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RULE 3 
 

CLASSIFICATION 
 
SECTION 1:  PREPARATION OF PLAN 
  
The Human Resources Manager, or a person or agency employed for that purpose, shall 
ascertain and record the duties and responsibilities of all positions in the City service and, after 
consultation with the Department Directors affected, and with the approval of the City Manager, 
shall recommend to the Mayor and City Council a classification plan or revisions of such for the 
positions. The classification plan shall be so developed and maintained that all positions 
substantially similar with respect to duties, responsibilities, authority and character of work are 
included within the same classification, and the same schedules of compensation may be made 
to apply with equity under like working conditions to all positions in the same classification. 
  
The plan shall be amended as the duties, responsibilities and employment conditions change. 
 
SECTION 2:  ADOPTION, AMENDMENT AND REVISION OF PLAN 
  
The classification plan shall be adopted, and may be amended, by resolution of the Mayor and 
City Council. 
 
SECTION 3:  CLASSIFICATION SPECIFICATIONS 
  
The Human Resources Manager shall maintain and have on file copies of current specifications 
for all classifications in the City service. 
  
The specification shall include title, nature of position, examples of work performed, required 
knowledge, skills and abilities, desirable experience and training, and for classifications  
requiring necessary special requirements, a statement of such shall be included. 
  
The classification specifications are descriptive only and are not restrictive. They are intended 
to indicate the kinds of position classifications.  It is not intended that a classification 
specification give a complete resumè of all the specific duties, tasks, and responsibilities, but 
rather to give a general picture of essential characteristics of the classification with sufficient 
allocating factors described to properly identify the classification. 
 
The Human Resources Manager shall, from time to time, or upon request of the City Manager, 
review the duties, responsibilities, and qualifications of positions in the City service.  The review 
shall determine whether the positions are properly classified.  His findings shall be reported to 
the City Manager who will recommend to the Mayor and City Council reclassification of those 
positions found to be improperly classified. 
 
If an occupied position is to be reclassified, the occupant shall be informed prior to Council 
action.  Upon reclassification, the occupant may be (1) reclassified and assigned to the new 
classification if the qualification requirements are substantially alike and the pay range is the 
same or higher; or (2) reclassified and assigned to the new classification if the qualification 
requirements are substantially alike and the pay range is less than the old classification and the 
occupant consents to such assignment; or (3) transferred to a like or similar position, if 
available, within the same pay range in the manner prescribed in Rule 9, Section 2; or (4) 
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terminated and placed on the lay-off list in the manner prescribed in Rule 8, Section 2.  
 
SECTION 4:  ESTABLISHMENT OF NEW POSITIONS  
 
Whenever a new position is proposed, the Department Director shall forward to the Human 
Resources Manager a description of the duties and responsibilities and recommended pay 
range of the position.  The Human Resources Manager, after a study of the duties, 
responsibilities and qualification requirements, allocates the position to its appropriate 
classification and recommends an appropriate pay range.  If no appropriate classification exists, 
a new classification shall be constructed. 
  
The proposed position and recommended pay range shall be submitted for review by the City 
Manager and approval by the Mayor and City Council. 
  
New positions will be filled in the manner and order prescribed in Rules 5-8. 
 
SECTION 5:  ABOLITION OF POSITION 
 
Whenever, in the judgment of the Mayor and City Council, it becomes necessary, the Mayor 
and City Council may abolish any position in the City service, which is not established by 
Arizona law. 
  
Seniority shall be observed in effecting such reduction in personnel. Lay-offs shall be affected 
in the manner specified in Rule 8, Section 2.   
 
SECTION 6:  RIGHT TO CONTRACT FOR CITY SERVICE 
 
The City Manager shall consider and make recommendations to the Mayor and City Council for 
approval to contract with private vendors for City services performed by City employees.   
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