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Compass Update

A year ago, HR announced the beginning of the Job Family Compass (JEC) project
with a letter to Lehigh staff. The project was created in response to a significant
finding that emerged from the staff focus groups conducted in the fall 2003
semester. The focus groups indicated that staff members perceived limited
career growth at Lehigh with no clear way to progress in one’s career. How
individuals can develop at Lehigh, either through increasing knowledge and
skills in their current role or by moving to other jobs at the university, remained
unclear to most staff members. The JFC project team’s challenge was to address
this important concern.

Compass also addresses an essential business challenge. One of Lehigh’s strategic goals is to continue
to increase its standing among the finest institutions in the world by establishing a culture of develop-
ment and increasing the capabilities of Lehigh staff. The information and tools developed during the
Compass initiative support an environment in which employees are encouraged to learn and grow, to
increase their contribution to the organization, and to remain competitive overall.

Compass Activity

The process will be simple:

The first year of the Compass project has been very productive. Eight of twenty-four job families have
completed their Compass Guides and four are in the process of developing their guides. At the end of
March, the following statistics reveal the level of activity surrounding Compass:

Classified Staff: .
» Number of employees completed: 610 (62.3%) In This Issue
» Number of employees in process: 148 (15.1%)
» Number of employees remaining: 228 (23.3%) » Compass Update...p. 1
Compass Process: » Advisory Committee...p. 2
» Initial Focus Groups: 40 » Roles Involved in Developmental Pay...p. 3
» Validation Sessions: 35 S Chronicl 6
» Job Family Compass Orientation Sessions: 35 SRS SIS
» Compass Tools: Individual Development Plan ... p. 8
Other Compass Activities:
» Advisory Committee Meetings: 5
» Issues of LASER: 4 » Job Family Compass in Progress...p. 12
» Spotlight Updates: 10

» Performance Management Process...p. 11

» LASER Crossword Puzzle Winners...p. 13

Before employees were invited to attend any session, the Compass » FAQs...p. 14
team developed the process, the tools, and the communication chan- -
. . » HR’s Timeline...p. 15

nels. The Compass tools include:

» Glossary...p. 16

» Accountability and Skill Guide
» Staff Development Resource Guide
» Individual Development Plan

» Orientation sessions for managers and staff. LEHIGH

UNIVERSITY



Compass
Update
continued

The response from employees has been largely positive. Many are excited to have such a
complete resource to help them understand their own positions as well as the roles of
other positions within their job family and across the university. Many welcome the clari-
fication of responsibilities (accountabilities) and a clear statement of behavioral expecta-
tions (success factors). If individuals are interested in development, most of the informa-
tion needed to plan for change is in the Compass Guide.

Managers have an additional responsibility. Not only is Compass a resource for them as
individual employees, it is also a tool to use in managing staff and achieving important
goals and objectives for their department. Compass supports three of the managerial suc-
cess factors: setting a strategic vision; fostering a learning environment; and coaching staff
for excellent performance. Managers may reinforce the Compass program during staff
meetings by encouraging staff to be involved in the job family development process and
by following up to ensure that each employee has an Individual Development Plan.

Advisory Committee Members

Job Family Represented Staff Member E-mail Extension Department

Administrative Services Mary Pat DeJarnette  mad6 84788 Goodman Center

Administrative Services Dorothy DeMasi mdd0 84251 Environmental Health & Safety
Administrative Services Erica Nastasi en03 83810 Sociology and Anthropology
Athletics Cleveland McCray cjm2 84413 Athletics

Development/Fund Raising Karla Morales kam4 85958 Development Office
Development/Fund Raising Sharon Upton slu2 86166 Development Office

ERAC Melanie McDonnell marj 85530 Enterprise Systems Implementation
Finance/Accounting Amy McCrae alm2 83247 Lehigh Support

Higher Education Administration  Vivien Steele vis1l 83314 English

Information Technology Jason Slipp jas7 85343 LTS Client Services




In the March 2006 Spotlight we discussed the different kinds of developmental
pay at Lehigh. Let’s discuss further the roles of staff members and supervi-
sors in developmental pay and career management at Lehigh.

The Staff Member’s Role

Each staff member assumes primary responsibility for managing his or her
own career planning and personal development. Development is fueled by
your own ability and desire to grow.

You are responsible for your own self-assessment of your current career sta-
tus, knowledge and skills, mobility, accomplishments, and progress as a start-
ing basis for determining individual career goals. Assess your own personal
interests, define personal success for you, and determine your own willing-
ness to provide the investment of time, effort, and mobility needed to suc-
ceed, evaluate alternatives, and develop a timetable. You are ultimately
responsible for seeking information on what job or training is available,
where it is available, and what training paths are necessary to obtain goals.

Learn the importance of development for each position that you hold. This
development is important for two reasons. You will want to:

1. Build a successful track record — growth must be visible in job
accomplishments.

2. Master your current job responsibilities and strive to raise performance
of these responsibilities to an above-average level. Don’t become so
engrossed in preparing for some future job assignment that you cease to
perform effectively in your current job.

Drawing upon a variety of experiences will widen your perspective and
apply a comprehensive outlook to later jobs. Look upon your current job as a
building block for later opportunities.

The Supervisor's and Staff Member's Role"

It's helpful to remember that any type of employment change doesn’t just
happen overnight. You may be tempted to focus immediately on advance-
ment and not on the changes necessary to prepare to play a more responsible
role within your current position. You and your supervisor will discuss what
the department’s needs are in relation to your own professional development
and career aspirations. This process involves five different elements:

Direction — This involves career goals. Goal setting has two components.
First, what the employee is able and wants to do, which consists of knowl-
edge, interests, and needs. The second component is what the department or
organization needs to have done. Goal setting focuses on both components
through self-assessment if in current role and organizational / departmental
assessment for other roles. Self-assessment refers to your staff role, relation-
ships, personal attributes, personal limitations, and job identification.

Organizational or departmental assessment refers to the boundaries that are
set by the department and Lehigh that influence your perception of available
alternatives and the extent to which personal aspirations are realistic and
timely.

Boundaries include the hierarchy or levels in an organization, the function
of your department, the degree to which you are identified with a particular
group or specialty, and your supervisor’s insights. Any combination of these



factors and the norms of the organization may lead you to feel “boxed in” or
frustrated. So, you must weigh the impact of organizational goals and values
on your plans. You may want to review the article in this issue of LASER
about the Individual Development Plan (IDP).

Career Time — This relates to distance and speed factors, that is, how far
you want to go on the career path and how fast you expect to get there. Most
of us think of career progress in terms of time, the distance we travel (typically
upward), and the speed of advancement. You gauge progress as being “on
schedule,” “ahead of schedule,” or “behind schedule.” Your supervisor may
help by providing feedback as to whether or not these are reasonable time-
frames-within your department.

Transitions — Transitions relate to the changes expected (in knowledge,
skills, and attitudes) en route to a career goal. You may be inclined to focus
immediately on advancement and salary increases and not on the changes
necessary to prepare yourself to play a more responsible role within Lehigh.
At this point in the career planning process, the notion of investment is intro-
duced. It refers to what price you are prepared to pay in order to change posi-
tions (taking on more responsibility, more energy output, more time, and per-
haps more money spent to prepare for a new position). It also concerns the
degree of certainty that you will be happy and satisfied in the new assign-
ment. There are people who ultimately learn to perform well in their new
positions but, if they are absolutely honest with themselves, they may discover
that the new role does not completely match their expectations.

Transitions involve the most thinking and planning. Setting goals and a
timetable only initiates the career planning process. The transition factors are
considered and analyzed in detail. Because it is very difficult to be absolutely
objective about yourself, you require both information and feedback from oth-
ers (supervisors, mentors, friends, and family) in order to calculate the transi-
tions involved.

Career Planning Options —Many employees are unaware of all the options
available to them for professional development/career management or reach-
ing career goals:

Advancement — Moving to a position with a grade (which is the

option to which most aspire)

Lateral — Moving across functions to develop new skills or as a way

to reach a career goal when one career path dead-ends

Change to lower grade — This may also be used for development or career
goal attainment. Some individuals choose to take a step back to diversify
their skills and job knowledge in order to move forward — an investment in
future growth. A change to a lower grade may result in a loss of pay at first,
but ultimately may lead to future career growth.

Job enrichment — For various reasons, a staff member may not desire
advancement (he or she likes the present position or location). Career goals
for such a person may be working toward greater accountability and variety
in the present position, which requires use of enhanced knowledge or
abilities. Accomplishment of these goals results from high motivation and
provides personal growth. Where business needs and departmental
structure allow, supervisors may be able to facilitate job enrichment by
restructuring jobs or shifting duties.

Exploratory research — Actively investigating other options or taking
temporary special projects or assignments to explore a new area are forms of
exploratory research.



Projected Outcome — This relates to the probabilities that your investments
and sacrifices for career progress will pay off. When considering predicted or
actual outcomes, you will calculate the risks attached to the various actions in
the career plan. When attempting to predict outcome, seek feedback from col-
leagues and leadership to reinforce your understanding of the organization.

As you think about your professional development and career changes at
Lehigh, keep these guidelines in mind:

» For staff members:
» Make professional development/career management an ongoing process
» Work out agreements between you and your supervisor about what is
expected — performance outcomes, results, achievements, etc.
» Seek opportunities and training programs to learn new skills and build
or develop existing skills.

» For supervisors:

» Identify compelling business needs and discuss them with your staff to help
them understand why workplace learning and performance are critical for
Lehigh'’s success — now and in the future

» Make a personal commitment to help your staff members grow

» Keep your staff members informed as to how they are doing in their current
job — feedback is essential in any kind of development

» Stay current with alternatives available at Lehigh for helping your staff
members develop, such as special assignments, coaching, and formal
training

» Provide a supportive atmosphere.

If you have questions about career management at Lehigh or are interested in
learning more about your own individual career path, talk to your supervisor or
contact Human Resources.

The members of the project team for the Job Family
Compass include:

v Rebecca Bowen (rab6@lehigh.edu) extension 83897
v Ronnie Hesch (vahO@lehigh.edu) extension 85020

v Jackie Matthews (jamh@lehigh.edu) extension 85657
v Mary Jo McNulty (mjd4@Iehigh.edu) extension 83894

v Linda Parks (linda.parks@Iehigh.edu) extension 85195
v Alice Sikorski (ams404@Ilehigh.edu) extension 82789

You will also be able to go to the Campus Portal and select the
“Employee” tab to see more information about the Job Family
Compass. The Portal will also continue to house information on
the staff compensation program.



Compass Chronicles:

Long before there was the Staff
Employment Value Strategy (SEVS),
LASER, or Compass, Human
Resources received feedback from staff
that opportunities for advancement at
Lehigh were limited. This feedback,
confirmed by later focus group discus-
sions, prompted the statement in the
SEVS, “Career opportunities for
employees who are ready, willing, and
able to expand the scope of their
responsibilities and increase their
contribution to their

department, college, and the
University” and is the backbone of
the Compass project. In 2005, twenty-
five percent of open classified exempt
and nonexempt positions were filled
by internal candidates. Following are
the stories of four individuals who
were promoted ormade a lateral

mowve to another position.

Transfer to New Job Family

Pam Gescek has worked at Lehigh for 25 years; for 15 of those years she was an
Administrative Coordinator in the Athletics department. During the time in
Athletics, Pam said her job evolved but she wanted to experience working in a
new department - an academic department. She also wanted to learn new
skills. Last fall, after several months of seeking other positions on campus, Pam
made the leap to the academic environment she had hoped for. She is now the
Accounting Coordinator in the Physics department and is truly enjoying her
new role.

I asked Pam about her transfer experience. When Pam decided she wanted to
move to another position at Lehigh, she updated her resume and started look-
ing at the job postings on the Lehigh University (LU) employment Website.
When a position piqued her interest, Pam followed the internal process for
nonexempt employment. The first time she applied for a posted position, she
sent Human Resources (HR) her resume with a cover letter and completed the
internal application. Pam was tested on several software packages and met
with an HR representative. Pam told me the testing was okay and that HR was
helpful.

When Pam was interested in posted positions after the initial application
process, she contacted HR via email to express her interest in a newly posted
position. Pam informed her supervisor of her choice to search for another posi-
tion on campus and expressed her interest in working in an academic environ-
ment. Pam said her supervisor was receptive and worked closely with her
throughout the process.

When Pam saw the job posting for the Accounting Coordinator position in
Physics, she researched the department by looking at the Physics” Website. She
interviewed with three people in the Physics department and followed up to
the interviews with written and email thank you notes. Pam periodically kept
in touch with the hiring supervisor in the weeks between the interviews and
when the hiring decision was ultimately made. One of Pam’s major concerns
was that her salary would be a problem given her 25 years of Lehigh experi-
ence — but it did not present a problem. Pam stayed at the same job grade but
made the change from the Administrative Services job family to the
Finance/ Accounting job family. Her change has been positive.

Promotion to New Job Family

Matt Mattern joined Lehigh University two years ago as a Program
Development Officer in the Vice Provost for Research area. Matt thoroughly
enjoyed his job. One day, after approximately one and one half years at Lehigh,
Matt got a call from a colleague. The colleague mentioned an open
Development Officer position in Advancement. Matt understood the potential
for career growth in Advancement. He quickly updated his resume and applied
for the Development Officer position by sending the resume with a cover letter
directly to the hiring supervisor in Advancement (as per the exempt hiring
process). Matt was quick to tell his supervisor about his interest in the other
position. Matt told me his supervisor is the type of person who wants people to
succeed, and therefore was supportive of Matt’s interest in the Development
Officer position.

Matt researched the open position by contacting the hiring supervisor and
asking questions about the job. He also spoke with contacts he knew in
Advancement to learn more about the job and the work environment.

Matt was pleased when he was asked to interview for the position in
Advancement. An interesting scenario emerged given that Matt’s supervisor in
the VP for Research area was someone the interviewers in Advancement
planned to involve in the search process. The process involved first and second
interviews. On the first day there were multiple interviews; then a call back for
one more interview at a later date. As is standard practice, Matt was expected
to provide references. Matt’s supervisor provided an oral reference and he had
written references from his previous employers.

The end of Matt’s story is a positive one. He has been a Development Officer
in Advancement for several months now and enjoys his new role. Matt moved
to a new salary grade and a new job family.



Promotion in same Job Family

Trisha Alexy's story is very different from those mentioned earlier Like Matt,
Trisha was not looking at the job postings on the Lehigh Website. The position
Trisha currently holds was never posted. University policy # 104 Exemption
From Posting states, “If an employee from the same department is promoted into the
vacancy, the position does not have to be posted.” Trisha had experienced the many
facets of the Iacocca Institute, first as a wage employee and then as the Career
Awareness Program (CAP) Program Administrator. Trisha knew an Iacocca
Institute colleague was looking for a position outside of Lehigh, so she was not
surprised when the Institute director inquired about her interest in the Manager
position. Trisha’s immediate response was, “Yes, I am ready for this opportunity.”
Trisha recognized that her supervisor had prepared a succession plan. Trisha’s
willingness to take on whatever came her way paid off in the form of additional
responsibility and promotion within her department. She is already preparing
for future opportunities and has enrolled in the College of Education’s Master’s
program for Educational Leadership.

Promotion in same Job Family

Vanessa Gomez was looking to make a change in her career. She had worked for
the College of Education’s Transition and Assessment Program for almost three
years and needed to make a change in her career. She wanted a job that provid-
ed new challenges and offered her experience in an administrative area of
Lehigh. Vanessa updated her resume and worked with Lori Claudio in HR
through the same process described in Pam’s story. Vanessa told me her search
took a total of ten months. Initially, Vanessa chose not to tell her management
team that she had initiated an internal job search but elected to do so after a few
months. The reaction Vanessa received from her supervisors was a mix of emo-
tions. They were surprised at first and expressed disappointment in the possibil-
ity of losing her, but at the same time they understood her reasons for wanting
to make a change and were happy she was planning to stay at Lehigh.

One day Vanessa saw a posting for a new position in Advancement. Vanessa
researched the position and the culture of Advancement by talking to people on
campus. Vanessa looked to her fellow colleagues for some guidance in helping
her with her decision to transfer to other areas. Vanessa had previously tested
(MS Word, Excel, and Access) and interviewed in HR, so the next step was to
interview in the department. She interviewed with two people in Advancement.
Vanessa’s transition to a new role at Lehigh fulfilled two of her three goals. She
moved to a new salary grade and is now working in an administrative area. Her
third goal was to move to a new job family. Vanessa has made this a goal for the
future.

In the scenarios described above, the employees had either not been through the
Compass project or have since participated in the project following the transition
to their new area or job family. The Compass Guide provides a wealth of informa-
tion for employees whether or not they are looking to make a change. Much of
the information that Pam, Matt, and Vanessa researched on their own is avail-
able in a Compass Guide for completed job families. Employees are able to access
completed Compass Guides on the Campus Portal via the “Employee” tab. If your
job family has not yet participated in the Compass project (see schedule on page
12), Human Resources encourages your involvement when that time arrives.
Your participation in the process demonstrates your interest in learning and job
development — Core Success Factor #4: Take Ownership for Personal Learning and
Development,



Compass Tools:

Prior LASER editions have focused on
clarifying work accountabilities, defined
and explained how to use success factors,
and described how the new programs will
be integrated into the workplace at
Lehigh. Now we turn our attention to
another Compass goal: “Present clear
development and career paths to help
staff manage their careers at Lehigh.”
This article highlights one of the tools
developed during the Compass process to
provide a roadmap to creating a work-
place learning and development plan that
is aligned with the department goals and
objectives. That tool is the Individual
Development Plan (IDP) and the final
action plan is the result of a collaborative
effort between you and your supervisor.
One of the guiding principles for the
Compass program is that individuals are
responsible for their career growth and
management. Another important con-
cept is that one of the best places to
learn and develop new skills is in your
current position. It pays to enlist your
supervisor’s support rather than working

independently.

What tools will | need to get started?

The following resources and information will help you get started on your IDP. The
first column represents information provided in the Compass orientation sessions.
There are several other tools and resources with which most employees are familiar.

Other Tools:

Seven Goals for Lehigh

Compass Tools:

Accountability and Skill Guide

Staff Development Resource Guide Performance Appraisal
Individual Development Plan (most recent)

Success Factor Worksheet Position Description

Other Resources:
Workplace Learning and Performance
(http://www.lehigh.edu/~inhro/traindev.html)
The Learning Connection

(http://www.northampton.edu/Prof_Com/cbi/ldi/learningconnection.htm)
Library and Technology Services (LTS) Seminars

(http://www.lehigh.edu/lts/sems/Its-seminar.html)
Build and Enhance your Skills through Training (BEST) Fund

(http://www.lehigh.edu/~inhro/benefits/best.html)

What is an IDP?

An IDP is the name of a form that helps guide individuals through the Compass Guide
and allows them to systematically develop a roadmap to enhance knowledge, skills,
and abilities for their current position or to help prepare them for the next level of
work or different work. Each IDP is tailored to meet the needs of the specific job family
because accountabilities; knowledge, skills, and abilities; education and work experi-
ence; and success factors vary by job family. The IDP allows the individual to review
relevant information and to assess his or her current level of proficiency in various
areas.

How do | develop an IDP?

The IDP follows the same structure as the Compass Guide and provides areas for self
evaluation and comments. The Guides are tailored to the specific job family, which
means that the accountabilities, skills, and success factors will be different. As you read
through the Guide you are able to take notes and identify areas for potential develop-
ment. The tool also allows your supervisor to comment and offer suggestions for new
skills or knowledge that will help meet the departmental goals and objectives. The end
result is an action plan to enhance workplace learning and performance. It also
includes a list of suggestions to help individuals get started.

What is the employee’s role?

The first step is for you to complete the plan. The second step involves a discussion
with your supervisor or an HR advisor. It is important to discuss areas in which you
desire to enhance your current skills or to develop new skills with your supervisor. By
doing so, your plan will be aligned with current goals and objectives and you are more
likely to obtain commitment and support for the plan. A third step is to research some
of the opportunities for learning listed in your Staff Development Resource Guide, identi-
fying several alternatives (date, content, cost) to discuss with your supervisor. Most
importantly, be sure to identify ways in which you will benefit and the contributions
you will be able to make to your job.



“Would you tell

me, please, which
way I ought to

go from here?”

“That depends a good deal on where you want to get to,” said the Cat.
“I don’t much care where —” said Alice.

“Then it doesn’t matter which way you go,” said the Cat.

“—so long as I get somewhere,” Alice added as an explanation.
“Oh, you're sure to do that,” said the Cat, “if you only walk long enough.”

Instead of taking Alice’s approach, develop a plan and follow through. The chances are
that you will learn new skills, bring back new ideas, and develop a renewed sense of com-
mitment and energy in your work. If your goal is to advance in your career, your chances
of success are enhanced with a plan. Think of the IDP as a roadmap to achieving a future
goal.

The IDPs may form the basis for a group, team, or department plan to make sure that
the skills needed to achieve strategic objectives are available.

What is the best time to complete an IDP?

Any time is a good time. Any time, that is, other than peak work periods. If all else fails,
use the performance appraisal discussion as an opportunity to discuss workplace learning
as well as performance. With so much else going into the appraisal, however, it would be
simpler to pull workplace learning goals from a completed IDP. You can extract informa-
tion from the IDP for the annual performance appraisal or use the performance appraisal
to help you prepare your IDP.

How frequently should I prepare and review my IDP?

There are no set time frames. This will vary depending on the circumstances. They may be
as short as one year or as long as three to five years if you choose to pursue a college
degree as part of your plan.

The chart on the following page demonstrates how the process could work and illustrates
how IDPs are aligned to department goals and objectives. In the next issue of LASER, we
will provide a completed sample IDP.
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How IDPs are aligned

to department goals s
and objectives

Staff member chooses
to start the process:

Development Plan (IDP)
* Manager provides a

copy of departmental

goals and objectives

* Compiles tools and
resources

« Obtains copy of
department goals
and objectives.

to staff member

Individual completes self

assessment and provides

copy to supervisor.

Includes:

« Individual goals and
objectives

» Suggests areas for
Workplace Learning resources
and Performance « Obtains copy of
(WPL) to support department goals
achlevt_eme_nt of goals and objectives.
and objectives

» Researches available
activities and
programs. (avoid peak work periods)

Individual prepares a list of * Provides feedback and

questions and/or items for coaching

discussion.

* Supervisor reviews

Individual Development
Establish a date for a Plan (IDP)

meeting to discuss results
and to develop a plan:
* Compiles tools and

» Compares individual
assessment and

Workplace Learning
and Performance
(WLP) plans with
departmental needs.

Meeting held

« Clarifies priorities
based on business
needs

» Determines what is

* Additional research if
necessary

« Finalize details of plan

« Obtain supervisor’s
final approval.

Follow through on
action plan

feasible
« Clarifies expected
outcomes.

Plan Finalized

Discuss and review
progress and results

* Make adjustments to
work plan

* Provide additional
time for work on

special projects or for

training seminars.

Secure additional funds
for WLP if necessary




Performance Management Process
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Job Family

No

2005 (Quarters)

Job Family Compass in Progress

2006 (Quarters)

2007

Completed:

1st

2nd |3rd

4th

1st

2nd

3rd

4th

1st

Human Resources

13

Finance/Accounting

78

Student Life

74

Athletics

30

Information Technology

Administrative Services

Library

Employees Completed 610
In Progress:
Development/Fund Raising 42 v v
Purchasing 2 v
Trades 72 v v
Marketing/Communication 24 v v
Graphic Arts/Design 8 v v
Health and Safety 3 v v
Employees In Process | 151
To Do:
Police 26 v v
Government Affairs v v
Legal v
Performing Arts 21 v
Alumni 9 v
Health Care 13 v
Technical/Scientific 44 v v
Higher Ed Administration 51 v
Facilities/Physical Planning 16 v
Adult and Child Care 17 v
Research/Administration 15 v
Employees Remaining 220
TOTAL 997
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My position description was written by the
person previously in my position. How can |
be sure that it is still accurate?

You can review your position description
(PD) at any time. You will need to access the
PD through the on-line PD tool on the
Campus Portal. Call Human Resources for
your position number and password at
extension 85020. If you feel that the PD is
not accurate, please discuss this with your
Supervisor.

My job has changed quite a bit since my
position description was written. May |
revise my position description?

Yes, you can make changes to your position
description as long as you discuss the
changes with your supervisor first and the

Based on what I‘ve read in the Compass
quide for my job family, | think my job
should be in a different grade. What should

| do?

reviewing the information with your super-
visor you both feel the position should be
reevaluated, call Ronnie Hesch in Human
Resources at extension 85020 for information
on the process.

How do | move into a higher grade without
changing departments? What do | have to
do?

There are many things to think about when
considering this question. First and foremost
is based on the departmental need. Does the
department need a position that is a higher
grade? What accountabilities and responsi-
bilities need to be met within the depart-
ment by this position? If your supervisor
determines the need for such a position,

then he or she should contact Human

In addition to my administrative account-
abilities, | also perform a lot of accounting
work. The amount of accounting work [ do
has increased over the past couple of years.

| think I should be in the
Finance/Accounting job family. What should

| do?




HR’s Timetable

What we’ve accomplished

Objective: Lehigh Action:

New Staff Compensation v Define a total compensation philosophy

Program (Staff Employment Value Strategy-—SEVS)—done
Write position descriptions—done
Job evaluation program—done
Develop the program—includes market
assessment, salary structures, pay policies and
titling criteria—done
Rollout—training and implementation—done

Market Equity Adjustments—
Phase 2 Develop methodology to assess appropriate salary range
placement for Lehigh staff employed before March 2004—done
Determine appropriate salary rates for individual staff members
who may be eligible for adjustments—done
v Implement adjustments—done

It’s on our plate— We’re working on these right now

Career and Professional v Develop Job Family Compass Guide and Staff Development
Development

Resource Guide with job family accountabilities and standards for
24 job families — seven completed; three in process
v Develop job family career development program—seven
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Glossary

BEST Program (Build and
Enhance your Skills through

Training)

As a Lehigh employee, you may take
work-related, noncredit courses through
this external training subsidy program.
This program subsidizes 75 percent of the
cost of employee enrollments in noncred-
it programs similar to those offered by
Northampton Community College (NCC)
—up to a maximum of $500. Your depart-
ment will be responsible for the balance
of the cost. The training must be
approved by Human Resources before
you register for the course or seminar.

Merit Increase

A merit raise is an increase in an individ-
ual’s salary resulting from an evaluation
of his or her performance in a position
during 2005.

Performance Appraisal

The process by which employees receive
continual and meaningful feedback from
their managers. It is also a process that
evaluates performance as a step toward
enhancing it. An integral part of this
process is forward looking. Setting goals

and objectives provide the framework for

future appraisals and link individual

Workplace Learning and

Performance
The new term for Training and
Development:

» Workplace — The workplace is the
primary place the learning activities
are taking place. Learning is also
taking place in the context of the
business - the goals, systems,
resources, and incentives of the
organization.

» Learning — Learning is a process that
drives performance through the
development of individual and
organizational knowledge and




