Job Audit Process — Change title of existing position or create title for new position.
If you have questions, call the Compensation Mgr. x2223

HRM Administrative Unit Budget

CHART 1a
Supervisor wants to Audit a New Position or
Existing Position

If it is new FTE, the
appropriate Vice
Yes President determines if +——
Cabinet approval is
needed

Is this a New
Position?

Isita
replacement in
the same title
and grade?

If this is an existing
position to be replaced at
the same title and grade, a
Job Audit is not required,
proceed to the New Hire
Process Charts

Yes

Supervisor/AA Complete a Position
Description Form:

1. See HRM Website for Compensation
Plan & Position Description Forms or call
x2223

2. Complete Organization Chart in the
Position Description Form or attach an

HRM Compensation receives org chart

Position Description Form: 3. Route for approvals and send to HRM
1 If Classified Position, HRM Compensation

establishes the title, job code

number and pay grade. -

2. If A&P Position, HRM
establishes title and class code

Compensation issues the
Position Allocation Notice
(PAN) to Supervisor

Copy sent to
—————————————————————————————————————————————————— Budget Office

Supervisor
Is this a New pF\(l)er?/elfjliSreto
Position in the Yes
Budget? Flowcharts
' 3a-3d
No
v

Supervisor proceeds
to Flow Chart for the
Reclassification
Process
1b

Note: The Reclassification Process Chart immediately follows this one in a sequential continuation of this process
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