Agency Meetings Agenda
Administrative Class Study

project update — Secretaries (P1151, SR 11) have been added to the study
classes — current total of 438 impacted positions

names of your agency’s chief study contact, your occupational
consultant/panel member, and names of recommended interviewees? (ck
contact list)

questions about the upcoming panel discussion among the agencies’
occupational consultants and the appointed study team? (panel handout)

unique considerations or requests you have, related to this study?

preferences about how Classification informs your agency’s study
participants and other interested parties about the project?

monthly project status updates in the HR Update publication

study team roles
o Aimee Olejasz (465-4426) as the main project contact for DH&SS
and the General Agencies
e Keith Murry (465-4074) as the main project contact for the
Resources, Public Protection and DOT groups
e Sarah Brinkley (465-4076) as the overall project lead
e Amanda Holland (465-4424), Classification Manager

study information dissemination within the agency

If, between the study implementation date of April 2, 2007 and the April

1, 2008 date by which all positions must be allocated into the new series,
your agency does not submit updated PDs for your list of study positions,
Classification will allocate positions based on the PD of record.
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Classification Section
Individual Allocation Client Service Standards

Individual allocations (single position description reviews) are assigned 1 of 5 different
priority levels. PDs are reviewed and processed in priority order (e.g., priority 2 bumps
priority 3, etc.) Each priority level also has a specific target processing time.

1 DEPARTMENT PRIORITY TARGET: 14 calendar days

A PD may be designated as a department priority by the ASD. When this occurs, the
priority PD bumps other department PDs that are being processed. If a department
has 4 or more department priority PDs at the same time, the ASD may then be asked
to prioritize the priority 1 PDs, and they are worked on in that priority order.

2 NEW POSITION TARGET: 14 calendar days
Positions that have been authorized in the budget but have not yet been established
and classified (i.e., a PCN and job class that has not yet been assigned)
3 AWAITING RECRUITMENT  TARGET: 14 calendar days
Vacant positions that need a PD to be processed before they can be filled with a new
incumbent. Sometimes, a recruitment may occur while the PD is in the Classification
Section.
4 FILLED RECLASS TARGET: 35 calendar days
The position has an incumbent and the department is requesting the position be
allocated to a different job class.
5 FILLED UPDATE TARGET: 58 calendar days
The position has an incumbent, the department is updating the position description,
and no change in job class is anticipated.
CALCULATING CLIENT SERVICE STANDARDS
The processing time is calculated on the number of days the PD is active in the Classification
Section. PDs may be placed in suspense during the review process; suspense days are not
counted toward the client service standards. PDs are placed in suspense when a classifier has
contacted the department for clarification, additional information, an updated staffing chart,

or any information pertinent to the appropriate allocation for the position. The suspense
status is removed when the classifier receives the requested information.



