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Manager informs HR 
of intent to staff � 
position description 
(PD) updated 

 
1. No substantive 

changes 
2. PD in SAP                                                         

  

 
HRC reviews 
PD* 
 

HRC advises Mgr to 
prepare classification 
request and provides 
assistance as required 

Comp Services 
informs Dept /HR of 
classification decision 
 

Classification request 
sent to Comp Services 
for review 

Comp Services 
conducts classification 
review 
 

Dept proceeds with 
advertisement 

 

NO 

YES 

*Among other things, the HRC reviews for: 
- Compliance (format, qualifications are bona fide) 
- No substantive changes to duties and responsibilities 

since last reviewed 
- PD last reviewed is entered in SAP 

1.   PRE-ADVERTISEMENT 
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Classification 
is appropriate 

Comp Services 
discusses with 
HR 

Comp Services 
informs Dept/HR of 
class decision 

HR suspends 
advertisement 

Comp Services 
conducts classification 
review 

HR continues with 
advertisement or  
re-advertises with 

correct class 
 YES 

NO 

Comp Services 
alerted to issue with 
advertisement 

Advertisement 
published 

 

Comp Services 
discusses concerns 
with HR and reviews 
relevant information 
to verify 
classification 
 

2. POST-ADVERTISEMENT 


