
State Classified Job Evaluation/

Classification Process Map 

Position Descriptions (PD) represent a job within the university and describes the job in it’s present state. Each employee 
of CSU is required to have a PD on file.   

 

For guidance on PD content creation and required information, please see: http://www.hrs.colostate.edu/compensation/

documents/job_description_training.pdf  

 

The diagram below illustrates the process and user roles to create and/or modify a PD.  

Create/modify PD in TMS and 

attach necessary documentation 

(e.g. updated org chart, letter of 

resignation, etc.) 

Hiring Authority review and  

approves PD contents, submits to 

HR Job Evaluation. 

Perform job evaluation and  

appropriately classify position 

within the State Classified system 

Review classification decision and 

approves PD or edits PD to provide 

further information that could  

impact classification. 

If necessary, review and approve 

edits. 

If PD is a creation and not modification of an 

existing position, HR moves PD to Records for 

position number assignment. 

Position approved and recruitment 

can begin if necessary. 

KEY/ROLES 

Initiator and/or Hiring Authority  

Hiring Authority  

HR/Job Evaluation Specialist 

Signature Authority  
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