Job Classification Review Guide

The State’s Position Classification Plan (Plan)
provides the salary structure for the majority of the
State’s full-time and part-time jobs at state
agencies. The salary structure establishes salary
ranges for jobs and allows agencies to classify and
pay employees appropriately for the work they
perform. The State Classification Team, located
within the State Auditor’s Office, is responsible for
maintaining the State’s compensation and
classification system; however, agencies are
responsible for ensuring that jobs are appropriately
classified within the Plan.

This Job Classification Review Guide is intended to
serve as a general guideline for agency use. It is
designed to assist agencies in determining when to
review jobs and how to conduct a job analysis.
Agencies can create their own policies and
procedures related to reviewing jobs to ensure
proper classification in accordance with the Plan.

When to Review Jobs

Agencies may wish to review jobs to ensure proper
classification:

e During the annual performance evaluation
process.

e Prior to a job vacancy notice being posted or
when creating a new job.

e When there is a major change in duties and
responsibilities and/or a job reassignment.

e When agencies or agency divisions undergo a
reorganization that results in assigned duties
changing.

e When employees move from one agency to
another agency due to a legislative transfer.
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Collecting Data for a Job Analysis

Job analysis is the process of gathering and
analyzing information related to the functions and
skill sets necessary for a job.

To determine appropriate job classification,
information can be obtained in various ways,
including:

e Reviewing agency job descriptions.

e Requiring employees to complete
questionnaires.

e Meeting with employees and supervisors.

e Reviewing the organizational chart.

Job Classification Determination

The proper classification of a job should be
determined based on factors such as:

e Job duties and percentage of time performing
those duties.

e Level of responsibility.

e Complexity of work.

e Level of supervision received and exercised.

e Qualifications required for competent
performance in the job.

Job classification should not be based solely on
factors such as:

e Number of years in a job (excluding law
enforcement positions on Salary Schedule C).

e Increased volume of the same type of work.

e Job performance.

e Functional job title.

e Additional qualifications obtained by an
employee when nothing else has changed.

e Desire to pay an employee more.

e Temporary changes in duties.
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When determining job classification, the following
steps should be considered:

e Review any reclassification request documents.

e Review information obtained through any
questionnaires, interviews, etc.

e Review the agency’s job description.

e Analyze the assigned job duties,
responsibilities, knowledge, skills, and abilities.

e Analyze the degree of judgment, supervision,
and decision-making responsibilities required
for the job.

e Compare the current job to other related job
descriptions and job classifications at the
agency and identify any similarities and
differences.

e Review job descriptions in the Plan.

e Gather other relevant job information.

e Investigate discrepancies between how an
employee describes the job and how a
supervisor describes the job.

e Compare size and organizational structure of
the department to other departments within
the agency.

After completing a determination, document that
determination and the reasoning for it.

Addressing Misclassifications

A reclassification is defined as a change in one job
classification title to another job classification title
as a result of a classification review or as a result of
changes to the Plan approved by the Legislature.

A reclassification, therefore, does not indicate that

an employee’s assigned duties should or will
change.
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If a job has been identified as being misclassified,
the agency must determine how that will be
addressed. Options include:

e Restructuring duties to conform to the current
job classification.
e Reclassifying the job.

Frequently Asked Questions

1. Are agencies required to conduct job
classification reviews?

Yes, Texas Government Code, Section 654.0155,
requires state agencies covered by the Position
Classification Act to review job assignments
annually to ensure that jobs are classified properly.
Agencies also may perform monthly reviews.

2. What if an employee is performing work at a
higher level than the employee’s current job
classification, but the employee does not meet
the minimum requirements for a higher level in
the job classification series? For example, our
internal job description requires five years of
experience to be classified as an Accountant V,
but the employee has only four years of
experience.

Proper classification is determined by the level of
responsibility and duties being performed and not
solely by the education level, work experience, or
time in a position. If an agency requires an
employee to have worked for a particular amount
of time in a lower level position within a job
classification series before moving to a higher level
within the job classification series, then the agency
should ensure that the employee is not performing
those higher level duties.
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3. What should an agency do if there is a need
to pay an employee more when the employee is
at the highest level in the job classification
series?

Jobs should be classified in the most appropriate
classification based on the work performed. If an
agency determines that additional levels are
needed in a job classification series, it should
submit a request to the State Classification Team
during the biennial review of the Plan.

4. What is the difference between a promotion
and a reclassification?

A promotion is a change in duty assignment of an
employee from one job classification to another
job classification with a higher minimum salary
requiring higher qualifications, such as greater
skill or more experience, and involving a higher
level of responsibility. Reclassification is defined
as a change in the definition of duties and
classification of a job based on duties actually
performed.

5. Will a new title change an employee’s Fair
Labor Standards Act (FLSA) exemption status?

FLSA exemption status is based on work
performed. Visit the U.S. Department of Labor’s
Web site at:
http://www.dol.gov/compliance/laws/comp-flsa.htm for
additional information.

6. When can an agency give an employee a
salary increase as a result of a reclassification?

A salary increase as a result of a reclassification
may take effect at any time. Please call the
Office of the Comptroller of Public Accounts for
additional guidance on effective dates.
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7. Who should conduct a job analysis?

A job analysis is typically performed by a trained
human resources professional within an agency.

8. Are agencies required to have a formal policy
regarding job reclassifications?

No. However, agencies may decide to have
formal policies and procedures that are
adequately documented to review and monitor
the classification of jobs. Those policies and
procedures may include a formal reclassification
policy, revised agency job descriptions, and a
process to review job classifications prior to the
posting of job vacancy notices.

9. Where can agencies find information on
salary administration related to
reclassifications?

Texas Government Code, Section 659.254, is the
statute that governs reclassification salary
administration. The Office of the Comptroller of
Public Accounts may establish procedures and
adopt rules to administer promotions,
reclassifications, and other adjustments to salary.
These procedures and rules are on the Office of
the Comptroller of Public Accounts’ Web site.

Resources

State of Texas job descriptions:
http://www.hr.sao.texas.gov/Compensation/JobDescription

S.aspx

Information on changes to the Plan:
http://www.hr.sao.texas.gov/Compensation/ChangesToThe

ClassificationPlan.html

Office of the Comptroller of Public Accounts

payroll policies and procedures:
https://fmx.cpa.state.tx.us/fmx/payper/index.php

State of Texas General Appropriations Act:
http://www.lbb.state.tx.us/StateBudgetsGAA.aspx
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