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Classification i The Gateway to
Excellence In Assessment

1 Responsibility for classification
resides Iin three organizations

Civil Service Commission
+ Min Qualifications & Special Requirements

Governoros Office of
+ Definition of Work and Pay ranges

Using Agency
+ Drafts specs to reflect work performed



Classification i The Gateway to
Excellence In Assessment

The Problem
Pa has experienced many retirements

Many new analysts
Confusion about standards

Solution

Develop a training program to give a
common set of standards
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Classification i The Gateway to
Excellence In Assessment

1 Someti mes I n testing
the forest for the trees

1 We need to remember that
testing is only one part of the
selection process

1 Jobs that are properly classified can
be of great assistance in developing
job relevant tests




Job Specification
Development

Office of Administration
State Civil Service Commission

March 27, 2007



Purpose of This Course

1 Course Is designed for analysts
responsible for writing new or
updating current job specifications

1 Provides information about job
analysis and each section of the job
specification

1 GIves analyst common standards

1 Provides an opportunity for practice



Course Schedule

1 Overview of classification plan

1 Job analysis

1 Job title, definition and examples of
work

1 Knowledges, skills and abillities

1 Minimum experience and training

1 Necessary special requirements,
conditions of employment and post
employment requirements



Overview of Classification Plan

1 A Jjob Is work performed by a
group of positions that:
Have similar duties/responsibilities
Require like qualifications

Can be equitably compensated by
the same pay scale group

Exception 1 we do have one person
titles




Overview of Classification Plan

- Approximately 2800 job
specifications

+ Organized into 10 major
occupational groups

1 (see Appendix A)




Parts of a Job Specification

Job Code

|dentifies the job within the |
classification plan through a numerical
code

Job Title

Provides basic description of the
occupation

Definition
Defines the level, nature and type of
work; provides leveling criteria

Examples of Work

lllustrate the work described in the
definition
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Parts of a Job Specification

1 Knowledges, Skills and Abilities

Necessary to perform work (upon entry to the
job) described in the definition

1 Minimum Experience and Training
Minimum qualifications needed for entry

1 Additional Requirements - licenses,
certifications or registrations required by
the job

Necessary Special Requirements
Conditions of Employment
Post Employment Requirements
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Who uses job specifications?

1 HR Analysts

Classification
Analysts

LR Analysts

Recruitment
Analysts

SCSC Test
Developers

Evaluation
Analysts

EEO Specialists

Employees

Job Applicants
Supervisor/Manager
Unions

Legislators
Attorneys
Arbitrators

HR Analysts from
other states
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Why are well-written job
specifications important?

1 Serve several purposes concurrently
Define boundaries of a job
Method for pay determination
Guide for allocating work to a job

Basis for recruitment/test
construction

1 Foundation of the classification
plan and the merit system
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Job Analysis

1 What is job analysis?

A systematic process of collecting,
processing, analyzing, interpreting and
documenting data about jobs and their
requirements

1 What Is the purpose of job analysis?

To ensure information in job
specifications is job  -related

Appendix B (Mgt. Directive 520.7)
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