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SUBJECT: CLASSIFICATION PLAN ADMINISTRATION
PURPOSE:

To describe the Classification Plan and provide basic guidelines for Plan administration.

POLICY:

The Classification Plan shall provide for the grouping into classes of all positions in the
classified service which are sufficiently alike in essential duties and responsibilities to be
assigned the same descriptive title, to be assigned the same salary range, to be given
the same examination or other selection device for appointment or promotion, and to
require substantially the same qualifications (in terms of experience, education,
knowledge, skills, and abilities) on the part of applicants or employees. The
Classification Plan does not include those positions specifically identified as being
excluded from the classified service. Such positions serve in an “at will” capacity.

1. Plan Maintenance - The Human Resources Director is responsible for
maintenance of the Classification Plan, including the allocation of new or changed
positions to the appropriate class, the determination of proper salary ranges within
the provision of pay administration, maintenance of up-to-date class specifications,
and the preparation of reports and recommendations on revisions to the
Classification Plan.

Revisions recommended by the Human Resources Director (including
reclassification actions and the creation of new or abolition of existing classes)
which affect individual positions, classes, class series, or all classes in the
Classification Plan require approval of the City Manager and City Council and
become effective upon the recommended date approved by City Council.

2. Class Specifications - The Human Resources Department, with the assistance of
departmental staff, will develop and maintain written class specifications for each
class.

3. Content - Class specifications shall include the class title, a brief statement defining
the essential duties and responsibilities of the class, the reporting relationship, the
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