
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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DEFINITI0NS  
Parts of the class specification 

 
Distinguishing Features of Work: a brief statement describing level and scope of supervision received, responsibility 
exercised and significant duties performed (see also Levels of Supervision). 
 
Illustrative Examples of Work: a numbered set of statements describing in some detail the duties most usually performed and 
their attendant responsibilities. 
 
Requirements: a four-part statement consisting of the minimum desirable or legal requirements in the areas of Education, 
Experience, Special Requirements, and Significant Abilities. 
 
Education Requirements: level and, when necessary, specific type of schooling that would normally qualify an individual for 
a position. 
 
Experience Requirement: type and duration of previous work experience that would normally qualify an individual for a 
position; also types of knowledges required to perform job tasks (see Knowledge Gradations). 
 
Special Requirements; licenses, certifications, registrations, and/or specific examinations required legally or deemed 
minimally desirable to qualify an individual for a position. 
 
Significant Abilities: personal or acquired abilities, generally immeasurable in terms of education or work experience, that 
qualifies an individual for a position. 
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DEFINITIONS 
 Levels of Supervision  

(As used in the Distinguishing Features of Work) 

Under immediate supervision: indicates that the worker is given short assignments of work with regular checks on 
performance and a maximum of supervision and control with a minimum of independence of action and freedom in making 
own decisions. 

Under direct: .supervision: indicates that the worker is given an average degree of supervision and that he has a working 
knowledge of ordinary assignments and ability to execute them satisfactorily. 

Under general supervision: indicates that the worker is given overall casual supervision and that work is carried out according 
to standard practice general instructions without continuous and direct control, on1y special problems being referred to the 
immediate supervisor for advice arid decision. The methods of performing each task usually are left to the worker. 

Under direction: indicates that the worker is given a definite objective and directive as to the work to be done and the worker 
plans and arranges his own work and proceeds according to established policy and procedures. The worker has frequent 
conferences with the immediate supervisor both as to general phases and specific details of the work, though accomplishment 
of the definite objective is the responsibility of the worker. 

Under general direction: indicates that the worker is given and accomplishes the general objective of each assignment and the 
finished product according to established policy and procedure and without much guidance from his immediate 
administrative supervisor, either as regards the general objectives or plans for the work or as regards specific details on how 
the work is to be accomplished. 

Under administrative direction: indicates that the worker undertakes and organizes his work, setting up procedures and 
standards of performance for the work and is usually self-supervising and free to use his own judgment. Technical features of 
the work are practically all in the hands of the worker. The work initiates and applies procedures for specific work of which 
he has charge. 
 

Subject, to administrative approval: indicates that the worker is generally self-supervisory, exercises the maximum degree of 
initiative and judgment, and has the greatest degree of freedom of action in initiating, developing, and approving programs, 
plans, and procedures within the limits of the policies and plans laid down by general management and subject to executive 
approval. 
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DEFINITIONS 

Knowledge Gradations  
(As used in Requirements section) 

Elementary knowledge: minimal or initial knowledge of a particular field or trade. 

Working knowledge: operating or practical knowledge of a particular field or trade. 

Extensive knowledge: wide spread knowledge of a particular field or trade. 

Thorough knowledge: complete knowledge of a particular field or trade. 
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DEFINITIONS  
Allocation Factors 

Nature and variety of work: what tasks are being performed and what is their range and scope of authority? 

Supervision received: to what extent is control exercised by the supervisor and independence exercised by the 
incumbent; what kind of instructions and assistance are given? 

Guidelines available: to what extent is work performed controlled by internal policy and external regulations, laws, 
etc.; what manuals, guidelines, etc. are available to assist in exercision of duties? 

Originality required: what inventiveness, imagination, creativity, and resourcefulness, are required to adequately 
solve work problems and accomplish tasks? 

Inter-personal work relationships (non-supervisory): with whom does the position need to interact; what kind of 
information is exchanged; how is information exchanged and why does the relationship need to exist? 

Scope of authority: of what kind and in what areas arc recommendations, decisions, and commitments made? Where 
does the final authority lie? 

Supervision exercised: what levels of employees are supervised; what specific tasks constitute supervision; is 
authority "line" or "functional"? 

Requirements: what education, experience, critical skills, measurable and special abilities; and specific areas of 
knowledge are essential to performing the job tasks; what licensing, certification, or registration is required? 
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DEFINITIONS  
Miscellaneous Terms 

Allocation: assignment: of a position to a class. 

Audit: interview with a position incumbent to gather information about the position duties (see definitions for the Allocation-
Factors). 

Classification: review of a position or a group of positions for assignment to a class. 

Class specification: a single written description of a group of jobs or positions with similar level of responsibility, level of 
supervision, variety of duties, and special skills and requirements (see definitions of Parts of a Class 
 
Cyclical Review:  periodic review, evaluation, and updating of position descriptions and class specifications Co assure 
adequate reflection of employment needs and jobs performed. 

Duties: tasks assigned to an employee on a routine basis. 

Functional Supervision:  position gives direction, assistance and occasional task assignments to lower and equal level 
employees, but does not have line authority in the organizational structure; an alternative term is leadworker. 
 
Incumbent: employee filling a particular position. 
 
Job description: (see Position Description). 

 
Line Supervision: direct authority over lower level employees assigned to the supervision of a particular position, 
with responsibility for hiring, firing, discipline, training, job assignments, authorization of leave and overtime, and 
performance evaluation of subordinates. 
 

Mixed position: a position fitting the specifications of more than one class on an. on-going basis; usually classified 
according to the higher level of duties. 
 

Position description: a written description of one set of duties and responsibilities requiring the full or part-time employment 
of one or more persons, all performing the same work. 
 

Position Information Questionnaire: an official instrument used to collect data about individual positions. 

Reallocation: assignment of a position to a different class on the basis of .a significant change in original duties. 

Reclassification: assignment of a whole class to a different class title, resulting from a re-evaluation of all included positions 
or from revisions in the class specification. 

 

 

 

 

 

 

 

 

 

 

• Class Specification Study by the IL Dept. of Personnel (10-24-1979)  •  DeKalb County Government   •  Sycamore, IL  60178 
TOC_GenClasSys1.doc (Document Preservation Conversion - 2004)                                                                         Page 7 of 9 



POINT RATE EQUIVALENCIES  

 
The Point Rating Equivalency is a schedule equating various types of working experience with each other and with 
educational levels. It is used both in establishing a single number to plug into a pay plan system and to equate out education 
and experience for hiring purposes. For instance, if specification requirements call for four years of college (but not a specific 
Bachelor's Degree) and two years of professional experience, acceptable equivalencies would be a Master's Degree 
concentrating in the general area of the requirements with no professional experience or six years of experience in the area, 
but no college.  Further, if requirements specify one year of supervisory experience, two years of professional experience can 
be substituted. The purpose is to add flexibility to the class specifications for hiring purposes. 

POINT RATING EQUIVALENCY 
 

Mgt.  Adm.   Supv.   Prof.  Ed. 

4 yrs. =  5 yrs. =  6 yrs.=   7 yrs.= 

3 yrs.=   4 yrs. =  5 yrs.=   6 yrs.= 

2 yrs.=  3 yrs. =   4 yrs.=   5 yrs.= 

1 yr.=   2 yrs. =  3 yrs.=   4 yrs.= 

1 yr. =  2 yrs.=   3 yrs.= 

1 yr. =  2 yrs.=  Master's Degree 

  1 yr.= 
Bachelor's Degree 

 

 

 

 

 

Presently accepting 1 year work experience:* 1 year college as per Title VII. 

* Should be in the area of the class title; progressively responsible and/or include supervisory at a para-professional level or 
some combination thereof. 
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GUIDE TO DeKALB COUNTY CLASSES 

A total of 100 class specifications was written for the DeKalb County Personnel Classification Study. Methods of data 
collection for creation of classes and allocation of positions, descriptions and definitions of class specifications, and the 
general utilization and benefits of a classification system are outlined in other sections of this report. This section will refer 
more specifically to classification utilization for the County and its needs both immediate and projected. 

It cannot be stressed too strongly the need for cyclical review, maintenance, and updating of these specifications to meet: the 
continually changing needs of County employment. The study team has attempted to anticipate some of these needs with the 
creation of some proposed specifications, generic classes, and some class; usually changes in wording and/or requirements 
will suffice. 

The proposed classes are designated in the departmental listing of class specifications by the word proposed in parentheses 
after the classes not presently utilized in those departments. Some of the classes will not presently be used anywhere in the 
County (i.e.. Victim witness Advocate and Victim Witness Advocacy Director) but will be useful when anticipated programs 
are operational. Other classes will currently exist in some departments, but are identified as proposed elsewhere, because the 
generic nature of the specification allows its utilization should recommended staffing changes be implemented, as well as for 
lowering the hiring level should the position be vacated (i.e., Cook III, Public Health Staff Nurse Series). 

Generic specifications are those which can be used in more than one department. Included are positions doing similar duties 
at a similar level with similar requirements and no special job knowledge requirements other than what could be easily 
acquired in a minimal on-the-job training. For DeKalb County the generic specifications that were written include the 
Personnel Director, four class series and some Public Health Nursing specifications. 

The latter necessitates a separate explanation. Because of the stringent state requirements imposed in the areas of public 
health and nursing homes, it was not possible to develop a Nursing Series generic to the three groups in the County requiring 
nursing background. Public Health and Lung Clinic positions were, however, compatible enough to warrant utilization of 
some generic specifications. All Public Health position requirements are now regulated through the Illinois Department of 
Public Health with force and effect of law. Official specifications have been developed on a statewide basis. The wording of 
the specifications included for the DeKalb County Public Health Department, therefore, matches the existing specifications 
with minor changes to express the specific flavor the County Public Health system. The section of IDPH regulating Nursing 
Homes has not developed classes for local jurisdictions, however, there are specific minimum requirements which must be 
met. These do not correspond with requirements in Public Health ergo separate classes were developed. 

The four other series developed for the County are a Maintenance Series, Accounting Series, Cook Series, and a Clerical 
Series. There are two or more County departments now using or potentially using each of these. The net result of the series 
development is to combine a variety of position titles into a few descriptive class cities. This assures that people doing similar 
levels and types of duties are classified in the same titles and thereby should assure closer pay ranges for people performing 
the same level of duties. 

Finally, the Supplemental Section of this report is organized in such a way that the organization chart, the variance chart, and 
the recommendations where applicable for each department are grouped together. This is for your ease of reference. 
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