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REPORT OF THE COMMITTEE ON CLERICAL EMPLOYEES
IH THE OVERT AND COVERT OFFICES OF CIA

T. INTRODUCTION

A. Objective: This report 1s conserned with the utllizetion of and
caresr oppurtunitiesz for women in the clericel and intermediate
groups in CIA. It covers headquarters and field employees in the
overt and covert eomponents of the Agency. To maintain uwniformity
with the sther subconmittses' reports, overt and covert statistics
are pressnted scparatalya

B. Definitions: In its study, the Committee on Clerical Employess
has conzidered two groups of employees. One, (hereafter designated
as the "intermediate” group) is compesed of psrsons having special-
izged skills, such as Radio Operator or epprentices; Persommel
Aslistant, as opposed to the professionel or journeyman Persormel
Officer; and supervisors of clerical operations. The other, (here-
after rsferred to as Rclerical®) is composed of persons having
ekills with office machines and procedures. This latter group
includes stenographers, typists, clerks of &1l kinds, machine
operators (®.g., Tabulsting Equipment Operator), telephone oper-
ators, receptionists, ets,

It has besn found that this brealdown, in the main; holds good
insof:r as grade ranges sre concerned, The intermediate group
rangos in graede from GS-5 through GS-9, with a few supervisors of
highly specislized skille going as high as GS-1, The clericel
group in gemerel renges from (5-3 through 0S<6, with a few secre-
tarinl positions in "fromt" or headquarters ofi‘icea going as high
as 05«9, For purposes of this repord, wage board employees,
CPC's, ‘consultents, staff agents, and military personnel am active
duty assigned to the Agemey, have been caritted.

Within these two ocategories the Committee has trind to eonsider
tho distribution of men end wamen in each group and the comparative
grade renges of men and women in these groups.

C. Siummary

In brief, this Commitlee can genaralize that for reasons not
yet, established, the proportion of men to women reverses sharply
as the level of responsibility increases, and that in certain
calegorios the grade range &8 it exists at the present time 13
mora favorable to men then to womon,
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Secondly, it hes become obvicus that certain probleme exist for
all personnel, whether men or women., The major ones are a high
rate of tuwrnover and the reluted problem of ingufficient integration
of clericals into the woark of the Agency.
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ITI, FINDINGS

A, Statistical: In presenting these figures, the Committee recognizes
that they represent a purely static picture of the Agency, and that
the factor of movement, either by appointment or promotion into a
given category or level of responsibility, cannot be portrayed,
Further stadies in compsarison of quealifications vs, grade for men
and women and of time in grade before promotion for both will be
nocessary before a complete analysis can be attempted. The Committes
was unsble to perform these studies, since Ageney records are not at
prosent maintained in a form from which the material can be easily
extracted in the time allotted for this project.

1. Overt offices: Among the [l erployees in the overt 25X9A2
0ffTces of the Agency, the distribution of men to women is
83 follows:
25X9A2
F F
Clericel GS 3-6 86%
Intermediate CS 69 . 3%
Profesgional GS<Y through 219
supergrades

The intermediate group must be regardsd both as an eminence
to which clerical employees can aspire, and as e training
ground for professional ranks.

The percentage change in the men/uomen ratio from the Assist-
audt to the Professional level is of particular interest in
the following categoriess

Assistants Professionals

percers percent
AR WOmen nen wenEn
Anslyeis 198 81 T 23%
Edit & Pub 8 708 63% 378
Admin Support 56% L2k 872 13%

Tn Editing and Publishing Aasistant and in Administrative
Support Assistant the baginning grade for men and women is
the sams. In &1l other cetegories where women ars employed,
the beginming grade for men is one to two grades higher,

In the Library Assistent cetegory, the highest grade is
held by a woman, and in Editing and Publishing Assistant,
the top grades are the seme. In a1l other categories in
vhich womeén are employed, the highset grads held by a man
is one %o three gredes higher tham that held by a woman,
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In the firat case, clerks, typists, and stenographers,
which comprise ths great bulk of the clerical group, can
thecretically be advanceito Administrative Aasistant and
to clerical supervisory positions without acquiring eddi-
tional skills bayond a knowledge of office procedures and
an ability to hsndle people. In these positions the dis-
tribution of men to women is as f£ollowss

o4 % 25X9A2
Clerical . 1% 89%
Admin Asst and
Ciaical Supv 272 73%

Grade ranges for men and women in these categories are
_ the same.

Similarly, Machine Operators hope to be advanced to Super-
vigsors and Planners, In these ‘pogitions the distribution
of men to women is as followss

M 7 ME F%

Srovs and s 5% 25X9A2
Planners 768 il 4

In this latter category the grade range held by men is
as Sb]_h’ bym@n Gs 5‘1 [

In the intermediate group, in addition to these categories
to which clerical employees aspire, there are seven rela-
tively large categories of "assistants" which run parallel
to and might be considered treining for professional
categoriss. Theso ares

Assistants Professionals

M aradJ F | Grade u&(h M [rade| F Gradol!‘ﬁ;ﬁ

Analysis
Library
Edit and Pub
Statistics
Admin Support
Tech
. Graphics :

Total

Ay
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2. Covert Offices: Among the[lll exployees in the covert
OfFices of the Agency, the distribution of men +o women is

as folloust

M F Mg F%
Clerical as 3@ | 12%  80%
Intermediate GS 6 Loz  60%
Profespional GS 5 through 82%  16%

. supergrades

g With one exception at a US-9
2/ With one exception at a GS-12

A compariscn of clerks, typists, and stenographers to admin-
1stretive esgietants and clericel superviscrs shows the
following: '

M

- F M F
Clerical : - 5% 95%
Admin Asst and

Clericel Supv L 218 13%

Orade ranges for men end women in those categories are the
sANB . '

A comparison of headquerters (Weshington persomnel) with

field figures raveals that the major part of the shift in the

proportion of vomen from the clerical lavel to the adminis-
trative essistémt or supervisory level tskes place in the
field,

H uvarters M ¥ M F

Ei.:?qgcﬁf 5% 9%

Admin Asst and 168 82%
Clerieal Supv

Field

8% 92
9% 5%

Cilerical
Admin Aset and
{lerical Supv

#fhe totals given here diffur from those in the covert professional report

as there was & recrganisation in the DD/P aresa botween the times tha
statistics were gathered fur the two reporte. o
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A comparison of categories in the intermediate group with
related categories in the professional group in the Covert
offices reveals the followings

Mlorads] #loreds| Mg|FE| M lorade] F Gradei ¥

25X9A2 Admin Hq
Admin Field
Budget HG
Pudget Field
Personne)l Hyg
Parsonnel. Fleld
Security Hq
Segurity Field
S Hq
P&S Field
Intel & Ops Hq

! ' Intel & Ops Flel

TPOTAL
The percentage chenge in the men/women ratio from the Assist-

ént to the Professional level is of particular interest in the
following categories:

Agsisgtants : Professionals
pereent percent
o § ¥ M F
Budget - field T OSTE 3% 91% 9%
P&S - field 83 1% 9Te k4
Intell & OPs Hg 9% 9% 69% 318

A comperison of percemtages in the Administrative category is
rendered particularly difficult by the fact that the majority
of Administrative Assistant positions ere in no way related
%o those of AdMnistrative Officer. A tentative somparison
was arrived at on the basis of combining Administrative Bud-
get, Personnel, Security and Property and Supply Offices
figures for comparieon with Budget, Persomnel, Securliy and
Property and Supply Assistant figures as follous:

Agaimtants Professionals
psrcemnt percent
H ¥ Y ¥
Adiin Support Hq 678 33 3% 27%
Admin Support Field 7 5% 88% 124
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Tt may be noted that in two of the above categories of
1ntormediates, Budget Assistant, headquarters, and Person-
nol Assistant, field, the grads ranges for men, both mini-
mum and maximum, are one to two grades higher $han those
for women.

B. Observations: Any agenoy or arganization is dependent on its clerical
Fores Tor sflicient operation. Sinee the clerical fores in this
Agency 1s composed primarily of women, the Panel felt that a study
should be made of clericel problems, epasrt from the question of dise
sriwmination,

As stated above, certain problems exlist for all clerical persomnel
whether men or woman, The major onss are & high rate of turnover and
the related problem of insufficiont integration of clericals into the
work of the Agency. The Committoe was eble to gather only fragnentary
statistics in the course of its study of these problems. However, on
2he besis of a study of exit interviews for personnel in grades GS 3-9
from 1 Jammery 1953 to 1 September 1953, and a relatively wide range
of individusl Camdttes contasts throughout the Agenty and iteé colleg-
$ive experience in the Agency, & general plcture of these problems
has been developed. : o _

Alghough figures of thoso leaving over an 8-month period canno®
be sccurately compared with the on-duty strength of an organiszation st
any ong time, an approximate percontegs may be oblained of the turn-
over. A study of the exit interviews revealed the followings

Overall _ Men Yomsn
Total number of caseo
Total Agency stvength in

the grade renges under
stuedy as of 30 Jume 1953

The epproximate turnover rate was 124, Of those lesving, 3% were
men, and 697% women, slthough the propertion of men to women on dudy in
the Agency in this grade ramge wes US% to g2, Surprisingly enough,
howewer, of the three major categoriss among the roasons given for
leaving, by far the lergest was "other jeb," which eccounted for 157
resignations, The next, as was to be expected in this group, wae
“parriage® with 121, but the third, apparently related to the first,
was "dissatisfied,” with Sh. It is recognized that no gtatlistics on
veasons for resignation can be relicd on for cbaclute validity. The
individunls conczrned frequently fail to give the trus reasvm and
oftcn there are many fastors contributing to the dscision %o go. &b
ment those figures suggest & relavively large group of "digsatisfied®
cleriosl and intermediate employses, some of whom have resigned.

e
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Through the Committese's individual contacts, gpot interviews,
and collective experience in the Agency, however, slightly more
revealing though still genaralized problems were devsloped,

1., Miseonceptions, wild rumors and a fesling of being a
nameless eipher develop in the Interim Assigmment Branch,
despite the best efforts of thoss in charge, end are frequently
perpetucted due to

2. lack of orientation for the imdiividuel olerk on his or
her permanent assigmnment. Office practices in this vary with
the sophistication of the individual superviscr but the frequency
with which this complaint is heard suggests that it is a rele-
tively widespread diffioulty. '

3, Inconsistencies in hiring and promotional practices
which the individual clerk discovers both in the TAB and upon
permanent assigmment create discontent. '

L. Nonutilisation on the job of skills ascquired previously
loome largs as & ceuse of dissatisfaction. Stenographers lose
their speed, potentislly eble clerka ere frequently not gliven
the cpportunity to assumd the responsibility of which they are
capable, and little if any systematic effort is made to move the
able onss from the clerical group to the imtermadiste growp o
from the intermediste group to the professional growp. The
naturgl desire of the office to retain a good clerieal employes,
partisulerly in view of the difficulties involved in getting &
replacement, is undsrstandsble to the bystander but not particu-
lsrly cemforting to the clerk. .

5. Inherert in 8ll these problems and frequertly volced
is the fesling on the part of many clerical enployees that they
are not handled ss individuals, It is expressed in different
wayst "You have to throw a fit or reaign to get any attention,”
"You're treated like a oipher,® "There’s such & gulf between the
clericels and professionals.® '

=B
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III. RECOMMENDATIONS

It is recognized that there is traditionally & large turnover among
clerieal employees for reasoms beyond the control of the Ageney (such as
marriage or pregnancy), and that the Agency's investment in a clerical
employee is & minor one when compared with that in a professiocnsl. It
is also recognized that efforts have been and are bsing mads to overcome
many of the problems aerising in the clerical snd intermediate groups.
However, an organization as demanding security-wise of its employces aa
CIA, and depending on college gradustes for as mush as 25 percent of its
clericel labor supply, should offer umusual rewards, not necesssrily in
mensy but in esprit de corps for its amployees. Therefore, the following
recommendations are mades

A, The Career Servios Board place groater emphasis on the clerieal
and intermediate groups of employees by designating individuals
of the existing boards specifically to consider these problems
in arder tos '

1, provide for progression, when an iundividusl is qualified,
from the clericsl to intermediste and on to the professional
geoup. It 18 pointed out that this ias the Agency’s least
ezpenaivs source for assistants end junior professionals, ami

2. provide for advancsment within ths clerieal group - further
utilising quelified employees from any part of the Agency
far £11ling the higher clerical positions and further
utilising the training facilities of the Agency as to allow
an individuel employee to dovelop sdditlonal skills bene-
£itting his perscnal career,

B, In esch crganisational unit one imdividual should be spscifically
designated and given publicity to handle clerical problems which
for one reason or another cannot bs taken up with the supsrvisor
or have been disallowed by him. (This would Vary with the sisge
of the unit, e.g., & relatively small office wonld nsed only ons
whemaa)nane of the larger Divisions might nesd one for eazch
Branch, ‘ ‘

C. Appoint & counsellor to the Interim Assigrment Pranch who is a
mature individual indoctrinated in &1l facets of the operations
of the Agenoy with suthority and ability to handle psrsomnsl
problems, This might slleviate the confusions generated during
the holding operstion, In itself the problem of rumors about
"Building 13% would require an Agenty veteran to reconcile the
Agency's sscurity demasnds with the limited couprehension of a
brand-neyw high school graduate,

=P
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D. Further effort on the part of Agency compononts to find
suitable and valid work for clerks, typists, and stenographers
during their tour in TAB should be rewarding to both particie

E. Supervisors provids further orientation for new employess at
tho section or unit level. An incoming employee automatically
receives indoctrination in the Agency, ite overall furctions
and component parts., Howsver, too often, particularly in the
groups covered by this report, there are employeas who have
been told only what thelr specific duties are, and have not
been given sny conception of the mission end function of the
unit and the pard it plays in the overall fwmotioning of the
0ffice. An initisl introduction with further explanatlons
when the employes’s initial confusions have been dissipated
would pay dividends,

¥. Additionsl studies be mode which this cemmittes wes unable to
undertake, but which would be of value in deteymination of
possible Agency discrimination against women snd in clerifica-

tion of ploricel problems in gemeral: . |
1. Qualifications ve. grades in various categories.

2 Tmemmagradd for men ard women by categories or types
of positicns. ' S

3, Additionsl studies in turn-over rates by catagories, types

of work or grade ranges, rather than ‘the Agency-wide figure
now in usa, '
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