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DEFINITIONS 
Classification - the outcome of the analysis 
process that results in the allocation of a 
pay grade level to a position. 

Comparable Position – position similar to 
the one under review in its functions, 
responsibilities and accountabilities, direct 
supervisor responsibilities, and/or 
organizational hierarchy and scope. 

Desk Audit - opportunity for the incumbent 
to describe the duties and responsibilities of 
their position and provide illustrative 
examples. 

Direct Supervisor - to whom an incumbent 
directly reports and completes the 
incumbent’s annual performance 
evaluation. 

Incumbent - an employee who has been 
appointed to the position under review on a 
continuous basis or a fixed term. 

Job Analysis – the process of analyzing and 
assessing various jobs systematically to 
ascertain their relative worth in an 
organization. 

Job Analysis Questionnaire (JAQ) - a 
standardized, structured questionnaire that 
allows analysis of the type and level of work 
behaviors required by a job. 

Job Description (JD) - an approved College 
document which outlines the primary 
accountabilities and responsibilities of a 
position and the essential and desirable 
criteria required to undertake the position. 

Reclassification - a change in classification 
due to an up, down, or lateral pay grade 
change. 

Work Value - assessed by measuring the 
work content or the relative worth of the 
position in achieving an organization’s 
objectives. It is assessed by considering 
several factors including the duties and 
responsibilities, essential requirements, 
qualifications, experience, and skills 
required to perform the duties of the 
position. Work value principles require that 
there be a significant net increase in the 
work value of a position before an increase 
in classification level would be warranted. It 
is not sufficient that there be a mere 
change in the work. The value of the change 
must be significant. 

Work Volume - the workload or amount of 
work undertaken; should not be confused 
with work value. 
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PURPOSE AND SCOPE 
This guideline is intended to describe the 
job analysis, and position reclassification 
process at Palm Beach State College to 
ensure that the process is managed 
consistently, fair, equitably and in 
accordance with the Compensation 
Philosophy and governing policies. 

To ensure proper classification of positions, 
a job analysis is conducted to determine if 
any of the following changes are needed: 

Reclassification 
Reclassification is defined as changing the 
title, duties, responsibilities, and 
competencies for an existing position when 
there is a substantial change. When a 
reclassification of a filled position occurs, 
the employee shall be placed at the 
classification level in the new position.  

Changes to a position can occur naturally 
over a period or because of organizational 
changes. When there has been substantive, 
measurable change in job content and 
degree of responsibility or a restructuring of 
roles within a department, positions should 
be reviewed to ensure they reflect the 
appropriate classification.  

Lateral reclassification generally occurs 
when the duties change in nature but are 
not significantly higher or lower in 
responsibility or authority. Positions can be 
changed within the same pay grade to meet 
the needs of the department or college. 
This includes changing the location of the 
position from one campus to another 

Please note, an increased work volume, 
software changes or additions do not justify 
a change in classification if the duties and 
responsibilities remain the same. A change 
in classification is based on a substantive 
change in level of accountability and 
responsibility. 

Reclassification requests should be budget 
neutral. Any exception to this must be 
approved by the Vice President of Finance 
and Administration. 

Reclassification results, including salary and 
pay grade should not be communicated to 
employees until the Office of Human 
Resources has completed the 
reclassification review and has provided the 
manager express approval to notify the 
employee. 

A request for reclassification does not 
guarantee any particular outcome but may 
result in one of the following actions: 

1. Position change to a higher pay grade

Reclassification 

Classification of New Job 

Job Title Change

Reorganization

Market Adjustment

Fair Labor Standards Act Exemption
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2. Position change to a lower pay grade

3. Position title and/or job description
change and stays within the same pay
grade

Classification of New Job 
The College uses a qualitative job 
evaluation method to classify newly 
budgeted and grant funded positions. This 
includes an analysis of the tasks, duties, and 
responsibilities required to perform the job, 
and an internal/external job-to-job 
comparison to determine the proper 
functions, pay grade, and job family of the 
position. 

Job Title Change 
Job titles should accurately describe the job 
scope and level of a position. Job titles are 
reviewed periodically to ensure they are 
consistent with current naming conventions 
used in the job market and by the College.  

Positions that have distinguishing 
characteristics can, with the review and 
approval of Classification and 
Compensation, use a business title to 
differentiate a specific position from other 
positions with the same job title. For 
example, a Tutor position can have the 
business title of Tutor, Mathematics. 

Reorganization 
The reorganization of a department is the 
result of redesigning business processes to 
improve customer and stakeholder 
satisfaction, increase efficiency, identify 
new authorities and accountabilities, 
improve communication and decision-
making workflows, and reduce costs and 
risks. 

Reorganization requests should be budget 
neutral. Any exception to this must be 
approved by the Vice President of Finance 
and Administration. Hiring managers should 
consult with their cabinet member 
regarding any proposed changes prior to 
making a request for reorganization. 

Positions can change campus location based 
on the needs of the department or college. 
Location changes do not impact salary. 

Market Adjustment 
Market studies or market analysis of 
internal and external benchmark positions 
can be used to ensure equitable employee 
compensation. If a significant pay disparity 
exists, a market pay adjustment, within the 
parameters of the salary range of the 
position’s pay grade, can be made to an 
employee’s salary.  

Fair Labor Standards Act (FLSA) Exemption  
The Fair Labor Standards Act (FLSA) is best 
known as the law determining the exempt 
or nonexempt status of jobs and overtime 
requirements. A position that is designated 
as exempt from FLSA is not covered by the 
overtime pay requirement for hours worked 
over 40 per workweek. 
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WHEN DOES A JOB ANALYSIS OCCUR? 

Positions will be reviewed and changes 
effective on an as needed basis when one 
of the following occurs: 

 Vacancy of a currently budgeted
position

 Reorganization of a department
 Changes in regulation or audits of

FLSA status
 Evolution of existing job resulting in

significant increase or change in
responsibilities and duties described
in the current job description
o Changes to the position must be

ongoing in nature and result in a
significant increase in the work
value of the position

 Creation of a new budgeted position
 Proposal of a new grant
o Classification and Compensation

should be consulted prior to
submitting an application for a
new grant funded position if that
position does not currently exist at
the College

Please note, an increased work volume or 
software changes do not justify a change in 
classification if the duties and 
responsibilities remain the same. A change 
in classification is based on a substantive 
change in level of accountability and 
responsibility.  

Retroactive reclassifications will not be 
processed. Positions may not be submitted 
more than one time per 12-month period. 
Requests for reclassification are accepted at 
any time during the year. Requests are 
reviewed in the order they are received, 
with priority given to requests that could 
have significant impact on the College 
budget, mission, or strategic plan. 

Jobs Not 
People

Job
Classification

On-Going
Event
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JOB ANALYSIS PROCESS 

To ensure consistency and equity in the 
classification process, Classification and 
Compensation uses several tools to make 
an overall analysis of the classification of a 
position. (i.e.: previously approved JD, 
proposed JD, JAQ, other positions in the 
College, job market comparators, etc.) 
The formal job analysis process to 
determine the proper classification of a 
position is based on the following factors: 

 Job level of responsibility
 Scope and purpose
 Complexity, nature, duties, and

responsibilities, including the
percentage of time performing those
duties

 Minimum qualifications
 Education and experience
 Licenses, registrations, certifications,

or special requirements 
 Knowledge, skills, and abilities

 Level of authority, independence and
decision making

 Managerial or supervisory
responsibilities

 Work scope and effect
 Problem-solving
 Nature of relationships
 Working conditions and physical effort
 Equipment, tools, technology, materials,

and vehicles 
 Financial responsibilities
 Decision-making and problem-solving

Data Collection and Analysis 

The formal job analysis process is 
conducted by Classification and 
Compensation with information initially 

provided by the position’s supervisor. 

 Job Analysis Questionnaire (JAQ)
 Desk audits meetings - information

gathering and clarification
 Job descriptions
 Organizational charts
 Comparable jobs
 Comparable pay data – external

market and internal equity
 FLSA tests
 Job family

Determination 

Final determination of a position’s 
classification is made by Classification and 
Compensation with approval by the 
Director of Total Rewards. The job analysis 
process results in:  

 Appropriate job title
 Pay Grade Assignments
 FLSA designation
 Job Family and Job Category
 Job Description

Classification and Compensation compares 
the work that is performed not only to 
similar jobs, but also on a scale that 
encompasses other positions at the College. 

Position 
Classified

Data 
Analyzed

Job 
Content
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RECLASSIFICATION OF A FILLED POSITION 
Step 1: 

Preliminary Classification Consultation and 
Analysis: 

 Supervisor discusses the strategic
long-term goals with the department
head and cabinet member.

 A reclassification request is submitted
via email to
classification@palmbeachstate.edu.

 A reclassification request submitted
by an employee, for their own
position, will not be considered.

 Supervisor discusses the proposed
changes of the filled jobs(s) with
Classification and Compensation.

Questions to answer: 

 Has the job changed permanently and
significantly to warrant a classification
change?

 What other, if any, job impacts may
occur?

 Can the jobs levels be clearly
distinguished?

 Will this result in changes to the
department’s organizational structure?

 Has the department reorganized in the
past 12 months, resulting in job level
changes?

 Does the job description require
updates?

An employee in the position being 
requested for reclassification must: 

 Be performing 100% of the duties as
written for a minimum of six (6)
months prior to initiating the
reclassification request.

 Meet the minimum qualifications of
the requested classification.

The supervisor will discuss the preliminary 
classification results of the filled job(s) with 
the department head and cabinet member. 

If the cabinet member approves the 
preliminary classification results, the 
supervisor then proceeds to Step 2. 

Step 2: 

The direct supervisor initiates a 
reclassification request. There is no 
requirement to gain the incumbent’s 
agreement to the request or proposed job 
change. However, it is encouraged to have a 
discussion with the incumbent regarding 
the documents. 

The supervisor completes and submits a 
classification packet to 
classification@palmbeachstate.edu, which 
includes: 

 Online Job Analysis Questionnaire
(JAQ) submitted to Classification
and Compensation division with
appropriate approval signatures

 Current and proposed
organizational chart

 Written justification for the request
action

 Requests Outside Annual Budget
Form completed with appropriate
approval signatures

The supervisor may be asked to provide 
additional information about other 
positions, which may be affected by the 
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changes in this position. The supervisor may 
also be asked to provide additional 
information regarding the duties and the 
level of responsibility of this position's 
supervisor or other similar positions within 
the department. 

Step 3: 

Classification and Compensation conducts a 
job analysis and makes a final 
determination. 

Factors Not Used During Job Analysis:  

 Job performance or evaluation
rating of employee

 Increase in volume of the work
being performed

 Time spent at the College or
length of service

 Anticipated future job
responsibilities

 Temporary change in duties
 Recognition of individual

achievement
 Number of years in job

Reminder:  The position, not the person, is 
being reviewed. 

Step 4: 

Classification and Compensation sends a 
final determination and reclassification 
report to the supervisor. The supervisor is 
responsible for communicating any changes 
to the employee. Classification and 
Compensation will follow up with formal 
letter to the employee. 

Classification actions, classification 
requests, and corresponding pay changes 
are effective the beginning of the pay 
period following HR approval. 

Supervisor discusses 
goals with department 

head and cabinet 
member

A reclassification 
request submitted via 

email

Supervisor discusses 
recommended change 

with Classification

Cabinet member 
approval

Approved

Supervisor submits 
classification packet to 

Compensation

Classification conducts  
job analysis and makes 

final determination

Approved

Classification sends 
final determination 
and report to the 

supervisor
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RECLASSIFICATION OF A VACANT POSITION 

Step 1: 

The supervisor discusses the strategic long-
term goals and preliminary classification 
results of the vacant position(s) with the 
department head and the cabinet member. 

If the cabinet member approves, the 
supervisor then proceeds to Step 2. 

Step 2: 

A job requisition is submitted in Workday 
with a detailed justification for filling the 
position. Questions to answer: 

 Does this position need to be filled or
should there be consideration to
redeploy this headcount elsewhere?

 What is the purpose of this position?
 Can the functions be dispersed to

other individuals or could the
functions be eliminated?

 Was this impacted by any
reorganization or reclassification over
the past year?

 Has the position changed permanently
and significantly changed to warrant a 
classification change? 

 Does the job description require
updates?

The supervisor discusses the proposed 
changes of the vacant position(s) with 
Classification and Compensation to 
determine if there will be a budget impact 
for the requested change.  

Reclassification requests for a vacant 
position should be budget neutral. Any 

exception to this must be discussed at 
President’s Cabinet and approved by the 
Vice President of Finance and 
Administration. 

Step 3: 

If approved by the President’s Cabinet, 
Classification will send an email to the 
supervisor with the current or proposed job 
description attached. The supervisor will 
review the attached job description to 
ensure the information aligns to the 
position being requested. Classification and 
Compensation will conduct a job analysis 
based on the final job description. 

Once the position is properly classified, the 
job requisition will be sent to Talent 
Acquisition to post or fill the position. 

Supervisor discusses 
goals with 

department head and 
cabinet member

Job Requisition 
submitted in Workday

Supervisor discusses 
proposed change with 

Classification

Approved
Classification sends job 

description to Talent 
Acquisition for posting

If 

Budget 
Neutral 

Approval from VP of 
Finance and 

Administration

President’s Cabinet 
Approval

Classification sends email 
with updated job 

description

Yes

No

Approved
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