COUNTY OF SAN JOAQUIN

RECLASSIFICATION and/or CLASSIFICATION STUDY REQUEST FY 2010-2011
	TO:
Cynthia Clays, Director of Human Resources

          
	DATE:       

	FROM:
     


Department Head
	DEPT:      


1. Action Requested (Please check appropriate box):


 FORMCHECKBOX 
  New classification(s) requested to be created:


 FORMCHECKBOX 
  Existing classification to be reclassified:

Present classification:      ___________

 FORMCHECKBOX 
 Revise Class Specification with minor revisions or amendments.


Classification Title:      ___________
2. Position to be reclassified is currently: 
 
 FORMCHECKBOX 
Vacant      FORMCHECKBOX 
 Occupied      FORMCHECKBOX 
Anticipated to become vacant (by:     )
           Position Control # (required) 
   Incumbent (s) (if applicable)    Budget Unit Number

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     


Please review and answer all appropriate questions on page 2 to complete.


COUNTY ADMINISTRATOR’S OFFICE REVIEW/APPROVAL:

Date Received by CAO:      
Action: 
 FORMCHECKBOX 
  Proceed with reclassification study.



 FORMCHECKBOX 
  Hold pending further budgetary analysis. 



 FORMCHECKBOX 
  Reviewed by HR/Date      . 

Comments:     
	County Administrator’s Office 

     
	Date

     


Please answer all questions on an attached sheet of paper.  Be specific and detailed.  This request may be returned for clarification or rejected due to insufficient detailed information.   

THANK YOU.


1.  In detail, explain why the incumbent(s) is/are not properly classified.


     
2. If requesting a class specification revision, explain, in detail, why the revision is necessary or required.


     
3. List specifically each job task that has been deleted, if any.


     
4. List specifically each higher-level job task(s) that has been added and the reason for the added task(s).


     
5. Explain why each added job task is required.


     
6. When did the incumbent(s) begin performing the identified higher-level tasks?


     
7. If the added job tasks are due to state and/or federal mandate, please attach supporting documentation.


     
8. Explain why the added tasks cannot be performed within the existing job classification.


     
9. Is there an existing higher-level allocated position that could perform the identified higher level tasks?


     
10. If so, why hasn’t that position been assigned the higher-level tasks?


     
11. Through the budget process or otherwise, has a request been submitted to the County Administrator’s Office for an additional position to accommodate that would perform the higher-level tasks?


     
12. Is funding allocated in the current budget for this new classification/reclassification?  If not, how does the department intend to fund the new classification/reclassification?


     
13. Is this position funded by a grant?  If so, what is the time frame of this grant?  Please attach documentation of grant approval.


     
14. Please attach an organizational chart depicting the incumbent(s) classification and all classifications above and below.
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