



















































































































































































University. Concerning non- salary benefits, the director identified that similar answer
with inadequate salary. On other hand, the director suggests that few members of
administrative staff have getting benefits of education due to this employees stay at AAU.
However, the majority administrative staff not gets the opportunity of learning due to AAU
has no HRP. In general, the director argued that basic salary and benefits that staff obtains
from AAU are not sufficient to stay employees at the university main campus. The
response received from the director is similar to responses obtained from current and
former staff of respondents.

Thus, from the obtained results it is possible to infer that inadequate salary and non salary
benefits are one of an influential factor forced former staff from the job. Similarly, current
staff dissatisfied with payment and may force them to leave the university main campus as
soon as getting better salary and benefits in other organization, which needs to be

considered.

Table -13: Adequacy and Working Conditions for Employees

Rating scores = Sig.
. (2-

CT| 8 | 55|47 |13 |4 |339]| 87430

1 Availability of office * 004

facilities FR [0 12| 3 [ 0 | 0380 ataoa| 07

CT|29| 68 |16 | 11 | 3 | 3.86
7 | Collegial relationship i -.877 | .389

FR| 2 | 11 2 0 0 [4.00| 53452

CT| 3 [38 |62 |21 | 3 |313 | sopmn

3 | Staff professional 1.379 | .181
Autonomy FR1 0| 5 |[10] 0 |0]333]| 48795
HRM support CT|1 |9 (45|68 | 4 |248 | g5778 4

.840

FR [0 |3 0 12 |0 |24 |.82808

Note: The mean scores were calculated and interpreted as follows
0.5-1.49= Very poor, 1.5-2.49=Poor 2.5- 3.49=Fair, 3.5-4.99= Good, 4.5-5.00 Very good
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As revealed in Table 13, the researcher set the standard based on the mean scores of the
respondents for grading purpose and interpreted as HRM support was identified by both
current and former staff rated as ‘poor’ because, the mean scores of 2.48 and 2.40
respectively failed between the range of 1.5-2.49. On other hand, both current and former
staff disclosed that staff professional autonomy at AAU rated as ‘fair’ with mean scores of
3.13 and 3.33 respectively. In addition, table 13 shows that both groups of respondents had
different rating score on the availability of office facilities. It is rated as ‘fair’ by current
staff with mean score of 3.39 whereas former staff rated it as ‘good’ with a mean score of
3.80. While, collegial relationship was rated by current and former staff members rated as
‘good” with mean score of 3.86 and 4.0 respectively.

The study in Table 13 shows that all factors of working conditions except HRM support the
rest factors had no such influences on administrative staff turnover at AAU main campus,

since the weighted means were greater than the acceptable mean (2.5).

To see whether there was statistically significant difference between the two groups of
respondents to mean rating scores t- test was computed. The t-calculated shown in Table 9,
item 1, showed that less than 0.05. This means that there is significant difference between
the mean of the two groups. The others items, the statistical significance (p-value) scores
level of significance of the t-test value results show that greater than .05. This means that
there is no statistically significant difference between the means of the two groups.

From these statistical results it is possible to conclude that factors of working conditions

except HRM support, the other factors are less influential on staff turnover.

Table- 14: Employees’ Intention Regarding their Employment at AAU

Respondents
What is your future plan? f %
A Stay at AAU until age of retirement 41 32.28
B Leave AAU when ever get opportunity be employed at 60 47.24
other organization
C Undecided 26 20.47
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In order to assess the current staff degree of devotion to work at AAU, they were asked to
point out their intention. Accordingly, 32.28% of them affirmed that they will work for
AAU until retirement. Conversely, 47.24% replied that they leave AAU as soon as they get
other job in other organization. While, the minority, 20.47% of them replied that

‘undecided’ whether to the leave or stay at the university.

Table-15: Staff Turnover by Office/ Department

Departments Period Tota | Total %
2000E. | 200 |200 1 Existing | proportio
No C 15 |2 Staff | Staff n to
Research Centers (IDR,
1 IER, IES) 1 5 7 13 79 16.46
2 | General Service 8 10 18 | 36 324 1111
President office and
those units which are
3 | structured under the 2 ¥ 12 | 21 42 50
president office (legal
service. audit etc.)
4 | Library 2 12 9 23 210 10.95
5 Registrar office 3 - 7 10 62 16.13
6 Finance and Budget ) 5 9 14 78 17.94
office
Development office
7 | (printing press, work 4 7 4 15 41 36.59
shop etc.)
8 Student Service 6 12 20 38 620 6.13
9 | Informatics 1 1 4 6 35 17.14
10 Co.Ilege of Social 5 | 2 5 53 9.43
Science
11 | College of Education 1 1 20 22 139 15.83
Institute of Language
12 Studies(ILS) 2 2 - 4 41 9.75
13 | HRM department 3 3 3 9 32 28.13
14 | Security guard 6 10 21 &7 189 19.58
15 |{ICT 1 4 5 10 37 2702
Total 42 80 | 141 | 263

Source: HRM, Financial documents and Own Computation
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Table 15 shows the proportion of administrative staff turnover from each office/ department.
Accordingly, the president office and departments which is structured under the president
offices such as legal unit, audit office, academic vice president, business and development vice
president offices were more exposed to administrative staff turnover with 50% followed by
development office with 36.59% staff turnover. Human resource management department with
28.13% is the third larger staff turnover compared with information and communication
technology department 27.02%. This study will give the university clue to focus on

administrative staff turnover in order to minimize the number of administrative staff turnover.

4.3. Strategies Suggested to Minimize Staff Turnover

The reduction and control of staff turnover can benefit AAU performance, employee
relationship and cost of operation. In order to monitor and manage turnover strategies should

be formulated and implementation should be developed.

In line to this, the researcher has shown that the following categories of possible core strategies
were rating by current and former staff that helps the managers to increase the effectiveness of
their investment in employee and improve overall performance of AAU. A rating score was
used as very important=5; important=4; some what important=3; less important=2 and least
important =1 and the results were summarized in the Table 16.

As described in Table 16, current and former staff was ranked strategies that should be taken to
minimize administrative staff turnover at AAU main campus. The ranking order was based on
mean value from highest to lowest. Accordingly, both categories of the respondents affirmed
that establishing an attractive salary base and benefit packages with mean scores of 4.68 and
5.00 (ranked, 1st) respectively, providing short term and long term job training related to both
personal and organization development rated with mean scores 4.76 and 4.93 (ranked, 2nd)
respectively, providing clear career development opportunities with mean scores of 4.73 and
4.80 (ranked,3rd) respectively and empowering employees on decision making process with
mean scores 4.69 and 4.73 (ranked, 4th) respectively as very important strategies to be taken

to minimize turnover.
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Table- 16: Strategies Suggested to Minimizing Staff Turnover.

Rating scores
: Sig.
No items CT(N=127) FR (N=15) M SD | t-value (2_g
5 431 200 tailed
1 Improving recruitment and | ¢T | 88 |34 | -4 |1 | 4.61 725
selection procedures )
FR 9 6 | -1-1_1|460| s07| 033 974
2 Establishing an attractive CT| 109 (13 |-|5]|_| 478 | 641
salary base and benefit FR -1.327 187
packages 15 - |-|-1=1]3900] .000 '
3
€T 4 - :
Involving employees on * a0 ¥ || 502|598 =353
decision making process FR | 11 4 |-]- 473 | asg ‘ Bl
4 Ensuring downwards and | CT | 61 |58 |- |8 |_| 435 | 782
upward information flow i =220
FR » 826
7 8 |-|-|-|447 | 507
5 Priority a healthy work crl 93 | 32 -2 470 | 554 *
environment B ) 2 151 045
FR| 6 9 |-|-1_]1440]| 507 |7
6 Providing clcar career CT| 103 |19 |-|5|—-| 473 | 660
development opportunities FR
12 | 3 |-|-(-]|480| 414| -388 | .699
7 Providing training and CT| 102 [22|-[3|_.|476 | 470
development opportunity ) -1.243 | 216
FR | 14 1 |-|-]-|493 | .258
Average Mean (CT) 4.66
Average Mean (FR) 4.70

Furthermore, the two groups of the respondents had different opinion on the rest of strategies

suggested to minimize staff turnover. Accordingly, Current staff identified that priority a

healthy work environment with mean score 4.70 (ranked, 5"), improving recruitment and
y p g

selection procedures with mean score 4.61 (ranked, 6™ and ensuring downward and upward

information with mean score 4.35 (ranked, 7). While former staff was pointed out those items

1, 4 and 5, ranked 5th, 6™ and 7" with mean scores of 4.60, 4.47 and 4.40 respectively. Hence,

it is possible to conclude that formulating and implementing of staff retention strategies is

paramount in reducing employees’ turnover and ensure organizational goal achievement.
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To see whether there was statistically significant difference between the two groups of
respondents to mean rating scores t- test was computed. As shown in Table 16, except item 5,
which shows .045 is clearly less than 0.05, this means that there is significant difference between
the mean of the two groups. The remaining items, the statistical significance (p-value) scores
level of significance of the t-test value results show that greater than .05. Thus, the statistical
result shows that there is no statistically significant difference between the means of the two

groups.

In relation to this, interview was conducted with HRM director of AAU concerning strategies
needed to minimize staff turnover. Accordingly, the following solutions were forwarded:
improving existing working system; improving employees’ salary scale; make equal training and
development opportunity for all administrative staff; carefully screening candidates for the right
job fit, providing systematic orientation programs that help new employees on their work and

establishing transparent human resource development plan.

In general, the responses obtained through questionnaire and interview equally indicated that
salary improvement and training and development opportunities are decisive factors for staff
retention. However, the combined strategies can play great role in staff retention and the turnover

reduction endeavor.
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CHAPTER FIVE

5. SUMMARY, CONCLUSION AND RECOMMENDATION

5.1 Summary
This chapter summarizes the major findings of the study and forward research

recommendations based on findings and conclusions.

The purpose of the study was to assess the major causes of administrative staff turnover at
AAU main campus and to provide possible solution to tackle the problems. To achieve

objective of the study the following basic questions were formulated.

1. To what extent is the rate of staff turnover at AAU main campus?

2. What are the significant causes of staff turnover at AAU main campus?

3. Which administrative departments of AAU are more affected by staff
turnover during the last three years?

4. What retention strategies are used to minimize staff turnover at AAU?

In order to treat the basic questions, related literature and documents were reviewed.
Furthermore, questionnaires were distributed to sample population, gathered, organized,
analyzed and interpreted. In addition, interview was conducted with the human resource
director of AAU. The subject of the study was 127 administrative staff who are currently
working at AAU main campus and 15 former administrative staff of AAU who are left the
university main campus during the last three years (2000-2002EC) and currently working in
other organizations. To select respondents of current staff systematic random sampling
techniques was used. Whereas, availability sampling techniques was used to former staff

and purposive sampling is used to interview HRM director.

The statistical tools used to analyze the data were percentage, weighted mean, standard
deviation, t- test analysis at 5% to test level of statistical significance. Finally, the following

major findings were obtained from this research.
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1. Demographic Profile of the Respondents

Among the current administrative staff, the majority, 51.96% of the sampled staff members
are males. While the remaining, 48.03% are females. Similarly, among the former staff
53% of the respondents are female. With regard to age of respondents, 67.72% most of
them are youngsters within the age range of 19-40 years. Also, 27.55% of current staff falls
in the age range of 41-50 years and the rest 4.72% of current staff are above the age of 50
years. On the other hand 66.67% of former staff was categorized within the age range of
31-40 years and 33.33% within the range of 41-50 years. The study shows that majority,
101 79.53% of current and 100% of former staff were married. In relation years of service,
71.65% gave services within the range of 1-20 years. Similarly, 66.67% of former staff

gave service within the range of 11-20 years.

In regarding to monthly salary, 16.53% of the currently working staff at AAU have earning
monthly salary between the range of 501 birr to 1200 birr the majority, 71.65% of the
current staff has earned between the range of birr 1201- 2000 and 7.87% of the current staff
were earning between 2001birr to 2500 birr monthly only 5 respondents has earned more
than birr 2500. While, all former staff of respondents has currently earned more than 2500

birr.

With respect to qualification, out of total current staff of the respondents 78 are BA/BSc/
BEd degree holders, | MA/MSc/MEd degree and 48 diploma holders. On other hand, out
of the total former of respondents 11 are BA/BSc/ BEd degrees and 4 are diploma holders.

2. Annual Average Rate of Staff Turnover at AAU
The study showed that, the extent of annual rate of administrative staff turnover at AAU
main campus was 6.51% in the last three years (2000E.C- 2002 E.C).

3. Factors Influences Staff Turnover
The most factors that influenced administrative staff turnover which had been discussed by

both current and former staff of the respondents were as follows.
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3.1. The majority, 69.72% of both groups of respondents disclosed that HRM or
immediate supervisors at AAU do not formally provided new employees with pre-
placement orientation/induction which related to organizational polices, procedures,
working conditions, organization structure, strategies, duties and responsibilities etc. were

some factors that forced staff to quit AAU.

3.2. In relation job description, the majority, and 72.53% of both current and former
staff of the respondents replied that job description, was not provided before they assigned
at new the position. Due to these they faced problems of clear understanding of specific
duties responsibilities, work over load, poor communications etc. were among factors that

increase staff turnover.

3.3. One of the most dominant factors that contributed to administrative staff
turnover which had been reported frequently by the respondents were inadequate salary and
non- salary benefits. The mean scores between 3.57 and 4.93 by current and former staff
respondents showed that: inadequate monthly salary and non salary benefits, to meet
employee’s financial needs and family support, and unfair promotion opportunity were

major areas of dissatisfaction of administrative staff that force them to quit.

3.4. Reasons that forcing administrative staff to quit from AAU next to salary is
administrative and supervisory problems reported as: delay of BPR implementation
procedure and salary adjustments weighted mean score of 4.64, and ranked 1%, lack of
recognition for good job performances received a mean score of 4.57 and ranked i
involvement in decision making is not participatory is rated with mean score of 4.22,
ranked 3™ whereas, loss of employees’ trust and confidence on managers rated with mean

score of 4.07 and ranked 4",

3.5. Majority 63.38% of the respondents reported that a training and development
program for administrative staff is not practiced at AAU. As confirmed by both groups of
respondents managers do not give attention to training and development programs for

administrative employees and no definite human resource development plan at AAU. On
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the other hand, 36.62% of the respondents affirmed that training and development

opportunities were provided for administrative staff in a sporadic manner.

3.6. As confirmed by current and former staff of the respondents rated their agreement
with mean scores 3.91 and 3.8 respectively shown that grievance handling is poor at AAU.
Poor grievance handling in institution could affects employee morale and performance.

This was also an impact on staff turnover,

3.7. As confirmed by current and former staff of AAU the respondents rated  their
agreement with the mean scores 3.73 and 4.07 respectively identified that managers are
poor in communicating with employees at AAU. This was also among an influencing factor

of employees’ turnover.

3.8. In relation to future plan to stay or leave AAU, 47.24% of currently working staff
respondents replied that they would like to leave AAU as soon as they get other job with
satisfactory salary and benefits in other organization. However, 32.28% of respondents
would prefer to stay at AAU until retirement. While, 20.47% of the respondents replied that
they are not decided to leave or stay at AAU.

4. Most of the respondents confirmed that the working condition at AAU is fair and good by
rating with the mean scores of 3.13- 4.00 which is not to be considered as causes of staff

turnover at AAU main campus.

5. The study showed that among 15 offices/departments, the president office and departments
which is structured under the president offices with 50% having the highest number of
administrative staff turnover, in the last three years followed by development office with

36.59% staff turnover.
6. The finding shows that strategies that should be taken to minimize employees turnover

based on the rating scores given by the respondents as well as by mean value calculated the

most important strategies rank order were: establishing an attractive salary base and benefit
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packages ranked 1%, training and development opportunity ranked 2nd, Providing clear career
development opportunities ranked 3™ and empowering employees on decision making

th

process ranked 4". Furthermore, the two groups of the respondents had different rank order

on the rest of strategies mentioned in Tablel6.

5.2 Conclusion

On the basis of data analysis, interpretations and summary made the following conclusions
are drawn.

1. The success of an institution is much depends on the quantity and quality of its work
force that continuously contribute to goal attainment. In educational institutions the support
of administrative staff has paramount importance to the teaching learning process. As
shown in the finding administrative staff turnover rate within the last three years (2000E.C-
2002E.C) was 6.51% at AAU main campus. The tendency of turnover seems possibly to
continue. From these it possible to concluded that the university teaching learning and

research activities can be adversely affected.

2. Through proper orientation, new employees could adjust to the organization’s
environment, their tasks and performance expectations. The result of the study shows that
there is no formal way of orientation of new administrative staff members to her/his job,
duties and responsibilities, working conditions, organization structure, co-workers and
related rules, procedures, vision, mission, and strategies of AAU. Hence, it can be
concluded that new administrative staff would faced difficulties at the initial stage to adjust
to the new work environments and to execute their tasks properly. Consequently she/he

decides to leave the university.

3. A specific job description is a summary statement that help employee to know his/her job
tasks, duties, and responsibilities which associated with work flow strategies that
emphasize efficiency, control, and detailed work planning. This well-defined boundaries
that separate functions should be provided to employees before assigned at the new
position. The result of the study revealed that job description do not provided to employees.

Therefore, it can be concluded that newly assigned administrative staff can not easily
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identify specific duties and responsibilities to execute their tasks properly which leads to

frustration and finally quit.

4. In an organization staff retention much depend up on the extent to which the adequacy of
extrinsic and intrinsic factors of motivation. As shown in the finding of the study, staff
turnover is associated with job intrinsic and extrinsic dissatisfaction. The insufficiency of
extrinsic factors such as salary and non salary benefits, promotion, financial and non-
financial rewards, poor administration and supervision practices, polices, work overload
which are external to the job and located in the work place had more effect on the staff
turnover because dissatisfied staff are more likely to quit. Furthermore, the finding also
identified that the lack of intrinsic factors such as work it self, recognition, and

responsibility was found to be strongly forcing administrative staff to voluntary turnover.

5. Availability of training and development program can enhance efficiency and boost
employee’s morale and lead to satisfaction. Satisfied staff is likely to stay in an
organization and contribute to organizational goal achievement. However, the findings of
the study revealed that long and short-term trainings are found ineffective at AAU and
there is no human resource training and development plan for administrative staff. There is
only meager training practice. The reason for was, the university did not considered human

resource training and development program as staff retention strategy.

6. The result of study shows that grievance handling is poor at AAU. Poor grievance
handling in an institution could affects employee morale and performance. Therefore, it can
be concluded that improper grievance handling may continue forcing administrative staff
turnover.

7. Employment recognition program can be enhancing communications and employee
relations by recognizing and rewarding employees who make important contributions to the
organization’s success and it is an important component of employees retention plan.
Nevertheless, the study identified that lack of recognition for good job performances of

administrative staff at AAU. Therefore, it can be concluded that the moral of employees
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that create negative attitude toward their job and loss of employees trust and confidence on

managers and gradually lead to decide to quit.

5.3. Recommendation -
Based on the major findings and conclusions drawn, the following possible solutions are
forwarded to minimize administrative staff members turnover on the problems discussed in
the study at AAU main campus.
5.3.1. Pre-placement Orientation and Provision of Job Description
Lack of job orientation programs and a specific job description are among reasons that
administrative staff to quit AAU main campus. Unless systematic orientation programs
and a specific job description should be provided to employees before assigned at the new
position they will be frustrated and forced to quit. Hence, new employees should be
formally oriented on AAU mission, vision, values, policies and procedures for specific
period of time. In addition, specific job description should be provided to employees
before assigned at the new position in order to enable him/her to develop realistic job
expectations and reduce role conflict that might arise in the future which, lead to job
dissatisfaction and subsequent give up.
5.3.2. Improvement of Salary Scale and Benefit Packages
The finding shows that inadequate salaries and benefits are the major reasons that
administrative staff members to leave the job at AAU. Unless, administrative staff is paid
attractive salary and get non-salary benefits which enable the individual to fulfill her/his
needs and family support they will be dissatisfied and decide to leave AAU. Therefore,

[. It is recommended that AAU has to create a fair and competitive salary,

II. The AAU management has to device different benefits packages: such as
transport service, health service, bonus, house allowance, insurance service
etc.

5.3.3. As the research finding indicates, the inefficiency of training and development
program contributed to administrative staff turnover at AAU main campus. In order to
retain capable employees, staff development program that combine the interest of the

organization and individual needs is indispensable. Thus,
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I. Transparent human resource training and development plan should be
in place so as to give equal staff development opportunity;
II. Trainees selection criteria should be based on need assessment to meet
organizational and individual objectives;
III. Training programs should be provided in continuous manner to
encourage working environment that help to develop sense of

belongingness and minimize staff turnover.

5.3.4. Lack of employees grievances handling at AAU main campus is identified as one
of forcing factor for employees to quit. Unless, AAU management gives attention to
grievances handling, administrative staff morale and performance would be affected.
Therefore, the management should be efficient, transparent and impartial in handling

employee grievance handling. To this effect:

I. The AAU management should formulate policy guide line and
grievances handling procedures;

II. The AAU HRM should establish independent office/ quiet place to
meet  with complainant and permanently assigned trained personnel
for proper conflict and grievance management;

III. The HRM should ensure effective, sensitive and confidential

communication between all involved.

5.3.5 The absence of employees recognition, participatory decision making system and
poor communication between managers and employees were identified as reasons for
administrative staff to quit job. To alleviate the problem the university management should
find ways of rewarding (financial or non-financial) system for good work participates
employees in decision making at all levels, and facilitate two way communication to
ensure trust and confidence and make administrative staff feel sense of belongingness

thereby increasing loyalty and engagement in AAU.

5.3.6. It is recommended that further studies should be conducted to have a complete

picture about causes of administrative staff turnover across AAU.
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Appendix |
ADDIS ABABA UNIVERSITY
SCHOOL OF GRATUATE STUDIES

Department of Educational Planning and Management

A questionnaire to be filled by Former staff and currently working at AAU

Dear Respondent,

The purpose of this questionnaire is to gather information in order to identify the causes of
administrative staff turnover at Addis Ababa University. Please be genuine and complete in
your answers.
Thank you for your cooperation
Direction
1. You don’t need to write your name.

2. Please mark ( V ) on the appropriate box to indicate your response.

(%]

Please give only one answer to each item unless you are requested to do otherwise.

4. Multiple responses is possible where ever need

Part 1.
Personal Information
1. 1. Sex: Male O Female [
1.2.Age 1) 19-30 O 2)31-400 3)41-50 O 4) >50 [
1.3. Martial Status A. Single [ B. Married [ C. Divorced 0 D. Windowed(!
1.4. Years of service at AAU  A) 1-5 0 B)6-10 0 C)11-15 0
D) 16-20 O E)= 210
1.5 Qualification A. Diploma 0 B.BA/BSC/BEd 0O C.MA/MSC/Med [
E.Phd O

1.6. Your Current monthly salary:

Birr300-500 [ Birr 501-800 0  Birr 801- 1200 0 Birr 1201-1500 [
Birr 1501- 2000 O Birr2001-2500 O > Birr 25010



Part II: Section (1)

1. Did you get orientation before assigned to work on the new position?
a) Yes [ b) No []

2. If your answer is ' No' for question no, 1, what problems did you face on the job? (You may

give more than one answer).

a) Confused about regulations and procedure to be followed to perform the job [ |
b) Faced difficulty to identify proper channel of communication [
¢) Frustrated for some time []

d) Don’t know [

3. Were you provided with duties and responsibilities (job description) before you were

assigned at the new position?
a) Yes [J b) No [ ¢) Idon’t remember []

4, If your answer for question number 3 is ' No' what problems did you face? (You may
give more than one answer).

a) Lack of clear understanding of specific duties and responsibilities []
b) Work overlap [
c¢) Poor communication [
d) Difficulty in planning work activities [l

e¢) Difficulty in formulating work flow strategies [ ]

f) Lack of understanding working boundaries [ ]

g) Don’t know [
Others (please specify if any)

5. Is there continuous employees training and development practice at AAU?

a) Yes [ b)No [J ¢) Idon’t remember [



6. If your answer for question number 5 is ' No' what do you think is/are the major problem/s

of employee training and development at AAU? (You may give more than one answer).

a) Lack of adequate budget for training and development Program [
b) Attention is not given by Human resource management [ |
¢) Absence of training specialists []

d) The problem is not clearly known [

Others (Please specify if any)

7. If your answer for question number 5 is ' Yes” how often does AAU use the following
training and development methods? Please indicate your observation by putting a tick mark (
v ) using the following scales against your choice.

Key: 4=usunally 3=sometimes 2= rarely 1= Not at all
(You may give more than one answer)

No List of mechanisms

Usually
Sometimes
Rarely
Not at all

Mentoring (i.e. continuous provision of
I | advice, sharing knowledge and experience | 4 3 5 1 ; -
by experienced senior person).

Job rotation (training by assigning

2 employee on various jobs for a specified 4 3 s . | (—
period of time).

3 Workshop, Seminars and conference. y 3 Yeee —

4 | Lecture type class room instruction 4 3 R | (e

5 | Scholarship abroad. p . T y PO | (o

6 Visiting other Organizations. . —— i T—— T  j—

Others (Please specify if any)




Ratings: 5= Strongly Agree 4 = Agree 3= Undecided 2= Disagree 1=Strongly Disagree

Part II: Section (2)

The following are statements or phrases that present job related factors that are thought to

be contributors to administrative staff turnover. Please mark (V) in the box that fits best to

your level of agreement or disagreement on the following statements using the ratings

provided below.

= A [ ! = 8
Statement %ﬂ g) 5 é - ’%b 20 53
No 8 < < = A g A
) = ) v A
| w ;
Managers do not treat administrative staff S | 4oeee 3. 2 fome
equally.
2 | Inadequate opportunities of growth and
S | 4-—- 3-- 2--- 1----
advancement
3 | Poor relationship with immediate supervisor. 5 4 3 2 1----
4 '
Loss of employees' trust and confidence on 5. oo 3. 5. fomen
managers.
5 | Managers are weak in communicating with
S5-——- | 4--- 3-- 2--- 1----
employees.
6 | Poor grievance handling. o Ol — ) -
7 Delay of BPR implementation procedure and
: _ S5 | 4-- 3-- 2--- 1----
salary adjustments.
8 | Unfair criticism through employee performance
: R 4-- 3-- 2--- 1--—-
evaluation.
9 | Poor involvement in decision making process. L f— 4-- G D
10 | Absence of openness in sharing information. §emem- 4--- 3--- 2---- 1----
11 | Lack of recognition for good job performance. 5. 4-- 3. Yee T

Others (please specify if any)




Part II: Section (3)

The following are statements or phrases indicate that salary and other benefits as causes of
administrative staff turnover. Please mark (\/ ) in the box that fits best to your level of

agreement or disagreement on the following statements using the ratings provided below.

Ratings: 5 = strongly agree, - 4= agree, 3= undecided 2= disagree
1=strongly Disagree
s
Rge | @
© | 3| 21t | 5 ¢
No Statement .ﬁ gn fg' = o g’
B 5|a ® o
=
)
1 Inadequate monthly salary to
meet employee’s financial S I e Feee | 2  I—
obligation and to support family.
2 | Inadequate benefits and financial
incentives (health insurance, Dceusics B 3me | 20 |
bonuses, allowance etc.).
3 Unfair promotion opportunity. | Seeeeeee | 4oce-- oo | Do | (.
4 | Employees in other organization,
with similar qualification and
5 4 | 3o | 2 1-----
service year, are better paid than
I. am.

Others (please specify if any)




Part II: Section (4)
The following statement is related to working conditions of the AAU as causes for
employees’ turnover. Please mark (V) in the box that represents best the degree of the

adequacy of the following items using the ratings provided below.

Ratings: 5= Very good 4= Good 3= Fair 2= Poor 1= Very poor
Very
No Stiteient Very | Good | Fair | Poor | poor
good

1 | Availability of office facility such as

computer, internet, ventilation, rest room pieimn | g 3 | 2= | Lo
toilet etc.
2 | Collegial relationship among staff 5 4 3 2 | 1-—---
3 | Staff professional autonomy in the = i 3o | 2 | g
organization. - -
Human resource management support.
- like health services, motivation, grievance
handling, fair treatment availability of | 5 4 3 T N

cafeterias at reasonable prices etc.

Others (Please specify if any)




Part 111

The following are some possible strafegies that help to minimize administrative staff turnover.

Please put a tick mark (V) of the following statements using the ratings provided below.

Key: 5= Very important 4= important 3= some what important 2=less important

1=least important

No

Statement

Very
important

important

some what
important

less important

least important

Improving recruitment and selection procedure to
ensure that the candidates receive a positive
impression of AAU and the job.

B

-

[y
1
]

Establishing an attractive salary bases and benefit
packages equated to what other organizations pay
and consistent to individuals capabilities,
experience, and performance.

5---

4o

. -

Involving employees on decision making process.

B

;-

S

Ensuring information flow both down and upward
that enhances trust and building self-worth and
perceptions of fairness.

; M

Ensuring a healthy work environment, (that is
workplace wellness and safe/free from the
occurrence of injury, a balance workload, faire
treatment, creating team working system etc.)

5

1

. -

Providing clear career development opportunities.

-

R

.

Providing short term and long term job training
related to both personal and organization
development.

B

; T

s

Others (Please specify if any)




This question will be answered by employees who are currently working at AAU
8. What is your future plan? To stay as an employee of AAU or leave it for good

A) I will work for AAU until retirement.

B) Iwill leave AAU as soon as I get other job in other organization

C) Undecided

Other (please specify if any)




Appendix II

ADDIS ABABA UNIVERSITY

SCHOOL OF GRATUATE STUDIES
Department of Educational Planning and Management

Interview Guide

This interview guide is prepared to direct the interviews to be carried out to obtain

information from human resource management director in regarding to administrative

staff turnover.

i1

How do you feel that administrative staff of this university earns adequate salary
and benefits to meet their need when compared to other organization?

Do you feel that there are existing equal opportunities for all administrative staff?
What do you think arc the major problems of administrative staff training and
development at AAU?

How do you characterize flow of communication between management and
administrative staff at different working units?

Do organization have grievance handling procedure?

What are the major causes for administrative staff to leave the university?

What do you suggest retention mechanism to be taken to reduce administrative

staff turnover?



Appendix I

Data Collecting Format of Administrative Staff Turnover

Types of staff Period Total | % of
left
turnover 2000E.C | 2001E.C_ | 2002E.C .




Appendix iv

No

Departments

Period
2000 | 2001 | 2002
E.C .|E.C [E.C

Total
Staff
left

Existing
Staff

% proportion
to existing
Staff
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