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e Classification g’

* Reclassification
e Short Form

Type Of Classification

Re gue StS * Legislative Review
e U-Code
* Accelerated Salary

e Temporary Adjustment
to Salary



Position Funding Yo
GFO (Budget Office)/Legislature o~

* GFO/Legislature ONLY approves funding, not the actual classification of a

classified position

STATE OF NEVADA
POSITION QUESTIONNAIRE

» If funding is disapproved by the Budget Office

o New Position: the HR-19, page 1 will note disapproval and be provided to

the agency

o Existing Position: DHRM will conduct a cursory review to determine

» if an incumbent is working outside of their classification

v if so, which duties may need to be removed to maintain the

current job title

= if no duties need to be removed

» An incumbent MAY receive a special adjustment to pay for working out of

class (HR-5 NAC 284.206(2)(a))

NPD-19 ey wzsE024) Fage1

* ONLY the Legislature can establish or change, in the compensation of the
people bill (Pay Bill) (and/or a legislative bill to be placed in the Pay Bill the next

biennium), the job title and maximum salary for the unclassified service



Position
Description

Questionnaire
(HR-19)

U-Code Requests
(HR-20)

Legislative Review {’EJ
Process

e Biennial budget requests are required to
be submitted in Nevada Executive Budget
System (NEBS) by 9/1/26.

« DHRM will begin accepting the pre-review
HR-19’s and Unclassified Position
requests: 3/31/26 through 8/21/26.

* Not conducting pre-reviews for the
reclassification of classified, filled
positions as these should be submitted
through the regular HR-19 process.

« HR-19 or HR-20 requests needing review
after 9/1/26 will be initiated by the GFO
Budget Division.



LEGISLATIVE REVIEW - CLASSIFIED SERVICE {’DJ

Starts with the department

oWhat has happened?

oWhatis needed?

o What will be expected of the position?
o Will other positions be affected?

Complete and submit the HR-19 form and required attachments through the
MS Teams Channel set-up by the department’s CC HR Business Partner

Upon DHRM approval, upload the HR-19, pre-approval letter, and
attachments into NEBS as part of the budget request to the Legislature

If approved in the budget and no changes have occurred, submit the HR-19,
pre-approval letter, and attachments to DHRM for final signature and

approval



Short Form Department’s may submit the first
page of the HR-19 form for a new

& LD position or multiple new positions if
e E”“ the job title is listed on the “Short

= == Form Classifications List” and each
e position performs essentially all the

Herr R

duties and responsibilities described
in the job specification.




HR-19
Policy

{9p
« HR-19 Policy v

o Provides detailed guidance for
completing the HR-19 form

o Detalils the required attachments to
include with the HR-19 form at
submission

* Proper completion of the HR-19
is critical
o Allows for a more complete
determination of proper classification
o Allows for better comparisons

o Decreases the time frame for the
completion of the HR-19



4 Basic Steps to Submit a
Completed HR-19

“Initiated by”, “Type of
Budget Request”, “Type o
Classification Request”
“Position Information” an
“Appointing Authority/
Incumbent Certification”
Questions 1-9 Responses
Submit HR-19 with
Required Attachments

STATE OF NEVADA o 1. Whats the major purpose of this request?
POSITION QUESTIONNAIRE v
‘ﬁ"‘;‘_"’“v- - 'DV":“’ LR 2. Are there positions in the departmentdivision/section/unit with similar duties of this
pormeniicn o Fonthon osition to compare to?
[ meumpen: ] ew osiion - shortForm B G
[ Reciasaiy Fied Position
Type of Budget Roquest eciassty Vacant Positon
] BugetButa_pessontnic asterisk (") next to each new duty or new funetion within an existing duty, Note: Addtional
] Nextselect “insert
CEPARTHENT then either “Insert Rows Above” or “Insert Rows Below’”.
L) T | CmE [ #oF FOSTIONS T
SR
CURRET 0B TITE o To0E e
REGUESTED 105 TTLE e ADE
e T FROEE
e EwAT PRONEE
TIvCE | WA PRONEE
A TIE | B PROES
oSO St rganato hat o acerteand ol t e o o oy SRS
= Short Form Use Gy fter cefy e e requeledposion(s w pr 3
Pon E B
Soportng AsmontyorDesee Sanate =
oo Sre [owe
e et g subited i Oepion | rontecge? [ T el o spprovar [ Jves [ 1t
BUDGET DVISION OHLY
eETovEeT [ o orin Toe
soproved o
[ oisapproved
SuetReprsentavs e
Dot Reprsentaive Sonatre
L 4. Does this position function as a lead worker? What is the job title and position control
T number of al positions that this position functions as a lead worker for. Describe, in detal,
L L L the extent of lead worker responsibility exercised by this position.
1] vou.Dse Agprn [ s Oves CIno
[ lvesC Tt ot 08 [ Sudget s e owe Ifyes, descibe duties in detail
eerinno one oot B Eovaton 0ate eck applicable boxes:
oo Check applicable b
o | T Work Assignment [ WorkReview [ Training (] Other (Speciy)
Corer “Anslyst Signatre. [ose
Eer— E

Page 1

Page 2

-

{)

5. Does this position function as a supervisor? What is the job title and position control
number of all positions that are supervised by this position? Describe, In detall, the extent
of supervisory responsibllities exercised by this position.

Oves ONo

If yes, describe duties in detail
Direct Supervision:

Indirect Supervision:

Check applicable boxes:
[ Pertormance Appraisal [ Work Performance Standards (] Scheduling
[ Work Assignment [ Work Review ] viscipline
[ Final Selection D Training [ otner (speciy)

What is the extent of supervision exercised over this position?

7. Are there any licenses, certificates, degrees, or credentials required by statute or fequired
b

8. Which statutes, rules, procedures, o guidelines are used in performing the duties of this
position?

Is there any additional information which may support this classification request?

eem— e

Page 3



Legislative Review
Step 1

/ STATE OF NEVADA ('\
POSITION QUESTIONNAIRE iy
Initiated By: h Type of Classification Request:
D Department/Division I:] New Position

D Incumbent D New Position - Short Form

E] Reclassify Filled Position
' D Reclassify Vacant Position
[] Legislative Review FY |

Type of Budget Request: '
l:] Interim

[] Budget Build Decision Unit

Indicate
The request is
“Department/Division

Select Request Type
* For a position’s inclusion in the
department’s budget build, select

”initiated “Legislative Review” and enter the
The request is for fiscal year (FY).

“Budget Build” * Select “New Position”, “New
(before the budget Position -Short Form”, or

“Reclassify Vacant Position”

appropriation)

N7



Legislative Review

“Position Information”

Complete the

Step 2

Include PCN(s) and
the number of
position(s)

Include both name
and title of the
Supervisor,
Appointing
Authority or
Designee, and HR
Representative

POSITION INFORMATION

DEPARTMENT / DIVISION / SECTION / UNIT

DEPT # (3 digits) DIVISION # (3 digits) BUDGET # (4 digits) | POSITION CONTROL (PCN) # # OF POSITIONS
CURRENT JOB TITLE JOB CODE GRADE
REQUESTED JOB TITLE JOB CODE GRADE
[ TNCUMBENT NAME EMAIL PHONE=
SUPERVISOR NAME AND TITLE EMAIL PHONE=
APPOINTING AUTHORITY OR DESIGNEE NAME AND TITLE EMAIL PHONE=
HUMAN RESOURCE REPRESENTATIVE NAME AND TITLE EMAIL PHONE=

APPOINTING AUTHORITY/INCUMBENT CERTIFICATION

DEPARTMENT
HUMAN RESOURCE OFFICE
(date stamp)

1 certify that | have read the HR-19 instructions and that the statements provided in this HR-19 and the
attached organizational chart are accurate and complete to the best of my knowledge.

Short Form Use Only: | further certify that the requested position(s) will perform essentially all of the
type and level of duties and responsibilities described in the proposed job title and the requested job is

listed on the HR-19 Short Form Job List.

Pesition Duties or Changed Duties were/will be Effective Date:
Appointing Authority or Designee Signature Date:
Incumbent Signature Date:

Is request being submitted with Dept/Div

knowledge? D Yes D No approval? [:l Yes D No

Certification
Read and complete
“Appointing
Authority/
Incumbent
Certification”
Obtain appropriate
signatures




Legislative Review

What is the major purpose of this request?

Are there p in the department/div unit with similar duties of this

position to compare to?

What are the duties performed by this position? Describe the duties in detail. Put an
asterisk (*) next to each new duty or new function within an existing duty. Note: Additional
duties can be added by piacing the curser in the desired row and right clicking. Next sefect ‘Insert”,
then either “Insert Rows Above” or “Insert Rows Below"”.

DUTY DUTY STATEMENT
NUMBER

Step 3

5. Does this position function as a supervisor? What is the jeb title and positien control
number of all positions that are supervised by this position? Describe, in detail, the extent
of supervisory responsibilities exercised by this position.

[Oves [No

If yes, describe duties in detail:
Direct Supervision:

Indirect Supervision

Check applicabie boxes:
[] Performance Appraisal [ ] Work Performance Standards [] Scheduling
[] Work Assignment [[] work Review [] Discipline
[ Final Selection [] Training [ other (Specity):

. What is the extent of supervision exercised over this position?

7. Are there any licenses, certificates, degrees, or credentials required by statute or required
by the department/division/section/unit for this position?

8. Which statutes, rules, procedures, or guidelines are used in performing the duties of this
position?

-

{)

9. Is there any additional information which may support this classification request?
Does this position function as a lead worker? What is the job title and position control
number of all positions that this position functions as a lead worker for. Describe, in detail,
the extent of lead worker responsil y exercised by this position.
COves [ONo
If yes, describe duties in detail:
Check applicable boxes:
[ work Assignment [ work Review [ Training [ other (Specify):
HA-19 (Rev 51112025 Fage2 R — e

Provide detailed responses to each of the 9 questions




{)

Nu?
J
Submit Budget Build Classification Requests
. . » Upload into NEBS
Legislative o HRIS
o Salary Projection
1 o  Current Organizational Chart(s)
ReVl EW o Proposed Organizational Chart(s)
3 o Applicable Attachments
ClaS Slfle d » Submit to DHRM Classification and

S eI‘Vi ce Compensation Section through the MS Teams

Channel set-up by the department’s CC HR

Submittal Business Partner

Salary Projection

Current Organizational Chart(s)
Proposed Organizational Chart(s)
Work Performance Standards (WPS)
Applicable Attachments

O O O O O



Questions?

o)

\"j/




QUESTION 1 Whatis the major purpose of this request? | j®

Summarize the Reason for the Change in Duties and
Responsibilities made to an Existing Position Since
Established or Last Reviewed by DHRM

 If the change is the result of legislative changes,
board/commission proceedings, new organizational goals,
etc.

 If additional responsibilities are given to the organization
and require a new position or additional duties added to
an existing position



Are there positions in the department/
QUESTION 2 djvision/section/unit with similar duties of "\~
this position to compare to?

Provide Position Information

 Incumbent(s) name

* Department

 Budget account number(s)

 Position control number(s) of existing
position(s) with similar or the same duties



{»
° ° \‘j/
Ma]OI‘ItY Of The classification of a position is

- based on the type and level of the
Dutles majority of the duties and

responsibilities assigned.

EEEEEE

Question 3 of the HR-19 must
demonstrate that the new duties
affect the balance of the total duties
of the position whereas the majority
of the duties and responsibilities fit

more appropriately in a different
occupational group or job title.



What are the duties performed by this (.\
position? Describe the duties in detail. Put | @
an asterisk (*) next to each new duty or new
function within an existing duty.

QUESTION 3

Detail Each Duty/Function Required of the Position

 Provide clear and concise descriptions

* Organize similar duty functions together

 List in a logical sequence (e.g., most complex to least complex or
most time consuming to least time consuming)

 Indicate new duties or functions by placing an asterisk (*) next to
each new duty or new function within an existing duty

Note: Do not include work performance standards (e.g., customer service, teamwork,
judgment, professionalism, etc.) or duties not currently assigned to the position.



Work Performance Standards 'f’?

NOTE: Employee work performance standards are the foundation for a sound employee appraisal
process. Employees must know what is expected of them and to what degree they will be held
accountable for the standards that have been established for their job.

* Quality of work

* Quantity of work

* Work habits

* Relationships with other persons

» Taking action independently

* Meeting work commitments

* Analyzing situations and materials

e Supervising the work of other persons



Work Performance Standards {‘}

Employee Work Performance Standards
WORK HABITS: 2bsbngi? sansmohad do'# asgolqmd Employee Work Performance Standards
{.‘% ATAANTINIOD AROH DATTAIN

= OF NI DA
@ DEPART! \1[\? ‘OF ADMINISTRATION
DIVISION OF HUMAN RESOURCE M

» MENT

Exceeds Standards- Work habits result in a high level of productivity. Co
improvemcnt. Resolves problems. wi

uously assess work methods for
ith litile or no assistance, Takes initiative and provides recommendations. F ey o

o gL amsmtimmos dow b enilbesh Ae

5 ; ; e o ] <bnabnaiZ ebamrd
Emplovee Work Performance Standards Demonstrates problem solving abilitics a1 a high level. Consistenily takes responsibility for personal actions and waesup #stmqiainA sansmansg bas oiss [sons wl gilidisones sk yimsiizno) m tnsllzaza ns i
Last Names Pl N ML performance. Consistent use of time and resources, siand ylamit & 00 v b noitesup ot evswens Sbinmg o wste ms sdeT quewollal lotibbe asTto box
i : g Mects Standards- Work habits result in an acquate Eevel of productivity. Needs direction an adeguate amount of time a3t o Abnoiaf st et B it s ot 25k dbseuns tonb
JabFitle: Emplayee [ #: Satisfictorily nd consistently achieves the requircments of the position. Wark hahits resull in assigned tasks
Divis Section: Comphied 2 ety maner ol P b sl o f )iz sbmabatd 1 10 st

bas 2n0itsa

Does Not Meet Standards- Work habits result in & low level of ||w-l vity, Displays excessive ermors and needs

Apeacy # (3 digicy:_______ Home Org (4 dig! Fosition Combral 4; constant guidance and correction. Has not successfully or ly achicved the requircments of the position. WA #AOTTATTIZ DX DAL
" : Work Rt ot i e grid s s eing compleiod ity masmer
FoRRLI § RS : s it el o grivioe i lidk 1o Eaval dgin oy oy T -ebrisbnks2 ebrmred
The fallawing are defined as the “job elements™ roquired for all classified positions pursumst to NAC 284 468, Wark RELATIONSHIP WITH OTHER PERSONS: i noitelan 3marbe s atena gem oisivib 3 no Toenmi litaaion vl vam for saurei eaititabl csemolib bos
Performance Standards consider the results andior hehavior expected of an employee wh 106} 2nens stsulies o1 23wz zaeeses yllounimos bns ylsvizionb 2134 ssnevbo ni msmaganum 2seivhe b zvsdio
performed. Exceeds Standards- Builds cffective, ps with department rep . state cmployees and/ vl o1 anoitelugon 0'bos zesl kol baw oite Jevbsl INAZHA exkasorn im0 Swamvoqmi ilaloq
or division collcagucs. Throughout the rting period, takes active sicps to improve tcamwark smong tcam members enoiisbismmsr abivong bas sueel s sxlaos.
QUALITY OF WORK: in the unit, division, depariment and other agencics. Willingly and consisiently provides appropriate assistance 1o )
other tosn members s e, Solicits diverse viswpoints % cimsars the coeation of the bet possible product, 00 bissed anaisizoh glomit s3eM noisizeb ¢ gabdem 011010 nofmuis & Yo ssbis tnasfib sonimex ] sbubRIZ MM
Exceeds Standards- penod, 2 e knowled, sltmsbiraqabni shoW slanqomge madw frsmegensm of zmeonos amoles 2sterald sasnktmuniz boo w6l
at the federal and state governmental levels and best practices: in the profession to develop o strong gencralist \ltm ﬁund-rll» Builds appropriate work relationships with department represent . state employees and/or seiia e bald enet o enortebastinossn iy bs denstan o dasen sldasqros esbina
Knowledge of all arcas and a specialist understanding in some arcas. Expands the scope of responsibilities in a manncr on colcagoss. Works well with others on a daly basix ous manncr. Responds
consii withth deparears mision and vision. Reeomumends egulation updates based an changes i foders i ool . ruston ¥ th rpproprsc ol ot e vl o b exviasob b iz 0 el 0 el -sbbasiZ 1okt 107 204
state law, best g and nocds i activitics, person. Communicates effectively with toas members and keeps others informed on the status of projs il # oT ot sar sl

‘uen tedl] £3uzsi 10 enoitebnomingzn abivowy bas 315370 of

Meets Standards- With minimum supervision and within level of suthority, demonsirates the sbility 1o conduct Doss Not Meet Standards- Inability to interact in a professional manner and docs not develop an effective rapport with | 1 have read and understand the work
. y R RO P — . an otk performance suandands for this position and the job dulies outlined. 1 undenstand
independent research and make sound recommendations based on findings and relevance 10 the state. Possosscs the agency repre es, state employecs and community partners. Projects a negative and disrespectful attitude. On SAOLART HAHTO N0 ANOW AHT ONICIY ) AYUR these job duties may be modified by my immediate supervisor and with the concurrence of the sppointing authority
requisite range of skills and knowledge to respond to the customer in an appropriate manmer. occasion works against team goals and dircctives = = .
W s{esitilidienogesn & 33olqam nn o neq e enoasq oo 1o how sd gaiehmque ) | Eiployes’s Siinatiies Date:
o Not Mect Standardi- Demontatcs » lack of undesianding of fseral and st ittcs and cegulabions TAKING ACYION INDEPENDENTLY: ) N . o 2
lack 1 I or consistently achicved 23rTia vormzo Supervisor's Name (Print):
th el perfomce e T 19 o s working ke of he e of o pion Exceeds Standards- Throughout the raiing period, the incumbent identifies trends and gaps related {o the incumbent's
‘whish s reflesied in the outpul o the work prosuse. Displays excesive sros and necs constant chesking and 2 wnd ocammncnds chaspe e Fapevisor e can e Emplcmcaio, i rencs el foce tht il ax ot gl et ot 1 et Supervisor’ Job Tile

may impact th work ensiromment an recommends approprisle siacgics s..n new challenges with appropriate

=y ] Supervisar's Signat Date:
QUANTITY.OF WORK: boeisagigfrnabgn b ol Secks new challenges e oFHats Tndcpcadcaee, Benss 18 ;
o i s d = i dggron cpendenc Manager's Name (Print):
Exceeds Standards- Volume of work produced is exceedingly high and well organized, with very few errors. Able o ¥ support an e — Mok dok
e time and resources efficiently. e g w
uam d iciently Micets Standards- Displays a willingness to take on challenges with approprioic independence. Dis willingness
Meets rds- Volume of work produced is acceptable with some crrors. Consistcnt in the se of time and resources. 10 support and enceurge colleages, Warks independently and makes sound judgernents. Resolves problems i i i i Tt
g : minimal assistance. ing Authority Nane (Pri
= X ) ; i ) Appointing Authority Name (Print):
Does Not Meet Standirds- Volume of work produced is ot acceptable, with crrors. Work is poorly onganizod.
L P poorty ong Does Not Meet Standards. Does not display a willingness to take on challenges with appropriate independence. Does T et
not display a willingness (o support and encoursge colleagues. Relics on others for assistance and decisions when ng Authority s Jab Title:
problem solv does utilize work tume. Neods di o regular basis. PR
L_e -t o Authority's Signature: Date:
e 14 Rev. 112028 reon11 e ot aget . i el B, W02
Do Ootghoal s A oyt Bl i s Sl Distribation: (riginal 1o Ageney: Copy 1 Emplayes: Copy 1o Supervitar W2 o8 (10 ol ot g SEogA o QO okt Dinribmtion: Originai 10 Agency: Copy 1o Emplayee; Copy 1o Sapervisar

https://nv.sharepoint.com/sites/DOA-DHRM/SitePages/Performance-
Reports(1).aspx



Does this position function as a lead worker? 4'.]\
What is the job title and position control number vjf}:)
QUESTION 4  of all positions that this position functions as a
lead worker for? Describe, in detail, the extent of
lead worker responsibility exercised by this

position.
Lead Worker Provide information about the
S position(s) and/or contracted,
assignments and work
review volunteer, student staff and the
* Trains coworkers . .
+ Gives input to oversight exercised by the

supervisor on work
performance

position.



QUESTION 5

What is the job title and position control
number of all positions that are
supervised by this position? Describe, in
detail, the extent of supervisory
responsibilities exercised by this position.

Provide Information About the Position(s) that Report Directly to this

Position
 Job Title

 Position Control Number

« Extent of Supervision Exercised

Include direct and indirect subordinate staff and oversight of others
that are not indicated in the hierarchy on the organizational chart.



QUESTION 6

What is the extent of supervision
exercised over this position?

Explain the Supervision the
Incumbent Receives or Will Receive

* Close Supervision

.  General Supervision '
* Limited Supervision
* General Direction

 Administrative Direction
* General Administrative Direction



Are there any licenses, certificates, degrees,

QUESTION 7 or credentials required by statute or required 5 l }J
by the department/division/section/unit for .
this position?

List the Ilicenses, -certificates,
degrees, or credentials required
for the incumbent to successfully
perform the duties of the position.




Which statutes, rules, procedures, or
QUESTION 8 guidelines are used in performing the
duties of this position?

=5
b4

<

Provide a detailed list of the
statutes, rules, policies,
procedures, and/or guidelines
required for the incumbent to
perform the duties of the
position.

o)

N7

<



Is there any additional information cl ,b

ESTION 9
QU which may support this classification
request?
Provide any additional

information about the position
that may further clarify and
support the reason for the
requested job title that has not
been previously mentioned.




Questions?
()

\"j/




UNCLASSIFIED SERVICE J})"
LY
Do not submit an HR-19 for unclassified J
positions.
Submit an HR-20
to establish a new If the department is seeking to establish a

new classified position and move an

pnclassﬂled ]Ob individual from the unclassified service into
title or Change an classified service, submit an HR-19 to

existing establish a job title for the new classified
unclassified job position.

title or salar
y The request is for a new position, NOT a

reclassification request.

The department MUST have the unclassified
job title removed from the Pay Bill.



UNCLASSIFIED SERVICE 5"
HR-20 UNCLASSIFIED POSITION REQUEST

STATE OF NEVADA FoY
UNCLASSIFIED POSITION REQUEST g? 1. What is the purpose of this request?
Type of Budget Request: ;ilé:::‘?lassifmnon
D nterim O New -code 2. What are the duties performed by this position? Describe the duties in detail.
D Budget Build  Decision Unit O Existing U-code Note: Additional duties can be added by placing the curser in the desired row and right clicking.
Fr__ ! Next select “insert”, then either “Insert Rows Above” or “Iinsert Rows Below”
UNCLASSIFIED POSITION INFORMATION DUTY STATEMENT
DEPARTMENT / DIVISION / SECTION / UNIT
DEPT # (3 digits) DIVISION # (3digits)  BUDGET # (4 digits) POSITION CONTROL NUMBER (PCN)
PAY BILL UNCLASSIFIED JOB TITLE U-CODE MAXIMUM SALARY
PAY BILL UNCLASSIFIED JOB TITLE CHANGE NEW MAXIMUM SALARY
APPOINTING AUTHORITY OR DESIGNEE NAME AND TITLE  EMAIL PHONE#
HUMAN RESOURCE REPRESENTATIVE NAME AND TITLE ~ EMAIL PHONES
APPOINTING AUTHORITY CERTIFICATION
| certify that I have read the U-code policy and that the statements provided in this HR-20 and the atiached organizational
chart is accurate and complete to the best of my knowiedge.
FISCAL REPRESENTATIVE DATE 3. Listthe knowledge, skills, and abllmes required of this position. In the left column, identify
whether the is (K), skill (S), or ability (A).
TR DRSO O DESIGHEE ITE Note: Additional duties can be added by placing the curser in the desired row and right clicking.
Next select “insert”, then either “insert Rows Above” or “Insert Rows Below”.
KISIA Knowledge (K), Skills (S), Abilities (A) Statement
HUMAN RESOURCES REPRESENTATIVE DATE
Comment:

GOVERNOR'S FINANCE OFFICE COMPLETION

| certify that funding was approved during the Legislative session.

O APPROVED

1 certify thar funding was not approved during the Legisiative session
O NOT APPROVED

BUDGET ANALYST DATE

DIVISION OF HUMAN RESOURCE MANAGEMENT COMPLETION
CAPPROVE Effective Date: PCN:

CIRECOMMEND CLASSIFIED SERVICE

DM AL YSY e 4. Are there any licenses, certificates, degrees, or credentials required by statute or required
by the department/division/section/unit for this position?
DHRM ADMINISTRATOR OR DESIGNEE. DATE

—
HR-20 (New 2119202¢) HR-20 (New 2/182626)



UNCLASSIFIED POSITION REQUEST -{’*,J
HR-20

STATE OF NEVADA (‘\
UNCLASSIFIED POSITION REQUEST \ J’,/’J
Type of Budget Request: Ly:;;::flassiﬁcation
O interim O New U-code
O Budget Build Decision Unit O Existing U-code

FY !



UNCLASSIFIED POSITION REQUEST -(’*,J
HR-20

UNCLASSIFIED POSITION INFORMATION
DEPARTMENT / DIVISION / SECTION / UNIT

DEPT # (3 digits) DIVISION # (3 digits) BUDGET # (4 digits) POSITION CONTROL NUMBER (PCN)
PAY BILL UNCLASSIFIED JOB TITLE U-CODE MAXIMUM SALARY

PAY BILL UNCLASSIFIED JOB TITLE CHANGE NEW MAXIMUM SALARY
APPOINTING AUTHORITY OR DESIGNEE NAME AND TITLE  EMAIL PHONE#

HUMAN RESOURCE REPRESENTATIVE NAME AND TITLE ~ EMAIL PHONE#




UNCLASSIFIED POSITION REQUEST .ﬁ,
HR-20

APPOINTING AUTHORITY CERTIFICATION

| certify that I have read the U-code policy and that the statements provided in this HR-20 and the attached organizational
chart is accurate and complete to the best of my knowledge.

FISCAL REPRESENTATIVE DATE

DEPARTMENT DIRECTOR OR DESIGNEE DATE

HUMAN RESOURCES REPRESENTATIVE DATE




UNCLASSIFIED POSITION REQUEST -(’*,J
HR-20

GOVERNOR’S FINANCE OFFICE COMPLETION Comment.

I certify that funding was approved during the Legislative session.
[J APPROVED

I certify that funding was not approved during the Legislative session.
[J NOT APPROVED

BUDGET ANALYST DATE




UNCLASSIFIED POSITION REQUEST -f",J
HR-20

DIVISION OF HUMAN RESOURCE MANAGEMENT COMPLETION : -

CJAPPROVE Effective Date: PCN:

LJRECOMMEND CLASSIFIED SERVICE

DHRM ANALYST DATE

DHRM ADMINISTRATOR OR DESIGNEE DATE




UNCLASSIFIED POSITION REQUEST {’JTJ
1. Whatis the purpose of this request? HR_ZO N j/

2.  What are the duties performed by this position? Describe the duties in detail.
Note: Additional duties can be added by placing the curser in the desired row and right clicking.

Next sefect “insert”, then either “Insert .‘?L?:xssra‘.ﬂoe\:gﬁr “Insert Rows Below”. Q u e Stion 1 : What iS the purp O S e O f thj_S re qu e S-t ?

Question 2: What are the duties performed by
this position?

e s e o Question 3: List the knowledge, skills, and
Note: Additional duties can be added by placing the curser in the desired row and right clicking.
abilities required of this position.

Next select “insert”, then either “Insert Rows Above” or “Insert Rows Below”.
ISIA Knowledge (K), Skills ($), Abilities (A) Statement

Question 4: Are there any licenses, certificates,
degrees, or credentials required by statute or

required by the department/division/section/unit
BRnImenmmaIimeenee s o0k this position?

HR-20 (New 2113.22026)



UNCLASSIFIED POSITION SUMMARY «

STATE

Department of Administration

Division of Human Resource Management

UNCLASSIFIED POSITION SUMMARY

TITLE EEO-4 U-CODE
MANAGER A U9348
JOB SUMMARY
Managers develop, oversee, and manage the activities of a division, section, or unit within a department
JOB DUTIES
1. Develop, impl, and manage regul ies and procedures to meet d including program

[

design, statutory compliance, and goal achievement.
Serve as liaison between various stakeholders, including federal, State, and local agencies to coordinate activities,
resolve issues, and represent department interests

3. Prepare, review, and submit regulatory filings, applications, and;epons to relevant authorities.

4. Analyze and propose legislative changes for program 2 and provide testi

5. Prepare and provide information dunng regulatory workshops and draﬂ revisions to the Nevada Adminisirative Code.

6. Prepare and manage the budget for training programs and ensure adherence to ﬁn:mclzl zuldc]mcs

7. Maintain accurate and detailed records of training activities, certr and ¢

8. Research, identify, and perform analysis of data and principles to develop and implement new programs, processes, and
policies for the department.

9. Monitor and analyze trends and devel to potential impacts on the department.

10. Train, supervise, schedule, and evaluate the of empl , and other supervisory duties as 1ate for
managing people.

11. Oversee the work and of supervisory

12. Perform related duties as assigned.

ESSENTIAL QUALIFICATIONS

EXPERIENCE AND EDUCATION

Five or more years of applicable experience as described in the job duties with a minimum of two years of supervisory
experience

KNOWLEDGE, SKILLS, AND ABILITIES
(Inchudes knowledge, skills, and abilities required upon entry into position and trainable after entry into position )
Knowledge of:

* Relevant federal and State laws and regulations, and agency policies and procedures.
Practices of the Legislature and the Executive Branch.

Regulawry submission and apprcul processes.

Program develop andi in area of di
and £ 1 :.rea(s) of il
Conflict resoll ion, and und; ding impli
Budget 1 and

State budget, accounting, and purchasing policies and pm:edums
Regulatory requirements and relevant industry standards.
Methods of administrative problem solving

including federal, State, county, and municipal laws

of new i

Skill in:

Time management, monitoring performance, and system understanding.
Negotiation, analytical and legal ion, and conflict 1o
Negotiating political, confidential, and sensitive issues.

Building consensus among diverse individuals with varying opinions.
Active listening.
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TITLE EEO-4
MANAGER A

U-CODE

U348

Independent judgment and effective decision-making in the application of a wide variety of laws, policies, and
procedures and in effective problem-solving

Interpersonal and communication skills, both verbal and written.

Use of office equipment and related software.

Ability to:
» Manage budgets and projects.
= Gain commutment and facilitate change.
»  Conduct surveys, training need and |
* Handle sensitive and confidential information with discretion.
« Comprehend and apply general rules while recognizing patterns.
* Communicate both orally and in writing, to audience of various social, ed 1, and ic back d
.

Advice and counsel managers and supervisors regarding applicable federal and State laws, policies, and gusdelines,
current and emerging issues and strategies

Analyze information, problems, situations, practices, or procedures to daﬁnc objectives, identify relevant concerns,
fe late logical | and and their

Resolve conflicts, mediate, negotiate, and exchange ideas, information, and opinions with employees, customers,
or agencies.

Read, understand, and interpret laws, regulations, policies, and procedures.

Diffuse hostile situations respectfully and tactfully.

Lead and motivate a diverse staff, set clear goals, delegate tasks effectively. and foster a positive and inclusive work
environment.

Review work products for quality, quantity and timeliness.

SPECIAL REQUIREMENTS AND INFORMATION

. A valid Nevada driver’s license or evidence of equivalent mobility is required at the time of appointment and as a

condition of continuing employment

2.8

ome positions may require certification, designations, or licensures at time of appointment and as a condition of

continuing employment.

3.8
. The State of Nevada may require apphtanls to consent to a background check, which includes a review of criminal and

ome positions may require p for il b

employment history, and physical examination. This review does not necessarily eliminate the candidate from the
possibility of employment. The results of the background check and physical examination may be used to assess
eligibility for the position.

PHYSICAL REQUIREMENTS AND WORK ENVIRONMENT

X Ability to communicate on the telephone (hearing)
X Ability to speak
[ Ability to write legibly in English

PHYSICAL, ENVIRONMENTAL, AND OTHER REQUIREMENTS for the position with or without accommodation.

Indicate the type of physical effort which is essential to the successful performance of this job:

(Check all that apply)
[ standing O running & lifting, 20 Ibs [ observing & uming
[ walking bending/stooping [ carrying, 201k O tasting O throwing
balancing B sitting Hpushing, 20 lbs Ineeling hearing
B climbing Breacting Bpulling.  201ks B stretching O ssrielliog

Indicate ay other reguirements which are essential to the successful performanice of this job:
(Check all that apply)

[ Ability to understand technical manuals
[ Ability to work amicably with co-workers
[ Ability to leam tasks in a reasonable amount of time
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[ Ability to read instructions and numbers in English
[ Ability to complete tasks with numerous interruptions

[ Ability to follow supervisor’s instructions

(¥ Regular attendance at meetings with both team members
and external parties as appropriate, in the State of Nevada
offices as well as offsite locations, which may include
enclosed office spaces and/or outdoor field job site
locations. Supervisor positions may include conducting
and leading meetings

Please note this section is for the sole purpose of compiving with the ADAAA " with Disabilities Act
Act" and is not to be construed to include all team members employed in each job cfass[ﬁm.non The Empioyer reserves the
right to change the requirements of each job as changes in business and/or technology dictate.

T‘he State of Nevada is an equal cpportunity employer dedncated to building diverse, inclusive, and innovative work
with empl who reflect our 1 serve them. All are
wﬂtom regard to mc, color, national cmzm, rehzmn or bcl.lcf age, disability, sex, sexual orientation, gender identity or
pregnancy, domestic genetic infc (GINA), or ¢ and’or wages.
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LEGISLATIVE REVIEW -f’JTJ
Unclassified Service \

Starts with the department
oDoes a U-Code exist for the position?
o What will be expected of the position?
o Will there be a need for more than one position?

Complete the HR-20, justification memo, organization chart, and salary
projection

Submit the documents to DHRM by way of the MS Teams channel set-up
by the department’s CC HR Business Partner

Upload the HR-20 and documentation into NEBS



[Classification and Compensation

Task U-code Requests SOP #

oofrilgisr:.lael Date February 2026 Revision Date

Approved by: Keisha Harris, Deputy Administrator, Classification and Compensation
. PURPOSE:

To provide instructions on requesting the establishment of a code for an unclassified
position (U-code) or title or salary change of an existing U-code.

2. RELATED FEDERAL, NEVADA STATUTES AND REGULATIONS
« NRS 284
+ NAC 284

3. ACCOUNTABILITY

DHRM

GFO

State Departments
Legislature

4. DEFINITIONS & ACRONYMS

Budget Build: a U-code request submitted for review as part of the budget process
GFO: Governor's Finance Office, Budget Division

DHRM: Division of Human Resource Management

NAC: Nevada Administrative Code

NRS: Nevada Revised Statutes

HR-20: Unclassified Position Request

Pay Bill: State Compensation of the People Bill

HRIS: Human Resources Information System

5. POLICY

Pursuant to NRS 284.105 the Administrator of the DHRM is responsible for carrying
out the provisions of NRS 284 and the regulations adopted pursuant to it; establishing
a system of appropriate policies for each function within DHRM; and carrying out the
purposes and provisions of NRS 284. The Administrator is responsible for setting up
a process to establish positions within the classified and unclassified service.

The unclassified service is made up of (NRS 284.140) State officers or employees in
the Executive Branch of the State Government who receive annual salaries for their
Services:

U-CODE REQUEST,{’\
POLICY

Read the Policy

o Provides guidance for
completing the HR-20 form

o Details the documents
needed to be included with
the HR-20 form



Is there a timeline? ‘.*
N )

Willl DHRM be ©providing a list to g7
departments/divisions?

How does this transition happen?

Department When a position moves to unclassified, will

C current incumbents be able to remain classified
oncermns until they vacate the position, or will they have
to transfer immediately?
What about pay?

Are they going to go exempt?

What positions are exempted from the change?



Accelerated Rate or HR-5

Temporary TEMPORARY

Adjustment to Salary ERMELIVEAEE
R TO SALARY
equest REQUEST

This compensation

process should be
utilized to request an
adjustment of salary for a
new hire or current State

employee in a classified
position per NAC 284.204
and 284.206.




3 Steps to Complete HR-4 Form Packet -f.*

Step 1: Complete &

Sign HR-4 Form

STATE OF NEVADA
DEPARTMENT OF ADMINISTRATION

DIVISION OF HUMAN RESOURCE MANAGEMENT

ACCELERATED SALARY REQUEST

POSITION INFORMATION

DEPARTMENT:

| AGENCY ID # @3 digir)

DIVISION:

| BUDGET # (4 digits)

GEOGRAPHIC LOCATION OF POSITION:

CANDIDATEEMFLOYEE NAME.

o T [om cone

[ Fosmmon conaor s

GRADE. | PrROPOSED STEP:

PROPOSED EEFECTIVE DATE.

BASIS AND JUSTIFICATION OF REQUEST

[0 Meet difficult recramaent problem:
O Recruitment produced les: than five slighle parsons who are available
O Recruitment deemed bistorically difficult

[ Hire parcon with superior quilification:

B sionin an ewuitsble relitisiip betwesm sagkoyees o eisous ol fam seoriy

Note: Thit requezs MUST be goproved prior to making a job offer a an accelerased rave. The posirion cannot be flled prior to receipt of

apprevol
APPOINTING AUTHORITY CERTIFICATION
Icersfy ther I 4 ofall wnzured ctment i fnancially
feasible oves the nd wll  of &
FISCAL E DATE
DEECTOR OF DESIGNEE DATE
HUMAN FESOURCES REPRESENTATIVE DatE
GOVERNOR'S FINANCE OFFICE COMPLETION Comment
1 centfy that the sdjustment is finaseially feasible throsgh the current bieaniur.
[0 AsPROVED [] DISAPPROVED
BUDGET T DaATE
DIVISION OF HUMAN RESOURCE MANAGEMENT COMPLETION Comment
[J APFROVED Effective Date
[ DIsAPPROVED
DHEM ADMINISTRATOR OF DESIGNEE DATE

Step 2: Detailed

Justification Memo

Jox Grismimer

Joe Lombarde
Gavernor Divecter
Bab Rag:
Depuny Direcr
Bachers Wankingron
Adminnrasor
STATE OF NEVADA
DEPARTMENT OF ADMINISTRATION
Division of Human Reseurce Management
SIS . Musuer Sereet, Suite 101 | Carsem Cry, Novada $970)
Pl (776) 0540120 | g/ gov | Fax: (776) 6840958
MEMORANDUM
TO:
FROM: Keisha Hams, Deputy Admunistrator
Division of Human Resousce Management
SUBJECT:  HR-4 for John Doe
Deparmient of Administration. Division of Hu Resource Management, wishes to accelerate

John Doe, Personnel Techuician 11, due
experience 1o the Division. Pursu
Adminis
hire due

urteen years of rele
4.204, Section 1. ( the Department
% & Grade XX, Step X effecttive on date

to NAC
d sala

cations

on i reque
is candidate’s superior qu

g an

Attached 1o this memo is Mr. Doc’s HR4 request and HR-4 Salary Projections completed using
the teaplate provided

Thank you for your consideration

nt Human Resources

tep 3: HR-4 Salary

Projections

STATE OF NEVADA ‘J\
DEPARTMENT OF ADMINISTRATION "
DIVISION OF HUMAN RESOURCE MANAGEMENT

HA-4 Salary Projection
Prejected Remaining :
Total Projected Cost
udget
Leg Approved Authority Orignat lefsiath

Approved Work Program / Adjustmeats

Current Bugget

S Approved Adjustments %

Pending Work Program / Adustments

$0 w120

*For further detailed instructions, refer to HR-4 Policy.

Ny’



Proposed HR-5
Form

Special adjustment to pay forms for
employees covered by a Collective
Bargaining Agreement (CBA), otherwise
known as the LRU-5, is being abolished.

The new HR-5 form is a combination of
the HR-5 and LRU-5 forms which
services both employees covered and
not covered by a CBA.

Review NAC 284.206 and CBA for each
unit for qualifying conditions.



Identifying HR-5 Form Basis of Request {.Df

Submit an HR-5 form for one of these basis:
« NAC 284.206
Working Out of Class (Acting Pay)
Bilingual Skills
Supervising 3 or More Staff
Custodial Work
Formal Training
Motorcycle Duty
Authorized by Legislature (Special Assignment)
A
» Acting Pay (Working Out of Class)
» Bilingual Skills
» Special Assignment (Authorized by Legislature)
» Formal Training
» Motorcycle Duty
» K-9 Duty

%\7\7\7\7\7\7\7

*Identify the CBA on HR-5 form if the department__——P

marks a CBA basis of request.

Classification and Compensation no
longer approves:

» Education Pay (Employee possess an
Associate’s, Bachelor’s or Master’s
Degree)

POST Certificate Pay

Tool Allowance Pay

Annual Leave Cash Out

Recruitment Bonus

VVVY

*Submit these requests directly through
CORE.NV

STATE OF NEVADA {.\
DEPARTMENT OF ADMINISTRATION J o
DIVISION OF HUMAN RESOURCE MANAGEMENT




3 Steps to Complete HR-5 Form Packet

tep 1: Complete & Step 2: Detailed Step 3: Additional
Sign HR-5 Form ustification Memo Supporting Documents

STATE OF NEVADA Joy Gricue £ 3
@ DEFARTMENT OF ADMINISTRATION '(k e Tamhari ) ,;:n,(,,,: T
DIVISION OF HUMAN RESOURCE MANAGEMENT Governor —— —
REQUIST FOR THMPORARY ADISTMENT ARY Bob Rager ) — E— .
o A rettingi Deputy Director - 1 .
pro i . R B =1 == == o = e
EMPLOVEE NAME POSE No Ten Des = —_— = et i
Adminisraior = e [ mm | 4

AR e AP LOCATION oF PosSTTR: o o [T Comper? o R e
S E— e — S Yo —— ===
STATE OF NEVADA | - . ==
T REGUEST: Rewd W 1C —) N MINIS N | g o — — [r—
tcaploric i waking o of clamen  delin s o o wabighcr DI';P.)fRT)IE, T OF ADMINISTRATIO? rmm— — e — R N B
B, * (FACW) Division of Human Resource Management —| e )| e ) | D! e | gy
. G PO (e . g e S1 E. Musser Srvet, Suite 101 | Carson Ciry, Nevada 89701 — | = — m | e !
ClEapieyes i o sign langmage for the deat o heaat 10 pevvont af hivher woek tine. (PEACH) ‘Phone: (T75) 6840130 | hop: Mravgov | Fax: (775) 634-0058 —| — rm—— | [y

DlEgtiyes b sporvising o emplogess of o smame o Migher grade I e mprvision bt pravhdod fo o i chmspe — — e i i s i
Pt MEMORANDUM S ] ‘ —— | =
'« Attech s Ovguizaionst Coart- AT factrs o shostd sl | f—— == —
ISelocton. DXWork Assigucst C1Tenimimg. CIPeforrsnce Appesiel (TWonk Review Diicipline - 3 — | — T
oy e i et ool vk il e i+ medical, clsicl ox impatiestfocily, (PEACC) March 7. 2025 — [N | j———
i - S s (PACTY » | ) — ==
TO: Bachera Washington. Administrator 1 . C—

e e e Division of Human Resource Management

. .
o o i s e s FROM;  Keisha Hard. Deputy Admistor Organlzatlona] Chart
e o e Division of Human Resource Management

o have bocn sespaed 1o the work area:
el cxpencs i the o

- g EMPLOYEE NAME:
SUBJECT: HR.-5 for Jane Doe -
e b rcive soch s adpiment

Please print employee NAME )

TITLE: FSS
ICamples Lovestigations (PEACK) IO of-Sise 10 persent (FSACN)

CEsployee who.
et the i g

the duben K b g ot 0 gher level, bt who do k.

3 ® BR:  Colleetive Bargaining Unit_C
The Department of Administration, Division of Human Resource Management, would like to

2 (,.‘,M[’,""E,J_.,,l,m TS poen = e o request that Jane Doe, who is a Human Resource Technician L receive a 3% temporary salary

| hereby attest that, as an emplayee of the Division of (Dss), Y my bilings
clients. On average, | spend 10% or mare of the total work time providing biingual services in the course of my duties.

- gy et e v e promasion adjustment for working out of class. Ms. Doc assumed the job duties of a Human Resource
i 5

Analyst II on January 14, 2025 when the previous incumbent was on extended leave, and

17 o W e Therefore, | am reguestl T F 5% pay per the AFSCME
w . whe the it ultimately vacated the position on February 2, 2 Pursuant to NAC 284.206, Section 2. (a). Collective Bargaining Agreement effective July 1, 2025.
Fgnaners of Appoang Avbonty o Dovgesd aprcmive  Bignaners of Emvpioyer e Ms. DO:\ PRIHAHS 10 perform the job duties while the d:)zm;nml works fo fill the vacancy. The Employees wha receive a Special Adjustment v) ag: participate in 3 "
Division is respectfully a temporary salary adjustment of 5% for Ms, Doc iy b eiled i o provkde Seios Va bther ot Dhdsion e
o Fer

Gifcer

employee’s cligiblity ks required.
Thank you for your consideration.

APPROVED s
Fer NAC 134,308 Satmection
BAPROVID Sny .
S o

A .
Employee Signature J pate

Certification of proficiency or memo
verifying bilingual pay eligibility




HR-4 and HR-5
Submittal

* Submit the completed HR-4 packet 4 l ;’

N~
electronically to Classification & .

Compensation email
(class.comp@admin.nv.gov).

o HR-4 form

o HR-4 Salary Projections

o Detailed Justification Memo

Submit the completed HR-5 packet
electronically to Classification and
Compensation email
(class.comp@admin.nv.gov).

o HR-5form

o Detailed Justification Memo

o Additional Supporting

Documents




Department
Concerns

Why was the HR-4 request disapproved
due to a job title not being identified on ﬁ)
Recruitment’s list if the basis of request

was for superior qualifications?

What if the request meets two basis of
request?

Are bilingual pay requests being
approved on the HR-5 request?

When do special adjustments of pay
expire such as bilingual pay or special
assignment?



x O

. o HR-4 requests are reviewed on a case by case by
Addltlonal the Deputy Administrator, DHRM Administrator,

Guid ance GFO and the Governor’s Office.
for HR-4s

o —
 —
o —
o —

Recruitment’s Hard to Fill list is enduring
constant changes. Contact DHRM Recruiting for
inquiry on justifying a position on the list.




o \
2 0

State is only approving bilingual pay for
employees covered by a CBA until further

Additional notice.
Guidance o
f()r HR-BS Working out of class or in a supervising

position for at least 16 working days prior to
submittal.

=

When the justifying conditions cease to exist.




Questions?

o)

\"j/




Resources {

Classification and Compensation Section

ttps://hr.nv.gov/Sections/Classification_and Compensation

Q . State Agencies

Department of Administration Human Resource Management

HR Home =~ About~ Sections~ Services~ Careers Resources~ Training Boards/Commissions ~ Forms ContactUs~

E I Classification and Compensation

Agency HR Services
Central Payroll
Central Records

Classification and
Compensation

« Salaries by Grade

= Compensation Schedules

Classification

The Classification unit is responsible for classifying existing and new positions within the current classification plan; conducting
occupational studies, class specification maintenance reviews and individual classification studies requiring new or revised class
specifications; and maintaining and distributing the Classification and Compensation Plan.

roposed Classification Changes

NPD-19 Information

Consultation, Acc il

& Regulations
Recruitment

EEQ & Discrimination
Investigation Unit

Office of Employee
Development

Americans With Disabilities

Act

Labor Relations Unit

Compensation

The Compensation unit is responsible for maintaining and distributing the compensation schedules; conducting wage and benefit
surveys; and developing pay policies in compliance with federal and State requirements. This unit provides regulation consultation
on compensation issues, and ensures that Accelerated Salary Requests (NPD-4) or Temporary Adjustment to Salary (NPD-5) requests
comply with respective requirements established per NAC 284.

&
S

Additional Resources

The foll resources and inf are available to you:

* Documents, Forms, Policies and Resources

« Contact Us




Where to Find {’EJ

HR-19 Form & Short Form Job Title List
https://hr.nv.gov/Resources/Forms/Classification/Classification/

HR-4 and HR-5 Forms
https://hr.nv.gov/Resources/Forms/Compensation/Compensation/

Rules for State Human Resources Administration, Classification (pages 29-35)
https://hr.nv.gov/Resources/Publications

Supervisor Definition

NRS 284.337 (Reports: Duties of supervisor)
https://www.leg.state.nv.us/nrs/nrs-284.html

NRS 288.138 (“Supervisory employee” defined)
https://www.leg.state.nv.us/nrs/nrs-288.html

NAC 284.498 (Training of supervisory and managerial employees)
https://www.leg.state.nv.us/nac/nac-284.html



Where to Find

Job Specifications
https://hr.nv.gov/Resources/Class_Specifications/

@ Mgy Department of Administration Human Resource Management Q ' State Ag State Jobs  ADA Assistance

Home HRHome = About~ Sections~ Services» Careers Resources~ Training Boards/Commissions > Forms Contact Us~

e Nvgov  Department of Administration Human Resource Management

- . . Upcoming Meetings and
Classification and Compensation Workshops Floar

Dates, Times &

Quick Links = =
o . IJob Specifications
Merit
Classification and Compensation Pgm
Providing classification arid compensation services. Click for more....

State of Nevada

Please find the Job Specifications for each Occupational Group listed below:

1.000 Agricultural & Conservation: A - B

Career Opportunities Lis 2.000 Clerical & Related Services: A - D

: 3.000 Domestic Services: A - C

. Diversity Inclusion Leaders 4,000 L\'brary & Archives: A - B
Statewide Classification and Compensation Study, et e T

HERHRcReme 5.000 Education: A - B

Workforce Report, 6.000 Engineering & Allied: A - G

7.000 Fiscal Management & Staff Services: A - K
s HRLand Payroll Pro Most Requested 9.000 Mechanical & Construction Trades: A -
ki 10.000 Medical, Health & Related Services: A - |

11.000 Regulatory & Public Safety: A - E
12.000 Social Services & Rehabilitation: A - E

13.000 Sworn Law Enforcement

Forms

Bublications

More HR a Il Services




Resources ()

Classification and Compensation SharePoint

L —— —

https://nv.sharepoint.com/sites/DOA-DHRM/SitePages/Classification-and-Compensation.aspx

DHRM

Home  CORENVHR ~ HR Data Warehouse ~ NEATS NVAPPS

Classification and Compensation

N ]

-

The Classification and Compensation section is responsible for classifying E=
positions within State service and conducting wage and benefit surveys in

Business

compliance with State and federal requirements. This section conducts Partners
occupational and individual studies and position audits while also providing
consultation on classification and compensation issues and ensuring requests
comply with respective requirements established per NAC 284.

\ Classification Related NAC ‘ Classification Related NRS ‘ ‘ Compensation Related NAC ’ ‘ Compensation Related NRS

Compensation Plan

{ Job Specifications } Master Classification & ‘




Our Team o)

Y7
<
North Office South Office
+»» Keisha Harris < Rachel Baker s Heather Dapice
Deputy Administrator Human Resources Analyst III Supervisory Human Resources Analyst
kiharris@admin.nv.gov rbaker@admin.nv.gov hdapice@admin.nv.gov
* Jade Silva ¢ Yahayra Soriano ¢ Jennifer Trachet
Human Resources Analyst III Human Resources Technician III Human Resources Analyst 111
jade.silva@admin.nv.gov yahayrasoriano@admin.nv.gov jtrachet@admin.nv.gov

+» Akrista Aslin
Administrative Assistant III
a.aslin@admin.nv.gov

+» Classification and Compensation Section
class.comp@admin.nv.gov



Thank you for
attending!



