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This form is intended to collect the necessary information to determine whether an increase in job level is warranted for

exempt and non-exempt positions. In the following sections, please provide information that will demonstrate and clarify
the significant permanent changes to the employee’s current job responsibilities. 
If you have any questions on completing this form, please contact your Senior Human Resources Consultant.

	Section I : Position Information

	Date:  

	Current Job Title:      

	Current Grade:       

	Current FLSA Status:      
Non-exempt       FORMCHECKBOX 
            Exempt          FORMCHECKBOX 
                  

	Employee’s Name:       

	Department:       

	Manager:       

	Department Administrator:       

	Senior Human Resources Consultant:       


	Section 2:  Proposed Changes to Position


	Proposed Job Title:                                                                                          Proposed Grade:      



	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.  Please indicate if former duties have been re-assigned (if applicable) and how this has affected the work of the position.

	     



	Section 4:   Job Description and Qualifications

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

	2. Please describe the basic qualifications for this position.  Please limit the description to those specific skills that are minimally required to meet the expectations of the position.  (Examples: Two years of administrative experience required, Bachelor’s Degree in Accounting or related field required, or minimum of two years of management experience required.) 
     

	3. Please describe any additional qualifications such as preferred skills or subjective qualifications. (Examples: Bachelor’s degree preferred, excellent organizational skills, strong analytical abilities, or detail oriented)
     

	4. Describe the required education for this position.  Include and specific degree and major, license, registration or certification required.      


	5. Does this position require the candidate to have specific technical or scientific training?  Yes  FORMCHECKBOX 
  No

	6. Does this position require the use of specialized equipment or technology?   Yes  FORMCHECKBOX 
  No   FORMCHECKBOX 
  
       If yes, please describe the required training and/or equipment:      

	Please provide the approximate time spent (on average) for each job activity listed below.  Total percentage must equal 100%.  Please indicate which of these duties are new or changed since the last time the position was reviewed.

	Job Activities
( if new

( if changed
% of Time
     

      
     
     

      
     
     

      
     
     

      
     
     

      
     
     

      
     
     

      
     
     

      
     
     

      
     


	7. Please explain the impact that the work of this position has within the department, HMS, inside Harvard or outside the University, if applicable.
           

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

	9. Please 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.
     

	10. Please describe department’s organization (to whom the position reports, who heads the department, and the intermediary reporting levels). Attach an organizational chart if available.

            

	11. Does this position have authority to authorize expenditures and/or make financial decisions?  Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 

If yes, please describe the funding authority and/or the financial decisions this position makes and the effect these decisions have on the overall operating or financial success of the unit, school, or the University.  Please include the size of the budget for which this position is responsible.
     

	12. Describe the managerial areas of responsibility for this position, if applicable.  List positions that report both directly and indirectly to the position.
            
Please indicate the management responsibilities of this position:

Makes Decisions

Gives Input

Is Informed

Hire

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Fire


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Disciplinary action

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Performance evaluation

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Monitors workflow

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Delegates and reviews work

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Schedules employees

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Develops procedure

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Establishes policy

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 



	13. Describe the nature of the grants work performed by this position, if applicable.  Please include information regarding annual grant expenditure, number of proposals per year, and number and size of current active grants.  Please describe relative complexity of grant portfolio.     

	Section 5: Additional Documentation for IT Positions (please fill out if applicable)

14. Does this position perform systems analysis techniques and procedures, including consulting with users, to determine hardware, software, or system functional specification(s)? Please provide an example of this.

            
15. Does this position design, develop, document, analyze, create, test, or modify computer systems or programs, including prototypes, based on and related to user or system design specifications? Please provide an example of this.

            
16. Does this position design, document, test, create or modify computer programs related to machine operating systems? Please provide an example of this.

            
17. Please describe the amount of hardware, network and/or related equipment work for which this position is responsible.

            
18. What computer languages is this position responsible for utilizing? If programming, what is the percentage of time spent on this function?  Include skill level (beginner, intermediate, or expert).

Computer Languages 

Skill Level

% of Time

     
     
     
     
     
     


	Section 6: Acknowledgements

	This request has been reviewed by:

Name

Date

Hiring Manager

     
     
Dept. Head/Administrator

     
     


	HR USE ONLY
Job Classification Code

     
Job Family

     
Salary Grade

     
Position Status

 FORMDROPDOWN 




1

