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In his tours around the state, Allan Kahn Staff Analyst, 
w ill make some observations on personnel administration 
matters and report them in each issue of The SENTINEL.

Personnel Mon 
Gets Important 
State Position

During my chapter visits there have been questions asked by members 
about tire new Position Description blanks which they have been asked 
to complete. In state government, just as in industry, there have been 
many excellent methods developed for the preparation of Position De­
scriptions. Oregon’s Civil Service Commission employs one of the better 
methods . . . that of having each employee prepare his own job write-up. 
He knows exactly what his specific duties are, the routine, the use and 
care of equipment, schedules, and the many other functions he must do 
to satisfactorily perform his assignments.

Your Position Description should reflect the work that you are doing, 
not as someone else would do it, nor what you think your job should be. 
Write down the facts about your job. One bit of advice might be to try to 
give the same type of answer as you would to a member of your family 
or an acquaintance if he wëre to ask you, “What do you do on your job?” 
Ask yourself the question, “What do I do, and how do I do it?” While 
describing your job, you have the opportunity to tell how it fits into the 
organization. After recording job information on the blank, you may ask 
your supervisor for advice on facts or information. Sometimes this tends 
to better acquaint the supervisor with some of the problems you find in 
the performance of your work.

Your completed Position Description should be a thoughtfully prepared, 
accurate statement of your work assignments and should clearly show the 
responsibilities of your position. Doing these Descriptions periodically, is 
the best method of pointing out new techniques, new responsibilities, new 
work assignments and cost-saving methods that sometimes  ̂ creep in, often 
unnoticed by supervisors of employees. Such new information is what is 
needed in order to readjust job appraisals and give proper recognition to 
the employee and his efforts.

The write-up of your job is one of the foundations of a good personnel 
program . . . a program which will assure personal development, increased 
opportunities, recognition of effort, accurate personnel decisions made 
without delay, equal opportunity for advancement based on orient and 
mutually better understandings between supervisors and employees.

ROY TAYLOR

. k I  A BENEFICIAL SAVINGS ON  

NATIONALLY ADVERTISED MERCHANDISE 

FOR O.S.E.A. MEMBERS. V IS IT  OUR 

CONVENIENT LOCATION IN DOWNTOWN 

PORTLAND.

Peggy Pepper's Energy 
Confines Her to Bed

O v e r -w o r k  f in a l ly  c a u g h t u p  w it h  
cheerful, aggressive and competent 
Peggy Pepper, Alternate Director of 
District No. 1 and well-liked em­
ployee of the Oregon Liquor Control 
Commission of Portland. Temporarily 
'‘JuiiuktiJ-irtil ’ 1>\ t iligiit an nuhf- 
inite period of rest was ordered for 
the loyal OSEA member. ,

Just prior to her confinement, 
Peggy submitted an interesting re­
port of activities in the District. As 
usual, it was newsy and informing. 
The report revealed a considerable 
amount of activity by the various 
chapters in addition to a new system 
Peggy arranged for receiving news 
from the secretaries. A condensed 
version is submitted for our readers’ 
interest:

A new discount house in Port­
land solicited for advertising—ob­
tained sizable id fie  The Sh'VU  
INEL and Group Purchase Plan 
Booklet. Writing two bulletins for 
the department and one for head­
quarters doesn’t permit extensive 
soliciting. President’s Council met 
March 6 and Clarence Cuyler dis­
tributed tickets for the OSEA 
sponsored POPS concert. Their 
meeting of March 27 revealed they 
don’t read The SENTINEL. (Ed’s, 
note: WELL!) Wylie Graham out­
lined new OSEA-OPS program for 
the officers present. District I dis­
tributed 1,600 copies of “The An­
swers,” a two-page bulletin of news 
items. New-member Contact Forms 
distributed to chapter ' presidents— 
a huge number which will take 
time for individual solicitation. Jay 
Blair, Bob Schindler, Hal Lehman 
and Bob Dahl visited arid met new 
officers. —3.0—
;WeTuon’t i ' pf 11 di <>ui Í  innininu 

cation Representatives (Alternate Di­
rectors) to work themselves to bed 
getting out news for The SENTINEL 
like Peggy did, but, we sure would 
like to hear from them and get more 
interesting néws.

Order of the Pin
Report To Date

Following are the members who 
have been admitted to the Order:

Chap. Name Dist.
1 Cecil Head __ É_____ 2
I P. H. Michael 2
1 Roy Taylor __ _____   2
6 Fred Allen _______ »_ 6

10 V. L. Sanderson ______ 3
18 John Burton _________  2
20 A1 Forman _________  2
21 Irene Sch aefer___ __  2
26 . Lloyd Griffiths ______ 2
31 Larry Boyles .________  1
31 Mildred Smith _______  1
31 Bob Dahl $_________ _ 1
72 J. Lloyd LeMaster ____ 6

Members from Districts 1, 2, 3,
and 6 have qualified for the “Order 
of the Pin,”  indicating that .they have

COMMUNICATIONS?

According to one critic of our edu­
cational system, our: children don’t 
know how to “communicate.”

You mean all those hours on the 
telephone don’t cqunt?

W ord Was received, just prior to 
going to press, that Roy Taylor, vice- 
president of Salem Chapter No. 1 
and active in the promotion of As­
sociation objectives, has been ap­
pointed Personnel Director of the 
Oregon State Correctional Institu­
tion, effective April 14.

Roy was formerly a Personnel 
Technician in the Personnel Division 
pf the Si itf H i,In* ni Di p irLmint 
where he has been employed since 
June, 1956. He is well-known to 
many OSE A members, having served 
as a Field Representative in the 
Headquarters office for over a year 
prior to his joining state service.

In a personal interview, Roy said, 
“The promotion marks an important 
step in my career and is a real chal­
lenge which I accept with grateful­
ness.” He added, “This opportunity 
will permit me to utilize more ex­
tensively my education, knowledge 
and experience in the personnel ad­
ministration field. I know I am 
tackling a job that requires a sub­
stantial amount of skill in the de­
velopment of people and my contri­
butions will be aimed at promoting 
favorable employee relations and im­
p ro v e d  p e r fo rm a n c e .”

Roy just missed by six months of 
becoming a native of Oregon. At that 
age, his family moved to Klamath 
Falls from Pioche, Nevada, which is 
Roy’s birthplace. He Was educated in 
Klamath Falls schools and in 1952 
was graduated from Oregon State 
College where he majored in business 
administration. Following this, he 
worked in the Ivory Pine Lumber 
Company and served in the U. S. 
Navy.

An avid short-story writer, Roy 
also enjeys outdoor recreation in the 
form of golf. He and his charming 
wife, Gale, have two sons, Stuart and 
Kevin. They reside at 1585 Jefferson 
N.E. in Salem.

recruited five or more members for 
the Association during the current 
year.

GEBS
(Government Employees B uying  Service")

SUPER VALUES

SAVE YOU AN AVERAGE OF OVER 30%

Shop Our Big Stock and Be Convinced 

We Have 10,000 Sq. Ft. of Floor Space 

Crowded With Merchandise 

$2.00 For Life Membership

Please Bring Proof of 

Your Government Employment

GEBS Is Not Open to General Public 
1870 Lana Ave., Salem

•  Bonded Diamonds 
(Triple Graded)

•  Fine Watches and Jewelry

•  Housewares and Appliances

• Sporting Goods - Toys

• Cameras - Radios

•  Quality Silverware and Gifts

/.U . F in r ìR  fAORGAN BLDG. 7 2 0  5. W . W A S H IÑGTOM PQRTL>\T^P 3. 0R'EGON

EVERY ITEM SOLD IS GUARANTEED  
BY US AND THE MANUFACTURER

O .S .E .A . M E M B E R S
S P E C IA L  R A T E S  O N

H O M E  F U R N IS H IN G S

CHOOSE QUALITY AT LOW PRICES PLUS 
EXTRA SAVINGS WITH YOUR O.S.E.A. 

MEMBERSHIP CARD.

SUCH OUTSTANDING LINES AS

•  Bernhardt
•  Craddock
•  Stanley
•  Leonetti
•  Foamcraft

•  L.A. Period
•  Fashioncraft
•  Englander
•  Cosco
•  Bradley Lamps

Buy with confidence from a Home-Owned 
Store doing business in Salem for oyer 40 
years.

FREE PARKING

FURNITURE CO .
1425 EDGEWATER STREET 

EM 3-5701 - SALEM

ALWAYS A GUARANTEE — EASY TERMS

SAVE ON INSURANCE 
in your OWN Company!
ifc Substantial premium reduction.

% Fast Claims Service at local offices.
New package policies, broader protection. 
ifc For public employees exclusively.

F A M ILY  S E R V IC E  AU TO  P O LIC Y
FIR E  IN S U R A N C E  • P E R S O N A L L IA B IL IT Y

989 MARKET STREET •  SAN FRANCISCO 3, CALIFORNIA 

Sponsored by Your
OREGON STATE EMPLOYEES ASSOCIATION

320 N. CHURCH ST., SALEM, OREGON
For details write the Assn, or contact one of the following OSEA-CSEICo agents:

CORVALLIS 
Marion L. Horton 

221 No. 9th St. Phone PL 3-5737 

EUGENE 
John. J. Scheldt

610 Park Avo. Phono DI 3-4797 

PORTLAND 
John B. Wiesmann 

525 No. Holland Phono Bu. 5-1825

PORTLAND (ContJ 
W ylie J. Graham 

Beaverton Phone M i. 4-2053 

SALEM
Harry G. Benson

173 So. Cottage Phono EM 3-3073 
Helen McClure

Route 1, Box ???, Em 3-3865 

Roy Taylor
1585 Jefferson N.E., Phone EM 4-9761

Or Your Chapter Insurance Representative


