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Summary

Position Reclassification refers to the process by which position responsibilities are evaluated to determine the appropriate University title and classification. As positions are created and/or as positions change, a reclassification is may be requested. 

MU Extension Human Resources department is responsible for reviewing requests to reclassify positions. Campus HR and Extension HR are responsible for ensuring jobs are classified within MU job specifications and FLSA regulations.
Procedures

Step 1
PCQ



A Position Classification Questionnaire (PCQ) is needed to create a new position* or reclassify an existing position. The PCQ should be completed by the employee, supervisor and/or director and sent to Extension HR for division review. 



Form can be downloaded from: http://hrs.missouri.edu/forms/hiring/index.php 



Tips when completing the form:




College/Division

= “University Extension”




Dept Code

= leave blank if you do not know




Dept Name

= i.e. OSEDA, CDIS, Business Development, 4H, etc.




Job Desc ID

= leave blank if you do not know




PS Position #

= leave blank if you do not know




Description and duties
= include as much information as you have on the functional job 




description in order to assist us with identifying an accurate University 




title and FLSA classification.



Email the completed form with the approved department signatures to hrdext@missouri.edu (outlook = UM EXT-HRD). A MU Extension Human Resources associate will contact you after receiving the PCQ. Extension HR and campus HR will review the PCQ to determine the appropriate FLSA classification (exempt vs. nonexempt) and University title. 



*A thorough and complete job description that includes an org chart will aid in expediting the PCQ process.



*Before completing a PCQ for a new position, check with your division Human Resources office to verify if 


a new position is needed or if a previously occupied position can be used instead.

Step 2
HR conducts job audit (optional)


A job audit may be conducted by HR to ensure full understanding of the position before approving the final classification & MU title. Job audits entail a 30-60 minute discussion about the job responsibilities.



If a job audit is to be conducted, HR will contact the employee and/or supervisor to schedule a time to discuss the request for reclassification.
Step 3
PCQ Approved


Staff titles - PCQ is reviewed by Extension HR and forwarded to campus HR for final review and approval.



Academic titles – Extension HR finalize the PCQ review and gives final approval.

Step 4
Salary Approval


Extension HR will contact the supervisor to review the following:

1) Employees current salary

2) Employees job performance

3) Salary range associated with the approved reclassification 

Mid-year reclassification increases may or may not occur with reclassification title changes. At minimum, the employee’s salary must be increased to fall within the new pay range. If the employee’s salary already falls within this range, the supervisor may request an increase pending performance. Typically a 5-10% increase is appropriate, but not a guarantee.

Step 5
Effective Date


The approved title and, if appropriate, pay change will take place within following 1-3 pay periods after the title & pay have been approved.


At times delays may occur and are not a reflection of the employee’s performance or the organization’s commitment to classifying an employee correctly. However, back pay or retroactive changes are not possible. Extension HR will make every effort possible to assist employees, supervisors and directors with evaluating job titles in order to expedite reclassification requests.

See Also: 

HR-203

http://www.umsystem.edu/ums/departments/hr/manual/203qa.shtml
HR-207

http://www.umsystem.edu/ums/departments/hr/manual/207.shtml
UM Job Specs
http://www.umsystem.edu/ums/departments/hr/compensation/detail/compSearch.php 

