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The purpose of this bulletin is to inform state agencies of the Office of State Employment Relations' (OSER) 
intention to conduct a personnel management survey of the Library Services Assistant classifications. This 
limited-scope survey program recognizes the limited staff resources within OSER and the significant workload 
burden surveys place on state agency human resources and program staff. The survey has been given top priority 
to meet the State's agreement with the Administrative Support Unit (ASU) of the Wisconsin State Employees 
Union (WSEU) as agreed to with the 2007-2009 contract agreement. 

One of the primary goals of this survey is to ensure the classification specifications accurately reflect the work 
performed and the tools used to perform the tasks assigned to positions in these classifications. 

The survey will be managed by OSER, although some agencies will be very involved in conducting the actual 
review. The survey will be conducted using the whole job methodology, using position descriptions (PDs) and 
information gathered during in-person interviews (i.e., audits) to assess the work. 

It cannot be stressed enough how impOliant it is to have accurate PDs for this review. Hiring supervisors should 
be notified immediately of the survey plan and the need for accurate PDs. It has been demonstrated repeatedly 
that ensuring accurate, up-to-date PDs results in more accurate classification decisions. This translates into fewer 
potential appeals and less time and effort spent in the appeal process. In addition, maintaining accurate PDs helps 
supervisors communicate job expectations, provides employees with the basic information they need to perform 
their duties and ensures more accurate classification decision-making. 

Agency Involvement 

Assistance and input from the relevant agencies will be crucial throughout the survey process. The OSER Survey 
Manager will conduct regular, periodic meetings with all Agency Survey Coordinators throughout the survey 
cycle to discuss progress, problem solve and coordinate the survey activities on a statewide basis. The OSER 
Survey Manager will meet individually with Agency Survey Coordinators as needed and are available to serve as 
consultants to Agency Survey Coordinators who are taking the lead in some of the survey activity. Agency 
Survey Coordinators are strongly encouraged to actively pmiicipate in the audit process for those surveys being 
conducted by OSER in order to obtain the same information about the work that the OSER Survey Manager 
obtains. Agency Survey Coordinators should establish a communication plan to ensure timely and thorough 
information distribution within their own agency as appropriate. 

In some cases, agency staff will be taking the lead in conducting the survey position audits and should involve the 
OSER Survey Manager in a representative sample of the audits. Furthermore, Agency Survey Coordinators are 
encouraged to coordinate their activities with representatives from the various affected employing units and to 
communicate often with the affected employees. 

Additional information and guidance on the role of the Agency Survey Coordinator is available in Wisconsin 
Human Resources Handbook Chapter 450-Conducting or Assisting with a Personnel Management Survey. 








