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How to add a secondary job to one of your employees…. 

 
Steps: 

On the HR Intranet Page, click on “HR Requests”: 

 

Next, you should see the “HR Requests” page: 

 

Click on “Employee Change Notice – Director/Manager” to open form 
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Complete the following fields: 
 
Example: 
 

 
Secondary Rate information: 

  If the secondary job code is set at the same or at a lower pay grade than the employee’s primary job, the employee’s 
secondary pay rate will be the same as the employee’s primary pay rate. See “Compensation Charts – Non Exempt” under 
“Staff Resources” on the HR Intranet Page to find position’s pay grade. 

  If the secondary job code ist set at a higher pay grade than the employee’s primary job, then the employee’s secondary pay 
rate will be 10% above the employee’s primary position’s pay rate. 

  RN Preceptor (Job code 2722) rate is paid at $2.00 above the employee’s RN (JC 2700) pay rate. 
  Exempt employees – secondary pay rates are the same as the employee’s primary position’s pay rate. 
  Per Diem seoconday rate will be based on the secondary position’s Per Diem “flat” rate. 

 
Once all the fields have been completed, click on the “Submit” botton at the end of the form. 
 
The form will be routed to HR for approval. 
 
Please let the employee know that he/she has to stop by HR to sign the ECN before the ECN can be 
processed. The employee must also sign a job description of the secondary position. 
 
Very important: Employees must meet the job requirements in order to perform the duties of the position 
as a secondary job. Job Descriptions can be found on the HR Intranet Page under Staff Resources. 
 
 
 


