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POSITION PAPER
HB 257

HB 257 grants employment preference rights to individuals who hold the rating
of certified professional secretary or professional legal secretary. It also
provides for an advance step pay rate for a new employee or a one step
increase for current employees who hold either of these ratings.

Section 1 grants employment preference rights for secretarial and clerical job
classes to applicants who are certified professional secretaries or legal
secretaries. Granting State employment preference rights for professional
achievement is a radical departure from current public policy with respect to
such statutory rights.

Siate employment preference rights are currently granted under Alaska

Statute (AS) 39.25.150(19) to war-period veterans for initial hire in the
classified service by adding points to qualified applicants® 35ccres. Severely
handicapped persons receive employment preference rights under

AS 39.25.150(21). This provision allows the noncompetitive appointment of the
severely handicapped for up to four months to allow the individual to demon—
strate the ability to perform in the job.

The granting of employment (reference rights under current law is aimed at
assisting persons who have been removed from the traditional workforce to
transition back into it. Current provisions do not differentiate between
professions or training levels or opportunities. The effect of Section 1
would be to provide preference in State employment to a limited number of the
members of a specific profession as recognition for achievement in that
profession.

Section 2 of HB 257 would provide monetary rewards to current State employees
and those entering State employment who have successfully completed the
certified professional secretary or professional legal secretary examinations.
Current employees in secretarial or clerical positions would receive a one
step increase, notwithstanding eligibility for other pay increases. A new
employee holding the rating of certified professional secretary or profes—
sional legal secretary would automatically be hired above the entry step A in
clerical or secretarial positions.

There are no current provisions, statutory, contractual or otherwise, which
give automatic monetary incentives for professional achievement among State
employees. Yet there are any number of State employees in professions or
belonging to professional organizations which impose strict testing or other
requirements on their members. Statutorily imposed monetary recognition of
one profession can only lead to requests for similar recognition by other
professions.

9/4K1/041087-0572



It should be pointed out that current regulation provides for advance step
hires in some cases. Article 8, 2 AAC 07.320(1) dealing with pay states:

A beginning salary higher than the minimum rate for the job class may be
authorized by the director for a position in the classified service or by
principal executive officer for a position in the partially exempt
service. A salary rate higher than the minimum rate may be authorized

if:

(1) the appointee is exceptionally qualified;

Certainly this provision in the Personnel Rules provides existing flexibility
to provide advai.ce step pay for those possessing a CPS or PLS certificate i¥*
warranted. Parenthetically, imposing a statutory obligation to provide a
higher rate of compensation for those with such a certificate may inhibit the
hiring of such candidates in these economic times.

The language of the Bill, as currently written, would grant employment prefer—
ence rights to at minimum the 35 clerical/secretarial job classes covered by
the Office Skills Test. There are currently 2,440 positions allocated to

these 35 job classes. If it is the sponsors®™ intent that preference be

granted only for those job classes in which the duties reflect the traditional
secretarial profession, the Bill should be amended to reflect that intent.

Contemplation of adjusting pay rates in this manner at this point in time is =
of particular concern in light of the current Classification Study. One of

the principle goals of the Classification Study is to examine the issues of
equity and consistency across job classes and pay practices.

The Department of Administration is opposed to this legislation.

Department of Administration

Date
Department of Administration

9/4K1/041087-05/3
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MEMORANDUM

DATE: May 15, 1987
TO: Members, House State Affairs Committee
FROM: Representative Terry Marti

SUBJ: HOUSE BILL NO. 257 - Air ACT RELATING TO CERTIFIED
PROFESSIONAL SECRETARIES AND PROFESSIONAL LEGAL
SECRETARIES

Certification as a professional secretary or a professional
legal secretary is a significant, measurable and attainable
goal for career oriented secretaries who seek to be identified
as exceptional in their profession.

To achieve the status of Certified Professional Secretary or
Professional Legal Secretary, a two-day, six-part examination
must be sucessfully completed. This rigorous examination 1is
based on an analysis of secretarial work and emphasizes
judgment, understanding, and administrative ability gained
through education and work experience by testing skills,
techniques and knowledge in behavorial science in business,
business law, economics and management, accounting,
communication applications and office administration and
technology.

Because of the difficulty of this examination, any secretary
achieving the Certified Professional Secretary or Professional
Legal Secretary rating demonstrates superior skills and
professional commitment. Knowledgable employers in the
private sector often give hiring preference to job applicants
with a CPS or PLS; correspondingly, most employers will do
their best to retain their CPS/PLS"s. Several stabes as well
as the Federal Government already recognize the distinction of
professionals holding the CPS/PLS certification.

Statistics show that Alaska ranks first in the nation in terms
of Certified Professional Secretaries per capita. Of the
5,754 secretaries in Alaska, 437 (or 7.6%) are employed by



House Bill No. 257
Page 2

the State of Alaskaz. There are 149 CPS"s ni Alaska3, so only
2.6% of all secretaries in Alaska are CPS"s. 2.6% of 437 =
11.4 - so only 11 1/2 secretaries employed in state
government are likely to be affected.

HB 257 would recognize the professionalism, dedication and
personal commitment of individuals possessing CPS/PLS
certification by rewarding them with employment preference
rights and granting them a one step increase over their normal
pay (if they are already employed by the State) or by hiring
them at an appropriate advanced step.

The State of Alaska will benefit in employing Certified
Professional Secretaries and Professional Legal Secretaries

who view their jobs as worthwhile careers, bringing a higher
caliber of job performance and commitment to the workplace.

/laj

1 "Alaska Occupational Information™, Alaska Department of
Labor, page 25, table I1I-1, published January, 1985

2 Alaska Department of Administration, Division of Personnel

3 Patti Rizer, Anchorage Community College, Office
Occupations Department



SUCCESSFUL STATE RECOGNITION TO DATE

Florida - Director of Personnel incorporated CPS in class specifica—
tions of Secretary 11l through Executive Secretary Ill, and
placement on registers for consideration for promotion
without further testing. Memorandum issued May 20, 1971.

IHlinois - University Civil Service System added CPS in class specifica—
tions. In 1979 the Illinois Department of Personnel stated
recognition of significant attainment and determined that
for certain state positions requiring college training or
experience in the business administration field, cer—
tification as a professional secretary can appropriately be
recognized as being equal to the completion of two years of
college training. This was implemented on April 1, 1979.

Indi ana - The minimum qualifications required in applying for jobs
will be modified to reflect the importance of the CPS
Program and allow employees to qualify for promotions as of
February 1, 1979. The State Personnel Division 1is pursuing
the possibility of awarding additional recognition and/c
monetary rewards.

lowa - lowa has two merit systems in state employment. The lowa
Merit Employment Department, in 1978, incorporated CPS in
class specifications of Secretary | through Administrative
Assistant | and Il, and Administrative Officer 1. It was
stated that the Extra Meritorious Increase ruling would be
relevant to the pay issue.

The lowa Board of Regents Merit System has included CPS in
class specifications of Secretary 11l and 1V, and Office
Coordinator 1 and 1l. Effective July 1, 1979.

Kentucky - One-step increase for CPS rating granted by Department of
personnel--1975.
Montana - States recognition of CPS Program, and directs that a system

be developed to "provide opportunity for merit pay or pro—
ductivity bonuses, based upon demonstrated superior job
performance; and to implement the system to encourage
employee initiative 1in gaining increased relevant job
knowledge such as demonstrated by professional
certification.” Joint resolution passed in 1979.

North Dakota

Bill passed the legislature in 1977, commending CPS in
government employment as well as in business and private

industry.

Nebraska - Director of Personnel gave directive granting merit increase
on presentation of certification--1976.

Tennessee - 1972 legislation giving automatic two-step increase on CPS
certi fication.

Virginia - 1975 legislation giving consideration for promotion for CPS.

REV 5780



EXHIBIT 7.1.-2

EXAMPLES OF RECOGNITION BY FEDERAL GOVERNMENT

Marshall Space Flight Center in Alabama grants a two-step increase recognizing
sustained performance after achieving the CPS rating.

Chanote Air Base in Illlinois has offered CPS classes.

Goddard Soace Flicht Center induces CPS preparation classes as part of thier
career aovancament program.

Department of State Secretarial Task Force Report of 1975 recommends recogni—
tion of CPS" rating in government employment.

Five entries in the Congressional Record by senators and representatives
commending the CPS program.

NASA grants two additional step increases in recognition of sustained high
quality performance above that ordinarily found in a secretarial
position, as a direct result of special achievement in the CPS
program.

Federal Regional Council of New England sent out proposals to .its various
agencies 1in 1574. The proposal granted two-step additional increases
for certification, plus expenses involved in preparation for the
examination. The proposal.was signed and accepted by:

Department of Labor

Environmental Protection Agency

Department of Housing and Orban Development
Department of Transportation

iiid-Continent Federal Regional Council which includes lowa, Kansas, Missouri,
and Neoraska has agreed to distribute information on CPS to its
agency offices.

Dvess Airforce Base at Abilene, Texas recommended CPS in its newsletter of
June, 1577.

fA*richt-Patterson Air-Force Base pays the registration and processing fee for
tneir qualified candidates.

Further information on all of these recognitions is available from your district
representative on the International CPS Service Committee.

v



July 19B5
Institute for Certifying Secretarien
SUMMARY Or 1985 CPS EXAMINATIOH RESUIL.TS

Ir. 1IMH5, 1!-3r i ler.ce) secretaries and 712 full-time employed secretaries expeiience not completed,
and students rook the examination for the first tine; 3397 retook all or part of the examination. The
l'ipf. candidates achieving the rating of CPE are distributed as follows: 251 New Takes; 1018 Partial
Retakes; 5 Complete Retakes; plus 74 students who previously pacsed and have since acquired the
necessary exi'or ier.ee-; 1349 candidates achieved the rating of CPS. CERTIFIED PROFESSIONAL SECRETARY
an! CPSr. are registered trademarks of PROFESSIONAL SECRETARIES INTERNATIONALr. *
IL.TMPER TAKISS CPS EXAMINATION

Total Achieving

New Retakes Total Number CPS Rating

Year Candidates Com.rl(;te Partial Candidates Certified Icumulative)
1951 2b 1 - 291 62 62
1952 469 33 442 123 les
1953 46b 204 672 175 360
1954 563 344 904 222 582
1955 447 400 847 190 772
1956 617 454 1071 211 983
1957 f75 562 1240 244 1227
1958 753 708 1491 239 1466
1758 bis 793 1616 245 1711
1960 T21 64 1659 2P5 ' 996
1961 640 1C2 373 1615 255 2251
1962 é27 Th», 7C6 1372 249 2500
1963 195 691 1443 237 2737
1964 455 1~3 732 1390 27? 3016
1965 £34 155 754 1573 314 3330
1966 STr 278 782 1565 260 3590
1967 535 229 826 ie7D 311 3
1968 629 217 922 1968 351 @
1969 957 227 1015 2199 3Bc
1972 995 211 1139 2340 415 5053
1971 1022 73C 1166 2418 606 5659
1972 1C24 25! 1166 529 6188
1973 131!: 261 121? 2330 613 6BC1
1974 1751 151 1649 3580 936 7737
1C?5 il »a 1933 4130 976 9713
1976 2302 119 2422 4843 1346 10059
1977 2319 134 2664 5117 1065 11124
1973 2299 163 2796 5258 94C 12064
1979 2299 209 2032 5580 1061 13125
1999 265€ 202 3304 6162 960 14085
198 1 2339 23C 3264 5852 966 15051
1992 2094 225 3323 5645 1146 16197
1993 1953 242 3169 5394 1060 17257
1994 217! 237 2292 5617 1141 ie396
1985 2246 226 3071 5645 1343 lc---

4264 1

result; by farts

Tre percentages passing eac;. part ir 198! were as fellows;

Retakes

New Com.Dlete Partial
Behavioral Science in Business 51* 20! 47k
Business Law 36 12 44
Economics and Management 40 15 41
Accounting *2 17 47
Office Adr.inisTatior. and Cormumeation 32 11 46
1ffice Technology 34 11 37

RESULTS Oh FIRST ATTEMPT

Secretaries an; students lai.ms the exarination fcr the first tine had results as indicated by the

R t-i. - 1%
No. Parts 1982 19e3 1984 1985
Passe f Number Percent Nunher percent Namber Percent Number Percent
6 17; 8.4 181 9.1 200 9.5 291 12.9
5 222 ii.e 240 12.1 220 10.5 224 10.0
8 37 11.3 242 ‘2.2 217 10.3 217 9.7
3 256 12.3 250 12.6 233 111 230 10.2
266 12." 270 13.6 254 12.1 242 10.8
1 389 16.6 39e 20.1 300 14.2 328 14.6
P 54" 26.1 462 20.3 681 32.3 716 31.8

2094 100.0 1983 100.0 2105 100.0 2248 100.0



THOSE WHO HAVE ATTAINED THE HATIHr. Of
CERTIFIED PROFESSIONAL SECRETARY bY STATE
(Based or, Residence at. Tire of Certif>at it>n)

Tota.
19BC 191 1982 193 1984 18P6 To Date

Alabama 2 17 15 16 10 il 33
Alaska 13 n 7 11 11 14 14-
Arirona ].2 14 Z. 16 32 18 35’
Ar Kansas 7 n 1 13 15 6 24
Califcrr.ia 58 49 67 47 53 69 17 1C
Canada

Alberta 1 2

british Colunbia C 4 10

Manitoba

New brur.swick

Newfour.dlar.d

Nova Scotia

HW Territory

Ontario 17

Prince Edward Island

Quebec

SasV ar chewar.
Colorado n
Connecticut n 10
Delaware 3
District ciurLia 1 1
Florida 33 35
Georgia 45 33
Hawaii 1 3
loar.o e 9 £ 7
I'lir.ois A 59 56 51 69 lic
Indiana x s 44 24 32
lowa 13 2 19 15 2
Jamaica ° 16 nC
Kansas 13 1 12
Kentucky u T IE 15 2
Louisiana e 1 17 31 19
Halre i et
Malaysia 2
Maryland 10 ° ¢ 17 18 166
Massachusetts 7 n 10 5 1 17
Michigan 34 47 59 47 67 51
Minnesota 15 17 27 2 16
Mississippi 6 6 5 7 6 95
Missouri 56 49 54 56 64 70 710
Montana 8 4 3 5 69
Nebraska ° 10 7 15 1r2
Net ada 1
New Hampshire 1 1 g
New Jersey 13 17 14 17 9 14 304
New Mexico c 4 6 116
New York 32 29 3c 660
North Carolina 31 wt 31 34
North Dakota 3 6
Ohio 60 61 37 59 64r
Ok la nor.a 36 5] 25 31
Oregon 13 1 1 16
Pennsylvania D 15 21
Puerto R.ico 1
Rr.ooe Island 3
South Carolina 28 16*
South Dakota 1 C%
Tennessee ¢’ S =
Texas 80 F< 103 163-
Utah 12 n 1 1«
Vermont
Virgin lIslands l
Virginia Cr 4: 33
Washington i 23 32
West Virginia
Wisconsin 23 16 2C
Wyoming t

Other Foreign

114c 10t°0 1141 1346



A SAMPLING OF QUESTIONS ...

certified professional Secretary
EXAMINATION

"1I0AIl r i if.
CO-r

.. the acceplea standard
ot proticiency —
the recognized capstone ot
the secretarial profession

professional Secretaries Internationals

301 East Armour Boulevard . Kintas City MO 64111-1299 . 81S 531-7010



Asampling ofquestions...

certified professional Secretary examination
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Copyright 1935 Professional Secretanes In ernational



' The leade' wrattempts
lo help a group organize
themselves into a produc-
tive unit is usino
A author tana- teaze--
S

5 Pu%a.ucrat'C foaae'
snc ,

C free-rem leaae™-hip

D pﬁlrUmpatNe leacf"
sho

2 You have been wo'vng fo'
two months in tne Pu-
‘has nc depa'tment ¢' a
large compan, Tne su-
oefvising secretay g .e;
yOU a Néw ass gnimer- tc
ao a-a sne & ~,3u.na’
sne hopes you v 00 *n;
job accurate > r'ousnoua
A ask her wnat sne means
Pj her remanr smce n
one has compiamec
about you' wc

B cnoretne rema™*

Csa; not" "c Lt mae
sure eve'vinmg s com-
pleted perfectly

D suggest that she have
soimieone else dothejob
if she does no! like your
WO\

3 Brooks position is satis-
fying and there .s oppor-
tunity for aovancemen*
but Brooks has been o
ferec a position with an-
other company with a
supstantial increase m
saiary What type o' con-
flict will be involved m
Brooks oecision'

A Approach-approach

B Appioach-avoidance

C Avoioance-avoidance

D Double  approach-
avo oance

4 Tne process of copying th:-
behavor of acemonhigh,
regarded in agruup or or-

anization in orde’ to en-
ance nis her chances o’
acceptance is cailed
A cognTive d'ssonance-
B conlormity
C identificafion
D reaction formation

5 \When Rosen pined anew
firm. Rosen wanted to feel
a paM of the group Ths

is called _
A physiological drive
B security Onve

C self-esteem

D social drive

6 Pat is seeking certificate "
as a CPS. and has ac-
cepted most of the pro'es-
sionai value ana belie*
communicated Pythe CPS
members of herlocalPS'
Chapter These CPS
members provde Pa:w "
what is commonly know

as

A control g'oup

B formal g?m id

C informal ¢ .uc
D reference group

7 Roosevelt gves Floyd a
hign rating &s a secrétar,
because Hoyd ts pleas-
ant cooPeratlve, a fas
typ ' willing tolearn ar z
aways ounctual Fpyds

p>g accuracy is poo’ tc
ar The mgr fating is an

ex%m[ple 0.
A harmonizing
B the "halo effect

C the Hawthorne effect
D Theory 2

8 The tendency to evaluate

anindvidualas high o- low
many traits oecause tne

evauator already knows
or believes the individual
to bo high o' low in one
trc tis known as
A hato' effect
B first ‘mp'ess'on
C mmd-set
D mistaken identity.

9 The most common re-
soonse to the fear stim-
u.Us IS . .

A “aggressive behavior
B fugh! or fight

C _h|?h hiood p'essu‘o
D infernal reactions

10 You are the newl

em
ployed secretary ¥o the
manager of a small, out
rapidly growing, insur-
ance company, with the
resoonsibinty ot supervis-
Ing aclerical staff of twelve
You nave Deengiven a free-
hand fo make any changes
in procedures ‘and rou-
tines mat you see fit You

have been proceeding
cautiously but have ob-
served that you might have
some oppasition from five
clencalworkers who are
very friendly—they go tc-
%etne’ ana’sqcialize a“'e'
ours In order to svoio
some of these possible
difficulties, you should
A do all of the follow.ng
B determine the persona
coals ot muiv Cub
mMeows anc work wto
tnem .
C listen care?uuy to sug-
gestions fom mem-
0e-. n' me infp'ma

crouP
Diry to fmc out now
memoe's of this tr.fo-
mar qouo feel about
In C=3G v O
«Min' to introduce

tr Tne office manage' w~.

st'esses tne importance
0' cett-ng a-ong. wnose
Sa'f proauctOn IS or s
Plateau who cigse’, fol-
ows outdated policies ana
who discourages new
laeas Is characterizea o>
A conflict

B conformity

C ceativity

D flexibility

12 Translating an iaea into a

message Is calied
A communicating
5 decoding

C encodmg;<

D feedback loop

1A contract which has fu
legal effect as to one o'
the parties, but is not en-
forceable against the other
party against his wilt is
A valid
B voig
C voidable
D unenforceable

2 Subject to certam excep-
tions the contracts en-

i3Fear of change can be

disturbing as change itself

hecause

A all changes are not re-
sisted

B a» types of change are
normal in employment

C it produces loént ca
symptoms

D peopie wii: not secu-e
hemselves from, dis-
turbance o' that bal-
ance

t4 A'ter nan explains a new

proceouretoTavfor anew
employee, she real zes
f'om some nonverba' Cj ~i
tna' Ta.lor ooes not u--
ae'stsnc completely wnat
she nas said "Han Snou'd

sa
A yAs«.me if yduhavean,
djesiO-ns wner. yo. ao

|

B i repea’ wnat : .s*
sac sC I'mcertam you
urde'sanc

C Lets go over it aga-n
This hme you desc'-oe
the procedure to me

D "You don t understand
do you9 | uess I dor t
exo0'an it very wel

15 A committee formed to c-

03" ze a caree' confe--
ence is best describee a;

aan
i

roject grou
C gtahdingg P
D tss- g'oup

te-ed into by minors a-e
A nonvoidabie

C void
D voidable

3 While Gmger was visit ng
Margie Margie offered to
sell her a figlrine for S50
Ginger said’'she woufo like
to have the figurine for 40
When Margie refused to



take S40. Ginger ag-eed
to pay the 550 Must Mar-
ale pari with the ficurine
for £509 ,
A'No, By making a quali-

fied acceptance Gin-

ger rejected tne ongmal

offer .

B No An offer lapses if it
is nol accepfed, wifnm
the specified lime or
within a reasonable time
if no time is stated

C Yes The tardiness of
Ginger mmaking uo ner
mmd o Pay the S50
should not preclude her
from purchas'no the fig-

urine
D Yes There is avalid of-
fer and acceptance

4The Statute o' imitations
provides that

A after a certain numoer
of years have oassed a
contract in cia m is
barred ,

B the number of Part|es to
a contract is limited in
accoroance won the
Statute

C the terms of a contract
are limited m_accord-
ance with the Statute

D the time a contract ma
run is limited in accord-
ance with the Statute

51n order to establish tite

to real propedv. by ad-

verse possession, the

party so claiming must,

among other things

A be acting in gooa faith

B have had a cont nuous
possession_tor tne ?e-
riod prescribed by the
statute of limitations

C have oréglnally been on
the land” with” the con-
sent of he owner

D record Ihe clam

6 If Bill owed Barba's a oebt
that became due and pay-
able June 1 1982 (a&
summq a Six-year statute
of hmi at|onsg. the clam
would be outlawed June
1, 1988 However. Bill
made a payment on ac-
counton May 1.1988. and
lhe clam thus wouio be
outlawed
A June 1 1988
B June 1. 1994

C May 1.1988
D May 1 199J

7 The Statute o! Frauds pro-
vides that contracts mus*
be in writing unless per-
formance Can be com-
pleted withm
A 3 months
B 6 months
C 1year
D 2 years

8 Aprofessions agent sucn
as a lawyer or broker

A can he either a general
or a special agent,

B is unoer his prmcbai s
control as to the busi-
ness acts he perfo'ms
for hmsetf ,

C may not se've in that
same capacity for a
number of persons

D must have a signec
contract ot agency

9 When the endorser merely
signs the paper the er-
oorsement is
A biank,

B ouaiifieo.
C restrictive.
D special

10 Carmichael, as agent of

Superior Construction
Company, was author-
ized 10 purchase various
quantities of different types
of bunamg matenals’ He
made a contract to pur-
chase such materials from
Benderson Concrete Cor-
poration. but did no! dis-
close that he was acting
as agent for the construc-
tion company Underthese
circumstances which of
lhe following statements
is TRUE9 _

A The construction com-
pan¥ *, not liable for the
contra:! made by Ca’
michael. unless 't rati-
fies the contract

B The concrete corpora-
tion may hold the con-
struction company liable
when n discovers  the
identity of the principal

C The concrete corpora-
tion maél_ not hold the
construction company
liable, since the con-
fract was not made in
its name .

D Since Carmichael en-

[Secretary®Y

tered into lhe contract
with the concrete cor-
poration in his_own
name _ be alone is re-
sponsible for the con-
tract

11 All employees of lhe XYZ

Corporation are reputed
to 3|%n anagreement stal-
ing that any inventions the

désign while employe

mere are the property of
the corporation. Bill Srith,
an emDloyee. designed a
camera smaller than the
one marketed by the XYZ
Corporation He did the
work on his own time but
useo the corporation s
eouipment to bulO the
moae. Bill Smi'h tnen left
the XYZ Corporation_to
market this camera Tne
XYZ Corporation brought
suitagainst Bill Smith Un-
der tnese circumstances

A B'll Smith shoufo be
awaroec {udgment. He
designed the Camera on

his own time ana was

not compensated for his

efforts by the corpora-
tion

|

B Bill Smith should be
awarded judgment
Since heis nolonger an
employee of the” XYZ
Corporation, he can no
longer be held to the
agreement, _

C the XYZ Corporation
should be awarded
juagmenl. The employ-
ment agreement is valid

D the XYZ Corporation
shouio be awa'deo
judgment. Their equip-
ment was used in de-
signing the model so it
has a claim on the in-
vention

12 Blav waE negotiating to

purchase an ail painting

owned_by Whitney's es-

tate Blair insuréd the
painting against lire wind-
stormandtheft Could Blair

recover the loss it any ol

these perils damaged the

panting?

A Yes—Blair paid tor Ihe
insurance and could re-
cover the loss. _

B Yes—Blair was negoti-
ating to purchase "the

ﬁainting and therefore
ad proved intent to

Rlurchase_. ,

C No—Blair did not hava
an insurable interest in
the pamtm%. .

D No—once the painting
was destroyed or sto-
len. Blair lost any insur-
able interest

13 A buyer who. after ac-

cePtlng oods, discovers

detects that could not have

been found. earlier by a

reasonable inspection

A may make repa rs and
bill tne seller.

B may revoke accept-
ance

C must keep the Poods
tnat have been already
accepted

D must return the goods
immediately.

14 Georce bought an expen-

s.ve watch from Joe who

c:amea that it was an in-

her.:snce and that his
grandfather s initials were

eng-aved on the hack. A

shod time later. Phillip saw

the watch and claimed that

Joe had stolen it from him.

Pn'Uip proved ownership

of the watch and forced

George to return the watch

becatlse ,

A Joe did not have title fo
the watch.

B Joe s actions were not
covered by the Uniform
Sales Act;

C Joe could be prose-
cuted under the Statute
of Frauds.

D George can sue for re-
covery of the purchase
price plus damages

15 To enable a creditor to re-

ceive any distribution from
the asséts of a bankrupt
oebtor's estate, he she

must .

A appear in court to prove
the clam.

B tllein court a suit against
the debtor.

C hie with the court a
sworn statement of the
claim and the basis

thereof
D write ademand letter to
the debtor.



1The setting ot objectives,
utilization Ot these objec-
tives in the management
process, and measure-
ment ol individual and or-
ganizational performance
against these objectives
iSknownas
A the Law ol Diminishing
Returns
B Management by Ex-
ception.
C Management py Ob-
{ectwes.
D the Management Pro-
cess Cycle.

2 Which o< the followin
schools of managemen
relates. specifically to an
analysis of the experience
of stccessful managers7?
A Decision theory
B Empirical
C Mathemaiica.

D Socia. systems

3 The first steP in achieving
effective delegation is to
A assign dufies neces-

sar&/ to complete the
tas

B determine objectives

C est?blhsh necessary
contro

D senect %est cand'date

based on joo require-

ments

4 0ne of the major draw-
backs ot the division of
work' principle is that

PART IV

ACCCLT”

1The check register is a
simplified version of the
A Capital account
B Ca:jlsh Payments jour-

n

C General journal
D Petty Cash journal

2 Tominimize the possibility
of inefficiency, errors and
fraud, assignments of a
sequence Of related op-
erations should be the re-
sponsibility of

A it leads to boredom and
cuts down on produc-
ity o

B no “consideration is
given to interpersonal
relations o

C no consideration_ is
given to the working
environment ,

D the focus is upon a sin-
gle segment of a com-
pany

5 One of the primary advan-
tages ol individual propri-
etorshlP isthe

A availability ot unlimited
resources

B contro' over issuance o'
stock , ,

C oecision-making flexi-
hility afforded tne’ owne-

D limited liability of the
owner for any debts in-
curred

6 Management is del neo as

A money, materials and
human resources.

B serving tr;oals and ob-
jectives for the benefit
of an organization

C setting™ goals and
measunng results.

D the coordination of an
resources

7Discrimination agamst
women in employment is
prombited bE/ he

A Civil Rights Act of 196-

A one department withm
the company
B one individual
C the owner ot the com-
any
D two or more persons

3 T|ght Corporation has es-

tablished the policy that
advantage be taken of a
avallablé cash discounts
on purchases, even
though it may be neces-
sary 10 borrow the money

B Equal Rights Amend-

ments

C Farr Labor Standaros
Act of 1938

D Nineteenth Amend-
ment

8 A serious problem facin
business today in af-
tempting to cormply with
pollution controls in-

volves ,
A all of the followin
B complymgi with the re-
auiremerits ol the Oc-
cupat onal Safety and
Heaitn Administration
C maintaining  good
stan,dm(% with thé Or-
Iqamza ion of Petro-
eum  Exporting
Countries ,
D providmo convenience
‘oducls white main-
tain,no environments'
auat.y
9 Wmch o the following is
NOT consioereo a pro-
ressive tax'l
Corporate income
Exc.se
C Inho' tance
D Persona, income

10When prices go dov. ,

consumers wii: Duy more
How much more IS deter-
mined by the

A elasticity of demand

B income ‘elasticity

C price elasticity.,

D umtary elasticity

11 Tne rate o' int. -est paic to

the Federal Reserve
Banks by member banks
is caned the

A discount rate

witn which to make tne

gayment _An invoice_tor
1.000. with terms ot 2 10

n30 is to be paid within

the oiscoun: period witn

funds borroweo for the re-
maining 20 days of the

credit period at an annual
interest ra'e of 6 percent.

The net savings to the
purchaser is

A S327.

B $10.20

C S16.73

D S20.00.

4 When avoucher systemis
used, the voucher register
replaces which one of the
following journals?

B federal reserve rate
C prime loan rates
D reserve rate

12 It national income tails
unchanged tax rates on
pe'sonal and corporation
Income will
A not change lax reccpts

to the government
B resuM in higher tax re-
ceipts for the govemn-

ment
C results in lower tax re-
ceipts tor the govern-

men _
D tend to be Hexible

13 Who or what has ultimate
control over what wilt be
done with the nation s re-
sou'ces’

A Consumers

B Soecial interest grouos

C Tng econom

D T-€ rise and fat* ot the
G\=>

IAWne- oroducers aecioe
now much they w,- pro-
duce wtnout %Nm
thought to tne effect eac
one May_ nave on once

SEMICP-SOr

A An increase in supply
B Ec-ilicr um, .
C {\i/(l)%nopohsnc competi-

D Pure competition

15 R:smg wages of American
workers are made possi-

De py
/é agg'egate demanclzl ;
fggorgrowmg supply o

C ahigher standard of liv-
in
D ingreased productivity

A Cash receipts
B General

C Purchases

D Sales

Questions 5.and 6 are Daseo
on the following information

January i . Inventory 200 units
at S9. March 10. Purchase 300
units at 510: Sept 21 Pur-
chase 400 units at S11 Nov.
18 Purchase 100 units at S12

The ﬁhys'cal count on Decem-
ber 31 indicates that 300 units
of the commodity are on hand.

5Based on the last-m. first-
out method of inventory,
what is the value ot the
December 31 inventory?



A $2 800
B 53.120
C S3.400
D S3.500

6 Based or. the weighted-
average methoo ot inven-
tory what is the value ¢!
thé  Decerr.oer 3L
Invenlory7
A S2.80
B 3120
C S3.400
D S3500

7 A tne< oalance indicates

A comolete proof o< the
accuracy of tne ledger

B net profit or loss

C postings to the ledger
are accurate ,

D the debits ana credits
are equal

8 The journal entry to record
the issuance of a check to
replenish the imp-est oett;,
cash 'und is a dedit to
A Cash and a credt to

Petty Case _

B Petty Cash and credit to
Cas

C the appropr.ete ex-

L Ino'canizing arepcr! there
must be
A acommon aenommato'
B aconclusion
C arecommendation
D subject coverage

2 The Paso reauiremen; o*
a form sa es letter wouic
be to y
Aersure a positive

response.
B gam attention.
C in'roouce tne p’Ocuct
D outline sales strategy

3Cohe'ence in a letter is
BEST achieves by
A arranging oa‘a’n a log-
icalorder

B repetitious use of the
same words

C the use of transitional
words to tie in with the
following sentence.

D using action words.

4 Deciding .the caption_hy
which an item is to be filed
is called
A coding

Professional Secretary(

pense account and a
credit to Cash

D the appropriate ex-
pense account and a
credit to Petty Cash.

9 Alter closing entries are
posted, the temporary ac-
counts are ruledto indicate
A that all temporar% ac-

counts have been

totale ,
B that the books are in

balance
C that the totals have been
verified ,
D the end c! one perioo
and the beginning 0
another

10 A trade discount is a (am
A allowance for trade-in
B credit tor defective

materia _

C deduction from list or
catalog prices.

D discolint for prompt
payment

11 The ledger halance in the
Petty Cash account
changes when ,
A a halance sheet is

made

B indexing
C screening
D sorting

5 A convenient memory aid
where pending work is
noted by due date is callea

a

a Cally work plan
B schedule

C tickler file

D work flow chart.

6 In reprographics, the term
duplexing " is used when
referring {0 ,
A copying on both sides
ol a sheet of paper
B dual finishing.
C dual imaging ,
D two drums on a copier
7 Which one ot the following
answers correctly com-
pletes this staternent A
passport
A has no expiration date
B includes a photograph
C isissued at no char%e
D may include more than
oné member ol a family

B a check is written to in-
cregse the petty cash

un
C a check is written to
reimburse lor items paid
Irom the petty cash fund
D the books are closed

12 Which of the followm? en-
tries should be made to re-
cord the expiration of
prepaid insurance at the
end o' the fiscal year”

A Deb.t Cash. Credit Pre-
aid Insurance

B Debit Insurance Ex-
Pense. Credit Prepaid
nsurance

C Debit Prepaid Insur-
ance. Credk Cash.

D Deoit Prepaid Insur-
ance. Cred't Insurance
Expense.

13 It a company gives a note
payapie for S4.000 wh,ch
one of the following de-
scribes Ihe effect ol the
transaction ypon the ac-
counting period?

A Assets increase by
S-.900 owner s equ.ty
deceases hy $4.000

8 Abroken bar chart is useo
to show that
A components are from
two  different time
periods
B different (actors con-
tribute to a total f|g|ure
C Quantities are so’large
some parts have been
left out
D the zero is placed at
midpoint on the scale
instead of on the verti-
cal axis

9Tne you'" attitude in letter
writ.ngiSBEST expressed
by which one 0! the follow-

Ing statements/

AAvoid too frequent use
of the pronoun |,

B Repeat the reader s
name Irequentty in the
|etter

C Use the pronoun "you
Irequently

D Write from the reader s
point ot view

B Both assets and_liabili-
ties increase by S4.00C

C Both assets and own-
ers egwty increase by
$00

D There would be no
change in the equation

14 The entry to record the
cash payment for the store
bunamg rental would be
A cebil Cash, credit Pre-

paid Rent
B cebit Prepaid Rent
credit Accounts

Pa%able _

C debit Prepaid Rent.
credit Cash

D oeDit Rent Expense:
credit Prepaid Ren;

151 union dues have been
ceaucteo from employ-
ees earmnmgs the com-
pany must consider this
aeduct.on until the
amounts are paid to the
union as a (am
A current asset
B current liability.

C expense.
D “eqiiab'litv

10 When typing a report, for
the next board meeting.
Sharon had to use various
levels of head ngs lor cap-
tions) . Which one of the
followw% statements is
CORRECTY

A Subheadings may, be
flush with 1étt margin or
indented, depending on
de%ree. , ,

B Subheadings will be all
captallettérs, without
underlining

C SuPenor headings may
be flush with left margin
or indented five spaces.

D Superior headings will
be fiush with lett margin
and underlined.

11 Which one ol the following
statements would be Ihe
BEST indication of the re-
soect a writer has lor the
reader7 ,

A Although you did not
make your payment on
time, we will still credit

our account.

B Since we are the larg-
est dealer in this prod-
uct. we can afford togive

ou a good deal

C Since “we value your



0P|n|on, please com-

plete the enclosed reply
card concerning your
recent order

D The only way tq ensure
prompt delivéry isto mal
your order early

'2 An ultimate goal of busi-
ness communications is to
Create ,
A agood corporate image
B d'verStfication.

C ?oodwnl

D less paperwork

1The office management
concept 0' integraing <e,
information furict'ons 'n;e
one comouter-basec sys-
temis called a an
A automated o,f-ce
B satellite office
C systen,| office
D technology o*fice

2 Coo esthat aopealtora ve
beenp-0'ess.ona . onn-ec
most likely come from
A copysets
B phototypesetting
C spin! duplicat-ng
D xerography

3 If your firm does not have
acomputerized ma-iing list
system to handle a large
monthly maJ-Ou! il |-€.
uses* 8 an
A addresse'-pnnte’

B copier-duplicator,,
C electronic typewriter
D typmg pool:

4 A central,zed purchas-ng
Drocess that is estab-
lished for the procurement
ol . office " furniture

eqwloment o

Aallows flexibility to ad-
justto maividua, neecs

E ‘may nave functions as-
signed to each option

C provides improved
planning ana control

D requires agreements to
match individual ce-
par'men! budgets

5 Which one of the following
is NOT a magnetic
ned-um7
A Card
B Disk
C Record
D Tape

13 When or amzmg areport
jou should build the out-
ine around
A new items,

B predetermined problem

actors
C the objective o' tne

repo
D the table of contents

14 Which one ot the following

sentences illustrates
CORRECT capitalization?
A Alaminar New Orleans

landman- is Ihe french

6 Tne most efficient method
ot producing catalogues
c-rocnu'es rePorts, etc
where n -aned type styles.
Sizes anc coiors are” de-
sired. is tne
A azograph process
B 0.az0 process
C duplicator
D offset composer

7Tne maid'.-, o' wore pro-
cessing feasibility stoats
focus on the work per-
formed hy o
A managers anc princi-

pals

B manage’> ana secre-
taries.

C principals
D secretaries

8 A traditional le::e'-S'zea
cabinet in a_central filing
system requires
A 3105 sauare feel
B 5to 7 saua'e tee!
C 610 10 sauare feet
D ro t 12 sauare feet

9Tne Jones Company has
deodea to restructure us
office system to use au-
tomated cecaration of
typewritten ana printed
ocuments p-epared Dy
specialized office persori-
nel This function Is know

as

A adrnmistrat ve support

B computat-on support
system

C records management

D wora processing

10 Jordan has a micro com-

puter at home To com-
municate  with  the
computer system at the
office, which of the follow-

Quarter area

BA 1984 Porsche
emerged from the Hol-
land Tunnel

C Correcl Capitalization
helps toclarity ideas and
also emphasize woras

D The White House is lo-
cated m,Washmct;ton In
the District Of Cotumoia

15 Air fares ana services vary

substantially. Which onée
0> the following state-
ments regardingair fares

ing eouoment will be re-
uired at n-s residence?
Mooem
B Lin-vrtg car'e
C Electronic typewrite-
D Cathode rav tube

11Whicn one o trie following

devices p-ocesses data

transferee to it by a' in-
ut device and m turn
rans*ers the results to an

output dt.-ice7 ,

A Centra processing unit

B Contrp- urm;

C Baton processor

D Rte?O't prog'am oper-
ato

12 The reprographic p'ocess

which comPmes capabili-
ties 0" a computer and
phototypesetter is the

A electronic copier

B fiber optic copic-r

C intelligent cop-e-

D photocopier.

13To integrate word pro-

cessing“with other office
functions nlinkage can be

and __services s

CORRECT7

A Coach lares jic the
leastexoensiveofallair
tares

B Excursion fares are
higher because ot spe-
cial, arrangements
available _

C First class service pro-
vides mare (rills
D Night (lights, provide
more specialized ser-
vices because of fewer

travelers

used to facilitate commu-

n cations within the office

O company . This eiec-

tonic inngis =

A central processing unit

E local area networ

C snared resource sys-
tem _

C vxllord processing mod-
ule

14 Tne D'ocess of reiavng

messages from One place
tc another without paper
IS CSI®- . )

A teecommjmcations

B c.stncut on

C iege- prmtmo

D OCR

15The pr.mary objective o)

botn data and word pro-

cessing Is .

A to comp.ete the work in
less time ,

B to produce more infor-
mation .

C create fewer jobs.

Dto have one piece of
equipment to perform
both' functions.
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May 15, 1987

The Honorable Fran Ulmer
Alaska State Legislature
P.O. Box V

Juneau, AK 99811

Dear Representative Ulmer:

House Bill 257 relating to the recognition of secretaries with
the Certified Professional Secretary (CPS) and Professional
Legal Secretary (PLS) ratings ard working for the State of
Alaska has come before the House State Affairs Committee for
consideration.

I would like to thank you for scheduling this bill for hearing
and submit the following information for the Committee®s
consideration.

A secretary"s professional competence is demonstrated through
the performance of routine as well as non-routine duties. New
responsibilities are considered a challenge and an opportunity
to expand and grow professionally. Striving for and receiving
the CPS rating is a major step in the professional growth of a
secretary.

Preparing for the two day examination requires a lot of tinme,
effort, and dedication. The exam covers six different areas
ranging from economics and business law to office communica—
tions and technology. Many secretaries are not exposed to all
six areas 1in their jobs which means more research and studying
is necessary to prepare. The six year time frame for passing
all six sections 1is indicative of the difficulty of the exam.
Figures from the 1985 test results show that only 12.9 percent
of the 2,248 candidates passed all six sections on the first
attempt. On the opposite end of the scale, 31.8 percent of the
new candidates did not pass any of the sections.

Alaska presently has seven testing centers, all of which

provide review courses for the CPS examination. As of 1935 the
total number of secretaries in Alaska who had attained the CPS
rating was 149. I received my certification in 1986.

If passed. House Bill 257 would be a great step toward
acknowledging the secretarial profession. A secretary with the



CPS or PLS rating is a great asset to the State of Alaska.
Passage of this bill would mean that the State of Alaska as a
whole recognizes the value of these secretaries and their
dedication to the secretarial profession.

I respectfully request that HB 257 be moved out of committee
with a do-pass recommendation to the Labor and Commerce
Committee for consideration.

S ncerely,

Gloria Birdsall, CPS

gb
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FISCAL NOTE ANALYSIS
HB 257

Section 1 of this proposed bill amends AS 39.25,150 to grant employment
preference rights to persons who are certified professional secretaries and
professional legal secretaries in clerical or secretarial positions.

The bill identifies "secretarial and clerical job classes” as those to receive
this employment preference. The Division of Personnel would interpret this to
mean all 35 clerical related job classes covered by the Office SKkills Test.
However, sponsor staff indicated by telephone on April 2, 1987, that this is
not the intention. Intent is to include only seven job classes: Secretary |
and Il, Legal Secretary | and Il, and Executive Secretary I, II, and III.

A total of $10,000 in contractual services would be required to implement
Section 1. Assuming that adding points to final scores would be the method
used to award employment preference, the Division of Personnel would have to
rewrite the two most complex programs in the Applicant Tracking System. It
would also require modifying the two largest record files on line plus
additional updates and modifications to other portions of the'system.

Section 2 of the proposed bill would provide a direct monetary award in the
form of a "bonus" salary increase to those current and prospective State
employees who hold a Certified Professional Secretary (CPS) or Professional
Legal Secretary (PLS). There are at present approximately 150 such indivi-
duals in Alaska. There are currently 266 positions in the job classes
mentioned above that would be eligible for a CPS or PLS preference under this"
bill.

The following assumptions were made in calculating the increased personal
services cost:

As mentioned above, sponsor staff has identified seven job classes which
would be impacted by this legislation. The bill should eventually be
worded to specifically identify those job classes. Currently, the
wording is very broad, and would include all 35clerical-related classes
covered by the Office Skills Test.

A starting figure of seven positions is used which reflects the
assumption that 3.0X of the workforce has obtained a CPS or PLS. This is
based on documentation provided by the sponsor. According to this
documentation there are 5,754 secretaries employed throughout the state.
A total of 170 have a CPS or PLS, amounting to 3.0X of all secretaries

throughout the state. This fiscal note uses the 3.0X figure assumption
to reflect the number of CPS and PLS employees working for the State in
the seven subject job classes. 3.0% times 266 positions rounded off

amounts to seven now possessing the CPS or PLS.

A further assumption of a 50X increase in the number of employees who
obtain a certificate with each succeeding fiscal year is also employed in
the fiscal note. This assumption is made because Section 2 provides a
direct monetary incentive for obtaining the CPS or PLS. Therefore, the
increased cost in successive fiscal years is based on increased numbers
of employees qualifying for the bonuses, not on assumed salary increases.

5/4K1/040387-02/V3/3 Page 2 of 3



JOB CLASS

Legal
Legal
Secretary |
Secretary |11

Executive
Executive
Executive

TOTAL

Bonus Salary

Salary:

Secretary |
Secretary

Secretary |
Secretary |11
Secretary

Calculation of Annual

NO. OF
POSITIONS

91
30
108
22
3

9

Il 3

266

Costs

574,070

(Weighted) Average Monthly Pay Rate:

266

Per Person Monthly

Increase
.0355 x $2,158 <76
Benefits: plus .33 25
$101

FY
FY
FY
FY
FY

Annual

88
89
90
91
92

Annual Cost
Annual Cost
Annual Cost
Annual Cost
Annual Cost

for
for
for
for
for

8

12 (50% increase)
13 (50% increase)
27 (50% increase)
41 (50% increase)

Cost for 266 (Increase to maximum)
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AVERAGE
PAY RATE WEIGHTED
(MONTH)  TOTAL

$2,155 $196,105
2,314 69,420

2,042 220,536

2,236 49,192

2,324 6,972

2,608 23,472

2,791 3,373

$574,070

$2,158

Per Person Annua

$

$3

$ 912
300
S1,212

9,696
14,544
21,816
32,724
49,692
22,392
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