Addendum A.

ADMIN\GENADMIN\QUEST.AG (2)

ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

THIS DOCUMENT IS STRICTLY CONFIDENTIAL. IT SHOULD NOT BE LEFT
LYING AROUND AND SHOULD NOT, UNDER ANY CIRCUMSTANCES, LEAVE THE
BUILDING

STAFF QUESTIONNAIRE

The aim of this questionnaire is to:

* define your role/function within the administrative office

* determine whether your own particular skills equip you for the job you do

* establish whether the skills you have could be put to better use elsewhere in the
office

Please read the entire questionnaire carefully and discuss it with your colleagues befo
re attempting

to answer the questions in it. Members of your Steering Committee are available to assi
st you with

any difficulties you may have with answering the questions.

Please remember that each question should be answered as honestly and as fully as possi
ble. This

will assist your Steering Committee in addressing some of the problems we are all exper
iencing

with our work.

Please note that each question is designed as follows:
The question itself is underlined.

Other questions under the same section are marked with an asterisk (*).
The idea behind the questions marked with an asterisk (*) is to help you to formulate y
our

answer.
You should answer "Yes" or_"No" where indicated by drawing a circle around the
appropriate word. (example: No)

Where there is no "Yes" or "No" indicated, you should try to give an answer in the empt
Yy

space below.

The questionnaire is quite long! Please take time to answer it thoroughly so that it ca
n help all of

us to improve our work situation. However, if you do not feel comfortable answering a p
articular

question, you are free to leave it unanswered.

Thank you.
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ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE
I; What is the title of your job?
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2. What is the purpose _of your job?

* How does your work contribute towards what CODESA is trying to achieve?

* Do you understand what CODESA is trying to achieve?

Ao

* Why does CODESA need you?
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4. YOU DO NOT NEED TO ANSWER THIS QUESTION IF YOUR ANSWER TO
QUESTION 3 IS "NO".

If I £ emplo nt includ job description that _jo cription _ trul

descri the job _that_yo’ loing?

Yes

* Are you doing more work than you were led to believe you would be doing?

/No

* Have any of the tasks you were originally given been taken away from you?

YesiNo?

* Are the tasks you believed you would enjoy doing when you were interviewed _ still
part of your job?

/No

5. Ple list_the tasks _yo orm day of the week.
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ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE
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6. Are _you full ied every day with your duties? )

gene
Do you often work overtime?
(Yes/No

= Are there days when you have very little to do?

Y
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= Are you involved in the planning of your work schedule?

Yes/No

* Are you consulted about deadlines made?

Yes (No.

= Could your work schedule be planned more effectively?
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* Are there people available whom you can ask to help you on very busy days?
WESINo
* Are you willing to help others when you are not very busy?
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8. Do_you_experien job_satisfaction?
Yes/No
* Are you happy in the work that you do?
(Yes/No
* Are you confident about the work you are doing?
Yes (No) TOF AKWAYS 1 HNACLORMR (NSFC LCreoNS AF FIVIINRKAS
* Do you find your work boring and monotonous?
Yes (No)
* Do you feel that you are capable of taking more responsibility for the work you
do? ,
Weld No Tne 70 Hee 2 mme.
Do you have the authority to make decisions and use your initiative in the work
you do?
(YeiINo
* Does anybody check the work you do?
Yes (No/
* Does your work need to be checked?
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ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

(YelNo Sem 67977 9

* Do you feel appreciated for what you are doing?

[No &\200\234sS-trirey

* Are you confused about your work, and worried that you may not be performing
properly?

INo S27 Gre

* Do you need more training in some of your tasks?

(YesINo Q@ see 13
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9. What do you enjoy about your job?
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11. think of ways of improvin our_job_satisfaction?

Yes/No

* Would you be willing to learn new skills in order to give your Jjob more variety?
(Yes/No

* Do you already have skills which are not being utilised, and which you know could

be used in the office?

* 4\200\234Would you be willing to teach some of your skills to your colleagues?



ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

12. Please_list the skills you have which not being us tt_ which could be used _in the
office.

13. P1 list_ the _skil woul willing to learn in order improve your _Jj
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14. Are_you_ha with th nditio in_whi work?

Yes/No

* Is your office a pleasant place in which to work?

YexiNo 7

bi Do you have your own work station/desk?

/No

bo Do you have access to all the equipment you need to do your work properly?
Yeqg (No?
Have you been trained to use the equipment confidently and efficiently?
Yes (No?
* Is the atmosphere in your office pleasant?
YesINo 2 POU SAOFE LOAN MSATILS
* Do you enjoy a good working relationship with your colleagues?
YesINo A° wer Arent
* Do you enjoy a good working relationship with your supervisors?
Yes/No &\200\235 gw THE Wwreoce — MAR Pre Sovy Art 1EIAE YNe*MW~
* Are you afraid to ask for assistance and advice? LG&\200\231
Yes/No fer (they - E&\2027xter7 OF PEeTrLE WHO ANE Mnenoer
Is help available if you need it? Won dune ane
0 blumer ;
* Are you afraid of making mistakes?
(Yes/No
* Are there opportunities for you to take reasonable breaks for tea and lunch?
Yes/INO sen G77 Ae +
* Is there time in which to attend to personal matters?

5

am aled perfrrr ,



ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

15. What could be done to improve the conditions in which you work?
* Is there a need for more equipment?

Cons

ss there a need for more staff to be employed?
Yes/INo ? MA@Qmer tCorncAn ZF

" Should the offices be made more comfortable and attractive?

/No

* Should lunch and tea breaks be longer/more frequent?

0 t2 : Shactadt be alte fo relrar al reeld\200\231 at

* ould work hours be regulated (that is, fixed to begin and end at specific times)?
Yes/No 7 FttA©er@te Fen swwnierstm Ah 6 en-ewce

* Should there be regular social get-togethers for staff after work (once a week,
once a month) so that people can get to know each other better?

Yes/No .4\200\235

* Should a social function for staff and their immediate families be arranged (a

weekend braai, perhaps)?
(Yes/No
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16. How _do you feel about your job security?

* Are you worried about the future of CODESA?

(Yes/No

* Does this affect your attitude towards your job?
/No

* Do you feel helpless about this?

Yes (No

(ee OR core ve hore he, Lbborivi 1 A ke vvseves LACE RB scsi of POOR thes Bisse PUES.
A«CAMILA LED, Dave Laas av va LS ME MLE Sv ccvsse i ISALD. Eb Eee fv LEK Efe
7 ote



ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE
Thank you for spending time to answer this questionnaire.

The answers you have given will be discussed with you at a private, individual meeting
with

members of the Steering Committee, to be arranged as soon as possible. After every memb
er of

staff has been interviewed, your Steering Committee will make recommendations on change
s in

the running and the organisation of the office, based on what has been learned from all
the

questionnaires and individual interviews. These recommendations will be discussed at a
general

staff meeting before being presented to Management.
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DRAFT AGENDA OF THE ADMINISTRATION STAFF MEETING ON WEDNESDAY 11 MARCH

1992 AT THE WORLD TRADE CENTRE AT 10HOO

Report-back on work-to-date of the Administration Staff Steering Committee (ASSC)
1.1 Matters arising from last meeting

+ Salaries

+ Fax machines

re Identity cards

1.2 Matters arising from meeting with Working Group Secretaries

1.3 Matters arising from meeting with Administration

Staff questionnaire (Addendum A)

Relocation of workstations of administrative assistants

Staff lunches in main dining room on Mondays and days of Working Group meetings

Any other business

Date of next meeting

¢

COMENTION FOR A DEMOCRATIC SOUTH AFRICA

A®

PO Box 307, Isando, 1600. South Africa.
lelephone (011) 397-1198/99. Fax (011) 397-2211



Addendum A

ADMIN\GENADMIN\QUEST.AG (2)

ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

THIS DOCUMENT IS STRICTLY CONFIDENTIAL. IT SHOULD NOT BE LEFT
LYING AROUND AND SHOULD NOT, UNDER ANY CIRCUMSTANCES, LEAVE THE
BUILDING

STAFF QUESTIONNAIRE

The aim of this questionnaire is to:
* define your role/function within the administrative office
* determine whether your own particular skills equip you for the job you do

* establish whether the skills you have could be put to better use elsewhere in the
office

Please read the entire questionnaire carefully and discuss it with your colleagues befo
re attempting

to answer the questions in it. Members of your Steering Committee are available to assi
st you with

any difficulties you may have with answering the questions.

Please remember that each question should be answered as honestly and as fully as possi
ble. This

will assist your Steering Committee in addressing some of the problems we are all exper
iencing

with our work.

Please note that each question is designed as follows:
The question itself is underlined.

Other questions under the same section are marked with an asterisk (*).
The idea behind the questions marked with an asterisk (*) is to help you to formulate y
our

answer.
You should answer "Yes" or’No" where indicated by drawing a circle around the
appropriate word. (example: No)

Where there is no "Yes" or "No" indicated, you should try to give an answer in the empt

Y
space below.

The questionnaire is quite long! Please take time to answer it thoroughly so that it ca
n help all of

us to improve our work situation. However, if you do not feel comfortable answering a p
articular

question, you are free to leave it unanswered.

Thank you.



ADMIN\GENADMIN\QUEST.AG (2)

ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

1 What is the title of your job?
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2. What is the purpose_of your job?

* \G) How does your work contribute towards what CODESA is trying to achieve?
* ib Do you understand what CODESA is trying to achieve?

Yes/No
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3; When _ you were appointed to the staff_of CODESA, were you given _a job description
in

you _letter_of employment?
YesiNo)

4. YOU DO NOT NEED TO ANSWER THIS QUESTION IF YOUR ANSWER TO
QUESTION 3 IS "NO".

If letter_of employment __ includ jo! iption hat_j cription 1
describe the job th ou_are doing?
Yes/No

* Are you doing more work than you were led to believe you would be doing?
Yes/No

* Have any of the tasks you were originally given been taken away from you?
Yes/No

* Are the tasks you believed you would enjoy doing when you were interviewed _ still
part of your job?

Yes/No

5. Ple list the. tasks _you perform each day of the week. A: Le
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ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE
errr rrr rere €ere reer rere rr err rrr errr reer reece

6. Are you fully occupi Vv ay with your duties?
Yes

* Do you often work overtime?

Yes/No

* A®s there days when you have very little to do?
/No

cece cece cece CCC eee e ee eee cece ee reer ee sees eres reese SOS EOE SESE DOS EEE EO
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gs What do you think could be done to spread your work load_more evenly, so that you _a
re

usy_ eV ay_but_not_ overload r_bored_on any on ?

* e you involved in the planning of your work schedule?

/No ,

* e you consulted about deadlines made?

No

= Could your work schedule be planned more effectively?
Yes/No

* there people available whom you can ask to help you on very busy days?
0

* Are you willing to help others when you are not very busy?
/No

8. D experien job_satisfaction?

No

* Are you happy in the work that you do?

No

* RA® you confident about the work you are doing?

/No

* Do you find your work boring and monotonous?

Yes

* Do you feel that you are capable of taking more responsibility for the work you
do?

/No
* Do you have the authority to make decisions and use your initiative in the work
you do?
Yes/No
Does anybody check the work you do?
o0

* Does your work need to be checked?



ADMIN\GENADMIN\QUEST.AG (2)

ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

No

Do you feel appreciated for what you are doing?

No

Are you confused about your work, and worried that you may not be performing
properly?

Yes

Do you need more training in some of your tasks?

Yes/No

11. Can_you think of ways of improving your job satisfaction?

Yes/No
*

Pe eeerccsecccccssseces
Pe eecrcccccecccccccees
€e eecCcCcCccccrecerecereee

Would you be willing to lean new skills in order to give your job more variety?
Ao

Do you already have skills which are not being utilised, and which you know could
be used in the office?

Yes/No

Would you be willing to teach some of your skills to your colleagues?

Wes/No
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ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

Please_list the skills you have which are not being used, but which could be used in
e

Pl list_ the skill ou would willing to learn _in order_to improv
satisfaction.

VY ox J Pefect

14. Are _you_ha with the conditions in which you work?
GeA¥No

* Gano office a pleasant place in which to work?

Do a have your own work station/desk?
GON have access to all the equipment you need to do your work properly?
A©o a been trained to use the equipment confidently and efficiently?

fe aie in your office pleasant?

Do oo enjoy a good working relationship with your colleagues?
D oe enjoy a good working relationship with your supervisors?
Ae 08 afraid to ask for assistance and advice?

Yes

help available if you need it?
0

e you afraid of making mistakes?
FoNo
there opportunities for you to take reasonable breaks for tea and lunch?

Yes/No
Ene time in which to attend to personal matters?

th



ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

15. What could be done to improve the conditions in which you work?
*(A) a\200\234aN a need for more equipment?

*() Is on a need for more staff to be employed?

Yes/No

*(C) Should the offices be made more comfortable and _ attractive?

Yes/No

* (A) ould lunch and tea breaks be longer/more frequent?

Ao

* (4A\2027) Shoyld work hours be regulated (that is, fixed to begin and end at specific t
imes) ?

a\200\224 -Yes

* d ) Should shere be regular social get-togethers for staff after work (once a week,
onced\204¢4 month) so that people can get to know each other better?
Yes/No

* (9) Should a social function for staff and their immediate families be arranged (a
weekend braai, perhaps)?
GeA¥/No
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16. How _do you feel about your job security?

* Are you worried about the future of CODESA?

Ao

* Does this affect your attitude towards your job?
Yes

* Do you feel helpless about this?

Yes/No
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ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE
Thank you for spending time to answer this questionnaire.

The answers you have given will be discussed with you at a private, individual meeting
with

members of the Steering Committee, to be arranged as soon as possible. After every memb
er of

staff has been interviewed, your Steering Committee will make recommendations on change
s in

the running and the organisation of the office, based on what has been learned from all
the

questionnaires and individual interviews. These recommendations will be discussed at a
general

staff meeting before being presented to Management.



Addendum A
ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

THIS DOCUMENT IS STRICTLY CONFIDENTIAL. IT SHOULD NOT BE LEFT
LYING AROUND AND SHOULD NOT, UNDER ANY CIRCUMSTANCES, LEAVE THE
BUILDING

STAFF QUESTIONNAIRE

The aim of this questionnaire is to:

* define your role/function within the administrative office

* determine whether your own particular skills equip you for the job you do

+ establish whether the skills you have could be put to better use elsewhere in the
office

Please read the entire questionnaire carefully and discuss it with your colleagues befo
re attempting

to answer the questions in it. Members of your Steering Committee are available to assi
st you with

any difficulties you may have with answering the questions.

Please remember that each question should be answered as honestly and as fully as possi
ble. This

will assist your Steering Committee in addressing some of the problems we are all exper
iencing

with our work.

Please note that each question is designed as follows:
The question itself is underlined.&a\200\231

Other questions under the same section are marked with an asterisk (*).
The idea behind the questions marked with an asterisk (*) is to help you to formulate y
our

answer.

You should answer "Yes" or"No" where indicated by drawing a circle around the
appropriate word. (example: No)

Where there is no "Yes" or "No" indicated, you should try to give an answer in the empt

Yy
space below.

The questionnaire is quite long! Please take time to answer it thoroughly so that it ca
n help all of

us to improve our work situation. However, if you do not feel comfortable answering a p
articular

question, you are free to leave it unanswered.

Thank you.

a\200\2301
Stes A®©



4\200\234Dianne
ADMIN\GENADMIN\QUEST.AG (2)
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1. What is the title of your job?
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2; What is the purpose of your job?

* How does your work contribute towards what CODESA is trying to achieve?
* Do you understand what CODESA is trying to achieve?

/No
* Why does CODESA need you?
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3. When _ you were appointed to the staff of CODESA, were you given a job description i
n

you_letter_of employment?

Yes (NoA»

4. YOU DO NOT NEED TO ANSWER THIS QUESTION IF YOUR ANSWER TO
QUESTION 3 IS "NO".

If_your letter of employment includes a jo cription hat_j escription
descri the job th ing?
Yes/No

* Are you doing more work than you were led to believe you would be doing?
Yes/No

* any of the tasks you were originally given been taken away from you?
JNo

* Are the tasks you believed you would enjoy doing when you were interviewed _ still
part of your job?
Yes/No
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ADMIN\GENADMIN\QUEST.AG (2)

ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

6.

* Do you often work overtime?

Yes.

* Are there days when you have very little to do?
ano

a What do you think could be done to spread _your work load _m evenl 0 that you
b Vv ay but not overload or_bo on_any_on: ?

* Are you involved in the planning of your work schedule?

Yes

* Are you consulted about deadlines made?

Yes.

* Could your work schedule be planned more effectively?

YesINo Not really -

" Are there people available whom you can ask to help you on very busy days?
(Yes/No

* Are you willing to help others when you are not very busy?

(eso

8. Do _you_experien job_satisfaction?

Yes/No

* Are you happy in the work that you do?

Ao

* Are you confident about the work you are doing?
Ao

* Do you find your work boring and monotonous?
Yes

* Do you feel that you are capable of taking more responsibility for the work you
do?

Ao

* Do you have the authority to make decisions and use your initiative in the work
you do?

Yes.

* Does anybody check the work you do?

Yes/No

— Does your work need to be checked?



ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE
Yes (No)

* Do you feel appreciated for what you are doing?

Ao

* @ you confused about your work, and worried that you may not be performing
properly?

Yes

* Do you need more training in some of your tasks?

Yes/

x Would you be willing to learn new skills in order to give your Jjob more variety?
/No

- A®© you already have skills which are not being utilised, and which you know could

be used in the office?

Yeqg/No) Wot reall -

* you be willing to teach some of your skills to your colleagues?
es/No
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ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

12. Please_list the skills you have which are not being used, but which could be used_i
n the

office.
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13. Please __list_the skill ou would be willing to learn in order improv our

satisfaction.
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14. Are_you_ha with the conditions in which you work?
FNo
Is your office a pleasant place in which to work?

(Y8/No

* Do you have your own work station/desk?

0

* Do you have access to all the equipment you need to do your work properly?
/No

* Have you been trained to use the equipment confidently and efficiently?
/No

* the atmosphere in your office pleasant?

(ane

* Do you enjoy a good working relationship with your colleagues?

/No

* A® you enjoy a good working relationship with your supervisors?

[e]0)
* 28 afraid to ask for assistance and advice?

Yes/No
* oon available if you need it?
0

* Are you afraid of making mistakes?
Yes (No)

* Arethere opportunities for you to take reasonable breaks for tea and lunch?
fe o0

* here time in which to attend to personal matters?
feaNo
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ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

What could done _to improve the conditions in which you work?

* Is there a need for more equipment?

/No

there a need for more staff to be employed?

Y

ould the offices be made more comfortable and attractive?

ino

ould lunch and tea breaks be longer/more frequent?

Ayi

Should work hours be regulated (that is, fixed to begin and end at specific times)?

bs

vos there be regular social get-togethers for staff after work (once a week,
once a month) so that people can get to know each other better?

Y
Should a social function for staff and their immediate families be arranged {a

weekend braai, perhaps)?
ve (h)

How do you feel about your job security?
* Are you worried about the future of CODESA?

Yes/N

Does "this affect your attitude towards your job?
Yes,

Do you feel helpless about this?



ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE
Thank you for spending time to answer this questionnaire.

The answers you have given will be discussed with you at a private, individual meeting
with

members of the Steering Committee, to be arranged as soon as possible. After every memb
er of

staff has been interviewed, your Steering Committee will make recommendations on change
s in

the running and the organisation of the office, based on what has been learned from all
the

questionnaires and individual interviews. These recommendations will be discussed at a
general

staff meeting before being presented to Management.



Addendum A

ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

THIS DOCUMENT IS STRICTLY CONFIDENTIAL. IT SHOULD NOT BE LEFT
LYING AROUND AND SHOULD NOT, UNDER ANY CIRCUMSTANCES, LEAVE THE
BUILDING

STAFF QUESTIONNAIRE

The aim of this questionnaire is to:

* define your role/function within the administrative office

* determine whether your own particular skills equip you for the job you do

* establish whether the skills you have could be put to better use elsewhere in the
office

Please read the entire questionnaire carefully and discuss it with your colleagues befo
re attempting

to answer the questions in it. Members of your Steering Committee are available to assi
st you with

any difficulties you may have with answering the questions.

Please remember that each question should be answered as honestly and as fully as possi
ble. This

will assist your Steering Corimittee in addressing some of the problems we are all expe
riencing

with our work.

Please note that each question is designed as follows:
The question itself is underlined.

Other questions under the same section are marked with an asterisk (*).
The idea behind the questions marked with an asterisk (*) is to help you to formulate y
our

answer.

You should answer "Yes" or"No" where indicated by drawing a circle around the
appropriate word. (example: No)

Where there is no "Yes" or "No" indicated, you should try to give an answer in the empt

Y
space below.

The questionnaire is quite long! Please take time to answer it thoroughly so that it ca
n help all of

us to improve our work situation. However, if you do not feel comfortable answering a p
articular

question, you are free to leave it unanswered.

Thank you.



ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

1. What is the title of your job?
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What is the purpose of your job?

How does your work contribute towards what CODESA is trying to achieve?
Do you understand what CODESA is trying to achieve?

0

Why does CODESA need you?
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3. When you were appointed to the staff of CODESA, were you given a job description in
your letter_of employment?

0
4. YOU DO

NOT NEED TO ANSWER THIS QUESTION IF YOUR ANSWER TO

QUESTION 3 IS "NO".

If _your_letter_of employment includes a job description, does that job description trul
Yy

e u_are_ doing?

* ae you doing more work than you were led to believe you would be doing?

* a = of the tasks you were originally given been taken away from you?

7 A°

the tasks you believed you would enjoy doing when you were interviewed _ still

part of your job?
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5. Please_list the tasks you perform each day of the week.

Monday:
Tuesday:
Wednesday:
Thursday:

Friday:
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6. Are you fully occupied every day with your duties?
(YesiNo

* Do you often work overtime?

(Yes/No
Are

there days when you have very little to do?
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7 What do you think could be done to spread_your work load more evenly, so that you are

usy_ ev day but not overloa or_bo on one_day?
* Are you involved in the planning of your work schedule?

es/No

a Are you consulted about deadlines made?

Yes (No)

* Could your work schedule be planned more effectively?
Yes (No

* Are there people available whom you can ask to help you on very busy days?
o0
+ you willing to help others when you are not very busy?

(Wes/No
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8. Do_you_experien job_satisfaction?
Yes/No

* Are you happy in the work that you do?

Wes/No

* Are_you confident about the work you are doing?
* A® you find your work boring and monotonous?

Yes (No__

* Do you feel that you are capable of taking more responsibility for the work you
do? ee YG

(Yes/No Auk Af Cal Cnr Af aX ax SPEGL

* Do you have the authority to make decisions and use your initiative in the work
you_do?

0

* Does anybody check the work you do?
Yes/No

* Does your work need to be checked?

MVOe Bre hno AGE
3



ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL \STAFF QUESTIONNAIRE

* Do you feel appreciated for what you are doing?
on Ole ligate AS &\200\224 SEltonr UAV GGEA~ 207

* Are you A¢onfused about your work, and worried that rs may not be performing
properly?
Yee?

* Do you need more training in some of your tasks?
YestNo"
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9. What do you enjoy about your job?
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10. What ou dislike a our_job?
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11. an think of ways of improvin our_j atisfaction?

Yes/No



* Would you be willing to learn new skills in order to give your job more variety?
Ao

* Do you already have skills which are not being utilised, and which you know could
be used in the office?

* Would you be willing to teach some of your skills to your colleagues?

0
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12. Please_list the skills you have which are not being used, but which could be used i
n the
office.
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13; Ple list_ the _skil would be _willin I in ler__to improv Oo!
satisfaction.
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14. ou_ha with the conditi in which you work?

YesiNo

* Is your office a pleasant place in which to work?
Yes/NoA»

* Do you have your own work station/desk?

0

* Do you_have access to all the equipment you need to do your work properly?
Yes (No , ,

* Have you been trained to use the equipment confidently and efficiently?
Yes (Noa\204¢

* Is the atmosphere in your office pleasant?

Yes (Noa\200\235

= Do you enjoy a good working relationship with your colleagues?

0

* Do you enjoy a good working relationship with your supervisors?

Yes/No 7 _

* Are you afraid to ask for assistance and advice?

Yes (Noa\200\235

— Is help available if you need it?

O

* Are you afraid of making mistakes?
esto. not exert A» Ax Olistihe An

* Are there opportunities for you to take reasonable breaks for tea and lunch?
es/No

* Is there time in which to attend to personal matters?

(Yes/No
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15. What could be done to improve the conditions in which you work?
* Is there a need for more equipment?

AesINo

* Is there a need for more staff to be employed?

Yes/No Ro fs |

* Should the offices be made more comfortable and _ attractive?

* ould lunch and tea breaks be longer/more frequent?

Y

* Should_work hours be regulated (that is, fixed to begin and end at specific times)?
Yi \

* Should there be regular social get-togethers for staff after work (once a week,
once a month) so that people can get to know each other better?
YesINo S00 Oc Caswuna/ Cv 7 cy (A er?

* Should a social function for staff and their immediate families be arranged (a
weekend braai, perhaps)?
0
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16. How_do you feel about your job security?

= Are you worried about the future of CODESA?

No

* Does this affect your attitude towards your job?
wesINo

* Do you feel helpless about this?

GesiNo
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ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE
Thank you for spending time to answer this questionnaire.

The answers you have given will be discussed with you at a private, individual meeting
with

members of the Steering Committee, to be arranged as soon as possible. After every memb
er of

staff has been interviewed, your Steering Committee will make recommendations on change
s in

the running and the organisation of the office, based on what has been learned from all
the

questionnaires and individual interviews. These recommendations will be discussed at a
general

staff meeting before being presented to Management.
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DRAFT AGENDA OF THE ADMINISTRATION STAFF MEETING ON WEDNESDAY 11 MARCH
1992 AT THE WORLD TRADE CENTRE AT 10HOO

Report-back on work-to-date of the Administration Staff Steering Committee (ASSC)
.1 Matters arising from last meeting

Salaries

Fax machines

Identity cards

.2 Matters arising from meeting with Working Group Secretaries

.3 Matters arising from meeting with Administration

Staff questionnaire (Addendum A)

Relocation of workstations of administrative assistants
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Addendum A
ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

THIS DOCUMENT IS STRICTLY CONFIDENTIAL. IT SHOULD NOT BE LEFT
LYING AROUND AND SHOULD NOT, UNDER ANY CIRCUMSTANCES, LEAVE THE
BUILDING

STAFF QUESTIONNAIRE

The aim of this questionnaire is to:

* define your role/function within the administrative office

* determine whether your own particular skills equip you for the job you do

establish whether the skills you have could be put to better use elsewhere in the
office

Please read the entire questionnaire carefully and discuss it with your colleagues befo
re attempting

to answer the questions in it: Members of your Steering Committee are available to assi
st you with

any difficulties you may have with answering the questions.

Please remember that each question should be answered as honestly and as fully as possi
ble. This

will assist your Steering Committee in addressing some of the problems we are all exper
iencing

with our work.

Please note that each question is designed as follows:
The question itself is underlined.
Other questions under the same section are marked with an asterisk (*).

The idea behind the questions marked with an asterisk (*) is to help you to formulate y
our
answer.

You should answer "Yes" or"No" where indicated by drawing a circle around the
appropriate word. (example: No)

Where there is no "Yes" or "No" indicated, you should try to give an answer in the empt

Yy
space below.

The questionnaire is quite long! Please take time to answer it thoroughly so that it ca
n help all of

us to improve our work situation. However, if you do not feel comfortable answering a p
articular

question, you are free to leave it unanswered.

Thank you.



ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE
What _ is the hs of your job?
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3. When _you were appointed to the staff_ of CODESA, were you given_a job description in
you _letter_of employment?

ves)

4. YOU DO NOT NEED TO ANSWER THIS QUESTION IF YOUR ANSWER TO

QUESTION 3 IS "NO".

If your letter _of employment includes a job description hat_job description trul
descri the job th Qu doing?

Yes/No

* Are you doing more work than you were led to believe you would be doing?

Yes/No

* Have any of the tasks you were originally given been taken away from you?

Yes/No

* Are the tasks you believed you would enjoy doing when you were interviewed _ still
part of your job?

Yes/No

a: Ple list_the_tasks rform each day of the week.
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What is the purpose of your job?
* How does your work contribute towards what CODESA is trying to achieve?

* Do you understand what CODESA is trying to achieve?
o0
* Why does CODESA need you?

eeccwccececcceceee

See eceeeececsnes



ADMIN\GENADMIN\QUEST.AG (2)

ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

6.

* Do you often work overtime?

No

* re there days when you have very little to do?

esN 0
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d4\200\230he What do you think could be done to spread your work load more evenly, so th
at _you_are

usy_ eV d ut _not overload or_bored_on one day?
” Are you involved in the planning of your work schedule?

Yes/No

* Are you consulted about deadlines made?

0

* Ould your work schedule be planned more effectively?
Yes/No

* Are there people available whom you can ask to help you on very busy days?
%, A oO

* Are you willing to help others when you.are not very busy?

Ao

8 Do_you_experien job_satisfaction?

CYes) No

r e you confident about the work you are doing?

Ao

* you. find your work boring and monotonous?

Yes/

* Do you feel that you are capable of taking more responsibility for the work you
do?

CesINo

* Do you have the authority to make decisions and use your initiative in the work
you do?

Yes/No

* Does anybody check the work you do?

Ao

* Does your work need to be checked? &\200\230Yes



ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE
Yes/No

* you feel appreciated for what you are doing?
No

* e you confused about your work, and worried that you may not be performing
properly?
Y

* Do you need more training in some of your tasks?
Yes/No

9 What do you enjoy about your job?
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11. an_you_ think of ways of improvin our_job_satisfaction?

Yes/No

* Would you be willing to learn new skills in order to give your job more variety?
No

* Do you already have skills which are not being utilised, and which you know could
be used in the office?
Yes/No

* Would you be willing to teach some of your skills to your colleagues?
a\200\230YesJNo
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ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

12. Please list the skills you have which are not being used, but which could be used i
n the

office.

13. Please list the skil ou would be willing to learn in order to improv our job

satisfaction. A«
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14. Are_you_ha with the conditions in which you work?

Ao

* Is your office a pleasant place in which to work?
YasINo

* Do you have your own work station/desk?

Yes/No

* Do you have access to all the equipment you need to do your work properly?
Ao
* ave you been trained to use the equipment confidently and efficiently?

No
*

Is the atmosphere in your office pleasant?

(Ye3INo
* Da you enjoy a good working relationship with your colleagues?

/No

= (ven enjoy a good working relationship with your supervisors?
Ao

* re you afraid to ask for assistance and advice?

Yesft

* Is help available if you need it?

0

si Are you afraid of making mistakes?

No

* Are there opportunities for you to take reasonable breaks for tea and lunch?
Yes/No
* Is there time in which to attend to personal matters?
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ADMIN\GENADMIN\QUEST.AG (2)

ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

15. What could be done to improve the conditions in which you work?
* Is there a need for more equipment?

( TaINo

* Is there a need for more staff to be employed?

Yes/No

* Should the offices be made more comfortable and attractive?
Yes/No

* Should lunch and tea breaks be longer/more frequent?

No

* vette hours be regulated (that is, fixed to begin and end at specific times)?
Yes

* Shou d_ there be regular social get-togethers for staff after work (once a week,
once a month) so that people can get to know each other better?

No
*

ould a social function for staff and their immediate families be arranged (a

weekend braai, perhaps)?
( YesINo
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16. How _do you feel about your job security?
* Are you worried about the future of CODESA?

Oo

= Does this affect your attitude towards your job?
vest)

— Do you feel helpless about this?

Yes/No
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ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE
Thank you for spending time to answer this questionnaire.

The answers you have given will be discussed with you at a private, individual meeting
with

members of the Steering Committee, to be arranged as soon as possible. After every memb
er of

staff has been interviewed, your Steering Committee will make recommendations on change
s in

the running and the organisation of the office, based on what has been learned from all
the

questionnaires and individual interviews. These recommendations will be discussed at a
general

staff meeting before being presented to Management.
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Addendum A

ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

THIS DOCUMENT IS STRICTLY CONFIDENTIAL. IT SHOULD NOT BE LEFT
LYING AROUND AND SHOULD NOT, UNDER ANY CIRCUMSTANCES, LEAVE THE
BUILDING

STAFF QUESTIONNAIRE

The aim of this questionnaire is to:

* define your role/function within the administrative office

determine whether your own particular skills equip you for the job you do

establish whether the skills you have could be put to better use elsewhere in the
office

Please read the entire questionnaire carefully and discuss it with your colleagues befo
re attempting

to answer the questions in it. Members of your Steering Committee are available to assi
st you with

any difficulties you may have with answering the questions.

Please remember that each question should be answered as honestly and as fully as possi
ble. This

will assist your Steering Committee in addressing some of the problems we are all exper
iencing

with our work.

Please note that each question is designed as follows:

The question itself is underlined.

Other questions under the same section are marked with an asterisk (*).

The idea behind the questions marked with an asterisk (*) is to help you to formulate y
our

answer.

You should answer "Yes" or"No" where indicated by drawing a circle around the
appropriate word. (example: No)

Where there is no "Yes" or "No" indicated, you should try to give an answer in the empt

Yy
space below.

The questionnaire is quite long! Please take time to answer it thoroughly so that it ca
n help all of

us to improve our work situation. However, if you do not feel comfortable answering a p
articular

question, you are free to leave it unanswered.

Thank you.
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ADMIN\GENADMIN\QUEST. AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE
What is the title of your job?

1.
Ge

2 What is the purpose of your job?

* How does your work contribute towards what CODESA is trying to achieve?
* you understand what CODESA is trying to achieve?

No

* Why does CODESA need you?

BeCe 0th MOR la MIE GATIRLG OL Aide 2g WL... PB rr
SAC. A PBARSS.. LL ADR A iat: Cell yEH bu Ag ADMMLLC.E A, orvveccevenenones
MS PCLaspi ota OB RM MARA PUD CE PUMICE Met cvsersoe

When you were appointed to the staff of CODESA, were you giv
ou_letter_of employment?

Yi A°O
on DO NOT NEED TO ANSWER THIS QUESTION IF YOUR ANSWER TO
QUESTION 3 IS "NO".

f your letter _of employment _i i ipti j cription
ibe the job that C ing

Are you doing more work than you were led to believe you would be doing?

Yes!
Have any of the tasks you were originally given been taken away from you?

Ao
Are the tasks you believed you would enjoy doing when you were interviewed _ still

part of your job?
No

Ple list the tasks you orm each day of the week.
Monday:

Tuesday:
Wednesday:
ipl MO TOTAL Bovorspsicerrnerrvernisasntaintbonndut 1t apvennssensnsvncinthoncssniesnen

nencentent ot)
Thursday:



7.

ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE
ev day with your duties?

a4\200\234CASI... AL.

What do you think could be done to spread your work load more evenly, so that
bu Vv day but not overload or on one ?

* Are you involved in the planning of your work schedule?
NY

Are“you consulted about deadlines made?

esfNo

Could-your work schedule be planned more effectively?

es/No

there people available whom you can ask to help you on very busy days?
es/No

(Ya you willing to help others when you are not very busy?
/No

job_ satisfaction?

* Are you happy in the work that you do?
YeA«/No

* you confident about the work you are doing?
Yes/No
Do you find your work boring and monotonous?
Yed/No

Do you feel that you are capable of taking more responsibility for the work you
do?

Gor
A® you have the authority to make decisions and use your initiative in the work

ou do?

WesINo |

Does_anybody check the work you do?
Yes

Does your work need to be checked?

v2 LALO fO0. ALIS hebodA BIS ae aig Gas ah



ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE
Yes/Ko?

* Do you feel appreciated for what you are doing?

Yes/No

* Are you confused about your work, and worried that you may not be performing
properly?

Yes

* Do.you need more training in some of your tasks?

o0

9 What do you enjoy about your job?

e

aphasia CPT Proc seactnwsnisuvnianntstsinacnicenavtaiccabwisacerhnnsnass Sgnesneiensacr
ruseassatna) SaliteaniavacKersaesnsaghree
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si 40.010 66/6660; 6/6"6/670)0979,6:8’9 0S’S 0168 SS CSO R SSSI C SESS Cee ee Se Cee

10. What do you dislike about ur_job?

uld you be willing to leam new skills in order to give your job more variety?

/No

* A® you already have skills which are not being utilised, and which you know could
be used in the office?

| A°

— Tould you be willing to teach some of your skills to your colleagues?

Cre

die ecscecciccececviecweceevecevcece cic.00tie’ee’e’bd\e0.0 ee 6669666 6100006 .6i0in 6
"6’se’t 00:0\c\c.e’0"00”050\07070:0:0.9:0:00000000.0:0.000006600860006 006668900088 eSe
erinesseeeresoeeorlcoeeclA®
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ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

12. Please list the skills you have which are not being used, but which could be used _
in the

office.

\

a ah GOLD ch cern edie ponent ae ee

13. Ple: list_ the skills you would willing to learn in order _to improv our

satisfaction.
RPE I A TALIS. resco rnrtaecares rot nesta ana anette aa
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14, Are happy with the conditions in which you work?

Yes (Wo } 2
*

Is your_office a pleasant place in which to work?

Yes (No

* fresh have your own work station/desk?

es/No

* you have access to all the equipment you need to do your work properly?
Yes

* Have_you been trained to use the equipment confidently and efficiently?
Ye

* Is the<atmosphere in your office pleasant?

Yes {No

* Do you enjoy a good working relationship with your colleagues?
CeshNo

* you enjoy a good working relationship with your supervisors?
(YesINo

* Are afraid to ask for assistance and advice?

Y

* help available if you need it?

Yes/No

* Are. you afraid of making mistakes?

Ao

* Are there opportunities for you to take reasonable breaks for tea and lunch?
Yes {N

* Is th time in which to attend to personal matters?

Yes (No
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ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

15, What could be done to improve the conditions in which you work?
* Is there a need for more equipment?

es/No
* Soe a need for more staff to be employed?

Yes/No &\200\230
* (rh the offices be made more comfortable and attractive?

Ao

* Ould lunch and tea breaks be longer/more frequent?

Yes/No

* = 9 ii hours be regulated (that is, fixed to begin and end at specific times)?
YeskNo

* Should there be regular social get-togethers for staff after work (once a week,
ce a month) so that people can get to know each other better?

&

* Ould a social function for staff and their immediate families be arranged (a
weekend braai, perhaps)?

Yes/No

16. How _do you &\200\230feel about your job security?

— Are you worried about the future of CODESA?

me

* Does this affect your attitude towards your job?
Yes/No

* Do you feel helpless about this?

Yes/No
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ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE
Thank you for spending time to answer this questionnaire.

The answers you have given will be discussed with you at a private, individual meeting
with

members of the Steering Committee, to be arranged as soon as possible. After every memb
er of

staff has been interviewed, your Steering Committee will make recommendations on change
s in

the running and the organisation of the office, based on what has been learned from all
the

questionnaires and individual interviews. These recommendations will be discussed at a
general

staff meeting before being presented to Management.



Addendum D
ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

THIS DOCUMENT IS STRICTLY CONFIDENTIAL. IT SHOULD NOT BE LEFT
LYING AROUND AND SHOULD NOT, UNDER ANY CIRCUMSTANCES, LEAVE THE
BUILDING

STAFF QUESTIONNAIRE

The aim of this questionnaire is to:

* define your role/function within the administrative office

* determine whether your own particular skills equip you for the job you do

* establish whether the skills you have could be put to better use elsewhere in the
office

Please read the entire questionnaire carefully and discuss it with your colleagues befo
re attempting

to answer the questions in it. Members of your Steering Committee are available to assi
st you with

any difficulties you may have with answering the questions.

Please remember that each question should be answered as honestly and as fully as possi
ble. This

will assist your Steering Committee in addressing some of the problems we are all exper
iencing

with our work.

Please note that each question is designed as follows:
The question itself is underlined.

Other questions under the same section are marked with an asterisk (*).
The idea behind the questions marked with an asterisk (*) is to help you to formulate y
our

answer.

You should answer "Yes" or’No" where indicated by drawing a circle around the
appropriate word. (example: o)

Where there is no "Yes" or "No" indicated, you should try to give an answer in the empt

Yy
space below.

The questionnaire is quite long! Please take time to answer it thoroughly so that it ca
n help all of

us to improve our work situation. However, if you do not feel comfortable answering a p
articular

question, you are free to leave it unanswered.

Thank you.
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ADMIN\GENADMIN\QUEST.AG (2)

ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE
What is the title of your job?

job?
How does your work contribute towards what CODESA is trying to achieve?
Do you understand what CODESA is trying to achieve?

Why does CODESA need you?

A¢ ou were appointed to the staff of CODESA, were
you_letter_ of employment?

nerd num i
AE ages Ard Oy oe te a
4. Ges DO 4\200\2347 Semahias

NOT NEED TO ANSWER THIS QUESTION IF YOUR ANSWER TO
QUESTION 3 IS "NO". Od ig

Csi doing more work than you were led to believe you would be doing?

[e]0)
ave

of the tasks you were originally given been taken away from you?

Yes/No
Are the tasks you believed you would enjoy doing when you were interviewed

of your job?
/No

_ still



ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

eee Cere e reece eee eee ee eee ee eee eee eee esses EES SEES EHS ESESESEEESHE
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6. ou_full i Vv with yo ies?

3/No

you often work overtime?

ANe

oe Are there days when you have very little to do?

Ws What do you think coul done_to spread your work | m venly, so
Vv ay_but_ not overloa or ?

e you involved in the planning of your work schedule?

* you consulted about deadlines made?

es/No

* ven your work schedule be planned more effectively?
Ao

* Are there people available whom you can ask to help you on very busy days?
Yes/No

* ou willing to help others when you are not very busy?
No

8 Do _ yo en job_satisf: ?

o0 Wier ws,

* you happy in the work that you do?

Gate

* Are you confident about the work vou are doing?
Ao

* Do you—-fina your work boring and monotonous?
Yes

OSES REE

* Do you feel that you are capable of taking more responsibility for the work you

do? 3 Neod Lo koe we, etna bey Warr
(Yes/No WIINAL ;

* Do you have the authority to make decisions and use your initiative in the work

you do?

ea

* D anybody check the work you do?
(esiNNo

* Does your work need. to be checked?



ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE
Ges)No C reds)

* Do you feel appreciated for what you are doing?

a\200\230Yee No

= Are you confused about your work, and worried that you may not be performing
properly?

Yed/N

* Do you need more training in some of your tasks?

Oo

* a you be willing to learn new skills in order to give your job more variety?
Ao
* Do you already have skills which are not being utilised, and which you know could

be "a in the office?
Yes

* Yen you be willing to teach some of your skills to your colleagues?
Yes/No
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eee ceccccecccccesesceeeessssA¥recesssssees

€€ rceeccseecCCCccccececeeeceseenveseeeseeseeeeseee

mae feb5 Pid up

WL SylS rene > AM Aa Lt | - We
Vo Weve Ay Gerse , Werke)

van



12.
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ADMIN\GENADMIN\QUEST.AG (2)

ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

Please_list_the skills you have which not bein ut_which Id_be in_the
office.

Please __1 he _skil woul willin learn _in_ order improv
satisfaction.

Pr ee aie eee Rey here aT mM eco le

ha with the conditi in_ which you work?

Yes/No

* Is your office a pleasant place in which to work?
/No

* A® you have your own work station/desk?

0

* Do you have access to all the equipment you need to do your work properly?
Yes a\200\230

* Have“you been trained to use the equipment confidently and efficiently?
Yes/No

* Is the atmosphere in your office pleasant?

/No

* Do you enjoy a good working relationship with your colleagues?
Wee Ne

* Do you enjoy a good working relationship with your supervisors?
es/No al

* ou afraid to ask for assistance and advice?

Ye

* Is help available if you need it?

/No

* Are you afraid of making mistakes?

Ao

* Are there opportunities for you to take reasonable breaks for tea and lunch?
Yes (So"

* Is theretime in which to attend to personal matters?

ee)
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ADMIN\GENADMIN\QUEST.AG (2)

ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

15. Wh | don improv conditior in which you work?

* (ait a need for more equipment?

Ao

= there aneed for more staff to be employed?

Yes No.

* Showd the offices be made more comfortable and attractive?
Yes) No

* Should lunch and tea breaks be longer/more frequent?

es{No

* uld work hours be regulated (that is, fixed to begin and end at specific times)?
A¥i

* Should there be regular social get-togethers for staff after work (once a week,
once a month) so that people can get to know each other better?

Yes/No

* Should a social function for staff and their immediate families be arranged (a
weekend braai, perhaps)?

Yes/No

16. How _do you feel about your job security?

* Are you worried about the future of CODESA?

YegNo)

* Does os affect your attitude towards your job?
Y

* Do you feel helpless about this?

a8
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ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE
Thank you for spending time to answer this questionnaire.

The answers you have given will be discussed with you at a private, individual meeting
with

members of the Steering Committee, to be arranged as soon as possible. After every memb
er of

staff has been interviewed, your Steering Committee will make recommendations on change
s in

the running and the organisation of the office, based on what has been learned from all
the

questionnaires and individual interviews. These recommendations will be discussed at a
general

staff meeting before being presented to Management.
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Addendum A
ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

THIS DOCUMENT IS STRICTLY CONFIDENTIAL. IT SHOULD NOT BE LEFT
LYING AROUND AND SHOULD NOT, UNDER ANY CIRCUMSTANCES, LEAVE THE
BUILDING

STAFF QUESTIONNAIRE

The aim of this questionnaire is to:

* define your role/function within the administrative office

* determine whether your own particular skills equip you for the job you do

a establish whether the skills you have could be put to better use elsewhere in the
office

Please read the entire questionnaire carefully and discuss it with your colleagues befo
re attempting

to answer the questions in it. Members of your Steering Committee are available to assi
st you with

any difficulties you may have with answering the questions.

Please remember that each question should be answered as honestly and as fully as possi
ble. This

will assist your Steering Committee in addressing some of the problems we are all exper
iencing

with our work.

Please note that each question is designed as follows:
The question itself is underlined.

Other questions under the same section are marked with an asterisk (*).
The idea behind the questions marked with an asterisk (*) is to help you to formulate y
our

answer.

You should answer "Yes" or"No" where indicated by drawing a circle around the
appropriate word. (example: No)

Where there is no "Yes" or "No" indicated, you should try to give an answer in the empt

Y
space below.

The questionnaire is quite long! Please take time to answer it thoroughly so that it ca
n help all of

us to improve our work situation. However, if you do not feel comfortable answering a p
articular

question, you are free to leave it unanswered.

Thank you.



ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

1. What is the title of your job?

eee Pe ee certo aca ied coruhecetencabtieast

2. What is the purpose of your job?

* How does your work contribute towards what CODESA is trying to achieve?
* Do you understand what CODESA is trying to achieve?

Ao

* Why does CODESA need you?

ee eeeeee WEP USE EPS ENA akE BRE BES AS RE GRRE FO Ona CAFE

aiv’viadieceis orc eS sec cicicccccced\200\231.e Se ebes see sce Sesegcese cece eeeescc

e Ce eces sees cee gccceeressessseseessesseeisseseesiereessoesecsesceesecseLlsercerseen
—%*

abies CoCo ve ooh 100 be wed cccsesccesesetecedevcseesesec ees ee Feces es eee cess eee
sececsecceoessccssonseesesesoeesesoon see sesocsessirlre See CCS. sleNleneleenereeA®

3. When you were appointed to the staff_of CODESA, were you given a job description in
you _letter_of employment?

Yesits
4., YOU DO NOT NEED TO ANSWER THIS QUESTION IF YOUR ANSWER TO
QUESTION 3 IS "NO".

If your letter _of employment includes a jo cription, _d that job description 1

descri the job _that_yo’ ing?

Yes/No

* Are you doing more work than you were led to believe you would be doing?

Yes/No

* Have any of the tasks you were originally given been taken away from you?

Yes/No

* Are the tasks you believed you would enjoy doing when you were interviewed _ still
part of your job?

Yes/No

5. Please_list the tasks _yo orm each day of the week.

aie 2 een Awswenwe GererHone 4 Seaine Lanes marine Queges......

So adiewis cewees LY. cccevasawnassonaectliecnssunacovessonanaiibles.<dudsuwees cb dave
asenscks towevwesseneomansigunenessitepsdpe
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Wednesday: { ..... scscccccccccceccccscecereeecenaasansacCcsssssssssssssssesessceceeseaa
naaaaaacsossssssesecccesenscasacccseseeseeees

Thursday: | ..... SSSsSSSsScecesCCCCeeeeeceseenenananceceeaensssssesssesseseescccccssanaaa
aaaasassnsesseececcsesecccaaaaceceseeee ees
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ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

CCC cece cece cere cere eee eee e eee EC eee eee SESE EEE ESET EEE ESSE EEE EE EE SES
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6. ou_full ied __ev: ay with your duties?
es/No

* Do you often work overtime?

Yes/No

* Are days when you have very little to do?
Yes (No

Ts What do you think could be done to spread your work load more evenly, so that you
busy ev: day _but_not overload or_bo on_any_ one day?
* Are you involved in the planning of your work schedule?

Yes

* Are you consulted about deadlines made?

Yes/No

* Could your work schedule be planned more effectively?
a\200\230Yes/No

* Are there people available whom you can ask to help you on very busy days?
No
* YesINo, willing to help others when you are not very busy?

Ao

8. Do you _experien job_satisfaction?

0

= Are you happy in the work that you do?
Yes/No

* you confident about the work you are doing?
YeyNo

* Do you find your work boring and monotonous?
Yes/No

* Do you feel that you are capable of taking more responsibility for the work you
2

/No

* Do you have the authority to make decisions and use your initiative in the work
you do?

Ay

*

a check the work you do?
Yes{No

* Does your work need to be checked?



ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

Yes)

Do you feel appreciated for what you are doing?
Yes/No

Are you confused about your work, and worried that you may not be performing
properly?

YesiNd
RetiNo need more training in some of your tasks?

+/No

eeeccccccces
seccccccceee
ee ecccccrces
hink of ways of improvin job_ satisfaction?

uld you be willing to learn new skills in order to give your job more variety?
/No

0 you already have skills which are not being utilised, and which you know could
be used in the office?

Yes (No

Would you be willing to teach some of your skills to your colleagues?

Yes/No

PTT TT Terre Teer ee ee eee PTTTTTTETEPTEP er

CCC Cece cecCce cere cece eee eee ese esse esse sess ESSE HE SE EEE EE EEO T EEE TOTO EEE
SSEHEESS ESE E ESTEE HS SHOE EEO SESESHO HEHE SOSH SESE SESESELES IL IEEOQOe

Cee errr cece cece e reer reece esse sere SESE 0000 EEE E EES OES ES OO0 SEDO E SEES TE
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ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

12: Please_list the skills you have which are not being used, but which could be used i
n the

office.

13. Please _list_the skills would willin learn__in er_to improve your
satisfaction.

14. Are_you_hai with the conditions in whi ou_work?

Yes/No

* Is-your office a pleasant place in which to work?
% es/No

* you have your own work station/desk?

/No

* Do you have access to all the equipment you need to do your work properly?
Ao

* ave you been trained to use the equipment confidently and efficiently?
Yes/No

* he atmosphere in your office pleasant?

/No

* Do you enjoy a good working relationship with your colleagues?
(Yes/No

* Do you enjoy a good working relationship with your supervisors?
/No

* Are you afraid to ask for assistance and advice?

Yes

* Is help available if you need it?

Yes.

* Are you afraid of making mistakes?

Yes.

* Are there opportunities for you to take reasonable breaks for tea and lunch?
/No

* Is as time in which to attend to personal matters?

Y
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ADMIN\GENADMIN\QUEST.AG (2)

ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

15. What could be done to improve the conditions in which you work?

* Is there a need for more equipment?

Yes/No

* Is there a need for more staff to be employed?

Yes/No

* Should the offices be made more comfortable and attractive?

4\200\234rea

* uld lunch and tea breaks be longer/more frequent?

Yes/No

* Should work hours be regulated (that is, fixed to begin and end at specific times)?
Yes/No

* Should there be regular social get-togethers for staff after work (once a week,
a month) so that people can get to know each other better?

/No

* Should a social function for staff and their immediate families be arranged (a

weekend braai, perhaps)?
es)No
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16. How do you feel about your job security?
* you worried about the future of CODESA?

Yes/No

* Does this affect your attitude towards your job?
Y

* Do you feel helpless about this?

YediNo
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ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE
Thank you for spending time to answer this questionnaire.

The answers you have given will be discussed with you at a private, individual meeting
with

members of the Steering Committee, to be arranged as soon as possible. After every memb
er of

staff has been interviewed, your Steering Committee will make recommendations on change
s in

the running and the organisation of the office, based on what has been learned from all
the

questionnaires and individual interviews. These recommendations will be discussed at a
general

staff meeting before being presented to Management.
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Addendum A
ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

THIS DOCUMENT IS STRICTLY CONFIDENTIAL. IT SHOULD NOT BE LEFT
LYING AROUND AND SHOULD NOT, UNDER ANY CIRCUMSTANCES, LEAVE THE
BUILDING

STAFF QUESTIONNAIRE

The aim of this questionnaire is to:

* define your role/function within the administrative office

* determine whether your own particular skills equip you for the job you do

be establish whether the skills you have could be put to better use elsewhere in the
office

Please read the entire questionnaire carefully and discuss it with your colleagues befo
re attempting

to answer the questions in it. Members of your Steering Committee are available to assi
st you with

any difficulties you may have with answering the questions.

Please remember that each question should be answered as honestly and as fully as possi
ble. This

will assist your Steering Committee in addressing some of the problems we are all exper
iencing

with our work.

Please note that each question is designed as follows:
The question itself is underlined.

Other questions under the same section are marked with an asterisk (*).
The idea behind the questions marked with an asterisk (*) is to help you to formulate y
our

answer.

You should answer "Yes" or_."No" where indicated by drawing a circle around the
appropriate word. (example: o)

Where there is no "Yes" or "No" indicated, you should try to give an answer in the empt

Yy
space below.

The questionnaire is quite long! Please take time to answer it thoroughly so that it ca
n help all of

us to improve our work situation. However, if you do not feel comfortable answering a p
articular

question, you are free to leave it unanswered.

Thank you.



ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE
1. What is the title of your job?

Reece? TtONIS* | Sire HRoalgy OperaroR
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What _is the of your job?

How does your work contribute towards what CODESA is trying to achieve?
you understand what CODESA is trying to achieve?

Ye

y does CODESA need you?

* o~ X X N
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3. Wh ou were appointed to the staff of CODESA, w Qu_giv job description in
you_letter_ of employment?

0o ea
4. = DO NOT NEED TO ANSWER THIS QUESTION IF YOUR ANSWER TO
QUESTION 3 IS "NO".

If _your letter _of employment includ jo cription, _d that_3j iption
describe the job _that_yo ing?
Ao

* Are you doing more work than you were led to believe you would be doing?

Yesfl
* Have any of the tasks you were originally given been taken away from you?

Yes/t
* Are the tasks you believed you would enjoy doing when you were interviewed still

of your job?
/No
Please_list_th o0 orm _e

Monday Qperat.ce on

Tuesday: = SSSSSSSCCSSSSSCCCCCCscecccessscernsedeccnesscccceecsccesscsscesesscenessceea
ansssssassesacsessanssessasersesesenees

Wednesday: 4\200\22448\200\224ssseeseecesssscceesecscceeeecccsaee{ecceuenssecseeecscssese
Sseeeeeeseueceessaansssecsesssenssseusesscsesseeeeessseees
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ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

eee r cece cere cece eee cece ree eee OEE eee ee EeEE SEEDS ESOS EOOOS O0OS EHO SEE EEOS
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6. Are_you full ied__ev wi ur ies?
Yes/No

Do you often work overtime?

Yes/No Serr nh 4S

* Are there days when you have very little to do?

YeiNe)

7. What _do you think coul lone_to spread your work load more _evenl oO
us: Vv day but not overload or on_any_on ?

* re you involved in the planning of your work schedule?

( Yes/No /

* , you consulted about deadlines made?

es/No

* uld your work schedule be planned more effectively?
Yes/No

* Are there people available whom you can ask to help you on very busy days?
es/No

you willing to help others when you are not very busy?
/Yes/No

* find your work boring and monotonous?

* Do you feel that you are capable of taking more responsibility for the work you
do

Ao

* you have the authority to make decisions and use your initiative in the work
you do

Yes (No/

* Does&d\200\234anybody check the work you do?
Yes/No

* D our work need to be checked?



ADMIN\GENADMIN\QUEST.AG (2)

ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

Yesitto)

Do. you feel appreciated for what you are doing?

Yes/No

you confused about your work, and worried that you may not be performing
u.need more training in some of your tasks?

Would you be willing to learn new skills in order to give your job more variety?

Ao
you already have skills which are not being utilised, and which you know could

used in the office?

oe you be willing to teach some of your skills to your colleagues?



ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

Please list the skills you have which are not being used, but which could be used_in
e

tis the skil
ou_ha with the conditio in_which

Is_your office a pleasant place in which to work?

es/No

* 0 you have your own work station/desk?

es/No

* you have access to all the equipment you need to do your work properly?
Yes/No

e you been trained to use the equipment confidently and efficiently?
es/No

the atmosphere in your office pleasant?

Ao

0o0. you enjoy a good working relationship with your colleagues?
es/No

you enjoy a good working relationship with your supervisors?

/No ,

Are afraid to ask for assistance and advice?

Yea (

Is help available if you need it?

Yes/No

afraid of making mistakes?

ere opportunities for you to take reasonable breaks for tea and lunch?
Yes/No

ere time in which to attend to personal matters?

th



ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

15. What _could lone_to_ improv e ditions _in which you work?

* Is there a need for more equipment?

Yes/No

* Is there aneed for more staff to be employed?

Yes/No

* Should the offices be made more comfortable and attractive? _

\ (Yes/No

* Ould lunch and tea breaks be longer/more frequent?

Yes/No

* Should work hours be regulated (that is, fixed to begin and end at specific times)?
Yes/No

* Should there be regular social get-togethers for staff after work (once a week,

ce a month) so that people can get to know each other better?
YesNo ro NOY AFTER WORIGiNG HOURS,

*

ould a social function for staff and their immediate families be arranged (a

(sro braai, perhaps)?
(Yes) o
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16. How do you feel about your job security?

* (reo worried about the future of CODESA?

es/No

* oes this affect your attitude towards your job?

Yes/No

* Do you feel helpless about this?

YesiNo)
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ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE
Thank you for spending time to answer this questionnaire.

The answers you have given will be discussed with you at a private, individual meeting
with

members of the Steering Committee, to be arranged as soon as possible. After every memb
er of

staff has been interviewed, your Steering Committee will make recommendations on change
s in

the running and the organisation of the office, based on what has been learned from all
the

questionnaires and individual interviews. These recommendations will be discussed at a
general

staff meeting before being presented to Management.
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DRAFT AGENDA OF THE ADMINISTRATION STAFF MEETING ON WEDNESDAY 11 MARCH
1992 AT THE WORLD TRADE CENTRE AT 10HOO

Report-back on work-to-date of the Administration Staff Steering Committee (ASSC)
.1 Matters arising from last meeting

Salaries

Fax machines

Identity cards

+ 4+ 4

=

.2 Matters arising from meeting with Working Group Secretaries

1.3 Matters arising from meeting with Administration

2. Staff questionnaire (Addendum A)

3. Relocation of workstations of administrative assistants

4., Staff lunches in main dining room on Mondays and days of Working Group meetings
5: Any other business

6. Date of next meeting

COWENTION FOR 4 DEMOCRATIC SOUTH AFRICA

@

PO Box 307, Isando, 1600, South Mrica.

Telephone (011) 397-1 198/99. Fax (011l) 397-2211
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Addendum A

ADMIN\GENADMIN\QUEST.AG (2)

ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

THIS DOCUMENT IS STRICTLY CONFIDENTIAL. IT SHOULD NOT BE LEFT
LYING AROUND AND SHOULD NOT, UNDER ANY CIRCUMSTANCES, LEAVE THE
BUILDING

STAFF QUESTIONNAIRE

The aim of this questionnaire is to:
* define your role/function within the administrative office
* determine whether your own particular skills equip you for the job you do

* establish whether the skills you have could-be put to better use elsewhere in the
office

Please read the entire questionnaire carefully and discuss it with your colleagues befo
re attempting

to answer the questions in it. Members of your Steering Committee are available to assi
st you with

any difficulties you may have with answering the questions.

Please remember that each question should be answered as honestly and as fully as possi
ble. This

will assist your Steering Committee in addressing some of the problems we are all exper
iencing

with our work.

Please note that each question is designed as follows:
The question itself is underlined.

Other questions under the same section are marked with an asterisk (*).
The idea behind the questions marked with an asterisk (*) is to help you to formulate y
our

answer.

You should answer "Yes" or_"No" where indicated by drawing a circle around the
appropriate word. (example: No)

Where there is no "Yes" or "No" indicated, you should try to give an answer in the empt

Yy
space below.

The questionnaire is quite long! Please take time to answer it thoroughly so that it ca
n help all of

us to improve our work situation. However, if you do not feel comfortable answering a p
articular

question, you are free to leave it unanswered.

Thank you.



ADMIN\GENADMIN\QUEST.AG (2)

ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

1. What is the title of your job?
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2: What is the purpose of your job?
* How does your work contribute towards what CODESA is trying to achieve?
* Do you understand what CODESA is trying to achieve?

o0
* Why does CODESA need you?
OU Beene TRE Capes IS POR Ta teh... REAVER. Pe...
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3. When _ you w appointed to the staff of CODESA, w ou_given a job description in
you _letter_of employment?

Yes
4. YOU DO NOT NEED TO ANSWER THIS QUESTION IF YOUR ANSWER TO
QUESTION 3 IS "NO".

If _your_ letter_of employment includ job description, does: that_job description trul
describe the job that _yo doing?

Yes

* Are you doing more work than you were led to believe you would be doing?

Yes/No

* Have,any of the tasks you were originally given been taken away from you?

Yes

* Are the tasks you believed you would enjoy doing when you were interviewed _ still
part of your job?

Yes/No
5. Please list the tasks you perform _e day of the week.
Monday: Itt. Mass, REELS IE FE... WORD GLEE aN

MSSTING...CETHOR TES. IN POG. oc ccrnservavseessinssunanaregtaberenavernayarermnsgnesvi
nsniaeuts

Tuesday: &\200\2244\200\224sseseCcCCCCCCSCSSSCSSSsSsSscnsnsnscencssessescvovscscocrensacsa
SSSSSSCSSScCsSsscsssssanseseusesesesageneusansrersoacsores

Wednesday: "Dre PRAING... RECIETARION. Bhs... NAME. TAZ...FOR.. RELESIES... FET...
Thursday: DyOIOCOBYING. PUNE 5, ABEND A... AND. SUBNEISSION. C08... WGL.......

Friday: MaKING. MAL. PAEPRAATIONS .rOR, Wes meennes oy. Mon -7jMA®



ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

Are you fully occupied ev ay_with your duties?
vest)

* Do you often work overtime?
Yes/No
Are there days when you have very little to do?

What do you think could be done to spread your work load more evenly, so that you
Sy_ev’ but_not_overload or on_any one day?
* Are you involved in the planning of your work schedule?

Yes.

Are you consulted about deadlines made?

Yes

Could your work schedule be planned more effectively?
Ao

there people available whom you can ask to help you on very busy days?
Yes/No

Are you willing to help others when you are not very busy?

Do you experience job_satisfaction?

Yes/No

* Are you happy in the work that you do?

Yes/No

eso. confident about the work you are doing?

No

Do you find your work boring and monotonous?

YesiNg

Do you feel that you are capable of taking more responsibility for the work you
do?

o0 a\200\2301

Do you have the authority to make decisions and use your initiative in the work
you do?

Yes

con check the work you do?

Ao

Does your work need to be checked?

are



ADMIN\GENADMIN\QUEST.AG (2)

ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

Gey No

Do you feel appreciated for what you are doing?

Yes/No

Are you confused about your work, and worried that you may not be performing
perly?

Ao

Do you need more training in some of your tasks?
Yes/No

islike a &4\200\230your _job?
Bes! I ge 8 ppc RL MERI OBA ci cons Sansa asin gn sien estat nl ceneeeicer ne

Can_you think of ways of improving your job_satisfaction?
Yes/No

* Would you be willing to learn new skills in order to give your Jjob more variety?
o0

* Do you already have skills which are not being utilised, and which you know could
be used in the office?

Yes/No

Would you be willing to teach some of your skills to your colleagues?



ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

12. Please list the skills you have which are not being used, but which could be used _
in the

office.

13. Please list the skills you would willing to learn in order_to improv
satisfaction.

peta a Lee ee ee etetlecsalllonetalbednceae tarde

Sor ie ie epee tcl eet el ee ert

14. Are you happy with the conditions in which you work?

Yes/No

* Is your office a pleasant place in which to work?
(Yes/No

* Do you have your own work station/desk?

0 ;

* Do you have access to all the equipment you need to do your work properly?
Yes/No

= Have you been trained to use the equipment confidently and efficiently?
Yes/No

* Is the atmosphere in your office pleasant?

/No

* Do you enjoy a good working relationship with your colleagues?
Yes/No

* Do you enjoy a good working relationship with your supervisors?
/No

* Are you afraid to ask for assistance and advice?

Yes

* Is help available if you need it?

Yes/No

* you afraid of making mistakes?

No

* & there opportunities for you to take reasonable breaks for tea and lunch?
/No

* Is there time in which to attend to personal matters?

Yes
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ADMIN\GENADMIN\QUEST.AG (2)

ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

15: What could be done to improve the conditions in which you work?
* ere aneed for more equipment?

/No

* there a need for more staff to be employed?

Yes/No

* Should the offices be made more comfortable and attractive?
/No

> Should lunch and tea breaks be longer/more frequent?

* Should work hours be regulated (that is, fixed to begin and end at specific times)?
Yes

* Should there be regular social get-togethers for staff after work (once a week,
once a month) so that people can get to know each other better?

No

* Should a social function for staff and their immediate families be arranged (a
kend braai, perhaps)?

No
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16. How do you feel about your job security?
Are you worried about the future of CODESA?

0

* Does this affect your attitude towards your job?
Yes/No

* Do you feel helpless about this?

Yes/No
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ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE
Thank you for spending time to answer this questionnaire.

The answers you have given will be discussed with you at a private, individual meeting
with

members of the Steering Committee, to be arranged as soon as possible. After every memb
er of

staff has been interviewed, your Steering Committee will make recommendations on change
s in

the running and the organisation of the office, based on what has been learned from all
the

questionnaires and individual interviews. These recommendations will be discussed at a
general

staff meeting before being presented to Management.
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DRAFT AGENDA OF THE ADMINISTRATION STAFF MEETING ON WEDNESDAY 11 MARCH
1992 AT THE WORLD TRADE CENTRE AT 10HOO

Report-back on work-to-date of the Administration Staff Steering Committee (ASSC)
.1 Matters arising from last meeting

Salaries

Fax machines

+ + PR

+ Identity cards

[y

.2 Matters arising frem meeting with Werking Greup Secretaries

1.3 Matters arising frem meeting with Administratien

2: Staff questionnaire (Addendum A)

3. Relocation of workstations of administrative assistants

4. Staff lunches in main dining room on Mondays and days of Werking Greup meetings
5. Any other business

6. Date of next meeting

CONENTION FOR A DEMOCRATIC SOUTH AFRICA
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Telephone (011) 397-1198/99. Fax (0l11l) 397-2211



Addendum A
ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

THIS DOCUMENT IS STRICTLY CONFIDENTIAL. IT SHOULD NOT BE LEFT
LYING AROUND AND SHOULD NOT, UNDER ANY CIRCUMSTANCES, LEAVE THE
BUILDING

STAFF QUESTIONNAIRE

The aim of this questionnaire is to:

- define your role/function within the administrative office

* determine whether your own particular skills equip you for the job you do

establish whether the skills you have could be put to better use elsewhere in the
office

Please read the entire questionnaire carefully and discuss it with your colleagues befo
re attempting

to answer the questions in it. Members of your Steering Committee are available to assi
st you with

any difficulties you may have with answering the questions.

Please remember that each question should be answered as honestly and as fully as possi
ble. This

will assist your Steering Committee in addressing some of the problems we are all exper
iencing

with our work.

Please note that each question is designed as follows:
The question itself is underlined.
Other questions under the same section are marked with an asterisk (*).

The idea behind the questions marked with an asterisk (*) is to help you to formulate y
our
answer.

You should answer "Yes" or "No" where indicated by drawing a circle around the
appropriate word. (example: o)

Where there is no "Yes" or "No" indicated, you should try to give an answer in the empt

Yy
space below.

The questionnaire is quite long! Please take time to answer it thoroughly so that it ca
n help all of

us to improve our work situation. However, if you do not feel comfortable answering a p
articular

question, you are free to leave it unanswered.

Thank you.



ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

What is the title of your job?
Ab Mtn

How does your work contribute towards what CODESA is trying to achieve?
you understand what CODESA is trying to achieve?

(o]0

Why does CODESA need you?

When you were appointed to the staff of CODESA, w
you_letter_of employment?

X

YOU DO NOT NEED TO ANSWER THIS QUESTION IF YOUR ANSWER TO

QUESTION 3 IS "NO".

If_your letter _of employment includes a job description, _d hat_jo cription
descri he job that yo loing?

Yes/No

* Are you doing more work than you were led to believe you would be doing?
Yes/No

* Have any of the tasks you were originally given been taken away from you?

Yes/No

Are the tasks you believed you would enjoy doing when you were interviewed _ still
part of your job?

Please _list the tasks you a4\200\230orm__each day of the week.

i



ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

iN) often work overtime?
Aore days when you have very little to do?

What do you think could be done to our_work load m

Vv day but not overlo: or an day?

Are you involved in the planning of your work schedule?
Yes/No

os you consulted about deadlines made?
(on A°

Could your work schedule be planned more effectively?

Yes/No

there people available whom you can ask to help you on very busy days?
Ao

you willing to help others when you are not very. busy?

Are you happy in the work that you do?

os confident about the work you are doing?

on find your work boring and monotonous?

os you feel that you are capable of taking more responsibility for the work you

9

you have the authority to make decisions and use your initiative in the work
you do?

Yes/No

anybody check the work you do?

No

Does your work need to be checked?



ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

No

Do you feel appreciated for what you are doing?

Ao

A® you confused about your work, and worried that you may not be performing
properly?

Yes}

Do you need more training in some of your tasks?

Can you think of ways of improvin our_job_satisfaction?
Yes/No

* Would you be willing to learn new skills in order to give your job more variety?
fei

* Do you already have skills which are not being utilised, and which you know could
be used in the office?
Yes/No

Would you be willing to teach some of your skills to your colleagues?



ADMIN\GENADMIN\QUEST.AG (2)

ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

i ed, but which coul used _in the

Please list the skills you have which are no in

Please list the

office a pleasant place in which to work?

have your own work station/desk?

have access to all the equipment you need to do your work properly?
confidently and efficiently?

the atmosphere in your office pleasant?

Ao

Do. you enjoy a good working relationship with your colleagues?

Yes/No
you enjoy a good working relationship with your supervisors?

(e]0)
u afraid to ask for assistance and advice?

Are yo
Yea (s)
help available if you need it?

0
e you afraid of making mistakes?

Ao
@ there opportunities for you to take reasonable breaks for tea and lunch?

No
there time in which to attend to personal matters?

Yao



ADMIN\GENADMIN\QUEST.AG (2)

ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

What could be done to improve the conditions in which you work?
* Is there a need for more equipment?

Ao
here a need for more staff to be employed?

Yes/No
hould the offices be made more comfortable and _ attractive?

Ne lunch and tea breaks be longer/more frequent?
es/No

ork hours be regulated (that is, fixed to begin and end at specific times)?

Sho w

Should there be regular social get-togethers for staff after work (once a week,
a month) so that people can get to know each other better?

Yen

Should a social function for staff and their immediate families be arranged (a
weekend braai, perhaps)?

How do you feel about your _job security?

you worried about the future of CODESA?

Ao
Does_this affect your attitude towards your job?

Yes.
Do you feel helpless about this?



ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE
Thank you for spending time to answer this questionnaire.

The answers you have given will be discussed with you at a private, individual meeting
with

members of the Steering Committee, to be arranged as soon as possible. After every memb
er of

staff has been interviewed, your Steering Committee will make recommendations on change
s in

the running and the organisation of the office, based on what has been learned from all
the

questionnaires and individual interviews. These recommendations will be discussed at a
general

staff meeting before being presented to Management.



ADMIN \GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE
What is the title of your job?

What is the purpose of your job?

* How does your work contribute towards what CODESA is trying to achieve?
* Do you understand what CODESA is trying to achieve?

s/No

* Why does CODESA need you?

fe fh that the negonation process,
a4\200\2344\200\234Cinerisn So. Clear wil tap its vevtords | a

3s When you were appointed to the staff of CODESA, were you given a job description in
you_letter_ of employment?

Lt Verbally . however Not mentioned OF my Contract.

YesINo - My Contract hasnt been fully compicted:

YOU DO NOT NEED TO ANSWER THIS QUESTION IF YOUR ANSWER TO

QUESTION 3 IS "NO".

If your_letter_of employment includ job_descripti hat_job description trul
describe the job that _yo doing? &\200\230

Yes/No

* e you doing more work than you were led to believe you would be doing?

No

Have any of the tasks you were originally given been taken away from you?

Yes/

Are the tasks you believed you would enjoy doing when you were interviewed _ still

va of your job?
list the tasks you perform each day of the week.
Monday:

Tuesday:

Wednesday:



ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

Are you fully occupied every day with your duties?
(Yes}No

* A® you often work overtime?

D
Y

Are,there days when you have very little to do?
YeAIND

What do you think could be done to spread your work load more evenly, so that you
day but not overloaded or bored _on any one day?
Are you involved in the planning of your work schedule?

(Yes /No

you consulted about deadlines made?

(Yes/No

ould your work schedule be planned more effectively?
No

there people available whom you can ask to help you on very busy days?
No
ou willing to help others when you are not very busy?

Are you happy in the work that you do?

Yes/No Most of the time, but mot AIWAYS ,

Are you confident about the work you are doing?

Yes

Do you find your work boring and monotonous?

Yes

Do you feel that you are capable of taking more responsibility for the work you
do?

(YesNo

Do you have the authority to make decisions and use your initiative in the work
ou do?

Yes/No

Does anybody check the work you do?

Ao

Does your work need to be checked?



ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

YeyNo Sometimes
Do you feel appreciated for what you are doing?

We3/No

Are you confused about your work, and worried that you may not be performing
properly?

Yes,

Do you need more training in some of your tasks?
Wesy No

What do you enjoy about your job?
occ e eee ere ecesesedsssesesseseseseees A°
ir this environment co paved co a commer Clal CamMpan

Cee €eSeCCCCCCresecceee geccceseccceseseccccececcesessescesssesseserese seCc Ccrc cee cere Cs
CS ne eeseresssesssSssSssSsSsesssessessssresgssseres

leavnin fF Pid ts... Alsevussio.ns.,
ae Dthl]e yanoes peopic. T nee, The escpeiense, & f.. S2onsing

What do you dislike abo our_job?
1) That too, man

an_you think of ways of improvin our_job_satisfaction?

Ao

Would you be willing to learn new skills in order to give your job more variety?
KeYNo

Do you already have skills which are not being utilised, and which you know could
be used in the office? adele

YeyNo Financial Adminstration ( Debtors, Creditors )Recon)

Would you be willing to teach some of your skills to your colleagues?

Yes/No (LF necessary })

bein

409... s49



ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE
Ple list the skills you have which are not being us but_ which uld be used in

Pl list_ the skil ou_ _would willin learn in order to improv:
satisfaction.

with the conditions in which

office a pleasant place in which to work?
/No
Do you have your own work station/desk?

es/No

Do you have access to all the equipment you need to do your work properly?
Yes.

Have you been trained to use the equipment confidently and efficiently?
Yes

Is the atmosphere in your office pleasant?

Ao

A® you enjoy a good working relationship with your colleagues?

No

Do you enjoy a good working relationship with your supervisors?

Yes)No

Are you afraid to ask for assistance and advice?

Yes.

Is help available if you need it?

No

Are you afraid of making mistakes?

Yes (Ng

Are there opportunities for you to take reasonable breaks for tea and lunch?
No

Is there time in which to attend to personal matters?

veel)

the



ADMIN\GENADMIN\QUEST.AG (2)
ADMINISTRATION\GENERAL\STAFF QUESTIONNAIRE

15. What could be done to improve the conditions in which you work?

* GaNo a need for more equipment?

No

* Is there a need for more staff to be employed?

Yes (No

* Should the offices be made more comfortable and _ attractive?

o0

* Should lunch and tea breaks be longer/more frequent?

(Yes/No

* Should work hours be regulated (that is, fixed to begin and end at specific times)?
YesWXo)

* Should there be regular social get-togethers for staff after work (once a week,
once a month) so that people can get to know each other better?

Yes/No

* Should a social function for staff and their immediate families be arranged (a
weekend braai, perhaps)?

Yes/No

16. How _do you feel about your job security?

* Are you worried about the future of CODESA?

No

* Does_this affect your attitude towards your job?
Yes/No)

* Do you feel helpless about this?

Y o0
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