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Classification and Compensation Notification Form 9021 

Purpose 

The Classification and Compensation Notification Form 9021 is used by the City of Detroit Human 

Resources Department to summarize the results of a classification and compensation request and the 

related actions that must be completed by key stakeholders.  

Usage 

The Classification and Compensation Notification Form 9021 is completed in response to a key 

stakeholder submitting Classification and Compensation Request Form 9040A. 

Attributes 

The Classification and Compensation Notification Form 9021 is a one (1) page, three (3) section 

electronic document. Each section is to be completed as instructed. Please use the following link to access 

the Classification and Compensation Notification Form via DocuSign: 

https://powerforms.docusign.net/a3945cde-673c-4dc8-a4fe-ee850f2fbbf8?env=na3&acct=c399b7fa-

d504-4a4c-bc6f-5542ccc84646 

Completion and Filing 

The Classification and Compensation Notification Form 9021 is to be initiated by the appropriate 

Classification and Compensation Analyst. The completed form is to be submitted to the Chief 

Classification and Compensation Officer and Human Resources Director via DocuSign. 

 

Section I – To be completed by Classification and Compensation Analyst  

 Department and Division – Department and division making the request.  

 Requester – Include the full name of the individual in the department requesting the action. 

 Requester Job Title – Include the job title of the individual in the department requesting the action. 

 Date of Request- The date the form was completed by the Requester. 

 Work Order Number (WO#) - A unique tracking number assigned by Classification and 

Compensation. 

 Request Type(s) Completed -Select from the list of below options:  

 Create New Position and Job Specification – A request to create a new job and corresponding job 

specification based upon business need.   

 Update Job Specification – A request to revise the duties, qualifications, and/or requirements of 

an existing job. 

 Create New Subclass – A request to create a new job that reflects the general nature of a base 

position, but is tailored to a specific discipline.  

 Position Evaluation/Survey – A request to analyze a job or series of jobs to determine the 

internal/external value which may result in a change to pay range, pay scale, and/or specification 

of the position. 

 Deactivate Class Code – A request to inactivate a class code that will no longer be in use.  

 Reactivate Class Code – A request to activate a class code for a job that was previously inactive. 

 Change Class Title – Update a job title that no longer reflects the general nature of the position. 

 FLSA Position Evaluation – Conduct an analysis to determine whether a job must be classified as 

exempt or non-exempt according to the Fair Labor Standards Act (FLSA). 
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 Create New Job Specification – A request to create a job specification for an existing job title in 

which no job specification currently exits.  

 Other Request –A request for Classification and Compensation that is not listed. An explanation 

of the request is required. 

Section II - To be completed by Classification and Compensation Analyst 

 Rationale for final decision(s) - This section provides a summary of the final decision(s). 

 

Section III – Upon completion of sections I and II, the Classification and Compensation 

Notification Form is forwarded to the following individuals for approval:  

 Classification and Compensation Analyst - The Classification and Compensation Analyst in the 

Classification and Compensation Division of Human Resources. 

 Chief Classification and Compensation Officer – The Chief of the Classification and Compensation 

Division of Human Resources. 

 Human Resources Director – The Director of Human Resources.  

 

Key Stakeholders 

Budget Analyst 

Chief Classification and Compensation Officer 

Classification and Compensation Analyst 

Employee Services Consultant 

Human Resources Director 

Human Resources Information Systems (HRIS) 

Labor Relations Representative 

Payroll Audit  

Recruiter 

Requester 

Subject Matter Expert 

Test Development 

Ownership 

The Chief Classification and Compensation Officer is responsible for ensuring that this document is 

necessary, reflects actual practice, and supports City policy. Questions concerning this form should be 

directed to the Classification and Compensation Division.  
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  City of Detroit 

 Classification and Compensation Notification Form 

 
Section I – To Be Completed by Classification Compensation Analyst  

Department:        Division:      

Requester:        Requester Job Title:       

Date of Request:       Work Order #:      

Request Type (s) Completed 

Select One 

Select One 

Other:       

Section II –  To Be Completed by Classification Compensation Analyst - Final Decision 

       

 

 

 

 

 

 

Section III- Approval Signatures 

1)  Classification and Compensation Analyst                      Date:  

 

 

                                     Approved               Denied                                  

2)  Chief Classification and Compensation Officer                  Date:  

 

 

                                     Approved               Denied                                  

3)  Human Resources Director                                                                    Date:  

 

 

                                     Approved               Denied                                  

Cc:  
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Non Departmental

1/19/2024

6/25/2023

 

Adopt new Civilian Oversight Analyst - Board of Police Commissioners classification.

Class Code Classification                  Salary Range     Step Code
931400      Civilian Oversight Analyst – BOPC  $60,553 – $84,836  K

A request was submitted to create a new title for the Board of Police Commissioners 
(BOPC) that resembled the duties and responsibilities of a Data Analyst. Aligning the 
newly created job specification to that of a Data Analyst (222040), we were able to 
find a large number of similarities between the two roles. Unable to create a 
subclass, we extracted the information within the job specification that was 
applicable to what this role will be responsible for within the Board of Police 
Commissioners and created the new job specification.

2023-062

Victoria Shah

 

Secretary to Board of 

Board of Police Commissioners

Create New Position and Job Specification

 

1/19/2024

X

 

1/19/2024

X



 

TO:  Denise Starr, Human Resources Director 

                         

FROM: Paul Bellottie, Classification & Compensation Analyst II 

 

DATE: January 19, 2024 

 

RE:  Adopt new Civilian Oversight Analyst classification; W.O. #2023-062 

______________________________________________________________________________ 

Recommendation: 

 

1. The title and code for the following classification be adopted: 

  

Class Code Classification 

931400 Civilian Oversight Analyst – Board of Police Commissioners 

 

 

2. The 2023-2024 Official Compensation Schedule be amended to include the pay range for the 

following classification: 

 

Class Code Classification Salary Range Step Code 

931400 
Civilian Oversight Analyst – 

Board of Police Commissioners 
$60,553 – $84,836 K 

 

Request: 

The above recommendation is occasioned by a request from Victoria Shah, Secretary to Board of 

Police Commissioners; Jerome Warfield Sr., Chief Investigator Police Commission; and Drew 

Fries, Executive Manager Police. 

 

Rationale:  

The above request and recommendation is based on the ability to attract and retain essential 

personnel in the Board of Police Commissioners.  

 

A request was submitted to create a new title for the Board of Police Commissioners (BOPC) 

that resembled the duties and responsibilities of a Data Analyst. Aligning the newly created job 

specification to that of a Data Analyst (222040), we were able to find a large number of 

similarities between the two roles. Unable to create a subclass, we extracted the information 

within the job specification that was applicable to what this role will be responsible for within 

the Board of Police Commissioners and created the new job specification. 

 

With this information in mind, we established the new range for this role aligning it to the Data 

Analyst title. It is the recommendation of the Classification & Compensation Department that 

the new title, Civilian Oversight Analyst – Board of Police Commissioners, utilize the salary 

range of $60,553 – $84,836. The proposed salary recommendation is subject to City Council 

approval.  

CITY OF DETROIT  
Human Resources Department  
Classification and Compensation Division 
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APPROVED:  

                        Denise Starr 

                        Human Resources Director                 
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January 19, 2024 

 

Honorable City Council 

 

Subject:   Request to Amend the Official Compensation Schedule  

 

 

      Recommendation is submitted to amend the 2023 – 2024 Official Compensation Schedule 

to include the following pay range, subject to City Council approval: 

   

Class Code Classification Salary Range Step Code 

931400 
Civilian Oversight Analyst – 

Board of Police Commissioners 
$60,553 – $84,836 K 

 

Request: 

The above recommendation is occasioned by a request from Victoria Shah, Secretary to Board 

of Police Commissioners; Jerome Warfield Sr., Chief Investigator Police Commission; and 

Drew Fries, Executive Manager Police. 

 

Rationale:  

The above request and recommendation is based on the ability to attract and retain essential 

personnel in the Board of Police Commissioners.  

 

A request was submitted to create a new title for the Board of Police Commissioners (BOPC) 

that resembled the duties and responsibilities of a Data Analyst. Aligning the newly created job 

specification to that of a Data Analyst (222040), we were able to find a large number of 

similarities between the two roles. Unable to create a subclass, we extracted the information 

within the job specification that was applicable to what this role will be responsible for within 

the Board of Police Commissioners and created the new job specification. 

 

With this information in mind, we established the new range for this role aligning it to the Data 

Analyst title. It is the recommendation of the Classification & Compensation Department that the 

new title, Civilian Oversight Analyst – Board of Police Commissioners, utilize the salary range 

of $60,553 – $84,836. The proposed salary recommendation is subject to City Council approval. 

 

Respectfully submitted, 

 

 

Denise Starr 

Human Resources Director 

 

DS/pb 

Attachments 

cc: Budget Department 

 Mayor’s Office  
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BY COUNCIL MEMBER_________________________________ 

 

 

 

RESOLVED, That the 2023 - 2024 Official Compensation Schedule is hereby amended to 

reflect the following pay range, effective upon Council’s approval. 

 

Class Code Classification Salary Range Step Code 

931400 
Civilian Oversight Analyst – 

Board of Police Commissioners 
$60,553 – $84,836 K 

 

RESOLVED, That the Finance Director is hereby authorized to honor payrolls and vouchers in 

accordance with this resolution, the above communication, and standard City of Detroit 

practices.   
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Job Specification 

 
Job Title: Civilian Oversight Analyst - 

Board of Police Commissioners 
FLSA Type: Exempt Date Established: 10/17/2023 

Department: Board of Police Commissioners EEO Code: 02 Date Revised: 

Class Code: 931400 Reports To: Varies Date Approved: 

 

Job Summary 

Under general supervision, the Civilian Oversight Analyst is responsible for the supervisory control and 

oversight of the Detroit Police Department. This includes establishing policies, rules, and regulations. 

Resolve non-criminal citizen complaints against DPD and transfer criminal citizen complaints against, 

including disciplinary and annual reports. The primary activities of this position are data management, 

analysis, and reporting. The Civilian Oversight Analyst is also responsible for data sharing and 

integration while developing and providing reports and recommendations to the Team on program 

performance and disparities. The employee also participates in the selection of performance measures and 

quality improvement projects. 

 

Essential Duties and Responsibilities (may perform other duties as assigned) 

• Data management, analysis, and reporting. 

• Develop and provide reports and recommendations to staff, Commissioners, and Detroit Police 

Department on performance, trending, and disparities. 

• Participates in the selection of performance measures and quality improvement projects. 

• Coordinate data sharing with Detroit Police Department, Office of the Chief Investigator, and other 

partner agencies. 

• Ensure the availability of accurate, complete, and timely data and reports. 

• Design reports and maintain data to meet the transparency needs of the community; support Board 

decision and recommendation making for discipline, policy, promotions, and all other Charter-

mandated functions. 

• Maintain data to track progress on Board staff performance measures and improvement projects. 

• Monitor and provide oversight of data collection from sub-recipients and serves as a point of contact 

for staff on data matters. 

 

Qualifications (required): 

• Bachelor’s Degree in Data Quality Management or related field of study or two (2) years of 

experience in data quality management. 

• Project management experience with a focus of Six Sigma and/or similar to LEAN.  

 

Equivalent combinations of education and experience may be substituted to meet the education and 

experience requirements of this position. 
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Knowledge, Skills, and Abilities 

• Knowledge of principles on data collection, interpretation, and analysis. 

• Knowledge of quantitative and qualitative data collection. 

• Skill in operating a personal computer and using standard office software. 

• Advanced skill in Microsoft Excel. 

• Ability to gather and analyze data effectively. 

• Ability to solve problems as they arise and make data driven recommendations for action. 

• Ability to manage multiple projects, prioritize assignments and responsibilities, and meet deadlines. 

• Ability to establish and maintain effective working relations with both external and internal contacts. 

• Ability to communicate effectively, both orally and in writing, with tact and diplomacy. 

• Ability to provide input for developing, implementing, evaluating, and improving policies, programs, 

and services 

 

Licenses, Certifications, and Other Special Requirements: 

Must be presently authorized to work in the United States on a full time employee 

 

Physical Demands 

The work is characterized as sedentary. Typically, individuals sit comfortably to do their work, 

interspersed by brief periods of walking, standing, bending, carrying papers and books, and extended 

periods requiring the use of computer terminals to accomplish work objectives. 

 

Work Environment 

Work is performed in a professional office environment. The employee routinely uses standard office 

equipment such as laptop computers, smartphones, photocopiers, and filing cabinets. 

 

The above statements reflect the general nature and level of work performed by employees assigned to this class.  Incumbents 

may be required to perform job-related responsibilities and tasks other than those stated in this specification.  Essential duties 

may vary from position to position. 

Notes:  
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