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TO lph Smuckler, Chief Advisor DATE I Decem r 15, 19c: 

FROM. J. E. Griffin, Chi f, Administrativ Servic s Divis on 

SUBJECT · Job Sp cific tions and D scriptions 

veral occ eione, I h ve taken the opportunity to n nt o 
t the l ck of position d script10. i 

thin SUG. P rhaps I have failed o ~ro­
b n fits to the organization or o. ib 

off ctor unknown tom, the timing has be n 11 !P 
Ao ~emically d philosophically, no admini trator c i 
ith the d sir bility of o ng b t ia and wh t ho d b 

performed by e cb me ber o hi taff. ithin the s f 
of r f r nc , no one can gue the d sirability of p a iD 
prop rly qualified individual into positio for wb ct he 1 
suited and hich calls for his particular talents in the or 
niz tional structure. Ev n the truct;ur of the organ1z t on 
may well d p nd upon accurat specific tions and descrip~ 
o~ the function nee asary to ov rall performanc • Ac all 
the effectiv nistrator must b secure in this kno l 
if he i to d 1 gat confidently, d termine policy ely, 
r cruit 1ntell1g ntly and train his ataff properly. 

Over the next few months as SUG is gradually reducing in at 
numbers, and s e again carefully examine program objectives, 
we should gi e exacting consid ration to the problem of job 
specification and d soription. It 1a most difficult, if not 

together 1 possibl , to eff ctively program without this 
knowledge. It is flatly impossible to recruit replacements 
intelligently w1 thout this knowledge; this truth is compounde<l 
when actual recruiting is don in East Laneing and the program 
is operated in Saigon. ~or example, just what does a "Municip 
Police Specialist" do in Saigon? What·percentage of hiH t:i 
is spent in confering with hie counterparts? What reports doe h 
write? What authority bas he? Does he lecture? Does Le com1 
training materials? Does he travel? Is his physical realth 
important? Does he do actual physical police work as a part o 
his job? What kinds of experience in hie past will helr to 1 
suoces on this job? What formal education should he have? 
he meet the highest level GVlf public? Is a language profi i 
necessary? Desirable? The foregoing examples merely sc1~· l 
the surface of what needs to be known and specified before w 
function effectively. 
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t 1 proposed that 7ou apprOYe the f ollow.lng recommend ti 
and give unqualified support to th finding • 

1. Bffecti ve Januari 5., 1959, • Da1• L. llose be assign• 
part time aa needed, to aaa1•t in th• au41ting of all Aaerican 
staff poaitiona ooatemplat•d for, and oontiJming into the ne t 
contract period. Thia aaeignaent 1• ••ti.Ila •4 to 'b of 6 e 
duration. 

2. That the writer and Jlr. Jloa• be 
interview all .Aaerioan atatf per110:nnel, Mk• 
of all American staff poaitiona and, *1lb~•o 
the Chief Advisor, formalise p0•1tion 4eaorl 
for all KSUG poaitiona • • 

3. Upon o pletion of tile f oi , 
and replaoeaent of SSUG atd 1l1ll. 'be pz-ecl1 
description• and apeoitioatio ourrentJ.7 

tu1l authority to 
a o plete job au 1 

o th• approval of 
ona and apecifica 

4. If in the oourae of our atucty it • • nt that 
adjustment• or re-aaaignaenta are 1n41oate4, th • will be con-
sidered careful.17. If joba are to be aboli , 4own graded or, 
re-assigned, thia Will occur at the terai tion of the 1ncumbent•a 
assignment. (Deak audits are gen•ral.17 Ti• 4 with alarm by aome 
employees, but if proper hWIAD relation• proper introduotio 
to the atudJ are obaerved, there need a to 'be no oa • for al • ) 

In conclusion, at risk of being ld.11m14erat , 7our attention 1 
invi t•d to two faota oonaidere4 to b• of DI"ll~ • aaoe: 

l. It ia abaolut•lJ incuabent upe>a mllJ&. in it• role a 
technical adnaor to the Gft in hblio Av.l ... ~--tn ion, to hav 
it• own houee in order ad•1DiatratinJ.7. thia wq can e 
hope "to be aipifioani in our ld.••ioa. 

2. •• ai•Jil.1' auat be oopiaat of 
to perform a ••ri•• of eoifio 111••1 a 

oooapli 1 4 d~~m~~~f,fa:·~~~iii~-iir~ii-"jiJ th1• atruoture ~ 'YU7 • 
aoadaio atnoture aD4 ori 
trative effeotiTeB •• ahCNl 
if tiohican State UniveraitJ 1 
iapaot ill th• bpublio of 1• .at-. 
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