Employees who transfer to a new position within the same pay range as their old position will typically

not receive a compensation adjustment.
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Employees assigned to an interim classification in a higher pay range for a planned period of at least sixty
(60) days and who are expected to perform a majority of the higher classification’s duties and
responsibilities, shall receive a base compensation adjustment of five percent (5%} if additional duties are
usually performed by a position one grade higher or eight percent (8%) if additional duties are usually
performed by a position two or more grades higher or be brought to the minimum of the higher grade,
whichever is greater. A base compensation adjustment of greater than eight percent (8%) may be

approved by the Mayor and Finance Committee provided that substantial reasons are given.

Employees who are assigned additional work from a classification in the same pay grade or lower pay
grade for a planned period of at least 60 days, and who are expected to perform a majority of the interim
classification duties and responsibilities, shall receive a base compensation adjustment of five percent
(5%) in recognition of the incumbent’s additional time being spent performing additional duties. A base
compensation adjustment of greater than five percent (5%) may be approved by the Mayor and Finance
Committee provided that substantial reasons are given.

Upon return to the employee’s original classification, the employee’s pay shall revert to their base
compensation prior to receiving the interim assignment adjustment, plus any additional annual pay
increases and pay structure increases the employee would have received in the original classification.

An employee demoted for involuntary reasons unrelated to performance will retain his/her present pay
if the base compensation exceeds the new range maximum. As long as an employee’s base
compensation exceeds the new range maximum, the employee will not be eligible for further base-
accumulating pay increases until his/her pay is again within the range for the new position. If the
present base compensation is below the new range maximum, the employee will be placed in the new
range at the step closest to their current pay.

Compensation upon Voluntary Demotion

An employee who requests and is granted a voluntary demotion will receive a decrease in pay, the amount
of which is to be determined given the facts and individual circumstances.
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New Position

In order for a new position to be considered for approval, a job description questionnaire (JDQ) outlining
the major duties, responsibilities, knowledge, skills, and ability requirements, reporting relationships, and
working conditions of the proposed position; and a draft job description that summarizes information
from the questionnaire must be completed and signed off by the supervisor, department head, and

Mayor.

The City may elect to forward the updated Job Description Questionnaire (JDQ) to its Compensation
Consultant to obtain a recommendation for classification of the new positions. The consultant will utilize
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