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 HLC Job Review Form 


This form is intended to collect the necessary information to determine whether an increase in job level is warranted. In the following sections, please provide information that will demonstrate and clarify the significant changes to the employee’s current job responsibilities that will now be a part of his/her ongoing responsibilities.

If you have any questions on completing this form, please contact Human Resources. 

	Section I : Basic Information

	Submission Date: 

	Employee’s Name:

	Department:

	Manager:

	Department Administrator:

	Senior HR Consultant/Partner/Contact: 


	Section 2:  Proposed Changes to Employee Status

	Current Job Title:  
	Proposed Job Title:  

	Current Grade:  
	Proposed Grade:  

	Current Salary:  
	Proposed Salary:  

	Current Schedule:
	Proposed Schedule:

	Current FLSA Status (non-exempt, exempt):
	Anticipated FLSA Status (non-exempt, exempt):


	Section 3:  Job Review Summary

	In the following space, please provide an overall summary regarding the employee’s change in job responsibilities that will provide the reasoning behind and the support for a job level increase.

	


	Section 4:  Job Summary Comparison

	In the following space, compare and contrast the current responsibilities with the changed responsibilities: 

To help you allocate percentage of time more efficiently, please refer to the following values (based on a 35 hour work week):  1.75 hrs per week =  5%,  ½ day = 10%, 6hrs = 17%, 1 day = 20%, 1 ¼ days = 25%

	Former Job Responsibilities

	% of time spent
	 Current Job Responsibilities
	% of time spent

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total
	100%
	Total 
	100%


	Section 5: Job Description and Qualifications

	1.Describe the primary function and role of this position in the Department:


	2. Basic Qualifications: Define the basic qualifications required for this position. Limit your response to those specific skills that are minimally required to meet the expectations of the position. HR may revise this section to ensure compliance with University policy. (Example: Two years of administrative experience required. Please note: For union positions (up to grade 55), please refer to the generic HUCTW job descriptions listed on HARVIE. The basic requirements must be comparable to those listed in the generic job descriptions:


	2b. Education Requirements (e.g. H.S. Diploma, college background, B.S or M.A):


	2c. Years of Work Experience (e.g. minimum of 3 years of experience, 4 years of managerial/supervisory experience):


	2d. Technical Skills/ Hard Skills (e.g. experience with MS Excel, XYZ lab techniques, project management):


	3. Additional Qualifications: Identify any additional qualifications. Limit your response to qualifications that are preferred but not required experience or knowledge. Qualifications that are preferred or subjective in nature will be listed in this section. HR may revise this section to ensure compliance with the University Policy. (Examples: Bachelor’s Degree preferred, excellent organizational skills, strong analytical abilities, or detail-oriented.):


	3b. Preferred Education/Background/Experience (e.g. 3-4 years of experience in academia preferred, MBA preferred):


	3c. Soft Skills required (e.g. attention to detail, proficiency in Microsoft Office, organized, strong written and verbal 

communication): 


	4. What responsibility does this position have for establishing, interpreting and/or implementing plans, policies or procedures? Provide examples that demonstrate this responsibility: 


	5. Provide a comparison of this position to similar positions in the department and describe how this position will affect the work of other roles in the department:


	6. If this is a grants related role, describe the nature of the grants work performed by this position, if applicable. Include information regarding annual grant expenditure, number of proposals per year, and the number and size of current active grants. Describe relative complexity of grants portfolio:


	7. Is this position responsible for:
	No
	Yes
	Amount Before
	Amount After

	Budget: If so, include the dollar amount, before and after
	
	
	
	

	Vendor Contracts:
	
	
	
	

	8. What responsibility does this position have for establishing or managing organizational budgets, or creating, interpreting, implementing plans, policies or procedures? Provide an example(s) that demonstrate this responsibility:


	


	Section 6: Management/Supervision

	1. Is this person a team lead?

	2. Does this person have direct reports? If so, how many?



	3. Does this person have supervisory responsibilities?


	Indicate the Management Responsibilities of this position:
	Makes Decisions
	Gives Input
	Is Informed

	Hire
	
	
	

	Fire
	
	
	

	Disciplinary Action
	
	
	

	Performance Evaluation
	
	
	

	Monitors Workflow
	
	
	

	Delegates and Reviews Work
	
	
	

	Schedules Employees
	
	
	

	Develops Procedures
	
	
	

	Establishes Policies
	
	
	


	Section 7:  Organization Chart

	1. What is the overall size of the department? (number of staff and/or faculty):

	2. Describe department’s organization (too whom the person reports to, who heads the department, and the intermediary reporting levels):

	


	Section 8: Acknowledgements
	

	This request has been reviewed by:                                                                                    
	Date:



	Hiring Manager:                                                                                                                   
	Date:



	Dept. Head/Administrator:
	Date:




	HR USE ONLY

	Job Classification Code:
	

	Job Family:
	

	Salary Grade:
	

	Position Status:
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