Company___________________

Consultant___________________________

Title____________________________
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Position Classification Worksheet

Position Title
__________________________
Date __________________

Employee’s Name______________________
Dept.__________________

Employee’s work location (city) ____________________________________

Current hourly/annual salary________________________

Supervisor’s Name and Title________________________________________

Circle Current Classification:  
 Exempt

Non-exempt
1. Ensure employee has reviewed  Position Description (PD) prior to meeting

Any major duties missing from PD?

Any duties to be deleted?

Ask questions to clarify duties

2. Ask for examples of the use of independent judgment and  discretion in the employee’s position.

3. Does the employee supervise any other employees?  Yes
No

If yes, how much time in the average week is spent on supervisor duties?    ______% per week.
Describe the type of supervisory duties


Name


Title


FT or PT
4. Review all items on PD and note percentage of time spent on each in an average week.
(     Ask employee for the top 3 duties on the PD

Total percentage of time spent on these 3 duties?   ____%

Any other duties the employee wishes to add?

Consultant’s worksheet

· Duties confirmed with supervisor afterward

Consultant recommendation:

(    Exempt under ___________________ Classification

Reason for exemption:

(     Non-exempt Classification

Reason for Non exempt status

· Reviewed with legal counsel
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