Federal Programs Office “Secretary to a Director” request ……
	Secretary Options

	Options
	
	Pros
	Cons

	Option A
	Position Status Quo
	· No increase in dollars

· Can test for skills

· Can post job with specific skill set requirement

· Applicant will want the position
	· No Secretary to a Director in Federal Programs

· Will receive fewer applicants because of the pay rate

· Less likely to get a candidate with the right skill set

	Option B
	Slide a current “Secretary to a Director” into the position.
Fill the “A” position in another department

	· No increase in dollars
· No increase in the number of “secretaries to director” at Central Office

	· Cannot test for skill set
· May get a secretary without the appropriate accounting skills

· May have an unhappy employee

· Increases by $1000 the administrative cost from the Title I grant

	Option C
	Change the “A” position to “Secretary to a Director” position and post the position
	· Can post job with specific skill set requirement

· Able to test for skill set
· Higher salary will attract a larger pool of applicants

· Applicants will want the job

· Eliminates an “A” secretary position at C.O.

· Have a “Secretary to the Director” for the Federal Programs office
	· Increases by $1000 the administrative cost from the Title I grant
· Adds an additional “secretary to a director” title to the Central Office staff




