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Compensation Philosophy 

The University is committed to providing a fair and competitive compensation program that will 
attract, retain, motivate, develop, and engage staff to achieve its vision to be internationally 
recognized as the model for applied learning and research. The University’s goal is to provide a 
competitive Total Compensation package tied to the application of knowledge and skills and 
the achievement of organizational goals. In addition, the compensation program will comply 
with all applicable laws and be communicated clearly to staff. 

The compensation philosophy is based on a commitment to hire and retain qualified, motivated 
Employees at all levels of the organization while meeting the needs of the University. This 
philosophy is the foundation of the University’s compensation program and is designed to 
support the successful attainment of the University’s vision, mission, values and strategic goals. 

The University seeks to support our values through a compensation program that provides: 

• Competitive Pay Ranges to enable the recruitment and retention of qualified Employees. 

• A performance planning and common evaluation process that provides opportunity for 
development for Employees and the feedback necessary to assist with their success. 

• Communications that will support a general understanding of compensation programs 
through the University. 

The guiding principles are as follows: 

• Flexible: The compensation plan will be designed to be flexible to accommodate critical 
business needs and market changes. 

• Internally Equitable: A fairness criteria that establishes Pay Ranges that correspond to 
each Job’s relative market value to the University, which may include consideration of 
experience, education and skills. 

• Externally Competitive: The plan is designed to aid the University to be in a position 
which it competes in the marketplace to attract, retain, motivate and engage Employees. 
The University will target its Base Pay Rates, in aggregate, at the market Median (50th 
Percentile) for comparable positions in the respective relevant market. 

• Understood and Accepted: A commitment by the University to communicate and 
maintain a compensation program based on transparency. 

Furthermore, Employees will be fairly rewarded not only through base pay, but also through an 
extensive array of Employee benefit plans. 

The guidelines on the following pages are intended to help Leaders and Employees understand, 
in general terms, the parameters and processes involved in compensation administration. 
Exceptions to any provision in these guidelines are only considered in extraordinary 
circumstances on a case-by-case basis and must be approved by the appropriate Divisional 
Officer. 
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Introduction – Compensation Guidelines 

Compensation practices are intended to be effective tools in addressing campus business 
needs. The following guidelines are designed to assist Leaders when making pay decisions for 
benefit-eligible, non-teaching Positions and to be reasonable and flexible to meet the changing 
business needs of Wichita State University (“University”). The following should be considered 
when making compensation decisions. 

• Leaders are responsible and accountable for compensation decisions made within the 
department. 

• Decisions by Leaders must be based on justifiable business reasons to ensure compliance 
with University policies, state, and federal laws. 

• In most circumstances and absent extenuating circumstances, Employees performing 
substantially equal Jobs under the same Leader should receive similar pay. 

• All compensation decisions require documentation and approval by the appropriate 
party as described within these guidelines. 

Appendix A: Glossary of Terms is located at the end of this document and defines many of the 
terms used in this document. Terms located in the Glossary begin with a capital letter when 
referenced throughout this document. 

Nothing in these guidelines confers to any individual or Employee any right, either express or 
implied, to employment with the University, to remain in the University’s employment, or to 
any specific Base Pay Rate, benefits, or compensation. The procedures, practices, policies, and 
other matters described herein may be modified or discontinued from time to time, at the 
discretion of the University. These guidelines do not establish an employment agreement or 
contract with any individual or Employee. 
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Developing Job Architecture and Establishing Pay Ranges For Jobs 

The foundation of the University’s market-based compensation (“MBC”) program is a solid and 
strong Job Architecture, which includes uniform and consistent Job Descriptions that are 
developed utilizing a Job Leveling Framework. The following components are fundamental to 
development of Job Architecture and establishment and assignment of Pay Ranges for Jobs and 
are functions that are performed by the HR Compensation Team (“Compensation Team”).  

Job Descriptions 

The Job Description is most important for making compensation decisions, but is also utilized 
for recruiting, performance management, and legal compliance. Job Descriptions are developed 
by the Compensation Team with input from the respective Leader, as appropriate.  

A Job Description groups Positions together that perform similar functions and responsibilities, 
and also allows for placement of Jobs into the appropriate Job Family. Job Descriptions should: 

• Identify the essential functions performed by individuals in the Job, 

• Outline the major duties of the Job, and 

• Describe the qualifications and skills required for the Job  

Job Leveling Framework 

A Job Leveling Framework is utilized to develop Job Descriptions utilizing consistent criteria to 
establish the appropriate Job Levels within the University. The Job Leveling Framework can be 
found in Appendix B: Job Leveling Framework. 

Job Titles 

All Job Descriptions will include a standardized title which will apply to all Employees in the Job. 
The Job Leveling Framework assists with establishing consistent titles and titling construct. 
There may be a business need for a “Working Title.” The use of a Working Title must be in 
accordance with the guidelines found in Appendix C: Working Title Guidelines.  

Job Family 

The University has ten (10) major Job Families that serve as the foundation of the MBC 
program. When a Job Description is created, the Compensation Team will group the Job into 
the appropriate Job Family to allow Employees and prospective employees to see where a Job 
is aligned within the University as well as how they can move (both vertical and horizontal) 
within the University.  

Although the Jobs are grouped by Job Family, each Job will be assigned a Pay Range. Many of 
the Job Families also have sub-Job Families. A listing of Job Families and sub-Job Families can be 
found in Appendix D: Job Families. 
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Job Evaluation for Newly Created Jobs 

When a new Job Description has been created, a Job Evaluation is conducted by the 
Compensation Team. The purpose of Job Evaluation is to assign a Pay Range to the Job. The 
methodology used to make Pay Range assignments to a Job is a Market Pricing approach that 
focuses on the following components: 

• External Review: The Compensation Team reviews and analyzes independent, third-
party, Salary Survey data, taking into consideration the strength of job match, University 
size, industry, geographic location, and University type, as appropriate. 

• Internal Review: The Compensation Team reviews and analyzes the information provided 
to determine the Job’s scope, complexity, and potential impact to the University as well 
as specific factors such as knowledge, skills and responsibilities required to successfully 
perform the Job. 

Job Evaluation for Significant Changes to Existing Jobs 

If a Leader identifies that an Employee is performing significantly different essential functions 
than are described in the Job Description, the Leader will provide a summary of the changes on 
the Job Description Intake Form and submit to the Compensation Team for review to determine 
whether the changes are significant enough to warrant a Job Evaluation. A significant change 
would typically be an overall 25% or greater change in the essential functions or changes that 
would impact how a Job is mapped in the Job Catalog. If it is determined that a new Job is 
needed, the same process as described above for a newly created Job will be followed by the 
Compensation Team. 

The Compensation Team will make decisions regarding any change in the Pay Range for a Job as 
a result of a Job Evaluation on a case-by-case basis. In order to maintain the integrity of Pay 
Range assignments for all University Jobs, final approval of Job Evaluations will remain with the 
Compensation Team. 

Criteria considered in determining whether a Pay Range change for a Job is appropriate include: 

• Change of essential functions; 

• Scope, level and complexity of essential functions; 

• Relationship of the Job to other Jobs in the University or department; 

• Supervision, both given and received; 

• Exercise of independent judgment; and  

• Autonomy and authority related to decision-making and accountability. 

Criteria not considered* in determining whether a Pay Range change for a Job is appropriate 
include: 

• Quantity of work (volume); 

• Information relative to the Employee’s length of service; 

• Time spent at a Position within Pay Range; 

• Skills and education not related to the Job or minimum qualifications; and 

• Employee’s performance 

https://www.wichita.edu/services/humanresources/documents/Job_Description_Intake_Form.pdf
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*These criteria may be considered when establishing an individual Employee’s Base Pay Rate, 
not a Job’s Pay Range. 

Pay Ranges and Salary Structure 

One of the key components of the MBC program are the Pay Ranges and Salary Structure. The 
development of Pay Ranges involves the comparison of the University’s internal Evaluation of 
the Jobs coupled with external Salary Survey data. This Salary Survey data is gathered and 
updated from independent, third-party surveys which are purchased by the University. 

The University’s Salary Structure is designed to provide a smaller Midpoint Differential at the 
lower Pay Ranges and increase as the Pay Ranges increase.  

• Jobs in the lower Pay Ranges typically require skills that are less complex and easier to 
acquire so an Employee is able to advance to the next Pay Range over a shorter period of 
time.  

• Jobs in the higher Pay Ranges typically require skills that are more complex and harder to 
acquire and may take the Employee longer to advance to the next Pay Range.  

Fair Labor Standards Act (FLSA)  

The determination of which Jobs are classified as Non-Exempt and Exempt is made by the 
Compensation Team utilizing the Fair Labor Standards Act (FLSA) duties and salary tests. In 
order to maintain compliance with FLSA, final approval of FLSA exemption status will remain 
with the Compensation Team. The Compensation Team will consult with the Office of General 
Counsel, as needed, in the determination of a Job’s FLSA exemption status.  
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Base Pay Rate Increases to Support Compensation Philosophy 

The goal of the University is to maintain Pay Ranges that are competitive for all Jobs, Job 
Families and Job Levels within the University. The University’s Pay Ranges are evaluated 
annually by the Compensation Team using Salary Survey data. The University has an annual 
cycle which is aligned with the budgeting process to allow the University to prioritize funding 
for Base Pay Rate increases that align and support our Compensation Philosophy. 
Recommendations for annual Base Pay Rate increases are made by HR, with final determination 
being made by Divisional Officers, based on University compensation goals. 

The University may, in certain circumstances and when funds are available, provide Base Pay 
Rate increases to defined populations of Employees who are in Jobs that have been identified 
by Human Resources as needing Base Pay Rate increases to meet the goals of our 
Compensation Philosophy.  

Externally Funded Departments 

Department leaders whose programs generate most of their revenue from external sources 
(i.e., non-tuition or General Use funds) can decide, in conjunction with divisional officer 
approval, to accelerate or delay progress of their department’s compensation utilizing the 
current University methodology at a different ratio or pace while maintaining consistent 
application among their workforce during the annual pay analysis process, as it relates to the 
University goal of being at the market median (50th percentile), in aggregate. The Compensation 
Team, in conjunction with the divisional officers, maintains a record of departments included in 
this paragraph. 
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Utilizing the Job Catalog 

If a Leader identifies the need for a new Job Description, the Leader should first initiate a search 
of the Job Catalog which can be found in the Job Description Manager in the myWSU portal, 
Faculty/Staff tab, Human Resources Links channel. There are various filters that allow for a 
search using keywords and phrases. 

New or Changing Position 

If a new Position is needed or an existing Position is changing, the following process is utilized: 

• The Leader responsible for the new Position will review the Job Catalog to determine if 
an appropriate Job Description is available. 

• If the Leader identifies an appropriate Job Description in the Job Catalog, they will begin 
the process by completing the Position Action Request form. 

• If the Leader is not able to identify an appropriate Job Description in the Job Catalog, 
they will  provide a summary of the job on the Job Description Intake Form and submit to 
the Compensation Team for review and determination as to whether a new job 
description is needed. 

To maintain the integrity of the Job Descriptions and Pay Range assignments for all University 
Jobs, final approval of new Job Descriptions will remain with the Compensation Team.  

https://www.wichita.edu/services/humanresources/documents/Job_Description_Intake_Form.pdf
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Establishing Individual Employee Base Pay Rates 

Leaders are responsible for establishing the Base Pay Rate for their Employees. The guidelines 
on the following pages are provided to assist Leaders in making Base Pay Rate decisions within 
the established Pay Range. The HRBP may be contacted to assist with issues, as needed. 

Base Pay Rates and provisions contained in external grants will be processed in accordance with 
the grant. 

It is intended the Employee Base Pay Rates will fall within the established Pay Range, although 
there may be situations in which they do not.  

When making Base Pay Rate decisions, Leaders should consider the knowledge, skills and 
abilities of the candidate or Employee as well as internal consistency among others performing 
same or similar Jobs. 

Base Pay Rates for Existing Employees 

As a general rule, Employees will be paid at no less than the minimum or no greater than the 
maximum of the Pay Range assigned to the Job.  

If an existing Employee’s Base Pay Rate is below the Pay Range minimum for the Job (a “Green-
Circled Rate”), those Employees will be eligible for Base Pay Rates increases, as appropriate. 
Situations in which an Employee remains at a Green-Circled rate should be very rare. 

If an existing Employee’s Base Pay Rate is at or above the Pay Range maximum for the Job (a 
“Red-Circled Rate”), those Employees will not be eligible for Base Pay Rate increases until their 
Base Pay Rate is below the Pay Range maximum for the Job.  

An Employee whose Base Pay Rate would exceed the Pay Range maximum if the Employee 
were to receive a Base Pay Rate increase, will be eligible, instead, to receive: 

• A pay increase that raises the Employee’s Base Pay Rate to the Pay Range maximum, and 

• A Lump Sum Payment that is equal to the remaining amount that would have been 

added to their Base Pay Rate. 

An Employee whose Base Pay Rate is at or exceeds the Pay Range maximum, will be eligible, 
instead, to receive a Lump Sum Payment that is equal to the amount that would have been 
added to their Base Pay Rate. 

Situations resulting in a Red-Circled Rate may include: 

• Employee with very long tenure in a particular Job. 

• Employee who has been Demoted or Transferred to a lower Job Level. 

For example: A full-time Employee with a current Base Pay Rate of $15.00 and a Pay Range 
maximum of $15.15 is to receive a 2% pay increase ($15.00 * .02 = $0.30). The Employee would 
receive an increase of their Base Pay Rate to $15.15. The Employee would also receive a Lump 
Sum Payment of $312 ($0.15 * 2080 = $312). 
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Base Pay Rates for New Hire Offers (External Candidates) 

When establishing the Base Pay Rate offer for an external candidate, consideration should be 
given to the following: 

• Competitive recruiting conditions for this field, specialty, skills, etc.  

• External market factors influencing the Base Pay Rate and the University’s immediate 
hiring needs. 

• The candidate’s experience and qualifications. 

• Years of work experience will be determined based on comparison to the Job Description 
and should be directly related to the duties being performed in the Job. 

• The years of experience that are required as the minimum qualification of the job should 
not be considered. For example, if the job requires 2 years of experience and the 
candidate has 5 years of related experience, only the 3 years that aren’t required for the 
job are considered. 

• Education that exceeds the Job’s minimum requirement should not be used as an 
equivalent for work experience unless specifically stated in the Job Description. 

• The position of the proposed Base Pay Rate in the Pay Range and its relation to the Base 
Pay Rates of other similarly qualified and/or experienced Employees in the same Job and 
department. 

To assist Leaders, each of the Pay Ranges have been divided into quartiles. Descriptions 
detailing typical expectations within each quartile are provided below. These descriptions 
should be used to evaluate both individual (candidate’s knowledge, skills and abilities and 
certifications) and external factors (budget availability, Internal Consistency) that affect the 
Base Pay Rate being offered to the candidate. 

Quartile 1: Entry level 

• Meets the minimum qualifications established for the Position. 

• Has little or no related experience to the field in which the Position exists (typically 0-4 
years). 

• Requires additional training to build necessary knowledge and skills to successfully 
perform the Position. 

Quartile 2: Experienced 

• Possesses qualifications that are equal to or slightly better than minimum qualifications 
for the Position. 

• Demonstrated ability to perform the duties expected to be performed in the Position 
(typically 5-9 years). 

• May require additional training to perform the duties successfully and independently. 

Quartile 3: Seasoned Professional/Mid-Career 

• Meets both minimum and preferred qualifications established for the Position. 

• Demonstrated ability to perform the duties successfully and independently in the 
Position (typically 10-14 years). 

• Consistently exhibits core competencies required of the Position. 
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Quartile 4: Senior-Level Job Expertise 

• Meets both minimum and preferred qualifications established for the Position. 
Considered a subject matter expert in the Position. 

• Exhibits extensive breadth and depth of knowledge that brings significant value to the 
University (typically 15 + years). 

• Serves as an expert resource, role model or mentor to others either in the department, 
college or University. 

Managing the Base Pay Rate within the Pay Range 

D
et

er
m

in
e 

B
as

e 
P

ay
 R

at
e 

b
as

ed
 o

n
 d

if
fe

re
n

ce
s 

in
 q

u
al

if
ic

at
io

n
s,

 
sk

ill
s,

 a
n

d
 e

xp
er

ie
n

ce
. 

M
in

im
u

m
 

1st Quartile 2nd Quartile 

M
id

p
o

in
t 

(r
ep

re
se

n
ts

 “
m

ar
ke

t 
ra

te
”

) 

3rd Quartile 4th Quartile 

M
ax

im
u

m
 

Meets minimum 
qualifications 
(typically 0-4 
years) 

Qualifications 
equal to or 
slightly better 
than minimum 
requirement 
(typically 5-9 
years) 

Meets all 
preferred 
qualifications 
(typically 10-14 
years) 

Subject matter 
expert in field 
(typically 15+ 
years) 

Has little or no 
related 
experience in 
field 

Demonstrated 
ability to perform 
duties 

Demonstrated 
ability to perform 
duties 
independently  

Exhibits 
extensive 
breadth and 
knowledge 
depth that adds 
substantial value 

Requires 
additional 
training to build 
knowledge and 
skills 

May need 
additional 
training to 
perform duties 
independently 

Consistently 
exhibits core 
competencies 

Expert resource, 
role model or 
mentor to 
others 

Entry level Experienced Seasoned 
professional / 
mid-career 

Senior-level job 
expertise 

Typical Hiring Range Typical Progression Range 

The proposed Base Pay Rate is submitted by the department for review by Human Resources 
(“HR”). No offer of employment may be extended until it has been reviewed by HR. 

Base Pay Rates for Rehires 

Rehires within 30 days 

• Return at same Base Pay Rate, if returning to the same Job. 

• Treated same as internal Employee with regard to Transfers, Promotions, Demotions, 
etc., if changing Jobs. 

Rehires greater than 30 days 

• Treated as external new hire with the following additional considerations: 
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• The new Base Pay Rate should not be lower than the previous Base Pay Rate, if being 
hired into the same Job. 

• The new Base Pay Rate would typically not be a significant increase from the previous 
Base Pay Rate, if being hired into the same Job. 

• The length of time until the rehire may impact the above considerations.  

Base Pay Rate Changes for Promotion (Internal Employees) 

Upon Promotion: 

• Employees may receive a Base Pay Rate increase to at least the new Pay Range 
minimum. 

• The Managing Pay within the Range chart in the New Hire Offer section should be 
consulted to ensure consistency. 

Note: Situations in which a Job Evaluation has been conducted for an existing Job which 
resulted in the reassignment of a single Job and all Employees in that Job to a higher Pay Range 
are not considered a Promotion. 

Base Pay Rate Adjustments for Demotion (Internal Employees) 

Upon Demotion: 

• The Employee may receive a Base Pay Rate decrease that should be within the Pay Range 
of the new Job. 

• In limited circumstances, Employees may be “Red-Circled” (have Base Pay Rate remain 
above a Pay Range maximum). Exceptions above Pay Range maximum will require 
approval of the Divisional Officer.  

• Performance issues and/or department/unit needs may be considered when 
determining whether a Base Pay Rate decrease should occur.  

• Methods to determine a Base Pay Rate decrease include: 
o A decrease equal to the increase amount given when the Employee moved into 

the existing Job, if it can be easily determined.   
o The Managing Pay within the Range chart in the New Hire Offer section may 

also be consulted, if other options are not appropriate. 
o Under no circumstances may an Employee receive a Base Pay Rate increase for 

a Demotion. 

Note: Situations in which Job Evaluation has been conducted for an existing Job which resulted 
in the reassignment of a single Job and all Employees in that Job to a lower Pay Range are not 
considered a Demotion. 

Base Pay Rate Adjustment for Transfers (Internal Employees) 

Transfers will typically not result in a Base Pay Rate adjustment. If a pay adjustment is 
necessary, please see the In-Range Adjustment process. 



Revised October 15, 2024 12  

In-Range Base Pay Rate Adjustment (Internal Employees) 

An In-Range Adjustment may be appropriate in certain situations with the following 
considerations: 

• Should only be given for a significant increase to scope or responsibilities. It is rare that a 
significant increase in scope or responsibilities will not affect the Job Description, so 
Leaders should first determine whether the Employee is actually performing a different 
Job (either one that exists in the Job Catalog or a new Job that needs to be defined and 
added to the Job Catalog). 

• If moving the Employee to a new Job is not necessary, the Base Pay Rate increase should 
typically be between 3% and 7% of the Employee’s current Base Pay Rate. 

• The respective Leader may consult with the HRBP for further guidance. 

Base Pay Rate Adjustment for Movement within a Career Ladder (Internal Employees) 

• The University may establish Career Ladders for specific Jobs with review and approval 
by the Compensation Team. 

• For Jobs within a Career Ladder in which the Jobs are in different Pay Ranges, the 
Promotion and Demotion guidelines will be utilized.  

• For Jobs within a Career Ladder in which the Jobs are in the same Pay Range, Employee 
movement between levels in the Career Ladder (both up and down) will be governed by 
the Career Ladder design which will be documented in Appendix D: Compensation 
Practices located at the end of this document. These situations are not considered a 
Promotion or Demotion for salary administration purposes. 

Off-Cycle Pay Adjustments 

Base Pay Rate increases that are not one of the reasons in this section (Establishing Individual 
Employee Base Pay Rates) above or during the annual cycle described in the section Base Pay 
Rate Increases to Support Compensation Philosophy should be rare. An Off-Cycle Base Pay 
Adjustment is requested by utilizing the Off-Cycle Base Pay Adjustment Request Form. 

Divisional Officer Approval 

Base Pay Rates which are not consistent with the Guidelines in this section or which may create 

equity or compression will require review and approval of the appropriate Divisional Officer. 
  

https://www.wichita.edu/services/humanresources/Forms/Operations_Systems/Off-Cycle_Pay_Adj_Form.pdf
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Appendix A: Glossary of Terms 

• Base Pay Rate: An Employee’s rate of pay exclusive of any additional pay, such as 
overtime, shift differential, etc. 

• Career Ladder: A series of defined levels within a Job Family where the nature of the 
work is similar and the levels represent requirements for increased skill, knowledge and 
responsibility as an Employee moves throughout their career. 

• Demotion: Movement to a job at the University in a lower pay range or pay range with a 
lower midpoint. 

• Divisional Officer: For the purposes of these guidelines, Divisional Officers are the 
University President, Executive V.P. and Provost and V.P. Finance and Administration. 

• Employee: An individual who provides services to the University on a regular basis in 
exchange for compensation and receives a W-2 for such services. For purposes of this 
policy, Employee is limited to benefit-eligible, non-teaching Positions and excludes 
Employees in the Division of Industry and Defense Programs (IDP). 

• Exempt: A Position which is Exempt from the overtime provisions of the FLSA. Exempt 
Positions are paid on a “salary basis” within the meaning of the FLSA regulations. These 
Positions are typically managerial, supervisory, professional or administrative roles. 

• External Review: The comparison of a Job’s value relative to the “going market rates” of 
its competitors in the prevailing market outside of the University. 

• Fair Labor Standards Act (FLSA): A federal law which establishes minimum wage, 
overtime pay, recordkeeping, and youth employment standards affecting Employees in 
the private sector and in federal, state and local governments. 

• Green-Circled Rate: A Base Pay Rate which is below the Pay Range minimum for the Job. 

• Human Resources Business Partner (HRBP): A Human Resources professional who is 
assigned to specific areas of the University to assist Leaders with the business objectives 
of those areas. 

• Human Resources Compensation Team: The Human Resources team who is responsible 
for the development, implementation and maintenance of the market-based 
compensation program. 

• In-Range Adjustment: A Base Pay Rate increase due to an increase in the Job’s scope 
with no change in the Job’s Pay Range. 

• Internal Review: The internal comparison of a Job to other Jobs within the University to 
determine the appropriate Pay Range assignment. 

• Job: A general classification of the tasks, functions and requirements that an Employee is 
required to perform. A Job can have multiple Positions, but each Position can only be 
associated with one Job. 

• Job Architecture: The infrastructure or hierarchy of Jobs within the University.  

• Job Catalog: A library of Jobs available within the University.  

• Job Description: A written statement which lists the elements of a Job, such as summary 
of responsibilities, essential functions, minimum education, minimum experience, and 
required licensure and/or certifications. 
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• Job Evaluation: A review of a Job, both externally and internally, to determine the 
appropriate Pay Range assignment within the Salary Structure. 

• Job Family: A group of Jobs that are similar in the nature of work that they perform. 

• Job Levels: Levels within a particular Job or Job Family which are differentiated based on 
established criteria. Examples of Job Levels include, but may not be limited to, 
“assistant,” “coordinator,” “lead/supervisor,” and “manager”. Job Levels are referenced 
in Appendix B: Job Leveling Framework. 

• Leader: Individuals at the University who have Employees reporting to them, or 
Department Chairs/Director. 

• Lump Sum Payment: A payment made to Employees in lieu of an increase to the 
Employee’s Base Pay Rate. Lump Sum Payments are generally made to an Employee if a 
Base Pay Rate increase would cause the Base Pay Rate to exceed the Pay Range 
maximum.  

• Market Pricing: A Job Evaluation methodology which utilizes the duties of an internal Job 
to compare to similarly-situated Jobs in the external labor market.  

• Median (50th Percentile): A value which lies in the middle of a distribution. For Salary 
Survey purposes, the 50th Percentile is the Median/average rate being paid to Employees 
in a particular Job and is considered the “market rate” which is neither lagging nor 
leading the market. 

• Midpoint Differential: The percentage difference between the midpoint of one Pay 
Range and the midpoint of the next highest Pay Range in the Salary Structure. 

• Non-Exempt: A Job that is generally paid on an hourly basis and are subject to all FLSA 
minimum wage and overtime regulations. 

• Pay Range: The range of pay rates, from minimum to maximum, that is assigned to a 
group of Jobs that have similar pay rates in the market and is used as a basis for setting 
individual Employee Base Pay Rates. 

• Percentile: A measurement used to indicate the value below which the pay rates for a 
given percentage of incumbents are placed in the Salary Survey. For example, the 25th 
Percentile indicates that 25% of the incumbents in the Salary Survey for that survey 
scope are below or at that amount. 

• Position: A “placeholder” within the University which can exist with or without an 
Employee assigned to it. An Employee in a Position will also be assigned to a Job within 
the Job Catalog. A Job can have multiple Positions, but each Position can only be 
associated with one Job. 

• Promotion: Movement to a job at the University in a higher pay range or a pay range 
with a higher midpoint, based on increased responsibility, or which requires more 
advanced skills, education, or certification. 

• Red-Circled Rate: A Base Pay Rate which is above the Pay Range maximum for the Job. 

• Salary Structure: The hierarchy of Pay Ranges established within the University. 

• Salary Survey: Salary information collected by independent, third-party surveys, which 
provide aggregate salary data for Jobs in the same geographical, industry or other 
specific scope in which the University competes for labor. These surveys strictly adhere 



Revised October 15, 2024 15  

with safe harbor guidelines in order to avoid antitrust violations that may be viewed as 
price fixing. 

• Total Compensation: The complete pay package awarded to an Employee on an annual 
basis, including all forms of cash compensation, benefits, and in-kind payments. 

• Transfer: Movement to a job at the University in a similar pay range or a pay range with 
a similar midpoint. 

• Working Title: A title used to describe the function of the Position in even greater detail 
or more easily recognized terms in both internal and external communication 
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Appendix B: Job Leveling Framework 

A Job Leveling Framework is utilized in the establishment of Job Architecture to create consistent criteria for entry and movement 
through Job Levels of the University. The criteria in the Job Level Framework are those that will typically be reflected in each Job 
Level. Other criteria may be considered, such as Leadership, Hiring/Staffing, Performance and Corrective Action, Number of 
Employees Supervised, Education, Experience and Certifications. 

JOB GROUP: Business/Administrative Support Jobs 

Provide administrative and business support 

Job Level Criteria Assistant Coordinator Lead/Supervisor Manager 

Complexity 

• Performs 
standardized, on-
going duties and tasks 
with little choice 
regarding policies, 
procedures, materials 
or equipment. 

• Work and tasks are 
most often routine, 
structured and 
transactional in 
nature, often 
requiring physical 
labor; work requires 
minimal variance 
from guidelines and 
procedures. 

• Completes 
moderately complex 
assignments that 
require an ability to 
recognize the need to 
occasionally deviate 
from accepted 
practices. 

• Performs a variety of 
technical service / 
support duties that 
require specialized 
knowledge. 

• Works on problems 
of diverse scope and 
complexity ranging 
from moderate to 
substantial. 

• Assists senior staff in 
determining new 
methods and 
procedures. 

• Coordinates and 
provides input into 
work schedules; 
monitors schedule 
adherence and 
reports absences. 

• Leads moderately 
complex projects / 
activities on semi-
regular basis. 

• Provides day-to-
day leadership to 
functional support 
team(s). 

• Leads the 
resolution of the 
most complex and 
escalated technical 
issues; contributes 
to the 
development of 
work group 
improvements. 

• Works on complex, 
non-standardized 
and widely varied 
tasks or projects 
that require 
significant 

Revised October 15, 2024 
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JOB GROUP: Business/Administrative Support Jobs 

Provide administrative and business support 

Job Level Criteria Assistant Coordinator Lead/Supervisor Manager 

• Requires practical 
operating knowledge 
to perform job. 

• Top expert and 
functional mentor; 
possesses the most 
advanced 
administrative 
support knowledge of 
the job function / 
family and 
department. 

planning, 
evaluation and 
negotiation. 

• Ensures regulatory 
compliance. 

• Serves as a 
functional mentor. 

Decision Making 

• Requires minimal 
independent 
judgment. 

• Makes routine 
decisions regarding 
own work within 
defined parameters, 
often limited and 
confined to ongoing 
matters. 

• Errors may cause 
simple rework or 
correction to single 
task. 

• Makes routine and 
non-routine decisions 
with some latitude, 
but still subject to 
approval. 

• Exercises 
independent 
judgment on basic or 
moderately complex 
issues regarding job 
and related tasks. 

• Decisions may have 
moderate impact on 
a task or work 
process with lesser 
impact on the overall 

• Makes decisions 
regarding daily 
priorities for a work 
group; provides 
guidance to and/or 
assists staff on non-
routine or escalated 
issues. 

• Makes 
recommendations to 
Leaders on new 
processes, tools and 
techniques, or 
development of new 
products and 
services. 

• Manages a group 
of Employees, a 
program, or a 
department and 
provides 
recommendations 
to senior Leaders 
on areas of 
significance. 

• Uses independent 
judgment in 
managing day-to-
day support 
operations. 

• Negotiates and 
interprets conflicts 
and influences 
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JOB GROUP: Business/Administrative Support Jobs 

Provide administrative and business support 

Job Level Criteria Assistant Coordinator Lead/Supervisor Manager 

department, division 
or organization. 

• Errors have small or 
possibly incremental 
impact on 
department, division 
or organization.  

• Decisions have 
moderate impact on 
operations within a 
department, division 
or organization. 

outcomes on 
matters of 
significance. 

• Decisions have 
significant impact 
within the 
department, 
division or 
organization. 

Autonomy 

• Works under direct 
supervision and/or 
defined parameters. 

• Receives detailed 
direction and 
guidance on work. 

• Work typically 
reviewed. 

• Ensures timely and 
accurate 
performance of 
responsibilities for 
single area or group 
of closely related 
tasks. 

• Prioritizes basic tasks; 
priorities typically 

• Works independently 
under minimal 
supervision within 
established guidelines 
and procedures. 

• Ensures timely and 
accurate 
performance of 
responsibilities; 
produces quality 
results with work 
periodically reviewed. 

• Requires little 
instruction on day-to-
day work; majority of 
work is self-directed; 

• Works under minimal 
supervision, uses 
independent 
judgment requiring 
analysis of variable 
factors. 

• Regularly checks own 
work and the work of 
others. 

• Requires little 
instruction on day-to-
day work and general 
direction on more 
complex tasks and 
projects. 

• Collaborates with 
senior staff in the 

• Acts 
independently; 
performs 
escalated duties 
and provides 
technical guidance 
to team. 

• Assists senior 
Leaders with 
problem solving 
around 
reoccurring, 
systemic problems 
as well as unique 
challenges. 

• Regularly makes 
recommendations 
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JOB GROUP: Business/Administrative Support Jobs 

Provide administrative and business support 

Job Level Criteria Assistant Coordinator Lead/Supervisor Manager 

guided by standard 
practices or by 
others. 

• Elevates questions, 
problems and 
significant challenges 
to more senior staff 
for direction or 
subject matter 
expertise. 

receives instruction 
on new assignments. 

• Elevates questions, 
problems and 
significant challenges 
to more senior staff 
for direction or 
subject matter 
expertise on new or 
unprecedented 
assignments. 

development of 
methods, techniques, 
and analytical 
approach. 

• Works with team to 
lead resolution of 
day-to-day technical / 
procedural 
challenges; serves as 
resource to others in 
resolution of complex 
issues. 

for new support 
services 
procedures and 
leads 
implementation. 

• Competent to 
work at very high 
levels in multiple 
knowledge areas 
as an advanced 
subject matter 
expert. 

Interfaces With 

• Majority of contact is 
internal and/or 
customer service 
oriented. 

• Majority of contact is 
internal and/or 
customer service 
oriented. 

• Certain jobs may 
require frequent 
transactional 
interaction with 
external vendors or 
partners. 

• Contacts are both 
internal and external, 
often required to 
represent function 
for timely completion 
of tasks. 

• May involve 
coordination and 
collaboration 
between 
departments. 

• Contacts are both 
internal and 
external, often 
required to 
represent Leaders, 
solve escalated 
problems and 
negotiate 
outcomes. 

• Involved 
coordination and 
collaboration 
between 
departments 
and/or divisions. 
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JOB GROUP: Technicians/Skilled Trades/Paraprofessionals 

Accomplish work through a specialized knowledge or skills gained through a combination of vocational education, 
training, apprenticeship, and experience  

Job Level Criteria Assistant/Associate Technician Lead/Supervisor Manager 

Complexity 

• Completes 
standardized 
tasks that are 
guided by 
policies, 
procedures, 
guidelines, and 
precedent to 
provide ongoing 
function support. 

• Work and tasks 
are most often 
routine, 
structured and 
transactional in 
nature, requiring 
minimal variance 
from guidelines. 

• Completes 
moderately complex 
assignments that 
require an ability to 
recognize the need to 
occasionally deviate 
from accepted 
practice. 

• Works on mostly 
routine and 
transactional 
assignments, guided 
by policy, procedures, 
guidelines and 
precedent. 

• Works on problems of 
diverse scope and 
complexity ranging from 
moderate to substantial.  

• Assists senior staff in 
determining methods 
and procedures for new 
tasks. 

• Coordinates and 
provides input into work 
schedules; monitors 
schedule adherence and 
reports absences. 

• Top expert and 
functional mentor; 
possesses the most 
advanced knowledge of 
the job function and/or 
family and department. 

• Provides day-to-day 
leadership to 
functional support 
team(s). 

• Leads the resolution of 
the most complex and 
escalated technical 
issues; contributes to 
development of work 
group improvements. 

• Works on complex, 
non-standardized and 
widely varied tasks or 
projects that require 
significant planning, 
evaluation and 
negotiation. 

• Ensures regulatory 
compliance. 

Decision Making 

• Makes routine 
decisions 
regarding own 
work within 
defined 

• Makes decisions 
regarding own work; 
provides guidance to 
and/or assists staff in 
answering questions. 

• Makes decisions 
regarding daily priorities 
for work group; provides 
guidance to and/or 
assists staff on non-

• Manages a group of 
Employees, a program, 
or a department and 
provides 
recommendations to 
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JOB GROUP: Technicians/Skilled Trades/Paraprofessionals 

Accomplish work through a specialized knowledge or skills gained through a combination of vocational education, 
training, apprenticeship, and experience  

Job Level Criteria Assistant/Associate Technician Lead/Supervisor Manager 

parameters, 
often limited and 
confined to 
ongoing matters. 

• Decisions may 
have a minor 
impact to a work 
process. 

• Decisions may have 
moderate impact on a 
task or work process 
with a lesser impact 
on the overall 
department. 

routine or escalated 
issues. 

• Makes recommendations 
to Leaders on new 
processes, tools and 
techniques, or 
development of new 
products and services. 

• Decisions have a 
moderate impact on 
operations within a 
department. 

senior Leaders on 
areas of significance. 

• Uses independent 
judgment in managing 
day-to-day support 
operations. 

• Negotiates and 
interprets conflicts and 
influences outcomes 
on matters of 
significance. 

Autonomy 

• Works 
independently 
under minimal 
supervision 
within 
established 
guidelines and 
procedures. 

• Receives detailed 
direction and 
guidance on 
operational 
issues. 

• Works independently 
under minimal 
supervision within 
established guidelines 
and procedures. 

• Manages own 
schedule on a day-to-
day basis to ensure 
timely completion of 
tasks. 

• Requires little 
instruction on day-to-
day work; majority of 

• Works under minimal 
supervision, uses 
independent judgment 
requiring analysis of 
variable factors. 

• Regularly checks own 
work and the work of 
others. 

• Majority of work is self-
directed; receives 
instruction on new 
assignments. 

• Acts independently; 
performs escalated 
duties and provides 
technical guidance to 
team. 

• Assists senior Leaders 
with problem solving 
around reoccurring, 
systemic problems as 
well as unique 
challenges. 

• Regularly makes 
recommendations for 
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JOB GROUP: Technicians/Skilled Trades/Paraprofessionals 

Accomplish work through a specialized knowledge or skills gained through a combination of vocational education, 
training, apprenticeship, and experience  

Job Level Criteria Assistant/Associate Technician Lead/Supervisor Manager 

• Elevates 
questions, 
problems and 
significant 
challenges to 
more senior staff 
for direction or 
subject matter 
expertise. 

work is self-directed; 
receives instruction 
on new assignments. 

• Collaborates with senior 
staff in the development 
of methods, techniques 
and analytical approach. 

• Works with team to lead 
resolution of day-to-day 
technical and/or 
procedural challenges; 
serves as a resource to 
others in resolution of 
complex issues. 

new support services 
procedures and leads 
implementation. 

• Competent to work at 
a very high level in 
multiple knowledge 
areas as an advanced 
subject matter expert. 

Interfaces With 

• Majority of 
contact is internal 
and 
administrative 
oriented. 

• Certain jobs may 
require frequent 
transactional 
interaction with 
external vendors 
and partners. 

• Contacts are both 
internal and external, 
often required to 
represent function for 
timely completion of 
tasks. 

• Certain jobs may 
require frequent 
transactional 
interaction with 
external vendors and 
partners. 

• May involve 
coordination and 

• Contacts are both 
internal and external, 
often required to 
represent function for 
timely completion of 
tasks. 

• Certain jobs may require 
frequent transactional 
interaction with external 
vendors and partners. 

• May involve 
coordination and 
collaboration between 
departments. 

• Contacts are both 
internal and external, 
often required to 
represent Leaders, 
solve escalated 
problems, and 
negotiate outcomes. 

• Involves coordination 
and collaboration 
between departments 
or divisions.  
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JOB GROUP: Technicians/Skilled Trades/Paraprofessionals 

Accomplish work through a specialized knowledge or skills gained through a combination of vocational education, 
training, apprenticeship, and experience  

Job Level Criteria Assistant/Associate Technician Lead/Supervisor Manager 

collaboration between 
departments.  
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JOB GROUP: Business Professional 

Jobs of a professional nature, typically in an office environment which generally require a professional education  

Job Level 
Criteria 

Analyst Senior Analyst Specialist Lead/Supervisor Manager 

Complexity 

• Work 
assignments are 
often 
straightforward 
and of moderate 
complexity. 

• With direct 
guidance, 
responsible for 
working on basic 
assignments and 
projects. 

• Follows 
standard 
policies, 
techniques and 
practices. 

• Delivers 
information and 
collaborates on 
problems/issues 
within defined 
parameters. 

• Work 
assignments 
are varied and 
frequently 
require 
interpretation 
and 
independent 
determination 
of the 
appropriate 
course of 
action. 

• With general 
guidance, 
responsible 
for working 
projects and 
assignments 
of moderate 
complexity. 

• Regularly 
exercises 
independent 
judgment on 
matters of 

• Work 
assignments 
involve 
moderately 
complex to 
complex issues 
where the 
analysis of 
situations or data 
requires an in-
depth evaluation 
of variable 
factors. 

• With limited 
guidance, 
responsible for 
working on 
moderately 
complex 
assignments or 
projects. 

• Regularly 
exercises 
independent 
judgement on 
matters of 

• Works on 
problems of 
diverse scope and 
complexity 
ranging from 
moderate to 
substantial. 

• Assists senior 
professionals in 
determining 
methods and 
procedures for 
new tasks. 

• Leads basic or 
moderately 
complex projects 
and activities on a 
semi-regular 
basis. 

• Provides day-to-
day leadership to 
function team(s). 

• Coordinates 
activities by 
scheduling work 
assignments, 
setting priorities, 
and directing the 
work of the staff. 

• Partners with 
Director in 
managing 
strategic direction 
for a group. 

• Highly skilled with 
broad, advanced 
technical 
experience 
preferred. 

• Works on basic 
and complex, 
non-standardized 
and widely varied 
tasks or projects 
that require 
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JOB GROUP: Business Professional 

Jobs of a professional nature, typically in an office environment which generally require a professional education  

Job Level 
Criteria 

Analyst Senior Analyst Specialist Lead/Supervisor Manager 

significance 
within 
defined 
procedures to 
determine 
appropriate 
actions or 
approaches. 

significance 
including making 
recommendations 
to Leaders. 

significant 
planning, 
evaluation and 
negotiation. 

• Devises new 
methods and 
procedures using 
strong analytic 
and inductive 
thinking. 

Decision 
Making 

• Understands 
professional 
concepts and 
standards of 
own work area, 
regulations, 
strategies, and 
operating 
standards. 

• Makes decisions 
regarding their 
own work, 
approach and 
priorities. 

• Decisions are 
made within 

• Understands 
department, 
division and 
organization 
strategy and 
operating 
objectives, 
including their 
linkages to 
related areas. 

• Makes 
decisions 
regarding 
own work 
methods, 
occasionally 

• Begins to 
influence 
department’s 
strategy. 

• Makes decisions 
on moderately 
complex to 
complex issues 
regarding 
technical 
approach for 
project 
components and 
completion of 
own tasks and 
responsibilities of 

• Exercises 
independent 
judgment on 
basic or 
moderately 
complex issues 
regarding job and 
related tasks. 

• Makes 
recommendations 
to Leaders on 
new processes, 
tools and 
techniques, or 
development of 

• Manages one or 
more areas, 
programs or 
departments and 
provides 
recommendations 
to senior Leaders 
on matters of 
significance. 

• Uses independent 
judgment in 
managing day-to-
day operations. 

• Negotiates and 
interprets 
conflicts and 
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JOB GROUP: Business Professional 

Jobs of a professional nature, typically in an office environment which generally require a professional education  

Job Level 
Criteria 

Analyst Senior Analyst Specialist Lead/Supervisor Manager 

documented 
parameters and 
instruction 
around 
professional 
guidelines and 
compliance 
requirements. 

• Seeks out new 
assignments to 
learn and 
develop. 

• Regularly 
contributes 
useful ideas for 
own work 
area/team 
within defined 
parameters. 

in ambiguous 
situations. 

• Decisions may 
be guided by 
precedent, 
previous 
experience, 
and known 
professional 
guidelines and 
compliance 
requirements. 
Often 
required to 
interpret 
policies, 
standards, 
requirements 
and 
approaches to 
meet work 
objectives. 

• Identifies 
potential 
technical or 

substantial 
complexity. 

• Often operates in 
ambiguous 
situations. 

• Identifies areas 
for possible 
improvements 
and proactively 
addresses 
problems within 
scope of 
responsibility. 

• Regularly makes 
recommendations 
on new 
processes, tools 
and services that 
can impact 
multiple projects 
and other 
functions. 

new products and 
services. 

• Makes decisions 
regarding daily 
priorities for a 
work group; 
provides guidance 
to and/or assists 
staff on non-
routine or 
escalated issues. 

• Decisions have a 
moderate impact 
on operations 
within a 
department. 

influences 
outcomes on 
matters of 
significance. 

• Decisions have a 
significant impact 
on operations 
within a 
department. 
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JOB GROUP: Business Professional 

Jobs of a professional nature, typically in an office environment which generally require a professional education  

Job Level 
Criteria 

Analyst Senior Analyst Specialist Lead/Supervisor Manager 

business 
issues. 

Autonomy 

• Follows 
direction. Work 
is closely 
managed and 
often guided by 
precedent 
and/or 
documented 
procedures, 
regulations, or 
professional 
standards with 
some 
interpretation. 

• Typically 
receives 
detailed 
instructions on 
work, approach 
and priorities. 

• Work approach 
may be 
reviewed with 
Leaders. 

• Requires 
minimal 
direction. 
Seeks 
guidance 
where 
needed. 
Follows 
established 
guidelines and 
procedures. 

• Normally 
receives 
general 
instructions 
on routine 
work, detailed 
instructions 
on new 
projects or 
assignments. 

• Work may be 
periodically 
reviewed for 

• Work is 
performed 
without direction. 
Exercises 
considerable 
latitude in 
determining 
objectives and 
approaches to 
assignments. 

• Normally receives 
little instruction 
on day-to-day 
work, general 
instructions on 
new assignments. 
Often determines 
methods and 
approaches to 
work or projects 
and establishes 
own work 
priorities and 
timelines. 

• Works under 
minimal 
supervision, uses 
independent 
judgment 
requiring analysis 
of variable 
factors. 

• Requires little 
instruction on 
day-to-day work 
and general 
direction on more 
complex tasks 
and projects. 

• Collaborates with 
senior 
professionals in 
the development 
of methods, 
techniques and 
analytical 
approach. 

• Works with 
minimal 
supervision, 
receives periodic 
coaching, advice 
and feedback 
from Leaders.  

• Assists senior 
Leaders with 
setting strategic 
direction for key 
work products, 
research areas, 
programs and/or 
services. 

• Competent to 
work at very high 
levels in multiple 
knowledge areas 
as an advanced 
subject matter 
expert. 
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JOB GROUP: Business Professional 

Jobs of a professional nature, typically in an office environment which generally require a professional education  

Job Level 
Criteria 

Analyst Senior Analyst Specialist Lead/Supervisor Manager 

• May provide 
technical 
guidance and 
direction to 
support staff, 
contractors 
and/or vendors. 

accuracy and 
adequacy. 

• May be 
assigned to an 
ongoing 
process or 
short-term 
business, 
scientific, or 
information 
technology 
project(s). 

• Work is evaluated 
upon completion 
to ensure that 
results and 
objectives have 
been met. 

Interfaces With 

• Majority of 
contact is within 
own function or 
family, or 
customer 
service oriented. 

• Majority of 
contact is 
within own 
function or 
family, or 
customer 
service 
oriented. 

• Majority of 
contact is within 
own function or 
family, may 
collaborate with 
peer level 
professionals 
outside of own 
function, family 
or organization. 

• Majority of 
contact is within 
own function or 
family, may 
collaborate with 
other varied 
professionals 
outside of own 
function, family 
or organization. 

• Regularly 
collaborates work 
with senior 
professionals, and 
others outside of 
own function or 
organization. 
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Leadership Levels 

Level Scope Organizational Impact 

Director 

Manages a department or unit of a department 
which may include teams lead by Managers and/or 
Supervisors 

• Recommends operational plans and strategies 
that will directly impact the achievement of 
overall department or unit results. 

• Directs the execution of strategies established by 
senior Leaders. 

• Establishes operational plans for area with short 
to mid-term impact on results. 

• Work requires a high degree of responsibility for 
resources, and frequently influences business 
decisions made by senior Leaders. 

Executive Director 

Manages multiple departments or a department 
which includes multiple teams led by Directors 
and/or Managers 

• Owns and develops the most critical strategic and 
operational goals for the department(s).  

• Directs activities that have substantial impact on 
the achievement of results for the area.  

• Develops strategies to achieve results for the area 
and has major impact on the results of the area.  

• Significant authority for developing and 
implementing new processes, policies, standards 
or operating plans in support of strategy. 

Assistant Vice President 
Oversees and directs multiple departments within a 
unit. Reports to a Vice President or Associate Vice 
President.  

• Implements policy and procedures for their area 
through Directors. 

Associate Vice President 

Oversees and directs a unit. Reports to a Vice 
President.  

• Implements policy, programs and directives of the 
University through Assistant Vice Presidents and 
Directors. 

Vice President 

Directs or has accountability for a division, large 
unit or a significant scope that has a strategic 
impact within the University. Reports to a Vice 
President or the President.  

• Creates policy and strategy. Provides overall 
direction for the University, within the boundaries 
set by the President and Board of Regents.  
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Appendix C: Working Title Guidelines 

The University’s market-based compensation (MBC) program provides Job Catalog titles that 
are descriptive of the work performed. However, there are a few instances when a different 
title would better serve the department’s operational interests. In these instances, a Working 
Title may be used to describe the function of the Position in even greater detail or more easily 
recognized terms in both internal and external communications. 

A Working Title can be used in situations in which it is necessary to more clearly or precisely 
describe the function, responsibilities or scope of an individual Job assignment, and thereby 
provide a more immediate understanding of the Job in business communications. Departments 
may use Working Titles to differentiate between similar roles or to distinguish between similar 
specialties within a Job. The Working Title should use those terms that are most easily 
recognized and understood by internal and external groups.  

Working Titles have no impact on wages, benefits or working conditions. 

Determining the Need for a Working Title 

In determining the need for a Working Title, the Leader should consider the following: 

• Whether the University Job Catalog title adequately describes the function of the Job 
assignment based on industry standard or for professional business communications 
inside and/or outside the University 

• Whether there are other terms that would more specifically and accurately describe the 
function of the Job assignment, and provide more immediate recognition 

• Whether a Working Title would provide a more accurate and recognizable understanding 
of the relationship between Jobs and/or functions within a department or organization 

Working Title Criteria 

A Working Title Should: 

• Add clarity to the University’s Job Catalog title in describing the individual role for such 
things as: 

o Searches and job postings 
o Business correspondence, both internal and external to the University 
o The public University directory 

• Provide a more specific description of the function or work performed to better facilitate 
business communications 

• Be consistent with professional/industry practice 

• Be consistent with other Working Titles within a Job Family and/or department 

A Working Title Should Not: 

• Use an existing Job Catalog title as a Working Title for a different Job in the Catalog.  

• Imply a status or authority level beyond that which the person holds.  

• The “level” of the Working Title should be consistent with the “level” of the Job. For 
example, a Coordinator Job should have a Coordinator Working Title. 
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• Using “inflated” Working Titles may blur lines of responsibility and lead staff to take on 
responsibilities that are not appropriate to their Positions (and for which they may not 
be paid appropriately) or, conversely, they can confuse staff as to who is the appropriate 
supervisor or administrator.  

• In some cases, it may be appropriate for a Manager Job to have an Assistant Director or 
an Associate Director Working Title as these titles imply the same “level”. 

• Use a distinction of Position level, such as Senior, unless it is included in the Job Catalog 
title. 

• Use any title that includes the words Vice President, Provost, Dean, Officer, Director; or 
other titled Positions that are recognized as institutional officers, e.g. University 
Secretary or University Treasurer.  

Review Process 
The Working Title Request form can be found on the HR Forms Index. The Working Titles must 
be approved prior to use.   
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Appendix D: Job Families 

Job Family  Sub-Job Family  
Student Support Services Health Services 

Advising / Programming / Counseling / 
Career Support 

Residence Life 

Recruitment / Enrollment 
Management 

Student Affairs 

Sports and Recreation Athletics 

Campus Recreation 

Business Operations Finance 

Human Resources 

Planning and Analysis 

Communications and Marketing 

Legal and Compliance 

Information Technology 

Facilities Planning 

Administrative Support   

Campus Operations and Services Crafts and Trades 

Facilities Services 

Safety and Security 

Early Childhood Education 

Postal Services 

Storeroom / Printing 

Community Outreach Public Broadcasting 

Community Institutes and Services 

Faculty   

Arts & Museums Library 

Museum 

Fine Arts 

Research 
 

Management Executives 

Directors 

Managers 
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Appendix E: Market Pricing Methodology 

This is an internal document to be utilized by the Compensation Team in the Market Pricing of 
Jobs. All functions referenced in this document will be performed by the Compensation Team.  

Data Sources 

Market Pricing is accomplished by collecting data from published independent, third-party 
Salary Survey sources. The University is currently utilizing four (4) primary data sources: 

• College and University Professionals Association (CUPA) contains four (4) modules 
1. Administrators in Higher Education 
2. Faculty in Higher Education 
3. Professionals in Higher Education 
4. Staff in Higher Education 

• Willis Towers Watson (WTW) General Industry Middle Management, Professional and 
Support contains ten (10) modules 

5. Office and Business Support 
6. Professional – Administrative and Sales 
7. Professional – Technical and Operations 
8. Supervisory and Middle Management 
9. Technical Support and Production 
10. Accounting and Finance 
11. Engineering, Design and Technical Specialty 
12. Human Resources 
13. Information Technology 
14. Sales, Marketing and Communications  

• Willis Towers Watson (WTW) General Industry Executive 

• PayFactors Market Data 

Survey Job Matching 

The current Job Description summary and essential functions will be used to match Jobs to 
Survey data. 

Number of Matches 

It is ideal to have at least two (2) Survey job matches for each Job. Having multiple sources 
provides a larger sample, gives more confidence in the data and will smooth out any anomalies 
that may exist in the data. If two (2) job matches are not available, a comment will be entered 
in the Market Pricing tool. 

Quality of Matches 

It is expected that a Survey job match will be at least a 70-80% match for the internal Job. 
Ideally, Survey matches will be 80% or greater match. It is better to have at least one (1) good 
match than to also have a second match that is not a good match. 

Consideration will be given to the following factors to ensure the integrity and quality of 
matches:  

• Number of incumbents in a Survey match.  
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• A Survey match with fewer incumbents can be skewed if one or more of the incumbents 
is paid exceptionally high or low due to an internal factor.  

• Large variances between highest and lowest salary data 

• If the salary data for a Survey job match differs from the other job matches by more than 
15%, it may be appropriate to remove the match causing the variance and look for 
another match.  

• Organizational structure hierarchy 

• If there is an organizational structure hierarchy for a group of Jobs, each Job should be 
appropriately matched to the Survey job and multiple Jobs should not be matched to the 
same Survey job. 

A Survey job may not be a good Market Pricing match due to one of the factors noted, but still 
be a good match for Survey participation. In these cases, the match will be weighted to 0% for 
the current Market Pricing year. This is done to avoid including data that may be 
inappropriately skewed due to one (1) or more variables. Weighting it to 0% will remove it from 
the Market Pricing calculations, but it will remain as a Survey match for Survey participation 
and consideration in future Market Pricing years.  

Data Comparison Groups 

It is important to understand the competitive labor market (i.e., geography, industry, size, etc.) 
within which a Job competes. Data Comparison Groups can be found in Appendix F: Data 
Comparison Groups 

Job Levels 

To ensure consistent mapping of organization Job Levels to Survey levels, refer to the Survey 
Leveling Guide within applicable Survey, as needed. 

Weighting of Survey Matches  

The most common approach is to weight each job match equally. Weighting of Survey sources 
may be appropriate in certain situations, but should be the exception and always include a 
detailed explanation of the rationale for the weighting in the Market Pricing tool. If a Job is 
matched to more than one comparison group from the same Survey source, weighting should 
be applied so that the one Survey source does not carry more weight than the other source(s).  

• For example, if a Job is matched to two (2) comparison groups from one (1) Survey and 
one (1) comparison group from another Survey. The two (2) comparison groups from the 
same Survey should each be weighted 50%. 

• Hybrid Jobs, as described below, may have responsibilities or skill sets associated with 
more than one (1) Survey job so weighting may be applied, as appropriate. 

• Local or regional comparison groups may be weighted to give them more consideration. 

• If the most specific comparison group has a low number of participating organizations or 
incumbents, it may be appropriate to select the next higher level available and weight. 

Hybrid Jobs 

For Jobs in which two Jobs have been permanently combined to create a hybrid Job for a 
particular department or division, it may be appropriate to utilize an alternate Market Pricing 
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methodology. This should not be utilized for situations in which an Employee is assuming 
additional duties on an interim basis. 

• Blending Method: This method works well for situations in which both Jobs are 
Benchmark Jobs or for which Survey data is available and the Jobs have been combined 
on an equally proportionate basis. To blend, each of the unique Jobs would be Market 
Priced separately then the market data would be blended to create a composite using 
the appropriate weighting. For example, one of the Jobs may be weighted 40% and the 
other weighted 60% or both may be weighted 50%. 

• Highest Level Role Method: This method works well for situations in which one of the 
Jobs is more dominant than the other Job. For example, if there is primary Job which is a 
higher level then it may be appropriate to Market Price the hybrid Job using the Survey 
data for the higher Job Level only.  

Adjustments to Market Data 

There may be situations in which a premium or discount may be applied to the market data, 
but it should be the exception and always include a detailed explanation of the rationale for the 
adjustment in the Market Pricing tool.  

• Adjustments to Market Data should never reflect an individual Employee’s performance 
or skills.  

• It may be appropriate to apply an adjustment to the Survey data if the Survey does not 
have a match for the level of responsibilities reflected in the University Job Description.  

• If there are no matches found for a specific Job Level, it may be necessary to use a match 
not to exceed one level above or below the Job that is being Market Priced and apply an 
adjustment to reflect the appropriate level. For example: 

• Hierarchical: The University Job is supervisor level and the Survey job match is manager 
level or vice versa. 

• Licensure/Certification: The University Job requires certification and the Survey job 
match does not or vice versa. 

• Education: The University Job requires Bachelor’s degree and the Survey job match 
requires a Master’s degree or vice versa. 

Adjustments should be greater than 5% and less than 20%. If an adjustment is applied, the Job 
will not be considered a match for Survey participation purposes and the “Exclude from 
participation” box should be checked.  

The following grid should be taken into consideration when applying premiums or discounts: 

Level of 
Adjustment 

Adjustment Rationale 

(+/-) 5% to 10% To reflect:  

• Differences between Staff and Lead levels 

• Differences in educational and/or certification requirements 

• Requirement of specialized skill not included in Job summary 

• Additional responsibility over one (1) major unrelated functional 
area or department 

(+/-) 10% to 15% To reflect:  
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• Differences between Lead and Supervisor, Supervisor and 
Manager, or Director and Executive Director levels 

• University-wide scope 

• Complexity of the role due to the operating model  

(+/-) 15% to 20% To reflect:  

• Differences between Manager and Director levels 

• Additional responsibility over two (2) or more unrelated 
functional areas or departments 

• Any combination of two (2) of the previously defined 
adjustments 

Data Aging 

Each survey has an effective date; therefore, all data must be aged to a common date, utilizing 
a prorated percentage of the average pay increases for the appropriate market.  

The University will utilize a lead-lag strategy which is a commonly used approach in which the 
data will lead the market for the first six (6) months of the fiscal year and will lag the market for 
the last six (6) months of the fiscal year. For this reason, the University’s Data Aging effective 
date will always be January 1 of the following year. For example, for FY21 the Data Aging 
effective date is January 1, 2021. 

The Data Aging factor will be reviewed annually and updated as appropriate. The University will 
utilize the most recent PayFactors Salary Budget Survey in order to determine the most 
appropriate Data Aging factor.  

Market Median  

Once Jobs are matched to Survey jobs and all data adjustments are completed, the market 
Median or “market value” is calculated based on the average of the Survey data. The Pay Range 
is assigned based on the Pay Range midpoint which most closely approximates the market 
Median. If the market value falls almost equally between two Pay Ranges, Internal Consistency 
with similar Jobs should be taken into consideration.  

Non-Benchmark Jobs 

It is expected that not every Job will be Market Priced. In these situations, a “Slotting” 
Methodology will be applied. This methodology considers the Job responsibilities, 
qualifications, and skills required to perform the internal Job and compares to other internal 
Jobs with similar responsibilities, qualifications, and skills in order to place within the Salary 
Structure.  
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Appendix F: Data Comparison Groups 

Job Family  
Sub-Family 

Industry 
Survey 

Location Industry  
Org Structure  

Size 

Administrative 
Support 

CUPA Midwest Public Expenses >$252M 
WTW MMPS Kansas All Orgs Revenue $500M - $1B 

PayFactors -
Local 

Wichita, KS All Orgs Revenue $500M - $1B 

Arts and 
Museums 

CUPA Midwest Public Expenses >$252M 

WTW MMPS Kansas All Orgs Revenue $500M - $1B 
PayFactors -
Local 

Wichita, KS All Orgs Revenue $500M - $1B 

Business 
Operations 

CUPA Midwest Public Expenses >$252M 

WTW MMPS Kansas All Orgs Revenue $500M - $1B 

PayFactors -
Local 

Wichita, KS All Orgs Revenue $500M - $1B 

Campus 
Operations and 
Services 

CUPA Midwest Public Expenses >$252M 
WTW MMPS Kansas All Orgs Revenue $500M - $1B 

PayFactors -
Local 

Wichita, KS All Orgs Revenue $500M - $1B 

Community 
Outreach 

CUPA Midwest Public Expenses >$252M 

WTW MMPS Kansas All Orgs Revenue $500M - $1B 
PayFactors -
Local 

Wichita, KS All Orgs Revenue $500M - $1B 

Faculty CUPA National 4-year, public 
universities 

Expenses >$252M 

Management - 
Manager 

CUPA Midwest Public Expenses >$252M 
WTW MMPS Kansas All Orgs Revenue $500M - $1B 

Management -
Director 

CUPA Midwest Public Expenses >$252M 

WTW     

Management – 
Executive 

CUPA National 4-year, public 
universities 

Expenses >$252M 

WTW Exec Kansas All Orgs Revenue $500M - $1B 

Research CUPA Midwest Public Expenses >$252M 
WTW MMPS Kansas All Orgs Revenue $500M - $1B 

PayFactors -
Local 

Wichita, KS All Orgs Revenue $500M - $1B 

Sports and 
Recreation 

CUPA Midwest Public Expenses >$252M 

Student 
Support 
Services 

CUPA Midwest Public Expenses >$252M 

WTW MMPS Kansas All Orgs Revenue $500M - $1B 

PayFactors – 
Local 

Wichita, KS All Orgs Revenue $500M - $1B 
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Appendix G: Pay Practices 

Base Pay Rates 
The following base pay rates have been established as the starting pay rate for a 
candidate with no experience beyond the minimum qualification required for the job. 
 
University Police Officer (CS404)      $22.80/hour 
 
Related Experience 
The following experience has been established to be a related field for the following 
jobs: 
 
University Police Officer (CS404) 
University Police Detective (CS403) 
University Police Sergeant (CS406) 
University Police Captain (MA003) 
University Police Chief (MA200) 
 

• 50% credit for experience in related supervisory role; any non-law enforcement first-
responder (Fire, EMS/EMT), any US Military Service, service as a corrections 
officer, or other certified security related position 

• 25% credit for experience in related supervisory role; any non-law enforcement first-
responder (Fire, EMS/EMT), any US Military Service, service as a corrections 
officer, or other certified security related position 

 
Interim Pay 
Interim Pay is defined as additional compensation given on a temporary basis to an 
employee who is temporarily being assigned to a job in a higher Pay Range or assigned 
to a long-term project which is not customarily assigned to the job or expected to be a 
regular assignment. There are rare occasions where interim pay may be granted to 
employees for assuming a role of significantly higher level of responsibility or scope within 
the same Pay Range (see In-Range Adjustment section). 

• Interim pay should typically be for a period of 6-12 months.  Only in unusual 
circumstances would it continue beyond 12 months. 

• Interim pay typically ranges from 5-15% of the employee’s base pay rate and 
should be no more than the equivalent amount of the increase that would have 
been given if the role was to become permanent.  The interim pay amount will be 
calculated on a case-by-case basis in consultation with the HRBP and respective 
leadership. 

• Interim pay is paid each pay period as additional compensation, and not added to 
the employee’s base pay rate. 

• Interim pay is temporary and may be modified or discontinued at any time at the 
discretion of respective leadership. 
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