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SecsLife 2011
A survey of rewards, motivation and satisfaction among office staff
Gordon Yates – talent management, recruitment and training across the UK   

Tough times, positive attitudes
The 23rd annual review of secretarial and admin staff from Gordon Yates shows clear signs of the pain of recession - pay rises have fallen and benefits, virtually untouched for years, eroded – but through it all positivity shines through. 

Although many have suffered, most still view their remuneration package as fair. Job satisfaction, year on year, is up. Most are still enjoying what they do and have no immediate plans to move on. Overwhelmingly what comes out from this year’s survey is that in tough times it is people – bosses, work mates and the overall human environment at work – rather than monetary reward that matters most.


Pay, bonuses and benefits

Remuneration packages have been squeezed over the past two years. 

· PAY INCREASED ONLY FOR THE MINORITY
For the first time in the 23 years of this report, pay rises were in the minority. In 2008 almost everyone got a pay rise, as per normal. Only 12% of employers didn’t increase pay. In 2009 the picture changed sharply, with 40% imposing pay freezes. Now the pay freeze has spread to 57% of employers, reflecting tight cost control in a tough economic climate. 

· INCREASES, WHERE PAID, WERE MODEST 
Pay rises, for those receiving them, were small – around 2.8%. In 2009, when inflation was very low, salaries managed a small increase in real terms. This year however, with inflation at 4.7% in November 2010 (ROI Office for National Statistics), and set to increase further with January’s increase in VAT, pay is falling in real terms for most. 

· BONUSES OFFERED TO LESS PEOPLE
Bonuses, for long a significant element, have become less widespread too. Only 37% of companies now offer these. Where paid the average value was £1,343 - although in over a third of cases the figure was under £500. Bonuses these days are almost always linked to profitability. The traditional goodwill bonus is rare. 

· BENEFITS CUT BACK TOO – BUCKING A LONG-TERM TREND
Benefits have suffered as well. Past surveys have suggested resilience in the type and level of benefits awarded to staff, even through economic troughs. Now, although the top three benefits remain unchanged, there are signs of cutback. In 2010, only 52% of respondents received a company pension scheme (75% in 2009); 24% received a season ticket loan (34% in 2009) and 20% received private medical insurance (23% in 2009). 

· Even if on a smaller scale, employers are at least still reflecting employee priorities. When asked which one benefit they would go for above all others, overwhelmingly most respondents indicated that a pension scheme was their first choice, followed by private medical insurance. 

· BUT IS REMUNERATION STILL FAIR? MOST SAY “YES”
Despite all the cutbacks, employees seem to acknowledge changed economic conditions. 64% of respondents see their remuneration package as fair.  

Work Motivation
· WORK/LIFE BALANCE
Many survey respondents seem to favour a healthy work/life balance:  52% agree with the statement:  ‘I take my career seriously, but other things are equally or more important to me’ and only 13% claim that they often put work first in life. 22% admit to liking their job, but not finding it as satisfying as they would like.
· COLLEAGUES AND A GOOD BOSS
Responses to the question ‘what matters to you most at work’ are telling. ‘Pay’ and ‘stretching and challenging work’ are only mentioned by around a third of respondents. Far more important are the people they work with:   58% opt for ‘colleagues I can relate to and enjoy working with’ and 48% for ‘a boss I respect’.  This reflects the findings of past reports where a good boss, most usually defined as someone who is fair, supportive and appreciative, is one of the main reasons for satisfaction at work. For many, personal development is less of a priority: only 19% say that this is important to them at work and just 15% are looking for good long term career prospects. Perhaps employers should also put expensive office refurbishments on hold: only 8% of respondents say their surroundings and work environment are important to them!


Training and development

Despite economic pressure and cutbacks elsewhere, training appears still to be a priority for employers. Past surveys have found that around 80% of companies offer training to their support staff and generally maintain the same level of investment, even during recessions. Training takes many forms, some internal and some external.
· NO CHANGE IN TRAINING INVESTMENT
Just under half of respondents attended a formal training course last year, a similar number to the year before.
· SHIFT TO BUSINESS/MANAGEMENT SKILLS
There has been an interesting shift in the type of training courses offered to support staff. For many years, computer courses were predominant. Today, training in business and management skills dominates - accounting for almost half of all training courses attended. 

39% of those who went on a training course found it ‘quite helpful’. 33% found it ‘very helpful’.
Job satisfaction

Satisfaction at work has been tracked in this survey for many years. This year, despite the cutbacks reported above, satisfaction levels show positive improvement.
· MONEY - NOT THE MAIN MOTIVATOR
26% report being more satisfied with their job, reinforcing the evidence that remuneration is not the main motivator. When asked to comment on why they have become more or less satisfied with their work, respondents offer very varied answers. However the recurring themes: a good boss and colleagues, recognition, interesting work and an acceptable salary. 
· MORE PLAN TO STAY RATHER THAN MOVE
65% of respondents say that they plan to stay with their present employer over the next year. This figure too is higher than in previous years.

Over the years our surveys have shown subtle differences in what makes people want to join, leave or stay with a company. The most common reason for joining a company is “because an opportunity arose”. People stay for “a good boss”, “interesting work” and “fair pay”. Reasons for leaving are most often given as: “boredom” or “to earn more money”.

Conclusion
In the present economic climate, opportunities to earn more money are restricted for many. Rather than become disaffected by harsh reality, the overwhelming picture is of people accepting what they have and making the best of it in a positive way. For us it makes this one of the most interesting and encouraging surveys we’ve ever run.
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DATA TABLES

This survey was carried out via online questionnaire between October and December 2010. It is the 23rd annual study carried out by Gordon Yates since 1988. Responses to the survey in each category were as follows:


Work Motivation
	How long have you been working, taking your career to date?
	

	Less than 2 years
	10.0%

	2 up to 5 years
	12.0%

	5 up to 10 years
	20.0%

	10 up to 15 years
	16.0%

	15 up to 20 years
	10.0%

	More than 20 years
	32.0%



58% of respondents have more than 10 years' experience. 

	Which of the following most closely reflects your feelings towards your work/career?
	

	I take my career seriously but other things are equally or more important to me.
	52.0%

	I quite like my job although it’s not always as satisfying as I would like.
	22.0%

	My career is very important to me and I often put work first in life.
	13.0%

	I mainly work to pay the bills and survive – if I could afford to give up I would.
	13.0%



The majority of respondents appear to have a balanced approach to life/work. 

	Which matters to you most at work? (respondents chose up to three)
	

	Colleagues I can relate to and enjoy working with
	58.0%

	A boss I respect
	48.0%

	Being recognised and appreciated
	42.0%

	Good pay and benefits
	35.0%

	Stretching, challenging work
	33.0%

	Working for a company whose activity/aims I respect
	23.0%

	The opportunity to develop myself personally
	19.0%

	Feeling secure
	18.0%

	Flexible hours to fit in with my private life
	16.0%

	Good longer term prospects for my career
	15.0%

	Pleasant (physical) surroundings and work environment
	8.0%



Relationships with colleagues and a boss, together with recognition, have consistently been the most important aspects of working life in past reports. 

Pay, Bonuses and Benefits
	Did you receive a pay increase in the last 12 months?
	

	Yes
	43.5%

	No
	56.5%



In 2008, 88% of companies awarded a pay rise and in 2009 this fell to 60%. Only 43% of respondents received a pay rise in 2010, suggesting that companies are continuing to keep a tight rein on costs .

	If yes, approximately what was the percentage increase?
	

	Less than 2%
	49.0%

	2% up to  4%
	32.0%

	4% up to 6%
	7.0%

	6% up to 8%
	4.0%

	More than 8%
	8.0%


In 2009, 90% of companies kept pay rises below 5%; with a low inflation rate at the time, this represented an increase in real terms.  The level of pay rise is similar this year but, with inflation rising to 4.7%*, most salaries are static.
* ROI office for National Statistics November 2010

	Did you receive any additional pay in the form of a bonus (or bonuses) last year?
	

	Yes
	37.0%

	No
	63.0%


There has been a steady fall in the percentage of companies awarding a bonus in recent years. In 2008, it was offered by 56% of companies. This fell to 37% in 2009 and this year the figure remains the same. Bonuses are no longer an automatic part of a remuneration package and are generally linked to company profitability.

	If yes, approximately how much did you receive?
	

	Up to £100
	8.5%

	£101 - £500
	25.0%

	£501 - £1,000
	20.0%

	£1,001 - £1,500
	10.0%

	£1,501 - £2,000
	8.5%

	More than £2,000
	28.0%


The average bonus paid was £1,343. 
	What benefits do you receive as part of your employment package?
	

	Pension scheme (employee pays part or all contributions)
	52.0%

	Season ticket loan
	24.0%

	Private health insurance - employee only
	20.0%

	Sports/gym membership/social facilities
	18.0%

	Subsidised lunches
	15.0%

	Private health insurance - employee and family
	13.0%

	Share options
	11.0%

	Company crèche/childcare support
	7.0%

	Pension scheme (entirely paid by company)
	7.0%

	Disability insurance
	5.0%

	Company car
	3.0%

	Mortgage subsidy
	1.0%

	
	

	No benefits received
	27.0%

	Other 
	15.0%


Past reports have shown that over 80% of companies offer benefits, however there are signs of a cutback this year. Although the top three benefits have remained unchanged for more than a decade, there is a marked decline in the proportion of respondents using a company pension scheme. from 75% in 2009 to 52% this year. 'Other' benefits vary widely - from free lunches and childcare vouchers to Costco membership. They also indicate that some employees view benefits widely, considering free parking at work and team events as benefits.

Respondents were asked which work benefit they would like to receive, if they could only have one. The answers suggest that employers have got it right; a pension scheme is overwhelmingly the first choice, followed by medical insurance.

	Do you think that your remuneration package as a whole is fair for the work you do?
	

	Yes
	64.0%

	No
	36.0%


Job Satisfaction
	In general, over the last 12 months have you become more or less satisfied with your working life?
	

	More satisfied
	26.0%

	Less satisfied
	52.0%

	No change
	22.0%


Respondents were asked to comment on what affects their satisfaction at work. Although varied and individual, the answers generally confirm what is important to people at work: a good boss and colleagues, recognition, manageable workload, interesting work and acceptable salary.

	Are you planning to stay with your present employer during the year ahead?
	

	Yes
	65.0%

	No
	35.0%


Respondents were asked to comment about what makes them want to stay in or leave a job. past reports show subtle differences in the motivation for joining, staying in or leaving a company. People most often join a company because 'the opportunity just came up'; stay with it for a good boss, interesting work or good pay and leave for boredom, to earn more money or find more interesting work.

Training and development
	Did you go on any training/career development courses through your company last year?
	

	Yes
	46.5%

	No
	53.5%


Even during a recession, many employers maintain their investment in training. Past reports show that around 80% of companies offer training to their support staff. Not all staff take advantage of this training all the time and the 47% who went on a course last year is the same level as in 2009.

	If yes, what did this training mainly involve?  (respondents chose up to two)
	

	Business skills (non computer)
	45.0%

	Computer courses
	35.0%

	Health and safety
	31.0%

	Practical skills
	26.0%

	Management courses
	14.0%

	Vocational qualifications
	5.0%


Training for support staff has changed over the years. Once, the majority of courses focused on computing. Today, the most popular type of course involves business skills, reflecting the wide and varied roles of secretarial/admin staff.
	In general, how helpful do you think this training was to your job?
	

	Quite helpful
	39.0%

	Very helpful
	33.0%

	Slightly helpful
	18.0%

	Not helpful at all
	5.0%

	Other
	4.0%


Encouraging news for employers is that 72% of respondents found their training 'quite' or 'very' helpful. 

SALARY TABLES

The salary tables are offered for guideline purposes only. They are extrapolated from current data for pay rate changes and historical data for geographical and sector variations.

	
	
	Junior
	Team/mgr
	Senior
	Recept
	Office Mgr

	Central London
	LOW
	10,122
	15,183
	20,244
	10,122
	20,244

	
	QUARTILE
	17,713
	22,774
	27,835
	17,713
	27,835

	
	AVERAGE
	19,979
	24,617
	31,455
	19,716
	31,701

	
	QUARTILE
	22,774
	27,835
	32,896
	22,774
	37,957

	
	HIGH
	27,835
	35,426
	50,609
	27,835
	50,609

	
	
	
	
	
	
	

	SE England
	LOW
	10,122
	15,183
	20,244
	10,122
	20,244

	
	QUARTILE
	17,271
	17,713
	21,509
	12,652
	22,774

	
	AVERAGE
	17,129
	19,784
	24,384
	15,527
	26,278

	
	QUARTILE
	17,713
	22,774
	25,305
	17,713
	27,835

	
	HIGH
	22,774
	27,835
	32,896
	17,713
	37,957

	
	
	
	
	
	
	

	Rest of UK
	LOW
	10,122
	15,183
	20,244
	10,122
	20,244

	
	QUARTILE
	12,652
	17,713
	22,774
	12,652
	22,774

	
	AVERAGE
	14,082
	18,648
	24,661
	14,591
	24,378

	
	QUARTILE
	17,713
	17,713
	27,835
	17,713
	27,835

	
	HIGH
	22,774
	27,835
	32,896
	22,774
	32,896


BUSINESS CATEGORIES - CENTRAL LONDON
	Business
	LOW
	12,652
	17,713
	22,774
	12,652
	22,774

	consultancy
	QUARTILE
	17,713
	22,774
	27,835
	17,713
	27,835

	
	AVERAGE
	18,866
	24,106
	31,407
	18,275
	33,162

	
	QUARTILE
	22,774
	27,835
	32,896
	21,509
	37,957

	
	HIGH
	22,774
	32,896
	43,018
	22,774
	48,079


	Charities/
	LOW
	12,652
	17,713
	22,774
	12,652
	22,774

	  associations
	QUARTILE
	17,713
	22,774
	27,835
	17,713
	27,835

	
	AVERAGE
	19,565
	23,120
	29,658
	19,608
	29,916

	
	QUARTILE
	22,774
	22,774
	32,896
	22,774
	32,896

	
	HIGH
	27,835
	27,835
	43,018
	27,835
	50,609


	Financial
	LOW
	17,713
	22,774
	22,774
	17,713
	22,774

	
	QUARTILE
	22,774
	27,835
	32,896
	20,244
	31,631

	
	AVERAGE
	22,969
	28,468
	34,773
	22,284
	36,692

	
	QUARTILE
	22,774
	32,896
	37,957
	22,774
	43,018

	
	HIGH
	27,835
	35,426
	50,609
	27,835
	50,609


	General commercial/
	LOW
	17,713
	17,713
	22,774
	12,652
	27,835

	  industrial
	QUARTILE
	17,713
	22,774
	30,365
	17,713
	30,365

	
	AVERAGE
	20,244
	25,621
	32,896
	20,876
	33,619

	
	QUARTILE
	22,774
	29,100
	35,426
	22,774
	35,426

	
	HIGH
	22,774
	35,426
	43,018
	27,835
	43,018


	Marketing/
	LOW
	10,122
	15,183
	20,244
	10,122
	20,244

	  advertising
	QUARTILE
	17,713
	17,713
	26,570
	12,652
	22,774

	
	AVERAGE
	17,502
	20,633
	29,733
	18,297
	27,835

	
	QUARTILE
	17,713
	22,774
	32,896
	22,774
	30,365

	
	HIGH
	22,774
	27,835
	43,018
	27,835
	43,018


	Media and
	LOW
	17,713
	17,713
	20,244
	17,713
	20,244

	communication
	QUARTILE
	17,713
	22,774
	27,835
	17,713
	27,835

	
	AVERAGE
	20,560
	23,449
	30,546
	18,978
	28,626

	
	QUARTILE
	22,774
	27,835
	36,692
	17,713
	29,100

	
	HIGH
	27,835
	27,835
	37,957
	25,305
	37,957


	Professional
	LOW
	17,713
	22,774
	27,835
	17,713
	22,774

	  -legal and
	QUARTILE
	17,713
	22,774
	32,896
	17,713
	30,365

	  accountancy)
	AVERAGE
	18,725
	24,798
	31,884
	21,762
	34,161

	
	QUARTILE
	17,713
	22,774
	32,896
	22,774
	39,222

	
	HIGH
	22,774
	32,896
	32,896
	27,835
	43,018


	Property
	LOW
	12,652
	22,774
	22,774
	12,652
	22,774

	  (inc architects)
	QUARTILE
	17,713
	25,305
	29,100
	17,713
	27,835

	
	AVERAGE
	19,940
	26,735
	32,666
	20,175
	32,086

	
	QUARTILE
	22,774
	27,835
	32,896
	22,774
	37,957

	
	HIGH
	27,835
	32,896
	43,018
	27,835
	50,609


	Public sector
	LOW
	12,652
	17,713
	20,244
	12,652
	22,774

	
	QUARTILE
	17,713
	22,774
	27,835
	17,713
	27,835

	
	AVERAGE
	18,918
	23,924
	29,986
	17,954
	32,197

	
	QUARTILE
	22,774
	27,835
	32,896
	17,713
	32,896

	
	HIGH
	22,500
	32,500
	37,500
	22,500
	48,000


	Retail/leisure
	LOW
	17,713
	17,713
	22,774
	12,652
	20,244

	
	QUARTILE
	17,713
	17,713
	25,305
	17,713
	20,876

	
	AVERAGE
	21,015
	21,818
	29,281
	18,275
	27,835

	
	QUARTILE
	22,774
	22,774
	32,896
	17,713
	32,896

	
	HIGH
	22,500
	32,500
	37,500
	22,500
	48,000


Quotable quotes
Comments from respondents…

What makes me satisfied at work?

“A brilliant working relationship with boss and colleagues.”
“Job satisfaction to me is getting the job done no matter what the pressure is.”
“As a PA I have a lot of autonomy and variety.  I have respect for my managers, they have respect for me.”
“My boss is great and it makes all the difference to how much I enjoy my work.”
“There is a great culture at my organisation, filtering down from an excellent CEO and Executive Team.”
“I get a lot of positive feedback about my work and that always makes you feel valued.”
“Stability is very important - also being in a supportive environment amongst trustworthy colleagues.”
“Sticking to the industry you find most interesting is always a winner!”
“Good relationship with your boss and other senior staff as well as respect of newer employees.”
“Work life balance and being recognised.”
What makes me less satisfied?”

It is important to me that I am challenged during my working day, as I find that excessive downtime in the workplace can be de-motivating.”
“More work heaped on you no appreciation, no recognition.”
“Changing business circumstances make for a more unsettled workplace.”
“Feeling part of a team and contributing to the aim of that team is what helps me to get satisfaction from my job. Unfortunately I do not feel this way in my current position.”
“Change in the industry has meant two years on pay freeze and less interesting work for the administration team.”


“No pay rises in over 2 years is difficult though we appreciate the financial situation out there but there must be changes in 2011 or many employees will look to leave for new opportunities.”
“It would be nice to be considered for a pay appraisal and inclusion in the bonus scheme as I have been working here for years without either. Other than that I really, really like my job.”
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