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How to Calculate a Promotion
Tool Needed:  
(1) Civil Service Classified Pay Plan 

• Every classified position in the City of New Orleans is 
alphabetically listed in the Pay Plan.  Some classifications 
such as those in Police and Fire are separate and are 
placed in their own section in the back.  Check the back 
pages if the position you are looking for is not listed in the 
main section.  

• The most current Pay Plan is available on the Civil Service 
website under Classification and Compensation Division.
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Classified Pay Plan
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Classifications listed in Pay Plan
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How to Calculate a Promotion
Tool Needed:  
(2) Civil Service Classified Pay Table

• The Pay Plan for the City of New Orleans establishes pay 
based on pay grades (PG) and steps.  Each pay grade is 
2.5% higher than the previous pay grade.  Each step is 
1.25% higher than the previous step.  For ease of 
calculations, we use Pay Tables to account for the 
compounding effects of these computations. 
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Classified Pay Table
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Compounding Effect
Because the pay plan is based on 1.25% increments, a compounding 
effect occurs over time.  If you are calculating salary based on a 
percentage increase, the numbers will not calculate correctly. 

Example:
• Using the Pay Table on the previous screen,  pay grade 85, step 1 is 

$56,488.42.  
• There is a 50% increase from step 1 to step 41.  (40 steps at 1.25% 

each)
• Multiplying $56,488.42 by 1.5 equals $84,732.63
• That salary for pay grade 85, step 41 is $92,845.47
• The difference between these two calculations caused by 

compounding is $8,112.64

When calculating the actual salary, you cannot simply multiply by the 
percentage, you have to adjust for the compounding effect of the table.
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How to Calculate a Promotion
Step 1: Determine employee’s Job Title, Pay Grade, Step, Service Date  (in Enterprise).

Step 2: Check Pay Plan to determine starting salary, Pay Grade and Step for current position 
and new position.

Step 3: Determine if there is any sign of a temporary or special rate of pay.

Step 4: Calculate current pay including longevity.  
Match to Enterprise to ensure calculation is correct.

Step 5: Compare “base” pay of current position to “base” pay of new position.
Ensure the employee receives a 5% guaranteed pay increase.

Step 6: If equal to or more than 5%, enter new step in MSS.

If less than 5%, adjust step as needed.

Step 7: If any temporary pays or special rate of pays need to carry forward, add them back.

Step 8: Calculate new pay with longevity for budget purposes.
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How to Calculate a Promotion
• To determine the minimum pay for a position, find the 

classification title and locate the pay grade and range minimum 
columns in the Pay Plan.  

• EXAMPLE:  

• If you check the Pay Tables, you should find that pay grade 66, 
step 01 is $35,232.  

• In ADP-Enterprise, the pay grade is linked to the position 
(Class Title) and the pay grade and step are noted in the 
“Salary Grade” field and the “Salary Step” field on the 
Job/Pay/Location tab in Enterprise.   
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How to Calculate a Promotion
Job Status tab provides the Class Title
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How to Calculate a Promotion
Job/Pay/Location tab provides the pay grade and salary step
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How to Calculate a Promotion
Compensation Details tab provides the annual salary 
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How to Calculate a Promotion
The Employment Information tab provides the Service Date.
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How to Calculate a Promotion
Example 1:

A Plumber (c1810) is being promoted to Senior Plumber (c1811).  The 
employee has worked for the City for only six (6) months and has no 
longevities at this time.

Step 1: 
Determine employee’s Job Title, Pay Grade, Step, Service Date  (in 
Enterprise).

• Job Title is Plumber (c1810)
• Pay Grade is 66
• Step is 1
• Service Date is 10/12/16 (six months ago)
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How to Calculate a Promotion
Step 2:
Check Pay Plan to determine starting salary, Pay Grade 
and Step for current position and new position.
• Current Job Title is Plumber (c1810)
• Current Pay Grade is 66
• Current Step is 1

• New Job Title is Senior Plumber (c1811)
• New Pay Grade is 73
• New Step is 1
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How to Calculate a Promotion
Step 3:
• Determine if there is any sign of a temporary or 

special rate of pay.
• Employee is at base pay grade and step.  There is no sign 

of any special pay.

Step 4:
• Calculate current pay including longevity.  Match to 

Enterprise to ensure calculation is correct.
• Salary in Enterprise is $35,232 
• PG 66, step 1 is also $35,232 
• Pay matches.
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How to Calculate a Promotion
Step 5

Compare “base” pay of current position to “base” pay of 
new position.  Ensure the employee receives a 5% 
guaranteed pay increase.

• Find PG66, step 1 in the Pay Table.  
• Count over 4 steps. (Each step is 1.25% so 4 steps = 5%)
• This would be the salary if the employee receives a 5% 

increase.
• If new salary is at this level or higher, use the base Pay Grade 

and step of the new position as listed in the Pay Plan.
• If new salary is not at this level or higher, move along the steps 

until you find the step that would give a 5% increase.
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How to Calculate a Promotion
Step 6:
• If equal to or more than 5%, enter new step in MSS.
• Position is over 5%.  Pay Grade will be 73 for Senior Plumber.
• Enter step 1 in MSS for the promotion.

• If less than 5%, adjust step as needed.
• Not applicable 

Step 7:
• If any temporary pays or special rate of pays need to carry forward, add 

them back.
• Not applicable

Step 8:
• Calculate pay with longevity for budget purposes.
• Employee has only worked 6 months.  No longevities will need to be added.
• Salary will be $41,925.
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How to Calculate a Promotion
Example 2:

A 40 hour per week Laborer (c1510) is being promoted to 
Groundskeeper III (c1612). The employee has worked for the 
City for six (6) years and has received two (2) merit increases for 
1.25% each. 

Step 1: 
Determine employee’s Job Title, Pay Grade, Step, Service 
Date  (in Enterprise).

• Job Title is Laborer (c1510)
• Pay Grade is 41
• Step is 20
• Service Date is 4/12/11 (six years ago)
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How to Calculate a Promotion
Step 2:
Check Pay Plan to determine starting salary, Pay Grade 
and Step for current position and new position.
• Current Job Title is Laborer (c1510)
• Current Pay Grade is 41
• Current Step is 10 (if 40 hours per week – see “*” in Pay 

Plan

• New Job Title is Groundskeeper III (c1612)
• New Pay Grade is 50
• New Step is 4 (if 40 hours per week – see “*” in Pay Plan
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How to Calculate a Promotion
Step 3:
• Determine if there is any sign of a temporary or special 

rate of pay.
• Employee is at step 20.  Base step for a 40 hour Laborer is 10.  

Something has raised the step by 10 increments.  You need to 
determine what has occurred.

• Researching in ADP/Enterprise and/or AHRS shows that:
• (1) This employee is a Lead Laborer at Parkways.  Lead Laborer is a 

special rate of pay that grants a 10% (8 step) increase for doing 
special duties as a Laborer.

• (2) This employee has earned two Merit increases.  Each granted a 
1.25% increase or 1 step.

The employee is at step 20. Subtracting 8 steps for the Lead Laborer 
special rate of pay and 2 additional steps for the two Merit increases 
places the employee at the base of step 10.

21



How to Calculate a Promotion
• Step 3 (con’t):
• The special rate of pay for Lead Laborer will no longer apply 

once the employee becomes a Groundskeeper III.  The eight 
(8) steps need to be removed from our calculations.

• The two (2) steps for Merit Pay are considered part of base pay 
and are considered when determining if the employee receives 
a 5% increase.  Merit increases are NOT removed and added 
back later unless the employee does not meet the 5% 
guarantee pay increase.  

NOTE:  Some special rates of pay may be carried forward during 
promotions.  For example, Civil Service trainer pay would apply 
to both the lower level position and the higher level position.  
This type of special rate of pay would have to be removed from 
the calculation and reapplied after the 5% guarantee is applied.
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How to Calculate a Promotion
Step 4:
• Calculate current pay including longevity.  Match to Enterprise to 

ensure calculation is correct.

• City employees receive a 2.5%*(in two (2) one step increments of 1.25% each) 
longevity increase on their one year anniversary with the City of New Orleans and 
receive an additional 2.5% increase on every five (5) year anniversary.  

• In ADP-Enterprise, longevity is noted on the Employee Information Tab as the “Service 
Date”.  Use this date to determine how many years the employee has worked for the 
City.  From that date, add the following number of steps to the base pay for purposes of 
internal pay calculations.
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How to Calculate a Promotion
Step 4 (con’t):
• The employee is currently at pay grade 41, step 20.
• The employee has worked for the City for six (6) years.  

As per the previous chart, add four (4) steps.
• Look up pay grade 41, step 24 in the pay tables.  The 

salary shown should match the annual salary showing on 
the Compensation Details tab in Enterprise.  In this case, 
the salary is $25,193.

This process is done to double-check that our calculations 
are correct and we can apply the same logic to the 
promotion action.
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How to Calculate a Promotion
Step 5
Compare “base” pay of current position to “base” pay of new 
position.  Ensure the employee receives a 5% guaranteed pay 
increase.

• Find pay grade 41, step 12 in chart ($21,704).  
• Count over 4 steps to pay grade 41, step 16. (Each step is 1.25% so 

4 steps = 5%)
• This would be the salary if the employee receives only a 5% increase  

($22,809).
• The “base” for Groundskeeper III is pay grade 50, step 4 or $24,574.  
• The “base” pay for the new position ($24,574) is more than 5% over 

the current “base” pay ($22,809).  
• To determine the percentage increase the employee will receive, 

count over from the current “base’’ pay of $21,704 to $24,574.  There 
are ten (10) steps.  Each step is 1.25%.  Ten times 1.25% equals 
12.5%. 
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How to Calculate a Promotion
Step 6:
• If equal to or more than 5%, enter new step in MSS.
• Position is over 5%.  Pay grade will be 50 for a Groundskeeper III.
• Enter step 4 in MSS for the promotion.

• If less than 5%, adjust step as needed.
• Not applicable 

Step 7:
• If any temporary pays or special rate of pays need to carry forward, 

add them back.
• The Lead Laborer special rate of pay will end since the employee is no 

longer a Laborer.  The Merit pay increases have been absorbed since the 
promotion was more than 5%.

26



How to Calculate a Promotion
Step 8:
• Calculate pay with longevity for budget purposes.
Most employees and employers will want to know the actual salaries 
after a promotion.  To calculate the actual salary, add the longevity back 
onto the new pay.  This is not needed for the MSS entry but is useful for 
budgeting purposes.
• New Rate:

• Pay Grade 50, step 4 plus 4 steps for longevity.
• Look up Pay Grade 50, step 8 in the pay tables.
• New actual salary will be $25,826.

After overnight processing, $25,826 should show up under the employee’s 
Compensation Details tab in Enterprise.  

NOTE:  For HR purposes, the salary increase is considered 12.5%.  For the 
employee, the actual increase will be only 2.5%.  This has occurred because the 
special rate of pay in not considered in the actual calculations.  For our 
purposes, the employee is officially receiving more than a 5% increase.  From 
the employee’s point of view, the increase is only 2.5%.
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