
Reclassification 

A change in the classification of a job as a result 

of a significant and permanent change in job 

duties, Upon department submission of a reclassi-

fication request, HR Compensation will conduct a 

reclassification analysis to determine if any 

changes are needed to the job title and pay 

grade.   

New Classification 

When a department requests creation of a new 

position, the duties and responsibilities of the posi-

tion are reviewed by HR Compensation to deter-

mine the appropriate job title and pay grade.  

    

Def in i t ions  

Step 1 :  Complete Request  Form  

  Department completes the Staff Job Classification/Reclassification Re-

quest Form .  Save the form as a PDF to be attached to the ePAR. 

Resources:  

ePAR-Classification and Reclassification Training 

Classification/Reclassification Webpage  

Contact Human Resources with any questions 

Step 2 :  Submit  ePAR  

Step 4 :  Department  Approval  

Step 5 :  ePAR P rocessed  

 The Department Head enters the approved final salary into the ePAR and 

moves it forward to the next approval step. 

  ePAR is processed upon final approval by all in the workflow and is effec-

tive as of the effective date utilized on the ePAR. 

 Department completes the related ePAR.  Utilize job code 9999 if the re-

quested job code and/or title is unknown.  The source(s) of funds for any 

salary increase must be documented on the ePAR. 

 Attach the completed PDF form from Step 1 to the ePAR.  

 If a reorganization, attach a proposed organization chart. 

 Submit the ePAR, with attachment(s) for approval. Required approvals will 

be captured through the ePAR workflow process.  
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 Quick Reference Guide 

Step 3 :  HR Compensat ion Analys i s   

 HR Compensation Analyst evaluates the request based on the information 

provided in the ePAR and request form, meets with department as need-

ed regarding the request, provides a recommended job title and salary 

range and moves the ePAR forward to the next approval step.  

Step 6 :  Update PeopleAdmin  

 Department is responsible for updating the position description in Peo-

pleAdmin.  Please refer to the position management page for details.  

 HR Compensation team is responsible for updating the related classifica-

tion description in PeopleAdmin. 

https://qafederation.ngwebsolutions.com/sp/startSSO.ping?PartnerIdpId=https://sso.unt.edu/idp/shibboleth&TargetResource=https%3a%2f%2fdynamicforms.ngwebsolutions.com%2fSubmit%2fStart%2fa0a77df0-9176-46e9-a06b-29e98c4322b0
https://qafederation.ngwebsolutions.com/sp/startSSO.ping?PartnerIdpId=https://sso.unt.edu/idp/shibboleth&TargetResource=https%3a%2f%2fdynamicforms.ngwebsolutions.com%2fSubmit%2fStart%2fa0a77df0-9176-46e9-a06b-29e98c4322b0
https://untworldlearning.untsystem.edu/learner/courses/d854a2b4/enroll
https://hr.untsystem.edu/classificationreclassification
https://hr.untsystem.edu/position-management-0

