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December 31, 1948

State Personnel Board
State House

Auvgusta, Maine
Honorable Memberss
Pursuant to the requirements of Section 15 of Chapter 33 of the Revised Statutes,
the report of the Director of Personnel, covering the two fiscal years immed-
iately prior to the 1949 session of the Legislature, is hereby submitted to you

for review and transmittal to the Governor.

Carcer Service.

To attract the best emnloyeesﬂﬂovthe States service and thus to make State govern-
ment function more effigiently,.it is imﬁerative that State emnlovees be placed
on a career basis so that it will become a worthwhile life work with entrance
open and attractive to young men and women of ability, and with opportunity of
advancement, through service and growtﬁ, to posts of distinction,

By career is meant a life work. It is an occupation which one normally takes up
in youth with the expectatiqn of advancement and pursues until retirement,

Career service in State government is thus a oublic service which is so organ-
ized and conducted as to encourage caréers. The practical results and impli-
cations of a career service program benefits the public through lower costs,
"efficient operation and effective service, Such a program benefits the govern-
nient worker by offering him anlhqnorable career with adequate renumeration and
retirement pension. |

The success or failure of our S£ate government and the kind of service it

renders depends upon the caoécity and character of the'men and women who consti-
tute it. The fact that peoﬁle are now beginning to recognize the value of such

a system'clears the way for a new approach to the problem of attracting to the
State service, qualified men and women. The public service can become an effect=-
ive instrument for carrying ouﬁhfhe decisions and desires of the people, but only

if the contacts of the ordinary citizen with government, which are always through
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the agency of some public servant, are skilful, intelligent, honest, impartial
and in accordance with the law. In this report I have attempted to point out
the progress that has been made during the period covered and further point out
the value of extending this system to the extent that the two cardinal princi-
pals of the merit system, that is, selection on the basis of ‘merit, and equal
pay for equal work, may extend to all employees or votential employees of the
States service.

Our recruiting program has been accelerated durinz the period and a far better
coverage of the States area has been realized. Thus we have been ablé, even in
the face of a vast fluctual labor market, to maintain high standards of minimum
qualifications and still keep reasonable current with the demand for employees.
Examinations have been conducted in several different localities from Portland
to Presque Isle, thus affording a greater service to the people of Maine by of-
fering opportupity for State employment to all residents. In connection with
the above we have found that it has only been necessary in very exceptional
cases, to extend recruitment outside the State, de have received excellent co-
operation from newspapers, radio stations and the Lmployment offices of the
Maine Unemployment Compensation Commission. These media have been used to great
advantage in publicizing the programe.

A generally expanded program of merit system operation has been entered into
during the period. Through extra funds provided by the 1947 Legislature a rather
complete reorganization of administrative procedures has beecn accomplished. The
addition of two Division Supervisors to the staff has considerably extended our
service. A continuing program of position classification and a vastly extended
program of merit cxaminations has resulted in a definite trend toward better
position evaluation, and the selection of better qualified personnel.

Veterans! Prefercnce.

It has been possible for us to view the effects of the Veterans! Preference
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Clause in our law which allows a 5-point nréferencé fof 21l veterans and a ten=-
point preference for disabled veterans added to earned ratings in examinations.
The clause itself, has been very compatible with the merit principal, in that it
requires definite qualification before the S or 10-point addition is made. This
has had the effegt of offsétting for the veteran, thé experience tiﬁe‘which was
lost during Military service. The effect has been that veteransg_afﬁét qualifi-
catioh, have arrived in many instances, at the top of fhéyéiigible 1i$£s, thus
affording them the opportuni ty fo be selected for positioné iﬁ ihe Staté service,
Veterans' groups themselves indicate their desire for this type bf Legislation
which will effectvthe appointment of the veterén in accordance with all merit
requirements that he be equally quallflbd for the post.

A Personnel or Civil Service Department contlnually flndé itself in the position
of deciding highly controversial issues between various groups of employers and
employees, thus is eternally subject to criticism from one group or the dther.
The Maine persomnel law provides}all the necessary legal authority which is
needed in dealing with these problems. Criticisms which have been heard from
time to time stem from thevinabili’voy of the department to equital'aly ‘administer
the law with ifs present staff, |

In the following pages, I have attempted to show the progress ﬁhich has been made
in the fields in which a limited professional stéff has been provided. Furﬁher,
I have attempted to show what could be done with further staff additions.

At my request, Mr, Willis Allen, Jr., Classificafion Supecrvisor, and Mr.,William
Hughcs, Examination Supervisor, have prepared the following sections relating

to their particular field, and I present them herewith:

CLASSIFICATION AND COMPENSATION

CLASSIFICLTION

Fundamental Importance, The classification plan is the foundation upon which all
other personnel transactions are based. Without thc basic classification vlan -
to provide for equality in rates of pay for comparable types of work; to provide
the necessary statcment of background and skills and abilities on whlch recruit-
ing and testing activities are based; to deflne the 1nterrelatlonsh1p of classes
in such manner as to make clear the lines of prowotlon and bransfer, and to pro=-
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vide the terminology by which the personncl agency,. the budget authorities, the

department heads, the employces, the legislature, and the public may refer con-

veniently and accurately to recognizable classes of cmployment; most of the work
of personnel administration would be difficult if not impossible to do.

Changing laws, changing social and economic concepts, changing emphasis in part
of programs in response to public will, changing financial condition of govern-
mental agencies, and ordinary changes brouzht about by the evolution of work in
departments, all combine to keep the classification plan in a constant state of
flux. The basic naturc of the plan nccessarily has remained the same over a
number of years but its content at any given moment cannot in any sense, be
conszidered as fixed, but must be subject to almost daily change as conditions re-
quire that new classes be crcated, old classcs abolished, and cxisting classes
consolidated or subdivided to serve the purposes of the service.

General Nature of Activiticse. The ectivities of those‘concerned with maintaining
the classification plan are divided into four major varts.

The first of these i§ concerned with the maintaining of the classification plan
itself, and includes the necessary conferences, analyses, and nreparation of
specifications involved in the creation of new classes and the consolidation or
division of existing classes, and such procedure as may bc incidental to the abol=
ishing of existing classes when no longer needed.

The second activity is concerned with keeping the allocation of vpositions under
the classification plan up to date insofar as it is possible to-do so as positions
are vacated. Every request for the filling of a new vosition, or the replacing
of an employee in an cxisting position by appointment, transfer, or reinstatement,
should be analyzed to ascertain whether the classification under which it is pro-
posed to fill the vosition, is appropriate in view of the dutics and responsibil-
ities involved. Through the discharge of this responsibility, the classification
plan is kept up to date; the departments are assurcd of effcctive performance of
work throush knowing that each nosition is fillcd from an appropriate cligible
‘list, and therefore, filled by persons possecssing appropriate qualifications;

and many economies are e¢ffected through assurance that no position is filled at a
higher class, and accordingly at a higher salary, than is rcqulrcd. Not only are
these direct economies accomplished, but on occasion the study on which the clas-
sification determination is bascd may rcsult in an actual rcorganization of
functions at an cven greater saving.

The third activity has to do with the safcguarding of the classification plan
through the safeguarding of individual interests, and fequircs the individual
investigation of cases in rosmonse to complaints or when the personnel agency
itself has reason to belicve that persons arc being assizned duties not consis-
tent with their classifications These activitics not only maintain the integrity
of the plan, but also forcstall mancuvers which might be dlsadvantagaous to an
employee, and frequently have prevcnted acts which would ultimately have led to
litigation,

The fourth activity involves kceping the plan up to date through the veorification
of allocations of individual positions, not trcated as individual cascs, but as
parts of a general survey. These surveys have on occasion been made of entire
devartments, and on other occasions, have bcen restricted to some one type of
work extcnding over several denartments. A complﬂte survey, cxtending over a con-
51derable period of time, of all the vositions in a department is illustrative

of the first typc of case, and studics of vpositions of dgpartmental accounting
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officers, office anpliance operators of various types, certain selected re-
sponsible institution positions, and other similar studies are illustrative of
the second type. :

Need for Confidence. The successful administration of a classification plan calls
for the confidence of employees and department heads in the work of the personnel
agency. There continues to be some suspicion that any review of classification
is motivated by a desire to do harm to the employee and necessary information
which frequently would be beneficial to the employee is withheld because of the
fear that it will be in some way used against him. The Personnel agency regards
classification as an important tool which, if handled in full confidence, can be
used to accomplish many useful ends, but whlch if abused, changes its character
from a useful tool to a weapon which reacts unfavorably on the individual.

Some part of the suspicion with which 1assmflcatlon activities are regarded is
.based on the mistaken assumption that the department head or the individual is
the best judge of what the classification of a given position should be. The
actual facts of the matter are that a given set of duties and responsibilities
have significance only on a relative basis, when considered together with simi-
lar duties and responsibilities of many other employees scattered throughout the
service. 4 far better perspective can be obtained from a central and detached :
point of view than is ever nossible when a position is regarded either by the
supervising officer or by the employee himself, either of whom must inevitably
be influenced by many personal factors which, while important in themselves, have
no place in the determination of the classification of a position,

The classification plan is a classification of the duties and responsibilities
of nositionss it is not a classification of individuals by race, color, creed,
political affiliation, personal resoonsibilities, or any other criterion; and
the fundamental consideration of duties and resvonsibilities must not be either
lost sight of, or confushed with these other factors., The individual operating
agency is no better prepared to classify positions than the personnel agency 1is
prepared to build hizhways, administer the unemnloyment insurance 1aws, combat
epidemics, or carry on any other operating act1v1qy.

The field staff which should eventually be develoned to insure the prooer main-
tenance of the classification plan will have additional important functions in
doing many of the other things indicated elsewhere in this report as desirable,
such as investigating the need for particular employments, investigating requests
for reinstatements, treating requnsts for transfer on a case method, and many
other similar activities.

ANSWERTING COMMON CLASSIFICATION QUESTIONS

The following questichs 'and answers, are inserted to aid in the clarification of
several basic classification factors which are frequently the basis for misunder-
standing and misapovrehension.

1. What are the basic c¢haracteristics of a position?

- A position, the thing that is classified in the activity called position-
classification, has the following characteristics:

(a)' It is the work-assignment composed of all the duties, tasks and resoonsi-
bilities which one emnloyee is aSSlwned to pe“form, covering his full working
schedule.

(b) It comes into being by the action of administrators or supervisors. Some=-
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times a position is created by statute. It can never be created by nosition .
classifiers, but can only be created by one who haa aathorlty to assign work to
the employees concerned. ' , e

(¢) It may be changed by an admlnlstrator or superv1sor in the same manner as
‘1t 1s created. Changes in the vosition may be brought about because of changes
. in work program, organization structure, or method of doing work. A position
may also be changed by an administrator or supervisor as a result of his daily
observation of the abilities of the employees under his direction,

2, What is a position-description?
L vosition-descrintion is a written statement of a work-assiznment,

3. 'Is there a special vocabulary of words and phrases or “classification lan-
guaoh" for writing statements of position-descriptions?

No. £11 that is required is that they be written (a) in plain English, under-
standable to both the suvervisor and the emnloyee, and (b) precisely and fully
enough to serve the suvervisor and the employee as a day-by-day guide to what
the supervisor expects the emnloyees to do,. .

i, Do vposition-descriptions have to be written by a person trained in classifi-
cation work?

No. 4is a matter of fact, they.can be written as straightforward statements
by any supervisor or employee who knows the facts, and whose purpose is to put
them down on paper objectively, correctly, and fully.

5. What are the resvonsibilities of the writer of a position-description?

(a) To see that he has the facts - and all the facts = about the position before
he attempts to describe it in writing, - Failure to have the facts available
means that sufficient inquiry has not been madc or that those responsibile for
organizing, planningz, and assigning work have not organized and planned as thor-
oughly as they should, These are administrative problems that should be overcome
before position-descriptions are written.

(b) To prepare objectively, concretely, przcisely, and fully, 2 factual work
picture of what the person occupylng the position, does or (in the case of a
vacancy) will do,

(¢c) To draft the description in specific terms. - He should avoid the use of

ambiguous words, such as "assistg", "handle", "examine", etc., and use instead,

words that show just what tasks or processes the assistance, handling, or cxam-

ination consists of, and their purnoses or results. He should refrain from
characterizing tasks broadly as "difficult", or "complex". Instead he should

" show degree of difficulty or responsibility by facts rather than by adjectives.

(d) To write a description of a position - not a class specification or a state-

ment of standards covering many positions, which is necessarily more generalized.
A description of an individual position is just that and nothing more,  Class

" specifications and other statements of standards are not intended to provide

ready-made position-descriptions. -The temptation to copy them or general phrases

. or expressions from them should be vigorously resisted. The writinz of such

~ phrases or Pxpre851ons into a p051tion-descr1ptlon waotes evenyone's time

(e) To see that a oos1t10n~desor1ptlon is a true btatemunt. - A classification
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sheet, the form on which the position-description is submitted for classification
purposes, is an official document supnorting a payroll item. In effect it cert=-
ifies that the employee has been, or, in the case of a vacancy, will be assigned
to the work described., The writer of a position=description should be keenly
aware that it is his intent to have his own agency and other State agencies rely
on the integrity of his description and pay out taxpayers! funds on that basis,.

6. What is meant by “classes of positions"?

The term "class" is formally defined in the statute. It refers to a group
of positions or work-asssignments that are so nearly alike in kind of work, level
of difficulty and responsibility, and qualification requirements of the work that
they should be treated alike for recruiting, placement, and pay purposes. In
establishing each class of positions, it.is to be given a standard name, or class
title, and defined or described in a written statement called a class specifica=-
tion,

7. Is the objective of basing pay on what an employee does, the sole purpose
of the framework and method described above?

No. There is more to it. The policy requlres equal pay . for equal work' .
Allocations are made in such a way that:

(a) An employee's pay scale will devend on what his workfassignment‘is.

(b) Employecs perferming the same or equal work-assignments will enjoy the
same pay scalce _

(c) Employces performing ‘*harder or more responsible work assignments will
enjoy pay scales higher than those applicable to employecs doing easier or less
resoonsible work.

(d) In short, the relation between work-assignments, and pay sclaes, will be
logical, con51stcnt, and in conformlty with guide lines of the merit system.
8. Is finding out and recordlng how well an employee does hls work ‘a part of
position-classification?

No, It is an important part of day-by-day supervision and is 1nvolved, of
course, in the conduct of a uniform eff1¢1ency ratlng system.

9« How does an efflc;ency rating affect pay?

An efficiency rating has no bearing upon the proper allocation of the employ-
eets position., Together with other factors, it does, however, have a bearing
on the speed and amount of the employée's advancement or reduction from step to
step within the range of pay determined by that allocation.

10, What are pertinent factors in allocating vositions to class?

In general, any factors that makc one work-assignment similar to, diffcrent
from, or less or more difficult or responsible than another work-assignment are
pertinent factors in its allocation. For a given position or work-assignment,
any supervisor and employee can flﬂure them out All they have to do is to re-
member thiss '

The things that are pertinent in allocating a position or work-assiznment
are the same things that should be made clear by a supervisor and an emnloyee
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when together they discuss and write out a descrintive statement of the emvloyee's
work-assignment in order to meke sure that each has the same full understanding

of what the employee's work assignment is and how he is expected to carry it out,.

More specifically, both sunervisor and employee should have a clear understanding

regarding such details of the employee's work assignment as -

(a) Subject matter, function, profession, or occupation; (b) supervision
over the employee's work; (c) connection with. the work-assisnment of other em-
ployees; (d) 7uide lines or other controls when necessity for decisions arise;
(e) originality required; (f) methods of work; (g) variety and scope of duties;
(h) authority to make decisions and commitments; (i) personal work contacts;
(j) review of the work of others; (k) supervision of the work of others.,

All the above elements are pertineht factors in allocating positions to
class.

11, Does not the grade of a ounerv1sory p051t10n depend pr1nc1na11y upon the num-
ber of persons supervised?

No. Number of employees, i.e., size of organization covered by the super-
visory work-assignment, is but one of these elements, Other elements are more
1mportant. For example: ’

(a) The difficulty, variety, and complexity of the work supervised. = The
job of the supervisor of a small zroup engaged in difficult and varied operations
is entitled to a higher grade than that of the super:.sor of a large group en-—
gaged in simple operations, ‘

(b) The particular content and value of the supervisory function exercised,
A reviewer, for example, is not exercising a full supervisory function. Super-
vision consists of such functions as planninz, organizinz, coordinating, and
controlling work, delegating responsibilities and zuthority to act, making sure
~ that each employee knows what his job is and its relation to the unit's work
program, setting standards of performance, taking account of actual performance
standards, developing morale and etc. A supervisor of a small group carrying on
full supervisory functions may easily outrank a "partial" supervisor of a large
group., ' ‘

A By-producte An important by=-product of the classification plan is being de-~
weloped throuzh the arrangement of classes in the Maine classification plan on
the basis of entrance requirements. By this means, it will be possible ultimate-
ly to indicate all of the classes which possess a certain basic set of qualifi-
cations and this arrangement, aside from having its principal advantage ip fur-
nishing information to those engaged in vocational guidance, will likewise serve
to point out the existence of classes which superficially apnear to. be different
but which actually are essentially the same and should therefore be consolidated.

STATISTICS. . The exact extent of classification activities is difficult to repre-
sent statistically, but insofar as it is possible to describe these activities in
such terms, the following information is given:

During 19L6-47

281 classes were in existence at the beginning of the year
72 classes were established
L classes were abolished
0 classes were consolidated
3 existing classes were divided into 6
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352 classes were in existence at the end of the year
286 positions wers ellocated to class

. During 1947-L8
352 classes were in existence at the beginniny of the year
69 classes were established
15 classes were abolished
0 classes were consolidated : . .
2 classes were divided into L ' B
1,08 classes were in existence at the end of the year
208 positions were allocated to class

COMPENSATION ' . S

The actual amount of compensation vaid is generally a major determinant of
whether or not a governmentel unit attracts hizh grade applicants and retains
them in the service after employment, Therefore, it is necessary that close
attention be given to rates of pay nrevailing in the sources of recruitment for
the public service. It is essential thalt programs bo inaugurated which trans-
late the prevailing pay data and furnish a basis for removing inequities from
the vublic pay schedule. 4 pay plan propefly developed, installed, and admin-
istered is a major element of & well=-rounded personnel program. In large part
such a ,pay vlan devends upon and should overate in close conjunction with a sound
system of position classification, Tor any class of positions, the salary range
should be determined chiefly by the following ‘factorss the prevailing rates of
pay for similar work in the jurisdiction;.cost of living in the Jurlsdlctlon,
promotional opportunltlc 53 and the ability of the State to pay.

An illustration of the value of @ classification plan is founded in the process
of obtaining information with respect to prevailing salary rates. Instead of
attempting to collect data based on mere job titles alone, which may be ambiguous
or even meaningless,- class specifications should be utilized so that the duties
performed, resmonsibilities exercised, and quelifications required for cach class
of positions give a clear picture of the actual gob revresented by each title.
The application of an equitable w»ay vlan would be virtually impossible 1f posi-
tions were noL groupad into classes so that salery ranzes could be uniformly an-
plied,

Salary surveys conducted on such a commarison basis are very valuable in a
personnel agency. - The salary survey shovm here, was conducted to determine how
various State cmplioyees were being naid in Conpurloon with othar vublic agencies
in our neighboring statess .

The figures show that of 12 positions compzared within the salary rance; of $29,00
to $55. 00, represonting lower Dald employees, 11 positions were equel to, or
above the average pay for ‘the 5 New England States compareds, While of the 17
positions, representing saldry ranges with maximum pay asbove $55.00 a week, only
7 positions were equal LO, or zbove the average pay for the 5 participating New
England States. -

H .
\
a

A deductlon of the above figures, shows tnat onh a whole, our hicher paid employee
has a substantially lower pay check in comparison with outside emcloynent agen-
cies, and that a continuetion of cost of living increases on the basis of the

so called "dollar" increase,-would tend to increase this inequality.



DATA CURRENT AS OF JUKNE 1948
CLASSIFICATION AND COMPENSATION SURVEY
STATES PARTICIPATING M.INE; NEW H:MPSHIRE; VERMONT; RHODE ISLAND; CONNECTICUT

Maine N. He Vermont R. I, Conn, hverage Pay 5 New
Pay Range Pay Range Pay Range Pay Range Pay Range England States
‘Gross ' Gross ‘Gross ) Gross ) Gross Gross

Engineering $52420 $6Ue20  $39.52 $L9.67. $38.00 $L9.00 .Bl1aSh $50.77  $60.58 $70e73  $L6e3T $56467

Assistant

Engineer Highway }67.20 $95.20 $50.9h $66.75 $56.00 $68,00. £57.69 $71e5L 572,00 $687.23 $60.77 $77e7h

Principal $97¢20 $117.20  $93.27 $103.65 589,00 $106.00 $136.15 $152,31 $88,50 £103.73 $100.82 $116.58
Highway Engr. : , .
Surveyor 967420 583,20 550,95 $58.56  $L7.00 $59.00 266429 578,98 5786 56949
i Bank Dxaminer  §63.20 $79.20 $52.21 $62.11 56,00 $68.00 $70.5L $88.85  $L6.62 §66.92  §57.91 $73.02
W : : ) P
! Manager, MUCC  $63.20 575,20 $52,21 $62.11 566,00 580,00 $71.5L £88.85  $72.00 £87.23 - 56Le99 578.68
Claims Deputy  §$55.20 $67.20 BUT.00 $59.00 SL8.LG D57.69  £50.42 569.46 550,27 (63 «3L%
Store Super., 55420 367,20 56,00 68,00 555,60 67460%
Sales Clerk 235,20 .L8.20 $31.00 L0,00 533,10 SLh.10%
Chemist #143.20 552,20 GLB.98 $67.88 556,00 68,00 553,08 $6h.62 554,23 56L.38 551,10 563,42
Employment $b6.20  $55,20 $L7.00 559.00  GU3.85 553.08  5L9.15 059.31  UL6.55  556.65%
Counselor for '
the Blind

gublic Health $43.20 552,20 $38.25 §LL,60  LL7.00 $59.00  $h6.15 £59.,00 452,00 565.45 SL5.32  $55.37
urse .

gigﬁ:eiamtary #71.20 063.20  §58.56 §56.67 156,00 $68.00  G7L.SL 4B8.85  $83.42 S102.46  463.1L 482.08
#Not All States Reporting



DiTi CURRENT AS OF JUNE 1948
-+ 'GLASSIFICATION AND CONPZHS.TION SURVEY :
ST.TE3 P.RTICIPLTING M.INE; NEW HiMPSHIKG; ViiONT; RIODE ISL.ID; CONNECTICUT

Maine N. He Vermont R. I, Conn, iverage Pay 5 New
P:y Range Pay Range Pay Range Pay Range - Pay ltange England States
- Gross - Gross Gross Gross Gross Gross

Clerk Secretary $L3.20 $52.20 $L0.79 £52.21 338.00 $L9.00 §L3.85 153,08 CL6.50 $60.58  GL2.L7° 453.l1
Principal Clerk $L3.20 $52.20 $L0.79 §52.21  $38.00 $49.00  §3L.62 §L3.85  SL6.50 $60.58  5L0.62 $51.57
Semior Clerk  ¥39.20 -543.20 #31.90 $L2.06  531.00 k0,00 2769 3h.62 (36,35 Hh5.23 333,23 GL1.02°

Senior Clerk $39.20 543,20 $33.17 $L3.33  431.00 L0400 $32.31 $39.23 136435 5L5.23 © G3h.hl Gh2.200
Stenographer . ' L i o

EgyDist _ : : , R - oo S . _
1 , e ' : . . e S ; RN -
Hearing Reporter (L5.20  $01.20 S #38.00  Lh9.00  3v.23 LL3.L6 015 LL9.15 LL0.65 - LHWLSE

Account Clerk  37.20 $43.20 - ;26,92 43L.42 38,00 $49.00  $30,00 §36.92  $36.35 HLF.23 - $32.69 $U3.75.

Senior iccountant$55.20 567,20 © §39.52 - £51.60  £66.00 480,00  U5T.89 (7L.5h 63,03 985,96 ¢ L57.L5 71426
duditor : : 1 ‘ s i S T -

Sr. Statistician $52,20 961,20 $L9.6T §57.29  $66.00 £80,00 $53.08 J6L.62 59431 $T2,00 $56.05 67402
Key Punch Oper. $31.20 §37.20 $23.46 $30.63  52L.0U $33.00 330,00 36492  $36:35 8L3.96 529,00 13643k
Tab. Equip. Oper.§39.20 h5.20  $26.17 36,06 $31.00 $L0.00  $32.31 £39.23 §L3.96 652,00 23,53 £h2,50

ippeals Referee ¢67.20 $79.20 © 562,11 57081  $77.00 392,00 (88.85 498,08 . 72,00 587423  S73.43 386426

Insp. Cig. Tax  $40.20 3L9.20  $38.25 AL5.86 - T B36.92 l6.15 538,46 SL7.,07%
Classifier =  $L3.20 058,20 - 53.48 562,11 3 Ul Ce 351469 56438 ZL9LG 561.56%
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Limited funds often interfere with the setting up of ideal nay plans, particular-
ly from the standpoint of general salary levels. Any jurisdiction, regardless of
its financial 31tuatlon, shouln, however, oboerve the follow1n~ fundamental prin-
ciples: - . '

(1) that equal pay be ziven for equal work throughout all
divisions of the service.

12) tha£ an employee‘be vaid strictly in accordance with the
requirements, responsibilities and duties involved in the
nosition he actually holds rejardless of what other quali-
 fications he may possess or what other types of work he may
be carable of verforming.

For any class of positions, a salary ranze with minimum, maximum, and interme-
diate rates is customarily onerative. App01ntments should normally be made at
the minimim rate, and salary advancements up to “the maximum *should be provided
for primarily on the basis of demonstrated efficiency on the job.

It is important that the pay plan, as well as the classification nlan, be cur-
rently maintained 'in accordance with chanzinz economic conditions if it is to
retain its value to the service,

The State pay nlan, covering positions in the classified service, has grown from
a very modest beginning of 1l salary ranges to the giant provnortions of the cur-
rently operated plan, consisting of 56 salary ranges.

The present pay plan consisting of approximately 56 pay ranges is an inequitable
and unworkable comnensation structure. It has been the victim of difficult re-
cruiting conditions, enormous turnover of employees, competition with extremely
hizh wages paid in private industry, devastating effects of a World War and
finally the overpowering influence of the vpresent high cost of living,

I should like to point out some of the 1nequa11tlcs inherent in our pay plan by
citing the followinz examnles:

If we compare the pay range of a Junior Clerk (20—22~2h dollars a week) with that
of a Store' Clerk (28-30-32-3hL-36=38-40-L41 dollars) it is apparent that while each
can advance in his range by stens of $2, the Junior Clerk is limited to an in-
crease of $li in his range, but the Store Clerk can receive a $13 increase in his
pay range. Comparing the pay range of a Draw Bridge Operator ($33-36-39-l2-L5-
L8-51-52 a week) with that of a Carpenter (& 36-38—&0—&2 a week), it is apparent
that while the former can receive an increase of $1l9 a week, the latter is only
able to increase :is earnings $,6 a week.

Comparing the pay range of the Division Supervisor (32-56-60-6l~68-72-76 dollars
a week) with that of the Sunervising Inspector (5L-58-62 iollars a week), it is
apparent that the Supervising Inspector is not the "fair-haired" child.

These examples are only a few of the many inconsistencies which make our pay plan
unworkable. Another inconsistency is apparent when we analyze the following ex-
ampless

If we compare several pay ranges common to the State pay'plan, we will find that
in nearly every pay range, there is a different percent of increase as one ad=-
vances from the minimum to the maximum pay in his range--a,e.



A B C D v Percent of Increase

20 22 2l B 10% C 9%

2l 26 28 30 B 8% C 7.7% D 7.1%
2 3 36 B 6.2 G 5.9%

36 39 L2 L5 B 8.3 C 7.7% D %
39 L2 L5 L8 B 7.7% C % D 6.6%
L5 L8 51 Sk © B 6.6% C 6425 D 5.9%
L8 52 56 60 : B ‘8.3% C 7.7 D 7%

I should like to show what an improvement a properly constructed pay plan could
be and how much more equitable it would be to all concerned, if such a pay plan
could be substituted for the present State compensation schedule,

A B c D E
1. 100 105 . 110 115 121
2. 105 110 115 121 127
3. 110 115 21 127 133
Lie 115 121 127 133 140
Se 121 127 133 140 7
6. 127 133 140 147 154
Te 133 140 147 L 162
8, 140 L7 154 162 170
9; L7 154 162 170 178

10, 154 162 - 170 178 187

11, 162 170 178 187 196

12, 170 178 187 196 206

13. 178 187 196 206 216

L. 187 196 206 216 227

15, 196 206 216 . 227 238

16 206 216 227 238 250

17. 216‘ 227 o238 'zso_A 262
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18, 227 238 250 262 275
19, 238 250 262 275 289
20, 250 262 275 289 303
21. 262 275 289 303 318
22, 275 289 303 318 33k
23, 289 303 318 33L 351
2l 303 318 33k 351 369
25, 318 334 351 369 387
26, 33k 351 369 387 Lo6
27, 351 369 387 406 426
28, 369 387 Lo6 426 Lh7
29, 387 Lo6 1426 LL7 L69
30, 406 426 LL7 L69 L92
31, L26 L7 L69 Lh92 517‘
32, LL7 L69 L92 517 5L3
33. L69 L2 517 k3 570
3k, L92 517 543 570 598
35 517 513 570 598 628

The above pay plan is systematically integrated in that each step in a vay range
represents a 5% increase over the preceding step. Also each of the 35 pay ranges
has the same 5% increase when comparing any or all steps A, B, C, D, or E with
the range directly above or beloi,

Nith such a vay plan in effect, there would ve very little difficulty experienced
if it were necessary to increase or decrease all employees' pay, and everyone
would be assured of the same per cent of increase or decrease as well as the same
number of pay steps between the minimum and the maximum of his range.

.

Conclusions

The "Classified Service" controls approximately 6000 positions in the State, Of
this number, approximately 3000 positions have been "classified", and the classes
allocated or "pegged" to the existing pay plan. The employces of the State in=-
stitutions, numbering aporoximatcly 1500, although declared under the classified
service, have not been classified nor have their positions been allocated to the
pay plan,

I have attemoted to show that there are many inconsistencies in our classification
and compensation plans. It is not my intention to criticize or blame anyone for
-17-



these inconsistencies, but rather to show that the duties in our classification
and compensation division are much too difficult and much too varied, to expect
any one person to organize, administer, and maintain the classification and com=-
pensation plans on a workable and equitable basis.

The people of Maine are pioneers; natural leaders; folks-with lots of practical,
down-to-earth common sense. Hasn't the time arrived for us to recognize the
¥vilue of "our people" and establish jobs with nay rates and pay steps attractive
enough to compete with our neighboring states, and thus retain our trained and
skilled workers for the benefit of Maine, rather than continue to be a recruite
ing source for the improvement of other governmental agencies?

EXAMINATION AND RECRUITMENT
RECRUITING

Intelligent recruitment continues to be a major problem of personnel adminis-
tration, The orthodox posting of bulletins at designated public vlaces is still
the sole recruiting device. Its usefulness in attracting to the public employ-
ment the type of person from whom the nublic is entltled to receive service, is
practically nil,

The problem of the desperate job-secker who desires to take any test offering a
salary commensurate with his neceds, but without regard to his qualifications is
serious. This type of testinz is frequcntly unproductiveé and only further de-
vclops the despair of the candidate. Frequently individuals arc encouraged to
.seek cmployment for which they are not qualified but in which they have expressed
an interest. Often it is questionable whether the interest of an individual in
a given type of employmcnt is actually based on ability or aptitude for doing the
work, or whether it is prompted by pursly emotional and other equally unrcason-
able and illogical motives. '

The interest and active assistance of profcssional groups is particularly neces-
sary if effective recruiting is to be done by a nublic personnel agency. The
professional groups can do much to overcome the impression, so gcneral in some
professional fields, that the public service is undesirablc and unattractive.
They can also bring specific cmployment onportunities to the attention of those
persons in thc professional groun best suited to public service, and by providing
a large group of commetent competitors can assist the personnel agency in raising
the standards in that particular professional field in the oublic service,

Judgzing Entrance Qualifications. The qualifyingz process as used by nubllc person-
ncl agencies is likened to a race, with competitors being required to ovcrcome a
succession of obstacles designed to weed out, at the earliest possible moment,
those who are unlikely to survive the entire competition. The first stage in

this process is the review of the applications of candidates to judge their quale
ifications in comparison to minimum rcqulrcm nts GStabllShbd fox cach classifi-
cation,

In the Maine practice, thc essential requircments which are judged at this stage
include, citizenship, residence in the State, and possession of a certain pattern
of background and cxperience, or some equivalcnt combination to that snecified
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in the ba31c pattern. This information is released in the forn of examlnatlon
announcements throughout the State to interested groups and individuals (See
Tablc 5), attention being called to the tyne of job openings availablc, and
minimum qualifications, and request thc¢ cooperation of individuals and organ-
izations in the State, so that better help will be available for openings in
the State service. An aid in this process would call for detailcd and faithful
investigation of past employment records,

Canacity vs. Achievement. Because it is relatively easier to measure, achieve-
ment has generally been the measure by which individuals are selected for nublic
service; that is to say, we select for a given emnloyment from among individuals
who Ly their mast record of background end exnerience have shown that they have*
been able successfullv to discharge the same or similar duties and are therefore
judged to be best qualified for the new anpointment, Were it possible to chart
exactly the career of the individual it might well be found that while the nast
record of achievement is excellent, he had reached his weak and is beginning to
decline, In that case a reliance on the vast record of achievement is a false
standard because it would bring into public employment an individual who is
beyond the nossibility of still further achievement and who will merely use ‘his
place on: the mublic nayroll as a haven for hls decline.

The publlc personnel agency is faced with the very definite nroblem of devising
instruments of testing which will have sufficient predictive value to make it
nossible to select on the basis of canacity and orobability of growth., The
possibility of usingz some such standard of selection would be considerably
strengthened by the development of the idea of in-service traininsg which would
make possible the actual guidance and develomment of those selected for canaclty.
. The full development of such a program will necessarily depend too upon the de-

- velooment of those sufficiently skilled in supervisory responsibilities that they
will demonstrate the skill and patience neccessary to direct the career of those
who might be selected for their potential abilities rather than for their pre-
viously recognized accomplishments.,

This vhilosophy is not necessarily inconsistent with the idea that knowledge in
a svecific field must be tempered with a certain amount of experience and other
background, It merely modifies that idea to the extent of holding that careful
attention needs to be given to the type of experience to be taken into account
and that some compensating consideration should be given to. rapidity of advance-
ment and other significant factors along with the present over-emnha31zed factor
of amount of experience at a given level, :

- Some svace has already been given to a discussing of standards from the stand-
point of demonstrating the falsity of the idea that it is most democratic and
most practical to allow everybody to take the tests. This in part should be
further amplified and clarified by pointing out that in the event there is need
only for a certain number of persons, then the best qualified are sought.,
Whether we establish unusually difficult tests to weed out the unqualified, the
result is likely to be the same as long as the standards we set are intelligently
related to the requirements of the position. .

During the period under review, 3265 persons applied to take examinatiens for
positions announced by the Personnel Devartment. This does not include the
several thousands of applications received from State citizens:desirous. of werk
in our Institutions, skilled laborers, nor nositions filled by means other than
from an established register. The 3265 contestants in question apvlied for 101
classified positions which was an_average of 32,3 apolications per class an=
nounced, Of the persons who applied for examinations 87.01 percent were accepted.
The number of applications for each class of job and the number accepted are given
in Table 1, -19-



LXAMINATION

Examinations should be practical and related to the work for which the test is
being held. Contrary to the imnyessions 6f many peonle, civil service exam-
inations are not made up of a series of questions relatinz to reading, writing,
and arithmetic, but are factual, objective, and nertinent to the tyne of emnloy-
ment for which the selection of nersonnel is being made. Occasionally individual
items may be uzed which, when isolated and considered alone, apnear not to have
specific measuring value for a given type of employment, but as a rule these
items are used in conjunction with others, all of which taken together indicate
either reasoning-ability or power of observation or some other trait which is
essential in the employment. It is this tyve of item, taken out of its »roper
relationshin, which may be distorted and nublicized as an example of pointless
testinz. 4n item in an examination calling for arithmetical ability, which micht
read, "If an oil heater uses a zallon of fuel an hour and is in constant use,

how many gallons of fuel would be required in five days" mizht be distorted and
misrenresented in some such manner as "They asked us all about oil heaters",

Typical Material. As typical of the material which is actually used, the fol-
lowing items selected from tests held within the last year are offered by way of
illustration:

Suvervising Accountant Auditor I'xamination

In the field of municipal accountinz, the zeneral fund may
be regarded as & fund which is used to:

‘1. segregate all recvenues specifically allocated
by law,

2. function as a stabilization fund for all other
"funds and legislature anpronriations.
_ A -

3. finance internal service activities rendered to
a municinalities own denartments.

Li. account for all municipal revenues not allocated
to srecified nurnoses by law or contractual agre-
ement,

Deputy State Purchasing Lgent mnxamination

A4 fertilizer which is advertised as having a "5-7-8" analysis
contains:

"1. 5 parts of calcium (lime), 7 parts of nitrogen,
8 parts of phosphate.

2. 5 parts of available nitrogen, 7 parts of phosphate,
8 parts of potash.

3. 5 parts of copper sulphate, 7 marts of calcium (lime),
8 parts of nitrogen.

L. 5 parts of vhosphate, 7 parts of potash, 8 parts of
calcium (1lime), 20



Hfelfare Worker Lxamination

Billy, a shy, retiring boy of 9, dislikes school and is

failing in two subjects. & Stanford-Binet intelligence test
indicates that Billy has an I. Q. of 72. His parents, as

well as his brothers and sisters, are anparently of average
intelligence. Judzing him by his activities at home, the
mother believes Billy to be equally as bright as his brothers
and sisters. In any plans made for Billy, consideration should
be given to the fact that the score on the Stanford-Binet test:

1. 'was unaffected by the shyness of the boy.v
2. 1is indication that this boy needs institutional care,

3. may not represent the maximum attainment possible on
this boy. :

i« is so low that the mother's observations should be
disregarded,

5. 1is so reliable that no attention need be given to
other factors in the boy's personality,

Prinecipal Clerk~Clerk Secretary Examinations

Study the sentences in the following item and select the
sentence which you think is best (consider spellingz, punct-
uation, grammar and rhetoric).

1. He divided the candy among the two boys; sat down
besides we and began to recad out loud,

2, He divided the candy amoung the two boys; set down
beside me znd vegan to read aloud,

3. He divided the candy between the two boys; sat down
beside me and begen to read aloud.

L. Ye divided the candy betwsen the two boys; sat down
beside me and bocran to read out loud,

The P, I. station is 100+00. The intersection is 31%- 23! Rt.
There is an existing culvert, the center of which is 115,5' a-
head of the P. I. and 19.4' to the right of the sub-tangenct,
What degree of curve will cross the center of the culvert?

Show all work.



Account Clerk Examination

The trial balance, as used in bookkcenlng is a method of
ascertaining if:

1, anyftranéactions have been overlooked in journal=-
iZingo

2. any profitéuor losses have been suffered by the
Yusiness durlng the fiscal period,

3. the sum of debit balances in the ledger is equal to
the sum of the credit balances.

L. any complete transactions have been overlooked in
posting to the ledger.

5. the correct accounts have been debited and credited
in the ledger.

Supervising Potato Inspector Examination

The following average percentages were found in a car and
the applicant desired it written up as a percentage car of
US #1.
Illustrate the correct grade statement

2% under 1% inches

10% external grade defects including 7% Late Blight

3% Net Necrosis

2% Soft Rot

Senior Clerk Stenographer Examination

Which word is not divided into corrcct syllables?
1. hos-ti-li-ty
2, hu-man-~ist
3. mes-sage
L. hu-mil-i-a-tion

5. op=u~lent
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Liquor Insvector

"Witnesses vary as much in accuracy of ovservation as they
do in nhysical anpearance, and are quite likely to overcome
omissions in their testimony, due to defects of observation
by inserting those things which they believe must have oc-
curred or must have existed". According to this statement:

1. witnesses often zive testimony which is inconsistent
with their previous statements.

2. in testifying,‘witneéses are likely to omit nortions
of their observetions.

3. some witnesses deliberately 7zive testimony concerning
things which they know do not exist.

L. nersons who have witnessed an act often give unre-
liable testimony about details of the act.

5. witnesses always reveat the same statements.,
District Suvervisor (Highway)

Sand to be used for concrete is called "fine ageregate" when
it will pass 100% throuszh a:

1. 1 inch sieve
2. 3/8 inch sieve
3. 1/l inch sieve

L. 1/8 inch sieve

- - vt e -

Farm Placement Specialist

In an area in which there are seasonal peaks of demand for
farm labor, the FPS makes estimates of the total amount of
labor which will be required, of the local labor available,
and of the amount of outside labor which will drift in undi-
rected. The information he can determine from these figures
and in which he usually will be most interested is the:

1. amount of labor which will be diverted from the
- area by more plentiful job opportunities in other
areas.

2. extent of agricultural unemployment at the peak of
demand.

3. amount of foreign labor which must be imworted,



L, amount of outside labor Nthh must be secured by
organized efiort. :

5. proportlon of the crop in the area whlch is llkely
to suffer from lack of attention. '

During the period in question 2841 job apvolications were accented for examina=-
tions, and 2099 of this groun, or 73.88 nercent, apneared for examinations. For
all classes of positions the number of abnllcarts receiving nassing qrades was
1837 or 87.51 nercent of the number examined. Detailed information concerning
the results of the written examinations is ziven on Table 2.

Oral boards and Rating boards (See Table L) were used in-conjunction with writ-
ten examinations. The Oral boards were made up of quallfled men and women in the
fields being tested. The Rating boards and consultants were made up of men and
women experienced in the field of personnel work. Their judzment was used in
conjunction with Personnel findings.

Confidential Nature of Material. Test materials used by the personnel agzency
must necessarily be confidential, because the development of test material,
regardless of the sources from which it comes, is costly in money, time and
enerzy, and in many fields of activity, material can never be substantially
dunlicated in sufficiently different form to offset the advantaze that those who
might have access to a ziven set of materizl would gain., There is the added
factor, that if material is no: keot confidential so that it may be used over
agzain and standardized, a time must inevitably come in almost any field of know-
ledge where all the nossibilities of a ziven degree of difficulty have been ex~
~hausted, and it will beccme necessary to resort to items of a greater degree of
- difficulty than would be justified by the xequlrenents of the position for which
the selection is being made.

If the devartment purchased test items from a non-profit organization such as
the American Public Health Association, it would have to vnay at least ,1.50 per
test item, or approximately $270.,00 ner examination. During the period in ques-
tion, the examination division held 101 examinations. If test items had been
purchased from a non-profit organization during the last year, the total cost
would have been avproximately $27,270.00, for the number of test items used.

Short Answer vs., Essay. To those schooled in examination work, it seems strange
but is none the less true, that written testing techniques are criticized from
time to time because. of the resort to short answer material in nrefercnce to
essay material. The essay tyne of question is not the most desirable and its use
is avoided as ruch as nossible for a number of reasons well known to those who
have observed its use. Unless an examination is unduly lonz, each individual item
in an essay tyne of examination weishs far too heavily in the total result of the
test in provortion to the field of knowledze which it can reasonably cover. Both
the prenaration of the answer by the candidate and the scoring by the examiner
are subjective to the noint where the score attained by the candidate is as often
conditioned by his handwriting, the temnesr of the éxaminer, the time of day, and
the manner in which the candidate has expresscd himself; as by the actual content
of his answer. wven under ri-idly controlled condltlons, where -content alone is
scored as objectively as nossible, the 1udvment of individual examiners varics
tremendously. - Another imnortant factor is that the scoring of essay material
must always be by exnert excmlners "at considerable cost in contrast to mechanical
scoring.
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Machine Scoring. . The other extreme of OOJcct1v1ty, accuracy, and economy of
scoring is renresented by a précess ‘of*mechanical scoring now in operation in

the Maine service with marked-'suc¢céss. . The- scorlng is done by a device made
available by the Internationzl 3Business Machines Corporation at the University

of Maine which scorcs ¢lectrically special answer sheets prepared by the can-
didate with a snecial pencil.  The use, of the scoring device has not made it
possible to attain any greater degree of accuracy than'was attained by carefully
treined test checkers who checked and rec hecked edch item, but that ssme degree
of accuracy is -attained with considerably more speed and at greatly reduced coste

Limitation of Lists. The uéé'of an arbitrary passing mark necessarily required
the-use.of words "vasscd" and "failed" as a part of notification procedures. The
branding of an individual &s a "failure" in a field in which he may have been
engaged for some few years) when- as a matter of fact, 'the finding of the test 1is
only that he is not quitec as successfyl as a groun oi very excellent competitors,
' has an unfortunate psycholozical effcct and should be avoided. Candidates are no
longer branded as "failures™ but are advised that "The Devartment of Personnel
regrets. that your rating in the examination was such that you received no rank on
- the emnloyment list." Thp Psycholozical effect seéms to have been zood . and the
publici relations value of such a procedure can never be adequately estimated.

Practical Demonstration Tests. “herever nossible of accomplishment, a satis-
factory testing device is the practical demonstration test where either by a
demonstration under actual working conditions and on actual equipment or by
" simulating workin~ conditions and cquipment in minature the candidate can be re=-
"quired to demonstrate an actual skill or ability. Tests of stenogranhy and
typing have long becen reccognized as outstanding ecxamnles of this type of practic-
al demonstration tests and similarly practical demonstration tests are being re-
quired for most types of office equipment.

Medical and Physical Examinations., One of the most objective and most satis-
factory methods of testing which relates to requirements of tremendous signifi-
cance in some types of employmcnt is that . of medical and physical examinations.,
For the purpose of the discussion, the distinction between medical and physical
examinations is that the former relates to organic and health traits whore as
the latter has to do with the agility of the individual and his ability to use
his physical ecquipment to withstend unusual strains or to demonstrate unusual
strecngth.

- For many classes of em~loyment involvingz close association with the general
public, fellow workcrs, or narticularly with inmates or patients of an insti-
tution, and most particulerly thosc institution >mployments involving the hand-
ling of food, great care should bc taken to climinate from the compctitiion those
" who have communlcablo discases. Every effort should be made, too, throuzh med-

~ ical ‘examinations to c¢liminate from the competition thosc whose health is such

" that they are unlikely to be able to render a full measure of service, arc likely
to become disabled in the course of their cmnloyment and thereby become liabili-
~ ties on-the state, or who are likcly through their inability to meet the physical
ruqulrements of thclr cmployment to endanger the safety of their fellow workers.

"~ These standards should be rcqulred not alonc on entrance to the service but also
in connection with many promotional examinations, because it is only through

the device of checking at the promotional stage that some individuals may be
compelled to seck corrective medical care, and those who are victims of incurable
conditions can be vrevented from imposing a still greater liability on the State
through advancement to pesitions carrying hicher salaries. Such advanccment be-
comes a liability in the event of subsequent injury or disability because the ex-

—-25-



tent of the state!'s liability in such an event is measured in terms of earning
power; those in the higher classifications thcreby do represent a greater risk,

The physical examination would have two princinel purbpsas. For some types of
cmployment the purpose is to recruit those who meet certain standards of height
and weight; simply because of thc desirability that thcre be a certain uniform-
ity of appearance among thc members of a given staff and that they have a rcason-
ably commanding presence. In other instances the requircments of the work calls
for speed, stamina or agility, and it becomes desirable to test for these traits
by recognized physical tcsts. To a certain extent it must be recognized that so-
callad physical conditions is but an outward manifestation of the zctual state

of hcalth and from that standpoint it would be well that cmphasis be placed on
tests involving health and that objective measures of health and definite ro=-.
quircments of the standards to bc met be established. For the definition of
these standards and for proper evaluation of the findings of medical cxamlnvrs it
is highly de31rable that physicians of the state service be used,.

DISTRIBUTING EXAMINATION MATERIAL. The administration of a highly centralized
personnel program in an arca the sizc and shape of the Statc of Maine involves
any numbcr of problems, not the least of which is the proper and timely distri-
bution of test material under such conditions that the test material will be
available in sufficicnt amount at the nroper place and the proper time, will be
administered to the candidat:s under as nearly identical conditions of compet-
ition as possible, and will be returned to a central n01nt for scoring without
the integrity of the test being violated.

It is largcly in consideration of this problem that it has becn necessary to
require that applications be filed in advance of a given examination. Except

on the basis-of apnlications filed it is ncver possible to know within a rcason-
abl. number how many candidates will appcar in a given examination, and until that
numbcr is known vroper amounts of test material cannot bc shipned to each of the
cxamining points. The consequence of insufficicnt material being at a given place
at the time of the test is extremely serious becausc of thc impossibility of ad-
ditional material being made .available while the test is still in progress, and
test material which arrives several days later cannot be administered to the
remaining candidates under, exactly comnetitive conditions,

Until very recent times the problem of distributing test material was rclatively
simple to solve because, with scattercd zxcentions, all candidates in written
examinations were rcquired to avpcar in Augusta. The past yearshave scen the
extension of tho state service, into communitics in cvery county in Naine and
in ordcr to obtain qualified ¢lisibles for staffing those local offices it has
been nccessary for the tosting activitics of the personncl agency to be extended
into many of thosc samc communitics, At onc time examinations have been undcr
way at ten points throuchout the Statc. (See Table III).

Advantazcs. Districting of the statc has definitc advantages in that pcrsons
from the largcr centers of population are not readily available for cmployment

in the smaller communitics, and the holding of a statc-wide examination mekes it
possible for thec citizens of the local cummunity to obtain eligibility for
employmcnt near their homes. The process is guarded azainst abuse by the obro-
vision that the examination is state wide. This provision has the added advantage
of making it possible for those in smaller communities who wish to go to larger
centers of population and cmnloyment to tekc the examination locally, and thcn to
transfer to othor districts in which they arc morce intercested, or in which employ=-
mcnt opoortunities are greater. Under previous conditions of cxamination, where
an individual was required to travel to thc center of nopulation, to takc the exw
amination in the first placc, many were discouraged by thc time and expense in-
volved. ~26~ -



In some respects the holding of state-wide examinations has proven a bit more
expensive, per person examined, than would the holding of examinations for equal
numbers of candidates on a state-wide basis, with testing centers restricted to
a relative few; but the results have proven much more satisfactory in the speed-
ing-up of the filling of jobs in many parts of the state, and by and large the
turn-over in positions filled locally has been considerably reduced, so that a
greater cost at one stage of the personnel orocess undoubtedly results in savings
many times over in other narts of the process.

The Need for Planning. The holding of local examinations for a variety of -clas-
ses in all parts of the state places great stress on the emphasis of long-term
nlanning, particularly by department heads in anticivation of their nossible
needs, so that it will not be necessary to travel the same road many times in
the course of a year. The probability that this program of local tests will
need to be enlarged indefinitely as the state service continues to reach out to
serve the citizens more directly, suggests the need for the develooment of def-
inite facilities for conductlng and maintaining this type of examlnatlons.

Anocher 1mnortant factor 1n the ultimate aolutlon of the problems of local needs
is the further extension of Gooperative personnel administration in which more.
communities in the s.ate, strategically located, will ultimately enter into ar-
rangements with the state, whereby in return for the preparation of test
material by the state, state agencies will administer the examinations, under
arrangements mutually advantageous and economical.

Ex amlnatlon and Recruitment Conclusions

There is a need for advancement in techniques to acquire more interested and
qualified applicants. :

There is a need for the backing of professional positions by nrofessional groups
in the State of Maine. '

There is need for long term planning to cover the state recruitment situation,
This may be aided by a more complete mailing list of announced examinations,
emphasizing state needs in a more professional manner.

The devartment might be of greater assistance to both the State, and employees
in the state service by establishing an investigation program of nast emnloyment
and educational records to be used while rating applications for nositions.

The best qualified citizens in the State of Maine should be admitted to state
service positions . so that aprlicants, who have nossibilities of further growth
and achievement, will be refer red to positions that would aid the growth of the
state service,

There. is a definite need of furthering the growth of examination materials so
that all state citizens will be selected for positions in the state servica on
the basis of capacity, vpotential ability and in service zrowth, rather than on
"recoonized" accomplishments and heresay evidence.

It has been internationally recognized that examinations can predict the oroba-
bility of both the ability to do the job and ones' capacity for growth in that job,
The short answer type examination has been oroven to have greater validity and
reliability than the essay type examination material.

Medical and physicel examinations could be used in conjunction with written and
=27



oral examinations, thereby assuring state citizens and state employees, a more
limited liability or risk, and a full measure of gervice. .

Although the number of provisional emnloyees in the state service has been de-
creased during this last year, nrovisional employces are still being employed,

in that examinations are not constructed and administered often enoush to set a
sufficient number of eligible registers to meet the nceds of apvointing author=-
ities. As new positions are created and as old positions are vacated, there will
tend to be an increase in the number of state employees entering the state's
service on a provisional basis, to be subjected to future examinations, and who
according to Personnel Law, cannot legally obtain the benefits and protections
afforded by a Merit System,

An attempt has been made to voint out existing circumstances nertinent to the
examination and recruitment division. It would seem reasonable to conclude that
to adequately perform the duties as legislated, there is need for an increase in
technical and clerical help,

SUMMARY

-

Maine's personnel program is still in a developmental stage., Much has been done
over a period of years; the merit princionle has beecn adopted; a pcrsonnel agency
has been established and gziven rcasonable authoritys; a small staff has bcen re-~
cruited and made opncrative; increasing finencial support has been given the pro-
gram; and a good start has been made in providing pecrsonnel services to the
state government, It is clear, however, that the program has not as yet reached
that point of development where it renresents a solution to the oroblem of re-
cruiting, keeping and effectingz full utilization of compctent state employees
.at a reasonable levél of personal services costs. The position classification
plan has large gaps and is not up=to-date enough to support solutions to exam=
ination, pay, and other personncl nroblems. The fact that the pay plan is not
uniformly applicable, has not been currcently related to prevailing rates of pay
in comparable public jurisdictions and in competing private industry, and can be
related’to'individual employces only through an inadequate classification plan,
mekes 1t fall short of meéting management needs, particularly‘in a period of

changing pay levels and living costs. 'The examination program still falls short
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of extending recruitment techniques to all vacancies so that lists of quali-

fied persons may be made available on short notice to appointing authorities.

The present examination "sbaff" resnonsible for theirecruitment of amjliqants;
the preparation, administration, and construction of Qxaminations, practical
examinations, oral interviuws and other measurcs of fitness; compilation of
statistical information and test rcsults, interpretation of statistics gained
from item analysis as to validity‘and reliability; preparation and construction
of 211 objective and frcé ansﬁér test items; responsible for the studies of
positions as to duties, qualifications and responsibilities required in the
examination process; the organization and selectihg of test items; the scoring,
tabulating and grading of examination'babérs; the rating of apnlications of
prospective employees as to educatiqn and exwerience for the positions in

question, consists of one verson.

One of the first principles in the operation of a merit system is that all

ot

persons receiving permanent eﬁpioymént shall first pass a competitive exam-
ination. Examinations of this typé‘haQé proven their worth in a great many
fields. The armed forces émnl&yed fhém very successfully dufing fhe nast war,
Educational institutions at each léVel of traiﬁing emniqy examinations to deter-
mine if adequate standards have been ﬁaiﬁtained. The 1947 Legislaturé provided
funds so that we might secure{the.éérvicés of an examination sunervisor, which
we did, and he has been able to éxémine‘fbr aporoximately 1/L of the state

(some LOO) position classifications. e are requesting further increase in this

division so that a wider coverage of positions may be realized.

At the present time many inequities in. treatment of employees and devartment
heads are unavoidable because of our inability to cover all vmositions with
eligible lists. When a person receives an aopointment with the State of Maine,
he is quite likely to regard it as a future career, We should protect ourselves

from securing the services of unqualified personnel by requiring positive proof



of technical qualifications--thus resulting in economies in efficient services

and reduced turnover,

If the examination division is to function prorerly, it would seecm reasonable

to conclude that there is a dire need to increase the examination division

with technically trained help, so that a more effective and efficient piece of
work may be accomnlished, renderinc a more adequate service to the State of Maine,

and employees within the State service,

Since 1943 we have had the services of a ciassification supervisor who has been
engéged in a cbntinuing program of vosition classification and evaluetion., Some
LOO classes of nositions have been established. Classification of positions and
a compensation plan are a basic necessity in an operation as vast as state
government. Jithout such a nlan no one can attempt to set adequate and equitable
salaries for employees, In order to successfully recruit personnel for the
state service we must first know the position and the minimum qualifications re-
quired of a potential candidate. £ promotional system cannot be maintained in
any orderly manner without nosition svecifications. The greatest advantage of a
sovnd classificavion and compensation plan is its effect on emnloyee moral,

The knowledge that each is receiving equal pay for like duties and responsibil-
ities tends to produce happy, well-adjusted emnloyces, Lack of sucﬁ a pnlan re-v
sults in "nressures" to raise pay for all employees. Thé over-paid are not
like}y to ¢omnlain, but side in with the under-paid. The resulting action is
that of ralsing the under-paid and over-paid alike, amvlifying thekihequities

and never solving the problem of general employee moral.

The next big classification and compensation evaluation job we hope to do is in
relation to vpositions in the state institutions, With our ﬁresentAstaff and
appropriation we have not yet been able to toﬁch this huge task, except in a.
very general way. We feel that when this has been accomplished, many of the
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present emnloyment problems troublinzy both the institutional heads and insti-

tutional employees will be eliminated.

The Personnel Department is not charged with the resmwonsibility of determining
whether a job is necessary to devartmental overations., It is our responsibility
to analyze the department's request and assurc the State of Maine that the em—

ployee is neither under nor overpaid for the unit of work performed.

The present Classification and Comnensation staff responsible. foxy planning and
maintaining a program of position classification and compensztion for the clas-
sified service; surveying positions in the classified service through the medium
éf job.descriptions, desk audits and consultations with denartment and section
heads;. analyzing and cvaluating nositions with regard to duties and resnonsibil=-
ities and allocating positions +o ciass; prevaring class svecifications; con-
ducting compensation étudies and recommendinz adjustments; advising employers in
matters relating to claésification and compensation; checking all requests for
salary increases and adjustments for conformance with laws, rules and regula-
tions of the Personncl Debéftment; prcparing reports and statistical studies;
assisting heads of Operatihg agencies in budget planning for personnel services,

consists of one cmnloyee,.

It is improbable that the classification staff would find it vossible to divorce
itself from day-to-day onerationg long cenough to complete satisfactorily, and
within a reasonable period of time, a project as ambitious as the development of
a classification and pay nlan, for some six thousand employees, including a
badly needed projec£ of classifying and allocating to the prOper:Salary-range,

positions in our institutional services

The statute under which the Pcrsonnel Board opcrates is clear in its mandate to
the Board relative to classification, vpay, cxaminations, training, service ra-

tings, payroll certifications and‘ncrsonnél rocords. It should be added, per-
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haps, that in préécribiné those duties the statute rcflects the practical

management requircments of a large and complex service,

It is np.di&S&rVipe'to'thé Denartmeﬂﬁ tg.noint out that some aspects of this
program are'pq;ng;carried out only in part, and others not at a2ll, We see no
practical wéy;in‘which these inédeéﬁaéiés can be corrccted exceptwthrougﬁ’a more
adequate financing of the personnel program, Maine's per employee cost‘for pers
sonnel servicc is loss than half the average cxpended by other state béféonnel
agencies anq only a small fraction of the average of such cests in private in-
dustry, While these comparative data should be used with caution, they further
suovort the view that total purmoses of economy would be served through a more
adequate financing of the personnel program as a means of assuring control and
the feceipt-of maximum value for the state's multi-millon dollar investment

in personal services. Financing at a higher level of pcrsonnel services should
nrovide not only for an enlarged vcrmenent staff but also for the temﬁorany
augmentation of that staff in order to devolon comprehensive and up-to-date

position~classification and nay nlans as a foundation for continuing operations.

It is usually estimated that thc cost of operating a merit system should fall
between 1 and 2% of the annuzl payrolls of the agency scrved. We believe it

to be an investment in qodd government; that it will in the long. run result in
more efficient and more economical gevermment service by providing the mcans for
determining proper qualifications of cmployees nrior to cmployment, equitable
treatment of ecmployees throush better position evaluation, more adequate service
to demartments, and more valuable data to be used in futurc bolicieé and salary

dcterminations=-all of which are sound personnel menagement practices.

Hespectfully submitted

Ober C, Vaughan
Dircctor



TABLE I
Persons Applying For Personnel Examinations

July 1, 1946 « June 30, 1948

Positions Bul. Number of Persons ' Per Cent
No. TApplied  Accepted Rejected  Admitted

Jr. Account.-Auditor ' 90

n 3 1 75
sr. Account.-Auditor 90 2 2 0 100
Claims Deputy 90 7 5 2 71
Principal Claims Deputy 90 2 2 0 100
Field Supervisor 92 9 9 0 100
Appeals Referee 92 ... L .3 1. 75
Senior Inspector (Fire) 93 3 3 S0 100
Supt. of Public Printing oL 1y 8 6 57
Clerk-Liquor Store , 95 198 182 16 92
Junior Clerk 97 104 oL 10 *90.38
Junior Clerk Typist 97 201 ' 188 13 - 93.50
Junior Clerk Stenographer 97 93 89 l 95.70
Clerk 97 LS L1 Lo ©91.11
Clerk Typist ' 97  1Lé 139 7 95,21
. Clerk Stenographer 97 98 90. .8 91.81
Senior Clerk 97 85 7 8 90.59
Senior Clerk Typist 97 81 71 10 87.65
Senior Clerk Stenographer 97 62 58 L 93.55
Field Supervisor (Bus. ligtr.) 98 6 3 3 50
Veterans Field Renresentative 99 25 1 11 56
Welfare Worker 100 73 L5 27 63
Director of Enforcement 101 5 b 1 80
Institution Business Agent 1102 12 b 8 33
Senior-Psychologist © 103 2 2 0 100
Vet. Employment Representative 10l 27 17 10 63
Vet. Employment Representative 104 12 11 1 91
Interviewer 1oL 111 81 30 73
Junior Manager 10l 28 23 5 g2
Employment Counselor II 10hL 16 15 1 93
Supervisor Interviewer 105 1 1 0 100
Employment Counselor III -105 1 1 0 100
Fiscal Officer , 105 1 1 0 100
Personnel Officer 105 1 1 0 100
Chief Programs & Methods 105 L 3 1 75
Field Supervisor 105 6 5 1 83
Training Supervisor 105 2 2 0 100
Employment Comnselor II 105 1 1 0 100
Senior Manager 105 2l 22 2 91
Interviewer ‘ 105 12 3 9 25
Child Placement Counsultant 106 5 2 3 Lo
Claims Deputy - e 107 9 9 0 100
Field Examiner 107 9 9 0 100
Asst. Chief - Div. lMarkets 108 L L 0 100
Director of Guidance 110 12 10 2 83
Welfare Worker 112 39 35 L 89
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TABLE I CONTINUED

Number of Persons

Per Cent

Positions .“ﬁgi-, Koplied  Accepted Rejected = Admitted
Stock Clerk 112 1 1 0 100"
Chief Inspector of Utilities 113 L 3 1 75
Field Examiner 115 39 28 11 71
Claims Deputy 115 L3 31 12 72
Tobacco Tax Inspector 116 106 95 11 89
Dir. of Trade & Indust. Educ. 117 5 1 L 80
Personnel Technician 118 1L 1L 0 100
Supervisor of School Lunch 119 7 5 2 71
Insurance Analyist Fire Casualty 120 5 1 L 20
Director Unemploy. Comp. Com, 121 7 6 1 86
Claims Deputy 123 3 1 2 33
Budget Officer 12 8 5 3 62
Personnel Technician 125 22 15 7 68
Psychiatrist 126 0 0 0 0
Supervising Accountant-Auditor 127 20 17 3 85
Junior Accountant-Auditor 127 L1 Lo 1 97
Senior Accountant-Auditor 127 19 19 0 100
Associate Deputy Commr. 128 20 18 2 90
Woman Factory Inspector 129 2 1 1 50
Deputy Purchasing Agent 130 30 17 13 £6.66
Senior Welfare orker (PA) 131 28 22 6 78.57
Senior ‘elfare Worker (CW) 131 19 18 1 9L.73
Welfare Worker (CW) 131 25 23 2 92
Welfare Worker (PA) 131 31 2l 7 67. 7k
Principal Clerk 132 62 56 6 90.32
Clerk Secretary 132 1,8 ! L 91.67
Assoc.Deputy Commr.(Ele. Educ.) 133 23 20 3 95.65
Orthepedic Nursing Consultant 13L 0 0 0 0
Chief Inspector (lfotor Vehicle) 135 8 5 3 62.50
Tax Consultant 136 b 3 1 7%
Accountant Auditor 136 18 9 9 50
Account Clerk 136 Ll 35 6 85.37
District Supervisor (Highway) 137 11 11 0 100
Surveyor 137 6 6 0 100
Engineering Assistant 137 8 8 0 100
Engineering Aid 137 2l 23 1 95.83
Asst.Deputy Commr.(Teach.Service)138 29 27 2 93.10
Interviewer 139 130 oL 36 72.31
Itinerant Claims Taker 139 60 59 1 98.33
Farm Placement Interviewer 139 11 9 2 81.82
Manager : 139 27 13 1 L8.15
Assistant Manager 139 27 16 11 59.26
Farm Placement Specialist 139 11 5 6 L5.L5
Liquor Store Clerk 1o 90 87 3 96.67
Liquor Store lianager 1o L 1 3 25
Liquor Inspector 140 7h 70 L 9L.59
Junior Clerk 1L1- 72 72 0 100
Junior Clerk Typist 1 108 108 0 100

11 98 98 0 100

Junior Clerk Stenographer



TABLE I CONTINUED

rositions u‘m."m.”anul . Number of Persons . Per Cent
Lo B ~ No. Applled Accepted  Rejected "Admitted
Clerk - : A . LA 2l 23 1 1-95.83
Clerk Typist : 141 39 39 0. 100
Clerk Stenographer ‘ 141 .30 5 30 0 100
Senior Clerk 11 17 17 0 . 100
Senior Clerk Typlst L1 2L 2l 0 100
Senior Clerk Stenographer 141 27 ' 27 0 100
Deputy State Sealer Nélghts&Meas.th L . 3 1 75
Ttinerant Teacher Trainer(Educ.) 143 1 1 0 100
TABLE IT

Results of Personnel Examinations -

July 1, 1946 - June 30, 19L8

Number Number
Positions Bul. Elig- Apoear— Ab-  Pass- Fail<" Per Lent
No, ible _ ing sent ing ding - Passing
Jr. Account.-Auditor 90 3 3 3 - 100
Sr. Account.-Auditor 90 2 2 2 — 100 .
Claims Deputy 90 5 5 5 - 100
Principal Claims Deputy 90 2 2 2 - 100 ..
Field Supervisor 92 9 9 9 - 100 .
Appeals Referee 92 3 3 3 - 100
Senior Fire Inspector ' 93 3 3 3 - 100. .
Supt. of Public Printing oL 8 7 1 7 -- 100
Clerk - Liquor Store 95 182 78 10l 66 12 8L
Junior Clerk 97 N 39 55 33 6 8l .62
Junior Clerk Typist 97 188 11 L7 121 20 - B5.82
Junior Clerk Stenographer 97 89 68 21 61 7 89.71
Clerk 97 11 26 ° 15 26  -- 100
Clerk Typist 97 139 ol L5 88 6 93.62
Clerk Stenographer 97 90 70 20 67 3 . 95.71
Senior Clerk 97 77 38 39 38 - 100 -
Senior Clerk Typist 97, 71 61 10 58 3 ..95.08
Senior Clerk Stenographer 97 58 L6 12 LS 1 . 97.83
Field Supervisor (Bus. Mgr.) 98 3. 3 3 - - 100
Veterans Field Representative 99 1L 1 1y - -=- 100
Welfare Worker 100 L6 29 17 27 2. 90
Director of IEnforcement (Iiquor) 101 L 2 2 2 - 100
Institution Business Agent 102 I L 3 1 75
-35=-
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-~ TABLE II CONTINUED

ety e———

S Ty -Number - Number
Positions ‘Bul. FElig- Appear- Ab-  Pass- Fail- Per Cent
" No. ible ing sent ing ing Passing
Senior Psycholegist 103 2 2 2 - 100
Vet. Employment Representative I 10L 17 13 L 12 1 92
Vet.Fmployment Representative IT 10L 11 7 L 7 — 100
Interviewer - 1ok 81 63 18 61 2 96
Junior Manager 0L 23 20 3 17 3 .85
Employment Counselor IT 104 15 13 2 11 2 89
Supervisor Interviewer 105 1 1 1 - 100
Employment Counselor IIT 105 1 1 1 - 100
Fiscal Officer 105 1 1 1 — 100
Personnel Officer 105 1 1 ‘1 - 100
Chief Programs and l’ethods 105 3 3 3 _— 100
Field Supervisor 105 5 S 5 - 100
Training Supervisor 105 2 2 2 - 100
Employment Counselor 105 1 1 1 - 100
Senior lanager 105 22 22 22 - 100
Interviewer 105 3 3 3 — 100
Child Placement Counsultant 106 2 2 2 - 100
Claims Deputy ‘ 107 9. 9 9 - 100
Field Examiner 107 9 9 9 — 100
Asst. Chief - Div. of larkets 108 L L Y =2 100
Director of Guidance 110 10 10 8 2 80
Welfare Worker 12 3% 17 18 17  -- 100
Stock Clerk 112 1 1 1 — 100
Chief Inspector of Utilities 113 3 3 3 - 100
Field Examiner 115 28 28 1 21 6 75
Claims Deputy 115 31 3 i 23 b 70
Tobacco Tax Inspector 116 95 95 95 - 100
Dir. of Trade & Indust. Educ. 117 1 1 1 — 100
Personnel Technician 118 1y 12 2 12 - 100
Supervisor of School ILunch 119 5 g 5 - 100
Insurance Analyist Fire Casualty 120 1 1 1 - 100
Director Unemploy. Compensation 121 6 6 6 - 100
Claims Deputy 123 1 1 1 - 100
Budget Officer 124 5 5 5 - 100
Personnel Technician 125 15 10 5 10 —_ 100
Psychiatrist 126 0 0 0 - 0
Supervising Accountant-Auditor 127 17 13 L 10 3 76.90
Senior Accountant-Auditor 127 19 9 10 5 L 55.50
Junior Accountant-Auditor 127 Lo 28 12 15 13 53.50
Associate Deputy Commissioner 128 18 16 2 16 _— 100
Woman Factory Inspector 129 1 1 1 - 100
Deputy Purchasing Agent 130 17 13 L 10 3 76.90
Senior Welfare.lorker (PA) 131 22 21 1 17 L 80.95
Senior ‘felfare Vorker (CW) 131 18 16 2 1 2 87 .50
Welfare Worker (CW) 131 23 21 2 17 L 80.95
Welfare Yorker (PA). 131 oL 22 2 17 5 77.27
Principal Clerk 132 56 55 1 L7 7 85.L5
Clerk Secretary 132 Ll 39 5 28 11 71.79
Associate Deputy Commr.(ile.Rduc)l33 20 17 3 17 0 100
13l 0 0 0. 0 0 0

Orthepedic Nursing Consultant



TABLZ II CONTINUED

: o Lumoer Number —
POSITIONS- -~~~ - - . Bul, . Elig- Appear- Ab- Pass- Fail- Per Cent
‘ "~ Mo, ible ing sent ing  ing = “Passing
Chief Inspector - I‘otor Vehicle 135 5 5 0 5 0 100
Tax Consultant 136 3 3 0 3 0 100
Accountant Auditor 136 9 2 7 0 2 0
Accomnt Clerk - 136 35 26 9 20 6 75492
District Supervisor - Highway 137 11 10 1 7 3 70
Surveyor 137 8 L 2 L 0 . 100
Enginecering Assistant 137 8 5 3. 5 0 100
Engincering Aid 137 23 1 9 10 N 71.43
Asst, Dewuty Comr, - T2ach, Ser, 138 27 27 0 27 - 0 . 100
Interviewer 139 ol 81 13 69 12 - 85,19
Itinerant Claims Teker 139 59 L6 13 28 18 60.87
Farm ¥lacement Interviewer 139 9 7 2 5 2 71l.43
Manager . 139 13 12 - 1 12 0 100
Assistant ilanager 139 16 13 3 13 0 100
Farm Placement Specialist 139 5 5 0 5 0 100
Liguor Store Clerk 10 87 60 27 ol 6 90
Liguor Store liznager 10 1 1 ¢ 1 0 100
Liquor Inspector 140 70 52 18 38 1 73408
Junior Clerk U1 72 - 67 5 .59 8 83,06
Junior Clsrk Typist 11 108 70 38 80 10 85,71
Junior Clerk Stenocgranher 1 98 L8 50 31 17 6l.58
Clerk . 11 23 20 3013 7 65,00
Clerk Typist U1 39 2L 15 20 L 83,33
Clork Stenogranher 1l 30 16 il 1L 2 87,50
Senior Clerk 11 17 15 2 13 2 86,67
Senior Clerk Tynist U1 2l 16 8 13 3 81,25
Senior Clerk Stenographer 1 27 20 7 15 5 75.
Deputy State Sealer Wts, & Meas, .142 3 3 0 3 o 100,
Ttinarant Teacher Trainer - Louce 143 1 1 0 1 0 - 100,
TABLE III
1ONITORS T'OR PiRSONETL TXALITNATIONS
July 1, 1946 - June 30, 1948
Examination ‘ Txamination
Center Name Center . Name
Augusta Russel Q. Judkins Bath Seth W, Thornton
Dorothy iossler A
Tleanor fuller Biddeford Francis ii. Coughlin
Stanley Perkins L
Geneva Kirk Calais Jack W, Townsend
vHllian Ae -acomber A, H, Boothby
Nora Jackson - B Alb 31‘? %) rton
' tary Flemming
Bangor George R, Rees Caribou Blliott E, Barker
Janice I, Durton Vernon Palner

Joserh B, Chaplin
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TABLE ITI CONTINUED

Examination Examination
Center Name Center Name
Ellsworth Oliver L. Tapley Presque Isle Franklin S. Cunningham
o Raymond Bowden
Fort Kent Anne lbiclann
Rockland John D, Coughlin
Houlton Roy L, Sinclair, Sr.
Rumford Ernest F. Lever, Jr,
Lewiston Ernest Lever, Sr,
Linwood J. Kelley Sanford —‘-rv:l.ng B. Baynes
i‘argaret La liontagne
Skowhegan Munroe P, Rinfret
liachias Helson D, Spurling
Arden tichachern Weterville Francis A, Cruise
Lincoln A, Sennett ’
New York City largaret Leal
Portland Fred A, Herron
Lewis dbramson
Howard C, Reiche
Bsther &, Johnson
TARLE IV

MIBIRS OF ORAL BO/RDS AND RATING BOARDS
July 1, 1946 to June 30, 1940

1. J?hn Barnard 8. idward Lincoln 1lli4 Gertrude Prinn
2. Hichard Brann 9. Agnes lantor 15, Harold Rogers
3. Harold Clifford 10, Ravmond imdge 146, w=ark R, Shibles
s Leah Emerson 11, Kernit #ickerson 17. Ferry Shibles
5« Eleanor Fuller 1?2, Lawirence Page 18, i’yron Starbird
6, Tarle R, Hayes 13, ‘iallace Price 19. Terley Turner
7. Paul Jones
TABIE V

MATLING LIST
July 1, 1946 to June 30, 19L8

1, American legion Posts 9, ILions Clubs

2. Business Lolleges "~ 10, wembers of Legislature

3. City Clerks 11, iaine College Registrars

Le County Commissioners 12, HNewspapers

5. Employment Offices of HUCC 13, Offices of Vocational Rehabilitation
(State of liaine) 1, Personael Departments in other States

6, Health and %“elfare Offices 15, Fost Offices
(State of iaine) 16, Radio Stations

7. General lailing List 17« Rotary Clubs

8, Kiwanis Clubs 18, Specific ::ailing IList

19, Supzrintendent of Schools

20, Towm Clarks

21, lrincipals of High Schools
.a_ 22, Principals of Academies





