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SECTION 1: INTRODUCTION 
 

 
Summary – Public Sector HR Consultants LLC (PSHRC) was retained to develop a Wage and 
Salary Administration Program for the Town of Milton.  This manual describes in detail the job 
evaluation method used to evaluate positions in the study and the proposed 2022 Town of Milton 
Wage and Salary Structure. 
 
Purpose – The information contained in this manual has been prepared to describe the 
recommended Town of Milton Wage and Salary Administration Program.  The statements 
contained in this manual are meant as guidelines to be utilized by the Town Board in making wage 
and salary decisions and are not and should not be considered a contract of any kind, express or 
implied.  Policies contained herein may be changed or rescinded at any time, at the Town Board’s 
sole discretion.   
 
Job Evaluation – For data gathering purposes, a Job Evaluation Questionnaire was developed to fit 
the specific needs of the Town of Milton.  This questionnaire was distributed and explained to 
employees at a workshop conducted by Ronni M. Travers, SPHR, who was the project manager for 
the study.  Department Heads were responsible for reviewing the questionnaires completed by their 
subordinates.  PSHRC conducted interviews with employees to gather additional information for 
each position in the study.  Upon conclusion of the interviews, these positions were evaluated by 
PSHRC and the internal structure was developed.  A description of the methodology is detailed in 
Section 3.  The results of the job evaluation of the positions addressed in this study are shown in 
Section 4. 
 
Wage and Salary Survey – Survey data was collected from the towns of Ballston, East Greenbush, 
LaGrange, Lansing, Lysander, Malta, Moreau, New Paltz, New Scotland, North Greenbush, 
Plattsburgh, Ulster, Vestal and Wilton.  An analysis of the survey data was conducted, and the 
appropriate benchmark positions were selected.  These benchmarks were used in the development 
of the Wage and Salary Structures.   
 
Wage and Salary Structure – Using regression analysis, the job evaluation results and 
corresponding benchmark salary data were merged to form the proposed Town of Milton Wage and 
Salary Structure.  This structure is the foundation for effective and equitable salary administration 
and will guide the Town of Milton in making important salary decisions for each position in the 
study.  It also provides a framework for recruiting new employees and determining appropriate 
salaries for newly created positions.  The Wage and Salary Structure is fully described in Section 5. 
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SECTION 2: PROGRAM ELEMENTS 
 

 
The Town of Milton Wage and Salary Administration Program was developed with the following 
key elements in mind: 
 
1. Establishing Internal Pay Equity – The pay program should be equitable in the following 

ways: 
 
 a. Employees should be paid fairly in relation to what other employees in the Town of 

Milton who are doing the same job are being paid. 
 
 b. Employees should be paid fairly in relation to what other employees in the Town of 

Milton who are doing different jobs are being paid. 
 
2. Recognition of Competitive Market Factors – Understanding the “going rate” within the 

market place (comparable jobs at comparable employers) is key to implementing a pay 
program that allows the town to recruit and retain qualified employees.  It also assists in 
determining the value of jobs in relation to each other, and further validates the placement of 
job titles in pay grades that are in line with the current market rate for positions. 

 
3. Easy Administration – A pay program should be designed to be as easy to administer as 

possible in order to facilitate needed adjustments. 
 
4. Easy to Understand – A pay program should be easy for employees to understand. 
 
5. Compliance with Governmental Regulations – A good pay program complies with 

applicable State and Federal Laws.  Some of these laws include the following: 
 
 a. The Fair Labor Standards Act (FLSA) – establishes minimum wage levels and 

overtime requirements. 
 

b. The Equal Pay Act – prohibits gender discrimination in payment of wages. 
 

c. Title VII of the Civil Rights Act of 1964 – prohibits employment and wage 
discrimination based on sex, race, color, national origin and religion. 

 
d. New York State Human Rights Law – prohibits employment and wage discrimination 

based on age, creed, race, color, sex, sexual orientation, gender identity or 
expression, national origin, familial status, marital status, disability, military status, 
domestic violence victim status, criminal or arrest record, or predisposing genetic 
characteristics. 
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SECTION 3: JOB EVALUATION 
 

 
 

Purpose of Job Evaluation 
 
Job evaluation is the process of defining the degree of responsibilities of each job in the 
organization.  Job evaluation compares jobs with one another and measures them against a standard. 
Positions are then assigned to grade levels with corresponding pay ranges.  Therefore, job 
evaluation is a critical part of wage and salary administration since employees’ pay is directly 
affected by the grade level assignment of their position.   
 
Through job evaluation, an analysis is conducted to determine the differentials between positions in 
terms of their relative requirements, thus providing a factual basis for obtaining such differentials.  
Job evaluation does this by measuring each position in terms of its “minimum requirements” and 
“essential job functions” to determine the degree of skill, effort, responsibility, and job conditions in 
relation to other positions within the organization.  The job is evaluated without considering the 
qualifications or the performance of the employee performing the job or the wage rate being paid.  
Job evaluation thus provides a means for establishing and maintaining the equitable wage 
relationship between jobs, which is fundamental to good employee relations and sound wage and 
salary administration. 
 
 

Point Factor Method 
 
The Point Factor Method is a method used to evaluate and assign jobs to appropriate pay grade 
levels.  This method is based on the premise of “position equity” both inside and outside of the 
organization. 
 
The Point Factor Method involves selecting a limited number of compensable factors, breaking 
down these factors into degrees, and then assigning a different number of points to each degree.  
The compensable factors are also weighted appropriately for the group of jobs being evaluated.  The 
jobs being evaluated are then “matched” against each of the compensable factors and assigned a 
total number of points.  Jobs are then placed in the grade level that corresponds with the number of 
points scored. 
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Compensable Factors 
 
The first task in applying the Point Factor Method involves selecting and defining the 
compensable factors to be used.  The Town of Milton has selected the following categories in 
determining compensable factors.  Each category contains a number of related factors: 

 
 

I 
KNOWLEDGE AND 

SKILLS 

II 
RESPONSIBILITY AND 

COMPLEXITY 
1. Education 1. Guidelines 
2. Experience 2. Complexity of Duties 
3. Communication Skills 3. Reasoning Ability 
4. Specialized Skills  4. Decision Making and Work Impact 
 5. Contact with Others 

 
 

III 
SUPERVISION AND 

LEADERSHIP 

IV 
PHYSICAL DEMAND AND 

ENVIRONMENTAL CONDITIONS 
1. Type of Supervision 1. Physical Demand 
2. Scope of Supervision 2. Environmental Conditions  

 
 
The second task of the Point Factor Method is to define each compensable factor and the degrees 
or levels for each factor.  Once the factors are defined, a Job Evaluation Worksheet is developed.  
Therefore, each time a position is evaluated, the same factors and scales are applied in a uniform 
process. 
 
 

The definitions for each of the compensable factors and related degrees 
 are listed on the following pages. 
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I – 1. EDUCATION 
 
This factor measures knowledge or equivalent training required to perform the position duties.  This 
knowledge is essential as background or training preliminary to starting the position.  
 

DEGREE WEIGHT DEFINITION 
1 0 Graduation from high school or possession of a general equivalency 

diploma (GED) preferred, but not required.  Ability to read, write and 
follow verbal instructions.  Possess skills necessary to operate equipment 
such as a facsimile machine or motor vehicle. 
 

2 15 Graduation from high school or possession of a general equivalency 
diploma (GED) required. Ability to read, write and follow written and 
verbal instructions.  Basic knowledge of grammar, spelling and 
punctuation.  May require limited training or skills in some specialized 
area, such as typing, recordkeeping or minor equipment repair.    
 

3 30 Vocational or other technical school, certification, training or 
apprenticeship required beyond graduation from high school.  
Specialized training in basic principles or techniques, such as technical 
procedures, general repair or bookkeeping. Generally acquire training 
through 1 to 2 years of education or training beyond high school level. 
 

4 45 Associate’s degree or two year college equivalent required.  Ability or 
knowledge in a specialized or technical area, such as accounting, office 
management, or complex technical procedure.  Education equivalent to an 
Associate’s degree generally acquired through 2 to 3 years of education or 
training beyond high school level.   
 

5 60 Bachelor’s degree required.  Knowledge of specialized principles or 
techniques equivalent to that which would normally be obtained through a 
four-year college or university. 
 

6 75 Master’s degree or more required.  Broad, in-depth knowledge of 
specialized principles or techniques equivalent to that which would normally 
be obtained through formal advanced post-graduate education.   
 

7 90 MD, PhD, Law degree or equivalent doctoral degree required.  Singular 
knowledge of a highly advanced professional discipline.   
 

 
 
Note: Add 5 points if the position requires the possession of a professional license or certification 

(e.g., Certified Public Accountant, Engineering License, License to Practice Law, etc.). 
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I – 2. EXPERIENCE 
 
This factor measures the nature and extent of work experience required for a person entering the 
position.  
 

DEGREE WEIGHT DEFINITION 
1 0 None required. 

 
2 15 Experience in simple, routine, or repetitive tasks or operations which 

typically include following step-by-step instructions and requires little or no 
previous training;  OR 
 
Experience in operating simple equipment or equipment which operates 
repetitively, requiring little or no previous training;  OR 
 
Equivalent experience and skill. 
 

3 30 Experience in standardized or commonly used rules, procedures, or 
operations which typically requires a moderate degree of previous training or 
experience to perform the full range of standard clerical or skilled 
assignments and resolve recurring problems;  OR 
 
Experience in operating or utilizing equipment requiring a moderate level of 
previous training or experience such as a computer (database, spreadsheet 
and/or word processing software) or motor or mechanical equipment;  OR 
 
Equivalent experience and skill. 
 

4 45 Experience in an extensive body of rules, procedures or operations requiring 
extended training and experience to perform a wide variety of interrelated or 
non-standard procedural assignments and resolve a wide range of problems; 
 OR 
 
Experience in a technical field requiring extended training (such as acquired 
through a formal apprenticeship).  Practical knowledge of technical methods 
to perform assignments such as carrying out limited projects, which involves 
use of specialized and/or complicated techniques.  Solid understanding of 
overall operations and related processes;  OR 
 
Equivalent experience and skill. 
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I – 2. EXPERIENCE (Continued) 
 

DEGREE WEIGHT DEFINITION 
5 60 Experience in principles, concepts, and methodology of a professional or 

administrative occupation and skill in applying this experience in 
implementing and coordinating assignments, operations, programs or 
procedures;  OR 
 
Experience in a wide range of methods, principles, and practices similar to a 
narrow area of a professional field, and skill in applying this experience to 
such assignments as the design and planning of difficult, but well-
precedented projects;  OR 
 
Equivalent experience and skill. 
 

6 75 Experience in the direction or supervision of a professional or administrative 
staff and experience in making decisions or recommendations significantly 
changing, interpreting, or developing important policies or programs.  
Possesses skill in applying this experience to difficult and complex work 
assignments;  OR 
 
Equivalent experience and skill. 
 

7 90 Experience in the direction or management of two or more departments of 
professional or administrative staff.  Experience in supervising subordinate 
managers who exercise full supervision over their departments;  OR 
 
Equivalent experience and skill. 
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I – 3. COMMUNICATION SKILLS 
 
This factor measures the level of communication skills (ability to read, write and speak) needed to 
successfully accomplish the essential functions of the position. 
 

DEGREE WEIGHT DEFINITION 
1 5 Minimum – ability to read a limited number of two and three syllable words 

and to recognize similarities and differences between words and between 
series of numbers.  Ability to print and speak simple sentences. 
 

2 10 Basic – ability to read and comprehend simple instructions, short 
correspondence, and memos.  Ability to write simple correspondence.  
Ability to effectively present information in one-on-one and small group 
situations to the public and/or other employees of the organization. 
 

3 15 Intermediate – ability to read and interpret documents such as safety rules, 
operating and maintenance instructions, and procedure manuals.  Ability to 
write routine reports and correspondence.  Ability to speak effectively 
before small public groups and/or employees of the organization. 
 

4 20 High – ability to read, analyze and interpret general reference periodicals, 
professional journals, technical procedures, or government regulations.  
Ability to write reports, correspondence and procedure manuals.  Ability to 
effectively present information and respond to questions from groups of 
department heads, managers, and the general public. 
 

5 25 Very High – ability to read, analyze and interpret common scientific and 
technical journals, financial reports, and legal documents.  Ability to 
respond to complex inquiries or complaints from regulatory agencies and/or 
members of the general public.  Ability to write speeches and articles for 
publication that conform to prescribed style and format.  Ability to 
effectively present information to internal and external top management. 
 

6 30 Highest – ability to read, analyze and interpret the most complex 
documents. Ability to respond effectively to the most sensitive inquiries or 
complaints.  Ability to write speeches and articles using original or 
innovative techniques or style.  Ability to make effective and persuasive 
speeches and presentations on controversial or complex topics to top 
management of own organization or outside organizations, public groups, 
and/or members of governing Boards. 
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I – 4. SPECIALIZED SKILLS 
 
This factor measures the level of specialized skills needed to successfully accomplish the essential 
functions of the position.  The position may not require all of the skills listed in a given level. 
 

DEGREE WEIGHT DEFINITION 
1 0 None Required. 

 
2 5 Minimum – Ability to add and subtract whole numbers and to multiply and 

divide with tens and hundreds.  Includes ability to perform these operations 
using units of weight measurement, volume and distance.  Able to use 
general office machines or simple hand tools.  Ability to follow basic 
instructions.  Use of a personal computer is not required. 
 

3 10 Basic – Ability to add, subtract, multiply and divide in all units of measure, 
using whole numbers, common fractions, and decimals.  Has knowledge of 
office or operational procedures.  Able to use general office machines and 
personal computer.  Performs basic typing/word processing, bookkeeping, 
checking records, repetitive data entry, and posting information to a database 
or spreadsheet.  
 

4 15 Intermediate – All skills noted in the prior level, plus an ability to perform 
intermediate mathematics, such as computing interest, proportions and 
percentages.  Able to draw and interpret graphs.  Routinely prepares 
correspondence, spreadsheets and/or reports using standard office software 
applications, following policies and procedures.   
 

5 20 High – All skills noted in the prior level, plus has extensive knowledge of a 
distinct trade or technical function.  Knows policies and procedures and can 
recommend a course of action to others.  Ability to work with several 
software applications and retrieve data. 
 

6 25 Very High – Requires a basic knowledge of a professional field.  This level 
is typically reserved for individuals possessing a four-year degree or with 
high-level vocational skills.  Ability to write reports using technical data 
requiring considerable interpretation.  Uses technology resources to develop 
new methods and procedures.   
 

7 30 Highest – Ability to work with advanced mathematical concepts such as 
probability and statistical inference, determination of test reliability and 
validity, analysis of variance, correlation techniques, sampling theory, and 
factor analysis.   Functions at an advanced level requiring extensive 
knowledge of a professional field, and a working knowledge of related 
fields.  Understands information in several unrelated professional 
disciplines. 
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II – 1. GUIDELINES 
 
This factor covers the nature of guidelines and the judgment needed to apply them.  Guidelines are 
in the form of desk manuals, reference materials, established written procedures and policies, and 
Federal, State and local laws, rules and regulations.  Guidelines either provide reference data or 
impose certain constraints on the use of knowledge. 
 

DEGREE WEIGHT DEFINITION 
1 5 Little judgment – specific detailed guidelines covering all important 

aspects of the assignment are provided to the employee.  The employee 
works in strict adherence to the guidelines; deviations must be authorized by 
the supervisor. 
 

2 10 Some judgment – procedures for doing the work have been established and 
a number of specific guidelines are available.  The number and similarity of 
guidelines and work situations requires the employee to use judgment in 
locating and selecting the most appropriate guidelines, references and 
procedures for application and in making minor deviations to adapt the 
guidelines in specific cases.  Situations to which the existing guidelines 
cannot be applied or significant proposed deviations from the guidelines are 
referred to the supervisor. 
 

3 15 Moderate judgment – guidelines are available, but are not completely 
applicable to the work or have gaps in specificity.  The employee uses 
judgment in interpreting and adapting guidelines such as Town policies, 
regulations, written precedents, and work directions for application to 
specific cases or problems.  The employee analyzes results and recommends 
changes to guidelines. 
 

4 20 Complex judgment – administrative policies and written precedents are 
applicable but are stated in general terms.  Guidelines for performing the 
work are scarce or of limited use.  The employee uses initiative and 
resourcefulness in deviating from traditional methods or researching trends 
and patterns to develop new methods, criteria, or proposed new policies. 
 

5 25 Advanced judgment – guidelines are broadly stated and non-specific, e.g., 
broad policy statements and basic legislation which require extensive 
interpretation.  The employee must use judgment and ingenuity in 
interpreting the intent of the guides that do exist and in developing 
applications to specific areas of work.  Frequently, the employee is 
recognized as an authority in the development and interpretation of 
guidelines. 
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II – 2. COMPLEXITY OF DUTIES 
 
This factor measures the complexity of duties including the following:  the degree of independent 
action; the extent to which duties are circumscribed by standard practice; the exercise of judgment; the 
types of decisions; the amount of resourcefulness and planning required; and the ability to take action 
with a minimum of prompting. 
 

DEGREE WEIGHT DEFINITION 
1 15 Simple and highly repetitive or routine duties, requiring use of definite 

procedures, and little individual judgment where work involves little or no 
choice as to method or performance. 
 

2 30 Repetitive or routine duties involving use of various procedures and 
application of clearly prescribed standard practices which require the 
making of minor decisions and use of some judgment and initiative. 
 

3 45 Diversified duties requiring an extensive knowledge of a particular field and 
the use of a wide range of procedures.  Involves the exercise of some 
judgment in the analysis of facts or conditions regarding individual 
problems or transactions to determine what action should be taken, within 
the specifications of standard practice. 
 

4 60 Wide variety of duties requiring general knowledge of departmental policies 
and procedures that guide the exercise of judgment and decision making 
within the specifications of standard practice.  Guidance is sought from a 
higher level of experience for complex situations not previously covered.  
Duties require some judgment and planning and initiative to work 
independently toward general results, and making decisions based on 
precedent and/or federal, state or local rules and regulations. 
 

5 75 Wide variety of duties requiring general knowledge of organizational 
policies and procedures and their application to cases not previously 
covered. Duties require considerable judgment, planning and initiative to 
work independently toward general results, devising methods, modifying or 
adapting standard procedures to meet different conditions, making decisions 
based on precedent and/or federal, state or local rules and regulations.  
Position has gained expertise to handle more complex problems and 
situations with less direct supervision than those positions rated at the Fourth 
Degree.  May also involve giving guidance on complex issues to positions 
which are rated at the Fourth Degree or lower. 
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II – 2. COMPLEXITY OF DUTIES (Continued) 
 

DEGREE WEIGHT DEFINITION 
6 90 Plan and perform difficult work where only general methods are 

available. Involves highly technical or involved projects, presenting new 
or constantly changing problems.  Requires outstanding judgment and 
initiative in dealing with complex factors not easily evaluated, also 
making of major decisions for which there is little precedent. 
 

7 105 Plan and perform complex work which involves new or constantly 
changing problems where there is little accepted method of procedure. 
Involves participation in the formulation and carrying out of 
organizational policies, goals, objectives and programs for major 
departments of functions.  Considerable ingenuity and exceptional 
judgment required to deal with factors not easily evaluated, interpret 
results and make decisions carrying a great deal of responsibility.  Direct 
and coordinate the work of subordinate supervision in order to obtain 
objectives. 
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II – 3. REASONING ABILITY 
 
This factor measures the level of reasoning ability needed to successfully accomplish the essential 
functions of the position. 
 

DEGREE WEIGHT DEFINITION 
1 5 Minimum – ability to apply common sense understanding to carry out 

simple one or two step instructions.  Ability to deal with standardized 
situations with only occasional or no variables. 
 

2 10 Basic – ability to apply common sense understanding to carry out detailed 
but uninvolved written or oral instructions.  Ability to deal with problems 
involving a few concrete variables in standardized situations. 
 

3 15 Intermediate – ability to apply common sense understanding to carry out 
instructions furnished in written, oral or diagram form.  Ability to deal with 
problems involving several concrete variables in standardized situations. 
 

4 20 High – ability to solve practical problems and deal with a variety of concrete 
variables in situations where only limited standardization exists.  Ability to 
interpret a variety of instructions furnished in written, oral, diagram or 
schedule form. 
 

5 25 Very High – Ability to interpret an extensive variety of technical 
instructions in mathematical or diagram form and deal with several abstract 
and concrete variables. 
 

6 30 Highest – ability to apply principles of logical or scientific thinking to a 
wide range of intellectual and practical problems.  Ability to deal with non-
verbal symbolism (formulas, scientific equations, graphs, etc.,) in its most 
difficult phases.  Ability to deal with a variety of abstract and concrete 
variables. 
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II – 4. DECISION MAKING AND WORK IMPACT 
 
This factor measures the extent of required decision-making and the beneficial or detrimental effect 
such decisions would have on the Town.  Consideration is given to risk and complexity of required 
decision-making and degree of impact such action would have on the organization. 
 

DEGREE WEIGHT DEFINITION 
1 15 Few decisions are required; work is performed according to an established 

set of standard procedures.  Inappropriate decisions, recommendations or 
errors would normally cause minor delays and minor expenses. 
 

2 30 Decisions are made within an established framework of clearly defined 
procedures.  Inappropriate decisions, recommendations or errors would 
normally cause moderate delays and additional allocation of funds and 
resources within the department, or a moderate impact on the integrity of the 
department or the health, safety and well-being of members of the public. 
 

3 45 Decisions are made based on a wide variety of clearly defined procedures 
and standard practices.  The employee must exercise some judgment in 
selecting the appropriate procedure and/or practice.  Inappropriate decisions, 
recommendations or errors would normally cause considerable delays and 
reallocation of funds and resources or a considerable impact on the integrity 
of the department or the health, safety and well-being of members of the 
public.  Deficiencies will affect scheduling and project completion in 
immediate department and other departments as well. 
 

4 60 Decisions are made within the framework of a variety of complex 
procedures, broad precedents, related practices and general methods of the 
field.  Decisions require a high level of judgment and/or modification of a 
standard course of action to address the issue at hand.  Inappropriate 
decisions, recommendations or errors would normally affect critical 
programs or attainment of short-term goals for the Town or a critical impact 
on the integrity of the department or the health, safety and well-being of 
members of the public. 
 

5 75 Decisions are made within the framework of highly complex and 
analytical procedures, policies and practices.  Decisions require 
innovation and creativity.  Inappropriate decisions, recommendations or 
errors would affect attainment of objectives for the Town and would 
normally affect long-term goals and public image or have a detrimental 
impact on the integrity of the department or the health, safety and well-
being of members of the public. 
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II – 5. CONTACT WITH OTHERS 
 
This factor measures the responsibility for working with or through other persons to achieve results. 
Consider the nature of the contacts, the frequency, the importance of such contacts, the amount of tact 
and persuasion usually required, and the ultimate effect of such contacts upon the organization. 
(Members of the public and outside regulatory agencies are considered external contacts.) 
 

DEGREE WEIGHT DEFINITION 
1 5 Minimal – requires little or no contact, except with immediate coworkers 

and own supervisor. 
 

2 10 Routine – requires contacts within the department on routine matters, or 
daily contacts with other departments or outside of own organization, 
supplying or seeking information where only ordinary courtesy and tact are 
needed. 
 

3 15 Significant – requires regular internal and/or external contact such as those 
required in discussing and coordinating organization procedures and various 
interdepartmental transactions.  Requires some external contacts requiring 
tact and discretion to obtain cooperation and understanding on routine 
matters.    
 

4 20 Considerable – requires external and internal contacts to carry out 
organization policy and programs.  Improper handling will have 
considerable effect on operating results.  Must often deal with persons of 
substantially higher rank on matters requiring persuasion and obtaining 
approval. 
 

5 25 Major – involves regular association with community leaders and/or high 
ranking corporate or government officials where considerable abilities are 
required to protect and promote the best interest of the organization.  Must 
effectively work with and influence all types of persons.  Involves difficult 
negotiations which call for a well-developed sense of strategy and timing.  
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III – 1. TYPE OF SUPERVISION 
 
This factor evaluates the degree of supervision exercised by the employee, in terms of the level of the 
job in the Town.  This factor measures the degree of responsibility for departmental budget, methods, 
and personnel.  This factor also measures the ability to plan, coordinate and direct the activities of 
subordinates. 
 

DEGREE WEIGHT DEFINITION 
1 0 None required. 

 
2 10 Part-time, immediate supervision over a small group of employees 

instructing, assigning, and checking their work at intervals.  Most of the time 
spent performing the same or similar work as members of the group. Little 
or no responsibility for budget, methods, or personnel.  Minimal 
responsibility for planning, coordinating and directing the activities of 
employees. 
 

3 20 Immediate supervision over a unit, section or department where most of the 
time is spent assigning, reviewing, checking work, eliminating ordinary 
difficulties, where procedures are standardized.  Occasional responsibility 
for planning, coordinating and directing the activities of subordinates. 
 

4 30 Direct supervision of a department with responsibility for results in terms of 
methods and personnel.  Responsibility for results rests primarily with the 
next higher level of supervision.  Moderate responsibility for planning, 
coordinating and directing the activities of subordinates. 
 

5 40 General supervision of a department with responsibility for execution of 
recommendations regarding quantity and quality of work, budget, methods, 
maintenance of discipline, interpretation and enforcement of federal, state 
and local laws, rules and regulations, hiring and separations, etc.  Frequent 
responsibility for planning, coordinating and directing the activities of 
subordinates.  May also include Deputy or Assistant Director in charge 
where responsibility for results rests primarily with the next level of 
supervision. 
 

6 50 General supervision of a major department of the organization, defined as 
one that contains two or more departments or bureaus.  Direct, organize, 
plan, and coordinate functions of the department through subordinate 
managers who exercise direct supervision over each department or bureau.  
Direct supervision is exercised over subordinate department heads.   
 

7 60 Direct, organize, plan, and coordinate activities of the entire operation.  
Direct supervisory responsibility over senior management. 
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III – 2. SCOPE OF SUPERVISION 
 
This factor measures the "size" of the supervisory responsibility expressed in terms of number of 
persons directly supervised.  “Persons”, as used here, refers to a full-time employee or a full-time 
equivalent complement of employees.  This factor is only applicable if the ‘Type of Supervision’ 
(see page 16) factor for the position is rated at a 3rd degree or higher. 
 

DEGREE WEIGHT DEFINITION 
1 0 None required. 

 
2 10 Responsible for supervising up to and including 2 persons. 

 
3 20 Responsible for supervising over 2 persons up to and including 5 persons. 

 
4 30 Responsible for supervising over 5 persons up to and including 10 persons. 

 
5 40 Responsible for supervising over 10 persons up to and including 25 persons. 

 
6 50 Responsible for supervising over 25 persons up to and including 50 persons. 

 
7 60 Responsible for supervising more than 50 persons. 
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IV – 1. PHYSICAL DEMAND 
 
This factor measures the kind, amount and frequency of the physical effort required to perform the 
duties of the position.  
 

DEGREE WEIGHT DEFINITION 
1 10 Sedentary work – exerting up to 10 pounds of force occasionally and/or a 

negligible amount of force frequently or constantly to lift, carry, push, pull 
or otherwise move objects.   
 

2 20 Light work – exerting up to 20 pounds of force occasionally, and/or up to 
10 pounds of force frequently, and/or a negligible amount of force 
constantly to move objects. 
 

3 30 Medium work – exerting up to 50 pounds of force occasionally, and/or up 
to 20 pounds of force frequently, and/or up to 10 pounds of force constantly 
to move objects. 
 

4 40 Heavy work – exerting up to 100 pounds of force occasionally, and/or up to 
20 pounds of force frequently, and/or up to 10 pounds of force constantly to 
move objects. 
 

5 50 Very heavy work – exerting in excess of 100 pounds of force occasionally, 
and/or in excess of 50 pounds of force frequently, and/or in excess of 20 
pounds of force constantly to move objects. 
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IV – 2. ENVIRONMENTAL CONDITIONS 
 
This factor measures the frequency of exposure to environmental or other conditions which 
inherently tend to be disagreeable, or which require special attention to avoid recognized hazards, 
including heat, cold, light, dust, dirt, noise, vibration, fumes, oils, water, equipment, danger of 
injury, disease, health hazards, or occupational risks. 
 

DEGREE WEIGHT DEFINITION 
1 0 The worker is not substantially exposed to adverse environmental 

conditions (such as in typical office or administrative work). 
2 10 Occasional exposure to minor injury or other occupational hazards 

requiring precaution;  OR 
 

Minor physical inconvenience or discomfort routinely present in the work 
situation.  Worker is occasionally exposed to noise, disagreeable odors, dust, 
fumes, dirt, heat and/or cold, but not to the extent of being undesirable. 

3 20 Frequent exposure to occupational hazards which require routine 
precautions, or to unpleasant tasks (handling garbage or soiled linen, 
strongly unpleasant odors, etc.) and/or occasional exposure to one or more 
very unpleasant physical conditions.  Jobs at this level spend the majority 
of time in this type of environment;  OR 
 

The worker is frequently subject to inside and/outside environmental 
conditions, and/or is exposed to considerable noise, dust, dirt, heat, fumes, 
and/or cold.  The worker is subject to extreme cold or extreme heat 
defined as temperatures below 32 degrees for periods of more than one 
hour or temperatures above 100 degrees for periods of more than one 
hour.   

4 30 Regular exposure to occupational hazards which require special 
precautions and occasional exposure to serious injury (crushed fingers, 
extensive burns, broken bones);  OR  
 

The worker is regularly subject to inside and/or outside environmental 
conditions as defined in the Third Degree.  In addition, the worker is 
regularly subject to sufficient noise to cause the worker to shout in order to 
be heard above the ambient noise level and/or the worker is exposed to 
vibrations of the extremities or whole body. 

5 40 Constant exposure to occupational hazards with one or more possibilities 
of very serious injury (electrocution, falls from high places) or constant 
exposure to hazards which require extreme precautions or involve 
occupational risk;  OR  
 

The worker is constantly subject to inside and/or outside environmental 
conditions as defined in the Fourth Degree.  The worker is also constantly 
subject to atmospheric conditions requiring the wearing of a respirator.  
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TOWN OF MILTON 
Job Evaluation Worksheet 

 

Job Title: ___________________________________________ 
 

Total Points: ____________________ 
 

Recommended Grade: _______________ 
 
 

COMPENSABLE 
FACTORS 

DEGREES AND WEIGHTS DEGREE 
SELECTED 1ST 2ND 3RD 4TH 5TH 6TH 7TH 

         
Knowledge and Skills         
         

 Education (add 5 points if 
professional license or certification 
is required) 

0 15 30 45 60 75 90  

 Experience  0 15 30 45 60 75 90  

 Communication Skills 5 10 15 20 25 30   

 Specialized Skills 0 5 10 15 20 25 30  

         
Responsibility and Complexity         
         

 Guidelines 5 10 15 20 25    

 Complexity of Duties 15 30 45 60 75 90 105  

 Reasoning Ability 5 10 15 20 25 30   

 Decision Making & Work Impact 15 30 45 60 75    

 Contact with Others 5 10 15 20 25    

         
Supervision and Leadership         
         

 Type of Supervision 0 10 20 30 40 50 60  

 Scope of Supervision 0 10 20 30 40 50 60  

         
Physical Demand and 
Environmental Conditions 

        

         

 Physical Demand 10 20 30 40 50    

 Environmental Conditions 0 10 20 30 40    
 

TOTAL POINTS 
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SECTION 4: JOB EVALUATION RESULTS 
 

 
The Job Evaluation process resulted in the following grade assignments:  
 

GRADE POINT 
RANGE 

 
JOB TITLE 

 
DEPARTMENT 

1 60-99 Laborer (Seasonal) Buildings and Grounds 
1 60-99 Laborer (Seasonal) Highway 
1 60-99 Recreation Assistant Recreation 
    
2 100-139 Cleaner Buildings and Grounds 
2 100-139 Guard Justice Court 
    
3 140-179 Clerk Assessor 
3 140-179 Clerk Building 
3 140-179 Clerk Tax Receiver 
3 140-179 Laborer Highway 
3 140-179 Recreation Leader Recreation 
    
4 180-179 Animal Control Officer Town Clerk 
4 180-219 Building Maintenance Worker  Buildings and Grounds 
4 180-219 Deputy Town Clerk Town Clerk 
4 180-219 Emergency Medical Technician Recreation 
4 180-219 Secretary to the Highway Superintendent Highway 
4 180-219 Secretary to the Supervisor Supervisor 
4 180-219 Senior Clerk Building 
4 180-219 Town Enforcement Officer Building 
    
5 220-259 Clerk to the Town Justice Justice Court 
5 220-259 Fire Code Enforcement Officer Building 
5 220-259 Motor Equipment Operator Highway 
5 220-259 Recreation Director Recreation 
    
6 260-299 Automotive Mechanic Highway 
6 260-299 Heavy Equipment Operator Highway 
6 260-299 Principal Account Clerk Comptroller 
    
7 300-339 Assistant Code Enforcement Officer Building 
7 300-339 Supervisor of Buildings and Grounds Buildings and Grounds 
7 300-339 Working Supervisor Highway 
    
8 340-379 Open  
    
9 380-419 Assessor Assessment 
9 380-419 Code Enforcement Officer Building 
    

10 420-459 Open  
    

11 460-499 Comptroller Comptroller 
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SECTION 5: WAGE AND SALARY STRUCTURE 
 

 
The Wage and Salary Structure is the most visible component of the Wage and Salary 
Administration Program and provides one of the basic controls of the program.  It helps 
management make equitable pay decisions.  The flexibility of a Wage and Salary Structure allows 
for expansion, so that additional positions and grade levels may be added at a future date. 

 
A. Definition of Wage and Salary Structure – A Wage and Salary Structure consists of grade 

levels and pay ranges: 
 

1. Grade Levels eliminate the need to identify extremely fine differences in responsibility 
levels between similar, but not identical, jobs.  All jobs within the same grade level are 
considered to be of relatively equal job requirements and responsibility level within the 
organization. 

 

2. Pay ranges provide the opportunity to relate pay to performance.  The ranges represent 
current “market value” for each responsibility level at the midpoint.  Each pay range has 
a minimum, a midpoint, and a maximum. In addition, for each pay range there is a 
“range spread” and a certain amount of “overlap” with adjacent ranges. 

 

 Minimum – the typical rate paid to an employee who is assigned to a position for 
which the employee possesses the minimum qualifications for the position and who 
is expected to be able to perform the basic duties and responsibilities of the job after 
normal training.  The minimum rate is calculated as follows: 

 

Minimum = Midpoint / (100% + ½ Range Spread) 
 

 Midpoint – the competitive point of the pay range, which is appropriate for an 
experienced and fully qualified employee whose performance fulfills most of the 
requirements of the position.  This value typically represents the “going rate” or 
“market rate” for the position. 

 

 Maximum – the highest pay level for an employee whose performance consistently 
exceeds most position requirements or for an employee with long service in the same 
position.  The maximum rate is calculated as follows: 

 

Maximum = Minimum + (Range Spread × Minimum) 
 

 Pay range Spread – is defined as the distance between the minimum rate and the 
maximum rate, expressed as a percentage of the midpoint. 

 

 Overlap – is defined as the set of salaries shared by two consecutive ranges.  
Because of range overlap, an employee at the top of one grade level may be paid 
more than an employee at the first part of the next grade level. 

 

 Midpoint Differential – is defined as the percentage difference between the 
midpoints of each adjacent grade level or the distance between the grade levels. 
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B. Configuration of the Town of Milton’s Wage and Salary Structure 

 
The Wage and Salary Structure consists of eleven (11) grade levels.  The midpoint 
differential and range spreads for each grade are as follows: 
 

Midpoint Differential 13% (Grades 1 - 2) 
Midpoint Differential   8% (Grades 3 - 7) 
Midpoint Differential 10% (Grades 8 - 10) 
Midpoint Differential 26% (Grade 11) 
 
Range Spread  25% (All Grades) 
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TOWN OF MILTON 
 

PROPOSED 2022 STRUCTURE  
 

Hourly Rate Ranges 
 

GRADE JOB TITLE MINIMUM MIDPOINT MAXIMUM 
1 Laborer (Seasonal) (Buildings and Grounds) $15.13 $17.02 $18.91 
1 Laborer (Seasonal) (Highway) $15.13 $17.02 $18.91 
1 Recreation Assistant $15.13 $17.02 $18.91 
     
2 Cleaner $17.09 $19.23 $21.37 
2 Guard $17.09 $19.23 $21.37 
     
3 Clerk (Assessor) $19.32 $21.73 $24.14 
3 Clerk (Building) $19.32 $21.73 $24.14 
3 Clerk (Tax Receiver) $19.32 $21.73 $24.14 
3 Laborer $19.32 $21.73 $24.14 
3 Recreation Leader $19.32 $21.73 $24.14 
     
4 Animal Control Officer $20.86 $23.47 $26.08 
4 Building Maintenance Worker $20.86 $23.47 $26.08 
4 Deputy Town Clerk $20.86 $23.47 $26.08 
4 Emergency Medical Technician $20.86 $23.47 $26.08 
4 Secretary to the Highway Superintendent $20.86 $23.47 $26.08 
4 Secretary to the Supervisor $20.86 $23.47 $26.08 
4 Senior Clerk $20.86 $23.47 $26.08 
4 Town Enforcement Officer $20.86 $23.47 $26.08 
     
5 Clerk to the Town Justice $22.53 $25.35 $28.16 
5 Fire Code Enforcement Officer $22.53 $25.35 $28.16 
5 Motor Equipment Operator $22.53 $25.35 $28.16 
5 Recreation Director $22.53 $25.35 $28.16 
     
6 Automotive Mechanic $24.33 $27.37 $30.42 
6 Heavy Equipment Operator $24.33 $27.37 $30.42 
6 Principal Account Clerk $24.33 $27.37 $30.42 
     
7 Assistant Code Enforcement Officer $26.28 $29.56 $32.85 
7 Supervisor of Buildings and Grounds $26.28 $29.56 $32.85 
7 Working Supervisor (Highway) $26.28 $29.56 $32.85 
     
8 Open $28.91 $32.52 $36.13 
     
9 Assessor $31.80 $35.77 $39.75 
9 Code Enforcement Officer $31.80 $35.77 $39.75 
     

10 Open $34.98 $39.35 $43.72 
     

11 Comptroller $44.07 $49.58 $55.09 
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TOWN OF MILTON 

 
PROPOSED 2022 STRUCTURE 

Salary Ranges (based on 40 hours per week / 2080 hours per year) 
 

GRADE JOB TITLE MINIMUM MIDPOINT MAXIMUM 
9 Assessor $66,144 $74,402 $82,680 
9 Code Enforcement Officer $66,144 $74,402 $82,680 
     

11 Comptroller $91,666 $103,126 $114,587 
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SECTION 6: SALARY REVIEW GUIDELINES 
 

 
A. Special Pay Adjustments – Certain circumstances may warrant pay adjustments.  The 

following guidelines are to be followed in the event of: 
 

 Promotion 
 Reevaluation 
 Transfer 

 
1. Promotional Increases – A promotion is considered to be advancement to a position 

in a higher pay grade that requires tasks of significantly increased complexity or 
responsibility.  Basically, there are two ways in which an employee may be 
promoted: 
 
 The employee may assume a different position in the structure;  or 

 
 The content of the employee’s job may take on increased skill, effort and 

responsibility. 
 
When an employee is promoted, a pay increase is usually appropriate.  The amount 
of the increase depends upon several factors: 

 

 Relationship to Subordinates’ Salaries – Usually the salary resulting from a 
promotion should exceed the salary paid to any direct subordinate.  As a general 
guide, a minimum differential of at least ten percent (10%) should exist between 
the salary of a supervisor and that of the supervisor’s subordinates.  Exceptions 
to this guide include: 
 

1. A subordinate’s position requires a higher level of education and/or 
experience than that required of the Department Head (e.g., license to 
practice law, license to practice medicine, professional engineering license). 

 

2. A subordinate’s experience is very unique and/or rare, making recruitment 
difficult (e.g., highly specialized or skilled positions). 

 

 Relationship of Salary to Minimum Range – When an employee’s salary is below 
the minimum of the pay range for the new or changed position, the salary should 
be raised to the minimum salary as soon as possible, but not necessarily all at 
once. 

 

 Loss of Overtime Eligibility – Certain promotions may take an employee from a 
position that is eligible for overtime payment to one that is “exempt.”  The loss 
of potential income from overtime should be considered when determining the 
size of a promotional increase. 
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2. Reevaluation – A position may be reevaluated to recognize significant changes in job 
content and may be assigned to a different pay range. 

 
An employee whose position has been reassigned to a higher grade level may be 
treated as having received a promotion.  An employee whose position has been 
reassigned to a lower grade level may be treated as having received a demotion. 

 
3. Transfer – An employee is considered transferred when the employee is placed in 

another job having the same grade level, either in the same department or in a 
different department.  An employee should not be given a pay increase when 
transferred, nor should the salary review date be changed. 

 
B. New Hire Rates – Usually, a new employee’s starting pay is between the minimum and the 

midpoint of the pay range.  If a new employee only meets the minimum qualifications of the 
position, the starting pay should be at or near the pay range minimum.  If an employee has 
qualifications beyond the basic requirements of the position description, the pay rate may be 
higher than the pay range minimum.  The proposed starting pay should be compared with 
the salaries of employees in similar positions in the Town of Milton to maintain an equitable 
salary relationship between the new hire and employees with similar experience and 
expertise. 

 
B. Out of Range Rates – The Town Board will give special consideration to salary adjustments 

in those instances where an employee’s salary falls either below the pay range minimum 
or above the pay range maximum. 
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