
 

AGENDA ITEM EXECUTIVE SUMMARY Agenda Item number:  7a 

Title: Presentation of GovHR’s Final Report on Non-union Compensation 

Presenter: Jennifer McMahon, Director of Human Resources 

Meeting:  Government Operations Committee                  Date:  April 18, 2022 

Proposed Cost:  $ 0 Budgeted Amount:  N/A Not Budgeted:     ☐  
Executive Summary (if not budgeted please explain): 
 
Included in the FY 2022, budget is $50,000 to conduct a compensation analysis and study. The goals of 
this study include: 
 
1. Assess the effectiveness of the 75th percentile in recruiting applicants and retaining employees 
2. Analyze positions for placement in pay grades to ensure internal pay equity 
3. Analyze positions to ensure compliance with state and Federal law 
4. Evaluate a draft compensation policy for implementation 
 
GovHR’s work included reviewing the draft compensation policy, reviewing the criteria that established 
the comparable communities, collecting market salary data from the City’s established comparable 
communities, evaluating non-union positions to establish internal equity, and establishing new pay grades 
based on internal equity and market comparability. Included in the backup material are GovHR’s 
presentation, GovHR’s final report, and staff’s draft compensation policy. 
 
 
 
 
 
 
 
 
Attachments (please list):  
GovHR presentation, GovHR report, and draft compensation policy 
 
Recommendation/Suggested Action (briefly explain): 
Recommendation to receive and file GovHR’s report and direct staff to develop an implementation plan. 
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Outline
 Scope of Work

 Job Evaluation
 Proposed Classification Plan
 Salary Survey
 Proposed Compensation Plan
 Implementation of the Plan
 Future Administration of the Plan
 Review of Compensation Policy, Pay Equity and Market 
Competitiveness

 Questions
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Scope of Work and Process
 Job Evaluation Analysis and Classification Plan
 Study preparation and project meetings

 Distribution of materials and employee meetings

 Job evaluation analysis and establishment of Classification Plan

 Salary Analysis
 Sent survey to comparable communities 
 Analyzed comparative salary data 

 Draft and Final Report Preparation
 Presentation to regarding Draft Report
 Finalize report
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Job Evaluation

80 positions were reviewed using the following nine job factors to establish 
Internal Equity (Appendix A): 

 Education – Required Preparation and Training
 Work Experience – Years of Experience Needed to Perform Job
 Decision Making and Independent Judgment

 Responsibility for Policy Development

 Planning of Work

 Contact with Others
 Work of Others (Supervision Exercised)
 Working Conditions
 Use of Technology/Specialized Equipment
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Job Evaluation

 Positions were evaluated based on the information 
received by the City and as a result of virtual interviews 
with at least one employee in each position.

 The Classification Plan was developed based on Internal 
Equity – meaning how positions related to one another in 
Saint Charles.

 Some positions were reclassified as a result of the Job 
Evaluation.

 Table 1 – Classification Plan. 
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External Equity – Market Competitiveness

 Batavia

 Buffalo Grove
 Carpentersville

 Crystal Lake
 DeKalb

 Downers Grove

 Elk Grove Village
 Elmhurst

 Geneva

 Hanover Park
 Lombard

 Palatine
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 Romeoville

 South Elgin
 Streamwood

 West Chicago
 Wheaton

 Wheeling
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Salary Survey
 Data is collected through the use of a survey
 Each position is defined to assist in gathering accurate data.
 Salary data is reviewed to determine if information gathered is 
appropriate for the position surveyed.

 Salary ranges are the preferred method to gather salary data.
 Salary data gathered is the current market for the positions and 
is effective as of May 1, 2021.
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Proposed Compensation Plan
 Compensation rates are calculated at the 75th percentile 
of the salaries of the municipalities surveyed – Table 2.

 Pay ranges and pay plans have been calculated at the 75th
percentile – Table 3.

 11 Grades in the Proposed Compensation Plan:
 Grades 1 – 4:  Administrative and Technical Staff
 Grades 5 – 9:  Supervisors and Advanced Technical Staff
 Grades 10 – 12:  Directors and Senior Managers 
 Grade 13: City Administrator
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Proposed Compensation Plan
 There is a 10% gradation between Grades 1 – 4; a 6% 
gradation between Grades 5 – 9; and a 12.5% gradation 
between Grades 10 – 12.

 All Grades have a 40% range spread from minimum to 
maximum.
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Implementation of Classification and 
Compensation Plans

 Move current employee salaries into new pay plan with the 
following assumptions:

 Employees whose present pay is below the minimum pay of the range 
should be raised to the minimum of the range.

 Employees whose present pay is within the range for their classification 
should be slotted into the new pay plan at their current compensation.   

 Employees whose present pay is above the maximum pay of the range 
should be held at his or her current rate without a reduction in pay until 
the range increases to the employee’s pay level.
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Future Administration of the Plan
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 Classification

 Review positions each year 
to respond to changing 
conditions.

 Create,  Adjust and/or 
Abolish positions as 
needed.

 Compensation

 Survey Communities for 
salary changes.

 Adjust pay ranges.

 Consider pay adjustments 
for employees, as needed.

Classification and Compensation Strategy
 Compensation Policy
 Clearly articulates strategy for compensating employees in a 

fair and equitable manner

 Pay Equity
 Classification Plan is based on Internal Equity which ensures 

Pay Equity

 Market Competitiveness
 Pay philosophy at 75th percentile will help to ensure low 

turnover of employees
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I. INTRODUCTION

GovHR USA, LLC (GovHR) is pleased to have had the opportunity to work with the City of Saint Charles 

on this Classification and Compensation Study.   Human resource management is a significant concern as 

governmental services continue to increase in cost and complexity, and the resources to fund local 

governments are constrained.  Day-to-day operations present challenging administrative problems in 

planning, organizing, and directing human resource functions in order to achieve maximum efficiency 

and effectiveness in the delivery of municipal services. A properly developed and administered 

Classification and Compensation Plan forms the foundation for meeting these challenges.  It helps to 

ensure that the City can not only recruit the best and brightest employees but can also retain those 

employees, even in a competitive marketplace.  By retaining qualified, experienced employees the City 

avoids the costs of re-recruitments and lost productivity, while maximizing the benefits of the 

investments it has made in employees and the institutional and community knowledge acquired by 

those employees over their tenures. 

GovHR understands the high expectations that have been established in Saint Charles for service 

delivery and competitiveness in recruiting and retaining excellent employees.  These factors have been 

taken into consideration in the analysis and reflected in the Study results. 

Scope of Work 

The scope of work called for GovHR to carry out the following: 

I. Job Evaluation Analysis and Job Classification System

Below is a list of tasks included in this component of the Study (listed in the order that the work was 
performed): 

• Study preparation and project meetings.  Met with Human Resources to discuss Study methods
and expectations, and to review the current Classification and Compensation Plan and
organizational structure.  Determined problem areas, answered questions, and reviewed the
scope and schedule of work.

• Material distribution.  Prepared a memorandum of explanation, which was distributed to
employees.  Held meetings with employees to discuss the Job Analysis Questionnaire (JAQ) and
to explain the scope and purpose of the Study.  Employees were allowed about ten (10) days to
complete the questionnaire.  The completed questionnaires were then reviewed by each
employee’s Supervisor and/or Department Head and Human Resources. The JAQs were
returned to GovHR within approximately three (3) weeks of distribution.
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• Reviewed comparable communities and collected compensation data.  GovHR, reviewed the 
City’s current comparable communities. Then, GovHR designed and sent out the survey for the 
benchmark positions covered in the Study.  

 
• Job Evaluation Analysis and Establishment of a Classification Plan.  Upon return of the JAQs by 

the City, GovHR performed the following: 
 

 Read each JAQ and corresponding Job Description in its entirety.   
 Conducted virtual person interviews with at least one (1) employee in each position 

covered by the Study to further understand the scope of duties and responsibilities of 
the position. 

 Applied a measurement system of Job Evaluation Factors to all positions, which formed 
the basis for internal rankings (equity) of positions.  

 Upon completion of the Job Evaluation measurements, a new Classification Plan was 
developed. 

 
 
II. Salary Survey  
 

The following tasks were included in this component of the Study: 
 

• Tabulated, summarized, and analyzed comparative compensation information obtained from 
the comparable communities.  Prepared pay tabulations that compared the salary ranges of the 
City of Saint Charles to the salary ranges of its comparable communities.   Prepared comparison 
calculations at the 50th, 60th, 65th, 75th and 80th percentiles.  Displayed data for each jurisdiction 
and for each position and summarized the data in table form.  Based on discussions with the 
City and the gathered data, developed salary ranges that would establish Saint Charles as a 
payer at the 75th percentile of the salary data from the comparable communities.   

 
• Based on the above data, developed, and recommended new salary schedules and 

recommended new Job Titles for some positions.  
 
 
III. Draft and Final Report Preparation 
 

• A preliminary analysis of the data and recommended Classification and Compensation Plan was 
shared with the City.   Feedback from Human Resources was reviewed and incorporated into the 
recommendations. 
 

• This draft report has been prepared by the Consultant and sent electronically to the City. 
 

• A presentation of these draft findings will be conducted for City Leaders. 
 

• Once the presentation is made and review comments are returned by the City a final report will 
be prepared and transmitted electronically. 

City of Saint Charles, IL GovHR USA, LLC Page 2



 

 

II. EXECUTIVE SUMMARY   

 

A Classification and Compensation Study encompasses a significant amount of information that can be 

time consuming to condense and organize into an abbreviated format.  Therefore, GovHR has compiled 

this Executive Summary in order to provide a quick synopsis regarding the major components, findings 

and recommendations of this Study. The purpose of a well-designed Classification and Compensation 

Study is twofold.  First, it establishes internal equity (ranking) among employees across Departments in 

the City.  Second, it assures external equity/competitiveness by comparing the compensation of Saint 

Charles’ employees against market data.   

 

Internal Equity - Classification Plan Development 

The Study developed a new Classification Plan for eighty (80) positions in the City of Saint Charles.  To 

complete this task, the Consultant completed a Job Evaluation.  The Job Evaluation included the 

completion of a questionnaire by all employees covered in the Study and virtual interviews with at least 

one (1) employee working in each position covered by the Study (see Appendix A).  Upon the completion 

of those tasks, the Consultants assigned a numerical value to each position so that like positions within 

the organization would be grouped together in a classification to produce an internal equity hierarchy.  

Nine (9) factors were used for the evaluation of Saint Charles’ positions: 

1) Preparation and Training 

2) Experience Required 

3) Decision Making and Independent Judgment 

4) Responsibility for Policy Development 

5) Planning of Work 

6) Contact with Others 

7) Work of Others (Supervision Exercised) 

8) Working Conditions 

9) Use of Technology/Specialized Equipment 

 

The product of this internal ranking is shown in Table 1, which lists the City’s positions with their numerical 

Job Evaluation score, also known as a Classification Plan.  The higher the Job Evaluation Score, the higher 

the position is within the Classification Plan. 
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Job Title Changes   

After conducting the Job Evaluation noted above, the Consultants observed some inconsistencies with the 

market and the actual duties assigned to some positions. Therefore, the following Job Title changes have 

been recommended based on clarification of duties and market trends.   

 
Current Title                    Proposed New Title 

Development Engineer II     Development Engineering Manager 

Community Service Officer II   Community Service Officer/Evidence Technician  

 

 

External Equity – Market Competitiveness  

The next component of a Classification and Compensation Study involves establishing external 

competitiveness.  The City of Saint Charles had a previously determined group of comparable communities 

from a Study completed in 2018.  GovHR reviewed the list and agreed that the communities are a good 

representation of external market competitiveness.  The full list of the eighteen (18) chosen comparables 

is listed below. 

Batavia 

Buffalo Grove 

Carpentersville 

Crystal Lake 

DeKalb 

Downers Grove 

Elk Grove Village 

Elmhurst 

Geneva 

Hanover Park 

Lombard 

Palatine 

Romeoville 

South Elgin 

Streamwood 

West Chicago 

Wheaton 

Wheeling  

 

Salary Data  

GovHR then prepared and distributed a salary survey to the eighteen (18) comparable communities.   All 

of the communities responded to the survey either by directly responding to the survey or supplying 

GovHR with a copy of their most recent Compensation Plan. The salary summary results can be found in 

Table 2.  To provide external competitiveness for the City’s salaries, the salary ranges derived from this 

data collection were used to help establish the proposed Compensation Plan. The recommended pay 

ranges are contained within Table 3 of the report. 
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Proposed Classification and Compensation Plan 

The goal of this Study was to recommend a Classification and Compensation Plan that is internally 

equitable and externally competitive.  To accomplish this, a Compensation Plan was developed using the 

75th percentile comparison of the salary ranges that were acquired through the salary survey. The 

resulting Classification and Compensation Plan consists of thirteen (13) pay grades; one (1) being lowest 

and thirteen (13) being highest and is broken down into the following three (3) bands:  

Grades 1 – 4: Administrative and Technical  

Grades 5 – 9: Supervisors and Advanced Technical 

Grades 10 – 12: Directors and Senior Managers 

Grade 13: City Administrator  

All proposed pay ranges are open ranges, which means the pay plan has salary ranges with minimums 

and maximums, but without defined percentage increments in between.   There is an 10% gradation 

between Grades 1 – 4; a 6% gradation between Grades 5 – 9; and a 12.5% gradation between Grades 10 

- 12.  All Grades have a 40% range spread from minimum to maximum.

Future Administration of the Classification and Compensation Plan 

Within the body of this report, GovHR has outlined how the City can maintain the Classification and 

Compensation Plan.  GovHR will supply the City with a User’s Manual and all associated documents to 

maintain the Classification and Compensation Plan and the steps to ensure the City remains competitive 

with the market in the years to come. 
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III. JOB EVALUATION

GovHR’s approach to Job Evaluation involves a quantitative point and factor comparison method, which 

cross-compares all positions in the organization against numerous factors such as educational 

requirements, experience, work conditions, etc.   Therefore, all jobs in each organizational unit (e.g., 

Police, Administration, Finance, etc.) may be compared against each other, based upon the same 

factors.   

In conducting the Job Evaluation exercise, it must be emphasized that the position, and not the 

incumbent’s qualifications, performance, or years of service in the position, is evaluated. An incumbent 

employee may feel he/she should be placed in a higher level (i.e., receive more points) because the 

individual performs well, has a long tenure with the organization, and/or has additional education or 

skills not required to perform that job, or may feel he/she does more tasks than a similar employee in 

another Department, but these are not valid determinants for a position. 

Before reviewing the results of the evaluation of the positions, it is important to note that the purpose 

of a Job Evaluation is to identify whether a job is more or less advanced than, or equal to, other jobs in 

the organization, based on nine (9) objective factors. While these factor definitions are guidelines, they 

are constructed to allow limited flexibility of interpretation while at the same time providing a strict 

framework and structure for comparison. The nine (9) factors used for the evaluation of Saint Charles’ 

positions are as follows: 

1) Preparation and Training

2) Experience Required

3) Decision Making and Independent Judgment

4) Responsibility for Policy Development

5) Planning of Work

6) Contact with Others

7) Work of Others (Supervision Exercised)

8) Working Conditions

9) Use of Technology/Specialized Equipment
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As part of the Job Evaluation process, the duties, responsibilities, and qualification requirements for 

each position were reviewed via a thorough reading of the incumbent’s current job description and a 

Job Analysis Questionnaire (JAQ) completed by each employee (Appendix A).  In addition, GovHR 

conducted interviews with at least one (1) employee in each of the positions covered by the Study. 

Points were then assigned to each factor by selecting the description that best fit the appropriate level 

of compliance.    In other words, a position that requires a Master’s Degree would receive more points 

under the “Preparation and Training” factor than positions that did not require this advanced degree.  

Points for each factor were then totaled for each position.  Using this method, the positions were found 

to fall into distinguishable Job Factor Analysis (JFA) scores.   Table 1 contains the Classification Plan, 

including the Position Title, the Proposed New Title (if applicable), the JFA Score, Skill Level and 

proposed Grade for the evaluated positions. 

 

As part of the service provided in the Compensation Study, GovHR makes Job Title change 

recommendations to either reflect a better description of the job being performed or to be consistent 

with trends in the organization or the marketplace.  Based on this, GovHR recommends the following 

Job Title changes:  

 

Current Title                    Proposed New Title 

Development Engineer II     Development Engineering Manager 

Community Service Officer II   Community Service Officer/Evidence Technician  
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IV. THE CLASSIFICATION PLAN 

 

A Classification Plan provides for a systematic arrangement of positions into classifications.  A position, 

often referred to as a job (e.g., Office Assistant), contains a specific set of duties and responsibilities and 

that is the objective of the classification process – not the person currently holding that job.  A 

classification is a grouping of positions which have similar levels of knowledge, skills and abilities needed 

to perform the job.  The positions are also similar in nature of work, level of work difficulty and 

responsibilities. Positions allocated to the same classification are sufficiently similar with respect to the 

types of factors enumerated above to permit them to be compensated at the same general level of pay.  

The positions do not have to be identical, they can be in different departments, dealing with different 

subject matters and performing different duties.    
 

It is this arrangement of positions and resulting classification structure that forms the basis for the 

Classification Plan.   As noted in the previous section, a Job Evaluation and Classification Plan is not 

intended to assess individual performance.  To that end, a position that belongs in a certain classification 

is not entitled to be placed in a higher classification simply because the individual performs with a high 

degree of success and efficiency, nor is it placed in a lower classification simply because the incumbent 

performs with low competence or productivity.  Variations in individual performance are not recognized 

by differences in classifications, instead they are management issues.  Similarly, there is a tendency in 

some work forces to use the Classification Plan to reward longevity, even though the duties and 

responsibilities of individual positions may not have changed over time.  Longevity is not a classification 

factor and the Classification Plan should not be used in this manner.     
 

As an assessment of duties performed and of responsibilities exercised, a Classification Plan is an 

exceedingly useful managerial tool.  It provides the fundamental rationale for the Compensation Plan and 

helps management identify positions which have taken on (or in some cases reduced) duties and 

responsibilities.  Through proper maintenance of the Classification Plan, employees are assured of 

management’s continuing concern about the nature of work that they carry out and its reward in the form 

of appropriate pay levels and relationships. The Classification Plan also provides the basis for recruitment, 

screening, and selection of employees in direct relationship to job content.  Promotional ladders as well 

as opportunities for lateral career development are also evidenced by the logical grouping of allied 

occupational classifications and hierarchies.    
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V. SALARY DATA  

 
The City of Saint Charles initiated this Study with the objective of assuring that its Compensation Plan is 

both internally equitable and externally competitive.  The Job Evaluation System (outlined in Section III) 

is performed to address the issue of internal equity.  To achieve external competitiveness, a market 

survey of comparable jurisdictions was conducted.  The following explains the labor market review and 

collection of salary data. 

 

Comparable Communities  

Selecting jurisdictions for the comparison group is an important element in a Classification and 

Compensation Study.  The City of Saint Charles had a previously determined group of comparable 

communities from a Study completed in 2018.  GovHR reviewed the list and agreed that the 

communities are a good representation of external market competitiveness.  The full list of the eighteen 

(18) chosen comparables is listed below. 

Batavia 

Buffalo Grove 

Carpentersville 

Crystal Lake 

DeKalb 

Downers Grove 

Elk Grove Village 

Elmhurst 

Geneva 

Hanover Park 

Lombard 

Palatine 

Romeoville 

South Elgin 

Streamwood 

West Chicago 

Wheaton 

Wheeling  

 

Selection of Benchmark Positions for Survey Purposes 

When developing the salary survey, it is important to select positions that are likely to have data 

available from the surveyed municipalities.  These positions are referred to as benchmark positions.  

Based on the size of the Study and number of positions in Saint Charles, GovHR recommended limiting 

the benchmark positions in the survey to approximately thirty-five (35) positions.  This is because as the 

number of positions surveyed increases there tends to be a decline the number of organizations 

responding to the survey.  This decline in response rates is thought to be due to the amount of work 

organizations need to devote to completing a lengthier survey.  Positions recommended as benchmarks 

are those that:  

1) Are representative of each occupational grouping (e.g., Administration, Finance, Police, etc.). 

2) Include multiple numbers of City employees, when possible. 

City of Saint Charles, IL GovHR USA, LLC Page 9



3) Can be described in a concise manner that accurately identifies the nature of work and level of 

difficulty. 

4) Are known to commonly exist in other communities.  

 

After discussion with Human Resources, thirty-four (34) positions were selected as benchmark positions 

for the survey.  Below is a list of all the surveyed positions: 

City Administrator  

Director of Human Resources 

Benefits Coordinator 

Administrative Assistant 

Communications Manager 

Receptionist 

Director of Community Development 

Building and Code Enforcement Manager 

Planner 

Permit Technician  

Director of Finance 

Senior Accountant 

Accountant 

Utility Billing Manager 

Accounts Payable/Payroll Coordinator 

Accounting Specialist 

Utility Billing Account Representative 

Director of IT  

Network Manager 

Network Specialist/Technician  

GIS Coordinator  

GIS Technician  

Director of Public Works 

PW Manager – Public Services 

PW Manager – Environmental Services 

PW Division Manager - Public Services 

PW Division Manager – Environmental Services 

Civil Engineer 

Chief of Police 

Police Commander 

Police Records Coordinator  

Fire Chief 

Battalion Chief 

 

Salary Survey 

After identifying the benchmark positions, the Consultants then prepared and distributed a salary survey 

to the eighteen (18) comparable communities. All of the communities responded to the survey or 

supplied GovHR with a copy of their Compensation Plan. Table 2 is a summary of the benchmark salary 

survey data.  
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It is important to make a few of observations regarding Table 2.   

1) The salary data is information that was available as of May 1, 2021. The new recommended 

salary ranges for the City were developed using this salary data from the comparable 

communities.  

2) Some of the comparable municipalities provided salary range minimums and maximums for 

comparison purposes, while others (those that don’t utilize salary ranges as part of their pay 

plans) provided actual salaries for surveyed positions.  The salary range minimums and 

maximums were analyzed to determine the 50th, 60th, 65th, 75th and 80th percentiles to identify 

wage ranges for “average” and “above average” payers.  Any actual salaries provided by the 

comparable municipalities were only analyzed in a few instances when there was not enough 

salary range information.  Salary ranges are a better gauge of market salaries than an actual 

salary and are thus preferred to conduct analysis.  

3) Data obtained has been thoroughly reviewed.  If the Consultants determined the data was not 

relevant, it was removed.   

 

 

Appraisal and Use of Salary Data 

While comparing Saint Charles’ current salaries to those paid by other employers in the comparable 

communities, it must be noted that variations in compensation may be due to several factors, including: 

1) Organizational size and economic conditions can have an impact on positions.  In smaller 

organizations, employees are often asked to "wear many hats" and therefore take on more 

duties and responsibilities than would normally be required of a certain position.   In addition, 

the economic downturn forced organizations to "do more with less", compelling staff to take on 

more duties and responsibilities than they have in the past.  Therefore, it becomes increasingly 

harder to compare “like” positions within organizations.   

2) Some employers place a different relative worth on certain groups of employees.  For example, 

some employers are forced to place a higher value on certain employees or groups of 

employees because of the market, and therefore, pay them more.  Overall, the policies and 

value judgments of different employers in compensating the same kind of work can vary widely. 

There is rarely a single prevailing rate for any particular kind of work, even within the same labor 

market.   
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3) It can be difficult to make exact comparisons among the different employers of the duties and 

responsibilities of ostensibly similar jobs.   

 

Nevertheless, comparative salary data is widely recognized as a good measure of the appropriate 

compensation rates with respect to the prevailing market. This data is also useful as an indication of 

prevailing opinions concerning the compensation relationships that should exist among different 

classifications of work. Of equal importance, however, are the internal relationships for the various 

positions that were accomplished in the Job Evaluation portion of this Study. 
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VI. COMPENSATION PLAN DEVELOPMENT AND RECOMMENDATIONS   

 

Development of the Compensation Plan 

A basic element in any human resources management program is adequate and equitable employee 

compensation. A Compensation Plan of this nature is essential if qualified employees are to be recruited 

and retained. To achieve this goal, there must be a reasonable and widely accepted model of Job Factors 

upon which the Compensation Plan rests.  Application of this model was the purpose of the Job 

Evaluation aspect of this Study. The Plan presented in this report is designed to accomplish the Study 

goals by:  

1) Providing for equal compensation for work of equivalent job content and responsibility.  

2) Facilitating adjustments to compensation levels based on changing economic and employment 

conditions that impact these interrelationships. 

3) Establishing compensation ranges that compare favorably with those of other equivalent 

jurisdictions within the appropriate labor market.   

 

In preparing this Plan, the Study only looked at base compensation.  The compensation associated with 

longevity or other fringe benefits was not analyzed or factored into the Compensation Plan.  

 

Compensation Plan Options for the City’s Consideration 

One of the purposes of this Study was to provide an updated Compensation Plan that relates to the 

external market and is internally equitable. Below is a detailed explanation of three (3) different 

Compensation Plans:  

1) Defined Increment Plan: This is a Compensation Plan that has salary ranges with a minimum 

and a maximum with defined percentage increments (e.g., 3%) in between.  If an employee has 

a satisfactory performance evaluation, he/she systematically advances through the 

compensation range.  The performance evaluation and resulting salary increment increase 

occurs annually.   

2) Open Range Merit Plan: This is a Compensation Plan that also has salary ranges with minimums 

and maximums, but without defined percentage increments in between.  Employees are 

advanced through the compensation range based on an annual satisfactory performance 

evaluation, with the percentage of their increase determined annually by City Administration, 

based on the recommendation from Human Resources and Finance.   
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3) Blended Merit Plan: This is a Compensation Plan that uses techniques from both a Defined 

Increment Plan and an Open Range Merit Plan.  

 

 In considering which Plan to use, it is important to understand that employees at various levels of 

responsibility may react differently toward, and be motivated differently by, the Compensation Plan 

they work under. Management personnel that are goal-oriented may have a higher acceptance of the 

Open Range Merit Plan, and thus tend to be more comfortable with this method of compensation.  Mid 

to lower-level positions may want the assurance of a defined salary increase based on satisfactory 

performance. Possible advantages and disadvantages of each Plan are summarized below. 

Defined Increment Plan 

Advantages 

City:  A Defined Increment Plan has the advantage of creating financial predictability because it is 

easier for management to predict and plan for salary increases on an annual basis.    

Employees:  Employees like a Defined Increment Plan because it offers security and predictability for 

advancement through the range.  Another advantage of this Plan is that it offers a high degree of 

internal equity and fairness – the expectation that fellow workers in this Plan are all being treated 

the same. 

Disadvantages 

City:  The City may feel that a Defined Increment Plan simply rewards compensation increases on a 

routine basis.  However, by tying the increase to a satisfactory performance evaluation, the City can 

be assured that only employees with acceptable performance will receive a salary increase. 

Employees:  Employees may feel unmotivated to perform at an above average or at a superior level, 

knowing their salary increase amount is pre-determined.  One way to remove this negative notion is 

to allow an employee with a superior performance evaluation to get a two (2) increment increase.  

This, however, would be the exception and not the rule.  Most employees would be considered 

“average” performers and receive a one (1) increment increase.   
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Open Range Merit Plan 

Advantages 

City:  The Open Range Merit Plan tends to motivate employees to perform at a higher level, thereby 

achieving greater production/benefit for the City.  This Plan also enables the supervising authority to 

reward high-performing employees with a salary increase greater than a defined increment.   

Employees: Employees who are high performers like working under this Plan as they can earn a 

higher percentage salary increase. 

Disadvantages 

City:  Anticipating the cost of merit increases has less financial predictability, as it is not always 

possible to know how many employees will be high performers in any given year.  However, the City 

can fund a “merit increase pool” for all Open Range Merit Plan employees to receive an average 

percentage (i.e., a 2-3% increase), knowing that some employees will receive less (or no) increase 

and some employees will earn more. 

Employees:  An Open Range Merit Plan can create a perceived inequity regarding how individuals 

are granted salary increases.  It is incumbent upon management to use an equitable performance 

evaluation system when implementing this Plan.  It is also incumbent on management to ensure 

that the performance evaluation system is applied fairly and that supervisors receive appropriate 

training on conducting the evaluation and using the evaluation tool properly. 

Blended Merit Plan 

There are positives and negatives for both Defined Increment and Open Range Merit Plans.  

However, it is also possible to design a pragmatic salary system that uses elements of both Defined 

Increment and Open Range Merit Plans.  It is becoming increasingly common for organizations to 

have a Blended Merit Plan for various levels of positions that reflects the particular circumstances 

and culture of the organization.  A Plan of this type is customizable to the needs of the organization.  

It is also the preferred Plan for organizations that are transitioning from a Defined Increment Plan to 

an Open Range Merit Plan. The following is one example of a Blended Merit Plan: 

Exempt: All exempt employees are in an Open Range Merit Plan. 

Non-exempt: Non-exempt employees are in a Blended Merit Plan.  In this Plan, salary ranges begin 

at the minimum with, for example, three (3) defined increments and then transition into an open 

range.  The initial increment of the assigned range is intended as the normal hiring/promoting rate. 
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Increments two (2) and three (3) would be awarded upon successful completion of the employee's 

initial evaluation period and/or after another period that is set by the City (e.g., increment two (2) 

after the initial evaluation and increment three (3) after an additional year of employment.)  After 

that, the employee may advance through the open range as a result of a successful performance 

evaluation.  

Recommendation: Open Range Merit Plan 

GovHR is recommending that the City adopt an Open Range Merit Plan.  An Open Range Merit Plan has 

salary ranges with minimums and maximums, but without defined percentage increments in between. 

Employees are advanced through the ranges based on an annual satisfactory performance evaluation, 

with the percentage of their increase determined by their supervisor and Human Resources. 

The Open Range Merit Plan also allows maximum flexibility for the City relative to recruitment and 

funding as employees can be hired within the range and the increases provided annually for meritorious 

performance can fluctuate based on available funding.  Given Saint Charles’ goal to recruit, reward and 

retain motivated, high-performing employees, the Open Range Merit Plan has been selected for 

recommendation.   

Pay Philosophy, Compensation Strategy and Pay Equity 

An important component in the process of developing a Compensation Plan is understanding and 

applying the pay philosophy of the City.  In Saint Charles, the City subscribes to a pay philosophy of 

compensating employees at a rate at the 75th percentile.  While a pay philosophy at the 75th percentile is 

very competitive, the City is still experiencing some turnover is certain areas, particular with EMA 

Technicians, Crossing Guards, and in the Electric Utility. These types of positions are also challenging 

other jurisdictions, particularly Crossing Guards and Electric Utility workers. Continuing to look at 

strategies to recruit and retain employees in these areas is recommended. On a positive note, 

the overall turnover rate the City is experiencing is about 7%, once employees who retire or are 

terminated are removed from the calculations.  

The City has also developed a Compensation Policy. This is an excellent practice as it clearly articulates 

the City’s approach to compensating its employees in a fair an equitable manner. Finally, Classification 

and Compensation Study has ensured pay equity for the City as the recommended pay ranges were 
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calculated after the Classification Plan was developed, which established Internal Equity for the City’s 

positions. Internal Equity ensures that positions assigned to the same pay grade are compensated within 

the same pay range, equal pay for equal work. 

 

Proposed Compensation Plan and Structure 

The next step in this process is to combine the JFA scores included in Tables 1 and 2 with the proposed 

salary ranges in Table 3.  The resulting Classification and Compensation Plan consists of thirteen (13) pay 

grades; one (1) being lowest and thirteen (13) being highest and is broken down into the following three 

(3) bands:  

Grades 1 – 4:  Administrative and Technical  

Grades 5 – 9:  Supervisors and Advanced Technical  

Grades 10 – 12:  Directors and Senior Managers 

Grade 13:  City Administrator  

 

All proposed pay ranges are open ranges.  There is an 10% gradation between Grades 1 – 4; a 6% 

gradation between Grades 5 – 9; and a 12.5% gradation between Grades 10 - 12.  All Grades have a 40% 

range spread from minimum to maximum.  

 

Note 1:  Different compensation grades may have different ranges from minimum to maximum 

compensation.  It is appropriate for the lower grades in a Compensation Plan to have a smaller 

spread from minimum to maximum as it is likely that new employees would start at the 

minimum compensation of the range.  Conversely, it is more likely that more experienced 

employees or Department Head level employees may be hired at a rate above the minimum 

compensation of a range, thus it is necessary to have a greater spread from minimum to 

maximum compensation. 

 

Note 2:  Gradation refers to the relationship between the minimum compensation of one grade 

to the minimum compensation of the next grade.  In this case, the starting compensation for 

employees in Grade 2 is 10% higher than Grade 1 and so on.  The gradation will vary depending 

upon the relationship between the salary data for the grade, the number of grades in the 

compensation band and the established compensation range.   
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Table 2 combines all of the classification and compensation data at the 75th percentile.   

 

Implementation and Administration of the Compensation Plan  

Implementation of the Compensation Plan, as it affects individual employees, should be under the 

following pattern of adjustments: 

1) Employees whose present compensation is below the minimum compensation of the range for 

their classification should be raised to the minimum of the range.   

2) The compensation of employees whose present compensation is within the range for their 

classification should be slotted into the new Compensation Plan at their current pay rate.  

3) The compensation of employees whose present compensation is above the maximum 

compensation of the range should be held at their present rate, without a reduction in 

compensation, until such time that further market analysis indicates commensurate alignment 

with the marketplace.  However, the City can consider lump sum increases for these employees, 

which does not impact base compensation levels, until the ranges adjust to include the 

individual employee compensation rates.   

 

In other studies, GovHR has been asked for ideas on how to address the situation of long-term 

employees whose current compensation falls near the bottom (within 5 - 10%) of the proposed range.     

If this occurs, it illustrates that the position has been compensated at less than the market rate for 

someone with similar tenure.  Thus, some communities elect to make additional adjustments for those 

employees at implementation.  This program is discretionary for the City to adopt and only occurs one 

time, at the implementation of the new Classification and Compensation Plan.  If the City wishes to 

consider such a program, an example is illustrated below: 

 

Service Adjustment 

1 - 3 Years 0% 

Over 3 and up to 8 Years 1% 

Over 8 and up to 15 Years 2% 

Over 15 Years 3% 
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Employee Advancement through the Ranges  

To implement the new Compensation Plan, GovHR recommends that the starting salary of the range 

(minimum) is the normal hiring/promoting rate. Exceptions to this starting point should be limited to 

hiring situations involving:  

1) Applicants with exceptional background and qualifications.  

2) A promotion in which the employee’s current compensation is higher than the minimum of the 

new range. 

3) In the case of a labor market situation where it is impossible to recruit qualified candidates at 

the minimum.   

 

In these cases, employees may be appointed to their positions anywhere within the defined range 

(generally up to the midpoint), depending on their experience and qualifications, and based on the 

provisions of the City’s policies (if applicable).  Employees should not be hired below the minimum of 

their compensation range.  

 

Salary advancement between the hiring rate and the top of the range (maximum) is done throughout 

the employee’s tenure with the organization.  Advancement through the range would be done on an 

annual basis and be dependent on a satisfactory performance evaluation.  Incumbents progressing 

through the range should understand that standards of performance would become more exacting or 

controlling as compensation levels advance. Typical movement through the range could be in 

increments of 1% to 3%, depending on the employee’s performance evaluation and goal attainment, as 

well as the financial resources of the City.   

 

The City may also wish to provide a merit bonus for exemplary performance after an employee reaches 

the maximum compensation for the range.  If this option is exercised, then an employee would be 

eligible to receive a payment after a successful performance evaluation each year.  This payment should 

not be worked into the base salary.  It can be in the form of a lump sum payment that is a set amount 

calculated each year and the same for all employees, such as $500 for meeting expectations and $1,000 

for exceeding expectations.  Another option is to calculate a percentage of the employee’s base 

compensation and provide a lump sum payment equivalent to that amount, such as 1% for meeting 

expectations and 2% for exceeding expectations. 
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It is recommended that the City set aside a "merit pool" every year, to fund increases for employees in 

this Plan. This money would then serve as the pool for merit payments, knowing that some employees 

will be high performers, getting a higher percentage, and some employees will be lower performers, 

getting a lower percentage.    

 

Again, it should also be noted that the implementation and use of a formal performance evaluation 

process for all staff members is a key component to the success of this Plan.  Equally, if not more 

important, is that supervisors are adequately trained to perform the formal performance evaluation 

process.   

 

Future Administration of the Compensation Plan 

To maintain competitive salary levels there should be an annual review of the City’s salary ranges.  The 

eighteen (18) communities used in the survey group for this Study have been determined to be 

comparable jurisdictions to the City.  Therefore, Saint Charles can continue to use these jurisdictions as a 

comparable salary survey group for annual salary comparison purposes, until it is determined that they 

are no longer valid comparables.  As mentioned earlier, the salary levels for these comparables are 

current as of May 1, 2021.  It is GovHR’s recommendation that an annual survey of these communities 

be conducted to determine the percentage increase each organization in the comparable group is 

granting, either as an annual across-the-board increase to their employees or as a general adjustment to 

their compensation ranges.  The City may wish to provide an across-the-board increase to all employees 

based on the information received from the comparable communities.  If this is the case, then the 

increases would be granted separately from any merit increase that would be awarded as a result of a 

successful performance evaluation. The City of Saint Charles is already doing this currently and GovHR 

recommends they continue to do.   

 

It is the further recommendation of GovHR that the compensation ranges for each grade be increased 

by the 75th percentile increase of the comparable group, even if an across-the-board increase is not 

given to all employees.  Employees would continue to advance through the compensation ranges 

(provided that the employee is not at the maximum of the compensation range) by virtue of a merit 

increase granted for satisfactory or above satisfactory performance of their job duties.   Finally, it is 

recommended that the City review the compatibility of the municipalities after five (5) years. 
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Future Administration of the Classification Plan 

The administration of a Classification Plan is an ongoing process.  It must be recognized that it is not 

static and is not intended to affix positions permanently into classifications.  Instead, the Plan must be 

administered continually to adapt it to changing conditions.   

 

Three (3) specific types of changes in the Plan itself are possible:  abolition of a position, creation of a 

position, or a revision of a position.   

1) When a position in a classification is eliminated or when a position has significantly changed 

work duties and responsibilities to the extent that the position becomes inappropriate or 

inaccurate, the position should be abolished.   

2) New positions should be created when new work situations arise that are not covered by the 

established positions.  However, caution should be exercised in this respect, particularly to 

assure that new positions are justified, are not merely duplicating established positions, cannot 

be accommodated through changes in existing positions, and reflect substantially permanent 

rather than temporary situations.   

3) The adjustment or revision of a position should be done when there are substantial changes to 

the requirements of the position or to the nature and complexities of the duties being 

performed.   In this instance, a position may need to be re-scored and move up or down into a 

new classification.   

 

All changes should be thoroughly evaluated for their effect on employee morale and the integrity of the 

classification relationships established in the Classification and Compensation Plan. Human Resources 

has been provided with the Job Analysis Questionnaire as well as the Job Factor Scoring Sheet, enabling 

the City to grade a newly created or revised position.  GovHR provides scoring assistance in such cases 

free of charge for one (1) year after the delivery of this report. 

 

Appreciation 

GovHR has appreciated the opportunity to work with the City of Saint Charles on this Classification and 

Compensation Study.   A special thank you to the employees for all of the information provided to allow 

for the analysis and to the Director of Human Resources and Human Resources Department for the 

significant amount of work and support dedicated to the project. 
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City of Saint Charles, IL
Table 1 - Classification Plan 

Current Job Title Recommended Job Title Change 
Current 
Grade 

New 
Grade 

JFA Score Skill Level

City Administrator 

City Administrator A 13 835 800+

Directors and Senior Managers
Chief of Police B 12 795 750 to 795
Fire Chief B 785 45 Points
Director of Information Systems B 770
Director of Public Works B 760
Director of Finance B 750

Director of Community Development B 11 740 700 to 745
Deputy Chief - Police C 735 45 Points
Assistant Chief C 725
Asst. Dir. Public Works C 700
Director of Ecomomic Development B 700
Director of Human Resources B 700

Assistant Finance Director D 10 685 650 to 695
Battalion Chief D 675 45 Points
PW Manager - Electric Services D 670
Patrol Commander D 665
Police Commander - Investigations D 660
Public Works Manager - Environmental Services D 660
Building and Code Enforcement Manager E 655
Special Services Unit Commander D 630
Enterprise Application Manager D 650
Network Manager D 650

Supervisors and Advanced Technical  

Electric Division Manager F 9 640 610 to 645
Public Works Manager - Public Services D 630 35 Points
Asst Director of Human Resources D 620

Environmental Services Division Manager F 8 605 570 to 605
Public Works Manager - Engineering D 605 35 Points
Electric Transmission and Substation Engineer E 600
Development Engineer II Development Engineering Manager G 595
IT Program Manager E 595

Records Division Manager I 7 540 530 to 565
Police Records Division Manager G 540 35 Points
Communications Division Manager I 535
PW Division Mgr. - Meter & Communications F 530
Public Works Division Manager - Public Services F 530
Utility Billing Manager I 530

Civil Engineer II G 6 515 490 to 525
Network Engineer G 510 35 Points
GIS Coordinator H 510
Sr. Electric Distribution Engineer F 510
Senior Accountant H 505
Laboratory Supervisor H 500

Public Works Safety Manager H 5 485 450 to 485
Benefits Coordinator I 475 35 Points
System Administrator H 475
Enterprise Systems Analyst H 460
EMA Coordinator I 455
Forensic Investigator/Property Custodian K 455
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City of Saint Charles, IL
Table 1 - Classification Plan 

Current Job Title Recommended Job Title Change 
Current 
Grade 

New 
Grade 

JFA Score Skill Level

Administrative and Technical 

PC and Network Specialist J 4 445 415 to 445
Planner I 445 30 Points
Planner - PT* I 445

Community Service Officer 2 Community Service Officer/Evidence Technician 
K 425

Dev. Engineering Project Coord. Inspections J 425
Civil Engineer I I 420
Development Engineer I I 420
Fire Records Manager & Data Analyst L 420
Accreditation and Training Coordinator I 415
Accountant I 415
Public Works Purchasing Manager I 415

Permit Technician K 3 405 380 to 410
Payroll and Accounts Payable Coordinator K 395 30 Points
Project Coordinator - Mapping J 395
Senior Utility Billing Account Representative K 395
Community Restitution Coordinator M 390
Engineering Assistant - Electric K 385

Utility Billing Account Representative L 2 375 345 to 375
City Records Specialist L 370 30 Points
Accounting Specialist L 365
Purchasing Coordinator K 365
GIS Technician (PT) K 355
Senior Administrative Assistant K 355
Senior Administrative Assistant K 345
Senior Admin Assistant - HR FT and PT K 345
Police Records Specialist L 345

Administrative Assistant - Building Part Time L 1 335 To 335
Administrative Assistant L 325
Administrative Assistant - Investigations L 325
Administrative Assistant to UB Manager - Part Time L 325
Administrative Assistant - CD and Fire Part Time L 325
Receptionist - Part Time M 305
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City of Saint Charles, IL
Table 2 - Comprehensive Table

Job Title 
JFA 

Score
Current 
Grade

New 
Grade

Skill Level 

City Administrator 
City Administrator 835 A 13 800+ 169,228 235,366 179,114 255,878 170,000 238,000

Directors and Senior Managers
Chief of Police 795 B 12 750 to 795 126,305 181,521 127,077 181,540 133,523 186,933
Fire Chief 785 B 45 Points 123,363 180,918 127,077 181,540
Director of Information Systems 770 B 109,982 162,176 127,077 181,539
Director of Public Works 760 B 126,663 181,517 127,077 181,539
Director of Finance 750 B 125,765 177,807 127,077 181,539

Director of Community Development 740 B 11 700 to 745 121,422 176,061 127,078 181,540 118,688 166,163
Deputy Chief - Police 735 C 45 Points 121,460 157,788 114,241 163,202
Assistant Fire Chief* 725 C 114,241 163,202
Asst. Dir. Public Works* 700 C 114,241 163,202
Director of Economic Development 700 B 127,077 181,539
Director of Human Resources 700 B 121,192 163,816 127,077 181,539

Assistant Finance Director* 685 D 10 650 to 695 102,805 146,864 105,500 147,700
Battalion ChiefϮ 675 D 45 Points 103,048 141,518 102,805 146,864
PW Manager - Electric Services* 670 D 102,805 146,864
Patrol Commander 665 D 106,642 143,061 102,805 146,864
Police Commander - Investigations* 660 D 102,805 146,864
Public Works Manager - Environmental Services 660 D 96,827 134,030 102,805 146,864
Building and Code Enforcement Manager 655 E 95,808 138,396 94,657 135,224
Special Services Unit Commander* 655 D 35 Points 102,805 146,864
Enterprise Application Manager* 650 D 102,805 146,864
Network Manager 650 D 84,166 116,253 102,805 146,864

Supervisors and Advanced Technical  
Electric Division Manager* 640 F 9 610 to 645 90,260 128,943 100,367 140,514
Asst Director of Human Resources* 620 D 35 Points 102,805 146,864
Public Works Manager - Public Services 630 D 98,208 139,462 102,805 149,864

Environmental Services Division Manager* 605 F 8 570 to 605 90,260 128,943 94,686 132,560
Public Works Manager - Engineering* 605 D 35 Points 102,805 146,864
Electric Transmission and Substation Engineer* 600 E 94,657 135,224
Development Engineer II* 595 G 84,698 120,996
IT Program Manager* 595 E 94,657 135,224

Records Division Manager 540 I 7 530 to 565 73,941 107,359 65,829 94,042 89,326 125,057
Police Records Division Manager 540 G 35 Points 73,941 107,359 84,698 120,996
Communications Division Manager 535 I 77,542 113,855 65,829 94,041
PW Division Mgr. - Meter & Communications* 530 F 90,260 128,943
Public Works Division Manager - Public Services 530 F 87,712 119,760 90,260 128,943
Utility Billing Manager 530 I 76,968 105,471 65,829 94,042

Civil Engineer II 515 G 6 35 Points 84,086 120,260 84,698 120,996 84,270 117,978
Network Engineer* 510 G 84,698 120,996
GIS Coordinator 510 H 72,906 102,749 73,629 105,185

75th Percentile                                
Salary Survey Data 

Current Salary Range 
Proposed Salary Range 75th 

Percentile  
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City of Saint Charles, IL
Table 2 - Comprehensive Table

Job Title 
JFA 

Score
Current 
Grade

New 
Grade

Skill Level 
75th Percentile                                

Salary Survey Data 
Current Salary Range 

Proposed Salary Range 75th 
Percentile  

Sr. Electric Distribution Engineer* 510 F 90,260 128,943
Senior Accountant 505 H 83,151 120,569 73,629 105,185
Laboratory Supervisor* 500 H 73,629 105,185

Public Works Safety Manager* 485 H 5 450 to 485 73,629 105,185 79,500 111,300
Benefits Coordinator 475 I 35 Points 74,829 113,079 65,829 94,041
System Administrator* 475 H 73,629 105,185
Enterprise Systems Analyst* 460 H 73,629 105,185
EMA Coordinator* 455 I 65,829 94,042
Forensic Investigator/Property Custodian* 455 K 59,467 84,947

Administrative and Technical 
PC and Network Specialist 445 J 4 415 to 445 66,017 94,088 62,338 89,066 69,878 97,829
Planner 445 I 30 Points 69,670 97,355 65,829 94,042
Planner - PT* 445 I 65,829 94,042
Community Service Officer/Evidence Technician* 425 K 59,467 84,947
Dev. Engineering Project Coord. Inspections* 425 J 62,338 89,066
Civil Engineer I* 420 I 65,829 94,042
Development Engineer I* 420 I 65,829 94,042
Fire Records Manager & Data Analyst* 420 J 62,338 89,066
Accreditation and Training Coordinator* 415 I 65,829 94,042
Accountant 415 I 65,218 96,627 65,829 94,042
Public Works Purchasing Manager* 415 I 65,829 94,042

Permit Technician 405 K 3 380 to 410 53,841 75,458 59,467 84,947 63,525 88,935
Payroll and Accounts Payable Coordinator 395 K 30 Points 54,425 77,494 59,467 84,947
Project Coordinator - Mapping* 395 J 62,338 89,066
Senior Utility Billing Accounts Representative 395 K 50,229 72,487 59,467 84,947
Community Restitution Coordinator* 390 M 44,346 63,336
Engineering Assistant - Electric* 385 K 59,467 84,947

Utility Billing Accounts Representative* 375 L 2 345 to 375 48,984 69,971 57,750 80,850
City Records Specialist* 370 L 30 Points 48,984 69,971
Accounting Specialist 365 L 52,888 74,834 48,984 69,971
Purchasing Coordinator 365 K 59,467 84,947
GIS Technician (PT)Ϯ 355 K 61,012 85,272 59,467 84,947
Senior Administrative Assistant*Ϯ 355 K 59,467 84,947
Senior Admin Assistant - HR FT and PT*Ϯ 345 K 59,467 84,947
Police Records Specialist*Ϯ 345 L 48,984 96,971

Administrative Assistant - Building Part TimeϮ 335 L 1 To 335 53,156 74,270 48,984 69,971 52,500 73,500
Administrative Assistant - PWϮ 325 L 53,156 74,270 48,984 69,971
Administrative Assistant - Investigations 325 L 53,156 74,270 48,984 69,971
Admin. Assistant to UB Manager - Part TimeϮ 325 L 53,156 74,270 48,984 69,971
Administrative Assistant - CD and Fire Part TimeϮ 325 L 53,156 74,270 48,984 69,971
Receptionist - Part TimeϮ 305 M 47,961 63,851 44,345 63,336

*Asterisks note positions that were not surveyed. 
Ϯ Multiple incumbants. See final tab for current salaries
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City of Saint Charles, IL 
Table 3 - Proposed Pay Ranges 

Grade Minimum Maximum 
1 52,500 73,500
2 57,750 80,850
3 63,525 88,935
4 69,878 97,829

Grade Minimum Maximum 
5 79,500 111,300
6 84,270 117,978
7 89,326 125,057
8 94,686 132,560
9 100,367 140,514

Grade Minimum Maximum 
10 105,500 147,700
11 118,688 166,163
12 133,523 186,933

Grade Minimum Maximum 
13 170,000 238,000

City Administrator 
40% Range Spread from Minimum to Maximum 

12.5% Between Each Grade and a 40% Range Spread 

75th Percentile 
Administrative and Technical 

10% Between Each Grade and a 40% Range Spread 

Supervisors and Advanced Technical 
6% Between Each Grade and a 40% Range Spread

Directors and Senior Managers 
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APPENDIX A 



  
 

 
EMPLOYEE JOB ANALYSIS QUESTIONNAIRE (JAQ) 

 
City of St. Charles, Illinois  

 
NAME:         DATE:        
 
YEARS OF EXPERIENCE WITH EMPLOYER:        JOB TITLE:        
  
YEARS OF EXPERIENCE ON THIS JOB:        YOUR JOB IS:  FULL TIME   PART TIME   
 
YOUR YEARS OF EXPERIENCE IN THIS FIELD:    YOUR EDUCATION:  
       High Sch. Assoc. Deg. Bach. Deg. Mas. Deg. 
 
NAME OF IMMEDIATE SUPERVISOR:    HIS/HER TITLE: 
             
 

INSTRUCTIONS 
The purpose of this questionnaire is to obtain additional information about your job that may not be included in your 
current job description. Please answer each question thoughtfully and frankly. After you have finished your portion of 
the questionnaire, give it to your immediate supervisor, who will complete his/her section. 
 
General Summary:  In three or four sentences, please summarize the major purpose or primary function of your job.  
      
 
Please indicate if you have reviewed your current job description.        
 
If you have any changes to your current job description, please mark them on the JD and attach it to this JAQ, or 
indicate changes here:        
 
If you do not have a job description available to review, please list your job duties.  Try to place your duties in order of 
importance and group “like” tasks together (e.g., “clerical duties including word processing, opening mail, filing, etc.” 
or “front desk responsibilities including greeting visitors, answering telephones and routing calls, etc.”). Job duties: 
1.       
 
2.       
 
3.       
 
4.       
 
5.       
 
6.       
 
7.       
 
8.       
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9.       
 
10.       
 
11.       
 
12.       
 
13.       
 
14.       
 
15.       
 
Feel free to add more numbers/duties if necessary.       
 
 
FACTOR 1. Education & Training: In your opinion, what kind of education and training is necessary to perform your 
job?  
 

  LEVEL 1:  Level of knowledge that is below what is normally attained through high school graduation. 
  LEVEL 2: High school diploma (GED) or equivalent. 
 LEVEL 3: High school, plus elementary technical training, acquired on the job or through one year or less of 

technical or business school. 
 LEVEL 4: Extensive technical or specialized training such as would be acquired by an Associate’s Degree or two 

years of technical or business school. 
 LEVEL 5: Completion of four-year college degree program. 
 LEVEL 6:  Additional professional level of education beyond a four-year college program, such as a CPA or 

Professional Engineer (P.E.) training. 
  LEVEL 7: Completion of graduate coursework equal to a Master’s Degree or higher. 

 
What specific degree/coursework is NECESSARY?       
 
What specific degree/coursework is PREFERRED?       
 
If a specific certificate or license is mandated by an outside agency to perform your duties, name the certificate or 
license:         
 
What special skills, knowledge, and abilities are required to perform your job?  Please list:        
 
 
FACTOR 2. Years of Experience: How much previous work experience do you feel is necessary to perform your job? 
 
LEVEL 1: LEVEL 2: LEVEL 3: LEVEL 4: LEVEL 5: 

 Less Than 1 Year       1 to 3 Years      4 to 6 Years   7 to 10 Years      More than 10 Years   
 
What is the minimum number of years required?       
 
What specific experience is necessary?       
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FACTOR 3. Independent Judgment and Decision Making 
 
Part 1:  How much discretion do you have in making decisions with or without the input or direction of your 
supervisor? 

   LITTLE:  Little discretion or independent judgment exercised. 
   SOME: Some discretion or judgment exercised, but supervisor is normally available. 
  OFTEN: Job often requires making decisions in absence of specific policies and/or guidance from supervisors, 

but some direct guidance is received from supervisors. 
  HIGH: High level of discretion with decisions restricted only by Departmental policies and little direct 

guidance from supervisors. 
  VERY HIGH: Very high level of discretion with decisions only restricted by the broadest policies of the Organization. 

 
Part 2:  If you make an erroneous decision, what impact would this decision have on your work unit, department, and/or 
the Organization? 

  MINOR:  Some inconvenience and delays but minor costs in terms of time, money, or public/employee good 
will. 

  MODERATE:  Moderate costs in time, money, or public/employee good will would be incurred. Delays in important 
projects/schedules likely. 

  SERIOUS:  Important goals would not be achieved and the financial, employee, or public relations posture of the 
Organization would be seriously affected. 

  CRITICAL: Critical goals and objectives of the Organization would be adversely and very seriously affected. Error 
could likely result in critical financial loss, property damage, or bodily harm/loss of life. 

 
 
FACTOR 4. Responsibility for Policy Development: Does your job require you to participate in the development of 
policies for your unit/division/department/the Organization?  
 

  LEVEL 1:  Position involves only the execution of policies or use of existing procedures. 
  LEVEL 2: May provide some input to supervisor when policies and procedures are updated.  
  LEVEL 3: Position involves some development of policies/procedures for the Department and/or the 

interpretation or explanation of departmental policies for others in the organization or residents. 
  LEVEL 4: Position involves significant or primary responsibility for the development of policies and procedures 

for a division or organizational component of a department, as well as the interpretation, execution 
and recommendation of changes to department policies. 

  LEVEL 5: Position involves significant or primary responsibility for the development of policies and procedures 
for an entire department, plus occasional participation in the development of policies which affect 
other departments in the organization. 

  LEVEL 6: Position involves the primary responsibility for the development of departmental policies and 
procedures and regular participation in the development of policies that affect other departments and 
occasionally involves participation in the development of organization-wide policies. 

 
Give some examples of the types of policies you’ve written or been a part of creating:        
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FACTOR 5. Planning:  How much latitude do you have to set your own daily work schedule and priorities for a given 
workday?  
 

  LEVEL 1:  Position requires that my daily work load and activities are assigned to me by my supervisor. 
  LEVEL 2: Position requires that I plan my own daily work load and work independently according to established 

procedures or standards. 
  LEVEL 3: Position requires that I plan my own daily work load and those of others in the department (first-level 

supervision). 
  LEVEL 4: Position requires an above average ability to analyze data and develop departmental plans, including 

plans where a number of difficult, technical and/or administrative problems must be addressed 
(Manager/Division level planning). 

  LEVEL 5: Position requires a high level of analytical ability to develop plans for a department or complex 
situation, including plans that involve integrating/involving/impacting other departments (Department 
Head level planning). 

 
 
FACTOR 6. Contacts with Others: In the course of performing your job, what contacts with people in your department, 
other departments within the organization, and/or people from outside the organization are you required to make?  
 

  LEVEL 1:  Position involves interaction with fellow workers on routine matters with relatively little public contact. 
  LEVEL 2: Position involves frequent internal and external contact, but generally on routine matters such as 

furnishing or obtaining information. 
  LEVEL 3: Position involves frequent internal contact and regular contact with outsiders generally on routine 

matters, including contacts with irate outsiders which require some public relations skill for taking 
complaints for others to follow up upon. 

  LEVEL 4: Position involves frequent internal and external contacts which require public relations skills in handling 
complaints.  Contacts involve non-routine problems and require in-depth discussion and/or persuasion 
in order to resolve the problem. Handles more difficult contacts that are referred by front line 
employees. 

  LEVEL 5: Position involves frequent internal and external contacts which require skill in dealing with, and 
influencing others, and initiating changes in policy/procedures to address the issue so as to avoid having 
to deal with the issue again in the future. 

  LEVEL 6: Position involves frequent internal and external contacts in which I act as the spokesperson for the 
department and am authorized to make commitments of significant resources on behalf of the 
department. 

  LEVEL 7: Position involves frequent internal and external contacts where I represent the entire organization and 
am authorized to make commitments in matters of broad or critical interest to the entire organization. 

 
With which internal individuals or groups do you have the most contact?        
 
With which external individuals or groups do you have the most contact?        
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FACTOR 7. Supervision Given:   
 
Do you supervise or assign work to other employees?    Yes    No 
 
If yes: 

  LEVEL 1: Position is regularly responsible for assigning work to an employee or employees, without acting in a 
supervisory role.  To whom does this position assign work?       

  LEVEL 2: Position is responsible for the supervision of one full time or several part time employees. 
  LEVEL 3: Position is responsible for the supervision of two to five full time (or full time equivalent) employees. 
  LEVEL 4: Position is responsible for the supervision of six to 15 full time (or full time equivalent) employees. 
  LEVEL 5: Position is responsible for direct and/or indirect supervision of 16 to 29 full time (or full time equivalent) 

employees. 
  LEVEL 6: Position is responsible for direct and/or indirect supervision of 30 to 50 full time (or full time equivalent) 

employees. 
  LEVEL 7: Position is responsible for direct and/or indirect supervision of more than 51 full time (or full time 

equivalent) employees. 
 
Actual number of full-time (or full-time equivalent) employees supervised:       
 
 
FACTOR 8. Physical Demands: Please describe any physical demands required to perform your job. 
 
Demand  No Yes How often? (Rarely, Occasionally or Daily) 
Lifting to 20 pounds             
Lifting 20-50 pounds           
Lifting 50+ pounds           
Climbing            
Walking             
Kneeling             
Crouching            
Crawling            
Bending             
Sitting             
Prolonged Standing           
Prolonged Visual Concentration          
 
Unpleasant or Hazardous Conditions: Please describe any unpleasant or hazardous conditions you are exposed to in 
performing your job and how often you are exposed to those conditions. Include only those conditions which are 
directly related to your work rather than specific work area conditions. 
 
Condition    No Yes How Often? (Rarely, Occasionally or Daily) 
Lighting-dimness or brightness          
Dust             
Heat             
Cold             
Odors             
Noise             
Vibration            
Wetness/Humidity           
Toxic Agents            
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Electrical Currents           
Heavy Machinery           
Violence            
Disease             
Smoke   `          
Other               
 
 
FACTOR 9. Use of Technology/Specialized Equipment:  Please check the level of technology or specialized equipment 
use needed for you to perform your job. 
 

 LEVEL 1:  Position has no responsibility for, or use of, technology. 
 LEVEL 2: Position has some basic use of computers for data entry and some use of the telephone, copier, etc.  
 LEVEL 3:  Position has daily use of computers for data entry and use of the telephone, fax machine, copier, etc. 

Position has daily use of light equipment such as push mowers, weed whackers, pole saws, custodial 
equipment, etc.  

 LEVEL 4: Position has daily use of computers, the Internet, Smartphones, etc. to create databases, spreadsheets, 
or reports. Position designs and creates customized reports, presentations, and/or documents using 
advanced software skills.   

 LEVEL 5A: Position provides routine consultation and technology support for everyday computer programming 
and/or software requests/questions to others in the organization; is an applications super user; or uses 
specialized software such as GIS, SCADA or telecommunications software.   

 LEVEL 5B: Position uses, troubleshoots, and/or repairs various pieces of specialized equipment such as HVAC, 
lighting, gas flares, blowers, engines, heavy equipment, diagnostic equipment, large vehicles (vacuum 
trucks, street sweepers, fire apparatus) and/or medical or public safety equipment. 

  LEVEL 6: Position is responsible for advanced computer programming, system security, maintenance, training, 
and purchasing of items such as computers, printers, scanners, etc., for the computer system for the 
organization (IT personnel).  

  LEVEL 7: Position is responsible for the overall direction and supervision of the staff that are responsible for the 
computer and technology needs of the organization, including responsibility for developing technology 
policies for the organization (IT personnel). 

 
 
Comments/Additional Information:  Feel free to add additional information below.  If using a printed copy of this form, 
use the back of the form to add your comments.       
 
 
 
Type your name and the date below, then save this form as a Word document with the file name of 
“JobTitle.LastName.FirstName” and email it to your supervisor.  If using a printed copy of this form, sign and date it 
and then deliver to your supervisor. 
 
                    
 
EMPLOYEE’S SIGNATURE OR TYPED NAME    DATE 
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THIS SECTION TO BE COMPLETED BY IMMEDIATE SUPERVISOR AND/OR DEPARTMENT HEAD 
Please provide your comments below.  If using a printed copy of the form and additional space is needed, please use 
the back of this form or attach an additional sheet.   Please do not mark in employee’s portion of the questionnaire. 

1. Do you agree with the employee’s answers to all of the above questions? If not, please explain.

2. List any job duties or assignments which the employee performs which are in addition to those listed on the job
description or this form.

4. Additional comments from the employee’s immediate supervisor:

Type your name and the date below, then email this form to your Department Head (if applicable) or to 
Human Resources.  If using a printed copy of this form, sign and date it before forwarding. 

SUPERVISOR’S SIGNATURE OR TYPED NAME DATE 

If Supervisor isn’t Department Head, Department Head should review this form as well. 

I have read the above and substantially concur. 
I have read the above and have the following comments: 

Type your name and the date below, and then email this form to the City Manager.  If using a printed copy of this 
form, sign and date it before forwarding. 

DEPARTMENT HEAD SIGNATURE OR TYPED NAME DATE 

IMPORTANT DATES: 

October 12th – October 22nd: 
Employees complete and submit the JAQs to their Supervisors.  Please save file as follows: 
JobTitle.LastName.FirstName. 

October 22nd – October 29th:  
Supervisors and Department Heads review and then submit the JAQs to Human Resources. 

November 1st – November 5th:    
Human Resources reviews and then submits the JAQs to GovHR USA. 
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I. Compensation Philosophy 
The compensation philosophy of the City of St. Charles is based on a commitment to be a 
regional service leader that hires, retains, and motivates highly qualified employees at all 
levels within the organization. To attract and retain top quality talent, the City has 
implemented an efficiency wage compensation model in which paying above-market 
rates helps the organization realize increased effectiveness. This means that the City’s 
compensation leads the market by paying employees at the 75th percentile of the City’s 
18 comparable communities. The following goals are met through this compensation 
philosophy. 

A. Goals 
• Comply with all applicable laws, as periodically amended, and be legally 

defensible; 
• Be financially viable as well as palatable to the St. Charles tax base given 

existing economic conditions; 
• Attract, retain, and reward high quality employees; 
• Incentivize employees to perform at the highest level, improve their 

knowledge, skills, and abilities (KSAs), and grow professionally; 
• Be externally competitive for top quality talent; 
• Be internally equitable across all positions; and 
• Be perceived by employees, elected officials, and citizens as understandable, 

fair, and equitable. 
 

The City’s compensation philosophy and structure will be reviewed every three years to 
ensure the goals are still applicable and being met. 

II. Positions 
The City is made up of a variety of positions that have specific requirements and 
responsibilities. These job elements are evaluated by the Human Resources Department 
and pay is determined. These evaluations do not evaluate people; they evaluate positions 
based on compensable factors. A compensable factor is any particular skill, 
responsibility, effort, or physical demand for which an employer is willing to pay an 
employee. 
 
In conjunction with the Department Director, Human Resources evaluates all positions at 
the time of creation and when duties and responsibilities have significantly changed. 
Several methods are used to evaluate jobs to determine their relative worth and may 
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include point factor analysis, position ranking, review of market data relative to that job, 
or assessment of the internal equity within the department and citywide. Based on the 
results of the position evaluation, a pay grade is assigned. In certain cases, because of 
market demand for a particular position, it may have an expanded pay grade. The City’s 
ratings are tied to its vision, mission, and culture based on what the City determines it 
values the most; which is service to the citizens. 

A. Employment Classification and Status 
Positions with similar duties and responsibilities are assigned to the same salary 
or pay grade. The Human Resources Department conducts periodic studies of 
various positions when there is an indication that an employee is working above 
or below the established responsibilities for that position.  
 
Employees are classified as full-time, part-time, auxiliary part-time, temporary, or 
contractor. The Fair Labor Standards Act (FLSA) defines the criteria for exempt 
or non-exempt status as it relates to state and federal wage and hour laws. The 
Human Resource Department is responsible for classifying employees. These 
classifications do not guarantee employment for any specified period of time. The 
right to terminate the employment relationship at will at any time is retained by 
both the employee and the City of St. Charles. 

1. Employee Classification: 
• An employee is a person who receives wages or salaries through the 

City’s payroll. 
• A full-time employee is an individual who is regularly scheduled to 

work in excess of 30 hours in a workweek. Generally, they are eligible 
for the full benefit package, subject to the terms, conditions, and 
limitations of each benefit program. 

• A regular part-time employee is an individual who is regularly 
scheduled to work less than the full-time schedule but at least 20 hours 
each workweek. Regular, part-time employees are eligible for some of 
the benefits offered by the City subject to the terms, conditions, and 
limitations of each benefit program.  

• An auxiliary part-time employee is an individual who is regularly 
scheduled to work less than 20 hours each workweek. Auxiliary part-
time employees are not eligible for most of the benefits offered by the 
City subject to the terms, conditions, and limitations of each benefit 
program.  

• A temporary employee is hired either part-time or full-time to 
supplement the workforce for a finite amount of time, or to assist in 
the completion of a specific project. Employment beyond any initially-
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stated period (normally not to exceed six months) does not imply a 
change in employment status. 

2. Employee Status 
• A non-exempt employee is subject to the minimum wage and overtime 

provisions of the Fair Labor Standards Act (FLSA) and is typically 
paid either on an hourly or salary basis. They are not exempt from the 
law’s requirements concerning minimum wage and overtime and 
receive overtime pay for hours worked beyond 40 hours in any 
workweek at one and a half times their regular hourly rate. 

• An exempt employee is exempt from the minimum wage and overtime 
provisions of the FLSA and are typically paid on a salary basis and not 
entitled to overtime pay for hours worked beyond 40 hours in any 
workweek.  

 
a. Exempt employees are generally managers, professional, 

administrative, or technical staff.   
b. Exempt positions must meet the standards and criteria established 

under the FLSA by the US Department of Labor.  
c. The City is committed to compliance with the provisions of the 

FLSA that prohibit impermissible deductions to reduce an exempt 
employee’s salary, potentially jeopardizing their exempt status. 

d. The City is committed to reimbursing employees for any improper 
deductions. 

 
• Full-time, part-time, and temporary employees may be classified as 

either exempt or non-exempt. 
• Unpaid interns are full-time students who contribute work hours to the 

City in exchange for academic credit and/or educational opportunities 
in compliance with the FLSA. Such individuals are not eligible for any 
compensation or employment benefits. Unpaid interns are not 
“employees” under this definition. 

3. Temporary Employees and Contractors 
• A temporary and/or contract worker may be arranged through an 

outside employment agency. Payment for services is paid directly to 
the third-party agency whose primary purpose is to provide temporary 
and contract employees. Contractual agreements relating to fee 
schedules, bill rates, payment schedules, selection processes, and 
replacement policies are negotiated by Human Resources in advance 
of a temporary employee or contractor’s placement. The employment 
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agency is responsible for the individual, paying income taxes, Social 
Security, and Medicare taxes. 

• Independent Contractors are not employees of the City and submit an 
invoice or voucher to Accounts Payable for payment as an outside 
entity using either their Social Security number or Federal Tax 
Identification Number (EIN) to report wages. 

 
a. Independent contractors are responsible for paying their own 

income taxes, Social Security, and Medicare taxes and no benefits 
are provided by the City.  

b. Independent contractors are often paid a flat fee for a specific job, 
although it is common to pay independent contractors hourly. This 
is typically defined in the contract along with the scope and 
statement of work. 

c. Independent contractors receive a 1099 income tax form from the 
City following the calendar year in which the income was earned. 

d. The determination to classify a worker as an independent 
contractor must be weighted by many factors as defined by the 
FLSA such as degree of control and independence, degree of 
instruction, training, and services being available to others. In 
conjunction with the Department Director, Human Resources will 
look at the entire relationship of the worker to the City, 
documenting the facts and circumstances considered in 
determining if an individual is an independent contractor. 

4. Represented Employees 
The City has five bargaining units that are governed by the Illinois Public 
Labor Relations Act (ILRA). Wages are considered a mandatory subject 
of bargaining. The City utilizes the same compensation philosophy and 
comparable communities outlined in this Policy to guide wage proposals 
during collective bargaining. Wage rates for non-represented employees 
are based on the compensation structure outlined in Article III. 

B. Position Descriptions 
Position descriptions shall be maintained by the Human Resources Department 
for all positions. The format shall include the following: 
 
1. Position Title 9. Salary Grade 
2. Department 10. Position Description Overview 
3. Division 11. Essential Job Functions (Standard, Position-

Specific) 
4. Section 12. Additional Job Functions (Standard, Position-
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Specific) 
5. Reports to 13. Basic Requirements - Knowledge, Skills, 

Abilities (Standard, Position-Specific) 
6. FLSA Status 14. Education and Experience 
7. Union 15. Physical/Environmental Demands 
8. Positions Supervised 16. Acknowledgement 
 
The position description does not constitute an employment agreement between 
the City and employee and is subject to change as the needs of the City and as the 
requirements of the position change.  
 
Examples of duties listed in the position description are intended only as 
illustrations of the various types of work performed. The omissions of specific 
statements of duties do not exclude them from the position if the work is similarly 
related or a logical assignment to the position. 

C. Position Evaluation and Updates/Revisions 
The Human Resources Department or the Department Director can initiate any 
update or revision process of position descriptions. The Department Director or 
designee can make changes to position descriptions as needed in coordination 
with the Human Resources Department. Position descriptions are distributed 
annually or whenever there are significant changes. A copy will be routed to the 
employee, the supervisor, and Human Resources for signatures. Signatures are 
obtained to ensure that employees are aware of their responsibilities and 
understand any changes that were made. 

III. Salary Schedule or Pay Grades 
The salary schedule shall apply to all employees not covered by a collective bargaining 
agreement. The City of St. Charles compensation system complies with applicable state 
and federal laws. Any discriminatory decision or action with respect to compensation is 
in violation of this policy. All compensation is subject to budget approval. 

A. Salary or Pay Grade Schedule 
The City is committed to establishing salary or pay grades based upon the 
complexity of the position, the relationship of that position to all other positions 
within the City, and the relationship of that position to positions of similar 
qualifications and responsibilities in its comparable communities. Grades are 
established by grouping positions through benchmarking and a review of the 
established criteria for position grades (see Appendix A). Every three years, per 
City Council direction, Human Resources conducts a comprehensive market 
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analysis collecting pay plans and position descriptions from all comparable 
communities to validate the City’s existing salary or pay grade for each position.  

1. Comparable Community Criteria 
The first step to assuring a competitive compensation environment is the 
development of comparable communities. This type of approach brings 
together best practices coupled with data driven results. The City’s 
comparable community criteria was developed based on best practices 
while also identifying criteria that St. Charles would be able to most 
closely gauge similarities with other communities. The City applied the 
standardized methodology using the criteria and weights listed below, and 
expressed as points, to develop an overall comparability score1. 
 

Criteria Weighting 
Municipal Fire Department 10 points 

Home Rule Status 5 points 
Population 10 points 

Distance from St. Charles (Central City) 10 points 
Number of Full-time Employees 10 points 
Number of Part-time Employees 10 points 

General Fund Expenditures 10 points 
Equalized Assessed Value 10 points 

Square Miles 5 points 
Sales Tax Revenue 10 points 

Median Household Income 10 points 
Electric Utility Information Only 
Water Utility Information Only 

Wastewater Utility Information Only 
 

If the population of a community is within a factor of 25% when divided 
into the City’s population, then that community receives 10 points for that 
criterion. If they fall between 26% and 50% of St. Charles’ population, 
they receive 6.6 points; between 51% and 75%, 3.3 points; and finally, if 
their population falls outside of 75%, the community receives no points 
for that criterion. 
 

                                                 
1 Review the Empirical Development of Comparable Communities for Compensation Purposes developed by Sikich 
LLP and presented to the St. Charles City Council on June 3, 2017. 
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Ultimately, a list of comparable communities forms when “natural breaks” 
are identified in the correlation scores. The City has 15 communities with 
correlation scores of 76.5 or higher on a scale of 0 to 100. 
 
Coupled with the development of an empirical set of comparable 
organizations is the premise that contiguous communities are and should 
be included as part of any organization’s list of comparable communities. 
This is due to the fact that these communities compete for talent in the 
external market. The only caveat is those communities that are divergent 
from St. Charles in terms of population and staffing. Therefore, included 
are adjacent communities that have populations either +/-50% of the 
population of St. Charles. Applying this methodology, the following 18 
communities have been identified as St. Charles’ Comparable 
Communities. 
 
Buffalo Grove 
Lombard 
Romeoville 
Wheaton 
Hanover Park 
Streamwood 
Elk Grove Village 
Crystal Lake 
DeKalb 

Downers Grove 
Elmhurst 
Batavia 
Carpentersville 
Wheeling 
Palatine 
South Elgin 
Geneva 
West Chicago 

2. Pay Grade Spread 
By Council policy, the City’s pay grades are set at the 75th percentile of 
the comparable communities’ positions, using the maximum rate of the 
grade. The minimum rate is 70 percent of that maximum rate. According 
to the Society for Human Resource Management (SHRM), there is no hard 
and fast rule to creating pay grades. An organization’s compensation 
philosophy should drive the creation of grades and decisions to group the 
positions together. Given that the minimum wage for non-union positions 
at the City is set as 70 percent of the maximum, the resulting grade 
spread2 is 43 percent (percent change). 
 
Example 

Position Maximum Rate of Grade Minimum Rate of Grade 
Accountant $91,748 x .7 (or 70%) = $64,223 

($64,223-$91,748)/$ 64,223 = .428 or 43% spread 

                                                 
2 Grade spread is also known as pay range width or salary range width. 
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3. Surveying 
The Human Resources Department is responsible for the continuous 
maintenance and administration of the City’s compensation plan. Human 
Resources’ review includes an analysis of prevailing rates of pay for 
similar positions within comparable communities, budgetary 
considerations, and other related factors. This review also includes the 
consultation of at least three reputable salary surveys that includes survey 
data for similar industry, geography, and benchmark positions as well as 
demonstrated effectiveness in statistical analysis and variety of data. 

4. Benchmarking 
Compensation benchmarking is the process of using internal position 
descriptions to match to established salary survey positions in order to 
identify the external market rate for each benchmark position. A 
benchmark position is one that has a standard and consistent set of 
responsibilities from one organization to another and for which data is 
available in valid and reliable salary surveys. Non-benchmark positions 
are those for which valid and reliable salary survey data is not available. 
They may be jobs that are unique to the City or jobs that simply can’t be 
accurately matched to comparable positions in published surveys. To 
determine the salary grade for a non-benchmark position, the City will 
compare non-benchmark positions to benchmark positions based on 
factors important to that position (i.e., skill requirements, responsibilities, 
educational requirements, decision-making responsibilities, etc.). 

5. Pay Grade Adjustments and Re-evaluation 
In the event that the salary of any position is reevaluated by the Human 
Resources Department and it results in an increased or decreased salary 
grade for the position, the employee retains their current salary or assumes 
the minimum of the new grade, whichever is greater. Any employee 
whose pay rate exceeds the maximum pay for their position’s grade 
because of a re-evaluation that moved the position to a lower grade will 
not lose pay. This does not apply to demotions (see IIIC). The employee 
will not be eligible for future market adjustments until they occupy a 
position for which the salary maximum for the grade is more than the pay 
rate they currently receive. 

B. Recruitment and Hiring 
The hiring process entails approval to hire, searching for qualified applicants, 
screening qualified applicants, interviewing qualified applicants, and selecting 
new hires. 
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1. Recruitment/Search 
1. A “Justification for Hiring” form must be completed by the supervisor, 

articulating the need to fill the position and what alternatives were 
evaluated. This justification is reviewed by the Department Director,  
Assistant Human Resources Director, and Director of Human 
Resources before being submitted to the City Administrator. 

2. Human Resources will meet with the Department Director or 
supervisor to determine the qualifications needed to fill the position. 

3. The position will be posted internally and externally at the same time, 
unless prohibited by the collective bargaining agreement. 

4. Human Resources receives all internal and external applications prior 
to the position’s closing date and time.  

2. Screening and Interviewing Applicants 
Internal Candidates (Initial Interview): 
1. Human Resources receives all applications. 
2. Human Resources conducts initial interview/phone screen with all 

applicants. 
 
External Candidates (Initial Interview): 
1. Human Resources receives all applications. 
2. Human Resources reviews applications for qualified candidates using 

criteria from the position description and Department Director or 
supervisor. 

3. Human Resources reviews qualified candidates with the Department 
Director and/or supervisor to determine candidates to be phone 
screened. 

4. Human Resources conducts phone screens with qualified applicants. 
All Internal and External Candidates (Second Interview): 
1. Human Resources discusses the initial interviews with the appropriate 

Department Director, and/or supervisor to determine candidates for the 
next interview. 

2. Human Resources schedules second interviews with selected 
candidates and appropriate Department Director and/or supervisor(s).   

3. Human Resources consults with the Department Director and/or 
supervisor regarding their decision of the chosen candidate to hire. 

3. Selecting a New Hire 
1. Human Resources conducts a background check on the chosen 

candidate.  
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2. Upon successful completion of the background check, Human 
Resources makes an offer contingent on passing a drug test and 
physical/functional job screen (if applicable). 

3. If an internal employee is selected for a position, it is that employee’s 
responsibility to notify their current supervisor once the offer has been 
accepted. 

4. Human Resources notifies the chosen candidate and the new 
Department Director and supervisor once results of physical and drug 
test are received. 

5. Human Resources determines start date with input from the 
Department Director and supervisor. 

 
Appointed Staff (Department Directors) 
The selection of appointed staff is the responsibility of the City 
Administrator with recommendation to the Mayor and the consent of City 
Council. Human Resources assists the City Administration in the 
recruitment and selection process. 
 
Police Officers and Firefighters  
The recruitment, selection, or advancement of full-time police officers and 
full-time firefighters shall be the responsibility of the Board of Fire and 
Police Commissioners (BOFPC) with the assistance of the respective 
departments and Human Resources and according to limitations or 
provisions specified by City ordinance and the respective collective 
bargaining agreement. 

4. New Employees 
New employees will normally be paid the minimum rate in the appropriate 
salary grade. Human Resources can negotiate starting salary with 
candidates commensurate with experience and the job market for the 
specific position. 

C. Promotions, Acting, Transfer, and Demotions 

1. Promotions 
The City attempts to fill all vacant positions with qualified City employees 
before advertising to the general public, following a policy of upward 
mobility whenever possible. Collective bargaining agreements and state 
law may guide the application of promotions. Guidelines for promotions 
are as follows. 
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• Employees are encouraged to apply for any vacancy for which they 
may qualify.  

• Selection of an employee for a promotion is based on past work 
record, education, knowledge of the position duties, supervisor 
references, as well as time in service. When considering the promotion 
of City employees having the same or similar qualifications, the 
position will be filled after considering these factors. In all instances, 
the City will seek to retain the most qualified candidate. 

• In most instances, no offer of promotion may be made to any 
employee prior to completion of the recruitment and selection process.  

• Employees offered a promotion must pass any physical and functional 
job screen associated with the position. The job offer may be 
withdrawn if the employee fails any testing. 

• When an employee is promoted or whenever an employee’s position is 
upgraded, the employee will normally enter the new grade at the entry 
level rate. In the event the entry level rate of the new or upgraded 
position does not provide a salary increase of 5 percent or more, the 
employee will enter the pay grade at the closest rate, which provides a 
salary increase of 5 percent or more. The new pay rate, upon 
promotion, will not exceed the maximum of the new pay grade; 
however, if a 5 percent increase would bring the employee’s salary 
above the maximum of the grade, the employee’s salary moves down 
to the maximum of the grade. Exceptions may be permitted with the 
approval of Human Resources, commensurate with experience. 

• If an employee is promoted to an Assistant/Deputy Director position, 
they will be given a one-time allotment of five vacation days on their 
promotion date. If an employee is promoted to a Department Director 
position, they will be given a one-time allotment of ten vacation days 
on their promotion date. These one-time allotments are issued 
provided the employee has not already reached their maximum 
accumulation of vacation time due to their time in service. 

2. Acting 
Temporary assignments for non-union employees may be made by the 
Department Director for a specified time or assignment as necessary. Such 
appointments are made on an “acting” basis and the employee returns to 
their regular position upon completion of the assignment. The City retains 
the sole discretion to assign acting supervisors in the absence of a 
supervisor. Employees who are designated as acting supervisors receive 
$1.25 per hour in addition to their normal hourly rate or the minimum of 
the grade for the position, whichever is greater. 
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Non-union subordinate employees who are appointed by City Council as 
Acting Department Director or Acting City Administrator receive a 5% 
increase in pay or the minimum of the range for the position, whichever is 
greater, beginning the first pay period in which the appointment becomes 
effective. 

3. Additional Pay for Exempt Employees 
• Public Works Division Managers Working an Emergency 

Exempt Public Works Division Managers will be paid the straight time 
rate of the top of their position’s applicable pay grade for all hours 
worked during an emergency. 

• Exempt Sworn Police Personnel Working Extra Duty 
Extra duty is work by any sworn police officer in uniform, whether in 
the bargaining unit or not, on behalf of a governmental unit other than 
the City, a private business, or a private person which is paid for by the 
governmental unit, business, or person. Extra duty is compensated at 
the rate of one and one-half times the police officer’s current hourly 
rate of pay; however, the maximum rate of pay for extra duty is based 
on the master Police Officer’s rate of pay articulated in the current 
collective bargaining agreement times one and one-half. Extra duty 
compensation is paid for actual hours worked. 

• Fire Chief or Assistant Fire Chief Working a 24-hour BC Shift 
Coverage of a 24-hour Battalion Chief (BC) shift by the Fire Chief or 
Assistant Fire Chief will be paid at the employee’s straight time rate 
for all additional hours worked. 

4. Transfers 
Current employees can apply for a transfer via an “Internal Application” 
form filed with the Human Resources Department. If the employee meets 
the stated requirements for the position, they will proceed through the 
regular hiring procedure with all other applicants. Guidelines for transfers 
are as follows. 
• Selection of an employee for a lateral transfer is based on past work 

record, education, knowledge of the position duties, supervisor 
references, as well as time in service. When considering the lateral 
transfer of City employees having the same or similar qualifications, 
the position will be filled after considering these factors. In all 
instances, the City will seek to retain the most qualified candidate. 
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• Employees offered a transfer must pass any physical and functional 
job screen associated with the position. The job offer may be 
withdrawn if the employee fails any testing. 

 
The salary offered to the employee must be consistent with the salary and 
requirements of the new position. Thus, an employee who meets only the 
minimum requirements for the position will start at the minimum of the 
salary grade regardless of the employee’s current salary. Employees who 
exceed the minimum requirements for the position may be offered a salary 
consistent with the employee’s level of skills, experience, and knowledge 
as determined by the Human Resources Department.  

 
Transferred employees are eligible for all benefits associated with their 
new position. The rate of accumulation of vacation hours, sick leave 
hours, and participation in a pension fund will be based on the employee’s 
initial date of full-time employment and which department they transfer. 

5. Demotions 
An employee re-assigned to a position in a lower classification regardless 
of the reason will receive a reduction in pay commensurate with the 
maximum of the new salary grade. Guidelines for transfers are as follows. 
• No employee will be demoted to a position for which they do not 

possess the minimum qualifications.  
• An employee being demoted will be notified two weeks prior to 

demotion except in emergency situations.  
• Any demotion to prevent layoffs may be revised when the employee’s 

previous position is reopened.  
• Employees demoted to new positions will be subject to the standard 

introductory period for the new position, unless specifically waived by 
the Human Resources Department. Employees who fail the 
introductory period will be terminated. 

IV. Pay Increases 

A. Assessments and Performance Improvement Plans 

1. Annual Assessments 
Non-union employees are evaluated based on competencies. This process 
is intended to evaluate employees based on performance, recognize top 
performers through individual merit pay, assist employees in their 
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professional development, encourage collaboration, and increase 
employee self-awareness. 

 
The employee and supervisor will be required to maintain ongoing 
performance documentation, complete assessment forms annually, and 
meet to discuss ratings and feedback. All non-union employees will follow 
a unified assessment schedule. The exact dates will be determined 
annually. The Department Director reviews all assessments before they are 
filed with Human Resources. The results of the assessment will determine 
individual merit compensation, if the City budget permits.  

 
Competencies 
The assessment form defines the competencies that are evaluated. Both the 
supervisor and the employee complete a form and rate each of the 
following competencies. 
1. Analytical Skills/Decision-making 
2. Communication 
3. Conduct 
4. Initiative and Ingenuity 
5. Interpersonal Skills and Teamwork 
6. Knowledge 
7. Leadership, Coaching, and Mentoring 
8. Organizational Skills, Planning, and Commitment  

 
Each competency is scored based on the following: 
• Consistently Exceeds Expectations – consistently exceeds 

requirements and characteristics of job responsibility; excels in most 
of the examples provided on the assessment form under the 
competency; performs at a level rarely achieved by others; and rarely 
requires supervision. 

• Frequently Exceeds Expectations – frequently exceeds requirements 
and characteristics of job responsibility; excels in many of the 
examples provided on the assessment form; performance at a level 
which clearly exceeds others in the job; requires little supervision; and 
usually displays a noteworthy level of performance. 

• Meets Expectations – meets requirements and characteristics of job 
responsibility; does what is necessary, which is neither strength nor a 
weakness; and requires some supervision. 

• Progressing in Expectations – almost meets requirements and 
characteristics of job responsibilities; employee is making significant 
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effort to improve and is making progress toward meeting expectations. 
This rating may typically be utilized for new employees or newly 
promoted employees who are learning their jobs. 

• Needs Improvement – Inconsistently meets requirements and 
characteristics of job responsibility; meets few, if any, of the 
definitions under the competency; performance below the level of an 
experienced and fully trained individual; requires much supervision, 
and accomplished only a portion of assigned task. If employees are 
receiving this rating for any competency, the supervisor should already 
be working with Human Resources on a Performance Improvement 
Plan (PIP) for the employee. 

 
Goals 
When the employee and supervisor complete the assessment, there is 
an area to indicate other accomplishments not detailed on the form and 
to outline goals for the upcoming year. This should be used throughout 
the year for progress meetings with employees and reviewed prior to 
completing the next assessment to review the status of those goals. 

2. Introductory Assessments for New Employees 
Supervisors will conduct a performance assessment for new employees, 
newly promoted employees, or newly transferred employees. The 
employee’s first assessment will occur at six months, then at the next 
annual assessment cycle, and each year thereafter. Supervisors are 
strongly encouraged to discuss performance with new and promoted 
employees on a regular basis and after 90 days. 

3. Performance Improvement Plans (PIPs) 
A Performance Improvement Plan is developed to help the staff member 
be successful in the job by changing the undesired performance and 
behavior. The intent is to provide sufficient structure to support excellent 
staff performance. Performance Improvement Plans are not required in all 
instances. Outcomes may vary, including improvement in overall 
performance; the recognition of a skills or training gap; or possible 
employment actions such as a transfer, demotion, or termination. Human 
Resources will assist with the following. 

 
• Determining whether a PIP is the appropriate action for the situation 
• Administering all PIPs in conjunction with the manager to prevent bias 
• Providing ongoing guidance to both the manager and employee 

throughout the PIP 
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4. Feedback and Development Meeting 
During the assessment process it is important that employees receive 
regular feedback about their performance. In addition to the formal 
assessment, employees may have feedback and development meetings 
with their supervisor. The supervisor is expected to outline the 
expectations at the beginning of the rating period. The meeting should 
then cover performance during that rating period. 

B. Annual Market Adjustment 
The City Council may authorize a budget for market pay adjustments. Market pay 
adjustments are typically given when salary grades are within the compensation 
philosophy of the 75th percentile. Market adjustments are not guaranteed each 
year because they are based upon comparable community data and the budget. 
The goal of the market adjustment is to align pay to maintain internal equity and 
market comparability. Internal equity and external comparability is based upon 
comparing like types of positions and then paying accordingly. 
 
Human Resources will collect cost of living adjustment (COLA3) or annual 
adjustment market data from the City’s comparable communities. The proposed 
market adjustment will be based on adjustments given by the comparable 
community located at the 75th percentile. Additional metrics that may be reviewed 
include the Consumer Price Index4 for All Urban Consumers (CPI-U) in the 
Chicago-Naperville-Elgin area or Bloomberg BNA first-year negotiated wage 
increases for state and local government employees. Staff may also consult 
surveys such as the Economic Research Institute, Mercer’s US Compensation 
Planning Survey, or HRSource. 
 
When market adjustments are authorized by City Council through the budget 
process, they are given to all non-union employees in each grade to maintain their 
position within the salary grade. In order to qualify for a market adjustment, the 
employee must be actively employed by the City on the date the market 
adjustment is issued. Employees who have separated from service for any reason 
are not eligible to receive the market adjustment. The market adjustment is 
typically effective May 1. 
 
Annual market adjustments for positions within a bargaining unit are achieved 
through collective bargaining and typically applied May 1. 

                                                 
3 COLA is a periodic increase in wages or salaries, to compensate for loss in purchasing power of money due to 
inflation. Rate of COLA is commonly pegged to a general index such as consumer price index (CPI). 
4 CPI is a measure that examines the weighted average of prices of a basket of consumer goods and services, such as 
transportation, food, and medical care. 

https://www.erieri.com/
https://www.imercer.com/ecommerce/products/compensation-planning-survey?WT.mc_id=A002111
https://www.imercer.com/ecommerce/products/compensation-planning-survey?WT.mc_id=A002111
https://www.hrsource.org/MAiMIS/Members/Surveys/Members/Professional_Services/Benchmarking_Surveys.aspx?hkey=3b308a08-f6d8-489a-ab64-b2b8031fa54b
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C. Steps, Merit Increase, Bonuses, Allowances, and Payouts 
Employees advance through the City’s pay plan via a modified open merit 
system, which uses a combination of a defined and an open merit system. This 
system rewards employees with predictable step increases at a critical time in 
their careers as they continue to gain additional skills. Once the employee has 
reached the first quartile and their skill set is developed, the employee is moved 
into a fully merit-based system that rewards the employee strictly based on level 
of performance. Those at the top of their grade are given a bonus for good 
performance. 

1. Step Increases 
Employees with a pay rate between the minimum and first quartile (25%) 
of their salary grade will receive a 3.45% step increase on April 30, as 
long as there are no “Needs Improvement” scores on their assessment. 
This increase is applied April 30 because it is reflective of the employee’s 
performance throughout that fiscal year. The steps allow for employees to 
reach the first quartile of the salary grade in three steps. Employees in the 
step plan are not eligible for merit increases. If a step increase brings an 
employee past first quartile, they will receive the full step. 
 
New employees who are eligible and qualify for a step increase will 
receive a pro-rated value for the fiscal year they begin employment as long 
as they have achieved six months of service by December 31 of the fiscal 
year. If a new employee does not achieve six months of service by 
December 31, they will be eligible for a step increase the following fiscal 
year. 

2. Merit Pay and Lump Sum Bonus 
The City Council may authorize a budget for merit pay. Merit pay is 
typically effective on April 30. This increase is applied April 30 because it 
is reflective of the employee’s performance throughout that fiscal year. 
Once an employee is past the first quartile in their pay grade, the merit 
portion of the City’s compensation plan allows Department Directors to 
differentiate the level of performance among employees and reward higher 
performers. Annually, parameters are provided to Department Directors on 
how to assign merit. Merit is earned by achieving a qualifying total score 
on the non-union assessment. The amount of dollars available for the merit 
pool is budgeted each year and divided up among departments. Employees 
at the maximum of their salary grade will receive merit pay as a lump sum 
bonus. 
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In order to determine the merit increase each year, Human Resources will 
consult at least three compensation survey tools such as, but not limited to, 
the Economic Research Institute, Mercer’s US Compensation Planning 
Survey, or HRSource. Human Resources will consult with the Finance 
Department to identify a financially viable amount of merit dollars for the 
budget against the current economic survey data for merit increases. 
 
Full-time and regular, part-time, non-union employees shall be eligible for 
merit pay. Auxiliary, part-time employees who are in positions eligible for 
merit pay will be eligible for a merit pay increase on a pro-rated basis 
based on hours worked in the prior year. To illustrate, 1040 hours = 100% 
of eligible merit pay, 520 hours = 50% of eligible merit pay, and 260 
hours = 25% of eligible merit pay. 
 
New, non-union employees who are eligible and qualify for merit pay will 
receive a pro-rated value for the fiscal year they begin employment as long 
as they have achieved six months of service by December 31. If a new 
employee does not achieve six months of service by December 31, they 
will be eligible for merit pay the following fiscal year. 
 
Employees promoted from a non-union position to another non-union 
position are eligible for merit pay on the next April 30 based on their most 
recent assessment evaluation. Employees promoted from a union to a non-
union position will be eligible for merit pay on a pro-rated basis on the 
next April 30, as long as they have been in the new position for a 
minimum of six months by December 31 of the fiscal year. 
 
Employees must be employed on April 30 to receive merit pay for that 
fiscal year. Employees who are terminated for misconduct or who resign 
in lieu of potential disciplinary action between April 30 and the date when 
merit pay awards are finalized shall not be eligible to receive any merit 
pay. All other employees shall be considered eligible to receive merit pay 
if they meet the qualifications for the merit program. 

3. Vehicle Allowances 
The City Administrator will be provided a monthly vehicle allowance of 
$600 and Department Directors will be provided $450 per month. The 
purpose of the vehicle allowance is to compensate these employees for the 
business use of their personal vehicle. It is meant to cover the costs of 
things like fuel, wear-and-tear, tires, etc. 

https://www.erieri.com/
https://www.imercer.com/ecommerce/products/compensation-planning-survey?WT.mc_id=A002111
https://www.imercer.com/ecommerce/products/compensation-planning-survey?WT.mc_id=A002111
https://www.hrsource.org/MAiMIS/Members/Surveys/Members/Professional_Services/Benchmarking_Surveys.aspx?hkey=3b308a08-f6d8-489a-ab64-b2b8031fa54b
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4. Vacation Payout 
The City Administrator and Department Directors may apply to receive a 
cash payout in place of vacation time for up to 80 hours in a calendar year. 
Time must be requested in 40-hour increments per the applicable form. 
• The first 40 hours is paid at 100% of the value. 
• An additional 40 hours of vacation time may be requested and would 

be paid at 75% of the value. 
• The maximum cash payout will be for 70 hours; the total deducted 

from vacation time balance will be 80 hours. 
• The Department Director must have at least 80 hours of accrued 

vacation leave remaining after the cash payout. 
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 CRITERIA FOR POSITION GRADES EFFECTIVE 9/1/2020 
 
In addition to the criteria below, all grades are also determined by the hierarchy in the organization, scope 
of responsibility, and comparable community data. 
 
Exempt Positions based upon FLSA: 
A. City Administrator 

• Master’s degree preferred 
• Graduation from an accredited college/university 
• Minimum of ten years of relevant experience in a municipality 
• Minimum of eight years of managerial experience 
• Determines long-term vision, mission, and goals of the City 
• Ability to make broad-based decisions 
• Cross-functional knowledge in Finance/Human Resources 
• Effective skills in negotiating, public speaking, and conflict resolution 
• Responsible for overall budget 
• Possession of certification, license, and/or specialty training in field of study required 
• Ability to establish and maintain effective working relationships with Department Directors and 

elected officials 
 

B. Chief of Police; Director of Community & Economic Development; Director of Finance; 
Director of Human Resources; Director of Information Systems; Director of Public Works; Fire 
Chief 
• Master’s degree preferred 
• Graduation from an accredited college/university 
• Minimum of ten years of relevant experience in a municipality 
• Minimum of five years of managerial experience 
• Determines long-term vision, mission, and goals of their department  
• Ability to make broad-based decisions 
• Cross-functional knowledge in Finance/Human Resources 
• Effective skills in negotiating, public speaking, and conflict resolution 
• Responsible for department budget 
• Possession of certification, license, and/or specialty training in field of study required 
• In the absence of City Administrator, may assume duties of City Administrator 
• Ability to establish and maintain effective working relationships with Department Directors, staff 

and elected officials 
 

C. Assistant Director- Public Works; Assistant Fire Chief–Support Services; Assistant Fire Chief–
Operations; Deputy Chief of Police–Administration, Deputy Chief of Police-Operations  
• Master’s degree preferred  
• Graduation from an accredited college/university  
• Minimum of eight years of managerial experience 
• Minimum of five years of supervisory experience 
• Ability to make broad-based decisions 
• Assists with long-term vision, mission, and goals of assigned divisions/area  
• Cross-functional knowledge in Finance/Human Resources 

Appendix A 
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• Effective skills in negotiating, public speaking, and conflict resolution 
• Recommends and assists with preparation and implementation of department budget 
• Possession of certification, license, and/or specialty training in field of study required 
• In the absence of Department Director, may assume duties of Department Director 
• Ability to establish and maintain effective working relationships with Department Directors, staff 

and elected officials 
 

D. Assistant Director-Community & Economic Development; Assistant Director-Finance; 
Assistant Director-Human Resources; Battalion Chief; Enterprise Applications Manager; 
Network Manager; Police Commander – Administration; Police Commander - Investigations; 
Police Commander – Patrol; Public Works Manager–Electric Services; Public Works 
Manager–Engineering; Public Works Manager–Environmental Services; Public Works 
Manager–Public Services 
• Graduation from an accredited college/university or equivalent experience in area of discipline 
• Minimum of eight years of experience in assigned division 
• Minimum of five years of supervisory experience 
• Ability to make broad-based decisions within the division(s) 
• Assists in the long-term planning of the division(s) 
• Cross-functional knowledge in Finance/Human Resources 
• Broad-based knowledge in assigned division(s) 
• Assist with the preparation and implementation of the department’s budget 
• Possession of certification, license, and/or specialty training in field of study required 
• Provides oversight and manages day-to-day responsibilities of assigned division(s) or area of 

responsibility 
• In the absence of Manager/Assistant Director/Assistant Chief/Director, may assume duties of 

Manager/Assistant Director/Assistant Chief/Director 
• Ability to establish and maintain effective working relationships with Department Directors. staff 

and elected officials 
• Exceptions for this criterion may be defined by the Board of Fire and Police Commissioners 
 

E. Building & Code Enforcement Manager; Electric & Substation Engineer; Information 
Technology Program Manager  
• Graduation from an accredited college/university or equivalent experience in area of discipline 
• Minimum of eight years of managerial experience in assigned division 
• Minimum of five years of supervisory experience 
• Ability to make broad-based decisions within the division(s) 
• Assists in the long-term planning of the division(s) 
• Technical knowledge in assigned division or area of responsibility 
• Assists with the preparation and implementation of the division budget 
• Provides oversight and manages day-to-day responsibilities of assigned division(s)/station or area 

of responsibility 
• Ability to establish and maintain effective working relationships with Department Directors, staff 

and elected officials 
• In the absence of Manager/Assistant Director/Assistant Chief/Director, may assume duties of 

Manager/Assistant Director/Assistant Chief/Director 
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F. GIS Manager; Public Works Division Manager – Electric; Public Works Division Manager - 
Environmental Services; Public Works Division manager - Meter and Communications; Public 
Works Division Manager - Public Services; Senior Electric Distribution Engineer 
• Graduation from an accredited college/university or equivalent experience in assigned division or 

area of responsibility 
• Minimum of eight years of experience in area of responsibility 
• Minimum of five years of supervisory experience 
• Assists in the long-term planning of the division(s) 
• Technical knowledge in assigned division or area of responsibility 
• Assist with the preparation and implementation of division(s)/station budget 
• Possession of certification, license, and/or specialty training in assigned division(s) or area of 

responsibility 
• Provides oversight of assigned division(s)/station or area or responsibility 
• In the absence of Manager/Assistant Director/Assistant Chief/Director, may assume duties of 

Manager/Assistant Director/Assistant Chief/Director 
 

G. Civil Engineer II; Development Engineer II; Network Engineer; Police Records Division 
Manager; Purchasing Division Manager 
• Graduation from an accredited college/university or equivalent experience in area of discipline 
• Minimum of five years of experience in assigned division  
• Minimum of three years of supervisory experience  
• Technical knowledge in assigned division or area of responsibility 
• Assist with the preparation and implementation of division(s)/station budget 
• Possession of certification, license, and/or specialty training in assigned division(s) or area of 

responsibility 
• Provides oversight of assigned division(s)/station or area of responsibility 
• Manages day-to-day responsibilities of assigned division or area of responsibility 
• In the absence of Manager/Assistant Director/Assistant Chief/Director, may assume duties of 

Manager/Assistant Director/Assistant Chief/Director 
 

H. Applications Analyst; Laboratory Supervisor; Public Works Safety Manager; Senior 
Accountant; System Administrator; Tri-City Ambulance Administrator (TCA position) 
• Graduation from an accredited college/university or equivalent experience in assigned division or 

area of responsibility 
• Minimum of five years of experience in assigned division 
• If supervising employees, minimum of three years of supervisory experience 
• Technical knowledge in assigned division or area of responsibility 
• Assist with the preparation and implementation of division(s)/station budget 
• Possession of certification, license, and/or specialty training in assigned division(s) or area of 

discipline preferred 
• Manages day-to-day responsibilities of assigned division(s)/station or area of responsibility 
• In the absence of Manager/Assistant Director/Assistant Chief/Director, may assume duties of 

Manager/Assistant Director/Assistant Chief/Director 
• Ability to establish and maintain effective working relationships 
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I. Accountant; Benefits Coordinator; City Records Division Manager; Civil Engineer I; 
Communications Division Manager; Development Engineer I; Economic Development Planner; 
Electric Engineer; Emergency Management Coordinator; GIS Analyst; Planner; Police 
Financial Analyst; Police Training and Accreditation Coordinator; Public Works Purchasing 
Manager; Utility Billing Division Manager 
• Graduation from an accredited college/university or equivalent experience in subject matter 
• Minimum of five years of experience in managing division and/or large projects 
• If supervising employees, minimum of three years supervisory experience  
• Technical knowledge in assigned division(s) or area of responsibility 
• Assist with the preparation and implementation of division(s)/station budget 
• Possession of certification, license, and/or specialty training in assigned division(s) or area of 

discipline preferred 
• Ability to establish and maintain effective working relationships 

 
Non-Exempt Positions based upon FLSA: 
 
J. PC & Network Specialist; Project Coordinator- Inspections; Project Coordinator- Mapping 

• Possession of an Associate’s Degree or equivalent experience in area of responsibility 
• Minimum of five years of experience managing varied projects 
• Possession of certification, license, and/or specialty training in area of responsibility desirable 
• Specific expertise in area of responsibility 
 

K. Accounts Payable/Payroll Coordinator; Administrative Coordinator - PW; Community Service 
Officer II; Engineering Assistant - Electric; Forensic Investigator- Property Custodian; GIS 
Technician; Permit Technician; Sr. Administrative Assistant; Sr. Utility Billing Accounts 
Representative  
• Possession of an Associate’s degree or equivalent experience in area of responsibility 
• Minimum 3 years relevant experience 
• If supervising employees, minimum of one year supervisory experience 
• Ability to coordinate a large number of employees and work 
• Intermediate computer skills, including knowledge of Microsoft Office Applications 
• In the absence of Division Manager, may assume duties of the Division Manager 
• Specific expertise in area of responsibility 

 
L. Accounting Specialist; Accounts Payable Representative; Administrative Assistant; City 

Records Specialist; Community Restitution Coordinator; Community Service Officer; Police 
Records Specialist; Utility Billing Accounts Representative 
• Possession of High School Diploma/GED 
• Minimum of one year relevant experience 
• Specific expertise in area of responsibility 
• Intermediate computer skills, including knowledge of Microsoft Office Applications 
 

M. Community Restitution Assistant; Receptionist  
• Possession of a High School Diploma/GED 
• Minimum of one year relevant experience.  
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• Basic computer skills, including knowledge of Microsoft Office applications 
 

N. Crossing Guard (hourly rate); Emergency Management Assistant Coordinator; Emergency 
Management Technician; Graduate Intern; Meter Reader (hourly rate); Wastewater 
Technician 
• Possession of High School Diploma/GED 
• Minimum of one year of relevant experience 
• Specific expertise in area of responsibility 
 

O. Summer Hire; Undergraduate Intern 
• Possession of High School Diploma/GED 
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	Current Title                    Proposed New Title
	Development Engineer II     Development Engineering Manager
	Community Service Officer II   Community Service Officer/Evidence Technician
	External Equity – Market Competitiveness
	The next component of a Classification and Compensation Study involves establishing external competitiveness.  The City of Saint Charles had a previously determined group of comparable communities from a Study completed in 2018.  GovHR reviewed the li...
	Batavia
	Buffalo Grove
	Carpentersville
	Crystal Lake
	DeKalb
	Downers Grove
	Elk Grove Village
	Elmhurst
	Geneva
	Hanover Park
	Lombard
	Palatine
	Romeoville
	South Elgin
	Streamwood
	West Chicago
	Wheaton
	Wheeling
	Salary Data
	GovHR then prepared and distributed a salary survey to the eighteen (18) comparable communities.   All of the communities responded to the survey either by directly responding to the survey or supplying GovHR with a copy of their most recent Compensat...
	Proposed Classification and Compensation Plan
	The goal of this Study was to recommend a Classification and Compensation Plan that is internally equitable and externally competitive.  To accomplish this, a Compensation Plan was developed using the 75th percentile comparison of the salary ranges th...
	Grades 1 – 4:  Administrative and Technical
	Grades 5 – 9:  Supervisors and Advanced Technical
	Grades 10 – 12:  Directors and Senior Managers
	Grade 13:  City Administrator
	All proposed pay ranges are open ranges, which means the pay plan has salary ranges with minimums and maximums, but without defined percentage increments in between.   There is an 10% gradation between Grades 1 – 4; a 6% gradation between Grades 5 – 9...
	Future Administration of the Classification and Compensation Plan
	Within the body of this report, GovHR has outlined how the City can maintain the Classification and Compensation Plan.  GovHR will supply the City with a User’s Manual and all associated documents to maintain the Classification and Compensation Plan a...

	05 Part III - Job Evaluation
	06 Part IV - Classification Plan
	IV. THE CLASSIFICATION PLAN
	A Classification Plan provides for a systematic arrangement of positions into classifications.  A position, often referred to as a job (e.g., Office Assistant), contains a specific set of duties and responsibilities and that is the objective of the cl...
	It is this arrangement of positions and resulting classification structure that forms the basis for the Classification Plan.   As noted in the previous section, a Job Evaluation and Classification Plan is not intended to assess individual performance....
	As an assessment of duties performed and of responsibilities exercised, a Classification Plan is an exceedingly useful managerial tool.  It provides the fundamental rationale for the Compensation Plan and helps management identify positions which have...

	07 Part V - Salary and Benefits Survey
	V. SALARY DATA
	Comparable Communities
	Selection of Benchmark Positions for Survey Purposes
	Salary Survey
	Appraisal and Use of Salary Data

	08 Part VI - Compensation Plan Development
	VI. COMPENSATION PLAN DEVELOPMENT AND RECOMMENDATIONS
	Development of the Compensation Plan
	Compensation Plan Options for the City’s Consideration
	In considering which Plan to use, it is important to understand that employees at various levels of responsibility may react differently toward, and be motivated differently by, the Compensation Plan they work under. Management personnel that are goa...
	Recommendation: Open Range Merit Plan
	Proposed Compensation Plan and Structure

	Grades 1 – 4:  Administrative and Technical
	Grades 5 – 9:  Supervisors and Advanced Technical
	Grades 10 – 12:  Directors and Senior Managers
	Grade 13:  City Administrator
	All proposed pay ranges are open ranges.  There is an 10% gradation between Grades 1 – 4; a 6% gradation between Grades 5 – 9; and a 12.5% gradation between Grades 10 - 12.  All Grades have a 40% range spread from minimum to maximum.
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