	[image: image1.jpg]




	OFFICE OF HUMAN RESOURCE MANAGEMENT

AND ORGANIZATION DEVELOPMENT

POLICIES AND PROCEDURES MANUAL
	M-009-015-001

	
	Coverage:     
ALL JOBS IN THE UNIVERSITY
	Version No.: 

2
	Page:

2 of 6

	Section No.:

15.0
	Section Title:

JOB CLASSIFICATION
	Reference No.:

09-26-2017

	Sub-section No.:

1.0
	Sub-title:      

JOB EVALUATION
	Approval Date: 

17 Nov 2011



1.0
OBJECTIVE

To ensure that employees performing jobs substantially equal in responsibility and complexity are evaluated at substantially the same level relative to other jobs in the University.  Salaries of employees are then administered according to the level of their assigned job.

Job evaluation is a process that determines the internal value of jobs, based on the requirements of the University. This process provides the University an objective measure that classifies together jobs of similar value. Allied to the classification of jobs is the determination of salaries within a classified job level.
2.0
SCOPE

All new job requests and existing positions in the University.
3.0
POLICY GUIDELINES 
3.1 The following undergo job evaluation process:

3.1.1 All new jobs being requested; and
3.1.2 Existing positions 

3.2 Ideally, existing positions are evaluated every three (3) years to determine if the expectations of the University, as operationalized by the Office/Department strategies and goals, have significantly changed. This is called the job audit process. 
3.2.1 In reviewing the internal value of an existing position, only the position is evaluated and not the incumbent employee occupying the position.
3.3 Responsibility of Office/Department/Unit Heads:

3.3.1 Reviews the functions needed to deliver office/department/unit mandates. 
3.3.2 Reviews proper distribution or delegation of functions within the office/department/unit.
3.3.3 Reviews, and updates as necessary, the job descriptions of each position within their jurisdiction, prior to endorsement to Office of Human Resource Management and Organization Development (OHRMOD).
3.3.4 
Submits the duly accomplished Position Review/Description Documents within the given schedule.

3.4 Responsibility of the Employee 

3.4.1 Documents the responsibilities expected from him/her in a job description format.

3.5 Responsibility of the OHRMOD:

3.5.1 Reviews for completeness and accuracy the documents submitted by the Office/Department/Unit Head requesting for new jobs and for position reviews. 
3.5.2. In evaluating new jobs and existing positions, the OHRMOD considers the job prerequisites, job responsibilities, job elements, and other job factors. 
3.5.3. To validate the results of the evaluated job, the OHRMOD refers to other existing positions to ensure appropriate classification of similarly valued jobs.
3.6 Job Audit Results
3.6.1 When a job audit results in the determination that a higher level is warranted, the position is accorded its proper level.  However, in exceptional cases, the University may decide to defer the confirmation of the higher level for the position when there is a strong justification for it.

3.6.2 In the event the position is determined to be at a lower level than the level of the incumbent employee occupying the position, the University will endeavor to look for a suitable position at the same level as that of the .incumbent employee.  Once the employee is transferred, the position’s level will be adjusted accordingly.

3.6.3 If the position is determined to be at the right level already (status quo), all concerned parties will be informed and no further action will be taken until there is a significant change in the responsibilities or functions of the position.
3.7 
SCHEDULE AND EFFECTIVITY OF JOB AUDIT OF EXISTING POSITIONS
3.7.1 
For the implementation of any reclassification during the fiscal year, the job audit request with the accomplished Position Review/Description Documents should be submitted within the prescribed schedule. 

3.7.2
Subject to the above provision, the earliest retroactivity date of the implementation of any reclassification shall be June 1 of the current fiscal year.

4.0 PROCEDURES
4.1 For New Job Requests:

4.1.1 The Office/Department/Unit Head drafts the job description and provides OHRMOD a copy of the office/department/head’s organization structure. Ideally, job descriptions of existing positions within his/her jurisdiction are also provided, to serve as a basis in reviewing the distribution of responsibilities by the OHRMOD.
4.2 Job Audit of Existing Positions:

4.2.1 The incumbent drafts his/her job description, completes the Position Review Questionnaire - for Staff (PRQ-for Staff) [F-009-015-001-1] or Position Description Questionnaire - for Administrators (PDQ-for Administrators) [F-009-015-011-2], and submits it to the Office/Department/Unit Head for review.

4.2.2 The Office/Department/Unit Head shall

4.2.2.1 Ensure that this process will only proceed when there is assurance that the incumbent employee’s performance level is up to par. 
4.2.2.2 Complete the supervisor’s portion of the Position Review Questionnaire - for Staff (PRQ-for Staff) [F-009-015-001-1] or Position Description Questionnaire - for Administrators (PDQ-for Administrators) [F-009-015-011-2], and reviews the documents submitted by the incumbent employee, prior to endorsement to the OHRMOD.

4.2.3 The job audit may result in a status quo (same level) or level reclassification (lower or higher level). 

4.2.3.1 As such, extra care must be taken prior to requesting for a job audit. 

4.2.3.2 In all cases, the Office/Department/Unit Head must confirm the result through a memo, addressed to OHRMOD, for it to be implemented. 

4.3 The OHRMOD shall:
4.3.1 Review all pertinent documents related to the job being evaluated.

4.3.2 Interview the incumbent, and when necessary, supervisor and other key stakeholders.
4.3.3 Advise the Office/Department/Unit Head of the results of the evaluation through a memo.
4.3.4 Implement level classification changes, if any, once confirmed by the Office/Department/Unit Head and approved by its Vice President.
4.3.5 Prepare the Appointment Contract and memorandum of the promotion of the incumbent employee.

4.3.6 Forward the Appointment Contract to the immediate supervisor/Unit head who will present it to the employee concerned for signature.

4.4 The employee concerned shall submit the signed Appointment Contract, through his/her immediate supervisor, to the OHRMOD.

4.5 Once received by the OHRMOD, the necessary changes shall be implemented in payroll and the records of the employee concerned. 

5.0
APPENDICES

	Document No.
	Document Title - Page Type
	Filename / Hyperlink 

	F-009-015-001-1
	Position Review Questionnaire – for Staff (PRQ-for Staff)
	F-009-015-001-1 Position Review Questionnaire - for Staff.doc

	F-009-015-001-2
	Position Description Questionnaire – for Administrators (PDQ-for Administrators)
	F-009-015-001-2 Position Description Questionnaire - for Administrators.docx


VIOLATIONS OF ANY OF THE PROVISIONS CONTAINED IN THIS POLICY

 SHALL BE GOVERNED BY THE UNIVERSITY’S POLICY AND CURRENT PRACTICES ON DISCIPLINARY ACTION CASES AND GRIEVANCES, IF APPLICABLE.

THE UNIVERSITY ADMINISTRATION IN THE EXERCISE 

OF ITS SOLE AND EXCLUSIVE PREROGATIVE, 

MAY ADD, AMEND, REVISE AND/OR DELETE THIS POLICY.

THIS SUPERSEDES ALL POLICIES, CIRCULARS AND MEMORANDA 

INCONSISTENT WITH THOSE CONTAINED IN THIS DOCUMENT.

IN THE EVENT ANY PORTION OF THIS POLICY IS REPEALED

 BY PROVISION OF LAW, IT SHALL NOT AFFECT THE REMAINING PROVISIONS 

NOT INCONSISTENT WITH THE LAW.
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