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UNIVERSITY OF HAWAI‘I 
COMMISSION ON THE STATUS OF WOMEN 

 
Survey on University Clerical Workers’  

Career Experiences and Aspirations 
 

SUMMARY REPORT 
 
Background 
 
On October 21, 2013, the CSW held a strategic planning meeting at Kapi‘olani 
Community College.  The primary purpose of this meeting was to prioritize the 
participants’ feedback obtained from the focus group sessions at the CSW 
conference, Healthy Living - Mind, Body and Career, which was held on September 
27, 2013, at the UH Manoa Campus Center. Three priority areas were identified by 
the Commissioners: 1) professional development/career advancement, 2) providing 
information and awareness for elder care, and 3) platform for small groups and 
networking.  The Commissioners chose from one of the three areas and formed 
committees to generate ideas and ways that the recommended actions could be 
addressed (UH CSW, Executive Strategic Planning Summary, 11/13). 
  
Based on the comments that were received from the 2013 CSW conference, the 
Professional Development/Career Advancement Committee agreed to focus on UH 
clerical workers.  This population indicated that the opportunities for professional 
development and career advancement were limited.  The committee members 
decided to explore this further and created an on-line survey. 
 
Introduction 
 
In June and July 2015, 798 surveys were sent out to those deemed to be clerical 
staff within the University of Hawai‘i system.  A total of 253 staff participated in the 
online survey which represents 31.7% of those surveyed.  The purpose of the 
survey was to review and assess the perspectives of UH clerical workers regarding 
career advancement.  The survey concentrated on their career ambitions, perceived 
challenges and obstacles, and personal and external needs for fulfilling those 
ambitions.  The survey was voluntary and anonymous, and participants could not be 
identified.  Raw and aggregate data results were carefully reviewed by the 
committee members.  
 

RECOMMENDATIONS 
 
Based on the committee’s findings, the following recommendations are being 
proposed to President Lassner and his administrative team to support the 
professional development and career advancement of UH clerical workers. 
Following the recommendations is a detailed summary of the survey results. 



- 2 - 
 

 
1. Provide workshops and conferences for staff on O‘ahu and the Neighbor 

Islands for training on leadership skills, communication skills, decision-
making skills, etc.  Reinstate the Professional Administrative Summer 
Institute as one means of providing such training. 
 

2. Provide opportunities for staff to gain professional work experience in their 
current jobs, compensate them accordingly, and allow the higher level work 
experience to count toward educational and professional experience 
qualifications for APT positions. 

 
3. Create a mentorship program whereby staff have access to mentors in the 

University System who will guide and offer experience and knowledge to 
prepare staff for advancement. 

 
4. Create ways to assist staff in pursuing further education by offering more 

credit classes online and after hours and allowing staff flexible work 
schedules so they can attend classes.  Develop a "fast track" academic 
program designed to help working adults earn a baccalaureate or similar 
degree within a reasonable period of time. 

 
5. Create continuing education programs designed for staff to earn job-related 

certificates. 
 
 

SUMMARY OF SURVEY RESULTS 
 
Demographic Data 
 
The vast majority of respondents (95%) are female, 5% are male and four people 
did not to respond to this question. 
 
Races/ethnicities represented as listed on the survey include Chinese, Filipino, 
Hispanic, Japanese, Korean, Native American, Native Hawaiian, White, Other Asian 
and Other Pacific Islander.  Others identified as Caucasian, German, Okinawan, 
Portuguese, Puerto Rican, Samoan, Spanish, Tokelauan, and Vietnamese.  There 
were no Black/African American respondents.  It is difficult to determine the exact 
percentages of each race/ethnicity as approximately 40% of respondents are of 
mixed race/ethnicity. 
 
The majority of respondents (72%) are 45 to 64 years old, 14% are 35 to 44 years 
old, 9% younger than 35 years old and 5% are 65 years and older.  
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Half of respondents are married (50%), 24% are single, 15% divorced, 7% 
widowed, 1% in a civil union, 1% separated and the remaining 1% in other 
arrangements. 
 
Almost half of respondents (47%) reported household income of $35,000 to $74,999 
which represents the middle income ranges on the survey.  Twenty-eight percent 
(28%) reported household income of $75,000 or more and 25% reported less than 
$35,000. 
 
Job Positions Represented 
 
The largest group of respondents are secretaries (53%) followed by office 
assistants/office clerks (39%).  Account clerks/audit clerks, cashiers, library 
assistants/ technicians, security officers, and schedulers each represent 5% or less 
of respondents.  Others identified individually as supervising technician, 
paraprofessional, personnel clerk, clerk supervisor, administrative assistant/office 
manager, EFNEP program assistant, ag tech, and LEO. 
 
Work Experience 
 
More than half of respondents (61%) have worked in their current positions less 
than 11 years (31% 6 to 10 years, 30% 0 to 5 years).  Twenty-two percent (22%) 
have been in their current positions over 20 years and 17% 11 to 20 years. 
 
Fifty-four percent (54%) of respondents have over 20 years of full-time or equivalent 
clerical work experience.  Twenty-three percent (23%) have 11 to 20 years of 
clerical experience followed by 13% with 0 to 5 years’ experience and 10% 6 to 10 
years’ experience. 
 
Job Satisfaction/Dissatisfaction 
 
Respondents were asked to rate job satisfaction for three different purposes.  
Nearly half of respondents (49%) expressed satisfaction with regard to 1) learning 
opportunities, knowledge and skill building, beneficial work experience and 2) with 
their job duties and work environment. 
 
Of those that expressed dissatisfaction, about a third (32%) expressed 
dissatisfaction with their jobs because of low pay.  Comments included salary not 
being comparable with the private sector and the inability to negotiate salaries as 
APTs do. 
 
Fourteen percent (14%) are dissatisfied due to lack of respect from their 
supervisors.  Responses also included lack of communication and lack of 
appreciation from supervisors, lack of respect from others both within the 
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department as well as from external contacts, discrimination/unfair treatment by 
supervisors and others, and lack of support from administrators. 
 
Eight percent (8%) are dissatisfied due to job duties that are not challenging and 5% 
are dissatisfied due to unrealistic/difficult workloads.  Several respondents reported 
that although programs and faculty have increased in their departments and the 
number of staff has decreased due to retirements and attrition, the departments 
have been unable to hire replacement staff thus requiring current staff to carry 
increased workloads, sometimes including tasks outside of their job classifications, 
with no additional compensation. 
 
Other reasons listed included lack of adequate training, limited learning 
opportunities both on O‘ahu and the Neighbor Islands, lack of staff “governance” at 
the college unlike faculty, and lack of networking opportunities due to dissolution of 
the UH Administrative Support Association.  One respondent stated it is unfair that 
some departments have been allowed to convert BU03 positions to BU08 APT 
positions for staff performing the same work as other clerical staff. 
 
Preference to Remain in Present Position 
 
Fifty-three percent (53%) of respondents indicated that they are not interested in 
pursuing an APT position.  Of these, 42% do not want to risk their job security by 
having to go through the required 3-year probation period.  Many indicated they are 
close to retirement or have already worked many years with the State.  Thirty-eight 
percent (38%) are satisfied in their current positions and do not want to risk losing 
that satisfaction.  Twenty percent (20%) are currently at a higher salary level than 
an entry level APT position and, therefore, it would not be financially beneficial to 
move. 
 
Desire for Career Advancement 
 
Forty-seven percent (47%) of respondents expressed interest in advancing to an 
APT or other position requiring a baccalaureate degree.  Of these, the majority 
(74%) indicated that they do not meet the educational requirements to qualify for an 
APT position.  In addition to those who do not have baccalaureate degrees, this 
percentage may be high due to positions requiring additional master’s degrees or 
respondents with baccalaureate degrees not in the appropriate fields. 
 
Twenty percent (20%) of respondents are interested in advancing to an APT 
position but have not pursued this because they are unaware of job opportunities, 
are not familiar with APT positions and how to apply for them, or due to limited 
opportunities on the Neighbor Island campuses.  Many respondents indicated that 
their years of experience in their present positions would not count toward 
qualification for an APT position, and it appears experience in the private sector is 
also not recognized.  Other comments included lack of support from supervisors 
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and the perception that opportunities to advance are based on favoritism or 
“politics”. 
 
Six percent (6%) of respondents are qualified for APT positions but not confident in 
their abilities to perform the required duties, in some cases due to lack of support 
and encouragement from their supervisors. 
 
Obstacles to Further Education 
 
Only one-third (33%) of respondents hold baccalaureate or higher degrees.  Thirty-
one percent (31%) have associate degrees and the remaining 36% do not have 
college degrees thus indicating a great need for further education in order to qualify 
staff for advancement to APT positions. 
 
Respondents indicated that the following challenges and obstacles prevent them 
from pursuing further education:  lack of time due to personal/family responsibilities/ 
obligations (36%), inability to take classes during work hours (25%), financial 
concerns (21%), and length of time required to earn a degree (19%).  Eighteen (18) 
respondents referred to all of the above.  Other reasons included lack of time to 
attend classes due to heavy workloads and supervisors do not allow time off to 
attend classes.  It was also pointed out that staff with tuition waivers are required to 
register late by which time the classes have already been filled. 
 
In order to address the above obstacles, respondents indicated that the following 
would be helpful:  flexible work schedules allowing time to attend classes on 
weekdays (40%); more credit classes available online (25%); more credit classes 
available in the evenings and on weekends (21%); counselors to advise on 
academic options, tuition assistance, etc. (10%); and assistance with childcare or 
elder care (4%).  Twelve (12) respondents referred to all of the above.  Other 
suggestions included hiring more staff to alleviate heavy workloads thus allowing 
staff time to take classes; allowing credit earned many years ago to count toward 
earning a degree; allowing staff with tuition waivers to register with other students 
before classes become full; and creating a special program designed to help staff 
earn a degree within a workable time frame. 
 
Ways to Help Staff with Career Advancement 
 
In order to help staff advance in their careers, almost half (48%) of respondents 
indicated they would like to have their relevant professional level work experience 
serve as equivalence toward educational requirements on a prorated basis.  
Likewise, higher level work experience should count as equivalence toward 
professional work experience requirements. 
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Twenty-five percent (25%) would like opportunities in their present jobs to handle 
responsibilities requiring critical thinking and problem solving skills and opportunities 
to develop and/or demonstrate professional level skills. 
 
Fourteen percent (14%) expressed an interest in having a mentor guide them and 
offer experience/knowledge to prepare for an APT position. 
 
Nine percent (9%) would be interested in taking continuing professional level 
education/ training courses designed to earn a certificate in their job-related areas 
at their own cost and time. 
 
Three percent (3%) would like opportunities to serve on University/campus 
committees to gain experience and knowledge. 
 
Twelve (12) respondents referred to all of the above. 
 
Professional Development Workshops 
 
Respondents indicated interest in the following types of professional development 
training:  46% would like to attend workshops to learn leadership/supervisory skills, 
37% are interested in workshops on both written and verbal communication skills, 
and 17% would like workshops on decision-making skills.  Additionally, 36 
respondents indicated interest in all of the above.  Other suggestions were 
computer training and team building workshops.  Two respondents asked that staff 
have the opportunity to attend national conferences/workshops as faculty do so they 
can network nationally and bring back new, progressive ideas to their campuses. 
 
Conclusion 
 
The results of this survey provided valuable feedback from clerical staff regarding 
their current job situations and aspirations for career advancement.  This survey 
was initiated in response to suggestions made by focus groups at the 2013 CSW 
conference, and these findings serve to further confirm the need for the 
recommendations proposed on page 2 of this report. 
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