HUMAN RESOURCES

JOB EVALUATION REQUEST PROCESS
Revised February 2011
SUPERVISOR CHECKLIST

· 1. Complete entire Job Evaluation packet with area vice president signature. Packet includes:

· Job Evaluation form

· Justification form

· Job Safety Analysis form

· Updated job description

· Attach a department organization chart

· 2. Updated job description must be emailed to Jamie Cockerham at cockerham@gonzaga.edu.

· 3. If requesting a change in the hours or months worked per year, complete and attach a Position Work Classification Request form.

CRITERIA
Organizational Evaluation
Results from a department re-structure.  Organizational evaluations should be implemented when the restructuring takes place.
Individual Evaluation
Results from a significant change in the scope and responsibilities of a position.  An increase in workload alone is not sufficient justification for an evaluation.  Individual evaluations are requested annually (September to November) for implementation the following fiscal year.    

APPROVAL AND FUNDING 

All job evaluations require Presidential approval.
Fiscal Year Allocation

HR will provide the Executive Vice President with a preliminary annual budget estimate for job evaluations.  The estimate will be developed in partnership with Finance.  If the funding required for fiscal year job evaluation requests is more than the available resources, the University’s VPs will prioritize the job evaluation requests from their respective areas.  HR will coordinate with Finance on the final allocation of approved job evaluation amounts for the annual budget load process in the spring.   Any salary increases will be effective in the new fiscal year as designated by the President.

Mid-Year Adjustments

To the extent they will be approved, mid-year job evaluations will generally require the requesting VP to fund any resulting change in salary for both the current fiscal year and for future fiscal years.  
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 HUMAN RESOURCES
JOB EVALUATION REQUEST FORM
Revised February 2011
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Current Job Title:




   Employee Name:
	Current 

Supervisor
	
	Position 

Number
	

	Current

Salary
	$
	Current Budget 

Org. Code
	


Current Hours/Week




    Current Months/Year
	Proposed New Job Title:


Type of Job Evaluation:

  Organizational

Individual

Proposed New Salary $                                 
Proposed Salary Increase Amount $                                 
Identify any internal funding source for the proposed salary increase:
Budget/Org. Code



Account Code


  Amount $
Change in Supervisor:  
Yes

  No
Complete the following if requesting a change in work classification and attach a Position Work Classification Request form:
Proposed New Hours /Week  



Proposed New Months/Year 





	1.
	
	
	2.
	

	Originator
	Date
	
	Area Vice President
	Date

	3.
	
	
	4.
	

	Human Resources
	Date
	
	President 
	Date



HUMAN RESOURCES USE:

	PCLS


	Position Number
	Job Description Approved

Yes   (                      No  (

	FLSA Classification


	Survey Benchmark
	HR Evaluator                   

	SR#
	Minimum

$
	1st Quartile

$
	Midpoint

$
	3rd Quartile

$
	Maximum

$


JOB EVALUATION JUSTIFICATION FORM
If requesting a job evaluation due to a proposed organizational evaluation, please explain how the reorganization of the department necessitates the change and address the ability of the employee to carry out the duties of the new position.   Be specific and comprehensive in your response.

If requesting a job evaluation due to a proposed individual evaluation, please explain the significant change in the scope and responsibilities of the employee’s position that necessitates the change and address the ability of the employee to carry out the duties of the new position.  Be aware that an increase in workload alone is not sufficient justification for an individual evaluation.  Be specific and comprehensive in your response.   
	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
	
	
	
	
	
	
	


Job Safety Analysis

Date __________ Job Title ________________ Department ________________ Name/Title _________________
Place an X on each line in the appropriate box.



Not Present 
= 
Does not occur,

Rarely 

= 
Cite the frequency, 



Seldom 
= 
Less than 1/3 of the time, 



Occasionally 
= 
Up to 1/3 of the time, 

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

Constantly 
= 
Over 2/3 of the time

For questions or concerns regarding this form, please contact:  Dennis Hansen, Safety Programs Manager, x5856
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HUMAN RESOURCES
GUIDE TO WRITING JOB DESCRIPTIONS

PURPOSE
Job descriptions are used to derive performance expectations for a position and to foster a mutual understanding between an employee and supervisor of the purpose of the position.  The finished product should be a complete, specific and accurate job description.  The supervisor will utilize a job description for establishing performance expectations and goals for the incumbent of that job.  The employee and supervisor should have a mutual understanding of the essential functions and requirements of the position.  

ELEMENTS OF A JOB DESCRIPTION
Title:
Please include this information in both the footer of the job description document as well in the subject title.

1. Please indicate whether the job description is Revised, Reviewed (no changes), or New

2. Please include the academic year (example 08-09).

Job Purpose: 

Details the main functions of the job and their relationship to Gonzaga University’s mission. 

Essential Functions: 

Outlines the major job responsibilities associated with the position. Essential functions are those that are so critical to the position that they cannot be omitted from the job description without significantly changing the position’s role within the department or division.  

Things to consider in determining and prioritizing essential functions:

1. What duties are critical to the job?

2. What duties are sufficiently important to the overall success of the position that substandard performance of those duties would result in unacceptable overall performance?

3. What percentage of time is spent on particular duties?

4. Provide examples of work required.  Examples should provide a clear picture of the work expectations of the position. 

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.  Outline position’s level of responsibility, accountability, and decision making authority.  “Other duties as assigned” should be the last element listed.

Supervision Given/Received:

Identifies the positions, if any, that are supervised by the position being described.  Identifies who provides supervision to the position being described. 

Minimum Qualifications: 

Details the minimum requirements necessary to perform the essential functions of  the position.  The following criteria should be included in this section:

1. Years of experience.  The statement of experience should usually be shown as “X years of specific experience.”

2. Education requirements.  The following terminology should be used:

a. “High School diploma or GED equivalent”

b. “Years of college with course work in ___” for some college courses required without a degree.

c. “Graduation from an accredited college or university with a Bachelor’s degree in ___” for degree required positions. 

d. “Or any equivalent combination of education and experience,” for combination of either.

3. Specific knowledge or skill set, if applicable. 

4. Technical skills, if applicable.

Desired Qualifications: 

Details 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: 

Details the physical and mental requirements of the position,  as well as the working conditions of the position.  Include an estimation of the time spent on the physical activities associated with the position.  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.”

Standard sentence to include in all Physical Qualifications: 

“Ability to be mobile campus wide for appropriate business needs.”
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