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COMPENSATI ON SURVEY TEMPLATE

I NTRODUCTI ON

[ DATE]

The County of Orange, would like to invite you to part icipate in this Confident ial Com pensat ion Survey. We will 

provide survey part icipants with a report  that  sum m arizes the data collected to thank you for your part icipat ion. 

The survey is organized into 2 sect ions:

-  Sect ion I :  Employer General I nformat ion 

-  Sect ion I I :  Compensat ion for Benchmarked Posit ions 

Even if you are able to m atch only one of the benchm arked posit ions, your responses are valuable to us. 

I f you have any quest ions or would like to discuss the survey, please contact  the County of Orange Hum an 

Resources Department .

PLEASE COMPLETE THI S SURVEY BY [ DATE] .

Thank you for your part icipat ion.

Sincerely, 

County of Orange Human Resources Department
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I . EMPLOYER GENERAL I NFORMATI ON

Please supply the following general informat ion about  your company or organizat ion. The County of Orange m akes a 

commit tment  to maintaining your confident iality and will not  share individual informat ion with any other organizat ion. 

All data you supply will be ident ified in our records with a code rather than your organizat ion's name.

COMPANY OR ORGANI ZATI ON I NFORMATI ON

PERSON COMPLETI NG SURVEY

PERSON TO W HOM COMPLI MENTARY SURVEY RESULTS SHOULD BE SENT ( I f  

different  from  above) :

NUMBER OF EMPLOYEES

ORGANI ZATI ON

ADDRESS

CI TY

COUNTY

STATE ( i f  not  CA)

Z I P

WEBSI TE

NAME

TI TLE

TELEPHONE

FAX

EMAI L

NAME

TI TLE

ADDRESS

CI TY

STATE ( I f  not  CA)

Z I P

TELEPHONE 

EMAI L

  < 500 5 0 0 - 9 9 9 1 , 000 - 5 , 000 > 5 ,000 N/ A

Nu m ber  o f  em p loy ees in  

y ou r  or gan izat ion :
nmlkj nmlkj nmlkj nmlkj nmlkj

Nu m ber  o f  em p loy ees 

locat ed  in  Cal i f or n ia:
nmlkj nmlkj nmlkj nmlkj nmlkj

Nu m ber  o f  em p loy ees 

locat ed  in  Or ange Coun t y  

on ly :

nmlkj nmlkj nmlkj nmlkj nmlkj
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ORGANI ZATI ON TYPE

COMPETI TI VENESS

Pr ivat e Sect or
 

Gov er nm en t  

Educat ion  

Non- Prof i t  

nmlkj

nmlkj

nmlkj

nmlkj

Ot her  ( p lease speci f y )
 

 

nmlkj

  Below  m ar k et  av er age At  m ar k et  av er age Abov e m ar k et  av er age

At  what  level of  

com pet i t iv eness do y ou  

t ar get  y ou r  base 

salar ies?

nmlkj nmlkj nmlkj

At  what  level of  

com pet i t iv eness do y ou  

t ar get  y our  benef i t s?

nmlkj nmlkj nmlkj

At  what  level of  

com pet i t iv eness do y ou  

t arget  your  t ot al  

com pen sat ion ?

nmlkj nmlkj nmlkj
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I I .  BASE PAY FOR BENCHMARKED POSI TI ONS

The purpose of this sect ion is to obtain com pensat ion inform at ion for selected benchm ark posit ions in your 

organizat ion. For ease of survey navigat ion, benchm ark posit ions are categorized into the following job classes:

- Execut ive and Professional

- Management  and Professional

- Clerical

- Safet y

- Technical

- Trade and Maintenance 

Please read each job t it le and it s capsule posit ion descr ipt ion carefully. The descriptor should help you determ ine if 

your organizat ion has a reasonably comparable posit ion. “ Journey level”  indicates that  incum bents have full m astery 

of job skills.

For each capsule posit ion descr ipt ion:

A. I ndicate how the posit ion at  your organizat ion com pares to the qualificat ions and responsibilit ies out lined in the 

capsule posit ion descr ipt ion. 

B. Enter the POSI TI ON TI TLE in your organizat ion that  m ost  closely m atches each capsule posit ion descr ipt ion. 

C. Enter the NUMBER OF INCUMBENTS assigned to this posit ion in your organizat ion. (This includes all part - t ime and 

full- t im e staff)  

D. I ndicate the AVERAGE NUMBER OF YEARS incumbents have held this posit ion. 

E. I ndicate the ACTUAL ANNUAL BASE PAY of an incumbent , or AVERAGE for mult iple incumbents, assigned to this 

posit ion. Provide only the annual base salary, exclusive of overt im e pay, skill pay, insurance, etc. I f  any of t hose 

item s are included in base pay and cannot  be separated out , please so indicate.

F.  I ndicate the PERCENT OF BASE SALARY that  represents benefit s received for this posit ion, ( i.e.,  insurance, 

ret irem ent , savings, deferred com pensat ion, perquisites, etc.)  

G. I ndicate the RECRUI TMENT DI FFI CULTY for this posit ion.

PLEASE I NDI CATE THE EFFECTI VE DATE OF THE DATA YOU ARE PROVI DI NG. 

I f it  is easy to do so, please provide pay levels as of the m ost  recent  com pleted fiscal 

year, or as of the current  pay period.

Most  r ecen t  com plet ed  f iscal  y ear
 

Cur r en t  pay  per iod  

nmlkj

nmlkj

Ot her  ( p lease speci f y )
 

 

nmlkj
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Our target  com parisons are for Orange County. Please indicate if your com pensat ion 

data reflects ( Pick one) :

Coun t y  of  Or ange,  Cal i f or n ia,  on ly
 

Sou t her n  Cal i for n ia 

Nor t hern  Cal i forn ia 

Cal i f or n ia ( I n  gener al )  

nmlkj

nmlkj

nmlkj

nmlkj

Ot her  ( p lease speci f y )
 

 

nmlkj
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CLERI CAL

I f  you think your organizat ion m ay have at  least  one m atch for  the posit ions listed 

above, please choose "Continue" and click "NEXT" at  the bottom  of the page. 

I f you are certain that  your organizat ion does not  have at  least  one m atch for the 

posit ions listed above, please choose "Skip" and click "NEXT" at  the bot tom  of the 

page.

The fol low ing benchm ar k  posi t ions w i l l  be su r v ey ed in  t h is cat egor y :

- Of f ice Techn ician  ( Gener al  Cler ical)  

- Wor d  Pr ocessing  Techn ician  

- Of f ice Special ist  ( Legal ,  Medical ,  et c. )  

- Dat a Ent r y  Techn ician  

- Adm in ist r at ive Assist an t / Secret ar y   

- Account ing Assist an t   

- Of f ice Super v isor   

- Execut ive Assist ant / Execut ive Secret ary

Con t in u e
 

Sk ip  

nmlkj

nmlkj
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OFFI CE TECHNI CI AN ( GENERAL CLERI CAL)

Journey level. Under supervision, uses a keyboard to produce a variety of sim ple or repet it ive m aterials for which the 

form at  and content  are relat ively rout ine or standardized. Perform s a variety of general office dut ies which m ight  

include compiling informat ion, calculat ing data, keeping records, maintaining files, answering phones and assist ing 

the public;  provides office support  to one or more employees, including scheduling appointments and meet ings, 

maintaining calendars, screening mail and taking informal m inutes;  and reviews and proofread materials. May learn to 

operate and use t ranscript ion or autom ated inform at ion processing equipm ent ;  review the work of and act  as lead 

worker for other employees in same or lower level class;  assist  in t raining new workers;  or act  for supervisor in his or 

her  absence. Requires 6 m onths as an Office Trainee;  one year of office experience;  com plet ion of 18 sem ester units 

in secretar ial sciences, office pract ices, or a closely related field;  or com plet ion of 360 hours of relevant  t raining.

A. PLEASE I NDI CATE THE DEGREE TO W HI CH YOU HAVE A MATCH FOR THI S 

POSI TI ON I N YOUR ORGANI ZATI ON.

B. POSI TI ON TI TLE I N  YOUR ORGANI ZATI ON

C. NUMBER OF I NCUMBENTS I N THI S POSI TI ON

D. AVERAGE NUMBER OF YEARS I N POSI TI ON

E. ACTUAL OR AVERAGE ANNUAL BASE PAY

F. PERCENT OF BASE SALARY THAT TOTAL BENEFI TS REPRESENT FOR THI S 

POSI TI ON

G. RECRUI TMENT DI FFI CULTY

LESS -  Our  posi t ion  has LESS qual i f icat ions and r esponsib i l i t ies.
 

CLOSE -  Our  posi t ion  CLOSELY MATCHES t he qual i f icat ions and r esponsib i l i t ies.  

MORE -  Our  posi t ion  r equ i r es MORE qual i f icat ions and  r esponsib i l i t ies.  

NO COMPARABLE POSI TI ON -  I f  select ed ,  m ov e on  t o t he nex t  posi t ion  descr ip t ion  by  cl ick ing  on  " NEXT"  at  t he bot t om  of  t h is 

p ag e.

nmlkj

nmlkj

nmlkj

nmlkj

Dif f icu lt
 

Av er age 

Easy  

nmlkj

nmlkj

nmlkj
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SURVEY REVI EW

I f you would like to review your answers, choose "Review" below and click "NEXT" at  the bot tom  of the page. You 

will be taken to the first  page of the survey.

I f you have finished the survey, choose "Com plete"  and click "NEXT" at  the bot tom  of the page. Click "DONE" on the 

next  page and your survey will be added to the survey database and you are finished.

Please choose one of the follow ing

Rev iew
 

Com p le t e  

nmlkj

nmlkj
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THANK YOU

Thank you for part icipat ing in this Confident ial Compensat ion Survey. 

Please click DONE below to com plete your survey.


