
                       Jacobson, Betts & Company

                          Management Consultants


Dear staff member:

Citrus College has selected our firm, Jacobson, Betts & Company, to conduct a job classification review and competitive salary survey for classified positions.   We are very pleased and excited about working with the College on this assignment.   I am Vance Jacobson, your consultant, and my responsibility is to help you describe your work, make sure it is in the right class, and paid fair within the College’s pay plan.  

The project will take about five months to finish.  During that time we will ask for your help and in turn, keep you up-to-date on how things are going.  We will accomplish the following objectives:

· write a new description for each job classification,

· make sure the work you perform is in the right job classification,

· recommend new classifications as necessary, and

· conduct a salary survey of other Colleges to see if the College is competitive.

I will need your help to make this project a success.  The first thing I will need is for you to update the duties you perform and give me some additional information.  You will find attached a four-page worksheet that is designed to record information about your job.  The worksheet is set up to help us ultimately write a new class description.  We understand this is extra work so to make it easier, some sample worksheets will be available on the College’s computer network, and your CSEA Executive Committee, your supervisor, and the staff in Human Resources will be able to answer questions or put you in touch with me for help.  On my next trip, tentatively scheduled for the first part of May, I will also schedule time to answer questions and be of assistance.

Please complete the worksheet by APRIL 28, 2003 and forward it to your immediate supervisor.  Your supervisor will not change anything, instead, will look it over and add information to help us better understand the job.  Your supervisor will be responsible for getting worksheets to me.

After the worksheets have been turned into me, I will be on campus to begin working with you to better understand your job classification.  We will try our best to meet with as many of you as possible.  In these meetings, I will ask for your help so that I can better understand your job.  I will also want you to help me describe the knowledge and skills necessary for accomplishing the job duties.  This information will be used to update the class description.  When I complete the new descriptions, I will make sure they get back to you for your feedback and editing.

Thank you in advance for helping me get started with the project.  

Vance Jacobson
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