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SUBJECT: Classification of Position in Your Office 

At TAB A is a paper which Jan apparently sent to Elbert Barton for 
his comment regarding the possibility of ~pgrading her position . 
At TABB is a copy of his response. In effect, he has not concurred 
with t l1e up grading of the position. If you wish to continue ac~ion 
regarding this matter, please so indicate, which you may do by Just 
one or two words on this paper and sending ,it to Mr. Bart?n. The_ 
next step then would be to have the matter reviewed by tne Classi
fied Position Review Board. That Board could conclude either that 
the position should be classified as a senior secretary or admini
strative secretary or something else, considering the grades and 
responsibilities of other positions within the University, and the 
fact that this specific position is now being paid one-half at the 
administrative secretary level and one-half at the senior secretary 
level, as I remember. 

SC: j gw 
Enclosure 

cc: Mr. Barton 

S~fl~ 
Sherman Carter 

.>-kandi Gal l agher is not in the office at this time, and so I discussed this matter 
with Susan Burcaw . The next step in this procedure is for this case to be examined 
by the Classified Position Review Board. Apparently the Presipent 1 s Office is going 
to advertise for the position which Jan held in that office l~ t CE i V 2 () 
and fill tho1""position with a person to be selected. The 
Affirmative Action position in which Jan is now working is OC T 231974 
the one where there seems to be some question as to whether 
it should be filled as 11 Administrative Assistant, 11 11Administy-aff:li'veoF THE PRESID~Nf 
Secretary," or some other level. Even this is a "new position, 1/.J 'liv~r.iitv 01 l"~ho 

I feel that it is important that the Classified Position Review Board)( review this 
proposed position and decide what the Board feels is a proper classification for this 
position, considering the responsibilities and pay grades of other positions at th~ 
University. In this process, the Board should consider the views of the following 
persons, if they can be obtained, as well as the views of .any other persons, and any 
other factors which the Board con&iders appropriate: Dr. Coonrod, Dr. Richardxon, 
Ms. Burcaw, Ms. Gallagher & Ms. Juras. Please get this matter to the Board, get me the 
report of the Boar?, and let me know if I can be of help. ') r~.-........ 

/c: Susan ·Burcaw Sherma;ra;t~ober 23, 1947 
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