








SPECIFICATION DEVELOPMENT/REVISION PROCESS 
 

Defining the Problem  
 

To initiate a class plan change (new or revised class), the agency contacts 
HRSD Classification Unit (CU).  Together they decide if classification is 
the source of the problem (or part of it).  

 

Note:  In this process, remember the difference between a class 
specification and a Position Description (PD).  The class 
specification is a general document.  Its purpose is to clearly 
describe a type and level of work.  Duties and Responsibilities on 
the class specification are illustrative.  It neither lists every duty 
nor gives the detail of specific duties.  That is the function of the 
PD. 

 

If the problem (or part of it) needs to be handled in another section of 
HRSD (e.g., compensation, recruitment, etc.), the Classification Analyst 
(CA) coordinates the contact. If appropriate statewide classes exist, the 
CA identifies them to the agency.  This may solve the problem.  If the 
solution involves proposing changes to the classification plan, the CA will 
explain the process, time frames, and possible pitfalls in developing new 
or revising existing classes. 
 
Agencies considering changing classes should keep in mind that such 
changes may result in greater costs. If revisions result in increased cost, 
generally they must be permanently financed within the agency's 
budget.  At times, financing may be sought as part of budget development 
or from the Legislature.  In any case, it is the agency's responsibility to 
develop a financing plan for any increased cost satisfactory to their Budget 
and Management (BAM) Analyst. 

 
 
Type of Position Change 
 

Consideration must be given to the type of position change proposed and 
the affect to incumbents.  (See HRSD Policy 30.000.01 for more 
information.)  There are two basic types of position changes:  
 
• Reclassification – a classification change based on a different 

assignment of duties, authority and responsibilities but with 
continuation of the same general knowledge and skills.  The changes 
in position duties usually occur gradually over a period of time. 

 

• Reallocation – a classification change where the duties remain the 
same.  The classification change can be to correct a wrong allocation 
or due to revisions to the classification plan that result in a need to 
allocate to a different class.  



 
 
Information Requirements 
 

If it is decided to explore new or changed specifications, the agency 
provides the CA with: 

 
1) Background material identifying why the new/revised class or 

series is needed. 
 

2) Class concepts that describe what the job family does and 
how to distinguish it from other similar classes.  The concept 
also must show that classes in a proposed series would 
clearly require additional know-how beyond that learned 
on-the-job in a trial service period.  

 
3) The General Description and Distinguishing Features for 

each proposed class. 
 

4) Supporting position descriptions and organization charts for 
each proposed class. 

 
HRSD Initial Review 
 

The CA reviews material to decide: 
 

1) If the proposal solves the problem without creating other larger 
problems. 

 
2) If the concepts are structurally sound (i.e., the class distinctions 

are clear to the outside observer, appear to require different 
levels of Hay know-how, and can be maintained in operation). 

 
3) If there are existing classes that adequately describe work and 

allow recruitment of satisfactory applicants. 
 

4) If there are organizational or administrative issues created by 
the proposal (e.g., classes used by other agencies, impact on 
other bargaining units, etc.). 



 
Changing or Developing a Class Specification 
 

If the decision is to modify or revise a class or write a new class 
specification, the CA coordinates: 

 
1) Writing drafts and revisions to get final specifications that are: 

 
• discrete (i.e., the scope of the work described is such that 

a common core recruitment can be used for the class, 
and if a series, that the levels are distinct), 

 
• internally consistent (i.e., the purpose, distinguishing 

features, and knowledge and skills tie together the duties 
and responsibilities), and 

 
• clearly and accurately written (i.e., neither overstating nor 

understating the work). 
 

1) Verifying that the Knowledge and Skills are related to the Duties 
and Responsibilities.  

 
2) Developing Minimum Qualifications that promote a competent 

applicant pool and eliminate artificial barriers. See Section 5, 
“Specification Writing” of the Guide for detailed information on 
1), 2) and 3).  

  
3) The Hay evaluation of the draft specification(s) by the Central 

Evaluation Team (CET).  See Hay Evaluation Section for more 
information. 

 
4) Agency request, if any, for special pay consideration and the 

Compensation Unit's assessment. 
 
5) Compiling needed supporting information (i.e., concepts, 

position descriptions, number of positions, organization charts, 
etc.) including Agency's plan to finance any additional costs and 
Budget and Management Division’s (BAM) review. 

 
6) Initiating the implementation process. See below for more 

information. 
 



 
Implementation 
 
At this point, the process differs depending on the requirement for collective 
bargaining. 
 

Represented 
 

If represented, CA sends the class specification(s) and the 
information developed for BAM review, the Hay evaluation, and 
Management's position on salary to the Labor Relations Unit.   
 
There may be bargaining or administrative concerns that delay 
going forward to the bargaining agent (union).  If that occurs, the 
agency and assigned Labor Relations Manager (LRM) pend the 
specification(s) until the appropriate time and then work together to 
coordinate completion.  
 
Once management decides to adopt class changes, LRM insures 
contract requirements for union review and comment occur and 
relays any comments to the CA to decide if the specification needs 
modification.  
 
Upon conclusion of successful salary and implementation 
negotiation, LRM coordinates getting information needed for 
Legislative review to the Compensation unit for timely inclusion in 
the Emergency Board letter. 
 

Unrepresented 
 

There also may be administrative reasons to delay seeking 
legislative approval of unrepresented classes.  If this is the case, 
the agency and CA will pend the specification(s) until the 
appropriate time to seek legislative approval. 

 
Once management decides to adopt class changes, CA 
coordinates getting information needed for Legislative review to the 
Compensation Unit for timely inclusion in the Emergency Board 
letter. 
 
 

 















































FLSA – PROFESSIONAL EXEMPTION CRITERIA WORKSHEET 
 
 
 
 
See 
 
http://www.oregon.gov/DAS/CHRO/docs/advice/FLSA_Designation_Criteria_Worksheets.pdf  
 

http://www.oregon.gov/DAS/CHRO/docs/advice/FLSA_Designation_Criteria_Worksheets.pdf


FLSA – EXECUTIVE EXEMPTION CRITERIA WORKSHEET 
 
 
 
 
See 
 
http://www.oregon.gov/DAS/CHRO/docs/advice/FLSA_Designation_Criteria_Worksheets.pdf  

http://www.oregon.gov/DAS/CHRO/docs/advice/FLSA_Designation_Criteria_Worksheets.pdf


FLSA – ADMINISTRATIVE EXEMPTION CRITERIA WORKSHEET 
 
 
 
 
See 
 
http://www.oregon.gov/DAS/CHRO/docs/advice/FLSA_Designation_Criteria_Worksheets.pdf  
 

http://www.oregon.gov/DAS/CHRO/docs/advice/FLSA_Designation_Criteria_Worksheets.pdf
















































































A GUIDE TO REQUESTING CHANGES TO MINIMUM QUALIFICATIONS (MQs) 
 
 
All Minimum Qualifications are on-line at: http://www.hr.das.state.or.us/hrsd/class/ .  If you wish to make 
changes to the MQ’s for a classification, please submit the MQ Change Form in this manual. 
 
This process starts with using the knowledge and skill (KS) statements identified in the class specification 
document. Use all of the following when developing your request to change the minimum qualifications of a 
class specification: 
 
• Only the minimum or basic level of knowledge and/or skill should be used as an MQ 
item. (See attached definitions for Knowledge and Skill.) 
 
• Check to find out if there are any legal constraints regarding MQs (e.g., Nurses must 
have an RN license, Electrician must have an Electrician license, etc.). 
 
• Use our state job class MQs for comparison. 
 
Be careful that the minimum qualification(s) are really the minimum/basic KS’s required for the classification, 
not those desired or at the same level required to perform the job duties. 
 
EEOC guidelines also warn that you must make sure standards do not result in adverse impact on any 
applicant group. 
 
 
DEFINITIONS 
 
Knowledge: The understanding of facts, ideas, or principles gained by education, training, investigation, or 
observation. 
 
Extensive - A comprehension of all major aspects of the subject area allowing one to solve the most unusual 

or complex problems in the field. Applicants must come to the job with a comprehensive 
understanding of the terminology, theory, principles, techniques, materials, tools, and equipment. 
They use this knowledge to independently solve typical and atypical problems that commonly occur 
on the job. 

General - A comprehension of a subject area sufficient to solve the typical problems common to the field. 
Applicants must come to the job with enough knowledge to understand, be conversant in, and able 
to explain the terminology used. They must have a complete understanding of the principles, 
techniques, materials, tools, and equipment to independently solve the typical problems that occur 
on the job. 

Basic - A comprehension of a subject area including the elementary terminology, principles, techniques, and 
their application to simple problems.  Applicants must come to the job with enough knowledge to 
understand the basic terminology used; apply principles, techniques, material, tools, and equipment 
to simple routing problems that occur on the job. 



Skill: The use of one's knowledge effectively and readily in the execution or performance of a task or 
process either mental or physical. 
 
 
• A knowledge or skill should identify one simple and readily identifiable characteristic. 
• The knowledge and skills are only used for recruiting applicants. 
• Include only those knowledge and skills that an applicant is expected to bring to the job. 
• Do not include a knowledge or skill learned on the job during the trial service period. 
• Do not develop too many or inflated knowledge and skills. This practice causes recruitment 

announcements to target the wrong applicant pool. The central evaluation team or labor contract 
managers do not review the knowledge or skills when deciding the point value or salary range. 

• Entry-level classifications normally have more knowledge statements than skills. 
 



MINIMUM QUALIFICATIONS CHANGE REQUEST FORM  
 
 
Requests to change MQ’s for generic classes, classes containing positions in more than one 
agency, may take longer to process due to the need to coordinate your request with other 
agencies. 
 
Date: ________________ Agency: ________________________________________________ 
 
Contact Person: _________________________________ Phone Number: ________________ 
 
Class #: __________ Class Title: ________________________ Wkg Title: _________________ 
 
# Employees in Agency in this classification and working title: ____________________ 
 
Subject Matter Expert(s) in your agency available for contact regarding this classification: 
 
______________________________________________________________________________ 
Name          Phone Number 
 
______________________________________________________________________________ 
Name          Phone Number 
 
 
Is this class part of a career path?    Yes            No            (Check [   ]  one) 
 

If "Yes", give the title and number of class(es) that are part of the same career path. 
 
                                                                                                                                                             

                                                                                                                                                           

 
Proposed minimum qualification change: 
 
                                                                                                                                                             

                                                                                                                                                             
                                                                                                                                                             
 
Why do you recommend this change? 
 
                                                                                                                                                             
                                                                                                                                                             

                                                                                                                                                             
 



What are the appropriate substitutions for experience or education? 
 

                                                                                                                                                            
                                                                                                                                                           

 
 Please Submit Additional Information 
 

• Sample position descriptions supporting proposed change  (minimum of one). 
 

• Relevant statutes  (if any). 
 

• Additional information you feel is relevant. 
 
 
To change the Minimum Qualifications of a classification, please complete this form and send it 
along with all required attachments to:  
 
DAS/HRSD 
Attn:  Classification Unit 
155 Cottage Street NE 
Salem, OR  97301 
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