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Why We Are Here

• Classification Analysis and Plan Development

• Snapshot in time

Classification Study

• Employees

• Supervisors and Management

• Human Resources

Stakeholder Involvement
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Classification Study Overview
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Purpose of a classification study

• Up-to-date & current class plan/descriptions

• Ensure legal compliance 

• Fair Labor Standards Act & Americans With Disabilities 

Act

• Enhance recruitment process

• Career paths

• Training opportunities

• Objective performance evaluations

• Equitable compensation system
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Orientation meetings with employees

PDQ completion and review

Employee, supervisor, and management interviews

Draft classification concepts & descriptions; and 

position allocation

Employee, supervisor, management review

Methodology
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Job Analysis Methodology

Education, training, 
and certifications/ 

licenses
Experience

Problem 
solving/ingenuity

Independence of 
action

Responsibility for 
resources

Contacts with 
others-

internal/external

Supervision 
received and/or 
given to others

Consequences of 
action/decisions 

made on the job/risk 
exposure

Working conditions
Physical/mental 

demands
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Study Expectations

Not a performance evaluation process

Not a staffing study

PDQs – no changes by supervisor and management; validation of 

information

Classifications are generalized

Not every word from the PDQs will be on the final classification 

description

PDQs – completed during normal work hours
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PDQ Completion



© 2023 ARTHUR J. GALLAGHER & CO. 

PDQs To 
Gallagher

1-2 weeks

Interviews

 July 2025

Proposed Timeline
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2.0 Organizational Context
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3.0 Supervision Exercised
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4.0 Equipment
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5.0 Contacts
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6.0 Budget
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7.0 Work/Duties
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7.0 Continued
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8.0 & 9.0 Complex Duties & Position Changes



19
© 2023 ARTHUR J. GALLAGHER & CO. 

10.0 Sensory Demands
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11.0 Physical Demands
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12.0 Environmental Conditions



22
© 2023 ARTHUR J. GALLAGHER & CO. 

13.0 Education
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14.0 Job Qualifications
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15.0 Study Expectations
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Supervisor Comments
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Manager Comments
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Compensation Study Overview
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Survey ElementsComparator 

agencies
Benchmark 

classifications
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Comparator Agency Criteria 

Geographic Proximity 

Educational Administrator, Tenured, & Academic Temporary

Student Enrollment 

Classified Staff 

All Funds - Revenue

Revenue per Student (per $1,000)

% above or below U.S. Cost of Living Average

Each factor 
analyzed and 

ranked

Determine 
similarity
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Benchmark Classes

Classes which we anticipate would be common to other agencies

– Not every class is a benchmark

– Should have a relationship to other classes

– Benchmark classes are used to set salaries for non benchmark  

    classes
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Salary data

Top of published range

Monthly dollar amounts

Data is normalized

Effective dates

Next increases (if known)

Differences noted
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Percentages

− Above or 
below 
market 

Median

− Midpoint

− Not skewed

Average

− Arithmetic 
meanStatistical 

Calculations
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Internal Relationships
I. Surveyed classifications with lack 

of data

II. Non-surveyed classifications

III. Whole position analysis

A. Same class series

B. Scope of work

C. Organizational “worth”

D. Past internal relationships

IV. Implementation and strategy 

development

V. Plan development, potentially 

multi-year
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I. Kick-off & orientations

II. PDQs and Interviews

III. Class description review

IV. Final classification issues

Stakeholder Touchpoints
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Thank you!

Questions & Comments
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