promotions?

. Work with faculty council?
. Work with graduate council?

OTHER(S)
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34.
35.
36.

37.
38.
. Meet report deadlines?
40.
41.
42.

43,
44,

E

.

46 .
47.
48.

Administrative Routine

Take care of routine correspondence?

Serve as secretary to official college board?
Work with student personnel and related
student affairs? _ :

Keep you informed of current legislation and
laws affecting your institution?

Make committee assignments?

Provide relief from administrative detail?
Serve as director of research-federal
projects?

Prepare special materials for president’s
reports?

Prepare agenda for beoard meetings?
Interpret "tone" of school to president?
Serve as "troubleshooter" in special problem
situations? B '

Answer questionnaires addressed to you?
Supervise the college-university press?
Devote his efforts to securing grant funds?
OTHER(S)

)
)
)
)
)
)
)
)
)
)
)
)
)
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INTERNSHIP ASPECTS OF THE POSITIGN
OF ADMINISTRATIVE ASSISTANT

1. To what extent do you provide new working
opportunities for the administrative assistant
with the expectation of making him a more
capable administrative assistant?

2. To what extent d¢ you permit the administrative
assistant, in your absence, to make decisjions
you would make if you were there to make them? ( )

3. To what extent do you assign the administrative
assistant tasks in areas in which he is
inexperienced? { )

4. To what extent do you provide the administra-
tive assistant close personal supevvision in
his tasks? ()

5. To what extent is the position of administra-
tive assistant in your institution a training
ground for a higher position? ()

6. To what extent are the present responsibilities
such that the position of administrative
assistant might be a logical place in which a
board might find a qualified college or uni-
versity president? ()

7. To what extent, when employing a new adminis-
trative assistant, do you seek a man with a
"scholarly" background as a chief requisite? { )

8. To what extent, when employing a new adminis-
trative assistant, do you seek a man who has
demonstrated administrative ability as a
chief requisite? ()

8. To what extent, when employing a new adminis-
trative assistant, do you seek a person who
has one or more degrees in the field of
educational administration? ()

10. To what extent do you provide working
opportunities for the administrative assistant
in the various administrative posts in your -
institution? ( )
11. To what extent do you consider the position
of administrative assistant a "career®
position? : ()

Please give your comments on the internship aspects of
position of administrative assistant.

(
the

)
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PERSONAL AND PROFESSIONAL DATA

S
&
YO Y () 1. Present age of your administrative assistant
1) under 25 6 46-50
2 25-30 7 51-55
3 31-35 8) 56-60
4) 36-40 9) over 60
5) 41-45
YY) 2. Sex 1) Male 2) Female
Y1) 3. Highest degree held by your administrative assistant
1) Bachelor's 4) Ph.D.
2) Master's 5) Other (specify)
3) Ed.D.

Y1) 4. Area of concentration in highest degree held by
administrative assistant, e.g. history, English, physics,
journalism, education

PG Y H( ) 5. How many years' administrative experience has your
administrative assistant had within the institutional

setting?
1) none 4) 11-15 years
2) under 5 years 5 _16-20 years
3) 5-10 years 6 more than 20 years

( )|() 6. How many years' administrative experience has he had
outside the institutional setting?

1 none 4) 11-15 years
2) under 5 years 5) 16-20 years
3) 5-10 years 6) more than 20 years

()10 7. Prior to becoming your administrative assistant, was he
most recently

a college teacher 6) in busines-industry
2) a college administrator 7)7 " "in the military
3) a secondary school supt. 8)_  in news profession
4) secondary school prin. 9)_ — "Other (specify)

a
a minister

YO ) 8. If he were a college teacher, how many years' teaching
experience has he had?
1) under 5 years 4; 16-20 years

2 5-10 years ' 5 more than 20 years
3 11-15 years
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How long has he been your administrative assistant?
1) under 5 years 4) 16-20 years
2)" 7 5-10 years 5) more than 20 years
3) . T 11-15 years

10. Was he employed at your institution immediately prior to
becoming your administrative assistant?

1) yes 2) no

11. Exact title of your administrative assistant

12. Do you consider the administrative assistant a professional
or "lTeg man." ‘
1) professional 2) "leg man"

13. Do you have a job description for the position of
adm1n1strat1ve ass1stant7
1) yes 2)  no .
(pTease enclose one if you answered yes)

14. What is the next position up the promotional ladder for
the administrative assistant?

15. Did he seek the job of administrative assistant?

1) yes 2) no
16. Did you seek him for the job?
1 yes 2) no

17. What is his annual salary?

9 mos. 1) under $6000 6)  $12000-$13499
TT10 mos.  2)__ $6000-$7499 7)____$13500-$14999
___11 mos. 3) T $7500-$8999 8)  $15000-$16499
__12mos. 4) " $9000-510499 9} over $16500

5)_  $10500-511999 (specify)

List his three most important personal characteristics that led
you to select him as your current administrative assistant

List his three most important professional characteristics that
led you to select him as your current administrative a551stant
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1714 West Mulberry Street
Denton, Texas 76201
August 11, 1968

Thank you for the prompt attention and serious consideration
you gave the questionnaire I mailed to you recently for a
validity check. Your responses and suggestions have been
incorporated into a revised form of the questionnaire, which
is enclosed.

As a further refinement of this instrument, in compliance with
recommended research procedures, I must call on you once again
to respond to the items on the enclosed questionnaire. This
step will serve to determine if the various items are con-
structed in such a way that they will tend to elicit consistent
responses over a period of time.

This final check for reliability of the instrument will enable
me to mail the questionnaire to all college and university
presidents in the United States. Your responses to this

questionnaire will be included in the final statistical tabu-
lTations of this study.

I will forward the results of this study to you with the
sincere hope that they may be of some benefit to you.

Sincerely,

Jim R. Morris

Enclosures



ROLE OF THE ADMINISTRATIVE ASSISTANT

To what extent does the Administrative Assistant:
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21.
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. Take a major pzrt in preparation of the budget?

. Work with carzis »lanning and development?
. Prepare educztional specifications for new

O W~

. Work with salary schedule?

W N Ui

Represent the President

Represent you at off-campus functions of an
official nature? _

Represent you at off-campus functions of a
social nature?

Make speeches in your stead when you are unabie
to?

Represent you at faculty meetings?

. Appear before the legislature when you are

unable to?

. Appear before private benefactors and

benevolent institutions when you are unable to?

Finance and Development

Exercise control over budget expenditures?

buildings?

Devote his efforts to fund raising?

Devote his efforts to obtaining research and
developmental funds.

Liaison and Public Relations

Extend services of president's office?

. Work with community-area-state leaders?
. Have the major responsibility for public

relations?

. Arrange interviews with the press for news

makers on campus and visiting dignitaries?

. Prepare news releases for the mass media?

Serve as "campus guide" to visiting dignitaries
and patrons?
Work with the alumni association?

Program Development, Decision Making,
Policy Implementation

Have decision-making power in matters of policy
when you are absent from the campus?
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To what extent does the Administrative Assistant:

27.
28.

29.
30.
31.
32.
33.

34.
35.
36.

37.

38.
. Meet report dezdlines?
490.
41,
42,

43,
45,
46.

47.
48.

. Assist in formulating policy?

_ Make decisions affecting faculty members?

. Make decisions affecting student activity?

. Assist in implementing new policy?

. Serve as "expediter" for school projects and

operations?

Personnel

Serve as consultant to department heads?

Act as "buffer" with persons with minor
problems or complaints?

Recruit and hire new personnel?

Plan orientation programs for new personnel?
Recommend promotions?

Work with faculty council?

Work with graduate council?

Administrative Routine

Take care of routine correspondence?
Serve as secrztary %p official college board?

Work with student personnel and related student

affairs?

Keep you informed of current legislation and
Taws affecting your institution?

Make committee assignments?

Provide relief ¢rom administrative detail?

Serve as director of research-federal projects?

Prepare special materials for president's
reports?

Prepare agenda for board meetings?

Interpret “tone" of school to president?
Serve as "troubleshooter" in special probiem
situations? :

Answer questionnaires addressed to you?
Supervise the college-university press?
Devote his efforts to securing grant funds?
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INTERNSHIP ASPECTS OF THE POSITION
OF ADMINISTRATIVE ASSISTANT

1. To what extent do you provide new working oppor-
tunities for the administrative assistant with the
expectation of making him a more capable adminis- ~
strative assistant? ()

2. To what extent do you permit the administrative
assistant, in your absence, to make decisions you
would make if you were there to make them? (YOO TC Yy ()

3. To what extent do you assign the administrative
assistant tasks in areas in which he is
inexperienced? ' Y30 YO0 10

4. To what extent do you provide the administrative
-assistant close personal supevvision in his
tasks? (O CC 0

5. To what extent is the position of administrative
assistant in your institution a training ground
for a higher position? CYLC YL O 0 Yt ()

6. To what extent arz the present responsibilities
such that the position of administrative
assistant might te a logical place in which a
board might find a gualified college or uni-
versity presidznc? (1Y)

7. To what extent, when employing a new administra-
tive assistant, dz you seek a man with a
"scholarly" background as a chief requisite? C PO Y1)

8. To what extent, when employing a new adminis-
trative assistant, do vou seek a man who has
demonstrated adrinistrative ability as a chief
requisite? (X))

9. To what extent, when employing a new administra-
tive assistant, do you seek a person who has
one or more degrees in the field of educational 1
administration? PO OO0

10. To what extent do you provide working oppor-
tunities for the administrative assistant in the
various administrative posts in your dinstitution? ( Y| ( Y (Y1 ()Y ()

11. To what extent do you consider the position of
administrative assistant a “career" position? CYPOYEO M )

Piease give your comments on the internship aspects of the position
of administrative assistant.
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PERSONAL AND PROFESSIONAL DATA

. Present age of your administrative assistant

1 under 25 6) 46-50
2) T 25-30 7} " 51-55
3)7  731-35 8}  56-60
4) 36-40 9)"  over 60
Sex 1) Male 2} Female
Highest degree held by your administrative assistant
1) Bachelor's 4) Ph.D.
2) Master's 5) Other (specify)
3)  Ed.D. '

. Area of concentration in highest degree held by administrative

assistant, e.g. history, English, physics, journalism,
education

How many years' administrative experience has your administrative
assistant had within the institutional setting?

1) hone 4) 11-15 years
2) under 5 years 5) 16-20 years
3)  5-10 years 6) more than 20 years

How many years' administrative experience has he had outside
the institutional setting?

1) none 4) 11-15 years

2} under 5 years 5) " 16-20 years

3)  5-10 years 6) more than 20 years
Prior to becoming your administrative assistant, was he most
recently

1) a college teacher 6) in business-industry

2) a college administrator 7)  in the military

3) a secondary school supt. 8) _ in news profession

4) a secondary school prin. 9)  Other (specify)

5) a minister

If he were a college teacher, how many years' teaching experience
has he had?

1) under 5 years 4) 16-20 years

2) " 5-10 years 5) more than 20 years

3) 11-15 years :

How long has he been your administrative assistant?
1) under 5 years 4; 16-20 years

2) 5-10 years 5 more than 20 years
"3)7 T 11-15 years '

Was he employed at your institution immediately prior to
becoming your administrative assistant?

1)__ yes 2) no
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11. Exact title of your administrative assistant
12. Do you consider the administrative assistant a professional,
or "leg man," or both?
1) professional 2) “leg man" 3) both
13. Do you have a job description for the position of administrative
assistant? (Please enclose one if answer is "yes.")
1) yes 2) no
14. What is the next positicn up the promoticonal Tadder for the
administrative assistant?
15. Did he seek the job of administrative assistant?
1) yes 2) no
16. Did you seek him for the job?
) 1¥#__myes 2) no
17. What is his annual salary?
9 mos. 1} under $6,000 6) $12,000-$13,499
10 mos. 2) $6,000-$7,499 7} $13,500-%$14,999
11 mos. 3) $7,500-$8,999 8} $15,000-816,499
. 12 mos. 4) $9,000-$10,499 9) over $16,500
5) $10,500-%$11,999 (specify) '
List his three mest important personal characteristics-that Ted you

to select him as your current administrative assistant

List his three mecst important professional characteristics that led
you to select him as your current administrative assistant.
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2827 111inois Lane
Manhattan, Kansas 66502
November 1, 1968

This study proposes to ascertain the role of the administrative
assistant in institutions of higher learning, to examine the
"internship aspects" of the position, and to draw a profile of
persons currently serving in this position.

"The administrative assistant to the president of a college or
university," one university president has said, "is that
administrator with whom the president has complete rapport,
that administrator with whom the president spends most of his
working hours."

The administrative assistant might be a person who bears the
title, "Administrative Assistant." He might have the title,
“Assistant to the President." He might have any one of numerous
other titles. There might be two, or three, or more persons who
serve as administrative assistants.

For the purposes of a study, however, there must be only one
person deemed the administrative assistant. Please respond to
the enclosed instrument with reference to one administrative
assistant.

The enclosed questionnaire is being sent to ALL college and
university presidents in the United States. Validity and
retiability for the various items included in this instrument
were established in a pilot study which was conducted earlier.

Your prompt return of this questionnaire in the enclosed stamped
envelope will be appreciated.

Sincerely,

Jim R. Morris

Enclosures
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2827 I1linois Lane
Manhattan, Kansas 66502

Questionnaires addressed to you might be filled out by your
administrative assistant. But not this one. It_ca11s for your
perception of the role of the administrative assistant.

Response to my initial mailing has been excellent, both in
quality and quantity. Numerous college and university presidents
have requested the results of the study preparatory to adding
this position to their staff alignment, or to compare whether
they are utilizing this person most effectively.

I feel this is an important study, the results of which should
make a significant contribution to the advancement of administra-
tive theory and practice. For this reason, I am making a second,
and final, request that you fill out the enclosed questionnaire
and return it to me.

Results of this study will be analyzed statistically and will
become a part of a dissertation I am writing to fulfill the
requirements for a doctoral degree at North Texas State University,
Denton, Texas. (I am currently Director of Student Publications

at Kansas State University.) I will send you an abstract and
tabulations of the findings should you desire them.

If your administrative alignment does not provide for the position
of administrative assistant, or if you cannot identify one person
who serves in a similar position, please indicate this and return
the questionnaire to me. Your return is important to the final
tabulation. Your comments, even if you do not fill out the
questionnaire, will make an invaluable contribution to the study.
I will appreciate your thoughts regarding this study or the
position of administrative assistant in general.

Please take a few minutes from your busy schedule to fill out this
questionnaire.

Sincerely,

Jim R. Morris

P. S. Your individual answers and responses to the questionnaire
will be treated in the strictest confidence.



Role of the Administrative Assistant

INSTRUCTIONS

You are given five choices with which to assess the role of your administrative assistant. These range from “to a great

extent” to ‘“‘not at all.” Degree of involvement of the adininistrative assistant in a particular arca might be rated thus,
as per the following example (not to be used in the guestionnaire resuits):

To what extent does the administrative assistant: make speeches before civie clubs?

TO A GREAT EXTENT: The administrative assistant ig greatly involved in this area very frequently, more
than anyone else on my staff.

0O A MORE THAN AVERAGE EXTENT: The major effort is mine. Other members of my staff are invelved,
however, with the administrative assistant involved perhaps more than others.

TO AN AVERAGE EXTENT: The major effort is mine, The administrative assistant is involved in this area,
along with others, on a regular basis, when needed.

TO A LESS THAN AVERAGE EXTENT: The major effort is mine. I call on the administraiive assistant to
assist{ on infrequent occasions to ‘‘help out,”

NOT AT ALL: The administrative assistant is not involved to any degree in this area.

R 3 £2
To what extent does the Administrative Assistant: £§° g;;; ;‘4‘9 ff 5
A o f‘?ﬂ? v
REPRESENT THE PRESIDENT © a?i?& od  wof $
1. Represent you at aff-campus functions of an official nature? .................. ¢y )Y )y )y )
2. Represent you at off-campus functions of a social nature? ..........cc.ooe.. ()Y 3y )y ) ()
3. Make speeches in your stead when you are unable 10? ......oocoiiiciiininans )y )y )y )y )
4. Represent you at faculty meetings? ......cccciiiviiceiivicciiie s e sivnr e ¢y )y 3y )Y )
5. Appear before the legislature when you are unable 107 .......cccoccoveninns ¢y )Yy )y ) )
6. Appear before private benefactors and benevolent institutions when
you are unable 107 .o ) C ) () O} ()
FINANCE AND DEVELOPMENT
7. Take a major part in preparation of the budget? ......ccccvvmrvccivccnnccn.. ) C ) C ) () ()
8. Exercise control over budget expenditures? .................... cy )y 3 ) ()
9. Work with campus planning and development? ...ccccoovvcvvcvcvinceeeneee. (3 00y C ) () ()
10. Prepare educational specifications for new buildings? ......occcevvvvvvvevee.. C 3 C ) (Y O ) ()
11. Work with salary schedule? ..o v CYy )y ¢y )y )
12. Devote his efforts to fund raising? ......ccccceeivinieecrvinvinssessissvisieeee. L) ) C ) C ) ()
13. Devote his efforts to obtaining research and developmental funds. ........ ¢y 3y )y () €}
LIAISON AND PUBLIC RELATIONS
14. Extend services of president’s office? .......cccvcvieiiiiiiiiiiiiecie e Cy )y )y ) ()
15. Work with community-area-state leaders? .......ccoeevviiiienciieciniccveneenns Yy )y )y ) )
16. Have the major responsibility for public relations? .....cccivvcimcneccrnne. ) C ) ) () ()
17. Arrange Interviews with the press for news makers on campus and
visiting dignitaries? ..ot s ¢y )y )Y )y ()
18. Prepare news releases for the mass media? .......ccccceeiieeiiieiiiinven e c)y )y )y )y )
19. Serve as “campus guide” to visiting dignitaries and patrons? ..o, Y O )Y 00 O ) ()
20. Work with the alumni 3ssociation? .....c.ccoiieecinciiieiesaeeseevaeeiens ¢y )y ) )}y )
PROGRAM DEVELOPMENT, DECISION MAKING, POLICY IMPLEMENTATION
21. Have decision-making power in matters of policy when you are absent
from the CBMPUS? oot )y )y )y )y )
22, Assist in formulating policy? ..o ¢y )y €)Y )y ()
23. Make decisions affecting faculty members? ......coccvvccvciiccinccnen. ) C O ) () ()
24. Make decisions affecting student activity? .....ccooviiiveiiciiiiesiiciiieee. ¢ 3 C ) C ) ) )
25. Assist in implementing new policy? ...cooociiivii i ¢y )y )y ) )
26. Serve as “expediter” for school projects and operations? ..ccoccvvccccraen. € ) C ) C ) C ) ()
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27.
27.
29.
30.
31.
32.
33.

34.
35.
36.
37.

38.
39.
40.
41.
42.
43.
44,
45.
46.
47.
48,
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what extent does the Administrative Assistant:

PERSONNEL

Serve as consultant to department heads? ........ccoveccirieiiiinrrccciciiinenine
Act as “buffer” with persons with minor problems or complaints? ........
Recruit and hire new personnel? ...
Plan origntation programs for new personnel? .........coceccciminiiiinccncnne.
Recommend Promotions? ...ovviieecii it case s s
Work with faculty council? ..o
Work with graduate council? .....ccooovveiiiiriiii e

ADMINISTRATIVE ROUTINE

Take care of routine correspondence? .......ccociiiciiiieiiiecii e,
Serve as secretary to official cotlege board? ..........ccciiiiiiiiic
Work with student personnel and related student affairs? .......coooeeevnnnes

Keep you informed of current legislation and laws affecting your insti-
TUTIONT? ot ittt

Make committee asSIgNMENIST? L.oiiiiiiiicii e
Meet report deadlines? ...
Provide relief from administrative detail? .....coooveiiiiniiciivineen.
Serve as director of research-federal projects? ......ccceoviveiviiiciiicveeeieee.
Prepare special materials for president’s reports? ......covivvcninnnninnne
Prepare agenda for board meetings? ......cccoecviiiiiiniiniiiniciin
Interpret “tone™ of school to president? ..o
Serve as “troubleshooter” in special problem situations? .........cccceieeen
Answer questionnaires addressed 10 yOU? ...
Supervise the college-university press? (e nrveeesieesens
Devote his efforts to securing grant funds? ...cccociciviiiincinicneeens

INTERNSHIP ASPECTS OF THE POSITION OF
ADMINISTRATIVE ASSISTANT

. To what extent do you provide new working opportunities for the ad-

ministrative assistant with the expectation of making him a more
capable administrative assistant? ..o,

To what extent do you permit the administrative assistant, in your
absence, to make decisions you would make if you were there to
mMake Them? o e

. To what extent do you assign the administrative assistant tasks in areas

in which he is inexperienced? ......cccccoiiiiiiiniiiiic

To what extent do you provide the administrative assistant close personal
supervision in his tasks? ...

To what extent is the position of administrative assistant in your institu-
tion a training ground far a higher position? .......ccovivieivinviieeeeeeen.

To what extent are the present responsibilities such that the position of
administrative assistant might be a logical place in which a board
might find a qualified college or university president? .......cc..cociiennis

To what extent, when emplaying a new administrative assistant, do you
seek a man with a “scholarly” background as a chief requisite? ........

To what extent, when employing a new administrative assistant, do you
seek @ man who has demonstrated administrative ability as a chief
FEOUISITED ittt ittt e er e bt er et bbb s e e ta bbbt sesa bttt seerrnrbesnsaaers

To what extent, when employing a hew administrative assistant, do you

seek a person who has one or more degrees in the field of educa-
tional administration? ..o e

{
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10. To what extent do you provide working opportunities for the adminis-
trative assistant in the various administrative posts in your institution? ( ) () () ()} ()

11. To what extent do you consider the position of administrative assistant
a “‘career” Position? ...t an ()Y Yy )Y )y ()

Please give your comments on the internship aspects of the position of administrative assistant.

PERSONAL AND PROFESSIONAL DATA

1. Present age of your administrative assistant

N— under 25 &) . 46-50
2 25.30 7) 51-55
3) 31-35 8)____ 5660
4) 36-40 ) over 60
5} 41-45
2. Sex ¥ Male 2)__ Female
3. Highest degree held by your administrative assistant
1) —Bachelor’s 4) Ph.D.
2) Master's 5) Other (specify)
3 Ed.D.

4. Area of concentration in highest degree held by administrative assistant, e.g. history, English, physics,

journalism, education .. .

5. How many years’ administrative experience has your administrative assistant had within the instructional

setting?

D -none 4) 11-15 years

2) under 5 years 5) 16-20 years

38— 510 years &) more than 20 years
6. How many years’ administrative experience has he had outside the institutional setting?

1. none 4)___ 11-15 years

2)__ under 5 years 5) . 16-20 years

3 5-10 years 6)____. _more than 20 years
7. Prior to becoming your administrative assistant, was he most recently

D _..a college teacher 6)____._.in business-industry

D ... _a college administrator 71— ___in the military

3)...__a secondary school supt. 8)——__in news profession

4) ..a secondary school prin. 9 __Other (specify)

a minister

5}
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8. If he were a college teacher, how many years’ teaching experience has he had?

1) under 5 years 4)__....__16-20 years
2) .. .50 years 5)_—____more than 20 years
311215 years

9. How long has he been your administrative assistant?
N under 5 years 4).. e 16-20 years
2. 510 years 5 more than 20 years
3 11-15 years

10. Was he employed at your institution immediately prior to becoming your administrative assistant?
[ yes 2) ho

11. Exact title of your administrative assistant

12. Do you consider the administrative assistant a professional, or “leg man,” or both?

1 professional 2)_____ "leg man” 3} both
13. Do you have a job description for the position of administrative assistant? (Please enclose one if answer
is “yes.”)
) yes 2)__ no

14. What is the next position up the promotional ladder for the administrative assistant?

15. Did he seek the job of administrative assistant?

D— yes 2) no
16. Did you seek him for the job?
D yes 2).. no
17. What is his annual salary?
2 mos. 1) ___.__under $6,000 6. . _$12,000-$13,499
10 mos. 2 __$6,000-$7,499 7) $13,500-$14,999
— 11 mos. 3______$7,500-$8,999 8)___ _ $15,000-$16,499
12 mos. 4)___ _ $9,000-$10,499 Q). ... _over $16,500
5__.___$10,500-$11,999 (specify) _ -

List his three most important personal characteristics that led you to select him as your current administrative

assistant. _.__.

List his three most important professional characteristics that led you to select him as your current administrative

assistant. _ __
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