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December 7, 2016 
 
Luther Wynder 
Executive Director  
Minnesota Valley Transit Authority   VIA EMAIL 
 
Re: Classification and Compensation Study for the Minnesota Valley Transit Authority 
 
Dear Mr. Wynder: 
 
As requested by the Minnesota Valley Transit Authority (MVTA), we are pleased to submit this 
Classification and Compensation Study Report on the classification and compensation study we 
conducted for MVTA. 
 
This study identifies findings and makes recommendations related to classification and 
compensation for MVTA employees. A proposed job evaluation system and base pay structure 
are provided in the study based on the analysis conducted throughout the study. 
 
More specifically, Flaherty & Hood, P.A. analyzed results from the following processes 
conducted as part of the classification and compensation study: 
 

 Job Analysis 
 Job Evaluation 
 Market Survey 
 Creating the Base Pay Structure 

 
Thank you for retaining Flaherty & Hood, P.A. to assist the MVTA in completing this requested 
classification and compensation study.  We have enjoyed the opportunity to work with the 
MVTA staff on this matter.  
 
Please contact us at (651) 225-8840 or via email at clloncar@flaherty-hood.com if you have any 
further questions related to this study. 
 
Very truly yours, 
FLAHERTY & HOOD, P.A. 

 
Carol L. Loncar, MAOL, SPHR 
Human Resources Analyst 
CLL 
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DATA PRACTICES DISCLAIMER 
 
Attachments to this report labeled as “PROTECTED NONPUBLIC DATA” are not public data 
at this point under various provisions of the Minnesota Government Data Practices Act (Minn. 
Stat. §§ 13.01 et seq.) (MGDPA).  See, e.g., Minn. Stat. §§ 13.37, subd. 2 (trade secret 
information information); 13.393; and 13.435.  Therefore, disclosure, distribution or discussion 
of such attachments or data included in them with or to any individual not receiving or preparing 
this report as indicated in the cover letter on pages ii and iii herein is prohibited by law. 
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SECTION 1. EXECUTIVE SUMMARY 

1.1 Purpose and Scope 
MVTA’s success depends on its employees’ performance.  To recruit and retain a productive and 
reliable workforce, organizations need to sufficiently compensate employees.  In establishing 
employee compensation, MVTA must ensure that each job in MVTA interrelates to each other 
so that MVTA can:  optimize achievement of the MVTA’s mission, goals and objectives; 
determine the relative worth and appropriate pay rate for jobs; and comply with the Minnesota 
Pay Equity Act (PEA), Minn. Stat. §§ 471.991-.999, which requires that every Minnesota 
governmental entity establish compensation for female-dominated classes that is not consistently 
below the compensation for male-dominated classes of comparable value of work measured by 
the skill, effort, responsibility, and working conditions normally required in the performance of 
the work. To achieve these objectives, MVTA needs to establish job classification and 
compensation systems, which set job ratings and pay for each position in the MVTA. 
 
Job classification involves the systematic study of jobs to determine which activities and 
responsibilities they include, the personal qualifications necessary for performance of the jobs, 
the conditions under which the work is performed, and each job’s relative importance and worth 
to other jobs internally and externally.   
 
Compensation includes the wages and salary paid by employers to employees in exchange for 
work (a.k.a., base pay); variable pay in the form of short and long-term incentives, such as 
promotions and pay increases; and other pay, such as premium pay above regular wages and 
salary for doing additional work or working additional hours. Compensation establishes the 
standard of living for employees and is the primary indication of the value MVTA places on a 
position within the organization. A compensation system involves establishing how MVTA 
manages compensating employees. 

1.2 Process 
Flaherty & Hood, P.A.’s Job Classification and Compensation Study for MVTA included the 
following steps in updating MVTA’s classification and compensation system. 

1.2.1 Position Analysis 
The first step in the job classification and compensation study was conducting a position 
(a.k.a., job) analysis. 
 
“Job analysis is a systematic process for obtaining important and relevant information 
about each distinct role played by one or more employees” (WorldatWork, 2011). A 
position’s duties, responsibilities, and required worker characteristics are particularly 
important for compensation purposes. This information is used to accurately review each 
position’s worth internally and externally and ultimately build the organizations base pay 
structure.  
 
For MVTA, Flaherty & Hood, P.A. reviewed MVTA’s current job classification and 
compensation system including job descriptions, Fair Labor Standards Act (FLSA) 
exempt status, and MVTA’s pay equity report. In addition, information on each 
position’s activities and responsibilities, the personal qualifications necessary for 
performance of the jobs, the conditions under which the work is performed were 
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compiled from current employees and their supervisors through a Job Interview 
Questionnaire, a Job Duty Supplemental Questionnaire and a Supervisor Supplement. 

  
Communication is important when conducting a job analysis to ensure there is an 
understanding of what information is needed from each individual throughout the 
organization. A comprehensive memorandum was drafted to inform employees about the 
scope of the classification and compensation study and their role within the study. 
Documentation (e.g., project guides and frequently asked questions) was also provided to 
management to respond to any questions from employees throughout the study. 

1.2.2 Job Descriptions 
The second phase of the study included updating and developing new job documentation 
for new and current employees. This phase is directly linked, and stems from, the results 
of the job analysis. 
 
Job documentation has become especially important due to the increasing amount of 
employment legislation and employee litigation. Job descriptions are the most common 
type of job documentation. Job descriptions should capture the core and essential features 
of a job, including “the general nature and level of the work performed, specific duties 
and responsibilities, and the minimum job specifications required to perform the job” 
(WorldatWork, 2011). Job descriptions should describe and focus on the job itself and 
not on any specific individual who might fill the job. There are many ways in which job 
descriptions can be used administratively when they are properly developed. 

 
Flaherty & Hood, P.A. prepared updated job titles and job descriptions for MVTA.  The 
job descriptions include: 

 
 Classification information (e.g. title, department, Fair Labor Standards Act (FLSA) 

exempt status, union status) 
 Position summary 
 Core and essential job duties 
 Minimum and desired qualifications (e.g. education, experience, trainings, 

certificates, and licenses) 
 Complexity and responsibility statements 
 Required physical abilities and working conditions 

 
It is also important to keep records of any position classification changes. Any proposed 
change to a position’s title or FLSA exempt status is recorded in the position 
classification change worksheet. Several job title changes are noted. A copy of the 
position classification change worksheet is included in Attachment A. 

1.2.3 Job Evaluation 
Job evaluation is a systematic method and process for determining and comparing the 
relative value of one job to others. Job evaluation enables the creation of a job worth 
hierarchy within the organization. 

 
The main purpose of job evaluation is to develop internal standards of comparison and 
measure relative job worth within the organization. Due to the PEA, the internal worth of 



 
 

  4 

a position is just as important as the position’s external competitiveness. This also 
ensures that employees feel they are fairly compensated compared to their coworkers 
within the organization and compared to the market. (WorldatWork, 2011) 

 
Using responses from the job analysis process and old and new job documentation, each 
position was evaluated using the proposed Flaherty & Hood Job Evaluation System 
developed for the MVTA by Flaherty & Hood. More information on the job evaluation 
system can be found in Section 3 of this report. 

 
A copy of the job evaluation ratings (points) assigned to each position is included in 
Attachment C. 

1.2.4 External Market Analysis 
In addition to evaluating the jobs internally using the Flaherty & Hood Job Evaluation 
System, a market study was conducted to collect and evaluate data from market entities 
and other sources to help align compensation decisions with the external market.  

 
The market study included identifying comparable organizations and other sources and 
collecting and organizing their data.  

 
Once all of the wage data was gathered and analyzed, a market pay rate was determined 
for all jobs where enough data was available. These market pay rates were then used in 
conjunction with the job evaluation points for each position in developing the base pay 
structure. 
 
More information on each survey source can be found in Section 4 of this report. A copy 
of the market study results is included in Attachment E. 

1.2.5 Base Pay Structure 
Once the job evaluation process and market study were completed, the results were used 
in developing a proposed base pay structure for the MVTA. Base pay structures are 
“administrative tools designed to provide pay levels and pay opportunities that are 
internally fair, externally competitive and cost-effective” (WorldatWork, 2010). 
 
The backbone of the proposed base pay structure designed for the MVTA was developed 
from the predicted pay line created by conducting a linear regression (i.e. a statistical 
approach to show the relationship between two variables) on the job evaluation points 
and market pay rates for each position. Using the predicted pay line, pay grades were 
established and job evaluation rating ranges and salary ranges were assigned to each pay 
grade.  Employees will move through the range based on merit increases.   
 
The analysis of developing the predicted pay line is included in Attachment G. A copy of 
the 2017 Overall Proposed Base Pay Structure is included in Attachment H. 

1.2.6 Minnesota Local Government Pay Equity Act Testing  
After developing the proposed base pay structure, the structure was tested and it was 
determined that it meets the requirements of the Pay Equity Act (PEA). 
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The PEA requires local government entities to evaluate every job in their organization to 
ensure fair compensation relationships between male and female dominated job classes. 
Minn. Stat. §§ 471.991-.999. To do this, organizations must evaluate and assign 
numerical job evaluation points and issue a report to the State every three years to show 
that they are in compliance. If an organization does not meet this requirement, it can 
receive substantial monetary penalties (League of Minnesota Cities, 2013). 

 
The report each local government entity is required to submit is analyzed using a program 
provided by the State of Minnesota, Department of Management and Budget. This 
program runs a variety of tests on the information submitted in the report to determine 
whether there is a pattern of inequity in the organization’s pay structure (Minnesota 
Management & Budget, 2015).  
 
MVTA last reported for pay equity at the beginning of 2014 for calendar year 2013 data, 
and is required to report at the beginning of 2017 for the calendar year 2016. Since the 
proposed base pay structure is not proposed to take effect until January 1, 2017, MVTA 
would be reporting at the beginning of 2017 based on their current structure in place in 
2016.  

1.2.7 Implementation 
Implementation is the last step in the classification and compensation study. When 
implementing the recommendations described in this report, various policies and 
governing documentation must be reviewed, complied with, or changed based on the 
recommendations MVTA chooses to move forward with. 
 
Based on the findings of the study and discussions with MVTA management; we 
developed recommendations for implementation of the MVTA’s job classification and 
compensation system for calendar year 2017, along with the estimated financial 
implications for the recommendations for implementation. MVTA always has the option 
to not take action on any of the recommendations proposed throughout this study. More 
information on the proposed recommendations for implementation is detailed in section 6 
and Attachment I, along with other considerations to take into account. 
 
Effective implementation and maintenance of the classification and compensation system 
are important to its continued use over the years. Tools such as the Job Interview 
Questionnaire, Job Description Drafting Guide, and Classification and Compensation 
System Manual have or will be provided to management for use in the implementation 
and maintenance of the system. A list and descriptions of all of these tools are included in 
section 6.3 of this report. 

 
SECTION 2.      POSITION  ANALYSIS 

2.1 Position Analysis Information Collection 
The position (a.k.a. job) analysis for each MVTA job classification was conducted through the 
use of a Job Interview Questionnaire and a Job Duty Supplemental Questionnaire. The Job 
Interview Questionnaire required the incumbent employee to meet with a Flaherty & Hood 
representative regarding questions relating to the eight different subsections in the questionnaire 
for the job classification, which included: 
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a) Supervision 
b) Position summary 
c) Employee functions 
d) Minimum qualifications 
e) Desired qualifications 
f) Complexity 
g) Responsibility 
h) Physical abilities 

 
The Supervisor was able to review employee responses and comment on the responses provided 
for each position. 
 
The Job Interview Questionnaires and Job Duty Supplemental Questionnaire were distributed, 
and each individual that was required to participate was contacted and an appointment was made 
for an interview.  The time period was increased for individuals who needed additional time to 
complete their portion. 
 
Once the interviews and supplements were collected by Flaherty & Hood, the information was 
organized and analyzed. The information collected was then audited by Flaherty & Hood and 
MVTA’s management to ensure the most accurate picture of each position in relation to the 
entire organization was captured and utilized. These responses were then used throughout the 
remainder of the study for job documentation and evaluation purposes.  

2.2 Changes to Position Classifications 
Part of the job analysis process was reviewing responses from the job analysis process and 
identifying changes that need to be made in the classifications of each position as well as the 
organization of MVTA. These changes are depicted in the position classification change 
worksheet included in Attachment A. The major findings and recommended changes are 
explained in this subsection. 
 
Based on responses from the job analysis process and industry standards, in combination with 
discussion with MVTA management, we recommended changes be made to position titles which 
are identified and highlighted in Attachment A.  Industry standard sources were those such as 
League of Minnesota Cities, O*Net Online, and WorldatWork. 
 
The Fair Labor Standards Act (FLSA) exempt status of each employee was reviewed based on 
the information gathered through the job analysis of each position. Based on our analysis, there 
were no changes in FLSA exempt status.  

2.3 Job Documentation 
Proposed job descriptions were drafted using information from the job analysis process and past 
job documentation, including former job descriptions. Job descriptions are a summary of the 
most important features of a job. The job descriptions that were drafted focus on the most 
important factors of the job itself and not on any specific individual who might fill the job. Each 
job description prepared for the MVTA contains: 

 Classification information (e.g. title, department, FLSA exempt status, union status) 
 Position Summary 
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 Core and essential job duties 
 Minimum and desired qualifications (e.g. education, experience, trainings, certificates, 

and licenses) 
 Complexity and responsibility statements 
 Required physical abilities and working conditions 

 
SECTION 3.     JOB EVALUATION 

3.1 Flaherty & Hood Job Evaluation System 
The Flaherty & Hood Job Evaluation System consistently and equitably measures the skill, effort 
responsibility and working conditions required of each job class within an organization. Our 
system uses a variety of uniform factors and sub-factors to systematically assign numerical 
points for each job class.  
 
The factors and sub-factors used in the Flaherty & Hood Job Evaluation System include: 

 Skill 
o Related Experience 
o Education 

 Effort 
o Complexity 

 Responsibility 
o Supervision Needed 
o Supervision Given 
o Impact on the Business 

 Work Conditions 
o Surroundings 
o Hazards 

 
The factors used in the Flaherty & Hood Job Evaluation System (Skill, Effort, Responsibility and 
Working Conditions) are the factors specified in Minnesota’s pay equity law for government to 
measure the relative worth of positions and are commonly found in the most widely used job 
evaluation systems. Minn. Stat. § 471.991, subd. 3. The sub-factors used in the Flaherty & Hood 
Job Evaluation System are those determined to be the best measure of those factors and are also 
commonly found in the most widely used job evaluation systems. 
 
Each factor and sub-factor is assigned a weight and is broken down into degrees that are each 
assigned numerical values based on those weights. The weights of each factor and sub-factor are 
those determined to best measure the job content for positions in local government agencies and 
more specifically, MVTA. The weighting of each factor is similar to those commonly used in the 
most widely used job evaluation systems. 
 
More information on the proposed Flaherty & Hood Job Evaluation System created for MVTA, 
including factor and sub-factor definitions, is included in Attachment B. 

3.2 Job Evaluation Points 
The audited responses from the Job Interview Questionnaires and Job Duty Supplemental 
Questionnaires completed by the Flaherty & Hood HR Analyst, employees, supervisors, and 
management within the organization were used in the job evaluation process. Flaherty & Hood, 
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P.A. applied the proposed Flaherty & Hood Job Evaluation System to each position’s job 
analysis responses and assigned a consistent and unbiased job evaluation rating for each position. 
All proposed job evaluation points are subject to review, comment and approval by the MVTA 
Management and the Authority. 
  
Since the last job analysis and job evaluation of each position for MVTA, there were movements 
in rankings of positions within the proposed job evaluation points. These movements could be 
due to changes in the level of work provided by each position or minor differences in the system 
being used. Since this system is a different system than what MVTA has used previously, the 
proposed job evaluation points assigned using the proposed the MVTA job evaluation system, 
cannot be directly compared to the job evaluation points assigned using the current system used 
by MVTA. 
 
A spreadsheet with the job evaluation points assigned to each position is included in Attachment 
C. 
 
SECTION 4.    EXTERNAL MARKET ANALYSIS 
The external market analysis included conducting a market survey that identified comparable 
entities and organizations and other sources and collected and organized their data.  
 
Positions with usable market pay rates were utilized in the regression analysis (i.e. a statistical 
approach to show the relationship between two variables, which, in this case are market pay and 
job evaluation points) to determine a predicted pay line explained in section 5.1. A list of these 
positions and the market survey results for these positions is included in Attachment E. 

4.1 Survey Sources 
Flaherty & Hood, P.A, in discussions with MVTA Management, identified a list of 7 cities and 3 
counties that were likely to have comparable positions to those of MVTA for use in the market 
survey portion of the Job Classification and Compensation Study. This set of comparable cities 
and counties is to be used for establishing MVTA’s compensation structure.  Any other 
comparable cities or counties used by MVTA for other purposes or for a specific department, 
position or employee group (e.g., union) within MVTA may still be utilized for such purposes. 
 
More details on this analysis and the comparable cities identified are included in Attachment D. 

4.2 Integrating Survey Source Data 
The market data collected from each comparable entity for MVTA was organized and an 
overview of the data is included in the spreadsheet in Attachment E.  
 
SECTION 5. BASE PAY STRUCTURE 

5.1 Predicted Pay Line 
A predicted pay line identifies the predicted pay for all positions in an organization using internal 
and external factors. The predicted pay line is calculated by performing a linear regression 
analysis on the (internal) job evaluation points paired with the (external) market survey data 
collected for each position. Using the equation of the predicted pay line, the job evaluation points 
for all of the organization’s positions were used to calculate a predicted pay rate for each 
position.  
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The predicted pay line is utilized as the back bone of the recommended base pay structure. The 
pay structure of the base pay system was created based on discussions and feedback from 
management. The predicted pay line was then used to align the job evaluation system and points 
for each position with the pay ranges for each grade. More information on the system is included 
in Section 5.2 below. 

5.2 Characteristics of the Base Pay Structure 

5.2.1 Compensation Philosophy 
Base pay structures for an organization should be based on the organization’s mission 
and compensation philosophy. A compensation philosophy is:  
 

A statement of what the organization believes about how people should be 
paid. It should support the business strategy and be a good fit with the 
organization's culture. A key component is how the organization intends to 
pay relative to its competitors for people - i.e., the desired market position. 

 
(WorldatWork, 2011) 

 
As part of the Classification and Compensation Study conducted for MVTA, the 
MVTA’s current governing documentation was reviewed for any current mission or 
compensation philosophies. Please see Attachment F for a copy of the MVTA 
Compensation Philosophy, Goals, Compensation and Pay Plan.  

 
Recommendation:  

 
While the current MVTA compensation philosophy is thorough, as a best practice, the 
MVTA may want to consider adopting or incorporating the following compensation 
philosophy when making classification and compensation decisions. Based on 
discussions and feedback from management and generally accepted ideals included in 
compensation philosophies, a recommended compensation philosophy was developed for 
MVTA. The recommended compensation philosophy states: 

 
MVTA is committed to a providing a compensation program 
designed to: 
 Attract and retain a highly qualified and dedicated group of 

individuals 
 Provide equitable salaries based on market conditions and job 

worth 
 Motivate employees to perform at the best of their 

competencies, abilities and skill sets 
 Promote teamwork and foster an environment of personal and 

professional growth for all employees 
 Relate to other human resource programs and MVTA 

objectives 
 Consider MVTA’s financial position and provide for the 

equitable distribution of compensation throughout MVTA 
 Retain key talent 
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 Maintain compensation that is in line with MVTA’s external 
market for qualified labor 

All of MVTA employees shall be equitably compensated for 
assigning duties and responsibilities without regard to race, color, 
religion, gender, age, national origin, marital status, or sensory, 
physical or mental disability, veteran status or any other basis of 
discrimination prohibited by local, state and federal law. 

5.2.2 Current MVTA Pay Structure  
The following three paragraphs briefly explain the current pay structures in place for the 
employee groups within MVTA.  

 
The MVTA employees are non-union and are paid based on a job evaluation point 
system. A market-driven salary range for each individual pay grade was 
established in 2004 and was to be reviewed every two years. There are two labor 
market comparatives; The Transit Management Compensation Report, published 
by the American Public Transportation Association, for transit positions and the 
Stanton Survey-Group 6 cities for clerical-office support positions.  The 
competitive market for MVTA managerial positions includes the upper Midwest 
region or area 3, in conjunction with the other 5 regions across the country and the 
local market including Southwest Metro Transit.  The MVTA Board will make 
any appropriate adjustments indicated as necessary by the identified market.   
 
The salary ranges do not have steps.  Employees may be paid an amount equal to 
or between the minimum and maximum rates of the designated range.  The mid-
point of each range represents the job value of a fully competent employee and is 
the benchmark used to compare the position internally and externally.  
 
All employees will receive a performance evaluation during the calendar year to 
be eligible for a compensation adjustment.  This plan will not reward any 
employee whose performance is not meritorious.  All compensation is 
performance-based and goal-driven.  Movement within a range is measured 
against mutually accepted performance goals and objectives.   Employees must 
receive a performance rating of at least “meets job expectations” to be eligible for 
a pay increase.  An employee receiving a performance rating less than “meets job 
expectations” is not eligible for a pay increase.   
 
Each year the Executive Director will prepare a pay plan to be adopted in 
conjunction with the MVTA annual budget.  Employee change in pay will be 
based on performance and placement in the pay range. 

 
Going forward, pay structure creation is the final step where the external market data is 
merged in a simple regression to develop a market pay line. As MVTA wants to meet the 
market, the market pay line can be adjusted accordingly. To complete the pay structure, 
pay grades and pay ranges are developed which will be discussed in 5.2.3. 

5.2.3 Recommended Base Pay Structure 
Based on the MVTA’s mission and compensation philosophy and feedback from 
management on their preference for the MVTA’s pay structure, a proposed base pay 
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structure was developed for the MVTA. The proposed base pay structure includes all 
positions in a uniform base pay structure. The MVTA 2017 Overall Proposed Base Pay 
Structure is included in Attachment H. 

The overall proposed base pay structure is uniform for all of the MVTA’s positions with 
the exception of any future part-time employees. The pay range for each pay grade is set 
around an established differential between pay grades using predicted pay. Details on 
how the predicted pay is calculated are explained in Section 5.1 of this report. A 
maximum pay rate for each pay grade was set at 120 percent of the predicted pay and the 
minimum of the range was set at 80 percent of the predicted pay.   

Then, job evaluation points that correlate to the predicted pay for each grade were 
established.  

MVTA positions covered by the base pay structure are assigned a pay grade based on 
their job evaluation rating.  

The 2017 Overall Proposed Base Pay Structure described in this paragraph is included for 
your reference in Attachment H. 

SECTION 6. CONCLUSION AND IMPLEMENTATION 
Recommendations for implementation were drafted based on the findings of the study, as well as 
discussions with and preferences expressed by the MVTA’s management. These 
recommendations for implementation are included in Attachment I, along with the financial 
implications. The MVTA always has the option to not take action on any of the 
recommendations proposed throughout this study. 

To assist management with implementing the recommendations included in this report, various 
tools have been, or will be, prepared and provided to management. The paragraphs below outline 
the tools and resources provided and how they should be used during the implementation and 
maintenance of the classification and compensation system.  

Job Interview Questionnaire and Job Duty Supplemental Questionnaire 
A copy of the Job Interview Questionnaire and a copy of the Job Duty Supplemental 
Questionnaire have been provided to management to conduct a job analysis on any new or 
existing positions as needed. The Job Interview Questionnaire and Job Duty Supplemental 
Questionnaire should be used in conjunction with other materials provided to management to 
update the classification and compensation for positions.  

Job Descriptions 
Proposed job descriptions for each employee have been provided to management to be used in 
the recommendations for implementation. 

Job Description Drafting Guide 
Management has been or will be provided with this guide that can be used, in conjunction with 
the Job Interview Questionnaire and Job Duty Supplemental Questionnaire, to draft a new or 
updated job description for an MVTA job. 
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Compensation Plan 
While MVTA has an established compensation philosophy, this document establishes a plan to 
clearly, effectively, consistently and efficiently manage the classification of and compensation 
for MVTA employees. This document will be provided to MVTA management.  
 
Classification and Compensation Manual 
A manual has been, or will be, provided to management on the overall classification and 
compensation system prepared by Flaherty & Hood for the MVTA. The handbook contains 
details on understanding and maintaining job descriptions, job evaluation ratings (points), base 
pay structure, and records maintenance, along with electronic user-friendly documents to 
maintain such items.  
 
Further Consultation 
Flaherty & Hood is always available to answer questions and provide further classification and 
compensation or labor relations services that may be needed. To ensure an unbiased process, 
Flaherty & Hood is able to conduct job analysis and re-evaluate positions on an as needed basis 
for a flat per position fee. Flaherty & Hood is also able to conduct salary surveys on a repetitive 
basis to ensure the most up to date market data is collected and used in an unbiased manner.  
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Attachment	A	
Position	Classification	Change	Worksheet	

 

 

 

 
  



Position Classification Change Worksheet

Department Current Position Title Proposed Position Title

Current FLSA 

Exempt 

Status

Proposed FLSA 

Exempt Status

Administration Executive Director Executive Director E E

Administration Senior Project Manager Administration Director  E E

Administration IT Administrator IT Manager E E

Administration Procurement and Contracts Manager Procurement and Contracts Manager E E

Administration IT Specialist IT Specialist E E

Customer Service/Marketing Customer Relations Manager Public Information Manager E E

Customer Service/Marketing Lead Admin Assistant (CS Rep) Customer Service Specialist NE NE

Customer Service/Marketing Administrative Assistant (CS Rep) Customer Service Specialist NE NE

Finance Finance Officer Finance Director E E

Finance Accountant Accounting Manager E E

Finance Accounting Specialist Accounting Specialist NE NE

Operations Sr Transit Planner/Planning Manager Planning Manager E E

Operations Operations Manager/Planner 1 Transportation Director E E

Operations Fleet/Facilities Manager N/A E E

Operations Fleet/Facilities Manager Facilities Manager N/A E

Operations Fleet/Facilities Manager Fleet Manager N/A E

Operations Transit Planner Planner  E E

Operations Transit Operations Supervisor Transportation Administrator E E

Key:

FLSA Exempt Status 

The spreadsheet below contains each proposed change to all MVTA positions' title, current and proposed FLSA exempt status (in ascending alaphabetical order by department). All changes to a 

position are indicated by the proposed change highlighted in yellow. MVTA Management has decided to split the position (Fleet/Facilities Manager) highlighted in orange into 2 positions which are 

listed directly beneath it.  There were no FLSA exemption changes noted. 

Exempt employees (e.g., executive, administrative, and professional employees; etc.) are not subject to the provisions of the Fair Labor Standards Act (i.e., 

minimum wage and overtime pay). Nonexempt employees  are covered by the provisions of the Fair Labor Standards Act (e.g., employees engaged in, or 

producing goods and services for, interstate commerce; employees of certain hotels, restaurants, or motels; governmetn employees, etc.).  Glossary of 

Compensation Terms, U.S. Department of Labor (1998).
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Flaherty & Hood Job Evaluation System Summary 
 
The proposed Flaherty & Hood Job Evaluation System consistently and equitably measures the skill, 
effort responsibility, and working conditions required of each job class within an organization. The 
system uses a variety of uniform factors and sub-factors to systematically assign numerical ratings for 
each job class. Using these factors and sub-factors, we ensure every component of job content for each 
job class is accounted for.  The numerical ratings for each job class that are assigned using the various 
factors and sub-factors provides the relative worth of that job class in relation to all of the job classes 
within an organization. 
 
Job Factors and Sub-Factors 
 
The following 4 factors broken down into 8 sub-factors are used to measure all of the components of job 
content for each job class: 
 

Factors & 
Sub Factors 

Definitions 

Skill 
Measured by factors such as the experience, ability, education, and training 
required to perform a job 

Related Experience How much related experience that is needed to do the work 
Education How much education that is needed to do the work 

Effort 

The amount of physical or mental exertion needed to perform a job  
Job factors that cause physical or mental fatigue or stress are to be considered in 
determining the effort required for a job 
Differences in the kind of effort exerted do not justify a compensation differential 
if the amount of effort is substantially the same 

Complexity How related the tasks are for a specific job class. This will affect the originality 
and difficulty involved in identifying and performing the work 

Responsibility The degree of accountability required in performing a job 
Supervision Needed The extent to which the class works without supervision 
Supervision Given The extent to which the class exercises supervisory functions 

Impact on the 
Business 

The impact of the job classes’ job functions on the employer's business 

Work Conditions  Measured by factors such as surroundings and hazards 

Surroundings 
Takes into account the intensity and frequency of environmental elements 
encountered in the job, such as heat, cold, wetness, noise, fumes, odors, dust, and 
ventilation measured in risk 

Hazards Takes into account the number and frequency of physical activities, strains and 
the severity of injury they can cause 

 
Factors Not Considered 
 
 Personal attributes of any employee  Job performance  Past service at the organization 

 External market rates  Current compensation  Current job evaluation rating 
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Proposed Job Evaluation Ratings

Department Proposed Position Title
Proposed Job 

Evaluation Rating

Administration Executive Director 880

Finance Finance Director 763

Administration Administration Director 763

Operations Transportation Director 718

Operations Facilities Manager 703

Administration IT Manager 693

Operations Planning Manager 668

Administration Procurement and Contracts Manager 623

Operations Fleet/Facilities Manager* N/A

Finance Accounting Manager 583

Customer Service/Marketing Public Information Manager 570

Operations Fleet Manager 550

Operations Planner  488

Operations Transportation Administrator 431

Administration IT Specialist 401

Finance Accounting Specialist 388

Customer Service/Marketing Customer Service Representative 298

Customer Service/Marketing Customer Service Representative 298

Key:

Positions are listed in descending order based on job evaluation ratings. 

* The position of Fleet/Facilities Manager has been split into the following two positions: Facilities Manager and Fleet 

Manager.  The Fleet/Facilities Manager position will no longer be used in the future.
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Compensation Philosophy and Pay for Performance Plan 

Minnesota Valley Transit Authority  
September 2010 

 
Compensation Philosophy 
The MVTA compensation philosophy has developed in a manner which parallels the 
growth, complexity, and uniqueness of this organization.  MVTA is a major transit 
service organization that provides service to the cities of Apple Valley, Burnsville, 
Eagan, Rosemount and Savage as well as the counties of Dakota and Scott. 
 
In order to continue to meet the expectations and growing demands for service, MVTA 
must be organized and managed by personnel who understand public transportation and 
are committed to providing excellence in our service.  The staff must be competent, 
interested and motivated personnel that are dedicated to achieving the highest standards 
of service. 
 
I.  Purpose 
The purpose of the Pay for Performance Plan is to provide a formal link between the 
MVTA Board and its Strategic Plan with employee performance. The Pay for 
Performance program is designed to establish and maintain an appropriate relationship 
between performance and pay.  
 
II. Goals  
MVTA’s compensation program is designed to achieve the following goals: 
 

 Establish a compensation system which is responsive to recruitment and market 
shifts, and provide pay opportunities that allow the MVTA to attract and retain 
qualified, reliable, and motivated personnel who are committed to quality and 
excellence for those we serve. 

 Follow the principles of equal pay for equal work, and comparable worth, in 
establishing and maintaining pay relationships among positions based on skill, 
effort, responsibility, and working conditions. 

 Establish collaboration standards for performance which strengthens cooperation 
internally and externally and promotes relationships among various levels of 
public and private organizations emphasizing the service expectations of our 
customers. 

 Administer performance expectations and requirements annually for each position 
within the MVTA, communicate those expectations and requirements, and 
identify how they will be applied. 

 Develop a compensation plan which places employees at the mid-point or above 
of the MVTA’ identified market. 

 Conduct biennial review using APTA’s upper Midwest region peer transit 
Compensation Report 

 Balance compensation and benefit needs with available resources. 
III. Compensation Plan 
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Eligibility for a performance pay award is based upon the appraisal of the performance of 
an employee in conjunction with the employee’s placement in the salary range and the 
Minnesota Valley Transit Authority's (MVTA) ability to pay.  A performance pay award 
may take the form of a base salary increase, a lump sum award, or a combination of both, 
in accordance with standards of this plan. 
 

A.  Salary Range 
A market-driven salary range for each individual pay grade has been established 
and will be reviewed every two years.  There are two labor market comparatives; 
The Transit Management Compensation Report, published by the American 
Public Transportation Association, for transit positions and the Stanton Survey-
Group 6 cities for clerical-office support positions.  The competitive market for 
MVTA managerial positions includes the upper Midwest region or area 3, in 
conjunction with the other 5 regions across the country and the local market 
including Southwest Metro Transit.  The MVTA Board will make any appropriate 
adjustments indicated as necessary by the identified market.   
 
The salary ranges do not have steps.  Employees may be paid an amount equal to 
or between the minimum and maximum rates of the designated range.  The mid-
point of each range represents the job value of a fully competent employee and is 
the benchmark used to compare the position internally and externally.  An 
adjustment within the range between minimum and mid-point in a designated 
range shall be deemed eligible for a pay increase that “meets or exceeds job 
expectations”.  Adjustments within the range above the mid-point are eligible for 
a pay increase at the rating of “exceeds performance” expectations of the 
identified employee goals. 
 
B.  Compensation Adjustment for Exemplary Performance or Outstanding 
Achievement 
Employees are eligible for a compensation adjustment for exemplary overall 
performance or an outstanding achievement.  Compensation for exemplary 
performance is unlike a merit increase which is added to the base pay.  This is a 
one-time payment and is not a permanent addition to the employee’s base pay.  
Employees may receive a compensation adjustment for exemplary overall 
performance or an outstanding achievement in increments of one percent (1%) not 
to exceed a total of ten percent (10%) of the employee’s approximate annual 
salary.  The exemplary performance or outstanding achievement adjustment will 
be paid only once in any twelve-month period. 
 
C.  Measures 
All employees will receive a performance evaluation during the calendar year to 
be eligible for a compensation adjustment.  This plan will not reward any 
employee whose performance is not meritorious.  All compensation is 
performance-based and goal-driven.  Movement within a range is measured 
against mutually accepted performance goals and objectives.   Employees must
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 receive a performance rating of at least “meets job expectations” to be eligible for 
a pay increase.  An employee receiving a performance rating less than “meets job 
expectations” is not eligible for a pay increase. 

 
The Pay for Performance Plan also includes teamwork and collaboration 
standards.  The intent of teamwork and collaboration standards is to encourage 
and reward employees demonstrating cooperation and collaboration both within 
the MVTA and working with other agencies which benefit the MVTA.  It also 
serves to recognize that not fully achieving an individual objective may be the 
result of a decision that is beyond the control of MVTA and its employees. 
 
D.  Performance Rating 
At the beginning of the review period, the Executive Director/Supervisor and 
employee will develop at least 5 goals to be achieved during the review period or 
twelve months.  Each goal will be given a target date for completion and a 
weighted value.  The Executive Director may also delegate specific goals for the 
employee to accomplish in combination with the aforementioned goals.   
 
Score 

5. Outstanding:  Performance in this category is clearly exceptional.  
Ratings at this level represent the “best of the best”. 

4. Exceeds Expectations:  Performance that significantly exceeds 
reasonable expectations. 

3. Meets Expectations:  Performance that is meeting job standards 
satisfactorily. 

2. Needs Improvement:  Performance that generally fails to meet 
expectations and requires improvement. 

1. Unsatisfactory:  Performance is unacceptable. 
 
Weighted Value 

5. Critical to the position and goal attainment. 
4. Very important to the position and goal attainment. 
3. Important to the position and goal attainment. 
2. Of lesser importance to the position and goal attainment. 
1. Of minor importance to the position and goal attainment. 

 
Characteristics of Job Performance 

 Critical thinking and problem solving 
 Progressiveness; the ability to handle multiple or changing priorities 

within timelines. 
 Cooperation and Attitude; considering your success with working and 

securing cooperation from others. 
 Cost Effectiveness; considering your ability to review work in the 

context of cost efficiency, waste prevention, resourcefulness and 
funding constraints and opportunities. 
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 Judgment; considering your ability to analyze problems fairly and 
accurately. 

 Teamwork; considering your ability to understand and appreciate your 
work in relationship to others in the department. 

 Collaboration; considering your ability to work with others outside of 
MVTA in cooperative and joint ventures. 

 Quality; considering the accuracy of your work, it is complete, is it 
challenged by others. 

 
IV. Evaluation Period 
The purpose of the evaluation period is to permit a timeframe for completion of goals and 
scheduled pay changes.  Employee evaluations will be conducted annually at their date of 
hire or anniversary date. 
 
V.  Pay Plan 
Each year the Executive Director will prepare a pay plan to be adopted in conjunction 
with the MVTA annual budget.  Employee change in pay will range from 0 – 5% based 
on performance and placement in the pay range. 
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