
GENERAL CLASSIFICATION SYSTEM 

Position classification is the process of identifying and assigning positions (jobs) to an appropriate title and level of an 
existing class or class series based upon established procedures and criteria. Or, it is the process of identifying chat the 
positions do not fit an existing class or class series so that a proper class or class series might be developed. That position 
classification is a process implies chat classification decisions made are not carved in granite. To be truly effective, the 
system must be dynamic. Cyclical review of classes is, therefore, vital. 
 
To understand the classification process, it is necessary to understand some of its elements. The most essential element is the 
position, a set of duties, authorities, and responsibilities requiring specific related knowledges, skills, abilities, and any 
licenses necessary. It is the foundation upon which all classification and organizational structuring is built. An understanding 
of the position is vital. None of the events that follow have any value if based on inadequate or misunderstood information. 
 
Developing an understanding of the position for classification purposes goes far beyond deriving information from 
investigative methods; considered as a whole it is more narrowly analogous to administrative problem solving than to mere 
fact finding. It involves identifying and understanding significant characteristics of the position which are not always 
tangible: the position's relationship to other positions, the basic reason for its existence, the effects of the work, the 
requirements for performance of the work, and the aspects which contribute to the position's value. The maintenance of an 
up-to-date position description, the formal, written statement of the position's critical elements, is therefore also vital. 
 
A further element of a sound classification system, and one which logically • follows from an understanding of the position, 
is the development of the class itself. A class is a composite of positions which are sufficiently similar, in terms of duties and 
responsibilities, and which require the same or sufficiently similar related knowledges, skills, abilities and licenses to warrant 
the same title, selection instrument and salary range or rate of pay. The class specification, then, is the formal, written 
statement setting forth the type and kind of work, responsibilities, and requirements of a class of positions. 
The development of a class, or the allocation of a position to a particular class, requires the analytical evaluation of critical 
factors. The factors most often used to analyze positions are as follows: 
 

1.  Nature and variety of work (this involves the officially assigned duties, and not duties unofficially assumed by the 
incumbent). 

2.  Supervision received by the position. 
3.  Guidelines available in the performance of work. 
4.  Originality required in performance of work. 
5.  Personal contacts and effects of contacts. 
6.  Supervision exercised over other positions. 
7.  Authority for decisions and commitments made. 
8. Qualifications required of ten delineated as required knowledges, skills, and abilities. 
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Again, once a class has been established, or a position allocated to an existing class, it must not be considered a decision to 
stand for all time. Rather, responsible management requires periodic review of classes and positions. A classification program 
is a part of management.  It cannot have objectives that are not sound management objectives, nor can it resort to routines or 
practices that conflict with sound management goals. 
 
The orderly grouping of positions that results from the classification plan offers management important advantages. 
Classification provides a system for controlling salaries, which is important to management in terms of its need for fiscal 
integrity and in providing a systematic salary structure equitable to the employees affected. 
 
Classification provides a necessary vehicle for modern personnel management. By grouping the positions of an organization 
into relative groups of similar positions, or classes, the job of managing is simplified in many respects. Position grouping is 
essential, for example, in programs for recruiting, testing, placement, promotion, transfer, determining training needs, and 
reductions in force. 
 
Supervisors are able to keep closer control of their organization because of a written record of assignment of duties and 
responsibilities. In addition, position descriptions provide supervisors with a convenient basis for a check on employee 
performance. 
 
Additional advantage to management offered by classification include: Uniform titling practice, resulting in an. 
understandable and uniform terminology, a basis for statistics) information useful in budget and manpower forecasting, and a 
data base aiding management in identifying overlapping duties, unnecessary levels of supervision, excessive spans of control, 
and insufficient or unclear delegations of authority. 
 
Classification not only provides benefits from a management prospective, but also from an employee prospective. Uniform 
classification aids the employee in understanding the parameters of his/her position and provides a logical framework upon 
which career planning can be built. It provides a model by which the employee can gauge personal progress and evaluate 
personal performance. It also provides assurance that management has a standard by which equitable employee evaluation 
can be based. Uniformity in classification is vital for EEO purposes. In addition, the general principle underlying the class 
system, equal pay for substantially equal work, and its corollary of variation in base pay and proportion to substantial 
differences and the difficulty, responsibility and qualification requirements of the work performed, represents a philosophy 
and structure for equality of employee treatment where compensation is concerned. 
 
Adhering to a classification system establishes order but does not by any means tie the hands of management. 
Management always has the power to change work assignments compatible with its needs. Within the system itself 
there is sufficient flexibility. Use of classification as a method for identifying and expressing position relationships, 
relating people to jobs, utilizing available skills, providing for identifying and increasing employee skills, and 
evaluating employee performance can give management a continually up-to-date picture and an effective means for 
controlling and improving an organization.  
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