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 HUMAN RESOURCES

POSITION REQUISITION PROCESS
Revised January 2011
SUPERVISOR CHECKLIST

· 1. Complete entire Position Requisition packet with area vice president signature. Packet includes:
· PRF form

· Justification form

· Job Safety Analysis form
· Updated job description
· Attach a department organization chart

· 2. Obtain a letter of resignation from the employee if applicable and submit with the PRF packet.  
· 3. Complete Electronic Personnel Action Form (EPAF) for employee that has resigned if applicable.  Send the department employee file to Human Resources if applicable.
· 4. Updated job description must be emailed to Jamie Cockerham at cockerham@gonzaga.edu.
· 5. If requesting a job evaluation, complete and attach a Job Evaluation Request Form.

· 6. If requesting a change in the hours or months worked per year, complete and attach a Position Work Classification Request form.
· 7.  If requesting additional funding to establish a more competitive hiring salary, a cover memo must be attached.
GUIDELINES
Regular Status Position Request

1. New: a new headcount.  Position is benefits eligible (full-time or part-time).  Funding for the position is determined either through the annual fiscal year budgeting process or mid-year by the President.  If the intent is to take a position from a fixed employment period to regular status, note this as new.  
2. Replacement: an existing headcount.  Position is benefits eligible (full-time or part-time).  Funding for the position exists based on previous employee’s salary level.  If additional funding is requested based on a job evaluation or to change the position’s work classification, the appropriate forms must be attached to the PRF.  A cover memo must be attached to request additional funding for a more competitive hiring salary.
Fixed Term Status Position Request

1. New:  a new headcount.  Position is benefits eligible (full-time or part-time) and is for a set period of time.  The fixed term assignment must be for a minimum of 6 months and is generally not to exceed 3 years absent special circumstances.  Funding for the position is determined either through the annual fiscal year budgeting process or mid-year by the President.

2. Replacement: an existing headcount.  Position is benefits eligible (full-time or part-time).  Funding for the position exists based on previous employee’s salary level.  If additional funding is requested based on a job evaluation or to change the position’s work classification, the appropriate forms must be attached to the PRF.  A cover memo must be attached to request additional funding for a more competitive hiring salary.

3. Extension:  extending the current fixed term employment for a position with funding identified.  The fixed term assignment is generally not to exceed 3 years total absent special circumstances.

Temporary Assignment Position Request
1. New:  a new headcount.  Non-benefit eligible position and work assignment is for a temporary period with no continuation beyond 12 months.  Funding is dependent on the department or VP division and approved by the President.
2. Replacement: an existing temporary assignment.  Funding for the position exists based on previous employee’s salary level.  If additional funding is requested based on a job evaluation or to change the position’s work classification, the appropriate forms must be attached to the PRF.  A cover memo must be attached to request additional funding for a more competitive hiring salary.

3. Extension:  extending the current temporary work assignment with funding identified.  The work assignment is for a temporary period with no continuation beyond 12 months.

APPROVAL PROCESS
The primary role of the area vice president is to assess the justification for any request for additional personnel in a department within the VP’s division.  This may be accomplished in conjunction with the Human Resources (HR) office. 

The VP reviews the submitted PRF documentation.  If the VP supports the request, then he/she authorizes it and sends the packet to HR for review.  

HR provides salary information and job description review, and then forwards the PRF to the Executive Vice President for evaluation.  
The President has final approval for all position requisitions.  
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          POSITION REQUISITION FORM (PRF)
     NEW           
  REPLACEMENT            FIXED TERM        
          TEMPORARY       






            

 __New      __Replacement             
__New     __Replacement

     
                       
        

             

   __Extension


__Extension
Incumbent: ____________________________
              
Effective Date of Vacancy: ________________________           
Desired Start Date:                                                              Contact Person:                                                       Ext:  ______            
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POSITION INFORMATION  
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Department:                                                                           Supervisor: 

Position No:                                       Funding Source: 







(e.g., budget/org. code, account code, other source)
 Budgeted Salary: $

    Target Hiring Salary: $

            Request for Additional Amount: $
Job Title:                                                                                   


         
Work Schedule:


             


 

 Regular


 Temporary

 Fixed- Term Assignment Ending:                                              


 Full-Time


 Part-Time
Current Hours/Week                         Current Months/Year 

Complete if requesting a change in work classification and attach a Position Work Classification Request form               
New Hours/Week                          New Months/Year 

If requesting a job evaluation, complete and attach a Job Evaluation Request form

	1.
	
	
	2.
	

	Originator
	Date
	
	Area Vice President
	Date

	3.
	
	
	4.
	

	Human Resources
	Date
	
	President 
	Date



HUMAN RESOURCES USE:

PA #                           PCLS :                                          Survey Code: __________   JD Recvd.: _______  FLSA:  _______                                                                
Salary Offered   $                            Relocation Amt. $__________
Salary Funding Variance $ __________    Notified Finance: _______     
Salary Range: Min$                        /1Qtle.$                                /Mid.$                                 /3rd Qtle. $                     /Max.$____________                                       

Recruiting Sources Used________________________________________________________                                                            
Selected Candidate/Start Date/Offer Letter Terms:  _____________________________________________

 POSITION REQUISITION JUSTIFICATION FORM

Required for every request
1. What is the operational need for this position (e.g., increase efficiency or productivity, enhance service level, etc.)?

2. If requesting a hiring salary amount above current budget, provide specific justification and a proposed funding source for the additional money.
3. If requesting a fixed term position in excess of three years, or requesting an extension of a current fixed term position that will take the total employment period beyond three years, provide specific justification for the time in excess of three years.

4. Describe any revenue generation associated with the position.
5. How would you meet your operational need if position is not approved?

6. Identify the physical location/office space for this position.

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.

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

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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