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Compensation Support
Compensation provides the following services for staff and student 
positions:

▪ Administration of the UTRGV pay plan 

▪ Provide compensation resources for University supervisors and managers to 
facilitate classification and compensation processes
▪ This can be especially critical when writing grants that include student or staff positions

▪ Provide training and support on compensation, classification and regulatory compliance 
(FLSA) related topics



Compensation Requests:

▪ Job Description Questionnaire (JDQ): 
▪ Establish new job title and establish the salary range (based on market analysis and CUPA, AAMC and PayFactors 

databases)

▪ Review / Revise an existing new job title and the salary range

▪ Job Audit Request (JAR): Reclassification or addition of a position 

▪ Staff Equity Adjustment (SEA):
▪ Equity / Market Misalignment 

▪ Significant Expansion of Responsibilities [not a reclassification] 

▪ Salary Counteroffer



Compensation Resources:

▪ Job Description Questionnaire (JDQ): Establish/ Review / Revise a new job title and the salary 
range

▪ Link to the online process is located under HR forms section on the UTRGV website 

▪ Directions can be found in “Job Description Questionnaire User Manual” (same location)

▪ Job Audit Request (JAR): Reclassifying or adding a position 

▪ Link to the online process is located under HR forms section on the UTRGV website 

▪ Staff Equity Adjustment (SEA): Requesting a salary adjustment / review for a staff member

▪ Link to the online process is located under HR forms section on the UTRGV website 

https://pdhapx.utrgv.edu/ords/f?p=700:LOGIN:127540766324:::::
https://www.utrgv.edu/hr/_files/documents/forms/resources/compensation/job-description-questionnaire-user-manual.pdf
https://webapps.utrgv.edu/ba/jar/index.cfm?event=login
https://www.utrgv.edu/human-resources/_files/documents/staff-salary-equity-adjustment-request.pdf


Contact Information:

Please contact Compensation for questions at Compensation@utrgv.edu or check the 
Compensation website http://www.utrgv.edu/hr

Compensation FAQ’s

mailto:Compensation@utrgv.edu
http://www.utrgv.edu/hr
https://www.utrgv.edu/hr/compensation/compensation-faqs/index.htm


Talent Acquisition & Student Employment 
The Recruitment and Student Employment teams coordinate and advise on every aspect of the 
hiring process in close partnership with university hiring officials during the staff and student 
search, hiring and onboarding process.

▪ Identifies and attracts potential applicants via outreach, social media and networking events 
to meet the university’s staffing needs.

▪ Conducts unbiased assessments of applicant skills to ensure a pool of high-quality candidates 
while complying with all applicable laws.

▪ Provides expert support with regulatory questions



Strategic Talent Acquisition Support

During the selection process critical information can be accessed through the Manager 
Recruitment Resources site:

- Roles and Responsibilities of committee / hiring official 

- Interviewing and Selection Process

- Hiring Consideration (Hiring preferences / Immigration)

- Hiring Process / Onboarding
- Successful onboarding: introduction to the university’s culture, mission, priorities, and institutional values through 

New Employee Orientation

https://www.utrgv.edu/hr/careers/manager-recruitment-resources/index.htm
https://www.utrgv.edu/hr/careers/manager-recruitment-resources/index.htm
https://www.utrgv.edu/hr/operations/immigration-services/index.htm


Recruitment and Outreach 
Career Fairs: While main focus is on staff, close 
cooperation occurs with Academic Affairs to 
also recruit faculty and lecturers at in-person 
fairs

• For Example: Texas Workforce Fairs

Student Employment: 
◦ Advertising through V Link

◦ Recruitment strategies

◦ Assistance with job postings

◦ Professional development for student employees and 
student employee supervisors 

◦ Student Employee Supervisor Resources

https://www.utrgv.edu/human-resources/student-employee/student-job-search/index.htm


Replacement/New/Reclass
ification of position

Submit JAR/JDQ (If 
applicable) & Staff 

Position Posting Request 
Form

Once Position Control 
reviews & approves, final 

copy is forwarded to 
Recruitment & Staffing

Recruitment & Staffing 
reviews and posts position 

on Careers site

POSTING PROCESS

APPLICATION PROCESS

Candidates submit 
applications

Applications are reviewed 
by HR and if determined 

that they qualify, 
application is forwarded to 

department

Interview/Selection 
process by department; 
Disposition applicants

Recommend for Hire & 
Submit Hiring Proposal

HIRING PROPOSAL

HR reviews the hiring 
proposal & conducts 

salary review on finalist

Initiates required items 
when applicable -

Criminal Background 
Check, Pre-Employment 
physical, Motor Vehicle 

Records Check, 
Immigration process

Send Offer Letter to 
Finalist

If declined,  notify 
department & cancel 

proposal

If accepted, finalize 
proposal and notify all 

appropriate departments

Submit hiring proposal to 
Position Control for final 
approvals & upload into 

PeopleSoft



➢ Recruitment

• UTRGV Hiring Proposal Guidelines - PeopleAdmin

• Staff Position Posting Request Form - DocuSign

• Staff Position Posting Request Form-Grant Funded - DocuSign

• Staff Position Posting Request Form-Multiple Cost Center Signatures

• Staff Position Posting Request Form Grant Funded-Multiple Cost Center Signatures

• Manager Recruitment Resources

Talent Acquisition Resources 

https://www.utrgv.edu/hr/_files/documents/forms/resources/Recruitment%20/hiring-proposal-guideline-peopleadmin.pdf
https://na3.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=0fbb984e-292c-495d-9282-104c3b480ced&env=na3&acct=997a74ed-9a57-4679-b927-395b0fc1c95b&v=2
https://na3.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=3e687a7a-f96f-4c76-af59-fed3bde6d504&env=na3&acct=997a74ed-9a57-4679-b927-395b0fc1c95b&v=2
https://na3.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=348f743b-1068-4b52-9916-4c79aa07a05b&env=na3&acct=997a74ed-9a57-4679-b927-395b0fc1c95b&v=2
https://na3.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=28c41a5e-46d2-496b-b5cd-cadaecc2ef72&env=na3&acct=997a74ed-9a57-4679-b927-395b0fc1c95b&v=2
https://www.utrgv.edu/hr/careers/manager-recruitment-resources/index.htm


Contact Information:



Employee Relations & 
Policy Administration



Employee Relations Solutions
• To provide support and resources to employees

• Collaborative efforts with the Office of the Provost, Legal Affairs, Compliance, Institutional 
Audits 

• ADA accommodations for faculty and staff

• Assist employees with the FMLA process and other leave concerns. 

• Performance management, engaging with supervisors to provide guidance regarding difficult 
conversations and appropriate resolution.

• Interpretation and application of university policy to ensure compliance and risk management 
regarding employee relations. 



Employee Relations & Policy Administration

hrpartners@utrgv.edu

mailto:hrpartners@utrgv.edu


Organizational 
Development & Training



Strategic Planning

Campus Climate (Surveys and Initiatives)

Leadership Coaching

Process Consultations/Mapping

Diagnostic Activities/Assessments

Change Management Support

Leadership Development

What is OD&T and how can we assist?

• Comprehensive consultation along with customized interventions, and results-based solutions.

• Developing and enhancing the structures, systems, processes, and people within the organization.

Learning & Development Programs

Team Building

Retreat Planning & Facilitation

Customized Trainings



Join us for 
Supervisor 
Excellence 
Series!
Register via the UTRGV training 
portal:

www.utrgv.edu/training 

http://www.utrgv.edu/training


Professional Development Resources
• HR Professional Development Request

◦ Request a training for your team (list of currently available trainings)

• Supervisor Success Toolkit (Onboarding, Managing Employees, Leadership Competency 
Model, Professional Development, Work Environment, Templates)

• E-Learn

• Training Portal

• Other Initiatives
◦ Vkind (join UTRGV_Vkind on Teams)

◦ MentoringU

◦ Great College to Work for Program

https://www.utrgv.edu/hr/organizational-development-training/professional-development-request/index.htm
https://www.utrgv.edu/hr/organizational-development-training/supervisor-success-toolkit/index.htm
https://www.utrgv.edu/hr/organizational-development-training/e-learn/index.htm
http://www.utrgv.edu/training
https://www.utrgv.edu/human-resources/managers/leadership-competencies/development-resources/index.htm


List of currently available trainings:
Communication Awareness & Enhancing Work Dynamic (with DiSC assessment)

E-Learn Employee Enrichment Percipio Overview*

Emotional Intelligence: Using Emotions to Strengthen Working Relationships*

Enhancing Team Dynamics (Team building)

Collaborating Successfully in a Multi-Generational Workplace

Masterng Time and Priorities (Time management)*

Navigating Through Change Effectively

Professional/Business Communication Etiquette*

VAQUEROS Culture of Service Excellence*

ColorLingo: Strengthening Team Communication and Success (incorporating TrueColors assessment)

Conversations that Count: Handling Difficult Discussions with Tact

Being an Effective Team Member

Leadership and Delegation (Brief - Focus on Student Leaders)

Discovering Your Strengths (with incorporating VIA Character Strengths assessment)

Building a Strengths-Based Team (Integrating Strengths Finder Assessment)

OD&T: Overview, Mission and Services

Exploring your Leadership Language (Focus on Student Leaders)

Leading Effective Meetings

Working Remotely - Reflect, Refresh & Refocus for Success

Strategic Planning (incorporating SWOT and TOWS Analysis)

STRENGTHENING VIRTUAL TEAM COMMUNICATION AND COLLABORATION

Personal Accountability at Work

The Emotionally Effective Leader (with EQ-i assessment)

Getting Things Done (Workload management)

Leading Remote Teams

Engaging Remote teams

Successful Delegation

Effective Decision Making

Leadership Competency Model Overview*

Ethical Leadership & Trust

Leading throug Change

Stages of Team Development

Crucial Conversations

Arbinger Institute Topics

E-colors

Leader Assimilation & Team Stages

Leading Student Employees

Executive Presence

Situational Leadership

*recurring
Rest is upon request and 
seasonal



Meet the Team


