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Town of Duxbury, MA
Classification and Compensation Study

Employee Kickoff Meeting
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Salary Survey

 Determine a group of “like” communities.

 Design a survey with benchmark positions.

 Survey is sent to comparable communities.

 Short job descriptions are included with job titles to 
ensure relevant data – “apples” to “apples”. 
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Job Analysis Questionnaire (JAQ)

 A Classification Study groups positions together based on 
factors such as duties, level of responsibility, qualification 
requirements and work environment. 

 Every employee will complete a JAQ.

 JAQs should be completed electronically (if possible) or via 
hard copy and then submitted to the supervisor for review.

 JAQs should be completed based on what the position 
requires, not what the incumbent possesses – think of winning 
the lottery and Town is now going to have to fill your vacated 
position!
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Job Analysis Questionnaire (JAQ)

 The identification section is the only section of the JAQ where 
personal information should be entered.

 The remainder of the JAQ should be filled out from the 
perspective of the position – not the person.

 Tab through the JAQ to either type responses or check boxes.

 If completed electronically – save the JAQ as follows:  
JobTitle.LastName.FirstName – and then email it to your 
supervisor.

 If completed on paper – make a copy and then give to 
supervisor.
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JAQ – Introduction
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JAQ – General Summary/Job Description
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 Briefly summarize your job: 

 If you have a job description to review, complete the first 
section:



JAQ – Job Description
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 If you have changes to your job description, make the 
changes on the job description or add changes to the JAQ 
in this section. If you do not have a job description, 
complete this section. 



JAQ – Factor #1: Education & Training
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JAQ – Factor #2: Years of Experience
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JAQ – Factor #3a: Decision Making
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JAQ – Factor #3b: Decision Making
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JAQ – Factor #4: Responsibility for Policy
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JAQ – Factor #5: Planning
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JAQ – Factor #6: Contacts with Others

15



JAQ – Factor #7: Supervision Given
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JAQ – Factor # 8a: Physical Demands
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JAQ – Factor # 8b: Work Environment
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JAQ – Factor # 9:Use of Technology
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Employee Interviews

 At least one employee from each position will be 
interviewed to verify and expand upon the information 
shared in the JAQ.

 If there is only one employee in a position, that employee 
will be interviewed.

 If there is more than one employee in a position, 
employees that want to be interviewed should notify 
their supervisor - up to three or four employees in a 
position will participate in a group interview.
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Development of a Classification Plan

 Based on an analysis of the job factors listed in the 
questionnaire, each position will be assigned a numerical 
value.

 Positions will be grouped into classifications based on 
these numerical values.
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Development of a Compensation Plan

 Salary data received from comparable communities will 
be analyzed. 

 New Compensation Plan developed to promote:

 Internal equity – based on the job factor analysis of positions.

 External competitiveness – based on the salary data from 
other communities.  

 GovHR will NOT recommend a pay cut if an employee’s 
current salary is above the new pay range maximum, 
rather a freeze until the market catches up. 
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Report/Presentation of Findings

 Recommended Classification and Compensation Plan and 
a draft report are reviewed with Town Administration.

 Revised recommendations and report are presented to 
the Town, after which the recommendations will be 
finalized.
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Timeline

 May 28th: Employees submit JAQs to Supervisors – please 
save file as follows:  JobTitle.LastName.FirstName.

 June 7th: Supervisors review and submit JAQs to Town 
Administration. 

 June 16th: Town Administration reviews and submits JAQs 
to GovHR.

 Week of June 21st: GovHR conducts virtual interviews 
with employees. 
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QUESTIONS?
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