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Abstract

This study was designed to investigate and describe the administrative
behavior of secretary-treasurers in Alberta. Thirty-six practicing secretary-
treasurers participated in the study by responding to the survey instrument.

An exploratory research approach was taken 1o examine the position of
secretary-treasurer and the function he or she performs within the administrative
structure of the school system. A series of propositions were generated from the
data concerning the nature of a secretary-treasurer's administrative function.
Descriptive statistics were employed to prepare a profile characteristic of
Alberta secretary-treasurers in 1993.

The findings and conclusions from the study indicate that the position of
secretary-treasurer is characterized by involvement in complex and diverse
responsibilities, each of which utilizes a specialized area of knowledge. The
responsibilities of primary importance were accounting, finance, and board-
related duties.

The secretary-treasurer occupies a unique position within the school
district because both the superintendent and the school board look to this
individual to aid in the promotion of educational efficiency and progress through
sound financial decision making and business management functions. With the
public demanding that schools be educationall
the secretary-treasurer’s ability 10 assist the superintend
critical in meeting those demands.

t and school board is
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Chapter 1

Introduction

One of the largest business activities in a province or state is the
operation of the public school system, with education constituting a large
portion of local and provincial government budgets. However, after nearly four
decades of continuous growth many school districts are faced with economic
decline.

The primary local source of public education funding is through property
taxation revenues and it is the school business administrator, working together
with the school board and the superintendent of schools, who is responsible for
managing this large single source of tax dollar expenditures. Individuals
involved in the management of educational finance must be concerned with the
distribution and use of fewer tax doliars while still providing quality education,
therefore an educational partnership between business affairs and academic
affairs is necessary if the work of the educational system is to advance at the
pace required by changes in the socioeconomic environment.

As an executive officer of the school board the secretary-treasurer

administrative structure of the school district, studying his or her professional



background and administrative behavior contributes to a better understanding ‘
of what this executive function involves.

The secretary-treasurer has traditionally been viewed as the school
bookkeeper, but this position's responsibilities have increased dramatically
during the past few decades as school business activities have expanded in
complexity and diversity. As well, recent governmental reform movements have
created a new interest in more effective and efficient educational resources
management. The dynamic economic and political climate in which education
must operate chalienges school business administrators and other educational
leaders to acquire new knowledge and skills beyond simply mastering the
technicalities of school funding and budgeting. Understanding economic
trends, concepts, and theory is essential to the planning, policy making, and
management of achool systems. Hill (19682) captured the essence and
importance of the school business administrator when he concluded that

school business administration is not an end in itself. It exists for
the sole purpose of facilitating the educational program of a school
and school district. it should operate to support the teacher in the
classroom, the principal in the school, the school board and
central administration as each strives to fulfill its responsibilities
foward the accomplishment of the required educational mission

(p. 13).
The school business administrator must therefore have an appreciation and
concem for both the economic and educational | i




The Probiem Statement
The purpose of this study is to identify a composite profile of school

district and school division Secretary-Treasurers in the Province of Alberta and
to delineate their perceived real and ideal position functions.

Statement of the sub problems. To further the study and analysis of
data, specific sub probiems t0 be addressed include:

1. To obtain demographic data, academic backgrounds, and
professional histories of secretary-treasurers in Alberta school districts and
school divisions.

2. To identify responsibilities and authorities of incumbent secretary-
treasurers in educational decision making.

3. To identify secretary-treasurers’ expectations regarding their positions
as executive officers of the school board in the administration of school districts
and school divisions.

A. To identify what aspects of their position secretary-treasurers find

challenging and provide feelings of professional and personal
satisfaction.

B. To identify the major ditficulties and frustrations experienced by
secretary-treasurers while carrying out their responsibilities.



Sianificance ot the Study
This study is significant because in Canada and the United States “public
education is a multibillion dollar enterprise in terms of both the value of physical
facilities and the amount of money required annually to operate the schools
maintained in thousands of school districts of varying sizes” (Hill, 1982, p. 7).
The role of the school business administrator is determined by the
organizational pattern of the school district or school division:

in some districts, personnel responsible for the business aspects
are subordinate to the superintendent and directly responsible to
him (unit control). In other districts, some or all of the business
functions and services are independent of the superintendent
(dual control). In both instances, communication and
understanding between the superintendent and the person
administering the school’'s business affairs are essential. All
administrative personnel must work toward pmviding the highest
quality of education within the limitations of available financial

resources (Hill, 1962, p. 8).

This study is significant because (a) it provides a descriptive profile and
function of the secretary-treasurer and his or her perceptions and expectations
of this administrative function and (b) there has been limited research
conducted on the position of secretary-treasurer and the individuals occupying
it even though the manner in which he or she executes this position’s function
has considerable influence on the operation of schools.




Refinition of Terms

The terms listed below are relevant to this study.

Secretary-treasurer: The working title given to the individual employed in
the capacity of school business administrator in the organizational
structure of Alberta school districts and school divisions.

School business administrator: “The member of the school [system) staft
who has been designated by the school board and/or the superintendent
to accept general responsibility for the administration of the business
affairs of a school district” (Hill, 1982, p. 8). This individual typically
reports to the school board through the superintendent of schools. The
term “school business administrator’ is used to define the American
equivalent of the Canadian secretary-treasurer.

School business administration: The behavior which represents the
events, processes, and phenomena expected to be elicited in performing
the role of school business administrator.

Position or function: A designated location in the structure of a social
system identified by its rights, responsibilities, and obligations with
reference 1o others within the same organization. Expectations about
how the position incumbent is supposed to behave are determined by
the sets of concepts, descriptors, norms, and standards which belong to
an identified position.

Profile: A set of data combining the typical and essential characteristics of
individuals making up a specific group.

Educational finence: The distribution and use of dollars for the purpose of

Tax: Is comprised of two elements: (a) it is compuisory and (b) K is unrequited.



Payments must be made without expectation of a commensurate bemzrﬁt6
in return.

Tax base: The entity to which a tax rate is applied. The tax base serves to
measure taxpayers’ ability to pay in relation to each tax.

Tax lwy The doliar amount collected.

any given tax rate.

ASBO: The Association of School Business Officials International.

ASBOA: The Association of School Business Officials of Alberta is “an
autonomous, non profit, professional organization composed of business
Association is dedicated to improving the quality of school business
management and the status, competency, leadership qualities, and
ethical standards of school business officials at all levels.” (Grant, Lioyd,
& Charles, 1990, p. 62).

TN:MmMuﬁdanﬁebuﬁsdhldbﬁmmmm

1. ANl respondent secretary-treasurers comprehend the items in the

2. Secretary-treasurers who elect 10 participate in the study are capable

3 mmnmmnmmmm
deecribe the position and function of secretary-

4. mm-nmlﬂduwblvﬁdﬁnmmeﬂ
result in diverse




5. The method of data collection and analysis accurately reflects the
respondents’ perceptions.

6. ltis possibie to obtain an accurate profile of the secretary-treasurers’
function using a survey strategy.

7. Information obtained using a survey strategy is reliable.

8. Frequency of responses is an indication of their validity.

9. The administrative function of the secretary-treasurer is important
enough to have an influence on the operation of school systems and is
therefore worth studying.

Relimitations
1. The study was delimited to school districts and school divisions in the

Province of Alberta. Counties and the Department of National Defense were
not included due to differences in administrative organizational structure.

2. Sources of data were delimited 10 practicing secretary-treasurers at
‘Alberta School Jurisdiction List--January 1993' compiied by the Student
Evaluation and Records Branch/Finance and Support Services Branch of
Alberta Education.

Limitations

the perceptions of participants and depends upon their wilingness 10 share
2. The data collecied are descriptive of a select population and directly
appiicable 10 only the personnel and school districts invoived in the study.




Oraanization of the Thesis
This chapter has outlined the following components of the study:

(a) introduction to the problem, (b) statement of the problem, (c) significance of
the study, (d) definition of terms, (e) basic assumptions underlying the study,
and (f) delimitations and limitations of the study. The review of relevant
literature is presented in Chapter 2.

The research design and methodology employed in the study are
discussed in Chapter 3. The analysis and presentation of data pertaining to the
position of secretary-treasurer are contained in Chapter 4. An overview of the
study, a discussion of the findings, and implications and suggestions for further
research arising from the findings of the study are presented in Chapter 5.



Chapter 2
Review Of Related Literature

In Chapter 1 it was indicated that the purpose of this study was to identify
a composite profile of school district and school division secretary-treasurers in
the Province of Alberta and to delineate their perceived real and ideal position
functions. The study is a descriptive analysis and exploration of the individuals
and functions which constitute the position of secretary-treasurer. To
understand this executive function requires an analysis of the relevant
concepts, documents, literature, and theories. This chapter is divided into the
following topic areas: (a) introduction, (b) legisiation, (c) school business
administration, (d) educational finance, (e) professional associations, and
() summary.

introduction
Tmm«mmmwmummmamom-

treasurer can be categorized into two main subject areas: (a) school business
administration and (b) educational finance. Information reviewed 10 study this
administrative position was drawn from a iterature and document review of the
school business administrator as ierature on the secretary-treasurer per se is
minimal. Because there are more similarities than differences between
American and Canadian school sysiems, a review of the American ierature on



the school business administrator was insightful and instructive with respect t; °
the duties and responsibilities of the secretary-treasurer. Politics are not
addressed as this study focuses on the tasks of the secretary-treasurer and not
on the political structure within which he or she operates.

Oporlﬁon and maintanm of facilities
Organiz{ation) and arrange{ment of] long term bonding
Legal matters

Budget preparation and management
Understand(ing of] the educationa! program
Short term borrowing

insurance management

Negotiat{es] with empioyee groups
Employee payroll and benefit administration
State community and federal reporting
Student transportation

Official purchasing agent
Rnancial mnnqcmanir )

Facility planning, cc ' and alterations

iww'mm program -ﬂmhmtbﬁ

n in short and long term planning
Aummmwmmam
Lunch program management (Buschmeyer, 1968, p. 12).

Aumm between business affairs and academic

and speciaiized professional knowledge and skills 10 their work, particularty in
the area of fiscal management and planning.




LeCroy (1984) listed three kinds of information and skills that need to 511
shared by school business officials in their dealings with other administrators,
faculty, and the public. First, school business officials are in touch with trends
that significantly affect the educational process. Second, their ability 10 plan
enables them to develop rational frameworks from which we can look to the
future by way of forecasts and projections based on past performance. Third,
school business administrators understand the meaning of productivity; they
understand that efficiency stimulates growth, that finding ways 1o do more with
less can be invigorating and not just cost effective. For these reasons the
expertise profiered by school business officials has never been more needed or
timely than the present.

With parents, business and industry, community members, and provincial
agencies all demanding change, the move is to reform the organizational
structure of schools and districts, revise curriculum, and refocus on how and
where doilars are being spent. Being accountable for the results should
improve student performance and make schools more cost effective without
having to raise taxes. "Changes in the economy,. . .accountability initiatives,
demographic shifts, technological innovation -- these realities and others make
it 0 tricky for those in education to do a good job” (LeCroy, 1964, p. 39).
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Provincial legislaturas are responsible for providing educational services

these districts are governed by Section 96 of The School Act which states:

The board shall

(a) appoint a secretary and a treasurer, or one person {0 act as
secretary-treasurer,

(b) forthwith notify the Minister of the appointment, and

(c) arrange for the bonding of the treasurer or the secretary-
treasurer, as the case may be, in an amount that is reasonable in

School boards are given broad discretionary powers which allow them to
delegate a wide range of executive duties, including those performed by the
secretary-treasurer. According to Section 44(3)(c)(i) of The School Act, 1968:

A board may make rules respecting the establishment,
administration, management and operation of schools operated by
the board.

Since the board exercises much discretion as 1o the executive function of its
treasurer in the Province of Alberta.

umthMMhmmmh
their scope and nature, ﬂﬂdﬁﬁhﬁmmmm
mmMMdﬁﬁm Sdmlhuﬂnou
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The late 1980~ brought new challenges for school business

administration, primarily in the area of fiscal responsibility. In many instances
revenue sources were not, and are not, increasing to meet the expanding
needs of the educational system. The school business administrator is being
directed to change his or her priorities to meet demands for increased
accountability and to empioy the most efficient assignment of declining
resources 1o clients, students and teachers, all of whom have diverse and
expensive needs.

Program excellence and equity during times of limited fiscal resources
are placing new demands on school business administrators and educational
program planners. As fiscal resources become more limited, as education

dollars, and as costs increase for essential components of the instructional
process, interest in achool business management alternatives will increase.

10 keep a set of books, in which he shall open an account for each
teacher in the empioy of the city, and 10 make an accurate entry of
all moneys paid out. . .10 keep an accurate account 10 each school
district, whether for teaching, or remt, or for other purposes. . .10
mumm«mm-mmww
10 the council the correctness of all accounts against the city for
teaching, or for rents, fuel, repairs or fitures on or about the
school houses (Hill, 1982, p. 3).

Cleveland did not appoint a superintendent of schools until 12 years later.
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of school budgets and support services, school business administration evolved

into a complex and essential function.

With respect to the professionalization of the field, school business
administration has not been well developed as an area of academic study
because it has not been recognized as a profession requiring specialized
training which utilizes an identifiable body of knowledge. The tendency has
been for teachers to assume administrative roles without additional preparation
or qualifications, or for school business administrators to be brought in from the
civil service or private sector.

In the beginning school business administrators were concerned more
with financial matters than they were with educational programs, therefore the
primary criterion for employment was usually business experience, and the
school business administrator was not expected to be concerned with the
development of educational programs. This has changed in recent years with
school business administration becoming increasingly important to the eniire
school system operation. ideally, school business administrators shouid be
trained or experienced in the field of education with emphasis on schoo!
business administration or trained and experienced in various phases of
business with a knowledge of educational practices. The role of school
business administrator is essential to improving educational opportunity, and
the superintendent looks to this individual to aid in the promotion of educational
efficiency and progress through sound financial decision making and business
management functions. In short, the school business administrator has been an
established and invaiuable member of the school district's management team
long before the position attained recognition in the literature (Candoli et al.,
1984; Harris, 1965; Hill, 1982; Jordan et al., 1965).
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Administrative oraanizstion. The function and role of the school
business administrator is determined by the administrative: organization of the

school district with the two general classifications being (a) the dual control
system and (b) the unit control system.

In the dual control system the school business administrator reports
directly to the school board. The theory behind this pattern of reporting is that
the superintendent is responsibie for edu .ational matters and the business
administrator is responsibie for business matters. This type of administrative
organization enables the education and business functions of a district to be
brought together at the board level for decision-making purposes (Miles, 1986).

Under unit control the superintendent of schools is placed at the head of

the administrative structure. All administrators report 10 the superintendent and
the superintendent reports 10 the school board. The school business
administrator is a member of the administrative management team with all
members being frequently calied upon 10 represent the superintendent in their
areas of expertise. In both instances the business administrator's operations
are affected by every educational decision and business decisions affect the
educational operation, therefore communication and understanding between all
members of the administrative management team are imperative to the
provision of the highest quality education within the limitations of available
financial resources (Miles, 1966).
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Basic principles of school business sdministration, Miles and

other authors (Hill, 1982; Jordan, 1969; Jordan et al., 1985) have discussed the
basic principles which serve as guidelines to school business administration.
Miles (1986) has summarized these principles to include the following:

1. School business administration operates as a service area to the
administrative organization. its purpose is 10 support and enhance the
educational programs of the school district.

2. The administrative organization for effective operation of the district
should consist of the unit control plan with one chief administrator reporting to
the board of education. The school business administrator should be a highly
trained member of the superintendent's cabinet qualified 1o act on the
superintendent’s behaif.

3. Greater attention should be given 1o the preparation and in-service
components of the school business administrator's education as the operation
of schools becomes more complex.

4. Sound business practices must be observed in all school business
activities. The articulation of these practices to cabinet members and the public
is the responsibility of the school business administrator.

5. Ethical codes of conduct should be observed at all times. No
appearance of impropriety can be folerated.

the Association of School Business Officials international (ASBO) sponsored
research by C.W. McGuffey fo identify the skills and competencies needed by
school business administrators and 10 determine the relative importance of
these skills. The skills, or task clusters, were ranked by practicing school
business administrators. Two hundred and sixty-four competencies were
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identified in 28 different task areas (McGuffey, 1980). McGutfey's task clusters,

. Financial pianning and budgeting

Fiscal aﬁmunﬁng and financial reporting
Cash ma

Fiscal audits and repoﬂs

General management

Payroll management

Purchasing

NMWPMN*

Average Importance
8. SMinmmdnskmmgjt

(Miles, 1966, m 18-19)
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The five basic tasks assigned to Acting Managers in Cleveiand in 1841
have grown to include the above mentioned 28 task clusters. Preparatioﬂ

the school business administrator. In-service and on the job training are the
primary methods of learning these required skills in most school districts (Miles,
1986). Such a list of tasks is impressive and it continues to grow; in addition,
the leveis of sophistication, complexity, and accountability involved in each task
are also increasing.
Levels of operation. The school business administrator typically
executive level school business administrators should be able to
develop and recommend policies, make decisions, conduct short
and long-range pianning, manage conflicts, solve problems, know
current and future issues in finance and budgeting, understand the

educational mission, know the business aspects of achools, relate
well {0 people, and communicate well (Wagner, 1990, p. 26).

should be able to “manage cash, capital funds, grants, investments, payroll,
salety matters® (p. 26).
administrators should

mmmmmm and contract law and
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their delegation to a variety of technical, professional, and non professional
personnel by an executive officer trained in the administration of school
| gerial Work, Mintzberg (1973) stated

business affairs. In The
the way in which the manager works and the specific things he
chooses to do have a profound impact on his organization. The
more he understands about his job and himself, the more sensitive

the manager will be to the needs of his organization and the better
will be his performance (p. 175).

fficiency and productivity in education begin with accountability in the
areas of educational planning, educational policy making, and fiscal
management; there is a correlation between quality education and the
management of educational and financial resources. Individuals who direct
and control the network of relationships and activities in educational institutions
need 1o appreciate the profound effect they have on the operation of the school

pectations. In his article “The Secretary-Treasurer: What do
Eaud:Expect‘?’ vmuesg)mmmnmhﬁhmmm
their secretary-treasurers. The secretary-treasurer is expected to be (a) a genior

rator of archives. responsible for both the historical and

rmdkcaphgdthim who remains consistently familiar with all aspects
of the board's financial history, (c) a financial waich dog responsible 1
mmmmmmmmmm-m
basis, (d) a public reistions officer (.)ameﬂdupmbmm
opinion and offer advice 10 the board, and (f) a purchasing expert (¢
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it isn't kikely, or even supposed, that any one secretary can meet

all of these expectations, but among many school boards in this
province (Saskatchewan, Canada) there are some trustees who
have a very demanding notion of the role the secretary should
perform. . .. But, regardiess of which expectations secretaries feel
meyc;-nm the work of this group has a tremendous bearing
upon the educational program in each jurisdiction. . . . The board
rﬂumhm-rmbhavsmmnmmbueh!
(Vok, 1964, p. 75).

Educational finance concerns the distribution and use of dollars for the
purpose of providing educational services and producing student achievement
school finance, and it is the r \sibility of the school business administrator
10 organize and direct the flow of allocated tax doliars 10 achieve desired policy

ducational finance is concerned with the distribution of educational

mwm:ﬁmmmﬂlﬁmm Costs of education are
bome in the form of taxes, tuitions, and user fees; benefits of education are
typically defined in terms of dollars spent or services delivered t0 students.
School finance invoives the equitable distribution of costs across
sociosconomic classes and ways of passing revenues generated by taxpayers
1o schools and school districts. Governmental fiscal policies determine from
inistration hrupnnabbﬁ:rmmm

Théiduﬁnﬂmmm&mm

agement which invoives three phases: (a) planning, which includes
budgeting or the financial pian for the future, (b) implementation, which consists




of accounting or the classitying, recording, and summarizing of financial
transactions, and (c) evaluation, which involves auditing or the review of
financial transactions to ensure their accuracy, completeness, legality, and
mmﬁlﬂywﬂhmwmpﬂnﬁm (GAAP).
maybemnﬂdsﬁhepﬁm:ryfmcbonbacauzsihmﬂvesmmu
While business administration is concerned with the management of
education expenditures and revenues, finance is concerned with their
distribution. The effective administration of allocated and generated revenues
requires knowledge of taxation issues and practices, particularly in the 1990s.
After approximately 40 years of steady growth many schoois are faced with
economic deciine forcing educational leaders to develop expertise not only in
hﬂﬁﬁuﬂmﬂwdmhﬂhﬂmmwﬁﬂum
pitics of educational funding, There is no better exampie of
mmmmmmmwm Fofpolieymm
: tunities is of paramount importance; however, when examined as a policy
With the Canadian economy in a state of uncertainty, public education
education; however, this period of uncertainty has been accompanied by only

munwmmmﬂmnm
m-ﬂmﬂmmmwm
The efficiency concept is often in the form of incres
mmmmmmM(p 59).




School districts are being forced to justify their requests for funding through thf2
use of taxpayer dollars since nearly all facets of the school system's operations
are linked 10 finance related concems. At the same time legislatures are
rmureashavabegmbmein Rernative fund raising activities. While at
the district level this may seem a logical approach to increasing revenues, at a
macro level it raises serious public policy questions (Wood, 1990). The public
may be threatened by school district attempts at fund raising activity. Those
mm&nﬂmmwﬁqwbﬂmbmn
mmmmmmmmmmmmmsummm This
could serve 1o perpetuate economic class differences within our society as the
public policy of redistributing social benefits t0 society as a whole would not be
digtricts a system of injustice [will be] created for a¥ school districts” (Wood,
1990, p. 61).

Local district initistives 10 generate mi NSO 'mnmw
in the areas of tuition, fees for various school activities and extracux
faciity rental fees. As a resukt of current educational reform many legisiatures
contradicts various attempts 10 decrease the growth of local taxes.
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Elements of taxation. In the past economic research has emphasized

taxation more than the government's numerous spending functions and a major
problem arising from this is faimess in taxation. Provinces have been
determined in their search for additional revenues 1o support the education
system. TokuunhxmabowMMwouldfMWauyfrom
increased economic activity the government would have to (a) increase the tax
rates on those bases already being taxed, (b) expand the bases to include
category items not already being taxed, or () add new tax bases (Webb, 1990).
During economic recessions demands for some governmental services grow
rapidly as revenue receipts decrease. When this is the case, balanced budgets
require tax increases, service reductions in other areas of government, or both.
Governmental bodies have increased taxation through increased tax rates and
expanding tax bases as a method of generating additional revenues ‘or
education. Tax revenues are generated by applying predetermined tax rates to
those bases available for taxation.

The past several years have witnessed tax increases in all of the
commonly used tax bases, including consumption taxes (sales and excise
taxes), income taxes, and wealth taxes (property, gift, and inheritance taxes),
with a major expansion of the sales tax base being the goods and services tax
(GST). The argument for the goods and services tax is that services are the
largest and fastest growing sector of the Canadian economy. Sales taxes are a
primary source of funds for legisiatures in the process of enacting
comprehensive educational reforms.

The importance of individual income and business taxes as sources of
revenues has made them targets for governments seeking additional funds and
they 100 have been instrumental in providing increased funding for education.
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The excise taxes have also increased and their bases have been expanded. In

particular, excise taxes on tobacco and aicohol are being targeted by provincial
and federal governments in their search for additional revenues. It is without a
doubt that governments will continue 10 aggressively and creatively seek
additional sources of revenue for funding education.

Property taxstion. Educational spending does not benefit everyone
equally thereby putting education info the category of a semi collective good in
the sense that education benefits everyone (collective) but not to the same
degree (semi). Although much of the benefit is private, nearly all of the cost is
borne by the government. Education is a sound investment for the individual
and society but because individuals cannot always pay for the education they
need and the education society requires of them, public financing through
taxation plays a necessary and substantial role. More than any other fiscal
institution the local property tax forms the basis of educational funding. In
addition 10 providing the bulk of educational revenues, the property tax has
influenced the ways in which funds are distributed 10 local school districts. For
these reasons an undersianding of property taxation is a necessary foundation
10 understanding school finance.

Traditionally the property tax has been more stabie than most other taxes
thereby assuring a steady flow of revenue, and for this reason the property tax is
the only major tax highly sulted 10 local governments, including school districts.
The local property tax is distinguishable from other taxes in the following ways:
() &t has a competitive slement in that different local jurisdictions are essentially
competing with one another 10 provide the best possible public services,
including schools, at the lowest possible cost and (b) the tax is highly visible as
most bills come directly 10 the property owner, that is, R is not withheld from
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salary or inciuded in the cost of purchases (Jones, 1985). According to Jones

(1965) property tax falls into one of three broad categories: (a) tangible real or
land property, (b) tangible personal property, and (c) intangible personal
property. Of these three categories of wealth, the most important is the tax on
real property, defined as land, buildings, and improvements 0 land. Taxable
property values are set by way of valuing real estate according 10 its true market
value, or selling price.

Property taxes are assessed and collected by separate units of local
government who do not typically invoive school officials in setting the tax base
of their districts. Once the tax base has been set school systems play a more
direct role in the operation of local property taxation. School officials, either
independently or working in concert with other local government officials,
determine the amount of local school property tax revenues 10 be raised. The
major constraint influencing school boards and school administrators in
determining the amount of local property tax revenues 10 be raised each year is
the requirements of local government for non school services which are also
parks and recreation; however, the public school system is generally the most
for setting the school tax rate is: STR = LREY

LAV
where STR = the achool property tax rate in a given district in 19__.
LHEV::gﬂmhxmmﬂﬁbmi-hmm

LAV = the local asesssed valuation in that district in 19__.
(Jones, 1985, p. 79).
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For exampie, if $4 million in local property tax revenues are needed to operate
the achool district in a given year and the district's total assessed value is $100

mitlion, then the school tax rate would be $4 million divided by $100 million, or

mmmmmmmmmmmmmmm
pay in a year.

School finance in the 1990s will be much more complicated than it has
been in the past. At several levels school finance and educational programs
and strategies will become increasingly interdependent with the financial focus
shifting to the schoo! level. An accountability system with respect 1o student
pﬁmﬂﬂshyﬁ%%ﬂmmwm

comes may be another component of educational finance in the 1990s
(Odden, 1992).

Educational finance is inextricably dependent on the future of the
Canadian economy. MinmmMrn.mmmb
growth, & move towards a service economy, and increasingly advar
mnkdynhmwmmﬂmmMMMbr

comprised of the very wealthy and the very poor, may erode the middie class
and is substantial tax base which has traditionally been the primary generator
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of educational revenues. Without revenues generated by the middie class

majority, quality educational programming could be diminished to leveis which
are inadequate to meet the increasing need for education by members of
society (McCiure, 1986).

Ihe Professional Associstions

The Associstion of School Business Officisle International
(ASBO). On May 15, 1910 Eimer E. Brown, Commissioner of Education,
invited seven men to his office to discuss the standardization of school
accounting and reporting procedures. These seven men would become the
founding members of the Association of School Business Officials International
(ASBO). With the formation of a professional association school business
‘administration started to become an influential and positive force in North
American education (Hill, 1962). Dierdorff (1968) stated that the single purpose
of the association at this time was “the standardization of fiscal, physical and
educational data of school systems for presentation in the form of public reports”
(p. 14). The objectives and areas of activity increased as the association grew
in number and influence. By 1917 the association was involved in studying
virtually every aspect of school administration with the possible exceptions of
curriculum and teacher recruitment (Moyer, 1985). This increased scope in the
association’s interests prompted appropriate changes 10 be made 10 the
objectives outlined in the association’s constitutions and bylaws.

in 1985 ASBO international celebrated its 75th anniversary and stated
that its mission was
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10 promote excellence in education by serving as the primary
resource for excellence in school business management through:

continuing education and publications, and [c] representation and
cooperation with other members of the educational community
(Moyer, 1985, p. 4).

(NG _ASsOCIption 2CNoo! & NS _UTTICIAIE O AIDSIT

(ASBOA). Prior to Confederation in 1905 numerous urban and rural school
districts existed, each one having an elected board and secretary-treasurer.
The urban districts were determined by the size of the city or town, and rural
districts were primarily ‘four by fours', or 16 square miles in size. A rapidly
increasing rural population resulited in the formation of many rural districts and
by 1913 there were nearly 3,000 ‘districts’, each one having its own secretary-
treasurer. No consideration 10 forming an association for these sacretary-
treasurers was entertained at the time.

In 1935 the Social Credit Government amaigamated the small rural
school districts into approximately 150 larger units, or school divisions. Each
division consisted of 50 to 70 rural districts and was under the control of a
divisional school board. Each board was to employ a chief executive officer
calied a ‘secretary-treasurer’.

In 1839 an informal group called the Alberta Divisional Secretaries’
business officials. By 1944-1945 secretary-treasurers were becoming
recognized for having specialized knowledge with respect to certain facets of
school operations and many boards had started to delegate a great deal of
authority o the position.
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and one concerned with school board business. Under the county system the

secretary-treasurer who is usually a senior local administrative official
responsibie to both the municipality and the school board. This is in contrast to
consolidated school districts and divisions where the school board must appoint
a superintendent and secretary-treasurer whose duties are outlined in The
School Act.

In 1963 the association changed its name to the Association of School
Business Officials of Alberta (ASBOA) and revised its bylaws to include more
than just secretary-treasurers; in 1975 ASBOA became associated with ASBO
international. In 1988 the association ratified its Statement of Purpose to
introduce the concept of professionalism:

The Association of School Business Officials of Alberta is an
autonomous, non profit, professional organization composed of
business officials serving the needs of education throughout the
Province. The Association is dedicated to improving the quality of
school business management and the status, competency,
leadership qualities, and ethical standards of school business
officials at all levels (Grant, Lioyd & Charles, 1990, p. 62).
The school business official, with major responsibilities in the areas of finance
and administration, will continue to play an important role with socioeconomic
change being the driving force in the specialization of this executive function
and its professional association (Grant, Lioyd & Charies, 1990).
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Presented in this chapter is a sample of the literature as it pertains to the
central concepts of the study, with a view to describing the position and function
of school district secretary-treasurers. The review of the literature is
summarized as follows.

First, an overview of who the secretary-treasurer is, what the position
entails, and the challenges currently faced are included in the introduction.

Second, legislation as it relates to the position of secretary-treasurer is
presented.

Third, literature on the topic of school business administration is
reviewed with particular attention being given to (a) socioeconomic changes
and trends, (b) evolution of the profession, (c) the administrative organization
within which secretary-treasurers function, (d) basic principles of school
business administration, (e) skills required by school business administrators,
() the levels on which secretary-treasurers must operate, and (g) board

ctations for the secretary-treasurer.

Fourth, iiterature as it relates to educational finance is presented with the
following subtopics being addressed. (a) politics of educational funding,

(b) elements of taxation, (c) property taxation, and (d) the future of educational
finance.

Last, a history and overview of the secretary-treasurers’ professional
associations are provided.

Athough some research findings were deacribed, it has been concluded
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school business administration has not yet been developed as an area of

academic study because it has not been recognized as a profession requiring
specialized training utilizing an identifiable body of knowledge. However,
private sector planning and management procedures could conceivably be
adapted by education without compromising or interfering in its instructional
programming and desired policy objectives.



Chapter 3
Research Design and Methodology

This chapter is divided into four main sections. The first section outlines
the research design used in the study. The second section addresses the
research methodology employed in conducting the study. The development
and administration of the instrument used in the collection of data is described
in the third section. The fourth section discusses the analysis and presentation
of data.

Research Desian

The purpose of the study was to identify a composite profile of school
district and school division secretary-treasurers in the Province of Alberta and to
delineate their perceived real and ideal position functions. The study is a
descriptive analysis and expioration of the individuals and the functions which

it was decided that the focus of the study would be on the pérceptions of
occupy. The survey strategy was selected for this study 10 obtain information on
frequency of responses, perceptions, and attitudes in an attempt 10 identify a
profile of the secretary-treasurer and a description of the position he or she
occuples.
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Individuals occupying the position of secretary-treasurer require complex

and diverse knowledge and skills in order to perform their roles effectively. Job
performance requirements for the secretary-treasurer vary according to the size,
geographical location, and needs and expectations of the school board and/or
school district for whom they are empioyed.

Major considerations in the research design included (a) the
development and administration of an accurate and appropriate survey
instrument by which the required data could be collected, (b) the selection of
secretary-treasurers to be invoived in the pilot testing of the survey instrument,
and (c) the selection of technique and format for the analysis and presentation
of the data.

A historical component is included in the study to provide a background
treasurer. According to Borg and Gall (1989):

historical reseaich [is] the :yltamm: m for facts relating to
questions about the past, and the interpretation of these facts. By
studying the past, h[ream:lw]hopubﬂbunbaﬂs
understanding of present institutions, practices, and issues in

v education (p. 806).

The sampie. All practicing secretary-treasurers from school districts
and school divisions in the Province of Alberta were included in the population
from which a sample of 50 subjects were randomly selected to be surveyed
using a table of random numbers. The selected individuals were asked to
compiete the questionnaire items via a letter deacribing the nature and purpose



Instrumentation. The research instrument used in this study cansisls;
of a survey instrument entitied "School District/Division Secretary-Treasurers: A
Descriptive Survey.” The questionnaire items were developed based on the
position and function description provided by Hrynyk (1962), an extensive
literature and document review, and a pilot study.

Resesrch Methodology

Procedures identified as necessary for completing the study included:
(a) identification of the research population, (b) obtaining permission to conduct
the research, (c) development and validation of the research instrument,

findings.

The research study was conducted according to the following
procedures:

1. The Ethics Review Committee of the Department of Educational
Administration at the University of Alberta approved the study. Verbal
permission to conduct the study was obtained from Mr. John Bowes, President
of ASBOA and Ms. Susan Lang, Executive Director of ASBOA.
study accompanied each survey questionnaire. By completing and returning
the instrument participants indicated their consent; those who did not wish o
participate in the study were asked 10 retumn the questionnaire unanswered.

2. Research-population identification was done by obtaining a list of
names of all secretary-treasurers in Alberta compiled by the Student Evaluation
and Records Branch/Finance and Support Services Branch of Alberta
Education dated January 1993.



3. Data were collected through a survey strategy using a mailed *
qQuestionnaire.

4. The analysis and description of data genr -ated in this study involved
the use of descriptive statistics, content analysis, and descriptive historical
analysis.

vevelopment and Administration of the Instrument

Data analyzed in this study were collected by means of a questionnaire
containing 21 closed and 21 open ended questions relating to the following
topic areas: (a) background information, (b) position information, (c) authority,
(d) district/division information, (e) professional association, and
() miscellaneous information. Regarding questionnaire items, Winter (1989)
stated that they may include an gpen format where respondents are asked to
give their ideas in response to general questions and used when the work is t0
explore a situation in order 1o expand a range of possible interpretations. When
the purpose is 1o check an interpretation or choose between interpretations, a
closed format may be used, requiring the respondent to indicate one or more
predetermined responses or to arrange them in a rank order.

The following steps were used 10 develop the list of questionnaire items:

1. With his permission, Hrynyk's (1962) study of secretary-treasurers was
used 10 develop an initial questionnaire. This initial list of survey questions was
revised by the researcher based on an extensive literature and document
review 10 reflect the current context within which the study was 10 be conducted.

2. The pilot study. The questionnaire items were pilot tested 10 obtain an
indication of the reliability and validity of the questions contained in each of the
six topic areas. The purposs of the pilot study was 10 (a) determine whether the



instrument was accurate, appropriate, relevant, and comprehensive enough fc?r6
respondents 10 answer without assistance and (b) identify items which did not

A revised list of survey questions was subjected to critical evaluation by
Mpncﬁeiﬁguﬁmnunﬁwhanmmm:mmarpomgdlmam
uestionnaire. They suggested additional questions to be included and
identified a few items which were ambiguous and needed to be reconstructed.
No major changes were made 1o the questionnaire. Revisions were made
following the above consultations and the revised instrument was subjected to a
final evaluation by one of the secretary-treasurers in the pilot study.

3. The researcher finalized the survey instrument based on the resuilts of

4. The questionnaire was reviewed and approved for distribution to
secretary-treasurers in Alberta by Ms. Susan Lang, Executive Director of
ASBOA.

, of th pnt. During the first week of July 1993
-ﬁndwiandﬂnmyhmm mm;mm was sent
inthapiatludy mAsmAsmmﬂling A postage
M ﬂMnﬁmmMﬁrWhlﬂﬁﬂem
return of questionnait

The survey instruments were coded by the researcher prior 10 being
researcher explained in the covering letter that the reference number in the
bottom right hand comer of each page was for data analysis purposes and that




and destroyed upon research completion. The covering letter and
questionnaire are included in Appendices A and B, respectively.
Respondents were instructed to return the questionnaires directly to the
researcher on an individual basis. During the third week of August 1993 a
second copy of the questionnaire, together with a foliow up letter, was sent to
those subjects who had not retumed the questionnaire asking them 1o consider
doing 80. A postage paid, self addressed envelope was again provided 1o
respondents to facilitate the return of questionnaires. The follow up letter is
included in Appendix C.
of the instrument. Bell (1987) defined reliability as “the
mmm:mﬁwmmmmm;mmm
mammmmmmmmmm
questionnaire develope Opt ,ibreolecﬂngmeraquiraddm

(1§nmmmuymmm¢hsmmnmwmm
it is supposed 10 measure or describe’ (p. 51). Specifically, content validity *is

the degree 10 which the sample of test lems represents the content that the test
is designed 10 measure” (Borg & Gall, 1989, p. 250); face validity “is concermned
with the degres 10 which a test appears 10 measure what it purports 10 measure”
(Borg & Gall, 1969, p. 258).




During the process of developing the questionnaire consultations with %
several knowledgeable individuals regarding the purpose and context of the
study produced suggestions which were incorporated by the researcher to
improve the validity of the questionnaire items. In addition, ideas from a review
of the literature and pertinent documents and the opinions of the individuals
involved in the pilot study were used to construct survey questions
encompassing all aspects of the study.

mnmbmmﬂmlunm .o represent all of the

individual scores of subjects in the sample” (Borg & Gall, 1989, p. 336). The
mean, median, mode, and standard deviation, or the measures of central
tendency are the “main descriptive statistics [and] they are used to indicate the
average score and the variability of scores for the sample” (Borg & Gall, 1969,
p. 336). Descriptive studies are primarily concemed with finding out ‘what is'
and survey methods are frequently empioyed to collect descriptive data. The
variability and were presented using frequency distributions in a tabular or
nasrative format.

Content analysis

c«mmummhmmﬁ
systemalic, and quaniitative deecription of the manifest content of
communication. . Mmmmmm
only content frequencies but also the among
mmm:nmmw
mmm«MM(mseﬂ 1969, pp.

1)
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The raw material for the researcher employing the content analysis technique is

usually in the form of written materials and often involves frequency counts of
objective variables thereby producing absolute frequencies. Descriptive
statistics are used to compare the occurrences of different events.

Regarding descriptive historical analysis, Borg and Gall (1969) stated
that “historical research in education differs from other types of educational
research in that the historian discovers data through a search of historical
sources such as diaries, official documents, and relics (p. 807). They
concluded that “the founding of our educational institutions was predicated on
values and a view of society, the study of which can inform the way in which we
view and judge these institutions as they exist today” (p. 808).

With respect to data collected pertaining 1o the historical description and
analysis portion of the study, content analysis of relevant documents was
empioyed to enabie the researcher 10 interpret the sequence of events in the
evolution of the position of secretary-treasurer. This data is summarized and

presented chronologically in a descriptive narrative format.
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Summary
Discussed in this chapter were the design of the study, the methodology

applied, and the methods used to analyze and present the data. The main
aspects of the research design included the establishment of procedures to be
to be used to collect the necessary data.

Since the purpose of the study was to identify a composite profile of
school district and school division secretary-treasurers in the Province of
Alberia and to delineate their perceived real and ideal role functions, it seemed
appropriate 10 focus on practicing secretary-treasurers to provide a descriptive
analysis and exploration of the individuals and roles which constitute the
position of secretary-treasurer.
making a mailed questionnaire appear 10 be the most feasible instrument for
data collection. A description of the development and administration of the
instrument, the pilot study, and the reliability and validity of the instrument were
also discussed.
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Chapter 4
Analysis and Presentstion of Data

Introduction
Included in this chapter are an analysis and presentation of the data

generated using a survey strategy of secretary-treasurers in the Province of
Alberta. The chapter is divided into six sections as follows: (a) demographic
data, (b) position data, (c) position authority data, (d) professional association
data, (e) miscellaneous information, and (f) summary. Collected data were
analyzed using descriptive statistics and content analysis and are presented as
frequency distributions in a tabular and narrative format. All percentages have
been rounded o one decimal place.

The returns. The rate of response, as shown in Table 1, was 84.0%.
Table 1

Survey Response Rates
Possible responses Actual responses Percentage of responses
50 42 84.0

According 10 Borg and Gall (1969), “fthe] major probiem in doing a
questionnaire survey is 10 get a sufficient percentage of responses 10 use as a
basis for drawing general conclusions” (p. 4368). In a study of response rates
taken from studies recording response rates for initial mailings and different
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numbers of foliow ups, the average response for the initial mailing was 48.1%,

one follow up procedure increased the response rate to 68.0% (Borg & Gall,
1989, p. 441). While the mail survey is a feasible strategy for collecting data
from large geographically dispersed samples, some researchers have
expressed concern about its methodological validity based on the grounds of
deficient response rates. Allen (1974) concluded that, in general, the
researcher can expect to receive approximately 30.0% to 40.0% of mailed
questionnaires. Kelinger (1973) stated that returns of less than 40.0% to 50.0%
are common and higher percentages are rare; at best, ressarchers must be
content with returns as low as 50.0% to 60.0% (cited in Msolla, 1993).
Regarding return rates obtained in this study, the initial response rate was
66.0%; one foliow up procedure increased the number of returned
questionnaires t0 84.0%. The total number of usable questionnaires was 36 out
of 50, hence a response rate of 72.0% in this study may be accepted as very
good.

Of the 50 questionnaires mailed, table 2 shows the number and percent
of returng which were usable and non usable.

Table 2

Betumed Questionnaires

Type Frequency Percent
Usable questionnaires 36 720
Non usable questionnaires 6 120
Total 42 84.0

Al of the answered qQuestionnaires were included in the analysis of data.
The researcher noted that respondents 100k great care in answering the
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questionnaire items. Several secretary-treasurers indicated interest in the study

by making additional notes in the margins of the survey instrument. All
comments and enclosures were read and noted.

Demoagraphic Dats
Table 3 shows the distribution of secretary-treasurers according to age.
Table 3

Years ’ " Frequency  Percent

<30 1
30-39 13
40 - 49 15 416
50 - 59 6
> 60 1

The majority of secretary-treasurers (77.7%) reported being between the
ages of 30 to 49, with the modal age group (41.6%) being 40 to 49 years of age.
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Table 4 indicates respondents’ length of service as secretary-treasurer.

Table 4

“Thirteen (37.1%) of the responding secretary-treasurers have been in the
position for more than 10 years. A combined total of 48.5% (17) of the
respondents have been in the position for five years or less.



Table § indicates the highest level of formal education successtully °
completed by respondents. While this questionnaire item asked secretary-
treasurers to indicate the number of years of education completed at each level
and the award conferred, only the highest level of education attained is
presented for the purposes of the study.

Table 5

7 " 19.4

8 2.2
Formal accounting 13 36.1

8

3

1

Undergraduate degree 2.2
‘Graduate degree 83
Other 27

Total number of respondents = 36

Note, Percentages shown are not additive because categories are not
exclusive.

Formal accounting training constituted 36.1% (13) of the secretary-
treasurers’ highest level of formal education compileted. College coursework or
22.2% (8) of the respondents; the respondent in the ‘Other’ category was a
Registered Nurse.
appeared 10 be in the areas of business and administration. Six secretary-
the Life Underwriters Association of Canada.




Table 6 shows the types of university degrees conferred to 11 of the
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secretary-treasurers.

Table 6

University Degree Conferred

Degree Frequency Percent
Bachelors degree (not indicated) 2 18.1
B.A. (Economics) 1 9.0
B.A. (Psychology) 1 9.0
B8.Comm. 3 27.2
B.Sc. (major not indicated) 2 18.1
B.Sc. (Mathematics) 2 18.1
M.BA. 3 27.2
Total number of respondents = 11

Note, Percentages shown are not additive because categories are not
exclusive.

Three (27.2%) secretary-treasurers earned a Bachelor of Commerce

degree and another three (27.2%) received a Masters in Business
Administration.
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Table 7 presents a description of respondents’ work experience during

the 10 years prior to their appointment as secretary-treasurer.

Table 7

Frequency Percent

61.1
2.2
16.6
138
55
2.2

55

83

wNhONOOO o RN

Note. Percentages shown are not additive because categories are not
exclusive.

The majority of respondents’ experience (61.1%) was in the areas of
accounting or finance prior to their current appointment as secretary-treasurer.
treasurer or assistant secretary-treasurer.
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Table 8 indicates which work experience respondents feit best
prepared them for their duties and responsibilities as secretary-treasurer.

Table 8

17 47.2
6 16.6
83

11

19.4
27
27
83
83

Assistant m-ry -treasurer
Non-administration/business
None

G G wd b~ P 0D

Total number of respondents = 36

Note. Percentages shown are not additive because categories are not

wmdm&uwmmmmmwwmn



Table © shows respondents’ reasons for deciding to become a
secretary-treasurer.
Table 9

17 T 485
8 228
10 285

% -

Seventeen (48.5%) respondents cited career advancement and
challenge as the reason for pursuing a career as secretary-treasurer.
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Table 10 presents data on the education or training respondents have
completed since being appointed secretary-treasurer.

Table 10

exclusive.

A majority of respondents (57.5%) have attended workshops and



51
Table 11 indicates which education or training secretary-treasurers felt

has been most reievant to their position.

Table 11

20.0
30.0
36.6
6.6
33
233

m mm::mtmmmmnm
exclusive.

Eleven respondents (36.6%) considered formal accounting training to be
most relevant 10 their poﬂﬂon &8s secretary-treasurer; nine (30.0%) feit that

Only nine respondents feit that they had received training that was not
conferences, workshops, and seminars 10 be least relevant.
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Table 12 shows the number of respondent secretary-treasurers
according to school district size.

Frequency " Percent
< 500 EE 314
500 - 999 7 200
1,000 - 1,999 6 17.1
2,000 - 2,999 5 143
3,000 - 3,999 2 5.7
4,000 - 4,999 1 29
> 5,000 3 86
Total 35 i

The school districts surveyed in the study represented all jurisdiction
students. Eleven (31.4%) of the districts were small with fewer than 500
students and three (8.6%) were large with more than 5,000 students.
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Table 13 provides the average total student enroliment in respondent

school districts.

Table 13

Size (students) " Average enroliment

1,000 - 1,999 1.411
2,000 - 2,999 2,407
3,000 - 3,999 3344
> 5,000 1459

Total number of respondents = 35 T )

according to school district size.

Size (students) ”'Avar-aamdget(s) )

M mmﬁhdﬁﬁnimwm" i
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Table 18 presents the numbers and grade levels of schools in the
jurisdictions in which respondent secretary-treasurers were employed.
Table 15

Size (students) K8 K9 K-12 7-9 7-12 1012 Other
<500 2 6 4 1 )

500 - 999 5 2 3 1 4 1 2
1,000 - 1,999 9 6 4 2 4

2,000 - 2,999 2 11 1 7 3 5 3
3,000 - 3,999 6 6 2 1 1 2

4,000 - 4,999 1

> 5,000 45 2 7 7 26
Total 89 33 15 19 12 15 31

Total number of respondents = 36

Note. AN schools reported by respondents have been collapsed
following grade leveis: (a) elementary (K - 6), (b) mwaryand;unbr high
(K - 9), (c) all grades (K - 12), (d) junior high (7 - 9), (e) junior and senior high
(7 - 12), (f) senior high (10 - 12), and (g) ‘Other’ (e.g. Hutterite colonies and
those not specified).
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Position Data
Table 168 presents the data pertaining to how secretary-treasurers

learned of the position they occupied at the time of the study.
Table 16

Previous secretary-treasurer

Total

Three-quarters (74.2%) of the respondents |
secretary-treasurer position through a“ivertissment.

Eleven respondents (31.4%) were invited 10 apply for the position of
secretary-treasurer and 88.6% (24) were not. Table 17 shows by whom the
invitation to apply was extended.

Table 17

Ten of the 11 (90.8%) secretary-treasurers were invited 10 apply for the
position by either the superintendent (45.4%) or a trustee (45.4%).
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Table 18 presants the distribution of respondents according to

qualifications required for the position of secretary-treasurer at the time of their

application.
Table 18

Qualifications " Frequency Percent

Aceaunting designation 4 12.1
Accountinglinance knowledge 26 78.7
Business experience 5 15.1
Educational administration experience 4 12.1
Management experience 8 242
University degree 2 6.0

25 75.7
Total number of respondents = 33

Note. Percentages shown are not additive because categories are not
exclusive.

Knowiledge in accounting or finance was a required qualification for
78.7% (26) of the secretary-treasurers. Qualifications listed in the ‘Other’
category included: (a) interpersonal skills (27.2%), (b) knowledge of school
systems (27.2%), (c) integrity (9.0%), (d) knowledge of computer systems
(9.0%), and (e) supervisory experience (3.0%).

venteen (47.2%) of the secretary-treasurers were residents of the
school district at the time of their appointment and 19 (52.8%) were not.
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Table 19 shows how respondents ranked factors they considered to be
instrumental in their appointment as secretary-treasurer.
Table 19
Factor ’ ~ MeanRank
Business experience - 16 -
Educational administration experience 200
Formal education 229
Other 27N
Reputation in the community 278
Teaching experience 4.50
Total number of respondents = 36 -

Respondents ranked business experience as being the factor most
instrumental in their appointment; the remaining factors were closely ranked
except for ‘Teaching experience’ which placed a distant last.
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Twenty-nine (82.8%) secretary-treasurers said that their duties and
responsibilities were discussed with them when they accepted the position; six
(17.2%) said they were not. Table 20 indicates which district official discussed

this matter with respondents.

Tabile 20

Ofticial iﬁ;i Frequency Percent
Board member - 14 48.2
Previous secretary-treasurer 5 17.2
interview panel 1 34
Superintendent 19 65.5
Total number of respondents = 29 - -
Note. Percentages shown are not additive because categories are not

exclusive.

Nineteen (65.5%) of the secretary-treasurers reported that it was the
superintendent who discussed their duties and responsibilities with them; 14
(48.2%) indicated that a board member had also discussed the matter with
them.
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Table 21 shows which duties and responsibilities were discussed with

secretary-treasurers when they accepted the position.
Table 21

Accounting 22 75.8
Administration/ffinance 27 93.1
Board responsibilities 20 68.9
Building/property maintenance 1 37.9
Budgeting 18 62.0
Computer systems management 2 68
Negotiations 3 103
Personnel/supervision 15 51.7
Public relations 2 68
Transportation 14 48.2

Total number of respondents

Note Percentages shown are not additive because categories are not
exclusive.

Administration or finance were areas of responsibility outlined for 93.1%
(27) of the secretary-treasurers, followed by accounting (75.8%), board
respofisibilities (68.9%), budgeting (62.0%), and personnei/supervision
(51.7%).

responsibilities outlined for them were an accurate description of what the
position invoived; 13 (44.9%) said that it was not an accurate description. All 13
respondents who answered “no" stated that they have much more responsibilit
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Table 22 shows the distribution of secretary-treasurers according to

annual salary.

One-third (12) of the respondents reported an annual salary of less than
$40,000; four of these secretary-treasurers were 1/2 F.T.E. and two were 2/3
F.T.E. Ten (27.7%) secretary-treasurers reported an annual salary of $55,000
10 $69,999.
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Table 23 indicates how secretary-treasurers’' salaries were determined.

Table 23
How Salary Was Determined

Method "~ Frequency " Percent

Negotiated with board T 21 7150
Set by board 8 222
Other 1 27

Total ’ 3%

Seventy-five percent (27) of the secretary-treasurers stated that their
salaries were negotiated with the board. The respondent in the ‘Other’ category
stated that their salary was negotiated with the superintendent.

The average number of hours worked per week by secretary-treasurers
are presented in Table 24.
Table 24
Average Hours Worked Per Week
Position classification Frequency Hours
FTE T 30 472
2
4

2BF.TE.
1RF.TE.

Total | %

Full-time secretary-treasurers reported that they work an average of 47.2
hours per week; 2/3 F.T.E. and 1/2 F.T.E. secretary-treasurers reporiedly work
an average of 28.0 and 19.8 hours per week, respectively.
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Table 28 indicates the average number of hours per month secretary-
treasurers spend on various activities.

Table 25

Activity “Hours
Board meetings 9.2
Committee meetings 83

in-office administration 100.1

Meeting with public/community representatives 7.3
Outside-office administration 14.1

Other 9.2

Total number of respondents = 35 o

Secretary-treasurers spend an average of 100.1 hours per month on in-
office administration, 14.1 hours per month on outside-office administration,
24.8 hours per month in meetings, and 9.2 hours per month doing ‘Other’
activities.

The number of support staff supervised both directly and indirectly by
secretary-treasurers ranged from zero 1o 170, with an average of 18.4. Thirty-
five respondents answered this questionnaire item.
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Secretary-treasurers ranked, in order of importance, those areas for
which they were responsible. The data are presented in Table 26.
Table 26

Area Mean Rank
Financial planning & budgeting 1.86
Fiscal accounting & financial reporting 238
Maintaining board minutes/records 5.45
Payroll 6.05
Board-related responsibilities 6.54
Negotiations 7.41
Cash flow & investments 7.54
Debt service & capital fund management 7.81
School facilities planning/construction 8.63
Contracts management 9.10
Planning and evaluation 9.11
Auditing 912
Monitoring transportation services 9.35
insurance 9.36
Assessments & taxation 10.00
Computer systems management 10.03
Monitoring facilities maintenance 10.26
Central purchasing 10.40
Statistical analysis & reporting 10.66
Policy development 10.81
information & communications 10.96
Cost analysis of programs & staffing 11.44
Preparing & administering bylaws 12.00
Maintaining centralized filing system 12.64
Real estate management 12.95
Fees assessment 13.24
Monitoring food service operations 13.30
inventory control 14.14
Total number of respondents = 36

important were (a) financial planning and budgeting, with a mean rank of 1.88
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and (b) fiscal accounting and financial reporting, with a mean rank of 2.38. This
remains unchanged since McGuffey's (1980) study.

Areas of responsibility which consumed the majority of secretary-
treasurers’ time are shown in Table 27.

Table 27
~ Percent

Accounting and financial reporting 2 742
Board-reiated responsibilities 17 48.5
Financial planning and budgeting 32 91.4
Maintaining board minutes/irecords 14 40.0
Negotiations 12 342
Payroll 1 314

Total number of respondents = 35

Note. Percentages shown are not additive because categories are not
exclusive.

This questionnaire item asked secretary-treasurers 10 identify the five
areas which they thought consumed the majority of their time; however,
because ‘Payrol’ placed very closely in sixth place it has been included in the
presentation of data. Financial planning and budgeting were reported by
91.4% (32) of the secretary-treasurers as being their most time consuming
responsibilities; accounting and financial reporting were reported by 74.2% (26)
&s being most time consuming.
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Table 28 indicates what aspects or areas of the position secretary-

treasurers found most challenging.
Table 28

Area Frequency Percent
Accounting/budgeting 10 277
Acting as intermediary

All aspects of position

Change/daily operations

Computer systems management
Continued professional development
Dealing with public

Financial issues

Negotiations
. Personnel issues

Policy and planning

*Politics”

Prioritization of workload

Taxation

Time management

NANBDAD—SDON = - W -
il
o
o

Note. .Percentages shown are not additive because categories are not
exclusive.

More than one-quarter (27.7%) of the secretary-treasurers considered
accounting or budgeting to be the most challenging aspects of their position;
16.6% thought dealing with the public and negotiations were most challenging.
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Table 20 shows what aspects or areas of the position secretary-

treasurers considered personally satisfying.

Table 29
Area Frequency Percent
Accounting/udgeting 12 35.2
All aspects of position 2 58
Attaining goals 5 14.7
Change 1 29
Computer systems management 1 29
*Doing my best” 2 58
Good working relationships 9 26.4
Negotiations 1 29
Opportunity to increase quality of

student education/achievement 4 1.7
Performance recognition 2 58

Total number of responses = 34

Note, Percentages shown are not additive because categories are not
exclusive.

Slightly more than one-third (35.2%) of the respondents considered
accounting or budgeting 1o be the most personally satisfying aspects of their
jobs; 26.4% (9) considered good working relationships to be personally
satistying.
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Table 30 indicates what aspects or areas of the position secretary-

treasurers considered most frustrating.

Table 30

Area Frequency  Percent

Accounting/budgeting
Change

Computer systems management

Dealing with public

Dealing with “unprofessional” individuals
Educational ﬁnﬂnca and funding issues

Negotiations
“Non-productive, time-consuming meetings’
Personnel issues
“Politics’
‘Questionnaires’
Time management

P b ok D O b (N b ok ol ok omd B b =i N

Taulnumbafafrupomhm

Note, wm:gnmmbecws
exclusive.

More than one-quarter (25.8%) of the secretary-treasurers considered
the “politics” associated with the position to be most frustrating. Personnel
tiations accounted for 19.3% and 16.1% of the respondents’
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When asked if they thought minimum qualifications should be

established for the certification of secretary-treasurers, 67.6% (23) of the
respondents said “yes” and 32.4% (11) said “no". The reasons given in support
of establishing minimum qualifications included: (a) to increase
professionalism and credibility of the position, (b) the complexity of the position
requires minimum qualifications, (c) a good understanding of total school
system operations is essential, (d) minimum qualifications are necessary in
order to play an effective role in increasing the quality of education, and (e)
public funds need to be managed by quality people.

Respondents who indicated they did not think minimum qualifications
should be established provided the following reasons: (a) qualifications of the
secretary-treasurer should depend on the needs and size of the school board
and school district and (b) experience and interpersonal skills are more
important. One respondent commented, “Who has the expertise and
knowiedge to decide? There are 100 many (useless) regulations already!”



Table 31

Accounting designation 3
Accounting/administration/tina Ire
or good understanding of same 9
Certified School Business Official 2 10.0
5
9

inance coursework

Local Gowvt. Studies coursework/certificate

Total number of responses =20

for certification; another 45.0% thought relevant experience should be sufficient.
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Table 32 indicates what in-service training was available to secretary-

treasurers.
Table 32

Total respondents "~ Most  Litle None

a2 ’ 29 (90.6%) 1(3.1%) 2 (6.2%)

Twenty-nine of the 32 (90.6%) respondents reported that most courses
relevant to their position were available to them as professional development.
One secretary-treasurer indicated that a sabbatical was available as part of the
school system's professional development policy.



Table 33 presents the data pertaining to secretary-treasurers’ perceived

authority in school district business and operations.
Table 33

Frequency and percent
. —
Question Often  Occas. Never Opport.
Do you make decisions for which there 5 29 2 0
is no board policy? 13.8% 80.5% 5.5%
Do you make decisions contrary to board 0 5 29 2
policy? 13.8% 805% 55%
Do you recommend new policy/changes 20 15 0 1
to existing board policy? 55.5% 41.6% 2.7%
Does the board accept your suggestions 24 1 0 1
for new policy/changes to existing 66.6% 30.5% 2.7%
policy?
Do colieagues seek your opinion on 27 7 1 1
district issues? 750% 194% 27% 2.7%
Do members of the community seek your 19 16 0 1
opinion on district issues? 52.7% 44.4% 2.7%

Do you actively participate in setting 10 10 13 3
objectives/standards for ASBOA? 27.7% 27.7% 36.1% 8.3%

Do you tend to assume a leadership role 20 15 1 0
when working in groups? 555% 416% 27%

Do support staff chalienge your 1 21 1 3
decisions? 27% 583% J305% 83%

Total number of respondents = 36
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Secretary-treasurers reported feelings of authority with re- >ect to school
district business and operations except when it came to making decisions

contrary to board policy.

Table 34 indicates the dollar amount secretary-treasurers were authorized
to spend without consulting the board.
Table 34

" Frequency  Percent

< $5,000 16 48.4
$5.000 - 14,999 1 30
$15,000 - 24,999 0

> $25,000 1 30
No limit 15 454

Total S S S

Sixteen (48.4%) respondents reported an authorized spending limit of
less than $5,000; 15 (45.4%) secretary-treasurers stated that they had no
spending limit providing the expenditure was approved in the budget.
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Table 35 shows secretary-treasurers’ roles in negotiations (e.g. ATA,

CUPE, etc.)
Table 35

Frequency  Percent

1! 416
55.5
27

Provide information only
Not present at negotiations

Total

More than one-half (55.5%) of the secretary-treasurers reported that their
role in negotiations was to provide information only; 41.6% said they actively
participated in all discussions, and one respondent said they were not present
at negotiations.
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Table 38 shows the role of secretary-treasurers in the board's budget

approval process.
Table 36

Role ~ Frequency ~ Percent

Actively participate in all discussions
Provide information only

The vast majority of secretary-treasurers (94.4%) reported that they
actively participated in all discussions related to the budget approval process,
only two respondents (5.5%) said they provided information only.
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Brofessional Associstion Date

Table 37 presents data regarding how Alberta secretary-treasurers feit
about their professional association, ASBOA.

Table 37
R tonts’ P i { ASBO
Perception Frequency Percent
Has potential to contribute much to the

improvement of school administration 32 96.9
is useful to membership only 1 30
Has no value 0
Total 33

Thirty-two out of 33 (96.9%) respondents feit that ASBOA had potential to
contribute much to the improvement of school administration; one individual felt
it was useful to its membership only.

When asked if their professional association had been of benefit to them
personally and professionally, 85.7% (30) of the secretary-treasurers indicated
that it had; 14.3% (5) said that it had not been of any benefit 1o them. Those
respondents who indicated that ASBOA had benefitted them gave the following
reasons for their satistaction with the association: (a) it provided opportunities
for networking and colieague interaction (66.6%), (b) it provided opportunities
for professional development (46.6%), and (c) it provided information and
resources on current issues (43.3%). Some secretary-treasurers commented
on the valuable service provided to them by ASBOA's Executive Director, Ms.

Susan Lang.



Table 38 indicates what secretary-treasurers thought the major
functions of ASBOA should be.
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Collaborate with governments/agencies

invoived in education 4 14.2
increase professionalization/credibility

of the position 6 214
Provide information and resources on

current issues 12 42.8
Provide opportunity for networking/

colieague interaction 8 28.5
Provide opportunity for professional

development 20 71.4

Represent membership 3 10.7

Total number of respondents = 28

exclusive.

Approximately three-quarters of the respondents (71.4%) feit that the
primary responsibility of ASBOA should be to provide opportunities for
professional development and 42.8% felt it should be to provide information
and resources on current issues affecting secretary-treasurers.



77
Table 39 lists the immediate concerns secretary-treasurers felt that
ASBOA should be addressing.

Table 39

Agenda/internal structure of association 1
Educational finance and funding issues 7 a33
Future of educational administration 1
Needs assessment of boards with respect

10 secretary-treasurer function 1 47
No immediate concerns 8 38.0
Professional development 3 14.2
Professionalization/credibility of position 2 95

Total number of respondents = 21

Nola, Percentages shown are not addifive because calegories are ot
exclusive.

Thirty-eight percent of the secretary-treasurers feit there were no
immediate concerns to be addressed by ASBOA. A representative comment
made by one respondent was, “The association is aiready doing an excelient
cited by one-third of the respondents as concerns which ASBOA should be
addressing.
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Miscelianeous Information

This section of the questionnaire provided secretary-treasurers with an
opportunity to include any comments they wished to make about the
questionnaire items or the study in general.

Respondents suggested a few additional items which could have been
included in the survey and they also expressed an interest in and appreciation
for the study. Actual suggestions and comments made are included in
Appendix D.

Fifteen (41.6%) respondents attached a copy of the most recent job
description provided to them as secretary-treasurer.
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Summary

The data presented in this chapter reveal that secretary-treasurers
considered financial planning and budgeting and fiscal accounting and
financial reporting to be their most important areas of responsibility. These
areas are identical to the task clusters ranked as first and second in importance,
respectively, in McGuffey's (1960) study of American secretary-treasurers.

Financial planning and budgeting and fiscal accounting and financial
reporting were reported by respondents to be the: (a) most time consuming,
(b) most challenging, and () most satisfying. It appears that the perception
aftached 1o the secretary-treasurers’ two primary areas of responsibility is
contingent upon the circumstances in which the tasks are being performed; a
good example of a situation in which all of the mentioned feelings may be
evoked would be during the budget preparation and approval process :

Maintaining board minutes and records and board related
respongibilities were ranked by respondents as being third and fifth in
importance, respectively, indicating the board's increased reliance on its
secretary-treasurer; board responsibilities were not addressed in McGuffey's
(1960) study.

policy making because the majority of respondents reported that (a) they often
make suggestions for new policy or amendments to existing policy and (b) the
board often accepts their recommendations for policy changes. Although they
are influential in the policy making process, secretary-treasurers are not
inclined to misuse their authority by contravening established board policies
and procedures.
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The data concerning secretary-treasurers’ areas of responsibility and

position authority are the most informative in this chapter because they attest to
the importance of this position in school district operations.
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Chapter §
Summary, Conclusions, and Implications

The purpose of this study was to obtain a composite profile characteristic
of secretary-treasurers in Alberta. A descriptive profile was obtained through an
analysis and exploration of demographic data, position data, position authority
data, and professional association data.

This chapter is divided into three parts: (a) summary of the study,

(b) discussion of the findings and conclusions, and (c) implications and
suggestions for further research.

The problem. The purpose of this study was to identify a composite
profile of school district and school division secretary-treasurers in the Province
of Aiberta and to delineate their perceived real and ideal position functions.

To further tha study and exploration of this executive function, specific
sub problems which were addressed included:

1. To obtain demographic data, academic backgrounds, and
professional histories of secretary-treasurers in Alberta school districts and

2. To identity responsibilities and authorities of incumbent secretary-
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3. To identify secretary-treasurers’ expectations regarding their positions

as executive officers of the school board in the administration of school districts
and divisions.

A. To identify what aspects of their position secretary-treasurers find

challenging and provide feelings of professional and personal
satistaction.

B. To identify the major difficulties <.« frustrations experienced by
secretary-treasurers while carrying out their responsibilities.

This study was justified for several reasons. Secretary-treasurers are
instrumental in facilitating the proper functioning of school systems therefore an
understanding of this administrator’s function and his or her perceptions of the
position is necessary. The findings of this study have provided a foundation
upon which additional information may be added 1o increase awareness of
what is involved in this increasingly complex and diverse executive function.
reviewing the position description of Alberta secretary-treasurers.

The findings from the survey questionnaire revealed factors which might
be of useful application in the preparation and recruitment of future secretary-
treasurers.




0881 nd m gy, This study was a descnptweaa
analysus and exploranon of the individuals and functions which constitute the
position of secretary-treasurer. it was decided that the focus of the study would
be on the experiences of practicing secretary-treasurers with regard to their role
in school district administration. A questionnaire was the instrument employed
in the collection of data. The survey strategy was selected in order to obtain
information conducive to analysis us‘ng descnptwe statistics with fraquency of

was included in the study to provide a background and context for the
interpretation of collected data.

mﬂm In 1993 77.7% of the respondent secretary-
treasurers were between the ages of 30 to 49, or “baby boomers.” The majority
of respondents had been in the position five years or less or for more than 10
years. This suggests that many secretary-treasurers have recently retired and
many more are app: .aching retirement age. The vast majority of respondents
had some form of post secondary education, and more than three-quarters of
the secretary-treasurers with a university education received their degrees in
business or a business related field.
ts had been either a secretary-treasurer or an
mm:acrduy-Mrrprﬁrbtheirmm:ppoim 83.3% of the
respondents had experience in accounting, finance, or business administration.
Their work experience in business and as secretary-treasurer or assistant
secretary-treasurer best prepared them for the duties and responsibilities of
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The challenging nature of the position and the potential for career

advancement were the reasons cited for becoming secretary-treasurer.

The vast majority of respondents reported having taken training
comprised of workshops, seminars, and part time studies since their
appointment to the position. Formal accounting training and coursework offered
through the University of Alberta Faculty of Extension, particularly Loca!
Government Studies, were considered by secretary-treasurers to be most
relevant to their positions.

in terms of size and grade levels, the sampie was representative of all
school districts in Alberta. The districts sampled ranged in size from 21 students
to more than 30,000 students. Not surprisingly, there was an apparent
relationship between jurisdiction size and budgeted operating expenditures.

Position dats. Three-quarters of the secretary-treasurers learned of
the vacancy in the position they currently occupy by way of advertisement, and
nearly one-third were invited to apply by either the superintendent of schools or
a board trustee. Knowledge of accounting or finance was a required
qualiication for more than three-quarters of the respondents, as well,
management experience, good interpersonal skills, and an understanding of
school system operations were cited as being required qualifications.

More than one-half of the secretary-treasurers were not residents of the
school district when they applied for the positio’..
instrumental in their appointment as secretary-treasurer.
responsibilities were discussed with them, and two-thirds of the time the matter
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areas of responsibility outlined for most secretary-treasurers; various business
functions and board related responsibilities were also indicated.

Just over one-half of the respondents said that the duties and
responsibilities outlined for them were an accurate description of what their
position involved. All those secretary-treasurers who said it was not an
accurate description reported that they have much more responsibility than was
initially irdicated. This is primarily because of the evolution of the position.

The most frequently reported salary range for full time secretary-
treasurers was $55,000 to $69,999 annually, with salaries being negotiated
with the board in three out of four cases. The average number of hours worked
per week by full time secretary-treasurers was reported to be 47.2, with
respondents indicating that the majority of their time was spent on in-office
administrative functions. The number of support staff supervised both directly
and indirectly by secretary-treasurers ranged from zero to 170, with an average
of 18.4.

The top seven areas of responsibility as ranked by respondents in
Hrynyk's (1962) study of Alberta secretary-treasurers included:

Preparing returns to department

Keeping records and accounts

Paying accounts

Planning the current budget

Purchasing school and classroom supplies
Issuing press releases on board activities (p. 66).

NOOLON =

The seven task clusters ranked as being of ‘high importance’ in
McGuffey's study in 1980 of American secretary-treasurers included:
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Financial planning and budgeting
Fiscal accounting and financial reporting
Cash management
Fiscal audits and reports
General management
Payroll management
Purchasing (Miles, 1986, p. 18).

NoobdON =

The top seven areas of responsibility as ranked by respondents in this
study of Alberta secretary-treasurers included:

Financial planning and budgeting

Fiscal accounting and financial reporting
Maintaining board minutesiecords
Payroll

Board related responsibilities
Negotiations

Cash flow and investments

NOOLEWON =

it should be noted that board related responsibilities were not addressed
in McGutfey's 28 task clusters, yet ranked third and fifth in this study indicating
an increased reliance by boards on their secretary-treasurers. it appears that
Alberta results are currently close to those of McGuftey in the United States in
1980.

Financial planning and budgeting and fiscal accounting and financial
reporting were reported to be secretary-treasurers’ most time consuming areas
of responsibility. This is to be expected considering these areas were ranked
as being the first and second most important responsibilities, respectively.
Respondents considered accounting and budgeting to be both the most
challenging and most satisfying aspects of their position; the “politics™ of the
position were considered 10 be the most frustrating.

Two-thirds of the respondents felt that standard minimum qualifications
should be established for the certification of secretary-treasurers. It is of
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particular interest to note that of the 11 (32.4%) secretary-treasurers who

thought standard minimum qualifications should not be established, two had
graduate university degrees, two had undergraduate university degrees, three
had formal accounting training, one had a college diploma, and three had a
high school diploma. The standard minimum qualifications that were suggested
by secretary-treasurers did not necessarily inciude formal education or training,
but also knowledge gained through on the job experience.

In-service training was reported to be available to to nearly all of the
respondents.

Position suthority data. Secretary-treasurers reported feelings of
authority with respect to school district business and operations except when
making decisions contrary to board policy thereby reflecting the importance
attached to board policy. At the same time more than one-half of the
respondents said they ‘often’ made recommendations regarding new policy or
changes 1o existing board policy, and two-thirds of the secretary-treasurers
reported that the board ‘often’ accepted their recommended new policy or
changes to existing board policy. This suggests that, while secretary-treasurers
have authority in board policy making, they are not willing to test their influence
by not going through the formal decision making process.

Regarding their role in negotiations, just under one-half of the secretary-
treasurers reported that they actively participated in all discussions while just
over one-half reported taking a more passive role by providing information only.
This is in contrast 10 secretary-treasurers’ roles in the budget approval process
wherein the vast majority actively participated in all discussions. It is
reasonable 10 conciude that their involvement in formal budget proceedings is
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indicated that they lead the discussions in the bud( :t approval process.

pssional sssociation date, Nearly all secretary-treasurers feit
the Association of School Business Officials of Alberta (ASBOA) had the

potential to contribute much to the improvement of school administration, and
the vast majority said they had benefitted personally and professionally from the
association. It appears that ASBOA provides a vaiuable and appreciated
service 10 its membership.

Secretary-treasurers perceived their professional association as having
important educational responsibilities which included providing professional
development opportunities and educational resources to its members on a
regular basis. Colleague interaction and networking were also seen as an
important function of ASBOA.

Overall, secretary-treasurers appeared to be extremely satisfied with their
professional association, ASBOA. They see it as (a) having the potential to be
more influential in improving the educational system, (b) being a provider of
valuable learning opportunities and rescurces to its membership, and
(c) keeping abreast of current educational issues affecting secretary-treasurers.

opinions according to their experiences therefore generalizations should be
made with caution.

Another limitation of the study was the method of data collection. A
questionnaire was the only research instrument employed because the
application of a variety of methods was not feasible thereby hindering the
verification of findings through triangulation of methodology.
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Conclusions
Conclusions pertaining to the findings of this study are presented despite

limitations present in the research process. Further research may confirm the
conclusions arrived at through the analysis and presentation of data collected in
this study. These conclusions are discussed below.

1. The duties and responsibilities of the secretary-treasurer involve a
cyclical pattern which coincde< wi# the academic school year and the formal
budget process. Reapr. 1ents 10~ aedd that all areas of responsibility

addressed in the questo —1e . nsidered to be of high importance at
different times of = vea: * e of responsibilities were considered to be
unimportant by respe> . mere were a few that required only infrequent

attention. GenerePy speaking secretary-treasurers reported that they
considered all thev areas  regponsibility to be instrumental in school district
operations.

2. Secrewy-teasurers reported that financial planning and budgeting,
fiscal accounting and finamcial reporting, and board related responsibilities
consumed the majority of their time. Considering nearly all facets of the
education system's operations are in some way linked to finance reiated
concerns, and with educational administrators being directed to account for and
justity expenditures, it is understandabile why this executive position has
become 80 important to the operation of school districts.

3. The data coliected in this study and the literature reviewed
corroborated one another regarding the complexity and diversity of the
secretary-treasurers’ function. These sources also indicated that secretary-
treasurers are often not recognized as professionals having specialized areas
of knowledge, yet respondents reported that they are frequently calied upon to
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their opinions regarding existing and proposed board policy. In actuality the
secretary-treasurer is an instrumental member of the school district's
management team who works closely with the school! board and superintendent
of schools to promote effective and efficient district operations.

4. Because of the highly specialized areas within which secretary-
treasurers must operate, it is not surprising that the majority felt standard
minimum qualifications should be established for the position. As one
secretary-treasurer stated, “Public funds need to be managed by quality

ndent commented, “[Standard minimum qualifications)

people.” Another respc

increasing the quality of education.”

implications
The findings of the study and the conclusions discussed have

implications for the following individuals and groups of individuals involved in

making: (a) school boards and superintendents in the Province of Alberta,

(b) departments of business and administration in post secondary institutions,

and (c) school business administrators.

Bchool boards and superintendents in the Province of

Alberta. The findings of this study suggest that it would be appropriate to

treasurers to develop a current and detailed position description based on the

economic, political, and social instability of the country requires ti.Jt increased




opportunities to acquire the technical, managerial, and executive skills requin%ns::;l
by educational administrators at all levels be made available to enable them to
participate effectively in ongoing educational reform. This may include district
commitment to internships offered in school business administration as well as
extensive cross-training for presently employed secretary-treasurers.

Depertments of business snd sdministration in post
secondsary Institytions. Standard minimum qualifications may be obtained
in a variety of ways including formal education and training, workshops and
seminars, short courses, conferences, and field placement programs. A post
secondary institution can assume one of two roles: (a) a proactive leadership
role or (b) a reactive role of providing a source of expertise if and when called
upon (Konrad et al., 1976). A partnership between post secondary institutions
and field practitioners may be established to promote a combined theoretical
and applied program of study for those individuals interested in pursuing a
career in school business administration.

School business administrators. Secretary-treasurers may become
more actively invoived in their professional association, ASBOA, in order to
strengthen its influence through which the position may be deveioped and
promoted into a recognized profession prepared to work collaboratively with all
levels of government and all agencies invoived in education. By working
collectively through ASBOA secretary-treasurers may increase their credibility,
professionalism, and status within the education system's administrative
structure.
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In analyzing the data, a number of findings had implications for further
research into the position of secretary-treasurer in Alberta.

1. A study comparing the experiences, observations, and perceptions of
secretary-treasurers in school districts of varying sizes could be undertaken. A
finding of this study suggested that the function of the secretary-treasurer
depended to a large extent on the size of the school district and the needs of the
school board.

2. A study of what school boards expect from their secretary-treasurers
and how they evaluate them may be conducted.

3. Structured observation may be employed in a case study approach to
collect information about what secretary-treasurers actually do.

4. A study might investigate how the role of secretary-treasurer has
changed in current times of fiscal restraint with particular attention being given
to the issue of accountability.

5. The Quadrant Assessment Model may be used to identify the
continuing-education needs of practicing secretary-treasurers in the Province of
Alberta.

6. A study of the political nature of the position of secretary-treasurer may
be undertaken.




Conclysion »

Both the literature and the results of this study indicate that, in the 1990's,
board's most coveted resources. The school business official, whose function
and role is interrelated with that of the superintendent and board, has
responsibilities which surpass the typical boundaries of business affairs. It is
the complexity and diversity of the position which has prompted many provinces
and states to seek certification standards for the school business administrator.
The strengths of the secretary-treasurer should match the needs of the school
district, and while it may be true that a board's most important task is selecting
its superintendent, the importance of choosing a good school business
administrator should not be negated. With the public demanding that schools
be educationally and financially accountable, the secretary-treasurer’s ability to
assist the superintendent and school board is critical in meeting those
demands.
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July 6, 1983

Sandy L. Miskiw
12739 - 86 Street
Edmonton, AB T5E 3A7

R /DIVISION 8
l;ll. e PH l'ﬂl 'il'l'.“ll-‘l;ll.

| am writing to ask your co-operation in % instrument
concemed with identifying comwk protile of school district and school
secrelary-treasurers. A st reasurer’s role in educational administration
wiloontrhnetoagradermdemtandingd increasingly compiex and diverse

executive function.

Thbstwybmumbecawe (1) k wili provide a descriptive profile and
function of the secretary-treasurer and his or her perceptions and expectations of this
mmmmamz)mmmmmmwmtmpoﬂbnd
secretary-treasurer or the individuals occupying it even though the manner in which he or
she executes this job function has considerable influence on the operations of schools.

50) secretary-treasurers have been gelected to part e inthe
o of s survey. D Coho Bie ths inetrument

Part are under N ion to
mwdwdwymmw Wsmmm%mnmm
this study, please retumn the uveymnmwod n girictest

38 be avakab 1m'nim‘:

pupomm muarummmmuvum'wwaw
destroyed upon research compietion.

it would be could complete the survey instrument t
nmﬁ' s mmmmfns

W "mmus Susan Lang, Executive
thorotASBOA lordiurbwonto

ot your rou mwwb“mWWMMMOM
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{. Age. _____under30years _____ 30-39 years ___40-49 years

__50-59 years —____60years or more

3. Indicate years of education compieted at each levei and the award

conferred:

a. High school. _____years HS diploma____  Sr. matric, _
b. College: _____years Program______ Diploma____
¢. Formal accounting: ____ years Designation_ -

d. University: _____years Degree__ _ Major______

e. Other: years (specify) -

. Indicate your employment history during the fen years prior to being
appointed as secretary-treasurer, beginning with the most recent:

Work experience Years

responsibilities as secretary-treasurer?

c. - . N

. Why did you decide 1o become a secretary-treasurer? -

jning has been most relevant 10 your position?
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. How did you hear about the position you presently occupy (advertisement,
frustee, previous secretary-treasurer, etc.)? ___ _ _

2. erayaulnmeﬂmmlartheﬁasman‘? ____Yyes no
By whom? _ . _ , _ -

3. List three qualiﬂcahans rquured for the positian at the time you applled

b. _ o _ —
C. _ _ ,,,, _ , -

I. Were you a resident of the district/division when appoirted? ___yes __no

. Rank order the factor(s) you feel were instrumental in your appointment.
____Teaching experience

______Educational administration experience

____Business experience

—___Formal education

_____Reputation in the community

—Other (specify) , _ — - i,

. Were your duties and responsibilities discussed with you when you aaceﬁed
this position? _____yes _no Bywhom? __ _

UﬂmemmmndﬁlmmWemmﬁfmm

padtlon‘?imina wny'?W ) -
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11. On average, how many hours per week do you work? _ hours

12. Indicate the approximate number of hours spent doing the following:
Board meetings hours per month
Committee meetings _____ hours per month
Meeting with public/community representatives _____ hours per month
In-aﬂnce administration ______ hours per month
de-office administration hours per month
Other ____ hours per month (specify)_____ N

13. How many support staff do you supervise?
14. In order of importance, rank those areas for which you are responsible:

—Negotiations
b ____ Computer systems management
C. ;i,iﬁeal estate management
d. _____School facilities planning and construction
e. Insurance
f. ____ Central purchasing
9. EPIVI‘O“ 7 7
i. Cuh flow and investments
j. _____Cost-analysis/cost-effectiveness of programs and staffing
k. ____Auditing
I _ Mlimdning eantr:lizad ﬁling system
m
n.
0.
P. -
q.
r..
8.
t
u.
V. _
X. _Mﬁndring board mi '
y — meﬂ(ng tuition, materials, rental)
z __Information and communications
aa. ____Board-relsted responsibiities
bb. ﬁ_m food service operations

15. Which five areas consume the majority of your time? ___ ___ ___ ___ _
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16. What aspects of your position do you find most challenging? _

17. What aspects of your position do you find personally satistying? _______

18. What aspects of your position do you find most frustrating?

19. Do you think standard minimum qualifications should be established for the
certification of secretary-treasurers? yes no Why?

20. What do you think these standard minimum qualifications (#19) should be?

21. What in-service training is available to you as secretary-treasurer?

I._AUTHORITY
1. Iindicate the response which best answers the questions below:

Do you make decisions for which
there is no board policy?

Do you make decisions contrary
%0 board policy? _

Do you recommend new policy/
changes 10 @xdsting board policy? —

Does the board accept your
recommendations for new policy/
changes 10 existing policy? .




Do colleagues seek your opinion
on district issues? N , _ _

your opinion on district issues? _ ]

Do you actively participate in setting
objectives/standards for ASBOA? - _ -

Do you tend to assume a leadership
role when working in groups? .

Do support staff chalienge your
decisions? } ] R

2. What dollar amount are you authorized to spend without board consultation?

_____less than $5,000 ____$5,000-14,999 ____ $15,000-24,999
_____morethan $25,000 _____No limit

3. Which response best describes your role in negotiations (ATA, CUPE, etc.)?

______Actively participate in all discussions
____Provide inhm:hon only

f,,,Natpreaﬂil

______Other (specify)__ _ -

Mmmmmmhmbmmavﬂ process.
____Actively participate in all discussions
Provldérhformtﬁon onlyﬁ

. Indicate the numbers and types of achools in your districtk
_____gradesK-8 ____ grades 7-9 ﬁ_qmﬂu‘lo-‘lz'
—_OradesK-12 ___other (e.9. K-9)

1mﬁhndy-ﬂ $_
wmiwﬂﬂmwwm
new buliding construction, debt retirement, and deit service)
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. Which best describes how you feel about ASBOA?
_____Has potential to contribute much to the improvement of school

administration
_____Is useful to membership only
_____Has no value
: HasASEQAbamaﬂ‘mdMaymandyuurmrk‘? yes __no
How? _ . _ - -

. This survey has attempted fo determine the profile and function of school
district/division secretary-treasurers. Any additional questions you feel
wwmmmmmgmmﬁumentmuﬂbew

. it possible, mm-mammmmmm
0 you as ote

Please return compieted survey in the envelope provided 10:

S.L. Miskiw
12739 - 88 Strest
Edmonton, AB  TSE 3A7
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Foliow Up Letter for the Questionnaire to
Respondents
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| am foliowing asking for co-operation in completi
Ww’é‘.mym?mw'?“ au%mmgwmﬁ?;

Should Mblﬂ ' ~

this instrument and
wdemuﬂummbm r mm
nwmn
.l.' :

AN ER -.l ’.~ [ SePSAN T

pUpOses only. Thohtolrdmmnbmﬂbomm.wlml
destroyed upon research compietion.

R would be " would the enciosed survey
e e o shmans St o
amnummmmm

woncowlwondmm

MLm Graduste Student
of Educational Administration
1 of Aberta
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Appendix D: Miscellaneous Iinformation
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Suggestions and Comments by Secretary-Treasurers

Regarding the Study

ltems which secretary-treasurers suggested could have been inciuded in
the survey were:

1. Questions about how the position and incumbent are evaluated by the
board.

2. Questions about how salary levels are determined.

3. Questions about how the role of secretary-treasurer has changed over
the past five years.

4. Additional areas of responsibility in Section |l, number 14, for
example: accounts receivable, accounts payable, grants administration,
preventive maintenance, energy management, personnel evaluation, and
employee benefits administration.

5. “There is probably a need to recognize that there are qualities in a
secretary-treasurer that accept and work with the political nature of the job."

6. “Secretary-treasurers are like a rudder on a ship. They determine the
course the district will take and achieve. Secretary-treasurers have to be
unselfish--wanting only the best in every aspect for the District/Division.”

7. "Survey has been well prepared and quite fairly describes the
functions of a secretary-treasurer.”

8. "Your interest in secretary-treasurers is greatly appreciated!”

9. "Good luck in your studies.”



