


This document is intended to guide you in completing a MSUAASF Position Description, so that the PDs can be more easily rated by the CEC Committee members.

Minimum Qualifications (Factor 1):

List minimum qualifications related to each area below:

•	Education: Note degree level, and if the degree must be in a specific field or fields.
•	Professional Licensure/Certification: Note if required, and what is required if so.
•	Experience: Note whether professional or advanced professional experience is required.  Definitions below.

Professional - Work predominantly intellectual and varied in character, as opposed to routine mental, manual, mechanical or physical work; involving the consistent exercise of discretion and judgment in the theoretical principles and techniques of a field of science or learning, however acquired, but customarily acquired by a prolonged course of specialized instruction and study in an institution of higher learning. 
Advanced Professional - At this level, incumbent will be recognized for expertise in a particular field and for work that has impact on institution-wide or statewide level. More frequent responsibility for directing or training/guiding others in the discipline, for program or project development, or for representing the function to external stakeholders. Accountability will extend to impacts well beyond the individual, e.g. policies or public relations.
· List any other knowledge/skills/abilities required other than that falling into the categories above.

Preferred Qualifications:
List preferred qualifications.

· 

Physical Effort:
List relevant physical effort required.

Resource Management (Factor 2):
· Lead Worker to: List  # of persons this position is lead worker to.  Enter 0 if none. 
· Annual Budget Authority: List the operational (non-salary) budget that this position manages and controls.  What specific $ amount can this person commit without additional approval? 
This factor addresses the position's responsibility for managing facilities, money (including salary budgets), technology, equipment and supplies, but does not include people.

When listing responsibilities for this position, incorporate answers to the questions below into the duties and responsibilities lists.  

1. What resources are managed?
2. What level of discretion does the position have in using these resources?
3. What kinds of decisions must be escalated to a higher supervisor?  What is that higher supervisor’s title?  Will this position escalate issues to the supervisor without any plan/recommendations, and the supervisor will make the decision?  Or does this position need to make recommendations/develop a plan to address the issue, and simply get approval on those decisions before implementing? 
4. What is the impact of the decisions made with respect to the use of resources?

5. What types of projects will this position manage?  What is the scope/size of the projects?  How complicated are the projects?  What are the impacts of failure for these projects?  What risks are associated with them?

6. How does this role work with others on projects?  Making independent decisions?  Acting as an expert resource to answer questions?  Conferring to solicit requirements/suggestions?

7. Discuss what responsibilities this role has for measuring program/project results or outcomes.  Do they use established processes for measuring those outcomes/results, or do they need to create a new process?  Does this position have any responsibility for actually making changes based on the findings of those measurements?  If not, do they make recommendations based on results, or do they simply report the results to a higher supervisor?

8. Is the position responsible for creating any objectives for the work area?  If so, are the objectives for one year, or more than one year?  Who do they create objectives for—themselves or others?

9. Does the position train any other employees?  Do they assign work to anyone else?   

10. If applicable, discuss the position's responsibility for generation of revenue for the university.

11. If applicable, discuss the position’s responsibility for getting or creating quotes for project expenditures, and/or keeping track of costs and budgets related to projects.  

12. What is this role’s responsibility for making changes within the work area?  Are they responsible for mostly continuing established processes with minor changes, making major changes/modifications to existing programs, or developing entirely new projects/programs?

13. Discuss the ways that this position works to create support for projects/programs within and outside of the work area.  Are there any responsibilities for resolving issues related to the programs/projects that this position works on?  If so, are those resolutions accomplished within the work area, or across the university?


Communications and Relationships (Factor 3):
This factor addresses the scope and nature of communications with co-workers, students and other clientele.

1. Identify individuals and groups that this position is expected to communicate with and develop working relationships with (e.g. university/department committees, president, vice-presidents and deans, university faculty and staff, alumni, donors, vendors, special community groups, parents, state and federal agencies, etc.).  How frequent is the communication with any of these groups?
2. What is the manner of communication that the position will be performing?  One on one phone calls/emails?  Informal talks to small groups?  Formal presentations to large groups?
3. What is the responsibility of the position to create the communications that they are using?  I.e., does an admissions representative deliver a canned presentation that someone else developed?  Or is this position expected to create detailed proposals for a new program, deliver it to a group of decision-makers, and then take questions on it?  
4. Describe the nature and purpose of communications with these groups. Examples of the purpose of these communications include providing or collecting information; communicating concepts or ideas; convincing others to support actions/change directions; negotiating with others; and influencing opinions.
5. Outline the nature of communications as far as routine versus unusual.  How often does the position need to communicate routine information that requires little creativity in crafting a message?  How often do they deal with complicated situations that require multiple communications with different functions (i.e., an email that requires a follow-up phone call, which may require crafting a formal memo, etc…). What impact do these communications have outside of the university?  
6. Specify whether the position can recommend changes to existing processes as a result of a communication, and what the scope of those changes are (minor vs. major).  Does this position have the authority to independently change a process or procedure for a specific person, to resolve a specific situation?  For example, can an admissions counselor decide on their own to override a document that is required as part of the admissions process for a specific student due to their specific circumstances, and admit that specific student even without that document?  
7. What is the scope of the effect of the communication?  For example, will one small group of admitted students be impacted by a tour that this position might give?  Or will the position be presenting to groups across the university and outside the university?   


Planning and Assessment (Factor 4):
This factor addresses the role this position plays in short- and long-range planning and its involvement in assessment of results against those plans. Responses to the following questions might describe more than one role and must identify the organizational level at which the position operates in each role.

1. Describe this position's role in the short- and long-range planning processes.  Describe the length of plans that the position works on—less than a year, one year, two or more years?  Do they create plans themselves, or so they just assist higher level positions with planning?  
2. Describe this position's role in measuring results against the short- and long­ range plans.
3. When measuring program/project results or outcomes, does this position use established processes for measuring those outcomes/results, or do they need to create a new process?  Does this position have any responsibility for actually making changes based on the findings of those measurements? If so, describe the depth of responsibility that they have for changes.  Just recommendations, or are they expected to develop an entire plan and implement as well?
4. Who does this position establish plans and objectives for?  Just themselves?  Others within their work area?  Their entire work area?  
5. How does this position implement plans and objectives that are created?  Just for themselves, or are they responsible for implementing work plans/objectives for others in their work area as well?

Decision Making and Accountability (Factor 5):
This factor addresses typical decisions made by this position and the impact of those decisions on the work unit and the university.

1. Describe the decisions typically made by this position.
2. What input is this position expected to solicit from other parties before making these decisions?
3. Identify the specific groups affected by these decisions.
4.  Does this position need approval before making decisions/changes, or can they implement independently?  How much guidance does this position receive from their supervisor?  What situations would require guidance or approval from a supervisor?  
5.  What guidelines do they need to follow in making decisions?  Do they use a set of procedures, processes, or established policies that someone else has given them to help them make decisions?  Or do they need to independently search out what processes, procedures, laws or regulations might apply to the situation, without an established roadmap of where to look for guidance?  
6.  What level of independent initiative is this position expected to take?   Are they expected to routinely and actively seek out changes to improve programs/processes on their own?  Are they simply expected to recommend improvements if they come across an idea on their own for improvement?  
7.  Describe the level of autonomy in decision-making for this position.  Can they recommend changes to existing processes?  Do they have the authority to independently change a process or procedure for a specific person, to resolve a specific situation?  Does there need to be a past example to guide them in making a change—i.e.,  they can waive  an admissions requirement if a higher position had previously approved a waiver for a similar or the same requirement?  Or can this position make changes regardless of any past examples to guide them. 
8.  Is this position responsible for reviewing and/or approving the decisions or recommendations of others who they supervise or are a lead worker to? 
9. Does this position represent university management’s perspectives to others?  Describe how, if so.   

10.  Does this position function as the key resource or subject matter expert on a particular issue with their work area?  If so, are they a key resource or subject matter expert outside the work area as well?  Across multiple academic areas/departments, or university-wide?
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Supervisory Activity
For State Employees Only

Participate in process
Make recommendation
Make final decision
Hire:
Review job applications for selections of interviewees; Interview applicants; Make hire determinations; Conduct probationary evaluations; Make certification decision



Transfer:
Transfer employee from one department to another; Transfer employee within department but to separate location; Transfer employee from one classification to another



Suspend:
Write/sign letters of suspension; Remove employee from payroll



Promote:
Complete/sign promotional rating form; Engage in additional evidence of employee promotion



Discharge:
Write/sign discharge letter; Remove employee from payroll



Assign work:
Assign work to employees; Assign overtime; establish work schedules; determine work priorities; Confirm temporary reassignments with department



Reward:
Enter letters of commendation, etc. in employee file; Grant discretionary	bonuses



Discipline: Issue oral/written reprimand



Direct work:
Approve position descriptions; Train/orient new employees on job duties; Instruct employees on performance of their job duties; Approve/reject work of employees; Grant/withhold step increases; Conduct performance evaluations and complete forms; Approve time records; Approve/reject vacation/absence leave



Adjust Grievances:
Hear on management's behalf at 1st/2nd step; Grant/deny grievances





Supervisory Grid
Does this position have responsibility for personnel decisions? If so, place check marks in the applicable boxes.
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