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• To design a forward-looking compensation plan based 
on relevant market comparisons of current positions.

• To provide increased opportunities for professional 
growth within current position.

• To update the compensation and position management 
practices to make the university more competitive in the 
local, regional, and national markets, as appropriate.

• Benefits were not a factor included in the study. 

STUDY GOALS – PURPOSE 



KEY PROJECT STEPS:

1. Staff Salary Forums – December

2. JCQ Survey – January & February (86% completion rate)

3. Subject Matter Expert Meetings - January

4. Update Job Descriptions – March - Present

5. Salary Survey  - April & May

– Local, Regional & National Markets 

6. Development of Career Ladders - May

7. Develop New Pay Plan - May

8. Assign Job Classifications to New Pay Plan – June

9. Develop Implementation Plan – July  & August



PROJECT OUTCOMES

• Updated job descriptions 

• Updated classification system

• New pay plan 

• An implementation plan

• Career ladders



NEW JOB DESCRIPTION

• New job descriptions were developed based on:

– Employee input (JCQ) 

– Subject matter expert meetings

– Supervisory input (JCQ)
• No substantive changes were made based on supervisory 

review

– Review by MGT

– Input from Human Resources

• New job descriptions will be provided in late September

• Job description maintenance – module of PeopleAdmin



SAMPLE JOB DESCRIPTION



CLASSIFICATION SYSTEM

• Each classification was thoroughly reviewed to 
ensure it was representative of the positions.

• Some titles were changed to be reflective of the 
job duties:

– Grounds Laborer > Grounds Maintenance

– Coordinator of Equipment Inventory > Buyer/Inventory Control 
Analyst

• The new classification system is comprised of 
169 job classes.



CLASSIFICATION SYSTEM contin. 

• As part of the proposed career ladders for 
administrative professionals, a new titling 
system has been proposed.  

• If recommended by the Staff Senate and 
approved by University Administration, none of 
the new titles will include ‚secretary‛. 



CAREER LADDERS

Seasoned Executive Assistant to the VP, _______ O R R R R R

Assistant to the President for... III R R R R

Assistant to the President for... III R R R

Entry Assistant to the President for... I R R

Seasoned Executive Assistant to the VP, _______ O R R R R O

Assistant to the VP, _________ III R R R R

Assistant to the VP, _________ II R R R

Entry Assistant to the VP, _________ I R R

Administrative Assistant III R R R

Administrative Assistant II R R

Entry Administrative Assistant I R

Administrative Office Coordinator III R R R

Administrative Office Coordinator II R R

Entry Administrative Office Coordinator I R

Administrative Office Assistant III R R R

Administrative Office Assistant II R R

Entry Administrative Office Assistant I R

Academic Office Assistant III R R R

Academic Office Assistant II R R

Entry Academic Office Assistant I R

R = required

O = optional

Each administrative position contains two levels, entry and seasoned.  Each factor is independently compensable, but all required ("R") factors must be achieved in 

order to obtain "seasoned" level.  Optional factors are compensable but are not required for movement to the next level.
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MARKET STUDY – DATA SOURCES 

– Department of Labor, Bureau of Labor Statistics*
• Decatur

• Florence-Muscle Shoals

• Huntsville

*No individual employers were added or subtracted from the 
database.

– College and University Professional Association of 
Human Resources

• Large Public Masters Institutions in the Southern Region 
(n=39)

• UNA Peer Institutions (n=10)



NEW PAY PLAN

PAY PLAN DESIGN

• Single Plan 

– Includes Exempt & Non-Exempt

• Ranges:  Minimum-Midpoint-Maximum 

– (Midpoint is Market Point)

• Pay Grades: 20 Grades

• No Steps



PAY PLAN
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PAY PLAN contin.

MINIMUM (-25%) MIDPOINT (MARKET) MAXIMUM (+25%)

$28,063 $37,417 $46,771

$30,916 $41,221 $51,526

$34,058 $45,411 $56,764

SAMPLE PAY GRADES



IMPLEMENTATION OF NEW PAY PLAN

Key Points:

• UNA plans to implement 100% of the 
recommended adjustments

• Grandfather step increases for October 1, 2008

– Resulted in significant expense over and above 
initial MGT recommendations. 

• *If you were not recommended for an adjustment, 
that is not a bad thing; it affirms that you are 
compensated a competitive market salary. 



IMPLEMENTATION contin. 

•UNA as compared to market TODAY 

– ~ $375,000 below market overall for UNA

•UNA plans to implement recommendations in 3 phases

•PHASE ONE:

– October 1, 2008 implementation date 

– Step Increases (2008 only)

– All brought to minimum

– 1/3 Adjustment to market

– Employees within $550 of market will receive full 
adjustment in phase 1

– Personalized communication by end of September



KEY TERMS

• Years to Market:

– Number of years necessary to complete 
training and acquire experience in a position.

– New plan takes into consideration years in 
position achieved already at UNA.

• Example: 2 years as a custodian at UNA is 
equivalent to 2/5 progress to ‘market’. 



EXAMPLE

*Below minimum

* Over 5 years in class



EXAMPLE – FULL IMPACT

58,000 + 2,884 = 60,884

Adjustment to Minimum:

Adjustment to Market:

60,884 + 20,295 = 81,179



EXAMPLE – PHASE 1 

58,000 + 2,884 = 60,884

Adjustment to Minimum:

Adjustment to Market:

60,884 + 6,765 = 67,649

All employees 

brought to minimum 

Oct 1, 2008

Market adjustment implemented in 3 

phases:

Total Adjustment to Market = $20,295

Phase 1 = $6,765



QUESTIONS ?

Please email 
humanresources@una.edu with any 

questions you may have.

mailto:humanresources@una.edu

