BRIEF COMMENTS ON SUGGESTED SALARY STRUCTURE

Attached is a grade/step method of easily creating a salary structure for national staff - especially in new situations where CARE has had no previous presence.  Following are some guidelines and suggestions :

Summary Table of Grades and Positions

Grades : You will notice that there are 4 major categories Service/Clerical/ Supervisory/ Management) which are broken into 10 grades. 
Each grade has a certain category of staff.  Why 10 and not 12 or 15?  There is no rule which says that this cannot be expanded and modified. What is being presented is a guide from which 
each mission can expand and modify to meet its own requirements.  This table assists you in the 
process.


Steps : This salary structure can usually then broken into  steps.  Step-0 is considered as the “base” or beginning salary while each step is for an increment or increments due to an employee depending on his/her level of experience and  performance.  An employee can, after a period of 1 year, receive a 1 or 2-step increase which is based on the employee’s  performance and recommendations made by the employee’s supervisor.  Step changes within a grade should happen only once performance appraisal is completed.  Generally, this is a one year cycle, but it may be shortened during emergency operations to a 3 months or other cycle. A change in grade would mean and is considered to be a promotion.  It can also be noticed, that for certain positions there is an upward movement which means that the employee continues to perform similar duties, but with greater responsibilities being added on to the employee’s job description.  


Step Increases – The lowest grade receives the highest amount of increase at each step while the highest grade receives the lowest.  It is the lowest cadre of staff who is worst hit in any case of inflation and it would not be justified to give all grades of staff the same percentage of increase.  Hence, the lowest grade must be assisted in the best manner possible.There is no hard and fast rule stating that each new mission must adhere to certain percentages. In some cases adopting the percentage system does not always conform with local requirements or local salary standards, and this may have to be modified to meet the country-specific needs.  

Starting Salaries : Each staff who has been hired at a certain category/position, will receive a base salary which is indicated in Step-0.  However, based on the experience/expertise of the prospective employee, he/she can be placed on a higher step rather than starting off on a Step-0 position.  

This document only provides you with a guideline on how to proceed.  Please consult with local counterparts or UN agencies overseeing NGO activities  to meet local salary standards.

	
	GRADES AND POSITIONS
	
	

	
	
	
	

	
	CATEGORY
	GRADE
	POSITION / TITLE

	
	Service - I
	I
	  Housekeeper

	
	
	
	  Cleaner

	
	
	
	  Kitchen Helper / Asst. Cook

	
	
	
	  Compound Cleaner / Gardener

	
	
	
	  Loader / Porter/ Messenger

	
	
	
	  Helper

	
	
	
	  Watchman

	
	
	
	  Tea Server

	
	
	
	 

	
	Service - II
	II
	  Handyman

	
	
	
	  Generator Operator

	
	
	
	  Photocopy Operator

	
	
	
	  Watchman Supervisor

	
	
	
	  Carpenter

	
	
	
	  Mason / Painter

	
	
	
	  Electrician

	
	
	
	  Staff / Guest House Cook

	
	
	
	

	
	Service - III
	III
	  Chief Security Guard

	
	
	
	  Field Officer Assistant

	
	
	
	  Field Monitor Assistant

	
	
	
	  Tally Clerk

	
	
	
	  Stores Assistant

	
	
	
	  Receptionist

	
	
	
	  Driver - II

	
	
	
	  Site Supervisor

	
	
	
	  Fuel Attendant / Clerk

	
	
	
	

	
	Clerical - I
	IV
	  Petty Cashier

	
	
	
	  Accounts Assistant - II

	
	
	
	  Purchase Assistant

	
	
	
	  Procurement Assistant

	
	
	
	  Field Monitor

	
	
	
	  Field Officer-III

	
	
	
	  Storekeeper

	
	
	
	  Junior Secretary

	
	
	
	  Stores Supervisor

	
	
	
	  Assistant Mechanic

	
	
	
	

	
	
	
	

	
	Clerical - II
	V
	  Purchase / Procurement Clerk

	
	
	
	  Field Officer - II

	
	
	
	  Mechanic

	
	
	
	  Administrative Assistant - II

	
	
	
	  Nurse Attendant

	
	
	
	  Secretary

	
	
	
	  Accounts Clerk

	
	
	
	  Warehouse Assistant

	
	
	
	

	
	Supervisory - I
	VI
	  Accountant

	
	
	
	  Field Officer - I

	
	
	
	  Sr. Storekeeper

	
	
	
	  Sr. Secretary

	
	
	
	  Welder

	
	
	
	  Nurse

	
	
	
	  Data Analyst

	
	
	
	  Nurtitionist

	
	
	
	  Jr. Port Officer

	
	
	
	

	
	Supervisory - II
	VI
	  Asst. Finance Officer

	
	
	
	  Asst. Administrative Officer

	
	
	
	  Asst. Program Officer

	
	
	
	  Asst. Project Engineer

	
	
	
	  Asst. Personnel Officer

	
	
	
	  Asst. Training Coordinator

	
	
	
	  Asst. Workshop Manager

	
	
	
	  Asst. Port Officer / Manager

	
	
	
	  Procurement Officer

	
	
	
	  Workshop Foreman

	
	
	
	  Data Systems Supervisor

	
	
	
	

	
	Manager - Jr.
	VIII
	  Warehouse Manager

	
	
	
	  Workshop Manager

	
	
	
	  Finance Manager / Officer

	
	
	
	  Personnel Manager

	
	
	
	  Program Manager / Officer

	
	
	
	  Admin. Manager / Officer

	
	
	
	  Training Coordinator

	
	
	
	  Asst. Financial Coordinator

	
	
	
	  Sr. Field Officer

	
	
	
	

	
	Manager - Mid
	IX
	  Financial Controller

	
	
	
	  Administration Manager

	
	
	
	  HRD Manager

	
	
	
	  Training Officer

	
	
	
	

	
	Manager - Sr.
	X
	  Medical Officer

	
	
	
	  Public Relations Officer

	
	
	
	  Program Support Manager

	
	
	
	  Sr. Program Officer

	
	
	
	  Sr. Project Officer

	
	
	
	  Department Managers

	
	
	
	  Project Manager

	
	
	
	  

	
	
	
	


