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SUMMARY TASK 

(LEVEL 1)

	SUBTASK

(SUB-LEVEL)

	TASK

DESCRIPTION
	START

DATE

	STOP

DATE

	EXPECTED
OUTCOMES
	PERSON(S)
RESPONSIBLE


	OSHR ASSISTANCE NEEDED/RESPONSIBLE PARTY


	1
	
	Communication Plan Development
	
	
	Communication plan is developed to educate affected employees of CB
	Project Team
	

	
	1.1
	Identify Employees Included in the Project
	
	
	
	CBC/Project Team
	

	2
	
	Accept, Add and/or Revise Competencies 
	
	
	Establish validated competencies
	
	

	
	 2.1
	Identify Focus Group Participants

     
	     
	     
	Employees with similar work are formed into Focus Group/s 

     
	CBC/HR Classification Analyst/Project Leader/

Managers and Supervisors
	

	
	2.2
	Conduct Focus Groups for competency validation, revisions or additions
	
	
	Employee Input Considered 
	CBC/HR Classification Analyst/Project Leader
	

	
	2.3
	Additions, major revisions reviewed by OSHR HR Partner
	
	
	Competencies Approved
	CBC/HR Classification Analyst/OSHR HR Partner
	

	3
	
	Accept/Adapt Market Rates
	
	
	Review and use the Statewide Market Rates established for new banded classes or establish market reference rates
	CBC/HR Classification Analyst/

Compensation Specialist
	

	
	3.1
	Develop Market Reference Rates
	
	
	If required, establish Market Reference Rates following methodology introduced in Compensation Manual and submit to assigned HR Partner 
	CBC/HR Classification Analyst/

Compensation Specialist
	

	
	3.1.1
	Determine if market reference rates are needed
	
	
	
	CBC/Project Leader/Project Team
	

	
	3.1.2
	Identify relevant labor market
	
	
	
	CBC/Project Leader/Project Team
	

	
	3.1.3
	Determine if data is available in OSHR Compensation Library
	
	
	
	CBC/Project Leader/Project Team
	

	
	3.1.4
	Identify survey participants
	
	
	
	CBC/Project Leader/Project Team
	

	
	3.1.5
	Gather Compensation Information
	
	
	
	CBC/Project Leader/Project Team
	

	
	3.1.6
	Analyze Compensation Information & recommend market reference rates
	
	
	
	CBC/Project Leader/Project Team
	

	
	3.1.7
	Submit market reference rates for approval
	
	
	
	CBC/Project Leader/Project Team
	

	4
	
	Allocate positions to banded classes 
	
	
	Initial allocation list of positions is developed.  List provides partial information. Complete information finalized prior to competency evaluations by managers.  
	CBC/Agency HR Classification Analyst and Managers.

Requires approval by OSHR HR Partner.
	

	
	4.1
	HR prepares initial list
	
	
	
	
	

	
	4.2
	Reviewed by Management
	
	
	
	
	

	
	4.3
	Sent to OSHR for Review
	
	
	
	
	

	5
	 
	Employee & Manager Training Presented
	
	
	Orientation/Training given to employees and managers of specifically affected   occupational group
	 
	

	
	5.1
	Adapt OSHR training materials based on Agency changes and train managers on competency evaluation salary determination, and career development plans 
	
	
	Managers learn to perform competency evaluations and determine employee ratings of Contributing, Journey, or Advanced
	CBC/HR Classification Analyst
	

	
	5.2
	Adapt OSHR training materials based on Agency changes and orient employees 
	
	
	Employees receive orientation to new classes, competencies, pay guidelines, timelines and the system in general
	CBC/HR Classification Analyst
	

	
	5.3
	Adapt OSHR training materials for managers on others system aspects
	
	
	Train managers in posting, recruitment, selection, behavioral interviewing, etc.
	CBC/HR Classification Analyst
	

	6
	
	Initial Competency Evaluations/ Career Planning/

Determining Pay
	
	
	Managers perform initial competency evaluations, document career development plans, and determine pay
	Managers and Supervisors/

HR Classification Analyst and Compensation Specialist set and review Pay 
	

	
	6.1
	Agency HR reviews and consults with management as needed
	
	
	Consistent application of pay factors assured
	Managers and Supervisors/

HR Classification Analyst and Compensation Specialist set and review Pay 
	

	7
	 
	Final Allocation list 
	
	
	Prepare final allocation list and discusses with    OSHR any instances of difficulty in classification
	HR Classification Analyst submits final allocation list to OSHR HR Partner for review and approval
	

	
	7.1
	Manager Prepares
	
	
	
	
	

	
	7.2
	HR Reviews
	
	
	
	
	

	
	7.3
	Submit to OSHR for approval
	
	
	
	
	

	
	7.4
	Updates to PMIS 
	
	
	Positions moved to new classification titles 

After allocation list approved by OSHR 
	Agency Salary Administration Specialist
	

	8
	
	Project Report
	
	
	Summarizes the specifics of the project. Submitted to OSHR HR Partner after allocation list is finalized 
	CBC/HR Classification Analyst/Project Leader
	


3

