
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

LGPI MEMBER 
CITIES, COUNTIES & 
LOCAL ENTITIES – 
WORKING 
TOGETHER FOR  
MUTUAL BENEFITS 

The Local Government Personnel Institute was jointly established by the League of Oregon Cities and the Association 
of Oregon Counties to provide professional, cost-effective, and timely human resources assistance to local governments 
in Oregon. 



 

 
 
 
A Measure of Value 
 
 
 

Why Position Evaluation  
Years ago, most positions had only a single, routine, clearly defined 
function. Jobs were easy to describe and compare, making it fairly simple 
for employers to judge a position’s relative importance and set salaries 
accordingly. 
 
Today’s organization is continually being revolutionized by new 
technologies and procedures undreamed of only a few years ago. 
 
These changes have led to increasingly more specialized, and in many cases, 
far more complex positions than in the past. Jobs with single functions have 
given way to those with multiple responsibilities requiring multiple skills. 
As a result, the work of people in all positions - office support, maintenance, 
trade, technical, supervisory, professional, and administrative has become 
more difficult to describe and compare, especially for the purpose of 
determining pay. 
 
In order to ensure that today’s salaries are as equitable and competitive as 
possible, an organization must have a system that accurately defines all 
positions, measures their relative value, and reflects fair and competitive 
salaries. 
 
Local Government Personnel Institute (LGPI) offers such a system, one 
that’s been used effectively in thousands of organizations, in both the public 
and private sectors. 
 
This booklet explains how the plan we offer works and why it serves the best 
interests of both your organization and your employees. 
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What the Plan 
Accomplishes 
The purpose of the Plan is to analyze 
and measure position requirements. It 
is not intended to judge anyone 
personally, nor does it rate someone’s 
ability to perform the job. In other 
words, it measures only positions, not 
people. 
 
The Plan evaluates each position 
according to established criteria that 
can be applied to any position in any 
organization. This gives it three 
important characteristics: 
 
1. Because it’s based on a system 
developed outside your organization, it 
is objective. 
 
2. Since the Plan is applied in the same 
way to all positions regardless of their 
perceived importance, it is equitable. 
 
3. Because the Plan’s evaluation criteria 
are based only on the specific 
requirements of the position, it is non-
discriminatory. 
 
Above all, the Plan can help assure that 
employees’ pay reflects recognition for 
the work that position is designed to 
accomplish. 
 
 

Introduction 
The Position Evaluation Plan, as 
administered by LGPI, is a complete 
position evaluation program. It uses 
unbiased criteria to measure and 
determine the relative worth of all 
positions in an organization without 
considering current pay differentials. 
 
Application of the Position Evaluation 
Plan will disclose information, perhaps 
not previously realized, which can 
appreciably assist in making decisions 
that will eliminate pay inequities. 
 
The data developed in the course of the 
evaluations will provide a factual basis 
from which to make decisions 
concerning pay differentials between 
positions, instead of basing such 
decisions solely on personal opinions or 
other arbitrary devices. 
 
Due to the complexity of position 
evaluation and the need to ensure fair 
and equitable treatment, the services of 
a trained, objective third party are 
strongly recommended. For this 
reason, the application of the Plan is 
best done by, or under the supervision 
of our experienced Human Resources 
Consultant. 
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How it Works 
Essential pieces of the Plan include 
analysis, description, evaluation, 
classification, and salary 
recommendation. Each of these is 
detailed below. 
 
POSITION ANALYSIS 
Positions are analyzed and studied to 
gather detailed information about their 
duties and responsibilities. Much of the 
data comes from employees themselves, 
through a questionnaire supplied by 
LGPI. In it, they define their 
responsibilities and provide information 
about the importance and frequency of 
each. The supervisor then reviews the 
questionnaire and, if clarification is 
needed, discusses it with the employee. 
LGPI may interview employees to clarify 
and/or expand on information provided 
in the questionnaire. 
 
POSITION DESCRIPTION 
Using the information acquired from 
the position analysis, LGPI’s consultant 
can objectively prepare written job 
descriptions to present an overview of 
each position. 
 
Each position is described in terms of 
duties and responsibilities. Additional 
consideration is given to guidelines 
related to the Americans with 
Disabilities Act. Employees and 
supervisors then review the descriptions 
and make recommendations for any 
modifications. 
 
POSITION EVALUATION 
Positions are evaluated according to a 
point-factor system. LGPI’s consultant 
may conduct the evaluation, or train 
and facilitate an evaluation committee 
made up of employees from within your 
organization. The latter method permits 
employee involvement and self 
administration of the Plan as new 
positions are added or duties change. 
LGPI will monitor and approve each 
evaluation to ensure consistent 
application of the Plan. 
 

POINT FACTORS 
A position’s responsibilities and duties 
are measured in terms of 11 factors. 
These 11 factors have a bearing on almost 
every type of work. Together, they view 
the full range of a position’s 
requirements. All factors are subdivided 
into degrees, making it possible to 
measure the extent to which a given 
factor applies to a specific position. 
Because some factors are more important 
than others, they are weighted by means 
of a point system. Based on a factor’s 
importance, a predetermined number of 
points are assigned to each of its degrees. 
The factors used in the various Units are: 
 

Unit I: Office, Professional, Technical, and 
Supervisory Positions 
 
Knowledge 
Experience 
Complexity of duties 
Supervision received 
Probable errors & work quality 
Contacts with others 
Confidential data 
Manual dexterity (includes physical 
demands) 
Working conditions (includes travel & 
hazards) 
Character of supervision 
Scope of supervision 

 
Unit II: Maintenance, Service, and Trade Positions 

 
Knowledge 
Experience 
Initiative and ingenuity 
Physical demands 
Mental or visual demands 
Responsibility for equipment or process 
Responsibility for materials or product 
Responsibility for safety of others 
Responsibility for work of others 
Working conditions 
Unavoidable hazards 



 

Unit I: Office, Professional, Technical, 
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Contacts with Others. This factor 
indicates a degree of responsibility for 
meeting, dealing with and influencing 
others, both inside and outside the 
organization 
 
Confidential Data. This factor is used 
to measure access to and/or use of an 
entity’s confidential data and to assess 
the potential importance of its 
disclosure. 
 
Manual Dexterity. This factor gauges 
the extent to which a position requires 
the coordination of mental 
concentration, visual concentration, 
and manual dexterity. The more 
fatiguing the effort, the higher the 
degree assigned to it. This factor also 
considers unusual physical demands, 
which may be required of the position. 
 
Working Conditions. Factor nine 
accounts for special conditions in the 
work environment that might cause 
discomfort or make a position more 
disagreeable; for instance, exposure to 
dirt, high noise levels, or other 
unpleasant elements. This factor also 
evaluates unusual hazards and 
overnight travel requirements. 
 
The final two factors apply to 
supervisory positions. They measure: 
 
Character of Supervision. This refers 
to a position’s type and degree of 
accountability for supervising others. 
 
Scope of Supervision. In essence, the 
final factor measures the number of 
people supervised in terms of Full Time 
Equivalents (FTE). 
 
 
 
 

Knowledge. This first factor measures 
general knowledge, mathematics, 
reasoning and language skills essential 
for a working understanding of an 
occupation or trade and is usually 
needed in order to begin learning the 
specific duties and responsibilities of a 
position. 
 
There are six degrees assigned to this 
factor in Unit I, and five in Unit II. 
Each degree refers to a specific 
scholastic level, from approximately 
10th grade through a doctorate.  
 
Experience. The second factor 
measures the on-the-job training time 
(including previous simpler related 
work) needed to become familiar 
enough with a position to satisfactorily 
perform the duties and responsibilities 
to meet acceptable quantity and quality 
standards under normal supervision. 
 
Complexity of Duties. This factor 
measures the independent thinking and 
decision-making required by a position. 
Lower degrees are assigned to positions 
with established work methods, and 
higher ones to those demanding greater 
individual judgment and problem 
solving. 
 
Supervision Received. Closely related 
to the previous factor, this one 
measures the extent to which a 
position’s duties are outlined, 
monitored or controlled by the 
supervisor, procedures, regulations, 
etc. 
 
Probable Errors & Quality of Work. 
How seriously would one position’s 
mistakes affect the department, the 
organization, or even the citizens? The 
answers to these questions assist in 
evaluating the fifth factor. 
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10. It assures coordination of pay 
between field and office positions. 

11. It helps improve methods of 
selection, transfer, and promotion 
by facilitating the preparation of 
position specifications which 
indicate:  
a) similar requirements of different 
positions, and 
b) the hiring requirements of a 
particular position. 

12. It considers only the position and 
not the person filling the position. 

 

Plan Validation 
The Position Evaluation Plan is a 
national, validated job evaluation plan, 
used by cities, counties, educational 
institutions, hospitals, special districts, 
and private sector businesses. 
 
The Plan is statistically validated to 
ensure the factors, degrees, and weight 
assigned to the factors are appropriate 
measures of a position’s relative worth 
as evidenced by a continued strong 
correlation to the marketplace. 
 
The Plan has become one of the most 
widely used methods of position 
evaluation. It is installed in over 
150,000 organizations throughout the 
United States and Canada. 
 
The Plan has undergone six revisions. 
Each revision was made with the 
purpose of clarifying the factor 
definitions in order to simplify 
interpretation, avoid ambiguities, 
account for technological changes, and 
to ensure the Plan’s validation. 
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SALARY RANGE 
RECOMMENDATIONS 
Guided by your organization’s policies, 
LGPI reviews salary levels for your 
organization and for organizations 
competing in the same labor market.  
 
Then, we analyze the data and assign 
salary ranges for all grades, each 
consistent with the others. It is within 
these ranges that the individual’s salary is 
set. 
 
The results are salary ranges determined 
through a process that is systematic, 
objective, and fair. 
 
12 Ways the Position Evaluation 
Plan can Increase the Effectiveness 
of your Compensation System 
1. It offers a complete and effective 

instrument for the control of your 
salary administration program. 

2. It guards against the growth of salary 
inequities — a frequent source of 
trouble in employee relations. 

3. It offers a defense in grievances 
related to pay issues. 

4. It permits organizations to identify 
out-of-line salaries, and gradually 
eliminate them. 

5. It can ensure consistency in the 
comparison of salaries with other 
organizations as more public sector 
jurisdictions enlist LGPI’s assistance 
in conducting compensation studies. 

6. It provides a yardstick to determine 
the responsibility levels of various 
positions. 

7. It establishes pay differentials based 
on levels of responsibility. 

8. It provides a means to explain the 
relationship between positions and 
pay in a way that is understandable to 
employees. 

9. It allows organizations to grant salary 
increases that are based on a 
position’s value – not random or 
subjective impressions. 


