
BOARD OF COUNTY COMMISSIONERS
HILLSBOROUGH COUNTY
TAMPA, FLORIDA 33601

BOARD POLICY - SECTION NUMBER: 01.04.02.00

SUBJECT: COMMISSIONER’S ASSISTANT POSITIONS – JOB DESCRIPTION, PAY
RANGE, AND COMPENSATION PAY GUIDE

EFFECTIVE DATE: August 21, 2002

SUPERSEDES:             April 15, 1987
____________________________________________________________________________________

Purpose:

The purpose of this BOCC policy is to set uniform job descriptions, pay ranges, and to establish a
compensation pay guide for Commissioner’s Assistant positions.

Policy:

The policy for Commissioner’s Assistant positions outlining the job description, pay range, and
compensation pay guide is attached hereto and hereby made a part of this policy.

Responsibilities:

It is the responsibility of the members of the Board of County Commissioners to comply with provisions
adopted by the BOCC on August 21, 2002.

It is the responsibility of the Department of Human Resources to insure compliance with this policy.

Approved By: Board of County Commissioners
Approval Date: August 21, 2002

Attachments



Subject: Commissioner Aides

Department Name: Human Resources_________________________________
Contact Person: Sharon Wall________________Contact Phone: 276-2758_______

Staff's Recommended Board Motion:
• That the BOCC approve the updated Commissioner Aide Job Description;
• Approve the proposed guidelines for compensation of Commissioner Aides

Financial Impact Statement: There is no financial impact beyond that already budgeted

Background:
At the January 23, 2002, Board meeting, staff was directed to develop an updated job description, a
structured pay range and formal guidelines for compensation for the Commissioner Aide position. At the
onset, staff conducted an external salary survey of similar positions in various counties and cities
throughout the State as a basis of comparison for Hillsborough County (attached). The updated job
description was developed from the Position Information Questionnaire (PIQ) that each Aide was asked
to complete as well as from information received during the external survey and previous written
Hillsborough County job descriptions for this position. The job description is broad and general in
nature. The salary pay grade is based on both the internal job evaluation system to ensure internal equity
and the external salary survey information of other employers for similar work to ensure external equity
is maintained.

List Attachments:
(1) 2002 Position Survey, (2) Commissioner Aide Job Description, (3) Commissioner Aide Pay Range, (4) Guidelines for Compensation, (5) Unclassified
Performance Evaluation Form, and (6) Guidelines for Granting Merit Increases _______ _____________













It is the overall philosophy of Hillsborough County to offer all employees a competitive
and internally equitable total compensation package, consisting of base pay, appropriate
market equity adjustments, merit increases and employee benefits.

Guidelines for compensation shall be the same as those covered in the Management
Compensation Plan that applies to unclassified employees under the County
Administrator except as modified in the following items:

• The Pay Range for Commissioner Aides shall be equal to unclassified pay grade XI
and shall be adjusted annually on October 1 by the same percentage change as
unclassified positions under the County Administrator. A Market Equity Adjustment
(MEA) of the same percentage shall be provided to incumbents on that same date
except that any current incumbent Commissioner Aide whose salary is above the
maximum salary of the pay range (Grade XI) shall still receive the Market Equity
Adjustment annually.

• Commissioner Aides shall receive the same benefit package as unclassified
employees under the County Administrator

• Placement within range for new hires shall be consistent with the County
Administrator's Management compensation Plan except that approval of the Board of
County Commissioners is required for a new hire at a salary above salary range
midpoint. If requested, the County Administrator's Human Resources Department
will provide a recommendation for new hire salary placement.

• Performance evaluations for each Commissioner Aide shall be conducted by,*

November 30 annually using the same form as used by management (unclassified)
employees under the County Administrator except that each Commissioner may
choose which section(s) of the Performance Evaluation Form (See Attachment 5) are
to be completed so long as a numerical score from 1.0 to 5,0 is provided for the
"Overall Performance Score" in Section IV of the Report. Should a Commissioner
Aide be at salary range maximum, it is still appropriate for a Performance Evaluation
Form to be completed (even though that Commissioner Aide will not be eligible for a
merit increase) as documented performance is beneficial for performance feedback.

• Merit increase adjustments shall be effective the first pay period of January annually
based on the same rating scale linking performance rating and merit increase used for
Classified Employees (see Attachment 6).
























































