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 HUMAN RESOURCES
POSITION REQUISITION (PRF) PROCESS
PLEASE COMPLETE FOR NEW- REPLACEMENT – FIXED TERM REGULAR STATUS
 AND TEMPORARY ASSIGNMENT POSITION REQUESTS
SUPERVISOR CHECKLIST

· 1. Completed Position Requisition Form (PRF) and signed by Area Vice President.
· 2. Completed Electronic Personnel Action Form (E-PAF) for incumbent that has resigned if applicable.
· 3. Obtain a letter of resignation from the employee if applicable.
· 4. Completed Position Justification Form must be included with packet for a new position request.  If changes to a replacement position is requested a memo explaining the annualization and funding need is required.
· 5.  Completed Addendum Form for all replacement positions must be included for all replacement requests (regular and temporary).

· 6. Completed Job Safety Analysis Form must be included with packet for all requests.
· 7. Updated job description should be included and emailed to Tracy Kelly at kelly@gonzaga.edu for all requests. 

· 8. Send the exiting employee file to Human Resources if applicable.
PROCESS
· The supervisor must complete a PRF packet and submit to the Area Vice President for signature. If the vacated position is a replacement and there are no modifications to the job description, then no job re-evaluation is necessary. 

· If the job description and requirements have been modified, then a job evaluation should occur.  Human Resources will contact the supervisor as part of this evaluation.  Once the evaluation is completed, HR will forward the PRF packet to the Cabinet for approval to hire. 
· For all replacement requisitions: the employee’s resignation letter and a Banner E-PAF should be submitted to HR along with the PRF packet.  Once HR receives the resignation letter and Banner E-PAF is in the queue, the PRF packet will be forwarded to the Cabinet for approval to hire.
· The Job Safety Analysis Form should be completed for all requests.  Information provided is used to accurately assess the physical requirements of the job.  
· Any employee file that the supervisor had for the exiting employee must also be sent to Human Resources, Attn:  Jamie Cockerham.  Example of employee file contents include: performance reviews and any other personnel documentation.

· The completed Position Requisition Packet will be reviewed by Human Resources and then forwarded to the Cabinet for final approval.

· Once the position has been approved to hire, Human Resources will contact the supervisor and begin the recruiting process.  Please allow 1-2 business weeks for PRF approval prior to beginning a recruiting process.
PLEASE NOTE:  If either the PRF packet or job description is incomplete; it will be returned prior to submitting for approval to hire.
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          Position Requisition Form (PRF)
                                         Request for Approval to Hire

Please complete ALL information requested below and attach a completed job description.  If this is a request for a NEW position, please complete the justification form.  HR will create a position number for a NEW request once the PRF has been approved to hire.  The funding source and budgeted salary must be identified as part of the approval process for ALL requests.  Pre-established funding for a position does not automatically presume approval for hiring.  The PRF process is intended to review headcount, personnel need, funding available/requested, and timing for appropriate hiring.

 NEW                 
 REPLACEMENT            TEMPORARY
    FIXED TERM
 FIXED TO REGULAR 
  Requires a job evaluation  
 Request for formal job evaluation:        Non-Benefit Eligible 
     Benefit Eligible if term
Request to move current fixed term
  by Human Resources                ___Yes        ___No

   

                       is greater than 6 months
position into a regular on-going 







     __New        __Extension
capacity position
Current or Last Incumbent: ____________________________
              Effective Date of Vacancy: ________________________           
Desired Start Date:                                                              
         Contact Person:                                                          Ext:  ______            
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POSITION INFORMATION  

Department:                                                                 


           Supervisor: _________________________________ 

Position No:                                       Funding Source/Budget No.:                                              Budgeted Salary: ______________ 
Job Title:                                                                                   




Work Schedule:


             


 Regular


 Temporary


 Fixed- Term Assignment Ending                                              


 Full-Time


 Part-Time

Hours/Week                         
              Months/Year__________ 

Additional Recruitment Sources: (Please note: hiring department is responsible for cost of any recruiting sources outside of local newspaper advertisement)
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	1.
	
	
	2.
	

	Originator
	Date
	
	Area Vice President
	Date

	3.
	
	
	4.
	

	Human Resources
	Date
	
	President
	Date



HUMAN RESOURCES USE:

PA #                           



PCLS :                                          


Survey __________                    
Salary Offered   $                          


FLSA:                                            


JD ok: _______                 

Salary Range: Min$                             /1Qtle.$                                     /Mid.$                                      /Max.$__________________                                          

Recruiting Sources Used:

_______________________________________________________________________________                                                                
Selected Candidate/Start Date:  _____________________________________________

NEW POSITION REQUEST 

JUSTIFICATION FORM

The position justification form must be completed for any new position request for review by the Executive Budget Committee and President
1. Summarize the operational need for this position and how it will increase efficiency and productivity for the department/function.

2. Describe changes in overall productivity and volume of output impacting the department as part of your strategic restructuring analysis.

3. Describe briefly the financial impact this position has on your department, including revenue-generation (if applicable) and expense reduction in either tangible or intangible costs.

4. Without this position:

a. How would your service levels be impacted?

b. What job duties or responsibilities would not be performed?  Describe the impact this would have on your department.

c. How would you reallocate the workload (include use of alternative resources) if position is not approved?

5. Identify the physical location/office space for this position:

6. Financial budget allocation (include current funds available as well as your requests for additional funding and/or annualization need to the fiscal year budget):

	Organization Code
	Restricted 
Account  #
	Account 
Class
	Funding 

Amount $

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


7.  Is this request for a new position a result from increase in enrollment headcount (growth related position)?  If so, please explain.

8.  Is this request for a new position in support of the University’s strategic plan and funding identified in the operational plan?  If so, please explain.
9.  Please attach a department organizational chart.

COMPLETE FOR ALL REPLACEMENT POSITION REQUESTS
ADDENDUM 

November, 2008

As Fr. Spitzer indicated in his November 12th memo to the community about the current state of the global and national economy and its impact on Gonzaga, the university must take steps to actively manage our budget decisions.  We are not alone in this endeavor; organizations both nationwide and globally are actively engaged in planning for the challenging and uncertain circumstances that we all face in this economic recession.  We have a responsibility to monitor expenses diligently and make prudent decisions regarding the allocation of our resources.  

As part of the university’s effort to develop strategies to address these difficult times, the Cabinet has requested the implementation of this new form to assist in the decision-making process on whether or not to request a replacement hire when a position is vacated.    

With the above in mind, please provide answers to the following questions:

1. In regard to the position that you wish to replace, can the duties of this position be performed by reorganizing the workloads of current staff?      If not, why not?

2. Can this replacement be delayed for a year?      If not, why not?

3. If the answers to questions 1 - 2 are “no”, could you replace this position in a part-time, versus a full-time, capacity?     If not, why not?

4. If the answers to questions 1 – 3 are “no”, could you hire this position in a fixed-term, versus a regular, capacity?   If not, why not?
5. Is there any other information that the Cabinet should know as it considers this request?
Job Safety Analysis 

	Physical Essential Functions

	Activity
	Not present
	Rarely
	Seldom
	Occasionally
	Frequently
	Constantly
	Comments

	1. Sitting
	    
	
	
	
	
	
	

	2. Standing
	
	
	
	
	
	
	

	3. Walking
	
	
	
	
	
	
	

	4. Driving
	
	
	
	
	
	
	

	5. Lifting
	
	
	
	
	
	
	

	6. Carrying
	
	
	
	
	
	
	

	7. Pushing
	
	
	
	
	
	
	

	8. Pulling
	
	
	
	
	
	
	

	9. Hand controls
	
	
	
	
	
	
	

	10. Finger manipulation
	
	
	
	
	
	
	

	11. Foot Controls
	
	
	
	
	
	
	

	12. Climbing
	
	
	
	
	
	
	

	13. Balancing
	
	
	
	
	
	
	

	14. Twisting
	
	
	
	
	
	
	

	15. Stooping
	
	
	
	
	
	
	

	16. Bending
	
	
	
	
	
	
	

	17. Kneeling
	
	
	
	
	
	
	

	18. Crouching
	
	
	
	
	
	
	

	19. Crawling
	
	
	
	
	
	
	

	20. Reaching
	
	
	
	
	
	
	

	21. Handling
	
	
	
	
	
	
	

	22. Talking
	
	
	
	
	
	
	

	23. Hearing
	
	
	
	
	
	
	 

	24. Tasting/Smelling
	
	
	
	
	
	
	

	25. Vision
	
	
	
	
	
	
	

	26. Exposure to Cold
	
	
	
	
	
	
	

	27. Extreme Cold
	
	
	
	
	
	
	

	28. Extreme Hot
	
	
	
	
	
	
	

	29. Vibration
	
	
	
	
	
	
	

	30. Noise Intensity
	
	
	
	
	
	
	

	31. Wet and/or humid
	
	
	
	
	
	
	

	32. Electrical Shock
	
	
	
	
	
	
	

	33. Moving Equipment
	
	
	
	
	
	
	












    Completed by

Date ______ Job Title ________________ Department ________________ Name/Title _________________ 

Place an X on each line in the appropriate box.
For questions or concerns regarding this form, please contact:
Not Present 
= 
Does not occur, 



Rarely 

= 
Cite the frequency, 


Dennis Hansen, Safety Programs Manager, x5856

Seldom 
= 
Less than 1/3 of the time, 

Ron Prindle, Benefits Specialist, x5861
Occasionally 
= 
Up to 1/3 of the time, 



Frequently
= 
1/3 to 2/3/ of the time, 

Constantly 
= 
Over 2/3 of the time


HUMAN RESOURCES

GUIDE TO WRITING JOB DESCRIPTIONS

PURPOSE

The following guide outlines the general model used in developing accurate job descriptions.  Job descriptions are used to derive performance expectations for the position incumbent and mutual understanding of the overall purpose of the position.  Job descriptions must have certain criteria that comply with Federal guidelines such as the Americans with disabilities Act (ADA).

ELEMENTS OF A JOB DESCRIPTION

· Job Purpose: Provides a brief summary of the position, stating the main function of the job and its relationship to the mission of Gonzaga University.

· Essential Functions: Outline the fundamental job duties associated with the position, capturing the essence of the job.    The essential functions of a position are so critical to the position that it cannot be omitted from the description of the job without significantly changing the position’s role within the department or division.  

Essential functions contain the following criteria:

· Reason the position exists is to perform these functions.

· The functions may be highly specialized so that the incumbent is hired for his/her expertise or ability to perform the particular duties.

· There are a limited number of employees available among whom the performance of that job can be distributed.

· Functions significantly impact the description of a position, that it would require a change in classification if altered.

· Provide examples of work required.  Examples should be a clear picture of the work performed and the responsibilities of the position. 

· “Other duties as assigned” should be the last element listed below Essential Functions category.

· Other Functions: Outline job functions that are associated with the position and commonly require interaction with other positions.  Provide examples of interaction necessary to complete these functions and any applicable supervision requirements.

· Supervision Given/Received: Defines the supervision that position is responsible for, including other positions either directly or functionally.  Outlines the decision-making and independent judgment requirements for this position.  

Defines the supervision received by another position within the department.  Types of supervision that should be indicated

· Minimum Qualifications: Outline the minimum requirements necessary for the incumbent to complete the work.  The following criteria should be included in this section:
· Years of experience.  The statement of experience should usually be shown as “X years of experience.”
·  Education requirements.  The following terminology should be used:
· “High School diploma or GED equivalent”
· “Years of college with course work in,” for some college courses required without a degree.
· “Graduation from an accredited college or university with a Bachelor’s degree in,” for degree required positions. 
· “Or any equivalent combination of education and experience,” for combination on either.
· Specific knowledge or skill set. 
· Technical skills if applicable.
· Desired Qualifications: Outline the knowledge, skills and abilities that are desired and would enhance the success of the incumbent in the position.  These are qualifications that the supervisor would find preferable and are above and beyond those necessary to perform the essential functions.
· Physical Qualifications: Outline the physical and mental requirements of the position.  Detail the working conditions related to the position.  The job safety analysis form from HR will assist in auditing the physical requirements of a position.  This should include how much estimated time is spent in a variety of physical activities or conditions.  An overall understanding of the working conditions must be outlined in the job description.  An example of such wording is;
“The physical demands described here are representative of those that must be met by the employee to successfully perform the essential functions of this position.”


       If you have questions on this section, please contact Human Resources.

OUTCOME

The finished product should be a complete, specific and accurate job description.  The supervisor will utilize a job description for establishing performance expectations for the incumbent of that job.  The employee and supervisor should have a mutual understanding of the essential functions and requirements of the position.  

Job descriptions are a valuable tool for establishing these performance expectations, outlining requirements for success of the position and identifying a benchmark to market data for salary purposes.
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