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Overview of Compensation 
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Bailey Ward
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COMPENSATION PROGRAM OBJECTIVES
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TWO COMPONENTS OF VALUE
Classification – Job Content Compensation – Employee 

Contribution
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TWO COMPONENTS OF VALUE: JOB CONTENT

Pay Range
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TWO COMPONENTS OF VALUE: JOB CONTENT
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TWO COMPONENTS OF VALUE: EMPLOYEE 
CONTRIBUTION



Position Reclassifications
Anna White & Kimberly Hedden



§ Recommended when significant and permanent changes occur 
over time, warranting a change in position’s primary purpose 

§ YTD: 478 completed reclassification requests

§ Focus on job duties, not employee performance

§How has the work of the position changed?
– Volume  ý

– Assignment of more complex duties or higher accountability  þ

§ Recommend new duties in place for minimum of 3 - 6 
months before submitting a reclassification to reach stability and 
ensure time for assessment of job performance.
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POSITION RECLASSIFICATIONS 



§ Such changes in a position’s duties may affect:

–Pay Grade (é or ê)

–Title

–Employee’s pay

–FLSA status

§ Should the position be posted instead of reclassified?

–Case by case analysis – many variables

• Will the department back-fill the position?  

• Is there more than one employee qualified for the new role?  
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POSITION RECLASSIFICATIONS 



POSITION RECLASSIFICATION 
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AT A GLANCE: RECLASSIFICATION PROCESS

Submission by 
Supervisor 
with HRL 

collaboration 
and leadership 

support 
(IT titles 

requires CIO 
review/ 
support)

Compensation 
Review/ 
Analysis, 

collaboration 
with Supv & 

HRL

Completion of 
Pay Evaluator; 

Supervisor 
recommends 
salary within 

suggested 
interval

Notification 
and Approval 
of Outcomes 

HRL, Supv, 2nd 
Level Supv, 

OIT, 
VP/Provost

Update of Job 
& Position 
Tables and 
Employee 

Assignment

All pay transactions require two levels of supervisory signature
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REQUEST FORM & POSITION QUESTIONNAIRE
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SMARTSHEET SUBMISSION FORMS



Salary Alignments - 
Ensuring Fair Pay

Kimberly Hedden



§ Salary alignment- refers to the process of ensuring that salaries within an 
organization are equitable and fair based on factors such as job 
responsibilities, qualifications, experience, market conditions, and 
performance. 

§ Triggering Event – This type of action is typically triggered by a new hire or 
reclassification within a department. Things to look for are unjustifiable pay 
compression or inversion occurring to another employee’s pay in same title, 
title series, or supervisor hierarchy.

Compression – occurs when the pay of one or more employees is very close 
to the pay of more-experienced employees in the same job, or even those in 
higher-level jobs, including managerial positions.

Example- New hire’s salary is very close to Employee B’s salary. Employee B 
has 10 years of experience. The New Hire has 2 years of experience. 
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SALARY ALIGNMENTS - ENSURING FAIR PAY



– Inversion- occurs when a new hire or newly reclassified and less 
experienced employee salary is more than an experienced employee.

Example – Employee A’s salary is above that of Employee B who is more 
experienced and/or in higher-level/supervisory job

§ Pay alignment review is initiated via Pay Evaluator© to determine if adjustment 
is warranted

§ Salary alignments should be processed within 90 days of the triggering event 
(new hire start date or reclassification)
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SALARY ALIGNMENTS - ENSURING FAIR PAY CONT.



§HR staff and supervisor discuss appropriateness of request.
– How will this impact other employees? 

– How will it be funded?

§ HR staff completes a Pay Evaluator© for ALL impacted employees.

§ Contact assigned Compensation Specialist and provide:

– Triggering event (EE name, Banner ID, title, new salary, effective date)

– Completed Pay Evaluator (unsigned)

§ Compensation reviews/approves, seeks Provost support for academic units, 
and sends to department for two levels of supervisory signature plus HRL

§ Processed by Records and inputted into Banner
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REQUESTING A SALARY ALIGNMENT



Supervisor Changes
Laura Layfield
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SUPERVISOR CHANGE REQUEST FORM



§ Single Incumbent Positions:  Supervisor Change Request 
(Smartsheet) – HRLs and their designees
– Division

– Employee Name

– Employee Position # 

– Current & New Job Location # (if changing)  

– Attestation and Comments

– Reason for Change

– Supervisor Position #

– Supervisor Name
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REQUESTING SUPERVISOR CHANGES



§Compensation updates NBAPOSN; overnight sync to 
NBAJOBS in Banner

§Email notification upon processing

§Bulk requests

§Multi-filled/Pooled Positions:  SUPV ePAF
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REQUESTING SUPERVISOR CHANGES



§ The employee with full supervisory responsibility should always be 
accurate for all positions in Banner (no designees)

§Why is it important to maintain accurate position supervisors?
– Various programs and processes utilize that data

– Utilized to determine system access for various information systems

– Run accurate reports (department and central)

§How can this data be easily managed?
– Notifications from supervisors and other leaders

– Periodic review of Master Contact List in AU Access
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REQUESTING SUPERVISOR CHANGES



Faculty & Student 
Position Changes

Laura Layfield
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FACULTY & STUDENT POSITION CHANGES



§Utilized to create or modify any Faculty or Student positions and 
attributes

§ Faculty and Student Position Submission Request (Smartsheet) – 
Completed by HRLs and their designees

Division      Single/Multi-Filled Position

Requested by     Current Position Title

Type of Position (FA or ST)   New Position Title

Submission Type (New or Modification) FA: TTF or NTTF?

Position # (Leave blank if ‘New’)  Duration of FA appt

Is this position currently filled?   Others 
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FACULTY & STUDENT POSITION CHANGES



§Compensation updates NBAPOSN and seeks budget activation

§ Email notification upon processing

§ If Filled position, Compensation sends memo to Records to finalize 
the employee’s changes

§ TES Positions – Contact Amy Bruce in Employment

27

FACULTY & STUDENT POSITION CHANGES



Additional Pay & 
Pay Premiums

Carson McClendon



During the normal course of business operations, it may become 
necessary to assign additional duties to employees to address long-
term vacancies and other staffing transitions.

§All requests for Additional Pay - submitted to Compensation via Out 
of Class/Z-Jobs Smartsheet form

§Academic units – Obtain Provost approval prior to submitting to 
Compensation

§ Supported for up to 6 months; extension requests available

§ Submitted before the work is performed.
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ADDITIONAL PAY



§ Requested when an employee works outside own college/dept

§Work should not interfere with permanent position (executed 
outside normal work schedule)

§Multiple Z-Jobs permitted; may not exceed 1.5 FTE

§ Eligibility - “Meets Expectations” performance rating or higher

§ Z-Job Pay - Competitive wage level and in line with AU’s current pay 
structure.  
– Example - An Accountant in the College of Business is needed to complete 

additional Accounting work in another College.  Current pay level would be 
most appropriate, assuming the work is of a similar nature.
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ADDITIONAL PAY: Z-JOBS (MULTIPLE JOBS)
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ADDITIONAL PAY: Z-JOBS (MULTIPLE JOBS)

§Non-Exempt employees – Z-Job 
rate set at time and a half

§ Processed with BW payroll

§ Requesting a Z-Job

• Complete HR12 form 

• Secure approval signatures 
(Academic units require Provost 
approval) 

• Submit to Compensation (Out of 
Class/Z-Jobs Smartsheet form)

• Submit ePAF when approved
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ADDITIONAL PAY: OUT OF CLASS (OOC)
(INTERIM/ ACTING PAY)

§Additional duties within EE’s job description - completed without 
an expectation of additional pay.  

§May be requested when an employee takes on considerable extra 
duties within their college or department.  

§When the additional duties will be performed for a considerable 
period of time, additional pay may be requested.

§ Example: Need arises from a vacancy due to retirement which 
creates an additional workload for another employee.
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ADDITIONAL PAY: OUT OF CLASS (OOC) 
(INTERIM/ ACTING PAY)

§ Nonexempt employees are assessed OOC pay in the following ways:
– Duties of similar nature (i.e. same pay grade) - Supervisor approves 

overtime eligibility to allow for the extra work to be completed at rate of 
time and a half  

– Duties are of a higher level (i.e. higher pay grade) - Employee may be 
provided Out of Class pay

§ Pay is recommended by the department; calculated as a percentage of 
the employee’s base pay, not to exceed 10%.

§ Any exceptions require Compensation and senior leadership approvals

§ Submit brief memo attached to Out of Class/Z jobs Smartsheet (EE 
name, ID, reason for request, summary of additional duties, expected 
time frame)



§May be requested when a non-exempt employee is tasked with 
higher-level duties (lead or supervisory in nature).  Employees 
already in a supervisory role are not eligible

§ Pay is set at 5% of the employees’ current salary

§ Lead pay may be assessed in the following ways:

– Hourly/daily basis - Timekeeper applies appropriate Kronos work rule for 
the specific hours served in a lead capacity.

– Pay period basis - Department submits ePAF and the 5% pay premium will 
be applied to all hours worked.
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ADDITIONAL PAY – LEAD PAY



§ Requesting Lead Pay 

–Develop memo supported by supervisor:

•Employee name 

•Employee ID

•Summary of lead duties being performed

•Expected time frame

–Upload memo to Out of Class/Zjobs Smartsheet
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ADDITIONAL PAY – LEAD PAY, CONT.



Q&A


