
 
 
 
BSED Executive Committee Meeting 
“Breakfast with the Executive Director” 
August 2, 2023 
7:00 AM to 9:00 AM 
Stockman Bank Boardroom (Downtown Branch, 2nd floor) 
 
DRAFT Agenda 
 

A. Call to Order--Welcome and Grab Breakfast – Judi Powers, EDA Board Chair 
 

B. Purpose of the Mee�ng—Steve 
 

C. Defining Expecta�ons - Ex Director Focus Areas—Outcomes that are Essen�al in These Areas 
1. SOP for Execu�ve Director Performance Evalua�on 
2. Update Succession Plan 
3. Update Salary Administra�on Guidelines 

 
D. Review Current Plans/Processes 

1. Succession Plan (Atachment A) 
- Next Steps 

2. Salary Administra�on Guidelines (Atachment B) 
- Scope of Work with Associated Employers--Jessa 
- Next Steps (Kick off commitee process in Sept) 

 
E. Other Hot Items 

1. Updates 
- Re-Structuring and Staffing 
- Budget and Mill Levy Discussions 
- Nomina�ng Commitee—EDC and EDA Board Selec�on Processes 

2. Other Items 
 

F. Adjourn 
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INTRODUCTION  
 
This manual defines Big Sky Economic Development Authority’s (“Authority”) compensation 
philosophy and describes how the pay structure is administered.  
 
Employees covered by this program will be provided their own salary range and job description 
information. In addition, employees are provided the salary range information on positions other than 
their own only when the position in question relates to their immediate career path or other 
promotional opportunities.  
 
The Executive Director, in consultation with the Authority’s Executive Committee, reserves the right 
to change or alter this salary administration program at any time.  
 
 
COMPENSATION PHILOSOPHY  
 
The Authority is committed to a salary administration program designed to:  
 

• attract and retain a highly qualified and dedicated group of individuals;  
 

• provide wages commensurate with job responsibility and experience;  
 

• encourages personal and professional growth;  
 

• relate to the Authority’s other human resource philosophies and objectives; and 
 

• consider the Authority’s financial position and sustainability. 
 

 
All Authority employees shall be compensated for assigned duties and responsibilities without 
regard to race, color, religion, gender, age, national origin, marital status, or sensory, physical or 
mental disability, veteran status or any other basis of discrimination prohibited by local, state and 
federal law.  
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COMPENSATION PROGRAM SUMMARY 
 
An employee's wage is determined by various components: job skills, work experience, education, 
level of decision-making authority, technical expertise, years of service, and other factors as may be 
determined. 
 
Each individual position within the organization is assigned a minimum and a maximum dollar 
amount to establish the salary range for that position. Salary ranges will generally be reviewed every 
two to three years (see also below, “Process for Comparing Jobs to Market”). 
 
 
JOB DESCRIPTIONS  
 

• Each position at BSEDA has a job description that includes a summary, essential duties, 
required qualifications, and work environment demands.  

• Job descriptions must be kept current to truly reflect the level of responsibility and accurate 
requirements of every position. The primary responsibility for this rests with the Supervisor.  

• Each job description should be reviewed at the time of the employee’s performance 
appraisal, prior to opening a position and prior to the periodic job wage analysis.  

• Updates and/or revisions to job descriptions must be submitted to the Executive Director for 
approval.  

 
 
EVALUATION CRITERIA 
 
NEW HIRES: 
Starting salaries are determined at time of hire by generally placing the new hire within the lower half 
of the pay range for the position.  
 
Factors such as the following may be applied to the starting wage: 
 

1. Significant combination of education and experience; 

2. Proficiencies that exceed minimum qualifications in technical skill sets directly related to the 
position; and 

3. Market pressure (the market demand for the position’s skills and experience). 

 

EXISTING EMPLOYEES: 

The criteria listed below will be considered when evaluating salary adjustments for existing positions: 

1. Salary adjustments are driven by two primary factors: job performance and overall budget 
status of the organization; a salary adjustment may be either integrated into the salary base 
or paid as a one-time award. 
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2. Any proposed increases will be evaluated in relation to its impact on the Authority’s budget.  
Consequently, progression through the salary range will not necessarily occur in conjunction 
with the performance appraisal. 

 
3. Management, at its discretion, may approve adjustments warranted by market conditions for 

a particular position or skill.  A market adjustment may be either integrated into the salary 
base or paid as a one-time award.  Budget constraints are the primary consideration when 
implementing a market adjustment.  
 

 
4. Promotional adjustments may be considered when an incumbent’s role, scope of work, 

and/or responsibilities increase significantly and are ongoing; these added 
duties/responsibilities should then be included in a revised job description.  
 

5. An adjustment for professional development may be considered when an incumbent 
achieves significant certifications and/or education directly related to the position. 

 
 
PROCESS FOR COMPARING JOBS TO THE MARKET 
 
A necessary step in the development and maintenance of a salary administration program is the 
determination of actual salary levels found in the labor market in which the Authority competes.  
 
 
SALARY SURVEYS  
 
Salary survey data will generally be reviewed and updated every two to three years, and will be used 
in benchmarking jobs and monitoring changes to market sensitive positions.   
 
Below is the list of criteria used for generating the individual market data sheets for each position: 

• Multiple published wage surveys are used to review similar capsule job descriptions to obtain 
at least a 70% match in job content between the company job description and the survey 
capsule description.  

• Local data is used when possible. Geographical and time corrections are applied where 
necessary. 

• Weighted average salary is used rather than simple averages or median salaries.  
• Base salary is used versus base + variable 
• All data for a specific position is examined for trends 

 
 
BENEFITS  
 
As a part of the total compensation program, eligible employees and their dependents participate in 
the Authority’s benefit programs, including group medical and dental programs as well as the 
Authority’s retirement plan.  Additionally, the Authority provides paid leave benefits (vacation, 
holidays, sick leave, bereavement and jury duty). All benefits are subject to Board approval. 




