The University of North Carolina at Pembroke

CAREER BANDING SALARY RECOMMENDATION

WORKSHEET
	Employee/Candidate Name:       
	Position #:       

	Banner I.D. #:      
	Department/Division:       

	Current Banded Class:      
	Current Competency Level:      

	Advertised Salary Range:      
	Financial Manager:                              ext #:       


I. TYPE OF ACTION:  (Check applicable action and complete justification for action type)  

  Recruitment Action:  (Check Applicable Action)

	
	New Hire
	
	Promotion
	
	Transfer
	
	Reassignment
	
	Grade-Band Transfer


Classification and Compensation Action:  (Attach an updated competency assessment, work plan and job description) http://www.uncp.edu/hr/forms/
	
	Reallocation


Career Progression Justification: (Check Applicable Action(s) and attach an updated competency assessment, work plan and job description)
	
	Skills Change 

	
	Comp Level Change - Contributing to Journey           Journey to Advanced       

	
	Labor Market


Other Personnel Action(s):  (Check Applicable Action)
	
	Retention - (Attach supporting documents per CB Salary Administration and Compensation Philosophy Policy)  http://www.uncp.edu/ba/policies/hr/hr0805.htm 

	
	Demotion: 

	
	Temporary Increase for Additional Duties:  

Begin Date:               End Date:          

	
	Other: 


II.
JUSTIFICATION FOR SALARY: (Provide descriptive information sufficient to support salary    

       recommendation below) 
	


III.   SALARY RECOMMENDATION: (REQUIRED)
	Current Salary
	% Change
	New Salary
	Funding Source
(Account Number(s))
	Proposed Effective Date

	$ MERGEFIELD "Current_Salary" 
	 MERGEFIELD "change" 
	$ MERGEFIELD "proposed_PARTIAL" 
	
	


Pay Factors:

Financial Resources – The amount of funding (budget) that a Financial Manager has available when making compensation decisions based on business need.

Appropriate Market Rate - The market rate applicable to the competencies required in the position to meet stated business needs and demonstrated by the employee as determined by the manager.

Internal Pay Alignment - The appropriate alignment of salaries among employees, who demonstrate similar, required competencies in the same banded class (job) within the university.
Required Competencies - The competencies and associated levels that are required based on organizational business need. Consideration is given to: minimum qualifications for the position; knowledge, skills, abilities, and competencies required in the position; related education and experience requirements; duties and responsibilities (job scope); and training, certifications, and licenses required in the position.

CERTIFICATION: I have used the Pay Factors above to evaluate and justify this salary recommendation: 

Financial Manager Signature: _____________________________________ 
Date: _________________ 

Department Head/Director: _______________________________________
Date: _________________ 

Vice Chancellor Approval: ________________________________________
Date: _________________ 

Human Resources Approval: ______________________________________
Date: _________________

HUMAN RESOURCES USE ONLY 



Definitions: 
Career Progression Adjustment (in same position): A salary adjustment within the salary range of the banded class to which an employee is assigned.  A career progression adjustment may be granted in conjunction with demonstrated competencies or as justified through labor market.  Probationary employees are not eligible for Career Progression Adjustment increases.  Employees with active warnings/disciplinary actions or with overall below good or unsatisfactory performance ratings are not eligible for a career progression adjustment based on competency assessment. 
Competencies: Set of knowledge, skills and abilities that employee needs to successfully do his/her job. 

Demotion: Change in employee status due to a disciplinary action as resulting in employee movement from one banded class to another with a lower journey market rate, or reduction in salary within the same class.

Journey Competencies: Fully acquired knowledge, skills, and abilities demonstrated on the jobs that are beyond the contributing competencies.

Journey Market Rate: The average salary of competitors in the relevant labor market for a banded class as determined by comparisons of benchmark jobs.

Market Reference Rate: A market reference rate determined by comparing benchmark jobs to relevant local, state, or national market data that allows geographical market flexibility in establishing appropriate market relationships.

Pay Band: A broad pay range approved for use with the career banding program as determined by the Office of State Personnel. These bands will include contributing, journey, and advanced levels for each job family.

Pay Range: The actual range of pay (minimum to maximum) assigned to a band.

Position Competency Level: The position is established at a contributing, journey, or advanced competency level.  The overall evaluation of the employee’s competencies will be at the same or lower competency level as the position competency level.  The employee’s overall competency level would not be at a higher level than the position since the employee is assessed based on the position competencies.  
Promotion: Movement from one position to another with the same banded classification with a higher competency level or employee movement from one position to another with a different banded classification with a higher journey market rate.
Reallocation: Employee or position is moved from one banded classification to another banded classification.  Salary is determined through application of all Pay Factors.

Reassignment: Employee is moved, due to organizational needs or employee/employer agreement, from one position to another with the same banded classification, with a lower competency level or from one position to another with a different banded classification, with a lower journey market rate.  If employee’s current salary exceeds appropriate rate based on pay factor analysis and reassignment is not by employee choice (ex. reduction in force when position is abolished due to funding), salary may be maintained, except the salary may not exceed the maximum of the banded class salary range.  If reassignment is initiated by employee choice, the option to maintain salary above appropriate rate based on pay factors is not applicable.  Salary reduction will be evaluated based on review of internal equity.

Schematic Code:	___________________		Salary Grade Equivalent: __________________


Advertised Salary Range: __________________


Competency Level      : __________________ (C, J, A)
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