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Thisjob evaludion plan is designead to conform to the provisionsof the Equd Pay Act of 1963
Title VII of the Civil Rights Act of 1964 the American Disability Act of 1992and other laws
and regulationswhich may beinterpreted to relate to the valuing of jobsand to the
administration of employee compensation.

Specifically, thefactors used to valuejobsin this plan relate to the "universal factors' induded
in thelaws [skill, effort, responsbility and working conditiong as follows:

. SKILL
A. Forma Education/Training
B. Work Expeience
C. Phydgca Skill/Dexterity

I[Il. EFFORT

D. Physgcal Effort
E. Mental Effort

[Il. RESPONSIBILITY

F. Responsbility For Impacting Performance
G. Respongbility For Own Work

H. Responsbility For Contacts With Others

|. Responsbility For Assets

J. Responsbility For Confidential Information
K. Responsbility For Work of Others

L. Responsbility For Safety of Others

V. WORKING CONDITIONS

M. Adverse Working Conditions
N. HazardousWorking Conditions
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SKILL

The first two skill factors measure the minimum level of knowedge required in order to be
proficient in thejob. When education/ training and work experience are interchangesble, thejob
should berated at that combination of the two which represents the mos desirable, consdering
wha an incumbent needsto know in order to have areasonable chance of successin thejob.

A. FORMAL EDUCATION/TRAINING
This factor measures the minimum level of formal eduction and training required for a
person entering the job to have a reasonable chance of success, based on having the
requisite knowledgefor learning and performing the work.

Possible

Category Description Score

Basic skills, supplemented by specialized or
1. technical knowedge equivaent to 1-3 months of 5
vocationd/ specialized training beyond high school.

Basic skills, supplemented by specialized or
2. technical knowedge equivalent to 3 - 12 monthsof 10
vocationd/specialized training.

Basic skills, supplemented by extensve specialized
3. or technical knowledge equivalent to 1-2 years of 20
vocationd/speciaized training.

Extensive technical/specialized knowedge
equivalent to a nontechnical Assodates degree or
2-3 years of vocationd/specialized (e.g. Trades,
Food Service) training.

30

Broad educationd backgroundinduding advanced
verbd writing and math skills; equivalentto a4 year
nontechnical collegedegree (BA) which isnot

5. directly applied in job, or a 2-3 years of university 40
level work in a specialized technical area(e.g.
Accouning, Information Technology, Allied Health)
field which is directly applied in thejob.
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B. WORK EXPERIENCE
This factor measures the minimum level of formal eduction and training required for a
person entering the job to have a reasonable chance of success, based on having the
requisite knowledgefor learning and performing the work.

Category Description Possible Score

1. None 0

2. OneY ear 7

3. Two Years 14
4, Three Years 21
5. Fourto Five Years 28
6. Six to Seven Years 35
7. Eightto Ten Years 45
8. Over Ten Years 55
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C. PHYSICAL SKILL & DEXTERITY
This factor measures the physcal skill (precision; accuracy; dexterity; speed;
coordination) required.

Possible

Category Description Score

Occasional demandsfor accuracy/precision, with
1. moderate dexterity requirements. This may indude 5
significant visud attention on an intermittent basis.

Regular demandsfor accuracy/precision and visud
2. demand, with moderate to high levels of speed 10
and/or dexterity.

Continual visud attention in performing complex
work to very close limits of high accuracy and

3. qudity, or coordinaing a high degree of manud 15
dexterity for susained periods Regular demands
for highlevel of speed/dexterity.

Work requiring highly skilled, precise and
complex phydcal skillsona constant basis and
indudesintense and exacting visud demands
and/or dexterity.

20
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EFFORT

D. PHYSICAL EFFORT
This factor measures the phydcal effort required in order for the incumbent to perform
the critical elements of thejob. When non-critica activities may feasibly be assigned to
others in the same job or unit who are typically available when needed, do not consder
physcal requirements assodated with performing those activities.

Category Description chfrbée

Occasional exertion involving average weight
1. materials (up to 35Ibs) or fixed work postion, 5
involving little physcal fatigue

Regular exertion over asignificant portion of the
work day, typically resulting in moderate fatigue

2. (i.e., loading and unloading of boxes/cargo, usng 10
heavy hand-hdd equipment such as afloor buffer).
3 Frequent physcal exertionfor susained periods 15

regularly resulting in subgantial fatigue
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E. MENTAL EFFORT

This factor measures work complexity and the degree of indgpendent action and exercise
of judgnment required to peform the job satisfactorily: such as developing methods or
procedures, andyzing work/problems, dedling with diverse opaations and issues, etc.
This further involves consddeation of whether there are procedures or precedents

established affecting conditionsand decision-making.

Category

Description

Possible
Score

Work involves some variety of smple clerical and/or
manud opeations Work is guided by detailed
ingructionsand requires little, if any, authority to
exercise indgpendent judgnent.

Work involves avariety of clerical and/or manud
opeaations guided by well defined procedures. May
occasionally involve the exercise of some discretion
and/or judgment to select which methodsare
applicable.

12

Work involves a variety of advanced clerical and/or
manud opeations guided by general procedures or
ingrudtions Regularly uses discretion and/or
indgpendent judgmnrent in paforming work; refines
existing methodsor selects from aternaive
techniques. Unfamiliar situaionsare usudly referred
to ahighe level of authority.

22

Work involves awidevariety of involved opeations
requiring theinterpretation of broad guiddines.
Regularly requires the use of independent judgent,
initiative and ingenuity to plan and execute
programsg/fundions(i.e. retreats, student awards,
retirement dinna, etc.) andto develop new
procedures/methods

35

Work is difficult and of a specialized/technical naure,
sometimes performed withoutprocedures or
standadsto guideactions Originaes new ideas
and/or methodsin relatively unddined areas.
Examples indudeandyzingitroubleshooing complex
systems or problems.

50

Requires performance of very complex and difficult
work, frequently requiringindgoendent action
withoutestablished methods standads or precedents
to guide actions

70
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RESPONSIBILITY

F. RESPONSIBILITY FOR IMPACTING PERFORMANCE

This factor measures the impact the job can have on the peformance of the busness,
work unit, cugomers or community as aresult of typica errorstha result from actionsor
decisons tha involve items such as equipment, materia, money, and cugomer
satisfaction. Congderation is given to the seriousness of the error and the frequency or
probability of the error. Note: Evaluate assuming tha a competent employee peforms
thejob with anomal amountof care and effort. Consder representative or typical errors,
not remote or improbable situaions

Possible

Category Description Score

Errors can bereadily detected, usudly by the
1. employee and, if made, would result only in minor 2
dday and/or expense.

Errors are usudly discovered in succeeding
opeaationswhere mog work is checked or verified,
2. andis normally confined to asingle area or section 5
of activity. Moderate dday and/or expense may be
involved, as might cusomer service.

Errors may notbe detected, since work isusudly
not subject to direct verification. Work requires
attention to accuracy; errors cause significant dday
and/or expense and may impact cusomer service.

10

Errors are difficult to discover, nomally involving
actionsnot subject to detailed review. Work
requires careful attentionto accuracy and errors
cause major dday and/or expense and have an
adverse impact on cugomer satisfaction and result
in finanda conequences.

17

Work requires extreme care, dueto congant
oppotunity to make errors tha will not be detected
5. until they cause produd/service qudity problems, 25
cugomer dissatisfaction and/or result in significant
finanda conequences.
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G. RESPONSIBILITY FOR OWN WORK
(LATITUDE/SUPERVISION RECEIVED)
This factor measures the amount of latitude exercised and the naure of supavision
received in thejob. Latitudeindudes independent judgmnent, discretion, decison-making
and the like. The naure of supavison consde's the frequency with which work is
checked and the availability of the supevisor to providedirection.

Category Description sz:::e
1 Close supavision; direction available regularly 2

and work is checked onaregular basis.

Geneal supavision, with direction available daily.
2. Work is checked soon after completion of work, 4
before other processes are performed onresults.

Generad direction, with periodic checks on qudity
of work. Direction available uponrequest.
Reporting is on exception basis or at end of
projects.

No regular supevision or check onwork; direction
available on request; work performed
independently until end of projects, may be of
extended duration.

10

No regular supavision or check on methodsused;
monitored only onresults of projects, which may
be of extended duration and difficult for supevisor
to evaluate for technical soundnes.

15
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H. RESPONSIBILITY FOR CONTACTSWITH OTHERS

Category

Description

Possible
Score

Occasional predominaely ingitutiond contacts
involving providing'exchanging factud
information.

3

Regular predominately ingitutiond contacts which
are notcontroversial in naure and tha are handled
in accordance with established procedures.

Respongbility for having regular contact with
others* induding other EOU departments which
occasiondly involve controversy, require
diplomacy or relate to issues that are complex.

13

Responsbility for having regular contact with
others* induding other EOU departments involving
congderable complexity and tha frequently invdve
controversy.

22

Respongbility for having regular contact with
others* induding other EOU departments requiring
decisions relative to working relationshipsand
subdantial controversy isinvolved which mug be
resolved by incumbent.

35

*(Suppliers, cusomers, outside agendes)
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RESPONSIBILITY FOR ASSETS

This factor should consder actud responsbility, accountability and/or ownership for the
level of assets listed. Willful miscondud is not a reason for higha accounbility. It
should consder the normal amountof risk assodated with the assets.

Possible

Category Description Score

Uses tools and/or equipment onthejob in multiple
locationsor has cugody of small amounts of cash,
OR makes recommendaionsfor the expenditure of
small amounts up to $1000

Has cugody of significant ($1,000to $5,000)
amount of cash (e.g. cashiers), expensve
toolsequipment OR makes recommendaionsfor
expending significant amount of funds
Recommendaionsmay befind or be subject to
further review and approvd.

Makes recommendaionsfor expending large (over
$5,000) amount of organizationd fundsOR
responsble for very expensve equipment.
Recommendaionsarein find form or are based on
research performed/ knowedgepossessed by
incumbents or personnd unde thar direction.

10
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J. RESPONSIBILITY FOR CONFIDENTIAL/SENSITIVE INFORMATION
Confidential/sengtive informationindudes: payroll/ personnéd records student records,
competitive pricing information, sengtive busness planglegd doauments, coungling,
medical records grades, and/or Founddion dona records where disclosure or misuse of
information could result in serious conequences for theinditution.

Possible

Category Description Score

Occasional access to and use of
1. confidential/sengtive informationis pat of normal 2
work routine

Regular access to and use of confidential/sengtive
informationis part of normal work routine

Frequent access to and use of confidential/sengtive
informationis an integral pat of thejob.

Continual access to and use of information of a
critical naure is an integral pat of thejob.
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K. RESPONSIBILITY FOR THE WORK OF OTHERS
This factor indudes responsbility for training others and for planning, assigning and
checking thar work as well as responsbility for direct supevision.

Category Description sz?ée
1. No direct supavision. 0
2. Coordination or direction of others, 4

Supeavisory directiontraining to groupof 1-5
3. employees performing routinework or technical/ 12
specialized work.
Supeavisory directiontraining responsbility for 6-15
4. employees performing routine work OR technical/ 19
specialized work.
5. Supeavisionto 15+employees. 24
6. Supeavision of 1-5 students 6
7. Supeavision of 6-14 students. 9
8. Supeavision of 15+ students 12
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L. RESPONSIBILITY FOR SAFETY OF OTHERS

Category Description Pg;::!e
1. No significant responsbility for safety of others. 0
5 Requires care while performing work, which could 5

) present aminor hazard to others.

Requires attention to safeguading others while

3. performing work, which could result in injury to other 10
workers or to the pubic.
Requires constant close attention to howwork is

4, performed; carelessness could result in seriousinjury 15
to others.
Responsble for supevising thework of aunit

5. involved in work which is hazardousto them or to the 20

genead public.
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WORKING CONDITIONS

The two working condtions factors measure the extent to which the job is performed in an
environment which indudes adverse conditionsand/or hazards These indudeexposure to dust,
dirt, heat, fumes, noise, vibration, wetness, hazardousmaterials, etc,. The factor ratingsshould
congder thefrequency and naure of adverse conditionsand the frequency and naure of hazards
to which the employee is exposed and which cannotreasonably be avoided when peforming the
job. When working conditionsvary with the specific work assignments such as thos foundin
maintenance jobs the degree selected should represent a weighted average of al the conditions
encountered.

M. ADVERSE WORKING CONDITIONS

Category Description sz:::e
1. No significant adverse conditions 0
Somewha disagreeable working conditionsdueto
occasional exposure to oneor more of theelements
2 listed above May be exposed to oneelement 3

continuousy or several elements occasionally, but
usudly notat thesame time (i.e. jobsin shopswith
moderate noise, oil). Thejobinvolves regular travel.

Disagreeable working conditionswhere several of the
3. aboveelements are frequently present to the extent of 6
beng disagreeable (i.e., Maintenance/Crafts jobg.

Continuous and intendve exposure to several
extremely disagreeable elements. Working

4. conditionsparticularly disagreeable (i.e., roofing 10
work).
N. HAZARDOUS WORKING CONDITIONS
I Possible

Category Description Score

1. No significant exposure to hazards 0

2. Occasional expogure to minorinjury. 6

3 Frequent exposure to minorinjury OR occasional 12

' exposure to major injury.




