Classification- A desk audit is a tool that the Classification Specialist uses to help determine the proper classification of an employee’s position.  The supervisor may request a desk audit when he/she feels the employee is performing duties outside the bounds of their position description.  The following outlines the proper procedure for requesting a desk audit:

· Submit a memo to the Classification Specialist from the employee’s supervisor with justification as to the necessity of the desk audit.
· The Classification Specialist will then send the employee a questionnaire to complete.  This questionnaire is the employee’s opportunity to explain his/her day-to-day duties and responsibilities to the Classifier.  Be specific!
· Upon completion of the questionnaire the classifier will review it.  A determination will be made as to the appropriate grade for the position or the possible need for further review.
· If further review is needed the Classifier will coordinate with the supervisor to make a site visit and conduct an interview with the employee.
· Upon completion of the employee interview the Classifier will take the available information and make a determination as to the proper classification of the position.
· The supervisor and employee will be notified via a memorandum of the results and the corresponding actions to follow.
As a supervisor it is paramount that you make sure the performance standards are accurate and up to date for your employees.  These performance standards will be used in helping determine the proper classification for your employee’s position and should be updated as your employee’s position changes.  Please keep in mind that the results of a desk audit may increase or decrease the grade of an employee. Supervisors should contact the Classification Specialist if they have any questions as to the proper classification of an employee’s position.
