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Introduction 

The purpose of this report is to seek approval to establish a pool of clerical 
assistants graded GS112. 

Background 

There is a high turnover of basic grade employees primarily within the 
Housing Services Division of the department. The high turnover has been 
apparent within the department for some time. In 200312004 the department 
recruited a total of 82 clerical assistants, of which 34 were temporary. The 
trend has continued this year, over the 5 month period between April and 
August, a total of 36 clerical assistants vacancies have been advertised, of 
which 15 were temporary. 

The reason for the consistently high turnover of basic grade employees is due 
to both internal promotions to higher graded posts as well as movement from 
temporary to permanent positions at a similar grade. 

The department continues to experience difficulty in sustaining this level of 
turnover and resultant vacancies for a number of reasons. 

0 Impact on Service Delivery: 

Vacancies of this level (averaging 15 at any one time) have a detrimental 
effect on service delivery. This places pressure on existing employees who 
are required to undertake additional duties in order to maintain service 
standards. 

0 Recruitment: 

The increasing number of recruitment campaigns creates additional cost 
pressures. The main cost to the department when recruiting basic grade 
posts is both direct and indirect eg, time required from managers and 
administration support and the cost incurred from Personnel Services for 
time spent on advertising and contract administration. Attracting suitable 
candidates to cover temporary vacancies is becoming increasingly difficult. 
This lengthens the time taken to fill these posts which increases costs. 
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3.0 Proposals 

3.1 The department is proposing to recruit a pool of clerical assistants (x6) graded 
GS1/2 on a permanent basis. This additional resource would be used to 
provide cover for vacant posts within the Housing Division of the department. 
Postholders will be developed to a level which will enable them to carry out 
the duties of a clerical assistant within the Housing Services Division. The 
management of these postholders will be undertaken by the Divisional 
Managers (Housing Services) where the majority of vacancies of a short term 
nature arise. It is acknowledged that 6 clerical assistants may not be a 
sufficient resource to cover every vacancy at any one time. Therefore, the 
department will undertake a review after 12 months of operation to evaluate 
the impact of this service. 

4.0 Benefits 

4.1 This proposal would alleviate much of the pressure currently being 
experienced: 

0 covering vacancies of a temporary nature will reduce the departments 
temporary workforce and increase stability across the service - to reflect 
the aim to reduce temporary contracts by 25% as set out in the Council's 
Corporate Plan; 

0 giving Managers the opportunity to cover vacant posts with immediate 
effect will help maintain desired service levels; 

using this pool of employees to provide instant cover for vacancies will 
significantly reduce the need to recruit which will reduce costs to the 
department. 

5.0 Fi n an ci al Considerations 

5.1 The cost to the department to increase the establishment by 6 clerical 
assistants graded GS1/2 is indicated as follows: 

f 
Employee costs (including NI and Superannuation) 94,180 
Transport 6,000 
Uniforms 600 

f 100,780 

Since the existence of these posts will reduce the requirement to fund 
temporary appointments, these costs will be contained within existing 
budgetary provision. 
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Corporate Considerations 

The Head of Personnel Services has been consulted regarding the staffing 
proposal within this report 

The Director of Finance has been consulted on the financial implications of 
the proposal. 

Relevant trade union representatives have been consulted on the contents of 
this report. 

Recommendations 

It is recommended that Committee approve: 

0 the establishment of 6 clerical assistants, graded GS1/2 as outlined in 
paragraph 3.1 of this report. 

0 a review of this service after 12 months of operation 

0 remittance of this report to the Policy and Resources (Establishment 
Monitoring) Su b-Committee and the Policy and Resources (Personnel) 
Sub-Committee for approval. 

Access to Information 

Background information is avaliable within the Housing and Property Services 
Department. 

ie 
Director of Housing & Property Services 
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