PROFILE REVIEW: SUMMARY OF MAIN POINTS: SECRETARIAL FAMILY

General points:

1. Harmonisation of profile language (these were early profiles, not written in job families)

2. Widening of factor ranges where EI monitoring indicates that this would increase matching opportunities (some ranges narrowed on other factors to ensure profile within band range)

Significant proposed changes:
1. Merged the Medical Secretary Higher Level and Medical Secretary Supervisor – jobs were similar.

2. Medical Secretary Entry Level and Higher Level:  add level 2 to Information Resources; remove level 1 from Physical Effort and Working Conditions – evidence from EI matching.

3. Medical Secretary Higher Level:  add level 3 to range in Planning and Organisation factor – evidence from monitoring.

4. Secretary: changed the ranges in several factors – evidence from EI matching

5. Secretary Higher level:  formerly Personal Assistant profile – add level 2 to Patient Client Care factor and level 1 to Policy factor – consistency with other secretarial profiles and evidence from matching.

