Type of Review

Title Change Only! ——*

Position Review/Reclassification Process

Title Change
w/minimal Duty —>
Changes®

Duty/Responsibility/
Qualification
Changes

New Position (no

existing job -

description, needs
created)

New Position
(existing job

Dept Head revises job

Action Steps (MUST be taken prio

description HR approval/disapproval

highlighting changes,

End process-job
.| posted internally
g 5 days

submit to HR

Dept Head/Empl complete position
questionnaire and revise job
description highlighting changes,
submit to HR

r to posting vacancy)

HR submits to WIS?®

Dept Head/Empl complete position
guestionnaire? and draft job
description, submit to HR

description)

Elimination of

v

A
A 4

WIS recommends
classification level
(changed or unchanged),
Dept Head notified by HR

A 4

County Personnel Committee
approves/disapproves WIS
recommendation, Dept Head
notified by HR

New Position needs
r Commissioners approval

Commissioners

approval/disapproval ——»

Position

! subject to discretion of HR Director

2subject to discretion of HR Director AND
ratification by Personnel Committee

3 WIS-Waggoner, Irwin, & Scheele Assoc.

\ 4

first

v

Is funding (budget)
correct?

Yes No

A 4

Council approval/disapproval
of Salary Statement

one or both
may apply

End process-job
posted internally
5 days
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A 4

Council approval/disapproval
of Budget
Appropriation/Transfer
Request

A 4

Council approval/disapproval
of Budget Reduction/Transfer
Request




