
UAW Office Professional Reclassification Pre-Audit Information

Office professional positions at Michigan Tech are classified based on the duties and responsibilities assigned and exercised.  While there are many reasons that employees should be recognized for their contributions to the University, classification is based solely upon the duties assigned to a position.  Simply put – it is the job that is classified, not the person.

You should consider reclassification when:
· your responsibilities have evolved over time

· there has been a reorganization that impacts your position
· there has been a transfer or redelegation of duties/responsibilities from another position

· there have been significant changes in your supervisory responsibility

· there have been significant changes in knowledge and skills required to perform your job

· there have been significant changes in your scope of assignments and/or responsibilities

· functions have been added to your position that were not previously performed
· there has been a change in complexity of problems or assignments required for your position
Factors that are not included in reclassification
Below are examples of person-related factors that are not taken into account when reclassifying a position.

· Longevity/Length of Service – If an employee has been in a particular position for an extended period of time, longevity and length of service are not considered as factors for reclassification..

· Financial Need – The reclassification process does not take personal financial conditions into consideration.

· Dedication/Performance – We value dedicated employees who are competent, capable, experienced, and loyal.  Although these characteristics are admirable, they are not considered in reclassification.
· Change in Workload – An increase in the workload for the duties required of the position does not necessarily mean that it’s time for an audit.

· Relationship to the University and/or Supervisor – A good working relationship between employee and supervisor is productive, but that rapport is not considered as part of the audit process.
· Employee Retention – Reclassification should not be the mechanism to retain an employee within the department if a position has not changed or evolved over time.
The level of a position is determined by the following factors:
· Primary duties and responsibilities – duties and responsibilities most important to the position
· Additional duties and responsibilities – duties and responsibilities not listed as primary duties
· Decision making – opportunity for independent action within the duties and responsibilities of the position

· Impact of actions –potential effect on the University’s mission; measured in terms of operations, financial resources, and/or impact on people/customers
· Independence of action – guidance available to the position (includes policies, procedures, guidelines, as well as supervision or empowerment to accomplish tasks)
· Supervision of others – formal assignment of responsibility for directing others
· Scope of contacts/Customer service – spoken and written forms of communication with others
· Confidential/sensitive information – access and relationship to sensitive and/or confidential information
· Software (or other technology) –  required for the position
Remember that submitting an audit form to Human Resources initiates the audit process and not just a ‘test to see what might happen’.  If it is determined that your position is actually at a lower level, it will be reclassified as such, however the employee’s annual salary shall be maintained.
Please keep in mind that a reclassification audit looks at the whole position.
Reclassification is based on the requirements of your position, not what your qualifications are.
If your position has changed only in one area, it does not necessarily mean that it’s time for an audit.

