Student Employment Job Classification Form

Use this form to establish a classification of your student position. As you complete this form, be certain to include the primary responsibilities and elements of this position. This form is used as a reference in evaluating and classifying the position according to other similar positions that exist on campus. If you have any question please call Library Human Resources at 5-7071.

Your department will receive notification of the appropriate job classification and wage range for this position, once it has been reviewed. In addition, once your position has been approved. 

Job Title:












Title of Immediate Supervisor:










Employing Department:











Department Address:











Phone #



Fax#


Hours required to work:




Worksite, if different from above:








POSITION CONTENT

Explain the basic purpose of this position:
List the required responsibilities/tasks of this position. Use brief sentences that begin with action verbs (e.g., conduct, operate, prepare, coordinate, etc.)

For each item that follows, check the minimum level definition necessary for an employee to perform competently in this position.

	
	No Previous work experience

	 
	Pervious work experience required/preferred

	
	Highly developed skills and work

experience required


Work Experience:

If previous experience required/preferred, define:


























Coursework Experience:

	
	No Previous coursework required

	  
	Intro coursework in a specialized field required/preferred

	
	Completion of upper level 

coursework required/preferred

	
	Completion of upper level and /or 

Grad courses required/preferred


  If previous coursework required/preferred, define:

Position's responsibility for directing others

	
	No responsibility

	
	Supervision of lower level employees, residents, youth

	
	Group leader, who assigns work and determines priorities, supervises employees who perform similar work.

	
	Provides administrative supervision, assigning and reviewing work, including hiring or performance reviews.


Position's decision-making activity:

	
	Routine decisions within limits prescribed by established policies or supervisor

	
	Independent supervision of projects or programs involving complex equipment, machinery, research or requiring highly developed skills, knowledge.

	
	Assist, contribute and influence decisions on setting policies and/or procedures, research, planning and development activities, that affect the total operation and success of project/program


Please give specific examples/requirements for position:






























Supervision/direction received by position:

	
	Accomplishes work tasks through detailed instruction form supervisor

	
	Under general supervision, proceeds alone on regular tasks referring questionable situations to the supervisor

	
	Under very general supervision, resolves most questions and tasks alone; informs supervisor of progress

	
	With little guidance, accomplishes work activities rarely referring situations to supervisor


	Choose one
	Writing Skills
	Choose one
	Computer Skills

	
	No requirement or limited responsibility 
	
	No requirement or limited responsibility

	
	Provide standard response to inquires
	
	Use basic programs for data input of word processing

	
	Provided non-standard response or prepares written materials that require some research
	
	Use a variety of programs (spreadsheets, file, management, etc.) requiring highly developed skills

	
	Provides a research requiring extensive research
	
	Uses complex business/technical programs requiring programming skills.


Please give specific examples/requirements for position:































Type and extent of physical effort, mental and visual concentration, and environment where employee regularly works:

	Choose one
	Physical
	Choose one
	Visual
	Choose one
	Hazards

	
	Lift less than 10 lbs
	
	Normal concentration and visual attention
	
	Limited or no exposure



	
	Lifts 10-20 lbs
	
	Close concentration and visual attention
	
	Chemicals/substances/plants/animals, requiring careful handling. Equipment requiring close attention, including excessive computer use

	
	Lifts 20-50 lbs
	
	Close attention and manual dexterity
	
	Chemicals/substances/plants/animals, requiring safety precautions. Equip. requiring constant attention

	
	Lifts more
	
	High degree of concentration requiring acute eye/hand coordination
	
	Highly toxic chemicals/substances/plants. Sick or violent people, sick or dangerous animals, Equip. requiring extreme safety


