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CHANGES TO POSITIONS    1.3.2 
 
 
B. RECLASSIFICATION 
Should  the  HR/Risk  Management  Director  determine  that  the  job  duties  of  a  position  in  
the competitive service have materially changed at the direction of the City, and not because the 
employee voluntarily assumed or declined duties, the HR/Risk Management Director, in his/her 
discretion, may reassign the position to another classification. 

 
Upon receipt of the request for reclassification, the Office of Human Resources will review 
the request and determine if a classification study is warranted.  The following criteria are 
generally applied in determining whether or not reclassification is warranted: 

 
• Clear evidence of working out of classification on a full time basis for a minimum of 

nine months; 
• The change in duties performed or the knowledge, skills, and abilities required must be 

clearly above the highest level required in the employee’s current classification; 
• The change in duties must not be temporary or transitional; 
• The Department Head or designee must have assigned the change in duties; 
• The employee must meet the minimum qualifications of the higher level position 

including any required licenses/certificates, experience, and educational requirements; 
• An assignment of additional duties that are similar in scope to those duties already within 

the classification would not constitute a reclassification; 
• Workload issues are not indicative of a reclassification; 
• The personal qualities or performance of an employee occupying a position shall not be 

a criterion for reclassification. 
 

In the case of an upward reclassification, an employee may be reclassified without competitive 
exam if the HR/Risk Management Director determines that the employee has met the minimum 
qualifications of the new classification and has performed the duties of the reclassified position for 
a minimum  period  of  nine  (9)  months  and  is  expected  to  continue  performing  the  duties.    
The employee shall be placed at the closest step within the new salary range that would provide a 
minimum of a 5% increase.   Reclassification shall not be used for the purpose of avoiding the 
competitive selection processes.  Employees may submit a request for reclassification no more 
than once a year. 

 
The employee’s salary evaluation date shall not change and there will be no new probationary 
period as a result of a reclassification. 

 


