
Employee Position Management

Employee Position  
Management

Cabinet Discussion with   
Director of HR regarding   

request
Employee Management  

Action Form

Completed by Manager and Given 
to Director of HR

Assessment

Price, Budget, Org Chart  and Job 
Description assessment by 

Director of Human Resources

Approval or Denial

Cabinet member to receive 
outcome of assessment to the 

Action Form request with change 
details.

Completion     
   

Director of HR creates change 
letter to employee and 

documents for payroll and 
employment file. Change letter 

given to Cabinet member to 
present, obtain signatures and 

returns to HR


