ADMINISTRATIVE SERVICES 

ORGANIZATION INFRASTRUCTURE QUESTIONS

Organization Structure

Question
Assessment

How are administrative services activities clustered in your agency (geographically, functionally, process, customer)?




Do these clusterings support efficient work activities?




Are then any activities that are duplicative?  If yes, which ones?




What is the maximum number of approval paths that a document might go through?  What is the minimum (Distinguish between accounting, procurement, and other documents as appropriate)




How do your current procurement and financial/accounting organizations interact?




What, if any, activities need better coordination?




Does you structure and its associated policies and procedures support the implementation of the redesign/business objectives for Simplified Administrative Services?




Leadership

Question
Assessment

Do your administrative managers (graduate accountant managers and administrative branch managers, Fiscal Officers, etc.)  have the functional skills needed to lead their respective organizations through implementation?  (you do not need to list specific names)


If functional skills are lacking, what is needed?




Do your administrative managers (graduate accountant managers and administrative branch managers, Fiscal Officers, etc.)  have the management skills needed to lead their respective organizations through implementation?  (you do not need to list specific names)


If management skills are lacking, what is needed?




What is the current process for identifying individuals for leadership positions in Administrative Services and how effective is it?


What would you change about your leadership process?




Does your leadership and management encourage 360 feedback (i.e. feedback from subordinates and colleagues)?




Staff Development

Question
Assessment

Do administrative services employees currently prepare career plans or training plans?  In all parts of the agency or in just parts (name where and how frequently updated or created)




What do these plans include?




How supportive is your leadership of staff development?




What training or certifications does your agency currently require or desire (indicate which) for its administrative services positions




Rewards/Incentives

Question
Assessment

Do you’re A.S. managers know about the various monetary and non-monetary rewards and incentives available for their employees? Which ones are used most frequently?




Are these mechanisms promoted and used by the managers?




What are the weaknesses of the reward and incentive process within your agency?  (recognize that Personnel statues limit the agency, but do not focus on those weaknesses)




What could your agency do better?




Recruitment/Deployment

Question
Assessment

Does you’re A.S. organization have Career Paths for recruitment and development processes?  If yes, what does it look like, how does your agency use it?




Does your agency’s administrative services leadership develop plans for recruiting (number of staff needed over next year, skills needed, issues)?




Do you create selection criteria for your administrative services positions to ensure a good fit with a position?




How do you assign new employees to task or existing employees to tasks?




What would you change about the way the agency recruits its employees?




What would you change about the way you deploy or redeploy staff?




Communications

Question
Assessment

How well do your administrative services staff communicate with one another across all areas?  What are the problems with communication?




What formal communications are there for your staff?




Do you have a communication strategy for your administrative services employees as it relates to the MARS implementation




