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BIENNIAL REPORT 

REVIEW AND· PREVIEW 

June 30" 1970, represents more than a c l os i ng date of a f or ma l r eporting pe ri o do 

It closes out a time of grow'i"ng · awareness that Pub I i c Personne l p. or Ma npower 

Uti I t"zat-i on - or whatever it is · st i'I I . t o be· named = i s not a _sett 1 ed thing o For 

bette·r o·r for worse, the period saw g-rop ings and developments that sugge·st ed 

that no return to the tried and true · procedu resp~ and no l ess p· the accepted .phi I= 

osophtes o~ the recent pastp cou l d be poss ibl eo 

The need for assessment of manpdwer requirements and the upsu r ge bf p ri o'ri ty 

fo r manpower inventory ·and deve I opmen t · came · as ·- a resu It' of t he growi ng recognition 

t hat more· precision about the kinds of emp·l oyees needed h .. ad to be deve lopedo · 

Simtlarl'y,· more relevant - use of the manpowe'r avai l ahle had to be planned t o max i = 

mi ze the lndiVtdual 's ·t ·alen·ts and the sat i s f action he f e lt in · h .. i s · jobo 

The behavioral scientists became t he o r ac les of t he times o While differing i n 

t erm i no logy and to · some extent repeat ing a lready known conclus ions of earl ie r 

r esearchers, they ·marketed a product at a ti me . the c li en t was more receptiveo 

They argued against the careers of "qu i et despe r at i on 19 that r educed the individ= 

ual is productive output to a fract ion of h i s ab i l i ty o They urged t he enrichment 

of job assignments ·'an·d the reduc't i'on of ted i um and bo re·domo 

The period was marked by high emp l oyment and gr owing emp loyee unr esto For the 

ft rst time there was talk of strikes and some work st oppages occur red t ha t · were 

hurriedly ca I led someth i ·ng ·e l·seo •• , 

= I = 



The cost of I iving continued to rise at an increasing rpt~ and salary adjust­

ments were being eroded. Record wag~ increases in some employment areas caused 

dissatisfaction in less fortunate areas. The technology and the state of the 

arts were changing. 

The period challenged administrators to combine and use more innovatively the 

resources they had, and to seek new ideas rather than tQ refine the old rules 

and regulation-oriented approach. It was a period of pessimism or optimism, 

depending on whether one looked backward or to the futureo 

Actions were authorized early In the period by the Civi I Service Board anq the 

Director which were designe~ to bring the department's operatio~s in line with 

the changing times. Training was expanded to provide for broadening of super­

visory and management ski I Is. Avat I able talent was upgraded by ski I Is develop­

ment courses. Planning was begun to develop a ski I Is ,inventory of al I ~mpl9yees 

through the use of computer memory systems. Contacts were improved with the 

Univers[ty, the state colleges, junior colleges and technical schools. 

Research was begun to attempt to develop a working multi-factor model that 

would permit prediction of manpower needs through the budg~t perioda Arran9e­

ments were begun to provide manpower analysis to the newly developed program 

budgeting process. 

Staff was assigned to the study of administrative organization and to evolve 

a management compensation plan to further implement the Career Executive Series 

(CES) enacted by the Legislature. 

A position paper on Labor Relations was presented to the Governor's Committee 

on Employee-Employer Relations and to the joint Senate lnterlm CommitteeD The 



- 3 -

r o le of the department in the ar ea of negoti ati on needs t o be mo r e .directly 

def i nedo 

St aff trai_ning has be~n 9 imed at achieving a mor e serv_ic~-ori ented r~lati o~ship 

with the oper;-ating departmentso ,_The c?nt~o l_ as~ect s of the departme,:1t 9 s ope r a­

ti ons have been dJm f n i shedo Sta f f deve lopmenf has been .a imed at achieving 

gr~ater knowle~ge of departm~nt programs wi t h t he idea of g i ving ass i s t ance i n 
' . . . . . 

str ucturing pers~:>nne I pro~edures to ,. a i d i n program rea Ii zati ono .. . . ' . . ' . . 

The goals · for the forthcoming per i od are to atta in 'J) I) · g r e?ter abi I ity to pre­

d i ct the speciitc ' manpower needs . in te ~rns o f depa r tmen tal progr am projecti ons , 

2) knowledge of presentperson
1

ne l capab i'li ·t ·t es ·; '3) coo rd i nat i on of tra ining in 

t erms of needs and identificat i on of ava il ab le sk i I I s.9 4) more effi c i ent re­

cruiting for e_ntry_ leve_l cl?3sses., 5) more complet~ commun i cati on wi t h oper ating 

de_partments, and 6) the _mai _ntenance_ of a modern compensati on progr amo 

.. 
The art of personnel management wi I I change and expand as the problems o f the· 

pas t per i od present the need f o r change- and a more skillfu1 .combination of the 

prog r ams now being deve l oped ~ The rea l ·t stic ap prai sa I of the quickening demand 

f or better performance has ·t he desi r ab l e e ffect of st aff sti mulationo The 

futur e wi 11 • be a t i me for as great a gr owt h in the · field of personnel'= or how= 

eve r i t becomes known,;_ as the i ngenu ity- a·nd creativeness of Its practiti oners 

a r e ab I e t o g rasp o 

The Ci_vi I Service Department's act iv i ti es_ for the b i ennium ended June 30 » 1970.9 

r ef l ecting its _efforts to meet the dem~n~s and pr ess ures o f a chang ing personne l 

en v ironment, are discussed in the succeed i ng sect i ons of t h i s r eport under the 

ti t l es: Manpower Pl~nning, Employee Deve l o~~~nt , Recrui t ing ~ nd Exam i n ingp Class= 

t f i cation and Salary Ad~inistrat i6n and Tr ansacti ons and Of f ice Ma nagement o 



MANPOWER PLANNING 

Manpower planning for state government asks, and tries to answer, questions 

such as these: What types of employees do we need now, and what types wi I I we 

need fn the future? What ski I Is must they have? Wi I I our current personnel 

practices be adequate to meet tomorrow's demands? How can we develop and retain 

the workforce we have, and how can we acquire the additiohal people we need? 

Answering questions like these requires that we know a great deal about our work­

force and the movement of people in and out of rt. Questions about the supply 

and use of human resources require the attention of everyone involved in manage~ 

ment and decision1making in state government. The need for careful planning 

and use of the state's workforce is evident when we consider that_ the annual pay­

rol I for state employees is over $237 ml I lion _per year, or aJmost 16% of the 

operating expenditures. 

At the beginning of the reporting period, manpower planning was just getting 

underway as a state-federal project conducted with the State Planning Agencyo 

After extensive preliminary investigation on the subject, the report State 

Government Manpower Planning and Development was prepared for the 1969 Legisla­

tureo This report set forth the value of manpower planning activity and the 

applications that could be made to state governmento Specific recommendations 

were made in the areas of needs for professional and technical employees, 

~anagement development, and the development of manpower planning as a para I lel 

process with program budgetingo In 1970, th~ manpower planning activity became 

entirely supported by state funds as an integral part of the Civi I Service 

Department. There are now three employees in the manpower planning division, 

one ful I-time professional and two part-time graduate students .. 

The manpower planning activity has conducted three surveys on employment in 

the fast-growing technical-professional areao In 1968 and 1969, departments 

were asked to estimate t heir needs for entry-level professional personnel for 

- 4 -
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the coming five years; to report changes in . dutiesD qualiftcatronsp or per= 

sonnel practices; and to report on prob lems which they experiencedo The pro= 

jections and related information were sent to colleges attended by prospective 

state employeeso The Information gathered by these surveys has been helpful 

t o studentsj) placement personne i,:, and persons engaged in recruiting for the 

stateo Making the estimates and assemb I i ng the i nformat'i-on to support them 

also served to introduce personnel staff members and line managers in operating 

departments to the concept of ana lyzing future needso 

The needs of state government for high=level management and professional per­

sonnel· have received considerable attenti.on from the manpower pl anning _activity .. 

A report has been prepared showing the types of management personnel the state 

wi 11 need to cope wrth evolvi;n·g organ i zat ions and changing demands of the 

futureo This report includes ' an analys is of the characteristics of employees 

i n the "top 2%" of the classified servlce ·and recommends c;hanges in the state 9 s 

personnel system which wi I I enable departmen t s to develop and retain the type 

of career employee needed to assist the depa rtment heads in managing them o 

In carrying out the third recommendation made in State Government Manpower 

P lanning and Developmentj) the manpowe r p lan ning activity has worked with the 

program budget activity in the Department of Administration in preparing forms 

and instructions for departments to use in reporting their current and future 

manpower needs at the same time that they prepare .estimates of their financ ia l 

needs through the budget p·rocesso Uniting the budget and manpower planning 

processes wi I I mean that departments wi I I be viewing at · one time their tota l 

resource needs - both human and financialo 

The manpower planning activity is a lso engaged in the development of a program 

whi ch can be used to predict levels of total emp loyment and the size of vari ous 
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occupat iona l gro ups .. A number of factors, such as the performance of the 

state' s economy, reven ue receipts, and population trends are be ing eva luat ed 

to determine how t hey may be related to state emp loyment .. Also to be included 

wi 11 be s uch · i nterna I factors as the growth of employment, the ch~rnge in the 

occupati ona l structure, and turnoverq Large-scale estimates such as t hose 

generated by the mode l wil I complement, but not supplant, the est imat es made 

by indivi dual departments and smaller unitso Both are required t o he lp state 

government as i t attempts to look into the ever-changing futureo 

Future object ives of the manpower pl anning activity are to ref ine and expand 

the undertaki ngs discussed above and to develop the necessary - information 

sys tem which wil /1 support them. Much remains to be known about t he t ype of 

empl oyee the state has_ as compared to those entering and leav i ng t he s t ate 

servi ce and about what happens to those who remai no Both the operat ing 

departments and the Ci vi I Service Department wi 11 require extens ive amounts 

of timely data proper ly'analyzed before they can determine what the current 

and future ma npower needs of the state wi 11 beo And only t he n,, in turn j) wi 11 

they be ab le t o determine what act ions must be taken to meet these needs o 

An organizati on' s emp loyees - i ts manpower - are a resource which must be 

managed caref ul Iyo Organ izations no longer s imply use peop ~ej) they employ 

numb e rs of in di vi dua ls wt th spec i fic sets of ski I Is and attr ibutes upon which 

the orga ni zat io~ depe nds for its successo The existence of the sk i I ls p attri = 

butes , and the wi I li ngness of the employees to operate the organ i zati on effec­

tively cannot be take n for granted as they once couldo Manpower ma nagementp 

which beg ins wi th plann ing, is therefore the conc~rn of every li ne manager 

and s taf f agencyo 



EMPLOYEE DEVELOPMENT 

The Civi I Service Department 9s emp loyee development program was conducted 

dur"ing th_e·· f-irst year of the bi en nlumD as in the preceding period/) by one pro­

fesstona I staff · member whose po7iti.on was provided by the 19 67 Leg ts latu re o 

During the last part of _the first y~arD because of the accumulation of re= 

quests for training assistance from operat ing departments/) a second person 

was added to the training staff which devote? much of its time to plannin g/) 

identification of training needs and deve loping resources and re !ationshipso 

Ltmfted funds permitte~ the introducti on du ring the _first year of on ly one 

course involving direct training by t _he st~fL This course.P Or ientat ion for 

New Employees/) des igned to ease the assim ilation of personne l into the state 

service and uti I iztng state opera ting depa rtment personne l as faculty.P was 

continued throughout the reporting pe ri odo 

Considerable time was spent .not on ly in the firs t yea r but throughout the 

period of this report in the cooperative effort with the University of Minn= 

esota in directing the State Management Development Programo The program 0 

which was initiated in 1967 with Title I_ funds granted to the Un i versity of 

Minnesota under provi s ions of t he Htgher Ed ucation Act, continued through the 

entire reporting peri Odo 

Management development was effected through Department Head Semina rs and 

classes in executive management for middle=management personnelo Seven· Depart= 

ment Head Seminars 0 dealing with subjects such as general admin istration and 

revenue 0 organizat ion prob lems 0 inter~governmental relations, labor relati ons, 

employee development/) prob lem ·solvi ngp and decision making we re held during 

the two year periodo A spec i a l semi na r on Mot ivati on sponsored by the Train­

ing Division in the second year brought a distinguished industrial research 

psychologistp Mo Scott Myers 0 S loan Schoo l of Ma nagement/) Massachusetts 

= 7 = 
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In s titute of Technology, to Sto Pau l for a one day session for top management 

pe rsonne Io 

The Unive rs i ty of Minnesota Extens ion Division offered courses in stat e bui Id= 

tngs for greater accessibility for state employeeso Four courses in Executive 

Man agement and three in Advanced Executive Management, made poss ible under the 

Titl e I grant, were given on state premises during the periodo Other Uni ver­

s ity of Mi nnesota Extension Division courses available to state emp loyees In 

s t at e bui ldings to supplement the general management training program were ~ 

The Computer in Government, Presentational Speaking and Conference Lea dership» 

Psychology of Leadership, Administrative Analysis, Effective Writ ing fo r 

Gove rn me nt Employees, Human Relations in Administration I and 11, S-u pervi s ion 

ln t he Public Service I and I I, Governmental Accounting, and ·organ iza ti on and 

Ma nagemento 

The 1969 Legisl1ature provided positive support of the emp loyee deve lopment 

program by re l nforcl ng and improving previous training legis lation. · It gave 

the Ctvi I Service Board additional statutory authority in the t rai ning field» 

s tressed operating department responsibi I ity for training, encouraged man= 

powe r s tudies , and made prov i sion for funding of tra in ing act i vi t ies in its 

amendment t o Sect ion 32 of the Ci vi I Service Act and in i ts app ropri ations 

t o the departrnento The Division assisted the Civi I Se r vice Board du ring t he 

second year in the development of training standards, specified in the _new 

leg is lat i on.11 which a t the end of the reporting period were being rea died for 

di str ib ut iono The professiona l staff was increased by one ear ly i n the 

s~con d year and ·by the end of the year, an audio-visual techn ician had been 

addedo 

With f i nancia l suppo rt for a comprehensive statewide emp loyee deve lopment 

prog ram coming from the 1969 Legis lature.11 the pace of the Train i ng Dtvis ionvs 



acttvities accelerated during the second yea r of the repo rt ing pe ri od 0 

Whereas the first year was characterized pr ima rily ·by coope rative e fforts 

with the University, accumulat ion of bas i c tra ining informa ti on0 and pl ann ing 

with state colleges, junior colleges and vocati ona l schoo ls for cooperati ve 

programs, the second year not only cont i nued these ef forts but saw the de vel op= 

ment of a number of Civi I Service Department sponso red courseso In addit ion 

to continuing and improving Orientation fo r New Emp loyees 0 t he. Divisi on 

initiated during the second year the fo l low i ng courses open to emp loyees of 

al I departments which were offered without cost t o de partments or parti c i pantsi 

Ftrst Levei Supervision, Fundamentais of Dat a Processing, Loca l Governmen t 

Awareness, Pre-Retirement Planning, and refreshe r cou rses for ty pis t s and 

stenographerso 

One of the Division's primary concerns is the need fo r t ra ining an esti mated 

5,000 supervisors who are a vital part of the managemen t teamo A numbe r of 

University courses in supervision were g i ven t hroughout th e tw o year peri od 

and fn the second year supervisors in state of fi ces loca t ed in Sto Pa ul also 

were offered First Leve l Supervision with the coope rati on of t he St o Pa ul 

Vocational-Technical lnstituteo Supervi so ry courses we re sponsored at the 

vocatlonal schools in Anoka and Bra ine rd an d at th e St at e Pri son in an ef fo rt 

to provide this needed training to emp loyees outs i de the cap ito l a reao Addi= 

tional courses at vocational schoo ls 0 jun io r an d s t at e co l leges 0 and other 

state instal lationsp correspondence courses, video=t aped presen t ations and 

training of departmental instructors are a l I pa rt of the p lan for reaching 

the long-term objective of developtng supe rvi sors throughout t he state o 

Assistance to operating departments in the area of traini ng 0 one of the re~ 

sponsibi lities of the Divisionp became more feas ib le wi th in the second year 

as the staff was en largedg One of the fi _rst coopera tive tra i ni ng e ffortsp 
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with the Depa rtment of Administration 9s Program Analysis Un itD wa s that of 

training state personnel in se lected s t ate departments for the implementa= 

tion of program based budgeting directed by the 1969 Leg islatureo Two courses 9 

Accelerated Reading and Report Writing .o were g iven for Department of Conse r= 

vation employeks 0 a course in sys tems ana lysis was offered to participants 
I 

designated from various departments by the Commissioner of Admini s tration 0 

and Psychi at ric Technician training was arranged for employees of AnokaD Cam= 

bridge" Hastings and Rochester St at e · Ho·s-pital s in conjunction with Area Voca= 

ttonal schoolso The Divi sion a lso provided interviewer trafning for Depart= 

ment of Correct ions emp I oyees ., a rrange d with the Depart ment of Pub Ii c We I fa re 

for two · seminars on labor relations for county welfare bo,frd ··me·mbers and 

directors 0 and cooper-ated with departments t o . the extent poss ible on a l"I 

tra ining req uestso 

ln st itutes and seminars for part i cular groups or pu r poses were also held D 

such as a three day sem inar in the fa l I of 1969 for pe rsonne l officers train= 

tng (whi ch wa s continued at month ly in tervals throughout the second year of 

the biennium) and a Mi ddle=Management lnstitute D both sponso red jointly by 

the State Trat lning Divi sion and the St a Lours Traini ng Divi ~ion of the United 

States Civi I Se rvice Comm iss iono 

Through oppo rtuniti es offered unde r the federa I I ntergovernrnenta I Coopera= 

ti on Act 0 the Division has taken continued advantage of the United States 

Cf vi I Serv i ce Commission 9 s train ing programs and · has sched_u I ed state employees 

for attendance at federa l cou rses 0 s uch as~ Bas ic Management Techniques I D 

Bas ic Management Techni ques 11 J) Be tter Off ice Sk i I ls and Service$ 0 • PPBS 

Analytica l Cos t Benefit WorkshopD Genera l Or ientat ion in PPBSD Exec utive Sem= 

lnar i n Automatic Data Process i ng i Management and Group Pe rforman ce/) P lanning"' 

Programmin g/) Budgeting Systems 0 Case Study Workshop 0 Pub lic Speak in gD Manage= 

ment Use of Financial I nformati onD and Writing Effec tive Letterso 
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The Governor continued his support of employee development activ ities 

throughout the periodo Dur ing both yearsp the training sta ff worked with 

the Governor's Advisory Comm ittee on Management and Pe rsonnel Training com­

posed of certa in department heads and representatives from the University 

of Minnesota and priva t e industryp and with departmen tal training coordina­

tors designated by their departmen t headso In add iti on to genera I leg isl at ive 

approv.al of the program in terms of leg isl ati on and fin ancingp the Senate 

Finance Committee of the Legislature i ndicated its interes t in traini ng by 

requesting quarterly reports from t he Divi s ion on its progresso 

The Training Division improved its capab iliti es for delivery of traintng 

service during the second year of the reporting periodo A-new training 

room was put in operation and mode rn train i ng equ i pmentp a va l lab le on loan 

to al I state departments , was acqui red to enhance the qua I ity of trainingo 

An employee handbook was distributed statewide and a quarterly new spaper 

was pub I ished by the Train ing Division to keep employees informed of train­

ing opportunit ies and of ot her matters related to the ir emp loymento 

The Division cooperated during the reporting period in various interns hip 

programs with the Univers ity of Minnesota and other col legesp New Careers 

programs and pre-service training act ivities car ri ed on within the s t ate 

serv iceo It comp leted during the second year a statewide review of pre= 

service programs which resulted i n an up=dating of programs and abolition 

of those no longer usefu l or effectivec 

The Training Divi sion recognizes operating departmentsv autho rity and re= 

sponsibi I ity for training and conceives of its major respons ibi I ity as a 

coordinative oneo Employee deve lopment in manager ia lp adm ini stra tive and 

supervisory areas which are common to the entire s t ate se rvice receives the 

major emphasis from the Division in order t o fos ter ach ievement of a statew ide 
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comprehensive programo As the per iod ended, Ti tle I funds granted to the 

University for the State Management Development \rogram were exhaustedo 

Management devel opment is cons idered an indispensable element i n any 

balanced training effort , however, and wi I I be continued although with a 

change i n directi on to custom tailor the program to the stat e serviceo 



RECRUITING AND EXAMINING 

The t asks of manpower recruiting in the closing months of- the 11 60s and in the 

beg i nning of t he v7os we re two fo ld~ ( I) to obta in the best employees from among 

those ava i lab le to ft 11 _the many ass ignments requiri_ng spec ia l training or ex= 

pe ri ence ~ and (2) to provide proporti onate representation in the workforce of 

those elements of soc iety so long excluded o 

The success ach ieved by any recruiting prog ram is direct ly pr9 port iona l to the 

abt li t y -0f that program t o adapt t o the exte rna l forces bearing upon the labor 

mar keto Activities assoc iated with the war plus the continued expansion of the 

domest ic economy were the dom in ant f acto rs affecting the labor market in the 

begi nning of t he reporting pe ri odo In the last six months 0 howeveru increased 

unemp loyment caused a ma r ked change in the recruiting pictureo 

Throughout the bienn i ump t he na ti ona l concern for the raising of .the b lack 0 

In dian and Mexican-Amer ican minorities to a more favorable emp loyment status was 

anothe r major facto r s trong ly inf I uenci ng manpower recr_u i ti ngo 

A furthe r responsib ility fa lling upon the recruiting process was that of giv ing 

tang ib le he lp to the empl oymen t ambitions of the physica lly and menta lly handi = 

cappe dp recovered a lcoho li cs and rehabilitated felons o 

The str ugg le to bui Id and ma inta in a vi abl e workforce in the period of severe 

compet i t ion was joined on many frontso The approaches and accomp lishments in 

the a reas of compensat ion~ tra ining a nd pl anning are discussed elsewhere In 

thi s reporto For recruit in g pu r poses additiona l funds were requested and 

gra nted which made poss i b le an expanded news pape r and radio advertising campaign p 

improved I iterature,P more tr ips to co ll ege campuses and mu lti =media 0 concentrated 

attacks on vacancy prob lems in parti cular locati onso Where pers istent high 

turnove r was caus i ng vacanc ies which could not be ft I led immed iate ly under 

= 13 =-



existing procedures, the ent f re recru i t fng, examining and certificat ion process 

was delegated with good results to local representativeso 

The sh i ft to a surplus of workers in the clos ing s ix months of t he biennium was 

an advantage in that it reduced the vacancy count and generally eased recruiting 

problemso There were disadvantageous features assoc iated with this change to 

a "buyers" market, however, the chief of which has been the effect of limiting 

placement of minority citizens discussed below. 

The di stance between goa I and accomp I ishmen_t cont inues to be greater than desi r= 

abl e in the field of minority placementn In the second year of the biennium a 

new pos iti on was granted by the Legislatu re fo r the specif i c purpose of mi ~ority 

recruiting. ln the one year that t his posit ion has bee n part of the departmentvs 

compl ement, its main accomplishments have been to develop a number of contacts in 

the mi nority communityo These have been helpful i n pub li c i z i ng emp loyment poss i= 

bl litl es in the state service and conv i ncing minority groups that the departmen t 

i s striving ser iously to extend employment opportunities to them. The grea test 

difficulty in achieving as many p lacements as desired seems to be t ha t often only 

those positions affording immediat e emp loyment and rap id advancement a re of in= 

terest to minority candidateso In the present econom i c situat ion most state 

pos i ttons are f i I led from e Ii g i b I e Ii sts es tab I i shed someti tne pri or to the occur= 

rence of vacancieso Even in ·those areas where decentralized exami ning and cert i= 

fication programs permit Immediate emp loyment (such as in state hosp itals and 

the St at e Prison), the reduction in turnover has sha r p ly reduced the opportu ntty 

for immediate appointmento 

Services to app l icants and to operat in g departments have bee n improved by a 

number of Internal changes in Recruit ing and Examin ing Division procedu reso In 

pl ace of the individual announcement of each exam inati on~ a wee kly li s ting of 



al I new announcements is now being publishedo Each month a list of al I classes 

currently open for examinati'on is printed and distributed to Manpower Services 

offices and other employment centers throughout the stateo The single I tsting 

reduced expenditures for printing and postage and eliminated the problem of 

interested app Ii cants who had been see ing some but not a I I announcements o 

The cost of maintaining an individual mailing list for each class- of emp loyment 

became prohibitive and had to be discontinuedo ln its place potential appli­

cants are given information of new openings by c lass ified advertisements which 

are run every Fri day in the metropo Ii tan newspaperso 

Considerable progress was made in reducing the length of ti me between the 

announcement of an examfnation and the establishmen t of the elig.ible •1isto In 

the past it had been necessary to request i nformati on concerning geog raph•i ca I· . 

avai labi I ity and veterans' preference claimso The time necessary for a resp·onse 

added at least five ·days to the processi··ng time for thi •s ·;typ·e of examinationo · 

A new application blank was put i'nto use during' th·is b iennium wh i ch obtains ·"the .­

required information at the time of app li cationo 

After a period of extended researchp a weighted application blank wa s intro= 

duced as an aid ·in the selection of Correct ional Off lcerso · Work continues -to 

perfect this technique with the intent of using -it to pred ict both ten~re and 

quality of performance in several areas of emp loymen t o Wh en used in conjunction 

with an oral examinationp there is reason to bel ieve that the final score ls a 

better predictor than could be obtained with the prev ious examination form whi ch 

consisted of a written test and an oral examinationo This approach is also 

viewed as a means for improving the selection of pe rsons from disadvantaged groupso 

Mention was made above of the decentralization of the rec ruittngp examining and 

certification functions where chronic vacancy probl ems ex isto In this plan a 
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respons ible employee of a hospital or other i ns titut ion is appointed forma ll y 

as the loca l representat i ve of the Di rector of Ci vl I Serviceo The pe rson 

selected for t his ass ignment is trained carefu ll y in the met ho ds used by t he 

Ci vi I Serv i ce Depa rtment and a post aud i t is cond uct ed of a l I examinat ions 

adm i n 1 ste red and appointments made by each i nst i t ut ion.. Thi s app roach enab I es 

the local inst itut ion t o comp lete al i requ i rements for emp loymen t during the 

i nit ial vis i t of the cand idate. 

As t ile report i ng per iod c losed , the Recr ui t i ng and Exam i ning Divi s ion looke d 

forward to achieving two object i ves in the next year~ 

I. A proportionate i ncrease in appointments of mi nor i ty persons at 
al I levels of state governmen t; and 

2o The convers i on of the cle r ica l process of app li ca ti on, scheduling~ 
scoring and record keep ing to a computer processo 

Accompl tshment of the f i rst goal wi 11 become increasingly di fficu lt~ but a _lso 

i ncreas i ngly urgent - if the unemp ioyment rate continues t o c li mb~ It becomes 

mpre and more evident that th is object i ve can be rea l i zed on ly afte r s igni f i­

cant changes i n approach and method are dev isedo 

The second object i ve has i ts or igin in a rea li za ti on t hat present methods · of 

handl i ng the f low of paper work are now bare ly capab le of cop ing with curre_nt 

vo lumeo Any add iti ona l growth i n t he workforce wi 11 overt ax t he ex i s1ing 

system resu lt ing in excess i ve de lay in estab l is-hing e li g i b le I ists and fi 11 ing 

vacanc les o 



·cLASSIFICATION AND SALARY ADMINISTRATION 

At the beginni ng of the repo rting periodD Ju ly I p 1968$) the s t a te service had 

had one yea r of expe ri ence under the prov is ions of the Sa la ry Re form Act of 196 7
0 

Fo r the most pa rt , t he new c lass i f icat ion an d sa la ry adm ini s tration co ncepts of 

the act had been successfully fm p lemented., The reducti on of c la.ss leve ls accom­

pani ed with sa lary moveme nt of dese rving emp loyees th rough an ext ende d sa lary 

range had been we l I rece ived genera lly" throughout t he. stat e se rvlceo Howeve r, 

approximat el y at the same ti me t hese conce pts were i niti at ed9 i nf lati on and Its 

resu lting e f fects upon wages and sal aries adverse ly a ffect ed the hi s t or ical con= 

cept assoc iated with the granting of merit increases o The resu lting effect was 

the utili zation of mer it increases by ~ppo inti ng_ auth~ritl es as econom ic salary 

adj us t ments., (Under t he ort glnal concept » emp loyees were t o be moved beyond t he 

mi d-poi nt of the extended sa la ry range on ly in recogn i_t ion of excepti ona l wor k 

performanceo) Th is act ion on the pa rt of department headsj) accompanied by em= 

p loyee comp la i~ts of ineq ui tab le sa la ry treatmen t not only wtthin but betwee·n 

departments , led both the executive and legi s lat ive bran che_s of governmentj) pr ior 

t o and du r ing the 1969 sess ion of the Leg is laturej) to cons i de r new approaches t o 

compensating state emp loyeeso Th e Civi l Serv i ce Depa rtment a lso turned i ts 

attenti on t o re vi ewi ng the c lass ificati on plan with i ts reduced numbe r of cl ass 

leve ls., 

Class ifi ca t ion 

New pos i t ion a l loca ti on de t e rminati ons and ind i vidua l j ob audits cons umed most 

of the da il y work schedu le a l locate d t o c lass i·f ication matterso Howeve r /) s tudies 

concent rat ing on a s ing le occupati ona l fi e l d0 somet imes cross ing depart menta l 

li nesD a lso were un de rtaken during thi s reporting pe r iodo These stud ies res ulted 

i n job restructur i ng ~ c lass comb in ati ons and an over=a l I c la rifi cati on of work 

ass ignments withi n each occupa ti ona l a rea s ur veyedo Examp les of occupationa l 
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areas studied include: computer programmtng 9 e lectronicsD instruct ional medla 9 

correctional rehabi I itation and security, and institution ·education admi ni strat ionc 

Si nce the previous report, · substantial staff t ime was de voted to implementing 

classification determinations in connecti on with severa l departme~tal reorganiza­

tionso Centralization· of the State 9s computer i zed services under the Gove rnoris 

Executive Order Noo 56 necessitated a complete review of a l I EoDoP,. c lass ifications 

as we l I as the establishmen t of several new classes such as assistant directors and 
,. ' 

information systems managerial and spec i al ist c lass ificat ionso 

The Conservation Department's proposed reg io·nalization of its programs and the 

Department of Administration's proposed complete intra=departmental reorgan ization 

were under study at the close of the reporting perlod o 

A comp I ete c I ass if i 
1
cati on study of the 1/Jorkmen vs Compensation Divis ion was under= 

taken simultaneously with a systems study conducted by the Departme nt _of Adm in= 

is trationo This study resulted in the establishment of an entirely new class 

series for Workman Compensat ion Clerkso 

The creation by the Legislature of the Department of Pub I ic Sa fety which came 

into existence on July ID 1970D requ.ired many sign ifi cant class ifi cation decisions 

due to the fact that the composit ion of the new department was effected through 

the transfer of entire pre-existi ng departments or divisionso The organ izati onal 

s truc ture of Pub I ic Safety had to be formD latedo Several s ubsequent a l locati on 

determin ations were necessary to enab le it t o operate e ffectively o 

As a resu It of .the statutory eliminat ion of merit increases in 1969,, the entire 

classificati on plan with its concept of fewer c lass levels had t o be revlewedo 

The review continued throughout the second year of the re po r ting pertodo By the 

-- end of the period, severa l intermediate class leve ls had been estab li shed in 

lieu of salary movement through an extended sa lary range in order to accommoda te 
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the recognition of "lead" supervision and/or a higher level of accountabtlity
0 

Examples of classes established to reflect these concepts include~ Graduate 

Engineer 20 Senior Employment CounseiorD Accounting Officer ( Intermedi ate), Audi= 

tor (lntermediate) 0 Clerk Stenographer ( ln termediate ) 0 Clerk Typist (Intermediate), 

and Principal Engtneero 

With the increased emphasis upon conserving Minnesota 9 s lakes and streams, a 

Hydrologist series of classes was established in order to provide for emp_loyment 

of competent personnel to carry out the Department of Conservation 9s responsi-

bi ltties in ' this areao 

Federally sponsored programs and the further expans ion of the Stateis jun10 

college system continued to place a demand upon the staff In terms of organiza­

: tlonal studies and al location of new state posit ionso 

Sa lary Administration 

Since the last biennial report 0 the traditional approach to salary administration 

in the state service became increasingly complex due to a number of significant 

factorso Wage contract sett lements tn the trades and in some professional areas, 

such as educationp had a profound effect upon the adequacy of related salary 

ranges which in the state service are established for a two year periodo Inf la= 

ttonP rising at a rate of 8% annua l lyp reduced the purchasing power of employees 

and virtually wiped out the 1969 salary Increase of 8% granted to state employeeso 

As ph~nomenal wage settlements continued to be realized in the private sector 

and the cost-of-I iving continued to acceleratep coupled with the inabi I tty to 

grant salary adjustments beyond the 4% increase schedu led for July _ 10 1970 0 the 

compensation plan was hard pressed to cope with the needs of the state servtceo 
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At the c lose of this repo rting pe ri. od 0 the staff was in the process of developing 

for the 1971 session of the Legis lature a sa la ry p Ian which 0 hopeful ly.i> wi 11 meet 

not only the monetary needs of state empioyees 0 but also wi I I provide the s t ate 

service with a compensat ion plan which wi I I treat emp loyees in a variety of occu-

• pationa l fields rea li sti ca lly rn a manner more common to lndustry o Cons ideration 

was being g i ven to compensa ting trades.I> maintenance and service personnel at a 

flat rate, or on a very short range bas is 0 with sche dul ed fixed annual increases 

common to hi gh ly unionized occupat tonso Fo r supe rvi sory and mana~erial personnel 0 

a salary schedule was be ing contemp lated t o provide for adv~ncement based upon 

Job performancea In essence, non-exempt and exempt sa lary schedules common to 

industry were being considered for the -: state serv ice a 

Two features of the pay plan which went into e ffect on July 2 0 1969 , proved t o 

be effect ive tools in salary admin istrat iono Authority was grahted the Civ1 I 

Service Board to establish salary ranges of fewer than ten steps in Schedule A 

of the pay piano Prior to receiv ing this authority 0 the Boa rd was requ ired to 

assign classes to sa lary ranges possess i ng a 36% sp read between the minimum and 

maximum rateso Th is requirement proved to be most unrealistic for certain types 

of work where salary data from wage su rveys indicated a lesse r percentage spread 

between mi ni mum and maximum rates of payo Sin ce 1969v the Board has been able to 

make assignments to sala ry ranges uti I i z ing wage s urvey data on a more sc ientific 

basi so 

The 1969 salary plan also provided for the app li cation ·of .a ·new ·conce pt to state 

serv ice that can be compared philosophica lly to the corp-orate salary pract ice in 

industry o The leg i s latu re authorized t he estab li s hment of the Career Execut i ve 

Salary Schedu le, whith became eff~ct ive January 10 19700 The schedu le is designed 

to permit f lextbi I i ty in salary admi ni stration approp riate to hi gh=level manager= 

ial and professional pos i tion,o It g ives a department head the opportunity to 
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designate for inclusion · in the CES schedule positions especially important to the 

missi on of his agency programs and to compensate the incumbents accordinglyo At 

the same time 9 the employee who plays a key role in a department's operations has 

his contribution recognizedo During the first six months of its operation 9 

twenty-seven state employees had been appointed to the Career Executive Scheduleo 

At the close of the reporting periodD salary data was being compt led and analyzed 

from a variety of sourceso Discussions were underway with department heads and 

representatives of employee unions and professional associati-ons in preparation fo r 
I 

developing the next biennial pay piano _ To assist in the development of the 1971 

pay pian proposals, the staff had implemented the first phase of a -three phase 

computerized system which 0 when completely operative 1 wi I I provide an effective 

approach to salary administration hitherto unavai I ab le to the staffo In spite of 

significant layoffs in the private sector resulting in the hlghest unemployment 

rate in years~ it appea red as the reporting -period closed that emp loyees would 

demand substantial sa lary adjustments in light of wage sett lements in the private 

sector and continued inf _lati onary trends in the nation 9s economyo 



TRA1VSACTIONS AND OFFICE MANAGEMENT 

Minnesot a State government continues to increase in s ize and complexityo Concom i= 

tantly~ the act .ivities of the Transactions Division continue .to grow to meet the 

demands occasioned by a g eater number of employees and more sophisticated pro­

cedureso 

The state payrol I system is a primary concern of the Transactions Divisiono At 

the beginning of the repo ting per iodD ·the bi-weekly state payrol I was produced by 

a mechanical systemo In JanuaryD 1970D howeverp the state payrol I system -entered 

the computer age when the first payrol I (excluding the Departments of Highways and 

Manpower Services) was produced by computero . 

In conjunction with payroi I activitiesD the Division is participating in a program 

to bui Id a comprehensive central emp loyee in formation system uti I I zing the capa= 

bi lities of the computero The objecti ve of this program is to centralize al I em­

ployee personal information for the most effective manpower uti I izationo 

The Division also has been active ly engaged in · a prog ram to store many of the 

Civi I Service Department records on microfi Imo This program wi I I al low the depart~ 

ment to store and retrieve information with greater ef ficlency and provide for 

maximum use ot available spaceo As further evidence of the Divisionws continuing 

efforts to up=date; modernize and utilize tts resources most effectively, it 

acq uired a magnetic tape=selectric typewriter to accele rate production of its 

repetitive typing taskso 

One professiona l staff member . in the Division has been responstble for the inter= 

pretation of the Civ i I Se rvice Law 9 Rules and po licies to operating departments, 

other Civi I Service Department staff membersp individual employees, employee groups 

and the general publico Appointments~ separa+fonsp leaves of absence 0 transfe rs 9 

probat ionary periods, discip linary actions; grievance proceduresb fringe benefits 9 
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overtime, and pol itical activity are ii lustrative of the subject matter 

cove redo 

Many of the activities of the Transactions Division are repetit ive and may seem 

routine, yet the Divis ion is a vital hub of activityo lt is responsible for 

mainta fning individual records on al I state employees in addition to processing 

al I necessa ry forms to effect various personnel actionso Al I documents support­

ing these actions are reviewed by the Division for conformity with the Law and 

Ruleso 

In addition, the Division is responsible for the review of al I contracts for per­

sona I services to deterrn i ne whether they a re bona fide contracts or whether the 

employment shou ld be construed as an on=going employer-empl oyee relationshipo 

The number of consu ltant contracts reviewed increased greatly within the reporting 

peri od because of the pro Ii feration of federa I ly supported programs in the areas 

of education, welfare, an d human and civi I rightso 

Among the Divis ion 9 s functi ans is the res pons i bi I i ty for office management fo,r 

the entire departmento These activities include providing stenographic~ typing~ 

central ff ling, duplicating servicesD mai I distributioni correspondence control 

and preparation of statistics for the departmento 

A 



APPENDlX 

Append~ces l through XIX summar[ze in tabular form 

the activities of the Civil Service Department and 

certain actions of the Civi I Service Board for the 

period July I, 1968 through June 30, 19700 
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7=-1=68 to 6=30-69 

Candidatesg 
Applying 
Accept ed 
Examined 
Placed on I ists 
Appo t nted 

7=-1 =69 -~o 6-30-70 

Candidates g 
App lyi ng 
Accepted 
Examined 
PI aced on Ii sts 
Appointed 

1968 to 1969 

1969 to 1970 

7= 1=68 to 6=30=69 

Competitive 
Promoti onal 

Total s 

7= 1=69 to 6~30-70 

Cotnpeti ti ve 
Promotiona l 

Tota Is 
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APPEND IX I 

RECRU ITING AND EXAMIN ING RESULTS 

Open Comp" Prom" 

28i,369 6/)0 15 
27i,369 5/)8 i 5 
20/)72 1 51)099 
13/)469 3/)844 
5»0 15 I 0 268 

29i,374 71)230 
28.9774 • 7" ·189 
2 10 145 6[)546 
141)033 51)020 
71)647 21)208 

Noo 
of Exams Com po 

I 1)032 923 

I 9 204 I 0 036 

APPEND! X 11 

NAMES PLACED ON ELIGIBLE LISTS 

Non=Di sab led 
Non=Veterans Veterans 
Male rema le Ma ·le rema le 

5/)084 6/)397 I O 799 41 
I 1)227 I /)085 I 0 208 "33 

6 9 3 I I 7" 482 J° 31)007 74 
I 

51)307 6/)530 I 0 920 63 
I 1)323 21> 168 If) 168 46 
61)630 8i,698 3DQ88 109 

Tota l Per Cent 

34»384 I00o0 
33/) 184 96o5 
25i,820 75 o0 
17 /)3 13 5Qo3 
• 6"283 .• l8 o2 

361)604 I00o0 
35,I) 963_ 98o2 
27 D 69 I 7506 
191)053 52 0 0 
9/)855 26 0 9 

Noa DifL 
Promo Classes 

109 448 

168 540 

Disabled 
Veterans 

~ale Female Total 

143 5 139469 
288 3 3v844 
~ 

431 8 17 .9313 

202 II 141)033 
299 16 5~020 
50 1 27 19/)053 
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APPENDl X 11 ~. 

ANALYSIS OF APPLlCATlONS RECEIVED 

7-1-68* 7-1-69* 
6-30-69 6-30-70 

No. of app I ications received 34,384 36,604 

No. of applicants examined 25,82'0 27,691 

No .. of names placed on I ists 17,313 19,053 

No. of applicants who failed 8,458 8,638 

No. of applicants who 
tat I ed to appear 7,289 8,272 

No. of applicants rejected 1,200 641 

*Fiscal years ended June 30 each year. 

Increase or 
Decrease Over 
Previous Year 

+ 2,220 

+ 1,871 

+ I, 740 

+ 180 

+ 983 

559 
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APPEND l X IV · 

• -THE TWENTY- GROUPS OF CLASSES FOR WHICH _lliE., GREATEST 
NUMBER OF APPLICATIONS WERE RECE IVED 

July I, 1968 through June 30 , 1970 

Class 

Clericals (1-1 I & Senior) 

College Placement Examination 

High School Placement Examination 

Custodial Worker l 

Freeway and Highway Maintenance Man 

Highway Technician ( I & Senior) 

Highway Patrol Office r 

Janitor 

Conservation Aide I and I I 

Food Service Worker 

Correctional Officer 

Special Schools Counselor 

Account Clerk (& Senior) 

Cook 

Corrections Agent (&Sen ior) · 

Accounting Technician (& Sen ior) 

Hospital Aide 

Conservation Manager I, I I & I I I 

Rehabilitation Counselor 

Laundry Assistant 

• !.I 11 

,. ' 

Number 

9,076 

5, 478 

3,828 

2i,9 10 

1,,964 

1, 68 1 

• ·1,424 

_I, 390 

I, 330 

1,024 

883 

869 

834 

710 

639 

499 

489 

478 

470 

454 



Twin Cities 

Mankato 

Brainerd 

Sto Cloud 

Semi dj t 

Owatonna 

-Du I uth 

Marsha 11 

Rochester 

Faribau It 

Cambridge 
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APPEN,D I X ,V 

EXAMINING CENTERS WHERE THE .GREATEST 
NUMBERS OF WRi TTEN TESTS 

WERE PRJCESSED ... ,_. ... 

15,622 

2,025 

I, 70 I 

1,517 
l 

I, 165 

1,094 

1,Q26 

98 1 

. 929 

825. 

812 

, . • ~ • • ► 

During this biennium, 4,525 candidates were given Civt I 
Service examinations with the help of the Manpower Serv i ces 
local offices. 



- 30 -

APPENDlX V-1 : 

CLASS IF I CATI a-J STATI STI q~ 
7- 1-68 through 6-30-70 

-I . 

In di vidual Audits 

No change in al location 201 

Rea I location to a hi"gher class 324 

Rea I I ocat ion to a I owe r c I ass · 

Pos i tions Rea I I ocated Fo 11 owing 
• a Review of Written Materials -

No Audit Interview 

lniti~I At location of New Positions 

11 

Total 

Total Number of 
Positions stud ied 

536 

2, 109 

I, 830 

4,475 
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APPENDIX, VI I 

CLASSTFICATi-GN AND COMPENSATION CHANGES 
• ENACTED BY THE Cl VIL SERVI CE BOARD 

New classes established 

Classes re-established 

7-1-68 through 6-30-70 

Classes combined without salary reassignments 

Classes combined with salary reassignment to 
a higher salary range 

Class titles changed without changes in salary range 

Class tttles changed with a change in salary 

Classes abolished 

*Classes reassigned to higher salary ranges 

*This figure inc I udes the sa I a ry range rec;1ss i gnments 
made effective July 2, 1969, Including 4 whtch were 
effected subsequent to that dateo 

113 

2 

I I 

4 

22 

31 

811 



- 32 -

APPEND I X V l I I 

TWENTY LARGEST CLASSES IN NUMBER 
OF FULL-T tME EMPLOYEES 

Psychiatric ]echnician 

CI erk Typ tst 

Highway Technician 

Highway Maintenance Man 

Clerk Stenographer 

Clerk 11 

Janitor 

Sen ior Highway Technician 

Freeway Maintenance Man 

Custodial Worker 

Correctional Officer 

Cl erk I 

Conservation Manager 

Sent or Engineer 

Hospital Aide 

Spec ial Schools Counselor 

Registered Nurse 

Food Service Worker 

Seni or Clerk Stenographer 

Clerk Typist ( I ntennediate) 

June 30, 1970 

Tota I o o o 0 0 0 

Al I Others 0 0 0 O O 0 

2,074 

1,345 

1,061 

953 

700 

659 

6 12 

577 

530 

384 

370 

363 

338 

310 

304 

276 

264 

247 

242 

2 11 

11,820 
11,257 

Total Number Ful I-Time Employees. o 23,077* 

*None of the ·tables showing the number of ful I-time classlfied employees 
include the one department head in the classified service whose position 
and salary are speciflcal ly established by law. 



Mon~~ly Sal~~[e~ 

$250=299 

300-349 

350=399 

400=449 

450-499 

500-549 • 

550-599 • 

600-649 

650-699 

700-749 

750-799 

800-849 

900=949 

950-999 

I p000-l p049 

I ,050- I p099 

I , I 00- I p I 49 

Ip 150- 1, 199 

1,200-1, 249 

Ip 250-1, 299 

I , 300= I p 349 

I, 350 and over 
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APPEND l X I)( 

SAL~RIE& Ot ·FGLL-TtME -EMPLOYEES ·· 
IN THE CLASS l 1FI ED SERVi CE • • ,,_ 

June 30, ·1970 

f, 

Total 

. , 

Number of 
Emelolees 

14 

628 

2,504 

. ' ' 2,448 

2,428 

·2,674 

I, 774 

I ;"543 

I, 576 

1-,210 • 

I-•, 773 

I !J287 

498 

529 

553 

264 

203 

155 

204 

155 

151 

179 

327 

23p077 
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APPENDIX X 

FULL-HME EMPLOYEES IN THE 
CLASSIFIED -SERVICE BY DEPARTMENT 

Dep art ment 

Pub I i c We I fa re 
Hi ghways 
Correct i ons 
St ate Colleges & Board 
Ma npower Services 
Conservation 
Pub It c Safety 
Taxat i on 
Admi nistration 
Educat i on 
Hea l th 
Pub li c Service 
Ag ri cl.I lture 
Juni or Colleges & Board 
Labor and Industry 
Vet erans Home & Board 
Pub Ii c Examiner 
Bank i ng 
Po I I utt on Control 
Civi I Service 
A 11 Others 

June 30, 1970 

Total 

Number -of Ful I-Time 
CI ass if fed Emp I oyees 

6,975 
5, 408 
I , 462 
1,342 
, , 164 
1,096 
1, 093 

849 
625 
598 
419 

·309 
256 
244 
137 
97 
92 
74 
73 
69 

669 

23 , 077 

These figu r es may be below the complements authorized by the Legislature 
because sane positions were unfilled as of Jun~ 30, .. 1970. 

- ... - ---=- - --
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June 30D 1969 

Permanent 

P robat i ona r y 

Provisional Promotee 

Provisi ona l 

June 30e 1970 

Permanent 

Probationary 

Provis i ona I Promotee 

Prov!sional 
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APPENDlX XI 

STATUS OF FULL-TIME EMPLOYEES 
IN THE CLASSIF IED SERVICE 

17" 89·1 

4/)207 

26 

88 

22p212 

18" 721 

4p 197 

28 

131 

23s, 077 

80 0 55% 

18094% 

0 12% 

0 39% 

100 000% 

810 12% 

I Bo 19% 

0 12% 

0 57% 

100 000% 
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APPEND IX Xl I 

FULL-Tl ME CLASS I Fl ED EMPLOYEES 
BY LENGTH OF SERV l CE 

June 30 » 1969 

Years Worked Men Women Total Per Cent 

0 = 4 5.9338 5,o359 100697 48016 

5 = 9 2.9583 I 9 587 4.9 170 I Bo 77 

10 = 14 I 0962 955 2»9 17 l 3o 13 

15 = 19 I J) 261 526 I 9 787 Bo 05 

20 = 24 9 12 292 I .9204 5o42 

25 - 29 260 172 432 I o 94 

30 ~ 34 246 75 32 1 I o 45 

35 years and over 499 185 684 3.,08 

Total 131)06 1 9p 15 1 22j)212 10.0000% 

58080% 41 .. 20% 

June 30 9 1970 

Yea rs Worked Men Women Tot a l Pe r Cent 

0 = 4 - 5 v 932 5,o944 11 i,876 5 1 o 46 

5 = 9 2o545 I 9 586 4» 13 1 17 090 

10 = 14 I J) 810 907 2.97 17 I I o 77 

15 = 19 I v I 74 535 I v 709 7o41 

20 = 24 I 9 006 32 1 1.9327 5o 75 

25 = 29 27 1 155 426 I o 85 

30 = 34 202 66 268 I o 16 

35 yea r s and over 456 167 623 2o 70 

Tota I 13.9396 9.968 1 23.90 77 100000% 

580 05% 4 10 95% 
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APPEND lX XI 11 

FULL-TIME CLASS IF IED. EMPLOYEES 
BY AGE GROUPS 

June 30 0 196,9 Men Women Tota I Per Cent 

18 = 22 545 l_p 896 . 2p4 41 10&99 

23 = 25 857 775 -l·p632 __ 7o35 

26 = 30 I p599 638 2p237 I 0a07 

3 f = 35 I 9 306 459 I p 765 7o95 

36 = 40 I p37 I 526 I p897 8054 

41 ... 45 1 9 492 684 2p 176 9o79 

46 = 50 I p564 938 2p502 I I a 26 

5 1 = 55 I p497 Ip !57 2p654 11 o 95 

56 =- 60 I p 338 lp lO8 2,446 11 oO I 

6 1 .,.,. 64 • 896 618 I »5 14 60 82 

65 and over 596 352 948 4 o27 

Tota I I 3~ 06~f 9 9 15 ! 22p2 12 100000% 

580 80% 41 0 20% 

J une.i 30 12 1970 

18 = 22 524 I [)953 2o477 10 073 

23 = 25 940 920 I» 860 8006 

26 = 30 I[) 782 727 2,;509 10087 

31 = 35 I /) 3 ~ 8 489 I p8O7 7o83 

36 - 40 I 0 400 533 I ·D 933 8038 

41 = 45 I 9475 71 2 2.Q 187 9 o48 
'' ' ,. 
I ' 

46 = 50 I p5 IO ·9.40 2» 450 10062 

51 = 55 I 9 388 I» 134 2p522 10 093 

56 = 60 I p285 19 123 2;, 408 10043 

61 = 64 922 649 I j) 571 608 1 

65 and over 852 501 I p353 5086 

Total 139396 9968! 23» 077 100 000% 
580 05% 410 95% 



Month 

Jul y 

August 

September 

October 

November 

December 

January 

Februa ry 

March 

Apri I 

May 

June 
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APPEN DIX XIV 

NUMBER OF RESIGNAT IONS AND RES IGNATI ON _RATES 
OF FU LL-TIME CLASSIFI ED EMPLOYE ES 

Ju ly I, 1968 through June 30 11 1970 

1968 1969 
Wo rki ng* Numbe r of Res igna+t on Working* Number of 

Force Res ignat ions Ra te** Force Res ignati ons 

21,103 29 I I o 38 2 111 894 276 

454 2 0 15 436 

485 2a 30 473 

259 --10 23 247 

2 18 -1.03 201 

239 I o 13 285 

1969 1970 

2 1, 346 26 4 Io 24 22 p 199 2 13 

208 0 97 207 

2 12 0 99 228 

242 I o 13 2 13 

248 Io 16 284 

21,894 364 1 a 71 22 11632 322 

Res 1gnat1on 
Rate** 

I o 26 

Io 99 

2o 16 

IC) 13 

092 

I o 30 

096 

0 93 

I o 03 

0 96 

I a 28 

I o 45 

The fi gures on the fol lowing page dupli ca te t he res i gna ti on informati on given 
above except that the rates are shown by quarters 11 s ix month periods 11 and the 
fi scal years covered in t he report o 

*Fi gures are the average work i ng force for the peri od coveredo 
**Rates are g·iven in number of resig nat ions per 100 emp loyeeso 
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APPEND IX Xl V ( cont v d) 

1968 1969 . 
Workt ng* Number of Res i gnaflon Working* Number of 

Quarter Force Res i gnatfon·s Rate** Force Res i gnatt ons 

Ju I y to 
September 21 D 103 , I 9 230 5o83 21 D 894 I" 185 

October t o 
December 21 » 103 7 16 3039 2 1 D 894 733 

1969 1970 

January to 
March 2 1 /) 346 684 3o20 22/) 199 648 

Ap ri I t o 
· June 2 1 D 346 854 4 oQQ 22 /) 199 8 19 

Six Months 
Pe rJ od -1968 1969 

July to 
December 21 0 103 I »946 9022 2 I 0 894 I ti918 

1969 1970 

January 
to June 21 i,346 I »538 702 1 221) 199 I "467 

Fi sea i 
Year 1968-69 1969= 70 

21 i,894 3g484 15 09 1 22i,632 3g385 

*Figures are the avera9_! work ing force for the per iod coveredo 
**Rates are given tn number of resignations per 100 employeeso 

Resignation 
Rate** 

5o4 I 

30 35 

2o92 

3o69 

8076 

6061 

14096 
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APPEND IX XV 

CLASSES IN WH ICH THE Cl VIL SERY I CE BO ARD AUTH OR l ZED NATI ON= . 
vJ! DE EXAMINATIONS UNDER PROVISt_ONS OF MINNESOTA STATUTES 

19699 430 139 SUBD IVI SIQ\J 2 

Jul y 10 1968 th rough Ju ne 30 9 1969 

Ass istant Commi ss ioner of Secur iti es 
Ass istant Di rector of Cr ippl ed Chi ldre n9 s 

Servi ces 
Attorney I l 
Attorney IV 
Clerk I 
Clerk l l 
Co I lege Cashi e r 
Coll ege Labora t ory Ass is t ant 
Community Deve lopment Spec ia li s t I l 
Conservat t on Educa ti on and- I nforrnat ion 

Su pervi so r 
Conse rvati on Manager I (Forester) 
Conservati on Manage r 11 I ( Research Bio I og i st> 
Crime Inves ti ga t or I 
Crime Investi gat or I I 
Cust odi a l Wor ke ~ ' 
Dup li cating Shop :Superviso r 
EDP Operat ions Superv iso r 
Educati on Spec i a Ii st 11 CB us i ness and 

Office Educa ti on Consu I ta nt) 
Educati on Spec ia l is t I I . 

(Hea r ing Impa ired) · 
(Menta l Retardati on) 
(Speech or Language Hand icaps ) 

Educati on Spec i a I i s t I I I 
(Ass i s t ant Diro of 1 Speci al Edu ca ti on) 

Food Servi ce Worker 
Fr~eway Ma inten ance Man. 
Graduat e Eng ineer I I 
Highway Budget Di rector 
Highway Pub l icity Direct or 
Hi ghway Signa l Techni c ian . 
lndustri a l Deve lopment Fie ld Rep resentat i ve 
~ndusfrl a l Econ om is t 
Instruct ional Supervi so r 
Janitor . 
Labor l nves t ~gat or 
Librari an 
Medica l Laborat ory Technic ian 
Nei ghborhood Advi sor 
P I anner 11 I 
P lant Maintenance Eng ineer 
Rehabili t ati on OAS DH I Direct o r 
Sen i or C I e rk 
Seni or Clerk Stenog rap he r 
Senior Systems Ana lys t 
Systems and Prog1amm i ng Ma nager 

July 10 1969 t hro ugh June 30,, 19 70 

Admi ni strative Hy drol og is t 
Admini strative Pub I ic Hea lth Eng inee r 
Apprai se r 
Architect I I 
Ass istant Director of Compute r Se rvi ces 
Ass is t ant Hosp i ta l Superintendent 
Ass istant St at e Arch i tectura l Eng ineer 
Bacteri o log y Ai de 
Bo i I er In s pector I I 
Clerk I 
Co I I ege Laborato ry Ass i st ant 
Community Deve lopment Speci a li s t I I 

(Tra ining ) 
Community P lann e r I I 
Communi t y P lanne r I I I 
Community Soci a l Serv ices Spec ia li s t 
Conservat ion Informa t ion and Educa tion 

Supe rvi so r 
Conservation Manage r I I I (Wildl i fe 

Project Coordinator ) 
Denti s t 
Edu cat i on S pe c i a I i s t I I 

(Early Ch ildhood Educat ion) 
(Schoo l Li bra ri es ) 
(Tra ffi c a nd Sa fety ) 

Educati on Spec ia li s t I I I (Vocationa l 
Educati on Coordin at or for Ha ndicapped) 

Educati on Vocation a l Program Supervisor 
(Bus iness and Offi ce Educat ion) 

Head St a rt Program Coor di nat or 
Human Rights Program Di rect or 
Industri a l Deve lopment Eng inee r 
Indus tri a l Devel opment Fie ld Repo 
I nebri acy Program Di rect or 
Ins t i tuti on Educati ona l Superv iso r 
Nati ona l In dus tri a l Development 

Fl e Id Representat i ve 
Nutritioni s t 
Phot og ra phi c Labo ratory Supervi so r 
P lanner I I (St at e ) 
P lann i ng Director 

{Trans portation Sys t ems ) 
(Deve lopmenta l P lanning ) 
(Loca l and Urban Affa irs ) 

P lant Ma intenance En g ineer 
P lumbe 
Pri son In dust ri es Foreman 
Ra diati on Control Supervisor 
Rea l Estate Licens ing Directo r 
Sen ior Hydro logi s t 
Senior Resea rch Ana lys t 



"" 

= 41 = · 

APPENDIX XV l 

CLASSES IN WHICH CIVIL SERV I CE BOARD AUTHOR ITY WAS 
GRANTED FOR PROV! S l ONAL EMPLOYMENT UNDER PROVI S IONS 

OF MINNESOTA STATUTES 19691) 43o20p SUBDIVI S I ON 2o 

July Ip 1968 thro ugh June 301) 1969 

Business Manage r l 
Chief of Se rvice 
Clerk 11 
Clerk Stenographer 
Correction'.a i Superv isor 
E lectri d an 
Employment Counselor 
Employmen t Security Spec iali s t 
Grain Samp ler I 
Hospital Pha rmaci st 
, ... .:,... ... -~ +i,... ... .,,. I o.,.., ...... ,.,_~o. .... + ,,. +i \ lo 
l 11 I V I 1110 I l VI IO O I \C fJ I C ;:>,;:;; I I I O I L V v 

Legal Stenographer 
Librari an 
Licensed Practica l Nurse 
Med I ca I Records Li brarian 
Pat nter 
Physica l P lant Director 
Planner I I l (Stat e ) 
Psychologist I 
Research Analyst 
Sen 1or Cl erk 
Senior- Pub I ic Health Engineer 
Senior Sta ff Phy s ici an 
Sen i or Reg i s te red Nurse 
Soda! Reha bi !'itat i on Serv ices Tech o 
Special Schoo ls Counse lor 
Specia I Teache r 
Staff Phys id an 

Juiy 19 !969 through June 30 9 1970 

Assistant Labor Qonci liator 
Chief of Service 
Clerk I 
Clerk 11 
Cook Supervisor 
Crime Investi gator 
Data Machine Operator I I 
Dietitian I · 
Dining Hal I Supervi sor 
Drivers Li cense Director 
l:'rnl"\ ll"\\1mon + ('r.111"\ca lr, r­
'-" 't-' ' '-'y•11~,1 1 v""'w ,1.J"-' ''"' ' 

Emp l oyment Security Specialist 
Executive I 
Grat n Sampler 
I nstitution Schoo l Supervisor 
Interviewer At de 
Lega I Secretary 
Medka i Dt rector . 
Medi ca! Records Li brarl an 
Mining Ai de 
Physical P l an t Director 
Radio Dlspatcher . 

. Rehab i ii t ati on Therap t st 
Senlor Clerk 
Senior Clerk Typ!st 
Sen~ or Pub I k Hea Ith Eng i rieer 
Senijor Staff Physici an 
Specijai Schoo ls Coun selo r 
Speci a i Teache r 
Speech Patho logist 
Staff Physician 
Stores Ci erk 
Watchman 
~Je I fa re Executive 
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APPENDIX XV 11 

CLASSES IN WHICH THE CIVIL SERV ICE BOARD 
GRANTED AUTHOR ITY FOR EXTENS ION OF 

TEMPORARY EWLOYMENT UNDER MINN= 
ESOTA STATUTES 1969 , 43020, SUBD~ 5 

J uly I, 1968 through June 30, 1969 

Carpenter 
Clerk I ,_ 
Cus t od ial Worker 
Eng inee ri ng Aide 
Research .Analyst 
Sen ior Ci vi I Engineer 

Ju I y I 9 1969 th rough J une 30, 1970 

Attendant Guard 
Cle rk Typi st 
Enginee ring Aide 
Retirement Se rvi ces Manage r 
Seni or Clerk Typist 



I!" 

,.. 

""' 

Approva l Date 

5-27-69 

8-27-69 

8-27-69 

I- 6--70 

1-27-70 

3- I l-70 

5-13-·70 
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APPENDIX XVI l I 

TRANSFERS FROM OTHER JURiSD ICTia-JS APPROVED 
BY THE CIVIL SERVlCE BOARD UNDER PROVISIONS 
OF MINNESO TA STATUTES 1969D SECT lON 43o3 1p 

AND CIVIL SERVICE RULE 90e 

Trans fer of Mro E!ton Olson from an Occupationa l 
Supervisor Instructor ,posit ion with the Sto Louis 
County Welfare Department to ·an Employment Secu rity 
Spec ialist posit ion wath the Minnesota Department 
of Employment Securityo 

Transfer of James Ao Sto lpestadD an Equal Opportun­
ity Technical Assistance Represen t ati ve in the UoS o 
Department of Housing and Urban Developmentp Atlanta, 
Georg iap t o a Human Rights Program Director position 
in the Department of Human Rightso 

Trans fer of Robert Lo Wi lsonD Administrative Assist­
ant I I in the Minneapo l is City Coordinator's Officep 
t o an Administrat i ve Analyst Ii position in the State 
Plann ing Agencyo 

Transfer of Mro Dean Mo OiBorsky from a Deputy 
Sher iff position with the Los Angeles County Civi I 
Service Commission to a Crime Investigator I position 
in the Bureau of Crimina l Apprehens iono 

Transfer of Mra Fred So Hal verson from a Food and 
Drug Of ficer position wi th the Food and Drug Admin­
istration 0 Department of Hea lthD Education and Welfare, 
to a Pest acide Con t rol Spec ia li s t position in the 
Department of Agricu lturea 

Trans fer of Mra Donald Do Bri dgwater from a GS-340, 
Prog ram Management Of f icer with the Smithsonian 
lnstitution 0 Nat ional Zooiogtca l Park 0 to a posttton 
as Assistant Darector 0 Zoo log ica l Garden 0 State 
Zoo logical Boardo 

Trans fer of Mra Daniel Do Rob ison from an Accounting 
Assistant 2 position with the Wisconsin Department 
of Heal-th an d Social Sc iences 0 to an Accountfng Tech­
nici an position with the Minnesot a Department of Pub­
I i c We I fa re o 



APPENDlX XIX 

HEARlNGS AND APPEALS 

Io Disciplinary Cases Appeal_ed t9 the Civi I Service Board Under Secti on 24 
of the Civi l Se rvice Law 

Ao Cases Pend in g on Juiy _ I D 1968 

Noa of 
Cases 

2 

Acti on 

Suspension ·exceeding 30 
days 

Dismissal 

Bo Cases Appea led 7- 1-68 t hr u 6-30-70 

10 Dismi ssa l 
(One pending as ieporting pe ri od 
ended ) 

1 Emp 1·oyee did not appear for hearing o 

Resu It 
Employee 

Sust a ined Re instated Other 

2Appea ied t o District Cou rt D a l I cases pending in court as period endedo 

3Four cases settled by stipu lat ion resu lting in withdrawa l of charges and 
the e~pl oyeesi res ignati onso The employee did not appear for hearing in 
the fifth caseo 

I l o Other Appea ls 

Three · automat ic resignaT1ons a lso were reviewed fol lowing appeal to the Boa rd o 
Two cases were sett led by agreement between the parties whi ch the Board app roved 
and in the third the separation acti on was upheld o 

The Board conside red four additi ona l appea ls under its genera l appea ls provi­
s ion (Civi i Servke Ru le 120 ld) o Two cases invo lved reques ts for relief in 
salary matterso In one the Boa r d held in the employee's f avor and in the othe r 
the relief requested was deniedo In a third case charging vi o lation of the law 
and rt.Hes regarding an appo intment 11 the Boa rd found no violation and conc lu-ded 
that ""li\e..::appointment should s t ando The fourth matte r rega rding an a I location 
had not been sett led as the reporting period ended o 

I l l o Hearings on Civi I Se rvice Rules 

Th e Boa rd held 31 meetings du ri ng the period , 14 the firs t year and 17 t he 
second o Hearings on proposed changes in Ci vi I Service Ru les were held at six 
of these meetings on~ Jul y 25 ~ and November 27 11 1968 ; March 129 J une 12 and 
June 25 11 t969 1) and on May 1311 ; 19700 Al I rule hearings Involved proposals for 
minor changes in individua l rules with the exception of th~ last at which a 
complete and major rev ision of the r u les was under consideration to bring -them 
into conformity with current law a nd pract i ce and to comply with the specif ica~ 
tions of the Pub ltcati ons Review and Standard izat ion Commlttee o As the pert od 
ende·di, the rule rev is ion process had not been comp le ted o 






