
 

Staff Job Classification 

General Information 

There are two types of job classifications. One is the FLSA status which designates whether a job is non-
exempt or exempt from overtime pay. The FLSA classification is mandated by Federal and State laws 
with strict guidelines for compliance.  

The other type varies in organizations, but for large organizations, jobs are usually classified and 
grouped based on the same level of duties and responsibilities.   

Need for Job Classification 

A job classification system is used to group positions that have similar duties and responsibilities. If done 
correctly, it creates parity in job titles and consistency in job levels within the organization hierarchy.  It 
allows an organization to establish pay grades and salary ranges based on objective criteria and data.   

Classification is important for establishing standards in setting and managing compensation and pay 
practices, helps in market comparison, EEO compliance, helps in recruitment and selection, performance 
evaluation and appraisals, and career and growth paths. 

Job classification is based upon various aspects of the job and does not take into consideration the 
person assigned.  Instead, identified job value factors such as scope of responsibility, decision making, 
qualifications, etc. are taken into consideration.  These job value factors allow an organization to 
compare jobs which may not appear to be similar.  Job value factors work because almost every job has 
them. 

The University uses a formal classification system called a factor system.  We then use market pay data 
to inform our leadership’s decision to apply pay ranges to each of the individual pay grades.   

What happens in Job Classification Review? 

HR conducts Job analysis applying our job value factors to make classification decisions.  These job value 
factors are: scope of responsibility, decision making, impact of decisions/errors, complexity, 
independence, supervision of others, communications, and qualifications (experience, education, and 
skills, knowledge and abilities related to job). HR may conduct discussions or a desk audit with 
staff/supervisor if it deems appropriate.  After review and evaluation, HR determines the grade, FLSA 
status and title. 

 

 



 

Reclassification Review 

Job classification review is not constant or one-time process. Changes to a job may happen due to 
change in business needs such as introduction of new initiatives, new policies and procedures, new 
technologies, etc. The changes to the job duties, qualifications, responsibilities, decision making and /or 
level of supervisions since the last time the position was classified must be permanent. When that 
happens, a review of the job is necessary to ensure an accurate classification. 

A revised job submitted for reclassification review usually reflects changes to a position, regardless 
whether it is vacant or an incumbent exists. Reclassification must never be used to reward or secure a 
pay increase of an individual because the classification decision is not about the individual but about the 
position.  To be considered, the position must have undergone significant changes since its last review. 

Pay and Timing - Our goal is to complete the reclassification review within two weeks from the date that 
all necessary paperwork is submitted (questionnaire and HR approved final job description).   It’s 
common for HR to review the job and make suggestions for changes to the job description to better 
align with our systems and all applicable laws and regulations.  HR will conclude the review, issue a 
written determination about the new grade and make a salary recommendation.  HR will also provide 
instructions to the supervisor of additional steps such as drafting the reclassification letter for HR review 
and approval, initiating EPAF for the change and discussion with the employee about the changes to the 
job and goals setting. 

Salary increase for the reclassified position may or may not receive central funding. The supervisor is 
responsible to prepare for this and secure funding approval in advance. 

If there is a reclassification with an incumbent in place, the pay change will be effective at the 
beginning of the pay period in which all the materials were submitted to HR.  There is no retroactivity 
beyond that.   

 

 

 

 

 

 



Steps and Instructions for Supervisors 

New Positions 

1. The supervisor should follow the University and Division approval and funding process to create 
a new position.  

2. Then develop job description for the position and enter it in PeopleAdmin . Guides, tips and 
instructions on developing a job description and creating a position description in PeopleAdmin 
can be found on HR website under Managers Resources,  http://www.pacific.edu/About-
Pacific/AdministrationOffices/Business-and-Finance-Division/Human-Resources/Manager-
Resources/Job-Descriptions.html 

3. A short e-mail giving heads up to HR’s compensation and classification manager that a new 
position for classification was entered in PeopleAdmin will speed things up.   HR will 
continuously work with you during the process until the new position is classified. 

Reclassifications 

Note: An employee may initiate a reclassification request with a supervisor but it’s the supervisor’s 
responsibility to complete and submit requirements and follow steps below. If there is disagreement 
between supervisor and employee about the need for reclassification request, the supervisor can 
consult with HR.  The supervisor: 

1. Should follow approval process their Vice President/Provost/Division Head or Dean chooses to 
implement for their Division/School. HR will not monitor or review these approvals. We 
encourage supervisors to make sure their VP is aware of the request. 

2. Updates the Job Description of the position in PeopleAdmin ensuring that the information 
provided is accurate and changes are in place and permanent and not a future plan. The guide 
to modifying a job description can be found in HR website/Managers 
Resources.  http://www.pacific.edu/About-Pacific/AdministrationOffices/Business-and-Finance-
Division/Human-Resources/Manager-Resources/Job-Descriptions.html 

3. Ensures the incumbent meets or exceeds the minimum qualifications. 
4. Completes the Reclassification Request Form and Questionnaire found on the HR 

website/Managers Resources. The questionnaire may be supplemented with additional 
information if needed. This form should be emailed to the HR Compensation and Classification 
manager.   
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