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Supervisor Contacts College/Division 

Dept. Personnel Rep verifies funding source 
and compiles hard copy packet of documents 

(e.g. Required Forms, Competency Assessment 
or Position Description) for submission to 

Human Resources (Class & Comp) 

Supporting hard copy documents for 
request are submitted to Director/Dept. 

Head for signature 

Director/Dept 
Head Signature? 

Supporting 
documentation 

returned to supervisor 

No 

Supporting documentation 
submitted to Vice Chancellor/Dean’s 

Office for signature 
Yes 

Vice Chancellor/Dean 
Signature? 

Supporting 
documentation 

returned to dept. College/Division Personnel Rep 
submits completed hard copy 

packet to Human Resources (Class 
& Comp) via campus mail 

Yes 

No 

HR Specialist receives request, reviews for 
completeness, pulls position history folder 
and forwards position request to the HR 
Consultant assigned to the requesting 

College/Division 
HR Consultant reviews competency 

assessment, position description, and 
supporting documentation.  

Are there questions 
regarding the position 

description or competency 
assessment? 

HR Consultant compares position’s duties 
to competency profiles in addition to similar 

position descriptions on campus to 
complete analysis and determine 

appropriate career-band and/or level 

HR Consultant contacts supervisor 
to discuss or schedule an 

interview 

Yes 

No 

HR Consultant determines appropriate salary 
based on  compensation analysis and notifies 

department of the appropriate career-band 
classification and, if appropriate, salary 

adjustment determination 

HR Consultant prepares substantiating 
documentation for the position history file 

& sends a confirmation e-mail of the 
review decision to College/Division 

Is the action a New 
Position, Reclassification, 
Level Change or Salary 

Adjustment? Reclassification or Competency 
Level Change 

HR Specialist creates the new position in 
PeopleSoft to generate a position number. 
HR Consultant notifies the College/Division 
via e-mail confirmation so they may proceed 

with posting for the vacancy 

HR Consultant notifies 
College/Division via e-mail 

confirmation with instructions to initiate 
action in PeopleSoft to effect the 

change and trigger the system entry to 
be approved by the HR Specialist  

New Position 

HR Consultant notifies 
College/Division via e-mail 

confirmation with instructions to 
initiate action in PeopleSoft to effect 
the change and trigger the system 

entry to be approved by the HR 
Specialist  

 

Salary 
Adjustment 


