[image: image1.png]PERSONNEL POLICIES AND PROCEDURES
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Subject: Position Management

Applicability: Positions in the management service, executive service and

classified service (except where in conflict with a
collective bargaining agreement)

Effective Date: 1 June 2008 (revised)

I.

GENERAL POLICY: To establish policy and procedures by which the Oregon

Military Department will manage positions within the legislatively approved
budget/program level.

IT.

ITT.

IV.

SCOPE: This policy will apply to all legislatively authorized positions.

DEFINITIONS:

A. Fair Labor Standards Act (FLSA): The federal law that sets
minimum wage, overtime, record keeping, and child labor requirements.

B. Position Allocation: Assignment of a position into a
classification that best depicts the work described in the position
description.

C. Position Description (PD): The primary state document which
describes for each position, the duties, responsibilities and
authorities assigned by management.

D. Organizational Chart: Diagram that clearly illustrates the
reporting relationships within the work unit where the position
functions.

STANDARDS :

A. Supervisors shall consult with the State Personnel Office (AGP)
prior to initiating a reorganization of their work unit or making a
substantial change to an employee’s duties and responsibilities to
discuss the affect, if any, on position allocation(s) and/or the
employee(s) .

B. The State Financial Administration Division (AGC) shall confirm
that AGP has completed a position allocation review to justify the
classification selected before submitting legislative actions or
permanent finance packages establishing or reclassifying positions.

C. The AGP shall conduct a position allocation review prior to the
establishment of a new position, filling a position, whenever the duties
and responsibilities of the position have substantially changed, or when
an employee requests a review of their position for reclassification.

D. The AGP shall maintain a Position History file for each
legislatively authorized position containing a current position
description, organizational chart, and a position allocation review that
contains the justification and rationale for the selected
classification.
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V. RESPONSIBILITIES:

A.

Director of State Personnel:

1. Manages the implementation of the policy to insure each
legislatively authorized position has a Position History file
containing a current position description, organizational chart
and written analysis.

2. Reviews the analysis for each position allocation to ensure
all possible job specifications were considered and the analysis
provides the justification and rationale for the classification
chosen.

3. Assigns competent staff to conduct allocation reviews to
ensure classifications chosen best depict the work described in
the position description.

4. Processes proposed changes to a Principal Executive Manager
benchmark position or The Adjutant General’s position in

accordance with Department of Administrative Services policy.

Personnel Staff:

1. Conducts position allocation reviews to ensure position
allocations are based upon the classification that best depicts
the work described in the position description. Includes a review
of the type of service and FLSA designations as part of the
allocation process.

2. Assists supervisors to clearly describe the work being
performed in position descriptions, and provides guidance on
identifying the type of service, FLSA designation, and any special
Jjob requirements.

3. Advises supervisors when a position allocation review
results in the selection of a classification other than the
exlsting classification. Provides options to the supervisor to

rectify the discrepancy.

4, Compares position descriptions received to the information
contained in the Position History file. 1Initiates appropriate
action when discrepancies are found.

5. Performs desk audits as needed and meets with supervisors to

provide a better understanding of the work being performed by the
employee.

6. Conducts periodic audits of employees’ personnel files to
ensure a current PD is on file.
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C.

D.

Supervisors:

1. Submits a PD which clearly depicts the position’s duties to
AGP for allocation review prior to submitting a position request
for a legislative action or permanent finance package.

2. Meets with personnel and finance staff to discuss the
affects a major reorganization would have on position allocations,
employees, and applicable Master Cooperative Agreement prior to
initiating any changes.

3. Consults with AGC to determine if (proposed) new positions
or reclassifications are within the legislatively authorized

program budget/level.

Employees: Includes written justification when requesting a

position review through the immediate supervisor.

Official:

RAY F'. REES
Major—General
The Adjutant General
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