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	OFFICIAL JOB DESCRIPTION / CLASSIFICATION SPECIFICATION



	[bookmark: Dropdown2]Basis for Update: 
	Type of Class Spec: 

	Current Official Job Class Title:                  
	Current Job Code #:          

	Proposed Job Class Title:                    
	Proposed Job Code #:                   

	Job Family: 
	Branch:             

	Career Stream: 
	Career Level: 

	Pay Plan: 
	Pay Grade:        

	Market Pricing Benchmark: 
	Slotting PFS Score: 



	REVIEWERS AND APPROVERS

	OSHR CLASSIFICATION/COMPENSATION CONSULTANT:

	Printed Name
                
	Phone
          
	Date
          

	

	OSHR CLASSIFICATION/COMPENSATION MANAGER:

	Printed Name
       
	Phone
          
	Date
          

	

	STATE HUMAN RESOURCES COMMISSION AND OFFICE OF THE GOVERNOR:

	Date Presented to the SHRC                      Approved: |_|   Denied: |_|
	Date Presented to the Governor’s Office                      
Approved: |_|   Denied: |_|
	Comments
          

	



	
JUSTIFICATION FOR REQUEST TO CREATE OR REVISE A JOB CLASSIFICATION SPECIFICATION

	          





	SPECIAL CONDITIONS AND CONSIDERATIONS FOR THIS JOB CLASSIFICATION

	          





	
SECTION ONLY TO BE COMPLETED FOR REVISIONS TO EXISTING MINIMUM E&E REQUIREMENTS

	Current Minimum Required Education & Experience
	Proposed Minimum Required Education & Experience

	          
	          

	          
	          

	          
	          

	          
	          



	CLASS CONCEPT 

	          













	REPRESENTATIVE EXAMPLES OF JOB RESPONSIBILITIES

	Job Responsibility Summary (Primary Purpose of this Role):
     

	#
	The following statements are intended to describe the general nature and level of work being performed by individuals assigned to this job classification. They are not intended to be construed as an exhaustive list of all responsibilities, duties, skills required of employees so classified. Job responsibilities and duties may vary depending upon the agency, division, section, or work location. This is a general representation of positions in this class and is not intended to identify essential job functions in accordance with the ADA.

	1
	          

	2
	          

	3
	         

	4
	     

	5
	     

	6
	     

	7
	     

	8
	     

	9
	     

	10
	     






	
KSA’S - KNOWLEDGE, SKILLS, ABILITIES TYPICALLY REQUIRED FOR THIS ROLE IN RELATION TO JOB RESPONSIBILITIES

	1
	     

	2
	     

	3
	     

	4
	     

	5
	     

	6
	          

	7
	          

	8
	          

	9
	          

	10
	          



	MINIMUM REQUIRED EDUCATION AND EXPERIENCE

	A. The minimum amount of formal education typically required to be hired for/promoted into the position.
	Select One
	Level
	Description of Educational Degree and Field(s) of Study

	|_|
	1
	High School Diploma or G.E.D.

	|_|
	2
	[bookmark: Text2]Associate’s Degree in 	          

	|_|
	3
	Bachelor’s Degree in 	          

	|_|
	4
	Master’s Degree in 	          

	|_|
	5
	PhD / EdD / JD or Other in 	          




	B. The minimum amount of working time, beyond education (or equivalent), required to be hired for/promoted into the position.
	Select One
	Level
	Description of Years of Experience

	|_|
	1
	Less than 1 year of directly related experience

	|_|
	2
	1 to 3 years of directly related experience

	|_|
	3
	4 to 6 years of directly related experience

	|_|
	4
	7 to 9 years of directly related experience

	|_|
	5
	10 or more years of directly related experience




	
C. Other Required Education and Experience:
     





	LICENSES, CERTIFICATIONS, OR REGISTRATIONS REQUIRED BY STATUTE OR REGULATION

	     

	Needed for Job Posting only:	|_|	Driver’s License Required	|_|	Commercial Driver’s License Required	Class	     







	
CLASS SPEC ADDENDUM - WORK DIMENSIONS
JOB FACTORS ARE REVIEWED IN COLLABORATION WITH STATE AGENCIES AND APPROVED/ASSIGNED BY OSHR/CLASSIFICATION & COMPENSATION



	I. INFORMATION PROCESSING AND LATITUDE (The terminology of “procedures” and “policy” may not be relevant to all types of work, particularly highly technical work. Therefore, it may be useful to equate “information processing levels” with the application of intellectual capacity required for the role.)

	A. Evaluates the mental process in using job knowledge to successfully complete the duties of the position.
	Select One
	Level
	Description

	|_|
	1
	Predominantly follows established procedures, practices, policies, makes routine decisions within prescribed limits.

	|_|
	2
	Occasionally adapts procedures to resolve unusual cases; makes some decisions requiring consideration of criteria.

	|_|
	3
	Frequently adapts procedures to resolve questionable cases; often makes decisions requiring consideration of criteria.

	|_|
	4
	Occasionally develops practices, suggests policy changes to resolve difficult cases.

	|_|
	5
	Often develops practice, assists/influences decisions, recommends policy changes to resolve difficult cases and address emerging organizational change.

	|_|
	6
	Regularly develops policy to address organizational change; regularly makes policy-setting decisions.




	B. The amount of guidance and review received by the position and the amount of freedom to take action.
	Select One
	Level
	Description

	|_|
	1
	Some instructions required; work is closely supervised. Generally, the position follows specific, detailed instructions.

	|_|
	2
	General instructions or supervision provided; work is reviewed for reasonableness, overall sufficiency and accuracy.

	|_|
	3
	Functional or general guidance provided; participates in determining objectives. Plans schedules and arranges own activities in accomplishing objectives. Work is reviewed upon completion for sufficiency in meeting objectives.

	|_|
	4
	Broad objectives; assignments are objective oriented. Work is reviewed in terms of meeting the organization’s objectives and timelines.

	|_|
	5
	Strategic direction; objectives are defined in collaboration with senior/executive agency management and results are assessed from a relatively long-term perspective.




	
Analyst Notes (explanation for levels selected above must reference specific job duties) - Information Processing and Latitude:
       








	
CLASS SPEC ADDENDUM - WORK DIMENSIONS (CONTINUED)
JOB FACTORS ARE REVIEWED IN COLLABORATION WITH STATE AGENCIES AND APPROVED/ASSIGNED BY OSHR/CLASSIFICATION & COMPENSATION



	II. TYPE OF CONTACTS AND NATURE OF CONTACTS

	A. Describes the frequency and variety of internal and external contacts.
	Select One
	Level
	Description

	|_|
	1
	Regular contact with other employees within the work unit, peer group, and supervisor; some public contact.

	|_|
	2
	Regular contact with other employees at similar levels within the organization, external peers, general public, the media, and customers.

	|_|
	3
	Regular contact with various levels of professional staff and management at multiple agencies (internal or external).

	|_|
	4
	Frequent contact with other employees at/above the level of position's supervisor (internal or external).

	|_|
	5
	Frequent contact with Legislative officials or major executives of external regulatory or governing agencies.




	B. Describes the most frequent purpose and/or outcome of contacts for position.
	Select One
	Level
	Description

	|_|
	1
	Information is readily available, easily understood, and non-controversial. No analysis or interpretation of the information is required.

	|_|
	2
	Provides routine replies to questions; requires interpretation of standard policies and procedures for the public/peers within the agency and to other stakeholders. Using policy or process to resolve controversial or complicated issues at this level is rare.

	|_|
	3
	Interprets/applies policies in problem-solving involving sensitivity or conflict on a routine basis using acquired expertise to resolve escalated or difficult issues; provides consultation, guidance and leadership.

	|_|
	4
	Persuasion/negotiation used frequently to achieve desired outcomes.

	|_|
	5
	Frequent negotiation/resolution of significant matters affecting agency-wide or state-wide goals/objectives.




	
Analyst Notes (explanation for levels selected above must reference specific job duties) - Type and Nature of Contacts:
     








	
CLASS SPEC ADDENDUM - WORK DIMENSIONS (CONTINUED)
JOB FACTORS ARE REVIEWED IN COLLABORATION WITH STATE AGENCIES AND APPROVED/ASSIGNED BY OSHR/CLASSIFICATION & COMPENSATION



	III. JOB SKILL LEVEL AND TECHNICAL DIFFICULTY

	A. Measures the minimum level of skill required to successfully accomplish job duties. In distinguishing between Levels 3 and 4, the emphasis on theory in Level 4 should be considered.
	Select One
	Level
	Description

	|_|
	1
	Basic skills; ability to understand and follow simple written or oral instructions.

	|_|
	2
	Knowledge of learned procedures, practices, routines.

	|_|
	3
	Analysis and interpretation requiring a full working knowledge of procedures, policies, and practices; or a basic knowledge of a professional field.

	|_|
	4
	Thorough understanding of both theoretical and practical aspects of an analytical, technical or professional discipline.

	|_|
	5
	Application of advanced principles, techniques and theory.




	B. Measures the technical difficulty of job duties.
	Select One
	Level
	Description

	|_|
	1
	Basic technical ability and/or knowledge of the business.

	|_|
	2
	Intermediate technical abilities; often attained through self-study or informal training.

	|_|
	3
	Technical abilities often attained through formal training, apprenticeship, certification, and/or licensure or business-specific operations knowledge gained by organizational training.

	|_|
	4
	Advanced technical abilities and/or knowledge attained through significant (acknowledged by supervisors and peers to have significant technical know-how) experience.

	|_|
	5
	Unique or rare specialized knowledge or expertise in areas related to state or agency operations; ability to apply advanced technical principles or theories to enhance business operations.




	
Analyst Notes (explanation for levels selected above must reference specific job duties) - Job Skill Level and Technical Difficulty:
      








	
CLASS SPEC ADDENDUM - WORK DIMENSIONS (CONTINUED)
JOB FACTORS ARE REVIEWED IN COLLABORATION WITH STATE AGENCIES AND APPROVED/ASSIGNED BY OSHR/CLASSIFICATION & COMPENSATION



	IV. MENTAL FATIGUE & STRESS AND PHYSICAL RISK & EXPOSURE

	A. Measures the potential for mental fatigue and stress resulting from the requirements of job duties.
	Select One
	Level
	Description

	|_|
	1
	Low potential for mental fatigue and stress resulting from the requirements of job duties.

	|_|
	2
	Some potential for mental fatigue and stress resulting from the requirements of job duties.

	|_|
	3
	Moderate potential for mental fatigue and stress resulting from the requirements of job duties.

	|_|
	4
	High potential for mental fatigue and stress resulting from the requirements of job duties.

	|_|
	5
	Very high potential for mental fatigue and stress resulting from the requirements of job duties.




	B. Measure the potential physical risk of the job and/or the exposure to disagreeable situations or environment. Only physical conditions should be considered.  Mental fatigue and stress are covered above. It is the employee’s exposure to risks and stresses that is being evaluated, regardless of how well or poorly the employee handles them.
	Select One
	Level
	Description

	|_|
	1
	Low physical risk on the job and/or exposure to disagreeable situations or environments.

	|_|
	2
	Some physical risk on the job and/or exposure to disagreeable situations or environment.

	|_|
	3
	Moderate physical risk on the job and/or exposure to disagreeable situations or environment.

	|_|
	4
	High physical risk on the job and/or exposure to disagreeable situations or environment.

	|_|
	5
	Very high physical risk on the job and/or exposure to disagreeable situations or environment.




	
Analyst Notes (explanation for levels selected above must reference specific job duties) - Mental Fatigue/Stress and Physical Risk/Exposure:
      








	
CLASS SPEC ADDENDUM - WORK DIMENSIONS (CONTINUED)
JOB FACTORS ARE REVIEWED IN COLLABORATION WITH STATE AGENCIES AND APPROVED/ASSIGNED BY OSHR/CLASSIFICATION & COMPENSATION



	V. ORGANIZATIONAL LEVEL AND NUMBER OF SUPERVISEES (Temporary, seasonal and contracted employees do not count for the purposes of this factor. Committees or project teams do not count for the purposes of this factor. Note: that to be a M1 level manager or above, you must supervise at least 3 full-time positions or FTE’s.)

	A. Organizational level measures the level at which supervision is exercised.
	Select One
	Level
	Description

	Para-Professionals:

	|_|
	S1
	Entry para-professional jobs typically require little to no prior knowledge or experience. Work is routine and follows standard procedures. Work is closely supervised. Communicates information that requires little explanation or interpretation.

	|_|
	S2
	Experienced para-professional jobs require basic knowledge of job procedures and tools obtained through work experience and may require vocational or technical education. Works under moderate supervision. Problems are typically of a routine nature but may at times require interpretation or deviation from standard procedures. Communicates information that requires some explanation or interpretation.

	|_|
	S3
	Senior para-professional jobs require broad knowledge of operational procedures and tools obtained through extensive work experience and may require vocational or technical education. Works under limited supervision for routine situations. Provides training and assistance to lower level employees. Problems typically are not routine and require analysis to understand.

	|_|
	S4
	Specialist para-professional jobs require advanced knowledge of operational procedures and tools obtained through extensive work experience and may require vocational or technical education. Works under limited supervision for non-routine situations and may be responsible for leading daily operations: training, delegating, and reviewing the work of lower level employees. Problems are typically difficult and non-routine but not complex.

	Professionals:

	|_|
	P1
	Entry professional jobs apply broad theoretical job knowledge typically obtained through advanced education. Work is closely supervised; problems faced are not typically difficult or complex. Explains facts, policies and practices related to job area.

	|_|
	P2
	[bookmark: _Hlk20314164]Experienced professional jobs apply practical knowledge of job area typically obtained through advanced education and work experience. Works independently with general supervision. Problems faced are difficult but typically not complex. May influence others within the job area through explanation of facts, policies and practices.

	|_|
	P3
	Senior professional jobs apply advanced knowledge of job area typically obtained through advanced education and work experience. Responsibilities may include managing projects/processes, working independently with limited supervision; and, coaching and reviewing the work of lower level professionals. Problems faced are difficult and sometimes complex.

	|_|
	P4
	[bookmark: _Hlk20315877]Specialist professional jobs are recognized subject matter expert in job area typically obtained through advanced education and work experience. Responsibilities typically include managing large projects or processes with limited oversight from manager; coaching, reviewing and delegating work to lower level professionals. Problems faced are difficult and often complex.

	|_|
	P5
	Expert professional jobs are a recognized master in professional discipline typically obtained through advanced education and work experience. Responsible for establishing operational plans for job area; developing and implementing new products, processes, standards or operational plans that will have impact on the achievement of functional results. Requires communication with leadership.

	|_|
	P6
	Pre-eminent professional jobs are recognized both within and outside the organization as thought leaders in area of expertise. Responsibilities include recommending operational strategies and plans with direct impact on results; influencing business decisions made by leadership. Problems are complex and multi-dimensional. Requires communication with executive leadership on matters of strategic importance.






	
CLASS SPEC ADDENDUM - WORK DIMENSIONS (CONTINUED)
JOB FACTORS ARE REVIEWED IN COLLABORATION WITH STATE AGENCIES AND APPROVED/ASSIGNED BY OSHR/CLASSIFICATION & COMPENSATION



	V. ORGANIZATIONAL LEVEL AND NUMBER OF SUPERVISEES (CONTINUED)

	A. Organizational level measures the level at which supervision is exercised (CONTINUED).
	Select One
	Level
	Description

	Bona-fide Supervisors: (includes authority to hire, discipline, terminate, and manage performance of at least three FTEs)

	|_|
	M1
	Supervises para-professional employees. Responsibilities typically include setting day-to-day operational objectives for team. Problems faced may be difficult but typically are not complex. Ensures policies, practices and procedures are understood and followed by direct reports, customers and stakeholders.

	|_|
	M2
	Supervises professional level employees (typically entry or experienced level) and may also supervise some para-professional employees. Responsibilities typically include setting goals and objectives for team members for achievement of operational results. Problems faced may be difficult but typically are not complex. Ensures policies, practices and procedures are understood and followed by direct reports, customers and stakeholders.

	Bona-fide Managers: (includes authority to hire, discipline, terminate, and manage performance of at least three FTEs)

	|_|
	M3
	A Manager manages experienced professionals who exercise latitude and independence in assignments. Responsibilities typically include policy and strategy implementation for short-term results (1 year or less). Problems faced are difficult to moderately complex. Influences others outside of own job area regarding policies, practices and procedures.

	|_|
	M4
	A Senior Manager I manages a department or small unit that includes multiple teams led by Managers and/or Supervisors. Responsibilities typically include ownership of short to mid-term (1-3 years) execution of functional strategy and the operational direction of the department. Problems faced are often complex and require extensive investigation and analysis. Requires ability to influence others to accept practices and approaches, and ability to communicate and influence executive leadership.

	|_|
	M5
	The Senior Manager II exists as an additional management level between M4 and E1 accountable for an entire agency or multiple functions with a statewide scope, OR a large and key operational division for an entire agency. Responsibilities typically include managing multiple teams led by Senior Managers and Managers; owning short to mid-term (1-3 years) strategy execution and operational direction for the assigned agency, division or statewide enterprise.

	Executives as approved by OSHR Leadership

	|_|
	E1
	Establishes and implements strategies that have short to mid-term (1-3 years) impact on business results in alignment with state objectives. Leads multiple teams of directors/senior managers, and managers. Develops short to mid-term plans for optimizing the organization, function, or sub-function and the talent required to execute strategies in job area.

	|_|
	E2
	Establishes and implements strategies that have mid to long-term (3-5 years) impact on business results in alignment with state objectives. Leads multiple teams of lower level executives, directors/senior managers, and managers. Develops mid to long-term plans for optimizing the organization, function, or sub-function and the talent required to execute strategies in job area.

	|_|
	E3
	Establishes the vision, mission, values and long-term (5+ years) strategies for the statewide organization. Provides guidance to leadership to implement transformational change that has broad impact on the achievement of results for the entire state organization. Ensures appropriate talent selection, organization and leadership for major agencies of functional areas of the state.








	
CLASS SPEC ADDENDUM - WORK DIMENSIONS (CONTINUED)
JOB FACTORS ARE REVIEWED IN COLLABORATION WITH STATE AGENCIES AND APPROVED/ASSIGNED BY OSHR/CLASSIFICATION & COMPENSATION



	V. ORGANIZATIONAL LEVEL AND NUMBER OF SUPERVISEES (CONTINUED)

	B. Number of supervisees (applicable if you selected Level M1 or above for question “A. Organizational level”); all direct and indirect (subordinates of subordinates) Full-Time Equivalent (FTE) employees should be counted. Exclude temps, contractors, project teams, committees from counts.
	Select One
	Level
	Description

	|_|
	1
	Less than 3 FTE supervisees

	|_|
	2
	3 to 10 FTE supervisees

	|_|
	3
	11 - 30 FTE supervisees

	|_|
	4
	31 - 60 FTE supervisees

	|_|
	5
	61 - 100 FTE supervisees

	|_|
	6
	101+ FTE supervisees




	
Analyst Notes (levels selected above must align with official Org Charts) - Organizational Level and Number of Supervisees:
      






	
CLASS SPEC ADDENDUM - WORK DIMENSIONS (CONTINUED)
JOB FACTORS ARE REVIEWED IN COLLABORATION WITH STATE AGENCIES AND APPROVED/ASSIGNED BY OSHR/CLASSIFICATION & COMPENSATION



	VI. IMPACT (FORMERLY CONSEQUENCE OF ERROR)

	A. Describes the nature, scope and extent to which the duties inherent in the position can influence/have an impact on the agency’s operations, customer relations, media relations, financial performance, and/or health and safety of the general public and communities we serve.
	Select One
	Level
	Description

	|_|
	1
	Minimal: Position contributes within its division/section or within a limited set of processes; errors may result in inconvenience but are relatively easy to remedy.

	|_|
	2
	Moderate: Position has the capacity to positively or negatively affect operations, customer commitments, etc. to a noticeable extent; erroneous decisions or failure to achieve results may cause disruption to schedules or commitments, additional agency costs, or noticeable customer inconvenience.

	|_|
	3
	Significant: Position can affect internal or external customer operations or relationships to a significant extent; erroneous decisions or failure to achieve results may cause critical delays in schedules or may create significant agency-wide impact on internal or external customers.

	|_|
	4
	Highly Significant: Position has a broad and visible effect on statewide operations, customer/media relations, financial performance, etc.; erroneous decisions may have a long-term effect on the state’s success.

	|_|
	5
	Extremely Significant: Position directly impacts life and death outcomes on a regular basis. Decisions determine immediate course of action related to health and safety of the general public.
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