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 1 NOTIFICATION

Notify 
executive 
administrators, 
supervisors, 
and union reps 
for jobs to be 
reviewed.
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 2 ORIENTATION

Conduct 
employee and 
manager 
orientations.
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 3 EMPLOYEE 
PDQs

Incumbents 
submit PDQs 
and request 
position reviews 
if needed. 
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 4 PDQ 
REVIEWS

Review PDQs 
and conduct 
job audits if 
needed.
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 5 MANAGER 
INPUT

Review 
description with 
supervisor.

S
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 6 ADDITIONAL 
DATA 
GATHERING & 
ANALYSIS
Finalize market 
survey and job 
analysis. Draft 
revisions. 

S
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E
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 7 DEPARTMENT 
REVIEW
Review 
description with 
supervisor and 
area VP.

S
T

E
P

 8 FISCAL 
IMPACT 
APPROVAL

Send results to 
the President, 
VP of Business 
and VP of HR 
for approval. 
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 9 UNION REVIEW

Send results 
for union input.
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 1
0 EMPLOYEE 

REVIEW 

Notify 
incumbents of 
results & 
review rights.  

FINAL STEP

Agenda report with recommendations presented to the PC and the Board for approval.

Cyclical Review Process
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