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D. Summarize specific duties added to this position and where they came from.  Include position numbers if duties came 
from other positions.   

o EPAFS or student timecards   

o Hiring documents  

o Contracts  

o Payroll/IT access data forms  

o People Admin processing  

o Professional development support  

o Digital Measures ï entering new hires, official transcripts, contracts  

o GA/TA hiring  

o New employee onboarding 

oooo
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III. Primary Job Duties 
 
Document current, permanent, primary job duties.  The total of all duties must equal 100%.  Document the attributes of 
current essential functions using the detachable listing on the last page.   
 
A.  Duty:  New Employee Hiring and Onboarding                                                                                       40% 

Brief Duty Description:   
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Click or tap here to enter text. 

 
In performing this duty, provide examples of typical problems or challenges encountered by this position, and the 
guidance used to resolve the problem. 
 
Click or tap here to enter text. 
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   Supervise multiple units as a 2nd level supervisor. Total FTE in units     

 # FTE of subordinate supervisors     

  Position #s Click or tap here to enter text. 
 

  Supervise multiple units as a 3rd level supervisor. Total FTE in units    

 # FTE of subordinate 2nd level supervisors    

  Position #s Click or tap here to enter text. 
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VII. CERTIFICATION   
 
This document is an accurate and complete reflection of the 
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THIS SECTION FOR HUMAN RESOURCES ONLY 

 
Date Received  Action Number      

 
Document is  complete  incomplete and returned (indicate below the date and reason(s)) 

 
 
Individual Allocation 
 

Optional interview was  not conducted  conducted (Job Evaluation Interview attached) 

 
Allocation was  by individual  by panel review 

 
 
 

Evaluator/Panel Chair Name  Title     Date Reviewed 
 
FLSA Designation 

 
Position's FLSA: 

  
Non-exempt 

  
Essential Services 

 

 
  Administrative Exempt  Executive Exempt  Professional Exempt 

 
 

 
 

 
Sales Exempt 

  
Computer Professional Exempt 

 
 
 

Reviewer’s Signature   Title     Date 
 
 
Pay Differentials 
 
 
Pay differentials (specify): 
 
 
 

Reviewer’s Signature   Title     Date 
 
 
Working Conditions 
 

Working conditions confirmed.  Yes  No 

 
Explain any changes.   
 
 
 

Reviewer’s Signature   Title     Date 
 
 
Job Analysis   
 

Job analysis completed with this review.  
 

 
Yes 
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Additional knowledge, skills, abilities and other personal characteristics identified since last Job Analysis. 

*Add as many rows as needed, for each new KSAO identified 
 
Special Qualifications   
 

Special qualifications beyond those in the class description/MQ?  Yes  No 

List applicable special qualifications: 
Certifications 
 
Licenses 
 
Education 
 
Experience 

 
Briefly describe why these special qualifications cannot be obtained through training during the probationary or trial service period. 
 
 
 
 
 

Reviewer’s Signature   Title 
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