PMA JOB EVALUATION PROCESS (2)

mployee, Dean, Budget Unit Head (BU

or supervisor completes a new job

description (JD) and forwards it to
Human Resources (HR)

Human Resources Consultant (HRC)
reviews the job description for
completeness and accuracy

Is there any HRC contacts

information that is YES Dean, BUH or
incomplete or Supervisor to
inaccurate? complete the JD

ND |

HRC distributes the JD to the
Western Job Evaluation
Committee (WJEC)

)

Committee members meet to
evaluate jobs; notes are
recorded on the evaluation
rationale

HRC contacts Dean,
NO BUH or Supervisor
for classification of
the job information

Did the committee
reach a consensus on
the evaluation?

HRC updates evaluation
database and provides
spreadsheet to WIEC
members

HRC assigns the appropriate
salary grade to the position

HRC communicates
evaluation results to the
Dean/BUH/Supervisor
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PMA JOB EVALUATION PROCESS (2)

HRC meets with Dean/ f
. Did the JD
BUH/Supervisor _ BUH/Superw_sqr to :‘i;u?rg YES 5
agree with the discuss any revisions to S
results? the JD [evisions

NO

Dean/BUH/
Supervisor submit
arequest to
appeal the
evaluation results

)

HRC convenes
Appeal Committee

HRC discusses T
any resultin
y 9 Appeal Committee

JD and Staff Appointment
Notice (SAN) are forwarded
to HRC in Recruitment/HR
Planning for staffing

Is this job
urrently filled?2

salary adjustment evaluates position
if applicable ;
(if app ) and informs HRC
L of decision
Dear/BUH/ (decision final)
Supervisor
communicates HRCT updates
results to the evaluation
incumbent database and
provides
HRC meets with spreadsheet to
Dean/BUH or WJEC

incumbent
agree with the
esults?

Supervisor and
incumbent to review
the JD and discuss

any revisions.

revision? HRC assigns the
approriate salary

grade to position

HRC
communicates
Any required salary Incumbent may evaluation
adjustments are initiated and use Problem requests to Dean/
Resolution Policy, BUH/Supervisor

approved by department and
orwarded to HR for processing

Note:

Budget Unit Head - BUH

Western Job Evaluation Committee - WJEC
Human Resources Consultant - HRC
Human Resources - HR

Job Description - JD

October, 2000



