What is a Personnel
Management Survey?
Personnel Management Surveys are used to create, revise, update, or abolish classification specifications.  Specifications very generally describe the work being performed and are the basic authority for assigning positions to a particular classification (i.e., job title).

The Director of the Office of State Employment Relations is required by law to maintain and improve the classification plan to meet the needs of the service through a variety of processes, one of which is by conducting personnel management surveys.

Why is a Personnel Management Survey being conducted?

There are a variety of factors which may lead to a survey.  Among the most common reasons are:  Problems with recruitment or retention of employees; changes in the work sufficient to warrant changes in the overall concept, complexity or scope of responsibilities; external labor market conditions; internal equity considerations with other like jobs within state government; or agreement between the State of Wisconsin and a collective bargaining agent that a personnel management survey is necessary.

_______________________________________
What is the process used in conducting surveys?

OSER secures input from state agencies and unions requesting surveys.  State agencies and, when appropriate, unions provide documents to OSER supporting the survey recommendations.  OSER prioritizes the requests and determines the classifications or occupational areas to be included.  The scope of the survey is determined by OSER and includes decisions on which jobs to include or exclude; the need for a classification study; or whether to limit the study to compensation issues; etc.  Key jobs are identified to be surveyed by OSER in cooperation with affected agencies and unions.  OSER, affected state agencies and unions, when appropriate, identify and document existing problems relative to the occupational area and determine the “key” or “benchmark” jobs to be audited.

What if the position I occupy is selected as a “key” job?

Only those positions currently at the objective level or higher will be included as benchmark jobs.  If you occupy one of these key positions, you may be asked to participate in an interview which will provide information on particular aspects of the job such as:  knowledge required to perform the duties; consequence of errors; physical effort required; frequency and purpose of personal contacts, etc.  Your supervisor will be asked to verify the information gathered during the interview.  In order to clearly describe the work being performed at this point in time, you may be asked to update your current position description or to review an updated position description prepared by your supervisor.
What should I expect if my position is selected to be audited?

You will be told by your agency’s management that your position is being audited as part of the survey process.  The actual audit may be conducted by a staff member of OSER or by a member of your employing agency’s personnel staff.  In either case, the person conducting the interview with you will be familiar with your position description.  The interviewer will spend as much time with you as s/he feels is necessary to determine the focus of the position’s responsibilities and the circumstances under which the duties are performed.

What can I do in order to prepare for this audit?

Remember that the person interviewing you is there to learn more about your job and the skills necessary for a person to perform that job.  The interviewer will NOT be evaluating your performance.  Look at the interviewer as a fact-finder.  It is up to you to educate the interviewer about your job.

You may want to review your position description before the meeting.  It may be desirable for you to have examples of the work you do or to take the interviewer on a tour of your work area in order to clearly portray the work and the environment.  (Discuss this with your immediate supervisor prior the interview in order to get his/her suggestions in this area.)

What can I expect as a result of the survey?

The title and/or pay range of the position which you occupy may or may not change.  Changes will not necessarily result in a pay increase.  Wages of represented employees are a mandatory subject of the collective bargaining process.  Wages of nonrepresented employees are governed by the Compensation Plan.
PLEASE FEEL FREE TO CONTACT YOUR EMPLOYING UNIT OR AGENCY HUMAN RESOURCES OFFICE FOR FURTHER INFORMATION.
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