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Yes

The Charter Officer wants to 
make changes or additions 

to classification or job 
descriptions

Is there a net change 
in the total number of 
authorized positions?

Is there a need to 
establish a new 

classification, job title 
and job description?

No

No

Is the change ½% or less 
within the Charter Officers’ 

departments, or 1 if 
Charter has <20 

employees?

Yes Yes

No

Is there a need to modify 
an existing classification 

and revise job 
description or title?

Is there a need to 
establish a new 

classification, job title 
and job description?

Is there a need to modify an 
existing classification and 
revise job description or 

title?

No

Does this position 
exist in more than 
one department?

No

HR gains 
concurrence from 

other affected 
departments?

Yes
HR 

completes 
process

Yes

Yes

No

Yes

No

Refer to HR 
Director

No

Does this position 
exist in more than 
one department?

Yes

No

Yes

Requires City 
Commission 

Approval

Ccomm 
approved?

Yes

End

No

Refer for a 
compensation 

review

Refer for a 
compensation 

review
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