JOB TITLE: ANALYST COMPENSATION

, DIVISION HUMAN RESOURCES
/ SALARY SCHEDULE/GRADE: [Il, GRADE 7

——, WORK YEAR: 260 DAYS
J CPS FLSA STATUS: EXEMPT
JOB CLASS CODE:
NEW: Submitted: BARGAINING UNIT: CLAS
07/01/2022 05/10/2022

SCOPE OF RESPONSIBILITIES

Researches job requirements and evaluates job positions to ensure the district is competitive in areas of salaries
and employee benefits; ensures District positions reflect internal and external (market) consistency; collaborates
with cross-departmental teams; ensures compliance with federal, state statues and District policies and
procedures.

PERFORMANCE RESPONSIBILITIES & EVALUATION CRITERIA

Researches workforce compensation trends

Computes employee pay based on Board approved salary schedules and Salary Placement Rules

Establishes employee salary placement by verifying qualified work experience and education

Supports District staff during collective bargaining agreement negotiations

Collaborates with HR staff to ensure job descriptions accurately reflect the work being performed by incumbents

Collaborates with HR and Finance to ensure compliance with salary schedules

Collaborates with HR and Finance staff to ensure consistency and accuracy across job classifications

Conducts data analyses and provides reports to district leaders regarding compensation and job analysis

Gathers data from market-based compensation surveys and other sources and reports trends to district leaders

Uses spreadsheets and other analysis instruments to preform data analysis

Completes all trainings and other compliance requirements as assigned by the designated deadline

Performs other duties as assigned by supervisor

PHYSICAL DEMANDS

The work is primarily sedentary. The work requires the use of hands for simple grasping and fine manipulations.
The work at times requires bending, squatting, reaching, with the ability to lift, carry, push or pull light weight.

MINIMUM QUALIFICATIONS

Bachelor's Degree

Three (3) years of experience in human resources, finance, or workforce development

DESIRABLE QUALIFICATIONS

Experience in compensation analysis

Human Resources Certification

Experience in a diverse workplace
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1.) Change reporting relationship from Chief Human Resources to Executive Administrator Human Resources
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Submitted &248420223 05102022
Effective

022202 051172022



Cost Center HUA
Human Resources Division

2021-2022
Superintendent
Aide Support . Administrative Secretary |
Services A2 Chief Human Resources [1-18 1A-10
|
Executive Administrator
Executive Director HR - Human Resources Maonitor District
Employment Affairs [I-14 Security  1B-5
[1-13
Executive Administrator Director Labor
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Summary:
Submitted 05M10/2022
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Munis Unit Mo. CT1
Human Resources Personnel Service
2021-2022

Secretary Il | A-6

Superintendent

Chief Human Resources

12

Executive Administrator Personnel
V-14

Specialist Human Resources
(2607 3

220) 3 II-2

Assistant Human Resources (6)

Clerk Recruitment & Staffing
6 A -5

Technician Human Resources
Fosition Control 3 -5

Clerk HR Processing
B [A-5

Summary:

General Fund Positions: 35 41
Categorical Fund Positions: 0
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(220} Retention
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1.) Add two Compensation Analysts.
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Munis Unit Mo. CT1
Human Resources Personnel Service
2021-2022

Secretary Il | A-6

Superintendent

Chief Human Resources

12

Executive Administrator Personnel
V-14

Specialist Human Resources
(2607 3

220) 3 II-2

Assistant Human Resources (6)
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-8
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Clerk Senior Approval
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(260) 1(185) 2

Submitted
Effective

061072022
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Munis Unit Mo. BA1
Benefits and Employee Services
2021-2022

Superintendent

Chief Human Resources

Secretary |l |A-B

Clerk Il 1A-5

Summary:

General Fund Positions 34 20
Categarical Fund Positions: 1

Coordinator Welcome Center

Clerk HR Welcome Centlni{5 4

Clerk Receptionist/Info rr?ftai-un 2

Coordinator Employee
Benefits |5

Coordinator Leave Center Consultant Workers
-6 Compensation -5

Advisor Employee Advisor Employee
Benefits 3 1A Leave 3 |A-G

1) Change reporting relationship of Manager Employee Services from Chief of Human Resources to Executive Administrator Human
Resources.

2.} Change reporting relationship of Coordinator Welcome Center from Manager Employee Services to Executive Administrator Human
Resources.

3.) Add one Secretary 111

4.) Delete ane Clerk 1.

-4 Submitted 04262021 0510/2022
Effective FoETE0 D6 1/2022



Munis Unit No. BA1
Benefits and Employee Services
2021-2022

Superintendent

Chief Human Resources

Executive Administrator
Human Resources [I-14
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Clerk Il [A-5

Secretary Il IA-6

Clerk I 1 1A-5
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11-6
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1A-5

Clerk Receptionist/lnfornlwpz:lt‘ilon 2
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Benefits 3 1A-6

Summary:

General Fund Positions 20

Categorical Fund Positions: 1 G-4

Coordinator Leave Center
11-6

Advisor Employee
Leave 3

Consultant Workers

Compensation -5

Submitted  05/10/2022
Effective 05/11/2022



