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Classification Specification
	

	
	2309200

	
	Classification and Compensation Administrator



Class Summary

The responsibilities of this professional level classification include assisting the Compensation Management Services (CMS) Manager in the day to day activities of the unit, acting as a resource to high level management in classification and compensation matters, leading and overseeing the work of professional and administrative staff, providing contract support to labor negotiators, and performing special projects. 
Distinguishing Characteristics
This is a single level, single incumbent classification.  The incumbent in this classification assists the CMS Manager by representing CMS in meetings with department managers and HR staff to discuss issues and resolve customer complaints while providing a high level of customer service; preparing briefing reports, issues papers, and drafting and revising processes and procedures.  The incumbent has delegated authority to make decisions in the absence of the Manager and to reallocate resources to ensure timely completion of work.  The incumbent provides technical advice and recommendations to labor negotiators on complex compensation issues and performs lead duties, including monitoring and checking work, acting as a resource to staff, and reviewing and approving work products.
Examples of Duties 
The Classification and Compensation Administrator classification performs the duties of the Labor Analyst and the following:

1. Assist the CMS Manager with the day to day activities of the unit.  Make decisions on issues requiring immediate action in the Manager’s absence; respond to requests for assistance from higher level management and reallocate resources to ensure completion of work.
2. Represent CMS in meetings with department management and human resources staff; respond to and resolve customer complaints and classification/compensation issues, ensuring high level of customer service.

3. Draft and prepare briefing reports, issue papers, timelines and other documents. Review and respond to the most controversial and/or politically sensitive classification/compensation requests.  
4. Recommend changes and draft revisions to procedures and guidelines; draft new processes and assist in implementation.  

5. Perform special studies as requested by the CMS Manager.  Develop, plan and coordinate projects; act as liaison with external staff.
6. Act as a resource to staff by assisting in the resolution of difficult or controversial issues. 
7. Train and mentor staff; evaluate and document work performance.
8. Review classification determination reports for content and to ensure consistency with established policies and procedures.  Approve completed reports for distribution to departments and employees.
9. Perform other duties as assigned.
Knowledge/Skills 
The Classification and Compensation Administrator classification requires the knowledge/skills of the Labor Analyst and the following:

Knowledge of the practices, principles, techniques, terminology, legislation and other requirements of the work of the unit 

Knowledge of supervisory principles and practices
Skill in working with a variety of individuals from diverse backgrounds

Skill in reviewing the work of others and providing constructive feedback 

Skill in establishing and maintaining effective working relationships

Skill in training and mentoring staff

Skill in handling stressful situations effectively 

Skill in providing a high level of customer service
Skill in editing and proofreading 

Licensing, Certification and Other Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Exempt (Professional)

	Service Status

Levels within same series
	Career Service
None
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