
HR Class&Comp

SPA Position Action Workflow

Unit Fiscal/ AA OfficerInitiator Approver

SPA Position Action

Reviews/Approves

Verifies title, approval of creation, etc. 

(Can have multiple Approvers as needed)

Reviews/Approves

Reviews/Approves funding sources (if 

not already done by an approver), 

budget and/or affirmative action. 

(Can have multiple Officers as needed)

Creates position action

Enters/verifies title, classification, 

requirements, essential functions, 

band level, competencies, etc..

Reviews/Endorses

Reviews/endorses title, classification (band 

and level), salary adjustments, assigns 

position number for new positions

** Class & Comp notifies department of 

approval

*College/unit decides who will have access as Initiator and Approver. 

Workflow is inclusive of all SPA position actions.  New, updates, salary adjustments, etc.

If department requests to recruit for the position after the creation/update HR Class & Comp will forward the request to Employment Services who will then discuss 

the recruitment strategies with the department and post the position.

PeopleAdmin Module: Position Management
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