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Executive Summary

Background

An Office of Administrative Operations employee survey was conducted in June, 2003.  The survey was web-based.  Employees were invited to participate through an email sent by the Acting Associate Director for Administrative Operations on June, 6, 2003.  Employees were given one week to respond.  The survey was designed based upon the results of OAO employee focus groups, which were held in December, 2002.  The purpose of the survey was to understand how well OAO management practices are meeting ARC employee’s career development, morale, and communication needs and to identify specific actions that should be taken to make improvements.

Survey Response

There were 132 respondents.  224 OAO staff were on board as of 5/31/03 (not including Greene, Mullaney, and Bronez.).  This is a 59% response rate.   All ARCs were represented.  Four (4) was lowest number of respondents from a single ARC.   Over half of the respondents were either Administrative Officers (35%) or Administrative Assistants (20%).  A summary of the demographics of the respondents can be found in Appendix 1.

Summary of Results and Possible Action

The survey requested that respondents rank the four most important areas for improvement in the work climate out of a possible thirteen.  These thirteen broad areas had been identified by the focus groups in December 2002.  

The four most important areas for improvement identified by the survey are:

1.  Establishing standard business procedures and policies across ARCs. (53%)
2.  Improving communication of policies and procedures to ARC staff. (45%)
3.  Providing opportunities for career development for ARC staff.  (43%)
4.  Increasing the quality of work life through methods such as telecommuting, 
CWS and flex time. (40%)

The survey then asked respondents to choose the most important ideas for improving each broad areas of focus.  The respondents were asked to choose a limited number of specific actions they felt could lead to improvement.  But each question allowed the respondent to add comments with free text.  

According to the survey results, the best specific ideas for improving the four most important areas of priority identified above were:

1.  A better CAMP website (easy to navigate/more comprehensive) to find current policies and delegations.
2.  Regular open meetings for all ARCs with presentations by subject matter experts on current administrative topics with opportunities for breakout groups.

3.  Posting minutes of the ARC Manager meetings on CAMP.

4.  A method where questions and concerns could be submitted to the OM Management Team anonymously.

5.  More opportunities for details, shadowing and cross training.

6.  A resource to guide employees about the skills needed to be prepared for the next career ladder step.

7.  A mentoring program for ARC staff.
