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I.
Introduction

1.
The responsibilities of the International Civil Service Commission (ICSC) with regard to the establishment of salaries for staff in the General Service and related categories at headquarters duty stations are specified under the following sections of the Commission’s statute:


(a)
Under article 10 (a), ICSC is to make recommendations to the General Assembly on “broad principles for the determination of the conditions of service of the staff”;


(b)
Under article 11 (a), ICSC is to establish “methods by which the principles for determining conditions of service should be applied”;


(c)
Under article 12, “at the headquarters duty stations and such other duty stations as may from time to time be added at the request of the Administrative Committee on Coordination”, ICSC is to establish “the relevant facts for, and make recommendations as to, the salary scales of staff in the General Service and other locally recruited categories”.

2.
The Commission decided to assume its responsibilities for the conduct of salary surveys for the General Service and related categories at headquarters locations from the close of its fourth session. At its fifth session, it noted that henceforth, whichever of the methods for ascertaining best prevailing local conditions was adopted in a particular case, it was the Commission itself which was responsible for deciding on the method and the details of its application and for analysing the results, drawing conclusions from them and recommending a salary scale at every duty station, for which it assumed responsibility under article 12 of its statute. The methodology described below reflects the experience gained and decisions taken by the Commission during the course of the first five rounds of such surveys.

3.
The principle for setting the salaries of the locally recruited staff was initially promulgated by the Committee of Experts on Salary, Allowances and Leave Systems, known as the Flemming Committee, in 1949, and led to a document produced by the Consultative Committee on Administrative Questions in 1952 entitled “The guiding principles for the determination of conditions of service for the General Service category”, which governed the salary determination process for General Service staff from 1952 until the first salary survey was conducted by the Commission, in 1977. Those guiding principles have largely been followed by the Commission in the surveys conducted at headquarters locations since that time. At its thirty-sixth, forty-sixth and fifty-sixth sessions, the Commission decided to reaffirm the Flemming principle, as enunciated at the Commission’s fifteenth session, as follows:


“It is stated under Article 101 of the Charter of the United Nations that ‘the paramount consideration in the employment of the staff and in the determination of the conditions of service shall be the necessity of securing the highest standards of efficiency, competence and integrity’. To comply with the standards established by the Charter as regards the employment of locally recruited staff, the organizations of the United Nations system must be competitive with those employers in the same labour market who recruit staff of equally high calibre and qualifications for work which is similar in nature and equal in value to that of the organizations. Remaining competitive in order to both attract and retain staff of these high standards requires that the conditions of service for the locally recruited staff be determined by reference to the best prevailing conditions of service among other employers in the locality. The conditions of service, including both paid remuneration and other basic elements of compensation, are to be among the best in the locality, without being the absolute best.”

4.
Following the initial round of headquarters salary surveys conducted under the auspices of ICSC and after thorough discussion with the active participation of the organizations and staff representatives, the Commission, at its fifteenth session, provisionally approved a methodology for the conduct of such surveys. Final approval was given at the Commission’s sixteenth session. At its twentieth session, the Commission approved a survey methodology for non-headquarters locations. Upon completion of the second and third rounds of headquarters surveys, the Commission, at its twenty-sixth and thirty-sixth sessions, respectively, reviewed the experience gained in applying the headquarters and non-headquarters methodologies and approved a number of changes in the headquarters methodology. Following the fourth and fifth rounds of surveys, the Commission, at its forty-fifth, fifty-sixth and fifty-seventh sessions, again reviewed the headquarters methodology and decided upon a number of further changes in the headquarters methodology, which have been incorporated in the present document.

5.
The establishment of conditions of service of staff in the General Service and other locally recruited categories, as represented in the methodology below, is a complex technical exercise calling for the cooperation of all parties involved. Accordingly, the methodology describing the survey process should be as transparent as possible. The involvement of staff representatives in the survey process, in conjunction with the organizations and the ICSC secretariat, is therefore highly desirable and will contribute to the transparency of the process for all interested parties. The transparency considerations, however, should not compromise the collection of quality data.

6.
Whereas the Commission feels strongly that it is preferable to conduct surveys with the participation of the organizations and staff, the technical requirements of a survey could still be met even if one of the parties decided not to participate in the survey. During the previous survey rounds, staff at some headquarters duty stations opted not to take part in the survey process, which was nevertheless carried out successfully. Although it would be regrettable if the views of one party could not be heard in the survey process, the technical requirements of a survey could otherwise be met. In this context, the Chairman of the Commission, in his invitation to employers, stresses the confidentiality of data provided, which is of great importance to convince employers to take part in the survey. The parties represented in the survey will execute a written pledge to maintain this confidentiality (a model confidentiality pledge letter for participation in the Local Salary Survey Committee/ survey team is shown in annex I), whereas a party that does not take part in the survey does not necessarily make that commitment. A breach of confidentiality, such as by divulging any employer-specific survey-related data to a party outside the ICSC secretariat, the Local Salary Survey Committee and data collectors, can lead to a major disruption of all surveys and should be considered as sufficient reason for the replacement of the individual responsible in the survey process and make that individual subject to established disciplinary procedures. In view of this, survey data, which are accessible to participants throughout the survey process, will be made available to non-participating parties only once the analysis of the data has been completed. This will be done, without identifying employer-specific data, at the same time that the Commission is presented with the draft survey report and findings. Once the survey is completed, the parties may use only information that becomes public through the survey documentation submitted to, and the report adopted by, the Commission. Moreover, contacts with participating employers aimed at seeking additional information and/or clarifying data collected must be authorized by the Chairman of ICSC. The above provision should not compromise the need to communicate useful results of the survey to the employers.

7.
The methodology attempts to strike a balance between consistency of approach in the application of a general methodology to all headquarters duty stations and the flexibility needed to address local conditions in each headquarters duty station. In its reviews following the approval of the initial methodology at its sixteenth session, the Commission made a number of modifications based on experience gained at the seven headquarters locations.

8.
The general methodology survey process described in the present document can be viewed as having four phases:


(a)
The preparation phase consists of consultations with representatives on a general timetable for a survey, the choice of jobs, the selection of employers, the preparation of benchmark job descriptions, the questionnaire and the application of the survey methodology to the particular duty station. This phase, in which the secretariat plays a key role in ensuring the correct and consistent application of the methodology, calls for the participation of the representatives of administration and staff under the supervision of the ICSC secretariat. The preparation phase ends with the approval by the ICSC Chairman of the general timetable of the survey, the employers and jobs to be surveyed, job descriptions, the questionnaire and other related matters;


(b)
The data-collection phase, under the secretariat’s overall responsibility, is carried out by teams composed of representatives of the administrations, staff and members of the ICSC secretariat. The data-collection phase ends with the completion of a master questionnaire for each employer, initialled by all participating team members to signify their joint agreement with its contents or their specific reservations;


(c)
The data analysis phase is carried out by the secretariat. However, the survey salary data should be provided to the participating representatives of the administrations and staff, on a confidential basis and in coded form, to permit their simultaneous but independent analysis. Informal consultations with representatives of the administrations and staff on the basis of the draft survey report are advisable. The views of the administrations and staff may permit corrections and/or modifications in the analysis or may be reported to the Commission. The presentation of a report on the survey to the Commission concludes the analysis phase, at which time survey data may be made available to parties to the survey process who decided not to participate in the survey;


(d)
The decision phase, including the construction of the salary scale, is based on the review of the survey analysis and results and is carried out by the Commission. In the construction of the salary scale resulting from the survey, the Commission emphasizes the balancing of external comparability with internal alignment considerations. It is indispensable to hear and take into account, when justified, the views of the representatives of the administrations and staff, orally and/or in writing. The Commission’s conclusions with regard to the salary scale are submitted as recommendations to the executive heads of the organizations concerned in the form of a report. The sections of the methodology described below proceed in the order of the four phases described above.


II.
The headquarters survey methodology

9.
There are several groups or parties participating at different levels in the salary survey process: the Commission; the Chairman of the Commission; the secretariat of the Commission; the lead agency; the Local Salary Survey Committee; other organizations at the duty station; and staff and executive heads of all organizations at the duty station. An overview of the roles and responsibilities of these participants in the order of the survey process is as follows:


(a)
The Commission determines the schedule for each round of surveys, in consultation with representatives of the organizations and staff;


(b)
The Chairman of the Commission notifies the heads of organizations and staff of the upcoming surveys and requests the head of the lead agency (generally the largest organization at the duty station) to form a Local Salary Survey Committee (LSSC), with representatives of the organizations and staff;


(c)
The secretariat of the Commission is responsible for providing training and guidance throughout the survey process, but especially in the preparation phase. It also ensures that the methodology is correctly and consistently applied;


(d)
The LSSC commences survey preparations by proposing jobs, survey job descriptions, a main and a reserve list of employers to be surveyed and other data relevant to the conditions at the station;


(e)
The secretariat meets with the LSSC to ensure that the proposals are commensurate with requirements of the methodology and assists the LSSC in finalizing a set of proposed survey materials for approval by the Chairman of the Commission.

10.
Upon approval, the survey data are collected by an interview team, consisting of a member of the secretariat (team leader) and two members of the LSSC, being one representative each of the organizations and staff. Unresolved disagreements between members of an interview team may be presented to the Chairman of the Commission for decision. The survey data are analysed by the secretariat in consultation with the LSSC. The secretariat prepares a survey report, including the views of the LSSC, for submission to the Commission. The Commission, taking into consideration views of the LSSC and the secretariat in the survey report, as well as those expressed by representatives of the organizations and staff, decides on the application of the methodology in the survey and recommends, inter alia, a salary scale to the executive heads of the organizations at the duty station.


III.
Preparation phase

11.
Once the Commission has approved a survey schedule, the Chairman of the Commission notifies the executive heads at the duty station of the upcoming survey about 10 months prior to the scheduled survey date. The organizations are expected to adhere to the survey schedule approved by the Commission. If, in exceptional cases, organizations wish the survey schedule to be amended, a request to that effect should be made to the Commission, which will consider what action would be the most appropriate. Generally in such cases, the interim adjustment would continue to be suspended until such time as the comprehensive survey was completed.

12.
In the preparation phase, in which decisions are made on, inter alia, the selection of jobs and employers, the secretariat should ensure a correct and consistent application of the methodology across the seven headquarters locations and also ensure compliance with established criteria. At the same time, representatives of both administrations and staff should be well informed regarding the survey process and all its phases. The preparation and use of a training manual along with an improved training programme on all aspects of applying the survey methodology is therefore essential.



Local Salary Survey Committee

13.
An initial preparatory meeting at the duty station should normally be held several months prior to the survey reference date. Upon the Chairman’s notification, the lead agency at the duty station should establish the LSSC, composed of representatives of administration and staff of the organizations at the duty station. In nominating members for this Committee, consideration should be given to include some members with previous survey experience to ensure continuity in membership between surveys. An important contribution of the members of the LSSC, with a balanced representation of organizations and staff, includes local knowledge, both of the organizations and of the local conditions, practices and legislation of the country. As such the Committee is responsible for ensuring that correct and up-to-date staff and job statistics are collected from all organizations. The Committee should also gather data, analyse issues and formulate proposals with respect to the selection of jobs, survey job descriptions and viable employers, applicable legislation of the country, including taxes, and the survey questionnaire. It is the Committee’s responsibility to ascertain that the employers selected are in accordance with the requirements of the present methodology. The LSSC is further responsible for selecting from among its membership representatives to take part in the data collection and the data analysis phase.

14.
The members of the LSSC should be advised that employer-specific survey-related data obtained as a result of their participation in the survey must be kept confidential and cannot be divulged other than to the ICSC secretariat and other members of the Committee. Once the survey is completed, they may make use only of information that becomes public through the survey documentation submitted to, and the report adopted by, the Commission. Acceptance of the appointment means acceptance of these conditions.

15.
At the early stages of the preparation phase — and well within a time frame to allow sufficient time to complete all pre-survey requirements (i.e., about six months prior to the survey reference date) — representatives of the ICSC secretariat will visit the duty station to meet with the LSSC. The purpose of this meeting is:


(a)
To provide training and guidance to the members of the Committee;


(b)
To assist in formulating proposals for the selection of jobs, benchmarks and employers, the development of a questionnaire and the review of local taxes and any other relevant data.

16.
As an integral part of the preparatory activities for each survey, the secretariat should prepare a checklist of the relevant criteria pertaining to the proposed employers. The results of the preparatory phase, namely, proposed employers, jobs, benchmarks, the questionnaire and related matters, together with any comments received from representatives of administrations and staff, are submitted to the Commission, which has the responsibility for approval. However, in order to expedite the exercise, the Commission has delegated this responsibility to its Chairman. If there are no controversial issues which could affect the survey, the Chairman may approve the results of the preparatory phase on behalf of the Commission. If there are controversial issues, however, these could, at the discretion of the Chairman, be referred to the full Commission.


A.
Criteria for the selection of employers to be surveyed

17.
The selection of employers plays a key role in the determination of the levels of remuneration. No guideline can be established that will guarantee that the selected employers are, indeed, representative of and among the best in the labour market. It is, however, essential to have the best possible sample of employers, so that the salary scales resulting from the survey are consistent with the principle of best prevailing conditions. While an employer might be considered unsuitable for the survey because of salary rates that are too low in relation to those prevailing among other employers, no employer should be ruled out of the survey because of salaries that are too high, provided the other criteria are met.

18.
To identify in advance those employers who offer the best overall conditions of employment, research, contact and consultation with the representatives of the administrations and staff should be carried out. Other recent salary surveys conducted in the area for similar categories of employees will also be valuable sources. Additionally, the lists of employers from previous surveys conducted by the Commission are of particular relevance. Continuity among the employers surveyed should be sought from one survey to the next, while attempts should be made to replace the lower-ranking employers with more attractive ones. Proposals for the inclusion of employers deemed to be among the best employers should be accepted a priori, subject only to the criteria mentioned below and to limiting the overall sample to a manageable number. Some form of preliminary inquiry among potential best employers is not to be ruled out, but when undertaken, whether formally or informally, it should have the prior consent of the Commission or its representative(s), and its format should be agreed upon in advance.

19.
The specific criteria followed with regard to employer selection should be applied with a reasonable degree of flexibility to meet the individual circumstances of each survey. The employers selected should be reputed to be among those offering the best overall conditions of employment. Questions regarding the definition of an employer should be handled pragmatically in each survey.

20.
Surveyed employers should represent a reasonable cross-section of competitive economic sectors, as well as the public service or parastatal organizations, with no sector unduly dominating the sample. To this end the Commission has established a definition of the various economic sectors, as shown in annex II to the present document, to further enhance the coverage of the local market. The public/non-profit sector, including the national civil service, should be represented by at least 25 per cent of the retained employers. No individual subsector of the private sector should be represented by more than 25 per cent of the retained employers.

21.
The employers selected, which may include transnational employers, should:


(a)
Have systematic pay policies. It is also desirable that the employers have a structure by which jobs are ranked;


(b)
Be located within commuting distance of the duty station so as to ensure that the employers surveyed are truly reflective of the local conditions. No exception should be made to this requirement. If an employer has multiple sites in the locality that follow the same personnel policies, all staff on those sites should be considered in the data analysis;


(c)
Have been established in the locality for at least several (that is, about five) years prior to the survey to ensure that their salaries are not temporarily pegged at an artificially high level for the purpose of recruiting staff away from best employers;


(d)
Not use the United Nations salary scales as the primary basis for setting salaries;


(e)
Have a minimum number of clerical and support employees, normally set at 100.

22.
Where transitional measures are required to maintain reasonable continuity of employers between surveys, the requirement under subparagraph (e) above would be applicable only to employers not previously surveyed. The requirement may also be applied flexibly to permit, as required, the following:


(a)
The inclusion of employers with well-structured classification and/or pay systems;


(b)
The inclusion of the required representation of the public/non-profit sector, including the national civil service;


(c)
The necessary minimum number of employers to be retained.

In any case, employers with fewer than 50 employees should be excluded.

23.
The number of employers from which the salary data are to be utilized in the analysis of the survey should be fairly constant from one survey to the next, so as not to risk biasing the results and introducing substantial fluctuations in the salary scales on the basis of the amount of data available. A sufficiently large number of employers should be included in the list of employers to be surveyed to enable a reasonable number (a minimum of 20) to be retained for data analysis, bearing in mind that some will not be able to participate or may provide unusable data. A main and a reserve list of employers should be used to arrive at the desired number of employers for data analysis. Sufficient numbers of potential comparators should be proposed by the LSSC, taking into account possible employer refusal problems. As a general guideline, the main and reserve lists should each include a minimum of 20 employers.

24.
At some duty stations where it has become more difficult to encourage comparator employers to participate in the survey process, administrations and staff organizations should explore means to improve the cooperation of employers. Contacts with employers through designated members of the LSSC should also be maintained between surveys in order to facilitate their participation in future surveys. In order to provide employers with the survey results in a manner that is relevant to them and might further encourage their participation, the secretariat should obtain employer feedback and continually strive to enhance the survey report to provide data in a format useful to the employers.


B.
Criteria for the selection of jobs to be surveyed

25.
The effectiveness and reliability of any salary survey are largely determined by the way in which jobs are selected, described and then matched. While it may be recognized that the collection and analysis of salary and benefit data will determine the level of the resulting scales, it is the selection, description and matching of jobs which determine whether the resulting salary levels are appropriate and reflect the outside conditions.

26.
Ideally, a survey would cover all grades and a large number of jobs in each grade so as to be highly representative of the jobs of the organizations. In practice, however, it is not feasible to cover all jobs. A sufficient number of jobs should be included to satisfy the need for representativeness, but not so many as to be unwieldy. For a job to be representative, it must reflect the average level of work performed in the jobs of that grade. It would not be representative to select a job which is particularly strong or weak relative to the normal level of work performed at the grade. Selection of the jobs at each grade is more reliable if organizations grade jobs in a systematic way. The successful conduct of a salary survey is thus linked to the implementation of a job classification system. The concept of best prevailing rates is devoid of meaning if the principle of equal pay for work of equal value is not applied internally. Equity can best be achieved if both common grading standards and common salary scales are applied. Within a single duty station the same classification standards, based on the Commission’s recommendation for a seven-grade structure, should be applied to jobs of all the organizations which pay according to a common scale.

27.
Given the existence of job classification standards, the choice of representative jobs has become a more meaningful exercise. Statistics on all jobs need to be compiled as a first step, a process which can be accomplished effectively when job titles are carefully applied and in similar fashion by all organizations. In this regard, the Common Classification of Occupational Groups (CCOG) should form the basis for the relevant statistics of the General Service workforce.

28.
Once accurate statistics on the types and numbers of jobs existing at each grade at a duty station are compiled, it is possible to identify the principal occupational groups (the ones with the largest numbers of staff) and the most populous jobs for each grade. Principal occupational groups should be represented in the survey by jobs at different grades (ranging from the lowest to the highest), since these jobs make up a significant part of the entire General Service category and because job matching is more accurate when jobs in a series are compared with outside jobs. The representative jobs for the different grades should consist of jobs from the principal occupational groups and other jobs which, in terms of their numbers, are significant. Jobs which are part of a series should preferably be surveyed as a series, even if one job in the series is not statistically significant. The inclusion of an entire job series has the advantage of facilitating the job-matching process and is likely to result in more accurate and reliable job matches. All or most of the grades should be covered in the survey. Grades with only a handful of common system incumbents should be excluded from the survey process. Jobs that were previously surveyed but could not be retained since they were not matched by a sufficient number of employers should also be excluded, unless the selection of new employers makes it probable that these jobs would now be matched.

29.
Jobs at the higher grades are often more difficult to survey. The work performed in these grades is often of a nature which places it near the work of the lower levels of the Professional category. A careful distinction should be made, before a survey, between jobs which belong at the higher levels of the General Service category and those which belong at the lower levels of the Professional category. It is useful to survey jobs at the higher General Service levels, particularly when they represent the top grade in an occupational series, so as to permit a more accurate definition and matching of the jobs immediately below them in their respective series.

30.
Every effort should be made to include all grades in the jobs selected, and a large number of incumbents should be covered in each grade. There should be at least two jobs for each grade surveyed and the typical number of jobs to be surveyed should be between 14 and 20. A lower number of jobs might reduce the accuracy of comparison and thus jeopardize the basis for the determination of General Service salaries. To survey a number considerably higher than 20 would make the survey exercise more cumbersome and lengthy. The ultimate choice of jobs should provide a good overall coverage of the total population of jobs in the General Service category and of the population at each grade level. While the percentages will necessarily vary from duty station to duty station, as a general guideline, the surveyed jobs should account for at least half the total population and at least 40 to 50 per cent of the population in each grade.

31.
The selected jobs at each grade should be representative of their grades in all the organizations at the duty station. If they are chosen on the basis of a common classification system and are representative of their grades in one organization, then, by definition, they would be equally representative for all organizations. Controversial jobs — for example, jobs that are incorrectly graded and/or encumbered, or jobs the classification of which is under appeal — should be excluded from the survey process. If anomalies in the classification of jobs at a particular duty station are identified, especially where the subsequent exclusion would have affected the survey results, the Commission will report to the parties concerned and recommend to the executive heads that they be addressed. The Commission expects such recommendations to be implemented and may require the organizations to report on progress made in that regard.

32.
Each job selected should apply to one grade only, and this should be reflected in the corresponding job description. In this connection it should be recalled that the Commission has recommended against the use of linked grades. Accordingly, any jobs classified on this basis should be excluded from the survey. Jobs chosen for the survey should preferably not be composite jobs which include components pertaining to different occupational groups. If composite jobs are unavoidable, they should combine jobs in the same occupational series at the same grade and should be described carefully so as not to imply a level of responsibility or type and variety of work which would be representative of a higher or lower grade.

33.
When jobs are being selected, particular attention should be paid to the likelihood of finding comparable jobs among outside employers. United Nations jobs of a specialized nature, and therefore relatively uncommon outside, should not be chosen. Of help in this regard is the series of jobs selected for the set of benchmarks prepared by the ICSC secretariat (see para. 36 below) based on experience gained in previous surveys. In general, there should be a high degree of consistency at each duty station among jobs included from one survey to the next.

34.
Finally, an approach must be chosen for those occupations which might fall outside the mainstream of the General Service category, such as manual workers, security service and laboratory workers. The extent to which these occupations are similar to or different from those which normally make up the General Service category may differ among duty stations. If the job classification standards at a particular duty station cover the jobs for the other occupational groups mentioned, the normal criteria for representativeness would apply to all jobs. Thus, there would be no reason to treat jobs in those groups any differently from other jobs in the General Service category. In such circumstances a single salary scale would be appropriate for all occupational groups at the duty station. If, however, the job classification standards do not cover one or more of the above-mentioned major occupational groups, separate standards may need to be developed for such groups. Separate salary scales would probably apply, and job selection would be made independently for each category. This approach might be necessary, for example, when for a certain group of jobs the outside employers follow salary policies and practices markedly different from those for office employees.


C.
 Survey job descriptions

35.
The quality of survey job descriptions is crucial to securing reliable and objective job matches. Job descriptions must be clear, concise, geared towards job content and indicate the actual duties performed. They should describe an average or typical job within the given occupation and grade level and should show a clear progression of responsibilities within grade levels. They should be neither so detailed that few outside jobs would be found comparable nor so general that many widely diverse outside jobs would fit the description. Survey job descriptions should be readily understandable by comparator employers. Job titles should be related to the work performed rather than connote status or rank-in-person and should be drawn from the CCOG established by the Commission. A standard format should be followed which includes the title, a brief organizational setting, the main duties and responsibilities, the level of supervision received and, in some instances, given, as well as the requirements to discharge the responsibilities. Survey job descriptions should be consistent with the job classification standards of the duty station. In certain cases, the classification criteria for a job could differ from the recruitment criteria for the same job. In these cases, survey job descriptions should be based on the classification criteria, i.e., minimum criteria required to perform the job in question.

36.
Since the types of responsibilities at headquarters duty stations are broadly similar, there should be consistency in the job descriptions used at each headquarters duty station. Since a common classification standard has not been developed for headquarters duty stations, a set of typical survey job descriptions is shown in annex III to the present document. These job descriptions represent the most common occupations at the duty stations and should be used, to the extent possible, in salary surveys. For occupations not pertaining to the secretarial and accounting groups, the survey job descriptions in annex III may require some modification, according to the specific situation at each duty station. In such cases, the LSSC should provide the ICSC secretariat with proposals and justification for such modifications. Job descriptions prepared in accordance with the above guidelines should not normally require significant changes from survey to survey. In addition to the survey job descriptions, information showing the position of the job in the hierarchy (organizational chart) and an overall description of the common system organizational structure, including a description of the two categories of staff (General Service and Professional) should be provided to the comparator employers. A text for the latter is shown in annex IV to the present document.


D.
Questionnaire and other issues

37.
Other issues specific to each duty station should also be explored during the preparation phase. Income tax and other relevant data (e.g., on national legislation with regard to remuneration, allowances, entitlements, social security provisions, etc.) should be reviewed to assess their impact on the survey process. If additional data are required as a result, this should be incorporated in the questionnaire. The model survey questionnaire shown in annex V is based on the guidelines on data to be collected, which are further discussed in paragraphs 48 to 52 below. This model questionnaire may be modified slightly for each survey, and supplementary questions may be added to meet the needs of each duty station and labour market. In addition, an optional set of questions has been developed for which data could be collected from employers willing to provide them. The optional questions could relate to issues which would not directly affect the salary survey results. The model in part III of annex V to the present document is an example of such optional questions.

38.
It is important to emphasize the need for the most thorough of preparations for the survey. There must be sufficient time to complete the lengthy process of selecting employers and jobs and preparing suitable job descriptions and the survey questionnaire. The participation of the representatives of the administrations and staff is an essential aspect of the overall process. Care should be taken to ensure that the representatives of the administrations and staff have had the opportunity to provide significant input before the conclusion of each phase and before advancing to the next. While every effort should be made to reach a consensus among the LSSC members on the survey items, it is also important to ensure that the general timetable of the survey is observed. Should the LSSC not be in a position to finalize preparation phase items by the deadline set in the survey timetable, the ICSC Chairman, after consultation with the LSSC, shall take a decision on how the survey should proceed. Following the conclusion of the preparation phase, adequate time must be allowed for the printing of survey material and for setting up appointments with employers.


IV.
Data-collection phase

39.
Data should be collected by way of on-site interviews conducted by teams the composition of which is indicated in paragraph 40 below. Of paramount importance is the collection of quality data. Where employer participation would be facilitated or quality of data would be enhanced, the survey teams could use data-collection techniques such as teleconferencing, electronic communication exchanges and telephone interviews. Where local conditions make it difficult to obtain data required for survey purposes, alternative procedures, such as the use of external data or commissioning the data collection to outside independent consultants, could be authorized by the Chairman of ICSC, after consultation with the LSSC.


A.
Survey teams

40.
Surveys at the headquarters duty stations are conducted under the responsibility of the ICSC secretariat. Interview teams are set up under the secretariat’s leadership. The teams are composed of one member nominated by the organizations, one by staff and one by the secretariat. They are all present throughout the data-collection interviews with comparator employers and hence are all privy to the same information. Each has a copy of the questionnaire and benchmarks and may record all answers. Although one of the three would generally lead in asking questions, all members have the opportunity to ask whatever questions they deem necessary. After the interview, all members agree and sign off on the final information obtained, so that the agreed data can be placed in the database. In the event of disagreements, dispute settlement procedures exist under paragraph 47 below. While members of the teams might have varying degrees of survey-related experience and knowledge of classification principles, specific provisions for the training of team members in job matching and interview techniques are made so that all can become familiar with the survey process.

41.
All members should be released from their regular duties and placed at the disposal of the ICSC secretariat on a full-time basis for the duration of the data collection, during which time they would no longer represent their normal constituencies (i.e., administration and staff). Safeguards for the confidentiality of the data must be assured. Survey team members should have practical experience in job matching and interview techniques, be conversant in the language spoken by outside employers, have practical experience in the conduct of salary surveys and be familiar with job classification principles. Training in job matching and interview techniques will be provided by the ICSC secretariat before the beginning of the data collection, as part of the normal pre-survey training.


B.
Interviews

42.
In conducting the survey interviews the survey team members should not be identified as representing any particular interest. In cases where a team member is not able to take part in the data-collection exercise for whatever reason, the data collector(s) should provide a substantial briefing to this team member on the results obtained. The data-collection interviews should be conducted on the basis of the questionnaire, with pertinent and related questions being asked to clarify particular elements.

43.
In the survey interviews, particular emphasis should be placed on the surveyed jobs and their matching. The data-collection and decision-making process regarding job matching should be well documented and based on specific guidelines.


C.
Job matching

44.
The comparison and matching of survey job descriptions with comparator employers is the most important aspect of the data collection. Principles in job matching need to be established in advance and followed in the interview and job-matching exercise. A consistency of approach among the different survey teams is essential. In establishing job matches, the focus should be placed on job content, i.e., duties and responsibilities, as well as the context in which the job operates. Other information, such as qualification requirements, could be used, when available, to facilitate the matching process. Organizational charts and an overall description of the common system structure should also assist in establishing accurate job matches.

45.
Jobs in the General Service and related categories do not require a university degree. However, in cases where outside employers require a university degree for survey jobs, such matches could be accepted if the comparator jobs were held by staff who, like the senior General Service staff in the common system, have reached this level of responsibility on the basis of extensive experience and knowledge. If such posts, however, were held by university graduates in the relatively early stage of their career, a job match would be disallowed. In summary, where posts were established exclusively to recruit professional trainees at the beginning of their career ladder, those posts would be excluded.

46.
Job matching should be undertaken on the basis of a comparison of the common system survey job descriptions and similar functions and requirements of the comparator. In this context, it is recalled that, whereas the common system structure includes a fairly detailed level of specializations in the occupational groups, some employers at certain duty stations do not apply a similar level of detail. Instead, such employers may apply grade-level definitions that are not necessarily broken down by occupation. Where an employer cannot match specific jobs but is able to provide data on comparable levels of responsibility for similar work, job matches may be established. For use in such cases, a generic description of responsibilities should be developed, typical for the grade level, or a set of notes to complement the specific survey jobs. The employer should be asked to indicate the number of incumbents for any of the specific common system jobs. Should the employer be unable to do so, the total number of relevant employer staff (i.e., in comparable occupations) in the grade would be assigned on an equal basis over the matching survey jobs.

47.
Every effort should be made to arrive at a consensus between members of the survey team on the acceptability of a job match. However, if no consensus between members of the survey team can be reached, the matter will be brought to the Chairman of the Commission for decision. In this regard it should be noted that, while a comparator employer may propose a job match, the job-matching decision lies with the survey team.


D.
Other data to be collected

48.
Once the comparability of jobs is established, other data must also be collected on the following:


(a)
Salary for comparable jobs;


(b)
Number of employees in each comparable job;


(c)
Other elements of remuneration;


(d)
Employers’ pay policies;


(e)
Leave and hours of work;


(f)
Fringe benefits.

49.
The most appropriate type of salary data to be requested is average salary data and range minima and maxima. Individual salary rates should be collected only where average salary data are not available or it is too burdensome for the employer to provide them.

50.
Range minima and maxima, where available, are useful as a check on the consistency of the data on salaries actually paid. There may be situations where employer practices make it difficult to obtain data on the average of salaries actually paid in a form suitable for the analysis — for example, when the data available on actual salaries reflect groups of jobs or grades and can thus not clearly be related to the surveyed jobs. Under such circumstances, however, information may also be obtained on entry rates and the maximum salary for each job matched, the maximum being defined as the top regular step of the employer’s scale or the top of the employer’s range for that particular job, provided that the maximum salaries reported by employers can effectively be achieved by their employees and do not correspond to longevity steps.

51.
Salary or other survey data could be collected on the basis of the gender of incumbents, in particular where this is found necessary for the purpose of verifying anomalous data (e.g., where suspicion of sex discrimination exists). Other data may be required for a survey at a particular duty station, and the model questionnaire should be adapted accordingly. As noted in paragraph 37 above, the questionnaire may also be divided into a set of questions related to specific employer data required and a set of optional questions — for example, related to social security provisions — which could be submitted to a select number of employers only.

52.
It is essential to collect detailed information on all benefits, both quantifiable and non-quantifiable. Whether or not these benefits will be added to salary, information relating to (a) the structure, (b) the eligibility criteria, (c) the taxability and (d) the utilization of a benefit should be collected to enable comparison to be made. Any supporting documentation, such as job descriptions, salary schedules and benefit plans, should, if possible, be obtained from the employer. Follow-up visits or contacts with the employer may be necessary to clarify certain elements or to complete gaps in the data collected. Further details as regards the data requirements for fringe benefits are described in paragraphs 63 to 69 below.


V.
Data analysis phase


A.
Criteria for retention and elimination of employers and jobs

53.
A distinction should be drawn between quality and quantity of data. Quality of data can be assured through accurate job matching. Assuming that the data collected will represent acceptable matches only, it is desirable to retain as many data as possible, subject to some limitations. In order to retain a job match for an employer, there should be more than one incumbent, unless the job in question is clearly one of a kind, so that a larger number of incumbents could not reasonably be expected. This requirement may be applied somewhat more flexibly when it concerns job matches at the most senior General Service level, where also within the common system the selection of statistically significant survey jobs may have posed problems at some duty stations. All proposals to retain jobs with single incumbents should be submitted to the Commission for review.

54.
In order to retain the data of an employer, one third of the survey jobs, covering at least one half of the surveyed grades, must be matched. Where transitional measures are required to meet other survey criteria, this criterion would be applicable only to employers not previously surveyed. In such cases employers must provide data for at least two comparable jobs. The survey result for a particular job is to a great extent affected by the number of employers providing data for the job, whether the analysis is based on actual salary data or range minima and maxima. Where 25 or 30 employers are surveyed, it is expected that there will normally be a majority of employers who can provide usable data for each job. As a general guideline, in a survey with a minimum of 20 employers retained for analysis, at least one third of the retained employers should provide data for a particular job in order to retain it for the analysis.

55.
In addition to the guidelines on what constitutes sufficient data for retention of a job or employer, it may be necessary to provide for the exclusion of data on grounds other than data sufficiency. Data could conceivably be excluded if an employer were found to present unreliable information. Unreliable data may result when an employer is uncooperative or has a totally ad hoc and unsystematic approach to pay and grading or when the employer’s representative meeting with the survey team is not knowledgeable about the jobs in his or her organization. Furthermore, if it were determined that the employer followed personnel policies that were deemed to be either unethical, illegal or improper, the employer should be excluded from the final analysis. Such exclusions are to be considered provisional pending final review and decision by the Commission on a case-by-case basis. Salary data for part-time employees should already have been excluded during the data-collection phase. Also, salary data representing extremes at either end of a job-by-job salary ranking for survey employers should be brought to the attention of the Commission for its review.


B.
Salary data: type of data to be used, estimates, uniformity, date
of data

56.
Data on the average of salaries actually paid are most appropriate for purposes of the analysis at the majority of headquarters duty stations. Since it would be inappropriate to base the analysis on a combination of actual salary data and minima and maxima, only actual average salary data should normally be used, except where such data cannot be made available in a suitable form, as described in paragraph 50 above.

57.
When the analysis is based on actual salaries, the average of salaries paid by the employer for each job matched should be used to determine the outside matching salary per job (see paras. 76-80 below). Where the analysis is based on actual average salaries and data can also be obtained on scale or range minima and maxima, the relationship between the outside maximum and minimum salary per grade is reviewed to ensure that the internal within-grade spans are comparable to those of the surveyed employers (the determination of the outside matching salary per grade is described in paras. 76-80 below). If, exceptionally, minima and maxima serve as the basis for the analysis, the salary comparison should be made using the minimum salary for each surveyed job, defined as entrance-level rates actually paid. The outside matching minimum salary per grade should be used to establish United Nations salaries at step I of each grade, and the outside maxima to determine the appropriate internal grade spans.

58.
There may be occasions when the employer can provide only estimates of average actual salaries. There is no reason a priori to exclude estimated data, but the survey team should take special care to ascertain that the estimates which can be provided are suitable for the analysis. Range midpoints may be appropriate estimates for some jobs but probably not for entrance-level jobs. Grade averages can be suitable when the surveyed job is typical for the employer’s grade. Salary data for a representative department may be usable, provided the department is typical as regards turnover and promotion and the salaries are neither abnormally high nor abnormally low for the employer as a whole as regards the jobs in question.

59.
Salary data for a job which does not exhibit a wide spread tend to be more credible and certainly better suited to analysis than data which are spread over a wide range. A wide spread may indicate either an imprecise job description or simply that pay rates are less sensitive to market factors. It is important that the survey team carry out the job matching with a high degree of precision and scrutinize the salary data collected to ensure that they are consistent and reliable. That salaries are high or low is not, by itself, a reason to exclude them.

60.
The use of a standard reference month which is both recent and convenient to the employers is the appropriate way to obtain the best prevailing rates at one point in time. If salary data obtained are current at the time of the survey, there is no basis for further adjustment. “Current” can be defined as meaning that the rates or scales of the employer are within their normal cycle and are not overdue for an adjustment. Where an employer has salary scales and adjusts them at fairly regular intervals on the basis of an index, consideration could be given to the employer’s pay cycles in relation to the date of the survey. Salary data should be expressed in gross annual terms at the outset of the analysis.


C.
Other elements of remuneration

61.
Elements of remuneration paid in cash, which are separate from in kind fringe benefits, are relatively easy to compare with the remuneration of the common system organizations, as, with few exceptions, they do not provide allowances in addition to base salary.

62.
The criteria for adding other elements of remuneration to salary cannot be stated simply in terms of their quantification or taxability. They must relate to the frequency with which the other elements are paid and at what point in the employee’s career; to how many and which employees receive them; and to whether the amount is constant or variable from year to year. While recognizing that variations from one duty station to another necessitate some flexibility, it is nevertheless possible to provide general guidelines to govern many of the common occurrences of other elements of paid (cash) remuneration, as set out below:


(a)
Payments to all employees on a regularly recurring basis and in constant amounts. These allowances may be paid once a month, such as a transport or meal allowance, or once a year, such as a year-end, Christmas, Easter or vacation allowance. They may be expressed as a constant percentage of the monthly or yearly salary or as a flat amount in local currency. Extra months of salary would also be included under this category. These payments should be added to salary;


(b)
Payments to all employees in a job or grade or category, or varying in amount from job to job or grade to grade. Provided that such payments are otherwise like those in (a) above, they should be added to the salary of all employees on a job-by-job or grade-by-grade basis, as appropriate;


(c)
Payments varying in amount from year to year, based on the profitability of the employer. Payments which vary in amount from year to year based on the earnings, profits or productivity of the employer should normally be added to salary as long as it is a well-established practice of the employer to make such payments and to make them to all employees. (These are not to be confused with payments which vary according to the productivity or performance of the employee.) The amount of the payment in the previous year should be utilized if it is consistent with the normal magnitude of the allowance, or else the average of the three preceding years should be determined;


(d)
Performance payments made to individuals that are of an exceptional nature based on the merit or productivity of individuals and would not be paid as a part of salary should not be taken into account;


(e)
Payments based on seniority and longevity. A typical longevity payment would be, for instance, a one-time cash bonus after 20, 25 and/or 30 years of service. Since such longevity payments are made by employers to reward exceptionally long service and fidelity, it would be a distortion to add them to salary and thus compensate other staff for this type of bonus (even when employers can identify those employees who actually receive the bonus in a given year and can add the corresponding amounts to individual or average salaries). Non-recurrent longevity bonuses should therefore not be taken into account in the analysis of salary data. Only where such one-time longevity payments are the generalized practice in the locality — for instance, by law or by virtue of collective agreements — should the practice be of concern to the survey, and, in such a case, it would be more appropriate that a recommendation be made to the United Nations organizations to offer a similar benefit rather than to reflect it in salary. However, local practice in this respect should be weighed against the long-service or longevity step(s) included in the salary scales of staff in the United Nations General Service and related categories. However, regularly recurring seniority-based allowances may be considered comparable to seniority-based salary increments and should therefore be added to salary, provided their payment is not limited to employees with unusually long service, for example, 20 years;


(f)
Payments which are wholly or partly deferred until separation. Examples would be employer payments into profit-sharing or payroll savings plans designed to operate as supplemental retirement schemes. In many cases, employees have no access to such funds until separation or, otherwise, on an exceptional basis, under very limited circumstances. Such payments should therefore not normally be taken into account. The relevant amounts may be added to salary only if employees have relatively free access to these funds or to the extent that the plans provide for regular cash disbursements.


D.
Fringe benefits

63.
“Fringe benefits” are defined under the methodology as the tangible non-cash goods and services, usually of a non-social nature, provided by employers. Such benefits would either be subject to quantification and added to salary or be left for a general, overall comparison with fringe benefits offered by the organizations of the United Nations system. Salary, other elements of remuneration and quantifiable fringe benefits should be compared as a package since they are all of a tangible and non-social nature.

64.
Fringe benefits, although not offered in cash, should be subject to roughly the same criteria (i.e., the structure, eligibility criteria, taxability and utilization of a benefit) as those established in the preceding section for the purpose of determining whether they should be converted to the remuneration side of the analysis. It is to be understood that a benefit should be evaluated at the cost to the employer and not at its normally recognized or computed market value. It would be appropriate to base the quantification of a benefit on the cost to the employer per eligible employee — for example, where the employer provides free or discounted company products. Recreation facilities, vacation packages, employer-sponsored events and similar benefits should normally be quantified on the basis of cost to the employer per eligible employee. As a general rule, the approach used in the quantification of fringe benefits should be comparable to that approved for use at non-headquarters locations.

65.
To determine which fringe benefits, as defined in paragraph 63 above, should be quantified and added to remuneration for the purpose of analysis and which would be looked at in an overall comparison, the guidelines in paragraphs 63 above and 71 below (describing social benefits and other conditions of service) should first be applied.

66.
Free or subsidized meals constitute a typical fringe benefit that would be added to salary. Where the employer pays a clearly identifiable subsidy directly to the employee, this amount should be converted to an annual figure based on the employer’s work-year and added to salary. In other cases, the price of the average meal provided by the employer and of a comparable meal in the cafeteria of the relevant organization should be determined. Where the meal provided by the employer is cheaper, the difference should be added to salary; conversely, where the meal provided by the employer is more expensive, the difference should be deducted from the salary of employees in jobs matching the survey benchmark jobs. There may be cases where the United Nations has a cafeteria and, for example, provides facilities and/or capital equipment free of charge (thus in principle permitting a price below normal market value) and a surveyed employer does not. In such situations, any positive difference between the price of an average meal provided in the cafeteria of the organizations and the price of a comparable meal in an outside public cafeteria should be deducted from that employer’s salaries. Similarly, if a surveyed employer has a cafeteria and provides facilities free of charge and the United Nations does not, the value of this benefit, if any, should be added to that employer’s salaries. In the case of in kind subsidized transportation, use of the urban buses and subways free of charge (or at a reduced fare) would normally qualify as a benefit to be added to salary; bus service for a handful of staff from distant locations to the city limits would normally not qualify.

67.
A complex class of fringe benefits are those which are made available across the board to all employees but are not taken advantage of by all or nearly all employees, usually because the employees are required to share the cost of the benefit. The following conditions should be met in order for a benefit to be quantified and added to salary:


(a)
The benefit must be offered across the board to all employees and under similar conditions;


(b)
The benefit must be taken advantage of by at least 75 per cent of staff eligible for the benefit.

Benefits that have a counterpart within the United Nations system are not normally accounted for.

68.
Benefits should be determined to be either taxable or non-taxable for the purpose of calculating net remuneration. Illegal benefits should be excluded from consideration.

69.
Data collected on unquantified fringe benefits, other conditions of service and social benefits should be considered by type of benefit on the basis of comparable provisions. Any differences found to exist between inside and outside conditions in these areas would not normally enter into the determination of salaries. Where possible and appropriate, however, organizations should attempt to align their practices with the best prevailing outside conditions on a benefit-by-benefit basis.


E.
Non-pensionable component

70.
Some of the elements of remuneration mentioned in paragraphs 61 and 62 above, as well as some fringe benefits mentioned above, are considered non-pensionable by outside employers. Data should be collected to permit the establishment of a non-pensionable component as described below. Where total non-pensionable benefits and allowances constitute a significant part of net remuneration (for example, 15 per cent) a separate, non-pensionable salary component should be established. However, only the amount which exceeds 10 per cent of total net remuneration should be taken into account in establishing such a non-pensionable component, the rest remaining as part of base salary. The maximum amount of the non-pensionable component should not exceed 20 per cent of total net remuneration. The main criteria for the determination of pensionability in a consistent manner at all duty stations should be the regularity, recurrence and predictability of benefits and allowances paid to employees in cash. On this basis the remuneration elements shown in annex VI to the present document should be considered pensionable.


F.
Social benefits and other conditions of service

71.
“Social benefits” will be taken to mean the payments (in cash and in kind) and the services and guarantees provided by the employer for the well-being and welfare of the employee and his or her family members, including health insurance and other health-related matters; provisions for sickness, disability, accident and death; occupational safety and health provisions; maternity and paternity benefits; pension and retirement benefits; unemployment benefits; all benefits in relation to family members; and provisions for education. “Other conditions of service” will, by elimination, mean those which are not salary, other elements of remuneration (i.e., those referred to in sect. C above), fringe benefits or social benefits, but will not include intangible, work-related factors, such as security of service, prospects for promotion and career development, job satisfaction and motivation, recognition and evaluation of work and job training.

72.
Information on conditions of service such as outside social security provisions, annual leave and public holidays should be collected from employers willing to complete optional parts of the questionnaire in the course of each survey, even though they are to have no direct bearing on the Commission’s salary recommendations or on the level of the dependency allowances resulting from the survey. The Commission uses such data in reviewing the overall conditions of employment at a given duty station, as well as when making assessments of the desirability of maintaining uniform, system-wide schemes, as in the case of pension, leave and health insurance. Data on annual leave and public holidays are also collected for information purposes. Differences between employers and the common system in health insurance subsidies or premiums, however, are not quantifiable. The Commission wishes to review differences in social provisions and leave at the time of each survey. These differences, together with conditions of service other than salary, must be reflected clearly in each survey report.


G.
Hours of work

73.
Hours of work should be understood to mean the length of the workweek, excluding officially recognized lunch and other breaks. Differences in the reported hours of work between surveyed employers and the United Nations should be taken into account. The calculation of the difference should be based on a proportional adjustment to salaries, accounting precisely for the full difference in hours worked. This adjustment should be made on an employer-by-employer basis and applied to the base annual gross salary per job as well as to any allowances and benefits expressed as a proportion of base salary.


H.
Overtime compensation and shift differentials

74.
As the practices concerning overtime compensation and shift differentials at the headquarters duty stations are generally aligned with local conditions, queries related to these issues should be excluded from the questionnaire, unless specifically requested by the duty station following a change in local conditions, as verified by a change in national legislation or national labour contracts.


I.
Netting down of outside gross salaries

75.
Outside gross salaries for each job and each employer should be converted to net salaries by the application of the appropriate tax rates to which outside employees in the locale are subject, as appropriate, for single persons. When some of a comparator’s staff are not subject to taxation, special tax provisions applicable to such staff of the surveyed employers are to be excluded. Benefits and allowances which are taxable should be added to gross salary before the tax rates are applied; those which are not subject to taxation should be added to after-tax amounts. In converting from gross to net, deductions, exemptions and rebates should be taken into account in amounts which are typical and appropriate for the category and/or grades of the employees concerned. This may be done through standard deductions or average itemized deductions. As current and reliable information on tax laws, regulations and tables is vital for the conduct of surveys, for the determination of dependency allowances and for the implementation of interim adjustments to salary scales, the organizations should collect and maintain up-to-date information on local taxation for such usage in connection with the surveys. Tax calculations which are anomalous should be brought to the attention of the Commission.


J.
Outside matching salaries per job

76.
The job selection, job descriptions and job matching should secure the technical reliability of the survey by ensuring that the jobs surveyed are truly representative of the organizations’ inside jobs and that the data collected are for comparable outside jobs. The establishment of outside matching salaries based on technically reliable data is the process which will determine at what absolute level the common system salaries will ultimately be set. The matching process therefore has direct implications for the recruitment and retention of staff. This, then, is the step of the salary survey exercise which links the result with the principle for determining the salaries of the General Service category.

77.
The surveyed outside matching salaries must permit the organizations to compete quite favourably with the other employers and normally to retain staff, once recruited. The manner for determining the “right” set of matching salaries is a function of all aspects of the survey process as reflected by experience over time and by pragmatic considerations. In this regard, it is the sample size of surveyed employers, the method for establishing the outside matching salaries and the calculation of internal matching points which, taken together, will ultimately have the greatest influence on the salary levels resulting from the survey.

78.
There must be consistency, from survey to survey, for each of the three above-mentioned factors in order to ensure an effective approach to salary administration and a stable but favourable position in the overall labour market of the locality. If the experience of the organizations over a number of years has indicated a successful recruitment rate and an acceptable turnover rate (and for this purpose organizations should actively maintain and analyse statistics and qualitative data on recruitment and turnover), then, from the compensation point of view, the survey scope and the salary determination process were appropriate for the duty station.

79.
The outside matching salaries should be determined on a job-by-job basis. Under the standard 75th percentile method, the salary data for each job are ranked in descending order, and the point at which 25 per cent of the data is higher and 75 per cent lower would be the 75th percentile. Another method which can be used to determine the outside matching salaries is based on the average of above-average rates. Under this approach, which is an approximation of the standard 75th percentile method, the average for each surveyed job is first determined. This average may be based on salaries actually paid or on scale minima and maxima, depending on the type of analysis found to be most suitable for the duty station concerned. The employers whose rates are above the job average are then identified, and the average of the rates for those employers is taken as the outside matching salary for the job. The interpolated 75th percentile method is a refinement of the standard 75th percentile approach. Under this method, the uneven salary progression representing the actual data collected is smoothed by means of regression analysis and the 75th percentile salaries are selected from these smoothed salary levels. This modification reduces the impact that small changes in the database could have on the level of the 75th percentile salary. The interpolated 75th percentile method should be used in preference to other approaches in the selection of the outside matching salaries. An illustration of the interpolated 75th percentile method is provided in annex VII to the present document.

80.
Except where the data analysis is based on individual salary rates, a procedure which is not normally used, the application of some weighting technique in the selection of the outside matching salaries is required. The issue is whether the size of employers and, by implication, the number of outside employees in each comparable job should be taken into account in analysing the survey data, and if so, to what extent. Giving full weight to the number of outside employees in the job or giving equal weight to the data of all employers is not advisable, since both represent extremes as weighting techniques and may bias the results. An intermediate and more appropriate measure consists of using in the weighting the logarithm of the number of incumbents in the outside matching jobs. The salary data for every employer should be weighted by the logarithm of the number of incumbents in each matching job, provided that the data on numbers of employees are available. A modified logarithmic weighting system should be used so that matches with a single outside incumbent can be taken into account. Under the traditional logarithmic weighting system, the log of 1 is 0. The logarithmic weighting system should be modified by assigning a weight to 1 and revising the weights for other numbers accordingly, as shown in the illustration provided in annex VIII to the present document.


K.
Dominance

81.
Dominance is most likely to occur when individual salaries are collected and utilized or if full weighting is used for salary data representing averages or minima and maxima and a small number of employers have large numbers of staff in the surveyed jobs. As was stated above, full weighting should not be applied, since weighting by the logarithm of the number of incumbents in the outside matching jobs will reduce any possibly distorting effects while maintaining general relativities in size. Where employers provide individual salary data, these should be converted to averages of individual salaries for purposes of the analysis and logarithmic weights applied.


L.
Outside matching salaries per grade

82.
Outside matching salaries per job should be converted to outside matching salaries per grade by weighting the matching salary for each job in the grade by the number of staff in the job in the organizations. Regression analysis should then be applied to produce the relevant outside matching points per grade for comparison with the inside matching points.


M.
Adjustment for language, sex discrimination and other factors

83.
Under normal circumstances, provided that the survey has been carried out in accordance with the present methodology, the outside matching salaries resulting from the survey should be used without modification in all further steps up to the construction of the salary scale. Only in exceptional circumstances should adjustments to the survey results be considered.

84.
The need to account for major differences in language requirements between the organizations and outside employers was one such exception. In places where the local language is a working language of the organizations, there is no justification for any addition to the best prevailing rates in the base salary of locally recruited staff required to work only in the language of the duty station. The salary survey should normally cover monolingual jobs, bilingual jobs being dealt with through the job classification system in the grading of the jobs. When all the internal jobs are bilingual and the outside jobs are normally monolingual, however, consideration may be given to adjusting the survey results, thereby compensating for the bilingual requirement through the scales.

85.
In cities where the local language is not a working language of the organizations, an adjustment was made previously to recognize, inter alia, that the outside rates related to outside staff who worked only in one language and consequentially the difficulty in recruiting local staff with appropriate language skills. As this difficulty has gradually been diminished, such amendments are no longer to be included.

86.
In bilingual localities, it is reasonable to suppose that local salary scales based on best prevailing local conditions will, by themselves, suffice to attract staff with some knowledge of a second working language. In such cases, there would be no reason for establishing the salary levels to make any addition to outside best prevailing rates in respect of the language factor.

87.
Salaries established according to best prevailing conditions should not, as a matter of principle, reflect discriminatory treatment by outside employers on account of differences in race, sex, language or religion. The organizations, for their part, should actively seek to ensure that no discriminatory treatment is practised within the United Nations organizations themselves, as regards recruitment, promotion, career development and the full range of personnel areas. The determination as to whether discriminatory practices exist among outside employers, including any differentiation in remuneration paid to men and women, could be dealt with, exceptionally, should the conditions of the duty station so justify.


N.
Internal matching points

88.
The dual pay-line approach should be used in the selection of the internal matching points. Under this method, the same regression analysis techniques are applied to internal and external salary data. The average inside salary for each surveyed grade is calculated. Where more than one salary scale is in effect for the same category, overall weighted averages per grade combining the scales are calculated. Included in this data are salary data for staff in receipt of the extra longevity step approved by the Commission in 1984, at the next lower step, as well as for staff at steps beyond those approved by the Commission, at their actual step. In view of the job classification system and dual pay-line methodology, no adjustments in respect of internal/external differences in length of service/seniority should be made. The salary figures thus obtained are then smoothed by regression analysis and compared with the outside matching points per grade derived from the outside matching salaries per grade through regression analysis. The gap between inside and outside remuneration represents the adjustment to be made to the existing salary scale. An illustration of the dual pay-line method is provided in annex IX to the present document.


VI.
Decision phase, including the construction of the
salary scale

89.
At this stage the Commission reviews in greater detail the application of the methodology and the analysis of the various steps in the survey. The LSSC members representing the organizations and staff may present to the Commission, on behalf of their respective constituencies, their positions with regard to the survey, as they deem necessary. Following this, the Commission takes final decisions on the specific elements of the survey and the various aspects relating to the application of the methodology. In order to satisfy rule 33.2 of the rules of procedure of the Commission, which states,


“Before taking any other decision that may require expenditure, the Commission or the members to whom a function has been delegated shall consider financial estimates prepared by the Executive Secretary”,

estimates should be made available to the Commission prior to adoption of any recommendation of a new scale to organizations. In order to keep the process transparent for all parties, such information should also be available to representatives of administration and staff.


A.
Construction of the salary scale

90.
There are a number of inherent difficulties in attempting to standardize the structure of salary scales of the organizations. These are due to two basic factors. On the one hand, the organizations seek to some extent to reflect job relativities in the local labour market and national economic and social policies which have a bearing on the overall structure of outside salaries. On the other hand, the organizations’ internal needs tend to vary somewhat from duty station to duty station. The shape of the scales (in terms of the number of grades and steps) may have evolved over time at each of the duty stations to one which is appropriate for the particular location and for the organizations concerned.

91.
The scales resulting from the surveys should attempt to reflect outside practice and at the same time respond to the internal needs of the organizations. Reflecting outside practice would imply surveying as many grades as possible and utilizing, to the extent feasible, the results for each of these grades. Rigid application of the survey results, however, will not normally provide a scale with a desirable structure. The needs of the organizations will have to be taken into account by establishing a coherent scale. It should be compatible with sound personnel and pay policies and the internal classification structure and should be responsive to staffing requirements. It may therefore be necessary to depart from the survey results for a particular grade(s). As a general guideline in such cases, the salary rates resulting from the survey should remain as close as possible to the survey data at the most populous inside grades, but may differ somewhat from the survey findings for the relatively less populated inside grades. It would also be desirable for the salaries resulting from the survey to be in line with the best prevailing outside rates at the lowest and highest points of the scale.

92.
The organizations’ personnel and pay policies will affect the inter-grade relativities, within-grade spans and grade overlaps. Ideally, the progression in level of responsibility from one grade to the next will be reflected in an increase in salary of similar proportions. Deficiencies, including the problem of grade overlaps, should be corrected, even if only gradually. Marked discontinuities from one scale to the next should be avoided when possible.

93.
The construction of the scale should normally be based on net salary values, using, as necessary, methods of regression, smoothing and rounding. Extrapolation should be carried out to determine the salaries of those grades which have not been surveyed, again allowing for the internal needs of the organizations.


B.
Effective date of survey results

94.
Every survey will have a reference date to which the survey data should correspond. The recommended scales based on the survey results would therefore relate to that reference date. The data collected represent best prevailing salaries at the reference date and, from a technical point of view, would be most appropriately applied as of that same date. However, there may be other reasons for establishing a different effective date, such as for administrative convenience, prior understanding with staff representatives or financial restrictions. The actual decision with regard to the effective date of the scales is part of the process relating to the implementation of the survey recommendations and rests with the organizations concerned.


C.
Periodic adjustments between surveys

95.
As a general principle, salary adjustments between surveys at headquarters duty stations should be automatic, provided the requisite conditions have been met. Such adjustments should be made either on the basis of an appropriate wage or price index or a combination of indices, or on the basis of conducting a mini-survey. Although the latter approach is most likely to yield accurate results, it is also the most intricate and time-consuming method. In view of this, the mini-survey approach will be applied only at the specific request of a duty station. A procedure for the conduct of mini-surveys at headquarters duty stations is under development and will, upon promulgation by the Commission, be issued as an annex to the present report. The following methodology should be used in making adjustments on the basis of indices:


(a)
The adjustment should be based on an appropriate wage or price index or a combination of indices;


(b)
Indices selected should be shown to produce salary movements that tend to be confirmed by successive salary surveys;


(c)
Indices should be reputable, published on a regular (preferably monthly) basis without lengthy delays; they should relate to the same geographical area as that covered by the salary survey and, when related to specific economic sectors, should largely correspond to those covered in the salary survey;


(d)
At the time a new scale is established following a salary survey, a base date for the reference index should be selected. The base date for the interim adjustment process should be chosen using recently available reference index information, but with a view to avoiding retroactive payments when subsequent salary scales are established;


(e)
Adjustments to salary scales should be made when the reference index has moved by 5 per cent or more, as measured from the base date or, if there has been an interim adjustment since the survey, from the level of the reference index that triggered the most recent adjustment; the adjustment should normally be effected as soon as possible following the publication of the index showing the requisite movement;


(f)
In the event that the reference index does not move by the required 5 per cent within a period of 12 months, an adjustment should nevertheless be made on the basis of the movement of the index in the 12-month period following the date of the index that triggered the previous adjustment, reduced by a factor that would be most appropriate to local conditions, provided that the adjustment would not exceed 90 per cent. In such cases, the adjustment to the scale should be made effective 12 months following the previous adjustment;


(g)
The percentage adjustments to the net salary scale should be uniform at all levels, thereby leaving the structure of the salary scale intact, and should be equal to the movement of the reference index reduced by a factor at a level most appropriate to the local conditions, provided that the adjustment would not exceed 90 per cent. The index movement should hence be governed by a factor of up to 0.9 for purposes of periodic adjustments between surveys.

96.
Interim adjustments should not take place for a six-month period prior to the reference date of a survey. Any payments due to staff as a result of this postponement would be applicable retroactively if this were justified by the survey results.


VII.
Issues relating to locally recruited categories of staff other than the General Service category

97.
The experience of the previous rounds has revealed major difficulties in identifying suitable comparators for other locally recruited categories of staff (e.g., language teachers, public information assistants, trades and crafts, security service). In these situations, as the number of staff involved were relatively few and were employed by only one of the common system organizations in the locality, the Commission, while following the Flemming principle, allowed modified survey procedures to be applied to these categories. Should similar situations occur in the future, similar modified procedures should be applied to these categories in a consistent manner, unless otherwise decided by the Commission. These procedures may include, inter alia:


(a)
Applying the General Service survey results to those categories; or


(b)
Allowing for certain departures from the current methodology, such as:


(i)
The use of fewer than the required number of employers and jobs;


(ii)
The use of weighted averages, instead of the 75th percentile, to determine outside matching salaries per job.

98.
The decision on this matter should be taken by the Chairman, who provides the necessary guidance and direction during the conduct of the survey. Such decisions are reviewed by the Commission as part of its approval of the overall survey.

Annex I



Model confidentiality pledge letter for participation in the Local Salary Survey Committee/survey team


As a member of the Local Salary Survey Committee/data-collection team for the __________ survey of best prevailing conditions of employment of General Service and other locally recruited staff, I recognize that confidentiality is vital to the effective conduct of the survey. Accordingly, I pledge to respect and preserve the confidentiality of employer-specific survey-related data obtained as a result of my participation in the survey.


Furthermore, my participation in the Local Salary Survey Committee/data- collection team is in reliance upon the preservation of confidentiality of the survey data. I understand that the confidentiality of these data is to be maintained throughout the survey process. For the duration of the data-collection phase, I shall no longer represent my normal constituency (i.e., administration or staff) and shall report only to ICSC and its secretariat.* I also understand that contacts with participating employers aimed at seeking additional information and/or clarifying data collected, subsequent to the completion of the survey, must be authorized by the Chairman of ICSC. Once the survey is completed, I can make use only of information that becomes public through the survey documentation submitted to, and the survey report adopted by, ICSC.


I further understand that a breach of confidentiality, such as by divulging any employer-specific survey-related data, including judgmental statements pertaining to such data, to a party outside the secretariat of ICSC, the Local Salary Survey Committee and data collectors can lead to a major disruption of the current survey, as well as future surveys, and should be considered as sufficient reason for my replacement in the survey process and, additionally, may render me liable to face appropriate disciplinary procedures by my organization, without prejudice to my rights under the rules and regulations. 

Signature ___________________________
Date ____________________________

Name ______________________________
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*
This sentence relates to survey team members only.

Annex II



Economic sector representation in General Service surveys



Public/non-profit

1.
Public administration (including national civil service and embassies);

2.
International and non-governmental organizations;

3.
Parastatal organizations;

4.
Educational institutions;

5.
Miscellaneous.



Private

1.
Finance, insurance, real estate and business activities (including banks, life/health insurance carriers, stock brokerage firms, travel agencies, etc.);

2.
Manufacturing (local enterprises that make/fabricate a product):


(a)
Printing/publishing;


(b)
Petroleum refineries;


(c)
Consumer products;


(d)
Food products;


(e)
Pharmaceutical products;


(f)
Petrochemical products;


(g)
Miscellaneous;

3.
Transport, storage and communication (including telecommunications, airlines, television/radio stations, railroads, etc.);

4.
Wholesale and retail trade (local enterprises that market/sell products directly to final user or for resale);

5.
Miscellaneous.

Note: Where any of the segments shown under “private” would be under government control or in which the national Government would be a major stockholder and be the main determining force for establishing conditions of service, the employer should be considered under “parastatal”.

Annex III



Survey job descriptions

Job title:
Messenger

Purpose:
To work in a mail sorting or routing unit covering a specified area of the premises.

Duties:

1.
Collects, sorts and distributes mail from the central distribution station throughout the organization.

2.
Collects, sorts and dispatches outgoing mail throughout the organization.

3.
May be required to perform elementary office duties connected with the mail department.

Supervision:


Works under general supervision in accordance with specific instructions and procedures.

Minimum qualifications:

1.
Education:


Completed secondary education.

2.
Training and skills:


No special training required.

3.
Experience:


No experience required.

Job title:
Registry Clerk I

Purpose:
Under the supervision of a senior support staff member, maintains an office filing system and performs related clerical work in a central registry.

Duties:

1.
Logs incoming correspondence, distributes registry files throughout the office; maintains records of file movements.

2.
Files correspondence, documents and other material with assigned codes.

3.
Opens new and closes old files as assigned.

4.
Photocopies material from registry files and performs typing work.

Supervision received:


Routine functions are carried out with a minimum of supervision. Consultations with supervisor take place as required on situations which vary from standard instructions.

Minimum qualifications:

1.
Education:


Completed secondary education.

2.
Training and skills:


Successful completion of clerical skills test. Some knowledge of office automation procedures.

3.
Experience:


Some years’ related experience.

Job title:
Registry/Documents Clerk II

Purpose:
To implement and support the registration and retrieval of incoming/outgoing correspondence in a central registry and service requests for files.

Duties:

1.
Maintains office filing system in accordance with existing filing/registry procedures.

2.
Registers, classifies and routes incoming correspondence and related material; assigns codes for further processing and filing.

3.
Responds to inquiries regarding files, correspondence and references.

4.
Searches and collects reference and other background material from registry files.

5.
Operates a computer terminal to update data and research correspondence.

6.
May review or assign duties to lower-graded staff engaged in receipt and dispatch of communications and related activities.

Supervision given:


May supervise or give guidance to lower-graded clerks.

Supervision received:


Conforms to established procedures, acts independently in routine matters and consults supervisor on new or unusual problems.

Minimum qualifications:

1.
Education:


Completed secondary education.

2.
Training and skills:


Practical knowledge of filing/registry procedures, knowledge of automated office systems.

3.
Experience:


Several years’ experience in the occupation.

Job title:
Word Processing Operator

Purpose:
To operate word-processing equipment (typically in a “pool” setting) on a full-time basis.

Duties:

1.
Types letters, reports, manuscripts, etc., from direct or machine dictation or written drafts.

2.
Prepares tables, charts and forms in consultation with supervisor.

3.
Proof-reads and checks work for quality.

Supervision received:


Work is reviewed upon completion. Guidance is provided for complicated charts, tables, layout of documents, etc.

Minimum qualifications:

1.
Education:



Completed secondary education, including completion of a typing or office automation course.

2.
Training and skills:


Qualified typist/word-processing operator, with ability to learn applicable clerical instructions and procedures.

3.
Experience:


Some years of relevant experience in positions requiring competent typing ability and the use of office automation equipment.

Job title:
Clerk-typist/Secretary I

Purpose:
To provide typing and clerical assistance to one or more persons in an organizational unit.

Duties:

l.
Takes dictation and types correspondence, reports and tables, using a typewriter or word processor.

2.
Receives and refers visitors and telephone calls. Distributes incoming correspondence and messages.

3.
Maintains files; locates and compiles specifically identified materials from files, records, etc.

4.
Executes simple clerical tasks, e.g., sorts and files documents, makes photocopies.

Supervision:


Performs routine duties independently but refers to supervisor on problems and situations not covered by general instructions.

Minimum qualifications:

1.
Education:


Secondary education supplemented by secretarial courses or other specialized courses.

2.
Training and skills:


Successful completion of internal typing, shorthand (where required) and clerical skills tests. Ability to operate word-processing equipment and familiarity with automated office systems.

3.
Experience:


Some years in the occupation.

Job title:
Secretary II

Purpose:
To provide secretarial and administrative support to a Senior Officer or group of officers.

Duties:

1.
Screens incoming correspondence, attaches background materials and distributes as required; takes action on and drafts routine correspondence.

2.
Takes dictation and types correspondence, reports and tables using word processing equipment and software applications for the production of graphs, spreadsheets, etc.

3.
Checks outgoing material for grammatical accuracy and compliance with prescribed format and procedures.

4.
Searches files, records and working documents and selects and arranges data and information for the preparation of reports.

5.
Receives visitors, screens telephone calls; arranges appointments, initiates travel arrangements and replies to routine general inquiries.

6.
Organizes and maintains the unit’s filing.

Supervision:


Acts independently in routine matters; consults supervisor on new problems.

Minimum qualifications:

1.
Education:


Secondary education supplemented by secretarial courses.

2.
Training and skills:


Successful completion of internal typing, shorthand (where required) and clerical tests. Word-processing skills and knowledge of automated office systems.

3.
Experience:


Some years of experience in secretarial positions, preferably within the organization.

Job title:
Secretary III

Purpose:
To provide secretarial and administrative assistance to an executive responsible for a major programme of the organization.

Duties:

1.
Screens incoming correspondence; attaches background materials and distributes as required; takes independent action and drafts routine correspondence.

2.
Takes dictation and types correspondence and reports using word-processing equipment for the production of graphs, spreadsheets, etc.

3.
Checks outgoing material for grammatical accuracy and compliance with prescribed format and procedures.

4.
Selects background materials for the preparation of reports.

5.
Receives visitors, screens telephone calls and refers to supervisor or others as appropriate; arranges appointments and maintains the supervisor’s calendar; monitors and maintains travel plan of the office; replies to routing/general inquiries.

6.
Creates and maintains reference and confidential files on a broad range of subjects.

7.
Provides administrative support for and drafts minutes of meetings.

8.
May coordinate and review the work of other secretaries in the work area; periodically reviews the efficiency of office procedures and makes recommendations for improvement.

Supervisory responsibility:


May assign and review work of other secretaries in the work area.

Supervision received:


Works under general supervision. Must exercise judgement, initiative, tact and discretion.

Minimum qualifications:

1.
Education:


Secondary education supplemented by secretarial courses.

2.
Training and skills:


Full range of secretarial, word-processing and administrative skills. Knowledge of automated office systems. Drafting ability.

3.
Experience:


Several years of progressively responsible secretarial experience within the organization.

Job title:
Secretary IV

Purpose:
To provide secretarial and administrative assistance to a top management executive whose responsibilities span a broad area of the organization.

Duties:

1.
Screens incoming correspondence and refers to supervisor or subordinate staff.

2.
Takes dictation and types correspondence and reports using word-processing equipment and advanced software applications.

3.
Ensures that materials submitted for the supervisor’s consideration are correct and comply with established administrative procedures.

4.
Selects and makes abstracts and searches for information.

5.
Screens and schedules access to supervisor; responds to questions regarding established policies and procedures.

6.
Drafts replies to written inquiries not requiring a technical knowledge of the programme area.

7.
Coordinates and leads secretarial support services for high-level meetings; drafts minutes of meetings as required; monitors document reproduction; organizes official receptions as required.

8.
Determines work priorities; distributes secretarial assignments; establishes and monitors deadlines; coordinates range of inputs to prepare final product; reviews completed work and trains secretarial staff in the administrative and protocol procedures of the office.

Supervisory responsibility:


Provides guidance, distributes assignments and reviews work of secretarial staff in the supervisor’s immediate office.

Supervision received:


Works under minimal supervision. Must exercise judgement, initiative, tact and discretion.

Minimum qualifications:

1.
Education:


Secondary education supplemented by secretarial courses.

2.
Training and skills:


Excellent secretarial, word-processing, office management and communication skills, including drafting ability and knowledge of office automation systems. Knowledge of formal organizational procedures and protocol.

3.
Experience:


Several years of executive secretarial experience within the organization.

Job title:
Accounting Clerk I

Purpose:
To perform basic accounting clerical operations by searching files, calculating amounts and estimating expenditures from readily available sources.

Duties:

1.
Compiles and verifies invoices, claims and other payment requests for conformity with established regulations.

2.
Ensures that all supporting documents required to justify payment have been received before processing a payment request.

3.
Using the computerized system, records receipts and disbursements (ledgers, vouchers, etc.) and reconciles data for recurring or special reports.

4.
Maintains a record of claims, invoices and payment requests received; prepares monthly reports.

Supervision received:


Daily work assignments are reviewed upon completion for accuracy, adequacy and adherence to instructions. Specific instructions are provided for non-recurring situations.

Minimum qualifications:

1.
Education:


Completed secondary education supplemented by basic accounting or bookkeeping training.

2.
Training and skills:


Successful completion of internal clerical skills test for office staff. Knowledge of automated office systems.

3.
Experience:


Some clerical experience in an accounting area.

Job title:
Accounting Assistant II

Purpose:
To process a series of financial/accounting records by verifying, entering and reconciling a range of subsidiary accounts and ledgers.

Duties:

1.
Examines incoming documents and records, checks data for completeness of information, allotment codes and conformity with financial regulations, takes necessary action to obtain any missing documents.

2.
Determines relevant account and appropriate codes and enters transactions; reconciles accounts.

3.
Compiles routine cost estimates by calculating amounts and converting them into the relevant currency.

4.
Verifies the accuracy of computer printouts and produces periodic statements and statistics.

5.
Prepares routine correspondence.

Supervision received:


Follows specific and detailed accounting procedures. Completed work is reviewed for accuracy and compliance with procedures on completion.

Minimum qualifications:

1.
Education:


Completed secondary education supplemented by training in accounting methods and procedures.

2.
Training and skills:


Successful completion of internal accounting test. Ability to operate automated office systems.

3.
Experience:


Several years’ experience in accounting or bookkeeping functions.

Job title:
Accounting Assistant III

Purpose:
To incorporate the income and expenditures of a group of subsidiary accounts for a programme, fund or organization in the general accounting records.

Duties:

1.
Analyses monthly accounting reports to ensure the correct allocation of entries to the accounts by examining source documents for completeness, accuracy and validity of charges; contacts submitting office to request missing supporting documents and to clarify discrepancies between subsidiary and control accounts.

2.
Investigates erroneous charges and takes the appropriate corrective accounting actions.

3.
Takes appropriate follow-up actions on items held in suspense pending clarification or receipt of supporting documentation.

4.
Verifies coding of income and expenditure to the appropriate accounts.

5.
Summarizes and records transactions of journal vouchers for recording in the control accounts.

6.
Prepares detailed cost estimates and other data for use in budget analysis and projections.

Supervision received:


Under the general supervision of a unit Chief, work is carried out independently and reviewed only upon completion. When problems are anticipated, supervisor provides guidance in accounting practices.

Minimum qualifications:

1.
Education:


Completed secondary education supplemented by formal training in accounting methods.

2.
Training and skills:


Successful completion of internal accounting test. Knowledge of automated accounting systems. Knowledge of the financial regulations and other internal regulations concerning the work performed.

3.
Experience:


Several years’ experience in accounting, with some experience in the organization’s accounting operation.

Job title:
Accounting Assistant IV

Purpose:
To establish and maintain ledgers and accounting records for a group of different accounts for purposes of reconciliation of accounts and financial reporting.

Duties:

1.
Establishes and maintains groups of different subsidiary accounts to provide financial accountability and control by subprogramme.

2.
Prepares financial data for budget estimates and financial planning in accordance with established procedures.

3.
Analyses, reconciles and summarizes cash reports. Checks bank statements against disbursements.

4.
Reviews for accuracy all financial and accounting transactions, reports and documentation in accordance with rules and regulations and established allotments. Verifies all transactions for certification or approval by supervisor.

5.
Assists higher-level officers in all aspects of accounts maintenance and budget control by providing reports on financial status, procedures, exchange rates, costs and expenditures, etc.

6.
Provides advice and guidance to lower-graded staff on the most appropriate course of action to take when financial difficulties arise.

Supervisory responsibility:


Supervises several staff. This includes guidance in the application of financial rules and accounting instructions as well as verification and review of work assignments.

Supervision received:


Assignments are carried out independently and reviewed only for conformity with accounting procedures. Supervisor provides suggestions for handling unusual or non-recurring situations.

Minimum qualifications:

1.
Education:


Completed secondary education supplemented by formal training in accounting methods.

2.
Training and skills:


Successful completion of internal accounting test. Knowledge of computerized accounting applications.

3.
Experience:


Several years’ experience in accounting field within the organization, including experience with automated accounting systems. Familiarity with the organization’s accounting and financial regulations and procedures.

Job title:
Personnel Clerk

Purpose:
In a personnel unit, to process personnel actions and carry out related activities of personnel administration.

Duties:

1.
Reviews claims for standard entitlements to ensure that they are complete and correct, calculates the amounts due and prepares the necessary authorizations.

2.
Upon receipt of authorization, assembles documentation required for staff appointment, promotion, transfer and separations.

3.
Upon request, provides information to staff on standard entitlements and personnel procedures.

4.
Drafts and types correspondence on personnel actions on a range of standard personnel matters, as required.

5.
Verifies and updates staff personnel data for incorporation into staff files and automated database.

Supervision received:


Works under the supervision of a personnel officer or senior assistant to whom technical or procedural questions are referred for guidance.

Minimum qualifications:

1.
Education:


Completed secondary education.

2.
Training and skills:


Knowledge of applicable administrative procedures and precedents. Knowledge of electronic data processing desirable.

3.
Experience:


Several years of related experience within the organization, some of which was in the field of personnel administration.

Job title:
Personnel Assistant I

Purpose:
In a personnel unit, to carry out or ensure the performance of a range of tasks relating to the recruitment and administration of staff.

Duties:

1.
Advises (new) staff on conditions of service, including salary, social security and related technical details.

2.
Determines and calculates staff members’ entitlements and allowances for clearance by the supervisor, where appropriate.

3.
Prepares and maintains personnel statistics and compiles related reports.

4.
Drafts related documents and correspondence.

5.
Distributes work to lower-graded clerical staff and ensures its proper and timely execution.

Supervisory responsibility:


May review the work of other clerical staff.

Supervision received:


Works under the general supervision of a personnel officer with whom more complex problems are reviewed.

Minimum qualifications:

1.
Education:


Completed secondary education plus specialized training or experience, preferably in the administration of staff.

2.
Training and skills:


Detailed knowledge of applicable administrative procedures and precedents. Knowledge of electronic data processing.

3.
Experience:


Considerable years’ related experience in personnel administration, of which up to five years was in the organization.

Job title:
Personnel Assistant II

Purpose:
Performs a variety of complex clerical and administrative tasks with regard to personnel matters.

Duties:



Depending on the area of expertise, carries out functions as described in either A, B, or C:

A.
(1)
Evaluates and ranks applicants for clerical/administrative positions on their relative abilities. Maintains an up-to-date roster of candidates. Conducts preliminary interviews and prepares short-list and other relevant data for presentation to appointment review bodies.


(2)
Advises applicants on conditions of employment.

B.
(1)
Serves as principal assistant to a job classification specialist. Drafts job descriptions/vacancy announcements of clerical positions. Applies relevant classification standards to arrive at a tentative grade level.


(2)
Advises supervisors/staff on methods and procedures related to job classification. Verifies data contained in job descriptions, through interviews, research, etc.

C.
(1)
Is responsible for the administration of more complex personnel and administrative procedures, such as terminations, reassignments, etc.; arranges meetings of personnel review bodies, prepares agenda and documentation and drafts substantive minutes of meetings.


(2)
Analyses recommendations regarding changes in contractual status of staff to ensure compliance with established policy and procedures; undertakes research on precedent-setting policy rulings.


(3)
Oversees the work of and provides guidance to lower-graded clerks in the administration of standard personnel procedures.

In addition:


(4)
Drafts and clears personnel-related documentation for subsequent approval by a personnel officer.


(5)
Provides information to staff on related personnel procedures and rules.

Supervisory responsibilities:


Assigns, reviews and clears work of lower-graded clerical staff.

Supervision received:


Works under minimum supervision of a personnel officer. Guidelines and procedures are often general, requiring frequent interpretation and adaptation; must have initiative and judgement.

Minimum qualifications:

1.
Education:


Completed secondary education plus specialized training in relevant subject matters.

2.
Training and skills:


Complete command of applicable administration procedures. Knowledge of electronic data processing. Substantial skill in interpersonal relationships and written communications.

3.
Experience:


Extensive related experience in personnel administration or related functional area, including several years within the organization.

Job title:
Computer Operator

Purpose:
In a central computer unit, ensures that the computer(s) operate(s) at full efficiency in accordance with established directives.

Duties:

1.
Sets up and readies equipment for operation. Sets up for batch and online operations and performance of peripheral equipment (printers, tape drives, etc.).

2.
Reviews processing difficulties, determines sources of problems including control language and arranges for equipment servicing as required.

3.
Documents operating procedures for use by lower-graded operators: provides guidance to operators concerning data entry procedures.

4.
Tests equipment, performs simple maintenance; monitors telecommunication links.

Supervision received:


Work is reviewed upon completion. Must respond to minor problems independently; new or unusual problems are referred to supervisor for guidance. Technical soundness and appropriateness are controlled by supervisor or users.

Minimum qualifications:

1.
Education:


Completed secondary education.

2.
Training and skills:


Training in computer operations and knowledge of system command languages. Thorough knowledge of operation of a variety of computer equipment.

3.
Experience:


Several years’ experience in data processing with some experience related to the computer equipment used in the organization.

Job title:
Computer Information Systems Assistant I

Purpose:
As a focal point for a major department, to provide technical and procedural support through the use of electronic data-processing tools to a service or a variety of end-users.

Duties:

1.
Provides information, assistance, programming support and technical advice to users on the execution of established programs, the operation of workstations and the use of standard software packages and office systems.

2.
Modifies and writes supporting utilities for existing applications; maintains and updates relevant documentation.

3.
Maintains department’s software, adds/deletes programs from libraries; creates back-up files and executes recovery procedures and ensures that security procedures are followed.

4.
Provides first-level support to users (troubleshooting, advice on network facilities, etc.), reviews and corrects software problems and provides training on software applications to users.

Supervision received:


Works under general supervision of one or more Professional officers. Work is generally reviewed upon completion; consults supervisor on problems to arrive at solutions.

Minimum qualifications:

1.
Education:


Completed secondary education supplemented by training in computer programming.

2.
Training and skills:


Detailed knowledge of software packages most frequently used in office automation program systems and at least one programming language.

3.
Experience:


Several years’ experience with data-processing applications, including extensive work with job control language. Some experience with the organization’s applications.

Job title:
Computer Information Systems Assistant II

Purpose:
Under the supervision of a systems analyst, to develop, write, test, modify and maintain computer programs according to specifications and installation standards.

Duties:

1.
Ensures maintenance of programs, prepares computer and program controls; documents the internal structure of programs.

2.
Carries out the logical analysis of program specifications and suggests changes relevant to improved efficiency.

3.
Reviews existing computer applications and drafts specifications for modification or enhancement of existing systems as well as end-user documentation (e.g., manuals) in order to respond to user requests.

4.
Trains users in the operation and features of new programs.

Supervision received:


Ongoing work is carried out with minimum supervision. Supervisor assists in the development of more complex programs. Specific assignments are reviewed upon completion for conformity with established procedures.

Minimum qualifications:

1.
Education:


Completed secondary education supplemented by training in computer programming and computer applications.

2.
Training and skills:


Supplemental training is periodically required to keep abreast of technological changes. Knowledge of the overall design and operating principles of related computer systems in the organization. Knowledge of four programming languages.

3.
Experience:


Several years in computer application programming, including experience with the organizations’ applications and equipment.

Job title:
Procurement Assistant I

Purpose:
In support of a team of procurement officers, to identify sources of procurement, prepare purchase orders covering specific common user items and follow up with suppliers on delivery.

Duties:

1.
Reviews requisitions for equipment, supplies and services for adequacy of specifications and completeness; obtains additional information as required.

2.
Assists in the selection of suppliers by searching rosters and analysing price catalogues; drafts invitations for bids and obtains quotations; summarizes results for evaluation by supervisor.

3.
Prepares purchase orders in accordance with established procedures.

4.
Conducts preliminary and routine negotiations with suppliers concerning availability, terms of delivery and discounts.

5.
Maintains contact with suppliers to ensure proper delivery of shipments; verifies invoices for payment and advises suppliers of any discrepancies.

6.
Performs all clerical work in conjunction with the above duties.

Supervision received:


Works under general supervision of one or more Professional officers. General or routine assignments are reviewed upon completion, but specific projects may require review at intermittent stages to ensure compliance with specifications.

Minimum requirements:

1.
Education:


Completed secondary education supplemented by studies in commercial courses.

2.
Training and skills:


Command of applicable administrative procedures and precedents. Knowledge of computerized supply systems.

3.
Experience:


Several years’ experience in work related to supply and purchase of equipment and material.

Job title:
Procurement Assistant II

Purpose:
Under supervision of a senior officer, to research supply sources, analyse bids and ensure adherence to administrative and purchasing procedures.

Duties:

1.
Conducts market research by investigating sources of supply, equipment suitability and pricing in accordance with guidelines received; prepares comparative tables.

2.
Reviews requisitions for equipment, supplies and services for adequacy of specifications and completeness; analyses whether substitutions would be appropriate and cost-effective and recommends course of action.

3.
Identifies supply sources on an international basis, seeks quotations, analyses bids or arranges for appraisal or evaluation and makes recommendations for purchase.

4.
May select suppliers for equipment and materials within a given area of work or within certain price limitations.

5.
Assigns work and verifies procedures followed by lower-graded staff.

Supervision given:


Assigns and reviews work of lower-graded clerical staff.

Supervision received:


Works under the general supervision of a Professional officer. Guidelines are often general and require judgement and interpretation. New projects are discussed to define objectives and requirements.

Minimum qualifications:

1.
Education:


Completed secondary education supplemented by studies in commercial courses and pertinent technical subjects.

2.
Training and skills:


Command of applicable administrative procedures and precedents and ability to modify as required. Knowledge of organization’s supply requirements and computerized supply systems.

3.
Experience:


Considerable experience in work related to the purchase/supply of high-value equipment and material and the letting of contracts.
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Overview of United Nations staff structure

1.
Staff of the organizations of the United Nations common system are divided into two categories of personnel: the Professional and higher categories and the General Service and related categories. The salary survey which is currently being conducted is to establish the conditions of service for staff in the latter category. In order to assist in the matching of the United Nations jobs with those in your organization, it might be useful to consider the following characteristics of each category.

2.
Where work in the Professional and higher categories is analytical and conceptual, General Service work is procedural and operational in nature and supports the execution of the programmes of the organization. These support activities range from simple and routine tasks based on following detailed instructions to more varied and complex assignments, requiring long experience and familiarity with applicable procedures or regulations. The requirements for work in the General Service category vary from completion of secondary school and limited or no previous experience, to completion of secondary school supplemented by additional training relevant to the work performed and extensive related work experience. Staff in the Professional category are recruited internationally, while General Service staff are recruited locally and include a large number of nationals of the country of the duty station.

3.
General Service staff are typically supervised by staff in the Professional and higher categories, although there are some instances where senior General Service staff have supervisory responsibilities over other General Service staff. Contrary to posts in the Professional category, General Service posts do not require academic qualifications at the level of university degrees. An organizational chart has been provided for some of the benchmarks enclosed in order to show the hierarchy in which the posts in question operate.

4.
It should be noted that the requirements in the benchmarks reflect the minimum level of qualifications and experience required to perform the duties and responsibilities. Staff in these positions may have higher academic qualifications and more extensive experience than what is stated in the benchmarks. Individual qualifications, however, are not considered in the salary survey process, which focuses on a comparison of jobs, as opposed to individuals in the jobs.
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Model survey questionnaire



CONFIDENTIAL



Survey of conditions of employment in ___________________



Survey reference month: ___________________

Employer code No.:

Date:

Interview with


Name:


Title:



Part I

1.
General


1.1
Total number of staff


1.2
Number of office employees (secretarial, clerical, etc., excluding executives, managers, sales personnel, etc.)


1.3
Number of manual workers


1.4
Sector of activity


1.5
How long has your organization/enterprise been established in the locality?

2.
Salary system


2.1
Job classification



2.1.1
Do you have a job classification system?

Yes/No



2.1.2
Do you have standard job descriptions corresponding




to the jobs surveyed?
Yes/No




If yes, please provide copies.


2.2
Salary structure



2.2.1
Do you have:




(a)
A salary scale with fixed increments?
Yes/No




(b)
A salary range?




Yes/No





If yes to (a) or (b), please provide copy.



2.2.2
Are adjustments to your salary scale or range or your overall level of salaries based on:




(a)
Revisions to collective agreements?
Yes/No




(b)
Movements of a consumer price index?
Yes/No




(c)
Movements of a wage or salary index?
Yes/No




(d)
Other criteria or a combination of the above?
Yes/No





If yes, please explain.



2.2.3
What is the usual interval between adjustments to your salary scale or range or your overall level of salaries? 




(a)
Date and percentage of last increase




(b)
Expected date and percentage of next increase



2.2.4
Do adjustments to your salary scale or range result in an 




automatic salary increase for all employees paid on the




basis of that scale or range?



Yes/No




If no, please explain. 


2.3
Adjustments to the salaries of individual employees



2.3.1
What is the normal interval between increases in the salaries of individual employees?



2.3.2
Are salary increases for individual employees:




(a)
The same for all employees in a given job or grade?

Yes/No




(b)
Variable according to the employee’s performance?
Yes/No




(c)
Given in addition to the increase 
described 





under 2.2.4?




Yes/No



2.3.3
Is there a maximum salary for each job or grade 




which cannot be exceeded?



Yes/No




If no, please explain. 


2.4
Comments on the salary system

3.
Other elements of remuneration


3.1
What elements of remuneration, in addition to base salary, do 
you pay or make available across the board to all employees covered by this survey?

	
	
	
	
	Subject to contribution

	
	Percentage of annual base salary
	Flat or amount per annum
	Taxable
(Yes/No)
	Pension
(Yes/No) 
	Health insurance
(Yes/No)
	Unemployment insurance (Yes/No)
	Comments

	
	
	
	
	
	
	
	

	(a)
Additional months of salary
	
	
	
	
	
	
	

	(b)
Year-end bonus
	
	
	
	
	
	
	

	(c)
Profit sharing
	
	
	
	
	
	
	

	(d)
Meal allowance or subsidy
	
	
	
	
	
	
	

	(e)
Transportation allowance
	
	
	
	
	
	
	

	(f)
Other (please specify)
	
	
	
	
	
	
	



3.2
In addition to base salary and the remuneration elements listed under item 3.1, what bonuses or premiums do you pay to individual employees or groups of employees covered by this survey?

	
	
	
	
	Subject to contribution

	
	Percentage of annual base salary
	Flat or amount per annum
	Taxable
(Yes/No)
	Pension
(Yes/No) 
	Health insurance
(Yes/No)
	Unemployment insurance (Yes/No)
	Comments

	
	
	
	
	
	
	
	

	(a)
Efficiency or productivity premium
	
	
	
	
	
	
	

	(b)
Long-service bonus
	
	
	
	
	
	
	

	(c)
Premium for use of additional language
	
	
	
	
	
	
	

	(d)
Other (please specify)
	
	
	
	
	
	
	


4.
Hours of work


4.1
What is the length of your normal work week, excluding



lunch breaks?








________ hours

5.
Other allowances


5.1
Do you pay family allowances in addition to those 



provided under national social security legislation?
Yes/No



If yes, please describe briefly.


5.2
Do you provide other benefits in respect of your employees’



dependants in addition to those mentioned above (e.g., for



schooling, attending sports and cultural events)?
Yes/No



If yes, please describe briefly.

6.
Fringe benefits


Please indicate whether you offer any of the following benefits and, if so, 


describe briefly (main provisions including amounts involved, number of 


eligible staff, number of staff using the benefit, whether benefits are


taxable, etc.):


6.1
Housing assistance





Yes/No


6.2
Free or subsidized company products or services and other



goods or services provided free or at reduced cost
Yes/No


6.3
Financial assistance (e.g., loans)



Yes/No


6.4
Recreational facilities (e.g., subsidies)


Yes/No



What is the approximate annual cost of the above recreational



facilities for your organization/enterprise?







6.5
Other




 


Yes/No



Part II

Employer code No.: ___________



Date: __________________

Please provide below the requested information for the jobs in your organization/enterprise found to be comparable to the survey jobs. Salary data should relate to the month of (survey reference month). All amounts should be (monthly or annual, depending on the locality) and should be expressed in (name of currency).

UN job No.:

UN job title:



Data on matching job

Title:

Grade:

No. of incumbents:

Work week:

Minimum base salary:

Average base salary:

Additional months of salary:

Other taxable elements of remuneration:

Non-taxable elements of remuneration:



Part III



(Optional questions)

1.
Leave, sick leave and public holidays


1.1
How many days of paid annual leave do you provide



(in working days, i.e., excluding normal weekly days off)?
____ days


1.2
How many paid public holidays do you have?
____ days


1.3
Do you grant additional days off:



(a)
In conjunction with public holidays?

____ days



(b)
For personal reasons (e.g., marriage, birth of a child,




death in the family, sickness of a child)?
____ days

2.
Overtime compensation and shift and night differentials


2.1
What is the number of working hours after which overtime



is payable?







_______ hours/day












______ hours/week


2.2
At what rate is overtime compensated:



(a)
On weekdays?





___% of _____



(b)
On Saturday?





___% of _____



(c)
On Sunday?





___% of _____



(d)
On public holidays?




___% of _____



(e)
At night? (please specify hours)


___% of _____


2.3
Do you provide for compensatory time off in lieu 



of paid overtime?






Yes/No


2.4
Do you pay a shift allowance or a night differential?

Yes/No



If yes:



(a)
For which work shifts?

 



(b)
At which rates?






2.5
Please indicate any additional benefits (e.g., reimbursement of meal and/or transportation expenses) which you provide for work performed outside regular working hours.

3.
Social security


3.1
Pension plan



3.1.1
Do you have a pension plan in addition to the




retirement provisions under the national




social security system?




Yes/No




If yes, please provide any relevant documentation.



3.1.2
How is the plan funded (e.g., respective of employer/employee contributions, basis for determination of contributions, etc.)? 


3.2
At what age/after how many years’ participation in the pension plan is the employee entitled to a full pension, without reduction of benefits? 


3.3
Which salary amount is used to calculate the pension benefit (e.g., last three years’ average, last year’s salary, etc.)?


3.4
What is the formula used for the calculation of the pension benefit (e.g., % x years of service x salary amount used to calculate pension 
benefit)?


3.5
What is the maximum pension benefit which can be attained,



expressed as a percentage of the salary amount used to calculate 



the benefit?






___%


3.6
Does your pension plan provide for survivor benefits?

Yes/No



If yes, please indicate in respect of whom and the amount of the benefit in relation to the employee’s pension.


3.7
How are pension benefits adjusted (e.g., based on inflation or real salary increases)?

4.
Health insurance


4.1
Do you have a health insurance scheme in addition to 



provisions under the national social security system?

Yes/No



If yes, please provide any relevant documentation.


4.2
Please indicate:



(a)
Employer contributions (amount or percentage)



(b)
Employee contributions (of premium)


4.3
What percentage of medical expenditures is generally reimbursed

___%


4.4
Is coverage provided for the employee’s dependants?

Yes/No



If yes, please indicate:



(a)
Employer contributions (amount or percentage)



(b)
Employee contributions (of premium) 


4.5
Do you provide after-service medical coverage?

Yes/No



If yes, please describe briefly.


4.6
Other social benefits



4.6.1
Do you provide accident insurance in addition to 




provisions under the national social security system?

Yes/No




If yes, please indicate:




(a)
Employer contributions (amount or percentage)




(b)
Employee contributions (of premium) 




(c)
Do you provide coverage for accidents which are 





not service-incurred?




Yes/No



4.6.2
Do you provide life insurance coverage for your 
employees?






Yes/No




If yes, please indicate:




(a)
Employer contributions


 ___% of premium




(b)
Employee contributions



 ___% of premium



4.6.3
Do you provide any compensation to employees




who are separated from service as a result of the




abolition of their position or of an overall reduction




in the number of staff?




Yes/No




If yes, please describe briefly.



4.6.4
Job-related training or educational assistance

Yes/No




What is the approximate annual cost of the




above training or educational assistance for your




organization/enterprise?
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Cash elements of remuneration to be considered pensionable



Pensionable remuneration elements

Additional months’ salary;

Profit-sharing payments (excluding schemes which provide supplemental retirement income);

Housing-related allowances;

Performance payments;

Bonuses;

Food-related allowances;

Cost-of-living allowance.

All other cash remuneration elements should be considered non-pensionable, such as but not limited to allowances related to meals, transport, leave, apparel, recreation and representation.
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Interpolated 75th percentile method

1.
The standard 75th percentile method selects a point in a range of salaries per job by ranking the salaries, usually in descending order, employee by employee. The selection process, in effect, moves along the line labelled “A” in the figure and passes through each employee (and the related salary) until the employee (and the related salary) represented by the 75th percentile is found. It will be noted that some segments of line A rise steeply while others level off. The portions that level off represent those employees that have the same salary levels, while those that rise steeply represent employees with significantly different salaries. In the example shown in the figure, point 1 on line A, represented by the 100th employee in the ranking, is determined to be the 75th percentile level. However, point 1 is significantly below point 2, which could easily have been the 75th percentile level had there been two or three more incumbents in that outside matching job.

2.
The addition or deletion of two or three incumbents in an outside matching job should not have a significant effect on the level of the salary selected as the 75th percentile outside matching salary per job. This problem is eliminated by selecting the 75th percentile level not from the unevenly progressing actual salary data, but from smoothed salary levels generated by regressing the actual data, as represented by line B in the graph. In the example shown, point 3 would be selected as the 75th percentile outside matching salary for the job concerned.
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Modified logarithmic weighting system

1.
Under the traditional logarithmic weighting system, the log of 1 is 0. In order for matches with a single outside incumbent to be taken into account, a modified logarithmic weighting system should be used, whereby a weight is assigned to 1 and the weights for other numbers are revised accordingly.

2.
An illustration of such a modified logarithmic weighting system is provided below, based on the formula:


W = log (N) + log (N+1)




2

	Number of outside incumbents
	Weight applied by

	
	Traditional system
	Modified system

	1
	  0
	0.3466

	2
	0.6931
	0.8959

	3
	1.0986
	1.2425

	4
	1.3863
	1.4979

	5
	1.6094
	1.7006

	10
	2.3026
	2.3502

	100
	4.6052
	4.6102

	1 000
	6.9078
	6.9083
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Dual pay-line method for the selection of internal matching points

1.
Under the dual pay-line method, the internal matching point is not represented by any particular step within a grade, but by the entire grade. The average salary per grade of United Nations common system staff at the duty station concerned is calculated for each surveyed grade, using data on the number of incumbents at each step (except for longevity or long-service steps) and the related salary amounts. These figures are then smoothed by regression analysis. Similarly, the outside matching salaries per job and per grade are based in the first instance on average salary data collected from the surveyed employers for each job matched. Regression analysis is applied to produce a number of outside matching points per grade, which are compared with the inside matching points per grade.

2.
In the example shown in the figure, line A represents the regressed outside data and line B the regressed inside data. A comparison of line A with line B defines the gap between inside and outside pay rates. If the inside line is below the outside line, inside staff are being paid less than outside staff in comparable jobs, and a salary increase would be required. The reverse is true if the inside line is above the outside line. In the example provided, the inside line B is below the outside line A at all grades, and an increase in inside salaries would therefore be warranted.
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