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Abstrgct

This quantitative-descriptive study reports data from a
survey ot upper  level managers in human service
organlzations‘(HSUs) locaFed in Southwestern Untario. It
assesses the administrative B tasks the} performed and .nhe
related administrative skills tney:used. The sub~population
wds composed or 71l upper‘ievei managers employed in rnSus in
Southwestern Untario between May 223‘1956 and July 3, Ivdo.
Data were collected by means of a Sb}led,~self—adminigterea,
structured questionnaire. Three ca£e§oriés o technical,
interactional and conceptual administgétive skills, and
compinations of them, formea the -conceptual vase for the
study.

Analyses incicated that in regara to soFio-demograpnic
characteristics, there was an equal number of female and
male @managers, ana they had a relaﬁively even aye
aistripution (X=4l.4 years). ln addition, ovEr 5Us had a
master‘s aeyree or aore, 37.54 were from tEe social work
discipline, and 21.4% specialized in administrative studies,
These data enhanced the study’s generalizability, The dsus
where the sub-population were enployed, were predominactly
funded by the Provincial Government ana the United Way, were

mostly small and treatment orientated, and had a wmedian

yearly operating budget of 345U, LUU.

-V -
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The sub-population reported, staff supervision and
development as the most frequently performed and most’

important administrative <task. An administrative skill

inventory (ASl), a measurement jinstrument which had a high
. t -
aegree of internal consistency  vreliability and validigy,

revealed that interactional type administrative skills were

the most frequently used.  Factors influencing both.tasks

and skills included: 1} gender ot the individual;'qana 2)

budget size of the HSO. Tne contention that administrative
skill use gould be determined by analyzing administrative
task behaviour was also coniirmed. lmplicatioﬁs of the

study are directed toward future reseaxch, social work

curricula and the social work profession in 5eneral?
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A

INTRUODUCTION ’
Since social work‘s inception in the UsA and Canada in
~ N

the late 15UU's, members or tne profession have managed and

administerec human servjgce oryanizations (HS0s), and since

this time, the purpose, usefulness and administration of

#5Us nas been subject to much public scrutiny. In general,

\Qanagers or administrators OI.HSUS have been accountable to
larger social, legyitigized politicald and econonmic
structures, which either sanctioned or mandated their
Operations. Qvei time, these structures havé influenced the
way in which qué \have. evolved from a number of
perspectives.

The «rirst inmscticution to ‘pecéﬁe involved in social

welfare was the Judaic cChurch which from bLiblical antiquity,

encourasea charity as a  foremost religious obligation

(nanael, lYbi,. bubsequéntly, the Elizabethan Poor Laws ot

~

lovl markece the first formal and legitimized recognizébn of

thes poor in society (iitmuss, 1965)  and as a result,
contributed to the establishment 0f I1nstituticonalized
wellare in the form ut charity schools and workhouses. As

statead by wWilensky and Lebeaux (lYbb), it was the Iadustrial
e

Revolution of the istn anea 1Yth centuries which primarilf
4

contrivutea to the development of social welfare -
‘ . =
_/fﬁstitutlons in the Western wWorld. The Industrial

—_——
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gevoluticon stimulated the undertaking of new jobs and
oppngunities and this ;rend evolved frém Europe to Nerxth
Ame%icﬁ. Tire consequent evolution of soclal welg;re and its
respective institutions paralleled this trend.

Ia Canada, social welfare didq not develop until after
lQUU. For e;ahple, trom 1900—1920, custodlial institutions
for the mentally ill and criminals, and voluntary welfare
organizations ke.g. Children®s Aid Societie;, Red Cross:
Vicforia urder of ANurses, ecc.)' grew in size and nﬁmber
(Armitage, 1975). in Fhe post World War 1 and Depression
era, the provincial and éederal governments becape more
actively involved in helping their respective
mun icipalities, This generally resulted in the emergence of
a variety"of forms of social welfare legislation and the
estaplishment of ipmstitutions needed to serve those in need.

The period trom 1940-1950 was considered a time during
wnicn the <foundations of the modern structure of Canadian
soclial welfare institutions were created {Armitage, 1975, p.
2i6),. vuring this time, '~ Canadian society became
increasingly benevolent, .nhe number of social welfare
legislation and institutions increased, and the character of
Canadian social welfare developed as we know 1t today. The
changing political, economic and soclal climate of the Worlca
Wwar ll era in the USA and Canada, and ghe increase in social

welrare needs and social problems coupled with fewer

avallable runcs to delaver services, caused the government
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to. become more actively involved in social welfare
- .

instictutions or dS5Us. Over time, differences in service

delivery and the administration of social welfare services
between public and private 1HSUs becane less obscure
{Fottler, 19s8l).

From the 1950°s to the early ly70%, three significant
cccurrences influenced how " HS50s evolved ‘and were

Y

administered. These were: l) deinstitutionalization; 2) the

-
evolution ot nh;/ﬁzzgg?n<ist aaministrator; ~ and 3) the

development of task-iudﬁtion criterlia for hiring human
\
service personnel (saker and Morthman, 1973). as a result,

n3Us hired a variety of human service personnel who 'had
different educational ana training backygrounds.

The social welfare climate in the past decade has been
primarily inrluenced by both public accountapility and
political conservatism. tiore specifically, the energy
cTi§is of the 1¥7U's, govetnmental budget deficits and the
sﬁigt to more of a conservative focus have had an effect on
the present state of social welfare. As a result, a call
tor wincreased accountapnility and for HSOs to be

aaministrated in a more ousiness-like or corporate fashion,

has become an apparent and current trend in the social

weltare rield. For example, concerns for financilal
outcomes, program evaluations or program Justitications,
getailea opudgets, and/or accountability nitigate the

usefulness or ‘ola HSU administrative ways which were
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5eneralih,more informal and\more generalist in oriencation
(Newman an& Turem, 1974), Social work as a profession has
been generally slow to reépond to the education and training
needs of administratorxrs of HSUs in the 19580Q¢s (blostein,
1983).

Social yo;k has 1nfluenceu,‘howevér, how administrators
are percelved both within and outside the profession; For
example, ° social work educational institutions have ©peen
training HSU aaministrators since the end of the nineteenth
century {(Slostein, i955). Coupled with the fact that social
workers have dominated HSU administration, 1t seems safe to
assume that all social work aaministrators have Tecelived
adequate training in this specislization and tne profession
has oryanized curricula for training these individuals;
unfortunately, such is not actually the case.

LY

It is only since the 1940%s, for instance, when social

WOrk was maturing as a profession, that concentration on
micro-level 4ntervention {its primary focus) evolved
(vloxxis, lYol). With the majority of undergraduate and

sraduate curricula attention drawn to this area, the macro-
areas, namely policy, planning, administration ana reseérch
have peen virtually ignored unctil }ecently {Blostein, 1955).

lt is currently estimatea thé: 504 of HSUs are
administrated by social workers who possess at least an MSW
(Alexander, ludz2), scurfield (1vy8u) cited a study wnich

revealed that duUs of graduating MSW students specialized in

[\
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direct practicé. Consequently, one may speculate that most
1M5w's admanistering HSUs do not have the formal education
and training in basic human service administ;ation. Rathe;,
they are most likely to be direct ser;ice spec%alists hsing
skills learned in ciiént intervention adapted for
administratave practice (Scurfield, 19380).

Some authors, namely Blostein (1985), Scurfield (1984)
ang Fram (lYs2), havermaintained that Master‘s level social
work aawministration curricula are limited, wvaried 'and
produce different types of ygraduates. Uthers, such as

darbert” (lY8l), have stated that even when trained an

adﬁinistxation, social work yraduates are not provided with

the tull range of administrative skills needed ta
erfectively manage an dsu. Two main areas of ueficieuéy
which have been noted include financial management
(slostein, lysd), _and personnel management (Morris, i982).

although social work produces administrators with a wice
range of skills, it is clear that if the profession desires
Lo maintain itself in managianyg HSUs, changes in education
and traipning are inevitable.

As lntimated, social work is no longer the exclusively
preterred profession ror HSU administration {Cunmer, 1979).
The <compination of the factors previously indicatea have
Caused those who preside and govern HsUs (or those who have
power over them), to look elsewhere for administrative

Ddnagers (lHolosko, lvyss). Further, basea on the increasing



b
demana for services, rescurce constraints and i1ncreased
attention focused omn the financial manage;en: ‘of' H50s,
professionals traingd in pboth public and business

adunlnistration are, currently peing considered as potential

HS50- managers.

-

Statement of Purpose

The 1issue Telated . to who 1s opetter qualiried ¢to
adoninister HSUs seems relevané and has many sides to it.
vune side of the issue is that non-social work professionals
in' upper level management positions may possess a
‘marketplace mentality’ with a profit and competition
motive, rather than cooperation and &a commitment to client
service {(Alexander, lybZ). Iimplicit in this perspective is
that such administrators would perpetuate mechanistic HSUs
which may result 4in less of a rocus on gﬁe needs of those
who are served by HSus., wWith the same results, another side
oI the issue Telates to accountapility, in tnat H3Us are
becominy more accountavle to those who provide the necessary
resources Ior theix survival. Thus, accountabilarty
coutributes to perpetuating adminilstrators wno are better
aple to wmeet the demands of their funding organizations,

rather than the demands of the clients they purport to

S5eIvVe.
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Tnis way of tninking Ssuggests that the auminiétrator‘s
high level of atténcion placed on the needs of clients is a
primary reason for :he liﬁiteu growtn in -admipistrative
skills ana education previous;y noted. The contention here
is that by shitting the focus to HS5U operational dynamics,
and political a;d economic  influences, effective ns0
aduministration may De'a:tained. This, in turn, may provide
the opportunity to have financial control and exercise
optimum financial rescraint within HSus. Consequently, the
knumber of non-social WOILK professionals in H§0
administration seems to be steadily increasing. At the same
time, howeverr, there is no general consensus as to what
upper level managers in dSUs need in order to manage these
organizations etfectively. . The important gquestion thus
cnanges rrom who is petter qualified to manage tSUs, to what
adninistrative/ management sikills are needed to eitectively
nanage HsSus?

The purpose ot this study 1is to‘ assess adminastrative
skills used by wupper level managers in a sample or HSUs in
Southwestern Untario. This study seeks Lo assess: 1) the
skills possessea py these manayers; Z) their education and
training related to these skills; and 3) the importance of
these skills to overall organizational functioning. The
resea;ch strategy is a guantitative-descriptive

investigation which will use a wmailed survey approach, and

is directed at determining the relationsnip between speciiic

]

v
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variables, namely, administration skills, time spent in the
performance of tnese skills and factors diofluencing them,

v C

The emphasis of tnis study is on identlifying the extent and

nature of the relationship between these variables.

Rationale for study. Ihere are a number of reasons why
tnis subject seems relevant ror study. Firxsc, it appears o

pe a timely issue, for example, in recent years, an

increasing number . of professionals from other disciplines
- /,-_,;"
have assumed administrative positions held traditionmally by

social workers ana, as previously noted, there 1s some

concern regarding what skills are needed to effectively

>

‘manage HSUs. second, soclal workers are sanctionea to work'
13

in ubdus and are trained for HSU aaministration. Thus; the

findings of this study may have implications for social work

education and training.

- Th;rc, thexre 1is a paucaty of research in this area,
This study will draw attention to the limited information
and empirical data in this area and hopefully contribute to
this void. ;inally, administrators .are presumadly hired on
the pbasls or personald sultabiligy, professional
qualirications, skills anu expertise, criteria which are

considered to be peneticial in managing hkS50s. Tnis study

will attempt to test out the validity of this assumption.



The Concepts

#SUs are defined by Hasenfeld (1983) as “that set of
organizations whose principle fﬁnctiou is to protect,
maintain or enhance the personal uell-being of individuals
by defining, shaping or altering their personal attributes
(p. L1)". They are many and varied and eacompass & vast
organizational welfare system which are primarily focused on
the general areas of health, corrections, education,
recreation, jJjustice, personnel and social se;vices, and
mental healtn.

Alexander (1Y8.) stated that administration in its

limited definitional sense contains the - functions of
organizaticnal design, policy formulation, decision
processes, personnel direction and supervision, financial
and program planning, and budgeting (p.lé4). A skill is
defined as a proficiency or abilicy in a specific art, trade
or technique (Funk & Wagnalls,, lygz, P 1258).

-

Adaoinistrative skills, theretore, are those sxills used in

ddmigistratiop. These incluae the skills of staf:
supervision, poal ana objective setting, evaluation, social
policy development and analysis, problem solving, evaluation
research, tinancial management, commun fcation/
negotiation/collavoration, éommunity liaising and personnel
management (Holosko, lY955).

For the purpose of this study, upper Jevel maﬁagers

(ULMs) are tnose administrators who are responsible for a
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‘"combinaction of service . delivery, and financial, and/or
personnel management within an Hs0O. ULMs use 5dministrative

skills to direct and control an organization®s functioniny.

ln small uSus (those which hiye smalt numbexrs of staff and
Vs

c¢lients), acministrative functions are usually the
responsibility or one person, namely, the executive
director, In larger HSUs, these tunctions may be delegated

in two dirferent ways: 1) tnose managers who concentrate on

one primary tfunction such as a dlrector of finance, or a

director of personnel; and | 2) general managers who
concentrate on many functions such as a director of

residential care, supervisor ot clinical services or a
supervisor of protection services, Both of these sorts of

ULMs will be considered in this study.



"REVIEW OF THE LITERATURE

There is a scafci:y of literature specifically
aadressing tnhis area, fln'fact, there is a minimal amount of
research on what ULMs do in HSUs and even ~less on the
administration skills needed to effectively rum an HSU.

la order to enhance understanding of the administrative
skills usea by ULMs 1in an 450, the related literature will
be reviewed according to: 1) activities of adaministrators

and manayers; and Z) administration skills.

Activities of Administrators-and Managers

Humano ceings have the tendency to live in ygroups for

tne benerits they provide (e.g. safety and security). The
earliest torms oI these Lroups were iﬁformal, and
representea tnhe intancy stage orf organizations. Uver time,
organizations developeg intc more tormal, complex énd

sophisticated entities, and were used tor an increasing
number or variea purposes (Ferrow, 1979).

Relatee  to the evolution of oryganizations was the
eneryence oI xnowleadyge on how Lo manaye them more
erficiently (Atcnison & Hill, 1978). Thé late losUU's marked
the opeyginning of the rapid yrowth period in tne development
of tneories wusea to run organlzatioas. Manaxgement theory

pioneers such as Tayor (lyll), Mooney (l¥ai), Fayol {(l¥4y)
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and Simon (196u) are a few cf the many theorists who have
con:riputed;to tnis growinyg body of knowledge (Burrell o
Morgan, I;??Trx\; : , )

Since.the late 1960U°s, there was the realization that
management theory an? prinéiples could be used in various
oxganizations and that the natures of organizations were
becoming similar due to increased iﬁtervention from thé
poveroment (durray, 1v75; Cyerct, 1975). These 1ssues have
nad a significant impact not only on how organizations are
manaxed o} administered, bput alsc on who the administrators
are, For example, one belrier currently emerging supgests
that a4 well qualifiead adminidstrator has the apility to run
any organizat}on (e.g. an administrator in a oank can‘also
run a manufacturing firm) (Fottler, 1Y8l). "—

-~
Furcher, there has been an abundant amount of

informacio; developed regarding how organizations snould be
mandyed (e.y. planning, coordination, organizing, etc.).
rfowever, there has been a paucity of knowledge developed
related to ﬁhe actual nature of administrative activities.
ln simpler terms, we seem to KOOw a conéideraole amoun’t
about what administrators and managers should do but not
much about wnat they actually do or how they do it. For
exauple, inrormation is needed about how administrators neea
to be trained, what knowledge, abilities ana skills they
possess, and the CLransferapility of one administrator to any

organization.
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The limited research that has been conducted in this

area piedominéntly consists of studies which assess the
various aspects ot .tasks,‘ activities -and functions of
administrators and managers. ‘An overview of the related
literatufe in tnis area could be broken cown cnronologically_
into: 1) early re;ea?ch tindings; ana 2) Mintzbery and

beyonda,

Early Research Findings

lurormation apout organizations, ana how administrators

T"add managers functioned in them, was initiatecd by examining

tormal yroups within organizations, domans'(leO), by
Studyinyg the ,activities of a sritish Street gang and its
hierarchal leadership structure, reported two main findings
amony others. These were: 1) the higher a man‘s social rank
in the janyg, the yreater the number ot persons with whoam he
initiates interaction, either directly or tnrough
intermecgiaries, and; Z) the bigner a man's social rank in
the gang, the more trequently he interacts with persons
outsidge of nis own  xroup. ais conclusion, . that
aaministrative Jlevel 1in dny organization determines Job
activities, was later supported by other researchers
(Hemphall, ly 59; Manohey, Jerdee & Carroll, i%05; + Haas,
Porat & Vaughan, 1%6y; allan, 1lvygl).

ln another study, dewphill (1vy59) exawmined the three

levels of management (lower, middle and upper) in five
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difrerent private og;aniza:ion; in induSer. Althougg no
statistically slgnifican; conclusions could be reached; - he
axd isolate.:en similar factors"affecting executives, such
85 business control and the preservation of assets. Ut
these ractors, he reported that ULMs ranked highest on human
affalrs, planning and power kldng term concerns,) factors.
Converkely, the lower level managers ranked-highest on staff
services, work supervision and technical products (aéy to
day co;cerns) tactors,

Mahoney, Jerdee ana Carroll LiBob) and Haas, Porat ana
Vaugnan (lYyoy) conducted two similar studies that also
assessed the tnree levels of management from a somewhat
difterenc perspect*ye. Tnese were accomplished by obtaininy

data about executive’s estimates of how much time they spent

in various types of activities. soth of these studlies used

L <

variations or ‘PUSDCURB® (planning, organizing, staftin,,
directing, coordanating, reporting and budgeting), 41
acronym devised by earliy management theorists that is wléely
used in the administration and management licer#ture. These
authors tound differences in managerial reaponsibllity atc
all adwinistrative Jlevels. At this time, 1t was concluded
and widely supported, tnat OULMs were more involved in
pldanning and coordinating, while lower level LWanayers were
more involvea in supervising;

A subsequent sTudy Or tine specific activities of upper

level wmanayement (l.e. chie: executive ofricers}), was
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conductea by stieglitz in 1y 70. Although eight cohmon
duties of ULMs were devised, a closer examination of them

-

revealed that they were alternative " ways of expressing

.

F~//;;USUUU¢B. JFor example, the activity of determining overall

Objectives was K anotner way ot indicating the activicy of

ning,

hile tnese <yesearchers focused on tasks or activity
similaricips of administrators, others were assessing the
behaviour/al or personality characterisﬁics ot

administrators. For example, Carlson (1951) set out to find

common executive behavioural pactterns in a nqnumber of
organizations. - He concluded that thgre ' were three

. I, i ) ‘ ]
, sdmilarities dn executive behaviour: 1) working time -

uninterrupted time was a raricy; 2} communica}iﬁ%‘pa:terns -
more letters were rec@ived than yenerated; and 3) WOIK
content - the main proolem was ‘staylng intormed or what was
5oing on in tne organization.

In an unrelaiid, but more complex investigation of
executive behaviour, Hodgson, Levinson and Zaleznik (19065)
revealed «tnat the executive incorporated organizatienal
requirements with nis personal neeas. Keferred to as role-

task work, these authors found that executives became

involved 1in tasks that would also fulrill ctheir own needs.
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Mintzberg and Beyond ) |
7 min:?berg (1y73), ‘in his seminal study conduc\fd in
196?;00, synthesized the knowledge gained about management
acrivities with ‘the knowledge 'gained about executive
Deﬁaviour. His research is geénerally recogpized for its
comprehensiveness, methodology, and unique perspective and
as a resultg, has been used in different waysrby many
contemporary researchers (see for example, Lau & Pavett,
1Y8U; Allan, lY8l; Kurke & Aldrich, 19s3). The purpose of
Mintzngrgﬁg study was Lo assess what managers ’do by
examining the similarities ot their jobs, For example, he
cetermined that ULis play vérious roles in the organization.
Tney play interpersonal roles {(e.g. figureheaa and leaderj,
informational roles . (e.g. monitor; disseminator and
SpoKe sman) and decisional roles (e.2. entrepreneur,
dlsturbance handler and negotiator). ‘

As a resul; of this study, there was an aavancement in
knowledge apout the similar nature of administration and
ranagement Tasks and gctivxties, and about the aifferences
Of these tasks and activities within the particular levels
©of @management, For example, Stewarc- (1907} founa
s;milarﬁ;f?ﬁ cetween administratbrs in the amount of time
they  spent in. discussions and in the office.,f.ne also
concludea tnat five distinct groups of managers exist, which

P

are: I') emissaries (spent time away frﬂ¥ the company); 2)

writers; 3) discussers; 4) trouble shooters;. and 3)

>
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committée Pe rsons. Penfield (1974) discovered similar
findinsé when he studiéq lower level managers.

Lau add Pavett (1lya W) used Mintzberg’s various role
typologies to compare LLis in puplic and private sector
jobs. These authors showed that private sector, more soO
than publiec sector ULMs, spent more time in <crisis
management and scheduled meetings, and relied much more on
hetworking than on the formal information system. Files
(133&) inteyrated the methodology developed by Mahoney et
al, “TIBOb), raas et al. (19Y09), and Penfield (1974, wl
cymparea managers in HSus, business, construction fana
'banking, to compare managers in iH350Us. she concluded ghat
Hsv ULMs devoted more time to planning and
interorganizational coordination, and less time to statf
mocivatioﬁ and supervision than the mapnagers in other areas.
The reason citec for this was attributed to the turbulent
o¥ganazational environment, multiple constituencies anL

protessional Craits of staff, all ot which see$ to be

assocliatea with h>3Us.

Administrative Skills

vuring the lySu’s, the selection andq training of
competent administrators was wiaely recognized as one ot
hortn American incdustry’s most pervasive problems. Katz, in

his seminal article publishea 1in 1%¥55 in The Harvarg

Business ceview, entitled “"skills of an brtective .

~
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Administrator", statred that effective performance of
adaministrators’ in pusiness and industry depended on’
xunaamént#l sxills ratner than the personality traits of
these individuals. This perspective, which changed tne way
inaustry perceilved administfaco;s, continues te this day.
The study of skills an general is tedious and complex,
and wa jor advances in acquirinyg knowleage apout
administrative skills have been slow éo cevelop. Une reason
for tnis 1s that the most accepted method used in studying
administrative skills 4is to analyze task benaviour of
administrators on tﬂe job (Mintzberg, 1973; Singleton, iY7y,
. ]
1479, 1y8l). In this* regard, specirically observed
benaviours by administrators connote a number of skills that
overlap, Lnteractn complement one another, or are
idiosyncratlic to specific organizations, and thus cannot .be
easily generalized (singleton, 1Y/3). chsequently,' mest
acvances in the knowledge related rfo admicistrative sxkills
have Dbeen theoretical in nature. llore specifically,
adninistrative skill research, which emeryed in the mid
iv/0°s anc as apparent :Saay, attempts tovidentify speciric
skills used in organizatioas to'enable closer exaaination ot
thenm, and assists in the turther cevelopment of skill

knowledype.

4
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Conc;ptualizing Administrative Skills

As' previously indicatea, administrative skills nave

many diff;rent dimensions “ to  them. Waters (lys0)

conceptualized the nature of these skills and charted skills
°n continuums Yanging rrom .Speciric to non-specific, anga

from short to lony term. For eéxample, skills such as budget

0f time. Uther skills such as 8aining power ‘in an
Organization, are advancea skills which are non-specific and
@re usually learnea over longer periods of time.

rresently, there 15 a aearth or knowleaye available

related to what constitutes advanced admlinistrative skills

(e.g. politicizing in the Oryanization, galning power,
etec.). As a result, advanced aadministrative skills are
envisionea .as having sonme mystique to them, This
Ky
L=

observation was fighlightea oy Livingston (l?il), anda later
Glenn LlY8>5), who stated tnat chier executive orficers are

the only individuals who rully wunderstand the skills they

S
Possess, Tnerezore, 4 examination or the Knowledge of
Lheir skills, Speciric to their organizations, would not
necessurily enhance an’ uderstanging or advanced

ddministratlive skiils in senerail, as enly a few people know
what they are, 4nd/or how to ¢o them. Lonversely, the
Knowledye gainea o:r pasic ddministrative skills (e.g. those
skills that are nore specific and short termy, can be nore

ea4s1ly identifieq, The literacure clearly perpetrates the
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discussion of Basic administration skills and pﬁ}posefully
avoids the analysis ot advancea administrative skills.

1t is generally acknowledged tnat there are three main
caéégories or basic administrative skills. They are: 1)
technical; 2) concepliual; aana 3) intéractional level skills
(Katz, ly5>; Sherxdrif, 1ly63; Neugeborgn, 1¥71; ©Pflanczer,
1978; K;.el, 19825 rerlmutter, 1Y84). although there is
general consensus gﬁ te what cons%itutes each skill
category, some skills overlap into each other, As well,
although tnere is some ayreement on these categories,
difterent autnors bring different emphasis to each skill
category,

Technical skills age specific administrative skills

needed to perform day to day organizagional tasks,' and
several are needed to ‘aaminister an organization
ertectively, Iney can be categorized into two types: i)
seneral techaical; anc 2) specializea technical. General
skills incluace: budyget analysis; finance; . . ang personnel
mahagement sxkills, There are also specializea technical
ssills required in specific organizacions. FYor example, in
4 private, | tor-profic, pusiness organizations guch as
manutacturinyg rirms, sales, production control, and/o:
markeling «re some o the sktlls wnhich are required
(Drucker; 1y74). Simdlarly, 1o a publi;,' non-profic, HSY

such as a child protection agency, case management

technology, community liaising, ang evaluation researclh are
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examples of specialized technical 5kills required tor
administrators to be effective th;se organization;-‘
(Pactey, 1976). Although genera _and spec}al tecnnical
skills are needed at all administiracive levels, they are
used more at the lower administrative levels in
organizations than they are at the middle ang upper

Danagement levelsg (Kiel, 19g2).

Conceptual sxills, also retered to as analytical

skills, are tne skills needed to d4dminister the organization
o -
as a whole, For example, these skills are integral to

uraerstanding, anag shaping the ‘inter- anda intra-

crganizational environments in which the organization

functions, Conceptual skills incluage: decision—maxing;
€dtrepreneurial (i.e. innovation); and organizational
sKilis, - Tnese skills are used at aill levels. or
d4dministration andg tend to bpe gore important at higher
levels or ddministracive Tespoasioility (Katz, 19535, Yor
€Xxample, ULls responsible ror 6rganizing the ddministrative
structures rfor aecislon—making ana pollqy; may use swilis
Such as organizactional analysis, policy-maxing 4nd decision-

making to construct 4 runctional Orxanizational Struclure

for tasx perlormance.

Tnus, conceptual skills are used in all types ot
OIyanizations, tronp private, for~profic, Le public, non-
proric, ilowever, when useg by different adminisiratcrs ina

difrerent Organlzations, these sxills 4Te directly tiec to
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the value base and the purpose the administrator uses them

for. For example, the administrator of an insurance agency,

wnere tne mission of the organization is to -optimize

profits, might implement a monetarily based incentive system

-

in order to motivate sales agents to increase agency
N

outputs, Thus, this administractor views the organization
trom a production and profit perspective. By contrast, the
administrateor ol a snelter for battered women, where the

mission ot the orgamization is to provide a safe environment
for renapilitation, might implement a <ctwenty-four hour

crisis line. ¢ Thus, this administrator views the

organization irom a service, effectiveness perspective.

interaction skills also referred to as human or social

sxills, are those administrative skills neecea for social

interactlon 4ad for intluencing - others in the organization.’

Tnese sxills are used in all levels of administration and in
all types ot oryanizations Decause inter&ctive behaviour
petween oryanizational mzembers i1s a necessary ingredient for
tas<s to oe managec  and. completed (lletcalre, lygz).
lanteraction skills are rerered To by many authors as belny
the mwmost important skills meeded ©py an administrator to
erfectively 4nd successtully run an ofganization (#siintzpery,
kvi/ oo Koeniygs, lysZ; letcalre, lY¥sl; Wolk, way & sleeke,
1902). They incluce basic communication, and/or human

relacions skills. for wexanple, ULils need to delegate

authority, and in ordex to do this properly, they must

@
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Commun icate their réquest to subordinates (middle level
Dandgers) in a way that will result in the tasks being

erfectively conpleted,

Education and'Training of Administration Skills

.
-

A

There are two criteria that are generally recognized as
€ssential in administration skiil education and training.
uUne is that an effective administrator must be well Tounded
in all ctnree skill categories (Katz, 1955; Kiel, 1982); . the
other, is that the best way to learn administrative‘ﬁkills
15 to sinmultaneously blena theory (e.g. tormal lear;ing)
with practical application (e.y. on-the-job training or a
Simulatea work environment) {(Waters, lY%o(; Ranaell, 190l).
The actual egucation and training of administrators
varies Ifrom the Pexspective each  discipline orings’ Lo the
knowledye bpase, Tne ciscipl}nes of healtn, education,
public administration, business administration and social
WOIK arxe foremost inp education ana trajning in this area
(vodwin, 1973).- AS one might assume, within these various
disciplines, there are discrepancies as to which
aduloistrative skill cateyories are favourea/gr\focused on,
and how tnese skills are taught, dowever, in lipht or these
difterences, Strides are being nade to consolidate the

advancements achieved 4in the eaducation c4and  training of

adoinistration within the various disciplines’, 1
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Business administration. Business administration

education and training have growg, increasingly since the

1940's. In this regard, emphasis has been placed on the
development of technical skig}s seared predominantly toward
private, for-profi: organizations (Bickerstaffe, 19%l). For
example, accounting, financial management, wmarketiny and
personnel management are a few 0f the technical skills which
usually shape business administration curricula. Although
tnese skills are essential to the erfective <functioning of
an organization, the pusiness administration profession‘nas
been criticized as being too narrow‘in its educational
focus. For example, MBA“s develop some cpoceptual sxkills
such as organizational theory ana design, . but Bickerstaf:
(l9sl) stated that, in the field, uBA‘s are toc short-tern
in theirr tninking and™ do not have: the full vranyge of
conceptual skills desireé‘ by those organizations seeking
effectxvé -administrators (p. 22). The weakness in
conceptual skxll develoupment in-MNBA programs has been ci:éd
DY numerous auinors (vordou & rnowell, 1959, fdacrker, lval;
Barpash, lvysd: Behrman & Levin, 1¥84; Kaus, 1Y56). These
autnors peneratly conclude that too much emphasis is placed
on technical skills and too litctle is placed on conceptual
and interactional skills. t -

vuchl, an authority on Japanese manayemnent, similarly

stated that business administration 4in North America is

focusead too much on techrnical skills an¢ not enough on

~
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*interaction skills (Koenigs, 1Y5l). de attributed this to

the inability ot these adainistrators to envision
organizaéions as socio—-economic bodies, He consiadered the
initial adoption of Japanese management pechnfques by Morth

American industry in- the 14Y70%s, which still continues

today, to ve indicative of this fact. The views of these
~

authors were suggestea some Z2U years ago by Snerifr (1lves),

who apajicaced that business administration should

concencriFe more oa interaction and conceptual skil;s,
because although technical skills are extremely valuable and
necessary, the need ror them decreases as the administrator

The education ana traioing process in ausin:is
aaministration is a tneoretical approach, with a minimum of
practical'exﬁérlence offered. sickerstarfe (1lYdl) suggested
tnat tanis iAs concomitant with the emphasis on technical
skKllls because these atype of skills can be learned quickly
in a classroom setting. By contrasct, interaction and
conceptual skills take longer to learn and require practical
experience. fiowever, business administration education and
tralning needs to place more emphasis on the development ot
interaction and conceptual skills tor their pgracuates to bpe
more/efgéc:ive in oryganizations.

.

o7
Social work. Social work aaministration eaducation ana

&
training nas been tormally proviged in the profession since

the 1%ou’s. ifne reluctant adoption ot acministrative skill
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education by the profession, 1s an indication of the delayed
tocus on acc0untability and the delayed growth 1in the
complexity of tHSUs. For example, in a _recent article in

Administration in Social Work, Perlmutterxr (l¥84) justitfied

and.abdfcaﬁed the need for administrative cur:‘;ula té be
separate Ifrom @irect service currxicula, a delineation made
years ago oy other professions. .

AS stated by Macaxov (1Y%77), the most crucial area of
concern of the profession is in the assumed give and take
petween tecnmical wmetnhodology and conceptual ideoclogy (p.
Laly. There is some rear by those in the profession that
increased tecnhnical aaministrative sophisctication will draw

. .
the profession away from its ideological rocus on, anda

concexrn tfor, the clien:.(Lewis, 1977; Klepinger, 19/3;
"Wilson, 1lYsU; Patti, 1¥38>). Consequéntly, standara-setting
in education curricula and tralmiag for social work
aaministration nas not formally evolved (Sarri, isbz;
slostein, lYo2}. Curreztly, curricula ranye from the nore
numeLous, unstructurea administrative programs, which

include an administrative practicuum, one OoF two courses ino
administration, and/or courses in social policy analysis and
evaluation research, to the less numerous, structured

o ) . -
aaministrative programs, which include the courses mentilomed
above and courses in specialized acministractive sxills, such
as organizational theory, opuaget analysis, grant proposal

preparation etc., The predominant focus presently found in
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most social work programs however, is more of a focus on the
client and less of a focus on the organization.

whgn examining the needs of HSQ administrators, most
emph§sis is placed on interaction skills. In this regard,
social work administrators usually have a wide range of
interaction sxills because they are educated and trained in
areas such as: l) communication skills; 2) human behaviour;
3} interpersonal sensitivity; e:é., and these skills.adapt
reacily to organizational settings and are usuaily refered
to as communication, collaboration and/ox interpersonal
skills .-

Skills zn tne conceprtual and technical categories are
-mostly OLlered as an adjunct to interpersonal skilis 4in
social work education and training curricula, Conceptrual
skills dnclude tne social work value pase, systems analysis
and proolem-so}ving (Fauri, lyju). Iechnical_skills incluae

-~ direct service technolowy™ a;&\ community liaising. ln
addition, administrative skills that are specifically geared
to HouUs such as program evaiuation, social pelrcy evaluation
and analysis, and staft supervision have also been recent
developments in social WOrKk curricula,

Ihere are, however, -areas witnin the conceptual and
technical skill categyories, where social work adainistrators
a4re not : beiny adequately ctrained. I'hese tecnnical skills

4re Ctne ones that scem crucial to the effective operation of
P

an organization, namely finance and personnel management
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skills, Some authors have singled out financial management
as the most critical of.ﬁge skills that is missin;';n social
worx administration (Neugeboren, 1971} Hairston, 1Y5lb;
Blostein, lYc3). The lack "of this skill 1is becoming
increasingly illuminateda because of dits nighly visible
relationship to accountability. In addition, some’
conceptual skills sucn as organization and administration
theory are also not empnasized enough <for social work
aaministratoxs {(fauri, 1Y7v; Scurfield, 1l¥su).

It has also been suggested that political smills, which
overlap all three adminjstrative sxxll_ categoriés, is
another area where sociai WOIrK adminlistrators” are not beiny
adequately trained (Fry, 1¥8U). Although the political
eéonomy is._acknowledged as a unique rfeature or HSUs when
compared to othexr types oOf organizations (Austin, 196 3;
dullen, 1¥83), ‘'there has ﬁot been much emphasis placed on
the development of the political skills needed to adequately
function in this environment. for example, Finch (1Yb2)
sugpested that the increase In resourxce scarclity currently
peiny experienced by dSUs,- increases the need Lor greater
poilitical skills amonyg soclal work aaministracors.

The eaucation and training process in social work
auministratlon is an intermixed theoretical and practice
approach, 1lailosyncratic to the curricula ana placements i1n
wilach 1t 1s ofrered. Althougn it is useful to have a blend

ol theory ana practice, there are some additional changes
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needed 15 socia{ "WOork education and training 'in this area.
Eor‘éxample, in separate .s:udie;, scurfield (1969) "and
Hairston (lydla) 1llustr;ted how social work adminiﬁtraégrs,
without sgec1alized ‘aaministracive skill ctraining haQé
conceptualized ‘their administrative reSponsibi}fiy from a
direct serv;ce perspective rather than an /éaministrative
tocus -- twoLEncirely differént Vframes of reference. in
brder to prepare social work administrators with adequaie
speclalized educatioﬁ ang training fog admin;Qtra:ivé skiil
development, Patti (1976, Ddlgoff (1979-3U) and Perlmutter
(1984) recommend;d that experience inisogial ufrk should be
‘a prerequisite in social work administration i}ucation aha

training. fhe assumption put forward by those aunrors is

that an experienced sociai worker would have: 1) more lirfe

experience; &) more likelihood of having observed social
work adminoistration; 3) more of 4 commitment to Jlearn
administration; and 4 a deeper understanding of the
cémplexliies and Ene _broad‘ nature oI social WOTrkK

admiﬂis:rq}ion.

Tne view 0f tne administrator’s role as that of a
multi-speciaklist, has resulted in the realization that a
brﬁac range of skills are neededa to be an effective, well-
rounaed social work adgministrator (Patci, iv7/7; v Files,
Lvsl). 48 a result, tnree formats have peen recotmended to
provide social workers with the broad range of

administrative skills necessary Lo be competent qn& tnis
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area, The rirst recommendation is for an interdisciplinary
format petween social work, business administration, and/or

public administration (Griffzn, 1¥76; Klepinger, 19785;

austin, 1963§ King, lyo3;. dullen, 1%43), Une reservation -

about such an arrangement comes from Patti (lYsS) who nofed
conrlicting_conceptual ideological sxills. He stated that
socfal woék should not adopt the business, objective of
productivity because of its potentially damaging effect .on
the provxéion of service anc on the value bdase ot the
protession.. .

The secone recommenadation is for an autonomous social
WOTK cufriCukg where the broad range of adaministration
skxllis willd ﬁe ofLferec Dby the social work school (sarri,
l90s; Perlgut:er,‘lsaa; slostedin, 19383). This format woulg
#reserve Lhe laeological perspectaive of social work but
mignt hét proviade acvancea levels or expertise for
particular types. of skills (e.g. tinancial and per;onnel

S

Ranageuent). The rinal recommencation 1s Ifor pestyraduate,
continuing education in social work agministrative skill
development. Tnas is gencrally recognized as an iomediate
priority, and is neeced by a variety of indivi@uals in HSUs
Lrauriy, l?ib; Patty, ivio, 1y/iiy. A5 an  ilnitial step
towdrds Dbroadeninyg the range of acweinistrative skills in
YepadXd Lo any of khnese tioree recommendations, it is advisec

Ltnat more resedrcu de condaducted Lo determine the elenents
. -

Lhal are common 1n administrative practice s0 that relevant
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and wusertul social work programs can be <constructed

(Kazmerski and Macarov, i¥/o; Cashman, 1Y975).

Sumnarz

The previous literature review outlined: 1) the

~

dctivaties of administrators and managers; and 2) issues
related to adminiscrative sxills) in ..business aac social
WOrK.,

An examinaﬁion of tne activities ot acdministrators and
manayers Trevealed that «knowledge developed in this area
pr{marily emer5ed from observi;g what administrators and
nanagers actually «do in various organizations. Althougn

there was a minimal amount ot research conducted in this

-area, Lhe studies reviewed Ifocused on speciiic activicties,

benaviours, functions, roles anc tasxs or  vari'ous
aaministrators and managers., Even less researcn was tound
relatea Co the study of adminastration skills. More

speclracaily, advancements in administrative skill Knowledype
were slow to develop, anc mere eaphasis haa been placec on
theoretical rather tnan practical research. altnough

avainistrative sxkxlls do vary on ditferent continuums (eog.
speéx:;c/non-speciflc, short-term/long-tern), pasic
administrative skills were acxnogledgec Oy Dany authors ana
Cateyorized as elther technical, conceptual or

interactional. fhese skill categories, altnouxyh helptul for

uncerstanding inrformation about administrative issues, were

LTINS
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complex, not as mutually exclusive ' as they appeared to bé,
more Jdifficult to study, and were idiosyncfatic to specific

organizactional sectings.

W

AN examination o business adoinistration and social .
|

work adminisctration curricula revealed the similarities andg

difrerences opetween these. tub disciplines, From the
standpoint or sigilaricies, both “disciplines <focus on
tecnnical sxkills °~ to some extent in, thelr respective
QQQrICula. iiowever, business administration curricula were

Iaxr more advanced in teaching specific tecnnicall skills
crmticab:&J organizational survival, @%st notably fimancial
and personnel mavnagement, Social work curricula tendea to
focdus more on person centred, or interaction administrative.

$kills. From tne stanapoint of aifriculties, each curricula
-

nad fimi.Lar educational Qhortcomings both in the range o:
A - '
\\\v’—_“’ﬂ—ﬁgktils necessary to function in organizations and to respond

. to the demancs or organizations Irom an administrative

it

perspective, for curricula to be «constructed that will
contribute Lo the cevelopment orf well-roundeg anc efrective
ddminiscraters of H3us, more systematic stuay needs Lo be

done 1n this ared.
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RESEARCH QUESTIONS

. oS previously indicated in  the literature, oinimal

Tesearcn has been conducted about. adoinistrators and
Danagers an geﬁg;al. Further, administrative skills used at
all ;anaéerial levels of hSUs, nave been generally
researched in relatively few sStugies, and seen 4d junct to
OLher 4dministration features lesg. activities, behaviours,
knowledge, etc.) (uodwin, 1y 75; fatci, 1¥76). More
Specirically, no «known Tesearch has sougnt to extensively
Study the administration SKk1lls needed 1mn SUs art one
managerial level. .
This quantitative—descrlptive SCudy Yepresents trthe
firste known formal research ertore directea at assessing Ene
ddministration swkills possessed by ULMs in HSuUs. AS there

d4re a4 number O0f other varliables which will be examined in

relation o daainxstration skills, a number of research

questions are posed in lieu of formal nypotheses. These
questions, Lherelore, provide a Iramework for tne ensulng
@letnod anu data anadyvses, Tney also allfenpt to reflect

relevant 1ssues verived Irom- The previous literature review.

. what are tne socro-demographic characteristics or ULis
in HsUs?
L. Wnat are the major aaminisctrative tasks perroroed oy

.ULils din HSUs?

- ‘j\_
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what major -acministrative skill§ are used. to performA
the tasks of upper level manayement in HSUs?
what percentage oOf :ime is spent in periormins. The
najer addlnis:racive.tasxs of ﬁLMs in HSus? '
Qhaﬁ.education, preparation or bpackground learninyg has
assisted ULMsmin HSUS to cevelop administrative skills

ana knowledge?



. METHOD

Ihe Setting

Southwestern wuntaraio, which is coaprised ot Elgin,

.Essex, Kent, Lamoton and Middlesex Countles, provided the

setting Ifor this study (see Fipgure 1l).

Figure 1

Southwestern Untario

Untarioc

Counties:
l.orssex 4.blyin
Z.lambton S5.Kent
J.Mliagdlesex ;
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Tnis seographical' region 1s preaominantly surrounded by
water, namek§ Lake Huronm, the S5t. Clair River, Lake St.
tlair, the Detroit «kiver and Lake Erie. The north

boundaries or Elgin ana Micdlesex Counties complete the

g}

outer perimeter of this region. The population of

Talr

approximately 950,000 people, which grew by 4.6 &« din the
past 10U years, represents 3./ 4 of the total population in
canaaa (untario Statistics, 1Y34),

Inere are rour general-sizes of cozmunities within tnis

geograpnic region. These are: }) large sized cities with

populations of over 150(,0UU people; <) nmedium sized cities
with populations between >U,UL0 ane 130U,uUlU people; 3)

small sizea cities with populations bectween 20,0000 and

20, LLU people; ' ana 4) rural communities witn populations
less tnam 20,00V people.

Lonadon 1s the largest metropolitan area in category one
(apbove) with a4 population or over 45U,0LuGs It is. located at

the north ena of the reyion and serves as the hub or

R P
commerce oY Che laryer southern Untario region. wlinasor,

. ’
witin a population’ or approximately 20L,ulU, is locatea ac

the ¢pposite, soutn end of the reyion. The econouwy of

.

Wincsor 1s largely derivead Irom the automooile and related
lngusctries., “Yarmia, witn a populatioan of over ol, Udu, is
the only wmedium sized city in thds region. Located on thue

mid west side of tne region, this city’s economic existence

depenas on the reficing of petroleun.
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Small sizea cities include Cpatham and St. Inomas;
chathanm has a poéulatlon of under 50,000, 1s located in the
miadle ot téé ?egion, and serves as a tarming and
manutacturing centre. St. Tnomas, with a population of
almost 30, LULU ié located in thle noriheast, and is the site
oL an aucom?bile maeufacturins lant and a large psycniatric
hespital wniecn serves the reglon. Finally, are the rural
communities :nat. aré comprised ot '~ small tqQwans and rarming
conpuhities. These are fairly evenly aiséeréea throughout
tnis region. Approximactely 214,000 or iuz of this

puopulation resides in these <types of cyvmounities ( The

-

Financral Post, 1voli,.

&

The Population

s

~ The population sampled =or thnis study was compqsgq_o;_l
mosC of the u4Lnas of Hb&s locatea in this area. The :sUs
stuaien.xhclﬂdud thiose orsanizatioﬁs, gepartmeats and units
which predominantly ;ervea the social welfare needs of

"

clients or were relateg to other aspects of social welfare.
Tnils numbered L7l HSUs or 27~- 0of those in tne regioﬁ. The
population ror The studay nu%oered lyi ULdMs (alwost a 1l:l
raetlio 0f LLXs to H3Us), JJ3» or the total number of ULis in
this reyglon. Excluceg trom the population were HSUs that do
not primarily serve clienls in the social service delivery

system. The H>Us excluded were those who were unlikely to

nave social workers employea in  them and were unlixkely to
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have soclial workers as ULMs (e.g. school boards,

recreational racilities and libraries). This numbered 454,

- -

H3>Us with approximately 635 ulis.

The nsSUs ian wnich the ULMNs worked, were pre;ominantly
situatea in the five cities locateda 1in the.region, as -
previously describea. The distriputiom oI 1SUs was as
follows: 454 were in London; 324 in windsor; Ui in Saraia;
7 in Cnathawm; and b4 ia St. fnpmas. Rural comnunities
¢ontainea lli of the iHSUs. As one would assunme, when
cowpared to population distribution, Che urban centres in
the re;ion lfae a higher concentratioh,of sus than did the
rural communities. The wpopulation was sampled ana a sub-

population, ratner than a sample, was used as Lhe basis ror

data analyses (see appendix t).

The Procedure

A pre-tested questionnaire was mailea to. tne 1yl JLMs
wno comprised tne study populaction. Current addresses were
_optained rrom the reglional cowmunity cirectories whicn

.
&

includeu recent versions of&—~1) the Virectory of Community

services for London; <) the Directory of Community services

IOr LTeater Windsor; 3) tne bDirectory ot Community Social

services of Sarnia-Lampton; 4) the Chatham—Kent kvents —--

spring “ob; >} tne Chatnam-Wallacebury seld Telephone Book;

anga o) the ulirectory of community Social Services of S€.

Thomas ana blyln cLounty., consequently, each iiS5u 1in the
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reglion was listed ana cross-referenced to ensure inclusion
in the popdlation.

An attacned cover letter (see Appendix A), outlining
the stuay purpose, assurances of conficdentiality and a numan
Subject consentl torm, wés also enclosed. A Stamped self-
addressed envelope, (with the return address of the School
or social Work, University of Windsor) was mailed with each
questionnaires, all questionnaires were mailed out on Ha&
24, 1Y0b. A Six week return rate was deemed_;ne cut~ofxt

date 1or receipt of the guestionnaire, -

All cata analyses were programmed toroupgh- -the Isn 43sl_

a4t the uUniversily or Winasor Computer Lentre. all analyses
utilized the Statistical analysis System (SAS) (1%83), andg
tne statistical Packaygye tor the Social sclences—=X {(5F¥sS>=-Xx)

(lysoov).

The (Questionnaire

Yuesfions 4asKked on Che sulvey L1nstrument came froo
three sources, ne was Irom instruments used in  other

similar stuciles (see CGoawin, 1Y753; Yateci, lyib; scurrield,

190 U; riles, lvyol). AnoLner Source was fromw iastruments
used in . other studies in che- numan service field
(Q'flanerty, l¥yos3). The tinal source was from adaptations
0L 1nstruments developea oy the researcher: and ais

bl
sSupervisor alt the benovol of docial work.

-
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total

Ilxed

l.
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The questionnaire nac. rive secti&ns‘that contained a

of lo yuestions, wmost of which were closed ended or
choice. These SectionQ were as follows:

Bpackground Iniormatiop about the Respondent-t i)

demoxraphic variables age and sex; ii) employment
. - "“

-

experience. incluaing jop title, ma jor

responsibilities, years of employmeat, and previous

administrative/management experience; aad iiiy current
¢

Bmembersnlp an professional associations and/or

organizatiols.

sackground lotormation’about the S0 in which tne

Kespondent was Employed: i) . percentage of funds

received Irom tfunding sources; ii) annual ;pera:ing
pudyet; 1i1) size and composition of H>U starIf; iv)
number of adm}nistrative/manaserial suborainates; v)
slze Of community servea; ana vij social services
prévicea.

Administrataive Tasks Periormed: A List ot

aaministrative CLasks, devised by fFiles (l¥ol), was
used TO._ determlne the percentage Of rime respondents
spent periorminyg - Lhese Or other Tasks. A rank

ordering ©fL the most important LasKs wWas also asked.

administrative Skidlls Inventory: A >3 Ltem

agminlstrative skills inventory was developed, which
listed acministrataive skills according to technical,
coaceptual, anc interactional gqualities, or

.

—
4
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cémbinatxons'oé :hesé; lt was scorea om a five point
interval _scale where “}’ = ‘fnever OT almost never
useat apa °“>¢ = ‘always oOF almost always usea’ .

J>. rducational Background intormation: i) formal

education included deyTee, discipline, specialization
and year received; Ai) entxy level eaucatiﬁu and
trainlﬁg was asked as well as -related skill or tasx
competencies and incompetencies; iid) Asgpqigplng
education experlience; and tinmally, 1iv) individuals
were asked Lo descrioe chafacteristics of the ilceal
upper level manager.

ihis instrument as well as the human subject consent Lrorm
are appended An Appenoixrn of this Teport.

Pre-testing of the questionnaire. The questionmaire,

in a lLess rerinea 1orm, WwWas pretested on Nay L&, 15 and lo,
‘lydo. Lt was acministered £O 14 administrators/managers who

were actively employes D Hsus in proximal aistance to tnis
reglon. lhe purpose oI the questionnaire and study wele DOL
gisclosed to the responcents until arter completion of the
pre—~test.

The pre-test was inaivicually aaministered py the
researcnel, who femained present gurinyg its completion.
yurin, that time period, re§p0ncents were asked to note any
ooservations, concerns OF areas whicn needed clarification.

a

These 1LssSues were reviewed and discussed wnen the

questionnaire was completed.
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The participants completed the questionnaire in an
averaye time of 23 minu:es; The snortest completion was 16
minutes ana the longest was 45 minutes, The results of the

pre-test providea intormation which lea to the refinement of

tne questionnaire to its final form.

Fts



'RESULTS AND DISCUSSION
‘The results and discuséiPn of datais are presented in
the following sub-sections: 1) Socio-uemogfaphig Dg:a; Z)'
The HSU’S in the sSub-Population; 3) Administrative Task
yata; 4) Administrative sSkill Data; and 3) Uéher statistical
Analyses.
. /s

s

e .

1. Socio-bemographic Data

uf the 71 ULMs who comprisea the sub-population, 5>5.5%
were.malé and 4l.24 were tfemale. Their ages ranged from 23
to 03 years. he mean 4dpye was 4Z.4 years and the mode, OF
mosg frequently reported age, was 43 years.

As inaicated in Taple L, the ecucational backgrounds ol
respondents were diverse and ranged Irom 4n incomplete hign

school education to the completion of doctoral degrees.

Ya ba Fa do da fo u ra ta ta tu ta fa fu tu u s bu te Fo fu

» analyses ot all waarta were programmed through the
University of Winasor Computer Centre using tne Lbpi <3ol.
adl analyses wutalized the Statistical aAnalysis System
(5a») (lvys3) or «the statistical Package for the Social
Scrences=-X (5¢d55-X) {ldov). Jdissing data were excluded
1xom the analyses by 1tenm. fhus sup-population sizes in
the varlous tables are-adjusted accorainygly.

- 43 -

-

. | \
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Table 1

" Educational pachground of the bub—-FPopulation

(o=cl)
uesreeluiplomdA Number neiative
v : Frequency (&%)
L. Haster’'s vegree " 29 47.5
2. sachelor’s Degree _ - 14 . 23.0
3. tonmunity Lollege uviploma i 11:3
4. Doctrorate Uegré; 3 4.9
3:-anomplete Master's lLegree _ L2 3.3 .
. Honours leyree 2 Ja 3
7. lncomplete sacnelor’s Leyree ' 2 3.3
‘8. incomplede wigh sSchool 2 3.3

~

Totals -

ol - 100, U

~7 ]
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Furtﬁer, over 504 0! tne sub—-population attained more than a
pachelor’s degree, ana the most trequeatly Treported
educational level attainea was a master’s aegree; hela by
4/.54 or tune sample. '

Ur tnose who obtainea deyrees .or diplomas, oY%.<ls were

attainea in the numan services fiela. More spec:tically,

the most Irequently reporteu"disciplines were social work

('3/.54); eaucation (l>.04); ana sociolopyy (h&.d%). ihe
remaining lU.04 of the sub-population indicartea they naag

degyrees or aiplomas in non-nuﬁan servicebcisciplines, more
specirically, Dopusiness, Jjournalism, art, and/or history.
Wwithin all of these disciplines, 344 of the Suo—popuiation
indicated they nad specialized in casework @methods or
¢linxcal intervention, }1.44 specxﬁlized in administration;
and Ll.4% c¢itea no particular speclalizatien in their
cepyrees/diplomas. .

When rurtner queriea about theyr previous
againistrative,/, manapement education ang traininﬁ, "the most
frequent response was Lhat tney 'haa "wmore than some”

administrative/mandpenent education at tne time ol entcry

into theldr initial acministraction/management positLion. ay

contrast, tne sub-population ’also revealed tnat tney had
“less tnan some' aaministrative/management Craining at tne
time ©f entry into their idinitial acoministration/managewment

position.
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The Jlength or time angividuals hela <their present
posiciou; ranged from b months to 3L years. ﬁinhin this
Yange, the averagelleng:h of time uas-?.S years and the mode
was ope year., dMore specifically, lo.o4a ;f the -sup=—
population revealec they neld their present position ror one
y:ar. tignty percent or tne sub-population reported they
were exeCuiive girectors (i.e. Cr’s, ¢nief administrators,
ete.), and the remaining 22Uk were specialized directors
(€.5. program clrectors, persoanel a;rec:ors, ef¢.) wno
reporteg directly to an executive director. withia this
context, SZ.04 ©f the sub-population reported tney had a
tull range oI administrative responsitilities, wnile |3
reportea they ;ere solely responsiple for prosrac
acministration, <Z.¥.4 reported they were solely responsiole
tor personnel administration and l.4s were responsinle for
policy, plaonin, anc researcn adaministration. as well, over
77U~ of the entire sub—population indicatec previous
acmlplstrative/wandyemwent eXperience Dbefore Takinyg their
current position.

. .

hembersnlp 1n proressional associdtions was frequent
Ior umeoders ot the sample, with io;l; reporting they
Delonpxead L0 ovne or more assoclrations. UI thls group, =3.la
wWeTe meunbers oI uon-acrinisirdallve assocliations. oﬁiy, ang
J.b4 Welre Deldders O gauwinistrative associations qgk/. uver

lYa we e nempers in boLn non-adminiszrative anc

agministrative p:é@essional associatiens. =



al

Discussion or socio-demograpnic data. Patti’s (1y76)

study ot human sérvzce managers employed at all
administrative levels, revealead tnat females wefe minimally
Tepresented, par:1Cula;l§ a4t upper @manaygemeant levels. He
attrinu:ea thls rinaipy to di;criminatory hiring and
promotion practices, a concition that was exposea_aurin5 the
lylu's oy the coasciousness raising ertorts of - the women’s
llbera:ion.movemeat. In this stuay, there was an equal
representatioq of males ana :xemales al upper mdnagepent
level positions. Although speculatxvek this findinyg nay
Suggest that lpersonnel practices have change@ in the past
decade .ana _women are peiny nireag in acduinistrative
capacities in dsus. rowever, even with such advances, the
fact that theTe were still slightly more male vs. remale

.

LiLus amony tnls sanple, compounded by the reality that more
wOomen are aclsproportionately employec in h:u; than nmwmen,
Sugxests that €qully aus nol yet been tully realized an this
Tegald,

Simiiarly, apge ran,es were eveuly cistrioutec for the
sub-population, as revealea.by tne Lean belny only .os less
than the mecian. Inls was a sligntly older sub-populatioan
Tuau wdas noted in comparative studies kPai;x, ly /o, Uasnm&ﬁ?
lyib), in which approxiamately 5ui were in their 3u's, and
33« were in  their +«U°s. URe Treason for this slight

: -~

crtrerence in rincings {petween this stucy ang these other

two}, may be Ttnat 1t L0OK this - sup-population a somewhat
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longer period gf time Co reach upper manayement levels, as
the other s:udlcs tended toe clump all manayement levels
together (e.x. lower, micdle ana-.upper levels); . Accounting
for this factor, it woulc seem Lhat tne age distribution gr
acminlstrators/managers in thas 5ub-populafion parallelea
the ages found in other copparative stuaies. )

A wmaster’s deyree was Cthe @most Irequentliy reported
equcatlonal acnievement for tnis sub-population, a rindinyg
tnat was sligntly lower, but comparaple, to tne eéuca:ional
achievenent of édmples stuaied by Pateti (lvie), Cashman
(lyio), and riles (lyol). vpon examination or these
comparative studles, one notes cTnat tne consistent Ifinding
ot approximactely >U% of the responcents with a naster’s
cegree, Iurther parallels :ﬁis stucy ana, theretore, adcs

credence to the similarity of the demographic cata.

Tne majorlity ol responcents reporQ;; tnhey nac ootaiqeu
a ceyTee An a human acrvi&é giscipline. 30T Lurprislngly,
tinis particular sup-populatlion was selected because tne
target group of Lnis stucy was social wOrkers and tnese
1ncdivicuals were aost laxkely o ope employec in tne Hdbdus
selected. iT wds surprisinyg, however, Lo Ilnc tewerx social
WwOLKEeYrs Lfhan was expected,. interestingly, the large number
oI responaenis wiio reported tiaey haa degrees in education,’
was at a ratio or almpst one Lo every two socilal wPrs

depYees. 1hxis fipuin, 2@y be attriputec to any one Or

‘combindatlons of The rollowing racftors: 1} that educators
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possess .administrative skills that are useful tTo HSUS;

anajor 2} that educators have evolvea iantoc social welliare

positions due €O a saturated education market or job

availapility; ana/or 3) that educators have been skiilful in
marke ting tnemselve; to ansus; and/or a)':nat educators have
been more Irortunate in :iua{né these jobs; and/for 5) perhaps
some nSus prefer non-social workers to ‘soéiaL workers 1in
upper level @anagenment positions im n3Us (see slostein
{1985) p.bsuv, for an interestiny ciscussidn ;f this issue)}.
ln aany event, the lar,e number ot LLMs with education
deyrees causes one Lo speculate at lengin apout such a
ii1ndinyg wnica certainlily has socxal WO XK education
implicactions.

Few o©of the LLiMs nac¢ speciaiized educataonally in
[ar g

acﬁiulstratlon, a finainy that was consistent witn
scurrfiele’s (iYou) study. une plauslole' explanation for
tnls finainyg 1s that when inaividuals raitially enter the
nuﬁdn servxces: nosSt 4are social WOIKEeTS wio have been
tralned 10 ¢4Sework metnods, 435 Wds found in tnls study.
uver time, such incivicuals evolve in caree:'patns wnich are
in tne 4reas OI supervision, adminlstration anue TMahaygementl.
Yhis was corropordatea by the :;nu;ns whlch ingicateg that at
@uministratlva/manasement entry level, tew 1indaiviaguals

perceived Toey nad 4geguate ecucaticn oOF training Lor such

joDs.
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Further, a relatavely 'largé number in the sub-
ﬁopulatxon (302}, -uere prozotea to UJLM -positions uxihout
prior manggerial experience, Possiople explanations for this
flndin5 are: l}) that previous management experience is not
cunsiderea a :pierequisite to adminis:rative/managemen;.
positions in ddUs; &) th;re are ' tew incividuals to select
from wWho nave tné edqucation, experience, Oor expertise to
£1ll sucn positions; 3) perhaps competence in CaseworXk o©F
supervision are valuec ' as required prerequisites to
acmxnlstratlonlmandsem;nt.

Finally.,, tne sub-population Tevealed a higzh degree o:

arriliation with protessional associationds 1n yeneral.
Atraliation in administrative associatioas, however, was
m&niomal, implying that most ulds in such dAsus lackea a

proftessional arriliatec context in acmindistrative/management

related issues. un tne other hane, there was substantial

-,
]

arriliation witn proressional associations in the human ’
service Ilelc 1n penerdl, which parallels the previous point
relating . v . the ract  these inciviguals were
CiuScwWOrKers/supervisors promotec to numan Service
adninistrative/management positions.

ll. The rbus in the Sub-Population

The nsus it wnich tne inagxvicuals in tne subp-population

(]
were employec could be cate,orizec accorcing to JZL citrerent

Lypes ol n3us. Tuese ranyed trom 4an "other'" category, which
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wWas the mode at 21.7« ana included specialized HSUS such as
Véhilaren‘s wmental health services, planniug}tundralsing,
aitonol/qrus fenapilitation, Nearing impaired services, ana
comnunity planniny se}vices, to the eaucation Category which

Comprisea l.44 of tne Sub-population. Ihese data are

-
-

provided in Table 2.



Table 2

I'ne Types of rSus an which the Sub—Ffopulation
were taployea

(n=69)
Type of nsvu ’ Number Kelative
’ Frequency (4)
l. vtner (cnildren‘s mental nealth = 1> 21,7

plamainyg/runa raising, etc.)

2. Lhilc welrare Il Io.y
. . L\:
do lMental Healcth 1y La,.o
4. raolly services . : Y - 13.1
5. vorrectional 7 lUoe
. .entdal Ketardation 5 7.3
/.- nehadbxlication 4 Je0
~ ) |
5. lncome Jaintenance 3 G4

Y. lecical < .9
2
lu.Vocutional, cmpldyment \\ 1 1.4
Ll.sezvices ror thne agec 1 I
lZ,raucation i 1 Las

Totals by IVIVIE

-t



T 53

- -
-

Furtner, Taole 3 provides . some selectea d3u
charucteristics which include: 1y lfull-time professional
starf; £} _part~time protessional §taff; 3} lfuil-cime
clerical starr; 4) p;rt-time clérical starf; ana 3)

adainistrators tnat report direccly Lo you.



"selected ns>L

Table 3

Ccharacteristics of the subd-
(n=vi-71l)

Population

a3u Range Mean .ecian Stancard
tnaracteristics (x) : peviation
Highn Low (S.D.)
1. Full-tioe 78y U 39.1 4 12¢.1
rrofessaonal
stark
i. Part—-Tinme g1l ¢ i U Lasd
professional :
stat:
3., Full-Time gy V] Je U Lt J
Clerical
statr
4, Pawt—-lige 22 u l.u L 2.8
Clerical )
sraf:
5., aduinisiralors 21 V] Ldad §] 3.4

that Report

pirectly to You

S
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The total sun orlmonies feceivea by all of thne ddus in
cn; sub=population was ;143,010,5)&.' The averaye annual
operating Dudget in the last ris;al year per HSU was
$52,434,00b, with tne actual pdudpgets ranging from 323,UU0 to
seu,uub,buu, witn a meaian of sa:ﬁ,uuu. Tabie 4 reve;ls all
of the tunding sources, the average proportions DYy

pegcentaye oI funds recelved anc the actual percentage and

amounts 0f funds recelved by the HSUs in the sub-population.
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Taple 4
Actual Funainyg b>Sources, and tne Average Proportilions by
FYercentage orf runds Recelvea and the AcCtual Percentaye
and Amount of runds Received by each H50 (n=bY)
Funaing dean Pexcentage Sums of Mean (X)
sQurces . (X) of (4} or ¥Yunding = xeceived
Propor- Hous that Keceived per HSO
ticn receiveq from rrom . -
Receavea Funds sources sources
. _ (3) (3)
1. Provincial 54,1 pla b 17,373,047 1,381,001l
vovernment
Z. Lnited k7. S4.3 25,000,325 sl2>5,0l0
way
3. dunicipal 6.0 3%./ . 9,439,220 377,569
Gavernment . : -
4. Uther (sinygo, 6.3 /.1 y,ulu,l/u 474,21y
Fund Raising,
etc,)
J. rederal 5.2 ' i3.4 i,00b,022 437, 0ul
Lovernment
-
L. ULlTect rees S0 Ju.u 2,934,/ Ub 230,793
tor aerv;ce -
/. Pravarce : S d ’ 2741 4,00L,041 255,941
vonations rLrom
Charity ouroups
©. ilhira rarty L.o 7.l 2,145,270 429, LD
T Payoents
Y. Private VoY 2l = ol,L0/,107 wb,511
vonations from .
lnuaiviguals a
selevant lotals lou. U -———— lajd,vle,5i& ———
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Of the uSus im this sup-population, 57./4% reportea chey

5

served their ilumediate c0mmunities, 3y.44 served their

regional communxties amnd oaly Z.b4 reportedly serxved thelr

provincial or*national communities. = Uver Y93 of the dSus
were Jlocatea _in urban commun'itlies witn tne fhipgnest

proportion located in Windsor aac Lonaon with 36.0% and

33.54, respectively.

b
. piscussion of nbdus in the sub—population. There was 3

wlide Trange OrL aitrerent Cypes of HSUs.represented in the
suo-populétion, wnich provigded an adecquate cross—-section of
representation oOf n3Us in, this region. owever, tnere

. . *
seemed ToOo DbDe &0 gver-representation 0% tHsUs that were

predominantly oriented toward the social functioning ol the

individual ang the tamily unit (e.y. tamily services, meatal

health, child welfare and children‘s mental healtn, as
indicatea in Table <2} althougn speculative, two oI the
pessible reasons for this may be: 1} these areas are where

most social problems orxiginate; apd/or Z) the Eegeral aﬂd‘
provincial Goveraments trocus on the darect treatment of the
etfectse oI social proolems, rather than otuner areas as
prevention, soqial planning, community orgyanization, etcy

as well, tne sub-population yere,prxmarily caployed in
small usUs, as inaicatea 1n Tabple 3. iore specifically, the
propoertion ot protessional staff to clerical statf was atC
the ratio oI ©:il. Cconsistent with these data, tae

antlcipatea swmall numper of damindstrative suborainates who
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réporteu to the uLMs 1n tne sub-population was also found to
pe. These data 1ndicate tnat there may not be many lower or

nicdlie level management positions in HSUs in southwestern

Untario, ‘a‘codgiueratlun which Iurther explains why such a
larye nuxber or tne ULMs were nired without previous .

‘managerial experience.,

Ine large number or small dsSus was also associated with

tnelr small budget sizes. as expected, 1t was statastically

-

detexmined tnat larye HSUs hac larper budget sizes.

lo human service systems, 45 in @ost organizatiocnal
systenms, decision-makers who holg power are tnose  wno
covatrol tne funas. it nas peen shown thnat ‘the faWouat or

power nele 1s directly proportionate o the amount of tunas

nelda by tne tuncing source {(Van de Ven, l4y/o; wnetter,
lysl). witnin this context, anc as was Shown 1o Table 4,

Lwo runcdioy s0urces tended L0 possess zost of the power in
. A

Tils  sudb-population of  usus. Vne wdas the Provincial
Loveranment, which was,. oy far, the most powertul cecision-
LaRer, lne other, was the Lnitec way . '

a4 'closer examination of Lhe feseral and Provioclral
Governmental politicald str;c:ure reveals ‘that tne receral
LGovernment, precominantly throu,n nealtn anc weltare vanaca,
cost snéres dpproxicately >U~ of the tunainyg proQiced oy the
Provincial Loveronzent, ITneretore, the power whicgh apﬁears

to be exclusive to the rrovincial Governcent, is in reality

Shdred by poth the Feceral anu Proviacial vovernments.
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Thus, Teceral powewr seems directed more toward
—
[
national, policy, regulatory is5sues, whereas Provincial

. -

power in terms oI the provision ot dSUs seems airected
toward more of a regional and community operations level.
AS 4d resulé, the Feaeral Governmgnt's covert power, in this
Sense, inairect fundaing through the Provincial Covernments,
coupled witn 1LS OVert power, girect fupaing to selected
nsus in the provinces, places them as the most powerrul, yet
ileast visinle administrative Ltructhr; whicn provides Iudas
co‘nsug. Tnerefore, as the cata incicatea, the Provincial
Government delegatles- larger proportions or tumds  to
respeclive dsSUs ana. tends Lo nave a nipher vis}olc protile
- .

in respective communities.

Tne Lalted way, -Hnlch 15 primerfaily a funa raxsiog/ruac
allocating oryanizationo, was another procinent source oL
tunds tor i3Us in Lne sub-popul;tion'ksee Tavie 4),. e

N

very low percentaye oI funds conatec Lo the HSUs 1n the sub-
population from ineivicuals ;na corporations, Lleaus one to
speculate that tne comations Irom Thnese Iwo sources may nav?
beel previously accessecd throuph tne United way. "

aloost all nays were locatec 1o urpan se€ltings. Ihis
large urpan te rural gproporrion was 10T expectec " ana
slgnlilcantly difrerec :rroz the population disrripution
which. was surveyec (see py.3/). This issue was exacined
1ro@ a variety ol pcrspc§11Vc5 and no r&dsonaole conclusion

could be reached apout this fincing.

* ®



I11l. Administrative Task Data

The responcents inm the sub-population

deslgnate the amodnt of tioe speat- in
administrative tasxs., These gata were then
orfiginal study py filles (lvol), who

instrument ang sacpled lu3 ulLiMs. Tnese cata

lTaple >.

—

were asked to
a wvariety of
coaparecd tﬁ che
developed this

are reported in



e | . Table 5 ya
A Lpmparison or the actual Percenﬁage ot Time Spent by
/Upper Level .anazers ino rerrorminyg administrative
Tasxs, In Files (1ysl) Study (a=103) and the
P * " Southwestern Untario Admimistrative Skill -
(5UA5) Study sSuo-Population (m=71)

acalipistratave Tasks Files study SUAS Study
' (n=103) (n=71)
l. lontergovernoental xelatiouns 1i.1- . 4.0 }
l. sStari supervision ana 11.5 13.3 -
vevelopment . .
j. Judygel danageoDent li.4 7.4
4. yoal setting ’ B4 )
5. dervices vevelopzentl /.0 - 3]
anc loproveoent
v. Prograz Plaanxnyg 7w 9.0
/. poaru xelations 0.l 9.1
5. rrograc Jdonitoring ' 0.0L 8.4

anc tvaluation

vy. decuring fFunas ) O.b 5.0
iu.ubm;unlty Relations 5.9 5.7
ll.inter-agency Kelations 0.4 3.0
lr.oeeds Assessment “.3 Zal
lsed&curlng analpOwerl wel 2.y
Ilw.Xecruitang uvlieats 1.2 ieD
1>.50 xesponse Lad -—-
lo.utheT (g.g. CASEWOTK, ) -—— S.0
oDisceilaneous, etc.)
li.uther . - L.0
lb.vther -—- Ue =
iotals luue b IRT VRV
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An inspection of Tabie 5 reveals that outside of

intergovernmental relations and budget -management, there

-

wasn®t zuch ciscrepancy 1in the percentages in Files (1l493l)

stuay and the Soutnwestern untario admingistrative sSxill

{5uad») study (usinoy criterion that 2+4.0L was a signiricant

¢illerence), in terms oI the actual frequencies, in the

SURS study, oI Task perrormance: . 1) 13.54 of time was spent
performing staft subervision; £) Y.la of tige Jas spenat
perforning -poarc telations; 3) Y.Us oI Time was 'speat
periorming prograno planning; anc 4} b.2~ ©f Ttime was s5peat

periormiayg services cevelopmenl anc improvement. similariy,

“.04 OF the sub-population reportec they were involved in

-
-

interyovernoentad relations.

Further, a total of <3 LiLMs, OF JZ.4a O Lhe Sud-

population, reported they spent more than .5~ of their tine
PETICOIZIN, OOe pdIrClicular tasx. UL these, 7 (¥.Ya) oL tue
responcents were perroraing sia:i supervision, wnile 5 (/ay
Ol lie respondenls were perIorming tasks in tne ‘otner’
category, interestingiy, all > of these “other® tasxs were
Che Sane acfivily, CadSewOIK.

AespOnLentls Welc Lhel asxeéd o exafine tne Ll Cases
Fepresentlec xn Tadle >3, dnc rank Order the 5 zost rmporzant
LdSKS  they perilormes, NOL  surfprisiogly, the reportec
privrizec xmporcdnce\ Ol Lasks was simlldr £o  tne repbrtec
percentage o Lime spent pertoraing tne Tasxks, These data

4re repegrtec an Tasle b.

"



Taple o

The Relative friority in lmportance or Adoinistrataive
fasks oy frequency anc Percentage ‘

(a=71)
Adminlistrative Tasks ) Sumpber that Kelative
Coas}derea this rfercentaye
i Task a Prioricy La)
1. starf supervision and 43 . ld.o
Jvevelopment ’
£. Dbpoarc xKeliations 37 - ll.e
3. Program rlanning 30 ' Loy
4. Goal setrtiny - - 34 lu, s
. dervices Jevelopment 32 9.7
ana Improvement
®« lnter-agency Reiatioons 46 7.9
. ~Program Jdonitoriny 23 Pov
4ng tvaluation
©. >sudget tacaygement ’ 23 L.y
Y. Lommun ity xKelations 22 6.0
lu. Ilntergoveramencal Kelatiocns Fa o 4.2
il.rviner (e.y. Caseworsy, Y doi
. @lscellaneous, etc,) :
li. Recruiting Llients o L.4
lo. securin, runds o l.o
bao securang Sdanpower ) . l.o
1>, seecs Assessment 5 . l.>

lo. vther 3 U;b
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The three tasks which reportedly took the highest
pércentage or time to perform (in Table 5) were priorizea

Lhe same way as being the rcost important te the eftective

oOperation or the uSU (in Taole b). Further, all but one of

tne aadcinistrative tasks in Table ©, were priorized within
]

two rank ordered positions or how they were listea in Table

>+ lne one exception to this was the tasc “"securing funcs",

-
-

which ranked 13th in iwportance in Table o, but was ranked

luwtn 2n  terms or amount of time spent actually perroraming

the. task in Table 5.

b

Yiscussion of administrative task cata. A COmparison
.. , : . -
OI the actual percentage oI time - spent by LbLids in periorming
kY
daazinlstrative tasxs bDetween riles (lysl) stuey anc :ﬁ% SUAD

STudy, revealead that ©poth Sub-populations spent cCinme

Perroroing saoxlar CasKks, Further, not one tasx was

.
'

periorned more Thnan ac average or 13,3« or the time. it was
. - -

surprising to tind tnat both sub-populations were codparabple

not only 1n the TasKks perrormea, but also in the amount of

fLime spent performing these tasks.

however, there were two signiticant discrepancies
PelWeen thNese studles as incicated in Taople o. .Tne lartygest
9lscreépdancy was the itex intergovernmental relations. Inis

Ldsn Consumec the largest amount of tige o riles (lvoly

»tudy, but was ranxkeag twellth in the sSuUaAs study, a
cllierence 0! 0,3m. fhe ovtner GlsCrepdncy was wilh budyget
mdnaygement., it was ranked thira in Files (l¥oly study, but

ranked sevenlin in the Suad stucdy, o girference OrI 4.



o . ' ) .bj
Une Teasom for these discrepancies may relate to
aspects ot Che respective sub-populations. Une 0@l these was
tnat Files (l9yszl) Study wa s comprised ot bLMs from nealth,
mental nealtn ana social service dSus. Comparatively, this
Study was comprised or ULLMNs precdominantly from mental nealth
and social service n>Us. As 4 result, the unknown numbértofn
health hSUs in Eiles (l%sl) study may have contrioutea to
tne mirference 1n tnese rincings. For example, BUs of rhat
sample wmay have peen from health 1toLs, whose
acminxstrggors/manasers $pena a larye percentage ot tinme
perrormluy intergodvernmental relations and budget management
Lasus. Uther interpretations ;or this discrepancy will be
ofrerec lLater on.

Another aspect or the sub-population was tneir
seUgfdphical locatlons, Tne sauple 1n~ Files (lv0l) sctudy
Wab5 IT'Om LNlle stdlte Of worth uarolinahln the L.3.ad., while
_tne sub=populatiocon in the Suad Study wds LTroa the province
or vYutario, Lanaaa. The gifterences in the seosr;pnicaL
Teg,lons alG the Fespeciive ,Lovernuents appeared o have also
Rad diIlering ellects on the rindlngs. ror  exauple, Lhe
serth Larelina anc LUedo. wvovernments wmay ndvé had a system
wnich encourased or even manaated nore intufgovernmental
relations dnd stringent budgel wanaygemenl procecures tnhan
the unldrio 4nc Lanacdian sovernments, Therelore, one cannot

cismiss the governmental siructures as intluenciny these

lindings.
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Another reason wmay have been the actual time periods

- wheno the stuqles were conducted. riles {(l¥ol) study was,

conductea in March lvy/s, a period when economic recession,

governomental Dudxel restraint and increased pressure IOT
accountapility may have caused tne sample To spena more Cime
perforoing intergovernmental relations ana pudyet management

LaSKS. fhe bBUAS stuay was conductead in tne spring anad

suaoner of lyso, a periogd when there was economic growth,

stadble sovernment spencing ang tamiliaricy with
accountabpilicty pressures. Apain, tLioe periods must bDe
considerea when interpretiny GThese dlscrepancles. Apart

irom sucn dirrerences, there was & sSurprising ceyree ol .

congruence which oversnhacows these discrepancies.

~

As dlscussed, the percentaye of time that ¢ JuMs spent

perrorning wedministratidve tasks iﬁ this stucdy, as notec in
Taple >, paralleled tne rinuings of Files (lY%el) stucy wicth
two notable exceprions, intergovernmental relations ana
Duuel manNdgemenl. ude reason why staltl supervision anc
gevelopuent may have peen overwheloingly reportec as the
most periormec (lable 2, ane priorizec as the most
ilmportant acminisCrative L;sn {lable b}y, may De relateu to

buth the nature ot the H5US ana the LLMs in this sub-,

populdation, JAOre speciricailiy, the primary responsipility
- Ld
OI JLMs 15 TO ensure that tnelr adUs are running erftectively

anu efficrentliy. Consequently, LLes  must initiate
-

actlvitles with exployees ia thelr HbOUs tTo acnleve tnils

-
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ol
goal. The many dimensions that ‘enter into running an

erfectlve H3U appear to pe relatea to starff supervisiom ana

development for GChe most part. - For e£xample, when & new

program pecomes operational, the LLi, amonyg many other
. ‘ r ( . N

tnings, nust lnteract Witn scatt {administrative

supordinates, ana/or troat line staif) to dimpiement tne

program yo0als and objectives, outline operating p;ocedures,
resolve a wide variety or major programing problems, receive
feechack on program pertormance, and seer proressional
acvice on huw Lo lmprove the progran. lf such interaction
does notr taxe place, the expected results ccdula ve
cevastating Lo the prograao, ana/o; the #Su. Theretore, it
appears a5 taough statf supervisign aanad cevelopment, -for

this sub-population, was tne primary administrative zTasx

tnat racilitated the successtul gay to day operatious in
HOUS .

To rurtner ceteruine the relevance orf this tass,
-

Subsequent sCalistical analyses involvin, this variaple were
perrormed, A Cross tapulation ©L Tne tiwme spent perforuling
S5TAll supervision anad development, Wwith the numDe-r OII years
the sanple nad dbeen employea at- tuoeilr current Jjob  was
conaucteca, ine cul-syuare Test sStalistic was calculatea to
be 3./4, l ¢.z., and incigatcc that ULLMS who were employea
in their curre;£ positions tor longer pe;iocs ot time spent

Dl0.re  tice perrorming statlt supervision dnd developument.

Simailarly, it was aiso tound Ttnat tnose witn a deyree ror &
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longer period of tine, also per:orhed statrt supervision and
gevelopment more orten (t=z.l/, n=58}. soth of these
:;ndinbs seem €0 Sugxest that those who have acquirea
practical experiénce atter receivins formal education, value
the i;por:dnce of staif supervision ana development, and use
xt‘accp:uin§ly. une possiple reason tor this is thal they
have seen, Iirst hanc, the soclal Aature oI tiSus and regiize
Cie loportance oi; ang the ‘'many senefits tnat result from,
stafr supervision anc deyelopment.

‘soara relaiions', reportea as the ' second =most
pthPIEEC_&QElBlth&th: tass in laole >, was alseo pfiorizec
as Llue seconc.mobt important acministrative rask in Table wo.
It 1S 1oterestinyg to note that, similar to stall supervision
anc developrment, Dpoard relations is an acministrative task
which en:ailsllnte:dcc1nb with inuiviuuaxs who have the
Lsfeatest potentlal erfect oz day to ady operations 0L the
DU [hus, ULMs perform stalr supervision anahceveLOpmcnt
te p;edominantly,interact with their suborcinates, whereas
thiey periora Doaru‘reldtxons to precominantly dinteract witlh
:nélr SuUpeTiors. Inererore, it seews ‘as though tne saue
ratlonale IOr The importance oI stall supervision (e.g. day
to day operasatirional tunctions suctlr as TepOTtLing,
coorc¢inatin,, moenitoeriny, and troublesnooting), also applies
to boarda relations.

" Unllae ©OUUOETY aC¢linisliXallve tasks That were liscteaq,

boara relations can obviously only pe pertormed in adSus Lhat



' by

have poaras. ln oraer te test this, a crosstapbulation of

.
-

tine spen; pertorminy board relations anc type oI 1nsu
resulted 1n A?- D4l (L Galele. This indicatea that more
time was séent in boafc relathons im enilc wel:aré anda
:dmily‘serv1ce agencles, anc further sugygests that these are
Lhe Lypes ©I HdUS tuat tend to have active boards.

rrograxs planniny ana zoal setting were .the next Two
administratave CasSKy wiicn were consiaereé t; be oos L

ipportant (see Tavle o). Inese two temnc to complement each

other and d4ppear Lo be used 1o conjungtion with one another

pecause they may have significant impact on the Iuture

cirections of the ndU. Consequently, izmportance Lo tue

-

-

Iulure OI Lhe" dU seems Lo De alwmost as dmportant as staft
supervision and development, and poard r®lations,

ihe sample reported tnat Chey did noft spenc nuch time

perrorzin, Lasss. olner tnan tThose listed, nowever, the

nuwber Of Tresponcents who did spend 4 great amount ol time

perrormin, “otner’ Tasks, S$pent 1t perrorzing caseworx
Lasnis. Inis may sugpest that: L) this activiiy occurred in
cswmall asus where the Uil ée to ©alAtaln a caseloaa cue to
bud,el restraintis; and/or &) tnese LLM4 nag caseloags to
maliataln close contact wiltiih ¢lient anc service 1ls55uUesS;
auna/or J4) tnﬁge ULns‘were Lralned dnd egqucated CLoO per:grm

CasewOIK LaskKs and consequently, periorm Laswk$ They are most

comIoridole wilh.
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In total, - tne relative pribrized importance O

.

adminlistrative Lasks was reported by the- sub~-population im

approximately the same order as GChe time spent perrorminyg

-

them. Tnis suggests cnat UJLis have a nigh degree of

autonomy, and spend their time, - for the most part, as they

see IL[it. Perhaps more importantly, tnis Suggests'that JLels

spend thneir time perrorming LasKks which are perceived Lo D€

-

the most important to the HOU.
< :

.

IV. Administrative Skill Data ’

Facn agministrative sxxll used by the sample was scored
on the Aamlh;s::a:1Vu sg1ll lonventory (A>l) in a réngg irom
¢ |=pever OF 4imost never used® To “Smalways or almost always
used’ (See AppeldixX DbJ. A list of the 2/ mosé Irequentliy

used aagministrative skills 1s Teported in lable 7.
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Table 7|
. |
.o | ‘
The Rankeda Mean Scores or the <47 ost Frequently Used
Administrative 5kills on the ASl

(=63-71) | (

i Freyuency of Use

Aamipnastrative s5kill Mean (X) standard
’j Deviation.

l. Verpal <ommunicacion

Z. Lecision-tlaking

S« tuman rRelations

4. LO-operation :

>+ Leagersnip

b. leatm WoOIK

7. written Communication

. Proplem sSolving

Y. lntormal ‘Communication/Networkinyg

lu.Motivating Uthers :

ll.uncerstanaing fFront—-line Social
Service issues in the Urganization

li.lnterpersonal sensitaivicy

ls.Humac Benaviour

L4.v0als and ubjective »etting

l>.rersonnel Management

iob.ueneral Staff supervision

l/.lnnovation . . f

18 .Conmunity Liaxsing -

ly.¢rogram Planniny

ZU.btatf vevelopment ) T

Zl.formal Communication

ZZ.5tatr: Yraining/lTeaching

Z3.F¥inanciral Nanagement

Zb.Counselling T

{3.lnterorganizational relatioons

“b.lonsultation

Zi.vollabporation

-
L

»
»
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dote. *ine A3l sCores ranged Lrom ‘l=pever or aimost *s
never used’ to “S=always or aimost always usea’.
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The complete list or the 2b least freyuently

adminisctratave skills 1s snown in Taole o.

w

12

used
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Tapole
The xanked Mean Scores of the 20 Least Frequently Useaq
Adoialstrative >kills on the ASI
. (n=os=71)
Frequency ot Use
»
acainistrative sxill Nean (X)= Standartg
bDeviation

l. Understanding of ctne J. 4 1.3

Casewors Process
<. dtTategic Planning i P Ueo
J. Group work lechnigues 3.4 1,2
4. puapet analysis 3.3 l.u
2. rolicy vevelopment anc Analysis 3.3 l.v
v. Front Line,Socral service 3e3 Lod

>talI dupervision
/. negotiacion - 3.2 l.2
b. xesource Levelopment 3.2 1.1
Y. lManayement Theory 3.1 l.¢
lvieurganizational senaviour 3.1 . Lou
ll.community rPlananiny 3.1 1.1
li.urganizational structure L.9 Leu
L3..ianagemént lnrormation systenms ‘oY l.u
l4.urganizational Tneory Lot 1.1~
i>.5ystews Analysis 2.1 1.5
io.cvaluation wxesearch 2.0 1.4
I7.rolaicical 2.3 1ol
lo.narketany 2.5 1.2
Iy .Legal/Legislation - 243 Loz
dUertit¥eprencurial 2as 1.2
<l.do0c1al welrare Tneorx 2.3 l.vu
Lis.7und Raising e -~ 1.4
£3.2da8iC ana Appllied nesecarcn 2.2 law
£%.Lubour Kelatioas - 2ed 1.3
¢>.uomputer lecnnoloyy 2.0 L.1

d.d 1.2

lu..lanagenent union rRelations

~0Le. *ine adl sSCOTes Tanyed Irom

‘“l=never or almost

never usec’ To ‘s=always or almost alwavs usec’.

- ey
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Accorainy to the tindings oy hﬂ‘F (1¥53), Neugegoren
(lwv7l,;, Perlautter klbok), and otners, the skills in the asl
weTre - tnen tneoretically constructea into three main-
Categories, techkaical, éoncept;al and 1nteractio al, ana
tluree comoinatlohb o£ Lhese . catgbories, adwanced,
tecﬁnLC¢l/cd§ceptual anc :ecnnical/interac:ional. The
revisec itexzs wefle tnen analyzeag ;nd plaéec in respective
sub-scale categouries, Vel k\

. ’ \
fhe following derines - the respective sun-agale

cateyories: 1) rtecnpnical skills includeq uqaerb&dﬁdlag
H t,i-
rront line social service issues in the #bU, financial

Dandyedent anc evaluation researecn; 2 conceetual 5xills
lﬁclugec Danageuent theory, organizational tneory ana social

wellare tneory skills; 3 interactional skills inclucec

'wratten comuunicatioﬁ, teand work and skild 1in cotivating
others; 4, acvaaced sxills rncludec tuose skills whicn have
cletents ¢l _ the oDpasxc turee ' 4danministrative skills
(Cecnnicel, ' conceptual wnd 1nteractionad) anc lnclugec
Leacersniy, CeClslOn~—Wanlns 4nc political sxalls; 3)
tecnnicalsconceplual sk1lls wilich cowmbine elewents ot
tecnuical anc concCepltual skills anc lncluced prograu

planning, uncerstancing o0f Lhe Caseworx process, and policy

developuwent and analysis; d4Rc o) tecnnical/interactional.

saldls wirichn comdiniead elezents [+ techaoical and
interactional skills anc  aincluced comnunity liaxsing,
-

counselling asnc labour relations skills.

.
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The a3l was tnen psychometricdlly ‘scrutinized for

gdetermining its eopirical reliaoilit{/,&iEfValia;ty.; lhe
rollowing psycnometrlg Lests were conauctéa on the A;L; L)
inter:coirelatxondl mMAaLrix was cetermined; 2) factor
-analyses were coﬁuucteu; 3) réliabili:y tests were
“cereroined; -ana &4)valigity tTests WweTIe assessed. Inese

Lesls, which 4Te ciscussea in more detaﬁ? in Appengix C,
revealeg that the a>l was botn reliable ana valia.

the compuled mean scores oI Lhe respective suo-scales

ol the Adl were determined. fnese Deans are Teported in

lable Y.
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lable 3— .

The xanxea }eas Scores of tne Sub-Scale Categories of
The Administrative sxills Inventory (aSl) (a=v>=-71)

Administrative >kill Mean Standara
Catepory _ ' LX)= Leviation
l. lnteractiounal bad Le &
2..auvancec d.o Ve 3
3. lecnnacal/lInteracticonal Jo ) Uad
1. fecnnical/conceptual S 3 Ve 0
5. Conceptual ) ToZ.y ) e/
b. lecnnical '. . da0 (VP o

aoCLe. *lne adl scores rany,ec rroz - l=never or aloost
aever used’ to ‘S=always or almost always usea’,
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ln d4ddition, tne A3l was factor analyzed to deternine
wuether tne tneofetical racfors (i.e. the criteria usea to

~

create cthe. sub-scale catepyories) coincidec with tne

aiscussiony, inese tactors ang thelr respective. Item

loacings are Feportec iz Taole 1.

- .
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Taple 14U

Lten Factor Loaaings tor J factors of the ASL LEI,EZ,EJ)

(n=6/7)
ractors rerceatage’ lteas Loacing ltem—
ol Variance on the Add Factor
Accountea e ,k's

e

For (=) //

ractor L ' )z.o l.leam WOTK Ny
- : J.nnucan Relations oD
s.morivatinyg uthers .o

4.,Proplem dolving Y]

factor <& we b j.Lnderstanaing OX -1

Lasewors Process
J.rfront Line Soclal >ervice ol e
statr supervision

s.understanding front Line .00

social Service lssues
4. ounselling .0l
s.stafr Traininy/leaching .0
t.Personnel llanagement ey
factox 2 Je 2 | .Management/union relation . «2Y
J.Lapoour Relations .Y
» JobLégal/Leglslation DY
. 4.negotliation LU

i

3 J
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An inspection of Table 1U resulteac in three distinct

:aétors ia wnicn,:geke appeared to Dde guch commonality among

tne items. - Inese tdactors were lapelled as fractor !l =

‘interactional®, Factor £ = ‘Technical/interactional’, and
ractor 3 = ';anourILegal' type skills.

Tne sub—-population was askec Lo examine tne task

ravéntory (iavle 35) danu the adLl (l1adbles 7 & o), and then
Telort on  the tasks or skills ‘tney were most competent in
pertorming when they ILISt DeCdDE admInistrators/managers..
rifty seven dirltereqt tasss d4nd skills were recoraega. The
results oi tne I¥¢2 responses (eacn respondent could list
tnree sxK1tlls Or tasss) were as follows: 1) 1u reporteu they

were most cowmpetent in  perrorming general statf supervision

R~

4L entry level; 4) % reported communlication; 3) v reporteg

cunoun ity liaising; <) o reported human relatloné; and >) /
reported organiziny in yeneral.

samilarly, wusing tnhe same ~task and skill inventories,
Lhe sub=~popudlation repdrtcc 37 difrerent Lassks anc skills
wiilcil  Cuey conslderec themselves least cowpetent in
peTlourain, when Cuey 11xrst becume adolnistruators/wanasers.
the results ot tne 1// respoases {again not wutually
txclu;iVeJ welfe ab lollows: L) ¢4 reported they were Jleast
Coupetent ln perlorwing budget dn;lySLS; 2) la reportea
I0enbidl Galldgeément; -J) Il reported pDudgelt wanagewent; o)

Lv reportes  lavour relatiods; ana 27 7 reported peneral

SLall superxrvision.
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Lﬁ regdrd to acministra:ive"suiil development since
~becoming an a&mlnistfagor/ménager, over oUs indicated they
;ere- primarily involvea in on-the-job training. ilore

- r .
specifacally, glmos: “U4 cnose specialized seminars,
courses, etc., a;_tne activity they were primarily iavolved
in, wnile ¢b.lis were primarily involveda 3n administrative
seill development witn continuing eaucation from
proxesslondl‘aSSDCiations belnxg thne most Irequent activity,
Lonmunity collegye 4nd correspondence study were ranked'és
tne'lcérnlnb Sources used none oX the time by v7.Z+« and
/>.4n Or the suo-populaction, respectively.

When responaents were éskea, in oben—enaec rasnion, _to
desCrive characteristics of tne iceal ULil, over 3li (tne
Llghest percentage recorced) listec personality traits such
as 4 Scns; 0! humour, wmaturity, and Ilexivility as thve idveal
Clardacleristics. Ihe secona nost vrepor:ed set (=34

characleristics (as» 4 couort), were interactional sxills sucn

as Lnterpersonal sensitavity, aand the aprlity to cownmunicate

Wiih 4nd wotivate others, which was stated DY lb.Y~ 0f the

suv=-populatctiovn. Fewer than ©a, WwnRlch was Che" lowest
pelcenlage 10X . any sel of- ldeal Characteristics, reported
ecucational characte}istics such as sraduate or
ultdeIyracudte - education in soc1al WO or Cuslness
dculnistrullon, and tralainyg ds telnyg ldedl.

viscussion ol a5l data. A% showa 1n vable 7/, seven of

the ten wost Irequently usea ddministrative skills were
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iuteractivnal, with the top three interactional skills oéins
verval communication, human relations and cooperation. when

all interactional sxills €ere consiadered as a pyroup or sub-

scale, as shown in lTadle Y, the mean wWas 4,2 (d.D.=0.4).

"Inis inailcacted, rairly convinecingly, tnat interactional
seills were more Irequently used 1n ndUS than any otner

category or adminlstrative skills. . in fact, all or tne

interactional sxills were ranked in the top two quartiles of

alLl the items on the Ab5l. fhils. finaing clearly suggests,
and reinlorces the opservations made 1n the previous
¢lscussion of administrative tassxs (pp.bb Lo vYy) tnat

iuteractional Jdministrative -skills are the most rre;uently
usea, WDost I[requently needed and perceived mo;t tregquently
to be amportant shills in HSU adwministration. wne may
lnterpr;t thls finuin, as a result of the soc1al,environqcn£
Ol udUs,. in siopler terus, interaction, and most likely
positive interaction, mnmust be initiatea ana operationalizec
DY afl LbLi IOTX &0 HSu Lo run eftectively.

Advanced JQninistrative skilis (lapble ;) were round to
De Lhe seconud ool useg with a medan o:.J.u (a.u.=u.>).
seven of The JU most trequently used administrative skills
in ract Liaple /), were acgvancea agduinistralive sk;lls,‘witn
the top three, which were alsc Iin the top ten overall, beinyg
declslon-maklné, Leaqc{snlp and problem solving. ©bBecause of
the cowplexity anc sopﬁistication ot such skills, advancea

dacmloistrative skllls were anticlipated To  Le usec the most,

-
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however, they were not used as much as imteractional skills.

-ihis seems to ingicate CLhat advancea administrative skills

may De usea as an adjunct to dnceraction skills. tor
exauaple, n>U aaministrators continually make aay to day
decisxons, however,  the interactional processes ot

communicatlon and Ieeddpack rrom sStatr, ooth‘ formaily and
intormally, pLOVLide tne administrator witn inrq:mation that
way have an impact on the céclsiops to pve made.

lne-tnlru and tourth most used Cypes Oo! administrative
skills . were tecnnical/interactional and
tccnnlcal/conéeptual, respectively Lraole $).

Technical/interactional swkills hao a méan 0I Se4 (3.V.30.2)

and tecnnical/conceptual sSxills had a mean oL 3.3
(Dale=U,0). Jae Treason tor thelf use, more Tthan conceptual
auc tecnnical skalls ywnich weﬁe the least used), way be

relatead to the Iact that they possess TwQ ol thne three dasic
)
administrative skill elements as opposed Lo one central one.

Tnat 1s, 4 combination of suctu skills is awore relevant and

usec, than sole expertlise oI one particulaf“twriiksiﬁgéory.

when the A5l was factor analyzed, it was interesting to
tute Thatl two 0! the Chfee facturs, Factors 1l and £, were
pfucomiuantly comprisea of skills rrow tne same sup-scdle
Catepories wnién were constructed Irom the theoretical
Iramework tox the Abl. ror example, ractor | was composed

of interactional -type skills, therelore, parallelin, the

-

tneoretical catepory ot interactional skills. similarly,

~
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Factor ¢ was composed ol technical/interactional types o:
skllids, theretore, paralleling the theoretically pased
tecnnlcal/interactional sklll category.

A somewnat surfprisang tindimg 1in the factor analysis

cueryea with ractor 4. This factor was compriseu  of

laoour/legal types or swkills, a cateyory not discussed in
tue Jliterature O consicerec Dy -the Tresearcinex. Lhis
110dlng Suggested the existence ol anotner dimension to thne

-

A5l whlcn was previously not considered, put was apparently
relevant ror this sub-populatidn.

Uiven that the ecucatlonal DACKgrounds O tne sud-

population were wostly from human service dlsciplines/Lith

either a general or microe speclialization, it was not
surprisany that when entering their first
admlnlistrative/mdnageaent positions, the respondents

percelvea Chey were Qost competent in using interactional
sk1lls ana gér:orming tasks sueh  as starr supervision and
ntuan relations. ror the same redson, but with aitrlerent
an¢ wore rtreyuently reported TYresults, -the sup=population
felt leasf compefenl wlth abilities an tecnnical skills and
LasKs, most notaoly, those 0I a tinanc;él uature such as
budyet mansgement, rinancial management and oudget analysis.
Une reason Ior this, which was also Suppértcd by scurtield’s
¢lyou) stucy, Tay De attrivutec Tto the tact that educational

curricula in hmoan serviTe disciplines, ainclucang tnose wiXy

4an aduoinistrative specldlizatron, do not provide

e ———
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opportunities 0L ‘admi-nistr‘ators/managérs to develop the

/ -
:inanciél' skills neeuded to meet the tiscal deﬁﬁnds such
pos;tigns hola. As a result, 1t seews as_chgugn most ot the
rinanciael skill development takes place atter ULis are
nirec. ‘' 1his notion tits in witn the previous rindinyg in
thls study that ac@xn;strative skill development tooxk place
cn—-the—- jobD.

Personality traits were mentioned, ﬁost.iifﬁ:iiii;] as
tne characteristics tne idceal uLH s?buld POSSeS5S. " rhis
rinaing is contrary to ‘xatz’ (lv53) statement that speciric
administracive sxills weieinecoming lncreasi;&ly preferred
to personality traits. LT may Aaiso supgest that the trend
ci;uc oy xXatz has reversed 1itsell an time (L9o>—-l¥bo), SO

tnat now, pefsonality traits are wmore valuea 2inm :#dUSs Tthan

agministrative skills,

V. Uther Statistical analyses i

rollowiny the analyses oI tne descriptive data,

specitfac Lrendcs in tnese data wWere used to agetermine

combinations of variaoies that coula wove statistically
tested. fhree typegs or tests were primarily usea to
SCrutilnlze The data at tois level: 1) the Pearson rroduct-
noment weri) correlational coerricient (x) waé used :6

defermiune Lle sirengltn orf assvciation between variables; <)
thne Studeut’s L-test was used TO determine DdDelweel LToup

u .
dllilerelnces; &4NC 37 chi-square (i) was used £o determine the

\
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assoclatlion Dbpetween varieoies, All ~variables on the

. . ~ i
questionnalre were construeda as inaepenaent variaoles with

the exception ot the two main depeangent «variabples, ;aské and

skills, -lnus, analyses are presentec asccorainyg Lo: I)

tudepencent variaoles with indepenacent variaples; ana 2)

~ ‘
-

ludepencent varjiadples witn dependent variabples. Althouph
. A .
uuny variables were . tested, only those that providea

meaningtul and signiticant results will be outlinea.

lncepencdent variavies with otner indepencent varaables.

fne two wain groups ot lnaepenAem; variavles, socilo-
dcmograpn;c ana tisU  variables, -yielaeu signiricang
fulationsnips between ‘'one another, and a;} schematically
pres&ntéd in Figure <, U r

T

~—

3
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Figure 2
statistical Analyses of Sogcio-bDemographic Variables »
with h5U Backyround Variaples -
soclo-lenographic
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»>ex Time at
€—>|Present Position -
A .
vegree/uviploma specilalization
< Y
Y rad
L J

n>YU pacryground
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Within the soclo-demoygraphic va:ia&les, the educational

degree held by andividuals in the sub-population yiefgiz a
~ .
signiricant aumver of s:atié:}ﬁal relationships. ‘ ilore
Spéci:icggly,'tne ULis 1n ﬁhe sup=population with a master’s
QQg;ee oé-gore tended to nave micro specializations (e.,.

o T

casework, counselling, and group WOrkK) as compared TO a

peneral, or macro specialization (e.y- administration,
: . o _
research and planning) (X=22.4>, 2 a.f.). They were also
likely to have their degrees in the aiscipline . or social
work as opposed to- -the disciplines of socioclogy, psychology’
2 .
and education (X=Y%.35, ¢ d.f.).
) SeX was another socio-demographic variaole wnich naag a
signiticant number of statistical relationships with other
variables. nesults showed that males.we¥e likely to have a
A
master’s degyree or wore, while females were likely to have
2 2 : ;
less than a master®s deyree (X=4.5b, 1 a.f.). ln addition,
the dales 1in the sub-population were inclined to pe in thedr
positions z1or longer periods ot time than were temales
2

\VAEd.oy, L Cuilele

alon, Lhe H3U vackgroung variables, vdudget size IxzuTed
in ¥ of tne siynificantly tested relationships. #ive ot
these relationsnips weTxe with: 1) tull-time protessional
starr (r=.Y5, mn=6/, p<.UuUl); 2} full-tfme clerical stat:
(r=.o04, n=67/, pi. uul); 3 the numbeT of

acmanistrative/management suborginates who reported Lo the

respondents (r=,08, a=b4, pl.uul)}; 4) males were inclined to



-

ob
» ‘ o
be responsible tor larger sized oudgets (A=3.3, 1l d.f.); and

5) ULMs who naa tneir deyree.for ten years or less were

bikely to be ‘responsaible for smallérlsized budgeis (KEY.lb,

I dof.). ~~ . N ’ _

lodepengent variaples with the main dependent variables

(agministrative tasxs and’skills). These relationships were
determined as follows: - 1) socio-demographic variasles with
administrative <task ana skill ;arlabies; and - 2) Hsu
variables with acministrative task and skill variaples. -The

relationsnips between the independent (1lV) ang depemdent

(UV) variables tis schematically presented in Figure J.

't

5
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statistical Amalyses of Independent Variaoles (iv's)
. {socio-Demographic and HS50 &

| ackyround Variabfes) with
- Dependent Variables (LV’s) (Tasks and Skills)
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4 There were eigﬁt‘ significant statistical relationships.
between socia—demograpnic variaples and the admianistrative
task .a;d skill variéples. 'Three -of these relé:ionships
1nvolv;d the variable sex. tThe results showea: 1) that
remales sbent more time perrorxminyg budyget ﬁanagemenc ﬁasks
L213,io, Ldera);  2) used technical/interactional sxills
more trequently (t=3.00, n=64); and 3) spent less time
pertorming services development and improvement tTasks than
males LE=£.U5, n=o00).
~ The yoal settiny task (Table 5 was perrormed least
oIften by tnose from the sociMN work discipline \kilz.ol, 2
¢.f.) and least often by those who were in their present
positions fox more than five years (t=Z,U4, n=b/). These
with less than a wmaster’s degree tended to spend more time
perrorming tasks to secure Iunds (L=2Z.04, n=33).

There - were six significant statistical relationships
petween the H3u variaoles and tne administrative task anag
skill variaples. Four orf these involved the variable budyget
size. lhe results showed that those with responsibility for

larger pudgets were likely to spena less time performing

tusxs to recruit clients {(E=4.36, a=e>) and to use
tecnnical/incteractional skills less trequently (t=Z2.Z¢,
n=u3), vonversely, tnis same group tendec to spend more

time perrorming program monitoring 4and evaluation tasks

(g=s.0U>, n=03), 4nd stafr supervislion and development tasxs

(T=2.33, n=63).
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The remain;ng two signific;nc relationships netweén HSU
- variﬁbles,‘ and task ana skill variables 'anvolved.the types
O H3u in which the sub—-population weré " employed. These
results andicated that those employed in ramily servicé and
child weltarg n50s tended to spend more time periorming

P
starl supervision and. development tasks (X%o.&, 2 e¢.f.) and

' 2
less time pertformlng needs assessment tasks (X=/.8, 2 d.f.).

Discussion of these varjiaole relatioaships, These

:indlnéﬁ indlcateé thhat those trom the soclal work
discipline were most likely to pe ‘petter eaucated and o
have nicro specializations in their educa:iohal backgrounds.
AS citea by bdSecurfield (l9buU) and slostein (1lYo5), this seems
Lc  a4da credence‘to the fact that graduate social work
curricula are predominantly - micro focused and a0 not
concentrate encuygh om‘aeveloping social workers wikth macro
I

speclalizations. -~

The tinaings tnat males in the sub-population tendeag to
pe better eauCatea; were in tneir positions for longer
periods of tine, 4nd were responsible for larper sized
Duabet;‘Seems Lo suypest the péssibility that females do not
liave the personal .qualities that enable them to achieve
these levels. iowever, developments in kKnowledge gained
about male/remale waifferences, coupled with the 1ract that
the ratio of females to males who gracduate with a master’s

depyreev 1n social work i1s approximately 8 te U1, and that

lemales appear Lo maintain cowmwmitments longer, ang are

o
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capaple to manage -large financial interests as Sell as
males, reveal tndx.this is an unrealistic consideration.

lostead, «these rinaings Suggest that females do not acyuire

upper ﬁevel managemén: positions aue to: 1) gendexr blas;
A

and/or 2) a lack or initiative to seek ULM positionsi™and/or

J) a desire to pursue -“micro _155u?s more than macro issues;
and/or 4&) én inability to enter tne established ULM networx;
ana/or'j)-career interuption; and/or v) some unknown gender
dlifrerence,

In aagition, other male/fem;le diffterences were found
in  performing budyger Dandgement d4ana services dev;iopment
TLasks, and in using tecnnlcal/xnté;actional hs&ills. The
possible reasons for these dirterences are not Known &t this
time, obut it is possible to 4ssume that the reasons may be
similar to- those menticned abéve.

AS  eXpectea, budyetT slze was associated with Lhe
Varliavles related to statf size. ihis suggests that statry
Size 15 proovaoly the wajor criterion for budget size.

rn; fact that those in the suv-population with laryge
budyet sizes Spent Less time recruiting clients suggests
tiat their budget size seems to ensure a constant supply or
clients, wnile the minimal use ot :echnical)interactlonal
SKidls suggests that larye buaget responsipilities result in
less iuvolvement in tne front i ne activities in the 4Su

such  as counselliny, §TOUp work and community liaising.

Lonversely, the larye budgel size required the sub-
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population to Spena more time performing program monitoriny
‘and evaluation, and staft supervision and development tasks.
Inis fancing may . sugjiest that begause ULMs with large
budgets are removed trom the rront iine, they use these
Lasks to stay in:orme" or tront-line issues, activic\ies and
pertformance. _

In tne sub-~population, both sogcial workers and those in
their present positions tor a‘'longy period of time appear to
De  relatea in that they opotn perrormed yxoal setting the
least amount or time when comparec <to their witnin sToup

. ~

conorts, Tnis similarity seemws to inalcate that both may
nave 1) gevelopeda, dand tne:efore possess, advanced goal
Setting skills Jﬁicn'ma} be perlormed in short periocas ot
time; and/or‘d) .estaolished long term goals which greatly
inrluence, anad theretore minimize:  the amount oI time spent
perxrorminy sﬂort term ygoal setting; ana/or J4) rocused their
attention on tasks other that g;al setting.

Family service and chila welfare AsUs in the subp-
populdtion spent wore time perrorminyg staét supervisionf
This seems Tty 1naicate that: l) the nature of their client
populations demancs it; 4na/or &) these are larger sized
hoUs where tne ULMs are far removec from Che tront line and
need to stay intormed; and/or 3) these HSus utilize complex
Lreatment technlques that wust be constantly 4assessed.

Also, the ract <that uLis in these two types of tbus spent

Less Clme perrorming nEeecs assessments Sugpests that: L)



“n . | g4

. . N
. -

their policies and target ygroups are determinea for sthem

\e.4. 0y boaras, tunding sSources, etc.); and/or 2) these
HoUs are 5pec1alizea, thererore, service needs are easily
iuentatiable; and/or 3, due to budget restraints and large

workloaas, there is not enoupn time to do so (e.yg. the

- -
-

4 .
children®s aid societies), .

T T

T .
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CONCLUSIONS :

Tne findings ot thnis stucy will pe organized accordinyg

to: 1) conclusions relatea to the literature review; 2

tindings . of the stuay; 3y limitations; and 4)

recomnendations.

conclusions Related to tne Literature Review

.This stucdy reviewed how orpanizations nave Decome
increasingly complea. wWwithin the realm of aagmainistration,
it was senerally agreea that management theory and
pfiacxples could pe usea 1in all. organizations, dnclucing
iisus, anc that QlfIerent Lasks an@ sxi;ls coule be utikizea
at ulx:ércnt acuinistrative levels (e.g. lower, micale, ana
upper). This study reviewed the nature aond dgevelopment ot
administrative skills ana noted that na jor advances 1iq
acquiring Kuuwledge avout damfﬁistracive skills nave been
slow to uegélop pecause ol thear overlapping teatures maxing

-
them difticult to reaaily iddentiry anu peneralize,
fhis study 1s the rirst «Koown research specitically
assessang administratave skills possessed oy ULids  in i3dus.
a Teview o the limited amount ol researcn cohducted into

~

the activities -of agministrators ana managers (pp.ll te 17,
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resulted in accepted notion that "~ the

v

ooservation of task pehaviour wias the best way to determine’

sxill use. .
: ~ - * -

~

As a result, the 4>l " was constructed for use in

conjunction with other instruments, '‘namely riles (1Y3l) task

L0vVentoxy. ine A5l was & 5 point, interval scale, which

¢

determined the Irequency of aaministrative saill use an the
pcrxormanCe‘ox daaministrative Lasks. lt enabled specarac
acminaiscrative Skills to e isolh:gp«-zﬁr assessment and
. -
scrutiny.
" I'ne three ctypes of basilc adpfnistrative s«kills whicn
emeryed ITom the literature revdew {technical, conceptual

apna interactional), lormec the Tneoretical pase ror tne Adl.

IH}Se skill ‘categories were utdlizea separately ana in

specalic compinations g}tn one anotner T (e.p.
' -~
technical/interactional ksiﬁtecunical/concep:ual). la this

regard, 1T was founu that ULMs Irom diirerent Jisciplines,’
nost notably, social woIK anu business agdministraction, were

Ldught uilferent Cypes ol aaministrative skxlls.

»
Findinogs of the Study *
ihis study nad simlial  sSoclo-—demoprapliic tinciags to
other relatcea stucles vratti,lyio; Cashman, Llyio;
scurtiela,lyou; Files,ivol). those rincings includea: L)

41 egyual representation Ol temales anu wmales; 2) an even age

-

distribulflion; 3) a nigh level of educatiomy with most
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possessipg a master’s uegree or more; and 4), a low numbex
speciplizea in adwministration. . As & result of these

\

-

5,-the data seem generalizable.

In adaeition to the low numper in tne sub—population who

LY
speclalizea in aduinistration, a number of other tincings in

this study = also 21inaicatea that ULis had a minimal

professional arziliation to administration in seneral. ror

¢xample, mosT oI the sup-population nad a specaralization in

- -
caseworx and consequently, perceived they aid not have

adequate aaministration/manayement education or tralininoygy at

-

thelr adulnistration/manay

went entry level. rGreher, the

career paths into (LM positiogs were either rrom a front-

line to 4 supervisory ana then o‘dn UL position, or Ironm d
tront line to an ul.a positiont lThererore, as reyealea by
the tew dLels  who were altiliated with protessional
acuinlstrative assoclations, Lhe predominant cevelopment ot
adwinistrative skills was on=-fle=job Trainlhpe. The CLis in
tonis stuay agpareqcly occupy macro-orientated positions,
however, tney d¢o not possess, 0or o they seem Lo want nor
have Lhe opportunity, ﬁo dgevelop macro-leyel aaministrative
Sﬁlll;.

lhe tidus in the sub—-population were wostly :redgment
oriented, were comprisea ot swmall staf:is (poth proressional
and clerical), operatea wizln small npudgets and were
4AdBminlistered Ly &« lew Danagers. In agaxtion, they were

TelDly Iunceg DY tnhe Prrovincial vovernoent, whicn was also
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the most bifinle runaing gsurce, and then thn Uniéednyay.
Both ot tnesf operated under a;ﬁanique funding strdcghre

. »
which was aiscussed earlier in tng study (p.38) -

ln regard tp administrative dsk performance and its

+

relatea importance, the finaings in this study were similar

to those of files’ (ly®sl) stuay, whicn was comparasle to the

earlier studfes or Mahoney et al. (lve>), rdaas et al.

Cwoy,, anda  Pentdeld (Llv74), thus turther enhancing the
seneralizeaoility notea in the soclio-demo,rapnic daca. ine

discrepdancies vetween Chese two stdhics‘(flles Llv85) and -

this one), interygovernmental relations and budget
Danagewment, were prooably attriputed - LO. aiﬁferences in
sanple selection ana settainyg. The . Iindinyg that o stats

supervision ana development, ana.board relations were Lne
most :Qequen:ly pertornmed and important .aaminxstrative
tasks, 1nuicatec that interaction witn individuals wnho thave
. :

the greatest potential etiect ‘on day-to-day operations ox
the ndu was critxcalliﬁ these aSus, This rindinyg may aiso
be directly related to the educatloﬁal Dachrounafo; the
LLiiS . Hodyson’'s (LYoo '1inaing that ullis tend Lo occupy
tuenselves Iin Lasxks Ttnat Thney are most comfortable or expert
in periorming seeus dpplicable in this context.

Tne perrormance awnd importance ot interactional types

Ol «dministrative tasks puralleleu the anal'ses or tne asl

lthat interactlional skills were tne most used gdginistrative

. - N
sxills by ULids 1o H3Us). Perhdps oore dimportantis, tois

2
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finaing .also contirmed the assertion of Mintzbéfs (1v73) and
‘later singleton (1981), that the analysis ot task behaviour
reveals related skill use. In simpler words, managefs
involve themselves in tasks that they have skills in.

A5 a measurement instrument, the ASI was found to, be
highly reliaple with a Guttman split-half or i-.bb, and
valid, with four concepts converyging on skill items. Thg
tactor analyses, whicn were perfofmed on the ASIL, revealed
that fhe ‘theoretical base used in ics development
(tecnnical, conceptual and interactional type skills), was
appropriate in accounting for the explained variance between
items. Unexpectedly however, a labour/legal skill category,
which was not discussed in the literature or consicered by
the researcher, alsc provea to pe a signiricant factor in
ac;ountinb ror explainea variance in the ASL. ’

Ine two independent variables that haa <the nmost
Siyniricant relationships with zne wa jor uependen:atask and
sxill variables were gender ana bucget size. In ,acadxtion to
also haviny numerous significant reldtlonships with other
independent variaoples, gender ang budpyet size also had
significant relationships with one another.

1n regard Lo pxender, there  were significant
relationships with many different variables lncluaing: 1)
educational level; ) .time atL present position; 3) time

Spent perrorming budyel wangyement and services development

Lasks; ana 4) the use ot technical/interactional skills.



. | 1ou
‘Aiqhough tnis study was conductea at a time when, Jmong
other factors, sendexr plas was rapidly' -decreasing and
awareness ot gendér dirfferences were becoming maximized, the
tindings illustratea that there were still signiricant

differences petween females and males who were ULis in HSOUs.
L )

In regard to pbudget size, this study revealed that it
was positively relatea to all aspects of staf:r size. The
sagniticant relgtionships bpetween budyget size and tne time
spent pertorxrming stafr supervision, program monitorinmny, and
recrulting clients, 4dand the use éf technical/jnteractional
snills, inaicated tnat the responsibpilities, tasks, and

skills associated with ULM®S, <¢hange directly with the size

of the buaget.

Limitations

There are inherent proolems with all pencil and paper
researeh studies wnich nave-implications tor this study.
Une problem rexaﬁes te the aécﬁracy or the reported
inrormation whien involved retalli;g lony and shorxrt teru

-gp:orma:ion. The obvious problem with recall;nb long term
inrormation 1is that perceptions of experiences LU to 30U
yéars earliexr may be aistortea. similarly, vut less
cuviously, recalling short term intormation may oe distorted
by most recent experieunces. For exauple, budgyet sizes and
flgures, and timg spent using these tasks and skills way

nhave been inrlated cue to recent intensave involvewent with

!
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them (the fiscal year ror most HSuUs ends April 1, while the
aata for this stuay were collected in June).

-

.Anothier proolem, ‘related to. the accuracy of tne

information, involves tne'regional sub—-population size.
Given the high community and proressional proriles chat.
accompany uLil positions in HSUs, some responses wmay have
been intluencea bpy fears that the respondent could be
identified. All of these data could pe suspect in relation
to these c¢oncerns, and, thefefore, should be viewed as a
first step in aéveloﬁing'a data bgse in this Suojéct area.

_.Supstantiating these data with other data collection
techniques ;udn as diaries, observation and gqualitative ope-
to-one ainterviews, may have provided a more subpstantial
empilirical base that would provide wmore credence to the data
collected in tnis study.  For example,l 4 discussion with
each of the respondents rexgarding the Ltypes ot su\-‘ills they
used and Ctheir reasons for performing starf supervision ana
sevelopment tasxs, would nave greatly aaded to the valiaity
of tuese rindings.  Limitations ot time and Tresources
minimized the feasipility or these ‘ alte}natlvg
methodological strategies.

Another limitation in this study was with the
partlculai concepts that were assoclatec with items an the
questionnairy. For example, an ULM Irom & non-human service
aiscipline wight interpret ‘needs assessment’ as weaning the

singular assessment of tne neeas or the L3V, whereas an UL
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from a ﬁuman service discipiine mignt iﬁterpfet ‘needs
assessnment’ as meaning the sinsulai_ assessment ol the néeas
ot tnelclien:.

Finally, tne Sub—-population size was limitéa in regard
'to certain Sub~groups, wmwost nogably, ULils from non-human’
gervice disciplines and tn;se who possess administrative
specralizations. The low number ot respondents from tLhese
tWO Sub-yroups meant Cchat the .reSultstQére predominantly
from ULiHS from human service cisciplines ana those without

d4c¢ministrative specializacions, Lue to tne tact that UL:s

have the tendency to perroru tasks and use skills they are

-5
r

most fawmiliar with {(hodyson, lvyo5), Lhe daata may not
accurately reflect the administrative Lasks ana shills thart

are wost important to the eftective and efficient operatiou

o iUsSUs.

Recommendations

Future researcn snoula be uncertaken te corropgorate the
tindings and to buila on this data base. In particular, the
AdLl should vpe rurCnér Scrutinized and retined as a
nmetnouological ilnstrument, while other w«ata c¢ollection
technigues such a5 diaries, opbservation and one-tu-one
interviews snould aiso pe utidlizeda. Proportionately larger
SuUDTgroups or wldw trom non-auman service disciplines ang
with various aamlnisfrdtive specializations should also be

iancluded in future research.
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There Tare two other aréas that require future fesearch.

une is the laoour/leg&i_sklll cateyory which emerged from
factor analyses, ;Eut;re Tesearch in conjunction with
tueoretical lgterpreca:iohs of . this discussion or
dcministrative skills snould be undertaken to determine the
extent ana importance ot this; skill category. The Other

drea is the numerous temale/male dirferences found in the

data, ru:uré research should bpe undertaken ro determine the
nature of these differences- in order tor a . Detter
understancing of females ana males, and where possible, rto
racilitate equicy, -
Ila regard to education, eftorts should be made in human

service curricula, bparticularly in schools of social wWOrk,

Lo meet tne learnina needs, that were reporxtea in the data,

©L ULMs im  H3Us ana of future ULils. Inese learning neecs
were 4dpparent in botn their aamiuistration/management
education and  trainin,, ana  in relation to finandial

Capabilities at tpesr entry level administration/management
pesition. in adeition, most or the daminiscrat1§e skall
development toox place oa=the-joon. fn seéneral, these
tinciags indicate that scnools or social worx shoula develop
40Q ofrer opportunitles for participation in curricula tharc
develop a wide - Tanye or adoinistrative skills. iore
SpecClrically, and pernaps ot more-critical lmportance at

tuis point in Time, the school orf Soclial work at tne

University ot ~ingsor, which is the only school ot social
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work in this region tnat offers graduate level educatioan in

social work, should, at the verxy aigimum, provide a

curriculum of administrative courses (including rinancial

management) at convenient time slots, to ULdMs in H5Us who
a¥e currenctly employed (e.x. night c¢lasses, csmmunity
outfeacn, etc.). Also, creative educational initiatives
shoula pe uhdertaken with the imnteat to enrich
admjnistrative skill - development on-the-job. These
reconmendations would not only result in morxe quélified LLis
in the xegion, Dut :ney:would ultimately result in better
services tor clients. ror example, an Lid with advanced
rinancral expertise might pe able to secure ahd allocate
funds in 4a way that would result in a yreater numbér ot
clients recexiving better quality of servicef

Finally, the preterence by the social Work profession
Lo practice and promote administra:ioh-from a micro-cemntrec
orieutation shoula be re-evaluatea, . It would pe of value it
more eamphasis were to be placed on a macro-orientation tor
those interested in administration, that could be useca
jointly with a4 micro-orientation. This more ’pervasive
infrastructure ubuld enaple the protession to xaximize iﬁs
positive erfect on‘tne quality oxr life orf the «clients it

SEeIVES.
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INPORHED CONSENT FORM FOR RESPONDENTS

- SURUVEY OF ADMINISTRATORS AND MANAGERS

I, the ungersigned. undarstend that the purposs of this ressarch
being conducted 13 to collect dato and informotion about the
chaoractecistics of Human- Service Orgonizotion (HSO) odministrotors

ond upBer level monagers.

I-uﬂcars:nnd-:hdc the informotion collected from ma will only be
used cs ¢ Dort of o lorge cmount of similer :nformot:on provided
by other esqually cnonymous :ndividuals ond ceported :n group

) numur::nl\cr stotisticol form only. Thus.ﬁccnf;dunt:clxtu will be

sefeguorded .,

I ogree to voluntorily porticipote in this study by completing
the cticched guesticnnalre gnd returnming :% to the investigator

no later than 3 weeks ofter ceceiving Lt.

I vngerstend that this survey 1S o Cesesrch undertaking beung
sunervised through the Schocl of Sccicl Work congd the School of

Groduute Studiss ot the Un:ivers:ty of windscr.

dote e e MU e ——— e

(Pramt ] NOMB e e mm e e e e

Crgonizetion,
Departiment,

OC UNit NOME e e e

Thank You

Plecse check (VI for receipt of the published cesults. £ 2

*ePlegse note thet this sheet will be detoched from the -~est of the
Qquaest:onnNelTE Lpon recerpt ef the informotion.

lus



~ i **Flecse try to complete cll of ths gquestions to tha H
R best of your obility. :
! **The informotion will be held in STRICTEST CONFIDENGE
‘een-Ood_will be_collected_in_groun oot _focD 00lua. oo i
GENERRL BACKBROUND
1. Yazr you were horn: ______ 2. Sex: 1 = mole 2 = famale
3. Employment Expacience: Pleose start with your present position
: and list.
(3o " [hejer T . “Tnumber  |wes this am ]
Title Responsibilities of cdministrative/
(onlyl Yeqrs ‘|monagement position?
________________ —— - ~=Lues)__i___fpeld__J
' S SO RN EPE O ST N ¥ N ———
_E.__ﬂ __________ e —— ———bha— o _————a - -
. 3-!- ------------- e o S - A A S —— . - - ———— . e i T S —— S il S . e e . sy )
4. Uuhct professionol gssocictions/crganizotions do you currently
baleong to? (Plegse list)
e e e e e e
e e e e
D e e e e
CHARACTERISTICS OF ORGANIZATION, DEPARTMENT OR UNIT
. YOU ARRE CURRENTLY RESPONSIBLE FOR
S. The following represent sources of funds For HSO's. Plegse
specify the percentsge of funds the crgonizaotion, deportment
or unit you gre responsible for, rece:ives from these sources.
1. Federaol Govermment  ______ =
2. Provinc:igl Goversment %
3. Runicipel Government  ______ kS
4. United Way T mmmaea k-
S. Oirect Fees for Secvices . ___ £
§. Thire Party Payments ______ W
(e.g.from government, corporatigns)
7. Privote Oonotions frem Indivaduols oo L_%
8. Pr:ivote DOonctigons form Cherity oo K
Crgonizot:i:ons or Corporotions }
2. 0ther (plecse specifyl oo oo k4
Total --100_%
5. The sirxe &f the arnucl opercting budget lost

SURVEY OF. ADMINISTRATORS/UPPER LEUEL MANAGERS

ca—a=-DIBECIIONS.
**The purpose of this study 1S to asssss the charocc-
teristics of HSD cdministrotors/uppar level manogers.

yecs, thot you weres dirschily responsidle for wos: S

Number 2f poid employees 1n your Actucl mumber
SrSaniTation, deperiment gr unit- thot full-timm port-time

You Sre resporsiblis fFor

. Profossigrpl Snoff
2. Cleriggl Stzff
2. Qther (vlecse someifyl_ o ___ ———— ————

Loy



8. How maony odmMiNiSTrotOC3/MONOgers/supervisors

9.

10.

report dire

ctly to yout.

(actual number)

Which of the following hest describes the relationship between

the aorgonization, department
and tha community yocu secve?

1 = you pr
2 = you pr
3 = gyou pr

imorily serve the immediots community.

imarily serve the regional community OC area.

or unit you ore reasponsible for,
{plecss circle oppropricte numberd .

imorily sarve the provinciol or motisnal community.

which type of orgonization, deportment of unit ore you directly

rosponsible

child we
Family %
correcti
recreat:
medicol

LW
[ T B I ]

for” (plegse circle the ona most opproprigate number)
1fare 5 = mental haglth 11 = educotion
ervices 7 = vocationol/employment 12 < rehobil:itotion
onol 8 = mantol retardation 13 = legol
onal 9 = sgrvices for the gged 14 = gther (specafyl
10 = i1ncoms maintenance - -

MAJOR ADMINISTRATIVE TASKS PERFORMED BY YOU IN THE PAST YEAR

The fpllowing 13 ¢ list of tosks performed by cdministroters/usoés
srs 1n HSO's. Plecose raview cll tosks then indicote
the gpproximate percentage of time you spent performing these tasks

leval moneg

during the
*Nptm: Also

past yssr (the summed total should = 100%].

include odministrative tosks which ore not listed, but

thot toke over S% of your tima, in the spoces listed below. [(15-17)
Admimistrative Tosk Time Spant
1. Board reloticns (working with ogency N, S
poverning bady)
2. Budpet maonogemenz L heaa %
3. Secur:ing furpds - w
M. Goel setting (developing, clorifyirg, O =
prioritizing ogency objectives and goalsl
5. Regruiting clients e £
6. Sarvices devalopment and improvement oo 4
7. Securing meapower e B
B. Prggeam plammimg e %
2. Intergovernmentcl releotiorms (desling with o E
local, provingidi.and federal governments)
10. Needs ossessment - S e %
11, "inter-cgerncy relet:ons (dedling with gther .- u
serviCe ogencies)
12. Prgogram monitoring cond eveluct:on o :
13. Steff supervision gnd develepment o w
1%, Community relations (ingluding declimg 00 e %
with sdvococy groups)
1S. Ocher (plecse specify) e mcmcc—————e ——————— "
16. Other (Dlease soECify) e e mmmmm—— E
17, Other (pleese s32eCafy) e m e mmm—————— cmm———— w
Totcl ———afO_%
Frem the l:st {shovel, rerk or prigr:tize 5 gogminiatrastive tosks
you perceive g3 be:ng the most impeortant to the effectiveness of
the orgocnizofion, deocriment Or unlt yow ore resoonsible for.
fou con simcly sloce the Rumbder of the correszDonding list in the
spoces Sroviced Selow (e.g. "Securing fungs” = “27)1.
| S 2. 2. _____.
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ABMINISTRATIVE SXILLS INVENTORY

111
13. Directions: The following is © list &Ff o number of odministrotive

skills ussd by ocdministrotors/upper level moragers in HS0's. Next

to each ane 13 on empty box. Pleose rank soch skill thet you usa

on the scole from '1° to 'S* sond plocs the number in tha

corresponding box. —_
For axampls: fund roising 5 ;;;E;;;—;;EIG;E;-_T-E
o —mm—em——m———— cmm———m—
negotiation L] budget anolysis 1 .

Dascribe tha Administrotive Skills You Usa Rccordingly

i i i ] i
nevar or sometimes occosionslly often clwoys or
almost but used uasd clmost
naver used infrequently olwoys used

used .

________________ — e e e o e ey e
rbudga: W A strotegic W Fstufr . T
onolysis plennang davelopment
__________________ —— _——— e b ————
verbal ) nagotigtion . front line social
communicetion | | b mmmmmamr e I sprvice stoff
VR —— J— labour sypervisicn

marogeqe relotions e e i e e o —_—
informa 2} S ] gererol staff

ayatems /S ergenizotional supervision
_______ e structure e m——————————
ol 1=F L 7 112 LI S [ S ——— P L —— inter=-

moking resource crunn;:ct;cnal

| e ———————— I davelopment relogtions

parsgnnel 0 | | femmmeccmmmmmme—e N R SO ]
monagament tmam work legol/
__________________ [ T OO ROE: PR legislction
erganizotiencl understanding | | feev—cemee——ece———— s
chaeory of cecsework collebsrotion
__________________ ——] | zroccesses SR M.
fimgrgial | e r——————— - community

monogement stalff croinang/ Fplcnnxng
__________________ | - teaching - L e ——r—a ==
human 00 |l bemcamememmmm ey . .| manqagemant/

relations community . Junion
__________________ ] ligisang reloticns

policy = | | beemmmememmme——me- I JE R RV L
develcpment manogement cgnaulictian

and anolysis ehmaTy 0 | ] bemmemmemmm—e——eam L
L e e ] R I U — undemrstonding

socicl evolugtion front-line

welfare reseorch socicl service

theary 0000 | | kemmemmmm—mee—e = R issyes Ln your
e —a | _ written orgamizaticn
morketing communication | ] bemmmecr e mm e — == |
_________________ [ U R UM pUPUPRPRON N co=-gperation

human systems L e r e e ———— e = ]
behgvicur cnoly=a:s tnformol
__________________ e e cee—ee e a == communication/

goals and croblem= retwcTking

chbjectives sglving | e m—————— = ]
PT-1X- 1T~ HE TR I A SPRE ey E P _— politicsl
______________ P counselling @ e mm ===
Eerel=l o120 0= T T Py pppp—— —— bgoic ong
__________________ M organizaotionzl coplied

crous werk Dchcv;gur . cesecoch

technigques I, P e .
__________________ | _ computer Formal
entrepreneutiol tochnolegy Sommunicstion

fund raws:ing imterpersonol 1mnovetion
__________________ L. sensitivity L_____-____,__________
monivering 000 | | bemmcccemmemmme——— o o

sthers mrogrom
_____________________ L:lCHn;nc
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EDUCATIONAL BACKGROUND

A S
Please -list your educationol degres/diplomg starting
with the most recsnt. -

14. Education:

r---.'-

Dagraa/_-

Speciglizotion Year

[stcxnlzna
Diploma (e.g. Psychology, (&.g. occounting, Received
- Business, Medicineg, caseswork, finonce,
--_;__h__-_Sncznl_wnzk--=::.1_--_---ndmin;a:znnian--c:c.:___w__ ________

Llaae

- P ———— et T RN

-

A. Educotion: B. Troinming:
1 = I.hod no troining,
.. @ =1 had somm treining,
3 = 1 hcd much troining.

1 =1 hot no educotion.

€ = | hod some ecucotion.

3 = I hod much sducetion,

16. Bosed on your experisnce when you First became an odministrotor/
manager:

B. Ehet 2 skills or toskw did
wou feel most competent in

B. Whet 3 =skills or tasks did
Wou feel lecst competent i1n

parforming? rerformaing?
b e ———————
‘E. __________________________ B e e
Dt L 3

17. Since your initinl antry into the ndmlnlstru:1cn/mcnccement levetr—"
L0 whet axtant hove you been involved in cdministrotiva skill
development due to: [check (v] onm column (none, Somewhct, wvery
ruch) for ecch learning scurcel

" None Somewhot Very Much
1. On the jab troining. '

2. Contimuing education from g
=rofess:ionol ossac:iction,
Speciclized seminccs, caurses, eto.
(e.g. finance, systems crolysis)
Cemmunity College courses.

[¥¥)

o

Univers:ty courses,

n u

Carrespondence szudy.

L 4
Personzl stugy im Speciolized groos.
(e.g. eccounting, computers?

18. List spmacific choracter:stics (e.g.
experience, gquolities,
“Erer level manoger should possess.

aducgtian,

troiming, cge,

etes.] thet the :ideol administrotorcs

Sur co-gperaticn.

cnu further comments chout this zuest:crno:ire or anythinm
When you hove Finisheg,

2z s2 below or gitacsh them,
~SuESTionroite lo the_enclosed _covelopea . ____

0 1}

cie eturn Lne



‘Appendix C

METHOLOLOGY

-

A. The Study Population

The population comain was oversampled to get a sizeable
‘n. ln ‘aqdition, the response‘ rate to the mailed
yuesticonnaire waSVBdk. Subsequent erfforts of féllow—up to
increase the response rate, which includqd informal
telephone contacts mostly ian  the Windsor area, were
unsuccusstul, AS a result of not having actual population
parame}ers Lo compare whether the sémple was a population,

/
“tne sample was treatea as a sub-population {p tne analyses

ot data.

“

'B. Measurement Properties of the ASY

A content analysis of the literature Tesultea in a list

Ol some l2Y administrative Lasks, activities, functions ang

'skalls  tnat  individuals retferred to as "administrative
s&ij&s“ in  geaeral. Througn inQQPenaént ratings or tﬁese
iltems, those that were regdunddnt or repetitive were
eliminated trrom this list, Also, synonymous items were put
Logetiter .in sanple ditem fora Loy obtaining runds and
procuring funds = tung raising).
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According to ~the finaings by Katz (1455}, »Meugeboren

(1971, Perlmut:err(lsaé), and others, the skills in tne

-

inventory were then :heore:idally constructed into three

main cateyories, technical ,conceptual and interactional, and

.

three combinacions oI these categories, advanced,

techaxcal/conceptiual and technical/interactional.

The

reviseac litems were then analyzea and placed in respective

subp-scale categories (see pP.74 for a adetailed description or

each sup-scale category).

Ifwo 1independent raters tnen scrutinized the items

in the

accordinyg to these «aefinitions and placeu items

respective sub-scale catégories. | The subseguent Ceyree or
congruence between the 53 items, and tne reSpegtive Sub-
scale categorizations was Yla. The followiny psychometric

tests were conaucted on the ASL: 1) inter-correlational

Ratrix wag dtermined; ¢) ractor analyses were conduc

\

reliapilicty tests

| G
were dssessed.

ted; 3)

€ determined; and &) valicity tescts

lnter-correlational wmatrix. First, the computed mean

Scores ol the respective subp-scales or the ASl were

determinec (see Table Y. Iwo correlational matrices were

tuen computea, The rirst inter-correlational waLrix ot the

53 1tews in  the scale was computed, ihe number of r‘s in

tne uatrix were generally low and non-siynificant,

.
there appeared to be no pattern to the relatedness
r’s with all tne Sup-scuale catepories po

dpproximately the same numper ot interrglatlonsnlps.

further,
of these

S§sessing

-

~
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The secona-inter—correlaqional matrix assessed the six
suv—scales of the aSl witn one another. The correlations of
these sub-scales were all significant, all posiciv%band were
all >+.4u. Ihe highest ¥ in :his  natrix was .oY (a=bo,
p<-UlUL), petween technical and conceptual skills ;uggestzng
a high linear degree éf association -hetween these two sub=

scales.

Factor analyses. sased on an inspection of these

matrices, the AS] was factor analyzed to determine whether
the theoretical (factors céinc&deu with tne empirical data

collected. The ASl was factor analyzea vy using principle

o .-
R

conponent-tactors witn an orthogonal transformation and a
rotation. Mine factors with an eigen value ot >l.U
were retained. _uumulativgly, these explainea Zb.%4 oI the
variance among the items on the Asl.
From tnis group, three factors emerged as explaining
Lnf mest variance. factor 1 accountead tfor li.3% 01 the
explainea variance, rfactor 2 accounted Ior &, 4. o:' Che
explained varidnce, and rdcfor 3 4daccounted IOor J.Jds 0L CLhe
- .
explaineae variance. Cumulataively, Factors 1,4 ana 3
accountea for ZUis ot the explainea variance in Tthe Abl.
Fuu;ceeu mutually exclusive items loaded on these -Thrxee
L4CLOXS. Aall 1tem ractor x's were positive and the
criterion of r>+.su was used as tne. criteria ror rfactor

correlational loadings {(see lable 1U).

B
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Reliabality. Two tests of reliapility were conducted

on ﬁhe ‘asl. Lne was an interpal‘_consisnency reliapility
test which determined tne Crombacn alpra (o). This test
y;eld%a an alpha or W92 LE-o«)...Ihe second reliability test
was a Uuténan split-half where the A3l items were split ik
halr, ana every other itenm was placed inxone of two separate
groups, . then summed and correlated. Vrhis yieldea an I of
+0b (n=p4),

Validi(?? Lonveryent validity test’s were performed oy
cPrrelatlag ltems on the task scale with iyEE; on  Cthe ASI

esulted 21n the

wnich parallelea eagn other, inese
zoilowingz ‘ l)_ tne nuﬁgéc manageme task correlatee with
tne budget analysis sxill (x=,40, n=7 0, BK.UUI);_ Z) tne
segurlﬁg runds task correlatea witf the funa faising skill

(E=.04, n=0Y, p<.uUl); 3}  the ter-governmental relations

task correlated with the pel¥tical skill (r=.3u4, n=oso,
P UUL); ) Lhe seburins Tanpower task correlated with the

management/union relationms skill (x=.31, n=07, p<abul),
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