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• Segal is a national consultancy offering services and advice related to compensation, 
benefits, and human resources.

– Founded in 1939

– Independent, privately-held 

– 24 office locations with approximately 1,000 employees

• Our consulting team has a strong background in conducting research and providing 
customized recommendations and advice regarding:

– Market benchmarking

– Pay system design

– Classification structure analysis

– Job evaluation (internal equity)

– Performance management

– Cost modeling

– Employee communication

– Union-management facilitation

• We have served as trusted advisors for many public sector entities, including many in 
Michigan and with collectively-bargained workforces.

About Segal
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Objectives of the County’s project are to ensure that:

1. Staff are appropriately classified into the correct job title

2. Job descriptions are reflective of the work currently being performed by employees

3. Relationships among jobs are consistent and objective

4. County total compensation is market competitive

Kalamazoo County Objectives

The primary goal of this project, therefore, is to ensure that the classification 
and compensation system is: 

Accurate

Equitable

Market Sensitive
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Factors included:

• Minimum job qualifications;

• Nature of duties and responsibilities; 

• Scope, level, and complexity of job 
functions; 

• Relationship of the position to other 
positions across the County; 

• Supervision, both given and 
received; and

• Similarity to and value of County 
positions in the competitive market

What factors are included as part of a classification 
and compensation study?

Factors not included:

• Quality of performance; 

• Quantity of work; 

• Employee’s length of service either in 
a given position or with the County 
overall; 

• Skills or education not related to (or in 
excess of) the minimum qualifications; 
and 

• Employee’s placement within the 
current salary range.
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Recommendations 

Development 

Methodology

Project Initiation
Classification 

Analysis

Finalize approach 
and methodology

Validate markets and 
determine 

benchmark jobs

Collect and analyze 
total compensation 

data

Prepare and deliver 
findings

Market 

Assessment
Final Results

Finalize 
recommendations

Draft report and 
overall findings

Present results to 
decision makers

Transfer final study 
documentation

Job Description 
Questionnaire (JDQ)

Job Analysis

Job Evaluation

Classification 
Structure

Updated job 
descriptions

Understand current 
situation and 

desired outcomes 

Gather required 
information

Develop work plan 
and timeline

Conduct kick-off and 
employee sessions 

and hold stakeholder 
interviews

Develop salary 
structure(s)

Assign jobs to 
structure(s)

Validate and confirm 
grade assignments

Assist with 
implementation

Conduct training
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Once completed, this study will:

•Assign employees to an accurate job 
title for the work requirements and 
functions of positions

•Create opportunities for career 
advancement, where available

•Distinguish among levels within a job 
family

•Document current job functions and 
requirements

•Determine if total compensation is 
competitive with the County’s market

•Provide a mechanism to ensure that 
future organizational changes are 
reflected in the classification and 
compensation program

Project Outcomes
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Job Description Questionnaire (JDQ) Process

Employees Complete 
JDQs

Supervisors 
Review JDQs

Segal conducts 
analysis and 

develops 
recommendations

• What you do—your 
major duties and 
responsibilities

• The skills and abilities 
needed to do your work

• The minimum 
requirements for the 
position—experience, 
education, certifications 

• Provide comments 
and additions

• Do not change 
employee’s 
responses

• Supervisors should 
discuss any 
comments with 
employees

• Analyze JDQ information

• Recommend title 
assignments

• Complete internal and 
external comparisons

Success is  

largely 

dependent  

upon your

par t ic ipat ion

Logist ics  

(number  and 

level  of  

reviews)  

vary by w ork 

group

JDQs are  the 

foundat ion 

for  other  

steps in  the 

project
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What is expected of me?

Employee Timeline

1 2 3Complete a 
Job Description 

Questionnaire (JDQ) 
by October 8, 2021

Supervisors review 
employees’ JDQs, 

send to HR by 
October 29, 2021

HR to send 
completed JDQs to 

Segal by 
November 12, 2021
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JDQ Review
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Frequently Asked Questions

Doc ID: 9080692_1



11

Question:  Why is the County conducting this study?

Answer:  The purpose of this study is to:

➢Ensure that employees are classified into the correct job title;

➢Confirm that job titles and descriptions accurately reflect the work currently being 
performed;

➢Ensure that jobs with similar levels of responsibility are paid equitably across the 
organization

➢Learn how the County’s total compensation compares to the market

Question:  How many employees are being asked to participate? 

Answer:  All employees will have an opportunity to participate in this study; we hope 
to have as much participation as possible.

Question:  How will I be involved?

Answer:  After attending an employee presentation, you will be asked to complete a 
JDQ no later than October 8 that will provide Segal with detailed information 
regarding the essential functions of the work you perform and the qualifications 
necessary to assume those responsibilities. Remember, this is about what you do, 
not how well you do it. 

Frequently Asked Questions
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Question:  How long will it take to complete the JDQ?

Answer:  Segal estimates that it will take a total of 1-2 hours to complete the JDQ, 
depending on the type of position an employee is in. 

Question:  How will I receive my JDQ? 

Answer:  JDQs are being sent to employees via email following the presentations.  

Question:  What if a position is vacant?

Answer:  If a position is vacant, the immediate supervisor will be asked to complete a 
JDQ based on what is known about the position. 

Question:  What if I’m on temporary assignment (acting capacity)?

Answer:  If you are serving in a temporary assignment, you should complete the JDQ 
for your permanent position.  The supervisor of the temporary position will complete 
the JDQ for it, as if it were vacant.  

Question:  Does every employee have to complete a JDQ?

Answer:  Segal needs a representative JDQ for each of the County’s job titles.  They 
encourage employees in the same job title, reporting to the same supervisor, to jointly 
complete a JDQ if the core content of their positions is the same.  Of course 
employees are welcome to complete a JDQ individually if they prefer.

Frequently Asked Questions (continued)
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Question:  What happens if my supervisor does not agree with my answers? 

Answer:  Your supervisor does not have to agree with your answers. Your supervisor 
may see something that you have overlooked and add it to your JDQ in a section 
specifically noted for supervisor comments. Your supervisor has been directed to 
discuss with you what they have added or show you any areas with which they have a 
different perspective. 

Question:  Why do we have to complete a JDQ? Can’t we just use the County’s 
existing job description?  

Answer:  The County and Segal’s team would prefer to hear directly from employees 
about the requirements and expectations of their positions.  So, we encourage you to 
complete the JDQ in your own words.    

Question:  How will I receive updates regarding the study? 

Answer: HR will partner with other members of the County’s team to post on our 
intranet site information about this study, including a copy of this presentation. 
Additionally, further communications will be sent to employees at important points in 
the study.

Frequently Asked Questions (continued)
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