New Hire Salary Decision Tool

What to Do
· Collect background information

· Complete Decision Tool

· Determine recommended base salary

· Ensure base pay is within pay band

· Seek necessary approvals

Information You'll Need
· Locate the pay band of the position

· Determine candidate's current salary level

· Identify the candidate's salary expectations

· Identify competing offers (if any)

· Determine the candidates' experience and breadth of current skills

· Assess current budget status

What to Document
These documents should be forwarded to the HRMD to be filed in the employee's personnel folder (OPF):

· Completed new hire decision tool

· Memo of explanation (if prepared)

Other Tools and Resources
· Manager's Guide to Compensation

· Frequently Asked Questions
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Note:  New hires entering on duty after July 3


Manager signs and dates when complete:  _________________________________________

will not be eligible for the OSI/SCI.  This should

be considered when setting the new hire salary.
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Considerations
Definitions of Considerations
Comments / Assessment

Criticality of Skills 
Importance of the required skills and responsibilities to this organization's success.  


Degree of Difficulty to Fill Opening
Availability of quality candidates (those with the desired skills and experience) to fill the position.  Positions with a limited qualified applicant pool may indicate a shortage of labor and may be more difficult to fill. 


Degree of Directly Related Work Experience versus Peers
The degree of superior qualifications possessed by the candidate (job-related experience or education) compared to the qualifications or job related experience or education of other employees (typically the immediate work group) who perform the same (or highly similar) job.  


Skills versus Job Requirements
The degree to which the candidate meets some or all of the skills desired for the position. 


Breadth of Skills versus Peers
The candidate's skills (the degree to which the candidate meets some or all of the skills desired for the position) compared to the skills of other employees (typically in the immediate work group) who perform the same (or highly similar) job.


Current Pay Level Within Pay Band
The candidate's current pay (base salary excluding locality pay if applicable) compared to the pay band of the position (where does the candidate's pay fall in the pay band - near the bottom, in the middle, or toward the top of the range).


Other Salary Offers Compared to Pay Band
Other (verifiable, if possible) salary offers already extended to the candidate (base salary excluding locality pay if applicable) compared to the pay band of the position.
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