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AAM 130.010 Classification and Pay Plans (07-06)

The Division of Personnel, Classification Section, is responsible for
ensuring that the State’s Classification and Pay plans meet the
requirements of the merit principle as set forth in the State Personnel Act.

The Classification Plan is a framework of job descriptions wherein
positions are assigned to a class based on duties, responsibilities, and
requirements of training or experience.

The Pay Plan is the system by which job classes are assigned to salary
ranges, and pay rates are assigned to the salary ranges based upon the
principle of like pay for like work.

AAM 130.020 Market Based Pay Adjustments (11-06)

Under the authority of AS 39.25.150, the State of Alaska maintains
classification and pay plans which interact to provide fair and reasonable
compensation for services rendered and reflect the principle of like pay for
like work.
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Market based pay adjustments will be considered when there is a clearly
demonstrated history of recruitment difficulty during the preceding
calendar year for the job class family subgroup (defined below).
Recruitment difficulty is demonstrated based on the following criteria:

1. 25% of the recruitments posted were open to all applicants;

2. 75% of the recruitments posted were open to at minimum, Alaska
residents;

3. the majority of recruitments (50% or more) have resulted in fewer
than 5 qualified, eligible and interested candidates;

4. there is a demonstrated recruitment failure of at least 15%; and

5. agencies have demonstrated aggressive recruitment strategies
including, but not limited to all applicant recruitments, advanced step
placement, advertising, networking in professional organizations,
attending career fairs, college recruiting, etc.

Should such conditions exist, then:

1. A salary survey will be conducted that includes employers who are in
direct competition for the same pool of applicants.

2. Data will be collected and analyzed by the Division of Personnel. The
state shall not be a market leader in terms of pay.

3. Salary adjustments may occur in full range increments, not to exceed
two ranges in any one fiscal year.

4. Recruitment and retention statistics and market conditions will be
monitored closely to observe if further adjustments are needed.

Job Class Family Subgroups

Job Class Families consist of job classes and class series that are related as
to the nature of the work performed. Job classes and class series within job
families are subgrouped into the following categories:

clerical/technical/paraprofessional
professional/managerial

skilled craft/labor

first responder

A complete list of job class families and subgroups is available on the
Division of Personnel web site at:
http://dop.state.ak.us/iscsi/fileadmin/Classification/pdf/ClassOutline.pdf.
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AAM 130.030

Classification System Components (07-06)

The Classification System is a device by which individual positions are
assigned to job classes. A set of classes may constitute a class series.
Individual job classes and class series comprise job families. Job families
make up occupational groups.

The basic components of the classification system, in order from smallest
to largest, are:

1. Position

2. Job Class

3. Class Series

4. Job Family

5. Occupational Group

The State of Alaska Classification Outline contains codes, titles and
descriptions for each occupational group and job family.

AAM 130.040

Job Class Specifications (07-06)

Each job class within the Classification System is described in a class
specification. The Classification Manager, under delegated authority of the
Director of the Division of Personnel, must review and approve each class
specification and salary range assignment before the specification is
implemented.

AAM 130.100

Position Descriptions (07-06)

Each permanent classified and partially exempt position must have a
position description and must be assigned to a job class. A position is a set
of duties and responsibilities assigned to be performed by an individual. A
permanent position may be full-time, part-time, or seasonal and either
filled or vacant. A permanent position does not exist until it has been
budgetarily authorized, and then established by the Division of Personnel.
Each individual position is associated with a unique position control
number, or PCN, which identifies it as an entity. The Division of
Personnel maintains all position control data for permanent classified and
partially exempt positions.

The State of Alaska uses the Online Position Description (OPD) system to
record job and position information for classification purposes.
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Incumbents may participate in preparing position descriptions. The
incumbent’s involvement in no way diminishes management’s right to
assign and describe the work.

AAM 130.120

Position Description Submission (10-06)

A new or revised position description (PD) is submitted when one or more
of the following has occurred:

e The supervisory authority assigned to the position is changed or
modified (e.g., direct report positions added, changed, deleted, etc.)

e A new primary duty (the main duty for which the position exists to
perform) has been assigned

e The position’s focus has shifted (e.g., responsibility shifts from
reviewing a form for completeness to approving the action requested on
the form, OR the position supports Program B while its PD indicates it
supports Program A)

e The mission, goals, or objectives of the position, or the program the
position supports is changed or modified (e.g., new statutory mandates
alter the program function, department executive team establishes new
goals or mission that impacts the work performed by the position in
question)

e Essential duties have been added, deleted, or modified

e The work demands section has been modified. This information is
necessary to ensure compliance with the Americans with Disabilities
Act (ADA) and Occupational Safety and Health Act (OSHA) blood
borne pathogens standards.

AAM 130.150

Whole Job Classification (07-06)

The State of Alaska uses whole job classification. This is a system by
which the full duties of a position are compared to relevant job class
specifications in order to assign the position to a specific job class.

The State of Alaska uses eight factors in classification to assign a position
to a specific job class:

Nature, variety and complexity of work

Nature of supervision received by the incumbent

Nature of available guidelines for performance of work

Initiative and originality required

Purpose and nature of person-to-person work relationships

Nature and scope of recommendations, decisions, commitments, and
consequences of error
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e Nature and extent of supervision exercised over the work of other
employees
¢ Qualifications required.

AAM 130.160

Overtime Eligibility (07-06)

Positions may be overtime eligible by collective bargaining agreement, by
application of the Fair Labor Standards Act (FLSA), or by determination
of the Commissioner, Department of Administration.

For positions that are not eligible for overtime by collective bargaining
agreement, exemption and eligibility is determined by following FLSA
guidelines.

Pursuant to the AAM 270.100, a department head may petition the
Commissioner of Administration to authorize overtime payments for
overtime exempt employees in unusual situations.

AAM 130.200

Classification Studies (07-06)

Classification Studies are conducted to establish a new job class, or when
proposed changes affect the definition and distinguishing characteristics,
class concepts, class series structure, or salary range assignments of one or
more existing job classes.

AAM 130.260

Parallel Job Classes (10-06)

The following criteria must be met to consider two classes or class series
to be “parallel” for the purpose of transfer or rehire:

The class definitions must be so closely related that typical incumbents of
either class series could satisfactorily perform the duties of the
corresponding level in the other class series, and typical incumbents of
either class series could satisfactorily perform the duties of lower levels in
the other class series; the educational requirements must be
interchangeable; the experience requirements must be sufficiently related
to be interchangeable in type and level of experience required; the length
of experience required must be related to the point that advancement in
either class series is not unreasonably accelerated or retarded by the
movement between the two class series; experience in either class should
qualify an employee for promotional examination in the other class series;
and parallel job classes are at the same pay range.
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Note: The positions are normally in the same bargaining unit. The
bargaining unit of each position is a consideration in analyzing whether
criteria #1 is met.

AAM 130.265

Closely Related Job Classes (10-06)

The following criteria must be met to consider two job classes or class
series closely related for the purpose of voluntary demotion or rehire to a
lower class:

1. the class definitions must be so closely related that typical incumbents
of the current class series could satisfactorily perform the duties of the
lower levels in the other class series;

2. the educational requirements of the current class series must be the
same as or correspond with those of the lower class series;

3. experience in the lower level series should qualify an employee for
promotional examination in the current class series; and

4. the range must be lower for a voluntary demotion or rehire.

Note: Educational requirements are deemed to correspond when it can be
reasonably concluded a candidate has gained the same type and level of
knowledge in the theories and principles of the educational requirements
of the lower class.

AAM 130.270

Flexibly Staffed Positions (04-08)

Flexible staffing is a management tool designed to aid in the recruitment
and retention of employees within a job class series by facilitating entry
into a job class series and providing a training path in order for journey or
higher (e.g., advanced) level work to be performed.

Flexible staffing plans are established individually for single positions,
identified by the Position Control Number (PCN). The Division of
Personnel and Labor Relations, Classification Section, must approve and
establish positions as flexibly staffed before recruitment or reallocation of
a filled position is conducted using the flexible staffing provisions.

Requesting Approval to Establish

It is recommended that an agency contact the Classification Section to
verify the appropriateness of requesting a flexibly staffed position before
submitting a request through the Online Position Description (OPD)
system. When submitting a request, an agency must:
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Create a position description submission describing the duties and
other responsibilities for each of the job classes included in the plan;
and

Develop the flexible staffing plan, which consists of a training plan
and rating device, for movement to each of the higher job class levels.

The Division of Personnel and Labor Relations may approve the
establishment of a flexible staffing plan for a position when the following
conditions are met:

1.

2.

The job class series includes a journey or higher level;

Management certifies there is a consistent need for, and sufficient
work exists at, the journey level or higher class level;

Management certifies the work at the higher level will be reassigned
to other positions should an incumbent be hired at the lower level;

The lower level job class(es) is(are) an appropriate classification for a
position in which an employee develops the necessary knowledge and
skills to reach the journey or higher level of work;

Position descriptions (PDs) exist describing the duties for each level
(e.g., trainee and journey or journey and advanced);

The work at all levels must be within the same bargaining unit; and

The employing agency has developed a formal flexible staffing plan
for movement to each level.

Flexible Staffing Plan

A flexible staffing plan must be directly related to achieving the ability to
perform the duties required at the next higher level job class. It must
contain the following:

1.

A list of the criteria required to perform at the next higher level job
class (e.g., duration and type of training required to build the
knowledge, skills, and abilities needed);

A list of the knowledge and skills that are to be acquired in each
segment of the training;

A description of how the incumbent will be trained to perform the
higher level work (e.g., training classes, job shadowing, etc.);

If the training includes subjects or courses that must be taught
sequentially, this must be indicated in the plan;
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5. A rating device to record whether or not the criteria has been met;

6. A section for the supervisor to certify whether or not the incumbent
has met the criteria;

7. A section for the supervisor to certify that the incumbent meets the
minimum qualifications of the higher level job class; and

8. A supervisor and incumbent signature line.
Recruitment

Under an approved flexible staffing plan, the user agency has the option of
filling the position at any level in the plan. Recruitments may be posted at
all levels simultaneously, using competitive recruitment methods.

Reallocation of Filled Positions

An incumbent at a lower level job class may be advanced to a higher level
job class ONLY after agency management has certified:

1. Successful completion of the approved training plan for advancement
to the next level,

2. All flex criteria have been met; and

3. Minimum qualifications of the next higher level job class have been
met.

An incumbent who is not certified by agency management as meeting all
the conditions above will not be advanced to the higher level job class.

Failure to successfully complete training within a reasonable period of
time, including time to correct deficiencies, is cause for non-retention or
separation for cause from the flexibly staffed position.

Layoff Consideration

Bargaining unit contracts may contain specific language regarding layoff
from, and recall to, flexibly staffed positions.

AAM 130.275 Multiple Class Positions (04-08)

A multiple class position is a recruitment and retention tool that allows
management to fill a position for either licensed or non-licensed work,
depending on applicant qualifications. Multiple class positions use more
than one job class, all of which are performing related work (e.g.,
Licensed Practical Nurse, Nurse I, and Nurse II). Typically, recruitment
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difficulties exist at the highest licensed level before this option is
implemented.

Requesting Approval to Establish

The Division of Personnel and Labor Relations, Classification Section,
must approve and establish a position as multiple class before recruitment
or reallocation of a filled position may be conducted using the multiple
class provisions. It is recommended that an agency contact the
Classification Section to verify the appropriateness of requesting multiple
class positions before submitting a request through the Online Position
Description (OPD) system.

The Division of Personnel and Labor Relations may approve the
establishment of a multiple class position under the following conditions:

1. The highest level job class requires licensure to perform specific
duties (e.g., Nurse); and

2. Similar work is performed in the non-licensed, or differently-licensed,
lower level job classes (e.g., Licensed Practical Nurse); and

3. The job classes must be determined closely related for purposes of
voluntary demotion; and

4. Management must be able to assign either licensed or non-licensed
duties to the position; and

5. Position descriptions (PDs) exist describing the duties for each job
class (e.g., licensed and non-licensed work); and

6. The work at all levels must be within the same bargaining unit; and

7. A memorandum outlining the licensing or certification requirements
is drafted and approved.

Multiple class positions may be combined with flexible staffing. In the
Licensed Practical Nurse, Nurse I, and Nurse II example a flexible staffing
agreement may be established for Nurse I and Nurse II; however,
movement from a Licensed Practical Nurse to a Nurse I occurs through an
expedited reclassification process only if the incumbent obtains the
required registered nursing licensure.

Recruitment

Under an approved multiple class position plan, the user agency has the
option of filling the position at any job class in the multiple class
agreement. Recruitments may be posted for all job classes simultaneously,
using competitive recruitment methods.
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Reallocation of Filled Positions

An incumbent at a lower level job class may be advanced to a higher level
job class ONLY after agency management has certified:

1. Minimum qualifications of the higher level have been met; and
2. Flexible staffing criteria have been met, if applicable.

Continued employment upon loss of a license is not guaranteed; an
incumbent may be voluntarily demoted to the appropriate lower level job
class.

AAM 130.280

Coupled Job Classes (04-08)

Coupled job classes are used to fill positions where the journey (or full
working) level of work requires specific certification and training (e.g.,
State Trooper). Employees are hired at the trainee level and must complete
specialized training before advancing to the journey level. Because of the
specialized training requirements, positions may be filled at the journey
level job class only by transfer, rehire, or layoft recall.

The Division of Personnel and Labor Relations may establish coupled job
classes under the following conditions:

1. A trainee level job class exists in the class series; and

2. The journey level of the class series has specific certification and
training requirements; and

3. For every position in the trainee job class, the same specific training
program is needed and provided to all new employees, and must be
completed by an employee prior to advancement to the journey level
in the class series; and

4. The work at all levels must be within the same bargaining unit.

The Division of Personnel and Labor Relations, Classification Section,
must approve and establish a coupled class before recruitment or
reclassification is conducted using the coupled class provisions.

To establish a coupled class, an agency must complete the classification
study request form, document authority for the required specialized
training, and develop the curriculum and training requirements for
submittal to the Division of Personnel and Labor Relations, Classification
Section. If the request is approved, the relevant class specifications are
revised and defined as a coupled class.
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Position descriptions must describe the duties for each level. All positions
allocated to coupled classes are permanently allocated to the journey level
of the job class series.

AAM 130.300

Reallocation Action of a Filled Position (10-06)

A reallocation request of a filled position which results in a range change
(increase or decrease) of more than three (3) ranges and/or allocation to a
class unrelated to the original class must include:

1. an explanation of how the incumbent meets the requested job class’s
minimum qualifications; or

2. justification for reclassifying an incumbent who doesn’t meet the
minimum qualifications of the requested job class including an
explanation of how the incumbent is qualified to perform the work;
and

3. an explanation of the compelling business reason that justifies
reallocation of a filled position rather than creating a new position or
submitting a vacant position for reallocation.

Alaska Administrative Manual — Personnel
Classification and Pay
130.11




	AAM 130. CLASSIFICATION AND PAY
	 AAM 130.010 Classification and Pay Plans (07-06)
	 AAM 130.020 Market Based Pay Adjustments (11-06)
	 AAM 130.030 Classification System Components (07-06)
	 AAM 130.040 Job Class Specifications (07-06)
	 AAM 130.100 Position Descriptions (07-06)
	 AAM 130.120 Position Description Submission (10-06)
	 AAM 130.150 Whole Job Classification (07-06)
	 AAM 130.160 Overtime Eligibility (07-06)
	 AAM 130.200 Classification Studies (07-06)
	 AAM 130.260 Parallel Job Classes (10-06)
	 AAM 130.265 Closely Related Job Classes (10-06)
	 AAM 130.270 Flexibly Staffed Positions (04-08)
	 AAM 130.275 Multiple Class Positions (04-08)
	 AAM 130.280 Coupled Job Classes (04-08)
	 AAM 130.300 Reallocation Action of a Filled Position (10-06)


