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Q: Will I lose my job? 
A: No, the classification and compensation study will be looking at what positions exist 
and what work is being performed in those positions to ensure titles, classifications, and 
pay are appropriately aligned based on the nature and level of that work.  
 
Q: Will my base pay be reduced? 
A: Baker Tilly never recommends pay decreases as a result of study. If an individual’s 
current salary ends up being above the proposed maximum, our recommendation is 
that their salary would be “red circled” or “frozen” until the market “catches up” to them 
(through structure adjustment, pay increase, etc.). However, your organization may 
already have a policy in place that addresses this situation. 
 
Q: Will I receive a raise? 
A: That will be a decision made by your organization. One purpose of this study is to 
ensure that pay ranges are market competitive, and through the implementation 
process we may identify employees whose salary should be adjusted in order to 
achieve relative parity with those against which your organization competes for talent.  
 
Q: Will my position title change? 
A: Possibly. Another purpose of the study is to ensure that job titles are reflective of the 
work being done by employees in those positions.   
 
Q: What do I have to do? 
A: Your role in the study is very important! We need you to complete a Position Analysis 
Questionnaire (PAQ) which will capture, in your own words, what work is performed in 
your position. The PAQ also includes questions that will aid us in determining the nature 
and level of work and tie directly into our job evaluation system. 
 
Q: How long is the questionnaire? And how long will it take to complete? 
A: The PAQ is 8 pages (webpages), the last 4 pages are ADA required questions about 
physical demands and working conditions It should take about 45 minutes to complete. 
The majority of the PAQ is multiple choice. The sections regarding essential functions 
and job summary, will likely take the longest since they must be written out.  
 
Q: How will you use the information I provide in my PAQ? 
A: This information will be used in several ways. Many of the multiple-choice questions 
tie directly into our SAFE job evaluation methodology. Which means, you will be the first 
to evaluate your job! Further, the data you provide will be used to validate matches in 
the market study and it will be used to update job description for your position.  
 
Q: How do I access the PAQ? 
A: An email with your personal login to the PAQ will be sent to your work email address. 
The PAQ can also be accessed from your smart phone or device. A paper version of 
the PAQ will be made available for employees in the same title to work on as a group, 
and/or for those that do not have access to a computer. If you complete a paper PAQ, 
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please provide to your supervisor when complete – your supervisor will review and 
return to HR.  
 
Q: Are employees required to participate? 
A: No. You do not have to participate. We may not be able to include your position in 
the study if we do not receive a completed PAQ or, otherwise, we may resort to using 
the existing job description for your position.   
 
Q: There are multiple people in my job title, do we all have to complete a PAQ? 
A: If you have the same title and your duties are same, you can complete one PAQ as a 
group. In fact, this is preferable.  
 
Q: I am in the same job title with others, but our duties are 7 the same. 
A: Please complete your own PAQ. Differences in duties that are significant enough 
may result in a title change or reclassification.  
 
Q: How do I note seasonal duties? 
A: Some of you may have tasks that for some parts of the year take up a considerable 
amount of your time but are not necessarily year-round tasks. Some examples: 
elections, taxes, budgeting, snow removal, pesticide application, summer programs, etc. 
Consider percentages allocated to each task on an annual basis. How much of your 
time, in a 12-month period, are you spending on that task when compared to all the 
other tasks you complete? 
 
Q: I’m new to my position and not yet sure of all that is required, how should I 
complete the PAQ? 
A: Please work with your supervisor to make sure your position is properly documented. 
An existing job description may also be helpful. 
 
Q: There is a vacancy in my area, and I have temporarily taken on additional 
duties, how do I account for these duties on my PAQ? 
A: The short answer is, you don’t. Unless your organization has indicated that this 
position/slot has been eliminated and these are permanent assignments, these duties 
are not permanent additions to your role. If you are unsure about this, please discuss 
with your supervisor. 
 
Q: How many essential functions should I include? 
A: The PAQ will allow up to 20 entries. However, we are seeking the major duties of 
your position and tasks that occupy less than 10% of your time (on an annual basis) 
may not be considered major duties and can likely be consolidated into another entry.  
 
Q: Can I use my current job description to complete the PAQ? 
A: If you have access to your job description AND the contents are still current/relevant, 
you can recycle the essential functions already listed. The purpose of the PAQ is to 
capture the work that is currently performed in your role. Use your best judgement to 
include the appropriate information.  
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Q: If I personally hold more education and/or experience than required in my 
position, how do I respond to questions about education and experience? 
A: Respond with the minimum qualifications of the position – not the personal 
qualifications you may have. If you were to leave your position tomorrow and the 
organization had to fill that position, what is the minimum education and experience that 
someone would need to perform the required duties of that position? 
 
Q: Do I include certifications required by my position? 
A: Yes. There is a section on the PAQ where you can include certifications and licenses 
that are required in your position. Further, you can identify if these are required upon 
hire or at some point, up to 2 years, beyond the hire date.  
 
Q: Is my performance being considered? 
A: No, that is not included in the scope of this study. The PAQs are intended to collect 
information on the position, not the person in the position.  
 
Q: Who are you comparing our salary ranges to in the market? 
A: We will be assisting your organization in defining its comparable labor market as this 
is a policy decision. In developing the list of comparable peer organizations, several 
factors may be taken into consideration, such as size (operating budget, number of 
employees, population served), geographic proximity, services provided, and 
organizations that your organization gains employees from or loses employees to.  
 
Q: Will you include private sector market data? 
A: Yes, there are some positions within your organization for which a relevant private 
sector comparison is appropriate. For those we will include data from published salary 
surveys such as Comp Analyst and Economic Research Institute. 
  
 
 
 


