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Standard Operating Procedure 
 
Section:   Talent Management 
 
Section Title:  Job Changes 
 
Procedure Name:  Classification / Reclassification of Position Process  
 
Policy Attached to:  Various (see link below) 
 
Originally Issued:  April 19, 2016 
 
Revisions:   5/5/16 
 
 
The following procedures are for Rutgers University-Camden only.  These procedures are in 
accordance with the policies established by University Human Resources. 
http://policies.rutgers.edu/view-policies/human-resources-hr-%E2%80%93-section-60 
 
PURPOSE: 
 
A formal classification review will be conducted whenever a new position is created or 
when the functions of an existing position (either vacant or encumbered) change 
significantly and either the position holder and/or the department request a re-evaluation 
of the position grade.  The Human Resources office determines the appropriate 
classification and grade/range for a new, vacant, and encumbered staff positions through a 
review of the position’s duties and responsibilities.  Classification reviews focus on the 
position’s scope of authority and complexity of duties and responsibilities. Classification 
reviews are not completed to evaluate an employee’s performance or personal 
qualifications. 
 
PROCEDURE: 
 

1. The employee and department head should meet with the Rutgers University-
Camden Human Resources (RUC-HR) department to discuss the process, possible 
outcomes and timeline for the process, including retention of position, upgrade of 
position, title change only of position (lateral move), and/or identification of duties 
to be removed from position. 
 

2. RUC-HR does not provide CARF’s from around the University for departments to use 
as a reference or comparison.  We will assist guiding both the employee and the 
department head through the process to ensure the timeline is met and work to 
evaluate the position once it is completed by the department head and/or employee. 
 

3. The department head/employee must complete a CARF that outlines the key duties 
of the position and answers all questions related to the completion of the CARF.   

http://policies.rutgers.edu/view-policies/human-resources-hr-%E2%80%93-section-60
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4. Once completed, the CARF is sent to hr.camden@rutgers.edu who will enter it into 

the Recruitment, Onboarding, and Classification Systems (ROCS).  This is the official 
start time of the review process (any pay increase/decrease associated with this 
review will be retroactive effective the first pay period after this entry date).  The 
process must be completed within eight (8) weeks of this start date and concludes 
with a decision from Human Resources. 
 

5. The review process will include: 
a. An interview with the employee and/or manager/department head (either 

together or separately) to confirm, review, and understand all duties and 
additional information outlined in the CARF. 

b. A review of the complexity of duties and scope of authority as stated on the 
CARF. 

c. A review of the incumbent’s current CARF to ascertain any change of duties, 
stated or implied. 

d. A review of other comparable positions both at Rutgers University – Camden 
or other locations within the Rutgers University system. . 

 
6. Once this review is completed, RUC-HR will review potential outcomes with the 

department (including retention of position, upgrade of position, downgrade of 
position, title change only of position (no upgrade), and/or identification of duties to 
be removed from position). 
 

7. The Department/RUC-HR will contact Budget to verify that sufficient funding for the 
possible upgrade exists within the approved budget as well as budgets moving 
forward.  Possible outcomes include: 

a. Funding is available: 
i. The classification can move forward with an upgrade or downgrade 

and salary adjustment recommendation. 
ii. The position is retained in its current title with or without an in-grade 

increase recommendation. 
iii. The position is moved laterally to an appropriate title with a possible 

in-grade increase. 
iv. The position reclassification is denied regardless of available funding. 

  

mailto:hr.camden@rutgers.edu
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b. No funding available: 
i. The classification is retained and all duties above the incumbent’s 

current grade are removed. 
ii. The position is moved laterally to an appropriate title with no in-

grade increase. 
 

8. Once the determination on the reclassification has been made, the department and 
employee will be advised of the decision.  If the decision is to retain the position, no 
employment action will be taken.  If the decision is to reclassify, the appropriate 
action will be taken in the Human Capital Management system by RUC-HR with 
approval from the department; the department and employee will be notified by 
RUC-HR once this has been complete. 
 

9. RUC-HR will prepare a Job Change letter and send to employee and manager for 
review and signature. 
 

10. Rate changes are limited to between 5-15% increase (or brought to the new grade 
minimum) or decrease (see relevant policy 60.4.10).  
 

11. For employees covered by collective negotiations Agreements, always refer to the 
appropriate Agreement for any variations or additional details.  
 

12. If the employee or department head wish to appeal the case, steps are outlined in 
the relevant collective bargaining agreement. 

 
More information can be found at:  http://uhr.rutgers.edu/classification-assistance. 
 
ATTACHMENTS: 

1. Class 1 CARF 
 
DOCUMENTATION REQUIRED to submit to Human Resources: 

1.   Completed Class 1 CARF 
2.   Updated Organizational Chart 

 

http://uhr.rutgers.edu/classification-assistance


 

Office of Human Resources  
Rutgers, The State University of New Jersey 
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Class 1 ROCs Classification & Recruitment Form (CARF) 
 

JOB DESCRIPTION AND REQUIREMENTS 
 
1. Position (Proposed) Title: 
 (Provide a proposed title that represents the job). 
  
 Position (Proposed) Grade/Range & Step: 
 (Provide a proposed grade/range/step.) 
 
 Supervisor’s Name and Title: 
 (Provide the supervisor’s name and title for the job.) 
 
 Budget Account Number: 
 
2. Position Summary 
 (Provide a brief summary that expresses the primary role or reason the job exists.) 
 
 
 
 
3. Qualifications: 
 
 Required knowledge, skills, and abilities: Please state the minimum level of education, licenses, 
 certifications, specialized training, specific knowledge, skills, and abilities needed to effectively 
 perform in the position (software, professional certifications, drivers’ license, languages, etc.). 
 
 
 If this position requires advanced knowledge in a particular field or an advanced degree in a 
 specific field of study in order to perform the functions, please describe in detail the 
 requirements and why it is required. 
 
 
 Preferred Qualifications: Please state any preferred degrees, experience, licenses, 
 certifications,  specialized training, specific knowledge, skills, and abilities. 
 
 
 Equipment Utilized: Please state any specialized materials, equipment, or software that the 
 incumbent must be familiar with or will be required to operate or use. 
 
 
 Physical Demands and Work Environment: Please state the physical demands and work 
 environment, if any, that are representative of those that must be met by an employee to 
 successfully perform the key functions of this position. 



 

4. Key Duties and Responsibilities 
 Briefly list and describe in order of importance, the key duties for this position.  For each key 
 duty, state in a few words: 

o What are the expected outcomes 
o How are the key duties performed 

 
 Please identify the percent of time spent on each. 
 
 % 1. 
 
 % 2. 
 
 % 3. 
 
 % 4. 
 
 % 5. 
 
 100% (Please ensure the above values add up to 100%.) 
 
5. Level of Decision Making: 
 Describe the most complex issues or problems this position is accountable for delivering 
 expected results, e.g. how will this position exercise discretion or independent judgment when 
 making decisions and solving problems? 
 
 
 
6. Scope and Impact: 
 Describe the level of job complexity and scope of influence (university, campus, school, 
 program, etc.). 
 
 
 Does this position have the authority and accountable for policy development, compliance, 
 and/or administration?  If yes, provide an explanation. 
 
 
 What is the position’s accountability for organizational and/or strategic planning? 
 
 
 
 
 In addition, describe the complexity of functional areas for which this position is responsible. 
 
 
 



 

7. Management/Supervisory Responsibilities: SELECT ONE OF THE FOLLOWING TO 
 DEMONSTRATE THE LEVEL OF MANAGEMENT/SUPERVISORY 
 RESPONSIBILITY? 
 
 Does this position have supervisory or management responsibility? 
 
 
 Number of positions supervised.  Please provide the position title(s) and department. 
 
 
  
  Has management responsibilities for regular employees, operations and resources for a  
  department/unit or functional area.  Responsible for making and/or recommending final  
  hiring  and firing decisions and disciplinary actions.  Plans and establishes goals and  
  objectives; strategic measures; development and interpretation of policies and procedures 
  for the purpose of effectively and efficiently managing staff and resources. 
 
  Has supervisory responsibilities for regular employees to ensure the timely   
  execution/implementation of goals and objectives as defined by management.    
  Responsible for recommending final hiring and firing decisions and disciplinary actions. 
 
  Leads and/or provides work direction, training and/or technical assistance to lower level  
  regular employees and/or temporary, student and/or consultant employees. 
 
  Does not have supervisory or management responsibility. 
 
 For reclassifications or a position where the incumbent is supervising a bargaining unit member, 
 has the incumbent ever exercised his/her authority to hire, fire, or discipline one of the 
 subordinates listed below? 
 
 Payroll Title of Employee(s)_ Supervised  Job Class Code No. of Employees 
 
 
 
 
 
  
 Name:     Title: 
 Date: 
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